INFORMATION
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SR104: Catalog/Schedule Builder

Overview
This training manual teaches you how to build a schedule in the course catalog.
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Course Catalog
This section shows how to view the

course information maintained by Undergraduate Studies. The course

catalog pages are used to create and change existing courses in the catalog.

1. From the Main Menu,
navigate to Curriculum
Management > Course
Catalog.

2. Click Course Catalog.

The Course Catalog search
page displays.

3. Enter the following
information:

e Academic Institution:
SJ000

e Subject Area
4. Click the Search button.

Note: To narrow the
search results, you can
enter the catalog number.

The Catalog Search Results
display.

5. To view a course, click its
link.

Note: If the system only finds
one course that meets the
criteria entered in the search
page, the course page will
open and you will not get a
search results list.

Faw:g'rtes Mainjrﬂenu » Curriculum Management
: e

Main Menu = Curriculum Management =
ﬁ Course Catalog

Maintain course cataleg infermation.

Course-.Catalo Catalo Summa
Create, » and update courzesz, course ‘\.-‘|= course catalog summary information.
offerings, and courge cemponents.

Course Catalog
Enter any infarmation yvou have and click Search. Leave fields blank fi

Find an Existing Value

Limit the number of results to (up to 300} |300
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The Catalog Data page Catalog Data || Offerings || Components
displays. . .
ourse | 009484

6. Use this page to verify

basic information about the
course, such as Title,
Description and Units.

Effective Date: 01/25/2010 Status:  Active Course Offering Bl ; s> O

Description: Green Prod Design TECH 140

Green & Sustainable Preduct Design

. . . Long Course Title:
(See Field Descriptions dvaneed orodudtang oo i at e e
. Long Description: Advanced product and process design with a focus on green and sustainable E
belOW and on the f0||0WIng design and on manufacturing green products. Analysis of process and material
pages ) selection for envirenmental impact. Composite and advanced materials
' processing. Laboratory exercises and planning for green manufacturing. M

Course Units/Hours/Count

Minimum Units: 200 Last Course of Mult Term Seq:

Maximum Units: 300 Enrollment Unit Load Calc Type: Actual Units
Academic Progress Units: 3.00 Course Count: 1.00
Financial Aid Progress Units: 3.00 Course Contact Hours: 0.00

Field Description List: Catalog Data Page (above)

Field Name Description

Course ID System generates a unique number assigned to the course once the
information is saved.

Effective Date Verify the effective date for the course.

Status Verify that the course is an Active course.

Course Offering Verify the Subject Area and Catalog Number.

Description Verify the Abbreviated Course Title.

Long Course Title Verify the Course Title.

Long Description Review the Long Course Description. Included in the description field is the

course Prerequisites, Repeat for Credit, Misc/Labs and Course Notes.

Minimum Units Verify the Minimum Units listed for the Course.
Maximum Units Verify the Maximum Units listed for the Course.
Academic Progress Units Defaults from the Minimum Units value entered.

Financial Aid Progress Units | Defaults from the Minimum Units value entered.

Last Course of Multi Term Not using this field
Seq
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Field Name

Enrollment Unit Load Calc
Type

Description

Defaults to Actual Units.

Course Count

Defaults to 1.00. Not using this field.

Course Contact Hours

Not using this field.

The Catalog Data page
(middle part) displays.

Course Grading

Grading Basis: Graded Grade Roster Print: Component
Graded Component: Lecture
Repeat for Credit Rules
Repeat for Credit Total Units Allowed: .00
Allow Multiple Enroll in Term Total Completions Allowed: 2

Additional Course Information

Instructor Edit: Mo Choice

Add Consent: Mo Consent Drop Consent: Mo Consent

Requirement Designation:

Equivalent Course Group:

Field Description List: Catalog Data Page — Middle Part (above)

Field Name

Grading Basis

Description

Verify the Grading Method for the Course.

Graded Component

Displays the Graded Component selected on the Components page.

Grade Roster Print

Defaults in Component.

Repeat for Credit

Verify the box is checked On if the course can be repeated for credit.

Allow Multiple Enroll in
Term

Verify that the box is checked On if student can enroll in the course more
than once within the semester.

Total Units Allowed

Defaults in from Maximum Units field.

Total Completions Allowed

Verify the number of times a student can repeat a course.
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Instructor Edit

Displays Instructor/Advisor value.

Add Consent

Verify whether the course requires students to receive department consent
or no consent to enroll.

Drop Consent

Not using this field.

Requirement Designation

Displays General Education area(s) if applicable.

Equivalent Course Group

Not using this field.

The Catalog Data page
(bottom part) displays.

Customize | Find | IEll HH First K 1-30f3 n Last

Course Course Attribute
Attribute Value

CCTP Course Type XLSTD Cross listed class
CLAS Class Association WILD Wildcard Class Assoc Nbr
CLEV Course Level 2 Upper Division

COverride Topic Link ID:
Customize | Find | IE| i First B 4 of 1 B0 Last
r
Description T Repeat For Credit

Course Descrioiion Short
Topic Ip | —==cription Description

1 Design, Mat & Tech (BF) DsID140-01 Cesign, Materials and Technelogy (BRP) 5002

Formal Description

Field Description List: Catalog Data Page — Bottom Part (above)

Field Name Description

Course Attribute

Review the Course Level, General Education, Class Association, Lab
Requirements and Fees (if applicable).

Course Attribute Value

Review the Course Level, Class Association and General Education
Attribute Values (if applicable).

Course Topic ID

Defaults in 1.

Course Topic Title

Verify the Subtitle Course information.

Short Description

Review the Prefix, Course Number and the Course Topic Identification
Number for the Course Topic.

Formal Description

Verify the Subtitle Description.

Repeat for Credit Tab

Not using the fields on this tab.
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7. Click the Offerings tab.

The Offerings page displays.

8. Use this page to review
information regarding
cross-listed subjects,
catalog numbers,
academic organization and
print options.

(See Field Descriptions
below.)

Catalog Data

MEW WWINUOW | HEIM | lls

Catalog Data Offerings Components
Course 1D 009494
Find | View Al First Bl 4 ora O
Effective Date: 01/25/2010 Status: Active
Description: Green Prod Design
Course Offering Find | View Al First 4] 102 I Lag
Course Offering Nbr: 1 LEEIS Catalog Nbr: 140 TECH
Academic Institution: 54000 San Jose State University
Academic Group: UGRD Undergraduate Course Approved: Approved
Subject Area: TECH Technology Allow Course to be Scheduled:
Campus: IAIN San Jose State University Main
Academic Organization: 364-TECH Technology Catalog Print
Academic Career: UGRD Undergraduate Print Instructor in Schedule
Course Typically Offered  Fall Terms Schedule Print
Tuition Group: Schedule Term Roll
Dynamic Class Date Rule:  SJsU SJSU Fully Graded Date Rule Use BIindGrading.
GL Interface Required
Allows OEE Enrollment Split Ownership

Field Description List: Offerings Page (above)

Field Name Description

Course Offering Number

This number is system generated. The number increases by 1 for each
offering listed.

Catalog Number

Verify the catalog number.

