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1.0 Overview

Every year, you will build your class schedules for the following academic year. This lead-time allows the
schedules to be ready in time for orientation, advising, and registration. This guide will provide you with
instructions on building commonly used schedules.

1.1 Common Schedule Scenarios

The schedule of classes used at CSUB generally fall into six scenarios. This guide is designed to walk you
through creating schedules for five of these scenarios. The five scenarios are:

e Lecture Only

e Lecture and Lab

e Lecture and Multiple Labs

e Hybrid (with two meeting patterns)
¢ Independent Study

This guide does not cover the sixth scenario, Prior Term Copy. With the Prior Term Copy, you can copy class
schedules from previous terms. For more information, see the job aid on Prior Term Copy.

1.2 Before You Begin

Before you begin, you will need to gather information regarding your schedule of classes. You may need to
work with your department chairs, faculty, and other stakeholders in gathering this information. Additional
information that you should have available are the documents:

e Time Blocks 2012 Preferred Times
e Learning Mode and Space Type
e Revised Section Numbers effective Fall 2014

e Course Classification CS Numbers

In addition to these documents, you should set up your defaults for the Academic Institution. The Set up User
Documents job aid contains instructions to assist you with this task.

1.3 Terms

Currently, CSUB uses a quarter systems consisting of five terms: Fall, Intersession, Winter, Spring, and
Summer. To specify terms, the systems uses a four-digit code for each term.

Term Examples

Description Term Code
Intersession 1999 1999
Winter 2001 2011
CS90 Schedule of Classes - QRG © 2014. All Rights Reserved.

Last Modified by tsherman on 11/6/2019 CSU Bakersfield Page 5



Campus Solutions 9.0
Schedule of Classes
Quick Reference Guide

Spring 2014 2143
Fall 2015 2158

4-Digit Composition

e First Digit
The first digit refers to the century (1 = 1900’s or 2 = 2000’s).

e Second and Third Digits
The second two numbers refer to the last two numbers of the academic year. If the academic year
was 1999, then 99 would be used. If the year was 2014, then 14 would be used.

e Fourth Digit
The last digit represents the term. The terms are numbered as follows: 1 = Winter, 3 = Spring, 5 =
Summer, 8 = Fall, and 9 = Fall Intersession.

1.4 Common Navigations

In building your schedules, you will use three different navigations depending on your task. These
navigations are:

¢ Navigation for scheduling New Course:
Main Menu > Curriculum Management > Schedule of Classes > Schedule New Course

¢ Navigation for scheduling Additional Sections of an Existing Schedule:
Main Menu > Curriculum Management > Schedule of Classes > Maintain Schedule of Classes

¢ Navigation for Updating Course Information related to Instructor Workload or to Update Combine

Sections:
Main Menu > Curriculum Management > Schedule of Classes> Schedule Class Meetings

1.5 Next Step Considerations

At the conclusion of building or copying your classes, you should audit the class schedules for completeness
and accuracy. For more information, see the Class Schedule Audit — BPG. Other considerations after adding
your classes include completing the following tasks:

e Combine Sections
Combine sections allows you to combine multiple sections together. For more information, see the
Combining Sections job aid.

CS90 Schedule of Classes - QRG © 2014. All Rights Reserved.
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1.6 Getting Started

Before you begin, you will need to access the Schedule New Course feature. These instructions will assist

you in accessing this feature.

1. Navigate to:

Main Menu > Curriculum Management > Schedule of Classes > Schedule New Course

Q

2. Onthe Find an Existing Value tab,
e |n the Academic Institution, enter BKCMP

Schedule New Course

Enter any information you have and click Search. Leave fields blank for a list of all

Find an Existing Value

e Inthe Term, enter the term, such as 2158, or  Search Ciiteria

fAcademic Insfitution:

= -
= -

= -

BKCMP
2158
COMM

use the to select one Torm:
ubject Area:
e In the Subject Area, enter the subject area, Catalog Hbr:
Academic Career:
Q Campus:
such as COMM, or use the to select one Course ID;
Description:
. Search Course Offering Nbr:
e Click

[Ccase sensitive

begins with +

begins with w (&}
begins with Q
begins with w

- a

| Clear |Basic Search Save Search Criteria

'Q,op,

- -

3.  Select your course from the Search Results.

Search Results
View All

Academic Institution Term Subject Area Catalog Nbr Academic Career Campusg Description

First IRRE
Course ID Cours

Mewspaper Production
c ..

@KCMF‘ 2153 COMM 1028 Undergrad MAIMN Strategy Public Communication 000663
BKCMP 2158 COMM 195 Undergrad MAIM  American Sign Language | 000664
BK.CMP 2158 COMM 200 Undergrad MAIMN Comm Major & Career Planning 000665
BKCMP 2158 COMM 206 Undergrad MAIN Issues & Practices Journalism Q00E6E
BKCMP 2158 COMM 214 Undergrad MAIN 000E6S

0008

_x_x_'._nkj

course, to re-activate a course, or to make any updates to a course, you must complete
the Request for Approval New Course/Course Change form. This form is available at the
following link:

"'B If a course is inactive, you will not be able to retrieve it or view it. In order to add a new

http://www.csub.edu/academicprograms/_files/New%20Course%20Approval%20Form

-pdf

4.  Proceed to the appropriate section to complete the creation process.

CS90 Schedule of Classes - QRG
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2.0 Lecture Only

In this section, you will build a class that has one component, the lecture. You will use the Schedule New
Course to enter the basic data, meeting, enroliment control, and notes information. The instructions in this
section will guide you in completing this process.

2.1 Basic tab

On this tab, you will provide basic information about your class schedule. These instructions will guide you in
completing the information for this tab.

1 To begin, navigate to the Schedule New Classes.
page 7.

For instructions, see section 1.6 Getting Started on

2. For the Class Sections area, Class Sections

e In the Session, leave the default value of 1 — *Session: 1 1A Regular Academic Sessi@

Regular Academic Session, if you are creating a *Class Section:

regular course. *Component: LEC |@  Lacture
If you are creating an Extended University *Class Type: Enroliment ~
*Associated Class: 113

Division course, then you should enter 10W for
10 Week session (EUD).

*Campus: CSUB Main

I MAIN

3. Inthe Class Section, enter the appropriate two- = |Class Sections
digit number, such as 01 or 02. *Session: 1 Q Regular Academic Session
@ass Section:
. . . *Component: LEC|QR  Lecture
To determine the appropriate Class Section
*Class Type: Enrollment

number, please refer to the document, Revised

. . *Associated Class: 1|1
Section Numbers Effective Fall 2014. Campus: = | R
In the Start/End Date, leave the default values. Find | iew All First M 1 of 1 B Last
Class Nbr: 0 [+ [=]
It is recommended that you do not change the @a“‘E"d Date: |09/14/2015 [[3] 11/30/2015 Eﬂ_)
start and end dates on this tab. Event ID:

In the Component, enter the component, such
as LEC or use the “ to select one.

The primary Component will default. Most
classes have only one component. You can click
the “ to see which components exist. If there is
more than one component as in a lecture/lab or
lecture/activity, you will need to schedule both
components. Each component will be assigned
a unique class number, unless you plan to
remove a course component (refer to Optional
Course Component instructions).

Class Sections

*Session: 1 Q Regular Academic Session

*Class Section:

@Jmponent:

*Class Type:

LEC | Ledurg)

Enrollment +

gLEN

*Associated Class:

CS90 Schedule of Classes - QRG
Last Modified by tsherman on 11/6/2019
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6. Inthe Class Type, select Enroliment. Class Sections
*Session: 1 Q Regular Academic Session
Since you are scheduling a one component course, *Class Section:
you will selgct Enroliment as the C_Iass Type, which *Component: LEC |Q,  Lecture
indicates this component as the primary section. e T )
Within a class, only one component can possess the JoE: - -
class type of Enrollment. “Associated Class: 13
7. In the Associated Class number, enter 1. Class Sections
*Session: 1 Q Regular Academic Session
Generally, the Associated Class number is the same *Class Section:
as the Class Section number. *Component: LEC |&  Lecture
. . . # - Enrollment «
For example, if the class section number is 01, the Cmass B )
Associated Class number will be 1. The system WAssociated Class: 1R
drops the leading zeros from the associated class
number.
. . *Associated Class: 1 Associated Class Aftributes
8. Inthe Location, enter the location of the class, Campus: [ cousan —
such as BKSFLD for main campus or AV for Qoo 0B csvsmancanie 2 s
. . Student Specific Permissions
Antelope Valley. EUD will use other locations. sheatemic Organizaton: [186-COMN_ Q- communicsions
Academic Group: AEH Arts and Humanities Dynamic Date Calc Required
“Holiday Schedule: SAHOL |Q SA Holiday Schedule [¥] Generate Ciass Mtg Attendance
“Instruction Mode: F_la Face to Face Sync Attendance with Class Mig
Primary Instr Section: [Tt mtertace Required
- . *Associated Class: 1Q Associated Class Aftributes
9. In the Schedule Print, either check or uncheck — B I —
thIS box. *Location: . ‘ BKSFLD QQ CSU Bakersfield Main Campus
Course Adminisirator [ TStudent Specific Permissions
~Academic Organization: |188-COMM  |&  Gommunications
Academic Group: ABH Arts and Humanities Dynamic Date Cale Required
. . *Holiday Schedule: SAHOL |Q SA Holiday Schedule Genemieclass Mtg Attendance
Thls bOX p0pU|ateS by defaU|t to dlsplay the *“Instruction Mode: P & FacetoFace SyncAnendancev‘jllncwassmtu
class in the class search. Primary nstr Secton: ot mertaco sequrs
° *Associated Class: 1Q Associated Class Aftributes
10.  In the Generate Class Meeting Attendance, — fan cousian .
leave the default value. et LT CUSNSIOSINGIES e pr
' [ stugent specific Permissions
*Academic Organization: |186-COMM  |@  Communications
Academic Group: AZH Arts and Humanities mic Date Reguiced
Do not modify the default. The default value comes e a e ot Cose iy eeniones
from the Cata/og. Primary Instr Section: [ 6t ntertace Requirea
. . *Associated Class: 1Q Associated Class Attributes
11. In the Instruction Mode, select the appropriate | com i
“Location: BKSFLD Q akersfield Main Campus
mode, such as P for a face-to-face class. o e ey
*Academic Organization: | 186 - COMM Q@  Communications Stuent specic Permissions
‘Academic Group: ABH Arts and Humanities Dynamic Date Calc Required
*Holiday Schedule: SAHOL SAHoliday Schedule [¥] Generate Class Mtg Attendance
The Instruction mode will automatically default — |Coswcionuoas ¢ & e case g
Primary Instr Section: nterface Require
to P for Face-to-Face, also referred to as “warm
body.” See section, 7.1.2 Additional Course
Settings on page 62, for other options and their
associated course settings.

CS90 Schedule of Classes - QRG © 2014. All Rights Reserved.
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12.  |n the Course Equivalent Course Group, leave C’q e . ]
ourse Equivalent Course Grouj Override Equivalent Course
default Va|UeS Class Equivalent Course Group:
Class Attributes Personalize | Find | View All [0 | Bl First M 1-2 013 [ Last
*Course Attribute *Course Attribute Value
CLEV @ Course Level 1 @ Lower Division [+ =]
Do not make any changes here, when a course csu @, Sonice Learming N @ Mot a Senvice Learing Course [£] (=]
equivalency exists between two or more
courses, you will see it here. These are CSUB
equivalencies, and are not transfer
equivalencies. These equivalencies are used for
requisite/pre-requisite checking and advising.
13. In the Class Attributes, leave the default Class Attributes personatz | Find | Vewal | @) 8 Fist B 2013 1M Last
Va|ueS ourse Affribute *Course Aftribute Value
CLEV @, Course Level 1 @, Lower Divsion =
CsLl Q Senice Leaming N @, Nota Senice Leaming Course
Do not change or modify the Class Attributes
or Service Learning Courses.

14. Proceed to the next section, Meetings tab.

2.2 Meetings tab

On this tab, you will provide information regarding the class meetings. The Meetings tab consists of the Class
Sections, Meeting Pattern, and Instructors for Meeting Pattern. Additionally, the Meetings tab contain links for
specifying the APDB class and meeting information, such as the Class APDB Mapping Values and Meeting
APDB Mapping Values. These instructions will guide you in completing this information.

w

Guide)

If you are going to combine this class with another course, DO NOT fill in any meeting data on the
Meetings tab for ANY of the combined sections. (Refer to Combined Sections Quick Reference

1 Click the Meetings tab.

Basic Data Meetings Enroliment Cntrl Reserve Cap MNotes

2. Inthe Class Sections, click the Class APDB Oass Sectons pind [Vewl st B 071 Bl Las
Mapping values link Session: 1 Reqular Academic Session  Class Nbr: D
(lass Section: Component: Leciure Event ID:
Associated Class: 1
3. Inthe APDB Class Section Values section, APDB Class Section Values
e |n the Component Units, leave the default ¢S Number: 04 Q
value (see note below) Workload Factor: K 1.0
e Click OK Component Units: 500 €=———
Component Students:
Group Code Control: -
Note: For Lecture only courses, the
Component Units will default from the (oKD, | cance
catalog. If Component Units do not default
C€S90 Schedule of Classes - QRG © 2014. All Rights Reserved. Page 10
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from catalog, you must manually complete
this entry for APDB reporting.

Note: A CS# or component units field may require a change when you are dealing with a variable unit or if
you have removed a component, or for an independent study course.

For BIOL 100 Lecture course CS#01 is a 4 unit

APDB Class Section Values

lecture. The lecture component units will default CS Number: 01 @,
from catalog as 4.00. Click OK. Note: if component \Workload Factor: K 10
. . Component Units: 4.00
units did not default from Catalog, you must Component Students:
manually complete the component units field for Group Code Controt: | [w]
APDB reporting.
Ok Cancel
For BIOL 100 Laboratory course CS# 16 is a 1 unit - -
laboratory. The lab component units will default from APDB Class Section Values
catalog as 1.00. Click OK. Note: if component units did €S Number: 16 |Q
not default from Catalog, you must manually complete the Workload Factor: ‘ 20
component units field for APDB reporting. ' '
Component Units: 1.00

Component Students:

Group Code Control:

™

Ok Cancel

4. Under the Meeting Pattern,
¢ In the Facility ID, leave blank or if you are
authorized to assign a specific room for a
course, then enter the Facility ID.

Meeting Pattern

Find | View|

Xapacity Pat Mtg Start Mtg End Mm T wW T F § §

34 Q |T:00AM | (3:23AM [ [ BB

Topic 1Dz @, Free Format Topic:

Contact Hour:

.anToplc On Transcript Meeting APD

5. In the Mtg Start and Mtg End, enter the

Meeting Pattern

Find | View|

6. For the days of the week, check the

meetlng Start and meetlng end t|meS. Facility ID Capacity Pat Mtg Start Mtg End Mm T wW T F § §
BO01-108 34 Q| | 7:004M 8:23AM D |:| D |:|
CB 108 Topic 1D: Free Format Topic:
Contact Hour
.anToplc On Transcript Meeting APD
Meeting Pattern Find | View|

appropriate boxes for the days the class is Facility ID apacity Pat  IMitg Start  Mtg End
BOO1-108 34 Q 7-00AM 5:234M
offered .
CB 108 Topic 1D: @, Free Format Topic:
anToplc On Transcript EEEI;E; :g;r
7. In the Start/End Date, adjust the dates for ~Stari/End Dale [=]
the term or by meeting as necessary. By 091412015 |5 [11/30i2015 |5
default, the dates from the Basic Data tab
appear.
€S90 Schedule of Classes - QRG © 2014. All Rights Reserved. Page 11
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8. In the Topic ID, enter a course topic ID to
link course topics to the class sections of
specified subjects, such as MUS.

Meeting Pattern Find | View|

Facility ID Capacity Pat Mtg Start MtgEnd M T W T F § §
BO01-108 34 Q |7:00AM G:23AM D D D D
CB 108 Topic 1Dz Q) Free Format Topic:

[¥] print Topic On Transcript ;”maﬁm”r
. . eeting APD
Topic ID values are defined on the Catalog
Data page. Additionally, you can also attach
topics to specific class meeting patterns.
9. For the Print on Transcript, check or Meeting Pattem T
uncheck th|$ box Facility ID Capacity Pat Mtg Start Mtg End M T wW T F § §
' 8001-108 Qe Q@ [7:00AM | [s:23AM OFO®AOO
CB 108 Topic 1Dz Q,  Free Format Topic:

i i i i i i . . . ContactH
Thls_settlng is used primarily for Special (PrmlToplcOnTranscnpt) CorictHou
Topic or Independent Study courses.

