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PantherSoft Training Guide for Schedulers
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Office of Class Management

Home OCM Scheduler Training Forms and Resources
The Office of Class Management assists the university by providing training, resources, and structure to ensure the university
academic schedule is accurate and efficiently allocates general assignment classrooms.

Our duties encompass:

« Proficient management of academic schedule data within PantherSoft
- Coordination and oversight of reservations through the 25Live Reservation system.
« Facilitation of inquiries and support requests via the OCM Helpdesk ticket system.

ﬁ 25Live Reservation
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Introduction:

Schedulers will have access to edit the schedule inside PantherSoft during specific keying-in time
periods throughout the year. After the deadline passes, schedulers will have to submit any changes to
the schedule via OCM Helpdesk tickets- for more on OCM Helpdesk (separate training).

The instructions below are for those specific keying-in periods, in which Schedulers can edit their
departmental courses for a particular term.

Before you begin, you need to run a query to identify which classes rolled over from the previous “like
term”. Use the following query: FIU_OCM_SCHEDULE_CHAR

1. Log onto PantherSoft = https://psprod.fiu.edu/psp/students/?cmd=login
2. Sign in = User ID and Password are required.

¢ Main Menu>Query Viewer

Step 1: Run Query

Look over the new schedule that you receive from your chairperson — every class on that schedule
must specify:

Campus that the class will be offered

Instructor (s)

Meeting Start Time and Meeting End Time

Days that the class will meet

Enrollment capacity of the class

Requested room cap

Does the class need specific technology equipment?

Does the class need a Special Room Requests? Form provided by OCM; must be submitted via
OCM Helpdesk.

e Does the class need Notes so the students can read when registering?
e Will the class be combined with another class?

Do not begin the keying-in process without having this information above on the schedule that you
receive from your supervisor.
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https://psprod.fiu.edu/psp/students/?cmd=login
https://psprod.fiu.edu/psp/students/EMPLOYEE/CAMP/c/QUERY_MANAGER.QUERY_VIEWER.GBL?pslnkid=FIU_PT_QUERY_VIEWER_GBL&FolderPath=PORTAL_ROOT_OBJECT.FIU_PT_QUERY_VIEWER_GBL&IsFolder=false&IgnoreParamTempl=FolderPath%2cIsFolder
https://psprod.fiu.edu/psp/students/EMPLOYEE/CAMP/c/QUERY_MANAGER.QUERY_VIEWER.GBL?pslnkid=FIU_PT_QUERY_VIEWER_GBL&FolderPath=PORTAL_ROOT_OBJECT.FIU_PT_QUERY_VIEWER_GBL&IsFolder=false&IgnoreParamTempl=FolderPath%2cIsFolder

Step 2: Where to Begin

e Compare the schedule query to the schedule you received from your supervisor.
e Make notes as to which sections need to be canceled from the system, particularly if
they will not be offered again.

e Make notes as to which sections need to be added and which ones need to be
modified.

e Start with the Basic Data tab, then save
e Meetings tab, then save
e Enrollment Cntrl tab, then save

Finish all the details of one class before you start working on the next class.

Maintain Schedule of Classes

Navigate to: ¢ Main Menu>Curriculum Management>Schedule of Classes>Maintain Schedule of
Classes