Academic Institution

Displays SJ000.

Academic Group

Displays UGRD or GRAD.

Subject Area

Verify the Department displayed owns the course.

Campus

Displays the value Main.

Academic Organization

Verify the Department displayed is the owner of the course.

Academic Career

Verify the Career connected to the course.

Tuition Group

Not using this field.

Dynamic Class Date Rule

Displays SJSU Fully Graded Date.
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Field Name Description

Allow OEE Enrollment Not using this field.

Course Approved Verify that the course is Approved.

Allow Course to be Verify that the course can be scheduled.

Scheduled

Catalog Print Defaults in checked On. Verify that the Catalog Print is turned Off for all

Experimental and IES courses.

Print Instructor in Schedule | Verify that the Instructor's name should print in the Schedule of Classes.

Schedule Print Defaults checked On.

Schedule Term Roll Defaults checked On.

Use Blind Grading Not using this field.

GL Interface Required Not using this field.

Split Ownership Not using this field.

The (bottom part of the)
Offerings page displays. Requirement Group:

Long Description:

CIP Code:
HEGIS Code:

Field Description List: Offerings Page — Bottom Part (above)

Field Name Description

Requirement Group Displays Enrollment Requisite or GE Requirement information for course.

Long Description Verify that all course prerequisite information is displayed. Defaults from
the Long Description entered in the Enrollment Requirement Group.

CIP Code Not using this field.
HEGIS Code Not using this field.
SJSU Information Support Services SR104: Catalog/Schedule Builder
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9. Click the Components

tab.
The Components page
displays. Course ID: 009494
Find | View Al First B 4 ora B
10. Use this page to review the Effective Date: 0112512010 Status: Active Mol
component information for Description: Green Frod Design Een W

the class such as the
course type, faculty,

Course Component Find | View Al First 4] 10720

. Course Component: Lakoratory Auto Create
wo rkl Oad . h ours an d fl n al Instructor Contact Hours: Graded Component
examination type. Default Section Size: 24 FITELET
(See Field Descriptions Workload Hours: 200 Optional Component
beIOW.) OFE Workiond Houre: Generate Class NMtg Attendance

Include in Dynamic Date Calc
Final Exam: Yes

C3 Mumber

Exam Seat Spacing: 1

Provider for Authentication

1 M8 Fxtract File Tune:

Field Description List: Components Page (above)

Field Name Description

Course Component Verify the different Components of the Course.

Instructor Contact Hours Not using this field.

Default Section Size Defaults in 30. This value is derived from the Staffing Formula Chart.

Workload Hours Verify using the staffing formula.

OEE Workload Hours Not using this field.

Final Exam Displays the value of Last Class.

LMS File Type Not using this field.

Auto Create Not using this field.

Graded Component Verify graded Course Component. In a multi-component course leave this
box checked On if the students will receive a grade for this component. If
the component is not graded check this box Off.

Note: There can only be one graded component for each course.

SJSU Information Support Services SR104: Catalog/Schedule Builder
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Field Name Description

Primary Component Verify that this box is checked On for the Course Component that is the
Enroliment Component.
Note: There can only be one primary component for each course.

Optional Component Not using this field.

Generate Class Meeting Not using this field.

Attendance

Include in Dynamic Date Not Using this field.

Calc

Add Fee Not using this field.

CS Number Displays CS Number, Workload Factor, Component Units, Component
Students and Space Type.

LIS Extract File Type:

The (bottom part of the)
Components page displays.

Course Attendance Find | View Al First BN 4 or 1 I Last

Instruction Mode:

Attendance Type:
Use Present Use Contact Minutes
Use Reason Use To and From Time
Use Tardy Override Template Date | Time
Use Left Early

Room Characteristics Required customize | Find | B0 ) B First Bl 4 or 1 BN Last
Rool

Description Characteristic
Quantity

Room
Characteristic

Field Description List: Components Page — Bottom Part (above)

Field Name Description

Instructor Mode Not using this field.
Attendance Type Not using this field.
Use Present Not using this field.
Use Reason Not using this field.
SJSU Information Support Services SR104: Catalog/Schedule Builder
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Use Tardy Not using this field.

Use Left Early Not using this field.

Use Contact Minutes Not using this field.

Use To and From Time Not using this field.

Override Template Date / Not using this field.

Time

Room Characteristics Not using this field.

Room Characteristics Not using this field.

Quantity

GL Interface Page We are not currently using the GL Interface page.
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Course Prerequisites

This section shows how to view course prerequisites. Prerequisites are attached to a course to ensure that the
students enrolling have met predetermined conditions. The MySJSU (PeopleSoft HSJIPRD) system will check
a student’s academic level, major, test (ELM, EPT, and WST) and course completion.

. Favorites | Main Menu > i
1. From the Main Menu, ar : - Curriculurn rﬂanagement

navigate to Curriculum Main Menu = Curriculum Management =

> -
I\E/Ir?rnoﬁt?n?;nnetnt ﬁ Enrollment Requirements
Requirements. Maintgi e renyisites

Enrollment Requisite Summary
Review a sumﬂz';ry of an enroliment requirgment
group.

2. Click Enrollment
Requisite Summary.

The Enrollment Requisite Enroliment Requisite Summary
Summary search page
displays. Enter any information you have and click Search. Leave fields blan
) Find an Existing Value
3. Enter the Subject Area
and/or Catalog Number. Limit the number of results to (up to 300} |200
4. If you are unsure, use the Requirement Group: | begins with v||
qukup button for a list of Academic Institution:| begins with vl| (
valid values.
. Academic Group; | hegins with M| (
5. Click the Search button. g,

Subject Area: hegins with comm ) ‘

Catalog Hbr: begins with | ‘

Description; begins with v||

[Jinclude History [ ]case Sensitive

[ Segpch |l Clear |EI:35icEear|:I1 B save Search Criteria
L,

Nt S
The Enrollment Requisite Search Results
search results display. Fre BB 1620
Description
000277 010111902  SJ000 UGRD COMM  100W  COMM100W
000277 01/26/2005  SJ000 UGRD COMM QO COMM 100W
6. Select a course by clicking 000277 01/24/2007  SJ000 UGRD COMM COMM 100W
the appropriate hyperlink. 000278 01/01/1902  SJ000 UGRD COMM COMM 105
AnAFTa ARMNAMRNA1 21NN (W Fpd =1} oAk = O ANRDR
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The Enrollment Requisite Enroliment Requisite Summary

summary page displays. |
n
000277 COMIM 100W Effective Date: 01/24/2007 Active

Academic Requi e

7. Use this page to review the
course prerequisites and
co-requisites. (See Field Group Line Type: Condition San Jose State University
Descriptions below.) Condition Code: Academic Level

. . Condition Operator: Greater Than
8. Click the course hyperlink. P

Condition Data: Sophomore
And Group Line Type: Condition San Jose State University
Condition Code: Student Group
Condition Operator: In
Condition Data: WST Passing Values

Field Description List: Enrollment Requisite Summary Page (above)

Field Name Description

Group Line Type Type of requirement attached to the course.

Condition Code Field the system is to verify.

