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User Guide Contents 
This guide aims to help course administrators and faculty set up Non-clinical Elec�ves in the Time 
schedule either via the Time Schedule Construc�on system or a�er the Time Schedule Construc�on 
deadline has passed via the Health Science Course ADD/CHANGE/REMOVE form. 
 
Timeline:  
Look up the Time Schedule Produc�on Calendar: htps://registrar.washington.edu/classrooms/  (usually 
linked here); example of: 
- 2023-2024 Time Schedule Produc�on Calendar 
- 2024-2025 Time Schedule Produc�on Calendar 
 
Health Sciences also has a lot of informa�on on their website:  
- htps://hsasf.hsa.washington.edu/instruc�onal-support/crs/course-scheduling/  
 
Access:  

- You must email �mes@uw.edu to get Time Schedule construc�on access. You will also need an 
Entrust token or sign up for 2-Factor Authen�ca�on. 

- Let us know if you have any ques�ons, and we can help you before you reach out to Time Schedule 
access (somnce@uw.edu) 

-  

https://www.washington.edu/students/reg/depttools/tsconstr/
https://www.washington.edu/students/reg/depttools/tsconstr/
https://hscrs.formstack.com/forms/hscourseform
https://registrar.washington.edu/classrooms/
https://registrar.washington.edu/classrooms/time-schedule-production-calendar-2023-2024/
https://registrar.washington.edu/classrooms/time-schedule-production-calendar-2024-2025/
https://hsasf.hsa.washington.edu/instructional-support/crs/course-scheduling/
mailto:times@uw.edu
mailto:somnce@uw.edu


Time Schedule Construc�on 
Time Schedule Construc�on is used for adding courses to the Time Schedule during the normal 
construc�on period. This is the best way to set up your courses and avoid issues with grade submissions.  

• Once courses are entered into the Time Schedule Construction, the course information will roll 
over each year until you change or delete it. For example, if you enter a course for Winter 2023, 
it will roll over to Winter 2024 and all subsequent winter quarters with the same information. 

• Time Schedule Construction Deadlines are found yearly in the UW Time Schedule Production 
Calendar. 

 
Step 1: Set up the Schedule 

• Go to htps://sdb.admin.washington.edu/sisdeptools/securid/TSconstrovr.aspx  Log in required: 
UW NetID, password, Secure ID  

• Ensure you’re looking at the correct quarter you want to update. If you click on the tabs at the 
top for each quarter, you can move between schedules for different quarters.  

 

  
Fig. 1: TS Construction Main Screen  
 

• Check the schedule against what your department will offer for courses for the quarter. Check 
the “Delete” box next to the sec�on to delete the courses that won't be offered. 

• NOTE: Time schedule construc�on rolls over each year (e.g. courses offered in WIN 2023 will 
already be available for WIN 2024). If you added a course (or clerkship for clinical courses) a�er 
the scheduled deadline, you may need to add it again for the quarter you are scheduling.  

• Once you have selected all the courses/clerkships you need to delete, click the “Delete Sec�ons” 
buton at the botom of the page.  

• A�er this is done, you can add courses that are on your list to offer but not yet on the �me 
schedule:  

 
 
 

https://sdb.admin.washington.edu/sisdepttools/securid/TSconstrovr.aspx
https://sdb.admin.washington.edu/sisdepttools/securid/TSconstrovr.aspx


To add a course (clerkship) or new sec�on:  
• Near the top of the page, enter the course number in the box next to “Create New Sec�on.” Click 

the “Create” buton. Note that if the course(s) you want to add is not approved by the university, 
you must submit a new course applica�on (or add the course a�er it’s been approved – 
instruc�ons at the end of this document).  

• For Non-clinical elec�ves with more than one sec�on, you may need to create mul�ple sec�ons 
of the same course number. Keep repea�ng the process of adding the course number and hi�ng 
the “create” buton, un�l you have created the appropriate number of sec�ons for your course. 
For most NCE’s we have 2 or 3 sec�ons.  

 
Typical NCE Sec�on Breakdowns (and note about WAMI tag): 

Delivery Section Sites Description Grading 

Offered 
In-

person 
A Seattle This is a registration bucket for Seattle students 

participating in an in-person course in Seattle. 

