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The Schedule of Classes for Administrative and

Departmental Users

The following business processes apply to all users who access the Schedule of Classes module.
Each business process represents a singular instance requiring access to or changes to an
academic organization's schedule of classes. Directions are given with a general audience in
mind.

Overview of the Schedule of Classes (SOC)
Sequence for maintaining the Schedule of Classes for your academic organization:

1. Print out your academic organization's schedule of classes

2. Make changes to classes as necessary (meeting days, meeting times, instructors,
enrollment limit, etc.)

3. Add classes to the schedule as necessary; remove classes from schedule as necessary

4. Run all SOC Reports

5. Correct errors

6. Notify SOC Representative to turn on the Schedule Print Flag (makes your academic
organization's schedule visible to students)

<« CastWisTE e Departments: Maintain Schedule of Classes

Coeato Cane term
‘sehedul from
preni semede

Preparing to Update the SOC

This section introduces the process of generating a report of an academic organization's schedule
of classes.

The Schedule of Classes is created each semester when the University Registrar's office copies
the previous like semester's classes to the upcoming semester. Each academic organization is
then responsible for updating its schedule for the term at hand. To begin reviewing and updating
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their portion of the schedule, an academic organization's SOC users can utilize the Print Schedule
of Classes feature, which generates a report of the schedule in a printable format. This printed
schedule can then be used as a basis for making changes to the upcoming term.

Print Out the Schedule of Classes
This business process demonstrates printing a copy of the schedule of classes.

The Print Schedule of Classes feature allows administrative users to print out a copy of their
academic organization's schedule. It is a valuable and convenient tool for examining the schedule
of classes and deciding upon edits for upcoming semesters. The report can also be generated and
used at any point during the semester to see current enrollment numbers for an organization's
classes.

Procedure

Use the Printing the Schedule of Classes process to generate a printed version of an academic
organization's class schedule for a term.

Step Action
1. Click the Curriculum Management link.
[l Curriculum Management]
2. Click the Schedule of Classes link.
[i- Schedule of Classes|
3. Click the Print Class Schedule link.
[Print Class Schedulel
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l}; NIVERSITY" k‘\_

Home Add to Favorites Sign out

Search: New Window | Help | .5,
- Ny Favorites Print Class Schedule
= Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.

> Course Catalog

 Schedule of Classes { Find an Existing Value '} Add a New Value ',

— Class Search
— Schedule New Course
— Maintain Schedule of Run Control ID:| begins with + || ‘

[case sensitive

Search ‘ Clear | Basic Search Save Search Criteria

- E:SEHSOG - Error Repor Find an Existing Value | Add a New Value
— CASE SOC - Stafiing
Reports
— CASE S0C - Cross
Listed Report
> Enroliment Reguirements
[ Combined Sections
[ InstructorAdvisor
Information
[ Set Up SACR
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

Done & Local intranet H100% v

Step Action

4, The Print Class Schedule Run Control search screen appears.

If you have run this report before, click Search for a list of run controls associated
with your user ID.

If this is the first time you have run this report, click the Add a New Value tab to
create a new Run Control ID.
| Add a New Value|

5. Enter an appropriate name into for this report into the Run Control 1D field.

For example, enter "Print_Schedule".

@ A Run Control ID is the name a user creates to represent a process or report in
the SIS, and the criteria used to process it. Once a Run Control ID is created,
it can be used over and over again as needed. There is no need to create a new
Run Control ID for every instance in which a unique report is processed.

Run Control IDs can be made of upper or lowercase letters and numbers.
There can be no spaces, special characters or punctuation. To separate words
in a Run Control 1D, use an underscore, i.e. Run_Control.

Please note: The name of a Run Control ID can never be changed. Neither
can the Run Control ID be deleted from a User ID.
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Step Action

6. Click the Add button.
Add

W C st WESTERN RESERVE
l}; NIVERSIT T k‘\_

Home Add to Favorites Sign out

(=3
New Window | Help | Customize Page | 5,

{ Print Class Schedule \_Report Options |

Run Control ID:  Print_Schedule Report Manager ~ Process Monitor i

Academic Institution: @O\ Case Western Reserve Univ

Term: :|Q

Academic Organization Node: :lQ

Session: :lQ

*Schedule Print: Yes ~
“Print Instructor in Schedule: Yes v [ Active Ccancetied

print By Campus: o stopEnd [ Tentative
Campus: l:|

Print By Location:

Location Code: l:|

& save | [=] Motify EsAdd UpdateDisplay

Print Class Schedule | Report Options

& Local intranet H 100% <
Step Action

7. The Print Class Schedule tab appears.
Enter the Academic Institution as CASE1.
Click the Look up Term button.

8. Select the appropriate term from the search results. This is the term for which the
class schedule will be returned in the report.
Spr 2008

9. Click the Look up Academic Organization Node button.
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Step Action
10. Select your academic organization from the search results.
Only the schedule of this academic organization will appear in the report.
11. Click the Schedule Print list.
Yes w
12. Click the All list item.
All
13. Click the Print Instructor in Schedule list.
Yes w ‘
14. Click the All list item.
Al
15. In the Class Status group box, click the Cancelled and Tentative checkbox options.
[]cancelled
[] Tentative
16. Click the Report Options tab.

WA CAsE WESTERN RESERVE
1'\[\\\:~\Lm\ 2
IE»

Print Class Schedule ¥ Reporlenons\

New Window | Help | Customize Page | /5,

Run Control ID:  Print_Schedule Report Manager  Process WMonitor e

Print Meeting Pattern/instr [ Report Only
[ Print Meeting Pattern Topic File Path:
[Jprint Class Attributes

Print Class Notes

Print Global Notes

[ print Sections Combined

[ Print Class Characteristics

[JPrint Class Enroliment Limits

Print Class Nbr for Non.Enroll

[ print Requirement Designation

[ print Reserve Capacities

& save | [=] Motify EvAdd | 5 updateDisplay

Print Class Schedule | Report Options

Done % Local intranst H100% v
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Step Action

17. The Report Options tab screen appears.

Select all the checkbox options, including the Report Only option.
Print Meeting Pattern/instr

[ ] Print Meeting Pattern Topic
[ Brint Attri

18. Click the Run button.
Run

W C sk WESTERN RESERVE
l}; NIVERSIT T k‘\_

Home Add to Favorites Sign out

(=3
Iew Window | Help | Customize Page | o5,

Process Scheduler Request

User ID: S0CDEPT Run Control ID: Print_Schedule

Server Name: Runbate:  [04212008 |G

Recurrence: Run Time: 11:07:55AM Resetto Current Date/Time ‘

Time Zone: [ Ja

Select Description Process Hame Process Type *Type *Format Distribution

Schedule of Classes SR201 SOR Report Distribution

OK Cancel

Done % Local intranet H 100% <

Step Action

19. The Process Scheduler Request screen appears.

Click the OK button.
oK

20. Click the Process Monitor link.
Process Maonito
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W C st WESTERN RESERVE
l}; NIVERSITY" k‘\_

Home Add to Favorites Sign out

(=3
Mew Window | Help | Customize Page | /5
Process List '_Server List
UserID:|SOCDEPT | Type: I v Last: [Days |+ Refresh ‘
Server: V‘ Name: ‘ |Q Inﬁtanca:‘ ‘ to ‘ ‘
Run | Distribution | | Save On Refresh
Status: Status
Customize | Find s First {4 ore 0 Last
Select Instance Seq. Process Type % User Run Date/Time Run Status W Details
16500 SQR Report SR201 SOCDEPT 04/21/2008 11:07.55AM EDT  Queued NIA Details
Go backto Print Class Schedule
& save MNotify
Process List | Server List
Process Instance: 16500 & Local intranet H100% v
Step Action
21. The Process Monitor appears.

Click the Refresh button periodically until the Run Status column displays Success
and the Distribution Status column displays Posted.

Refresh
22. When Success and Posted appear, click the Details link.
Details
23. The Process Detail screen appears.

Click the View Log/Trace link.

24. The View Log/Trace screen appears.

In the File List, click the link ending in .PDF.

| SE201 16500.PDF
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IBED & el € @[] A i

Repert 1D: SRI01

Subject  Catalog Mbr Section Class Mbr _ Course Titls Compenent Tnita
Bk 17 T30 ECTTS Taer 5 fumen Rnat & Physic ILesturs 3
Bldg: Millis Scienze CensBacm: 320 Daye: MHF Tine: 04:00 EM - 04.50 PM
Clasa Enrl Cap: 283 Claca Horl Tae: 0 Class Wait Cap:0 Clase Wait Tot: 0 a
ce. 013
oL 115 186 TEGE Tomeepes/Moless View/Bisl T Lesrurs 3
Blag: To Be Scheduled  Room: TBS Dayes i Time: 12:30 EM - 01.45 BM
Clasa Eaxl Cop: 353 Claca Earl Tot: D Class Wait Cap:0 Class Wait Tok:0 Class
e osese
ETOL B T35 L Temms w4 Evelerion Teseues T
Eldg: To Be Scheduled  Room: TES Daye: M Tine: 12:30 EM - 01.45 BM
Blag: Millis Scicnce CentBosm: 320 Dayes Th Time: 08:30 EM - 11:30 AM
Class Eaxl Cop: 26 Class Eorl Tors0 Class Wait Capr0 Class Wait Tot:0 Clase
BE T ToT EgT Genes =nd Evelution Tecturs T
Bldg: To Be Scheduled  Roem: TES Daye: 10 Tine: 12:30 EM - 01:45 BM
Blag: Millis Science CenrBosm: 320 Days: Tu Time: 01:15 EM - 0415 BM
Class Eaxl Cop: 26 Class Eorl Tors0 Class Wait Capr0 Class Wait Tot:0 Clase
secTION A
cr: 93767
oL 7 tH EES Genes sad Evelution Lecturs T
Eldg: To Be Scheduled  Roem: TES Dayes 10 Tine: 12:30 EM - 01048 BM
Blag. Millic Scisnce CentBosm: 320 Dayes Ta Times 08.30 M - 11,15 AN
Class Earl Cop:26 Clasa Eorl Tot:0 Claca Wait Cap:0 Class Wait Tot:0 Clase Min
secTION A
s 93778

Unknown Zone

Step Action

25. The printable Schedule of Classes for your academic organization appears.

This report can be run as many times as your academic organization needs it
throughout the scheduling process. For example, run the report when scheduling
starts to create a template for making changes. Run the report before the schedule is
finalized to look for errors or missing data. Run the report a final time to distribute
the final schedule to faculty and staff.

}@ If the Schedule of Classes report does not appear, check your internet browser
settings to determine if a pop-up blocker is turned on. Turn off all pop-up
blockers to ensure that SIS reports and windows can appear.

If the Schedule of Classes report appears but is blank, close the report and
return to the Print Class Schedule tab. Make sure that the Schedule Print and
Print Instructor on Schedule fields are both set to All. Run the report again.

For help with the Schedule of Classes, contact courses@case.edu.
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Step Action

26. Click the Print icon to print the report.
Click the Save icon to save the report to a local or remote drive.
Use the Back and Forward arrows to move between pages in a report (if more than

one exists).
= =
27. Listed for each class is the Subject, Catalog Number, Section, Class Number, Course

Title, Component, Units, Building and Room where class is held, Days and Times,
and Instructor. If applicable, the Enrollment Capacity and current Class Enroliment
Total fields are also populated.

28. This completes the process of generating and viewing the printable Schedule of
Classes report.
End of Procedure.

Editing the SOC

This section introduces you to the most common changes that are made to the Schedule and how
to perform them.

Each academic organization at Case Western Reserve University is responsible for monitoring
and updating the class schedule that it offers. Monitoring the schedule includes, but is not limited
to: creating new sections of classes, scheduling classes that are new to a term, removing classes
from a term, scheduling and changing class meeting times and locations, and reserving seats for
members of student populations.

As described in Preparing to Update the SOC, the University Registrar's office copies classes
from the most recent like semester to the upcoming semester. Consequently, most of the changes
that an academic organization makes to its class schedule are just updates to what already exists,
and very little must be created from scratch. All of these tasks are described in the section of this
manual called Common Changes to the SOC.

Common Changes to the SOC

This section introduces you to the most common changes that users make to their academic
organization's schedule of classes.

Depending on how many changes your academic organization makes to its class schedule from
year to year, you may have very few or very many changes to make in the Schedule of Classes
feature in SIS in order to prepare the schedule for publication. The following guides are intended
to help you through each of the most common changes that an academic organization can make to
its class schedule.

The Schedule Print Flag

The Schedule Print Flag is the checkbox that determines whether or not a class section can be
seen by students in the Searchable Schedule of Classes. Once the Schedule Print Flag is checked,
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the schedule can only be updated by administrative users in a few ways. To demonstrate what
can and cannot be changed once the Schedule Print Flag is turned on, each process shows one of
the following in its introduction:

/

After Schedule Print =

This means that the process can be performed after the Schedule Print Flag has been turned on.

After Schedule Print = ‘{D})

This means that the process cannot be performed while the Schedule Print Flag is turned on.

For more on the Schedule Print Flag, please see the section called The Finished Product.

Add Another Class to a Course that's Already Scheduled
This business process demonstrates adding a class to a course that's being offered in a term.

In the Schedule of Classes screens, a Class Section is a single class within a course offering. For
example, if there are two classes being offered in the spring semester of BIOL 117, then each of
those classes is a class section of the BIOL 117 spring course offering. There would be BIOL
117 section 100, and BIOL 117 section 101. To create a new class in SIS, a class section must be
added to the existing section(s) and be given a new section number.

/

After Schedule Print = ™

Procedure

Use the Add a Section to a Course Offering process to add a class section to a course offering for
a term.

Step Action
1. Click the Curriculum Management link.
[t Curriculum Management]
2. Click the Schedule of Classes link.
[l Schedule of Classes|
3. Click the Maintain Schedule of Classes link.
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LEE: SITY 26 Home Add to Favorites Sian out
Search: New Window | Help |
& My Favorites Maintain Schedule of Classes
= Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.
> Course Catalog
 Schedule of Classes [ Find an Existing Value
— Class Search
Academic Institution: CASE Q
Tem —
St e —
— Print Class Schedule "
~ CASE S0C - Validation Catalog Nbr: [begins with v |
Report Academic Career: | = v| ]
— CASE 50C - Error Repor|
— CASE SOC - Stafiing Campus: ‘begins with || |Q
Reporis tion:
— CASE S0C- Cross Description: ‘ begins with |+ H |
Listed Report Course ID: | begins with ||| Ja
> Enroliment Reguirements ~
I Combined Seclions Course Offering Hbr: = v | e
[ InstructorAdvisor [case Sensitive
Information
[ Set Up SACR
[> PeopleTools Search ‘ Clear | BasicSearch & Save Search Criteria
— Homepaage
— Confidentiality Agreement
— Announcements
&J Local intranet E 100% -

Step Action

4. The Maintain Schedule of Classes search screen appears.
Enter the Academic Institution as CASEL.

Click the Look up Term button.

&

5. Select the appropriate term from the search results.
Spr 2008

6. Click the Search button.
Search
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[ My Favorites
= Curriculum Management
[ Course Catalog
 Schedule of Classes
— Class Search
— Schedule New Course

— CASE SOC - Error Repor]
— CASE SOC - Stafiing
Reports
— CASE S0C - Cross
Listed Report
> Enroliment Requirements
[ Combined Sections
[ InstructoriAdvisor
Information
[ Set Up SACR
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

RESERVE

Maintain Schedule of Classes

Add to Favorites

CASEWE
UNIVEI

New Window | Help |

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

Find an Existing Value

Academic Institution:
Term:

Subject Area:

CASE1 [
2091 a

a

¥

Catalog Nbr: [ begins with ] |
Academic Career: ‘ = v‘

Campus: ‘ begins with v | ‘O\
Description: ‘ begins with w H ‘
Course ID: ‘ begins with » | ‘O\
Course Offering Nbr: ‘ = v‘ | ‘O\

[Ccase Sensitive

Search ‘ Clear |535\Cg‘,earc

n 1 Save Search Criteria

Search Results

CASE1 2091 BIOL
CASE1 2091 BIOL
CASEA 2001 BIOL
CASE1 2081 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2001 BIOL
CASE1 2091 BIOL

e Campus Description

7 Undergrad MAIN Intr to Human Anat & Physio |l 000515
119 Undergrad MAN C u View/Biol | 000516
214 Underarad MAIN Genes and Evolution 008271
216 Underarad MAIN Organisms and Ecosystems 005608
250 Underarad MAIN Intro Cell Molec Biol Systems 008984
300 Underarad MAIN Dynamics of Bigl | Systems 005519
301 Undergrad MAIN Biotech Lab: Genes/Genet Enar 000525
208 Underarad WAIN Mol Biol.Genes & Genetic Engr 000483
314 Undergrad MAIN  Animal Cognit & Cx e 003326
316 Underarad MAIN  Fundamental Immunology 000536

143 0f 23

ourse Offering

Sign out

LE]

ns

;

"

STERN RESERVE
ST T

~

% Local intranet

& 100%

1826

Step

Action

All courses owned by your academic organization and scheduled during the chosen
term appear in the search results. Select the class to which you want to add a section
from the search results.

[Intr to Hurman Anat & Physio ]
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SE WESTERN RESERVE
IVERSITY oY Home Add to Favorites Sign out

Mew Window | Help | Custornize Page | 5,

{ Basic Data |_Msefings | Enrollment Crirl | RessrveCap | Motes |  FExam

Course ID: 000515 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ

Term: Spring 2009 Undergrad Auta Create Component
Subject Area: BIOL

Biology

Catalog Nbr: 117 Intr to Human Anat & Physio Il

Class Sections view Al First [4] 1.0r1 (M Last
*Session: 1 |Q  RegularAcademic Session  Class Nbr: 3804 [L+1]=1
*Class Section: 100 *Start/End Date: |01/12/2009 | |04/27/2009
*Component: LEC|Q  Lecture Event ID:
*Class Type: Enroliment »
“Associated Class: 00| 3

*Campus: :l Case
. ) SA-MAIN Q

Location: Wain Gampus Schedule Print

Course Administrator: Student Specific Permissions
*Academic Organization: | BIOL A Biolagy

Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
*Holiday Schedule: Case Holiday Schedule Generate Class Mtig Attendance
*Instruction Mode: Sync Attendance with Class Mtg
GL Interface Required
Primary Instr Section: 100
Course Topic 1D: l:lQ Print Topic in Schedule L
Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

Class Attributes Customize | Find | View Al 3 First [4] 4 or1 [ Last
*Course *Course Aftribute v
& Local intranet H100% v

Step Action

8. The Basic Data tab appears.

Click the Add a new row button in the Class Sections group box.
[+]

9. A new class section data row appears. Note that the Class Sections header displays
the new number of sections for this course during the term.

10. Enter the number of this class section into the Class Section field. For example, if
this is the second section of this class, enter "101".

@ A Section number identifies a class within its course offering for a term. The
first class section of any course offering is always 100.

If a course has only one component type, such as Lecture or Research, section
numbers start at 100 and are incremented by 1 for each new section. For
example, if BIOL 116 has 3 class sections in a term, it will look like this:

BIOL 116 100-LEC
BIOL 116 101-LEC
BIOL 116 102-LEC

If a course has more than one component type (most commonly lecture/lab or
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lecture/lab/recitation), the primary enrollment section (the one for which
students must enroll in order to enroll for other components of the course) is
numbered 100 and the numbers for subsequent instances of the same
component type are incremented by 100. For example, if PHYS 115 has two
lectures for all its labs, the lectures will look like this:

PHYS 115 100-LEC
PHYS 115 200-LEC

The first lab section associated with lecture 100 will be numbered 110 and the
numbers of subsequent labs associated with the same lecture will be
incremented by 1. For example:

PHYS 115 100-LEC
PHYS 115 110-LAB
PHYS 115 111-LAB

The same pattern is followed for the second lecture.
PHYS 115 200-LEC

PHYS 115 210-LAB
PHYS 115 211-LAB

Step Action

11. Press [Tab] on your keyboard.

12. The Class Section number copies to the Associated Class number field. If this
section is associated with a section other than itself, please see the Labs and Other
Associated Classes section of this manual for further directions.

*Associated Class: 101|3

13. Click the Meetings tab.
IMeetings
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Home Add to Favorites Sign out

New Window | Help | Customize Page |

[Class Sections

Session: 1

Class Section: 101

Regular Academic Session

Component:  Lecture

Course ID: 000515 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 117 Intr to Human Anat & Physio Il

Find | View All
Class Nbr: 0

Ye 5 v

Final Exam

Find | View All

Facility ID Capacity Pat  MtgStart Mignda M T W T F S § “StartEnd Date
TBA A ogee| @] OO0 DQ0 OO O oz [oazmzoos &
Req.Rm I:lQ Exam or Mtg Desc: | |

First Kb 2 02 (M L ast

First [4] 4 of 4 M Last

FE

Contact Hours

Instructors For Meeting Pattern

First * 1011 " Last
Assignment Y Workload

Customize | Find | View Al | 5

D Name *Ins;{:;l::lor Print Access Contact
— ==

Room Characteristics
“Room Characteristic

First [4] 1.0r1 M Last

- ETl
Customize | Find | *#

Quantity
[ a S|
B save ‘ E\Return to Search | E 4 Mextin List | [=] Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

&J Local intranet E 100% -

Step Action

14. Note that the Class Sections group box is still displaying the newly created class
section, as indicated in the Class Section field.
|{3Iass Section: 101 |

15. Enter a Facility ID or request a room in the Req. Rm field.

16. Select a Meeting Pattern for this class section by clicking the Look Up Pat button

and selecting the appropriate pattern from the search results.
Pat

| &

17. Enter a Meeting Start time and press [Tab] on your keyboard.

\itg Start Mig End

18. The Meeting End field contains the appropriate meeting end time for the class

section, given its Meeting Pattern. It can be changed as necessary, but all non-

standard meeting times must be approved by the academic organization's Dean.
\iitg End

B:504M |
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Home | Worklist | MWuttiChannel Console | _Add to Favorites

(=3

Sign out

New Window | Help | Customize Page | 5,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap |  MNotes | FExam ) LMSData ; GLinterface

Course ID: 000515 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Underarad

Subject Area: BIOL Biology

Catalog Nbr: 17

Intr to Human Anat & Physio Il
[Class Sections

Find | View Al First K 2 of 2 [ Last
Session: 1

Regular Academic Session  ClassNbr: 28811
Class Section: 101 Component:  Lecture Final Exam
Find [View Al First ] 1 o1 [ Last
-
Facility ID Capacity Pat  MtgStart Mgnd M T W T F S S ‘surtenapme =
[tBa  l& ggg [MwF QL [:00aM | [e:504M o O O [ [o12e2000 |E (0472000 |
RequI:lQ Exam or Mtg Desc: | |
Contact Hours
i
[ Assignment | Workoad |
D Name Tnstructor Print Access Contact
Role
— —

Room Characteristics
*Room Characteristic

[ Ia H =

= save ‘ £LRetumn to Search | Notify

Customize |Find | 8 First ) 1 o1 ¥/ Last

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam | LMS Data | GL Interface

Done

% Local intranet E 100% <

Step Action
19.

Enter the EmplID of the instructor for the class section into the ID field. Click the
Look Up ID button for a searchable list of instructors.

e

@ If an instructor does not appear after repeated attempts to search for him or
her, then the Add/Update/Delete Instructor/Advisor/TA/Grading Proxy

Form must be completed for that individual and returned to the Office of the
University Registrar.

The form can be obtained at http://www.case.edu/provost/registrar/forms.html.

Step Action

20. The Instructor Role, Print option, and Access fields populate based on the
Instructor's data on the Instructor/Advisor table.

Instructor Role: The primary role assigned to this individual. Determines the
defaults of the Print and Access fields.

e Instructor
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e Secondary Instructor
e TA
e Grading Proxy

Print: If the instructor should appear in the searchable schedule of classes,
then this checkbox will be checked. Only Primary and Secondary Instructor
roles have the Print checkbox checked by default.

Access: Determines the access that the individual has to the online Grade
Roster in the SIS.

e Approve: The instructor can both enter and approve (submit) grades in
the Grade Roster. Default for Primary and Secondary instructors
roles.

e Grade: Instructor can enter and save grades but not approve (submit)
them. Default for TA and Grading Proxy roles.

Step Action

21. Click on the Enrollment Control tab.
|Enroliment Cnrl |

Sign out

Home | Workist | _MuttiChannel Console | _Add to Favorites

WA CAsE WESTERN RESERVE
1'\[\ ERETT T o
IE»

BasicData | Meetngs | EnrollmentCnirl | Reserve Cap | Motes | Exam ' LMSData ) GLlnterface |

New Window | Help | Customize Page | /5,

Course ID: 000515 Course Offering Nbr: 1

Academic Institution:  Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 117 Intr to Human Anat & Physio Il

[Enroliment Control Find | View All First Kl 2 of 2 O] Last
Session: 1 Regular Academic Session Class Nbr: 28811
Class Section: 101 Component:  Lecture EventlD: 000031399
“Class Status: [Active Ao
Class Type: Enroliment Enroliment Status: Open

*Add Consent: Requested Room Capacity: Total
*Drop Consent: Enroliment Capacity: 0

2nd Auto Enroll Section:

1st Auto Enroll Section: l:l

Minimum Enroliment Hbr: l:l
[Icancel if Student Enrolied

& save | @ Retum to Search Notify ‘

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam | LMS Data | GL Interface

Done & Local intranst H100% v
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Step Action

22. The Enrollment Capacity field defaults from the course catalog and can be
changed if necessary. If the Enrollment Capacity is greater than the room capacity
of the room selected on the Meetings tab for this section, then a warning will appear
when the course offering is saved.

