Schedule Builder Instructions

Schedule Builder is a tool to help students visualize their schedules before enrolling in

classes.

You can find Schedule Builder by selecting the “Advising and Orientation” tile (Degree
Audit Report) in myUNT or where you access your degree audit. You must be logged in to

use this tool.

After you log in, click on “Schedules.”

&UNT Home Students v

Student: Audits ~

Using the drop-down menu, select the desired term.

My Schedule

Let's get started building your schedule. First, pick the term you want to work on.

Select Term:

Spring 2026 v

You have the option to select a different term at any time by clicking the “Change Term” icon

found at the top of the screen.

—
Summer 2026\ ﬁ

Next, start adding courses. You can search by course department, number or title (for example:

First-Year Writing I).

Schedules

Next, start adding courses to this term.

Enter Course Department, Number, or Title

Use the “+Class” button to add the class to your search. Repeat for all courses you want to

search for in the term.


https://my.unt.edu/psp/ps/?cmd=login&languageCd=ENG
https://unt.uachieve.com/

engl 1310 D

Dept/Number Title

(E Hide/Show All Course Detal‘ls)

ENGL 1310

First-Year Writing | - 3 Hours

& Details

ENGL 1310 FIRST-YEAR WRITING | - 3 Hours 'n'ﬂ)
MATH 1190 BUS CALCULUS - 3 Hours ﬁ)
PSYC 1630 GEN PSY I - 3 Hours ﬁ>
ACCT 2010 ACCOUNT PRIN | - 3 Hours ﬁ)

After you select all the courses you want to search for, click on the “Finished Adding Classes”
button at the top of the screen.

Finished Adding Classes



You have the ability to customize schedules to your needs and preferences. If you have days or
times that you are not available to take a class (i.e., time you are working), add a Busy Time to
block out that time in your schedule.

Add Busy Time

One last thing before we start to build your schedule: adding busy time.

If you have days or times that you're not available to take a class, add a busy time to block off that time. This will help eliminate sections
that are offered during those times when you're not available.

© Add Busy Time

Skip this step

Adding a Busy Time will help eliminate sections that are offered during those times when you
are not available.

Name the Busy Time (for example, work). Use the drop-down menu to add a start time and an

end time. Select the days of the week and click “Save.”

Busy Times
Name
work
Start Time End Time
2:00 pm v 5:00 pm v
Days of the Week
Mon Tue Wed Thu Fri Sat Sun

@ Cancel )



In this example, Schedule Builder will not schedule classes on Tuesday or Friday between 2
p.m.and 5 p.m.

Mon Tue Wed Thu Fri Sat Sun

My Busy Times
Name Start End M T W H F s s @ W
work 2:00 pm 5:00 pm (m] 0O o 0O 0D & W

When you are ready to move on, select “Finished Adding Busy Times” at the top of the screen.

Finished Adding Busy Times

You can choose to create your own schedule or let the system auto-generate schedules for you.
If you decide to create your own schedule, you can search course by course to select and add

sections you wish to take.

NOTE: If you plan to enroll in a special problems section, you should follow the instructions
below to create your own schedule, select the specific special problems section and lock it
before utilizing the auto-generate functionality. If you plan to enroll in a zero-credit hour

course, you should use the Public Class Search to find the course and manually add it to

your shopping cart.

Build your schedule

Now we're ready to get started building your schedule.

You can manually create your own, or you can have us generate some for you. You can always come back and do the other option at
any time.

#' Create Your Own


https://my.unt.edu/psc/ps/EMPLOYEE/SA/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL?&

ENGL1310 - FIRST-YEAR WRITING | ¥ i .
Primary Schedule: Primary

Schedule - 0 Hours

Status Section Time /Day More
+ 018 () )
10:00am-10:50am MWF Mon Tue Wed Thu  Fri Sat  Sun
a a
+ 501 ()
11:00am-12:20pm MW a
+ 022 (i ] #
11:00am-11:50am MWF
a
+ 039 o
10:00am-10:50am MWF a

NOTE: If any section conflicts with Busy Times, those will be noted with “Busy Time conflict.