Grades must be submitted at the 
end of the quarter by one faculty for 
ALL sections A, C, and B. So they will 
need to check with partner 
universities. 

Offered 
In-

person 
C Spokane This is a registration bucket for Spokane students 

participating in an in-person course in Spokane. 

Grades must be submitted at the 
end of the quarter by one faculty for 
ALL sections A, C, and B. So they will 
need to check with partner 
universities. 

Offered 
In-

person 
B* 

Wyoming, 
Alaska, 
Montana, 
Idaho 

This is a registration bucket for Wyoming, Alaska, 
Montana, AND/OR Idaho students participating in 
an in-person course in Wyoming, Alaska, Montana, 
AND/OR Idaho.  
 
All sites do not have to have students participating, 
and it can be limited to one or two sites. This is for 
registration and so students have this on their UW 
transcript. Students also register at their local 
WAMI university.  

Grades must be submitted at the 
end of the quarter by one faculty for 
ALL sections A, C, and B. So they will 
need to check with partner 
universities. 

Offered 
Online A Seattle 

Spokane 
This is a registration bucket for Seattle and 
Spokane students participating in an online course. 

Grades must be submitted at the 
end of the quarter by one faculty for 
both sections A and B 

Offered 
Online B* 

Wyoming, 
Alaska, 
Montana, 
Idaho 

This is a registration bucket for Wyoming, Alaska, 
Montana, Idaho students participating in an online 
course with the Seattle and Spokane students. The 
only reason they are in a separate section is for 
tuition purposes in the 1st 18 mo of the medical 
school curriculum. 

Grades must be submitted at the 
end of the quarter by one faculty for 
both sections A and B 

• *Tag with the WAMI Tag 
 
NOTE: What is the WAMI tag and WHY does the medical school use it?  
We tag our sec�on B or sec�ons with the WAMI tag, this hides these sec�ons from the Time Schedule 
BECAUSE for the 1st 18 months of medical school, these students register for their courses at partner 
universi�es and maintain a duplicate transcript with the primary ins�tu�on (UW). However, for the 1st 
18 months, they do not register themselves; we help them. So, we don’t share the SLN registra�on 
codes with them to avoid confusion.  



Step 2: Set-up Courses  
This step is the most �me-consuming, as you must go through each course's sec�on detail page and 
ensure they’re all set up correctly. Follow these steps, however, and you’ll get through the process in a 
breeze.  
  
NAVIGATING THROUGH THE COURSES  

You can quickly move between course sec�ons by selec�ng a sec�on from a dropdown menu at the top 
of the screen; OR you can click the arrow butons (to move forward and backward, respec�vely); OR you 
can jump to a par�cular course by typing the number and sec�on in the “Jump to Course # Box”.  
  
If you want to get back to the overview screen, click the “Go” buton next to “Select a Curriculum”.  

  
Fig. 2: TS Construction Navigation  
 
You will have several atributes for each sec�on to edit to the coming quarter’s specifica�ons. The 
atributes from the last �me the course was offered should be carried over, so you’ll have litle to update 
for those. However, if the sec�on is newly added, all atribute sec�ons will be BLANK, so you mustn't 
miss a step.  
 
Go ahead and scroll through the sec�on detail page. You’ll see the atribute categories:  

• General Atributes  
• Enrollment  
• Mee�ngs  
• Entry Codes  
• Enrollment Requirements and Exclusions  
• Comment  

 
 
 
 
 
 

You must save changes to each atribute before moving to the 
next, or all your changes will be lost. These atribute categories 

will be discussed in detail in the following pages. 
 



GENERAL ATTRIBUTES:  

 
Fig. 2.1: TS Construction, General Attributes section  
  
This is where you edit the number of fixed credits offered for a course and the course’s grading op�on.  
 