23. Click the Save button.
E zave
24, This completes the process of adding a section to a course offering.

End of Procedure.

Add a Course to the Schedule that wasn't Offered in the Last Like-Term

This business process demonstrates scheduling a course offering that wasn't a part of the previous
like-term.

If a course wasn't offered in the term that was copied to make the new term, then the course has to
be added to the schedule from the Course Catalog, and the Schedule New Course feature is used.

Note: The Schedule New Class process is not for entering a completely new course into the SIS
Course Catalog. Only the Office of the University Registrar can enter new courses into the
Course Catalog. Departments must submit an approved Course Action Form in order to have a
new course added to the Catalog. The Course Action form is available at
http://www.case.edu/provost/registrar/forms.html.

The Schedule Print Flag is not applicable at this stage of the process.

Procedure

Use the Add a Course Offering to the Schedule process to add a course offering to the class
schedule for a term.

Step Action
1. Click the Curriculum Management link.
[l Curriculum Management]
2. Click the Schedule of Classes link.
[l Schedule of Classes|
3. Click the Schedule New Course link.
[Schedule New Course
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IR CASE WESTERN RESERVE
LEE: RSITY 26 Home Add to Favorites Sian out
Search: New Window | Help |
& My Favorites Schedule New Course
= Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.
[> Course Catalog
 Schedule of Classes [ Find an Existing Value
— Class Search
— Schedule New Course ~ o
— Maintain Schedule of Academlc\nsmunom CASE1 Q
T —
— Adjust Class
Assotiations Subject Area: R
— Print Class Schedule "
~ CASE S0C - Validation Catalog Nbr: [begins with v |
Report Academic Career: | = v| ]
— CASE 50C - Error Repor|
— CASE SOC - Stafiing Campus: ‘begins with || |Q
Reports .
CASE S0C Cross Course ID: [ begins with |v[ Ja
Listed Report Course Offering Nbr: | = v| [ Ja
[ Enrollment Requirements o
[> Cembined Sections Description: ‘ begins with |+ ” |
[ InstructorAdvisor [case Sensitive
Information
[ Set Up SACR
[ PeopleToals Search ‘ Clear | Basic Search |5 Save Search Criteria
— Homepaage
— Confidentiality Agreement
— Announcements
&J Local intranet E 100% -

Step Action

4. The Schedule New Course search screen appears.
Enter the Academic Institution as CASEL.

Click the Look up Term button.

&

5. Select the appropriate term from the search results.
Spr 2008

6. Click the Search button.
Search
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[ My Favorites
= Curriculum Management
[> Course Catalog
= Schedule of Classes
— Class Search
— Maintain Schedule of
Classes
— Adjust Class
Associations
— Print Class Schedule
— CASE S0C - Validation
Report
— CASE SOC - Error Repor]
— CASE SOC - Stafiing
Reports
— CASE S0C - Cross
Listed Report
> Enroliment Requirements
[ Combined Sections
[ InstructoriAdvisor
Information
[ Set Up SACR
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

RESERVE

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

Find an Existing Value

Add to Favorites Sign out

Mew Window | Help | &,

Academic Institution:

CASE1 [
2091 a

a

Term:

Subject Area:

Catalog Nbr: [ begins with ] |

Academic Career: ‘: v‘ v‘
Campus: ‘ begins with v | ‘O\

Course ID: [ begins with v| 3

Course Offering Nbr: | = ¥ [ [
Description: ‘ begins with w H ‘

[Ccase Sensitive

Search ‘ Clear | Basic Search |5 Save Search Criteria

Search Results
View All

S Campus Description

1-100 of 108 [3] Last

ourse Offering

CASE WESTERN RESERVE
UNIVERSIT?Y

~

Career Nb
CASE1 2091 ANAT 462 Graduate MAIN  Adv Prin of Develop Biology 000062 1
CASE1 2091 BIOL 114 Underarad WAIN  Principles of Bioloay 005572 1
CASE1 2091 BIOL. 116 Undergrad MAIN Intro to Human Anat & Phys | 008903 1
CASE1 2091 BIOL 117 Undergrad MAIN Intr to Human Anat & Physio |l 000515 1
CASE1 2091 BIOL 119 Undergrad MAIN T ViewiBiol | 000516 1
CASE1 2091 BIOL 121 Underarad MAIN C u View/Biol Il 003235 1
CASE1 2091 BIOL 214 Undergrad MAIN Genes and Evolution 008271 1
CASE1 2091 BIOL 215 Underarad WAIN  Cells and Proteins 000522 1
CASE1 2091 BIOL 216 Undergrad MAIN QOrganisms and 15 005608 1
CASE1 2091 BIOL 223 Undergrad MAIN riebrate Biology 004082 1 3
% Local intranet w 100% <

1826

Step

Action

All courses listed for your academic organization in the Course Catalog appear in
the search results. Select the course that is to be added to the schedule.
[ntro to Human Anat & Phys ||
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A CasE WESTERN RESERVE
‘}; NIVERSIT T k‘\_

Home Add to Favorites Sign out

Mew Window | Help | Custornize Page | 5,

{ Basic Data |_Msefings | Enrollment Crirl | RessrveCap | Motes |  FExam

Course ID: 008903 Course Offering Nbr: 1

Academic Institution:  Case Western Reserve Univ

Term: Spring 2009 Undergrad Auto Create Component
Subject Area: BIOL Biology

Catalog Nbr: 116 Intro to Human Anat & Phys |

First [4] 1 or1 M Last

Class Sections

*Session: 1 |Q  RegularAcademic Session  Class Nbr: 0 F[=
*Class Section: *Start/End Date: | 01/12/2009 |5 |04/27/2009
*Component: LEC|Q  Lecture Event ID:

*Class Type: Enroliment w

“Associated Class:

*Campus: Case

*Location: SAMAN % wain campus Schedule Print

Course Administrator: Student Specific Permissions
*Academic Organization: @O\ Biology

Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required

*Holiday Schedule:

*Instruction Mode:

Find | View All

[ a
[ ]

Generate Class Mig Attendance
Sync Attendance with Class Mtg
GL Interface Required

Case Holiday Schedule

]
1]
e

Primary Instr Section:

Course Topic 1D: Print Topic in Schedule L

Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

First [4] 1 or1 [M Last

[Class Attributes
ICourse

Customize | Find | View All | i
Course Attribute v

& Local intranet H100% v

Step

Action

The Basic Data tab appears.

Confirm the Session, which defaults to Regular Academic Session during the Fall
and Spring terms. To change the session, click the Look Up Session button and
select a different session from the search results.

To create the first class section of the course, enter "100" into the Class
Section field.

10.

Press [Tab] on your keyboard.

11.

The Class Section number copies to the Associated Class field.
100

12.

If this class is part of a special topic that is listed on its Course Catalog record, the
topic can be chosen in the Course Topic ID field by clicking on the Look Up
Course Topic ID button. This will set the topic for just this section of the class
during the term or session.

Course Topic ID:

a

13.

To mark this class as being a part of a Semester Spotlight, Senior Audit, or other
special label, utilize the Course Attribute and Course Attributes Values fields.

14.

Click the Meetings tab.
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'ESTERN RESERVE
RSITY 826 Home Add to Favorites _Sign out

New Window | Help | Customize Page | &,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam

Course ID: 008903 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 116 Intro to Human Anat & Phys |

Ciass Sections Find | View Al First (] 1 o1 [*] Last
Session: 1 Regular Academic Session Class Nbr: 0
Class Section: 100 Component:  Lecture Final Exam No b

Find [View Al First ] 1 o1 [ Last

+
Facility ID Capacity Pat  MtgStart Migénd M T W T F S § ‘surtenapme D
Mm@ el Al I o ooooo o b
Req. le:lQ Exam or Mtg Desc: | |

Contact Hours

instructors For Meeting Pattern Customize | Find [ View Al | 3% First " 1of1 " Last
Assignment Y Waorkload

D Name % Print Access Contact
— L m=E

Room Characteristics Customnize | Find | 8 First 4] 1 0f1 ¥ Last
*Room Characteristic

[ GCH

= save ‘ £\ Return to Search | 1] Previous in List | 4] Nextin List | [=] Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

% Local intranet ® 100% -

Step Action

15. The Meetings tab contains the fields that define the class meeting location, days,
and times.

The Final Exam field will default to the value on the Course Catalog record, and
can be changed if necessary. If a final exam is to be scheduled during the standard
final exam schedule, then the Final Exam field must be marked Yes in order for the
University Registrar to include it in the schedule. Selecting No in the Final Exam
field simply means that the class section does not utilize the standard final exam
schedule. A final exam can still be administered by the department or instructor.

Final Exam No o

16. The Meeting Pattern group box contains fields for classroom assignment, classroom
request, meeting date range, meeting days, and meeting start and end times.

17. To set a meeting pattern for this class, click the Look up Pat button.
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, Home Add to Favorites _Sign out

New Window | Help | &,

Look Up Pat

Academic Institution: CASE1

Academic Group: CAS

Standard Meeting Pattern:| begins with v |

Description: ‘begms with V|| ‘

Look Up ‘ Clear | Cancel |BasicLQ0kug

Search Results

Standard Meeting Pattern Description —

E Eri

%;F ;\:%:ﬁuelwmﬁhutﬁ\

My MonMTue/WedThuiFriigatsun

NE MoniFri

MR MoniThu

MT MoniTue

MTR Mon/Tue/Thu

MTRF Mon/Tue/ThuiFri

MTW MonTue/Wed

MTWF MonTue/Wed/Fri

MTWR MonTue/Wed/Thu

MW MonAved

MWFE MonAWediFri

MWR MonAvedmhu

MWRF Mon/WediThuiFri L

R Thu

RFE ThuiFri

s Saturday

I Tues

TBA ToBe Arranged

3 TueiFri

TR TueiThu v

& Local intranet H100% v
Step Action
18. The Look Up Pat (Pattern) screen appears. Select the pattern containing the days of
the week when this class will take place.
Mon/WediFri
19. The day options check off automatically based on the pattern selected.
1 T W T F 5 5
[l . 0O
20. Enter the start time of the class into the Mtg Start field.
For example, enter 10:30 am.

21. Press [Tab] on your keyboard.

22. The Mtg End field is filled with an end-time based on the Academic Group in
which this class is assigned and the Pattern selected for it. Confirm or change the
end time of the class section. Pay special attention to the AM and PM labels.

23. The Start and End dates of the class section match the beginning and end dates of
the session in which the class takes place.
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New Window | Help | Customize Page | 5,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam

Course ID: 008903 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 116

Intro to Human Anat & Phys |
[Class Sections

Find| View Al First 1] 1 of 1 [ Last

Session: 1 Regular Academic Session Class Nbr: 0

Class Section: 100 Component:  Lecture Final Exam No b

Find [View All  First ] 1 o1 [ Last

Facility ID Capacity Pat  MtgStart Mgnd M T W T F § S ‘srtenavme D
[tBa  |& gg [MwF|oL [10:30aM] [11:20a0 o O O [ [o12e2000 |E (0472000 |
RequI:lQ Exam or Mtg Desc: | |

Contact Hours

i
[ Assignment | Workad |
D Name Tnstructor Print Access Contact
Role

— —

Room Characteristics
*Room Characteristic

[ a H =

= save ‘ £\ Return to Search | 1] Previous in List | 4] Nextin List | [=] Notify

Customize |Find | 8 First ) 1 o1 ¥/ Last

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

Done

& Local intranet E 100% <

Step Action

24, The Facility ID field holds the code of the classroom where instruction will take
place. TBA (to be announced) is the default value.

Click the Look Up Facility 1D button to select a classroom owned by your

academic organization, or use the Req. Rm (Request Room) field to request a room
from the Office of the University Registrar.

@ The TBS TBS code in the Facility ID field alerts the Office of the University

Registrar to select an available room from their selection for the use of the
class meeting.

The TBA code in the Facility ID field announces that the classroom has yet to
be scheduled for a section.

The following Facility IDs will be available in the Facility ID Look Up screen:
- Classrooms owned by the academic organization

- General Assignment rooms not scheduled by the University Registrar
-TBA

-TBSTBS
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Step Action

25. Decision: Please make a selection from the options listed below.

e Use a Department Classroom
Go to step 26 on page 25

e Request a Room from the University Registrar
Go to step 39 on page 30

26. Click the Look Up Facility ID button.

&

CASE WESTERN RESERVE
UNIVERSITY " Home Add to Favorites Sign out
=

New Window | Help | o5

Look Up Facility ID

FacilitylD: [ begins with v |
Building: [begins with 1+ [s3
Room: |begmswith > |
Room Capacity: = v | |
Look Up ‘ Clear | Cancel |BasicLQ0kup

Search Results
117 of 17

Facility ID  Building Room Room Capacity
ALLNHERRALLN HERR 18

CCF CCF  (blank) 999
CLPP304 CLPP 304 24
CLPP 405 CLPP 405 26
ClA CMA  (blank) 999
CMNH CMNH (blank) 999
LPH CPH  (blank) 999
DGRC 103 DGRC 103 3

ksL KSL  (blank) 999
MILL 320 MILL 220 24
MILL 3204 MILL  320A 25
MILL 324 MILL 324 28
MILL 326 MILL 326 28
MILL 328 MILL 228 20
SQVF SQVF  (blank) 999
TBA TBA  (blank) 999
TBSTBS TBS TBS 999

& Local intranst H100% v
Step Action
217. All classrooms assigned to your academic organization appear in the search results.
Select the appropriate classroom from the search results.
IILL

@ To request any room in a building, select the building code that just lists the
building. For example:

Facility ID Building Room
ALLN ALLN  (blank)
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Step

Action

28.

The Exam or Mtg Desc field will be used for non-standard exam times NOT held
during the final exam week. Please see the Creating an Exam Outside of a Regular
Meeting Pattern business process document for directions.

B CasE WESTERN RESERVE
‘}; NIVERSIT T k‘\_

Home Add to Favorites Sign out

(=3
New Window | Help | Customize Page | 5,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam

Course ID: 008903 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 116 Intro to Human Anat & Phys |

Ciass Sections Find | View Al First (] 1 o1 [¥] Last

Session: 1 Regular Academic Session Class Nbr: 0
Class Section: 100 Component:  Lecture Final Exam No b

Find [View All  First ] 1 o1 [ Last

Facility ID Capacity Pat Mtg Start Mtg End M T w T F § S *Startend Date HE
TBS TBS @ ggg [MWF |@ [10:30aM] [11:208M o o 0O O [otr2i2000 |5 (0472000 |5
Req.Rm|MTHM 125 |C Exam or Mtg Desc: ‘ ‘
Contact Hours
i
[/ Assignment Y Worklad |
D Name Tnstructor Print Access Contact
Role
— Fond w8 @S
Room Characteristics Customnize | Find | 8 First 4] 1 0f1 ¥ Last
“Room Characteristic *Quantity
[ a E

= save ‘ £\ Return to Search | (5] Previous in List | 4] Nextin List [ (=] Motify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

& Local intranet E 100% <

Step Action
29. In the Instructors for Meeting Pattern group box, select the Instructor for the class
meeting.
Enter the Instructor's EmplID into the ID field or click the Look up ID button.
30. All instructors appear in the Look Up ID search results. To locate an individual

within the list, utilize the search fields.

@ If an instructor does not appear after repeated attempts to search for him or

her, then the Add/Update/Delete Instructor/Advisor/TA/Grading Proxy
Form must be completed for that individual and returned to the Office of the
University Registrar.

The form can be obtained at http://www.case.edu/provost/registrar/forms.html.
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31.

The Instructor Role, Print, and Access fields default based on the settings given to
the individual by the University Registrar's office in the Instructor/Advisor Table.

ZInstructor Print Access
Role —_ —
Prim In: ADDrove

Instructor Role: The primary role assigned to this individual. Determines the
defaults of the Print and Access fields.

Instructor
Secondary Instructor
TA

Grading Proxy

Print: If the instructor should appear in the searchable schedule of classes,
then this checkbox will be checked. Only Primary and Secondary Instructor
roles have the Print checkbox checked by default.

Access: Determines the access that the individual has to the online Grade
Roster in the SIS.

e Approve: The instructor can both enter and approve (submit) grades in
the Grade Roster. Default for Primary and Secondary instructors
roles.

e Grade: Instructor can enter and save grades but not approve (submit)
them. Default for TA and Grading Proxy roles.

Step Action

32. To add another instructor to the meeting, click the Add a row button in the
Instructors for Meeting Pattern group box and enter the additional instructor's
EmplID.

33. Click the Enrollment Cntrl tab.

Enrallment Cntrl
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Home Add to Favorites Sign out

(=3
New Window | Help | Customize Page | 5,

BasicData ' Mestings | EnrollmentCnti | RessrveCap |  MNotes | FExam

Course ID: 008903 Course Offering Nbr: 1
Academic Institution:  Case Westemn Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 116 Intro to Human Anat & Phys |

Enroliment Control Find | View All__ First 3] 1 or1 [F] Last
Session: 1 Regular Academic Session  Class Nbr: o
Class Section: 100 Component:  Lecture Event ID:

*Class Status: [ Active A
Class Type: Enrollment Enrollment Status: Closed

*Add Consent: Requested Room Capacity: Total

*Drop Consent: Enroliment Capacity: 0

1st Auto Enroll Section: D

2nd Auto Enroll Section: Minimum Enrollment Nbr: l:l

[ cancel if Student Enrolled

& save | \Return to Search | +[Z] Previous in List | +[5 Next in List | Notify ‘

Main Cankent
Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Notes | Exam
Done 3 Local intranet H 100% <

Step Action

34. The Enrollment Control tab establishes the number of students who can enroll per
section of the class, and whether or not the students need an instructor's or
department's consent to enroll in the class.

35. The Add and Drop Consent fields default from the Course Catalog record. To alter

either field for the class section, click the drop-down box and select a new value.
The choices are:

Instructor Consent
Department Consent

No Consent
*Add Consent: | Mo Consent vl
*Drop Consent: | Mo Consent vl

@ Add Consent:

Instructor Consent - The instructor must grant a permit to each student who
wants to enroll.

Department Consent - A Department representative must grant a permit to
each student who wants to enroll.

No Consent - Students do not need permission to enroll in the class.

Drop Consent:
Instructor Consent - The instructor must give students permits to withdraw
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from the class. Used only by SAGES and other approved organizations.
Department Consent - A Department representative must give students permits
to withdraw from the class. Used only by SAGES and other approved
organizations.

No Consent - Student does not need any permission to withdraw from the
class.

Step Action

36. The Enrollment Capacity field defaults from the course catalog and can be
changed if necessary.

To enforce an enrollment limit, enter the maximum number of students who can
enroll in this section in the Enrollment Capacity field. If the Enrollment Capacity
is greater than the room capacity of the room selected on the Meetings tab for this
section, then a warning will appear when the course offering is saved.

37. Click the Save button.
Bl save
38. This completes the process of adding a course offering to the schedule and

scheduling its first section. Changes can be made to the class section until the
Schedule Print Flag is turned on. To add another section to this course offering,
please see the guide entitled Adding a Section to a Course Offering.

End of Procedure. Remaining steps apply to other paths.
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CASEWESTERN RESERVE
B 4T F ST e Home Add to Favorites Sign out
(=3

New Window | Help | Customize Page | &,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam

Course ID: 008903 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 116 Intro to Human Anat & Phys |

Ciass Sections Find | View Al First (] 1 o1 [¥] Last
Session: 1 Regular Academic Session Class Nbr: 0
Class Section: 100 Component:  Lecture Final Exam No A

FE=

Facility ID Capacity Pat Mtg Start Mtg End M T w *StartiEnd Date

T s s
& san W] (10208 (1120w @ 0 g O @ O O e o s
Reqrm| % Exam or Mtg Desc: | |

Contact Hours

instructors For Meeting Pattern Customize | Find | View Il | 3 Firsi * 101 " Last
Assignment Y Waorkload

D Name Tnstructor Print Access Contact
Role

— T R R —

Room Characteristics

Customnize | Find | 8 First 4] 1 0f1 ¥ Last
*Room Characteristic ‘Quantity

[ a H =

= save ‘ £\ Return to Search | 1] Previous in List | 4] Nextin List | [=] Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

CASE WESTERN RESERVE
UNTITY I T™X

Done % Local intranet E100% <

1826

Step

Action

39.

field.

Delete any data in the Facility ID field and enter "TBS TBS" into the Facility 1D

40.

from the University Registrar.

=

If your academic organization would like to request a particular room, click the
Look Up Reqg. Rm. (Requested Room) button to search the list of rooms available
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W C st WESTERN RESERVE
BB UNIVERSITY o e

Home Add to Favorites Sign out
(=3
New Window | Help | &,
Look Up Req. Rm
FacilitylD: [ begins with || |
Building: [begins with ]| la
Room: [begins with 1+ |
Room Capacity:| = v ] ‘
Look Up ‘ Clear | Cancel |Easmmﬂkuu
Search Results
View All 1-100 of 179 [3] Last
Facility ID  Building Room Room Capacity
AN AN (lang 998
ALLN 314 ALLN 314 999
ALLMFORDALLN FORD 472
AMAS CHAP AMAS  CHAPEL 600
BNG  BING (blank 998
BING 103 BING 103 124
BING204 BING 204 28
BING304 BING 304 40
BING 305 BING 305 40
BRE BRE (blan 909
BRB 1100 BRB 1100 999
BRB2332 BRE 232 999
BRB43? BRB 432 2
BRBU3? BRB 032 099
CLPP 108 CLPP 108 126
CLPP 201 CLPP 201 46
CLPP 305 CLPP 305 30
CLRK CLRK (blank) 999
CLRK103 CLRK 103 10
CLRK104 CLRK 104 20
CLRK110 CLRK 110 17
CLRK 205 CLRK 205 30 3
Biain ~mi ain
& Local intranet 100% v
Step Action
41. All classrooms managed by the University Registrar appear in the Look Up Req.
Rm. search results. To locate a room in the list, utilize the search fields at the top of

the page.

For example, begin searching for a classroom by identifying the building it should
be in. Enter the first letter in the building's name into the Building field.

@ To request any room in a building, select the building code that just lists the
building. For example:

Facility ID Building Room
ALLN ALLN  (blank)

Step Action

42. Click the Look up Building button.
43. The Look Up Building screen appears. All buildings matching your search criteria

appear. Select the appropriate building.
[Mather Memorial Building]
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Step Action
44, The Look Up Reqg. Rm. screen reappears. The building code is in the Building
search field.
Click the yellow Look Up button.
Look Up
45, Select the appropriate classroom from the search results.

MTHIN

(=3

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam

B CasE WESTERN RESERVE
‘}; NIVERSIT T k‘\_

Home Add to Favorites Sign out

New Window | Help | Customize Page | 5,

Course ID: 008903 Course Offering Nbr: 1
Academic Institution: Case Westermn Reserve Univ
Term: Spring 2009 Undergrad
Subject Area: BIOL Biology
Catalog Nbr: 116 Intro to Human Anat & Phys |
Ciass sections Find | View Al First [ 1 of 1 [F] Last
Session: 1 Regular Academic Session Class Nbr: 0
Class Section: 100 Component:  Lecture Final Exam No b
Meeting Pattern Find | View Al
Facility ID Capacity Pat Mtg Start Mtg End M T w T F s 5 *StartiEnd Date HE
TBS TBS QU gog [MWF |Q [10:30AM] [11:2040 ] || O [ [0112i2000 & (042712000
Req.Rm|MTHM 125 |C Exam or Mtg Desc: ‘ ‘
Contact Hours
i
[/ Assignment Y Worklad |
D Name Tnstructor Print Access Contact
Role
— —
Room Characteristics Customnize | Find | 8 First 4] 1 0f1 ¥ Last
*Room Characteristic “Quantity
[ =

= save ‘ £\ Return to Search | (5] Previous in List | 4] Nextin List [ (=] Motify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

& Local intranet E 100% <

Step

Action

46.

The room code is entered into the Req. Rm field. The Registrar's office will see the
room request.

Go to step 28 on page 26

Remove a Single Class from the Schedule

This business process demonstrates deleting just one class from a course offering during a term.
This process can be used when more than one class is schedule for a course and only part of the
course's offerings have to be removed from the schedule.

Before the Schedule of Classes is made public to students, classes and class sections that
departments don't want to offer during a term can be deleted from the schedule. There is a
significant and important difference between deleting a section of a class and canceling a section

of a class.

A class section can be deleted from a class offering as long as the Schedule Print Flag
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is turned off and no students are enrolled in the section. A class section should be cancelled if the
Schedule Print Flag has been turned on or if students have enrolled in the section. The following
guide will describe the process of deleting a section. Please see Remove a Course Offering from
a Term for directions on how to remove a course offering entirely from the term schedule, and
Cancel a Class Section for directions on how to cancel a class section.

5
After Schedule Print = \{E)
Procedure

Use the Delete a Section from a Course Offering process to delete a class section from a course
offering for a term.

Step Action
1. Click the Curriculum Management link.
[l Curriculum Management]
2. Click the Schedule of Classes link.
[l Schedule of Classes|
3. Click the Maintain Schedule of Classes link.