Condition Operator Condition that is compared to the condition data.

Condition Data Value that is to be checked against the student’s record.

SJSU Information Support Services SR104: Catalog/Schedule Builder
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000277 COMM 100w

The Requirement Group
Description page displays.

Descriptions/Associations
Long Description

Completion of core GE, satisfaction of Writing Skills Test and upper division standing. Allowed Declared Majors: Speech
Communication, Communication Disorders, Speech Pathology, Business.

9. Review the Long
Description and Verify the Computer-Generated Description
. You musttake courses specified by the attached detail lines. You must satisfy one detail line from each group of detail lines
aCCUI’aCy Of the Academ|c separated by the AND connector.
Level, Test and Major
information displayed.

(See Field Descriptions
below.)

Associations
This is a Undergraduate requirement forthe career starting on 2007-01-24. Itis owned by the enrocllment system. Itis a

requisite/restriction for course COMM 100W. This requirement is number 1 in its group.

Field Description List: Requirement Group Description Page (above)

Field Name Description

Long Description Detailed description of requisites that must be satisfied to enroll in course.
Computer-Generated Computer-generated description of course requisite.

Description

Associations System-generated message linking course, career and requisite.

SJSU Information Support Services SR104: Catalog/Schedule Builder
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Schedule a New Course

This section shows how to schedule a course that has not been scheduled in the previous like term or that is

new to the catalog.

1. From the Main Menu,
navigate to Curriculum
Management > Schedule
of Classes.

2. Click Schedule New
Course.

The Schedule New Course
search page displays.

3. Enter the following

information:

e Academic Institution:
SJO00

e Term

e Subject Area
4. Click the Search button.

Favorites Main Menu > Curriculum Management > Schedulevnf Classes
Main Menu = Curriculum Management =
ﬁ Schedule of Classes

Iaintain =chedule of claz=es information.

E" Class Search Schedife Hew Course

. I
View the schedule of clazzes. Echsdu‘d:] new clazs.

Schedule New Course

Enter any information you have and click Search. Leave fields klank fol

Find an Existing Value

Lirnit the number of results to (up to 300} |200

Academic Institution: QL
Term: QL
Subject Area: Q,
Catalog Hbr; hegins with |» |

Academic Career: | = M |

Campus:; beging with |» | &)
Description: begins with v"

Course ID: begins with v“ Q,
Course Offering Nbr: | = vl | Q
[]Case Sensitive

Segrch Clear |Elasin:: Search B Save Search Criteria

SJSU Information Support Services
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The Schedule New Course
search results display.

5. Select a course by clicking
the appropriate hyperlink.

Note: If the system only finds
one course that meets the
criteria entered in the search
page, the Basic Data page will
open, and you will not get a
search results list.

The Basic Data page
displays.

Use this page to enter the
Basic Class data, such as
Section Number,
Component, and
Instruction Mode.

(See Field Descriptions
below.)

Enter or verify the following
information:

e Class Section

e Start/End Date

e Component

e Class Type

e Associated Class

e Instruction Mode

e Schedule Print

SJ000 2124 ENGL 10 Underarad !
SJ000 2124 EMGL i LIndergrad l
24000 2124 ENGL Undergrad !
SJ000 2124 ENGL Undergrad !
SJ000 2124 ENGL 568 Underarad !
I I | totes |
Course ID: 011394 Course Offering Nbr: 1
Academic Institution: San Jose State University
Term: Fall 2012 Undergrad Auto Create Component
Subject Area: EMNGL English
Catalog Nbr: 40 Contemp Waorld Fiction
Class Sections Find | View Al First Bl o B st
*Session: 1 Q Regular Academic Session Class Nbr: 0 #=
*Class Section: 01 StartEnd Date: |08/22/2012 [51[12/10/2012 Eﬂl
*Component: LEC & Lecture Event ID:
*Class Type: Enraliment | |
*Associated Class: 19
Add Fee
*Campus: IAIN
. . TAIN Q ai
ezl a Main Campus Schedule Print
Course Administrator: [ stuclent Specific Permissions
*Academic Organization: 254-E&CL Q English & Comparative Lit
Academic Group: UGRD Undergraduate Dynamic Date Calc Required
*Holiday Schedule: STONT Q& Student Regular [¥] Generate Class Mtg Attendance
*Instruction Mode: PQ | Eers o Sync Attendance with Class Ntg

Primary Instr Section:

[JGL Interface Required

SJSU Information Support Services
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Field Description List: Basic Data Page (above)

Field Name Description

Session

Defaults to 1 for the Regular Academic Session. Do not override.

Class Number

Defaults to 0. System generated, once class is saved.

Class Section

Section number for the course. For a single-digit class section number, a
leading zero must be entered (for example, class section 1 is entered as
01). This number must be unique within the course offerings.

Start / End Date

Defaults from the Academic Term Calendar. Override if class does not
meet the entire term.

Component Component (for example, lecture, lab, activity) being scheduled. The
Lookup icon will provide a list of valid values.

Event ID System generated, once Facility ID, Meeting Pattern and Meeting
Start/End Time is entered and course information is saved.

Class Type Select Enroll if this is manual enroliment component of the class. Only one

component of a class can have the enroliment type. Non-enroll is selected
for all other components of the class.

Associated Class

Defaults to 1. If scheduling a Single Component class, the Associated
Class number and the Class Section number should match. If scheduling a
Multiple Component or Variable Unit class, see Schedule a Multiple
Component Course and Schedule a Variable Unit Classes in this guide.

Campus

Defaults to Main from Catalog. Cannot override.

Location

Defaults to Main. Do not override.

Course Administrator

Not using this field.

Academic Organization

Defaults from Catalog. Do not override.

Academic Group

Defaults from Catalog. Cannot override.

Holiday Schedule

Defaults to Student Regular from Term/Session Table. Do not override.

Instruction Mode

Defaults to In Person. Override if class is offered via TV, Web or Mixed
Mode.

Primary Instructor Section

Defaults from Class Section field. Do not override.

SJSU Information Support Services
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Field Name Description

Add Fee Not using this field.

Schedule Print Defaults to checked. Override if print should not be scheduled or should
show in self-service.

Student Specific Permission | Not using this field

Dynamic Date Calculation Not using this field.
Required

Generate Class Meeting Not using this field.
Attendance

Sync Attendance with Class | Not using this field.
Mtg

GL Interface Required Not using this field.

SJSU Information Support Services SR104: Catalog/Schedule Builder
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The (bottom part of the)
Basic Data page displays. Course Topic ID: [ & Print Topic in Schedule

Equivalent Course Group

Course Equivalent Course Group: [ override Equivalent Course

8. Enter a Course Topic ID,
if appropriate.

Class Equivalent Course Group:

Class Attributes customize | Find | View Al 0] 8 First Bl 120r3 1 Lot

*Course *Course Attribute
Attribute Value

CLAS [Q Class Association ONE Q, 1x1 Class Sect & Assoc Nbrs =
CLEV Q, Course Level 1 Q. Lower Division [=]

Field Description List: Basic Data Page— Bottom Part (above)

Field Name Description

Course Topic ID Select the appropriate topic by clicking the Lookup icon, if the course has
multiple topics.

