
 
 

Building the Next Academic Schedule 
1. Log into Ad Astra and choose Schedule/Courses. You know you are in the right screen when you see Courses at the top left corner 

 

 

2. Choose the Term/Campus(es)/Subject filters at the top for your department(s) 

 

Filtering Tips: 

Align Status –  

• Choose Evaluate if you are a Department Chair/Program Director/Program Coordinator 
• Choose Review if you are a Dean/Associate Dean. You will see those sections that have been evaluated and moved to Review Status for your 

approval 

 

Top Candidate - Courses with a Blue Flag are considered top candidates for action, whether to reduce the number of sections or increase based on 
historical enrollment.  



 

Arrows 

The arrows tell you if it is recommended that a course either increases, decreases, or keeps the same number of sections. Remember this is based on 
historical enrollment. Not all recommendations are meant to be acted upon. 

 

3. Click on the course - In the example below you see the analysis and recommendation to increase the number of sections. Chairs and Program 
Directors/Coordinators can increase or decrease the number of planned sections on this page or by clicking on Sections at the top of the page.  

 

 

Click Sections at the top of the page to provide details for either adding sections or deleting. 

ADDING SECTION 

a. Click on Unassigned and a new section box will appear.  
a. Section code – enter 9999 for a new section or enter in the next in the series. For example, if you have 2 scheduled the next would be 03. 



b. Part of Term – if the course will be offered in either the first 8 weeks or second 8 weeks, choose the appropriate part of term from the drop 
down arrow. 

c. Campus – Choose either Main/Online/or Chicago 
d. Cross-List – Enter in the Course to be cross-listed 
e. Instruction Method – Choose from the drop down box  
f. Student Instructions – add any specific instructions for students (e.g. Morton Cohort 5) 
g. Hit SAVE 
h. Next, scroll down to add the meeting information  

i. Click Edit 
ii. Choose the Meeting Days – click on the square to display meeting patterns associated with the credit hours for your course. 

 

iii. Select a Meeting Pattern – if the proposed times are not displayed, click on the clock to manually enter your request 
iv. Add Instructor from the drop-down menu 

 

v. Click SAVE 



vi. If there is anything special about the section such room requirements, use the comments button at the top of the page. You can 
direct your comment to the particular section or to the course in general. To create a comment, type @jennifer mcclure and then 
continue with the message. The conversation will save within the platform and track for easier coordination and communication.  

 

 

DELETING A SECTION 

a. Click on SECTIONS on the section you wish to delete and click edit in the middle of the next page. Click Save.  
b. Create a comment to @Jennifer McClure to delete the section.  
c. Click on the Send icon to send the message. You know it works because you will see it populate on your screen 

 

 



UPDATING STATUS OF SECTIONS 

a. Once you have either reviewed and are keeping sections the same, increasing the number of sections or decreasing the number of sections, click 
on the STATUS drop down to move from EVALUATE to REVIEW 

b. This will indicate to the Associate Dean/Dean that you have completed your initial course recommendations for that term.  

 

 

 


