Final Exam Procedures

Summary:
In an effort to form a more streamlined process for departments in scheduling final exams, CourselLeaf
CLSS contains a field titled “Final Exam”. This field, implemented Fall 2025, will be used to: 1) designate
whether a section will be holding an in person final exam and 2) designate if the room assigned during
the regular semester will be needed or if an alternate location is required. Based on the input in this
field, a report will be generated and sent to departments stating which sections will need to be
scheduled in Astra for an in person final exam. Departments may also pull and export this report.

**NOTE: ALL final exam rooms should be scheduled as Events in Astra. The field in CLSS and ability to
export final exam assignments are designed to serve as an additional layer of identification and tracking
that all final exams are correctly scheduled.

Objectives:
e Final Exam Deadline Procedures
e Final Exam Field Options
e Exporting Final Exam Field Data

Final Exam Deadline Procedures

)

1. The deadline to identify and schedule final exams will be listed on the “Important Scheduling Dates’
Calendar located in CLSS, Astra and on our Curriculum & Scheduling Website.

summer & Fall 2026 Important Scheduling Dates

January 7th - Summer & Fall 2026 term open for edits in CLSS. Colleges and departments may assign sections to non-optimized classrooms within their scheduling units. Summer 2026 in
Refine mode in CLSS. Classrooms and event scheduling in Astra is open for the Summer term.

February 3rd & 4th - Validation Days - All scheduling units must validate their Fall 2026 schedules as they will be switched to Refine Mode and bridged to Banner.

February 4th - Deadline for all Fall 2026 term edits in CLS5. All scheduling units should validate their Fall schedules by this date as they will be switched to Refine Mode and bridged to
Banner.

February 9th - Summer & Fall 2026 syllabi available to faculty for editing in Simple Syllabus.

February 6th-13th - Optimization and room scheduling in Astra.

February 16th-23rd - Manual adjustments made within CLS5/Astra. OUR will take room requests for Shared Spaces.

February 23rd - Summer & Fall 2026 schedule of classes viewable to students in MyBama.

February 25th - Upen request, OUR will begin reserving all classrooms, auditoriums, and seminar rooms at the shared space seat fill with the exceptions of Law, Nursing, and the Moody
Music Building.

March 2nd - All final exams should be booked for SPRING 2026. Any final exam not scheduled in accordance with the Final Exam Schedule may lose the room/date/time to other final
exams and University scheduling needs.

March 23rd - Registration for Summer & Fall 2026 begins.
March 30th - Event scheduling in Astra open for Fall 2026 term.

April 9th - Final exam room scheduling opens for extra or designated space not schedulable during the final exam priority scheduling period.

2. Once the deadline to schedule final exams has passed, any unscheduled room will become available
to ODS and other departments to schedule. Therefore, if an in-person exam is not scheduled in its
desired room, it will forfeit its right to priority for that room.




Final Exam Field Options

1.

The final exam field will contain the following options in the drop-down menu and will require a

response.
a. No Room Required: This option will be selected if there will NOT be an in-person exam being
held.

b. Requesting New Room for Final Exam: This option will be selected when the regular room
assigned during the semester is not adequate for the exam requirements. An alternate room will
then be located once the deadline has passed for all in person exams to be scheduled.

c. Same Room as section for Final Exam: This option will be selected if the room assignment
being used during the regular semester is adequate for the final exam requirements.

The Final Exam Field will be located below the Schedule Type Field

Part of Term | Full Term (8/20/25 to 12/5/25) bt

Campus | Main Campus (Tuscaloosa) b

Inst. Method | Face-to-Face b

Integ. Partner | Blackboard Learn hd

Schedule Type | Field Experience bt
‘ Final Exam [-;N: Option Selected) v]
Cross-listWith | Select section... b

**NOTE: Departments can and should schedule final exams in classrooms within their assigned

scheduling regions as soon as they are aware of the final exam needs for a class section. The Registrar’s

Office will schedule rooms for Astra Event Requests into OUR-controlled classrooms only.

Exporting Final Exam Field Data

Log into your department’s scheduling unit. At the top right you will see a red “Export” drop down menu
button. You will need to select the “Excel” option in order to view specific data.

M Validste  #Visualize T Fiker [T Framer

SNOY el Aile Losw) |

PLF File (.pdf)

Once you have selected the “Excel File” option, a dialogue box will appear that will allow you to choose
the specific data you are desiring to export. Uncheck all boxes except for the Final Exam box. This will
ensure you only export the final exam field data. Select the highlighted fields below: course number,
section # and final exam boxes. Then select the “generate” button to export the data.



Export Options X

Result Fields: + Check Al Uncheck All
JcLssio DJCRN O Term
BTN O Department Code hlecrlode
CJ Course Title O Long Title O schedule Type
[ Title/Topic [ Mesting Patterm [ Meetings
O Instructor O Room O Status
[ Part of Term O campus [Jinst. Method
T Integ. Partner O Special Appraval O CreditHrs
[ Grade Mode [ Artributes O Enraliment
CJ Maximum Enrollment O Prior Enrollment [ Projected Enroliment
[ wait Cap [ wait Toral O Cross-listings
O Cross-ist Enroliment O Cross-list Maximum O Cross-list Wait Tota
. Ointernal Notes [ Section Text
Final Exam I
‘Restrictions
[ Camnus Include/Fxelude [ Camniis M

3. Reviewing and Interpreting the Exported Data

You will be able to view which sections need room accommodations for exams. Sections that do not
need a room and sections that have no response recorded are in need of confirmation. Sections that
indicate they are requesting a new room or will use the same room as the section for the final should
have their final exams scheduled in Astra.

| A B C ] E F G
1 |Fall2025
2 |Generated 2/19/2025, 10:19:22 AM
3 Course Number Section # Final Exam
4 |AC 184 - LIFT Student Worker

5 184 003 (47586) Mo Room Required
& |AC 189 - Honors LIFT - Class Leader

T 189 001 (42824) Mo Room Required
8

g

AC 210 - Intro To Accounting
210 002 (43440) Requesting New Room for Final Exam

10 210 003 (44917) Fequesting New Room for Final Exam

11 210 004 (43963) Same Room as Section for Final Exam

12 210 008 (45427) aame Boom as section for Final Exam

13 210 009 (45968) | No Option Selected)

14 210 011 (45963) | No Option Selected)

15 210 012 (40024) (No Option Selected) <:| Needs response
16 210 015 (40627) (Mo Option Selected)
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