Viewing the Schedule of : -~ Campus Solutions 8.9
Classes T T Training Guide
CMS
FULLERTON
Table of Contents
X o I o YU I =T =T 1 o [T 2
Prerequisites and ASSUMIPLIONS ......iieiiieeeieiiiiss e e e e e e e ettt s e e e e e e e e e eaea e e e e e e e e eeasssna e e e eeeeeeeessnnnnannaaeas 2
If YOU NE@d FUINEIr ASSISTANCE. ... ..ottt e et e ettt e e e e e e e e e ee ettt e e e e e e e eeeesseennnnes 2
VIEWING ClasSS SECTIONS ..uuuiiii i e iiiieiiei it e ettt e e e e e e e et e e e e e e e e e ee et e e e eeeeeeeesass e eaeeaeeeeesnnnnnnnes 3
Viewing the SChedule Of CIaSSES ... et e e e e eeeenees 5
B F= ST Lol I - | - U PP PPPPPPPPP 6
Viewing the BasSiC DAta PAge .........uuuiiiiiiiiiiiiiiiiie ettt ettt e e e e e e eee ittt a e e e e e e e eeeeaeennnnes 7
Basic Data — Field DefiNitIONS......cooi oo 11
Class Meetings Pattern and Faculty ASSIGNMENT ........uuiiiiiiiii e 12
ViIiewing the MEELINGS PaAQE .......uuuiiiiii ittt e e e e e e e e e ettt r e e e e e e e aeesassanaeeeeeeeeesssnnnnnnns 13
Meetings Tab — Field DefiNItiONS ........coooiiiiiiiii et 15
ENTOIMENT CONTIOIS .ottt 16
Viewing ENrollment CONLIOIS ........uuue et e e e e e e et ea e e e e e e e e eeeeeneeeenes 17
Enroliment Control Page — Field DefiNitiONS .........cccoviiiiiiiiii e e s 19
(O P TS N [0 (=2 SO 20
VIEWING ClASS NOTES ....uuuiiiieeiiiieiiie e e et e e e e e ettt e e e e e e e e e e eaataa e e e eeeaeeesssssnnnaaaaeaeeeeneenennnnns 21
Class Notes — Field DefiNItIONS.........cooviiiiiiiiiie et e et e e e e e e e e e e e as 22
ClaSS ASSOCTALIONS ...utiuiitiiiiiiiiiitiiitaattaeebtbe e 23
Variable UNIt COUISES ......uiiiiiiiiiiiiiee ettt r e e e e et e e ettt e s e e e e e e e eeettb e e e e eeeaeeeeaessnnes 24
Navigate to Adjust ClasS ASSOCIALIONS .......uuuuiiieeeeiiieeiiiis e e e e e e et r s e e e e e e e ee et a e e e e e e eeeran e eeees 24
(O P SR N o Tod F= 1A [ ] 1T 1= o TSP 26
Viewing Class ASSOCIAtIONS TaD.........ccoiiiiiiiiiiee e e e et e e e e e e e e e ee s e e e eeeeeeesssnnnnnnns 27
(O PSR Lo T g g T o To] g T=T 0 1 K= = o PRSP 28
Viewing Class COMPONENTS TaD ......iiiiiiiiiiee e e e e e e e e e e e aet e e e e e e eeeessnsnnnnns 29
Class ReQUISITES Tab ... et e e e e e 32
VieWing SECHIONS OF @ ClasSS...cciiiiiiiiiiie et e e e e e e e e e et e e e e e e e e eeasann s 34
(O Fo RS S = 1L L TP PPPUPT 36
Class ENrollmMent LIMIES ......coooe i 38
(O P TSI Y= = 1 o] o TR 40

CSUF TRN Last Date Revised: 02/06/2008 Page 1 of 44



Viewing the Schedule of :
Classes T
C

-~ Campus Solutions 8.9

T Training Guide
S

TON

Before You Begin

Prerequisites and Assumptions

Before you can use the CMS (PeopleSoft) Student Administration system to view class section data into the Schedule of
Classes, it is assumed that each of the following conditions has been met:
B The end user must have the necessary User ID and secured access to CMS.

B The end user has a general working knowledge of CMS navigation and higher education terminology associated
with the Schedule of Classes. Completion of the online “Campus Solutions Basics” class is required.

B The Scheduling Office must “open” external scheduling to Colleges and Departments for the desired term.

If You Need Further Assistance

When you apply what you have learned to your specific tasks, you may have further questions. Here are the best ways to
obtain assistance:

B Use the Buddy System and seek help from another department coordinator in your college. They have most likely
experienced a similar situation and can share their knowledge.

B Take the online tutorial for “Viewing the Schedule of Classes.”
B Call the Scheduling Office (ext. 2381) for further assistance.

B Contact cmstraining@fullerton.edu for assistance.

Terminology: Courses exist at the catalog level; Classes exist at the Schedule of
Classes level. (See Glossary)
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Viewing Class Sections

Classes (class sections) for your department can be viewed in CMS. “Schedule Building” occurs in the Maintain
Schedule of Classes module.

The Maintain Schedule of Classes component consists of all class sections that rolled
from the “Prior Term Copy” process for a specific term.

If the class does not exist in the Maintain Schedule of Classes, refer to the training guide
for Adding a New Class to the Schedule of Classes.

Step 1 Menu &
. Search:
Navigate to the | |® Schedule of Classes

“Maintain Schedule of b CSl GA Baseline eintain <ol of dasoss o
” aintain schedule of claszses Information.
Classes” page: v CELEF iR

[> Fullerton SA Custamizations E Class Search

. [ Self Service View the schedule of classes.

Home > Curriculum b Campus Community

Manaoement > )3 gtud_entlAdrrrll:ssions t
= Cutriculumn Manageren

Schedule of Classes > b GoEe G

Maintain Schedule of ad

— Class Searc
m — Maintain Scheduls of
Classes
— Adjust Class
Associations
— Update Sections of a
Clags

E;—] Maintain Schedule of Classes
o] wvieny, and update schedule_of-=f5

E" Update Sections of a Class
Yieww and update class section summary information for s
COLFSE.

+ Schedule of

The Find an Existing Maintain Schedule of Classes
Value page displays. Enter any information you have and click Search. Leave fields blank for a list of all values.

To find a class for a Find an Existing Value

particular semester,
you must enter the

following search criteria | Academic '“5‘“““"“: | S
(at minimum): Term: = |w | @
e Academic Subject Area: = W | Q,
Institution Catalog Nbr: begins with + |
e Term
e Subject Area Academic Career: |: v| | v|

Campus: hegins with s | QL
Description: bagins with |

Course ID: begins with + | Q
Course Offering Nbr: | = vl | Q
[ case Sensitive

Search | Clear | Basic Search Save Search Criteria
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Step 2 Maintain Schedule of Classes

e Enter the Academic
Institution = FLCMP,
which stands for
“Fullerton Campus”.

e Enter the Academic
Term.

¢ Enter the Subject
Area and Catalog
Nbr (if known).

Subject Area is the
course prefix. For
example, American
Studies has a Subject
Area of AMST.

If you do not know
the “Term” or
“Subject Area”, click
on the < icon for a
list of valid values.

Enter any infarmation you hawve and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Academic Institution: |FLcru1F' '
Term: = w |2EITT o}
Subject Area: = v AMST Q
Catalog Nbr: hiegins with | |

Academic Career: |: v| | v|

Campus: beging with |+ || 3
Description: hegins with » ||

Course ID: begins with v ||
Course Offering Nbr: | = v| |

[Jcase Sensitive

pepe)

Search | Clear | Basic Search B Save Search Criteria

Step 3
Click the

Search | putton.

Note: If only the
minimum fields are
entered, a list of all
available classes within
the subject will display.

Fir=t E 1-23 of 23
2 Course |0 (Course Offe
ELCMP 2077 AMST 101 Lndergrad EUL Intro American Culture ooozzz 1
ELCMP 2077 AMST 201 Lndergrad EUL Intro to American Studies ooo2z4 1
ELCMP 2077 AMST 200 Lndergrad EUL Intro to Amer Fop Culture 000226 1
FLCMP 2077 AMST 01 Lindergrad EUL American Character ooo2zy 1
ELCMP 2077 AMST e Lndergrad EUL Hollywood and America ooo23r 1

Step 4

Click on the name of
the class you would like
to view.