I CAsE WESTERN RESERVE
J IVERSITY e: Home Add to Favorites Sian out
Search: New Window | Help | .5,
& My Favorites Maintain Schedule of Classes
= Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.
> Course Catalog
 Schedule of Classes [ Find an Existing Value
Academic Institution: = v | [AsET a
- —
Catalog Hbr: | begins with || |
Academic Career: ‘: vl v|
SOC - Error Repor|
SOC - Stafing Campus: ‘begins with || |Q
Reporis .
— CASE S0C- Cross Description: ‘ begins with v H |
Listed Report Course ID: ‘begins with | [ |Q
> Enroliment Reguirements
I Combined Seclions Course Offering Hbr: = v | e
[ InstructorAdvisor [case Sensitive
Information
[ Set Up SACR
[> PeopleTools Search ‘ Clear | Basic Search Save Search Criteria
— Homepaage
— Confidentiality Agreement
— Announcements
Done & Local intranet H100% v
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Step Action

4, The Maintain Schedule of Classes search screen appears.
Enter the Academic Institution as CASE1.

Click the Look up Term button.

Select the appropriate term from the search results.
Spr 2008

Click the Search button.
Search

CASE WESTERN RESERVE
LTV BRI Y 8 Home Add to Favorites Sign out
Search: New Window | Help | &, 2
& My Favorites Maintain Schedule of Classes
= Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.
[> Course Catalog
 Schedule of Classes { Find an Existing Value
— Class Search
Academic Institutio CASE1 Q
Term: 2091 Q
Catalog Nbr: [ begins with ] |
Academic Career: ‘: v‘ v‘
SOC - Stafiing Campus: ‘ begins with v | ‘O\
Reports .
— CASE S0C - Cross Description: ‘ begins with w H ‘
Listed Report Course ID: ‘ begins with » | ‘O\
> Enroliment Requirements
I Combined Seclions Course Offering Nbr: [ = v | <8
[ InstructoriAdvisor [Ccase Sensitive =
Information
[ Set Up SACR
[> PeopleTools Search ‘ Clear | Basic Search Save Search Criteria
— Homepaage
— Confidentiality Agreement
- Announcements Search Results
143 of 43
Subject Academic s ‘Course Offering
= TemArea o Campus Description Cour!‘:e\Dm
CA 2091 BIOL 7 Undergrad MAIN Intr to Human Anat & Physio |l 000515 1
CASE1 2091 BIOL 119 Undergrad MAN C u View/Biol | 000516 1
CASE1 2091 BIOL 214 Undergrad MAIN Genes and Evolution 008271 1
CASE1 2081 BIOL 216 Undergrad MAIN  Organisms and Ecosystems 005608 1
CASE1 2091 BIOL 250 Undergrad MAIN Intro Cell Molec Biol Systems 008984 1
CASE1 2091 BIOL 300 Underarad MAIN Dynamics of Bigl | Systems 005519 1
CASE1 2091 BIOL 301 Undergrad MAIN Biotech Lab: Genes/Genet Enar 000525 1
CASE1 2091 BIOL 308 Underarad WAIM Mol Biol:Genes & Genetic Engr 000483 2
CASE1 2091 BIOL 314 Undergrad MAIN  Animal Cognit & Cx e 003326 1
CASE1 2091 BIOL 316 Undergrad MAIN Fundamental Immunology 000536 1 v
& Local intranet H 100% <

All courses owned by your academic organization and scheduled during the chosen
term appear in the search results. Select the class from which a section should be
deleted.

[Intr to Hurman Anat & Physio ]
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SE WESTERN RESERVE
IVERSITY a

Home Add to Favorites Sign out

Mew Window | Help | Customize Page | & *

{ Basic Data |_Meetings ) Enrollment Crirl | Ressrve Cap |

Course ID: 000515 Course Offering Nbr: 1

Academic Institution:  Case Western Reserve Univ

Term: Spring 2009 Undergrad Auto Create Component
Subject Area: BIOL Biology

Catalog Nbr: 117 Intr to Human Anat & Physio Il

Class Sections

*Session:

*Class Section: 100 *StartEnd Date: |01/12/2009 |50 |04/27/2009
*Component: LECIQ | gciure Event ID: 000031341

*Class Type: Enroliment w

“Associated Class: 100

*Campus: Case

B . SA-MAIN (s}

Location: . Wiain Gampus Schedule Print

*Academic Organization: | BIOL A Biolagy

*Holiday Schedule:

*Instruction Mode:

Motes ¥ Exam

First [4] 1 o2 B Last

Find | View All

Class Nbr: 3804 FHE

1 Q Regular Academic Session

[ ]

Course Administrator: Student Specific Permissions

Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
Generate Class Mig Attendance
Sync Attendance with Class Mtg

E GL Interface Required

Primary Instr Section: 1

e

Case Holiday Schedule

Course Topic 1D: Print Topic in Schedule L

Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

First [4] 1 or1 [M Last

[Class Attributes
ICourse

Customize | Find | View All | B
*Course Aftribute v

& Local intranet H100% v

Step

Action

The Basic Data tab appears.

Find the section that needs to be deleted by clicking the Show next row button on
the Class Sections group box header until it appears.

1

Confirm the class section selected by viewing the number in the Class Section field.

10.

Locate the Schedule Print checkbox. If the box is checked, then the section cannot
be deleted because it has been made public to students. If there is no checkmark,
then the section can be deleted.

| | schedule Print |

11.

Click the Enrollment Cntrl tab.
Enrollment Cntrl
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(=3

P CASE WESTERN RESERVE
l}; NIVERSIT T k‘\_

Home Add to Favorites Sign out

New Window | Help | Customize Page | 5,

& save

BasicData ' Mestings | EnrollmentCnti 'y RessrveCap |  MNotes | FExam

Course ID: 000515 Course Offering Nbr: 1
Academic Institution:  Case Westemn Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biolegy

Catalog Nbr: 17 Intr to Human Anat & Physio Il

Enroliment Control Find | View All
Session: 1 Regular Academic Session ~ Class Hbr: 9810
Class Section: 101 Component:  Lecture Event ID:

*Class Status: [ Active A
Class Type: Enroliment Enrollment Status: Open

*Add Consent: Requested Room Capacity: Total
“Drop Consent: No Consent v I Enroliment Capacity: 0 |
1st Auto Enroll Section: D

2nd Auto Enroll Section: I:l Minimum Enrollment Nbr: l:l

[ cancel if Student Enrolled

L\ Return to Search | 4[5 | +[5 Next in List | MNotify ‘

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

Done

% Local intranet H 100% <

Step

Action

12.

The Enrollment Control tab appears. Locate the Enrollment Capacity field. If the
Total value next to the Enrollment Capacity is "0", then the section can be deleted.

If the number is greater than 0, then students are enrolled in the section and it must
be cancelled instead of deleted. Please see Canceling a Class Section in this
manual for directions.

Enroliment Capacity: 293 ¢

13.

Click the Basic Data tab.

14.

Ensure that you are still viewing the class section that is to be deleted by confirming
the number in the Class Section field.

*Class Section: 101

15.

Click the Delete row button.

16.

A Delete Row confirmation message appears.
Click Cancel to cancel the deletion.

Click the OK button to delete the section.
Lo |
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W CasE WeSTERN RESERVE
BB UNIVERSITY 2 Add to Favorites

Home Sign out

(=3

Mew Window | Help | Custornize Page | 5,

{ Basic Data |_Msefings | Enrollment Crirl | RessrveCap | Motes |  FExam

Course ID: 000515 Course Offering Nbr: 1

Academic Institution:  Case Westemn Reserve Univ

Term: Spring 2009 Undergrad Auto Create Component
Subject Area: BIOL Biology

Catalog Nbr:
Class Sections

117 Intr to Human Anat & Physio Il

Find | View All

1 Q Regular Academic Session

*Session: Class Nbr: 3804

*Class Section: El *Start/End Date:
*Component: LEC|® Locure Event ID: 000031341

*Class Type: @l

“Associated Class: [ o0je

*Campus: :l Case

*Location: SAMAN % wain campus Schedule Print

Course Administrator: é Student Specific Permissions
*Academic Organization: |BIOL A Biolagy

Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
*Holiday Schedule: Case Holiday Schedule Generate Class Mtig Attendance
“Instruction Mode: :l Sync Attendance with Class Mtg
Primary Instr Section: El Bl Interface Required

Course Topic 1D:

e

Print Topic in Schedule L_J

Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

First [4] 1 or1 [M Last

[Class Attributes
ICourse

Customize | Find | View All | i
Course Attribute v

& Local intranet H100% v

Step Action

17.

The section has been deleted. Note the number of sections indicated in the Class
Sections group box header. There should be one less header than there was
previously.

First (] 1 of 1 [ Last |

18. Click the Save button.

Bl save

19. This completes the process of deleting a section from a course offering.

End of Procedure.

Remove a Course Completely from the Schedule

This business process demonstrates removing an entire course offering from the class schedule
for a term.

Removing a course offering from the schedule for a term is a process similar to removing a single
section of a class. A course offering can be removed from the schedule if the Schedule Print flag
is off on all sections and no students have enrolled in any sections. If the Schedule Print flag is
on, and/or if students have enrolled in any of the class sections, then applicable class sections
must be cancelled. Please see Cancel a Class Section for directions.

%
After Schedule Print = \{\f)

Procedure
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Use the Remove a Course Offering from a Term process to delete all class sections from a course
offering, subsequently removing a course completely from a term.

Step Action

1. Click the Curriculum Management link.
[t Curriculum Management]

2. Click the Schedule of Classes link.
[l Schedule of Classes|

3. Click the Maintain Schedule of Classes link.

‘3: (CASEWESTERN RESERVE
JUNIVERSITY (B2 Home Add to Favorites Sign out
Search: New Window | Help | &,
® o
& My Favorites Maintain Schedule of Classes
= Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.
> Course Catalog
< Schedule of Classes [ Find an Existing Value
— Class Search
— Schedule New Cc
FrFmTE Academic institution: = ] [aser e
rem: —
Catalog Nbr: [ begins with v |
Academic Career: ‘: v‘ v‘
- E SOC - Error Repor|
— CASE SOC - Stafing Campus: ‘ begins with v | ‘O\
i
_ E%OC _Cross Description: ‘ begins with w H ‘
Listed Report Course ID: [ begins with ][ [
> Enroliment Regquirements
I Combined Seclions Course Offering Nbr: | = v | <8
[> InstructoriAdvisor
[ [Ccase Sensitive
[ Set Up SACR
[> PeopleTools Search ‘ Clear | Basic Search Save Search Criteria
— Homepage
— Confidentiality Agreement
— Announcements
Done % Local intranet H 100% <
Step Action
4, The Maintain Schedule of Classes search screen appears.

Enter the Academic Institution as CASEL.

Click the Look up Term button.

5. Select the appropriate term from the search results.
Spr 2009
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Action

Click the Search button.

Search

[ My Favorites
= Curriculum Management
> Course Catalog
= Schedule of Classes
— Class Search

nt Class Schedule
SE SOC - Validation

— CASE S0C - Error Repor]
— CASE SOC - Stafiing
Reports
— CASE S0C - Cross
Listed Report
> Enroliment Regquirements
[ Combined Sections
[ InstructorAdvisor
Information
[ Set Up SACR
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

RESERVE
&

Maintain Schedule of Classes

Enter any information you have and click Search. Leave fields blank for 3 list of all values.

Find an Existing Value

Academic Institutio

Term:

Subject Area:

CASE1 [s}
2091 Q

Q

|

Catalog Hbr: | begins with | |
Academic Career: ‘ = v|

Campus: ‘beginswwtn v |Q
Description: ‘begmswnn VH |
Course ID: ‘beginswwtn ~ |Q
Course Offering Nbr: ‘: v| | |Q

[case sensitive

Search ‘

Clear | Basic Search [ Save Search Criteria

Search Results

Subject

Area
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2001 BIOL
CASE1 2091 BIOL.

e
7 Underarad
119 Underarad
214 Undergrad
216 Undergrad
250 Undergrad
300 Undergrad
301 Undergrad
208 Underarad
314 Undergrad
316 Undergrad

‘Campus Description

Inir to Human Anat & Physio Il
ConceptsMolecy View/Biol |
Genes and Evolution
Organisms and Ecosystems
Intro Cell Wolec Biol Systems
Dynamics of Biological Systems
Biotech Lab: Genes/Genet Enar
Wlol Biol:Genes & Genetic Enar

Add to Favorites

Sign out

New Window | Help | J&,

143 of 42

Course Offering
Course IDm

000515

Animal Coanit & Consciousness

Fundamental Immunology

=
=
o
o
=
[P ST N N

& Local

intranet H100% -

Step

Action

All courses owned by your academic organization and scheduled during the chosen
term appear in the search results. Select the class from which a section should be
deleted from the list.

intr to Human Anat & Physio ]
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Home

New Window | Help | Customize Page | o5 #

CASE WESTERN RESERVE
UNIVERSITY 1826

Add to Favorites Sign out

B A

Class Sections

*Session:

100

EQ Lecture
Enroliment
T

[ ]

SAMAIN Q
[ |
BIOL s}

Academic Group: CAS

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

“Location:

Course Administrator:

*Academic Organization:

*Holiday Schedule:

*Instruction Mode:

]
Primary Instr Section: 100
[

Course Topic 1D:

Course Equivalent Course Group:

Class Equivalent Course Group:

[Class Attributes
ICourse

1 = Regular Academic Session

[ Basic Data |_Meefings | EnrollmentCnirl | RessveCap | MNotes |  FExam
Course ID: 000515 Course Offering Nbr: 1
Academic Institution:  Case Westemn Reserve Univ
Term: Spring 2009 Undergrad Auto Create Component
Subject Area: BIOL Biology
Catalog Nbr: 17 Intr to Human Anat & Physio Il

Find [View Al First (] 1 or2 B Last
Class Nbr: 3804 FH[E=
*StartiEnd Date: | 01/12/2008 [ 04/27/2008
Event ID: 000031341

Case
Wiain Gampus Schedule Print

Student Specific Permissions
Biology

College of Ats & Sciences Dynamic Date Calc Required
Generate Class Mig Attendance
Sync Attendance with Class Mtg

GL Interface Required

Case Holiday Schedule

Print Topic in Schedule

Override Equivalent Course

First [4] 1.0r1 M Last

Customize | Find | View All | &=
Course Attribute

hd

% Local intranet

F100% -

Step Action

8. The Basic Data tab appears.

continue.

| | schedule Print |

Note the Schedule Print checkbox. If there is a checkmark in the box, the course
cannot be removed from the term. If there is no checkmark, the process may

9. Click the Enrollment Cntrl tab.

Enrollment Cntrl
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SE WESTEF
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N RESERVE
TY 1826 Home Add to Favorites Sign out

Mew Window | Help | Customize Page | /5,

BasicData ' Mestings | EnrollmentCntr Y RessrveCap | Motes | Fxam

Course ID:
Academic Institution:
Term:

Subject Area:
Catalog Nbr:
Enroliment Control

Session:
Class Section:

*Class Status:
Class Type:
“Add Consent:

*Drop Consent:

1st Auto Enroll Section:

2nd Auto Enroll Section:

& save | (O\Return to Search | +[F | +[5 Mext in List | [=] Netify ‘

000515 Course Offering Nbr: 1
Case Western Reserve Univ

Spring 2009 Undergrad

BIOL Biology

117 Intr to Human Anat & Physio Il

Find | ViewAll  First ] 1 o2 B Last

1 Regular Academic Session ~ Class Nbr: 3804

100 Component:  Lecture EventlD: 000031341

‘A:ﬂve £3
Enroliment Enroliment Status: Open
Requested Room Capacity: Total
|Enrol\menlcapamty: 1} |
l:l Minimum Enroliment Nbr: l:l

[Jcancel if Student Enrolled

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

Done

& Local intranet H100% v

Step

Action

10.

The En

If the n

roliment Control tab appears. Locate the Enroliment Capacity field. If the

Total value next to the Enrollment Capacity is "0", then the section can be deleted.

umber is greater than 0, then students are enrolled and the class section must

be cancelled instead of deleted. Please see Canceling a Class Section for directions.

Enrollment Capacity: ]

11.

D

Review all class sections for possible enrollment. Click the Show next row button
to see other sections.

If any sections show student enrollment, the course offering cannot be completely
removed from the schedule. Please see Cancel a Class Section for directions on
canceling a class.

12.

Click the Basic Data tab.
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A CasE WESTERN RESERVE
‘}; NIVERSIT T k‘\_

Home Add to Favorites Sign out

Mew Window | Help | Customize Page | 5,

[ Basic Data |_Meefings | EnrollmentCnirl | RessveCap | MNotes |  FExam

Course ID: 000515 Course Offering Nbr: 1
Academic Institution:  Case Westemn Reserve Univ

Term: Spring 2009 Underarad Auta Create Component

Subject Area: BIOL Biolegy

Catalog Nbr: 117 Intr to Human Anat & Physio Il

Class Sections Find | View Al First (] 1 or2 B Last
*Session: 1|2 RegularAcademicSession  Class Nbr: 3804 HE
*Class Section: 100 “StartEnd Date: |01/12/2008 | [04/27/2009
*Component: LEG R 1 ecure Event ID: 000031341
*Class Type: Enroliment
*Associated Class: 100/

*Campus: :| Case

“Location: SAMAN A waincampus Schedule Print

Course Administrator: Student Specific Permissions
*Academic Organization: @Q Biology

Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required

*Holiday Schedule: Case Holiday Schedule Generate Class Mig Attendance
Sync Attendance with Class Mtg

El GL Interface Required

Primary Instr Section: 1

*Instruction Mode:

Course Topic 1D: l:lQ Print Topic in Schedule L

Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

Class Attributes Customize | Find | View All | 3 First [4] 1014 ] Last
*Course *Course Attribute ha
Done % Local intranet E 100% <
Step Action

13.

Click the Delete row button.

14.

A gray window appears.
Click the Cancel button to cancel the deletion of the class section.

Click the OK button to proceed.
x|

15.

The section has been deleted. Note the number of sections indicated in the Class
Sections group box header. Continue deleting sections until all are gone.

First E 1 of 1 |E| Last

16.

When all sections with data have been removed, there will still be one Class Section
row left; however, it will not contain any data. Note that the Class Section and
Associated Class fields are empty, and the Class Sections header shows "1 of 1"
rows.

17.

Click the Save button.
El save

18.

This completes the process of removing a course offering from the schedule for a
term.
End of Procedure.
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Add a Special Topic to a Class
This business process demonstrates adding a special topic to a class.

Special topics are attached to courses on the Course Catalog. They are scheduled on classes by
using the Topic ID field in the Class Topic group box. Topics will remain on class sections from
term to term and can be changed as necessary.

After Schedule Print = \/

Procedure

Use the Create a Special Topics Section process to add a special topic to a class section.

Step Action
1. Click the Curriculum Management link.
[t Curriculum Management]
2. Click the Schedule of Classes link.
[l Schedule of Classes|
3. Click the Maintain Schedule of Classes link.

CASE WESTERN RESERVE
UNIVERSITY & Home Add to Favorites Sign out
Search: New Window | Help | 15
& My Favorites Maintain Schedule of Classes
=~ Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values
> Course Catalog
<7 Schedule of Classes { Find an Existing Value
— Class Search
Academic \namunon: CASE1 Q
o . —
s Schedule
valdaion Catalog Nbr: [ begins with |v[ |
Academic Career: ‘: vl | v|
Campus: ‘begms with VH |Q
CASE S0C- Cross Description: ‘ begins with | | |
Listed Report Course ID: ‘ begins with H |Q
> Enroliment Requirements
I> Combined Sections Course Offering Nbr: ‘ = vl | |Q
[ Instructor’Advisor [Clcase Sensitive
Information
[> Set Up SACR
> PeopleTools Search ‘ Clear | Basic Search Save Search Criteria
— Homepage
— Confidentiality Agreement
— Announcements
& Local intranst #H100% v
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Step Action
4, The Maintain Schedule of Classes search screen appears.
Enter the Academic Institution as CASEL.
Click the Look up Term button.
5. Select the appropriate term from the search results.
Spr 2009
6. Click the Search button.
Search
ESTERN RESERVE
RSITY & JutiChannel Console | _Add to Favories | Sian out
vE_‘.cglead;geSﬂef;EI:ﬁes ~ New Window | Help | &, 2
Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields blank for a list of all values.
— Schedule Class
Meetings { Find an Existing Value
— Adjust Class
- L—fim-ms ofa Academic Institution: - Q
— Class Event Table Term: 2091 A
— Print Class Schedule Subject Area: I:lQ
— Exam Code Table -
- Exam Code Table Reporf]| | Catalog Nbr: [hegins with v |
— Generate Exam Academic Career: | = v v
Schedule
— Class Notes Table Campus: ‘ begins with v | [
— Class Notes Report D
- Class Notes Table [begins with v |
Report Course ID: ‘begins with [ ‘O\
— Global Notes Table
— Global Noes Table Course Offering Nbr: | = v | Ja
Report
— Resource Queue Dcase sensitive
Cl_eanug
— CASE Update Schedule Search ‘ Clear | Basic Search Save Search Criteria
Print Flg
— CASE SOC - Validation
Report Search Results
— CASE SOC - Ermor Repor| 1-230f 23
— CASE SOC-Stafing | 5 . > 5
enors [Academic Institution Term Subject Area Catalog Nbr Academic Career Campus Description Course ID Course Offering Hor i
— CASE SOC- Cross CASE1 2091 ANTH 367 Undergrad MAIN  Topics in Evolutionary Biology 000146 1
Listed Report CASE1 2091 ANTH 394 Underarad MAIN  Seminar in Evolutionary Biol 005325 1
— Review Message Log CASE1 2091 BIOL 314 Underarad WAIM  Animal Coanit & Consciousness 003326 1
I Rell Curriculum Data CASE1 2091 BIOL 368 Undergrad MAIN  Topics in Evolutionary Biology 000146 7
Forward CASE1 2081 BIOL 394 L WAIN  Seminarin EvolutionaryBiol 005325 3
I Enreliment Requirements CASE1 2091 COGS 314 Underarad MAIN  Animal Cognit & Consciousness 003326 2
Eg“ﬂ”;mfg:‘:?‘”"s CASE1 2091 COGS 3831 L MAN ) & CognitionLab 006038 1
b F:ml\ty and Event CASE1 2091 GEOL 2367 Undergrad WAIN  Topics in Evolutionarv Biglogy 000146 2
e CASE1 2091 HETY 207 Underarad WAIN  Matural Philasophy II 002559 2
I Class Roster CASE1 2091 PHIL 101 Underarad WAIN  Introduction to Philasophy 002557 1
I Attendance Roster v| CASE1 2091 PHIL 204 Underarad MAIN  Natural Philosophy i 002559 1 v
& Local intranet E 100% <
Step Action
7. All courses owned by your academic organization and scheduled during the chosen
term appear in the search results. Select the appropriate class from the search
results.
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182

SE WESTERN RESERVE
IVERSITY a

Home | \Worklist | MultiChannel Console | Add to Favorites | Sign out

Mew Window | Help | Customize Page | & *

{ Basic Data |_Msefings | EnrolimentCrirl | ReseveCap | HMotes | Exam | [MSData | Gl Interface

Course ID: 000146 Course Offering Nbr: 7
Academic Institution:  Case Western Reserve Univ

Term: Spring 2009 Undergrad Auta Create Component
Subject Area: BIOL

Biology

Catalog Nbr: 368 Topics in Evolutionary Biology

Class Sections Find | View All First [+ 1012 O L ast
*Session: 1|2 RegularAcademicSession  Class Nbr: 3517 HE
*Class Section: E *Start/End Date: | 01/12/2008 04/27/2009
*Component: LEC|Q  Lecture Event ID:
*Class Type: Enroliment w
“Associated Class: 100

*Campus: :l Case
. ) SA-MAIN Q

Location: Wain Gampus Schedule Print

Course Administrator: Student Specific Permissions
*Academic Organization: | PHIL < Philosophy

Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
*Holiday Schedule: Case Holiday Schedule Generate Class Mig Attendance
*Instruction Mode: Sync Attendance with Class Mtg
GL Interface Required
Primary Instr Section: 100
Course Topic 1D: l:lQ Print Topic in Schedule L
Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

Class Attributes Customize | Find | View Al 3 First [4] 4 or1 [ Last
*Course *Course Aftribute v

& Local intranet H100% v

Step Action

8. The Basic Data tab appears.
The Class Topic group box contains the special topic that will be listed for the class.

Click the Look up Course Topic ID button.

9. All topics listed for the course appear in the search results. Select the appropriate
topic from the list.
[Darwin and Evolutionary Bioll

10. The topic appears in the Class Topic group box.

The Print Topic in Schedule checkbox option is checked by default. Do not
remove this checkmark.

11. Select topics for other sections of the course as necessary. If topics are not
scheduled for all sections of a special topics course, an error will appear in the Error
Report.

Click the Show next row button to access other sections of the course.

12. Click the Save button.
El save
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Step Action

13. This completes the process of creating a special topics section.
End of Procedure.

Change Class Meeting Days and Times
This business process demonstrates how to change a class section's meeting days and times.

The Meetings tab holds the actual class scheduling information; that is, the meeting dates, days,
and times. This process will describe how to change any and all of those fields.

o
After Schedule Print = *{}‘)

Procedure

Use the Change Class Meeting Days and Times process to change the days and/or times that a
class section meets.