Click @ for additional information about the section (course description, section enroliment,
and prerequisites). Section Notes are not currently displaying in Schedule Builder but can be
viewed in the Public Class Search.

Click * to choose a section. Once selected, it will appear on the schedule grid.

ENGL1310 - FIRST-YEAR WRITING | v i .
Primary Schedule: Primary
Status Section Time/ Day More Schedule - 3 Hours
v 018 o
10:00am-10:50am MWEF Mon Tue Wed Thu  Fri Sat  Sun
a A
= 501 0
11:00am-12:20pm MW a
= 022 1] 10:00 am 10:00 am 10:00 am
11:00am-11:50am MWF ol Bl m e
Use the drop-down to choose the next course on your list.
ENGL1310 - FIRST-YEAR WRITING | v

If you change your mind about a section, click * under Delete to remove that section from

your schedule.

Class Section Title Time / Day More || Delete

ENGL1310 018 FIRST-YEAR WRITING | (1] %
10:00am-10:50am MWF




After you have added all of your preferred sections, click at the top of

the page.

Build your schedule

Now we're ready to get started building your schedule.

You can manually create your own, or you can have us generate some for you. You can always come back and do the other option at
any time.

# Create Your Own X

. 3 Configure Preferences . .
If you choose to auto-generate, click to open other options to customize
your schedule.

Riminieaig

Auto-Generate Schedules

(_ Time-Based Preferences ‘ Z) We can auto-generate different schedules based on the classes you've added to this term.

' Number of Classes ‘ r4 l

( Professor Preferences ’ |Z\/" You can configure some settings to help us generate schedules more tailored to fit your needs, or you can skip this step and just use
P =4 the default options.

‘]‘ Additional Preferences ‘ 4 |

We will also use any Busy Times you've set up to make sure we don't select classes when you're not available. If you haven't set up any
Busy Times, you can do so now: Add Busy Times,

2% Configure Preferences

Skip this step

Information added as a preference will help the system customize schedule options for you to

select from. Note: Preferences are not guaranteed.

Time-Based Preferences:
Generate schedules based on the number of days you want to take classes, the minimum and

maximum time you want between classes and to try to fit classes in a set window of time (time
block).



Time-Based Preferences

First up, let's narrow down when you want to take classes.

Time Between Classes

Minimum Minutes Between Classes Maximum Minutes Between Classes
15 480

Number of Days

(Fewer Days, More Classes per Day> <More Days, Fewer Classes per Day)

Time Block

While Busy Times is where you identify times when you can't take classes, Time Blocks is
where you tell us the days and times when you want to take classes.

Name Start End M T W H F S S = []

‘ ’ |8:00am v| [200am v| O O O O O O O save Clear

(Maximum characters: 50)

Click “Next” to continue with more preference options then select “Save & Finish.”

Number of Classes:

You can select more courses than you will enroll in for the term and let Schedule Builder
generate schedules with a maximum number of courses. For example, you can list several
elective courses and let Schedule Builder generate schedules containing only one or two of the

elective courses but not all of them.

If you want Schedule Builder to schedule all the classes that you have chosen, select “Take

them all.”



Number of Classes

Next, let's identify how many classes you want to take.

You have 4 classes this term. Do you want to take all of them? Or have you planned a few extra as backup?

® Take them all
O I planned extra

If you have selected extra courses, click “I planned extra.”

Number of Classes

Next, let's identify how many classes you want to take.

You have 4 classes this term. Do you want to take all of them? Or have you planned a few extra as backup?

O Take them all
@ | planned extra

Of the 4 classes you have, what's the minimum number you What's the maximum number?
want to take?
4
0
Of the 13 Credit Hours you have, what's the minimum number What's the maximum number?
you want to take?
30

0

You will be able to choose the minimum and maximum number of courses and credits to include

in the generated schedules.