First E 1-23 of 23
ELCHP 2077 AMST 100 Underarad EUL Intro Armetican Culture goozzz 1
FLCMP 2077 AMEST ﬂ% Undergrad FUL Intra to American Studies oooza4 1
FLCHMP 2077 AMST 300 Lindergrad EUL Intro to Amer Pop Culture oooz2aE 1
ELCHMP 2077 AMST 201 Lndergrad EUL Armerican Character ooozer 1
ELCHWP 2077 AMST e Undergrad ELIL Hollywood and America oooz31 1
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Viewing the Schedule of Classes

The Schedule of Classes is comprised of 7 tabs (pages) of data. Currently, CSUF uses the following tabs to access
relevant data within the Schedule of Classes:

Basic Data

Meetings

Enrollment Cntrl (Control)
Notes

rwONPE

Basic Data Meetings Enrollment Cnirl

Course ID: noozzz Course Offering Nbr:
Academic Institution: CSU Fullerton
Term: Fall 2007 ndergrad
Subject Area: AMST American Studies
Catalog Nbr: 1m Intra American Culture
Session: 1 Regular Academic Session Class Nbr:
Class Section: 01 StartEnd Date:
Component: LEC Lecture Event I
Class Type: Enrallment
Associated Class: 1
Campus: FUL Fullerton
Location: FULLERTOM Fullerton Campus
Course Administrator:
Academic Organization: 114-2MST American Studies
Academic Group: HSS5 Humanities and Social Sciences
Holiday Schedule: MOME Mone (Students)
Instruction Mode: F In Person
Primary Instr Section: 01

Course Topic ID:

Class Topic

10156
08182007 12007/2007
000093904

Schedule Print

LMS Data

Fir=t E 1of 5 u Last

Student Specific Permissions

Dynamic Date Calc Required
Generate Class Mtg Attendance
Sync Attendance with Class Mtg
GL Interface Required

Print Topic in Schedule

Course Equivalent Course Group:

Class Equivalent Course Group:

Equivalent Course Group

Cwverride Equivalent Course

Class Attributes

|

[Courseattribte | = [Course Aftribute Value

First E 1-2 of 2 II| Liast

CLEW Course Level 1 Lower Division
GE General Education GE General Education
=l ‘ L\ Returm to Search | e | +E] Mext in List ‘ [Z] Motify |

Basic Data | Meetings | Enrolitment Chtrl | Eesetve Cap | Motes | Exam | LWMS Data
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Basic Data

The Basic Data page is the first tab (page) displayed for the class. This page identifies the basic data recorded for a
class, including Topic ID’s for Variable Topic courses and course attributes. For a list of field definitions displayed on the
Basic Data page, please refer to page 11 of this guide.

Basic Data LME Data

Course ID: ooozz2z2 Course Offering Nbr: 1

Academic Institution: =Sl Fullerton

Term: Fall 2007 IUndergrad |
Subject Area: AMST Armerican Studies

Catalog Nbr: 10 Intro American Culture

Class Sections

First El 1of5 [} Last

Session: 1 Regular Academic Session Class Nbr:

Class Section: o Start/End Date: nanarzany 120072007
Component: LEC Lecture Event I 0oo099s04

Class Type: Enrollment

Associated Class: 1

campus: FUL Fullerton Q

Lacation: FULLERTOM Fullerton Campus

Schedule Print

Course Administrator: Student Specific Permissions

Academic Organization: 114-AMST Armerican Studies

Academic Group: HSS Humanities and Social Sciences Dynamic Date Calc Required

Holiday Schedule: MOMNE Mone (Students) Generate Class Mtg Attendance

Instruction Mode: P In Persan Sync Attendance with Class Wtg
. . GL Interface Required

Primary Instr Section: oM

Class Topic

Course Topic ID: Print Topic in Schedule

Equmvalent Course Group
Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

Class Attributes Customize | Find | view o) | B First (42002 [ Lot
Course Attribute Course Attribute Value
CLEY Course Level 1 Lower Division
GE General Education GE General Education
= | L Return to Search | +E | +[E Mext in List | [=] Matifs |

Basic Data | Meetings | Enrolliment Cottl | Beserve Cap | Motes | Exam | LMS Data
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Viewing the Basic Data Page

Each class component of a course is scheduled as a class section, with a unique Class Nbr (schedule number).

Class component indicates class activity type, such as lecture, lab, seminar, activity, or
supervision.

9 Component in CMS refers to a group of related pages that pertain to a certain task.
Components can contain a single page or multiple pages.

Class Sections — The
scroll area in the page

Basic Data

LEEEE Enroliment Cntrl | Reserve Cap

header will show the Course ID: oooz22 Course Offering Nbr:
number of class Academic Institution:  CSU Fullerton
sections scheduled. All Term: Fall 2007 Undergrad
scheduled sections of a Subject Area: AMST Ametican Studies
class are shown as Catalog Nh: 101 Intro American Culture
“rows”. Class Sections Find First [ 1 o1 5 O Last
Session: 1 Regular Atademic Session Class Nbr: 10156
Class Section: 01 Start/End Date: aarerzooy 1210772007
Component: LEC Lecture Event ID: 0000gas04
Class Type: Enralliment

LME Data

In the example to the
right, there are 5

sections of “AMST 101" Course Offering Nbr: 1
scheduled for the Fall
2007 term. Undergrad |

American Studies

To move from section Intro Armerican Culture

to section, use the El
and El buttons in the
scroll area to find the 10156

class section you wish StartEnd Date:  08(18/2007  12/07/2007
to view.

Class Nhr:

iessian

Event I0: 000089904

If you want to go
directly to the last class

section, do so t@
clicking on the

button.
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Session: The code
that is entered into this
field will define the
dates of the class.

During the spring and
fall terms, the majority
of CSUF class sections
will fall within the
Regular Academic
Session (1).

Other session values
are listed to the right.

Basic Data

Course ID:

Academic Institution:
Term:

Subject Area:
Catalog Nbr:

nonzaz

CSU Fullerton
Fall zo07
AMET

101

1

Regular Academic Session

LS Data

Course Offering Nbr: 1

IUndergrad
Ametican Studies
Intro American Culture

Class Nbr: 10156

Component:

Class Type:

01
LEC Lecture

Enrollment

Session Values

Regular Academic
Session

First 7

Last 8

First 10 Weeks

Last 10 Weeks

Mini-1, Mini-2, and Mini-
3 (these run first, second,
and third week sessions)

CST (Cal State Teach)
Special Session

Start/End Date:
Event IL:

0amMarz2007 12
noonag4o4

Summer Session Values

Six-week (SMA)
Five-week (SMB)
Second six-week (SMC)
Eight-week (SMD)
Eleven-week (SME)
Special

Component — indicates
a class type. Examples
of components are:

Lecture
Laboratory
Seminar
Activity
Supervision

Some courses may
have multiple
components. For
example, a course may
include both a Lecture
and a Lab component.
In these cases, only
one component can be
the Primary; all other
components are
Secondary (defined at
the catalog level).

Basic Data

Course I

Academic Institution:
Term:

Subject Area:
Catalog Nbr:

Class Sections

Meetings

Enrallment Chtrl
noo22z2
CSU Fullerton
Fall 2007
AMST

101

LMS Data

Course Offering Nbr: 1

Undergrad
American Studies
Intro Armerican Culture

Session: 1 Regular Academic Session Class Nbr: 10156

Class Section: 1 StartEnd Date: 031182007 12,
I Component: LEC | eciure Event 1D: 000099504

Class Type: Enrallment

CSUF TRN Last Date Revised: 02/06/2008
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Class Type — The
“Component” field
determines the Class
Type field. The primary
component always has
a Class Type of
Enrollment and this is
the graded component.

Secondary components
have a Class Type of
Non-Enroll, which are
the non-graded
components.

Note: For sections that
rolled from the prior
term, the class type is
indicated correctly.
When new sections are
inserted or a new class
is added, the Class
Type should be
correctly identified
based on the
“Component”.

Basic Data

Course I

Academic Institution:
Term:

Subject Area:
Catalog Nbr:

Class Sections

Sessionm
Class Section:

Component;

Meetings

Enrallment Chtrl
nopzzz: Course Offering Nbr: 1
CSU Fullerton
Fall 2007 Lndergrad
AMSET American Studies .
101 Intro Armerican Culture

1
01
LEC

Regular Academic Session

Lecture

Class Type:

Enrollment

Class Nbr: 10156
Start/End Date: osrarzo07 12,
Event ID: 000099304

The Instruction Mode
field will default to “ P”
(In-Person), when a
new section is added to
the course.