Campus Solutions

Home | Worklist | Addto Favorites Sign out

Tip: Add to your favorites

In the you can add or modify

Section number

Campus

Location code

Check the Student Specific Permission box
Check the Schedule Print box

Instruction Mode
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https://psprod.fiu.edu/psp/students/EMPLOYEE/CAMP/c/QUERY_MANAGER.QUERY_VIEWER.GBL?pslnkid=FIU_PT_QUERY_VIEWER_GBL&FolderPath=PORTAL_ROOT_OBJECT.FIU_PT_QUERY_VIEWER_GBL&IsFolder=false&IgnoreParamTempl=FolderPath%2cIsFolder
https://psprod.fiu.edu/psp/students/EMPLOYEE/CAMP/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HCSR_CURRICULUM_MANAGEMENT&c=gyZKW412F3slBstYT0d3kzYlXi4QN20o&FolderPath=PORTAL_ROOT_OBJECT.HCSR_CURRICULUM_MANAGEMENT&IsFolder=true
https://psprod.fiu.edu/psp/students/EMPLOYEE/CAMP/s/WEBLIB_PT_NAV.ISCRIPT1.FieldFormula.IScript_PT_NAV_INFRAME?pt_fname=HCSR_SCHEDULE_OF_CLASSES&c=gyZKW412F3slBstYT0d3kzYlXi4QN20o&FolderPath=PORTAL_ROOT_OBJECT.HCSR_CURRICULUM_MANAGEMENT.HCSR_SCHEDULE_OF_CLASSES&IsFolder=true
https://psprod.fiu.edu/psp/students/EMPLOYEE/CAMP/c/ESTABLISH_COURSES.CLASS_DATA.GBL?FolderPath=PORTAL_ROOT_OBJECT.HCSR_CURRICULUM_MANAGEMENT.HCSR_SCHEDULE_OF_CLASSES.HC_CLASS_DATA_GBL&IsFolder=false&IgnoreParamTempl=FolderPath%2cIsFolder
https://psprod.fiu.edu/psp/students/EMPLOYEE/CAMP/c/ESTABLISH_COURSES.CLASS_DATA.GBL?FolderPath=PORTAL_ROOT_OBJECT.HCSR_CURRICULUM_MANAGEMENT.HCSR_SCHEDULE_OF_CLASSES.HC_CLASS_DATA_GBL&IsFolder=false&IgnoreParamTempl=FolderPath%2cIsFolder

In the you can

Assign meeting times

Assign meeting days

Add second meeting patterns (if your class requires it)

Assign Department room (Facility ID Field)

Add second meeting patterns (if your class requires it)

Assign Instructor (or multiple Instructor if your class requires)

Assign Instructor Role

Assign Instructor Access

e Assign Room Characterizes classroom requirements (like Computer Lab, Back to Back Courses
for Inst., etc.)

In the Tab: you can
e Set Class Status
e Edit Add/Drop Consent Status
e Assign Requested Room Capacity
e Assign Enrollment Capacity

In the you can

e Add/Modify any notes
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Starting the Keying-In Process

Adding, Modifying, and/or Canceling a Class

Navigate to: Main Menu>Curriculum Management>Schedule of Classes>Maintain

Schedule of Classes

Tabs you will use: Basic Data Tab, Meetings Tab, and Enroliment Cntrl Tab

Favorites  Main Menu

Carriculum Management - Schedule of Classes  + Schedule

Lﬁmmp Ercciiment Cett | Hesere Cap  Notes  Exam  (MS Data

Basic Data tab

Session: Regular Academic Session
Class Section: U01

Course ID: 025403 Course Offering Nbr,
Acadomic Institution:  Flonda Intematonal Usi

Torm: Speng Term 2016

Subject Area: Oecargraduste
Catalog Nbe:

Component: C for Class Lecture

J

Primary Instr Section: o1

g e Lo oup
Course Equivalent Course Group:

Class Equivalent Course Group:

CORE W, Cat-Core-Currind (FICAT)
GNED Q@ Cat-Gensrsl-Ed-ind (FICAT)

PantherSoft Schedulers Training Rev_04_2015

@&, Does not meet Core Regarement
W, Doas not meat Ganeral Edec Req

*Session: Class Nbr: 19639
*Class Section: *Start/End Date: 01112096 fi§ (47202016 [
*Componant: A Ciase lactore Event ix
“Class Type: Enrolman « 2 '
; Campus: click icon, select for the

“Associated Class: R L N T T — Assiciged Class Atnbise list “UPARK"

