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COURSE SCHEDULING: MAKE A SECTION ACTIVE

When initially creating a section, the section status automatically defaults to Tentative. This instruction guide will walk
you through the process of making a course section active.

NAVIGATION

Use the following navigation to navigate to the Schedule Class Meeting page:

Click the NavBar icon

Click Main Menu

Click Student Information System
Click Curriculum Management
Click Schedule of Classes

Click Schedule Class Meeting

AN A

PROCESS

Use the following steps to make a section active:

Schedule Class Meetings
Enter any information you have and click Search. Leave fields blank for a list of all values.
e e 1. Enter the Term. If you do not know the term number, use the
Search Criteria magnifying glass icon to search for the term
. 2. Enter the Subject Area
Academic Institution:| = 7 UFLOR
Tenn, = 2181 3. Enter the Catalog Nbr
Subject Area: = ene .
Catalog bHbr beging with ¥ 13414 4. Enter the C|aSS Nbr and/or C|aSS Sect'on
ACaBE CAMBET Lo - 5. Click the Search button
Carnpus begins with ¥ Q,
Sessian: = v A
Class Mar = ¥
Class Section: hegins with ¥ | coln|
Cescription begins with *
Course 1D begins with ¥ a,
Course Offering Mhr:| = v s}
Case Sensitive
E Clear | Basic Search IQEl Save Search Criteria

6. Click the Enrollment Control tab

| Meetings || Enrollment Chtrl || Exam
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7. Inthe Class Status dropdown menu, select Active
8. Click the Save button

Enrollmeant Control

Sesson | Regular Academic Session

Class Nbr 21565
Component Lecture

Class Section TEST

Event I

Associated Class 1 Units 300
*Class Statu — 0216/2018
Canceled Section Enroliment Status Clozed
| . "
At stop Further Enrolment | Requested Room Capacity| 19 Total

X |

i WV Secuory | Enroliment Capacity. 19 5

1st Auto Enroll Section Wait List Capacity 0

2nd Auto Enroll Section Minimum Enroliment Nir
Resection to Section

Auto Enroll from Wait List

& Gave |i':;*‘ Retum fo Search | =7 Noiify

Cancel if Student Enrofled

FOR ADDITIONAL ASSISTANCE

Technical Issues

The UF Computing Help Desk
352-392-HELP

helpdesk.ufl.edu

Policies and Procedures

Office of the University Registrar
352-392-1374

registrar.ufl.edu
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