SCHEDULE OF CLASSES



Course :  __________________________________________
Add Class Section








Component:  _______
  __ of __              (Primary
Navigation:

Curriculum Management>Schedule of Classes>Schedule New Course
Click NEW
Schedule New Course
In Find an Existing Value tab, select
Academic Institution:



KSUNV
Term:
Ex:  2065 (Fall 2006)



_____________

Subject Area:  course prefix
  Ex:  PHYS

_____________     

Catalog Nbr:   course number   Ex:  113


_____________

Click SEARCH button



>>Basic Data Tab
The Basic Data page is displayed

Click Auto Create Component button

____ First component (DO NOT click button)






____ Additional components (CLICK button)

The system automatically creates one component for each of the components you have selected to auto create in Course Catalog components page
The system populates the pages with the required data for first of each component. 
If you have multiple class sections for each component type, you must still define the remaining class sections manually.
>>Class Sections region
*Session:  Select ONE



___ 1=Regular   ( FULL SEMESTER  
___ NST=NonStandard   ( NON STANDARD  
Class Nbr:




________   System creates unique identifier student can use for enrolling
*Class Section:  




________   Select appropriate section number

     Must be unique within course offering and session






     A, B, C…through R for Manhattan primary/graded sections







    
     01B,02B,02R,03Q,04R, etc for other ungraded components






     All components will have separate class numbers







     Start with number followed by suffix 







     B=Lab, L=Lecture, Q=Quiz, R=Recitation, S=Studio






     Precede Salina on campus sections with S







     Precede Salina DCE sections with T







     Precede Manhattan DCE sections with Z

*Start/End Date:

   Full Semester or Non Standard:


___FULL SEMESTER  

       Select ONE




       Do NOT enter Start/End Dates







       The system populates by default to start and end dates of  the session







___NON STANDARD







       Enter Start/End Dates








         ___________    TO    ___________








           MM-DD-YY                      MM-DD-YY








           First CLASS day                Last CLASS day







       (Dynamic Date Calc Required
*Component: 




_______
*Class Type:  
Select ONE


___ENROLLMENT   For Primary/Graded sections
 Only one component can have “Enrollment”
___NON-ENROLL    For ungraded sections using auto-enroll or choice of lab 

*Associated Class:
 Values 1-99; 1 is default
_______   Used to link class sections that constitute a single course offering

   9999=associates section with any other non-graded sections


Starting values:  MAN=1, SAL/SCE=81; DCE=91
              cannot be applied to “Enrollment” section
*Campus:




KSU
*Location:




MAN   |   SAL    |    MCE    |    SCE  


*Academic Organization:
Display Department

populates by default from Course Catalog-Offerings

Academic Group:  Display college


populates by default from Course Catalog-Offerings


*Holiday Schedule:  



KACAD  populates by default
*Instruction Mode:



______    populates by default to P-In Person but can override this value








 (also Interactive TV, WWW, Correspondence, etc for DCE could be added)

Primary Instr Section:



______
 You can use this field to indicate in which section the instructor resides







 Defaults to Class Section entered above
Schedule Print:




( Schedule Print
Student Specific Permissions:


( Student Specific Permissions
Include in Dynamic Date Calc:


accept default
Dynamic Date Calc Required:


system automatically checks if you change class dates of section above
Generate Class Mtg Attendance:


( Generate Class Mtg Attendance  (Do not check)
Sync Attendance with Class Mtg:


( Sync Attendance with Class Mtg  (Do not check)
GL Interface Required:



( GL Interface Required  (Do not check)
>>Class Topics
Choose ONE of the following and complete appropriate fields:

___ TITLE MAY NOT VARY


Do not use Class Topic region

___ VARY BY SECTION


Class Topic region
Course topic ID:
Select ONE

____    ​​​​​​​

Description: (Display only)  


_________________________________________________

Print Topic in Schedule:


( Print Topic in Schedule


Class Attributes region

Class Attribute



VARY   Vary Title

Class Attribute Value


BY SECTION   Vary Title by Section

Class Attribute values should default from Course setup; if both BY SECTION and BY STUDENT values are displayed here


then delete the value that is not needed for this section
___ VARY BY STUDENT



Do not use Class Topic region






Upon saving the transaction you will receive a Warning message indicating






this multi-topic course is scheduled with no topic; Click OK and proceed with SAVE

Class Attributes region

Class Attribute



VARY   Vary Title

Class Attribute Value


BY STUDENT   Vary Title by STUDENT


Class Attribute values should default from Course setup; if both BY SECTION and BY STUDENT values are displayed here


then delete the value that is not needed for this section
>>Equivalent course Group region

_________ 
>>Class Attributes region
The system populates this field and the related course attribute values from Course Catalog; you can override or amend these values
Vary/By Section or Vary/By Student values may exist from setup in previous step

In addition you may define the following:
Class Attribute/Value:



___DEGR   Values: __DEGR ONLY Degree Seeking Only






___DEPT    Values: __DEPT APPR Dept Approval Required






___HON     Values: __HON  Honors Program






___JUN       Values: __JUNIORS Open to Juniors Only






___MAJ      Values: __MAJOR ONLY Open to Majors Only






___NMAJ   Values: __NON-MAJORS Open to Non-Majors Only






___SEN
      Values: __SENIORS Open to Seniors Only
SAVE

>>Meetings Tab

Facility ID:




