
 
 

 
Academic Schedule Development Process 

Vision and Approach 
This Academic Schedule Development Process supports Dominican University's decentralized approach to schedule building. It 
utilizes Ad Astra's solutions and other data sources to analyze comprehensive data points around the academic schedule and 
provide insights, progress, and recommendations to academic leadership involved in developing a student-centered course 
timetable. This process will be updated as necessary to aid in transparency and clarity for all schedule-building stakeholders. 

 
Roles 
This section defines the roles and responsibilities in the Schedule Development Process. 

 
Strategic Scheduling Completion Coalition (Recommended) [Associate Deans, Registrar, Director of Advising, 
and Associate Provost] Responsibilities: The Strategic Scheduling Completion Coalition accelerates student progress 
toward degree completion by reviewing course recommendations, providing guidance, and setting scheduling priorities. 

 
Academic Affairs 
Responsibilities: The Provost, Vice President of Academic Affairs oversees course scheduling requests, focusing on budget 
and resource allocations. 

Deans/Associate Deans/Division Coordinators 
Responsibilities: Deans/Associate Deans/Division Coordinators oversee the scheduling of courses for the division. Deans/ 
Associate Deans/Division Coordinators work collaboratively to address schedule-related concerns with appropriate 
campus stakeholders. 

 
Chairs, Program Directors, Program Coordinators 
Responsibilities: Chairs and Program Directors/Coordinators are responsible for developing departmental course schedules 
and ensuring adherence to institutional guidelines and policies. They work with faculty to understand student demand and 
academic needs and balance course offerings accordingly. Chairs coordinate with Deans/Associate Deans and the 
Registrar's Office to resolve scheduling conflicts or adjustments. 

 
Registrar's Office 
Responsibilities: The Registrar's Office manages the technical setup of the schedule within the Jenzabar One SIS for each 
scheduling cycle. They are responsible for rolling forward the previous schedule and notifying the Deans/Chairs when the 
schedule is available for review/edits in Ad Astra. 

The Registrar's Office pushes the schedule adjustments from Ad Astra to Jenzabar One and addresses any concerns related 
to scheduling in consultation with Deans and Chairs. The Office ensures schedules comply with scheduling guidelines and 
institutional policies and publishes the schedule in Jenzabar One. 

 
 

Preparation and Planning 
This section defines the tangible inputs or process steps before the schedule-building process begins. 
• The curriculum approval process for the upcoming terms or academic year (fall, spring, and summer) has been completed. – 

This is a future goal to discuss with faculty leadership. Look at timing with schedule revision dates below. 
• The Registrar's Office updates curriculum changes in Jenzabar One and reviews schedule details, including course prerequisites, 

corequisites, course fees, attributes, etc. 
• The schedule is rolled forward from the previous term schedule (i.e., fall to fall) in Jenzabar One and is imported into Ad Astra, 

which becomes the base schedule for a term. 

http://www.aais.com/


Associate 
Deans 

Important Resources can by found on myDU: 
 
• Schedule Production Timeline 
• Scheduling Parameters 
• Schedule Grid  

 
Schedule Development Workflow and Process 

Workflow: 

 

 
Process: 
Step 1: Registrar’s Office rolls the schedule forward in Jenzabar One and imports it into Ad Astra as the base schedule for a term. 

Notifies faculties to start planning/editing their schedules using Ad Astra. 
 

Initial Revisions Phase 
Step 2: The Chairs and Program Directors/Coordinators review recommendations in Ad Astra and make edits -- additions, 
modifications, and deletions. (Updates Align Status to "Reviewed”(classic view) or to “Associate Dean Approval” (new experience) 

Associate Deans collaborate with Chairs/Program Directors/Program Coordinators on schedule revisions and resolve any scheduling 
concerns. 

 
Step 3: Deans review the edits in Ad Astra and approve where appropriate. (Updates Align Status to "Approved" 
(classic view) or Ready to be entered into J1“) (new experience) 
 
Step 4: The Registrar's Office pushes all course edits from Ad Astra to Jenzabar One and works collaboratively with 
Deans/Associate Deans, Chairs, and Program Directors to resolve schedule-related concerns. (Updates Align Status to 
"Scheduled" (classic view) or Registrar Review Hourly Report (new experience). 