You can also specify courses that MUST be taken together (corequisites) or courses that you do
not want to take together. For example, you chose two courses that fulfill a core requirement but

only need to take one of them.



Number of Classes

Next, let's identify how many classes you want to take.

You have 4 classes this term. Do you want to take all of them? Or have you planned a few extra as backup?

O Take them all
@ | planned extra

Of the 4 classes you have, what's the minimum number you What's the maximum number?
want to take?
4
0
Of the 13 Credit Hours you have, what's the minimum number What's the maximum number?
you want to take?
30

0

Are there classes you must take together? examples include a science lecture and it's corresponding lab.

ACCT 2010 ACCOUNT PRIN | v AND ACCT 2010 ACCOUNT PRIN | v +

First Course Second Course Delete

Are there classes you do not want to take together? example: youve added two English classes and you want to take one or the other, but not both.

ACCT 2010 ACCOUNT PRIN | v OR ACCT 2010 ACCOUNT PRIN | v +

First Course Second Course Delete

Click “Next” to continue with more preference options then select “Save & Finish.”

Professor Preferences:
You can identify faculty that you prefer for the courses that you have selected.

Next to each professor, you can choose:

+ Don’t Want
» Don’t Prefer
*  Prefer

« Want

The system will default to Neutral (you have no preference about this professor)



Professor Preferences

Now, let's identify the professors you most prefer over others.

Professor Professor Preference Classes
g N
(Don't Want) l\Don't Prefer/!
) ACCT2010
( Prefer ) Want
(Don't Want) ( Don't Prefer :_]I
N~/ ENGL1310
[ Prefer 4.‘( Want )

Click “Next” to continue with more preference options then select “Save & Finish.”



ADDITIONAL PREFERENCES
You can select the campus(es) and delivery method(s) to include in the generated schedules.
e Campus:
INET-Online Section
MAIN-Denton Main Campus
FRSC-Frisco Location
» Delivery Method:
Face to Face
Hybrid

100-Percent Online Course

Additional Preferences

Just a few final preferences you can set and then we can start generating schedules.

Identify the campuses where you prefer to take classes.

INET
<Don'tWant>EfDon‘t Preferi w\/ Prefer \\C Want >
MAIN
<Don'tWant>f;Don‘t Pr'efer;v“(: Prefer ‘< Want >
FRSC

/,'7'\‘ G .
QUL Don't Prefer | Neutral | Prefer )( Want >

Some of the classes you have added to this term have multiple delivery types, set priorities on those you prefer over others.

Face to Face

<Don'tWant>tf Don't Prefer “ Prefer )< Want )

Hybrid

<Don'tWant>Ei Don't Prefer ‘\/ Prefer /w( Want )

100-Percent Online Course

(Don'tWant){y Don't Prefer \\\ Prefer )( Want )

Click “Next” to continue with more preference options then select “Save & Finish.”

Number of Schedules:
Use the drop-down to choose the number of schedules you want to be generated to choose

from based on your previous selections.



Click “Generate Schedules.”

Auto-Generate Schedules

We can auto-generate different schedules based on the classes you've added to this term.

Select the maximum number of schedules to generate.

15 v

Configure Preferences

Generate Schedules:

Review the generated schedules. Click “View Details” for additional information on the courses

in the schedule or select @ for additional information about the section (course description,
section enrollment and prerequisites).