Class Sections

Session:

Class Section:
Component:
Class Type:
Associated Class:
Campus:

Location:
Course Administrator:

1 Regular Academic Session Class Nbr:
01 Start/End Date:
LEC Lecture Event ID:
Enroliment

1
FLIL Fullettan
FULLERTORM Fullerton Campus

Humanities and Sacial Sciences

Academic Organization: 11 4-AMST American Studies
Academic Group: HSS

Holiday Schedule: MONE Mone (Students)
Instruction Mode: P In Persan
Primary Instr Section: 01

nar1erz2007
0o0o11469

120772007

|

Schedule Print
Student Specific Permissions

Dynamic Date Calc Required
Generate Class Mtg Attendance
Sync Attendance with Class Mtg
GL Interface Required

CSUF TRN Last Date Revised: 02/06/2008
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A checked box in the Class Sections First (1] 1 ot 5 I Last
Schedule Print field Session: 1 Regular Academic Session  Class Nbr: 10158
In_dlca_tes_ this section Class Section: 01 StartEnd Date:  08/18/2007  12/07/2007
will prlnt in the Component: LEC Lecture Event ID: 000011469
published Schedule of .
Classes as well as be Class Type: Enrallment

g . Associated Class:
viewable in student ssoclafed LIass !
self-service. ST FUL Fullerton

Location: FULLERTOM Fullertan Campus | S — |

Course Administrator: Student Specific Permissions

Academic Organization: 114-AMST American Studies

Academic Group: HSS Humanities and Social Sciences Dynamic Date Calc Required

Holiday Schedule; MOME MNone (Students) Generate Class Mtg Attendance

Instruction Mode: P e . Sync Attendance with Class Mtg
i . GL Interface Required

Primary Instr Section: 01

Class Attributes — are
automatically populated
from the Course
Catalog data and are
only updated for
Honors, Service
Learning, or Web
sections.

Lowwer Divizion
General Education

Course Leval

GE General Education GE

CSUF TRN Last Date Revised: 02/06/2008 Page 10 of 44
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Basic Data — Field Definitions

Field definitions and values on the Basic Data tab:

Field
Session

Field Definition
Code that defines the dates of the class.

Values

Regular Academic
Session, First 7, Last 8,
First 10, Last 10, Mini 1,
Mini 2, Mini 3, Special

Class Section

Individual offering of a class; the class section number must
be unique for every class section of the course.

01-99

Component Indicates class type or activity. Lecture, Lab, Activity,
Seminar, Supervision
Class Nbr A unique, 5-digit number, assigned by the system, once a
new section is saved.
Campus Identifies “Fullerton” as the Campus. FUL
Location Identifies “Fullerton” as the Location. Fullerton Campus

Course Administration

Not used at CSUF.

Fee

Additional fee associated with specific class section. Not to
be confused with Course Fees

Academic Organization

This field will populate from the Catalog Data to include the
Course Subject area and COSAR Table value.

Academic Group

Indicates the college to which the course belongs.

Holiday Schedule

Schedule of all holidays that will fall within that semester.

Instruction Mode

Method of instruction

P=In Person
T=Televised
W=Web

Primary Instr Section

Not used at CSUF.

Schedule Print

Check box indicates if the section will print in the published
Schedule of Classes as well as be viewable in Student Self
Service. Field defaults as checked.

Dynamic Date Calc
Required

Check box indicating if this course is dynamically dated and

thus requires different calculations. Note: This field can only

be used with Regular Non-Standard and Self Support Non-
Standard sessions. Schedulers should contact the
Scheduling Office is a class section is dynamically dated.

Generate Class Mtg
Attendance

Not used at CSUF.

GL Interface Required

Not used at CSUF.

Course Topic ID

Used to identify the Topic assigned to a Variable Topics
course

Course Equivalent Course
Group

Not used at CSUF.

Class Attributes

Automatically populated form Course Catalog data and are
only updated for Honors class sections and Service Learning
sections

CLEV = Course Level
GE = General Education
EXPR = Experimental
Course

CSUF TRN Last Date Revised: 02/06/2008
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Class Meetings Pattern and Faculty Assignment

The Meetings page is the second tab (page) displayed for the class. This page identifies the meeting pattern information
for a class, including Meeting Pattern, Start/End Dates, Facility ID, Instructor Assignment and section information carried
over from the Basic Data page. For a list of field definitions displayed on the Meetings page, please refer to page 15 of
this guide.

I Meetings | Enrollment Cntrl ZBSEnE Cap Wotes LS Data

Cowrse ID: nooz2zz Course Offering Nbr: 1
Academic Institution: CSLI Fullertan
Term: Fall 2007 ndergrad
Subject Area: AMET American Studies
Catalog Nbr: 101 Intro American Culture
Class Sections Al Firzt 211 cof 5 [+ Last
Session: 1 Regular Academic Session ClassNbr: 10146 Class APDB Mapping Values
Class Section: 01 Component:  Lecture Event ID: oooo99490n4
1of 1 L2 Last
Facility ID Capacity Pat Mtg Start Mtg End M T W T F § § Start/End Date
H224 40 hivWF 10:00AM 10504 neMarzonr 1210752007
H 224 Topic ID: Free Format Topic:
Print Topic On Transcript Contact Hours
heeting APDB Mapping Yalues

Instructors For Meeting Pattern Customize | Find | *views 41 | Bl Eiran |0

BO007ER339 Haorwitz Ariella C Frirm Instr Approve a0

Room Characteristics Customize |Find | B8 First (1) 4 of 4

[Room Characteristie |  ouamity

B Save | L Return to Search | [Z] Motify |

Basic Data | Meetings | Enrallment Cntrl | Reserve Cap | Motes | Exam | LMS Data

CSUF TRN Last Date Revised: 02/06/2008 Page 12 of 44
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Viewing the Meetings Page

All class sections
contain at least one
Meeting Pattern. The
most important meeting
pattern is listed first.

The meeting Pat field
shows the pattern of
days when the class is
in session. (i.e. MWF,
TTH, etc.).

Meeting Pattern Fir= t

Find | g &1

lfl

Facility ID Capacity Pat Mty Start Mty End M T W T F § § Start/End Date
H2z24 40 hWWF 10:00AM  10:50AM 0Brarzony 120071
H 224 Topic ID: Free Format Topic:

Print Topic On Transcript Contact Hours

Faculty assignments
are linked to the
meeting pattern. A
different instructor may
be assigned for each
meeting pattern.
Workload is tied to the
instructor.

Capacity Pat M T

40 MWF

Mitg Start Mtg End
10:00AM  10:50AM

Facility ID
HZ224

Free Format Topic:

H 224 Topic ID:

Print Topic On Transcript

Instructors For Meeting Pattern

80076EE339 Prim Instr

Horwitz, Ariella © Approve

All instructors should be
listed on the first
meeting pattern with
their workload
completed.

If instructors are
assigned to additional
meeting patterns, the
Workload should
indicate “Not Included”
as it will already be
counted in the first
meeting pattern.

Instructors For Meeting Pattern
nimert T Workload

Custamize | Find |

114-AMST 100.0000

B0076E339 Horwitz Ariella C 2.40

CSUF TRN Last Date Revised: 02/06/2008
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Access —displays
levels of access to the
grade roster:

Approve access allows
the instructor to enter
grades and approve the
grade roster on the web
and Post the grades
after approval.

Instructors with Grade
ability only do not
permit them to approve
the grades or post them
to the web—only the
ability to assign a
grade. ltis up to the
department which
access to assign
instructors. It is highly
recommended that
each instructor be given
Approve access.

Instructors For Meeting Pattern
l Assignment T Wiarkload

w [ Mame

200766334 Horwitz Ariella C

Customize | Find | i 2l | i First [4]

Instructor Role Print I~ access

Prim Ingtr Approye

CSUF TRN Last Date Revised: 02/06/2008 Page 14 of 44
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Meetings Tab — Field Definitions

Field definitions and values on the Meetings tab:

Field
Class Sections

Field Definition

Valid Values

APDB Mapping Values
(Cls)

Link to reporting fields that calculate faculty workload
using the course classification (CS) number and adjusted
course credit units (CCU).

Event ID

Assigned by the system upon saving for any class that has
a facility assigned.