Step Action
1. Click the Curriculum Management link.
[l Curriculum Management]
2. Click the Schedule of Classes link.
[i- Schedule of Classes|
3. Click the Maintain Schedule of Classes link.
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IR CASE WESTERN RESERVE
LEE: SITY 26 Home Add to Favorites Sian out
Search: New Window | Help |
& My Favorites Maintain Schedule of Classes
= Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.
> Course Catalog
 Schedule of Classes { Find an Existing Value
— Class Search
Academic Institution: CASE Q
Tem —
St e —
— Print Class Schedule "
~ CASE S0C - Validation Catalog Nbr: [begins with v |
Report Academic Career: | = v| ]
— CASE 50C - Error Repor|
— CASE SOC - Stafiing Campus: ‘begins with || |Q
Reporis tion:
— CASE S0C- Cross Description: ‘ begins with v H |
Listed Report Course ID: ‘begins with | [ |Q
> Enroliment Reguirements ~
I Combined Seclions Course Offering Hbr: = v | e
[ InstructorAdvisor [case Sensitive
Information
[ Set Up SACR
[ PeopleToals Search ‘ Clear | Basic Search |5 Save Search Criteria
— Homepaage
— Confidentiality Agreement
— Announcements
Done &J Local intranet E 100% -

Step Action

4. The Maintain Schedule of Classes search screen appears.
Enter the Academic Institution as CASEL.

Click the Look up Term button.

&

5. Select the appropriate term from the search results.
Spr 2008

6. Click the Search button.
Search
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[ My Favorites
= Curriculum Management
[ Course Catalog
 Schedule of Classes
— Class Search
— Schedule New Course

— CASE SOC - Error Repor]
— CASE SOC - Stafiing
Reports
— CASE S0C - Cross
Listed Report
> Enroliment Requirements
[ Combined Sections
[ InstructoriAdvisor
Information
[ Set Up SACR
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

RESERVE

Maintain Schedule of Classes

Add to Favorites

CASEWE
UNIVEI

New Window | Help |

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

Find an Existing Value

Academic Institution:
Term:

Subject Area:

CASE1 [
2091 a

a

¥

Catalog Nbr: [ begins with ] |
Academic Career: ‘ = v‘

Campus: ‘ begins with v | ‘O\
Description: ‘ begins with w H ‘
Course ID: ‘ begins with » | ‘O\
Course Offering Nbr: ‘ = v‘ | ‘O\

[Ccase Sensitive

Search ‘ Clear |535\Cg‘,earc

n 1 Save Search Criteria

Search Results

CASE1 2091 BIOL
CASE1 2091 BIOL
CASEA 2001 BIOL
CASE1 2081 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2001 BIOL
CASE1 2091 BIOL

e Campus Description

7 Undergrad MAIN Intr to Human Anat & Physio |l 000515
119 Undergrad MAN C u View/Biol | 000516
214 Underarad MAIN Genes and Evolution 008271
216 Underarad MAIN Organisms and Ecosystems 005608
250 Underarad MAIN Intro Cell Molec Biol Systems 008984
300 Underarad MAIN Dynamics of Bigl | Systems 005519
301 Undergrad MAIN Biotech Lab: Genes/Genet Enar 000525
208 Underarad WAIN Mol Biol.Genes & Genetic Engr 000483
314 Undergrad MAIN  Animal Cognit & Cx e 003326
316 Underarad MAIN  Fundamental Immunology 000536

143 0f 23

ourse Offering

Sign out

LE]

ns

;

"

STERN RESERVE
ST T

~

% Local intranet

& 100%

1826

Step

Action

All courses owned by your academic organization and scheduled during the chosen
term appear in the search results. Select the appropriate class.
Concepts/Maolecu ViewiBial |

The Basic Data tab appears.

Click the Meetings tab.
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i

RESE |::\ |
Home Add to Favorites Sign out

New Window | Help | Customize Page |

[ BasicData | Meetings \ EnrollmentCntrl | Reserve Cap | Notes J  Exam |

Course ID: 000516 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 119 ConceptsiMolecu View/Biol |

[Class Sections Find | View All__ First [ 1.0r1 (M Last
Session: 1 Regular Academic Session Class Nbr: 3808

I Class Section: 100 I Component:  Lecture Final Exam

First [4] 4 of 4 M Last

@
v

Facility ID Capacity Pat  Mtg Start MgEnd M T W -sartEnapate L

T OF
o e N o I R e T
Req.Rm Q Exam or Mtg Desc: | |

Contact Hours

Instructors For Meeting Pattern Customize | Find | View All| % First * 10F1 " Last
Assignment Y Workload

FInstructor

D Name Role Print Access Contact
1002450 |Q  DrushelRichard Frederick ] =

Room Characteristics Customize | Find First [E) 10f1 ] Last
ZRoom Characteristic i

[ a ® =

= save ‘ E\Return to Search | +E] Previous in List | 4] Hextin List | [=] Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

&J Local intranet E100% -

Step Action

9. Before making changes to the Meeting Pattern section, please make sure that you are
on the right class section by looking at the Class Sections group box header and the
Class Section field.

|{3Iass Section: 100 |

10. The first change that should be made to a class that is changing meeting days is the
Pat (Pattern) field. Click the Look up Pat button.
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CASE

Add to Favorites

WESTERN RESERVE

Sign out

(=3

Look Up Pat

Academic Institution:
Academic Group:
Standard Meeting Pattern:| begins with v | |

Description:

Look Up ‘

New Window | Help | &,

CASE1
CAS

|begms with v”

Clear | Cancel |Basi:Lookug

= = m

&

=
i

5

=
=

5
=

zs§|<
3ER

=
=
=

E

=
=

e

=
£l
&

= =
=] Iw‘am‘
£
&

= |5
B

Search Results

Standard Meeting Pattern Description

128 0f28

Fi
Mon

MonTue/WedThu/Fri
Mon/Tue/WedThu/FriiSatSun
MoniFri

MonTueiThu
MonTue/Thu/Fri
MonTueiWed
MonTue/WediFri
MonTue/WedThu
MoniWed
Mon/WediFri
Mon/WediThy

Mon/WedThuiFri
Thu
ThuiFri
Saturda
Tues
0 Be Arrange
TueiFri
TueiThu ha

L

& Local intranet E 100% <

Step

Action

11.

A variety of meeting patterns appear based on the Academic Group to which your
academic organization belongs. Select the appropriate meeting pattern from the
search results.

Mon/Wed/Fri

12.

Note that the value in the Mtg Start field remains, but the Mtg End time has
changed based on the Pattern selected.
Mtg Start Mtg End

12:30PM| |1:20PW |

13.

If applicable, enter a new class start time into the Mtg Start field. For example,
enter"1220p".

14.

Press [Tab] on your keyboard.

15.

The Mtg End field updates to show an end time that meets the standard class
timetable according to the Academic Group for the course and the Pattern of this
class. This time can be changed as necessary. All non-standard meeting times must
be approved by the presiding dean.

Mtg Start Mtg End

12:20PM| |H:10PM

16.

The Start/End Date fields default to the beginning and end of the Session to which
the class is assigned.

*Start/End Date

[F]

01/12/2009 |[5] |04/27/2009 |[5
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Step Action

17. Click the Save button.
El save
18. This completes the process of changing the meeting days and times of a class
section.

End of Procedure.

Change Classroom
This business process demonstrates changing the classroom assignment on a class section.

Please note: The SIS does not perform scheduling; consequently, it does not check for
scheduling conflicts between classrooms indicated by departments in the Facility 1D field.
Departments should take care not to double book the classrooms for which they have
responsibility. The Office of the University Registrar reviews the rooms requested in the Req.
Rm field and will resolve scheduling conflicts for rooms owned by the University Registrar's
Office. Contact rooms@case.edu for assistance with classroom scheduling.

Procedure

Use the Change Classroom process to change the classroom assigned to a class section.

Step Action

1. Click the Curriculum Management link.
[l Curriculum Management]

Click the Schedule of Classes link.

3. Click the Maintain Schedule of Classes link.
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IR CAsE WES RESERVE
. E 1826 Home Add to Favorites Sign out
Search: New Window | Help | &,
IZID Wy Favorites Maintain Schedule of Classes
= Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.
> Course Catalog
 Schedule of Classes [ Find an Existing Value
— Class Search
Maintain Schedule of Academic Institution: CASE1 Q
Tem: —
Associations Subject Area: l:lQ
— Print Class Schedule "
~ CASE S0C - Validation Catalog Nbr: [begins with v |
Report Academic Career: | = v v
— CASE SOC - Error Repor]
— CASE SOC - Stafing Campus: ‘ begins with v | ‘O\
Reporis tions
— CASE S0C - Cross Description: ‘ begins with w H ‘
Listed Report Course ID: [ begins with ][ [
> Enroliment Regquirements N
I Combined Seclions Course Offering Nbr: | = v | <8
[ InstructoriAdvisor [Clcase Sensitive
Information
[ Set Up SACR
[ PeopleTaals Search ‘ Clear | Basic Search |5 Save Search Criteria
— Homepaage
— Confidentiality Agreement
— Announcements
Done % Local intranet E 100% <

Step Action

4. The Maintain Schedule of Classes search screen appears.

&

Click the Look up Term button.

5. Select the appropriate term from the search results.

Spr 2009

6. Click the Search button.

Search
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L.‘,\.xa_'\\\"l_'zﬂ 'uzﬁ RESERVE

Search: New Window | Help | e

- Ny Favorites Maintain Schedule of Classes
= Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.
> Course Catalog
 Schedule of Classes [ Find an Existing Value
— Class Search
hedule New Course

Academic Institutio

CASE1 [s}

Term: 2091 Q
—— —
Catalog Hbr: | begins with | |
Academic Career: | = v| ]
— CASE S0C - Ermor Report|
— CASE SOC - Stafiing Campus: ‘begins with || |Q
Reports o
— CASE S0C- Cross Description: ‘ begins with v H |
Listed Report Course ID: ‘begins with | [ |Q
> Enroliment Regquirements ~
> Combined Seclions Course Offering Hbr: [= v | e

[ InstructorAdvisor
Information
[ Set Up SACR
& PeopleTools Search ‘ Clear | BasicSearch B Save Search Criteria
— Homepaage
— Confidentiality Agreement
— Announcements Search Results

[case sensitive 8 |

143 of 42

T 5:1:& Campus Descrigtion Ng:lrse Offering
CASE1 2091 BIOL 7 Underarad MAIN Intr to Human Anat & Physio Il 000515 1
CASE1 2091 BIOL 119 underarad MAIN  Conceptsolecy View/Biol | 000516 1
CASE1 2091 BIOL 214 Undergrad MAIN Genes and Evolution 008271 1
CASE1 2091 BIOL 216 Undergrad MAIN Organisms and Ecosystems 005608 1
CASE1 2091 BIOL 250 Undergrad MAIN Intro Cell Molec Biol Systems 008984 1
CASE1 2091 BIOL 300 Undergrad MAIN Dynamics of Biological Svstems 005519 1
CASE1 2091 BIOL 301 Undergrad MAIN Biotech Lab: GenesiGenetEngr 000525 1
CASE1 2091 BIOL 308 Undergrad MAIN Mol Biol:Genes & GeneticEnar 000483 3
CASE1 2091 BIOL 314 Undergrad MAIN  Animal Cognit & Consciousness 003326 1
CASE1 2091 BIOL 316 Undergrad MAIN Fundamental Immunology 000536 1 v
& Local intranet E100% -

Step Action

7. All courses owned by your academic organization appear in the search results.
Select the appropriate class.
ConceptsiMolecu View/Biol |

8. The Basic Data tab appears.

Click the Meetings tab.
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New Window | Help | Customize Page | &,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam

Course ID: 000518 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 119 Concepis/Molecu View/Biol |

Ciass Sections Find | View All _First (1] 1 o1 [¥] Last
Session: 1 Regular Academic Session Class Nbr: 3806
Class Section: 100 Component:  Lecture Final Exam
Find [View Al First ] 1 o1 [ Last
Facility ID Capacity Pat Mtg Start Mtg End M T w T F § S *Startend Date HE
TBS TBS Q. ggg [MWF |@ [12:20PM] [1-10PM o o 0O O [otr2i2000 |5 (0472000 |5
Req. Rm|ROCK 301 |Q Exam or Mtg Desc: ‘ ‘

Contact Hours

instructors For Meeting Pattern Customize | Find [ View Al | 3% First " 1of1 " Last
Assignment Y Waorkload
D Name Tnstructor Print Access Contact
Role
1002450 |Q  DrushelRichard Frederick ] =

Room Characteristics Customnize | Find | E First (4] 1 o1 ¥ Last
*Room Characteristic

[ a H =

= save ‘ £\ Return to Search | 1] Previous in List | 4] Nextin List | [=] Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

Done “J Local intranet ® 100% -

Step Action

9. Before making changes to the Meeting Pattern section, please make sure that you are
on the right class section by looking at the Class Sections header and the Class
Section field.

10. First, decide what type classroom is to be used: a classroom assigned to your
academic organization, or a classroom managed by the University Registrar?

11. Decision: What type of classroom do you want to use?

e Classroom assigned to my academic organization
Go to step 12 on page 54

e Classroom managed by the University Registrar
Go to step 18 on page 56

12. If any data exists in the Reg. Rm. field, delete it out of the field.

Press [Delete].

13. If any data exists in the Facility ID field, delete it out.

Press [Delete].

14. Click the Look Up Facility ID button.

Page 54




e — e User Manual
CASE WESTERN II{“’ER‘;EI The Schedule of Classes for Administrative and
Departmental Users
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IUNIVERSIT) e Home Add to Favorites Sign out

(=3
New Window | Help | \5,

Look Up Facility ID

FacilitylD: [ begins with || |
Building: |begmswith > l
Room: [begins with 1+ |
Room Capacity:| = v ] ‘
Look Up ‘ Clear | Cancel |EaE|ELgnkuu

Search Results
1-17 of 17

Facility ID  Building Room Room Capacity
ALLMHERRALLN  HERR 18

Ccr CCF blank) 999

CLPP 304 CLPP 304 24

CLPP 405 CLPP 405 36

CMA CMA  (blank) 998

CMNH CMNH (plank) 999

CPH CPH  (blank) 999

DGRC 103 DGRC 103 3

KsL KSL blank) 999

MILL 320  MILL 320 24

MILL 3204 MILL 3204 25

MILL 324  MILL 224 28

MLL 326 MILL 326 28

MILL 328 MILL 328 20

SQVF SQVF (blank) 998

TBA TBA (blank) 988

IBSTBS IBS IBS 9299

javascript: submitAction_winO{document wind,"#ICRow0y — [RENRRRRRERR & Local intranet E00% <

Step Action
15. A list of all classrooms assigned to your academic organization appears in the search

results. Also on the list are General Assignment rooms. Select the appropriate
room.
|f-.l'||LL 320 MILL 20 E_ﬂ

@ The following Facility IDs will be available in the Facility ID Look Up screen:
- Classrooms owned by the academic organization
- General Assignment rooms not scheduled by the University Registrar
- TBA
- TBS TBS

Step Action

16. Click the Save button.
E zave
17. This completes the process of changing a classroom.

End of Procedure. Remaining steps apply to other paths.
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New Window | Help | Customize Page | &,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam

Course ID: 000518 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 119 Concepis/Molecu View/Biol |

Ciass Sections Find | View Al First (] 1 o1 [*] Last
Session: 1 Regular Academic Session Class Nbr: 3806
Class Section: 100 Component:  Lecture Final Exam

First (1] 4 o 1 [F] Last

T
Facility ID Capacity Pat Mtg Start Mtg End M T w *StartiEnd Date =

T s s
esTes —Ja. ap0 WF|S tzzoeu (10 | B 0 @ O @ 0 O ea]s vsmmmos
Reg.Rm Q Exam or Mtg Desc: | |

Contact Hours

instructors For Meeting Pattern Customize | Find | View Il | 3 Firsi * 101 " Last
Assignment Y Waorkload

D Name Znsfructor Print Access Contact
Role
1002450 |Q  DrushelRichard Frederick ] =

Room Characteristics Customize | Find | E First 4] 1 of 1 O] Last
*Room Characteristic “Quantity

[ a H =

= save ‘ £\ Return to Search | 1] Previous in List | 4] Nextin List | [=] Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

CASE WESTERN RESERVE
UNIVERSITY

Done “J Local intranet E100% <

1826

Step

Action

18.

Room) fields.

Begin by deleting the existing data in the Facility ID and Req. Rm. (Requested

19.

Enter "TBS TBS" into the Facility ID field. This code alerts the University

manage.

Registrar's office that this class section needs a classroom from the list of ones they

20.

Click the Look Up Reqg. Rm. button.
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Home Add to Favorites Sign out
(=3
New Window | Help | &,

Look Up Req. Rm

FacilitylD: [ begins with || |

Building: [begins with ]| la

Room: [begins with 1+ |

Room Capacity:| = v ] ‘

Look Up ‘ Clear | Cancel |Easmmﬂkuu

Search Results

View All 1-100 of 179 [3] Last

Facility ID _Building Room Room Capacity

ALLN AN (blank) 999

ALN31A AN 314 999

ALLMFORDALLN  FORD 412

AUAS CHAP AMAS CHAPEL 500

BING BING  (blank) 999

BING 103 BING 103 124

BING204 BING 204 58

BING304 BING 304 40

BING305 BING 305 40

BRB BRB  (blank) 999

BRE1100 BRB 1100 299

BRB332 BRB 332 999

BRE432 BRB 432 25

BREO3? BRB 032 239

CLPP108 CLPP 108 126

CLPP201 CLPP 201 48

CLPP305 CLPP 305 20

CLRK  CLRK (bank 999

CLRK103 CLRK 103 10

CLRK104 CLRK 104 20

CLRK110 CLRK 110 17

CLRK205 CLRK 205 20 -
Bwain_ciow 21

& Local intranet 100% v
Step Action
21. The Look Up Req. Rm search screen appears. All rooms managed by the University

Registrar, and those for General Assignment, appear in the search results. To find a
room within the search results, use the search fields at the top of the page.

For example, search for a building by the first letter in its name.

22. Click the Look up Building button.
23. The Look Up Building screen appears. All building names matching the search

criteria appear. Select the appropriate building.
[Mather Memorial Building]

24. The building code is now in the Building search field.

Click the yellow Look Up button.

Look Up

25. All rooms in the building appear in the search results. Select the appropriate room.

MTHI
26. Click the Save button.

E zave

217. This completes the process of changing a classroom.

End of Procedure.
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Change or Add Instructor
This business process demonstrates how to change or add instructors to a meeting pattern.

In SIS, the term "instructor” can apply to a faculty instructor, teaching assistant or grading proxy.
Individuals are set up as an instructor on the Instructor/Advisor Table by the University Registrar,
and assigned one of three roles:

e Primary Instructor - the "instructor of record" for the class; has Approve access to
grades.

e Teaching Assistant - a graduate student; has Grade access to grades.

e Grading Proxy - a graduate student or department administrator or assistant; has Grade
access to grades.

Each of these three roles has specific access to the grade roster, where student grades are
submitted (beginning Summer 2008). When an instructor is chosen for a class section, the
Instructor Role and Access fields automatically populate according to the settings on the
Instructor/Advisor table. The Access field can contain one of the following:

e Approve - the instructor can enter and submit grades.
e Grade - the instructor can enter grades, but not submit them.

After Schedule Print = \//
Procedure

Use the Change or Add Instructor process to change an instructor on a class section or add an
instructor to a class section.

Step Action
1. Click the Curriculum Management link.
[l Curriculum Management]
2. Click the Schedule of Classes link.
[l Schedule of Classes|
3. Click the Maintain Schedule of Classes link.
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IR CASE WESTERN RESERVE
LEE: SITY 26 Home Add to Favorites Sian out
Search: New Window | Help |
& My Favorites Maintain Schedule of Classes
= Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.
> Course Catalog
 Schedule of Classes { Find an Existing Value
— Class Search
Academic Institution: CASE Q
Tem —
St e —
— Print Class Schedule "
~ CASE S0C - Validation Catalog Nbr: [begins with v |
Report Academic Career: | = v| ]
— CASE 50C - Error Repor|
— CASE SOC - Stafiing Campus: ‘begins with || |Q
Reporis tion:
— CASE S0C- Cross Description: ‘ begins with v H |
Listed Report Course ID: ‘begins with | [ |Q
> Enroliment Reguirements ~
I Combined Seclions Course Offering Hbr: = v | e
[ InstructorAdvisor [case Sensitive
Information
[ Set Up SACR
[ PeopleToals Search ‘ Clear | Basic Search |5 Save Search Criteria
— Homepaage
— Confidentiality Agreement
— Announcements
Done &J Local intranet E 100% -

Step Action

4. The Maintain Schedule of Classes search screen appears.
Enter the Academic Institution as CASEL.

Click the Look up Term button.

&

5. Select the appropriate term from the search results.
Spr 2008

6. Click the Search button.
Search
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[ My Favorites
= Curriculum Management
[ Course Catalog
 Schedule of Classes
— Class Search
— Schedule New Course

— CASE SOC - Error Repor]
— CASE SOC - Stafiing
Reports
— CASE S0C - Cross
Listed Report
> Enroliment Requirements
[ Combined Sections
[ InstructoriAdvisor
Information
[ Set Up SACR
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

RESERVE

Maintain Schedule of Classes

Add to Favorites

CASEWE
UNIVEI

New Window | Help |

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

Find an Existing Value

Academic Institution:
Term:

Subject Area:

CASE1 [
2091 a

a

¥

Catalog Nbr: [ begins with ] |
Academic Career: ‘ = v‘

Campus: ‘ begins with v | ‘O\
Description: ‘ begins with w H ‘
Course ID: ‘ begins with » | ‘O\
Course Offering Nbr: ‘ = v‘ | ‘O\

[Ccase Sensitive

Search ‘ Clear |535\Cg‘,earc

n 1 Save Search Criteria

Search Results

CASE1 2091 BIOL
CASE1 2091 BIOL
CASEA 2001 BIOL
CASE1 2081 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2001 BIOL
CASE1 2091 BIOL

e Campus Description

7 Undergrad MAIN Intr to Human Anat & Physio |l 000515
119 Undergrad MAN C u View/Biol | 000516
214 Underarad MAIN Genes and Evolution 008271
216 Underarad MAIN Organisms and Ecosystems 005608
250 Underarad MAIN Intro Cell Molec Biol Systems 008984
300 Underarad MAIN Dynamics of Bigl | Systems 005519
301 Undergrad MAIN Biotech Lab: Genes/Genet Enar 000525
208 Underarad WAIN Mol Biol.Genes & Genetic Engr 000483
314 Undergrad MAIN  Animal Cognit & Cx e 003326
316 Underarad MAIN  Fundamental Immunology 000536

143 0f 23

ourse Offering

Sign out

LE]

ns

;

"

STERN RESERVE
ST T

~

% Local intranet

& 100%

1826

Step

Action

All courses owned by your academic organization and scheduled during the chosen
term appear in the search results. Select the appropriate class.
Concepts/Maolecu ViewiBial |

The Basic Data tab appears.

Click the Meetings tab.
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RSITY 826 Home

Add to Favorites

New Window | Help | Customize Page |

Sign out

[ BasicData | Meetings \ EnrollmentCntrl | Reserve Cap | Notes J  Exam |

Course ID: 0005186 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 119 ConceptsiMolecu View/Biol |

[Class Sections

First [4] 1.0r1 M Last

Session: 1 Regular Academic Session Class Nbr: 3808
Class Section: 100 Component:  Lecture Final Exam b

Find|View All  First ] 4 of 1 [ Last

+
Facility ID Capacity Pat Mtg Start Mtg End M T W F *StartEnd Date =

T s s
TsTes A a0 WFS 2P [t | 0 @ 0 @ 0 O 0 sz
Req.Rm Q Exam or Mtg Desc: | |

Contact Hours

Instructors For Meeting Pattern Customize | Find | View All | B First * 1of1 " Last
Assignment Y Workload

FInstructor

D Name Role Print Access Contact
1002450 |Q  DrushelRichard Frederick ] =

Room Characteristics Customize | Find First [E) 10f1 ] Last
“Room Characteristic

[ a ® =

= save ‘ E\Return to Search | +E] Previous in List | 4] Hextin List | [=] Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

Done &J Local intranet

H100% -

Step

Action

Sections header and the Class Section field.
Class Sectiomn: 100

Before making changes to the Instructors for Meeting Pattern group box, confirm
that you are viewing the correct class section by looking at the contents of the Class

10.

Meeting Pattern group box.

overwrite the existing EmplID.

To change or remove an instructor, click the Delete row button in the Instructors for

Important: Do not simply delete the contents of the ID field in the existing row to

11.

Click the OK button to continue deleting the row.
x|

A gray window appears. Click Cancel to cancel the deletion of the row.
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B CasE WESTERN RESERVE
‘}; NIVERSIT T k‘\_

Home Add to Favorites Sign out

(=3

New Window | Help | Customize Page | 5,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam

Course ID: 000518 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Spring 2009 Undergrad
Subject Area: BIOL Biology
Catalog Nbr: 119 Concepis/Molecu View/Biol |
Ciass Sections Find | View Al First (] 1 o1 [¥] Last
Session: 1 Regular Academic Session Class Nbr: 3806
Class Section: 100 Component:  Lecture Final Exam
Find [View All  First ] 1 o1 [ Last
Facility ID Capacity Pat Mtg Start Mtg End M T w T F s 5 *StartiEnd Date HE
TBS TBS QU gog |MWF |Q [12:20PM) [1:10FM ] || O [ [0112i2000 & (042712000
Req.Rm[MTHM 125 |C Exam or Mtg Desc: ‘ ‘
Contact Hours
i
[/ Assignment Y Worklad |
D Name Tnstructor Print Access Contact
Role
— L m=E

Room Characteristics
*Room Characteristic

[ a H =

Customize |Find | 8 First ) 1 o1 ¥/ Last

= save ‘ £\ Return to Search | 1] Previous in List | 4] Nextin List | [=] Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

& Local intranet E 100% <
Step Action
12. Enter the instructor's EmplID into the ID field, or click the Look Up ID button.
13. The Look Up ID screen appears.