Schedule 1- 13 Hours @save Schedule 2- 13 Hours @ Save Schedule 3- 13 Hours B Save

Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun
-~ -~ -~
ACCT ACCT ACCT PSYC PSYC ACCT ACCT ACCT
2010 2010 2010 1630 1630 2010 2010 2010
PSYC PSYC PSYC PSYC
1630 1630 ENGL ENGL ENGL 1630 1630
1310 1310 1310
EMNGL ENGL ENGL ENGL ENGL ENGL
1310 1310 1310 ACET ACCT 1310 1310 1310
2010 2010
MATH MATH MATH MATH MATH MATH
1190 1190 1190 1190 1190 1190
A4 A4 A4

View Details View Details View Details

Schedule 4- 13 Hours @ Save Schedule5- 13 Hours @sSave Schedule 6- 13 Hours @ save
Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun
rY rY -
PSYC PSYC PSYC PSYC Aeler Ldsy fd=y
1630 1630 1630 1630 2010 2010 2010
PSYC PSYC
ACCT ACCT ACCT ACCT ACCT ACCT 1630 1630
2010 2010 2010 2010 2010 2010
ENGL ENGL ENGL ENGL ENGL ENGL
1310 1310 1310 1310 1310 1310
MATH MATH MATH MATH MATH MATH
1190 1190 1190 1190 1190 1190
A A A

View Details View Details View Details

When auto-generating schedules, if you find a particular section of a class that you prefer, lock it
and every schedule you auto-generate after this will include the section.

e Click on View Details

e Scroll to the bottom of schedule and click o .

Sections
Lock Class Section

AccT2010 001

Save your preferred generated schedule.



Schedule 1-12 Hours

Mon Tue Wed Thu Fri Sat Sun

ENGL ENGL a
1310 1310
ACCT ACCT ACCT
2010 2010 2010
MATH MATH MATH
1190 1190 1190
PSYC PSYC PSYC
1630 1630 1630
Save Schedule X

Name your schedule:

SP FIRST CHOICH ]

(J Make Primary Schedule

Cancel @

After you “lock” your preferred schedule, click on Finished Auto-Generating Schedules at the top

of the screen.

Finished Auto-

Generating
Schedules

You will see a message at the top of the screen with your registration window. Once your

registration window opens, you can push your saved schedule to your “Shopping Cart.”

Your registration
window opens:

Begin: 03/19/26 at

Push to

Shopping Cart
“

Please note: You are not enrolled in any classes yet. You must log in to myUNT to
complete your registration.


http://my.unt.edu/

In the “Enrollment” tile in myUNT, click on your “Shopping Cart” tab on the left-hand side
of the screen. The courses you have added to the cart will be listed.

Review your classes, check the ones you want to enroll in, and then click "Enroll" in
the top right corner to finalize enroliment.

Shopping Cart

F———— ol - |
Envoliment Appointments. 2 ( age

Q Class Search and Envol Select  Avallability  Class Description Session Days and Times. Room
— _] Oh . ) HIST 2620 U'S FM 1885 Eight Week - Second None

3 Drop Classes

o Update Classes 1. Select Shopping Cart tab

2 Cick the ‘Select’ Box for the ¢k
to emvol in

«* Swap Classes 3 Select Enroll

B, Browse Course Catale
X Catalog

After selecting “Enroll,” you will receive a confirmation.

Confirmation

View My Classes/Schedule

Eneoiment Appontrments 2 INSEAN S W St

Q Class Search and Envol

Select “View My Classes/Schedule” to verify enroliment.

View My Classes

By
™ By Class
Show Enrolled Classes Show W Show Dropped Classes
Envoliment Appomtments 3 able Pay
Q Clons Search and Emvol ANTH 4021 ANTHRO THOUGHT
ANTH 4765 URBAN BEINGS

Shoppng Carnt

ENGL 3450 SHORT STORY
5 Orop Classes

HIST 2620 U § FM 1865
o Update Casses

Status. Units Grading Basis. Grade Academic Program Requirement Designation
& Swap Classes
Envolled 300 Graded Liberal Arts & Social Saences
. Browse Course Catalog
. Class Meeting Dates Days and Times Room
031672026 - 051082026 Days: None UNT intemet Course
Secton 435 - Class Nox 12145 Days: N ”


http://my.unt.edu/