, is
*Campus: i, MMC Add Fee

. 1000 -, Modesto A Ma C .
Ldcian o2 et e E2 Location “1000 = MMC”
Course Administrator: 4 71 Seudent Specific Pe
*Academic Organization: NURSNG2 W, NorsingCNHS
Academic Group: CNHS College of Nursng & Hith Sa Dynamic Date Calc Required
- 3 ACKD 3 s Ealidsy Cal (UaGrad) | Generate Class Mig Attendance
"Instruction Mode: P A in Person Sync Attendance with Class Mg

! GL Intertace Required

Instructor Mode: Select for the list ]




Adding a New Section to a Class

Navigate to: Main Menu>Curriculum Management>Schedule of Classes>Maintain
Schedule of Classes

Tabs you will use: Basic Data Tab, Meetings Tab, and Enrollment Cntrl Tab

Favorites  Main Menu Curriculum Management > Schedule of Classes  © Schedule Bew Course

Dt Mﬁ Encoliment Coatd I Resere Cap hiotes Exam IMS Data Joxabook Gl NMach Clicklon the plus sign.

Course 1D: 025403 Course Offering Nbr: 1

Academic Institution:  Flonda Intematonal Us

Torm: Speng Term 2016 Undergrad - c C
Subject Area: NUR Nursing, Genenc Usdergraduste

Catalog Nbs: 3535 Psychosocial Nurs

*Session: ! 4, Regular Academic Session Class Nbr: 19639 d

*Class Section: vo1 *Start/End Date: 011172096 i 0473072016 [y
*Component: C A Class Lecture Event ID:
*Class Type: Enrolmenmt

Adding a New Course

To add a new class that was not offered in a previous semester, then

Navigate to: Main Menu>Curriculum Management>Schedule of Classes>Schedule New
Class

Tabs you will use: Basic Data Tab, Meetings Tab, and Enrollment Cntrl Tab

["“ Mz Menu 0 Cur [N -Mgm~mmm]
Scheduls New Courss
Enber any informatos you bave and choi Seanch. Leawe feids. biank for 2 lesi of all values: (SE'ECt thE Term: 1161
Find an Existing Value .
Subject Area: NUR
- Semchlevoda ]
el inailintine o N Catalog Nbr: 3535
Tare: = - I ™
Subjoct Ares: - - @&,
Catalog Nbr; begns with =
Acsdemic Caaar: = - -
Campus: g with = a,
Daperipion: bbgra with =
Courss Ik begrs with = @,
Course Oflering Nbrz = - =1

Coane Sonaitive
Limit the numbser of resulls to (up to 3000 300

[ Seanch I;‘-. Easic Semch P Save Seach Colerg
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Favorites  Main Menu ©  Curriculum Management > Schedule of Classes Schedule New Course 2/

Basic Data ' (UTTGT S Ewollment Crtl | Reserve Cap | Holes | Exam | LMS Data
e -

Clazs Sections

Course 10: 025403

Textbook GL Interface

Course Offering Nbr: 1
Academic Institution:  Flonda International Liniv
Term: Spring Term 2016 Undergrad Meeti
ings tab
Subject Area: NUR Mursing, Generic Undarg &
Catalog Nbr: 3535 Paych ial Ny " w
v YEmacis ts Mtg Start, Enter e.g. "08:00am" (SMP)
Mtz End e.g. "08:50am"™.

Session: 1 Regular Academic Session  Clad  selact M, W, F

Class Section: Component: Class Lacture Eve

Associated Class: 1

Meeting Pattern

Facility D Capacity Pat  Mig Stant MigEnd M T W #F 5 5 ‘StavEnd Date -+ =)
A [ Japow v gppnmBoe 0P
Topic :. 4 Free Format |
Topic:
 Print Topic On Transcript Contact Hours

At least one Instructor needs
to be set as “Submit” to
submit grades.

Instructors For Meating Pattern
Assignment

- - “Instructor
700001 @, .TBA

+  Previous inList | 4 | Mextin List

trl | Beserve Cap | Motes | Exann | LM

Click the “ID" field. Enter the “Instructor PantherSoft
D",

Enter eg: 1700001 if you know who will be teaching,
but has not been processed.