Search for the instructor by utilizing the search fields at the top of the page. For
example, enter the instructor's last name into the Last Name field.

14. Enter the instructor's first name into the First Name field.
15. Click the Look Up button.
Look Up
16. The instructor should appear in the search results. Click on his/her name.

If the name does not appear, check the spelling used in the search fields. Other
search fields that can be used are Campus ID (Case network ID), and National 1D
(SSN).

@ If an instructor does not appear after repeated attempts to search for him or
her, then the Add/Update/Delete Instructor/Advisor/TA/Grading Proxy
Form must be completed for that individual and returned to the Office of the
University Registrar.

The form can be obtained at http://www.case.edu/provost/registrar/forms.html.

Page 62




e = ——e——— User Manual
CASE WESTERN R“’LR\;L'I The Schedule of Classes for Administrative and
Departmental Users

WA CAsE WESTERN RESERVE
1 NIVEREITY" s
[E3

Home Add to Favorites Sign out

New Window | Help | Customize Page | 15,

| BasicData | Meetings | EnrolimentCnirl | Reserve Cap | Motes |  Exam |

Course ID: 000516 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Spring 2009 Undergrad
Subject Area: BIOL Biolegy
Catalog Nbr: 119 ConceptsiMolecu View/Biol |
Class Sections Find | View Al First [4] 1 071 [V Last

Session: 1 Regular Academic Session Class Nbr: 3806

Class Section: 100 Component:  Lecture Final Exam

Find | View All First 4] 1 0f 1 [+ Last
Facility ID Capacity Pat Mtg Start Mtg End M T w T F 5§ S8 *Start/End Date HE
TBSTBS C, ggg |MWF |@ |12:20PH| [1:10PK O O 0O [ 01122009 |5 [o4r2712009 |5
Req. Rm[MTHN 125 |Q Exam or Wig Desc: | |
Contact Hours
i
{ Assignment | Workload |
D Name e Access  Contact
Role

8881111  |Q Species, Genus l:l =
Room Characteristics Customize | Find | 8 First [4] 1014 ] Last
“Room Characteristic *Quantity
[ . =

& save ‘ L Return to Search | +[E Previous in List | +[E] Nextin List | [=] Notify

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Motes | Exam

% Local intranst H100% v
Step Action
17. The instructor's EmplID and name appear. The Instructor Role, Print and Access
fields default per the individual's setting on the Instructor/Advisor Table.

Instructor Role: The primary role assigned to this individual. Determines the
defaults of the Print and Access fields.

e Instructor

e Secondary Instructor
e TA

e Grading Proxy

Print: If the instructor should appear in the searchable schedule of classes,
then this checkbox will be checked. Only Primary and Secondary Instructor
roles have the Print checkbox checked by default.

Access: Determines the access that the individual has to the online Grade
Roster in the SIS.

e Approve: The instructor can both enter and approve (submit) grades in
the Grade Roster. Default for Primary and Secondary instructors
roles.
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e Grade: Instructor can enter and save grades but not approve (submit)
them. Default for TA and Grading Proxy roles.

Step Action
18. To add another instructor (or Grading Proxy or TA), click the Add a new
row button in the Instructor for Meeting Pattern group box.
19. A new Instructor row appears. Repeat the steps to enter the instructor's EmplID into
the ID field.
20. Click the Save button.
Bl save
21. This completes the process of changing or adding an instructor.
End of Procedure.

Indicate a Final Exam for a Class Section
This business process demonstrates indicating a final exam for a class section.

The Final Exam field on the Meetings tab is used to alert the University Registrar's office if the
instructor or department wishes to utilize the standard final exam period at the end of the fall and
spring semesters. The field defaults to the value entered on the course catalog or from the value
entered for the class section when it was scheduled in the previous like-term. If it is determined
that the class should have a final exam during the standard final exam schedule, then the value in
the Final Exam field must display Yes. It is preferred that final exams be indicated at the time that
the course is scheduled. The Office of the University Registrar will then be able to schedule a
final exam time for the class. If, at the time of scheduling, the status of the final exam has not
been decided, then it is best to select Yes in the Final Exam field. Exam periods that are not
utilized can be deleted by the University Registrar if that decision is made.

The Final Exam field should only be set to Yes for courses that have final exams. Research
courses, such as 651, 701, and the 400T, 500T, 600T series, should not have the Final Exam field
set to "Yes" as these courses don't have final exams. If there is a final exam but the final exam
period is not utilized to administer it, then the Final Exam field should display No.

When the Final Exam field is set to "Yes," a final exam will only be scheduled if the course falls
into the university's final exam grid (http://www.case.edu/registrar). Final exams may be
scheduled for courses outside the grid by emailing courses@case.edu
(mailto:courses@case.edu).

The final exam flag does not appear anywhere that students can see it and is used solely for the
scheduling of final exams.
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Once created, the scheduled exam will populate the Exam tab of the class section with the exam
time and location. The exam will appear in the searchable schedule of classes so that students
will be aware of the exam day, time, and location at the time that they register for the class. Once
registered, students will be able to see the scheduled exam information in their Student Centers.
Instructors can also see their exam information in the Exam Schedule portion of their Faculty
Centers.

If a midterm exam time must be added during the normal term (i.e. before final exam period), and
outside of the standard meeting time, then a separate business process applies. Please see the
guide called Creating an Exam Outside of the Regular Meeting Pattern for directions.

After Schedule Print = "\,/
Procedure

Use the Indicate a Final Exam for a Class Section process to indicate that a class section is
utilizing a standard final exam period.

Step Action
1. Click the Curriculum Management link.
[l Curriculum Management]
2. Click the Schedule of Classes link.
[i- Schedule of Classes|
3. Click the Maintain Schedule of Classes link.
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RESERVE

[ My Favorites
= Curriculum Management
> Course Catalog
= Schedule of Classes
— Class Search

Term:

Associations
— Print Class Schedule
— CASE S0C - Validation

Subject Area:

Catalog Nbr:

— CASE SOC - Error Repor]

— CASE SOC - Stafiing Campus:
Reports

— CASE S0C - Cross
Listed Report

Description:

Course ID:

> Enroliment Regquirements
[ Combined Sections

[ InstructoriAdvisor
Information
[ Set Up SACR
> PeopleTools Search ‘

Academic Institution:

Report Academic Career: | = v

[Ccase Sensitive

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

Find an Existing Value

CASE
UNI

1V LEIL

WESTERN RESERVE
VERSITY

1826

Home Add to Favorites Sign out

CASE1 [

[ begins with v

v

‘ begins with v |

o

‘ begins with w H

‘ begins with » |

o

Course Offering Nbr: ‘ = v‘ |

<8

Clear | Basic Search [E Save Search Criteria

— Homepaage
— Confidentiality Agreement
— Announcements

New Window | Help | &,

% Local intranet

F100% -

Step Action

4. The Maintain Schedule of Classes search screen appears.

&

Click the Look up Term button.

Enter the Academic Institution as CASEL.

5. Select the appropriate term from the search results.

Spr 2008

6. Click the Search button.

Search
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[ My Favorites
= Curriculum Management
[ Course Catalog
 Schedule of Classes
— Class Search
hedule New Course

— CASE S0C - Error Repor]
— CASE SOC - Stafiing
Reports
— CASE S0C - Cross
Listed Report
> Enroliment Regquirements
[ Combined Sections
[ InstructorAdvisor
Information

CASEWESTERN |
VER T

RESERVE

Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields blank for 3 list of all values.

Find an Existing Value
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New Window | Help | ey

Academic Institutio

Term:

Subject Area:

CASE1 [s}
2091 Q

Q

Catalog Hbr: | begins with | |

Academic Career: ‘ = vl v|
Campus: ‘beginswwtn v |Q
Description: ‘begmswnn VH |

Course ID: ‘beginswwtn ~ |Q

Course Offering Nbr: ‘: v| | |Q

[case sensitive

B A

[ Set Up SACR

> PeopleTools

— Homepaage

— Confidentiality Agreement
— Announcements

Search ‘ Clear | Basic Search [E Save Search Criteria

Search Results

143 of 42

T 5:1:& Campus Descrigtion Ng:lrse Offering
CASE1 2091 BIOL 7 Underarad MAIN Intr to Human Anat & Physio Il 000515 1
CASE1 2091 BIOL 119 underarad MAIN  Conceptsolecy View/Biol | 000516 1
CASE1 2091 BIOL 214 Undergrad MAIN Genes and Evolution 008271 1
CASE1 2091 BIOL 216 Undergrad MAIN Organisms and Ecosystems 005608 1
CASE1 2091 BIOL 250 Undergrad MAIN Intro Cell Molec Biol Systems 008984 1
CASE1 2091 BIOL 300 Undergrad MAIN Dynamics of Biological Svstems 005519 1
CASE1 2091 BIOL 301 Undergrad MAIN Biotech Lab: GenesiGenetEngr 000525 1
CASE1 2091 BIOL 308 Undergrad MAIN Mol Biol:Genes & GeneticEnar 000483 3
CASE1 2091 BIOL 314 Undergrad MAIN  Animal Cognit & Consciousness 003326 1
CASE1 2091 BIOL 316 Undergrad MAIN Fundamental Immunology 000536 1 v

& Local intranet E100% -

Step Action

All courses owned by your academic organization and scheduled during the chosen
term appear in the search results. Select the appropriate course.

Click an entry in the Description column.

[Intr to Hurman Anat & Physio ]

The Basic Data tab appears.

Click the Meetings tab.
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CASE WESTERN RESERVE

1826

WA Case WESTERN RESERVE
I}; NIVERSIT T k‘\_

Home Add to Favorites Sign out

(=3
New Window | Help | Customize Page | 5,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam

Course ID: 000515 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 17 Intr to Human Anat & Physio Il
Class Sections Find | View Al First 1] 1 or2 B Last

Session: 1 Regular Academic Session Class Nbr: 3804

Class Section: 100 Component:  Lecture Final Exam
Find [View All  First ] 1 o1 [ Last
Facility ID Capacity Pat Mtg Start Mtg End M T w T F s 5 *StartiEnd Date HE
MILL 220 Q. oy [MWF |Q [4:00PM | [4:50FM ] || O [ [0112i2000 & (042712000
Req. le:lQ Exam or Mtg Desc: | |
Contact Hours
i
[ Assignment ' Werkload
D Name Tnstructor Print Access Contact
Role
1003285 |Q  KourennyiDmiti £ ] =
Room Characteristics Customnize | Find | E First (4] 1 o1 ¥ Last
*Room Characteristic
[ =
%Save‘ LLReturn to Seﬂrch| 18 ] Nextin List | [=] Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

Done % Local intranet H100% <

Step Action

9. The Meetings tab appears.

Before making changes, please make sure that the correct class section is displayed
by viewing the contents of the Class Sections group box header and the Class
Section field.

|{:Iass Section: 100 |

10. The Meetings tab appears.

Click the Final Exam list.
Mo L

@ The Final Exam field should only be set to Yes for courses that have final
exams. Research courses, such as 651, 701, and the 400T, 500T, 600T series,
should not have the Final Exam field set to Yes as these courses don't have
final exams.

When the Final Exam field is set to Yes, a final exam will only be scheduled if
the course falls into the university's final exam grid
(http://www.case.edu/provost/registrar/exams/
(http://www.case.edu/provost/registrar/exams/exam2088.html)). Final exams
may be scheduled for courses outside the grid by emailing courses@case.edu
(mailto:courses@case.edu).
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The final exam flag does not appear anyplace that students can see it and is
used solely for scheduling the final exams.

Step Action
11. Click the Yes list item.
12. Click the Save button.
El save
13. This completes the process of indicating a final exam for a class section.
End of Procedure.

Create an Exam Outside of a Class's Regular Meeting Pattern

This business process demonstrates creating an exam period outside of a class section's regular
meeting pattern.

If an exam must be scheduled in the midst of the semester outside of a class section's standard
meeting pattern (for instance, during the Provost's Hour), then a Meeting Pattern must be added to
the class section before the Schedule Print Flag is set. Adding the non-standard exam (or other
meeting) to the class section record will allow students to see the time commitment in the
Schedule of Classes before they enroll in the course. It will also prevent time conflicts from
occurring between this class section and any other class in which a student might try to enroll.
The non-standard meeting time must be approved by the responsible Dean before the Schedule
Print flag is activated on the class section affected.

This business process is not meant to be utilized to schedule final exams during the final exam
week.

o
After Schedule Print = *{}‘)

Procedure

Use the Creating an Exam Outside of the Regular Meeting Pattern process to schedule an exam
outside of a class section’s regular meeting pattern.

Step Action
1. Click the Curriculum Management link.
[» Curriculum Management
2. Click the Schedule of Classes link.
[i- Schedule of Classes|
3. Click the Maintain Schedule of Classes link.
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"\_I.\_}-i‘ WESTERN RESERVE
I_ UMIVERSITY 26 Home Add to Favorites Sign out
Search: Mew Window | Help | 5,
& My Favorites Maintain Schedule of Classes
=~ Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values
> Course Catalog
<7 Schedule of Classes [ Find an Existing Value
Search
ule New Course
Academic Institution: CASE1 Q
Term: [
Catalog Nor: [ begins with v[ |
Academic Career: ‘ = v‘ | v‘
Campus: ‘ begins with + H ‘O\
CASE 50C- Cross Description: ‘ begins with » | |
Listed Report Course ID: ‘ begins with + H ‘O\
> Enroliment Requirements )
[> Combined Sections Course Offering Nbr: ‘ = V‘ | ‘O\
[ Instructor/Advisor Clcase Sensitive
Information
[> Set Up SACR
> PeopleTools Search ‘ Clear | Basic Search [E Save Search Criteria
— Homepage
— Confidentiality Agreement
— Announcements
% Local intranet 100 v

Step Action

4, The Maintain Schedule of Classes search screen appears.
Enter the Academic Institution as CASEL.

Click the Look up Term button.

5. Select the appropriate term from the search results.
Spr 2009

6. Click the Search button.
Search
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[ My Favorites
= Curriculum Management
[ Course Catalog
 Schedule of Classes
— Class Search
hedule New Course

— CASE S0C - Error Repor]
— CASE SOC - Stafiing
Reports
— CASE S0C - Cross
Listed Report
> Enroliment Regquirements
[ Combined Sections
[ InstructorAdvisor
Information

CASEWESTERN |
VER T

RESERVE

Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields blank for 3 list of all values.

Find an Existing Value
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New Window | Help | ey

Academic Institutio

Term:

Subject Area:

CASE1 [s}
2091 Q

Q

Catalog Hbr: | begins with | |

Academic Career: ‘ = vl v|
Campus: ‘beginswwtn v |Q
Description: ‘begmswnn VH |

Course ID: ‘beginswwtn ~ |Q

Course Offering Nbr: ‘: v| | |Q

[case sensitive

B A

[ Set Up SACR

> PeopleTools

— Homepaage

— Confidentiality Agreement
— Announcements

Search ‘ Clear | Basic Search [E Save Search Criteria

Search Results

143 of 42

T 5:1:& Campus Descrigtion Ng:lrse Offering
CASE1 2091 BIOL 7 Underarad MAIN Intr to Human Anat & Physio Il 000515 1
CASE1 2091 BIOL 119 underarad MAIN  Conceptsolecy View/Biol | 000516 1
CASE1 2091 BIOL 214 Undergrad MAIN Genes and Evolution 008271 1
CASE1 2091 BIOL 216 Undergrad MAIN Organisms and Ecosystems 005608 1
CASE1 2091 BIOL 250 Undergrad MAIN Intro Cell Molec Biol Systems 008984 1
CASE1 2091 BIOL 300 Undergrad MAIN Dynamics of Biological Svstems 005519 1
CASE1 2091 BIOL 301 Undergrad MAIN Biotech Lab: GenesiGenetEngr 000525 1
CASE1 2091 BIOL 308 Undergrad MAIN Mol Biol:Genes & GeneticEnar 000483 3
CASE1 2091 BIOL 314 Undergrad MAIN  Animal Cognit & Consciousness 003326 1
CASE1 2091 BIOL 316 Undergrad MAIN Fundamental Immunology 000536 1 v

& Local intranet E100% -

Step Action

All courses owned by your academic organization and scheduled during the chosen
term appear in the search results. Click on the appropriate course.

Click an entry in the Description column.

[Intr to Hurman Anat & Physio ]

The Basic Data tab appears.

Click the Meetings tab.
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CASEWESTERN RESERVE
B U4 F ST e Home Add to Favorites Sign out
(=3

New Window | Help | Customize Page | \&,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam

Course ID: 000515 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 17 Intr to Human Anat & Physio Il

Class Sections Find | ViewAll  First 4] 1 or2 B L ast
Session: 1 Regular Academic Session Class Nbr: 3804

I Class Section: 100 I Component:  Lecture Final Exam

First (1] 4 o 1 [F] Last

Facility ID Capacity Pat Mtg Start Mtg End M T w *StartiEnd Date HE

T s
s A o mEla sven s | B 0 @ O @ 0 O s v
Reg.Rm I:lQ Exam or Mtg Desc: | |

o B

Contact Hours

instructors For Meeting Pattern Customize | Find | View Il | 3 Firsi * 101 " Last
Assignment Y Waorkload

D Name Tnstructor Print Access Contact
Role
1003285 |Q  KourennyiDmiti £ ] =
Room Characteristics Customize | Find | E First 4] 1 of 1 O] Last
*Room Characteristic “Quantity
[ =
=] Savel QRelumtuSearchl 4[] Previous in Lis | 4| Nextin Listl ENnnfy|

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

CASE WESTERN RESERVE
UNI Y

Done % Local intranet E100% <

1826

Step

Action

field.
|Class Section: 100 |

Before making changes, please make sure that the right class section is displayed by
viewing the contents of the Class Sections group box header and the Class Section

10.

In the Meeting Pattern group box, click the Add a new row button.
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[ BasicData | Meetings \ Enrallment Cntrl | Reserve Cap |

Motes " Exam

[Class Sections

Session:

Class Section:

Course ID: 000515 Course Offering Nbr:
Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 117 Intr to Human Anat & Physio Il

1 Regular Academic Session
100 Component:  Lecture

: User Manual
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First B 2012 [ L ast

Find| \
T W T F s S EI
7 S— O i N i e W S SR e e A

Facility ID Capacity Pat  Mtg Start MtgEnd M “StartEnd Date

ReqRm| % Exam or Wtg Desc: | |

Contact Hours

Instructors For Meeting Pattern

Customize | Find | View All | % First * 101 " Last
Assignment Y Workload

Fnstructor

D Name Role Print Access Contact
1003285 |Q  KourennyiDmiti £ ] =

Room Characteristics Customize | Find First [E) 10f1 ] Last
ZRoom Characteristic i

[ a ® =

B save ‘ E\Return to Search | E 4 Mextin List | [=] Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

&J Local intranet E 100% -

Step Action

11. A new Meeting Pattern row appears.

Click the Facility 1D button to select a room for this meeting that belongs to your
department.

To request the use of a room that belongs to the University Registrar, enter "TBS
TBS" into the Facility ID field and select a room in the Req. Rm field, instead.

=

12. The Look Up Facility ID screen appears. All classrooms assigned to your academic
organization appear. Select the appropriate classroom from the search results.
220
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RSITY 826 Home Add to Favorites _Sign out

New Window | Help | Customize Page | /&,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam

Course ID: 000515 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 17 Intr to Human Anat & Physio Il

Class Sections Find | ViewAll  First ] 1 or2 B Last
Session: 1 Regular Academic Session Class Nbr: 3804
Class Section: 100 Component:  Lecture Final Exam

Find | View All _First K 2 or2 [*] Last

Facility ID Capacity Pat  WMtgStart Migénd M T W T F S § ‘srtenavme D
JMILL 320 a x| Jal I ooooog o lovinzeoos|E e EH
Reg.Rm I:lQ Exam or Mtg Desc: | |

Contact Hours

instructors For Meeting Pattern Customize | Find | View Al | 3% First " 1of1 " Last
Assignment Y Waorkload

ZInstructor

D Name Role Print Access Contact
1003285 QL Kourennyi.Dmitr E L1 =

Room Characteristics Customnize | Find | E First (4] 1 o1 ¥ Last
*Room Characteristic

[ a H =

= save ‘ £LReturn to Search | 1 4] Nextin List | [=] Hotify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

CASE WESTERN RESERVE
UNIVERSITY

Done %4 Local intranet ® 100% -

1826

Step

Action

13.

Click the Look up Pat (Pattern) button.

14.

Select the appropriate code for the day of the week that the exam will take place.

15.

Enter the start time for the exam into the Mtg Start field.

16.

Press [Tab] on your keyboard.

17.

necessary.

A standard meeting-end time will appear in the Mtg End field. Edit this field as

18.

Enter the date that the exam is occurring into the Start Date field.

19.

Enter the same date into the End Date field.
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WA CsE WESTERN RESERVE
I}; NIVERSIT T k‘\_

Home Add to Favorites Sign out

Mew Window | Help | Customize Page | /5,

[ BasicData | Meefings

Enroliment Critrl | Reseve Cap ) Motes | Exam

[Class Sections

Session:

Class Section:

rearm[ |2

Assignment Y Workload

Course ID: 000515 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 117 Intr to Human Anat & Physio Il

Facility ID Capacity Pat  MtgStart Migknd M T

w F § §
iz o R R (e oo [ 0 0 B O O 0 bvAm | s |

Find | View Al First [1] 1 of2 B Last

1 Regular Academic Session ClassNbr: 3804

100 Component:  Lecture Final Exam

Find | View Al First K 2 o2 [F] Last

+
T *StartEnd Date HE

Exam or Mtg Desc: ‘ |

Contact Hours

D
Q Kourenn

Room Characteristics
“Room Characteristic

instructors For Meeting Pattern Customize | Find | View All| 3 First © 1of1 ° Last
Name “instructor Print Access Contact
Role

Customize | Find | ] First 4] 1 011 [ Last
*Quantity

[ E
B save ‘ E\Return to Search | +g V] Nextin List | [=] Notify
Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam
&4 Local intranet E 100% -

Step

Action

20.

Enter the

Exam or Mtg Desc (Meeting Description) field as the purpose of the non-

standard meeting time.

21.

El save

Click the Save button.

22.

pattern.

The non-s
students a

This completes the process of creating an exam outside of a class's regular meeting

tandard meeting time will appear in the Schedule of Classes so that
re aware of the time commitment, and cannot schedule another class

during that time.
End of Procedure.

Require that Students Get Instructor/Department Permission to Enroll

This business process demonstrates indicating if permission of the class instructor or department
is required in order for a student to enroll in it. If permission is required to enroll in the class,
then the Permission Requests screen of the Faculty Center will be used to grant or deny the
permission requests from students.

After Schedule Print = \/

Proced

ure
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Use the Require Instructor/Department Permission process to require that a student seek
permission from the instructor of record or department in order to register for the class.

Step Action

1. Click the Curriculum Management link.
[t Curriculum Management]

2. Click the Schedule of Classes link.
[l Schedule of Classes|

3. Click the Maintain Schedule of Classes link.

‘3: (CASEWESTERN RESERVE
JUNIVERSITY (B2 Home Add to Favorites Sign out
Search: New Window | Help | &,
® o
& My Favorites Maintain Schedule of Classes
= Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.
> Course Catalog
< Schedule of Classes [ Find an Existing Value
— Class Search
— Schedule New Cc
FrFmTE Academic institution: = ] [caser o
rem: —
Catalog Nbr: [ begins with v |
Academic Career: ‘: v‘ v‘
- E SOC - Error Repor|
— CASE SOC - Stafing Campus: ‘ begins with v | ‘O\
i
_ E%OC _Cross Description: ‘ begins with w H ‘
Listed Report Course ID: [ begins with ][ [
> Enroliment Regquirements
I Combined Seclions Course Offering Nbr: | = v | <8
[> InstructoriAdvisor
[ [Ccase Sensitive
[ Set Up SACR
[> PeopleTools Search ‘ Clear | Basic Search Save Search Criteria
— Homepage
— Confidentiality Agreement
— Announcements
Done % Local intranet H 100% <
Step Action
4, The Maintain Schedule of Classes search screen appears.

Enter the Academic Institution as CASEL.

Click the Look up Term button.

5. Select the appropriate term from the search results.
Spr 2009
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Action

Click the Search button.

Search

[ My Favorites
= Curriculum Management
> Course Catalog
= Schedule of Classes
— Class Search

nt Class Schedule
SE SOC - Validation

— CASE S0C - Error Repor]
— CASE SOC - Stafiing
Reports
— CASE S0C - Cross
Listed Report
> Enroliment Regquirements
[ Combined Sections
[ InstructorAdvisor
Information
[ Set Up SACR
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

RESERVE
&

Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields blank for 3 list of all values.