Print Topic in Schedule Check if printing different course topics in schedule.
Course Equivalent Course Not using this field.

Group

Class Equivalent Course Not using this field.

Group

Override Equivalent Course | Not using this field.

Course Attribute Values default from Catalog. Do not override.
Course Attribute Value Values default from Catalog. Do not override.
SJSU Information Support Services SR104: Catalog/Schedule Builder
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9. Click the Meetings tab.

The Meetings page displays.

10. Use this page to designate
class meeting patterns and
to link instructors to
classes.

(See Field Descriptions
below and on next page.)

11. Enter the following
information:

e Facility ID
e Meeting Pattern

e Meeting Start and
Meeting End times

e Start/End Date

Note: Do not alter the days of
the week checkboxes. These
serve as display only for
classes that meet more than
four days a week.

Basic Data

Meetings
EEVE

BasicData Meetings Enrollment Cnirl Reserve Cap Motes

Course | 011384 Course Offering Nbr: 1
Academic Institution: San Jose State University

Term: Fall 2012 Undergrad

Subject Area: EMGL English

Catalog Nbr: 40 Contemp Warld Fiction

Class Sections

Sessiom:
Class Section:
Associated Class:

1 Regular Academic Session

01 Component: Lecture

Meeting Pattern
Facility IO {Zapf:cilﬁI Pat Mtg Start Ntg End
[cLa1m gl @ [e:00am | [10:18A0
cL 11 Topic ID: Q. Free Format

Topic:
O erint Topic On Transcript

M TWTFSS
MOMOO0O0O

First 4] 1 of 1 n Last

Find | View All

Class Nbr:
Event ID:

0 Class APDB Mapping Values

First | 4] 10f1 | Last

Find | View Al

[
*Start/End Date =e
[osrz2i2012 [ [1211002012 [

Contact Hours
Ieeting APDB Mapping Values

SJSU Information Support Services
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Field Description List: Meetings Page (above)

Field Name Description

Event ID

Defaults from the Basic Data page once course is saved.

Class APDB Mapping Values
(Cls) Link

Defaults from Catalog. No need to verify.

Facility ID Building and room number in which the class will be taught. Should only be
department teaching labs or college-allocated rooms.

Capacity Defaults to capacity from the Facility Table when the Facility ID is entered.

Pattern Days of the week the class is offered. If class is mixed mode, it should

have two meeting patterns.

Meeting Start

Enter the time the class will begin.

Meeting End

Defaults to class end time from the Standard Meeting Pattern Table.

Start / End Date

Defaults from the Term Start / End Date. Override if class does not meet
the entire term.

Topic ID

Not using this field.

Free Format Topic

Not using this field.

Print Topic on Transcript

Not using this field.

Contact Hours Link

Defaults from Catalog. No need to verify.

APDB Mapping Values (Mtg)
Link

Defaults from Catalog. No need to verify.

Free Format Topic

Not using this field.
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The (bottom part of the) Instructors For Meeting Pattern CuStDn'II._E|FI|." A B rirst K 4 ot B Lot

Asmgnment T Workload

Meetings page displays. ﬁﬁﬁﬁﬁﬁw
QL Day,N Pr|m In: [ | i\pprov&. | I_Q 0420 =

12. Enter the following:

e Class Instructor ID. If
class has multiple
instructors, add rows
and insert additional 1D
numbers.

e Instructor Access

Field Description List: Meetings Page — Bottom Part (above)

Field Name Description

ID Employee ID of the instructor teaching the class. If faculty member’s ID is
not found on the Faculty/Advisor table, contact Academic Scheduling.

Note: Add a row for classes with multiple instructors. Enter the appropriate
ID information.

Instructor Role Defaults to Primary Instructor. Do not override.

Print Defaults to checked. Uncheck if you do not wish the faculty name to print
or show. The faculty will still see the class in self-service.

Access Select the value Approve.

Contact Not using this field.

Empl Rcd# Defaults to 0. Verify by looking at employee’s HR record.

Job Code Displays from the Empl Rcd# selected.
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13. Click the Workload tab. Assignment | Workioad

||151|'|-|(31075 For Meeting Pattern Customize | Find | View All] & 28 First B 4 of 1 B Last

The Workload page ESSERRER] woridosd

d | S I ays. Assw ] Work Auto  |Assignment
AFDB Dept I L] 1 2
p y 1D HName APDB Dept ID App Load |Load Factor [ Calc ETE %

Q, DayN .v 254-E&CL O 100.0000 100 M 25.00 [=]
Room Characteristics Customize | Find | IEll i First 0 4 of 1 I Last
14. Enter the Load Factor for et T e
the faculty member. ) 1 =

Field Description List: Workload Page (above)

Field Name Description

ID Automatically populates from the Assignment page. Do not override.

Name Populates once ID is entered on Assignment page.

Assign Type Displays Regular from the Assignment Type table.

APDB Dept. ID Automatically populates from the Academic Organization table. Do not
override.

App Load Defaults to checked. Cannot Override.

Load Factor Enter the Load Factor for the instructor. Add a row for each instructor. The

total for the Load Factor must equal 100.

Auto Cal Defaults to checked. If the instructor is assigned to more than 100%, can
uncheck box.

Room Characteristics Not using this field.
Quantity Not using this field.
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15. Click the Enrollment Cntrl Enroliment Cntrl

tab. ,h

e -

The Enrollment Control page BasicData | Meetings | EnrollmentCntrl | ReserveCap | Notes
Displays.

Course IDx 011394 Course Offering Nbr: 1
Academic Institution: San Jose State University
. . Term: Fall 2012 Undergrad
16. Use thIS page to ver_lfy Subject Area: EMNGL English
class status and define the Catalog Nbr: 40 Conternp Waorld Fiction
room and enrollment Enroliment Control
capacity.
) o Session: 1 Regular Academic Session Class Nbr: 0
(See Field Descriptions Class Section: 01  Component:  Lecture EventID:
below and on next page.) Associated Class: 1
17. Enter the following “Class Status: [Actve v Sl
information: Class Type: Enrollment Enrollment Status: Closed
° Class Status *Add Consent: _ Requested Room Capacity: 30/ |Total
° Add Consent *DOrop Consent: _ Enrollment Capacity: EUN )
. Requested Room 1st Auto Enroll Section: Wait List Capacity: 001 g
Cap acity 2nd Auto Enroll Section: Minimum Enrollment Nbr: |
° Enrollment Capacity Resection to Section:
° Wait List Capacity Auto Enroll from Wait List [Jcancel if Student Enrolled

e Auto Enroll from Wait
List

Field Description List: Enrollment Control Page (above)

Field Name Description

Class Status Defaults to Active. Can override with one of the following values: Stop
Further Enrollment or Tentative Section.

Class Type Displays value selected on Basic Data page.

Enrollment Status Displays the status of Closed until course information is saved.

Add Consent Defaults to value placed in course catalog. Can override if needed.

Drop Consent Not using this field.

1st Auto Enroll Section Not using this field.
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Field Name Description

2nd Auto Enroll Section Not using this field.