This sec�on is crucial for WAMI students and NCEs! For Non-clinical elec�ves, the grading MUST be 
CREDIT / NO CREDIT (CR/NC)! ALSO this is a WAMI sec�on for Wyoming, Alaska, Montana, and/or Idaho 
students, then it MUST be self-sustaining (the self-sustaining box needs to be checked)! If it is for Seatle 
or Spokane students then the Self-sustaining box must NOT be checked. For 697 or 699 special 
topics/away courses, you must be sure that the correct number of credits and grading op�ons are 
selected. You may input a fixed number of credits or variable credits depending on the course. 
Here, you can add in your course fees. They must be already approved to be added here. If a new fee 
needs to be added or adjusted, the UW MUST approve all course fee changes/addi�ons. To add or 
change a course Fee here is the FORM for UW. Here are instruc�ons to add or change course fees: 
htps://registrar.washington.edu/curriculum/guides/fees/  
 
All NCE’s must be Credit/No Credit, so that must be selected.  
 
You can also update the learning modality as appropriate. If ONLY distance learning (meaning it is NEVER 
offered in-person or hybrid), the course may need a distance learning designa�on with the UW. This is 
processed via the UW Kuali System, and approval by the UW Curriculum Commitee is required prior to 
it being listed as a DL course on the Time Schedule. If it is offered in person some�mes, then the course 
does not need DL approval or designa�on by the UW.  
- Distance Learning in Kuali: htps://registrar.washington.edu/curriculum/guides/distance-learning/  
 
When done, click on the buton “Update General Atributes” and move on to the next sec�on.  
  
ENROLLMENT  

 
Fig. 2.2: TS Construction, Enrollment section  
  

https://cdn.doem.washington.edu/registrar/pdf/OUR_CourseFeeRequest.pdf
https://registrar.washington.edu/curriculum/guides/fees/
https://registrar.washington.edu/curriculum/guides/distance-learning/


This is where you enter the enrollment of the course. If the course is joint with another, enter the joint 
course’s departmental abbrevia�on (Curric), course number, sec�on ID, and limit for that course. When 
done, click on the buton “Update Enrollment Informa�on” and move on to the next sec�on.  
 
MEETINGS  

 
Fig. 2.3: TS Construction, Meetings sections. Up to 3 separate meetings can be scheduled  
  
This is where you enter the “Mee�ngs” informa�on of the course. You can enter informa�on for up to 
three class mee�ngs. Select the type of mee�ng (course) and the asterisk for no classroom needed. This 
is also where you can add your course faculty and grading delegates. The % needs to total to 100 and 
you can check who you want to appear on the Time Schedule by checking the blue box. NOTE: they will 
need a WAMI tag (which hides all courses from the �me schedule) for WAMI students, so there is no 
need to publish faculty to the �me schedule for sec�ons tagged with the WAMI tag.   
 
When crea�ng your Seatle In-person Sec�on A: If you need a classroom, enter the date, �me, AV needs, 
and preferred loca�on. A room will be assigned to you according to the construc�on produc�on 
�meline. 
 
When done, click on the buton “Update Mee�ngs” and move on to the next sec�on.  
 
ENTRY CODES 

 
Fig. 2.4: TS Construction, Entry codes section  
 
This is where you set your entry code or add codes if needed. The periods are the registra�on periods 
that are defined in the UW’s Academic calendar. These periods vary each quarter and each year, so it’s 
best to refer to the current year’s registra�on periods if you want to know the dates for each quarter's 
registra�on periods. If you want to Add codes, click the “to ADD” boxes. It’s safest to click for all periods. 
You can also add codes for a percentage of the enrollment plus addi�onal. This is beter for larger 
classes, numbers are based on your enrollment. If you do not want Add codes, then leave everything 
unchecked and blank. When done, click on the buton “Update Entry Codes” and move on to the next 
sec�on.  



 
ENROLLMENT REQUIREMENTS & EXCLUSIONS 

  
 Fig. 2.5: TS Construction, enrollment Requirements & Exclusions section  
 

   
Fig. 2.6: TS Construction, enrollment Requirements & Exclusions section, College Code help 
 

 
Fig. 2.7: Construction, enrollment Requirements & Exclusions section, Major code help 

 



This is where you edit the enrollment requirements and exclusions for the course. Ensure that the 
enrollment requirements and exclusions are correct. You can enter requirements or exclusions based 
upon college, major, or class standing.  
 
