
Print Class Schedule – Step by Step Guide 
 
 
Select –Main Menu - Curriculum Management - Schedule of Classes - Print Class 
Schedule 

 
 
 
 



Print Class Schedule- If you have done the “Print Class Schedule” process before you 
would only need to click Search and the “PrintCS” you created prior will be in the 
Search Results, just click on it.   
 
If you never ran this process then you would need to create “PrintCS”, so type 
“PrintCS” in the Run Control ID field, then click on Add a New Value, click Add 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Selection Criteria - When you click Search or Add you will get the below page – Enter 
Term, Academic Org code (Ex. ENG. BUS, MTH), Session and Campus.  Then select the 
boxes in the Class Status field for the type of classes you want to display on the 
report. Then click the Report Options tab.  

 
 
 
 
 
 
 
 
 
 
 



Report Options - select the boxes for the information you want in your report, make 
sure that the Report Only box is checked.  Click Save.  Then you click Run  

 
 
 
 
You are now on the Process Scheduler Request page – you have to select the Server 
Name “PSUNX” and the Time Zone “EST” and click “OK” 

 



Now you are back on the Run Control ID page and the system should have given a 
Process Instance#, now click on “Process Monitor” link. 

 
 
Now you will see the Run Status is “Queued” – you can wait a few minutes and the 
Run Status will either change to “Processing” or “Success” depending on how large the 
report is.  If after a few minutes you still have not gotten a Success you click the 
Refresh button a few times and you will then get Success. Once you get “Success” click 
on “Details” link.  

 
 
 
 
 
 
 



Process Detail page after clicking “Details”.  Now click on the “View Log/Trace” link. 

 
 
You are now on the “View Log/Trace” page, now click PDF to display the report. 

 
 



 
The Report – Your report is displaying all the information fields you selected. You can 
download this report as well. 
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