
Office of the Registrar 
Tools in OWL



Notes Overview

Adding a Registrar Class Schedule

The following guide will help you with using the Office of the Registrar Tools in OWL.  These tools 
allow you to provide your students with Office of the Registrar class schedule and exam sched-
ule information from within OWL.  As such, whenever the Registrar updates the class schedule or 
exam schedule, the information in your OWL course will also be updated.

This guide will show you how to:
Add a class schedule to your course•	
Add an exam schedule to your course.•	

In order to add a Registrar Class Schedule to your course, you must be in the Build tab.  You can 
add this tool to any folder or learning module in your course.

1.	 Click on the Add Content Link button.
2.	 Click on Registrar Class Schedule.
3.	 In the box that appears, click Create Registrar Class Schedule.

4.	 On the next page,
(I)	 Type in a Title, for example Class Schedule.
(II)	 Click the Save button.

5.	 You will be returned to the folder where you started and a link to the Class Schedule will 	
	 be displayed.
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Adding a Registrar Exam Schedule
Adding a Registrar Exam Schedule to your course is very similar to adding a Registrar Class 
Schedule.  You can add this tool to any folder or learning module in your course from the Build tab.

1.	 Click on the Add Content Link button.
2.	 Click on Registrar Scheduled Exams.
3.	 In the box that appears, click Create Registrar Scheduled Exams.

4.	 On the next page,
(I)	 Type in a Title, for example Final Exam Schedule.
(II)	 Click the Save button.

5.	 You will be returned to the folder where you started and a link to the Final Exam will 		
	 be displayed.
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** IMPORTANT NOTE **
The Registrar Scheduled Exam tool only displays information for final exams booked through the Office of 
the Registrar.
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The Final Product
The screenshots below are examples of how the Class Schedule and Exam Schedule will appear in 
your course.

GETTING HELP WITH ONLINE COURSES
The OWL Administrators manage and support the OWL online learning environment 
and can be contacted at webct-admin@uwo.ca.  ITS instructional faculty contacts are 
listed at:  http://www.uwo.ca/its/itrc/webct-itrc-contacts.pdf

Need Help with OWL?
Instructional Technology Resource Centre
Room 4320 Support Services Building / Room 122 D.B. Weldon Library
519-661-2111 ext. 85513
http://www.uwo.ca/its/itrc/
itrc-admin@uwo.ca
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