If ONLY medical students are wanted as enrolled students, 
then the “Enrollment Requirements” should be:  

• College is Y 
• major is MED & MED C 
• For all 3 registra�on Periods 
• If you DO NOT want to limit enrollment to only medical students, then LEAVE these BOXES 

BLANK! You can add codes to monitor enrollment if your course is open more broadly.  
• No need to populate class, group, or enrolled courses boxes.  

 
Nothing needs to be in the boxes for “Enrollment Exclusions” boxes either unless you want to exclude 
specific majors or colleges. When done, click the “Update Requirements and Exclusions” buton and 
move on to the next sec�on. Most requirements will be for all three registra�on periods.  
 
COMMENTS  

  
Fig. 2.8: Comments section  
  

You may view the automa�c sec�on comments generated from the course’s enrollment requirements 
and exclusions here. You may also enter addi�onal sec�on comments, such as a special topics course’s 
name or addi�onal informa�on about the status of a course. When done, click on the “Update 
Comments” buton.  
 
 
 
 

Adding a Course A�er A Time Schedule Deadline has Passed  
Check to see if the Construc�on deadline has passed:   
Look up the Time Schedule Produc�on Calendar: htps://registrar.washington.edu/classrooms/  (usually 
linked here) example of  
- 2023-2024 Time Schedule Produc�on Calendar 
- 2024-2025 Time Schedule Produc�on Calendar 
 
If you are familiar with the Construc�on System, you will recognize similar fields from construc�on to 
this form. This is the form that the Health Sciences uses to populate their System to update the Time 
Schedule for your course AFTER the Time Schedule is already created.  
 

https://registrar.washington.edu/classrooms/
https://registrar.washington.edu/classrooms/time-schedule-production-calendar-2023-2024/
https://registrar.washington.edu/classrooms/time-schedule-production-calendar-2024-2025/


Health Sciences Time Schedule Changes Link: This is how you change an exis�ng course or 
add a new course to the Time schedule if the construc�on deadline has passed.Click on 
this link:  
 
htps://www.formstack.com/forms/hscrs-hscourseform  
 
Comple�ng the HS Time Schedule Course Form 
The following pages has a breakdown of how to complete the HS form for adding typical Non-Clinical 
Elec�ves. If you have ques�ons reach out to somnce@uw.edu 
 
Typical NCE Sec�on Breakdowns (and note about WAMI tag): 

Note: if you are adding mul�ple sec�ons, then a new form submission will need to be entered for each 
sec�on, here are some instruc�ons about Typical NCE Sec�ons – and a GRADING REMINDER!  

Delivery Section Sites Description Grading 

Offered 
In-

person 
A Seattle This is a registration bucket for Seattle students 

participating in an in-person course in Seattle. 

Grades must be submitted at the 
end of the quarter by one faculty for 
ALL sections A, C, and B. So they will 
need to check with partner 
universities. 

Offered 
In-

person 
C Spokane This is a registration bucket for Spokane students 

participating in an in-person course in Spokane. 

Grades must be submitted at the 
end of the quarter by one faculty for 
ALL sections A, C, and B. So they will 
need to check with partner 
universities. 

Offered 
In-

person 
B* 

Wyoming, 
Alaska, 
Montana, 
Idaho 

This is a registration bucket for Wyoming, Alaska, 
Montana, AND/OR Idaho students participating in 
an in-person course in Wyoming, Alaska, Montana, 
AND/OR Idaho.  
 
All sites do not have to have students participating, 
and it can be limited to one or two sites. This is for 
registration and so students have this on their UW 
transcript. Students also register at their local 
WAMI university.  

Grades must be submitted at the 
end of the quarter by one faculty for 
ALL sections A, C, and B. So they will 
need to check with partner 
universities. 

Offered 
Online A Seattle 

Spokane 
This is a registration bucket for Seattle and 
Spokane students participating in an online course. 

Grades must be submitted at the 
end of the quarter by one faculty for 
both sections A and B 

Offered 
Online B* 

Wyoming, 
Alaska, 
Montana, 
Idaho 

This is a registration bucket for Wyoming, Alaska, 
Montana, Idaho students participating in an online 
course with the Seattle and Spokane students. The 
only reason they are in a separate section is for 
tuition purposes in the 1st 18 mo of the medical 
school curriculum. 