System assigned

Meeting Pattern

Facility ID Location of class Example: MH-121, LH-304
Pat Meeting Pattern Examples, MWF, TTh
Contact Not used at CSUF.
Empl Rcd# Used for reporting purposes. Relates job information to the
instructor assignment class record.
Job Code The Instructor’s job code as determined by Human
Resources.
APDB Dept ID Used for APDB reporting to specify the Department of the
instructor, from the Academic Organization Table.
App Load Check box indicating whether the assignment counts
toward the instructor’s Total Term FTE%.
Work Load System auto calculates default workload hours when you
schedule classes based on the academic progress units or
course component workload hours for the class.
Auto Calc Automatic calculation of workload.

Assighment FTE%

View only — represents the particular assignment’s weight
based on the 100T weekly workload hours or the 10T OEE
workload hours for the assignment type

Room Characteristics

Not used at CSUF. Note: All room scheduling
preferences are made in the “College Net Resource 25"
system.

CSUF TRN Last Date Revised: 02/06/2008
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Enrollment Controls

The Enrollment Cntrl (Control) page is the third page tab (page) displayed for the class. This page is used for the
following tasks:

e Change the status of a class section
e Attach consent required
e Set the enrollment limit

For a list of field definitions displayed on the Enroliment Controls page, please refer to page 19 of this guide.

All class Cancellations after publication of the Schedule of Classes must be submitted to
the Scheduling Office on the Schedule Change Form.

The Wait List Capacity field will be used at CSUF but is currently in the planning stage.

Meetings Enroliment Cntrl LMS Data

Course ID: oooz2z2z2 Course Offering Nbr: 1
Academic Institution: ZS5LU Fullerton
Term: Fall 2007 LIndergrad
Subject Area: AMEST American Studies
Catalog Mbr: 101 Intro Armerican Culfure
Enroliment Control First E 1af 5 o Last
Session: 1 Regular Academic Session Class Nbr: 10156
Class Section: 01 Component:  Lecture BventID: 000011469
Class Status: Active
Class Type: Enrollment Enrollment Status: Closed
Consent: Mo Consent Requested Room Capacity: 40 Total
1st Auto Enroll Section: Enrollment Capacity: 40 0
2nd Auto Enroll Section: Wait List Capacity: a
Resection to Section: Minimum Enrollment Nbr:
Auto Enroll from Wait List Cancel if Student Enrolled
= Ll Returnto Search | [ Motify

Basic Data | Meetings | Enrollment Cotrl | Beserve Cap | Motes | Exam | LMS Data
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Viewing Enrollment Controls

In the Class Status
field, “Active” is
selected in order for the
class to appear online
in “Student Self-
Service” and in the
published Schedule of
Classes. A class must
be active for student
enrollment to occur.

If it is desired to allow
enroliment, but not to
have a section appear
in student self service
or in the published
Schedule of Classes,
then “Active” is
selected, but the
Schedule Print
checkbox is unselected
on the Basic Data

page.

“Tentative” is selected
only if there is a good
possibility the class will
not be offered.
Tentative sections will
not appear anywhere
and students will not be
allowed to enroll.

Enrollment Control

Session:
Class Section:

1

01 Component:

Class Status:

Artive

Class Type:

Consent:

1st Auto Enroll Section:

Enrallment

Mo Consent

Regular Academic Session
Lecture

Class Nbr:
Event ID:

101456
0aoat

Enrollment Status:
Requested Room Capacity:

Enrollment Capacity:

Closed
a0 Te

40

If students should be
allowed to register only
after receiving
Department or
Instructor approval, the
“Dept Consent” in the
Consent field is
selected. This field is
not used for any other
type of registration
restriction.

Course ID:

Academic Institution:
Term:

Subject Area:
Catalog Nbr:
Enroliment Control

Fall

495

noozoz
CEU Fullertan

2007

AMST

Session: 1

Class Section: m Component:
Class Status: Active

Class Type: Enrallment
Consent: Dept Chsnt

1st Auto Enroll Section:

Course Offering Mbr: 1

Undergrad
American Studies
Independent Study

Regular Acadermnic Session Class Nbr: 10225

Supervision Event 10:
Enrollment Status: Closed
Requested Room Capacity: 5 Tc
Enrolliment Capacity: [

CSUF TRN Last Date Revised: 02/06/2008
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The Enrollment
Capacity denotes the
maximum number of
students allowed to
enroll in the class.

Note: This field
defaults based on last
“like term” data.

Session:

Class Section:
Class Status:
Class Type:

Consent:

1st farto Enroll Section:

2nd Auto Enroll Section:

1

i)l Component:
Active
Enrollment
Mo Consent

Regular Acadermnic Session
Lecture

Class Nbr: 10156
Event ID:

nooot14649

| el Sl

Enrolliment Status:

Requested Room Capacity:

Enrollment Capacity:

Clozed
40 Total
40 1]

Wait List Capacity:

CSUF TRN Last Date Revised: 02/06/2008
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Enrollment Control Page — Field Definitions

Field definitions and values on the Enrollment Control tab:

1% Auto Enroll Section
2"% Auto Enroll Section

Field Definition

Upon enroliment in the primary activity section,
this feature will auto enroll the student in the
associated activity section.

WEUTRYEINES

Requested Room
Capacity

Not used at CSUF.

Enrollment Capacity

Maximum enrollment of class, not to exceed
capacity of classroom.

Waitlist Capacity

This field is currently not used (in planning
stage).

Minimum Enrollment Nbr

Not used at CSUF.

Resection to Section

Not used at CSUF.

Auto Enroll from Waitlist

If the box is checked, this allows a wait listed
student to be automatically enrolled if space
becomes available.

Cancel if Student Enrolled

Not used at CSUF.
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Class Notes

A class note is a note to students about a particular course or particular class sections. Class notes appear at the end of
each subject in the published “Schedule of Classes” and are attached to each section in Student Self-Service.

For a list of field definitions displayed on the Notes page, please refer to page 22 of this guide.

Basic Data Meetings Enrollment Chirl ? LMS Data
Course ID: ooo222 Course Offering Nbr: 1
Academic Institution: 2L Fullertan
Term: Fall 2007 ndergrad
Subject Area: AMEST American Studies
Catalog Mbr: 101 Intro Armerican Culture
Class Sections Fimd | i & First 4] 1065 3 Last
Session: 1 Regular Academic Session  Class Nbr: 101486
Class Section: 01 Component: Lecture Event ID: nooot1469
First E 1af 1 El Last
Sequence Number: 1
pri"t Locaﬁon: l,[l.'ﬂer E‘\r‘&ll if CIEISS Not i“ Scheﬂl“e
Mote Mhbr:

ooz
Free Format Text:
B

Z) L Return to Search | e | 5] Mextin List | [=] Matify

Basic Data | Meetings | Enralliment Cnttl | Beserve Cap | Motes | Exam | LWMS Data
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Viewing Class Notes

If a note is meant to
appear for each Class
Section of a course, a
Note Nbr is posted to
each section
individually.

Course ID: noozzz Course Offering Nbr: 1
Academic Institution: ZELU Fullerton

Term: Fall 2007 IIndergrad

Subject Area: AMST Ametican Studies

Catalog Mhwr: 101 Intro American Culture

Class Sections

Session: 1
Class Section: 01

Class Nbr: 10156
EvemtID: 000011469

Regular Academic Session

Component:

Lecture

Sequence Number: 1
Print Location: After Even if Class Not in Schedule
Free Format Text:

Free Format TeXt Course ID: annz22 Course Offering Nbr: 1

notes are section Academic Institution:  CSU Fullertan

specific and roll _from Term: Fall 2007 Undergrad

:)irrrﬂ):g (tjeorg;' J&'i%‘ﬁe Subject Area: AMST Ametican Studies

not up Catalog Niw: 101 Intro American Culture

the Notes table and
therefore will not be
assigned a permanent
Note Nbr.

Class Sections

Session: 1
Class Section: 01

Class Nbr: 10156
EvemtID: 000011459

Regular Academic Sessian

Component:

Lecture

Sequence Number: 1
Print Location: After BEven if Class Not in Schedule
Note Nbr:

CSUF TRN Last Date Revised: 02/06/2008
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Class Notes — Field Definitions

Field definitions and values on the Class Notes tab:

Field
Sequence Number

Field Definition
System creates a class notes sequence number.
This number determines the display order of the
class notes for a section if there are multiple
notes. You can override this number.

Valid Values

Even if Class not in
Schedule

Not used at CSUF.

Print Location

Determines the printing position of the class note.

Before
After

Note Nbr

The sequential number that is assigned to the
Class Note.

