
 
Schedule Builder Instructions 

 
Schedule Builder is a tool to help students visualize their schedules before enrolling in 

classes. 
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Log In Information 
You can find Schedule Builder by selecting the “Enrollment” tile in MyUNT or where you 

access your degree audit https://unt.uachieve.com. You must be logged in to use this tool. 

 
After you log in, click on “Schedules.” 
 
 
 
 
 
 
 

 
Using the drop-down menu, select the desired term. 
 
 
 
 
 
 
 
 
 
 

 

 

How to Change Term 
 

 

 

You have the option to select a different term at any time by clicking the “Change Term” icon 

found at the top of the screen. 

 

How to Search for Courses 

Next, start adding courses. You can search by course department, number or title (for example: 

First-Year Writing I). 

 
 
 
 
 
 

 
 

https://my.unt.edu/psp/ps/?cmd=login&languageCd=ENG
https://unt.uachieve.com/


 

 

Use the “+Class” button to add the class to your search. Repeat for all courses you want to 

search for in the term. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 

 

After you select all the courses you want to search for, click on the “Finished Adding Classes” 

button at the top of the screen. 

 

 



How to Add Busy Times 

You have the ability to customize schedules to your needs and preferences. If you have days or 

times that you are not available to take a class (i.e., time you are working), add a Busy Time to 

block out that time in your schedule. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Adding a Busy Time will help eliminate sections that are offered during those times when you 

are not available. 

 
Name the Busy Time (for example, work). Use the drop-down menu to add a start time and an 

end time. Select the days of the week and click “Save.” 

 

 



In this example, Schedule Builder will not schedule classes on Tuesday or Friday between 2 

p.m. and 5 p.m. 
 

 

 
When you are ready to move on, select “Finished Adding Busy Times” at the top of the screen. 

 

 

 

Build Your Own Schedule 
You can choose to create your own schedule or let the system auto-generate schedules for you. 

If you decide to create your own schedule, you can search course by course to select and add 

sections you wish to take. 

 
NOTE: If you plan to enroll in a special problems section, you should follow the instructions 

below to create your own schedule, select the specific special problems section and lock it 

before utilizing the auto-generate functionality. 

 



 

 
NOTE: If any section conflicts with Busy Times, those will be noted with “Busy Time conflict.” 

Click for additional information about the section (course description, section enrollment, 

and prerequisites). 

 

Click  to choose a section. Once selected, it will appear on the schedule grid. 
 

 

 
Use the drop-down to choose the next course on your list. 
 

 

 
 
 

 
If you change your mind about a section, click under Delete to remove that section from your 

schedule. 

 



 
After you have added all of your preferred sections, click at the top of 

the page. 

 

Use Preferences to Auto-Generate Schedules 

NOTE: If you plan to enroll in a special problems section, you should follow the Build Your Own instructions 

to  select the specific special problems section and lock it before utilizing the auto-generate functionality. 

 

If you choose to auto-generate, click  to open other options to customize 

your schedule. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Information added as a preference will help the system customize schedule options for you to 

select from. Note: Preferences are not guaranteed. 

 
Time-Based Preferences: 

Generate schedules based on the number of days you want to take classes, the 

minimum and maximum time you want between classes and to try to fit classes in a set window 

of time (time block). 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click “Next” to continue with more preference options then select “Save & Finish.” 

 
Number of Classes: 

You can select more courses than you will enroll in for the term and let Schedule Builder 

generate schedules with a maximum number of courses. For example, you can list several 

elective courses and let Schedule Builder generate schedules containing only one or two of the 

elective courses but not all of them. 

 
If you want Schedule Builder to schedule all the classes that you have chosen, select “Take 

them all.” 



 
 

 
If you have selected extra courses, click “I planned extra.” 
 

 

 
You will be able to choose the minimum and maximum number of courses and credits to include 

in the generated schedules. 

 
You can also specify courses that MUST be taken together (corequisites) or courses that you do 

not want to take together. For example, you chose two courses that fulfill a core requirement but 

only need to take one of them. 



 
 

Click “Next” to continue with more preference options then select “Save & Finish.” 

 
Professor Preferences: 

You can identify faculty that you prefer for the courses that you have selected. 

Next to each professor, you can choose: 

• Don’t Want 

• Don’t Prefer 

• Prefer 

• Want 

The system will default to Neutral (you have no preference about this professor) 



 
 
 
Click “Next” to continue with more preference options then select “Save & Finish.” 



ADDITIONAL PREFERENCES 

You can select the campus(es) and delivery method(s) to include in the generated schedules. 

• Campus: 

INET-Online Section 

MAIN-Denton Main Campus 

FRSC-Frisco Location 

• Delivery Method: 

Face to Face 

Hybrid 

100-Percent Online Course 
 

 

 
Click “Next” to continue with more preference options then select “Save & Finish.” 
 
 
Number of Schedules: 

Use the drop-down to choose the number of schedules you want to be generated to choose 

from based on your previous selections. 



Click “Generate Schedules.” 
 

 

 
 

 
Generate Schedules: 
 
 
Review the generated schedules. Click “View Details” for additional information on the courses 

in the schedule or select for additional information about the section (course description, 

section enrollment, and prerequisites). 



 
 

 
When auto-generating schedules, if you find a particular section of a class that you prefer, lock it 

and every schedule you auto-generate after this will include the section. 

• Click on View Details 

• Scroll to the bottom of schedule and click . 
 

 

 
Save your preferred generated schedule. 



 
 

 
After you “lock” your preferred schedule, click on Finished Auto-Generating Schedules at the top 

of the screen. 
 

 

Push to Shopping Cart 

You will see a message at the top of the screen with your registration window. Once your 

registration window opens, you can push your saved schedule to your “Shopping Cart.” 
 

Please note: You are not enrolled in any classes yet. You must log in to MyUNT to 

complete your registration. 



Complete Registration-MyUNT 

In the “Enrollment” tile in MyUNT, click on your “Shopping Cart” tab on the left-hand side 

of the screen. The courses you have added to the cart will be listed. 

 
Review your classes, check the ones you want to enroll in, and then click "Enroll" in 

the top right corner to finalize enrollment. 

 

After selecting “Enroll,” you will receive a confirmation. 
 

 

 
Select “View My Classes/Schedule” to verify enrollment. 
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