Enter eg: 1000000 if you don't know who will be
teaching.

- J

Check the box so students can see
Instructor on Course Catalog.
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Canceling a Section

To delete section(s) that will not be offered in the semester you are working in, then follow the
steps below.

Navigate to: Main Menu>Curriculum Management>Schedule of Classes>Maintain
Schedule of Classes

Tabs you will use: Meetings Tab

1. Click the minus sign in the Meeting Pattern section to delete the section.
|

IFavqlr'Eﬂ Main Menu © Curriculim Management - Schedule of Chsses Scheduls Now Course |
Basic Data mn Ensoliment Cntd gﬁum Cap gutas Exam I=ME Diata Ia:thmk EL Interface
Course [0 Q25403 Course Offering Nbe: 1
Academic Instibution:  Flosida International Linne
Term: Spring Term 2016 Lindengrad
Subject Area: MNUR Mursing, Genenc Uindergraduate
Catabogy Mir: 3535 Payeh | M .
- syChasocs e Click on the
minus sign.
Setaiomn 1 Re-guly Academic Sessian Class M i
Class Sectlon: Component: Class Leciue Event I0:
Associated Class: i
Elng I view &l Fiest K1 4001 1) g
Facility 1D Copacity Pot  Mig Start MigEnd M TW T F 5 5 *Start/End Date 4=
a4, d, |8:00AM | [BESDAM PR W sl &l 2016 |9 (0403002016 (W)
Topic Il 4 Free Format |
Topic:
9
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Checking the Schedule for Errors

Once you are done updating the schedule in PantherSoft, then you need to
check the schedule for errors.

When you are finished keying-in the new schedule, run the query again and compare the
results with the schedule that you received from your supervisor.

Make sure you deleted all of the classes that rolled over that your department will not be
offering in that semester.

Query:

1. Section numbers must match Campus

2. AM/PM mistakes

3. Common mistakes: 10:00am-10:50pm or 11:00pm-1150pm
4. Offer Nbr Column on query should always say “1”

-Only SPECIAL section numbers should have a “40” in this column-otherwise tuition rates are
affected

5. Classes with Meeting Days also have Meeting Times and vice versa

6. All classes begin at standard starting times —

7. No courses should be scheduled during the university free period

8. Check classes for second meeting patterns that rolled over in the Meetings Tab — delete
second meeting patterns, if they are not needed.

A B C 0 E F G H | J K L ] N
Tem |Acad Group [Acad Org  [Sess{Class Nor |Subject |Catalog  |Section |Descr JEnr Stat |Class Stat | Component |ModdCap Enrl |
58 CEDUC TEACHLRNG 1 80002 EEC 3204 o1 Isslies In Eec 0 A C P 3
158 CBADM FNANGE 1 80003 FIN 1651 RVC  Lat AmFin Mkt & Ins 0 A C | 50
58 CASCI CHEMSTRY 1 80346 CHM 210U U09  OrgChem Lab | C A L P 0
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Combined Sections

Combining Sections

Navigate to: Main Menu>Curriculum Management>Combined Sections>Combined
Sections Table

Tabs you will use: Find an Existing Value

1. Select the Term and Session, then Search

Favorites Main Menu > Curriculum Management > Combineg Sections > Combined Sections Table

Combined Sections Table

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

w Search Criteria

Academic Institution: = - E1LI01 Q@
Term: = - 1161 Q@
Session: = -] Regular Academic Session v I

Limit the number of results to (up to 300): |3[]D

| Search || Clear |Basic Search g Save Search Criteria

2. Click on the plus sign to add a row, and a blank row will appear.

Favovritts MainvMenu > Curriculum Ivolanagement > Combineg Sections > Combined Sections Table
Combined Sections Table
Academic Institution: Florida International Univ
Term: Spring Term 2016
Session: Regular Academic Session
*Combined
Sections ID *Description *Short Description
|8388 PSY4931RVE/RPE PSY4931RVE View Combined Sections
389 | | [+ =]
8387 |CLP4374RVD/RPD |CLP4734RVD View Combined Sections  [#] [=]
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3. Enter the 2 class numbers you want to combine; it will automatically populate the
fields.

