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How To Narrow Down Class Schedules in Schedule Builder 
 
 

For instructions on how to locate and open Schedule Builder, as well as a video explaining the instructions below 
 click here. 

 
 
Before beginning to build and narrow down class schedules, check your filters.  When starting, it is most helpful to have 
the following filters set: 
 

 
 
 

Three Main Ways to Build and Narrow Down Class Schedules 
 

1. Using the “Options” Button 
- Selecting and deselecting certain sections of a class 

2. Adding a Break, video available 
- Choose days/times you would prefer to not have or cannot have a class 

3. Using the Lock Feature, video available 
- Selects a specific section of a class for all available schedules 

4. Using the “Favorites” tab 
- Select specific class schedules to compare to one another, or save for future viewing 

 
Anytime you use one of these options, you may need to click on “Generate Schedules” to update your class 
schedule options. 
 

 
 
 
 
 

https://wm1-download.uwsp.edu/relay/accesSPoint/accesSPoint_Schedule_Builder_-_20170418_091121_34.html
https://uwsp.collegescheduler.com/helpvideos/MainVideo/spa.html
https://uwsp.collegescheduler.com/helpvideos/Locks/spa.html
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1. The “Options” Button 
 
Click on the “Options” button to view all the possible sections of a class.   
 

 
 
Selecting and Unselecting Sections 
 
If a box is checked that section will be pulled into your schedule options.  If you deselect the section, it will no longer be 
an option pulled into your schedule options.  Remember if you choose to deselect any sections.  You may need to include 
these sections again if your preferred sections no longer have seats when you can register. 
 

 
 
Look for honors sections designated by an “H” in the section information.  You must be an accepted member of the 
honors program to be able to enroll into these sections. 
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2. Adding a Break 
 
On the “Build Schedule” page of Schedule Builder, select “Add Break”. 
 

 
 
Name your break, select the days, beginning, and ending times.  All classes that are held on these days and times will no 
longer be available in your class schedule options.   
 

 
 

 
 
If you go to register and no longer have class schedule options, you can try removing or changing your break, if possible. 
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3. Using the Lock Feature 
 

As you are looking at your available class schedules, in the weekly view you will see a  “Lock”    icon in the upper-
right corner.  If you love one particular section, you can click on the lock icon and view all available schedules with that 
particular section of the class.  As you lock classes, your schedule options will begin to reduce. 
 
 

 
 
 
Once a class section is locked, you can also view that it is locked on the “Build Schedule” page of Schedule Builder.  If you 
go to register and you no longer have any class schedule options, you may need to unlock the class to see if other 
sections are available and fit in with your other chosen classes. 
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4. Using the “Favorites” Tab 
 
While you are looking at your class schedule options, you may like one but want to keep moving through them.  You can 
“favorite” and save this schedule to view later.  To do so, on the top of the schedule you are viewing, you will find a heart 

icon:  .  Click on the heart to “favorite” the entire schedule.  The heart will turn from grey to red:   
 

 
 
Once you click the heart icon, you will need to name your favorite schedule, then click, “OK”. 
 

 
 
You can find any schedule you “favorite” once you return to the “Build Schedule” page.  A new tab will appear where you 
can generate schedules.  Here you can save and compare only the schedules that you clicked the heart for to “favorite” 
it. 
 

 
 
If you save your favorites prior to your registration date, make sure you check them prior to your registration day and 
time to ensure all of those class sections still have seats available. 