Find an Existing Value

Academic Institutio

CASE1 [s}
2091 Q

Q

Term:

Subject Area:

Catalog Hbr: | begins with | |

Academic Career: ‘ = vl v|
Campus: ‘beginswwtn v |Q
Description: ‘begmswnn VH |

Course ID: ‘beginswwtn ~ |Q

Course Offering Nbr: ‘: v| | |Q

[case sensitive

Search ‘ Clear | Basic Search [E Save Search Criteria

Search Results

S Campus Description
Inir to Human Anat & Physio Il

Add to Favorites

Sign out

New Window | Help | J&,

143 of 42

Course Offering
HNbr

Course ID

000515

=
=
o
o
=
[P ST N N

CASE1 2091 BIOL 119 underarad MAIN  ConceptsMolecy View/Biol |
CASE1 2091 BIOL 214 Undergrad MAIN Genes and Evolution

CASE1 2091 BIOL 216 Undergrad MAIN Organisms and Ecosystems
CASE1 2091 BIOL 250 Undergrad MAIN Intro Cell Molec Biol Systems
CASE1 2091 BIOL 300 Undergrad MAIN Dynamics of Biological Svstems
CASE1 2091 BIOL 301 Undergrad MAIN Biotech Lab: GenesiGenet Enar
CASE1 2091 BIOL 308 Undergrad MAIN Mol Biol:Genes & Genetic Enar
CASE1 2091 BIOL 314 Undergrad MAIN  Animal Cognit & Consciousness
CASE1 2091 BIOL 316 Undergrad MAIN Fundamental Immunology

& Local

intranet H100% -

Step

Action

All courses owned by your academic organization and scheduled during the chosen
term appear in the search results. Select the appropriate class.
ConceptsiMolecu View/Biol |

The Basic Data tab appears.

Click the Enrollment Cntrl tab.
Enrollment Cntrl
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v CaSE WESTERN RESERVE
IUNIVERSIT) e Home Add o Favorites Sign out

(=3
New Window | Help | Customize Page | 5,

BasicData ' Mestings | EnrollmentCnti 'y RessrveCap |  MNotes | FExam

Course ID: 008271 Course Offering Nbr: 1
Academic Institution:  Case Westemn Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 214 Genes and Evolution

Enroliment Control Find | View Al First (3 1 or12 B Last
Session: 1 Regular Academic Session ~ Class Nbr: 3808
Class Section: 100 Component:  Lecture Event ID:

*Class Status: [ Active A
Class Type: Enroliment Enrollment Status: Open

*Add Consent: Requested Room Capacity: Total

*Drop Consent: Enroliment Capacity: 0

1st Auto Enroll Section: D
2nd Auto Enroll Section: [ ] Minimum Enrollment Nbr: ]
[ cancel if Student Enrolled

& save | \Return to Search | +[Z] Previous in List | +[5 Next in List | MNotify ‘

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

Done % Local intranet H 100% <

Step Action

9. Before making changes, please make sure that you are viewing the correct class
section by looking at the contents of the Class Sections group box header and the
Class Section field.

If necessary, use the arrow buttons in the Enrollment Control header to locate the
correct section.
Class Section: 100

10. The Add Consent field indicates if permission is needed from an instructor or
department in order for a student to enroll in the class.

The value in the Add Consent field defaults from the previous like-semester's
indication.

To change the value, click the Add Consent dropdown list.
Mo Consent  w

11. Select the appropriate value from the dropdown list.

No Consent - Students do not need permission to add the class.

Inst Cnsnt Instructor Consent - The instructor must give permission to every
student that requests to add the class.

Dept Cnsnt Department Consent- The academic organization that facilitates the
course must give permission to every student that requests to add the class.

|Inst Cnsnt ||

Page 78




_ User Manual
WA CASEWESTERNRESERVE - The Schedule of Classes for Administrative and
Departmental Users

Step Action

12. Click the Save button.
El save
13. This completes the process of requiring that a student obtain instructor or

department permission to register for a class.
End of Procedure.

Change the Enrollment Capacity of a Class
This business process demonstrates changing the enrollment capacity of a class section.

The Enrollment Capacity field resides on the Enrollment Control tab. The field is used to limit
the amount of students who can enroll in a class section. Once the enrollment capacity is
reached, the class section automatically closes to enrollment. A number must always be entered
into this field. If an enrollment capacity has not been established for a class section, either
through a default setting on the course catalog or in a previous semester, the Enrollment Capacity
field defaults to "999," which means that an unlimited number of students can register for the

class.
v

After Schedule Print=
Procedure

Use the Change Enrollment Capacity process to change the enrollment capacity of a class section.

Step Action
1. Click the Curriculum Management link.
[t Curriculum Management]
2. Click the Schedule of Classes link.
[l Schedule of Classes|
3. Click the Maintain Schedule of Classes link.
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IR CAsE WES RESERVE
. E 1826 Home Add to Favorites Sign out
Search: New Window | Help | &,
IZID Wy Favorites Maintain Schedule of Classes
= Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.
> Course Catalog
 Schedule of Classes [ Find an Existing Value
— Class Search
Maintain Schedule of Academic Institution: CASE1 Q
Tem: —
Associations Subject Area: l:lQ
— Print Class Schedule "
~ CASE S0C - Validation Catalog Nbr: [begins with v |
Report Academic Career: | = v v
— CASE SOC - Error Repor]
— CASE SOC - Stafing Campus: ‘ begins with v | ‘O\
Reporis tions
— CASE S0C - Cross Description: ‘ begins with w H ‘
Listed Report Course ID: [ begins with ][ [
> Enroliment Regquirements N
I Combined Seclions Course Offering Nbr: | = v | <8
[ InstructoriAdvisor [Clcase Sensitive
Information
[ Set Up SACR
[ PeopleTaals Search ‘ Clear | Basic Search |5 Save Search Criteria
— Homepaage
— Confidentiality Agreement
— Announcements
Done % Local intranet E 100% <

Step Action

4. The Maintain Schedule of Classes search screen appears.

&

Click the Look up Term button.

Enter the Academic Institution as CASEL.

5. Select the appropriate term from the search results.

Spr 2008

6. Click the Search button.

Search
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Search: New Window | Help | e

- Ny Favorites Maintain Schedule of Classes
= Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.
> Course Catalog
 Schedule of Classes [ Find an Existing Value
— Class Search
hedule New Course

Academic Institutio

CASE1 [s}

Term: 2091 Q
Catalog Hbr: | begins with | |
Academic Career: ‘ = vl v|
— CASE S0C - Ermor Report|
— CASE SOC - Stafiing Campus: ‘begins with || |Q
Reports .
— CASE S0C- Cross Description: ‘ begins with v H |
Listed Report Course ID: | begins with ||| Ja
> Enroliment Regquirements
> Combined Seclions Course Offering Hbr: [= v | e

[ InstructorAdvisor
Information
[ Set Up SACR
& PeopleTools Search ‘ Clear | BasicSearch B Save Search Criteria
— Homepaage
— Confidentiality Agreement
— Announcements Search Results

[case sensitive 8 |

143 of 42

T 5:1:& Campus Descrigtion Ng:lrse Offering
CASE1 2091 BIOL 7 Underarad MAIN Intr to Human Anat & Physio Il 000515 1
CASE1 2091 BIOL 119 underarad MAIN  Conceptsolecy View/Biol | 000516 1
CASE1 2091 BIOL 214 Undergrad MAIN Genes and Evolution 008271 1
CASE1 2091 BIOL 216 Undergrad MAIN Organisms and Ecosystems 005608 1
CASE1 2091 BIOL 250 Undergrad MAIN Intro Cell Molec Biol Systems 008984 1
CASE1 2091 BIOL 300 Undergrad MAIN Dynamics of Biological Svstems 005519 1
CASE1 2091 BIOL 301 Undergrad MAIN Biotech Lab: GenesiGenetEngr 000525 1
CASE1 2091 BIOL 308 Undergrad MAIN Mol Biol:Genes & GeneticEnar 000483 3
CASE1 2091 BIOL 314 Undergrad MAIN  Animal Cognit & Consciousness 003326 1
CASE1 2091 BIOL 316 Undergrad MAIN Fundamental Immunology 000536 1 v
& Local intranet E100% -

Step Action

7. All courses owned by your academic organization and scheduled during the chosen
term appear in the search results. Select the appropriate class.
ConceptsiMolecu View/Biol |

8. The Basic Data tab appears.

Click the Enrollment Cntrl tab.
Enrallment Cntrl
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v CaSE WESTERN RESERVE
IUNIVERSIT) e Home Add o Favorites Sign out

New Window | Help | Customize Page | 5,

BasicData ' Mestings | EnrollmentCnti 'y RessrveCap |  MNotes | FExam

Course ID: 008271 Course Offering Nbr: 1
Academic Institution:  Case Westemn Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 214 Genes and Evolution

Enroliment Control Find | View Al First (3 1 or12 B Last
Session: 1 Regular Academic Session ~ Class Nbr: 3808
Class Section: 100 Component:  Lecture Event ID:

*Class Status: [ Active A
Class Type: Enroliment Enrollment Status: Open

*Add Consent: Requested Room Capacity: Total

*Drop Consent: Enroliment Capacity: 0

1st Auto Enroll Section: D
2nd Auto Enroll Section: [ ] Minimum Enrollment Nbr: ]
[ cancel if Student Enrolled

& save | \Return to Search | +[Z] Previous in List | +[5 Next in List | MNotify ‘

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

Done % Local intranet H 100% <
Step Action

9. Before making changes, please make sure that you are viewing the right class
section by looking at the contents of the Class Sections group box header and the
Class Section field.

Class Section: 100

10. Enter the desired number into the Enrollment Capacity field.

11. If the Enrollment Capacity entered is greater than the number of seats in the room
entered in the Facility ID field, you will receive a warning. This is not an error;
however, it is probably a good idea to either change the requested room or the
enrollment limit.

Click the OK button.
oK

12. If you received a warning about the enrollment capacity being greater than what the
classroom can hold, you should enter a new Enrollment Capacity, or change the
contents of the Facility ID or Req. Rm fields.

13. Click the Save button.

E zave
14. This completes the process of changing the enrollment capacity of a class section.

End of Procedure.
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Create a Note to Attach to a Class

This business process demonstrates creating a class note that will display on the Class Details
screen when students look at the schedule of classes.

Class Notes are used to convey information to students that is not conveyed through the course
description. For example, an instructor may want to include a note that an assignment is due on
the first day or class, or that the class meets off-campus after its first meeting.

After Schedule Print = \/

Procedure

Use the Create Class Notes process to create notes that will appear with the class section in the
searchable schedule of classes that is used by students, instructors, and staff.

Step Action
1. Click the Curriculum Management link.
[l Curriculum Management]
2. Click the Schedule of Classes link.
[l Schedule of Classes|
3. Click the Maintain Schedule of Classes link.

% CASE WESTERN RESERVE
JUNIVERSITY e: Home Add to Favorites Sian out
Search: New Window | Help | .5,
& My Favorites Maintain Schedule of Classes
= Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.
> Course Catalog
 Schedule of Classes { Find an Existing Value
Cl
Academic Institution: = v | CASE1 a
Torm: —
Catalog Hbr: | begins with || |
Academic Career: ‘: vl v|
Campus: ‘begins with || |Q
o Description: ‘begms with VH |
Listed Report Course ID: | begins with ||| Ja
> Enroliment Reguirements
I Combined Seclions Course Offering Hbr: = v | e
[ InstructorAdvisor [case Sensitive
Information
[ Set Up SACR
[> PeopleTools Search ‘ Clear | Basic Search Save Search Criteria
— Homepaage
— Confidentiality Agreement
— Announcements
Done & Local intranet H100% v
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Step Action

4, The Maintain Schedule of Classes search screen appears.
Enter the Academic Institution as CASE1.

Click the Look up Term button.

5. Select the appropriate term from the search results.
Spr 2008

6. Click the Search button.

Search
CASE WESTERN RESERVE
M UNIVERSITY % Home /sdd to Favorites Sign out
Search: New Window | Help | & #

- Ny Favorites Maintain Schedule of Classes
= Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.
[> Course Catalog

 Schedule of Classes { Find an Existing Value

Academic Institution: Q
rems E—
\

Catalog Nbr: [ begins with ]
Academic Career: ‘: v‘ v‘
Campus: ‘ begins with v | ‘O\
Description: ‘ begins with w H ‘
Course ID: ‘ begins with » | ‘O\
> Enroliment Requirements
I Combined Seclions Course Offering Nbr: [ = v | <8
[ InstructoriAdvisor [Ccase Sensitive =
Information
[ Set Up SACR
[> PeopleTools Search ‘ Clear | Basic Search Save Search Criteria
— Homepaage
— Confidentiality Agreement
— Announcements Search Results
—_ 143 of 43
Subject e Academic s ‘Course Offering
Term, o Career Campus Description CourselD, -
CASE1 2091 BIOL 7 Undergrad MAIN Intr to Human Anat & Physio |l 000515 1
CASE1 2091 BIOL 119 Undergrad MAN C u View/Biol | 000516 1
CASE1 2091 BIOL 214 Undergrad MAIN Genes and Evolution 008271 1
CASE1 2081 BIOL 216 Undergrad MAIN  Organisms and Ecosystems 005608 1
CASE1 2091 BIOL 250 Undergrad MAIN Intro Cell Molec Biol Systems 008984 1
CASE1 2091 BIOL 300 Underarad MAIN Dynamics of Bigl | Systems 005519 1
CASE1 2091 BIOL 301 Undergrad MAIN Biotech Lab: Genes/Genet Enar 000525 1
CASE1 2091 BIOL 308 Underarad WAIM Mol Biol:Genes & Genetic Engr 000483 2
CASE1 2091 BIOL 314 Undergrad MAIN  Animal Cognit & Cx e 003326 1
CASE1 2091 BIOL 316 Undergrad MAIN Fundamental Immunology 000536 1 v
& Local intranet H 100% <

term appear in the search results. Select the appropriate class.
Concepts/Molecu View/Biol |

8. The Basic Data tab appears.

Click the Notes tab.
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Home Add to Favorites Sign out

W C st WeSTERN RESERVE
Bt
(=3

New Window | Help | Customize Page | 15

[ BasicData | Meetings | EnrollmentCntrl | Reserve Cap | Hotes Y  Exam |

Course ID: 008271 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 214 Genes and Evolution

Class Secfions Find | View All First 1] 10t 12 O Last
Session: 1 Regular Academic Session  Class Nbr: 3449
Class Section: 100 Component: Lecture Event ID:

Class Notes Find | View All First 4] 1 of 1 O] Last

+
*Sequence Number: HE
~Print Location: [JEvenif Class Notin Schedule
Note Nbr: |:|O\
Copy Note

Free Format Text:

Clear Note

& save | S Retum to Search | +[E Previous in List | +E] Nextin List Notify

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

& Local intranet H100% v

Step Action

9. Before making changes, please make sure that you are viewing the correct class
section by looking at the contents of the Class Sections group box header and the
Class Section field.

If necessary, use the arrow buttons in the Enrollment Control header to locate the
correct section.

10. The Free Format Text field can be used to enter a free-text note about that class
that will appear in the searchable schedule of classes that is used by students,
instructors, and staff.

11. Notes can be created and permanently stored on the Class Notes table by the
University Registrar. To select a note from the Class Notes table, click the Look up
Note Nbr button.

12. Select the appropriate note from the search results.
Click the object.
0004 ENG-ITN]
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Class Sections Find | View All

Session:
Class Section:

1
100 Component:

Regular Academic Session
Lecture

Class Nbr: 3449
Event ID:
Class Notes

First 4] 1071 (¥ La
EHE

*Sequence Number:

*Print Location: [JEvenif Class Notin Schedule

MNote Hbr: pooa|Q Permission to register may be obtained from the CSE A~
Copy Note| | D23N'S Office, itnpermit@case.ecu, or (216) 368- =
4436. This course section only for students in the ITN.

Free Format Text:

Clear Note ‘ ‘

& save | QL Retumn to Search | +] Previous in List | 4 Nextin List | [=] Notify

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

First 4] 1 or12 B |

ast

st

CASE WESTERN RESERVE
UNIVERSITY

L ¥ B} 1826

CASEWESTERN RESERVE
BUNITVERSITY a6 Home Add to Favorites Sign out
=)
New Window | Help | Customize Page | /&,
[ BasicData  Meetings | EnrollmentCnfrl | Reserve Cap | MNotes |  Exam |
Course ID: 008271 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Spring 2009 Undergrad
Subject Area: BIOL Biology
Catalog Nbr: 214 Genes and Evolution

% Local intranet w 100% -

Step Action

13. The note appears in the Note Nbr text box.

14.
the Copy Note button.
Copy Mote

The note cannot be changed in the Note Nbr text box. To change the note, click
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Home Add to Favorites Sign out

INew Window | Help | Customize Page |

[ BasicData | Meetings | EnrollmentCnirl | Reserve Cap | Hotes Y Exam |

Course ID: 008271 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 214

Genes and Evolution
Class Sections

Find|ViewAll  First ] 1 or 12 B Last

Session: 1

Regular Academic Session  Class Nbr: 3449

Class Section: 100 Component: Lecture Event ID:
Class Notes View Al First (4] 1 or 1 [M Last
+
*Sequence Number: B
~Print Location: [JEvenif Class Notin Schedule

Free Format Text: Permission to register may be obtained from the CSE &

Clear Nate| |Dean’s Office, itnpermit@case.edu, or (216) 368-
4436. This course section only for students inthe TN

Note Nbr: |:|O\ ‘ ‘

& save | S Retumn to Search | +[E Previous in List | +E] Nextin List | [=] Notify ‘

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

Done &4 Local intranet E100% -

Step Action

15. The note copies to the Free Format Text field where it can be edited as necessary.

Please note: To change the format of a permanent note, please contact the
Registrar's office at courses@case.edu.

16. Click the Save button.
E zave
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TERN RESE |\\ |
SITY

&"x\\é—\\\\i \:

@ open Career  Undergradusts

3449 Dates  1/12/2009 - 4/27/2009
Session Regular Academic Session Grading Regular Grades

Units 4 units Location Main Campus

c:
Class Components Laboratory  Required ampus Czse Wastern Reserve Univ

Meeting Information
Days & Times Room Instructor Meeting Dates

MoWe 12:30PM - 1:45PM |To Be Scheduled Staff 01/12/2009 - 04/27/2009
Th 8:30AM - 11:30AM Millis Science Ctr 324 |Staff 01/12/2009 - 04/27/2009

Enrollment Information

Add Consent Instructor Consent Required

Class Availability

Class Capacity 26 Wait List Capacity o
Enroliment Total 0 Wait List Total 0
Available Seats 26

Class Notes Please contact the Bmlogy Dapartment for the ﬁrst class
assignment, which is due on the first day of clas:

First in a series of three courses required of the Biology major. Topics include
Slalogical aiacias (vith 5 Focus an DHA snd RNAJ: basics of cell Stractare (vith

= facus on the nucleus and chromesome); cell cycle, mitosis and meiosis;
molacalar ganatics, viruzas and gene tachnalogy: classical and micrabial
genetics; population genetics and evolution, diversity resulting from evelution.
Laboratory and discussion sessions offered in altemate weeks. Recommended
preparatio

VIEW SEARCH RESULTS

IVER

Add to Favorites

Sign out

E3]

% Local intranet

F100% -

LASE \\f’EsTERN P\]ZbER\f

18264

Step Action

17. The note appears on the Class Details screen of the class search result in the Notes

group box.

18. This completes the process of creating a class note.

End of Procedure.

Cancel a Class After it's been Published
This business process demonstrates canceling a class section.

As discussed previously, if a class section needs to be removed from the schedule, there are two
ways that this can be accomplished. The first, deleting the class section, can only be used if the

Schedule Print flag has not been turned on and no students are registered for the class. The
second, canceling a class, is to be used when the Schedule Print flag has been turned on for the

class section and/or students are registered for the section.

After Schedule Print = \/
Procedure

Use the Cancel a Class Section process to cancel a class section.
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Action

Click the Curriculum Management link.
[t Curriculum Management]

Click the Schedule of Classes link.
[l Schedule of Classes|

Click the Maintain Schedule of Classes link.

/ESTERN RESERVE
RSTTY Sk

Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields blank for 3 list of all values.

[ My Favorites
= Curriculum Management
> Course Catalog

Find an Existing Value
Academic Institution: CASE1 a
Term: =

Subject Area:

Catalog Hbr: | begins with || |
Academic Career: ‘ = vl v|
Campus: ‘begins with || |Q
c SOC- Cross Description: ‘ begins with v H |
Listed Report Course ID: | begins with ||| Ja
> Enroliment Reguirements
I Combined Seclions Course Offering Hbr: = v | e

[ InstructorAdvisor
Information
[ Set Up SACR
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

[case sensitive

Search ‘ Clear | Basic Search Save Search Criteria

Add to Favorites

Sign out

New Window | Help | .5,

Done

& Local intranet

H00% -

Step

Action

The Maintain Schedule of Classes search screen appears.
Enter the Academic Institution as CASE1.

Click the Look up Term button.

Select the appropriate term from the search results.
Spr 2008

Click the Search button.
Search
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[ My Favorites
= Curriculum Management
[ Course Catalog
 Schedule of Classes
— Class Search
— Schedule New Course

— CASE SOC - Error Repor]
— CASE SOC - Stafiing
Reports
— CASE S0C - Cross
Listed Report
> Enroliment Requirements
[ Combined Sections
[ InstructoriAdvisor
Information
[ Set Up SACR
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

RESERVE

Maintain Schedule of Classes

Add to Favorites

CASEWE
UNIVEI

New Window | Help |

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

Find an Existing Value

Academic Institution:
Term:

Subject Area:

CASE1 [
2091 a

a

¥

Catalog Nbr: [ begins with ] |
Academic Career: ‘ = v‘

Campus: ‘ begins with v | ‘O\
Description: ‘ begins with w H ‘
Course ID: ‘ begins with » | ‘O\
Course Offering Nbr: ‘ = v‘ | ‘O\

[Ccase Sensitive

Search ‘ Clear |535\Cg‘,earc

n 1 Save Search Criteria

Search Results

CASE1 2091 BIOL
CASE1 2091 BIOL
CASEA 2001 BIOL
CASE1 2081 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2091 BIOL
CASE1 2001 BIOL
CASE1 2091 BIOL

e Campus Description

7 Undergrad MAIN Intr to Human Anat & Physio |l 000515
119 Undergrad MAN C u View/Biol | 000516
214 Underarad MAIN Genes and Evolution 008271
216 Underarad MAIN Organisms and Ecosystems 005608
250 Underarad MAIN Intro Cell Molec Biol Systems 008984
300 Underarad MAIN Dynamics of Bigl | Systems 005519
301 Undergrad MAIN Biotech Lab: Genes/Genet Enar 000525
208 Underarad WAIN Mol Biol.Genes & Genetic Engr 000483
314 Undergrad MAIN  Animal Cognit & Cx e 003326
316 Underarad MAIN  Fundamental Immunology 000536

143 0f 23

ourse Offering

Sign out

LE]

ns

;

"

STERN RESERVE
ST T

~

% Local intranet

& 100%

1826

Step

Action

All courses owned by your academic organization and scheduled during the chosen
term appear in the search results. Select the appropriate class.
Concepts/Maolecu ViewiBial |
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SE WESTERN RESERVE
IVERSITY oY Home Add to Favorites Sign out

Mew Window | Help | Customize Page | & *

{ Basic Data |_Msefings | Enrollment Crirl | RessrveCap | Motes |  FExam

Course ID: 0005186 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ

Term:

Spring 2009 Undergrad Auto Create Component
Subject Area: BIOL

Biology
Catalog Nbr: 119 ConceptsiMolecu View/Biol |
Class Sections view All  First [4) 1 o1 ¥ Last
*Session; 1@ RegularAcademicSession  Class Nbr: 3806 HE
I’Cla55 Section: 100 *Start/End Date: | 01/12/2008 04/27i2009
*Component: LEC|Q  Lecture Event ID:
*Class Type: Enroliment w
“Associated Class: 100

*Campus: Case
. | SA-MAIN Q
Location: Wiain Gampus Schedule Print
Course Administrator: é
*Academic Organization: | BIOL A Biolagy

Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
*Holiday Schedule: Case Holiday Schedule Generate Class Mig Attendance
*Instruction Mode:

Primary Instr Section:

Course Topic 1D: l:lQ Print Topic in Schedule L

Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

Class Attributes Customize | Find | View Al 3 First [4] 4 or1 [ Last
*Course *Course Aftribute v

Student Specific Permissions

Sync Attendance with Class Mtg

:lmu GL Interface Required

& Local intranet 100% v

Step

Action

The Basic Data tab appears.

Find the section that needs to be cancelled by clicking the Show next row button on
the Class Sections group box header until it appears.

Confirm the class section selected by viewing the number the Class Section field.

10.

Locate the Schedule Print checkbox. If the box is checked, then the section must
be cancelled in order to be removed from the schedule because it has been made
ublic to students. If there is no checkmark, then the section can be deleted.

Schedule Print |

11.

Click the Enrollment Cntrl tab.
Enrollment Cntrl
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W C st WESTERN RESERVE
l}; NIVERSIT T k‘\_

Home Add to Favorites Sign out

(=3
New Window | Help | Customize Page | 5,

[ BasicData ; Mestings | EnrollmentCntl | ReserveCap | MNotes | Fxam

Course ID: 008271 Course Offering Nbr: 1

Academic Institution:  Case Westemn Reserve Univ

Term: Spring 2008 Undergrad

Subject Area: BIOL Biolegy

Catalog Nbr: 214 Genes and Evolution

Enroliment Control Find | View Al First [4] 1 or12 B Last
Session: 1 Regular Academic Session Class Nbr: 1304
Class Section: 100 Component:  Lecture EventiD: 000029164
*Class Status: [ Active 4

Class Type: Enroliment Enrollment Status: Open

*Add Consent: Requested Room Capacity: Total
*Drop Consent: Enrollment Capacity: 8

2nd Auto Enroll Section:

1st Auto Enroll Section: D

Minimum Enroliment Nbr: l:l
[Jcancet if Student Enrolled

& save | {\Return to Search | [=] Netify ‘

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

% Local intranet H 100% <

Step Action

12. The Enrollment Control tab appears. Locate the Enrollment Capacity field. The
number in the Total column displays how many students are enrolled in the section.

