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How to Access and Submit the Schedule Build Perfect Form / Schedule Build

Template
(Initiator)

Step 1:
e Go to the Office of the Registrar website
e Go to Faculty and Staff Tab
e Select Schedule Build Resources

Getting Started  Majors & Programs  Admissions ~ Campus Life & Culture  Services & Resources  Athletics  About SHSU

OFFICE OF THE REGISTRAR

HOME / DEPARTMENTS / REGISTRAR
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The Perfect Form is listed under Schedule Build PerfectForm

Schedule Build Resources

Schedule Build PerfectForm

Schedule Build PerfectForm =

How-To Guides

« |nitiator How-To Guide
e Approver How-To Guide

Standard Class Meeting Times (Main Campus) +

Large Lecture Hall Guidelines +
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Step 2:

e Open the Schedule Build Perfect Form

Sam Houston State University @

. Fesdback
Office of the Registrar Schedule Build Form

Semester Year

v| | |

Flease submit one form and spreadshest par term.

First Mame Last Name JamiDd Date

| | | | [oms m

College Department

1. Fill and attach your

Please remember the following guidelines as followed by the Strategic Scheduling Team
and Office of the Provost:

= One term per form

» This submission should include all intended sections for the term.

= Mote: & Schedule Maintenance Form is required for any changes, additions or deletions after
initial submission and approval.
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Step 3:

o Fill-out each required area

Sam Houston State University e

Feadback

Office of the Registrar Schedule Build Form

Semester Year

vl |

Flegse submit one form and spreadshest par term.

First Name Last Name Sam ID 3 Date

| | | | [ |a

College

1. Semester (Which will prompt the corresponding Excel Template for that term to appear)
2. Year of the Schedule Build
3. Your First Name
4. Your Last Name
5. Your Sam ID — please include all zeros (ex: 000XXXXXX)
a. After entering your Sam ID, you will receive a popup message stating to not press the back button.
Please allow the popup loading screen to complete before proceeding.
Schedule Build Test Form
i ) Please do not press "Back” button or close window while loading
1
Ok
Press OK after reading the message (You will receive a Processing message)
b. Please allow the popup loading screen to complete before proceeding
| ) |
' Processing...
ff
-
i w %
6. Date

7. College — please select your academic college
8. Department — please provide your full department name (Ex: “Mass Communications”)
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Step 4:

After Semester is selected, the appropriate Schedule Build Excel Template will appear. Click on the template to
download the Schedule Build Excel file template. This Excel file can be saved to your desktop in case you need to
complete it over a period of time.

Sam Houston State University x

. Feedback
Office of the Registrar Schedule Build Form

Semester Year

- v| [2021 |

Flease submit one form and spresdshest par term.

First Name Last Name Sam ID Date

|Edgard | Sanchez | 000314734 | | 1111312020 |_dﬁ
College Department

| Registrar v |I'-.-'ICD M |

1. Fill and attach your

(Fall) Schedule Build Excel Template

The template might appear at the bottom left corner of your screen, depending on browser and download
settings.

!@ Fall+Schedule+Bui...xlsx

Fill-out the Schedule Build Excel template for the semester you plan to submit the schedule. Once you have completed
your department’s full schedule for the semester, proceed to attach the Excel file in the next step.

Note: The Excel file must contain your department’s full schedule for the semester before attaching the Excel file to the
PerfectForm. Partial submissions will not be processed.

Part of Term (See

Fall Schedule Subject Course # Section # next tab in
workbook)

| Department: AMST 3311 01 1: Full term
English ENGL 1430 01 1: Full term
ENGL 3330 01 1: Full term

:Prepared by:
Rhonda Owens

:Term:
Fall 2021
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Step 5:
e Attach the Schedule Build Excel Template

Once you have completed filling out the Schedule Build Excel Template, click on Attach

1. Fill and attach your

- (Eall)_ Schedule Build Excel Template

In the popup window, select the file you wish to upload.
Note: Please make sure “All files (*)” is selected in the bottom-right corner of the popup window.