Unchecking the box indicates that you do
not want the topic to print on a transcript.
10. . . . Meeting Pattern Find | ViewAl  First B 1071 B Last
CIICk Meetlng APDB Mapplng Values Facility ID Capacity Pat Mtg Start Mtg End M TW TF § 8§ *Start/End Date HE
B001-108 e} 34 Q [7:00am | [e:23Am OomE OE  [0enaz0s 5 (11202015 [[H
CB 108 Topic ID: Q@ Free Format Topic:
[¥] print Topic On Transcript
11.  For the Meeting APDB Mapping Values Meeting APDB Mapping Values
e In the Space Type, enter the space type @ce Type: 1 Lecture - )
¢ In the Learning Mode, enter the learning TBA Hours:
mode - E |
*Learning Mode: | @ Faceto Face
e Click OK
Locations
For valid values based on Instruction mode Q
and CS#, refer to Learn Mode and Space
) ) Q
Type in the Appendix.
OK Cancel

12 In the Instructors for Meeting Pattern

Instructors For Meeting Pattern First B 1 o1 I  ast

Workioad

Personalize | Find | View All | [E1} | i

“Instructor Job

If your class will have more than one
instructor, then select Prim Instr for the
primary instructor and Sec Instr for the

section, click the Assignment tab. 0 Name NS print  access contct emelRaE o
Q Prim Instr v - ojay =
13.  |nthe ID, enter the id of the instructor or E—
] Name Role Print Access Contact Empl Rcd# Cod
use the Q icon to look up one. (Gozzz & Wil Gregoerminetr v 7] Approve = g 235
14.  |n the Instructor Role, make the RN ey F— =
D Name e Print Access Contact Empl Red# Cod
approprlate SEIGCtlon. 000224 Q MillerGregorn(Prim Instr +) Approve ¥ 0/ 235

CS90 Schedule of Classes - QRG
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subsequent instructors. Otherwise, select

Prim Instr.
15.  For the Print check box, leave the box PE— =T . S
ame T — ontact mpi e Lot
CheCked 000224 aQ MillerGregory Prim Instr V Approve ¥ 0/Q, 235
16.  In the Access, select Approve —
) Name Role Print Access Contact Empl Rca# Cod.
000224 Q MillerGregory Prim Instr v 0/Q 235
The approve setting allows the instructor to
enter and approve grades.
17. In the Contact, leave blank
18.  In the Empl Rcd#, select the employee Rasignment | Werkload
record number. D Mame U s Contact Entpl Reds cJ::e
The correct job code will be “active” and e O Adars tn it - B Ape - ( 0 :aae)+‘ E
associated with teaching. If a warning
message pops up, click ok to bypass it. (See
the note below for more instructions)
The Job Code will populate with the associated Incorrect assignment
value based on the selected Empl Rcd#. (job code is missing)
Look Up Empl Rcd# X: |ID HName '|ﬂS;;L|I:tDr Print Access Contact E{:ﬂ Job Codg
Help =
Empl ID: 000224 " i "
A 000044728 |, Bae Byoung R ooy 1
Department ID: begins with ~
Job Code: begins with ~
Correct assignment
Look Up Clear Cancel Basic Lookup .
(Empl Rcd# must also reflect a job code)
Search Results
View 100 First [ +<or+ [ Last D Name .lnS;LLII;tDr Print Access Contact ;rcnde\ Job Code
ET;’I Department Department Job Job Title Organizational Employee g Al
Nor © Code Relationship  Status 100044788 |Q, BaeSyaung R 0 s A
0 D10150 English 2358 Lecturer AY Emp Active
f D10170  Communications 2358 Lecturer AY Emp Active
2 D10153  GWAR - English 4660 Special Consultant Emp Active
3 D10942 Special Session 2322 Instr Fac,Spcl Pgms-For Credit Emp Active
e When selecting the Empl Rcd# (your search results
will contain all job records for employee regardless
of status or effective date).
e The correct job codes should relate to a main
campus teaching assignment.
e The following are examples of correct job codes:
2358, 2359, 2360, 2361, 2377, 2378, 2380, 2381,
2382, 2384, 2482 and 3306.
e You should not select job codes that are associated
with Grant, Research, Special Consultant or
Extended University.
CS90 Schedule of Classes - QRG © 2014. All Rights Reserved. Page 13
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19.  If adding another instructor, click the [+ and repeat steps 13-18. Otherwise, proceed with the next
step.
. Instructors For Meeting Pattern Personalize | Find | View All | [E] | | First M 1 o7 1 B Last
20.  In the Instructors for Meeting Pattern e (i
section, click the Workload tab o tame TS et access Contact L A
Q Prim Instr v - ola, =
21.  On the Workload tab, Instuctors For Wegting Pattem personaize | Find Ve | 2 st M 11 B
s Workload
e InID, leave default value (should populate signen | e
i AssignType APDB Dept D B9 actor Worklog  AuIo Assignment
from the Assignment tab information) o ’ Loag : Gk e
e In the Assign Type, leave the default value 000224514 QF v 1-Com q 0000 510 1y
’

e Inthe APDB Dept ID, leave the default value

¢ Inthe Load Factor, leave the default value of
100.0000 for one faculty. If you have more
than one faculty, it will require a 50/50 split
or whatever was agreed to on the hire form.

e |nthe Work Load, leave the default value
(see notes below for additional steps)

e For the Auto Calc box, leave it checked

e For every class with an instructor assigned, the workload value will calculate automatically if the

i class has a set unit value and does not require a unit adjustment, see screenshot below.
Instructors For Meeting Pattern Personalize | Find | View All | B | H First B 1 or1 I Last

Assignment | Workload

L Load Factor Work Load Aiolassomneat

D Assign Type  APDB Dept ID 5] Cale FTE %

000224614 Q, IFF ¥ 186 -COMM Q 100.0000 5.00 3333

e For classes with variable units, the workload value will calculate only after you update the units on
the Adjust Class Associations page.

e Before you assign an instructor to the class, you should update the variable units on the Adjust
Class Associations page for the class or any optional course.

22.

Proceed to the next section, Enroliment Control tab.

2.3 Enrollment Control tab

On this tab, you will provide information regarding the enrollment capacity and other enrollment related
information. These instructions will guide you in completing this information.

1. Click the Enroliment Cntrl tab Basic Data | Meetings |(Enroliment Cntrl )| Reserve C

2. In the Add Consent, select the desired (add consent: nstCrsnt_~ ) Requested Room Capacity: 30 Total
action' SUCh as Dept Cnsnt *Drop Consent: No Consent  ~  Enroliment Capacity: 30 o

CS90 Schedule of Classes - QRG © 2014. All Rights Reserved. Page 14

Last Modified by tsherman on 11/6/2019 CSU Bakersfield




Campus Solutions 9.0
Schedule of Classes
Quick Reference Guide

e Inst Cnsnt — Instructor consent requires an
Add slip signed by the instructor or
permission override on enrollment.

e Dept Cnsnt — Department consent requires
an Add slip signed by the department
personnel or permission override on
enrollment

¢ No Consent — Student may add without any

permission.
3. In the Drop Consent, leave the default as *Add Consent: InstCnsnt - Requested Room Capacity: 30 Total
No Consent. Corop consent: No Consent ) Enrollment Capacity: I

If the component is a Course Match class,
then it may have a value of Inst Cnsnt.

4. In the Requested Room Capacity, enter the | “aaaconsen: nstcnsnt = (Requested Room Capacity: 20 Total)
requested CapaCIty for the C|aSS *Drop Consent: No Consent  ~  Enrollment Capacity: 30 o

e The room capacity can be different than your
enrollment capacity, since the system stores
two separate capacity values.

e This field enables you to manipulate the
enrollment capacity without affecting room
scheduling.

e The system populates the Requested Room
Capacity field by default from the Course
Catalog - Components page.

e This field is useful with the 25LIVE software.

5. In the Enro"ment Capacity' enter the *Add Consent: Inst Cnsnt ~  Requested Room Capacity: 30 Total
des'red Value *Drop Consent: No Consent  ~ (Enrollment Capacity: 30 O)

Note if enrollment capacity is set to zero,
the course enrollment information on the
class search will show as Closed. If you
want students and faculty to view this
course through class search, do not set the
enrollment capacity to zero.

6. For the Auto Enro" set up' Ieave blank *Add Consent: Inst Cnsnt ¥ Requested Room Capacity: 30| Total
*Drop Consent: NoConsent ~  Enroliment Capacity: 30 o
1st Auto Enroll Section: Wait List Capacity: 10 ¢
[Z"d Auto Enroll Section: ] Minimum Enroliment Nbr:
Resection to Section:
CS90 Schedule of Classes - QRG © 2014. All Rights Reserved.
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7. For the Wait List Capacity, enter the
desired value for the maximum number of
students you want to allow to wait list for
the class.

2nd Auto Enroll Section:

*Add Consent: Inst Cnsnt ~  Requested Room Capacity: 30 Total
*Drop Consent: No Consent > Enroliment Capacity: 30 o
1st Auto Enroll Section: CWait List Capacity: 10 ) 0

Minimum Enroliment Nbr:

8. For the Auto Enroll from Wait List, select to
enable the Wait List process

Checked -

e This selection moves eligible students from
the wait list to enrolled status when space
opens up in the section.

e Spaces become available through enrollment
drops or an enrollment capacity increase.

e Selecting this check box keeps the status
closed so that you have time to move
students from the wait list into the class by
running the wait list process before other
students enroll.

Unchecked -

e |f you do not check the Auto Enroll from Wait
List box and you have students on the wait
list, when the class status changes to “open”
you cannot use the wait list process to move
students from the wait list into the class.

e You have to move the wait listed students
into the class manually

e Students, who are not on the wait list, will be
able to enroll in the class.

*Add Consent: Inst Cnsnt ¥ Requested Room Capacity: 30 Total
*Drop Consent: No Consent  ~  Enroliment Capacity: 300 o
1st Auto Enroll Section: Wait List Capacity: 10 ¢
2nd Auto Enroll Section: Minimum Enroliment Nbr:
Resection to Section:

C [¥ Auto Enroll from Wait List ) [Tl cancel if student Enrolled

2.4 Notes tab

On this tab, you will provide notes about your class schedule. These notes are viewable by the student when
selecting classes during registration. These instructions will guide you in completing this information.

1. Click the Notes tab

Basic Data Meetings Enrollment Cntrl Notes )|
2. Inthe Sequence Number, leave the Clasoliioic Finel | View Al
default Value. *Sequence Number: @
*Print Location: After e [CJEven if Class Not in Schedule
Note Nbr: 0013 [Q) This is an on-line course. Please email faculty for course
Copy Note instructions.
Free Format Text:
Clear Note
€S90 Schedule of Classes - QRG © 2014. All Rights Reserved. Page 16
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3. Inthe Note Nbr, enter the value for the Class Notes Find | View Al
pre-existing note. *Sequence Number: 1
*Print Location: After [Cleven if Class Not in Schedule

Note Nbr: =®This is an on-line course. Please email faculty for course

. . . br; it instructions.
The note description appears adjacent to Copyibiots
the note number. Note number values Free Format Text:

. . Clear Note
are defined in the Class Notes table.
4. In the Free Format Text, enter any free classiiiote A | VETA
format text, if desired. *Sequence Number: !
*Print Location: After M [CIEven if Class Not in Schedule
Note Nbr: 0013 Q This is an on-line course. Please email faculty for course
instructions
You can not use Free Format Text and a Copyiliote
pre-existing note. PeopleSoft will only Free Format Text: — [ )
ear Note
allow one or the other.

5. Note: To remove a note, use the [= button.

6. Click & save

7. Proceed to next section, Adjust Class Associations

2.5 Adjust Class Associations

On this tab, you will provide information about the units associated with the class. These instructions will guide
you in completing this information.

1.  Navigate to:

Main Menu > Curriculum Management > Schedule of Classes > Adjust Class Associations

2. On the Find an Existing Value tab, Fi a8 Exfsing Vike

« Search Criteria
e In the Academic Institution, enter BKCMP

Academic Institution: = v BKCMP Q
e |nthe Term, enter the term, such as 2158, ferm: - e <
ubject Area: = - COM Q
Q Catalog Nbr: begins with +
or use the to select one i ST 0@
3 . Course ID: begins with Q
e Inthe Subject Area, enter the subject area, Description: bogins with =
Course Offering Nbr: = -

such as COMM’ or use the Q to select one [Ccase sensitive

. Search | Clear |Basic Search g Save Search Criteria
e Click /

3. The page opens. |f necessary, CIiCk the Class Assaciations Find \ First M 1 or 1 I Laet
. . Associated Class: ( ) €
View All to scroll to the Associated Class Minimum Units: so0 Maximum Unite: 500
that corresponds with the section you Academic Progress Units: 5.00 FA Units: 8.00
deS|re to WOrk Wlth Course Count: 1.00 Course Contact Hours: 5.00
: Billing Factor: 1.000 “Instructor Edit: No Choice =
Tuition Group: Q
Use Blind Grading

(The Class Associations tab does not show
the section number or the enrollment
component. Hence, you must make sure

CS90 Schedule of Classes - QRG © 2014. All Rights Reserved.
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that you are viewing the correct
Associated Class for your class section.)

Course Contact Hours appropriately.

maximum units.

On the Class Associations tab, the values shown are based on the catalog information. For variable unit or
special topic courses, you must update the Minimum, Maximum, Academic Progress, Financial Aid, and

If you fail to set units for the Special topic or Internship courses, the system will give the students an
option to select the number of unit they would like to register for. If the student fails to select a unit
value, their enrollment will default to the minimum units listed, while other students may select the

In the Minimum Units, leave the default or
enter the desired value

e In the Maximum Units, leave the default or
enter the desired value

¢ In the Academic Progress Units, leave the
default or enter the desired value

e In the FA Units, leave the default or enter
the desired value

Class Associations

Associated Class: 1

Find | View All

First M 1 or 1 B Lt

[CJuse Blind Grading

Minimum Units: 5.00 Maximum Units: 5.00

(Academic Progress Units: 5.00 FA Units: 5.00
Course Count: 1.00 Course Contact Hours: 5.00
Billing Factor: 1.000 *Instructor Edit: No Choice  ~
Tuition Group: Q

In the Course Contact Hours, leave the
default or enter the desired value

e |n the Course Count, leave the default
value.

Class Associations

Associated Class: 1

Find | View All

First M 1 or 1 B Lt

Minimum Units: 5.00 Maximum Units: 5.00
Academic Progress Units: 5.00! FA Units: 5.00
Course Count: 1.00 Course Contact Hours: 5.00
Billing Factor: 1.000 *Instructor Edit: No Choice |+
Juition Group: Q

Click the Class Components tab

| Class Associations

@Iass Qomponent@ Class Requisites

7. On the Class Components tab,
¢ In the Grading Basis, leave the default or
update the grading basis if necessary.
¢ In the Graded Component, leave the
default.

Class Association Components

d Class: 4

Find | View Al

Grading Basis:
Graded Component:

Lecture

GRD QU Graded

v ) *Grade Roster Print: Component ~

Requirement Designation: Al Q

First B 1 of 1 B8 | ast

Al Primary Component |LEC |Q

8. In the Class Components section,
e In the Course Component, the course
component should display Lecture
¢ |n the Contact, the hours should default
from the catalog.

e In the Workload Hours, the hours should
default from the catalog.

Class Components

Personalize | Find | View Al | E* | =

First B 1 of 1 B8 st

Course
omponent

\Lecture

Cla actinn

| Eind |

Eontact lOptional fiforkioad Hours Tnal Exam st
reate
5.000 5.0( Laslc\ass Meeting

R E

Ect B0 ;o ) o
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¢ In the Final Exam, Last Class Meeting should
be displayed.
9. Under the Class Sections area, your class Class Sections Personaiize | Find | view Al | & | &
o . . . Section Class Nbr Component Class Type Class Status
ShOUId IOOk SImIIar to the |”Ustrat|0n. 01 @ 81174 Lecture Enrollment Section Active
Since you are creating a lecture only class,
there should only be one section listed in
this area.
10.  Click the Class Requisites tab Class Associations Class Components (| Class Requisites )|
11.  For the Catalog Requisite, Cetog eausie
. Requirement Group: Detail
® ReqUIrement group Long Descriptien: B
The information defaults from the catalog.
If you want to make changes to the existing
requisite, you will need to complete a
Request for new Course/Course Change
form and submit it to Academic Scheduling.
12. For the CIaSS ASSOCiation ReqUiSites, Class Association Requisites Find | View All First B4 1 of 1 I8 Last
° |n the Requirement GrOUp Select the Associated Class: 1 ¥/ Also Use Catalog Requisite
. ’ . Requirement Group: 000007 |Q Detail Main Campus
desired group, such as 000007 for Main Long Description: i Gapus
Campus.
13.  Click & save
14. You have successfully completed creating a Lecture Only class schedule.
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3.0 Lecture and Lab

In this section, you will build a class that has two components: a lecture and lab. When creating two
component classes, such as a lecture and lab, you should create your two component classes together. You
may want to leave a gap in your numbering of sections for at least two reasons. First, it will allow for adding
more sections. Second, it makes it easier to schedule classes that offer a lecture section with multiple lab
sections.

3.1 Lecture Component

To begin, you will create the lecture component followed by the lab component.

Lecture Component

1 To begin, navigate to the Schedule New Classes. For instructions, see section 1.6 Getting Started on
page 7.

2. Create the lecture component using the instructions in section 2.0 Lecture Only on page 8.

3.2 Lab Component

Next, you will create the lab component. Since this is a two-component course, you will use the Auto Create
Component button to create the lab component. Once the lab component is created, you complete the tabs
as specified in these instructions.

3.2.1 Basic tab

The basic tab allows you to provide basic information about your class component. These instructions will
guide you in completing the information for this tab.

Lab Component

1. After creating the lecture component, click the Meetings | EnrolimentCntrl | Notes
Basic Data tab.

2. To create a section for the Lab component, click
Auto Create Component

Auta Create Gomponent

Subject Area. Gi
Catalog Nbr: 201

Note: You only click on the Auto Create
Component button once, for any added
sections, use the plus button.