IMPORTANT: All students must be notified that the class is being cancelled. In
order to do this, obtain a current copy of the class roster PRIOR to canceling the
section, otherwise the enrollment record will be lost.

Enroliment Capacity: 26| g

13. From the main menu, click the Class Roster link.

This link exists within the Curriculum Management folder.

[ Class Roster

14, Click the Class Roster link.
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Eaugeﬂ! !ecru\lmg A

[ Student Admissions b |
[ Records and Enroliment
|~ Curriculum Management Class Roster
[» Course Catalog Enter any infarmation you have and click Search. Leave fields blank for a list of all values
[» Schedule of Classes

[> Roll Curriculum Data
Find an Existing Value
Forward

Home | \Worklist | MultiChannel Console | Add to Favorites [ Sign out

New Window | Help |

[» Enroliment Requirements

1> Combined Sections Academic Institution: | begins with v||CASE1 e
[> Dynamic Dates -
I Facility and Event Term: [begins with [ e
infonsation Subject Area: [begins with || Ja
= Class Roster
— Class Roster Catalog Nbr: \negins with | [ |
— Print Class Roster
[ Attendance Roster Class Hbr: E ~| | |
[ Grading Class Section: ‘ begins with v | |
[> Gradebook
b InstructoriAdvisor Session: = ~] W
Information Course ID: | begins with v |
[ Leamning Management
Systerns Course Offering Nbr: ‘ = v| | |
[> Financial Aid
[- Student Financials
[ Academic Advisement Search ‘ Clear | Basic Search (B Save Search Criteria

[- Contributor Relations

[> Set Up HRMS

[> Set Up SACR

[ Enterprise Components
[ Interfaces

[ Worklist

[ Application Diagnostics
[ Tree Manager

> Reporting Tools

> PeopleTools

[» Case Conversion Objects
— Careers

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— Homepaage

— Confidentiality Agreement
— Announcements

<

& Local intranet H100% v

Step Action

15. The Class Roster search screen appears.
Enter the Academic Institution as CASEL.

Enter the term of the class into the Term field or click the Look Up Term button
for a list of terms from which to choose.

16. Enter the course's subject area into the Subject Area field.
17. Enter the course's catalog number into the Catalog Nbr field.
18. Click the Search button.

Search
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[ Student Admissions

[ Records and Enroliment
|~ Curriculum Wanagement Class Roster

[» Course Catalog Enter any infarmation you have and click Search. Leave fields blank for a list of all values
[» Schedule of Classes

hannel Console | _Add to Favi

[> Roll Curriculum Data
Find an Existing Value
Forward

[» Enroliment Requirements

1> Combined Sections Academic Institution: | begins wilh v |[CASE1 Ja
> Dynamic Dates -
1> Facility and Event Term: [begins with v [2081 la
Information
Subject Area: begins with + || BIOL
= Class Roster ! ‘ E ” ‘O\

e oe ] Catalog Nbr: [ begins with w][z14 |
— Print Class Roster

> Aftendance Roster Class Nor: E | | ‘
[> Grading Class Section: ‘ begins with v | ‘
[> Gradebook
b Instructor/Advisor Session: = v v
Information Course ID: [ begins with v |
[ Learning Management
Systerns Course Offering Nbr: ‘ = v ‘ | ‘
[ Financial Aid
[- Student Financials
[> Academic Advisement Search Clear | Basic Search [E) Save Search Criteria

(- Contributor Relations
[> Set Up HRMS
[> Set Up SACR Search Results

[ Enterprise Components

[ Worklist

(- Application Diagnostics 271

2081 BIOL Regular 008!

B e 2081 BIOL 214 101 Reqular 008271
© Reporting Tools 2081 BIOL 214 102 Reqular 008271
[> PeopleTools 103 Reqular 008271
[» Case Conversion Objects 104 Regular 008271
— Careers 1058 Regular 008271
— Change My Password 106 Reqular 008271
— My Personalizations G07 Reqular 008271
L Sistem Prefie 108 Reaqular 008271
— My Dictionary e Reaular
— Homepage 109 Reaqular 008271
Confidentiality Agreement 110 Regular 008271
Annguncements a1 Reqular 008271

[ Interfaces 5 a e ID Course Offering Nbr Description

112012

Genes and Evolution
Genes and Evolution
Genes and Evolution
Genes and Evolution
Genes and Evolution
Genes and Evolution
Genes and Evolution
Genes and Evolution
Genes and Evolution
Genes and Evolution
Genes and Evolution
Genes and Evolution

CASE WESTERN RESE
UNIVERSIT?Y

javascript: submitAction_winG{document.wind, #1CRowd');

% Local intranet % 100%

RVE

1826

Step Action

19. If search results appear, select the appropriate section from the list.

BIOL 214 1304  100|
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Home | \Worklist | MultiChannel Console | Add to Favorites [ Sign out

W CAsE WESTERN RESERVE
‘IL t E'\\\E\: LlsiJ ‘»I\I “\‘\.I__
(=3

Iew Window | Help | Customize Page | & =

Class Roster

=

Course: BIOL 214 Institution: Case Western Reserve Univ
Title: Genes and Evolution Term: Spring 2008

Class Number: 1204 Session: Regular Academic Session

Class Section: 100 Career: Undergraduate
Component: Lecture

Day: Mon Wed Instructor:  Rozek Charles
Time: 12:30PM-  1:45PM Species,Genus
Location: Millis Schmitt Lecture Hall

Day: Thurs

Time: 8:30AM - 11:30AM

Location: Millis Science Ctr 324

*Enrollment Status: |Enrolled

Enrollment Capacity: 26 Enrolled: 2 Dropped: & Waitlisted: 0

Enrolled Students

Customize | Find | ] First [ 1-20f2 ] Last

D Name Audit  Units |Program and Plan Level Exp Grad
Term
Baldwin Il William Undeclared Undergraduate - Spring
1/8891102 H 400 Undeclared Undergraduate Saphomare 2011
Undeclared Undergraduate - Spring
29991103 Bee,Singin 4.00 Undeclared Undergraduate 1stYear 2011

£\ Return to Search | [=] Notify

E3

& Local intranet H100% v

Step Action

20. The Class Roster screen appears. Using your internet browser's print capabilities,
print the class roster for later use. It is the department’s responsibility to notify the
students in the class of its cancellation.

21. From the main menu, click the Schedule of Classes link.
[ Schedule of Classes|

22. Click the Maintain Schedule of Classes link.
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— Schedule Class

CASE WESTERN RESERVE
NIVERSITY s

= Schedule of Classes ~
— Class Search
— Schedule New Course
hedule of

826

Maintain Schedule of Classes

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

Meetings

— Adjust Class
Associations

— Update Sections of a
Class

— Class Event Table

— Print Class Schedule

— Exam Code Table

— Exam Code Table Repor|

— Generate Exarm

{ Find an Existing Value

MultiChannel Console

voE -k

Add to Favorites

CASE WESTERN RESERVE
UNIVERSIT?Y

Sign out

New Window | Help | &,

Academic Instifuti
Term:

Subject Area:

E—
Er—
—

Catalog Nbr: [ begins with v

214 |

Schedule
— Class Motes Table
— Class Motes Report

ic Career: ‘ = v‘

¥

Campus: ‘begins with '~

o

— Class Notes Table
Report
— Global Notes Table
— Global Notes Table
Report
— Resource Queue
Cleanup
— CASE Update Schedule
Print Flg
— CASE SOC - Validation
Report
— CASE SOC - Error Repor|
— CASE SOC - Staffin
Reports
— CASE S0C - Cross
Listed Report
— Review Message Log
[> Roll Curriculum Data
Forward
[» Enroliment Reguirements
[> Combined Sections
[> Dynamic Dates
[> Facility and Event
Information
[» Class Roster

[+ Attendance Roster hd

Descripti [ begins with »|

Course ID: [ begins with ][

o

Course Offering Nbr: ‘ = v‘ |

<8

[Ccase Sensitive

Search ‘

Clear | Basic Search [E Save Search Criteria

Done

% Local intranet

% 100%

1826

Step

Action

23.

necessary.

The Maintain Schedule of Classes search screen appears. Enter the search fields as

24,

Click the Search button.

Search

25.

The Basic Data tab appears.

Click the Enrollment Cntrl tab.
Enrallment Cntrl
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Home Add to Favorites Sign out

(=3
Mew Window | Help | Customize Page | /5,

[ BasicData | Meetings | EnrollmentCntrl | Reserve Cap | Motes | Fxam

Course ID: 008271 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ

Term: Spring 2008 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 214 Genes and Evolution

Enroliment Control Find | View Al First 3] 1 or12 B Last
Session: 1 Regular Academic Session Class Nbr: 1304
Class Section: 100 Component:  Lecture EventlD: 000029164

*Class Status: [ ctive 4
Class Type: Enroliment Enroliment Status: Open

*Add Consent: Requested Room Capacity: Total

*Drop Consent: Enroliment Capacity: ]

1st Auto Enroll Section: D

2nd Auto Enroll Section: Minimum Enrollment Nbr: l:l

[Jcancel if Student Enrolled

& save | (\Return to Search | [=] Netify ‘

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

& Local intranet H100% v
Step Action
26. Click the Cancel if Student Enrolled option to drop all students from the class.
| cancel if Student Enrolled
27. Click the Class Status list.
| Active v|
28. Click the Cancelled Section list item.
[Cancelled Section |
29. A warning box appears, declaring that the user has insufficient privileges. This
warning can be ignored. Click the OK button.
oK
30. Click the Cancel Class button.
Cancel Class
31. The class is now cancelled and all students have been dropped.
26 0
32. Click the Save button.
33. This completes the process of canceling a class section.
Please remember to contact all students who were previously enrolled in the class to
notify them of its cancellation.
End of Procedure.
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Advanced Scheduling

This section introduces you to scheduling a course that is combined with another course offering.

Combine Sections

This business process demonstrates combining sections of courses that are cross-listed in the
course catalog. A cross-listed course is comprised of two or more courses that are the same in
title and description, but are offered at two levels (i.e. 300 and 400) or are listed in two or more
subjects (i.e. ANTH and BIOL). Because cross-listed courses are essentially the same, their class
sections can be combined and taught in a single class meeting.

All users of the Schedule of Classes can determine if their department offers cross-listed courses.
Go to the Schedule New Course screen and search for all courses in the current term. The list of
courses that is returned contains all courses that can be offered by your academic organization.
Click on the Description column header to alphabetize the course titles in ascending order.
Review the courses to determine if any have the same title. Courses that have the same title but
are listed under two course numbers, such as BIOL 358 and BIOL 458, both titled Animal
Behavior, are cross-listed across careers (in this case, Undergraduate and Graduate). Also,
courses that have the same title but have different subject codes, such as PHIL 271 and BETH
271, are cross-listed across academic organizations. When courses such as these appear in your
search results, it means that your academic organization is in charge of scheduling and combining
the cross-listed sections. If a course that your academic organization once offered is not returned
in your search results, it is possible that another academic organization has been put in charge of
scheduling it. Contact courses@case.edu for further information.

Class sections can be combined permanently or for a single class occurrence. Only permanently
combined sections will remain combined when the schedule is copied to a future term. The
enrollment and wait list capacities are controlled both at the section level and at the sections'
combined level.

To create combined sections:

1. Create or update each course offering of the combined courses with like section numbers

(i.e. two 100 sections, two 101 sections). See Add a Course Offering to the Schedule

orAdd a Section to a Course Offering for directions on creating class sections.

Define a Combined Sections ID on the Combined Sections Table screen.

3. Link classes to the Combined Sections ID and choose a combination type on the
Combined Sections page.

4. Confirm the enrollment limits for the combined sections.

N

Please note: Combined sections are set up on specific sessions of terms. Should a cross-
listed course have to be changed to a different section, the following procedure must be
followed:

1. Go to the Identify Combined Sections screen for the cross-listed course. Delete
all sections from cross-listing. Save.

2. Go to the Combined Sections table for the session and term that. Delete the row
of the cross-listing from the table. Save.
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3. Go to the Maintain Schedule of Classes search screen. Search for the classes that
are being moved to a different session. Change each section of the cross-listed
course

4. Return to the Combined Sections table search screen. Search for the session and
term in which the cross-listed course should be placed.

5. Follow the Combine Sections of Cross-listed Courses guide to combine the
sections in the new session.

Procedure

Use the Creating Combined Sections process to enter a combined section onto the Combined
Sections table and combine the class sections on the Identify Combined Sections screen.

Step

Action

1.

Click the Curriculum Management link.
[l Curriculum Management]

Click the Combined Sections link.
[i- Combined Sections|

Click the Combined Sections Table link.
— Combined Sections
Tahle

WA CAsE WESTERN RESERVE
1'\[\ FREITT o

Search: New Window | Help | 15

\ |®

[ My Favorites Combined Sections Table

=~ Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values
> Course Catalog
[> Schedule of Classes [m\
I Enroliment Requirements
<~ Combined Sections

— Combined Sections Academ\c\nﬁmunon: Q
e Torm: L Ja
— Identify Combined
Sections Session: [= ¥ v
[ Instructor’Advisor
Information
[ Set Up SACR Search ‘ Clear | Basic Search Save Search Criteria

> PeopleTools

— Homepage

— Confidentiality Agreement
— Announcements

& Local intranst #H100% v
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Step Action

4. The Combined Section Table search screen appears.
Enter the Academic Institution as CASEL.

Click the Look up Term button.

5. Select the appropriate term from the list.
Spr 2009
6. Click the Session dropdown list.
I vl
7. Select the Session during which the combined section will take place.
[Regular Academic Session |
8. Click the Search button.
Search

W C st WESTERN RESERVE
l}; NIVERSIT T k‘\_

Home | Worklist | MuttiChannel Console | _Add to Favorites | _Sign out

(=3
New Window | Help | Customize Page | 5,

Combined Sections Table

Academic Institution: Case Western Reserve Univ
Term: Fall 2008
Session: Regular Academic Session

*Description *Short Description
’W”EHOLW\DD—|W| View Combined Sections =
[oo04 |[Bi0s 446a-100 | [B10s 44641 | view Compined sections =
[o003 |[FRCH 338-100 | [FrReH 3381 | view Combined sections =
[oa01 |[BIoL 368 -100 | [BroL 3681 | view combined sections =

1 save ‘ S\ Return to Search | [=] Notify

€ Internet F 100% <
Step Action
9. The Combined Sections Table screen appears. This is where the Combined
Sections ID is created and named.
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Step Action
10. Click the Add a new row button to create a new combined section ID.

Home | \Worklist | MultiChannel Console | Add to Favorites [ Sign out

WA CASE WESTERN RESERVE
l\,[\\\.“\il‘r\ k‘\
=

Combined Sections Table

Mew Window | Help | Customize Page | 5,

Academic Institution: Case Western Reserve Univ
Term: Fall 2008
Session: Regular Academic Session

“Combined

SectionsID  *Description *Short Description

[ooos  |[BoL4stioo |[BOL431-1 | ViewCombined Sections =
[oo04 |[Bi0s 4464100 |[B10s 44581 | view combined Sections =
[og03 |[FRCH 338-100 |[FreH 2381 | view Combined Sections =
o001 |[BioL 368 -100 |[BroL 3681 | view combined Sections =
s | | \ =

= save ‘ £\ Return to Search Notify

€ mntemet H 100% -+

Step Action

11. Enter the Subject Area code representing the organization that "owns" the
combined section, followed by the Catalog Number and Section Number to be

combined into the Description field.

For example, enter "BAFI 341 - 100".

12. Press [Enter] to copy the first ten characters of the Description field to the Short
Description field.
13. Click the Save button.
Bl save
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Combined Sections Table

Academic Institution: Case Western Reserve Univ

Term: Fall 2008

Session: Regular Academic Session

Combined

Sections ID *Description *Short Description

poos BIOL 431-100 BIOL 431-1 View Combined Sections =
[oo04 |[Bi0s 446a-100 | [B10s 44641 | view Compined sections =
[o003 |[FRCH 338-100 | [FrReH 3381 | view Combined sections =
[oa01 |[BIoL 368 -100 | [BroL 3681 | view combined sections =
[oaos |[BaF1 341 - 100 | [BaFi 3411 | view Combined sections =

= save ‘ LLReturn to Search | [] Notify

Home | Worklist | MuttiChannel Console | _Add to Favorites

CASE WESTERN RESERVE
UNIVERSITY

IVEI 1826

Sign out

New Window | Help | Customize Page | /&,

Done € Internet H100% -
Step Action
14. Click the View Combined Sections link that appeared when the Table was saved.
Eiew Combined Sections
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Mew Window | Help | Customize Page | /5,

Home | \Worklist | MultiChannel Console | Add to Favorites

Sign out

Identify Combined Sections

Academic Institution: CASE1 Case Western Resenve Univ Permanent Combination
Term: 2088 Fall 2008 SKip Mtg Pattern & Instr Edit
Session: 1 Regular Academic Session Warning: Mg Pattern & Instr

information will not be shared

Combined Sections ID: 0006 BAFI 341-100 within the combined section.

*Combination Type:

Requested Room Capacity: l:l Enroliment Capacity: l:l 0

Wait List Capacity:

Customize | Find B First [0 0r0 M Last

Combined Sections {_Class Description

Rea Room R‘g; EndCap EndTof WaitCap  WaitTot Acad Group

[ 0 0 0 0 0 [# [=]

View Combined Sections Table

Class Nbr Subject Catalog Nbr Section Status

& save ‘ ELReturn to Search | [=] Netify ‘

|
Done € Intermnet

H100% -

Step Action
15. The Identify Combined Sections screen appears.
Here, select the class sections that are being combined.
16. Click the Combination Type list.
|| Cross Subject v|
17. Choose the type of sections that are being combined.

For example: BAFI 341 and ECON 341.

Within Subject - class sections from within a single subject area will be

combined. For example: FRCH 338 and FRCH 438.

Both - class section will be drawn from both within subject areas and across
subject areas. For example: BIOL 368, BIOL 468, and ANTH 467.

Cross Subject - class sections from different subject areas will be combined.

Step

Action

18.

By default, the Permanent Combination checkbox is marked. If this is not to be a
permanent combination of sections, remove the checkmark from the box.
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Step Action

19. Enter the Enrollment Capacity field as the total number of students that can enroll
in the combined class.

@ If the Enrollment Capacities of both courses are the same, and both are equal
to the Enrollment Capacity of the combined section, then any number of
students can sign up for either section of the course until the combined section
is full.

Step Action

20. Click the Look Up Class Nbr button.

&

CASE WESTERN RESERVE
UNIVERSITY " Home | Workist | MultiChannel Console | _Add to Favories | _Sign out
=)

New Window | Help | & 2

Look Up Class Nbr

Academic Institution: CASE1
Term: 2088
Session: Regular Academic Session
Class Nbr: [= v | |
Academic Group: ‘beginswwtn ~ |Q
Subject Area: [ begins with |v[ &
Catalog Nbr: ‘beginswwtn ~ | N |
Class Section: [ begins with |v[ |
Look Up ‘ Clear | Cancel | Basic Lookup

Search Results
Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.

View All 1-100 of 200 [p] Last

[Class Nbr Academic Group Subject Area Catalog Nbr Class Section Enrollment Capacity Enroliment Total Wait List Capacity Wait List Total Reguested Room Capacity|

1007 CAS BioL J20 100 299 9 Q Q 299

1009 CAS BIOL 325 100 30 2 Q Q 999

1010 CAS BioL 368 100 999 0 o o 299

1013 MED EPBI 431 100 9299 !l 0 0 299

1014 MED MPHP 431 101 299 o} Q Q 299

1015 CAS BIOL 202 100 i) 2 ) ) 299

1016 CAS BlOL J03 101 999 2 Q Q 999

1017 CAS BIOL 120 200 a 0 o o 999

1018 CAS BloL 368 101 a o 1] 1] 299

1019 CAS ANTH 530 100 299 2 ) ) 299

1020 CAS BioL 368 102 299 2 Q Q 299

J021 MeT ACCT Jo01 100 40 9 Q Q 40

1023 MGT ACCT Jo1 101 20 0 o o 20

1025 MGT ACCT 101 102 40 0 o o 40

1027 MGT ACCT 202 100 45 ol ) ) 45

1029 MGT ACCT 202 101 45 2 ) ) 45 3

€D Internet 100 v
Step Action
21. The Look Up Class Number screen appears. Search for one of the classes that is

being combined.

Enter the subject area of a class to be combined in the Subject Area field.
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Step Action

22. Click the Look Up button.

Look Lp
23. All classes and sections scheduled within the chosen term will appear in the search
results. Select the class section that is being combined.
[BAF] 341 100]

/ESTERN RESERVE
RSTTY £

Home | \Worklist | MultiChannel Console | Add to Favorites

Sign out

Mew Window | Help | Customize Page | 5,

Identify Combined Sections

Academic Institution: CASE1 Case Western Resenve Univ Permanent Combination
Term: 2088 Fall 2002 Skip Mtg Pattern & Instr Edit
Session: 1 Regular Academic Session ‘Warning: Mtg Pattern & Instr

information will not be shared
Combined Sections ID: 0006 BAFI 341- 100

within the combined section

C \ Type: Cross Subject v

Total
Requested Room Capacity: l:l Enroliment Capacity: 0
Wait List Capacity: l:l 0

First 4] 4 of 4 [M] Last

Combined Sections | Class Description

<ClassNbr  Sublect CatalogNbr Section Stas <29ROOM  enycan  pnnTor waitCap  WaitTot Acad Group

Cal
[ e man 241 100 i 20 0 0 0 meT HE
View Combined Sections Table
%53»‘ O\Return to Search | (=] Notify
< ] >
Done € mntemet #H100% v
Step Action
24. The Subject, Catalog Nbr, Section number, and enroliment and room capacity

fields default into the row.

25. Click the Add a new row button.
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P CASE WESTERN RESERVE
l}; NIVERSIT T k‘\_

Home | Worklist | WuttiChannel Console | _Add to Favorites | _Sign out

(=3
New Window | Help | Customize Page | 5,

Identify Combined Sections

Academic Institution: CASE1 Case Western Reserve Univ Permanent Combination
Term: 2088 Fall 2008 SKip Mtg Pattern & Instr Edit
Session: 1 Regular Academic Session Waming: Wig Pattern & Instr

information will not be shared
Combined Sections ID: 0006 BAF1341-100

*Combination Type: Cross Subject

within the combined section.

Total
Requested Room Capacity: Enroliment Capacity: 0
Wait List Capacity: l:l 0

First [ 1.2 052 [ Last

Combined Sections {_Class Description

“ClassNbr  Subject Cataloghbr  Section Status Rﬂ% EnriCap EndiTot WaitCap  WaitTot AcadGroup

1077|C,  BAFI 341 100 20 20 0 0 0 MGT =1
[ = 0 0 0 0 0 =

View Combined Sections Table

= save ‘ S\ Return to Search | [=] Notify

|
€ Internet E 100% <

Step Action

26. A new Class Nbr row appears.

Click the Look Up Class Nbr button.

217. Enter the subject area of the next section to be combined in the Subject Area field.

28. Click the Look Up button.
Look Up

29. Select the next class section that is to be combined from the search results.
Econ 341 100]
30. Repeat the process of adding class sections to the combined section if applicable.

31. Click the Save button.
E zave
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Step Action

32. This completes the process of creating combined sections. The combined sections
will now appear on each other's class details in the searchable schedule of classes.

When the Schedule of Classes is loaded into the Astra room scheduling program, the
combined sections will be recognized and scheduled at the same time and in the
same location.

Be sure to run the SOC Cross Listed Report to check for errors in your academic
organization's combined sections.
End of Procedure.

Schedule a Class with Multiple Components

This business process demonstrates scheduling a class with multiple components. "Component"
means class format, such as lecture, laboratory, or recitation. A course can be made of more than
one component, and they can be required or optional. This is all determined by the course's
catalog entry. For example, BIOL 223 requires both a lecture and laboratory component. When
a student registers for one component, they are made to register for the other component, as well.

To schedule a course with more than one component, each component is scheduled as a unique
section. In scheduling a course with multiple components, it is especially important to pay
attention to the following fields:

Class Section
Component
Class Type
Associated Class

The Associated Class field contains a number that associates the sections of a course into a single
enrollment option. The Associated Class number can be one of three values:

1. The Class Section number. This is the default value, and means that the section is only
associated "with itself."

2. The same Class Section number as the primary enrollment section of the course offering
(it can be either Lecture or Laboratory).

3. "9999." which indicates that a section is associated with ANY OTHER section that is
scheduled for the course offering.

When a class section is associated with another section other than itself, it cues the SIS to make
sure that students enroll for every component section that is required for completion of the
course.

Example 1
In this example, students enroll in the lecture section, and then are prompted to select one of two
laboratory options.
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Compenent Section | Class Type Associated Class

LEC 100 Enrall 100 (itself)

LAB 110 Man-Enrall 100 (LEC)

LAG 111 Man-Enrall 100 (LEC)
Example 2

In this example, each lecture section is associated with two lab sections. Students select one
lecture section, and then are prompted to select one of two lab sections. Students who select
lecture section 100 are only given the option of selecting laboratory section 110 or 111. Students
who select lecture section 200 are only given the option of selecting laboratory section 210 or
211.

Component Section Class Type Associated Class
LEC 100 Enrall 100 {itzelf)

LEC 200 Enrall 200 (itself)

LAB 110 Man-Enrall 100 (LEC 100}
LAB 111 Mon-Enroll 100 {LEC 100}
LAB 210 Mon-Enrall 200 (LEC 200}
LAB 21 Man-Enrall 200 (LEC 200}

Example 3

In this example, students select either lecture section 100 or 101, and then are prompted to select

one of the four laboratory sections.