Open X
4 <« Common Drive (T:) » REG » Schedule of Classes » Strategic Scheduling Team 2019 v O Search Strategic Scheduling T... @ |
Organize « Mew folder == « [ o |
Manuals - P ™ Mame - Date modified Type Size
MATH - DBY Emails 11/14/2019.11:42 ... File folder
OMNLI Attriby Meeting Notes 1 2019 11:42 ... File folder
Online appr Distribution Lists for PerfectForms 20200, 1/17/2020 11:42 AM - Microsoft Word D.., 13KB
Online Sche El Fall 2019 AnalysisCourses.xlsx 11/11/2019 213 PM - Microsoft Excel W... 147 KB
Reports ﬁ Fall 2019 Data for Dr. Loft.xlsx 11/14/201911:38 ... Microsoft Excel W... 218 KB
Reserved Se I:i__"l Meeting-Pattern-Excel-5preadsheet-for-1... 2019 422 PM Microsoft Excel W... 621 KB
| no subject .msg 2019 422 PM Outlook ltem 672 KB
Room Infon PerfectForm Snip.JPG JPG File 61 KB
Schedule Bt 1% Pivot Table Bxample Fall 2019 AnalysisCo.. Microsoft Excel W... 181KB h
Schedule B ﬁ Schedule Request.xlsx Microsoft Excel W... 10KB H
Schedule C I:i__"l Scheduling Template 2020.xlsx Microsoft Excel W... 220 KB H
Schedule Re ﬁ ST_Student_Information_888 - Course Se... Microsoft Excel W... 1,252 KB
Scheduling le
Special Title
v Strategic Sc
File name: || v|| Allfiles () v I

| Open |v| Cancel !

Once attached, you will see which file has been attached for submission

1. Fill and attach your

I Fall+Schedule+Build+Template (4).xlsx rFa“] Schedule Build Excel Template
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Step 6:

e Send Authentication Email

To proceed, click the button, “Send to My Email for Authentication.”

Send to My Email for Authentication

Then you will receive a message to go to your email to authenticate your form

Sam Houston State University 8
Office of the Registrar

Feedback

Schedule Build Form

Semester Year

Fail v|  [2021 |
Flease submit one form and spresdshest par term.

First Name Last Name Sam ID Date

ex: Q00123456

| Edgard | | Sanchez | 000000000 1111202020 £

College Department

| Registrar Vl |MCDM |

1. Fill and attach your

m Fall+Schedule+Build+Template (4).xlsx {Fﬂ“] Schedule Build Excel TEI'I‘IElﬂtE

" Schedule Build Form

(17 Just One More Step: Your Form is not yet submitted. An email

24 will be zent to the email you provided with a link to your form.
“fou will need to open the email and click the link to
authenticate your form.

Please reme Team
and Office o -
QK
= Onetb
s This s 4

» Mote: A Schedule Mzaintenance Form is required for any changes, additions or deletions after
initial submission and approval.




Verify that you received the authentication email

Click on the link to authenticate your form

Submit Your Schedule Build Form - Message (HTML)

Acrobat 2 Tell me what you want to do...
= x E’-\j (E -\1 E’_\a Fa i My Stuff ¥ e I% £5% Mark Unread
€ > ':Ij - BT Manager - _m ==| Categorize ~
z@ . Delete  Reply Reply Forward = . —|  Move o Assign
Al E-E’ Team Email - . " Policy [™ Follow Up ~
Delete Respond Quick Steps P Move Tags

Thu 3/19/2020 11:14 AM

SHSU PerfectForms <forms@shsu.edu>

Submit Your Schedule Build Form
To M sanchez, Edgard

Dear Sammy ,

*Please open the below link to submit vour form*

https://forms.shsu.edu/PerfectForms/p.aspx?f=gawPopAgAosAcYAQO

You will receive a confirmation email after submitting vour form.