Class Sections

3. Make sure you are working with the Lab
component by using the navigation arrows to

*Session: 1 Q  Regular Academic Session Class Nor:

“Class Section: fUEnd Date: 091142015

dlsplay It @cmpanenl LB 1Q Event ID:
Plana T NonFooll v
CS90 Schedule of Classes - QRG © 2014. All Rights Reserved.
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. Class Sections Find | ViewAl  First (4] 2012 1B
4. Inthe Class Section, enter a value, such as 02 — S
“starvEnd Date: 00142015 [ 11502015 |5
*Component: LAB /@ Laboratory Event ID:
“Class Type: Non-Enroll v
*Associated Class: 1Q Associated Class Attributes
*Campus: [man T
Looations BISELD. = 7' Schedule Print
e A S suratuc 2N Student Specific Permissions
*Academic Organization: 310 - GEOL Q  Geolog
Academic Group: NSM Dynamic Date Calc Required
*Holiday Schedule: SAHOL |Q V! Generate Class Mtg Attendance
. Ciass Sections Find | ViewAl  First [ 2012
5. In the Component' LAB WI“ appear *Session: 1@ Regular Academic Session Class Nbr: 0
automatically based on the catalog. “Class Secton @ _| -StartEnd Daw: 08142015 /11702015 |3
(Component: LAB ( Laboratory Event ID:
*Class Type: Non-Enroll v
“Associated Class: 1Q Associated Class Attributes
“Campus: [MAIN CSUB Main PRI
*Location: BKSFLD X CSU Bakersfield Main Campus
o A ¥| Schedule Print
Course Administrator; D Student Specific Permissions.
“Academic Organization: 310 - GEOL G
Academic Group: NSM N ier Dynamic Date Calc Required
“Holiday Schedule: SAHOL Q@ SA Holiday Sched ¥| Generate Class Mtg Attendance
Class Sections Find | View All First 14 2012 M Last
6. Inthe Class Type, select Non-Enroll = N ik 1 i
e Enrollment indicates that it is the primary section. | " o e o i e
. . . . . “Class Type: Non-Enro W
e Non-Enroll indicates that the section choice is the et s pssocaied Class Atides
student's secondary enrollment option, or that the | " & e
" o V| Schedule Print
section is used in auto-enrollment. e = o Sudont Specitc Parmissions
. . Academic Grou NSM Dynamic Date Calc Required
e Within a class, only one component can have the | smae o o B Gt Cins M i
Class Type of Enrollment.
e for example, GEOL 201 has a Lecture and a
Laboratory component.
- This is considered a two-component course:
one lecture and one laboratory
- The lecture section will have a Class Type of
Enrollment and the lab section will have Class
type of Non-Enrollment.
7. In the Associated Class, enter the class section Class Sections
number of the primary component, such as 1. *Session: 1 Q& Regular Academic Session
*Class Section:
8 - LEC
e For a two-component course, such as a lecture Component: Q  Lecture
. . * . Enrollment
and lab, you will use the class section number of —
sAssociated Class: 1 CD
the lecture component.
e Once registration begins, you cannot change the
Associated Class number. As such, it is important
that you assign it correctly.
. . *Associated Class: 1 Associated Class Aftributes
8. Inthe Location, enter the location of the class, — [ csuBusn .
such as BKSFLD for main campus or AV for Cocauon DD O covmmtoauancams g1 o
Course Adminstrator Q D Student Specific Permissions
Antelope Valley. EUD will use other locations. “hcademic Ongaiaation: [106-COUI_]CL - commnicetons
Academic Group: ARH Arts and Humanities Dynamic Date Calc Required
*Holiday Schedule: SAHOL |Q SA Holiday Schedule [ generate ciass Mtg Attendance
“Instruction Mode: P a Face to Face Sync Attendance with Class Mtg
Primary instr Section: [CleL interface Required
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9. In the Schedule Print, either check or uncheck —— -
this box. P M
+Academic Organization: [185-COMM @ Communications LI Student Specific Permissions
Academic Group: ABH Arts and Humanities Dynamic Date Calc Required
This box populates by default to display the —— T e i
class in the class search. For the Independent prmar nst Section et Roared
Study courses, you might consider unchecking
the box so that the section does not display in
class search.
10.  In the Generate Class Meeting Attendance, e T ——
leave the default value. oo SR s Do
~Academic Organization: |186-COMM /@ Ccommunications Studont Specific Pormissions
_ Sty S, BABIA. sanovrsmeonn
Do not change or modify the default. The snsructontiots. 1, B Toyme Rienince itk Cis g
default value comes from the catalog. Primary st Secton R
11 Inthe Instruction Mode, select the appropriate | " Fr
mode, such as P for a face-to-face class. o [ SRS
~Academic Organization: [186-COMM  |Q  communications Hlstugen Spocifc Permissions
Academic Group: ABH Ants and Humanities Dynamic Date Calc Required
The Instruction mode will automatically default |25 7o i —
to P for Face-to-Face, also referred to as “warm Prmary nsts Soctor: et ntertace Required
body.” See section, 7.1.2 Additional Course
Settings on page 62, for other options and their
associated course settings.
12. In the Course Equivalent Course Group, leave Ej;“r‘;ﬂi‘;ui:‘;fcfj,“;GW T )
default values. e St Course om0
Class Attributes Personalize | Find | view Al [ | 8 First B 12073 0] Last
e e .
Do not make any changes here, when a course ol o sernce earming N @ not s semee Leammg couese [ [
equivalency exists between two or more
courses, you will see it here. These are CSUB
equivalencies, and are not transfer
equivalencies. These equivalencies are used for
requisite/pre-requisite checking and advising.
13. In the Class Attributes, leave the default Class Atbutes personalze | Find | Viewal |2 8 Fist M 12013 Y st
va | ues. ourse Affribute “Course Aftribute Value
CLEY @, Course Level 1 @, Lower Didsion Bl
Csul Q Senice Leaming N Q Nota Senice Leaming Course
Do not change or modify the Class Attributes
or Service Learning Courses.
14. Proceed to the next section, Meetings tab.
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3.2.2 Meetings tab

On this tab, you will provide meeting information regarding the class meetings for both components.

1. Click the Meetings tab.

Basic Data (]| Meetings Enroliment Cntrl Reserve Cap Motes

2. On the Meetings tab, you will need to C‘ Fid | Viewl (e o2 Lot )
complete information for both o T ) T tn: s
components. To flip between the fre
components use the navigation arrows in e el R
the Class Sections area. = e e

3. Inthe Class Sections, click the Class APDB Class Sections rind Viewal  First {1071 B Lag
Mapping values link Session: 1 Regular Academic Session  Class Nbr: D

(lass Secfion: Component:  Lecture EventID:
Associated Class: 1

5. Under the Meeting Pattern,
¢ In the Facility ID, leave blank or if you are
authorized to assign a specific room for a
course, then enter the Facility ID.

4. Inthe APDB Class Section Values section, APDB Class Section Values
e |n the Component Units, leave the default Ccs Number: 16 'Q)
value (see note below) Workload Factor: K 2.0
e Click OK Component Units: 2.00] Cm—
Component Students:
Note: The lab component units will default from Group Code Control: v
catalog. If component units did not default from
Catalog, you must manually complete the Cancel
component units field for APDB reporting. ~a
\egting Pattern Find | View Al First B 1 of 1 I8 Last

Facility ID Capacity Pat Mty Start MtgEnd M TW T F § § “Start/End Date d
Q Q |1245PM | 3:15PM FEFOEOEE 0911412015 [ | 1/3012015 &

Topic ID: Q Free Format Topic:

6. Inthe Mtg Start and Mtg End, enter the
meeting start and meeting end times.

\eeting Pattern Find | View Al First &1 1 of 1 B Last
“Start/End Date d

Facility ID Capacity Pat Mtg Start MtgEnd\ M TW T F § §
Q Q \ 12:45PM | 3:15PM B [alalala 09/14/2015 [ |11/3012015 |3

Topic ID: 7Q Free Format Topic:

7. For the days of the week, check the
appropriate boxes for the days the class is
offered

Meeting Pattern

Find | View Al First B 1 of 1 I8 Last
Facility ID Capacity Pat *Start/End Date o

MtgStart MegEnd/ M TW T F § §
Q Q e s \ g pmoogD ) R 5 ez

Topic ID: Q. Free Format Topic:

8. In the Start/End Date, adjust the dates for
the term or by meeting as necessary. By
default, the dates from the Basic Data tab
appear.

*Start’/End Date =]
09/14/2015 |[5] |11/30/2015 |[5]
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9. In the Topic ID, enter a course topic ID to
link course topics to class sections for
specific subjects, such as MUS.

Meeting Pattern Find | View|

Facility ID Capacity Pat Mtg Start MtgEnd M T W T F § §
BO01-108 34 Q |7:00AM G:23AM D D D D
CB 108 Topic 1Dz Q) Free Format Topic:

. . [ print Topic on Transcript ;22:511:; :gg
Topic ID values are defined on the Catalog
Data page. Additionally, you can also attach
topics to specific class meeting patterns.
10.  For the Print on Transcript, check or Mecingjiaicm AN EL
uncheck th|$ bOX Facility ID Capacity Pat Mtg Start Mtg End M T wW T F § §
' 8001-108 Qe Q@ [7:00AM | [s:23AM OFO®AOO
CB 108 Topic 1Dz Q,  Free Format Topic:
Unchecking the b.ox indi.cates that you (.10 (Prianﬂpic DnTranscript) ;gghanc;:ggr
not want the topic to print on a transcript.
This setting is used primarily for special
topic or independent study courses.
11. . . . . Meeting Pattern Find | View All First B 1 of 1 B Last
CIICk Meetlng APDB Mapplng Values |Ink Facility ID Capacity Pat Mtg Start Mtg End M TW T F § § *Start/End Date HE
B001-108 Q 34 Q  |7:00AM 8:23AM D D D D 09/14/2015 |F] | 11/30/2015 |5

CB 108 Topic ID: @ Free Format Topic:

Contact Hours

Weeting APDB Wapping Values

Print Topic On Transcript

12. For the Meeting APDB Mapping Values
¢ In the Space Type, enter the space type, such

Meeting APDB Mapping Values

If your class will have more than one
instructor, then select Prim Instr for the
primary instructor and Sec Instr for the
subsequent instructors. Otherwise, select
Prim Instr.

5pace T\ype: 2 Laborator}f hd
as Laboratory TBA Hours:
¢ In the Learning Mode, enter the learning *Learning Mode: F Q
mode, such as F
e Click OK OK Cancel
For valid values based on Instruction mode
and CS#, refer to Learn Mode and Space
Type in the Appendix.
. Instructors For Meeting Pattern Personaiize | Find | view il | 0 | 8 First [ 1 or1 Bl Lagt
13. In the Instructors for Meeting Pattern s
section, click the Assignment tab. 0 mame "GO print  Access Comtact EmiRes b
Q Prim instr - o =
14.  Inthe ID, enter the id of the instructor or s | vt | P e e
. D Name ""E‘:“;"" Print Access Contact Empl Red# L‘o"e“‘e
use the Q icon to look up one. S SR
15. In the Instructor Role, make the rscrs Forleeing Paen persze | Foc [veud | 2 8 st 11 B
. . Assignment
approprlate seIeCtlon. D Name (‘DE\“;W Print  Access Contact Empl Red# EJ:dhe

00083 Q Gt U ¥ Mproe ~ 00, 2354 [#] [=]
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e When selecting the Empl Rcd# (your search results
will contain all job records for employee regardless
of status or effective date).

e The correct job codes should relate to a main
campus teaching assignment.

e The following are examples of correct job codes:
2358, 2359, 2360, 2361, 2377, 2378, 2380, 2381,
2382, 2384, 2482 and 3306.

e You should not select job codes that are associated

with Grant, Research, Special Consultant or
Extended University.

16.  For the Print check box, leave the box 1 s e e e e
Checked 0 Name "‘;‘:“:’" Print  Access act Empl Red# l:‘[‘l‘g
00083 Y, Grant, U. Prminstr + @ Apprave 0/ 2354 [¥] [=]
17.  In the Access, select Approve e it | Fre e e
() Name "‘E‘:“;' Print  Access act Empl Red# L.:“‘I‘e
The approve setting allows the instructor to
enter and approve grades.
18.  In the Empl Rcd#, select the employee FEILE RIS £ TR persnaz | Fod | Vewdl| & | 8 Fist Bl 111 e
record number. Assignment  Workioad =
. . “ . ” i} Name ‘DET: " Print Access Contact Empl Red# Efdhe
The correct job code will be “active” and
associated with teaching. If a warning 000g3 Qe Pimbsy + B e v 0Q 254/ [
message pops up, click ok to bypass it. (See
the note below for more instructions)
The Job Code will populate with the associated Incorrect assignment
value based on the selected Empl Rcd#. (job code is missing)
Look Up Empl Red# X: [0 Name .mifgfsw Print Access Contact E!ﬂ Job Code
Help =
Empl D: 000224 000044758 |G, Bae Byoung R Fiiminy| oprovd | 1&
Empl Red Nbr: = -
Department ID: begins with ~
Job Code: begins with ~
Correct assignment
Look Up Clear Cancel Basic Look .
e (Empl Red# must also reflect a job code)
Search Results
\;:‘:’I")O First ﬂ -‘-4“'4 (B Lest|i [ip Hame Inspﬁ:lor Print Access  Contict E\:LZ' Job Code
H i P Department (%% Job Tite g:?:t?cl:\as‘:\?:al e 000044798 @, BasByoung R Prim nse Approve|w 0/Q 2360 #
0 D10150 English 2358 Lecturer AY Emp. Active
1 D10170 Communications 2358 Lecturer AY Emp AC@
2 D10153  GWAR - English 4660 Special Consultant Emp Active
3 D10942 Special Session 2322 Instr Fac,Spcl Pgms-For Credit Emp Active

19. If adding another instructor, click the [+l and repeat steps 14-18. Otherwise, proceed with the next

step.
. Instructors For Meeting Pattern ersonalize | Find | View Al | 0 | 2 irst B 1 071 B Last
20. |n the Instructors for Meeting Pattern st G Forsonses [Fn e AL e o e
SeCtion, c“ck the Workload tab D Mame TSSO print  Access Contact Empl Red# e
Q PrimInstr v - 0@ =
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21.  On the Workload ta b, Assigment | Workload
Huto Assignment

" 0 hop
e In the Load Factor, enter the load factor 0 (Ep LR o P lokload e e
ez QF  v[m0-ciol q 0o WE

e Inthe Work Load, leave the default value of

100.0000 for one faculty (more than one
faculty requires a 50/50 split or whatever was
agreed upon on the hire form.

e For the Auto Calc box, leave it checked

e For every class with an instructor assigned, the workload value will calculate automatically if the

i class has a set unit value and does not require a unit adjustment, see screenshot below.
oy

Instructors For Meeting Pattern Personalize | Find | View All | B | il First M 1 o1 B Last

Assignment || Workload

i} Assign Type APDB Dept ID fa?u Load Factor Work Load T::tls Ass;ggc:ent

0002246714 Q, IFF ¥ 186 -COMM Q 100.0000 5.00 3333

e For classes with variable units, the workload value will calculate only after you update the units on
the Adjust Class Associations page.

e Before you assign an instructor to the class, you should update the variable units on the Adjust
Class Associations page for the class or any optional course.

22. Proceed to the next section, Enroliment Control tab.

3.2.3 Enrollment Control tab

On this tab, you will provide information regarding the enroliment capacity and other enrollment related
information. These instructions will guide you in completing this information.

1. Click the Enroliment Cntrl tab Basic Data | Meetings |(Enroliment Cntrl)| Reserve C

2. Inthe Add Consent, select the desired (add consent: nstCnsnt - ) Requested Room Capacity: 30| Total
action or IeaVe the defau|t *Drop Consent: No Consent  ~  Enroliment Capacity: 30 o

¢ Inst Cnsnt — Instructor consent requires an
Add slip signed by the instructor or
permission override on enrollment.

e Dept Cnsnt — Department consent requires
an Add slip signed by the department
personnel or permission override on
enrollment

¢ No Consent — Student may add without any

permission.
3. Inthe Drop Consent, leave the default as *Add Consent; mstCrsnt - Requested Room Capacity: 30 Total
NO Consent GDrup Consent: No Consent v) Enroliment Capacity: 30 g
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If the course is a Course Match class, then it
may have a value of Inst Cnsnt.

4. In the Requested Room Capacity, enter the | -aaaconsen: stonsnt = (Requested Room Capacity: 20_Total)
requested CapaCIty for the C|aSS. *Drop Consent: No Consent  ~  Enrollment Capacity: 30 o

e The room capacity can be different than your
enrollment capacity, since the system stores
two separate capacity values.

e This field enables you to manipulate the
enrollment capacity without affecting room
scheduling.

e The system populates the Requested Room
Capacity field by default from the Course
Catalog - Components page.

e This field is useful when assigning classrooms
with the 25LIVE software.

5. In the EnrO"ment capacity, enter the *Add Consent: Inst Cnsnt ~  Requested Room Capacity: 30 Total
desired value. *Drop Consent: No Consent  ~ (Enrollmen‘t Capacity: E )

Note if enrollment capacity is set to zero,
the course enrollment information on the
class search will show as Closed. If you
want students and faculty to view this
course through class search, do not set the
enrollment capacity to zero.

6. For the Auto Enroll set up, leave blank *Add Consent: InstCrsnt  ~ Requested Room Capacity: %0 Total
“Drop Consent: No Consent  ~  Enroliment Capacity: 30 o
1st Auto Enroll Section: Wait List Capacity: 19 o
2nd Auto Enroll Section: Minimum Enroliment Nbr:

Resection to Section:

7. For the wait LiSt Capacity, enter the *Add Consent: Inst Cnsnt ¥ Requested Room Capacity: 30 Total
desired value for the maximum number of *Drop Consent: NoConsent ™ Enroliment Capacity: X o
U 1st Auto Enroll Section: it Li ity: 10
students you want to allow to wait list for _ Qo copacty Do
th e class 2nd Auto Enroll Section: Minimum Enroliment Nbr:
8. For the Auto Enroll from Wait List, select to | “adaconsent: InstGnsnt - Requested Room Capacity: 30 Total
enable the Wait List process "Drop Consent: No Consent - Enrollment Capacity: I
1st Auto Enroll Section: Wait List Capacity: 10 o
2nd Auto Enroll Section: Minimum Enroliment Nbr:
checked —_— Resection to Section:
e This selection moves eligible students from (’ZAuto Enroll from Wait List ) Clcancel if Student Enrolled
the wait list to enrolled status when space
opens up in the section.
CS90 Schedule of Classes - QRG © 2014. All Rights Reserved.
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e Spaces become available through enrollment
drops or an enrollment capacity increase.

e Generally, when spaces become available in a
section, the class status opens, allowing
students to enroll.

e However, selecting this check box keeps the
status closed so that you have time to move
students from the wait list into the class by
running the wait list process before other
students enroll.

Unchecked -

e If you do not check the Auto Enroll from Wait
List box and you have students on the wait
list, when the class status changes to “open”
you cannot use the wait list process to move
students from the wait list into the class.