Grades must be submitted at the 
end of the quarter by one faculty for 
both sections A and B 

• *Tag with the WAMI Tag 
 
 
 

https://www.formstack.com/forms/hscrs-hscourseform
https://www.formstack.com/forms/hscrs-hscourseform
mailto:somnce@uw.edu


NOTE: What is the WAMI tag and WHY does the medical school use it?  
We tag our sec�on B or sec�ons with the WAMI tag, this hides these sec�ons from the Time Schedule 
BECAUSE for the 1st 18 months of medical school, these students register for their courses at partner 
universi�es and maintain a duplicate transcript with the primary ins�tu�on (UW). However, for the 1st 
18 months, they do not register themselves; we help them. So, we don’t share the SLN registra�on 
codes with them to avoid confusion.  
 
Request Type and Quarter  

- Choose the quarter you are inpu�ng for   
- Click ADD a new course.  

 
  
Contact Informa�on  

- Your name and email, you can cc somnce@uw.edu if you want. 😊😊  

  
 
Course Informa�on  

- Curriculum Prefix: FAMED, MED EM, CONJ, UCONJ, MED, etc.  
- Sec�on: A (typical for NCE are A, C, B) 
- Course Number: 5XX (whatever your course number is)  

mailto:somnce@uw.edu


- Credits: Depends on the credit limit for the course you are entering. Ex. 1, 2, 3  

 
 
Enrollment Limit or Es�mate  

- Number of Students: 10 (can be a higher number, you want to make sure you’ve put in enough room 
for all clerkship rota�ons during a quarter)  

- Choose “Limit”  
  

 
 
 
 
 
 
 
 
 



Joint Course Informa�on 

- Most of the �me, this sec�on is blank.  

 
 
Credits  

- This is the sec�on where you add the fixed credit amount.  

 
 
Mee�ng Times & Instructors  

- Sec�on Type: Seminar, Lecture. … 
- Mee�ng Times: Undetermined (unless you need a class for a Seatle sec�on A) 

o Ignore start and end �mes (unless you need a class for Seatle sec�on A) 
- Space Preferences:  

o Wing: * (specify wing, room, and capacity if need a space for Seatle) 
- Add up to 3 grading Instructors or grading delegates.  

o Note: these people can submit grades at the end of the quarter.  
o A person MUST be iden�fied to submit the grade for all course sec�ons.  
o That person needs to verify that students received credit from all WWAMI sec�ons.  



 
Sample of Mee�ng �me with specific �mes (Seatle sec�on) and undetermined (Spokane or WAMI). 
 
If you put online only you may be asked if your course needs a DL Designa�on. If ONLY distance learning 
(meaning it is NEVER offered in-person or hybrid), the course may need a distance learning designa�on 
with the UW. This is processed via the UW Kuali System, and approval by the UW Curriculum Commitee 
is required before it being listed as a DL course on the Time Schedule. If it is offered in person 
some�mes, then the course does not need DL approval or designa�on by the UW.  
- Distance Learning in Kuali: htps://registrar.washington.edu/curriculum/guides/distance-learning/  
 
Room Requirements 

Here you can add specific room requirements for in-person sessions.  

 

https://registrar.washington.edu/curriculum/guides/distance-learning/


 
Course Fees 

Here, you can add in your course fees. They must be already approved to be added here. If a new fee 
needs to be added or adjusted, the UW MUST approve all course fee changes/addi�ons. To add or 
change a course Fee here is the FORM for UW. Here are instruc�ons to add or change course fees: 
htps://registrar.washington.edu/curriculum/guides/fees/  
 

 
 
Non-standard Quarter Dates 

All course dates must comply with UW quarters, however if your course is shorter than a typical quarter 
(only lasts a month or a week) you can put the length of your course in this field. This means if you are 
reques�ng rooms in Seatle, they will only find rooms for those dates.  

 
Atributes 

This sec�on is crucial for WAMI students and NCEs! All NCE’s must be Credit/No Credit, so that must be 
selected. ALSO this is a WAMI sec�on for Wyoming, Alaska, Montana, and/or Idaho students, then it 
MUST be self-sustaining (the self-sustaining box needs to be checked)! If it is for Seatle or Spokane 
students then the Self-sustaining box must NOT be checked.  
 