Resection to Section Not using this field.

Auto Enroll from Wait List This box should be checked.

Requested Room Capacity Defaults to value from the CS Number in the Course Catalog. Can override
if needed. This number should be the same as the Enroliment Capacity.

Enrollment Capacity Defaults to CS Number entered on the Course Catalog CS Number link on
the Components page. Can override if needed. This number should be the
same as the Requested Room Capacity.

Wait list Capacity The Waitlist Capacity value should be 100.

Minimum Enrollment Nbr Not using this field.

Cancel if Student Enrolled This box should remain unchecked.

Reserve Capacity Page At this time this page will not be used.
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18. Click the Notes tab. Basic Data | Meetings Enrollment Cntrl Resenve Cap

The Notes page displays. Basic Data Meetings Enroliment Cnirl Resemnve Cap
Course |D; 011394 Course Offering Hbr; 1
. Academic Institution: i i
19. Use this page to attach Tca nlahmlc nstitution: San Jose State University
| Notes to the erm: Fall 2012 Undergrad
C ass No Subject Area: ENGL English
sections of the class. Catalog Nbr: 40 Contemp World Fiction
Attach no more than three Class Sections e
notes per section.
. L. Session: 1 Regular Academic Session Class Nbr: 0
(See Field DeSCHptIOHS Class Section: o1 Component:  Lecture Event ID:
below.) Associated Class: 1

20. Enter the Notes for the

L. Class Notes
class by clicking the
LOOkUp icon. *Sequence Number: l_"
21. To add notes, click the “Print Location: T [lEvenif Class Not in Schedule
Add [+] icon. Mote Nbr: 0062 | Q RD - Requires department approval.
. Copy Mote
22. Click the Save button. _Copy ok |

Free Format Text:

CIearNotel

Field Description List: Notes Page (above)

Field Name Description

Sequence Number Defaults to 1. Do not override. This field determines the order that the
notes are printed.

Print Location Defaults to After. Do not override.

Even if Class Not in Not using this field.

Schedule

Note Nbr Use the Lookup icon and select the appropriate note designated on the

department spreadsheet.

Free Format Text Not using this field.
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Schedule an Existing Course
This section shows how to schedule a course that was offered in the previous like term.

1. From the Main Menu,
navigate to Curriculum
Management > Schedule
of Classes.

2. Click Maintain Schedule
of Classes.

The Maintain Schedule of
Classes search page
displays.

3. Enter the following
information:
e Academic Institution
e Term
e Subject Area

e Catalog Number or
other criteria (optional)

4. Click the Search button.

hzin Menu = Curriculum Management =

ﬁ Schedule of Classes

haintzin schedule of classes information.

= Class Search = Schedule New Course = Maintain Schedule of
Wiewe the schedule of Schedule 3 new clazs. Classes
clazzes. Al viewy, and update

Maintain Schedule of Classes

Enter any infarmation yvou have and click Search. Leave fields blank for ¢

Find an Existing Value

Lirnit the number of results to (up to 3003|300

Academic Institution:| = |+ |EJIIIIIIIII Q
Term: = [+ 2124 Q,
Subject Area: = [v] ART Q
Catalog Hbr; beqins with |w |12

Academic Career; | ndergraduate

= W
Campus: begins with v||r-.-1.AIN Q
Description; begins with v||
Course ID; kegins with VI|
Course Offering Nbr: | = vl |

[ case Sensitive

feye

Segrech Clear |Elasi|: Search Save Search Criteria
S/
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The Bas|c Data page Basic Data Meetings Enroliment Cnirl Reserve Cap | Notes

dlsplays' Course ID: 000362 Course Offering Mbr: 1
Academic Institution: San Jose State University
';e:;n: » Fall 2012 Undergrad
ubject Area: ART Art
5. Use this page to enter new Catalog Nbr. 12 2-D Des and Coler Concapt
information or verify basic
class information such as *Session: 1@ RegularAcademic Session  _Class Nhr: 40024 F[=
Section Component and *Class Section: [01 |“Start|'EndDate: ozrzzi2012 [ [12110:2012 [ |
L
*Component: ACT U actii Event ID:
Type <
! “Class Type: Enroliment [v]
(See Field Descriptions *Associated Class: 1 units: 300 AddFee |
below.) *Campus; WAIN
. . *Location: MAIN @ aincampus Schedule Print
6' _Enter Or.Verlfy the fOIIOWIng IR TSI Q [ ] Student Specific Permissions
information: *Academic Organization: |135-#RT&D QL .4
. Academic Group: UGRD Undergraduate Dynamic Date Calc Required
o Class Section *Holiday Schedule: STONT |3 Student Regular [JGenerate Class Mtg Attendance
. " X P Q | Sync Attendance with Class Mtg
e Start/End Date I'L““‘C"O“ Mode: In Person :
Primary Instr Section: 0" R

e Component

e Class Type

e Associated Class
e Instruction Mode
e Schedule Print

Field Description List: Basic Data Page (above)

Field Name Description

Class Section Section number for the course. For a single-digit class section number, a
leading zero must be entered (for example, class section 1 is entered as
01). This number must be unique within the course and offering.

Start / End Date Defaults from the Academic Term Calendar. Override if the class does not
meet the entire term.

Component Component (for example, lecture, lab, activity) being scheduled. The
Lookup icon will provide a list of valid values.

Class Type Select Enroll, if this is the manual enrollment component of the class. Only
one component of a class can have the enroliment type. Non-enroll is
selected for all other components of the class.
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Field Name Description

Associated Class Defaults to 1. If scheduling a Single Component class, the Associated
Class number and the Class Section number should match. If scheduling a
Multiple Component or Variable Unit class, see Schedule a Multiple
Component Course and Schedule a Variable Unit Classes in this guide.

Instruction Mode Defaults to In Person. Override if class is offered via TV, web, or mixed
mode.
Schedule Print Defaults to checked. Override if print should not be scheduled or should

show in self-service.

The (bottom part of the) Dlarss Topic

Basic Data page displays. Couree Topi i : Frimt Topic in Sciwduie
tmc&m [ crourrits Equialent Coass

7. Enter or verify a Course Chiaws Equivlont Cous s G oup: ‘

Topic ID, if appropriate.

Class Miriates
pe "Ll
ARidpde

[CLEY 4 Course Level

Field Description List: Basic Data Page — Bottom Part (above)

Field Name Description

Course Topic ID Select the appropriate topic by clicking the Lookup icon, if the course has
multiple topics.

Print Topic in Schedule Check if printing different course topics in schedule.
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8. Click the Meetings tab.

The Meetings page displays.

9. Use this page to designate
class meeting patterns and
to link instructors to
classes.

10. (See Field Descriptions
on next page.)

11. Enter or verify the following
information:
o Facility ID
e Meeting Pattern

e Meeting Start and End
times

e Start/ End Date

12. To change the facility ID or
existing meeting pattern,
click the Minus [-] icon to
delete the row.

The system asks if you wish
to delete the existing
meeting pattern.