® You have to move the wait listed students
into the class manually

e Students, who are not on the wait list, will be
able to enroll in the class.

Enroliment Cont

9. Switch to the Lecture component

Session:
(Class Section 01 Component
Associated Class: 1 Units:

*Class Status Active
Class Type: Enroliment Enroliment Status: pen

*Add Consent InstCnsnt ¥ Requested Room Capacity: Total

“Drop Consent: No ¥ Enroliment Capacity:

1st Auto Enroll Section: 0z Wait List Capacity:

2nd Auto Enroll Section: Minimum Enroliment Nbr-
Resection to Section

Auto Enroll from Wait List Cancel if Student Enrolled

10.  For the Auto Enroll set up, enter the section | 4 censenc DeptCsnt ' Requested Room Capacity: A Total

*Drop Consent: No Consen h nrollment Capacity: 30
number of the lab component, such as 02. Drop Consent LT ErolmentCapey ’
@Auto Enroll Section: 02 ) Wait List Capacity: 0

2nd Auto Enroll Section: Minimum Enroliment Nbr:
When offering one section of lecture and one Resection to Section:

section Of lab fOI‘ a two component class such as [Tl Auto Enroll from Wait List [Zlcancel if Student Enrolled
GEOL 201, you must relate the sections so that
when the student enrolls for the lecture, the
system will automatically enroll the student in
the lab portion of the class.

For example, a class has one lecture (section 01)
and a lab (section 02). Enter the lab section
number of 02 into the 1%t Auto Enroll Section
field.

This will automatically enroll students into the
lecture and lab and will not require any further
action on the student’s part.
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3.2.4 Notes tab

On this tab, you will provide notes about your class schedule. These notes are viewable by the student when
selecting classes during registration. These instructions will guide you in completing this information.

1. Click the Notes tab

Basic Data || Meetings || Enrollment Cntrl |
2. Make sure you are working with the Lab s Rrie Fod | Vew
component by using the navigation arrows = | =™ : ot Sessn ComME gl
disol it *Class Section: 2 fUENd Date: 09/142015 3§ 11/302015 3§
to |Sp ay It @mponent B Q La:-oramD EventID:
an T MonForll v
3. Inthe Sequence Number, leave the default  |Cesstotes A3 | VAL
va I ue. *Sequence Number: @

*Print Location:

Note Nbr:

Free Format Text:

After -
0013 | @)
Copy Note

[ClEeven if Class Not in Schedule

This is an on-line course. Please email faculty for course
instructions.

Clear Note

4. In the Note Nbr, enter the value for the
pre-existing note or leave blank.

The note description appears adjacent to
the note number. Note number values are
defined in the Class Notes table.

Class Notes

*Sequence Number:
*Print Location:

Note Nbr:

Free Format Text:

Find | View All
1

After v [CJeven if Class Not in Schedule

0013 Q =®:This is an on-line course. Please email faculty for course

Copy Note instructions

Clear Note

5. In the Free Format Text, enter any free
format text, if desired.

You cannot use Free Format Text and a pre-
existing note. PeopleSoft will only allow
one or the other.

Class Notes

*$equence Number:
*Print Location:

Note Nbr:

Free Format Text:

Find | View All
1

After v [CIeven if Class Not in Schedule

0013 ‘Q‘ This is an on-line course. Please email faculty for course

Copy Note instructions

Clear Note ( )

6. Note: To remove a note, use the [= button.

7. Click & save

8.  Proceed to next section, Adjust Class Associations

3.2.5 Adjust Class Associations

On this tab, you will provide information about the units associated with the class. These instructions will guide

you in completing this information.

1. Navigate to:

Main Menu > Curriculum Management > Schedule of Classes > Adjust Class Associations
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2. On the Find an Existing Value tab,

In the Academic Institution, enter BKCMP

In the Term, enter the term, such as 2158, or

Q

In the Subject Area, enter the subject area,

Q

use the to select one

such as COMM, or use the to select one

Find an Existing Value

~ Search Criteria

-

-

Academic Institution:
Term:
ubject Area:

-

BKCMP
21563
COM

Lo p

Catalog Nbr: begins with v
Academic Career: = -
Campus:
Course ID:

begins with +
begins with +
Description: begins with v
Course Offering Nbr: = -

Dcase Sensitive

pelyel

e Click Search

\ Clear |Basic Search Save Search Criteria

3. The page opens. If necessary, click the View
All to scroll to the Associated Class that
corresponds with the section you desire to
work with.

(The Class Associations tab does not show
the section number or the enrollment
component. Hence, you must make sure
that you are viewing the correct Associated
Class for your class section.)

Class Associations

Associated Class:

Minimum Units:

Academic Progress Units:

Course Count:
Billing Factor:
Tuition Group:

Find \ First M 1 or 1 8 Last
O
5.00 Maximum Units: 5.00
5.00 FA Units: 5.00
1.00 Course Contact Hours: 5.00
1.000 “Instructor Edit: No Choice  ~
Q

Use Blind Grading

Course Contact Hours appropriately.

On the Class Associations tab, the values shown are based on the catalog information. For variable unit or
special topic courses, you must update the Minimum, Maximum, Academic Progress, Financial Aid, and

If you fail to set units for the Special topic or Internship courses, the system will allow students to select
the number of units they would like to register for. If the student fails to select a unit value, their
enrollment will default to the minimum units listed, while other students may select the maximum units.

4. e [n the Minimum Units, leave the default or Class Associations Find | View Al First B 1 o 1 B Last
. Associated Class: 1
enter the deSIred Value Cilinimum Units: 5.00 Maximum Units: 5.00
e In the Maximum Units, leave the default or fcademic Progress Units: = FA Unite: o
Course Count: 1.00 Course Contact Hours: 5.00
enter the desired Value Billing Factor: 1.000 *Instructor Edit: No Choice  ~
. . Tuition Group: Q
e In the Academic Progress Units, leave the B use i )
Use Blind Grading
default or enter the desired value
¢ In the FA Units, leave the default or enter the
desired value
5. e Inthe Course Contact Hours, leave the Class Assaciations Find | View All First 4 1 0 1 I Last
. Associated Class: 1
default or enter the desired value Minimum Units: 500 Maximum Units: 500
Academic P Units: .00 FA Units: 5.00
e In the Course Count, leave the default value S E—— _—
Course Count: 1.00 Course Contact Hours: 5.00
Billing Factor: 1.000 *Instructor Edit: No Choice |~
Juition Group: Q
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6. e Click the Class Components tab

| Class Associations @Iass Qomponem@ Class Requisites

7. On the Class Components tab,
¢ In the Grading Basis, leave the default or
update it if necessary.

¢ In the Graded Component, update the
component, if necessay

Class Association Components Find | View Al First 4 1 of 1 & Last
A i 1 Class. 1

Erading Basis: GRD|Q,  Graded

Graded Component: Lecture - *Grade Roster Print: Component  ~
Requirement Designation: Al Qa1 Primary Component LEC |Q

8. Inthe Class Components section,

Class Components

“Course
Contact

Personalize | Find | View Al | &Y | i

Optional Workload Hours

First 1202 I8 st

*Final Exam L

¢ In the Course Component, the course Component Create
component should display the Lecture and Laboriry » s 400] Last s Meeting v E
Laboratory components lectwre v 5000 [ 300 Last Class Meeting v [
¢ |n the Contact, the hours should default from
the catalog.
¢ In the Workload Hours, the hours should
default from the catalog.
¢ In the Final Exam, Last Class Meeting should
be displayed.
9. Under the Class Sections area, your class Class Sections Personaiize | Find | View Al | 2 |
should look similar to the illustration. Section Class Nbr ~ Component Class Type Class Status
01 @ 81175 Lecture Enrollment Section Active
02 @ 81176 Laboratory Non-Enrollment Section Active

10.  Click the Class Requisites tab

| Class Associations

Class Components (| Class Requisites’)

11. For the Catalog Requisite,
e Requirement group
The information defaults from the catalog. If
you want to make changes to the existing
requisite, you will need to complete a
Request for new Course/Course Change form
and submit it to Academic Scheduling.

Catalog Requisite

Requirement Group: Detail
Long Description:

12 For the Class Association Requisites,
¢ Inthe Requirement Group, select the
desired group, such as 000007 for Main
Campus.

(Class Association Requisites

Associated Class: 1

Requirement Group: 000007 |Q Detail

Long Description: Main Campus

Find | View All First B4 1 of 1 B8 Last
Also Use Catalog Requisite

Main Campus

13. Click & save

14. You have successfully completed creating a Lecture and Lab class schedule.
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4.0 Lecture and Multiple Labs

In this section, you will build a class that has three components: a lecture and two labs. When creating multi-
component classes, such as a lecture and multiple labs, you should create these component classes
together. You should leave a gap in your numbering of sections to allow for adding more sections and to
make it easier to schedule classes that offer additional components, such as multiple lab sections.

To begin, you will create the lecture and first lab component using the same methods for creating a lecture
and lab class. Next, you will add the subsequent labs.

4.1 Lecture and First Lab Components

These instructions will guide you in creating the lecture and the first lab components.

1. To begin, navigate to the Schedule New Classes. For instructions, see section 1.6 Getting Started on
page 7.

2. Create the lecture and lab components using the instructions in section 3.0 Lecture and Lab on page
20.

3. Proceed with the next section below to add more labs.

4.2 Subsequent Lab Components

After creating the lecture and the first lab component, you will create the subsequent labs sections.

4.2.1Basic Tab

1 Navigate to:
Main Menu > Curriculum Management > Schedule of Classes > Maintain Schedule of Classes

. . . . . Schedule New C:
2. Onthe Find an Existing Value tab, enter criteria checule Tew Bourse
Enter any information you have and click Search. Leave fields blank for a list of all |
to find the desired course, —
g Value
e In the Academic Institution, enter BKCMP = Search Giiteria
e In the Term, enter the term, such as 2158, or use E“”“ == — g
f_\, ubject Area: B COMM
Catalog Nbr: with
the 4 to select one nendomic Garsor; = g
) . Ccampus: begins with v Q
e In the Subject Area, enter the subject area, such as Coursen: begins wilh_~ Q
Description: begins with v
[:;]\ Course Offering Nbr: = -
COMM, or use the to select one [ case sensitwe
[ ] Click SearCh Clear |Basic Search Save Search Criteria

3. Select your course from the Search Results.
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Search Results
View All First E‘ 1-73
Academic Institution Term Subject Area Catalog Hbr Academic Career Campus Description Course ID Cours
(EKCMF' 2158 COMM 108 Undergrad MAIMN Strategy Public Communication 000663 _j)
BKCMP 2158 COMM 1485 Undergrad MAIM  American Sign Language | oooeed 1
BKCMP 2158 COMM 200 Undergrad MAIN Comm Major & Career Planning 000665 1
BKCMP 2158 COMM 206 Undergrad MAIN Issues & Practices Journalism 000666 1
BKCMP 2158 COMM 214 Undergrad MAIN Mewspaper Production 000668 1
C i 0006
4, In the Class Sections, click the [*! button to add a new section.
5. Make sure you are working with the new Lab (e
component by using the navigation arrows to - =4 et _ _
d. I . “Class Section: 02 nd Date: 09/142015 3§ 11302015 3
Isplay It. éompcnent IAF-{Q La;\orat@ EventID:
an T NonFomll v
. Ciass Sections ind | View Al wst (4] 2012 )
6. In the Class Section, enter a value, such as 04 . T
“StartEnd Date: 00142015 |3 11502015 |
“Component: LAB /@ Laboratory Event ID:
To determine the appropriate Class Section | e T
number, please refer to the document, Revised BT I0  cooma ey
Section Numbers Effective Fall 2014. e — e i
*Academic Organization: 310 - GEO C Geology
‘Academic Group: NSM Natural S: Dynamic Date Calc Required
“Holiday Schedule: SAHOL |Q ¥ Generate Class Mtg Attendance
Class Sections Find | ViewAl  First [4) 20r2
7. In the component' SeIECt LAB *Session: 1@ Regular Academic Session Class Nbr: 0
“Class Section: 02 “StarUEnd Date:  09/14/2015 [y 11/30:2015 i)
(Component: LAB Q) Laboratory EventID:
*Class Type: Non-Enroll v
*Associated Class: 1Q Associated Class Aftributes
“Campus: MAIN CSUB Man Add Fee
*Location: BKSFLD Q@ CSU Bakersfield Main Campus - i
“Academic Organization: 310 - GEOL Q  Geology ?
Academic Group: NSM Natural Science and Math Dynamic Date Calc Required
*Holiday Schedule: SAHOL 'Q SA Holiday Schedule ¥ Generate Class Mtg Attendance|
Class Sections ind | View Al irst 1 20 2 M Last
8. In the Class Type of Enrollment, select Non- o i B B o
“Class Section: *StartEnd Date: 09142015 [y 11/202015 [
E n ro' I *Component: Event ID:
“Class Type:
"Associated Class: T Associated Class Attributes
“Campus A CSUB Main AddFee
*Location: BKSFLD @  CSU Bakersfield Main Campus
< V! Schedule Print
joUERS dnkiSrator: 2 Student Specific Permissions
*Academic Organization: 310
Academic Group: Dynamic Date Calc Required
“Holiday Schedule: ¥ Generate Class Mtg Attendance
9. Inthe Associated Class, enter the class section Class Sections
number of the primary component, such as 1. *Session: 1 |Q  Regular Academic Session
*Class Section:
e For a two-component course, such as a lecture and “Component. LECIQ  Lecture
. . * Enrollment =
lab, you will use the class section number of the <l —
lecture component ZAssociated Class: 1 CD
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e Once registration begins, you will be unable to
change the Associated Class number. As such, it is
important that you assign it correctly.
. . *Associated Class: 1 Associated Class Aftributes
10.  In the Location, enter the location of the class, Campus: [ cous an —
such as BKSFLD for main campus or AV for e
. . ourse Adminisirator [T student Specific Permissions
Antelope Valley. EUD will use other locations. “ncacemicorganzaton: (199 COMI_|Q, - communcaions
Academic Group: ABH Arts and Humanities: Dynamic Date Calc Required
*Holiday Schedule: SAHOL |Q SA Holiday Schedule Genemlg Class Mtg Attendance
*Instruction Mode: P Q Face to Face Sync Attendance with Class Mtg
Primary Instr Section: Dot mtertace requrres
- . *Associated Class: 1Q Associated Class Aftributes
11.  In the Schedule Print, either check or uncheck F— = csuman —
thls bOX. a:‘ncam:d o BKSFLD QQ CSU Bakersfield Main Campus
ourse Administrator: " Tstudent Specific Permissions
*Academic Organization: |[185-COMM __ |Q  communications
Academic Group: ARH Arts and Humanities mamic Date Calc Require
. . *Holiday Schedule: SAHOL |Q SA Holiday Schedule z:;nemte[;;sgr'.:thn:end:nce
This box populates by default to display the class | | e ¢«
in the class search. For the Independent Study primarynsir Secton: o meracereaured
courses, you might consider unchecking the box
so that the section does not display in class
search.
. *Associated Class: 1 Associated Class Aftributes
12. In the Generate Class Meeting Attendance, — IW ceeian —
|eave the default Value tzjzﬂmmmmw BKSFLD Q N CSU Bakersfield Main Campus ] sencaue prnt
[ student Specific Permissions
“Academic Organization: |186-COMM__ |Q  communications
Academic Group: A&H Arts and Humanities Dynamic Data Baguirad
*Holiday Schedule: SAHOL |Q oliday Schedule
The default value comes from the catalog. — FIa S T
Primary Instr Section: oL interface Required
- . *Associates ass: 1 Associated Class Aftributes
13.  In the Instruction Mode, select the appropriate P i CouB A T
mode, such as P for a face-to-face class. oemen: PSR COSRNGTS g epon
ourse inistrator: D Student Specific Permissions
*Academic Organization: |186-COMM  |&  communications
Academic Group: ASH Arts and Humanities namic Date Calc Require
. . . *Holida S:nedu?s‘ SAHOL SA Holiday Schedule z‘;nerate[;;ﬁ:r'.'l!thA:enu:nce
The Instruction mode will automatically default R Y R Syne Attendanee with Clase g
to P for Face-to-Face, also referred to as “warm prmary nsi Section i
body.” See section, 7.1.2 Additional Course
Settings on page 62, for other options and their
associated course settings.
14. . fquivalent Course Group
In the Course Equivalent Course Group, leave o e G —p——
default Va|LIES Class Equivalent Course Group:
Class Attributes Personalize | Find | View All [0 | B8 First [ 12 0r3 B Last
CE::SG == Q@ Course Level 1”“'59 == E“aQLqurDmsmn =
Do not make any changes here, when a course ol 4 Sonics Loaring N ot Senee Leaming Couse. 5] [
equivalency exists between two or more courses,
you will see it here. These are CSUB
equivalencies, and are not transfer
equivalencies. These equivalencies are used for
requisite/pre-requisite checking and advising.
15.  In the Class Attributes, leave the default values. Cless Atbutes personaize | i | View | 218 Fist 420031 Lagt
ourse Aftribute *Course Affribute Value
CLEY @ Course Level 1 @ Lower Dision =
Do not cha nge or modlfy the Class Attributes or csll Q Senice Leaming N  Nota Senice Leaming Course
Service Learning Courses.
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16.  Proceed to the next section, Meetings tab.

4.2.2 Meetings tab

On this tab, you will provide meeting information regarding the class meetings for both components.

1 Click the Meetings tab.

Basic Data (|| Meetings Enroliment Cntrl Reserve Cap Motes

2. On the Meetings tab, you W|“ need tO Class Sections Find | View All (E\rsl % Tof2 M Tast )
. . Session: 1 Requiar Academic Sessi T 0 Class APDB Mapping Values
complete information for the new (G secton p—— )m ~
component. To flip between the fetE
components use the navigation arrows in o i —
the Class Sections area. - B bt leeEei T T min EE
3. Inthe Class Sections, click the Class APDB Class Sections rind viewal  First Bl 1011 [ Lagt
i i Session: 1 Reqular Academic Session  Class Nbr: 0\Class apping Values
Mapping values lin 253 A7DE Wapping i
(lass Secfion: Component:  Lecture EventID:
Associated Class: 1

5. Under the Meeting Pattern,
¢ In the Facility ID, leave blank or if you are
authorized to assign a specific room for a
course, then enter the Facility ID.