Free Format Text

Notes are section specific and roll from term to
term. This type of note does not update the Notes
table and therefore will not be assigned a
permanent Note Nbr.
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Class Associations

The Class Associations component consists of three tabs:

1. Class Associations
2. Class Components
3. Class Requisites

Class Associations Class Components
Course ID: 003532 Course Offering Nbr: 1
Academic Institution: ZSU Fulleron
Tern: Fall 2007 Lndergrad
Subject Area: EDEL Elementany & Bilingual Ed
Catalog Mbr: 439 Intgrtd Curr Inst Ele Sch
Session: 1 Fegular Azademic Session
Class Associations
Associated Class: 5
Minimum Units: 2.00 Maximum Units: 2.00
Academic Progress Units: 2.00 FA Units: 2.00
Course Count: 1.00 Course Contact Hours:
Billing Factor: 1.000 Instructor Edit: Mo Choice
Tuition Group:
Use Blind Grading

=l S\ Returnto Search |+ Previous in List | +E MextinList | [Z] Wotify

Class Associations | Class Components | Class Bequisites

These pages are primarily viewed by department coordinators.
Class Associations compiles data from the catalog and may be used by the Scheduling Office for the following functions:

e Set variable unit courses to fixed units. (Contact the Scheduling Office if you require this type of change.)
e View the Grading Basis for a course.
e View Contact Hours, Associated Class, and Requisites.
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Variable Unit Courses

When a course is created in the catalog as a variable unit course, the department coordinator must, at the time of
schedule building, determine if a class will be offered as variable unit(s) or fixed unit(s). If it is determined that the class
will be offered as a fixed unit class, the department coordinator must notify the Scheduling Office that changes are
required.

To view this activity, navigate to the Adjust Class Associations component, displayed below.

Navigate to Adjust Class Associations

Step 1 Search: tain Menu = Curriculum Mansgement =
Navigate to the “Adjust | |® ﬁ Schedule of Classes
Class Associations” E geSI;JSFE':\-‘?CE Mairtsin =chedule of classes information.
page: = Curticulum Management = Class Search = Maintain Schedule of = Adjust Class Associations
[ Course Catalog E Wiewy the scheduls of classes. Classes E
Home > Curriculum - Schedule of C BS Add, view, and update Adjust units, change instructor
- — Class Search schedule of classes data. edit views, and select blind
Management > Adjust _ Maintain Schedule of gracing option.
Class Associations Classes
- Adjust Class )
Associations Upiate Sections of a
— Update Sections of a Class
Class Wien and update class zection
> Cormbined Sections summary informsation for a
[» Dynamic Dates B
[> Facility and Event
Infarmation
[ Class Roster
[> InstructorAdvisor
Infarmatian
I Set Up SACR
Adjust Class Associations
The Find an Existing Enter any information you have and click Search. Leave fields blank for a list of all values.
Value page displays.
] Find an Existing Value
To find a class for a
particular semester, ) o
you must enter the Academic Instltutmn: |FLcru1F' Q
;ollovymg sea;rch criteria Term: - |3 | Q
at minimum):
. Subject Area: | Q,
e Academic : .
Institution Catalog Nbr: beding with s |
o Term Academic Career: | = w | | v |
e Subject Area
Session: | = - | | W |
Course 10 heginsg with | &)
Course Offering Nbr: | = W | o}
Description: hegins with s |
[]case Sensitive
Search | Clear | Basic Search Save Search Criteria
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Step 2

Adjust Class Associations
Enter any information you hawve and click Search. Leave fields blank for a list of all values.

Find an Existing Value

e Enter the Academic
Institution = FLCMP,
which stands for
“Fullerton Campus”.

¢ I_Err;trenr]the Academic Acailemic Institution: |FLCMF‘ Q
_ Term: ol 2077
e Enter the Subject | N
Area and Catalog Subject Area: [EDEL Q
Nbr (if known). Catalog Nbr: | heains with + |
Subject Areaisthe | academic Career:  |= v| | v |
course prefix. For )
example, Elementary | Session: = v | vl
and Bilingual Course ID: | hegins with v | Q
Education = EDEL.
Course Offering Nbr: |—| | Q

If you do not know the
“Term” code or “Subject
Area”, click on the &
icon for a list of valid

Description:

| begins with + |

[]case Sensitive

values.
Step 3 Search Results
] i Al First [4] 4-50 of 50 [
Click the
= h il:leml: Subject |Catalog [Academic Course e
SAEN T putton. Hhr Career Session D Offering  |De=cription
Nbr
Note: If only the FLCMP 2077 EDEL _ %837 EddEd  Special 003474 1 In-Senvice Topics Tehrs
minimum fields are FLCMP 2077 EDEL _ %834 ExdEd  Special 003476 1 Online Topics-Educators |
entglres:, all'St of all i | [FLCME 2077 EDEL X835 ExdEd  Special 003477 1 Online Topics-Educatrs |
?h":'sib.‘;;a\;;ﬁ%sisw'la'” FLCMP 2077 EDEL 110  Undergrad Regular 003719 2 Teaching ExperExplaratn
| piay. FLCMP 2077 EDEL 315 Undergrad Regular 003526 1 Intro Elem Class Teach
FLCMP 2077 EDEL 325 Undergrad Regular 003527 1 Cultural Pluralism El Sch
FLCMP 2077 EDEL 429  Undergrad First? 003532 1 Intartd Curr Inst Ele Sch
FLCMP 2077 EDEL 429  Undergrad Reqular 003532 1 Intartd Curr Inst Ele Sch

Step 4 Search Results

Click on the name of

First [4] 1-80 of 50

the class you would like
to view.

FLCHP 2077 EDEL #H937 Extd Ed Special 003474 1 In-Service Topics Tehrs
FLCMP 2077 EDEL #0834 Exid Ed Special 003476 1 online Topics-Educators |
FLCHMP 2077 EDEL ®A35 Extd Ed Special 003477 1 online Topics-Educatrs 11
FLCMP 2077 EDEL 110 Undergrad  Regular 003719 2 Teaching Exper:Explaratn
FLCMP 2077 EDEL  314& Undergrad Reqular 003626 1 Intro Elem Class Teach
FLCMP 2077 EDEL 325 Undergrad Eedqular 003527 1 Cultural Pluralistm El Sch
FLCMP 2077 EDEL 429 Undergrad First¥ 003532 1 Intgrtd Surr Inst Ele Sch
FLCMP 2077 EDEL 429 I} Lndergrad Regular 003532 1 Intgrtd Surr Inst Ele Sch
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Class Associations Tab

The first page under Class Associations is accessed through the Class Associations tab.

Class Associations Class Compaonents
Course IDv: 00353z Course Offering Nbr: 1
Academic Institution: 5L Fullertan
Tern: Fall 2007 Undergrad
Subject Area: EDEL Elementary & Bilingual Ed
Catalog Nbr: 4249 Intgrtd Curr Inst Ele Sch
Session: 1 Regular Arademic Session
Class Associations
Associated Class: &
Minimum Units: 3.00 Maximum Units: 3.00
Academic Progress Units: 3.00 FA Units: 3.00
Course Count: 1.00 Course Contact Hours:
Billing Factor: 1.000 Instructor Edit: Mo Choice
Tuition Group:
Use Blind Grading

B S Returnto Search | 4 Previous in List | 45 Mitify

Class Associations | Class Components | Class Bequisites
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Viewing Class Associations Tab

The minimum units
and the maximum
units should be the
same unless itis a
variable credit class.
The Scheduling Office
staff members are the
only people who can
change these fields for
variable credit
courses. A request
may be made to
change the section to
fixed units.

Class Associations

Associated Class: G

Academic Progress Units: 3.00
Course Count: 1.00
Billing Factor: 1.000

Tuition Group:

Find | *igwe Al

>

Maximum Units:

FA Units: 200
Course Contact Hours:
Instructor Edit: Mo Choice

Use Blind Grading

First E 1of 2 u

Lazt

If a class is a Credit by
Examination, the FA
Units will be set to
0.00 as this will not
count towards financial
aid credit load. For all
other classes, the FA
Units will mirror the
Minimum Units. For
graduate supervision
classes, the FA Units
equal 1.5 multiplied by
the fixed unit value of
the section.