13. Click OK.

14. Click the Save button.

Basic Data Meetings

U/

Basic Data Meetings Enrollment Cntrl Reserve Cap Motes

Course ID: 000362 Course Offering Mbr: 1
Academic Institution: San Jose State University

Term: Fall 2012 Undergrad

Subject Area: ART Art

Catalog Nbr: 12 2-D Des and Color Concept

Class Sections

First B0 1 o I L ast

Find | View Al

Session: 1 Regular Academic Session  Class Nbr: 40024 Class APDB Mapping Values
Class Section: 01 Component:  Activity Event ID:
Associated Class: 1 Units: 3.00

Meeting Pattern

First 4] 10f1 )| Last

Find | View Al

+
*Start/End Date [+IE]
[osrz2r2012 [ [12r10i2012 |5

Facility ID Capacify Pat IMtg Start MtgEnd |M T W T F § §

Q| TR QG [8:00AM | [10:504M 0 0 oo

Free Format |
Topic:
[ print Topic On Transcript

Topic 1D: | Q

Contact Hours
Meeting APDB Mapping Values

Meeting Pattern

First n 10f1 u Last

Find | View Al

Facility ID Capacity Pat Mtg Start MtgEnd M T W T F § §

Q. TR Q [2:00AM  |10:504M 0 0 ooo

Topic ID: Q. Free Format |
Topic:
[ Print Topic On Transcript

*Start/End Date
[oar2zr2012 5 [12110/2012

Contact Hours
Ileeting APDB Mapping Values

Delete Confirmation

Delete current'selected rovws from this page? The delete will occur when the
transaction is saved.

Cancel

S
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A blank meeting pattern row | EaElEiSE Find | view A1 First Kl 4 or 4 B Last

i +
displays. Facility ID Capacify Pat  Witg Start MtaEnd | M T W T F S S sStartEndDate  H
9 Q OOOOOmon  |veezzorz B 1202012 [
Topic ID: @, Free Format |
15. Enter the following: Topic:
|:|PrintTopic On Transcript Contact Hours
o FaCI|Ity ID Meeting APDB WMapping Values

e Meeting Pattern

e Meeting Start and End
times

e Start and End Date

Note: Do not alter the days of w :
the week checkboxes. Those [Laaimgmpm=T | [ [
serve as display only for

classes that meet more than
four days a week.

Field Description List: Meeting Pattern Row (above)

Field Name Description

Facility ID Building and room number in which the class will be taught. Should only be
department teaching labs or college allocated rooms.

Pattern Days of the week the class is offered. A mixed-mode class has two
meeting patterns.

Meeting Start Time the class will begin.

Meeting End Defaults from the Standard Meeting Pattern Table. Verify end time to make
sure it is accurate.

Start / End Date Defaults from the Session Start / End Date. Override if the class does not
meet the entire term.
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The ASSig nment Section Instructors For Heellng Pattern Customize | Find | View Al | (2] 3 First BN 1 o1 BN Last
1 Aszsignment Workbad

d S p I ays ’ Hame Ins;zl.l:tor Print Access Contact Rcd#

0o O, DayN F'r|m|n [¥] | J\pprove.l I_Q 0420 =

16. Enter or verify the
following:

e Class Instructor ID. If a
class has multiple
instructors, add row
and insert additional 1D
number.

e |nstructor Access
e Employee Rcd#

Field Description List: Assignment Section (above)

Field Name Description

ID Employee ID of the instructor teaching the class.
Instructor Role Defaults to Primary Instructor. Override if necessary.
Print Defaults to checked. Do not override.

Access Verify the value Approve. Do not override.

Empl Rcd# Defaults to 0. Verify by looking at employees HR record.
Job Code Displays from the Empl Rcd# selected.

17. Click the Workload tab. Instructors For Meetina Pattern

[ Aszzignment T Workload ‘

Th e WO r k I 0 a.d p ag e rlnstmctors For Meeting Pattern
. ASSignmentll] Workioad
displays.

18. Enter or verify the Load Room Charactenstics P R— Y
Factor for the faculty —— e

member(s).
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Field Description List: Workload Page (above)

Field Name Description

Load Factor Load Factor for the instructor. Add a row for each instructor. The total for
the Load Factor must equal 100.

Room Characteristics Not using this field.

Quantity Not using this field.

19. Click the Enrollment Cntrl Basic Data | Enroliment Cnirl Resernve Cap
tab.
The Enrollment Control page Basic Data Meetings Enrollment Cntrl Reserve Cap
Displays' Course Dt 000362 Course Offering Nbr: 1
Academic Institution: San Jose State University
Term: Fall 2012 Undergrad
i i Subject Area: ART Art
20. Use this page to Verlfy Catalog Nbr: 12 2-D Des and Color Concept
class status and define Enroliment Control Find | View Al irst B 1014 O Last
room and enrO”ment Session: 1 Regular Academic Session  Class Nbr: 40024
Capaci‘[y. Class Section: 01 Component:  Activity Event ID:
. . . Associated Class: 1 Units: 200
(See Field Descriptions |*c|m status: [Actve = | Cancel Ciass
beIOW.) Class Type: Enraliment Enrollment Status: Qpen
21. Enter or Verify the fo"owing *Add Consent: Requested Room Capacity: |29 Total
information: *Drop Consent: Enrollment Capacity: 23 0
1st Auto Enroll Section: |wﬁi“_istcﬁpﬁcim [ 1000 |
[ ]
Class Status 2nd Auto Enroll Section: Minimum Enrollment Hbr:
e Add Consent Resection 1o Section:
° Requested Room [¥] Auto Enroll from Wait List [¥] cancelif Student Enrolled
Capacity
e Enrollment Capacity
e Wait List Capacity
e Auto Enroll from Wait
List
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Field Description List: Enrollment Control Page (above)

Field Name Description

Class Status Defaults to Active. Can override with one of the following values: Stop
Further Enrollment, Tentative Section.

Class Type Displays value selected on Basic Data page.

Enrollment Status Displays the status of Closed until course information is saved.
Add Consent Default value placed in course catalog. Can override if needed.
Drop Consent Not using this field.

Auto Enroll from Wait List This box should be checked.

Requested Room Capacity Defaults from CS Number in the Course Catalog. Can override if needed.
This number should be the same as the Enroliment Capacity.

Enrollment Capacity Defaults from CS Number entered on Course Catalog CS Number link on
Components page. Override if needed. Should be same as Requested
Room Capacity.

Wait list Capacity The Waitlist Capacity value should be 100.
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22. Click the Notes tab. Enrollment Cntri

Basic Data Resemnve Cap

The NOteS page diSpIayS. Basic Data Meetings Enroliment Cnirl Resewe Cap
Course ID: 000362 Course Offering Nbr: 1
Academic Institution: San Jose State University
. Term: Fall 2012 Undergrad
23. Use this page to attach Subject Area: s a
Class Notes to the Catalog Hbr: 12 2-D Des and Color Concept
sections of the class. flass sections T e LT
Attach no more than three Session: 1 Regular Academic Session  Class Nbr: 40024
notes per Section. Class Section: 01 Component:  Activity Event ID:
Associated Class: 1 Units: 3.00
(See Field Descriptions
below ) Class Notes Find | View Al First B0 1 o1 I Last
) *Sequence Number: ’_1 =l
24. Enter the Notes for the e [JEven if Class Notin Schedule
class by CIiCking the Look Note Nbr: RD - Requires department approval.
up (magnifying glass) icon. Coy Note |
25. To add notes, click the B
Add [+] icon.