4. Inthe APDB Class Section Values section, APDB Class Section Values
¢ In the Component Units, leave the default Ccs Number: Ite CD
value (see note below) Workload Factor: K 20
e Click! ¥ Component Units: 1.00 fm—
Component Students:
Note: The lab component units will default from Group Code Control: v
catalog. If component units did not default from
Catalog, you must manually complete the Cancel
component units field for APDB reporting. -
\eeting Pattern Find | View Al First & 1of 1 B Last

Facility ID Capacity Pat Mtg Start MtgEnd M TW T F § § *Start/End Date a
Q Q [1245PM | 3:15PM 0 OO0 E 091412015 [ 1/2012015 |3

Topic ID: @ Free Format Topic:

6. In the Mtg Start and Mtg End, enter the
meeting start and meeting end times.

\eeting Pattern Find | View Al First & 1.0 1 B Last

Facility ID Capacity Pat Mtg Start MtgEnd Y\ M TW T F S § *Start/End Date C
Q Q \ [1245PM | 3:15PM &l [alalalal 09142015 | |11/30/2015 |5

Topic ID: Q. Free Format Topic:

7. For the days of the week, check the
appropriate boxes for the days the class is
offered

\esting Pattern Find | View Al First 1 1 of 1 B Last
Facility ID Capacity Pat Mtg Start MtgEnd/ M TW T F § § *Start/End Date d
Q Q  [1245PM | 3:15PM B OO E 09142015 |3 11/3012015 |3

Topic ID: Q. Free Format Topic:

8. Inthe Start/End Date, adjust the dates for
the term or by meeting as necessary. By

*Start/End Date =]
09/14/2015 |[E [11/30/2015 |[]
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default, the dates from the Basic Data tab
appear.
9. Inthe Topic ID, enter a course topic ID to MectingRticm A |
||nk course tOpiCS tO CIaSS Sections for Facility ID _______‘CapacitjI Pat Mtg Start Mtg End M T W T F S §
o ) BO01-108 {o} 34 @ |7:00AM | [2:23aM
specific subjects, such as MUS. - v D e
CB 108 Free Format Topic:
) ] PrimTopic On Transcript ;22};':; :;Br
Topic ID values are defined on the Catalog
Data page. Additionally, you can also attach
topics to specific class meeting patterns.
10.  For the Print on Transcript, check or L (i Find | View
uncheck thls bOX Facility ID Capacity Pat Mtg Start Mtg End Mm T W T F § §
' B001-108 & o Q [7:008M | [3:23am OEO@OO
CB 108 Topic 1Dz Q. Free Format Topic:
H H H . . . Contact Hour.
UnCheCklng the b‘OX |nd|.Cates that you (‘jo (anToplc DnTranscnpt) Meeting APD
not want the topic to print on a transcript.
This setting is used primarily for special
topic or independent study courses.
11. . . o . Meeting Pattern Find | ViewAl  First B 1071 B Last
CIICk Meetlng APDB Mapplng Values |Ink Facility ID Capacity Pat Mtg Start Mtg End M TWwW TF § S *Start/End Date ®=E
B001-108 aQ 34 @ [7:00am | [s:23am B B E [ 09nazo1s B [1130/2015 |
CB 108 Topic ID: Q Free Format Topic:
Print Topic On Transcript
12. For the Meeting APDB Mapping Values Meeting APDB Mapping Values
¢ In the Space Type, enter the space type, such Space Type: 2 Laboratory -
as Laboratory TBA Houre:
¢ In the Learning Mode, enter the learning *Learning Mode: Q
mode, such as F
e Click OK OK Cancel
For valid values based on Instruction mode
and CS#, refer to Learn Mode and Space
Type in the Appendix.
. Instructors For Meeting Pattemn Personalize | Find | view Al |0 | 8 First [ 1 or1 B Last
13. In the Instructors for Meeting Pattern gl
section, click the Assignment tab. o mame "SR print Acsess Contact e 8
Q Prim Instr - (s} =
14.  |nthe ID, enter the id of the instructor or e e | Fre e e
Q A 0 Namo WIS Pt Access toct Empl Redd o
use the icon to look up one. S R
15. In the Instructor Role, make the Personalize | Find ")\E'.‘.'.‘—‘Jl“l‘g First B8 1 of 1 B8 gt
appropriate selection. (
pp p ese (11] Name \ns';tg“:mr Print  Access Contact Empl Red# EJaﬂ:e
. 00083 Q Gan U .w 5 A 00, 2354 [# =]
If your class will have more than one
instructor, then select Prim Instr for the
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primary instructor and Sec Instr for the
subsequent instructors. Otherwise, select

Prim Instr.
16.  For the Print check box, leave the box ] pe T e
ChECke d 0 Name SUEO  print  Accass Contact Empl Red# £l
00083 7, Grant, L. Prim Instr @ Approve v 0/@ 2354 [# [5
17.  In the Access, select Approve ] s e e
The approve setting allows the instructor to
enter and approve grades.
18.  In the Empl Rcd#, select the employee EEILE TSI £ 75T porsrze | Fod | Vewdl| & | 8 Fist Bl 11 Bl Lt
record n umber. Assignment  Warkioad o
. . “ . ” i} Name \HE';L(I;‘I: " Print  Access Contact Empl Red# Efdhe
The correct job code will be “active” and
associated with teaching. If a warning 000g3 Qeatt Pt v & Apoe v
message pops up, click ok to bypass it. (See
the note below for more instructions)
The Job Code will populate with the associated Incorrect assignment
value based on the selected Empl Rcd#. (job code is missing)
Look Up Empl Red# H: (D Name Imspt\LL‘I:W Print Access  Contact Ii?di’l Job Code
Help -
Ees _ oozzt 000044728 | Q@ Bae Byoung R 1@,
Department ID: pegins with ~
Job Code: begins with ~
Correct assignment
Look Up Clear Cancel |Basic Lookup .
(Empl Rcd# must also reflect a job code)
Search Results
View 100 First gy t-aofa g Lest|: |ip Name 'Ins;r*clor Print Access  Contiet ;’Tﬂ Job Code
Empl Department Job - Organizational Employee = =
Red Department | 4 /0D Titl® Relationship  Status 000044798 @, Bae,ByoungR Prim In: v Approve| v 0/Q 2360 #
0 D10150 _ English 2358 Lecturer AY Emp. Active
1 D10170 Communications 2358 Lecturer AY Emp Ac@
2 D10153  GWAR - English 4660 Special Consultant Emp Active
3 D10942  Special Session 2322 Instr Fac,Spcl Pgms-For Credit Emp Active
e When selecting the Empl Rcd# (your search results
will contain all job records for employee regardless
of status or effective date).
e The correct job codes should relate to a main
campus teaching assignment.
e The following are examples of correct job codes:
2358, 2359, 2360, 2361, 2377, 2378, 2380, 2381,
2382, 2384, 2482 and 3306.
e You should not select job codes that are associated
with Grant, Research, Special Consultant or
Extended University.
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step.

19. If adding another instructor, click the [+l and repeat steps 14-18. Otherwise, proceed with the next

20.  In the Instructors for Meeting Pattern
section, click the Workload tab

Instructors For Meeting Pattemn Personalize | Find | View Al |2 | B First B 1 071 I Last

Assignment

1D Name

Q Priminstr -~ ey =

Instructor oot pccess Contact Empl Red 2
Role Code

21.  On the Workload tab,
¢ In the Load Factor, leave the default

e Inthe Work Load, leave the default value
(see notes below for additional steps)

e For the Auto Calc box, leave it checked

Assignment | Workload

ot 1
" Load Factor Hork Load s

Assi APDI
i} Mssign Type  APDB Dept ID Lol G FES

00832299 Q FF v 310-GEOL Q 10,0000 LT

e For every class with an instructor assigned, the workload value will calculate automatically if the
class has a set unit value and does not require a unit adjustment, see the screenshot below.

Instructors For Meeting Pattern

Assignment || Workload

D Assign Type APDB Dept ID

000224614 Q, IFF ¥ 186 -COMM

Personalize | Find | View All | &= | il

First B 1 or 1 B Last

App m Auto Assignment
Load Load Factor Work Load cale  FTE%

Q 100.0000 500 3333

the Adjust Class Associations page.

e For classes with variable units, the workload value will calculate only after you update the units on

e Before you assign an instructor to the class, you should update the variable units on the Adjust
Class Associations page for the class or any optional course.

22.  Proceed to the next section, Enrollment Control tab.

4.2.3 Enrollment Control tab

On this tab, you will provide information regarding the enrollment capacity and other enroliment related
information. These instructions will guide you in completing this information.

1. Click the Enrollment Cntrl tab

Basic Data

Meetings Enrolliment Cntrl )| Reserve C

2. In the Add Consent, select the desired
action or leave the default (No Consent)
¢ Inst Cnsnt — Instructor consent requires an

Add slip signed by the instructor or
permission override on enrollment.

e Dept Cnsnt — Department consent requires
an Add slip signed by the department
personnel or permission override on
enroliment

GAdd Consent: Inst Cnsnt - ) Requested Room Capacity: 30 Total

*Drop Consent: No Consent  ~  Enroliment Capacity: 30 o
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e No Consent — Student may add without any

permission.

3. In the Drop Consent, |eaVe default (NO *Add Consent: Inst Cnsnt ~  Requested Room Capacity: 30 Total
Consent) GDrup Consent: No Consent v) Enroliment Capacity: 30 g
If the course is a Course Match class, then it
may have a value of Inst Cnsnt

4. In the Requested Room Capacity, enter the | *aaaconsent: stonsnt ~ (Requested Room Capacity: 20 Total)
requested CapaCIty for the C|aSS. *Drop Consent: No Consent  ~  Enrollment Capacity: 30 o
e The room capacity can be different from your

enrollment capacity, since the system stores
two separate capacity values.

e This field enables you to manipulate the
enrollment capacity without affecting room
scheduling.

e The system populates the Requested Room
Capacity field by default from the Course
Catalog - Components page.

e This field is useful when assigning rooms with
the 25LIVE software.

5. In the EnrO"ment capacity, enter the *Add Consent: Inst Cnsnt ~  Requested Room Capacity: 30 Total
desired value. *Drop Consent: No Consent  ~ (Enrollmen‘t Capacity: R )
Note if enrollment capacity is set to zero,
the course enrollment information on the
class search will show as Closed. If you
want students and faculty to view this
course through class search, do not set the
enrollment capacity to zero.

6. FOr the Auto EnrO“ set up' Ieave blank *Add Consent: Inst Cnsnt ¥ Regquested Room Capacity: 30 Total

*Drop Consent: No Consent  ~  Enroliment Capacity: 30 ¢
1st Auto Enroll Section: Wait List Capacity: 10 0
2nd Auto Enroll Section: Minimum Enroliment Nbr:

Resection to Section:

7. FOr the wait List capacity, enter the *Add Consent: Inst Cnsnt v Requested Room Capacity: 30 Total

desired value for the maximum number of *Drop Consent: o Gonsent v Enrollment Capacity: =0
. . 1st Auto Enroll Section: it Li ity: 10
students you want to allow to wait list for _ st ot copacty Js
2nd Auto Enroll Section: Minimum Enroliment Nbr:

the class.
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8. For the Auto Enroll from Wait List, select to
enable the Wait List process

Checked —

e This selection moves students from the wait
list to enrolled status when a space opens up
in the section.

e Spaces become available through enrollment
drops or an enrollment capacity increase.

e Generally, when spaces become available in a
section, the class status opens, allowing
students to enroll.

e However, selecting this check box keeps the
status closed so that you have time to move
students from the wait list into the class by
running the wait list process before other
students enroll.

Unchecked -

e If you do not check the Auto Enroll from Wait
List box and you have students on the wait
list for the class, when the class status
changes to “open” you cannot use the wait
list process to move students from the wait
list into the class.

e You have to move the wait listed students
into the class manually

e Students, who are not on the wait list, can
enroll in the class.

*Add Consent:

*Drop Consent:

1st Auto Enroll Section:
2nd Auto Enroll Section:

Resection to Section:

Inst Cnsnt ¥ Requested Room Capacity: 30
No Consent  ~  Enroliment Capacity: 30
Wait List Capacity: 10

Minimum Enroliment Nbr:

CE Auto Enroll from Wait List

) [l cancel if student Enrolled

Total

0

0

9. Proceed to the next section, 4.2.4 Notes tab.

4.2.4 Notes tab

On this tab, you will provide notes about your class schedule. These notes are viewable by the student when
selecting classes during registration. These instructions will guide you in completing this information.

1. Click the Notes tab

Basic Data Meetings

Enroliment Cntrl ;

2. Make sure you are working with the Lab
component by using the navigation arrows
to display it.

Class Sections

*Class Section: 2

*Session: 1 1Q  Regular Academic Session Class Nor:

rUEnd Date: (9

@:mponent s Q La:mra::D

Event ID:

2lana T NonForll v
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3. Inthe Sequence Number, leave the default  |Clesstotes A | VAl
Value *Sequence Number: @
’ “Print Location: After - ] Even if Class Not in Schedule
Note Nbr: 0013 | This is an on-line course. Please email faculty for course
Cpr Note instructions
Free Format Text:
Clear Note
4. Inthe Note Nbr, enter the value for the classiNoles A | WEAL
pre-existing note or leave blank. "Sequence Number: !
*Print Location: After v [Cleven if class Not in Schedule
Note Nbr: =®This is an on-line course. Please email faculty for course
. . . c Not instructions.
The note description appears adjacent to PIEE
Fi F. t Text:
the note number. Note number values are R —
defined in the Class Notes table.
5. Inthe Free Format Text, enter any free classNotes A | VEAL
format text, if desired. "Sequence Number: !
*Print Location: After v [Cleven if class Not in Schedule
Note Nbr: 0013 [ @ This is an on-line course. Please email faculty for course
c Not instructions.
You cannot use the Free Format Text and a opyTeE
. | S f “ I Free Format Text: i
pre-existing note. PeopleSoft will only e
allow one or the other.
6. Note: To remove a note, use the [=! button.
7. Click @Save
8.  Proceed to next section, Adjust Class Associations

4.2.5 Adjust Class Associations

On this tab, you will provide information about the units associated with the class. These instructions will guide
you in completing this information.

1.

Navigate to:

Main Menu > Curriculum Management > Schedule of Classes > Adjust Class Associations

2.

On the Find an Existing Value tab,
e In the Academic Institution, enter BKCMP

e In the Term, enter the term, such as 2158, or

Q

e In the Subject Area, enter the subject area,

use the to select one

such as COMM, or use the Q to select one

o Click Search

Find an Existing Value

= Search Criteria

Academic Institution:

BKCWP Q
Term: 2153 aQ

ubject Area: COM Q
Catalog Nbr: begins with v
Academic Career: = - -
Campus: begins with ¥ Q
Course ID: begins with v Q
Description: begins with
Course Offering Nbr: = - Q

DCase Sensitive

\ Clear  |Basic Search Save Search Criteria
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The page opens. If necessary, click the View [/ #ssecaions e Find (@ow A, First B 1 o1 1 B Last
All to scroll to the Associated Class that e o I -
corresponds with the section you desire to Academic Progress Units: 500 FA Units: 5.00
Work Wlth ) Course Count: 1.00 Course Contact Hours: 5.00
Billing Factor: 1.000) “Instructor Edit: No Choice  ~
Tuition Group: Q
Use Blind Grading

(The Class Associations tab does not show
the section number or the enrollment
component. Hence, you must make sure
that you are viewing the correct Associated
Class for your class section.)

On the Class Associations tab, the values shown are based on the catalog information. For variable unit or
special topic courses, you must update the Minimum, Maximum, Academic Progress, Financial Aid, and
Course Contact Hours appropriately.

If you fail to set units for the Special topic or Internship courses, the system will allow students to select
the number of units they would like. If the student fails to make a selection, their enrollment will default
to the minimum units listed, while other students may select the maximum units.

e |n the Minimum Units, leave the default or
enter the desired value

e In the Maximum Units, leave the default or
enter the desired value

¢ In the Academic Progress Units, leave the

default or enter the desired value

¢ In the FA Units, leave the default or enter the
desired value

Class Associations

Associated Class:

Find | View All

First M 1 of 1 B st

Minimum Units:
Academic Progress Units:

5.00 Maximum Units:

5.00. FA Units:

5.00
5.00

Course Count:
Billing Factor:
Tuition Group:

1.00 Course Contact Hours:

1.000 *Instructor Edit:

Q

[7] use Blind Grading

5.00

No Choice ~

¢ |n the Course Contact Hours, leave the
default or enter the desired value

e |n the Course Count, leave the default

Class Associations
Associated Class:
Minimum Units:

Academic Progress Units:

Find | View All

5.00 Maximum Units:

5.00 FA Units:

First M 1 o1 1 B Last

5.00
5.00

Course Count:
Billing Factor:

Juition Group:

1.00 Course Contact Hours:

1.000 *Instructor Edit:

Q

5.00

No Choice |~

e Click the Class Components tab

Class Associations

(Class Components)| Class Requisites

On the Class Components tab,
¢ In the Grading Basis, leave the default or
update the grading basis if necessary.

¢ In the Graded Component, leave the default

Class Association Components

Class:

Find | View Al

Grading Basis:
Graded Component:

First B 1 of 1 B8 | ast

GRD Q. Graded
Lecture M “Grade Roster Print:  Component  ~

Requirement Designation:

AT A A

Primary Componeni LEC |Q

In the Class Components section, Class Components Personaize | Fid | View | €2 | B First B 12002 B ot
Eiconr::oenem Contact Optional Workload Hours “Final Exam Cﬁs;?e
Laboraory ¥ 5000 [ 400 Last Class Meeting v ¥ [#]
lectre v 5000 [ 300 Last Class Meeting v [
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e In the Course Component, the course
component should display the Lecture and
Laboratory components

¢ |n the Contact, the hours should default from
the catalog.

e Inthe Work Hours, the hours should default
from the catalog.

e In the Final Exam, Last Class Meeting should
be displayed.

