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Access CollegeScheduler from Hokie Spa: 
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Select Applicable Term: 
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The Student Pre-Registration Requirements will require completion if they have not yet been completed for the term. 
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Select Campus/Campuses – if online classes are acceptable, make sure to include the Virtual campus: 
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There is an option to add breaks to block off days/times students may have work, practice, or other commitments.  Click on 

Add Break.   
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Then name the break, select the times and days, then Add Break. 
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After a Break has been added, it can be edited or deleted at any time if needed. 
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To add courses to Plan Schedule, click on “Add Course”: 
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There are various search options available by which to search for courses.  Click “Add Course” to add courses and click 

“Done” when finished. 
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Once courses have been added – they are displayed in the Plan Schedules section.  More information about each course can 

be viewed by clicking on the Sections (cogwheel icon) or the Information icon.  Click “Generate Schedules” when you are 

ready to view scheduling options. 

 



11 
 

Once possible schedules have been generated, click “View” to begin viewing any schedules -or- check the boxes of two or 

more possible schedules and click “Compare” to view side by side grid schedule comparisons. 
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Schedules can be compared in grid view or click on the magnifying class to view details about one of the schedule options. 
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            All generated schedules can also be viewed  

            individually with section information at the top  

            and schedule grid view at the bottom.  Click on  

            the arrows next to “Schedule __ of ___” to   

            review schedule options. 

            Once the desired schedule has been selected –  

            click on “Send to Shopping Cart.” 
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After course sections/CRNs have been added to the Shopping Cart and Registration (Drop/Add) is open for the term, click 

“Register” to register for the classes.  Reminder – click the Information icon to view additional information. 
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You will be prompted to confirm – click “Continue.” 

 

 

 

 

 

 

 

 

_______________________________________________________________________________________________________ 

Make sure to pay attention to any Registration                        

Results messages for information: 
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After Registration is complete – Click “Edit or Drop Classes” to adjust the registered class schedule.  Additional courses can 

also be added by clicking back on “Plan Schedule” and then “Add Courses” following the same steps used previously.   
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Dropping classes example – make sure to *Save* changes and review any Registration Results messages carefully. 
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Note: Grade mode changes must be made in HokieSPA Registration and are not able to be adjusted in CollegeScheduler. 

 

 

 

Stay tuned for formal CollegeScheduler training resources!  

In the meantime, if you have questions, please email me (Megan Coulter) at mcoulter@vt.edu. 

 

 

 