Sincerely,

Registrar's Office

]
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NP
a%D'O\

Translate % Zoom
Editing Zoom A
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You will then receive a message stating that your form was successfully submitted for review.

Sam Houston State University 8

Feedback

Office of the Registrar Schadula Build Form

Semester Year

Fal v| |2021 |

Flease submit one form and spreadshest par term.

First Name Last Name Sam ID Date
ex: 000123456
| Edgard | | Sanchez | 000000000 el
College Department
| Registrar w | ||".-'ICDFI.I'I |

1. Fill and attach your

Fall+Schedule+Build+Template (4) xlsx

' Schedule Build Form

“ Your form is successfully submitted for review. Please check
* the email you provided for a confirmation email. The form will

now close.
Please reme 0K Team
and Office o -
= One ts "

»  This submission should include all intended sections for the term.

« Mote: A Schedule Maintenance Form is required for any changes, additions or deletions after
initial submission and approval.
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You will then receive a confirmation email stating that your form has been submitted to your Dean Approver for review.

Your Schedule Build Form is Under Review - Message (HTML)

Acrobat '-;-' Tell me what you want to do...

= x E/_\:j (E _\ﬂ E/_\a E P My Stuff m =T \E—I 53 Mark Unread a’% pel q
< > l:(j - BT Manager - _m - ] Categorize ~ B-
a@ . Delete  Reply Reply Forward = . — | Maove o Assign Translate Loom
Al E-E > Teamn Email - . "~ Policy ~ [™ Follow Up ~ - [ -
Delete Respond Quick Steps P Move Tags [F} Editing Zoom ~ F
Thu 3/19/2020 11:1% AM
SHSU PerfectForms <forms@shsu.edu>
Your Schedule Build Form is Under Review
To M Sanchez, Edgard ~

Dear Sammy ,

Your Schedule Build Form has been submitted to yvour Dean Approver for review.
A final confirmation email will be sent if vour form 1s approved or denied by yvour Dean Approver.

Sincerely,

Registrar's Office

Instance Number: 29
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Step 7:

e Receive Approved/Denied Confirmation Email

Once approved by your Dean Approver, you will receive a confirmation email

From: SHSU PerfectForms <forms@shsu.edu>

Sent: Thursday, March 19, 2020 3:38 PM

To: Sammy Bearkat

Subject: Schedule Build Form Status: Approved by Dean | Instance Number: 28

Dear Sammy Bearkat,

The following Schedule Build Form has been approved by the Dean Approver and submitted to the Registrar's Office:

- Reviewed by: Dean Approver of CAM
- Approved on 19 Mar 2020
- Comments: This schedule was reviewed and is accurate.

- Term: 202120

- College and Department: College of Arts & Media, Mass Communications
- Original Submit Date: 19 Mar 2020

- Form Instance Number: 29

The Registrar's Office will process the approved spreadsheet and will contact you if there are any questions or concerns.

Link to view form:
https://forms.shsu.edu/PerfectForms/p.aspx?f=BxwPAJogAA ggUAQM

Sincerely,
Registrar's Office

Instance Number: 29
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If your request is denied by the Dean Approver, then you will receive a denied email

From: SHSU PerfectForms <forms@shsu.edu>

Sent: Thursday, March 19, 2020 4:29 PM

To: Sammy Bearkat

Subject: Schedule Build Form Status: Denied by Dean | Instance Number: 29

Dear Sammy Bearkat ,

The following Schedule Build Form has been denied by the Dean Approver:

- Reviewed by: Dean Approver of CAM
- Denied on 19 Mar 2020
- Comments: The schedule submitted does not meet projected student demand.

- Term: 202120

- College and Department: College of Arts & Media, Mass Communications
- Original Submit Date: 19 Mar 2020

- Form Instance Number: 29

Link to view form:
https://forms.shsu.edu/PerfectForms/p.aspx?f=3wwPAAggAggAUggR

Sincerely,
Registrar's Office

Instance Number; 29