9. Under the Class Sections area, your class
should look similar to the illustration.

Class Sections Personalize | Find | View All | B | | Fi
Section Class Nbr Component Class Type Class Status
01 @ 12212 Lecture Enrollment Section Active

02 @ 12213 Laboratory Non-Enrollment Section Active

03 @ 12214 Laboratory Non-Enrollment Section Active

10.  Click the Class Requisites tab

Class Associations

Class Components q Class Requisites’)

11. For the Catalog Requisite,
e Requirement group
The information defaults from the catalog. If
you want to make changes to the existing
requisite, you will need to complete a
Request for new Course/Course Change form
and submit it to Academic Scheduling.

Catalog Requisite

Requirement Group: Detail
Long Description: I

12 For the Class Association Requisites,
¢ In the Requirement Group, select the desired
group, such as 000007 for Main Campus.

Class Association Requisites Find | View All First 1 1 of 1 B Last

Associated Class: 1

000007 |Q Detail

Also Use Catalog Requisite

Requirement Group: Main Campus

Long Description: Main Campus

13. Click & Save

14.  You have successfully completed creating a schedule for a Lecture with multiple Labs.
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5.0 Hybrid (2 Meeting Patterns)

In this section, you will build a hybrid class that has one components and two meeting patterns. These
instructions will guide you in creating this hybrid class.

Hybrid (HY) courses require a single component that has two meeting patterns. When completing the APDB
Mapping Value information, each meeting pattern requires different information.

FIRST MEETING PATTERN

APDB Mapping Values e Space Type = 1 Lecture
e Learn Mode =F
Meeting Pattern e Either enter Room Characteristics or Enter the Facility ID
e Enter the Mtg Start, Mtg End, days of the week, and Instructor
information
SECOND MEETING PATTERN
APDB Mapping Values e Space Type = 4 Multi-Mode

e Learn Mode = A Asynchronous
Meeting Pattern ¢ Facility ID = WEB
e Leave the following BLANK: Mtg Start, Mtg End, days of the week,

and Instructor information

For all other APDB Mapping Value set-up refer to Learn Mode and Space Type and Revised Section
Numbers effective Fall 2014 On-Line and Hybrid course documents.

5.1 Lecture Component

To begin, you will create the lecture component with the initial meeting pattern followed by the subsequent
meeting pattern.

Lecture Component

1 To begin, navigate to the Schedule New Classes. For instructions, see section 1.6 Getting Started on
page 7.

2. Create the lecture component using the instructions in section 2.0 Lecture Only on page 8. Also,
e In the Instruction Mode, use HY

e In the Section Number, use the specified HY section number.

5.2 Second Meeting Pattern

Next, you will create the second meeting pattern. Once the initial meeting pattern is created as part of the
first component, you will complete the tabs as specified in these instructions.
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5.2.1 Meetings tab

On this tab, you will provide meeting information regarding the class meetings for the second meeting pattern.

1. Click the Meetings tab.

Basic Data (]| Meetings Enroliment Cntrl Reserve Cap Motes

2. Inthe Meeting Pattern section, click the [+ |l g rod | Vewdl  Frs M 11 B
button to add another meeting pattern. Fasly D Cociy Pt MgStt MgEnd N TW TF S S “SarEnd Dte @E
Y IR R e [ s 5
3. Make sure you are working with the second [ P —-
Facility ID . Capacity Pat 5 Mtg Start  Mtg End M TW TF S § i ZU‘VSHr:End‘?I‘Y\Qh”n .
meeting pattern. a Q o (1302015 5
Topic ID: Q@ Free Format Topic:
Print Topic On Transcript ;12::‘:: ;:gg; —
Instructors For Meeting Pattern Personalize | Find | View All | | Bl st [l 1 o 1 B Lot
Assignment | Workioad
001044329 Q Wu v W] Approve v nq;«:, # [=

4. Under the Meeting Pattern,
¢ In the Facility ID, enter WEB for Web Online

Meeting Pattern

Facility ID
WEB

WEB ON-LINE

5. e Inthe Mtg Start and Mtg End, leave blank

e For the days of the week, leave blank

Mtg Start Mty End

ODO0OO0O0O0OO

Find | Vie

M TW T F § S

6. Inthe Start/End Date, adjust the dates for
the term or by meeting as necessary. By
default, the dates from the Basic Data tab
appear.

*Start’/End Date

Qg.l'14.|'20'15 [ [11/30/2015

[55

7. In the Topic ID, enter a course topic ID to JLESTED PEET ndligen
||nk course toplcs to C|aSS Sectlons Facility ID Capacity Pat Mtg Start Mtg End M T wW T F S §
: BO01-108 2 Q@ [7.00am | [g:23AM B EFE
CB 108 Topic 1D: _Q Free Format Topic:
Topic ID values are defined on the Catalog [¥] print Topic on Transcript ;gg};ﬁ:sg
Data page. Additionally, you can also attach
topics to specific class meeting patterns.
8. For the Print on Transcript, check or Meeting Pattem EERIREN
unche(:k thIS box Facility ID Capacity Pat Mtg Start Mtg End M T wW T F § §
' 8001-108 Qe Q@ [7:00AM | [s:23AM OFO®AOO
CB 108 Topic 1Dz Q,  Free Format Topic:
Unchecking the box indicates that you do (PrianopicOnTranscript) CorictHou
not want the topic to print on a transcript.
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9. Click Meeting APDB Mapping Values link

Mesting Pattern Find | ViewAl  First B 1071 B Last
Facility ID Capacity Pat  MigStart Migend M T W T F § § *Start/End Date =
B001-108 Qg @ [7:00am | [B23Am OREOREOE  [orazos |5 [1sezots 5
CB 108 Topic ID: Q Free Format Topic:

Contact Hours

Meeting APDB Mapping Values

Print Topic On Transeript

10.  For the Meeting APDB Mapping Values

Meeting APDB Mapping Values

¢ In the Space Type, enter 4 for Multi-Mode , —~
@pace Type: 4 Multi-Mode )
(see note below)
¢ In the Learning Mode, enter A for TBA Hours:
Asynchronous (see note below) CLearning Mode: A I )
e Clickl ©°K
OK Cancel
. Instructors For Meeting Pattemn Personalize | Find | view Al | 2 | 8 First [ 1 or1 B Last
11. In the Instructors for Meeting Pattern [
section, click the Assignment tab. o mame "SR print Acsess Gotact e 8
Q Prim Instr - (s} =
12.  Click the [=!to remove the instructor i Fre e e
information. () Name "E‘:“:’“ Print  Access Contact Empl Red# t;d‘e
Q Gent U P« @] Appowe © ol 2354 [ [=

13. Proceed to the next section, 5.2.2 Adjust Class Associations.

5.2.2 Adjust Class Associations

On this tab, you will provide information about the units associated with the class. These instructions will guide

you in completing this information.

1. Navigate to:

Main Menu > Curriculum Management > Schedule of Classes > Adjust Class Associations

2. On the Find an Existing Value tab,
e In the Academic Institution, enter BKCMP

e In the Term, enter the term, such as 2158, or

Q

e In the Subject Area, enter the subject area,

Q

use the to select one

such as COMM, or use the to select one

Find an Existing Value

< Search Criteria

Academic Institution: BKCWMP (&}

2153 Q

com Q
Catalog Nbr: begins with v
Academic Career: = - -
Campus: begins with ¥ Q
Course ID: begins with v Q
Description: begins with ¥
Course Offering Nbr: = -

D Case Sensitive

. ClICk Search \ Clear |Basic Search [g] Save Search Criteria
3' The page OpenS. If necessary' C|iCk the VieW Class Associations Find \ First B 1 of 1 B8 Last
. Associated Class: ( ) =
All to scroll to the Associated Class that Miniemum Unito: 500 Wi Unite: 500
corresponds with the section you desire to Academic Frogress Units: 500 FA Units: 500
k th Course Count: 1.00 Course Contact Hours: 5.00
WOrk wi ‘ Billing Factor: 1.000) “Instructor Edit: No Choice  ~
Tuition Group: Q
. . Use Blind Gradin
(The Class Associations tab does not show :
the section number or the enrollment
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component. Hence, you must make sure
that you are viewing the correct Associated
Class for your class section.)

Course Contact Hours appropriately.

On the Class Associations tab, the values shown are based on the catalog information. For variable unit or
special topic courses, you must update the Minimum, Maximum, Academic Progress, Financial Aid, and

If you fail to set units for the Special topic or Internship courses, the system will allow students to select
the number of units. If the student fails to make a selection, their enrollment will default to the minimum
units listed, while other students may select the maximum units.

4. e Inthe Minimum Units, leave the default or

enter the desired value

e |n the Maximum Units, leave the default or
enter the desired value

¢ In the Academic Progress Units, leave the
default or enter the desired value

e |n the FA Units, leave the default or enter the
desired value

Class Associations

Associated Class:

Find | View All First 1} 10f1 M Last

Minimum Units:
Academic Progress Units:

5.00. 5.00

5.00

Maximum Units:

FA Units: 5.00

Course Count:
Billing Factor:
Tuition Group:

1.00 Course Contact Hours: 5.00

1.000 No Choice  ~

*Instructor Edit:

Q

[Tl use Blind Grading

In the Course Contact Hours, leave the
default or enter the desired value

e In the Course Count, leave the default

First M 1 or 1 B Last

Class Associations Find | View All
Associated Class: 1
Minimum Units: 5.00 Maximum Units: 5.00
Academic Progress Units: 5.00 FA Units: 5.00
Course Count: 1.00 Course Contact Hours: 5.00

Billing Factor:
Juition Group:

1.000 “Instructor Edit: No Choice [~

Q

Click the Class Components tab

Class Associations

(Class Components )| Class Requisites

7. On the Class Components tab,
¢ In the Grading Basis, leave the default or
update the grading basis if necessary.

¢ In the Graded Component, leave the default

Class Association Components

i Clacs:

Find | View All First B 1 of 1 B8 | ast

4

Grading Basis:
Graded Component:

GRDIQ  Graded
Lecture A *“Grade Roster Print:  Component

Requirement Designation:

A1 Q A Primary Component LEC |Q

o

In the Class Components section,

e In the Course Component, the course
component should display the Lecture and
Laboratory components

e In the Contact, the hours should default from
the catalog.

e In the Workload Hours, the hours should
default from the catalog.

e In the Final Exam, Last Class Meeting should
be displayed.

(Class Components

"Course

Component Conkct

5.000
5.000

Laboratory

lectre  ~

First 812 0f 2 I8 L ast

Auto
Create

B EE
U HE

¥
Personalize | Find | View All | £ | E
Optional Workload Hours *Final Exam

o 400 Last Class Mesting
[u] 300 Last Class Meeting
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9. Under the Class Sections area, your class
should look similar to the illustration.

¥
Personalize | Find | View All | £ | e
Class Status

Class Sections

Section Class Nbr

01 @ 81175

Component Class Type

Lecture Enrollment Section Active

10.  Click the Class Requisites tab

Class Components (| Class Requisites’)

Class Associations

11. For the Catalog Requisite,
e Requirement group
The information defaults from the catalog. If
you want to make changes to the existing
requisite, you will need to complete a
Request for new Course/Course Change form
and submit it to Academic Scheduling.

Catalog Requisite

Requirement Group: Detail
Long Description:

12. For the Class Association Requisites,
¢ |Inthe Requirement Group, select the
desired group, such as 000007 for Main
Campus.

Class Association Requisites Find | View All First B 1 of 1 8 L ast

Associated Class: 1 Also Use Catalog Requisite

Requirement Group: 000007 |Q Detail Wain Campus

Long Description: Main Campus

13. Click & save |

14.  You have successfully completed creating a Hybrid with two meeting patterns.
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6.0 Independent Study

In this section, you will build a class for an independent study. You will use the Schedule New Course to
enter the basic data, meeting, enrollment control, and notes information for each component. The instructions
in this section will guide you in completing this process.

6.1 Basic tab

On this tab, you will provide basic information about your class schedule. These instructions will guide you in
completing the information for this tab.

1. For the Class Sections area, [ S5 Find | ViewAl  First 1 f
e In the Session, leave the default value of 1 — (e L reprosten:Smsn) Gt o1
’ - -
) i . . *Class Section: 4 “StartEnd Date: 09/142015 [ 11302015 3]
Regular Academic Session, if you are creating a
*Component ND Q" Independent Stucy Event ID:
regular course. “clase Tpe: A ——
If you are creating an Extended University *Associated Class: TQ units: 100-500 Associated Class Atributes
Division course, then you should enter 10W “Campus: WAN CSUB Main AddFee
H “Location: BKSFLD Q CSU Bakersfield Main Campus
for 10 Week session. Location P ¥ schedule Print
2. Inthe Class Section, enter the appropriate two- |*%10¢ Find |ViewAl  Fist 1o
dlglt number, such as 40 “Session: 1 1@ Regular Acadeic Session Class Nbr. 81180
g .
(Class Section: 4 ) “StartEnd Date:  09/142015 &) 11/30/2015 3]
*Component: ND Q" Independent Study EventID:
To determine the appropriate Class Section “Class Ty Enalment v
number, please refer to the document, Revised | isosisedcisss: 10, Unitss 100-500 Associated Class Afrbues
Section Numbers Effective Fall 2014. “Campus: VN CSUB Main Add Fee
“Location: BKSFLD 1@ CSU Bakersfield Main Ci
Locaton: et ) schedule Print
3. In the Start/End Date, leave the default values. Find | View All First B 1 or 1 B L ast
Class Nbr: 0 =
It is recommended that you do not change the Cstarvena pate: (0971472015 |5 1173012015 |5 )
start and end dates on this tab. Event IDx:
Class Sections ine iew irst 4 1 of
4. Inthe Component, leave the default value . . o Tl e
ession: Regular Academic Session Class Nbr: 81180
“Class Section: 40 “Start/End Date: 09/14/2015 [5§|11/30/2015 5§
Gumpunent: IND /& independent Study ) Event ID:
“Class Type: Enrollment  ~
*Associated Class: 1Q Units:  1.00-5.00 Associated Class Attributes
“Campus: MAN CSUB Main Add Fee
“Location: BKSFLD Q GSU Bakersfield Main Campus ] Schedule Print
5. In the Class Type of Enrollment, select Class Sections Find | View Al First &1 1 of
En rOl I ment *Session: 1 JQ  Regular Academic Session Class Nbr: 81180
“Class Section: 40 “StartEnd Date; 09142015 | 11/3022015 ]
“Component: D Q" independent Study EventID:
Since you are scheduling a one component course, @mm,e; Envollmert )
_yOl'_I WI” Sel?Ct EnroIIment_as the (_Zlass Typ?’ WhICh “Associated Class: 1Q Units: 1.00-5.00 Associated Class Attributes
indicates this component is the primary section. Canpes O B e
Within a class, only one component can possess the ' 0 V paaFee
class type of Enrollment. “Location: CSU Bakersfield Main Campus ) Sehodule Print
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6. In the Associated Class number, enter the class “Class Tipe: Emnlmert v
section number, such as 40. (Associated Class: 09 ) units: 100-500 Associated Class Attnbutes
“Campus: AN CSUB Main Ml Fee
Generally, the Associated Class number is the same “Loction: BKSFLD QS Bakersfek an Campus _ .
as the Class Section number o Q  ihedeFrn
' Course drnistor - T Stugent Specific Permissions
For example, if the class section number is 01, the “heademic Organization: | 34-ATH Q. pntropology
Associated Class number will be 1. The system Academic Group: SS4E Social Sciences and Educaion Dynamic Date Calc Required
removes the leading zeros from the associated class *Holiday Schedule: SAHOL 1Q SA Holiday Schedue | Generate Class Meg Attendance
number.
7. Inthe Location, enter the location of the class, “Cass Tipe: o
. *Associated Class: 40Q  units: 100-500 Associated Class Attributes
such as BKSFLD for main campus or AV for T J— o
Antelope Valley. EUD will use other locations. “Locaton BEAD 1A csuBdesteiManCamps g
Course Adminisirator: e AT FC\ T student Specific Permissions
“Academic Organization: - X Anthropology
Academic Group: SS&E Sacial Sciences and Education Dynamic Date Calc Required
“Holiday Schedule: SAHOL |Q SA Holiday Schedule 7| Generate Class Mtg Attendance
8. In the Schedule Print, either check or uncheck “Class Type: Errelment. >
. *Associated Class: 401Q Units:  1.00-5.00 Associated Class Attributes
this box. *Campus: W CSUB Main Add Fee
Location: BKSFLD Q  C3U Bakersfield Main Campus
chedule Prin
Course Administrator: Q =
P H [ student Specific P
This box populates by default to display the crtemo rgaaton: [FLATL IO, trepmony udent Specific
CIaSS in the CIaSS Search. You Sh0u|d Uncheck Academic Group: SS&E Social Sciences and Education Dynamic Date Calc|
thiS bOX if you dO not want the independent “Holiday Schedule: SAHOL | Q SA Holiday Schedule ¥ Generate Class Mt
)
study to appear in the class search.
. - BRSFD -
9. Inthe Generate Class Meeting Attendance, Location Q. CSUBakesfed Man Campus Bstnsiapi
leave the default value. Course Adrinstetor: q - o
. L Student Specific Permissions
“heademic Organzation:  1%+-ATH Q- nprogaogy
Do not modify the default. The default value comes Aeademic Group: S84E Social Sciences and Education Dynamic Date Calc Required
from the catalog. Holiay Schedule: ~ SAHOL Q) SA Hoiday Schedule ¥ Generat Class Mg Atendancg
10 . . _RIHUF\IIUFFUHIMI
- In the Instruction Mode, select the appropriate Yeaeric Orgnizion. (4-ATH (| Ity
mode, such as IS for independent study. ‘ o . ‘
Reademic Group: S Socil Scences and Educeton Dynamie Date Cale Required
. . . *Holiday Schedule: S0 Q SA Holday Schedue zGenerateC\assM Aitandance
The Instruction mode will automatically default ) ' !
to P for Face-to-Face, also referred to as “warm  |(nwionlie 5 € ideendnt Sty — Syne endarce v Cis g
7
) T L GL Interfzce Reguired
body Prinay st Sector: 0 i
11 In the Course Equivalent Course Group, leave fEatialtt Coise Grolp
Course Equivalent Course Group: D(]vemde Equivalent Course
defaUIt VaIUeS. eassEquiva\emtourseﬁroup: ,_
Class Attributes Personalize | Find | View Al |20 8 First Bl 1:2.0r3 [ ast
Do not make any cha nges here’ When a course *Course Attribute *Course Attribute Value
. I . t b t t CLEV Q Course Level 1 @ Lower Division =
eqUIva ency exists between two or more csL Q Senice Leaming N (@ Nota Senice Learning Course =
courses, you will see it here. These are CSUB
equivalencies, and are not transfer
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equivalencies. These equivalencies are used for
requisite/pre-requisite checking and advising.