Class Associations

Associated Class: ]
Minimum Units: 3.00
Academic Progress Units: 3.00
Course Count: 1.00
Billing Factor: 1.000

Tuition Group:

Firat Izl 1af 2 u
Maximum Units: 2.00
FA Units: 3.00
Course Contact Hours:
Instructor Edit: Mo Choice

UIse Blind Grading

Last

The Instructor Edit
field will always
display “No Choice,”
meaning that a student
does not get to choose
who his/her instructor
is.

Class Associations

Associated Class: ]
Minimum Units: 3.00
Academic Progress Units: 3.00
Course Count: 1.00
Billing Factor: 1.000

Tuition Group:

Find | Miewe Al

Maximum Units:

FA Units:

3.00
3.00

Course Contact Hours:

Instructor Edit:

Use Blind Grading

First E 1af 2 a

Last

CSUF TRN Last Date Revised: 02/06/2008
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Class Components Tab

The second page under Class Associations is accessed by clicking on the Class Components tab.

The Class Components page indicates the Grading Basis for the section as well as the Graded Component. This is
especially important when a course has multiple components (activity types/learning methods).

Course ID: 003532 Course Offering Nbr: 1
Academic Institution: CEU Fullerton

Term: Fall 2007 ndergrad

Subject Area: EDEL Elementary & Bilingual Ed

Catalog Nbr: 4249 Intartd Curr Inst Ele Sch

Session: 1 Regular Academic Session

Class Association Components Find | First 1) 1 or2 O Last
Associated Class: &

Grading Basis: ChHC Credit/f Mo Credit

Graded Component: Lecture Grade Roster Print; Caomponent
Requirement Designation: Primary Component: LEC

Class Components Customize | Find | * o | B 214 of 1 L Last

Lecture 1.000 1.00 Yes

[l Save | L\ Return to Search | +[E] Previous in List | +[E] Mext in List | [=] Matify |

Class Associations | Class Components | Class Reguisites
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Viewing Class Components Tab

Grading Basis — Course ID: 003a3z2 Course Offering Mbr: 1
determines how the Academic Institution: 5L Fullerton
class is being graded. Term: Fall 2007 Undergrad
Subject Area: EDEL Elementary & Bilingual Ed
Catalog Nbr: 4249 Intgrtd Curr Inst Ele Sch
Session: 1 Regular Academic Session

Class Association Components

Associated Class: g
TGrading Basis: CNC  Credit/ Nn@

Graded Component: Lecture Grade Roster Print: Ce
Graded Component — Course I0: 003532 Course Offering Nbr: 1
displays which of the Academic Institution: S Fullertan
components is graded. | Term: Fall 2007 Undergrad

. . Subject Area: EDEL Elementary & Bilingual Ed

Note: Typically, if a ]
class offers a “Lecture”, | Catalod Nb: = Intartd Curr Inst Ele Sch
this is the graded Session: 1 Regular Academic Session

component, Class Association Components

Associated Class: f

Grading Basis: CHC Creditf Mo Credit

Component: Grade Roster Print: (]
fth . h Course ID: oo3asz Course Offering Nbr: 1
If there I? more than Academic Institution: C5U Fullerton
one section of the class | rqp, Fall 2007 Undergrad
being offered, you can | sypject area: EDEL Elernentary & Bilingual Ed
move back and forth Catalog Nbr: 429 Intgrtd Curr Inst Ele Sch
between/among class Session: 1 Redgular Academic Session

sections by clicking on
the left 1] and right O]
arrow buttons, or you

can click on the View Grading Basis: CNG  Credit! No Credit
All link to view all

Class Association Components Al First E 1cf 2 [} Laszt

Associated Class: G

. Graded Component: Lecture Grade Roster Print: Component
sections of the class
vertically down the Requirement Designation: Primary Component: LEC
page Class Components Customize | Find | Wiew Al | B First E 1 af 1 |I| Last

Course _ .
Component Contact Optional  |Workload Hours  |Final Exam Auto Create

Lecture 1.000 1.00 ¥es

CSUF TRN Last Date Revised: 02/06/2008 Page 29 of 44




Viewing the Schedule of
Classes

Campus Solutions 8.9
Training Guide

An additional feature of
the Class Associations

Class Components

page is that for courses | course ID: 001615 Course Offering Nbr: 1
with multiple Academic Institution:  CSU Fullerton

components (activity Term: Fall 2007 Undergrad

types/learning method) Subject Area: CHEM Chemistry and Biochemistry

you are able to view the Catalog Nbr: 1204 General Chermistry

class associations — Session: 1

which class sections
are associated

together. Associated Class:

As with CHEM 120A, a Sl s

section each of Lecture,
Lab, and Activity would
need to be associated
together.

Graded Component:

Requirement Designation:

Fera—
sz Cimpononts

Course

Component Comtact

Multiple rows will

appear in the Course Activity 2
Components area, one Labaratary a.
for Activity, Laboratory, — 5

and Lecture.

Regular Academic Session

Class Association Components

1

LIOF Undergraduate Student Option
Lecture Grade Roster Print: Component
Primary Component: LEC

EH
Customize | Find | Wisw A1 | 8

Optional Workload Hours Final Exam
.0oo 1.30 Yes
oon 1.30 Yes
.0oo 3.00 Yes

The Contact column
represents how many
50-minute contact
hours must be
scheduled for each
course component

type.

Class Components

Course
Component

Activity

Contact

Laboratory

Lecture

Customize | Fi

‘ Optional Workload Hours i

1.30 Yes
3.000 1.30 Yes
3.000 3.00 Yes

The Workload Hours
are used in computing
faculty load.

Class Components

Labaratony

Lecture

Actmty

2.000 1.300es
3.000 1.300es
3.000 3000 es
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Grade Roster Print will

ociations Class Components
always default to S .
“Component.”
P Course ID: 001615 Course Offering Nbr: 1
Academic Institution: 2L Fullerton
Term: Fall 2007 Undergrad
Subject Area: CHEM Chemistry and Biochemistry
Catalog Nbr: 1208 General Chemistry
Session: 1 Regular Academic Session
Class Association Components Find | Yiewe &l
Associated Class: 1
Graiding Basis: LIOP Indergraduate Student Option

Graded Component; Lectura Grade Roster Print; @
LEC

Requirement Designation: Primary Component;

ize | Find Al First L

E::'Jn—m:nent Contact Dptional Workload Hours Final Exam
Activity 2.000 1.30 Yes
Laboratory 3.000 1.20 Yes
Lecture 3.000 3.00 Yes
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Class Requisites Tab

The third page under Adjust Class Assaociation is Class Requisites and is accessed by clicking on the Class Requisites

tab.

The Class Requisites page allows users to view the requisites that are attached to a class. Requisites are coded at the
Catalog level and roll to each class section automatically. Requisites shown on this page are enforced during registration.

Lafmpane nts
Course I0; 014934
Academic Institution: CESU Fullerton
Term: Fall 2008
Subject Area: THTR
Catalog Nbr: 1418
Session: 1

Requirement Group: noo1 1

Class Requisites

Course Offering Mbr: 1

Lindergrad

Theatre

Yaicehvmt for Stage |
Fegular Academic Session

Catalog Requisite

Dietaif THTR 1414

Long Description:
of .

THTR 141A0s a prerequisite and must be passed with 3 minimum grade il

Class Association Requisites

Associated Class: 1

[ &

Requirement Group:

Firzt E 1af 2 u Last

¥ Also Use Catalog Requisite

Long Description: |

B save | L, Return to Search | [Z] matify |
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A Requirement Group

will appear, if -
applicable. Requirement Group: o001 21 Detail THTRE 1414

Long Description:

of C.

THTR 141A 0= a prerequisite and must be passed with a minimum grade =
There may be Catalog -

Requisites such as in
the example to the

Class Association Requisites

right.
Associated Class: 1 ¥ Also Use Catalog Requisite
There may also be
Class Association Requirement Group: 2 Detail
Requisites, which are Long Description: il
special requirements at E

the section level only.

When a requisite for the
section level exists, the
Catalog requisite may
also be enforced,
indicated by the
checked or unchecked
Also Use Catalog
Requisite box.
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Viewing Sections of a Class

The Update Sections of a Class link provides the ability to view information about all the sections of a single class on

one screen.
Step 1 (Menu 3|
. h . d Search: fzin hMenu = Curriculum Managemert =
Nav'-gate to the Up“ ate |® ﬁ Schedule of Classes
Sections of a Class b CSUF HR o _ _
[ Sali Serice hairtain schedule of classes information.

page:

Home > Curriculum
Management >
Schedule of Classes >

Update Sections of a
Class

= Curriculum Managernent

— Maintain Schedule aof
Claszes
— Adjust Class
Associations
— Update Sections ofa
Clazs
> Combined Sections
[> Dynamic Dates
[ Facility and Event
Infarmation
> Class Roster
[ InstructorAdvisor
Infarmation
[ et Lp SACR

E“ Class Search
Wiew the schedule of classes.