  
Self sustaining: WY, MY, AK, & ID students (Sec�on B*, WAMI Tag)  

https://cdn.doem.washington.edu/registrar/pdf/OUR_CourseFeeRequest.pdf
https://registrar.washington.edu/curriculum/guides/fees/


 
Not Self-sustaining: Seatle & Spokane students (Sec�ons A& C, NO WAMI Tag) 
 
General Educa�on Requirements  

Typically non apply for NCE, but may apply for Undergrad and Graduate programs – check with 
Departments 
 
Distance Learning 

May apply but IF you are doing Distance Learning, then make sure your course has Distance Learning 
approval in Kuali. It may need to go back to the UW Curriculum Commitee for Course approval if you are 
changing to an en�rely online (no more in-person ever!) course.  
 
If ONLY distance learning (meaning it is NEVER offered in-person or hybrid), the course may need a 
distance learning designa�on with the UW. This is processed via the UW Kuali System, and approval by 
the UW Curriculum Commitee is required before it being listed as a DL course on the Time Schedule. If 
it is offered in person some�mes, then the course does not need DL approval or designa�on by the UW.  
- Distance Learning in Kuali: htps://registrar.washington.edu/curriculum/guides/distance-learning/  
 
Hyphenated Course 

Most courses don’t have this, but if you do, clarify the course in the hyphenated sequence. Sample 
below.  

 
 
Entry Codes 

The default when you get to this sec�on is NO add codes and NOTHING is selected. If you do not want to 
add codes then DO NOT CLICK ANYTHING IN THIS SECTION. Once you click a buton in this sec�on you 
cannot un-click them. So you would have to start the form fresh if you do NOT want to add codes and 
you accidentally clicked to make the butons blue. 
 
If you want to add codes it is suggested you get them for all periods. Just select the butons to make 
them blue, see picture below. NOTE: If this is very close to the course start date - You will s�ll need to 
reach out to somnce@uw.edu in 12-24 hours AFTER you get confirma�on that this new course has been 

https://registrar.washington.edu/curriculum/guides/distance-learning/
mailto:somnce@uw.edu


added to the Time Schedule to get your add codes. Add codes populate overnight a�er a new course 
has been added to the Time Schedule.  

 
 
Enrollment Requirements and Exclusions  

Same as on Time Schedule Construct you can limit Enrollment and also exclude groups.  
- Check Period 1, Period 2, Period 3  
- Requirements: (If you want to limit to ONLY Medical students, if not, then leave blank) You can 

include other colleges or majors, but you need to know the codes. The best way to search for codes 
is in the construc�on system (see above).  

o College: Y  
o Majors: MED & MEC C 

- Exclusions: we tend to leave blank. You can exclude other colleges or majors, but you need to know 
the codes. The best way to search for codes is in the construc�on system (see above). 

 
- Leave Class requirements and exclusions blank – if adding for undergraduate or graduate you may 

need to populate these fields. Check with Department.  
 

 
Next page for screenshot… 



 
 
 
 
 



Comments  

Here you can say whatever you want to students. This will be published on the Time Schedule. It is an 
addi�onal note and contact, visible to students. Keep it brief.  

 
 
Addi�onal Informa�on 

- This is to the Health Sciences office for addi�onal notes or considera�ons.  
For sec�ons that are for WY, AK, MT, and ID students: ADD THE Addi�onal comment “Please add a WAMI 
tag this sec�on is for WY, AK, MT, and ID Medical students.” Reminder – adding the WAMI tag means it 
will be hidden from the �me schedule, and the UWSOM will work with the regional folks to register 
these students. DO NOT ADVERTISE TO STUDENTS WITHOUT TALKING TO SOMNCE@UW.EDU FIRST. We 
send out informa�on that does not include registra�on informa�on so that students do not get charged 
incorrectly.  
- It never hurts to say thank you to Health sciences folks!  

 
 
Submit Form 

You’ll get confirma�on from the Health Sciences Time Schedule Office (changes@uw.edu) within a few 
days.   
 

mailto:SOMNCE@UW.EDU
mailto:changes@uw.edu
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