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USING SCHEDULE PLANNER

- Lock a Class Section – pg. 8

- Set My Options – pg. 2

- Add a Course – pg. 3
• By Subject/Number
• From My Planner
• By Attribute

- Add a Break - pg. 5

- Generate Schedules – pg. 6

- View Class Information – pg. 4

- Search by Instructor – pg. 4

- View Your Current Enrollment – pg. 5

- View Schedules – pg. 7

- Register for Classes– pg. 8

Welcome to Schedule Planner

ACCESS SCHEDULE PLANNERABOUT SCHEDULE PLANNER

Use Schedule Planner to:
- Search for open courses for the upcoming term
- Add your breaks, work schedule, study time, 

and any other activities
- Generate schedule options that fit your 

specifications
- Register for classes
- Add and Drop (enroll and unenroll) classes 

Schedule Planner is different from My Planner in 
PeopleSoft. My Planner is a list made with your 
advisor to plan your college career and graduation 
requirements. 

You can use Schedule Planner and My Planner in 
conjunction with the Academic Advising Report. The 
Academic Advising Report helps track your progress 
to see which requirements you’ve completed and 
which are still unfulfilled.

- Add Class Padding (time between
classes) – pg. 5

- Send a Schedule to the Shopping 
Cart – pg. 8

- Navigate to Self Service and click Student Center. 

Or, navigate to Enrollment and click Enrollment: Add 
Classes. From the Enrollment: Add Classes page, click 
the Schedule Planner button under Find Classes.

- Log on to my.pitt.edu and click the Student Center 
link.

- From the Student Center page, click the link for 
Schedule Planner on the left hand side. 
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on the 

Schedule Planner main page

Set My Options 

SELECT COURSE STATUS

Choose the type of classes you 
would like to search for.

Choose the Campus where you 
are enrolling.

SELECT YOUR CAMPUS

The default is to search by all 
sessions. You can also search 
specifically for:
• Summer sessions
• Specific graduate sessions
• Night classes, which are listed 

as “Full Term Session”

SELECT YOUR SESSIONS

SELECT YOUR TERM

Choose the Term you want to 
build a schedule for.

Choose the academic group 
you would like to search for.

SELECT ACADEMIC GROUPS

Choose the academic career that 
matches your current standing. 
For example, undergraduate 
students should choose 
“Undergraduate” to view only 
those courses.

SELECT CAREER

You will be prompted for your Term and Campus when you 
login. You can edit them from the main page, and also set 
your Course Status, Sessions, Academic Groups, and Careers.
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on the 

Add Course page

Add a Course

BY SUBJECT

- Select the Subject and Course to Search by.
- Click Add Course. The course will now display under the Desired Courses tab.
- Click Done to return to the main page or perform a new search to continue adding courses.

MY PLANNER

- The My Planner tab shows courses that were added to My Planner in PeopleSoft.
- Choose a term from the Plan Term dropdown, or Unassigned for courses without an associated term.
- Select the course(s) you wish to schedule and click Add Course.
- Click Done to return to the main page or perform a new search to continue adding courses.

Seat availability will update every minute. NOTE:

On the Schedule Planner main page, navigate to Courses and click Add Course

- Search by Subject, view course from PeopleSoft’s My Planner, 
Search by Section attribute such as online or honors courses., 
or Search by Instructor.

- Desired Courses shows courses that have 
been added. Current Schedule shows the 
student’s currently enrolled classes. Shopping 
Cart shows classes in the student’s cart.

- Choose an Attribute and a Value to search by.
- Select the Subject and then the Course and click Add Course.
- To search by multiple Attributes and Values at the same time, click in the dropdown boxes to select additional 
Attributes and Values.
- Search by Attribute and Value only to see all of the Courses available in different Subjects.
- Click Done to return to the main page or perform a new search to continue adding courses.

BY SECTION ATTRIBUTE

BY INSTRUCTOR

- Choose an Instructor and a Course to search by.
- Select the course(s) you wish to schedule and click Add Course.
- Click Done to return to the main page or perform a new search to continue adding courses.

If you have added classes for the selected term in 
PeopleSoft’s My Planner, you will be prompted to add 
them from the Courses section on the main page (this 
message will only display if you have not yet added 
classes for the selected term in Schedule Planner). 
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on the 

Course options page

View Class Information
On the Schedule Planner main page, navigate to Courses and click Options

Search by Instructor
On the Course Options page, click on Advanced Filterson the 

Advanced filters page

- Click on the blue information point to show class details.

- Click in the Instructor field to see a list of instructors for the course. Searching by name will refresh 
so that only sections with that instructor display below. You can search for multiple instructors at 
one time. Click Save Filters and the excluded classes will now show in the Disabled tab. Click Back 
to return to the main page.
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-

on the 

Add New Break page

Add a Break

aAdd Class Padding

on the 

Schedule Planner main page

On the main page, navigate to Schedules and click Advanced 
Options.

- If you are currently enrolled for any classes, they will display on the main page under Current Schedule. You may 
un-check them if you don’t want them included in your schedule.

aView Your Current Enrollment
on the 

Schedule Planner main page

WILL NOT UN‐ENROLL YOU FROM THE CLASS.
UN‐CHECKING CLASSES FROM YOUR CURRENT SCHEDULE IN SCHEDULE PLANNER

- Enter a name in Break Name, and then set the time and days . Click Add Break to save your changes or Back to 
return to the main page without saving. To add additional breaks, click Add Break from the main page. 

- You can add time between classes in 5 minutes increments to allow yourself time for travel. Once applied, this 
time will be added in between all classes.

On the main page, navigate to Breaks and click Add Break.

NOTE: IF YOU 
EXIT SCHEDULE 
PLANNER AND 
RETURN, MAKE 
SURE TO 
RE‐SELECT ANY 
BREAKS YOU 
CREATED.



Generate Schedules

on the 

Schedule Planner main page

- Select schedules by clicking the checkbox and click Compare to view larger thumbnails side by 
side.

- Hover over the magnifying glass to view a thumbnail of a sample week for that schedule.

On the main page, navigate to Schedules and click Generate 
Schedules
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on the 

View Schedule page

View Schedules
On the main page, navigate to Schedules and click View next to a schedule. 
The View Schedules page shows a class view, a term view by week, and a 
detailed schedule for the week selected.

Class View

Term View by Week

Detailed Schedule

- Click on the course to show course details.
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Lock a Class Section

- For courses you are sure you want to keep, click the lock icon in the class information section. Any schedules you 
generate after locking the class will always keep that specific class section.

- Schedule Planner will instantly update your available schedules when you lock a class.

Send a Schedule to the Shopping Cart

Click Next to continue adding 
classes to your cart and click Finish 
when you are done.

Register for Classes

Choose a schedule and click the Send to Shopping Cart button. You will be prompted to choose a Grading Basis 
(Letter Grade, Satisfactory/No Credit, etc.) and to enter a Permission Number if needed.

When your registration is completed, you will receive a message showing your enrollment status for each class. 

From the Shopping Cart page, click the Register button. 

FOR SCHEDULE PLANNER TRAINING VIDEOS AND OTHER RESOURCES VISIT:

WWW.REGISTRAR.PITT.EDU/SCHEDULE_PLANNER.HTML