Maintain Schedule of E Adjust Class Associations

Classes
Al viewy and update
zchedule of classes data.

Adiust units, change instructor
edit viewws, and select blind
grading option.

(= Update Sections of a Class
(s e

Wiewy and updste class section
summary information far
COUrEe,

The Find an Existing
Value page displays.

To find a class for a
particular semester,
you must enter the
following search criteria
(at minimum):

e Academic
Institution

e Term

e Subject Area

Update Sections of a Class
Enter any information you hawve and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Academic Institution:
|

Tern:

Subject Area:

[FLCMP

200

v |

Catalog Mbr:

heains with + |

Academic Career: | =

g |

Campus:

|begins with | Q

Description:

| begins with + |

Course ID:

[ case Sensitive

Search |

|begins with |
Course Offering Nbr: |: w |

20

Clear | Basic Search Sawve Search Criteria
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Step 2

e Enter the Academic
Institution = FLCMP,
which stands for
“Fullerton Campus”.

e Enter the Academic
Term.

¢ Enter the Subject
Area and Catalog
Number.

Notes:

Subject Areais the
course prefix. For
example, Chemistry =
CHEM.

In this example, we
used Catalog
Nbr=120A

If you do not know the
“Term” code or “Subject
Area”, click on the &
icon for a list of valid
values.

When all search criteria
has been entered, click

the _ geanh_| button.

Find an Existing Value

Academic Institution: |FLCMF‘ aQ

Term: = |w 2077 i

Subject Area: = v \CHEM a,

Catalog Nbr: | begins with ~ 1208

Academic Career: | = w | | W |
Campus: hegins with | Q
Description: hedins with » |

Course ID: hegins with |+ | &'}

Course Offering Nbr: | Q

[l case Sensitive

Search |

Clear | Basic Search Save Search Criteria

The Update Sections
of a Class page
displays.

Update Sections of a Class

Cowrse ID; o016148

Academic Institution: C5U Fullertan

Term: Fall 2007 Undergrad
Subject Area: CHEM

Catalog Nbr: 1204

Class Sections

Course Offering Nbr:

Chemistry and Biochemistry
General Chemistry

Regular 11329 Lecture Closed E
Regular oz 31328 Activity Closed M
Regular 03 51329 Lahoratory Clozed M
Regular 04 11330 Lecture Closed E
Regular a5 31330 Activity Closed M
Regular 06 1330 Laboratory Closed M
Regular oy 11331 Lecture Clozed E
Regular ng 3133 Artivity Closed M

T I ¥ I I I

102 N
1 M
1 M
4 05 1L} N
4 N
4 M
708 Ju] M
7 N
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Class Status
The first tab under Class Sections is Class Status.
Update Sections of a Class
Course ID: 001614 Course Offering Nbr: 1
Academic Institution: CSU Fullerton
Term: Fall 2007 Undergrad
Subject Area: CHEM Chemistry and Biochemistry
Catalog Nbr: 1208 General Chemistry

In.n:aa LIS

[ Class Status 1 Enrollment Limits

Session Section

Redular 01 11329 Lecture Closed E A M
Regular oz 313249 Acrtivity Closed I A 1 I
Regular 03 51324 Lahoratory Closed M A 1 M
Regular 04 11330 Lecture Closed E A 4 05 06 il
Redular 05 31330 Artivity Closed M A 4 M
Regular 06 51330 Lahoratory Closed M A 4 M
Regular a7 11331 Lecture Closed E A T 08 09 M
Fegular na 33N Activity Cloged Il A T Il

The table on the following page will show how section information is displayed using two examples of a “Multi-Component
Course” and a “Single-Component Course”.
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Section Information Cowrse ID: 001614 Course Offering Nbr:
for a Multi- Academic Institution: 58U Fullerton When a student enrolls in the
Component Course Term: Fall 2007 Undergrad class they are automatically
Subject Area: CHEM Chemistry and Biochemistry | enrolled in all 3 components
Catalog Nbr: 1204, eneral Chemistry associated with the course.

Example:
Chemistry 120A

Using CHEM 120A as

Class Sections
[ ciass status

_

Enroliment Limits

Auto Enrl 2

an example, a course Regular Lecture Closed E A
which has muItipIe Regular 31328 Activity Closed il A
components (lecture, Regular Laboratory Closed M A
aCtI\{Ity, .lab)’ all . . Regular Lecture Closed 405 06
section information is :
summarized in one Regular 05 31330 Activity Closg Sections 1-3 belong to the same | 4
class association.
place. Regular 0g 51330 Laboratory Close 4
Regular ar 113N Lecture Closed E Tog na
Regular s 313N Artivity Closed I 7
Section Information
for a Single- Course ID: 004862 Course Offering Nbr: 1
Component Course Academic Institution: CSU Fullerton
Term: Fall 2007 Undergrad
Example: English 101 | Subject Area: ENGL English
Catalog Nbr: 10 Beginning College Writing

Using ENGL 101 as
an example, a course
which only has a
single component
(discussion), all
available class
sections are
summarized in one
place.

To view more
sections of the
course, use the scroll
arrows [4] [¥]

Class Sections

[ Class Status

I_' =z Enroliment Limitz

Regular
Regular
Regular
Regular
Regular
Regular

Regular

Regular

03
04
05
06
ar
0g
09

12935 Discussion
12937 Discussion
12538 Discussion
124938 Discussion
12940 Discussion
12941 Discussion
12942 Discussion
12543 Discussion

Closed
Closed
Closed
Closed
Closed
Closed
Closed
Closed

m m m m m m m m
F O I I I I I IF
W om - o th A )
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The second tab under Class Sections is Class Enrollment Limits.

Update Sections of a Class

Course ID: nn4a62 Course Offering Nbr: 1
Academic Institution: CEL Fullertan

Term: Fall 2007 Lndergrad

Subject Area: EMGL English

Catalog Nbr: 101 Beginning College Writing

Class Sections Customize | Find | iew &1 | &
[ (N [ Class Enrollment Limits '

Eessinn |Section |EII:: Nbr Component Enrl Cap Enrl Tot  |Wait Cap
Redular 10 12944 Discussian

Regular 11 128445 Discussian 27

Renqular 12 12946 Discussion 20

Reaular 13 20042 Discussian 27

Regular 14 12948 Discussion 27

Fenqular 14 12949 Discussion 23

Regular 16 128450 Discussian 27

Regular 17 12951 Discussion 27
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Here are two examples showing enroliment caps. The first example, Chemistry 120A, is a multiple-component course and
the second example, English 101, is a single component course.

Update Sections of a Class

Enrollment Cap
Information for a

Multi-C ¢ Course ID: Q016145 Course Offering Mbr:
ulti-Componen . S
Course Academic Institution: S Fullerton

Term: Fall 2007 Undergrad
Example: Subject Area: CHEM Chermistry and Biochermistry
Chemistry 120A Catalog Nbr: 1204 General Chemistry

Class Sections Customize | Find | 4]
T Class Enrollment Limits

Session Section Elis: Hbr Component Enrl Cap cnrl Tot

Regular 01 11324 Lecture 24
Regular nz 31329 Activity 24
Regular 03 1324 Laboratory 24
Regular 04 11330 Lecture 23
Regular 04 31330 Activity 23
Regular 5 51330 Laboratony 23
Regular nv 11331 Lecture 24
Regular na 313N Activity 24
Regular na 51331 Laboratony 24

Update Sections of a Class
Enrollment Cap

information for a

Single-Component Course I0: nn4a62 Course Offering Nbr:
Course Academic Institution: CSLU Fullertan
Tern: Fall 2007 Undergrad
Example: English 101 | gy pject Area: ENGL English
Catalog Nbr: 101 Beginning College Writing
Class Sections Customize | Find | ¥
[ C tus T Class Enrollment Limits
Ee::mn Section Clazs Nbr Component Enrl Cap IEan Tot
Regular 01 129345 Discussion 20
Fegular n3 12937 Discussion 27
Regular n4 12938 Discussion 27
Fegular 04 129349 Discussion 27
Regular 06 12940 Discussion 26
Fegular oy 12941 Discussion 27
Regular na 12947 Discussion 27
Fegular ng 12943 Discussion 27
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Class Search

The Class Search function allows users to search for any scheduled class for a specified term. The Class Search
function is not tied to any user security and he/she may view class information for any department.