________   ________   Building/Room



Select ZZZ ZZZZ  for sections to be assigned general use classroom by Schedule25

Capacity:




system displays by default


Pat:
Select class meeting pattern


________            Choose from:  
M     MW     MWF   MF


Enter the most important meeting pattern first



T      TU       TUS     TS

Else choose individual days below




W     WF      U          US









F       S(Sat)        N(Sun)










APPT (Appointment)

Mtg Start:
Class start time


____:____    ____ (AM|PM)






Mtg End:
Class end time


_____:_____     _____  (AM|PM)   Enter only if needed to override default end time
System defaults end time once you enter a start time, based on the default normal class duration set on Academic Group-Standard Meeting Pattern page
M  T  W  T  F  S  S:



System populates the checkboxes based on selection in Pat field

Start/End Date:





       For the first meeting, system populates these fields to start and end dates from Session table.  

       For all subsequent meetings, the system populates this field to start and end dates on the Basic Data page

       Select ONE






      ___FULL SEMESTER  





            Enter dates of full semester excluding exam week 
(For full semester courses  make End Date one week earlier than the default value displayed)

___________    TO   ___________



F2006:  8-21-06 to 12-8-06



 DD-MMM-YY                 DD-MMM-YY



S2007:  1-11-07 to 5-4-07

 First SEMESTER day      Last SEMESTER day excluding Exams

U2007: 5-21-07 to 8-10-07
      ___NON STANDARD

            Enter first class day to last class day


___________    TO    ___________






 DD-MMM-YY                   DD-MMM-YY


 First CLASS day                Last CLASS day
Free Format Topic:

KSU will use for titles that vary by section for legacy enrollments ONLY
Print Topic on Transcript:
>>Instructors for Meeting Pattern region
Assignment Tab
ID/Name:       Select the instructor for the class

___________________________________

Instructor Role:
Select ONE


Prim Instr   |   Sec Instr    |   TA    
Print:





( Print

Access:      Select ONE; check “Post” for most

___Approve 
 (Instructor can enter grades and approve grade roster)







___Grade   
 (Instructor can only enter grades for the class)
Add other instructor(s) if needed: 


___Post   
 (Instructor can enter grades, approve roster, and post grades)
ID/Name


Instructor Role

Print

Access
_____________________________
_________________

(

​​​​​​​​​​​​​​​​____________

_____________________________
_________________

(

​​​​​​​​​​​​____________

_______________________
______________

(

____________

Workload Tab




KSU will not use

>>Room Characteristics region


KSU will not use

>>Enrollment Cntrl Tab
*Class Status:




ACTIVE

*Consent:




___NO CONSENT   (No Consent required)
System populates by default from Catalog Data page
___DEPT CNSNT    (If Consent required from someone other than instructor)
you can override this value 


___INST CNSNT     (If Instructor Consent required)
1st Auto Enroll Section:



_____

2nd Auto Enroll Section:



_____

Enter a section with the same associated class number in which the system should automatically enroll students

The auto enroll section must have a different component from the parent section
“Enrollment” sections can only auto-enroll “non-enrollment” sections

Resection to Section:



_____   KSU will not use
Enter the alternative section in which the system automatically enrolls a student if  the primary section is full

Auto Enroll from Wait List:


( Auto Enroll from Wait List

Requested Room Capacity:


Displays by default from Default Section Size on Course Catalog

Enrollment Capacity:  Enter Enrollment Limit

_____   
Populates by default from Default Section Size on Course Catalog


Wait List Capacity:



99
Maximum students to allow to wait list for the class

Minimum Enrollment Nbr:



_____
Minimum enrollment number in order for section to be offered

Total:  The system displays the current total of students enrolled and on the wait list for the section

Cancel if Student Enrolled:


( Cancel if Student Enrolled   (do not check)
SAVE
>>Reserve Cap Tab
Reserve Capacity Sequence:


Deans will enter
Start Date:

Requirement Group:

Cap Enrl:

>>Notes Tab
Sequence Number:



_____   default to 1; determines display order if there are multiple notes
Print Location:




___BEFORE-print note BEFORE class listing






___AFTER-print note AFTER class listing
Even if Class Not in Schedule:


(  always leave unchecked
Use ONE of the following:

_____Preexisting Note:
Note Nbr:



___   (select a preexisting note)

Text(Display)



__________________________________________________

_____Free Format Note:


Free Format Text:


_________________________________________________

Copy Note Button:  Click to copy the note number to free format text.  The note can then be modified to accommodate the class section


   This eliminates the note number and note text.
Clear Note Button:  Click to clear the free format text.
>>Exam Tab

Exam Seat Spacing:



Exam information, if used, may be populated manually by
Exam Time Code:



class section or automatically through Generate Exam Schedule batch
Combined Exam:




process
Exam Date:

Exam Start:

Exam End:

Class Exam Type:

Facility ID:  Building/Room)

>>LMS Data Tab



Not used at this time
>>GL Interface Tab



Not used at this time
REPEAT ALL STEPS FOR ALL COMPONENTS OF THE COURSE

REPEAT ALL STEPS FOR ADDITIONAL CLASS SECTIONS FOR EACH COMPONENT

_____If you need to make changes to individual class sections, then go to the CLASS SECTION UPDATES form
T:\Courseware\2008-03-27 - Class Schedule 2\Section Checklist.doc
3/27/2008