12 In the Class Attributes, leave the default Class Attbutes persanaize | Find | Viewl |2 | Fist M 12013 Y Last
Values. ourse Atribute *Course Attribute Value
CLEV @, Course Level 1 @ Lower Dision =

Csu @, Senice Leaming N Q_ Nota Senice Leaming Course

Do not change or modify the Class Attributes
or Service Learning Courses.

13. Proceed to the next section, Meetings tab.

6.2 Meetings tab

On this tab, you will provide information regarding the class meetings. The Meetings tab consists of the Class
Sections, Meeting Pattern, Instructors for Meeting Pattern and Academic Shift. Additionally, the Meetings tab
contain links for specifying the APDB class and meeting information, such as the Class APDB Mapping
Values and Meeting APDB Mapping Values. These instructions will guide you in completing the appropriate
information.

1 Click the Meetings tab. Basic Data(]| Meetings ) EnrollmentCntrl | Reserve Cap | Motes

2. Inthe Class Sections, click the Class APDB Dlass Sectons rind viewal  Fist B 1061 B s
Mapping values link Session: 1 Regular Academic Session ~ Class Hbr: D

(lass Section: Component: Leciure Event ID:
Associated Class: 1

3. e Inthe CS Number, enter the appropriate APDB Class Section Values

value, such as 78 (see note below) GS Number: 78 @
Workload Factor: K

Component Units: 500

Component Students:

Group Code Control: -

OK Cancel

Note: A CS# or component units field may require a change:
e Ifyou are dealing with a variable unit,
e Ifyou have removed a component, or

e Ifyou are working with an independent study course.
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TopicID:

If faculty will not receive workload, enter 78 for the APDB Class Section Values
CS number.
CS Number: 78 Q

Note: Workload Factor: K

. - Component Units: 5.00
On the Adjust Class Associations page, you should c P + Student

omponent students.
remove the workload hours, so that the workload » _
will not calculate automatically, when the Group Code Contro: .
instructor is assigned to the class.
Class Components Personghize | Find | view Al | 2 |
.Ccoomu:oient Contact Optional t;?;:sloaﬂExam
(nasway [v][ 5000 O [1o [~
If faculty will receive workload for IND STUDY APDB Class Section Valuss
courses, the CS number will remain a CS# 23, 24 25,
36 or 48 CS Number: 3 [Q
Workload Factor, § 0.333

Refer to 7.1.4 Course Classification Numbers (CS#) Component Units: 1.00
Effective Fall 2014 on page 64, for more Component Students: 100
information. When IRPA runs the APDB process and Group Code Contro ..

. ' v
students are enrolled the process will calculate -
workload based on component students times the S
workload factor per unit.

Instructors For Meeting Pattemn Personalize | Find | View All | [E] | ) First 8 1 071 B Last
Assignment | Workload
000023738 |Q 161-84 | 100.0000 103533 b =
4. In the APDB Class Section Values section, APDB Class Section Values
¢ In the Component Units, enter the CS Number: 78 |Q
appropriate unit value, such as 5.00 (see note Workload Factor: K
below) C - .
its: 5.0@
e Click OK Component Units .
Component Students:
Note: If Component Units (unit values), do Group Code Control: e
not default from catalog, you must
manually complete this entry for APDB Cancel
reporting.
5. Under the Meeting Pattern, Weeting Pater rid [Viewdl  Fist 101 I st
* Inthe Facility ID, leave blank iy D Capacty Pt MigStat MigEnd M TW TF § S “StartEnd Date
Q q OONOoop Meae g teas §

Q. Free Fomat Topic:

CS90 Schedule of Classes - QRG
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6. In the Mtg Start and Mtg End, leave blank. Wegting Pettem Find | ViewAl  Fist M 1071 M Last
Facility ID Capacity Pat tg Start MtgEnd) M TW T F § § “StartlEnd Date
Q Q DOODEDE 09142015 [ 173012015 [3f
Topic ID: Q  Free Format Topic:
7. For the days of the week, leave blank ST Sl e i
Facility ID Capacity Pat Mtg Start MtgEnd /M TW T F § § *Start/End Date
Q Q pajalalagalsl 0911412015 &) |11/30/2015 [3)
Topic ID: Q  Free Format Topic:

8. Inthe Start/End Date, leave the default
dates

*Start/End Date
09/14/2015 |[5] |11/30/2015 |[3]

[=]

9. For the Print on Transcript, check or LLESTED FEET Find | View
uncheck this box Facility ID Capacity Pat  Mtg Start Mtgknd M T W T F S §
' B001-108 Y a [700AM | [z:23AM OEO@OO
CB 108 Topic 1D: 3, Free Format Topic:
UnCheCking the box indicates that you do (anToplcOnTranscnpt) Egg;;ﬁ:gg
not want the topic to print on a transcript.
10. . . o Meeting Pattern Find | ViewAl  First B 1071 B Last
CIle Meetlng APDB Mapplng Values Facility ID Capacity Pat Mtg Start Mtg End M TWwW T F § 8§ *Start/End Date HE
B001-108 a, 34 Q [7:00am | [g:23Am @B FI[F (09142015 |5 [11302015 |[5)
CB 108 Topic ID: Q Free Format Topic:

[] print Topic On Transcript Contaci Hours

Meeting APDB Mapping Values

11. For the Meeting APDB Mapping Values
e In the Space Type, enter the space type (see
note below)

¢ In the Learning Mode, enter the learning
mode (see note below)

e Click OK

Depending on the independent study, the
values for Space Type and Learning mode
are different than other courses.

For valid values based on Instruction mode
and CS#, refer to Learn Mode and Space
Type in the Appendix.

Meeting APDB Mapping Values

Space Type: (3 Non-Capacity

TBA Hours:

“Learning Mode:

Cancel

@

-)

12. In the Instructors for Meeting Pattern
section, click the Assignment tab.

Instructors For Meeting Pattern Personalize | Find | view Al | 2 | B

Assignment ) Workioad
“Instructor

i} Hame = Print

Access
ole

Contact

First I 1 of 1 B Last

Empl Red#

Job
Code

Q Prim Instr v - oja =
13.  Inthe ID, enter the id of the instructor or Ao | Wokdosn — =
D Name Role Print Access Contact Empl Red# Cod
use the Q iCOI'] to |OOk Up one. Goozz4 Q Miller Gregory Yprim Instr v Approve ¥ 0l 225
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Note: Before you assign an instructor to the
class, you should update the variable units
and workload hours on the Adjust Class
Associations page.

Last Modified by tsherman on 11/6/2019

CSU Bakersfield

14.  |n the Instructor Role, make the S
) . D Name Role Print Access Contact Empl Red# Cod.
approprlate SEIeCtlon' 000224 aQ Mll\enGrEDur Approve ¥ 0@, 235
If your class will have more than one
instructor, then select Prim Instr for the
primary instructor and Sec Instr for the
subsequent instructors. Otherwise, select
Prim Instr.
15.  For the Print check box, leave the box — T . S
lame Role rint. CcCess ontact mj cH Cod
CheCkEd 000224 Q MillerGregory Prim Instr V Approve v EIQ 235
16.  In the Access, select Approve MRS e
) Name - Print Access Contact Empl Rca# Cod
000224 Q MillerGragony Prim Instr v _ 0G 235
The approve setting allows the instructor to
enter and approve grades.
17.  In the Contact, leave blank
18.  In the Empl Rcd#, select the employee Assigrment | Woroad
record number. ] Name P bt perses Contact Ertpl Reds CJ::e
. . “" H ”
The correct JOb code will be “active” and 000224 ( Adams, Jobn Primlnstr = [ Approve = 10,258 J# [=
associated with teaching. If a warning
message pops up, click ok to bypass it. (See
the note below for more instructions)
The Job Code will populate with the associated Incorrect assignment
value based on the selected Empl Rcd#. (job code is missing)
Look Up Empl Rcd# X: [0 Hame 'In?{;Lll:tor Print Access Contact E!ﬂ Job Code
Help =
Empl ID: 000224 Ivi i i
BRI 00004478 |Q Bag Byoung R pproviv] 10
Department ID: begins with ~
Job Code: begins with ~
Correct assignment
Look Up Clear Cancel Basic Lookup .
(Empl Rcd# must also reflect a job code)
Search Results
View 100 First g o'+ [ “=stf: fp Hame .lns;LT:W Print Access  Contagt ;rcnﬂ Joh Code
E:‘:I Department Department Job Job Title Drgar}izati?nal Employee g Al
Nbr Code Relationship  Status 000044798 |, Bae Byoung R 0a 260 A
0 D10150 English 2358 Lecturer AY Emp Active
i D10170 Communications 2358 Lecturer AY Emp Active
2 D10153 GWAR - English 4660 Special Consultant Emp Active
3 D10942  Special Session 2322 Instr Fac,Spcl Pgms-For Credit Emp Active
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e When selecting the Empl Rcd# (your search results
will contain all job records for employee regardless
of status or effective date).

e The correct job codes should relate to a main
campus teaching assignment.

e The following are examples of correct job codes:
2358, 2359, 2360, 2361, 2377, 2378, 2380, 2381,
2382, 2384, 2482 and 3306.

e You should not select job codes that are associated
with Grant, Research, Special Consultant or
Extended University.

19.  If adding another instructor, click the [+
and repeat steps 13-18. Otherwise, proceed
with the next step.

20.  In the Instructors for Meeting Pattern
section, click the Workload tab

Instructors For Meeting Pattern Personalize | Find | view Al | Z0 | 8 First B 4 or 1 B Last

——

1D Hame

Q Prim Instr = - [ufey =

“Instructor Job
T Print  Access Contact Empl Rod# e

21.  On the Workload tab,
¢ In ID, leave default value (should populate
from the Assignment tab information)

e In the Assign Type, leave the default value
e Inthe APDB Dept ID, leave the default value
e |n the Load Factor, enter the load factor

In the Work Load, , leave the load factor of
100.0000 for one faculty assignment or split
load factor based on two faculty @ 50.0000
each

e For the Auto Calc box, leave it checked

Instructors For Mesting Pattem Persanalize | Find | View All | @ | B st M gor B Lt

Assignment | Workload

App m Auto Assignment
Load Load Factor Work Load e FTE%

500 n%

D Assign Type  APDB Dept ID

000224614 Q |IFF v |186-COMM Q 100.0000

e For every class with an instructor assigned, the workload value will calculate automatically if the
class has a set unit value and does not require a unit adjustment, see the screenshot below.

]
Ji!
Instructors For Meeting Pattern
Assignment || Workload
D Assign Type APDB Dept ID
0002246714 Q, IFF ¥ 186 -COMW

Personalize | Find | View All | @ | i

First B 1 of 1 B Last

App - Auto Assignment
Load Load Factor Work Load Cale  FTE%

Q 100.0000 500 3332

the Adjust Class Associations page.

Class Associations page for the class.

e For classes with variable units, the workload value will calculate only after you update the units on

e Before you assign an instructor to the class, you should update the variable units on the Adjust

22. Proceed to the next section, Enrollment Control tab.
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6.3 Enrollment Control tab

On this tab, you will provide information regarding the enroliment capacity and other enrollment related

information. These instructions will guide you in completing this information.

1. Click the Enroliment Cntrl tab Basic Data | Meetings |(Enroliment Cntrl)| Reserve C
2. Inthe Add Consent, select the desired Class Type: Enrollment Enrollment Status: Closed
action, such as Inst Cnsnt @:Id Consent; Inst Cnsnt ‘) Requested Room Capacity: 1 Total
e Inst Cnsnt — Instructor consent requires an “Drop Consent: NoConsent ¥ Enrollment Capacity: 1 9
Add slip signed by the instructor or st Auto Enroll Section: Wait List Capacity: 0 ¢
permission override on enrollment. 2nd Auto Enroll Section: Minimum Enrollment Nbr:
e Dept Cnsnt — Department consent requires Resection to Section:
an Add slip signed by the department [l uto Enroll from Wait List [Clcancel if Student Enrolled
personnel or permission override on
enrollment
e No Consent — Student may add without any
permission.
3. In the Drop Consent, leave the default (No Class Type: Enroliment Enrollment Status: Closed
Consent) “Add Consent: Inst Cnsnt T Requested Room Capacity: 1 Total
@rup Consent: No Consent ') Enrollment Capacity: 1 o
1st Auto Enroll Section: Wait List Capacity: 0 ¢
2nd Auto Enroll Section: Minimum Enroliment Nbr:
Resection to Section:
[C] Auto Enroll from Wait List [C] cancel if Student Enrolled
4. In the Requested Room Capacity, enter the | Gl Twe Enroliment Enrollment Status: Closed
requested CapaCIty for the C|aSS “Add Consent: Inst Cnsnt A @equested Room Capacity: 1 Tu@
“Drop Consent: No Consent ¥ Enroliment Capacity: 1 ¢
1st Auto Enroll Section: Wait List Capacity: 0 g
2nd Auto Enroll Section: Minimum Enroliment Nbr:
Resection to Section:
[C] Auto Enroll from Wait List [CJ cancel if Student Enrolled
5. In the Enrollment Capacity, enter the Class Type: Enmollment Enroliment Status: Closed
desired Va|ue, such as 1. “Add Consent: InstCnsnt ¥ Requested Room Capacity: 1 Total
*Drop Consent: No Consent ~ ~ Gnrnllment Capacity: 1) 0
. . . 1st Auto Enroll Section: Wait List C. ity 0
Note if enrollment capacity is set to zero, At List Capacty !
. . 2nd Auto Enroll Section: i .
the course enrollment information on the Wimimum Enraliment Nor
. . Resection to Section:
class search will show as a Closed section. . .
. . Auto Enroll from Wait List c | if Student Enrolled
If you want students and faculty to view this e e e e
course through class search, do not set the
enrollment capacity to zero.
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1st Auto Enroll Section:
2nd Auto Enroll Section:
Resection to Section:

[ Auto Enroll from Wait List

6. For the Auto Enroll set up, leave blank Class Type: Enrolment Froliment Status: Closed
*Add Consent: Inst Cnsnt ¥  Requested Room Capacity: 1 Total
*Drop Consent: No Consent ¥ Enroliment Capacity: 1 o
st Auto Enroll Section: | Wait List Capacity: 0 ¢
2nd Auto Enroll Section: ) Minimum Enrollment Nbr:
Resection to Section:
[l auto Enroll from Wait List [CJcancel if Student Enrolled
7. For the Wait List Capacity, enter 0 Class Type: Enrallment Enroliment Stats: Closed
*Add Consent: Inst Cnsnt ¥ Requested Room Capacity: 1 Total
*Drop Consent: No Consent ¥ Enroliment Capacity: 1 ¢

@ait List Capacity:

Do

Minimum Enroliment Nbr:

[ cancel if Student Enrolled

8. For the Auto Enroll from Wait List, uncheck
the box

Class Type:
“Add Consent:

“Drop Consent:

1st Auto Enroll Section:
2nd Auto Enroll Section:

Resection to Section:

Enrollment Enrollment Status:

Inst Cnsnt ¥  Requested Room Capacity:
No Consent ¥ Enroliment Capacity:
Wait List Capacity:

Minimum Enroliment Nbr:

CD Auto Enroll from Wait List

) [ cancel if Student Enrolled

Closed
1 Total
1 0
0 0

6.4 Notes tab

On this tab, you will provide notes about your class schedule. These notes are viewable by the student when

selecting classes during registration. These instructions will guide you in completing this information.

1. Click the Notes tab

Basic Data

Meetings

Enrollment Cntrl

2. In the Sequence Number, leave the default

Class Notes

Find | View Al

defined in the Class Notes table.

Value *Sequence Number: @
*Print Location: After e [“Ieven if class Not in Schedule
Note Nbr: 0013 [Q This is an on-line course. Please email faculty for course
Copy Note instructions.
Free Format Text:
Clear Note
3. Inthe Note Nbr, enter the value for the Class Notes bnc s i
pre-existing note. “Sequence Number: !
*Print Location: After e [CIeven if Class Not in Schedule
Note Nbr: ~MThis is an on-line course. Please email faculty for course
. ... | instructions.
The note description appears adjacent to SEEE
the note number. Note number values are Free FormatText: e
ear Note
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4. In the Free Format Text, enter any free
format text, if desired.

You cannot use the Free Format Text and a
pre-existing note. PeopleSoft will only
allow one or the other.

Class Notes

*Sequence Number:
*Print Location:

Note Nbr:

Free Format Text:

Find | View Al
1
After -
0013 [&]
Copy Note

Clear Note [ ]

[CJEven if Class Not in Schedule

This is an on-line course. Please email faculty for course
instructions.