26. Click the Save button.

Field Description List: Notes Page (above)

Field Name Description

Sequence Number Defaults in 1 do not override. This field determines the order that the notes
are printed.

Note Nbr Use the lookup button and select the appropriate note designated on the
department’s spreadsheet.
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Add and Delete Class Sections

This section shows how to create new sections of a course and delete sections that will not be offered for the

term.

Add Class Section

1. Navigate to the Basic
Data page.

[NTTERY o0 e g i 0 ot i et
. i Achderi lwilaian:  San Jose Slate Unveisty
2. CI|Ck the Add [+] Icon. Teine Spning 2008 Undesgrad
Subspeci faeag AT A

Cinlialeg Nis: 12

&0 Comtpts

Regdar hradesre: Sestian Clais Wi TOOED
haat Endd D GhEEa00s 5 012700
Aty Bovnk i

Note: When adding, the new Sassione ia

row inserts behind the section | ‘Class Secton: =

that is displayed. For example, “Conspanent; »::T A
| "Cladd Typs Enrubmant | »

if | am looking at section 3 and

18

| click the Add +icon, the new e oy AddFen |

row displays after section 3. '

The system adds a new row sasicbalaIREClSsHIBEIIIERSI ResthesepL

of data and diSpIayS the Course ID: 011394 Course Offering Nbr: 1

BaSiC Data pag e. Academic Institution: San Jose State University
Term: Spring 2012 Undergrad Auto Create Component |
Subject Area: EMNGL English

Catalog Nbr: 40

3. Enter the appropriate ass Sectons
information for the new *Session: '1_Q Regular Academic Session Class
SeCtion. *Class Section: ’— |
*Component: |LEC Q Lecture Event ID:
*Class Type:
Note: Complete the New *Associated Class: [ 12 units: 200
. *Campus: e I
Section pages. See the s B2 o compue
section on Schedule a New Course Administrator: | 1R
Course or SChedUIe an *Academic Organization: WQ English & Comparative Lit
EXiSting Course. Academic Group: UGRD Undergraduate
*Holiday Schedule: STDONT & Student Regular
*Instruction Mode: 'P_Q In Person
Primary Instr Section: ’—

Contemp World Fi

*Start/End Date:

ction

Find | View Al First Kl 2 or2 I Last

Nbr: 0
01/25i2012 |[H[0515/2012 |5

Add Fee |

Schedule Print
[ student Specific Permissions

Dynamic Date Calc Required
[“] Generate Class Itg Attendance

Sync Attendance with Class NMig
[ GL Interface Required
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Delete a Class Section

1. Navigate to the Basic Data
page.
2. Use the arrow buttons to

navigate to the section to
delete.

3. Click the Minus [-] icon.

The Delete confirmation
page displays.

4. Click OK.

The Basic Data page
displays.

Note: The row of data is
deleted and the row number
decreases by one.

5. After making any changes,
click the Save button.

Basic Data Meetings Enrollment Cntrl Reserve Cap Motes

Course ID: 004995 Course Offering Nbr: 1

Academic Institution: San Jose State University

Term: Spring 2012 Undergrad Auto Create Compaonent |
Subject Area: EMGL English

Catalog Nbr: 10 Great Works of Lit

Class Sections

Find | View Al Fist Kl 203 R Last

2=

Ié

Class Nbr: 30028
~StartEnd Date: |01/25/2012 [ [05M512012 [

*Session: 1 Q Regular Academic Session

*Class Section: 02
LEC & Lecture
Enrallment _

T units: 2.00

*Component: Event ID:

*Class Type:

*Associated Class:

naaran |

Basic Data Meetings Enroliment Cntrl Resernve Cap Motes

Course ID: 004995 Course Offering Nbr: 1

Academic Institution: San Jose State University

Term: Spring 2012 Undergrad Auto Create Component |
Subject Area: EMGL English

Catalog Nbr: 10 Great Works of Lit

Class Sections Find | Wiew Al 3
*Session: '1_Q Regular Academic Session Class Nbr: 30029 %
*Class Section: ’03— *Start/End Date: |0 1/25/2012 Eﬂ|05"15”2012 il
*Component: ’E Q Lecture Event ID:
*Class Type:

Delete Confirmation

Delete current'selected roves from this page? The delete will occur when the
transaction is saved.

Basic Data Meetings Enrollment Cntrl Reserve Cap Motes

Course ID: 004995 Course Offering Nbr: 1

Academic Institution: 2an Jose State University

Term: Spring 2012 Undergrad Auto Create Component |
Subject Area: EMNGL English

Catalog Nbr: 10 Great Works of Lit

——
Class Sections Find | View Al First Kl 2 or2 B Last
I

*Session: 1 Q Regular Academic Session Class Nbr: 30028
*Class Section: 02 *Start/End Date:  |01/25/2012 Eﬂ|05"15”2012 il
*Component: LEC Q Lecture Event ID:

“Class Type: Enrollment _

* = . 1 e

Associated Class: Q Units:  3.00 Add Fea |
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Delete All Class Sections

1. Navigate to the Basic
Data page.

2. Click the Minus [-] icon.

The Delete confirmation
page displays.

3. Click OK.

The Basic Data displays.

4. Click the Minus [-] icon.

Basic Data Meetings Enroliment Cnirl Resemnve Cap Motes

N

Course ID: 005017 Course Offering Nbr: 1

Academic Institution: San Jose State University

Term: Fall 2012 Undergrad Auto Create Companent
Subject Area: EMGL English

Catalog Nbr: 103 IModern English

Class Sections Find | View All First (] 102 I Las

it
—
*Session: 1 Q Regular Academic Session Class Nbr: 40890 '

*Class Section: 01 “StartEnd Date: |08/22/2012 [5l[121102012 [
*Component: LEC & Lecture Event ID:

*Class Type: Enroliment _

*Associated Class: 1 Units:  3.00 addcaa |

Delete Confirmation

Delete current'selected rovws fram this page? The delete will occur when the
transaction is saved.

Ok Cancel
Basic Data I Meetings Enroliment Cntrl Resenve Cap MNotes
Course ID: 005017 Course Offering Nbr: 1
Academic Institution: San Jose State University
Term: Fall 2012 Undergrad Auto Create Component |
Subject Area: EMNGL English
Catalog Nbr: 103 Modern English
Class Sections Find | View Al First 4] 10f1 [ | Last
=
*Session: 1 Q Regular Academic Session Class Nbr: 40891 % '
*Class Section: 02 StartEnd Date:  |08/22/2012 [H[1210/2012 5]
*Component: LEC & Lecture Event ID:
*Class Type: Enroliment
* = . 2 e
‘Associated Class: Q Units:  3.00 addFee |
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The Delete confirmation
page displays.