4. Once complete, save (Alt+1)

|
C b Favorites  Main Menu > Curriculum Manag t > Combi i Sections > Combined Sections Table > Identify Combined Secti
om (&1 New Window
Sec ID - - -
Identify Combined Sections
Academic Institution: Fluo1 Florida International Univ Permanent Combination
Term: 1161 Spring Term 2016 Skip Mtg Pattern & Instr Edit
Session: 1 Regular Academic Session Warning: Mtg Pattern & Instr
. . information will not be shared
Combined Sections ID: 8386 PSY4302RVC/RPC T e ot
*Combination Type: Cross Subject -
d4d cl Total of all caps combined L
Add Class - e
numbers bquested Room Capacity: 70 Enrollment Capacity: 70 0
Wait List Capacity: 0

A1
Personalize | Find | view All | E | ®# First Kl 1 20r2 I st

Combined Sections Class Description

Subject  CatalogNbr  Section Status RSAROOM b nan  EnriTot  WaitCap  Wait Tot Acad Group

Cap
1182 @, | PSY 4302 RVC Open 9999 50 0 0 0/ CAsCI [+ [=]
21288/ @, | PSY 4302 RPC Open 9999 20 0 0 0/ CAsCI [+ =]

Modifying a combined course

1. Click on the plus sign/Minus to delete. Enter the class number you want to add. It
will automatically populate the fields.

|
Favorites  Main Menu > Curriculum Manag t > Combi iSech'ons > Combined Sections Table > Identify Combined Secti
(&1 New Window

Identify Combined Sections

Academic Institution: Fluo1 Florida International Univ Permanent Combination
Term: 1161 Spring Term 2016 Skip Mtg Pattern & Instr Edit
Session: 1 Regular Academic Session Warning. Mig Patiern & Insir
Combined Sections ID: 8386 PSY4302RVC/RPC information will not be shared

oweb PeTaat within the combined section.
*Combination Type: Cross Subject -

Add class

Total
numbers Requested Room Capacity: 70 Enroliment Capacity: 70 0
Wait List Capacity: 0
Personalize | Find | view All | E | First & 1.2 012 1 Last
*Class Nbr Subject  Catalog Nbr  Section Status ERDT;'; EnriCap EnriTot WaitCap Wait Tot Acad Group
21182@, | PSY 4302 RVC Open 9999 50 0 a 0 CASCI #] [=]
21288 @, PSY 4302 RPC Open 9999 20 0 0 0 CASCI +] [=]
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Edit, Cancel or Delete a combined section- Stop!

When a combined section exists on the combined sections table, both courses share the
meeting pattern. To delete or cancel 1 of the 2 or 3 classes, you must uncombined the
course on the Combined Sections table first.

Navigate to: Main Menu>Curriculum Management>Combined Sections>Combined
Sections Table

Tabs you will use: Find an Existing Value

1. Select the Term and Session, then Search

2. Find the combined class by clicking on Ctrl + F and searching for the class prefix or
Combined Section ID number.

3. Select View Combined Section link for the class you are looking to edit.

4. Edit the Requested Room Cap and the Enrollment Cap, according to your new caps
on each class. Combined courses meet at the same time, in the same classroom,
with the same professor.

5. To make a combined section that meets at different times or on different campuses,

click on “Skip Meeting Pattern”.

Deleting both Combined Courses

Navigate to: Main Menu>Curriculum Management>Combined Sections>Combined

Sections Table

Tabs you will use: Find an Existing Value

1. Select the Term and Session, then Search

2. Find the combined class by clicking on Ctrl + F and searching for the class prefix or
Combined Section ID number.

3. Select View Combined Section link for the classes you are looking to edit.

4. Click on the minus sign.

End
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