5. Note: To remove a note, use the [= button.

6. Click & save

7. Proceed to next section, Adjust Class Associations

6.5 Adjust Class Associations

On this tab, you will provide information about the units associated with the class. These instructions will

guide you in completing this information.

1. Navigate to:

Main Menu > Curriculum Management > Schedule of Classes > Adjust Class Associations

2. On the Find an Existing Value tab,
e In the Academic Institution, enter BKCMP

e In the Term, enter the term, such as 2158, or

Q

e In the Subject Area, enter the subject area,

use the to select one

such as COMM, or use the O‘ to select one

e Click Search

Find an Existing Value

~ Search Criteria

Academic Institution: =
Term: = -
ubject Area: = -

BKCWMP
2153
COM

L oL L

Catalog Nbr: beqgins with
Academic Career: = -
Campus:

Course ID:

begins with
begins with
Description: beging with
Course Offering Nbr: = -

Dcase Sensitive

‘ Qear

Basic Search Save Search Criteria

L4

-

jelyel

v

v

3. The page opens. The Class Associations tab
does not show the section number or the
non-enrollment component. Hence, you
must make sure that you are viewing the
correct Associated Class for your class
section.

Class Associations

sto:iated Class:

Minimum Units:
Academic Progress Units:
Course Count:

Billing Factor:

Tuition Group:

Find | View All First B8 1 of 1 B8 Last
©)
5.00 Maximum Units: 5.00
5.00 FA Units: 5.00
1.00 Course Contact Hours:

1.000 “Instructor Edit: No Choice  +

Q
[T use Blind Grading

Course Contact Hours appropriately.

On the Class Associations tab, the values shown are based on the catalog information. For variable unit or
special topic courses, you must update the Minimum, Maximum, Academic Progress, Financial Aid, and

If you fail to set units for the Special topic or Internship courses, the system will allow students to select
the number of units. If the student fails to make a selection, their enrollment will default to the minimum
units listed, while other students may select the maximum units.
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4. e Inthe Minimum Units, enter the desired Class Associaions Find |View Al First M 1.f 1 I Last
Value g Clags: A
. . . Minimum Units: 5.00 Maximum Units: 5.00
¢ In the Maximum Units, enter the desired Academic Progress Unis: co0 A Units: 00
value Course Count: | 100 Course Contact Hours: |
e In the Academic Progress Units, enter the Billing Factor: 1000 “Instructor Edit No Choice
7
. Tuition Group:
desired value i’ a
. . [T Use Blind Grading
e |n the FA Units, enter the desired value
5. e Inthe Course Contact Hours, leave the Class Associations Find | Viewall  First Ml 1. 1
. Associated Class: 40
defaU|t or enter the dESIrEd Value Minimum Units: 5.00 Maximum Units: 5.00
¢ In the Course Count, leave the default Academic Progress Units: 200 FA Units: 500
Course Count: | 100 Course Contact Hours: | 500
Billing Factor: 1.000 *“Instructor Edit: No Choice /~
Tuition Group: [ (s}
6. e Click the Class Components tab | Class Associations @Iass gomponeni@, Class Requisites

7. On the Class Components tab, Class Association Componets Find |ViewAl it 1 10 1 8 (st
¢ In the Grading Basis, leave default or update Rssoclated Class: 4
the grading basis if necessary. (eringBasis CROIQ Graded
e Inthe Graded Component, leave the default \Graded Cormporent ind Sudy > “Grade Roster Print Comporent_»
Requirement Designation: ﬁQ Primary Component: N Q
8. Inthe Class Components section, leave the Class Components personaize | Fid | Vw2 | &0 [ B st My or1 Mt
default ;Ce ] Contact Optional Workload Hours *Final Exam C'L:(
0 No v

should look similar to the illustration.

9. e Inthe Work Hours, the hours should default (Class Companents Personaizz | Find | View Al | &7 |ﬂ Fist Wl 1.1 M Lagt
from the catalog. If your component is an ;Coon:;s:"em Contat Oponal W “Final Exam Cf:(
independent study ( CS# 78), remove the :

Ind Study ¥ No v
Workload Hours L i [

10. e Inthe Final Exam, Last Class Meeting should Class Components Personaiize | Find | View Al |2 | B First Ml 1 o 1 B Last

be dISplayed ;Icoc:'::ﬁnem Contact Optional Workload Hours “Final Exam CAK
Ind Study  ~ D Last Class Meeting v
11. Under the Class Sections area, your class Class Sections Personaiize | Find | View All | ¥ ]

Section

0 (@) 819

Class Nbr

Component Class Status

Ind Study

Class Type

Enrollment Section Active

Since you are creating an independent
study, there should only be one section
listed in this area.

Class Associations

Class Components (| Class Requisites’)

12. Click the Class Requisites tab
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13.  For the Catalog Requisite, Ceo e
. Requirement Group: Detail
e Requirement group Eﬂng Description: )

The information defaults from the catalog. If

you want to make changes to the existing

requisite, you will need to complete a

Request for new Course/Course Change form

and submit it to Academic Scheduling.

14. For the Class Association Requisites, Class Association Requisites Find | ViewAl  Fi
¢ Inthe Requirement Group, select the Associated Class: 40 [¥]also Use Catalog Requisite
desired group, such as 000007 for Main Requirement Group: 000007 |Q  Detail Main Campus
Campus. Long Description: Main Campus

15.  Click & save

16. You have successfully completed creating an independent study class schedule.
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7.0 Appendix

7.1 CSUB Academic Programs

The following sub-sections contain the section numbers and location codes for the different academic
program offerings

7.1.1 Section Numbers (effective Fall 2014)

The section numbers vary by a number of factors, such as program, Instruction mode, etc.

Section #'s Description Instruction Mode
**%01 - 29 Main — warm body P or **HY
***30) - 33 AV — warm body P or =*HY
40 - 44 Main — Independent Study 1S
45 — 49 AV — Independent Study 1S
50 -54 Main — ITV — shared workload v
55 — 59 AV — ITV - shared workload v
*60 — 64 Main only — Online *OL
*65 - 69 AV only — Online *OL
**70 — 74 Main — shared workload **OL
**75 _ 79 AV — shared workload *OoL
] 34-39 (shall be used only for
80-99 & 34-39 Main CSUB 101/103 courses)

Main and AV classes use Session 1

*On-line (OL) course is designed as a separate or individual course: schedulers will use sections 60-64 for
Main (7) and 65-69 for AV (8) campus. Such sections will have their own instructor, enrollment cap, one
meeting pattern with facility ID WEB. Meeting APDB Mapping Value: Space Type 3 Non-capacity and
Learning Mode A

**On-line (OL) course is designed as a shared course: schedulers will use sections 70-74 for Main (7 or 13)
and 75-79 for AV campus (8 or 13). Departments can set up such pairs so that each offering has its shared
enrollment cap, shared workload. Meeting APDB Mapping Value: Space Type 3 Non-capacity and
Learning Mode A

***Hybrid (HY) course requires one component with two meeting patterns: First meeting pattern Meeting
APDB Mapping Value: 1 Lecture with Learn Mode F: requires facility ID, day, time and instructor. Second
meeting pattern assigned will be the Meeting APDB Mapping Value: 4 Multimode with Learn Mode A:
requires facility ID assignment of WEB, do NOT assign instructor, day or time.

For all other APDB Mapping Value set-up refer to Learn Mode and Space Type and Building On-Line and
Hybrid course documents.
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7.1.2 Additional Course Settings

Each Instruction Mode requires additional course settings. The table below lists the course settings by
instruction mode.

Instruction
Mode Description Additional Course Settings
P Face-to-Face | o  Time, days, and facility assignment required.
(warm body) e Use warm body section numbers
TV ITV e Requires an ITV room assignment/ room characteristic
e Requires a footnote on the Notes tab
e Use TV section numbers
e Requires shared/split workload
oL Online Course Designed as Separate or Individual Course
e Use sections 60-64 for Main (7) and 65-69 for AV (8).
e Such sections will have their own instructor, enrollment cap, one meeting
pattern with facility ID assignment of WEB.
e Meeting APDB Mapping Value: Space Type 3 Non-capacity and Learning
Mode A
Course Designed as Shared Course
e Use sections 70-74 for Main (13) and 75-79 for AV campus (13).
e Departments can set up such pairs so that each offering has its shared
enrollment cap, shared/split workload.
e Meeting APDB Mapping Value: Space Type 3 Non-capacity and Learning
Mode A
HY Hybrid e Requires one component with TWO meeting patterns:
e  First meeting pattern
- Meeting APDB Mapping Value: 1-Lecture with Learn Mode F
- Requires facility ID, day, time and instructor.
e Second meeting pattern
- Meeting APDB Mapping Value: 4-Multimode with Learn Mode A
- Requires facility ID assignment of WEB, do NOT assign instructor, day or
time
N Independent | ¢  Use Independent Study section numbers
Study e CS number remains the same, if the Instructor receives workload
e Update the CS number to 78 on the Class APDB Mapping Values, if the
instructor will not receive workload
e Requires component units (also referred to as unit value)
e Requires an update on the Meeting APDB Mapping Values (refer to Learn
Mode and Space Type document for correct space type and learn mode
assignment based on instruction mode and CS number
€S90 Schedule of Classes - QRG © 2014. All Rights Reserved.
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7.1.3 Component Unit Breakdown

The component breakdown can be found in the Course Catalog within the components tab, course components
with unit value and CS number. There you can see how many components a class has and the break down per

course component if more than one.

Examples:

CAFS 110 | 1 component course | 2 units 2.0 component units

Biol 100 2 component course | 5 units 5.0 component units
(Lecture = 4.0 units, Lab 1.0 (Lecture = 4.0 component units,
units) Lab = 1.0 component units)

Math 191 | 2 component course | 5 units 5.0 component units
(Discussion = 2.5 units, Lecture | (Discussion = 2.5 component
2.5 units) units, Lecture 2.5 component

units)
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7.1.4 Course Classification Numbers (CS#) Effective Fall 2014

CS# Component WTU/Unit

K- Factor

Minutes of
Instruction per
Unit per Week

Class Description; Typical examples and comments

Cco1 lecture 1.0 50 large lecture; courses in any discipline with
more than 50 enrollments.

C02  discussion 1.0 50 lecture/discussion; Lecture courses in any discipline in which class participation is a planned
portion of the instructional method.

Co03 lecture 1.0 50 lecture/composition, lecture/counseling, lecture/case study

C04  discussion 1.0 50 discussion; Courses in any discipline in which student participation (discussion) is the
primary instructional method.

C05 seminar 1.0 50 seminar; Courses in any discipline using seminar methods of instruction.

C06 clinical 1.0 50 clinical processes; Nursing and psychology courses in clinical processes and education
courses involving individual testing, such as driver training in a simulator.

Cco7 activity 1.3 100 fine arts & science activities; Art, anthropology and science activities.

C08 activity 1.3 100 education workshops & soc sci activity; Includes methods taught on an activity basis in
education and subject areas.

C09 activity 1.3 100 music activity - large group; Does not result in a major public (large group) performance.

C10 activity 1.3 100 music activity - small group; Instrumental or vocal instruction.

Cl1 activity 1.3 100 physical education & recreation activity; Gym classes or intramural sports if credit is given.

C12 activity 1.3 100 speech, drama & journalism activity; Classwork in debate, acting and publication; no public

C13 activity 1.3 100 technical activities and labs; Courses involving the use of business and other machines;
accounting, geography, foreign languages, home economics, psychology, library science,
photography, engineering, industrial arts, agriculture, mathematics and statistics.

Cl14 activity 1.3 100 remedial course activity; Courses for students admitted as exceptions only.

C15 activity 15 150 technical activities & labs; Laboratories in art, foreign languages, home economics,
industrial arts, physical education, speech correction, cartography, audio-visual, mathematics,

C16 laboratory 2.0 150 science laboratories; Laboratories in natural science, life science, psychology, natural
resources, agriculture, engineering, meteorology and photography.

C17 clinical 2.0 150 clinical practice off campus; Nursing, social work.

C18 activity 6.0 150+ major intercollegiate sports; Football, basketball, baseball, track and field, wrestling,
swimming, etc.; limited to four sports per year.

C19 activity 3.0 150+ minor intercollegiate sports; Other sports not listed as Athletics.

C20 activity 3.0 150+ major performance; Production courses in art, drama, journalism, music, photography, radio-

TV, debate; results in a major public performance, showing or distribution.
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Cc21 activity 3.0 150+ music performance; Major performance groups, such as orchestras, bands, and choruses.

S23  supervision 1.0/stud 3 hours MSW intensive supervision 3; Graduate level social work only. Faculty-student contact

S24  supervision 0.66/stud 2 hours intensive supervision 2; Undergraduate - all disciplines. Faculty-student contact averages 2

hours per week.

S25 Independent 0.5/stud 11/2 hours independent study — graduate; Practice teaching, thesis, project and independent study.
study Faculty-student contact averages 90 minutes per week.

S36 Independent 0.33/stud 1 hour independent study — undergraduate; Undergraduate - all disciplines. Faculty-student
study contact averages one hour per week.

S48 Independent 0.25/stud 3/4 hour music studio instruction; Faculty-student contact averages 45 min. per week.

C77/C78 tutorial

0.0

non-workload instruction; Credit by examination, evaluation, modes not described by
workload formulas. C-77 is not state supported. C-78 is state supported.
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7.1.5 Learn Mode and Space Type

Instruction | CS#/Class APDB Space Type Learning Mode Location Comments/Note
Mode Mapping Value

TV 01, 02, 03, 04, 05, 06 1-Lecture Section 50 — 54 F (face to face) H ITV section number

TV 01, 02, 03, 04, 05, 06 1-Lecture Section 55 — 59 S (synchronous) | H ITV section number
=TV courses (not face to face

OL 01-48 3-Non Capacity A (asynchronous) = On-line blank OL section number
courses (not face to face)

HY 01-48 Requires two meeting Requires two meeting blank HY section number (course
patterns: Firstis 1-Lecture patterns: First is F (face to face) should be defined as "HY" if any
and second is 4-Multi mode - | Second is A (asynchronous) - portion of seat time is replaced by
refer to Building OL and HY refer to Building OL and HY online coursework)
courses document Fall 2014 courses document Fall 2014

P 01, 02, 03, 04, 05, 06 1-Lecture F (face to face) courses blank Warm body section number.
regularly conducted scheduled Learn Mode "F" computes
meetings workload even if auto calc

unchecked

P 07, 08, 09, 10, 11, 12, 2-Laboratory F (face to face) courses regularly | blank Warm body section number.

13, 14, 15, 16, 18, 19, conducted scheduled meetings Learn Mode "F" computes
20,21 workload even if auto calc
unchecked

P 17, 23, 24, 25, 36, 48 3-Non Capacity F (face to face) regularly blank Warm body section number.
conducted scheduled meetings Learn Mode "F" computes

workload even if auto calc
unchecked

IS 01-21 1-Lecture F (face to face) Ind Study blank Warm body section number.
courses and regularly conducted Learn Mode "F" computes
scheduled meetings workload even if auto calc

unchecked.

IS 23-48 3-Non Capacity F (face to face) Ind Study blank IS section number. Learn Mode
courses and regularly conducted "F" computes workload even if
scheduled meetings auto calc unchecked.

IS 78 3-Non Capacity A (asynchronous) = Ind Study blank IS section number. CS#78 will not
courses compute workload. Remove

workload from Adjust Class
Associations before assigning
Instructor to class.
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7.2 Extended University Regional Programs

The following sub-sections contain the section numbers and location codes for the different regional program
offerings. All the EUD and Regional Program sections above use Session 10W.

7.2.1 Section Numbers (effective Summer 2012)

The section numbers for regional programs are listed in the table below.

EUD and Regional Program sections use Session 10W

e Sections 101-114 Normal warm body

Regional Program Section Numbers

Instruction Section
Mode Number
Face to Face 115-125
Online 126-135
Hybrid 136-145
Independent

Study 146-150
Additional

Unused

Sections 151-199

EUD Contract Credit sections do not require a classroom when location code listed is EUD.

e Sections 601 — 699

EUD Certificate/Extended Univ. sections - these sections will require classrooms, EBKS and EAVC location

codes will be used for these sections.

EUD sections will use the following location codes:

COC = College of Canyons
EUD = Extended University (classroom not required)

EBKS = Extended University (any class which requires a room assignment on main campus)
EAVC = Extended University (any class which requires a room assignment on AVC campus)

HAN = Hanford W. High School

O = Open University
OLP = On-line Programs
PCC = Porterville College
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7.2.2 EUD Contract Credit Sections

EUD Contract Credit sections - these sections will not require a classroom use only EUD as location code.

e Sections 601 — 699

7.2.3 EUD Certificate/Extended Univ. sections

EUD Certificate/Extended Univ. sections - these sections will require classrooms, EBKS and EAVC location
codes will be used for these sections.

Sections 701 — 728 Warm Body for Bakersfield and Open University
Sections 730 — 749 Independent Study

Sections 750 — 759 Warm Body for AVC

Sections 760 — 769 EUD (Bakersfield and AV) On-line/WebCt

7.2.4 EUD Sections and Location Codes

EUD sections will use the following location codes:

Code Location
COoC College of Canyons
EUD Extended University (nhot requiring a room at main campus)
EBKS Extended University (any class which requires a room assignment on main campus)
EAVC Extended University (any class which requires a room assignment on AVC campus)
HAN Hanford W. High School
O Open University
OLP On-line Programs
PCC Porterville College
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8.0 Getting Help

If you are unsure or need assistance, please refer to the resources below:
e For help with creating class schedules

Lilia Flores — Academic Scheduling
661-654-3100

e For help with creating class schedules for Extended University courses

Beth Garza — Extended University
661-654-2441

e For more PeopleSoft job aids, quick reference guides, and business process guides

Visit the Staff Guides on the web at:
https://www.csub.edu/training/pgms/myCSUB/index.html

e For general training questions

Tammara Sherman — Campus Training
661-654-6919
tsherman@csub.edu

e For help with computer-related Issues

Help Desk
661-654-2307
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