Final Revisions Phase (Minor changes Only) 
Step 5: Chairs, Program Directors/Coordinators, Associate Deans and Deans finalize the schedule, review it, and make minor 
changes in Ad Astra. Minor changes are only allowed during this phase. 

 
Step 6: The Registrar's Office pushes minor course edits from Ad Astra to Jenzabar One and works collaboratively with Deans, 

Chairs, and Program Directors/Coordinators to resolve schedule-related concerns. 

Step 7: The Registrar's Office conducts a final review of the schedule and turns it on in Jenzabar 

 
Schedule Published and Registration Begins 

 
Monitor - Registration Tracking 
Deans/Chairs monitor registration activity at designated times to provide timely edits to the course schedule to improve student 
access. The process of making schedule adjustments after registration begins will be followed. 

 
Note: The platform's Collaboration Tool will be the method used facilitate communication with other stakeholders about course 
schedule details, resource allocation, and/or room assignments. It will provide more visibility into why and when schedule decisions 
are made. 
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Scheduling Principles for Student Success and Efficiency: 

These scheduling principles aim to facilitate student success by enabling accessible and manageable schedules while 
maximizing classroom space utilization. 

Facilitate Student Scheduling and Success 

• Arrange classes to allow students to build balanced schedules. For example, offering three required courses in 
consecutive MWF time blocks provides a structure that simplifies scheduling for students. 

• Use on-grid scheduling to minimize conflicts for students and increase room usage efficiency. 

 
Optimize Space Usage 

• Utilize classroom space effectively throughout the week. Hybrid, technology-enhanced, and single-day 165-minute 
classes should align with the scheduling grid and be paired with compatible sections to ensure full weekly room 
utilization. 

 
Standardized Class Times 

• To prevent consecutive student scheduling conflicts, all classes should follow the official start and end times 
outlined in the scheduling grid. 

• Any exceptions to the grid must have justification and prior approval from the Registrar's office to maintain 
consistency. 

 
Guidelines on Required Balance of Course Offerings 

• Course offerings between 8:00 AM and 6:00 PM Monday through Friday should be evenly distributed across the week 
and all standard time slots to avoid student scheduling bottlenecks. 

• Classes should not be concentrated on select days or times, ensuring better access for students 
throughout the week. 

 

 
Guidelines for Space Optimization Scheduling 

Efficiencies 

• Schedule two compatible courses (such as hybrid and single-day classes) within a single room across separate 
days. 

• Careful selection of these "matching" courses—ensuring they require similar room sizes and setups—can 
significantly improve space utilization without compromising scheduling flexibility. 
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Calendar 

 

 
Annual Schedule Timetable 

 
Tasks 

 
Ad Astra Functionality 

 
Due Date 

Roll Schedule Forward 
Completed 

 
Academic Leadership 

Notified 

The schedule from the previous like terms are rolled forward in 
Jenzabar One and imported into Ad Astra. 

 
Notify Chairs and Deans that the schedule is available for 

review/edits in Ad Astra. Provide new Chair training as needed. 
 

Schedule Building is turned ON for schedule editing. 

 
 

October/ 
November 

 
Initial Revisions Due Date 

Chairs and Program Directors review recommendations in Ad Astra 
and make edits, such as additions, modifications, and deletions. 

 
Mid-January 

 
Initial Revisions Due 

Date 

Chairs and Program Directors review recommendations in Ad 
Astra and make edits, such as additions, modifications, and 

deletions. 

 
Mid-January 

 Schedule Building is turned OFF. The Registrar's Office pushes 
schedule edits from Ad Astra to Jenzabar One. 

I need a month to 
ensure write back to 

J One is working 

Final Revisions Due 
Date 

Schedule Building is turned ON in Ad Astra so Chairs and Program 
Directors can complete the final review. Minor changes only. 

Mid-February 

 Schedule Building is turned OFF Ad Astra. The Registrar's Office 
pushes schedule edits from Ad Astra to Jenzabar One. 

End of February 

Publish Course 
Schedule in Jenzabar 

One 

Advising would like access to schedule during spring break to 
work on pre-nursing schedules. 

 
First Monday 

in March 

Registration Begins 
Deans utilize the Monitor application to identify low/high-demand 

courses and take appropriate action to meet student demand. Mid-April 
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