Step 1 scatstate S
. E¥ FULLERTON

Navigate to the “Class

Search page: i
Home > Curriculum SN oh: Class Search

Management > Schedule > o
of Classes > Class Search [ CSU S& Baseline Select an institution, term and search method,
[ CSUF HRE Click GO to continue,
[ Self Service
[ Campus Community G |csu Fullerton =l
= Curriculum Management
[» Course Catalog Term | Fall 1553 =l
~ Schedule of Classes ¥ Saarch for Classes  ( Browse Catalog
— Class Search
— Maintain Schedule of GO
Classes —’

— Adjust Class
Associations

— Update Sections of 8
Class

Class Search

Step 2
Select an institution, term and search method.
Use the drop-down menu Click GO to continue,
to select the Term for the
class in which you are Institution | £5U Fullerton =1
searching. Term T 1559 |
Fall 2004
Fall 20035 a
Fall 2008
Fall zoos
Fall zooo
Intersession 1373
Intersession 1374
Intersession 1375
Intersession 1376
Intersession 1977 -
Step 3 Class Search
GO Zelect an institution, term and search method,
Click . Click GO to continue,
Institution | =50 Fullerton =1
Term |Fall 2007 =

¥ Search for Classes | Browse Catalog
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The Search for Classes
page now displays.

Enter at least 2 search
criteria to narrow down
your search results.

Note: Selecting a Course
Subject and Course
Number will provide
results that best match
your search criteria.

Class Search

Search for Classes

Select at least 2 search criteria. Click Search to view your search results,

C5U Fullerton | Fall zoo?

Class Search Criteria

Course Subject I ;I
Course Number Iis exactly ;”
Course Career I ;I

M show Open Classes Only
™ show Open Entry /Exit Classes Only

Use Additional Search Criteria to narrow your search results,

[»| Additional Search Criteria ‘

CHANGE INSTITUTION OR TERK | CLEAR CRITERIA | SEARCH |

Step 4

To search by Course
Subject, use the drop-
down menu to select a
subject.

Class Search Criteria

Course Subject ;I

Electrical Engineering "
Elernentary & Bilingual Ed
Enagineearin

Course Number

Course Carear
Englizh Education 1
Environrnental Studies

European Studies

Extended Education

Extension International Stds
Use additional Search {Finarce

Foreign Languages Education -
[»| Additional Search Criteria |

CHANGE INSTITUTION QR TERM CLEAR CRITERIA | SEARCH |

The Course Subject now
displays on the Search for
Classes page.

Class Search Criteria

Course Subject I Erglizh ) ;I
Course Mumber =y ;”
Course Career I ;I

¥ Show Open Classes Only
[ show Open Enty /Exit Classes Only

Uze Additional Search Criteria to narrow your search results,

[»| Additional Search Criteria |

CHANGE INSTITUTION OR TER CLEAR CRITERIA SEARCH |
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Step 5 Class Search Criteria

Next, enter the Course
Number.

Note: You may use the
drop-down menu next to
the “Course Number” field
to change how you find the
course number.

Course Subject I English ;I
_—
Course Number (;”101
Course Career contains \
greater than ar equal to

less than ar equal to

es Only

Use Additional Search Criteria to narrow your search results,

b

Additional Search Criteria |

CHANGE [NSTITUTION OR TERM CLEAR CRITERIA | SEARCH |

Note: You can click on
the | Additional Search Criteria

link to include additional
criteria for your search.

Use additional Search Criteria to narrow your search results,

Additional Search Crite% |

Meeting Time between | and | (example: 1:00PM)
Day of Week IIncIude Only These Days ;I
[[Mon [ Tues [ Wed [ Thues [~ FH [T sat [T Sun

Instructor Last HName Iis exactly ;I |

[example: 1138)

Course Attribute Q
Course Athibute Walue Q

Course Tile Keyword |

Class Nbr
(exarmpletGE Classes)

(exarmpleiClass Categary)

[example: statiztics)

Course Component | =
Session | =1
Mode of Instruction | =1
Campus I =l
Location | =l

CHAHGE INSTITUTION OR TERM | CLEAR CRITERIA | SEARCH |

Step 6

. SEARCH .
Click —l to view

your search results.

Class Search Criteria
IEninsh ;I

Course Subject

Course Number

1o
=l

Iis exactly

M show Open Classes Only

Course Career

™ show DOpen Enby /Exit Classes Only

Use additional Search Criteria to narrow your search results,

[»| Additional Search Criteria |
CHAMGE INSTITUTION OR TERM CLEAR CRITERI@
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The Class Search Results
page now displays.
Classes are listed by
section.

In the example to the right,
three sections display for
ENGL 101. Sixty-one
sections are available for
this class.

To view all sections of a
class, click on the
View All Sections link

The following information
will also display on this
page:

e Days & Times the class
section meets

e Room location

e Instructor

e Meeting Dates (first and
last day the class meets)

The status of each section
will also display:

Class Search

Class Search Results
wWhen available, click Yiew all Sections to see all sections of the course.
CsU Fullerton | Fall 2007

The following claszes match yvour search criteria Course Subject:
English, Courze Mumber iz exactly '101', Show Open Clazszes Only: Mo

.Open Bciosed ‘-"i"-,'l.l'l.l'ait List

CHANGE INSTITUTION OR TERI'u1| START & MEW SEAREH'

= EMGL 101 - Beginning College Writing

View All Sections 1-30f 61 I Last)

First |

Secton D1-DIS(12935 :
session Regular

Days & Times Room
[MWF T:00AM - 7:50AM |UH 313 - Seminar

Instructor
Robert Singer

Meeting Dates
|2/18/2007 - 12/7/2007

03-DIS(12337

Section Status [ |
Session  Regular
. = Open Days & Times Room Instructor Meeting Dates
UH 208 - Lecture .
MWF 2:00AM - 2:50AM Robert Singer g/18/2007 - 12/7/2007
E = closed ‘ Roomn d ‘ i v
A = wait List Section D4-DIS(17938 Status o
Session  Regular
Days & Times Room Instuctor Meeting Dates
‘MWF 2:004M - 8:504M Q:D‘::S - Lecture Dana King ‘8.-"18.-"200? - 12/7/2007
CHAHGE INSTITUTION QR TERI‘l.ﬂl START A& KNEW SE.&.RCHl
Step 7 View All Sections First "/ 1-3 of 61 O Last
To view section details, Sectio Status O
click on the Section Session  Regular
number link. Days & Times Roon Instuctor Meeting Dates

[MWF 7:00AM - 7:504M |UH 319 - Seminar

Robert Singer |s/18/2007 - 12/7/2007
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The Class Detail page
displays. Students will
see the same
information in the online
“Student Self Service”
system.

Information on this page
includes:

Class Status

Class Number

Session Type

Dates

Units

Instruction Mode (in

person, televised, web)

e Class Components (and

if the component is

required)

Associated Class

Grading Basis

Course Career

Campus

Location

Meeting Information

Class Notes (if any were

entered)

e Enrollment
Requirements

e Course Attributes

e Class Availability

Click on either of the two

RETURN TO RESULTS |
links displayed to go back
to your search results.

Class Search

Class Detail

CHEM 1204 - 01 General Chemistry

FRETURN TO RESULTS

CLASS DETAILS

. Cpen

11408

Status

Class Humber

Session Regular Acaderic Sessian
Units 5 units
Instruction Mode In Person
Class Components Activity Required
Laboratory Required
Lecture Required
MEETIMG INFORMATIORN
Days & Times Room
MWE 9:004M - 9:504M TaHbSS? T Computer

EMROLLMENT INFORMATIORN
Enrollment Requirements

Course Athhibute Phyzical Science

Laboratory
CLASS AVAILABILITY
Class Capacity 24
Enrollment Total u]
Available Seats 24

Career Undergraduate
Dates /232008 - 1271272008
Grading Undergraduate Student
Cption
Location Fyllerton Campus
Campus Fullerton Campus
Instructor Meeting Dates
gfz23/2008 -
S 12/12/2008

MATH 40 or MATH 45 iz a prerequisite and credit must be earnad.

VWait List Capacity u}
Wait List Total u}

FRETURN TO RESULTS

CSUF TRN Last Date Revised: 02/06/2008

Page 44 of 44




