Schedule Planner for Advisors
Advisors can view their advisee's current schedule, shopping cart, and the Add Course list in
Schedule Planner. They can also update the courses in the Add Course list, generate
schedules, and validate the courses. However, once a schedule is found, advisors cannot add
those courses to the shopping cart or register for the student.
Pull up your advisee in the advisee's Student Center. Click on the Schedule Planner link.

Select the appropriate term. Click Save and Continue.

You are now on the Plan Schedule screen.
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The various filters at the top of the screen affect which courses you will find in the search. Click
on the Change button to change the filters.



Course Status: can limit your search to open classes (classes that still have seats
available) or to both open & full classes
o Classes that are full but have a wait list are under the Open & Full filter.



Sessions: in most situations keeping all of these checked will give you the best
results.
o If you want to limit your options to only classes that run the entire semester,
only check the Regular Academic Session.
o If you are looking to add a shorter class, choose one of the shorter sessions.
o Dynamic Dates means the class can have an unusual start and/or end date.
o Summer term will have many more session options to choose from, so the
session filter is often more widely used when searching for summer classes.



Term: what term of classes you would like to search. There is often more than one
term available, so check that this is set correctly before searching



Instruction Modes:
o Blended (In Person/Online/ITV): Course in which content delivery, course
activities, and assessments take place both in a physical classroom and
online. The percentage in which the class meets in a classroom versus online
is determined by the department & instructor.
o Independent Study: Students work out with their instructor when they will
meet and what topic they will study. This type of course always requires
instructor approval in order to register. First years and sophomores vary
rarely have this type of course.
o In-Person: Course in which content delivery, course activities, and
assessments take place in a physical classroom.
o Online Asynchronous or Online: All content and course activities take
place online. Students do not meet in person at a physical site. Although
there are deadlines for students by which they need to complete work, there
are no requirements for a specific date/time when the student must be
available.
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o Online Synchronous: All content and course activities take place online.
Some or all of the class still takes place at a scheduled time. Online elements
can be required (e.g., a lecture or exam) or optional (e.g., office hours or
discussion times). A meeting date & time is listed in the schedule and
enrolled students must schedule other classes/activities around that time.
Use +Add Breaks to build in activities that you want to schedule around such as lunch,
practice, or work.

Click +Add Course to find and add courses to use in a schedule.

Use the course filters on the Add Course screen to find your course.


Course Attributes allow you to search for general education courses. You can add
multiple general education attributes so you can search multiple categories at once.
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My Planner helps students find courses you have already put term by term into the
Academic Planner in your WINGS Student Center. If no classes show here, the student
does not have any classes in that term in the My Planner in WINGS. Unassigned
courses (not assigned to a term) do not appear in Schedule Planner. Courses on the My
Planner tab can be selected for use when generating schedules.



If the course has a topic, an additional field will appear. You must select a topic before
you can add that course. Only one topic can be added at a time. To search multiple
topics, you must add the course multiple times to your list.



Click +Add Course when you find the course you want. It will put the course in the right
column so you can search for more courses to add. If you change your mind about a
course you've added, you can use the red X to remove it.
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Click Done when ready to generate a schedule. You will be returned to the main Plan
Schedule tab and the courses you chose will appear under the +Add Course section.
Filter more by using Options, the gear icon next to each course in the Add Course list. The
Generate Schedules step will use your filters to narrow down your list of options even further.



Filter by instructor: click on the Options next to your course. Then click on the
Advanced Options link.



Filter by exact time: click on Options. Each section displays its scheduled time and
mode of instruction. Check only the sections you would like to get into. Be sure to pay
attention to whether there are still seats available in your desired section.
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Find the closed sections with wait lists that have room on the wait lists: Make sure
the Course Status filter at the top of the main screen is looking for both Open & Full
sections. Then click on Options next to your course. Click on the blue information
bubble next to a section to see if there is a wait list. If there are students on the wait list,
a Waitlist number will show. If there are seats available in the wait list, a Waitlist Open
number will show. If there is no wait list at all, neither one of these will show.

Tips when using Options:


Click the Generate Schedules button before adding a lot of filters, so that you can see
the largest number of possibilities first. Getting very specific before you know what is
available will make it more difficult to find an open schedule.



If too many filters are selected, it is possible to end up with 0 possible schedules. In
that case, go back and adjust your selected filters or update the list of courses you are
scheduling.



See how many seats are available in all sections of a course by clicking on the
Options. If all of the sections say 0, click on the blue info button to see if there is a wait
list.



If you have changed the Course Status filter to include both open and closed sections
in order to see wait lists, you use the checkboxes under Options to uncheck any closed
sections that don't have a wait list or have a full wait list.



If you have the Course Status filter to include only open classes, the closed sections
will display on the Disabled tab.

Click on Generate Schedules to view potential schedules based on those courses (and filters,
if you have added any). The example below has generated 132 possible schedules. You can
look through those schedules or use the additional filters under Options to narrow down your
results more.
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Hover over the magnifying class with your cursor to see a miniature view of the weekly
schedule. Click on the blue View link to see the large view.

Click on the lock icon next to the course section you want to keep. After locking a class, any
new schedules generated will keep that specific section.
If you change your mind about keeping the section, click the lock icon again to unlock.
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Click on the blue information bubble to review the class details. Class details include: instructor's
name, course description, if there is a wait list, number of seats open in wait list (if the section has
one), prerequisites, if consent is required to register, mode of instruction, view books to buy, and
important notes about that section.
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Tip: All textbooks may not be posted at the start of registration. Students should
check again two weeks before the semester starts. At that time, they can also find
their entire booklist for the semester through their WINGS Student Center, in the drop
down menu under the Academics section on the main page. They can also email
themselves their booklist through the mobile WINGS site, which comes up on mobile
devices.
Once a schedule is chosen, click Validate at the top to see if the student will meet the
prerequisites for those courses. If they do not meet the prerequisites, the student will not be
able to enroll in the course. If you see a red X, be sure to read the message about why the
student will not be able to enroll in the course. If you have questions about the message,
contact the Records office.

If the student is satisfied with the schedule, they should click Send to Shopping Cart and finish
registering in their account. Advisors will only see a button called Registration Instructions. It
does not need to be clicked.
Detailed directions on how students register through WINGS or Schedule Planner can be
found on the WINGS Help page: https://www.uwlax.edu/wings/#registration.
If video training is preferred, there are videos posted on Schedule Planner's Help page that go
over a lot of what this document has reviewed.
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