5. Click OK.

The Basic Data Page
displays.

6. Continue deleting rows
until the class section field
displays blank.

7. Click the Save button.

Delete Confirmation

Delete current'selected rowes from this page” The delete will occur when the
transaction is saved.

Cancel

Meetings Enrollment Cntrl Reserve Cap

Course It 005017 Course Offering Nbr: 1
Academic Institution: San Jose State University

Term: Fall 2012 Undergrad Auto Create Component |
Subject Area: ENGL :

English
Catalog Nbr: 103 Maodern English
Class Sections Find First Bl 1 or 1 I Last
A=ETs L Q Regular Academic Session Class Nbr: ] F =]
(.‘:Class Section: '— *Start/End Date:  |08/22/2012 Eﬂ|12"10”2012 E‘j
*Component: |LEC < Lecture Event ID:

*Class Type: Enroliment
*Associated Class: T Units: 200
) Add Fee |

*Campus: MMAIN IAIN
*Location: AN Q

Course Administrator: Q

*Academic Organization: 254-E&CL Q English & Comparative Lit

Main Campus Schedule Print

[ student Specific Permissions

Academic Group: UGRD Undergraduate Dynamic Date Calc Required
*Holiday Schedule: STONT Q& Student Regular [l Generate Class Mtg Attendance
*Instruction Mode: PoQ e Sync Attendance with Class Mtg

,— [J6L Interface Required

Primary Instr Section:

Course Topic ID: Q Print Topic in Schedule

Equivalent Course Group

Course Equivalent Course Group: [ override Equivalent Course

Class Equivalent Course Group:

Class Attributes customize | Find | iew A1 ] 20 8 First Bl 4 or 1 B Last

*Course *Course Attribute
Attribute Value

Q Q
@ L\ Return to Search | +[E Previous in List | +[E] Next in List | [=] Notify | % Refresh |

& E
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8. From the Main Menu,
navigate to Curriculum
Management > Schedule
of Classes.

9. Click the Schedule New
Course link.

Schedule New Course

Enter any information you have and click Search. Leave fields klank fora

Find an Existing Value

Limit the number of results to (up to 200y |200

Academic Institution: = [v| 31000 Q
Term: = | v 2124 Q
Subject Area: [ENGL Q
Catalog Nbr: begins with [v|[103

Academic Career; | = k] | Lndergraduate

Campus: eging with VI|r-.-1.i‘xIN o]
Description: kegins with v“

Course ID: kegins with v|| Q
Course Offering Mbr: | = vl | Q,

[casze Sensitive

Search Clear |Elasin:: Search Save Search Criteria

N
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Schedule a Multiple Component Course

This section shows how to schedule multiple component classes. In MySJSU (PeopleSoft HSJPRD), different
types of classes are referred to as components. A class with multiple components has more than one type of
class, such as a lab and a lecture.

. Favorites : Main Menu > Curriculum Management > Schedule of Classes
1. From the Main Menu, e —— hd kd

: : Mai Wenu » Curriculum Wanagement >
navigate to Curriculum
Management > Schedule ﬁ Schedule of Classes

Of C|asses_ Maintain schedule of classes information.
. . . = Class Search = Schedule New Course =] Maintain, Schedule of Classes
2. Click Maintain Schedule E Wisw the schedule of classes. E Schedule a new class.

Of Classes Add, view, and update schedule

of classes data.

The Maintain Schedule of Maintain Schedule of Classes
Classes search page

displays. Enter any infarmation you have and click Search. Leave fields blank fi

3. Enter Academic Fnd an Existing Value

Institution: SJ000.

Limnit the number of results to (up to 300) |300

4. Enter Term, Subject Area Academic Institution:| = [+ [sJooo Q
and Catalog Number. :
_ Term: = [v] 2124 Y Q
5. Click the Search button. _ : :
Subject Area: H Ibicl Q
Catalog Nbr: begins with |21
Academic Career: | = [v]

Campus: | begins with |vl| Q
Description: | begins with |vl|

Course ID; | begins with |vl| Q
Course Offering Nbr: | = |vl | Q
[l case Sensitive
Search Clear |Elasi|:: Search Save Search Criteria
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The Basic Data page
displays.

6. Use this page to enter new
information or verify basic
class information such as
Section, Component and
Type.

(See Field Descriptions

below.)
7. Enter or verify the following
information:
e Class Section
Number
e Start/End Date
e Class Type

e Component

e Associated Class
e Instruction Mode
e Schedule Print

tamer menimver | aawee | seus

Basic Data Meetings Enrollment Cntrl Resemnve Cap Motes

Course ID: 000722 Course Offering Nbr: 1

Academic Institution: San Jose State University

Term: Fall 2012 Undergrad Auto Create Component |

Subject Area: BIOL Biclogy

Catalog Nbr: 21 Human Biclogy

Class Sections Find | View Al First Kl 150100 Last
*Session: i Q Regular Academic Session Cla [ il F =
kClass Section: 30 j CStartiEnd Date: |08/22/2012 [[12110/2012 @

Event ID:

LEC & | ectur
Enroliment | »

*Associated Class: 30Q Units: 3.003 Add Fee

*Campus: MAIN IAIN —I

*Location: MAIN R Main Campus

Course Administrator: ® [] student Specific Permissions
*Academic Organization: 148-BIOL Q Biclogical Sciences

Academic Group: UGRD Undergraduate Dynamic Date Calc Required
*Holiday Schedule: STDNT (& Student Regular []Generate Class Itg Attendance
*Instruction Mode: ’P_ Q In Person SRS

[JGL Interface Required

@rima[! Instr Section: |1 8 )

Field Description List: Basic Data Page (above)

Field Name Description

Class Section

Section number for the course. For a single-digit class section number, a
leading zero must be entered (for example, class section 1 is entered as
01.) This number must be unique within the course offerings.

Start / End Date

Defaults from the Academic Term Calendar. Override if class does not
meet the entire term.

Component Component (for example, lecture, lab, activity) being scheduled. The
Lookup icon will provide a list of valid values.
Class Type Select Enroll if this is manual enrollment component of the class. Only one

component of a class can have the enroliment type. Non-enroll is selected
for all other components of the class.
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Field Name Description

Associated Class Defaults to 1. If specific components, for example, lecture and lab, are
grouped together, the Association Numbers will be identical. For example,
if Lecture 01 must be grouped with Labs 10, 11, and 12, then the four
sections must have the same Associated Class Number.

Instruction Mode Defaults to In Person. Must override if class is offered via TV, Web or
Mixed Mode.
Schedule Print Defaults to checked. Override if print should not be scheduled or should

show in self-service.

The Class Topic Section
diSpIayS . Course Topic 1D: [ o Print Topic in Schedule

8. Enter or verify a Course
Topic ID if appropriate.

Field Description List: Class Topic Section (above)

Field Name Description

Course Topic ID Select the appropriate topic by clicking the Lookup icon, if the course has
multiple topics.

Print Topic in Schedule Check if printing different course topics in schedule.

—
Meetings

EEVE

9. Click the Meetings tab.

Basic Data Enroliment Cntrl Resemnve Cap
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