Component Section Class Type Associated Class

LEC 100 Enrall 100 (itzelf)

LEC 1m Enrall 101 (it=zelf)

LAB 110 Man-Enrall 9994 (either Enroll section)
LAB 111 Mon-Enrall 9994 (either Enrall section)
LAR 112 Man-Enrall 9999 (either Enraoll section)
LAB 113 Man-Enrall 9999 (either Enroll section)

Procedure

Use the Scheduling a Class with Multiple Components process to schedule all component

sections of a multi-component course.

Step Action
1. Click the Curriculum Management link.
[l Curriculum Management]
2. Click the Schedule of Classes link.
[l Schedule of Classes|
3. Click the Maintain Schedule of Classes link.
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IR CASE WESTERN RESERVE
LEE: SITY 26 Home Add to Favorites Sian out
Search: New Window | Help |
& My Favorites Maintain Schedule of Classes
= Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.
> Course Catalog
 Schedule of Classes { Find an Existing Value
— Class Search
Academic Institution: CASE Q
Tem —
St e —
— Print Class Schedule "
~ CASE S0C - Validation Catalog Nbr: [begins with v |
Report Academic Career: | = v| ]
— CASE 50C - Error Repor|
— CASE SOC - Stafiing Campus: ‘begins with || |Q
Reporis tion:
— CASE S0C- Cross Description: ‘ begins with v H |
Listed Report Course ID: ‘begins with | [ |Q
> Enroliment Reguirements ~
I Combined Seclions Course Offering Hbr: = v | e
[ InstructorAdvisor [case Sensitive
Information
[ Set Up SACR
[ PeopleToals Search ‘ Clear | Basic Search |5 Save Search Criteria
— Homepaage
— Confidentiality Agreement
— Announcements
Done &J Local intranet E 100% -

Step Action

4. The Maintain Schedule of Classes search screen appears.
Enter the Academic Institution as CASEL.

Click the Look up Term button.

&

5. Select the appropriate term from the search results.
Spr 2008

6. Click the Search button.
Search
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Search:
[ My Favorites

== Curriculum Management
[> Course Catalog
 Schedule of Classes
— Class Search
— Schedule New Course

— Adjust Class

Associations
— Print Clas:
—Ca

— CASE SOC - Error Repor]
— CASE SOC - Stafiing
Reports
— CASE S0C - Cross
Listed Report
> Enroliment Requirements
[ Combined Sections
[ InstructoriAdvisor
Information
[ Set Up SACR
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

CASE WESTERN RESERVE
NIVERSITY :

826

Maintain Schedule of Classes

V

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

CASE1 [
2091 a

a

¥

o

o

{ Find an Existing Value

Academic Institution:

Term:

Subject Area:

Catalog Nbr: [ begins with ]
Academic Career: | = v
Campus: ‘ begins with v |
Description: [ begins with v|
Course ID: ‘ begins with » |
Course Offering Nbr: ‘ = v‘ |

<8

[case Sensitive

Search ‘

Clear | Basic Search [E Save Search Criteria

Search Results

2091 BIOL
2091 BIOL
2081 BIOL
2091 BIOL
2091 BIOL
2001 BIOL
2091 BIOL
2001 BIOL
2091 BIOL

Catalog

Campus Description

rarad Intro to Human Anat & Phvs |
117 Undergrad MAIN  Intrto Human Anat & Physio Il 000515
119 Undergrad MAIN  Ct View/Biol | 000516
214 Underarad MAIN Genes and Evolution 008271
216 Underarad MAIN Organisms and E 15 005608
250 Underarad MAIN Intro Cell Molec Biol Systems 008984
300 Undergrad MAIN Cynamics of Biological Systems 005513
301 Underarad WAIN  Biotech Lab: Genes/Genet Enar 000525
308 Underarad MAIN Mol Biol:Genes & Genetic Engr 000483
314 Undergrad MAIN Animal Cognit & Consciousness 003326

Course ID

CASE WESTERN RESE
UNTINY RSIT?Y

% Local intranet

~
1-44 of a2

Course Offering

1

1

1

1

1

1

1

1

3

1 v

H100% -

RVE

1826

Step

Action

All courses scheduled for your academic organization during the term appear in the
search results. Select the appropriate course.

|Genes and Evalution
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W CasE WESTERN RESERVE
I}; NTVERSITY \‘\

Home Add to Favorites Sign out

(=3

Mew Window | Help | Customize Page | & *

[ Basic Data |_Msefings | Enrollment Crirl | RessrveCap | Motes |  Fxam

Course ID: 008271 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ

Term: Spring 2009 Undergrad Auta Create Component
Subject Area: BIOL

Biology

Catalog Nbr: 214 Genes and Evolution

Class Sections Find | View All  First [ 1.0r2 B Last |
*Session: 1|2 RegularAcademicSession  Class Nbr: 3808 HE
*Class Section: E *Start/End Date: | 01/12/2008 04/27/2009
*Component: LEC|QU  ecture Event ID: 000031344

*Class Type: Enroliment w

*Associated Class: 100/

*Campus: :l Case
. ) SA-MAIN Q

Location: Wain Gampus Schedule Print

Course Administrator: Student Specific Permissions
*Academic Organization: | BIOL A Biolagy

Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
*Holiday Schedule: Case Holiday Schedule Generate Class Mig Attendance
Sync Attendance with Class Mtg

E GL Interface Required

Primary Instr Section: 1

*Instruction Mode:

Course Topic 1D: l:lQ Print Topic in Schedule L

Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

Class Attributes Customize | Find | View Al 3 First [4] 4 or1 [ Last
*Course *Course Aftribute v

& Local intranet H100% v

Step Action

8. The Basic Data tab appears.

The total number of class sections that exist on the record in its current state is
displayed on the Class Sections group box header. Each number is a row on the
course offering, and each row is one section.

9. Click the Show next row button to move between sections one by one.

1

10. Click the View All link to see all sections on the page at one time.
View All
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P8 CASE WESTERN RESERVE
‘}; NIVERSIT T k‘\_

Home Add to Favorites Sign out

Mew Window | Help | Customize Page | 5,

[ Basic Data |_Msefings | EnrollmentCnirl | Ressve Cap | MNotes | FExam

Course ID: 008271 Course Offering Nbr: 1
Academic Institution:  Case Westemn Reserve Univ

Term: Spring 2009 Undergrad Auto Create Component

Subject Area: BIOL Biclogy
Catalog Nbr: 214 Genes and Evolution

Class Sections Find |View1  First ] 12 or2 [F] Last

S Reqular Academic Session  Class Nbr: 3808 HE

*Session:

*Class Section: 100 *Start/End Date: | 01/12/2008 04/27/2009

*Component: LEC R i aciure Event ID: 000031344

*Class Type: Enroliment »

“Associated Class: 00|

*Campus: Case | |

*Location: SAMAIN Q Main Campus
*Academic Organization: | BIOL A Biology

*Holiday Schedule: Case Holiday Schedule Generate Class Mig Attendance

*Instruction Mode:

Schedule Print

Course Administrator: Student Specific Permissions

Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required

Sync Attendance with Class Mtg

E GL Interface Required

Primary Instr Section: 1

Course Topic 1D: l:lQ Print Topic in Schedule

Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

Class Attributes Customnize | Find | View All | 3 First [4] 1 014 [ Last
*Course *Course Attribute ha
% Local intranet E 100% <
Step Action

11.

Confirm that the first section of the course is displayed on the screen. Look at the
following fields:

Class Section
Component
Class Type
Associated Class

The first section of a class should always be "100". The Lecture Component is
typically the Enrollment Class Type, although that is not always the case. The
Associated Class number of the Lecture is typically "100" as well, indicating that the
lecture is only associated with itself.

12.

Click the Show next row button until you see a LAB section (or another non-
enrollment section).

1

13.

The first Laboratory section is typically Class Section "110." Its Class Type is
typically Non-Enroll. Its Associated Class humber is "100," meaning that it is
associated with the first Lecture section.

14.

To add another lab to this course offering and associate it with an existing lecture,
click the Add a new row button.

[+]
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Add to Favorites Sign out

[ Basic Data |_Msefings | Enrollment Crirl | RessrveCap | Motes |  Fxam
Course ID: 008271 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ
Term: Spring 2009 Undergrad Auto Create Component
Subject Area: BIOL Biology
Catalog Nbr: 214 Genes and Evolution

Class Sections

1 Q Regular Academic Session

First Kl 5 013 [ 1 ast

Find | View All

FE=

*Session: Class Nbr: 0
*Class Section: *Start/End Date: |01/12/2009 | |04/27/2009
*Component: LEC|Q  Lecture Event ID:
*Class Type: Enroliment »
“Associated Class: &

*Campus: Case
B . SA-MAIN (s}

Location: - Wain Gampus Schedule Print

Course Administrator: é Student Specific Permissions
*Academic Organization: | BIOL A Biolagy

Academic Group:
*Holiday Schedule:
*Instruction Mode:

Primary Instr Section:

Course Topic 1D:

CAS

]
]

College of Arts & Sciences
Case Holiday Schedule

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

Print Topic in Schedule

e

Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

First [4] 1 or1 [M Last

[Class Attributes
ICourse

Customize | Find | View All | B
*Course Aftribute v

& Local intranet H100% v

Step Action

15. A blank Class Section row appears.

The Component field will default to the graded component (usually Lecture) so this
may need to be changed. If necessary, click the Look Up Component button.

16. Select the appropriate component from the search results.

17. Click the Class Type list.

Enrollment

18. Select Enrollment if the class section is the one in which the student must enroll in

order to be in any of the class sections.

Select Non-Enroll if the class section is not the one for which students enroll.

Mon-Enrall

19. Enter the appropriate section number into the Class Section field. For example, if

this is the second lab section for the class, enter "111".

20.

Press [Tab] on your keyboard.
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R T Y 26

Class Sections Find | View All

1 = Regular Academic Session

*Session: Class Nbr: 0

*Class Section: m *StartiEnd Date: |P1/12/2008 [ 04/27/2008
*Component: L4B | | aboratory Event ID:

*Class Type: Non-Enroll s

11| Q
SAMAIN Q
BloL @
Academic Group: CAS

EEE

*Instruction Mode: l:l

[ =

*Associated Class:
*Campus: Case

*Location: Main Campus

Schedule Print
Course Administrator:

*Academic Organization:

Biology
College of Ars & Sciences

*Holiday Schedule: Case Holiday Schedule

GL Interface Required
Primary Instr Section:

Course Topic 1D: Print Topic in Schedule

Course Equivalent Course Group: Override Equivalent Course

L]

Class Equivalent Course Group:

[Class Attributes
*Course

Customize | Find | View All | ]
*Course Attribute

[ Basic Data |_Meefings | EnrollmentCnirl | RessveCap | MNotes |  FExam
Course ID: 008271 Course Offering Nbr: 1
Academic Institution:  Case Westemn Reserve Univ
Term: Spring 2009 Undergrad Auto Create Component
Subject Area: BIOL Biology
Catalog Nbr: 214 Genes and Evolution

First K 5013 [F] L ast
FH[E=

Student Specific Permissions
[Cinclude in Dynamic Date Calc
Dynamic Date Calc Required
Generate Class Ntg Attendance
Sync Attendance with Class Mig

First [1] 1.0r1 "] Last

(CASE WESTERN RESERVE
UNIVERSITY

1826

Home Add to Favorites Sign out

New Window | Help | Customize Page | &, #

Done

% Local intranet H100% <

Step Action

21.

the Associated Class field.

The contents of the Class Section field copy to the Associated Class field

To associate this lab with the lecture, enter the lecture's class section number into

22.
Introduction to create the appropriate associations.

Repeat the process of adding sections if needed. Follow Example 2 or 3 from the

23. Click the Meetings tab.
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Home Add to Favorites Sign out

(=3

Mew Window | Help | Customize Page | /5,

[ BasicData | Meetings \ EnrollmentCntrl | Reserve Cap | Notes J  Exam |

Course ID: 008271 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 214

Genes and Evolution
[Class Sections

Find | view Al First K 3063 [ Last

Session: 1 Regular Academic Session Class Nbr: 0

Class Section: M1 Component:  Laboratory Final Exam No b

Find|View Al First ] 4 of 1 [ Last

Facility ID Capacity Pat Mtg Start Mtg End M T W T F § s *StartEnd Date HE
R wl [ | lpooooo o/
Reqlrnl:lq Exam or Mtg Desc: | |

Contact Hours

i
[/ Assignment Y Worklad |
D Name Tnstructor Print Access Contact
Role

— [ ®m=

Room Characteristics
“Room Characteristic

Customize | Find | ] First 4] 1 011 [ Last
*Quantity

[ a ® =

= save ‘ E\Return to Search | +[E] Previous in List | 4[] Nextin List Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

& Local intranet H100% v

Step Action

24. Set up the Meeting Pattern and Instructor for Meeting Pattern group boxes for each
class section that is created.

25. Click the Save button.
Bl save

26. This completes the process of scheduling a class with multiple components.
End of Procedure.

Schedule an Auto Enroll Class

This business process demonstrates scheduling a multi-component class with the auto-enroll
feature.

The SIS provides users the ability to automatically enroll students in a class section when
students select a section that is associated with it during registration. This option can only be

utilized when each Enroll section has only one Non-Enroll section per component in which
students can register.

Auto-enroll sections are scheduled in the same manner as multiple-component sections. After
completing the process of setting up one Non-Enroll section per component for each Enroll
component section, the 1st Auto Enroll Section field (and 2nd Auto Enroll Section field, if

necessary) are used to indicate the sections that comprise a single enrollment action. These fields
are located on the Enrollment Control tab.

Example 1
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In this example, a student selects lab section 110 or 111, and then is automatically enrolled in
lecture section 100.

A Associated | 1%t Auto Enroll
Component Section | Class Type Class Section
LEC 100 Mon-Enroll 100 n'a
LAB 110 Enroll 100 100
LAE 111 Enroll 100 100

Example 2
In this example, if a student selects lecture section 100, then he/she is automatically enrolled in
lab section 110. If a student selects lecture section 200, he/she is automatically enrolled in lab
section 210.

Component [ Section |Class Type|Associated Class| 1st AutoEnroll Section
LEC 100 Enroll 100 110
LEC 200 Enroll 200 210
LAB 110 | Mon-Enrall 100 n/a
LAB 210 Mon-Enroll 200 n/a
Example 3

In this example, a student selects lecture section 100, and then is automatically enrolled in both
lab section 110 and recitation section 111.

Comporent | Secion Class Associated | 15t Auto Enroll 2" Auto
P Type class Section Enroll Section
LEC 100 Enrall 100 110 111
LAB 110 o 100 nla nla
Enroll
REC 111 Hoa: 100 na nfa
Enroll

Procedure

Use the Schedule an Auto Enroll Class process to schedule a multi-component course offering
that utilizes the auto-enroll feature.

Step Action
1. Click the Curriculum Management link.
[t Curriculum Management]
2. Click the Schedule of Classes link.
[l Schedule of Classes|
3. Click the Maintain Schedule of Classes link.
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IR CASE WESTERN RESERVE
LEE: SITY 26 Home Add to Favorites Sian out
Search: New Window | Help |
& My Favorites Maintain Schedule of Classes
= Curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.
> Course Catalog
 Schedule of Classes { Find an Existing Value
— Class Search
Academic Institution: CASE Q
Tem —
St e —
— Print Class Schedule "
~ CASE S0C - Validation Catalog Nbr: [begins with v |
Report Academic Career: | = v| ]
— CASE 50C - Error Repor|
— CASE SOC - Stafiing Campus: ‘begins with || |Q
Reporis tion:
— CASE S0C- Cross Description: ‘ begins with v H |
Listed Report Course ID: ‘begins with | [ |Q
> Enroliment Reguirements ~
I Combined Seclions Course Offering Hbr: = v | e
[ InstructorAdvisor [case Sensitive
Information
[ Set Up SACR
[ PeopleToals Search ‘ Clear | Basic Search |5 Save Search Criteria
— Homepaage
— Confidentiality Agreement
— Announcements
Done &J Local intranet E 100% -

Step Action

4. The Maintain Schedule of Classes search screen appears.
Enter the Academic Institution as CASEL.

Click the Look up Term button.

&

5. Select the appropriate term from the search results.
Spr 2008

6. Click the Search button.
Search
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Search:
[ My Favorites

= Curriculum Management
[> Course Catalog
 Schedule of Classes
— Class Search
— Schedule New Course

— Adjust Class

Associations
— Print Clas:
—Ca

— CASE SOC - Error Repor]
— CASE SOC - Stafiing
Reports
— CASE S0C - Cross
Listed Report
> Enroliment Requirements
[ Combined Sections
[ InstructoriAdvisor
Information
[ Set Up SACR
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

CASE WESTERN RESERVE
NIVERSITY :

826 Home

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

{ an Existing Value

Academic Institution:

CASE1 [

T ET—
Subject Area: I:lQ
Catalog Nbr: [ begins with ] |
Academic Career: | = v v
Campus: ‘ begins with v | ‘O\
Description: [ begins with v| |
Course ID: ‘ begins with » | ‘O\
Course Offering Nbr: ‘ = v‘ | ‘O\
[Ccase Sensitive

Search ‘ Clear | Basic Search |5 Save Search Criteria

Search Results

Catalog

Campus Description Course ID

rarad 000515

Intr to Human Anat & Physio Il

Course Offering

CASE WESTERN RESE
UNTINY RSIT?Y

143 0f 23

1
2091 BIOL 119 Underarad MAIN C U ViewsBiol | 000516 1
2091 BIOL. 214 Underarad MAIN Genes and Evolution 008271 1
2081 BIOL 216 Undergrad MAIN  Organisms and Ecosystems 005608 1
2091 BIOL 250 Underarad MAIN Intro Cell Molec Biol Systems 008984 1
2091 BIOL. 300 Underarad MAIN Dynamics of Bigl | Systems 005519 1
2091 BIOL 301 Undergrad MAIN Biotech Lab: Genes/Genet Enar 000525 1
2091 BIOL 308 Underarad WAIN Mol Biol:Genes & GeneticEnar 000483 2
2001 BIOL 314 Undergrad WMAIN  Animal Cognit & Ct ess 003326 1
2091 BIOL. 316 Underarad MAIN  Fundamental Immunology 000536 1 v
% Local intranet E 100% <

RVE

1826

Step

Action

All courses owned by your academic organization appear in the search results.
Select the appropriate class.
ConceptsiMolecu View/Biol |
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SE WESTERN RESERVE
IVERSITY oY Home Add to Favorites Sign out

Mew Window | Help | Customize Page | & *

[ Basic Data |_Msefings | Enrollment Crirl | RessrveCap | Motes |  Fxam

Course ID: 008271 Course Offering Nbr: 1

Academic Institution:  Case Western Reserve Univ

Term: Spring 2009 Undergrad Auto Create Component
Subject Area: BIOL Biology

Catalog Nbr: 214 Genes and Evolution

Class Sections Find | View All
*Session: 1|2 RegularAcademicSession  Class Nbr: 3808 HE
*Class Section: 100 *Start/End Date: |01/12/2009 | |04/27/2009
*Component: LEC|QU  ecture Event ID: 000031344
*Class Type: Mon-Enrall [~
“Associated Class: 00| 3
*Campus: Case
» . SA-MAIN Q
Location: - Wain Gampus Schedule Print
Course Administrator: é Student Specific Permissions
*Academic Organization: | BIOL A Biolagy
Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
*Holiday Schedule: Case Holiday Schedule Generate Class Mig Attendance
“Instruction Mode: Sync Attendance with Class Mtg
GL Interface Required
Primary Instr Section: 100
Course Topic 1D: l:lQ Print Topic in Schedule L
Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

Class Attributes Customize | Find | View Al 3 First [4] 4 or1 [ Last
*Course *Course Aftribute v
& Local intranet H100% v

Step Action

8. The Basic Data tab appears.

The total number of class sections that exist for the course in its current state is
displayed on the Class Sections group box header. Each number is a row on the
course offering, and each row is one section.

First E 10f3 b Last

9. Locate the Class Section and Component fields. The first class section of the
course offering is usually the Lecture component. The first class section of any
course offering is number "100."

*Class Section: 100

*Component: LEC |Q~ Lecture
10. Locate the Class Type field. With an Auto Enroll section, the Lecture class

type value doesn't have to be Enroll. If students will choose a lab and then be
automatically enrolled in a lecture, then the class type of the lecture section is Non-
Enroll.

“Class Type: Mon-Enroll s

11. Classes that utilize the Auto Enroll fields still must use the Associated Class field to
associate sections of the course offering.

*Associated Class: 100|Q,

12. To look at other sections, click the Show next row button.

]
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1'\'[\ ERETT T oy
IE»

il

*Class Type: Enrollment

*Associated Class: 100/

[ BasicData |_Meefings | EnrolimentCnirl | Reseve Cap | MNoles | Exam
Course ID: 008271 Course Offering Nbr:
Academic Institution:  Case Westem Reserve Univ
Term: Spring 2009 Undergrad
Subject Area: BIOL Biolegy
Catalog Hbr: 214 Genes and Evolution
Class Sections

*Session; 1R RenularAcagemic Session  Class Nbr:
*Class Section: “Start/End Date:
*Component: [Lag o Laboratory Event ID:

*Campus:

[
*Location: @0\

*Holiday Schedule:

*Instruction Mode:

Course Administrator: l:l

*Academic Organization: |BIOL Q

Academic Group:

CAS

]
Primary Instr Section: 101

[ e

Course Topic 1D:

Course Equivalent Course Group:
Class Equivalent Course Group:

[Class Attributes
*Course

Case

Main Campus

Biology
College of Arts & Sciences
Case Holiday Schedule

Customize | Find | View All | ]
Course Attribute

4

Auto Create Component

Find | View All

9613

(orazaos vz )

000031345

Schedule Print
Student Specific Permissions
[Jinclude in Dynamic Date Calc
Dynamic Date Calc Required
Generate Class Mig Attendance
Sync Attendance with Class Mig
GL Interface Required

Print Topic in Schedule

Override Equivalent Course

First [4] 1.0r1 [M] Last

(CASE WESTERN RESERVE
UNIVERSIT?Y

1826

Home Add to Favorites Sign out

New Window | Help | Customize Page | .5, *

% Local intranet 100 v

Step

Action

13.

Locate the Class Section, Component, Class Type, and Associated Class fields.

Classes utilizing the Auto Enroll feature must be set up in the same manner as other
multiple-component classes prior to activating the Auto Enroll fields. Confirm that
all sections of the course offering have been set up appropriately before proceeding
to the Enrollment Control tab.

14.

Enrollment Cntrl

Click the Enrollment Cntrl tab.
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v CASE WESTERN RESERVE
JUMIVERSITY e Home /dd to Favorites Sign out

(=3
Mew Window | Help | Customize Page | /5,

BasicData ' Mestings | EnrollmentCntrl Y RessrveCap | Motes | Fxam

Course ID: 008271 Course Offering Nbr: 1

Academic Institution:  Case Western Reserve Univ

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 214 Genes and Evolution

Enroliment Control Find | View All
Session: 1 Regular Academic Session  ClassNbr: 9613
Class Section: 101 Component:  Laboratory EventlD: 000031345
*Class Status: [ ctive \
Class Type: Enroliment Enroliment Status: Open

*Add Consent: Requested Room Capacity: Total
*Drop Consent: Enroliment Capacity: 1]

1st Auto Enroll Section: I:l
2nd Auto Enroll Section: [ ] Winimurm Enrollment Nbr: ]
[Jcancel if Student Enrolled

& save | (O\Return to Search | +[Z] Previous in List | +[5 Mext in List | [=] Netify ‘

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

& Local intranet H100% v

Step Action

15. In order to automatically enroll students who choose one component section into
another component section, use the 1st Auto Enroll Section field.

Enter the appropriate section number into the 1st Auto Enroll Section field.

16. Click the Show next row button to see other sections and enter the auto-enroll
section number into the 1st Auto Enroll Section field.

D

17. The 2nd Auto Enroll Section field can be used if students are automatically
enrolled into two sections at a time. For example, this field could be used if after
selecting a lecture, students were automatically enrolled into both a laboratory
section and a recitation section.

2nd Auto Enroll Section:

18. Click the Save button.
El save
19. This completes the process of using the auto enroll function to automatically enroll

students into a class that is associated with it.
End of Procedure.

SOC Reports

This section introduces you to the Schedule of Classes reports.
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Before the Schedule Print Flag is turned on, it is important to run a series of reports on your
academic organization's schedule of classes. These reports will look for errors in the schedule
that can prevent students from being able to register for the classes.

SOC Error Report

This business process demonstrates running the Schedule of Classes Error Report.

Before turning on the Schedule Print Flag, all academic organizations must run the Error Report,
which will locate and identify any errors that might compromise students' ability to register for
classes. Once the Error Report is run, it is the responsibility of academic organizations to correct
the errors.

This document contains directions on how to run the Schedule of Classes Error Report. For
directions on how to correct each of the errors that may be reported, please see the section of this
manual called "Resolving the SOC Error Report,"” or click on the link at the top of the report that
says SOC - Error Report FAQ.

Procedure

Use the SOC Error Report process to run the SOC Error Report.

Step Action

1. Click the Curriculum Management link.
[l Curriculum Management]

2. Click the Schedule of Classes link.
[l Schedule of Classes|

3. Click the CASE SOC - Error Report link.

CASE SOC - Error Repor]

4. The SOC Error Report run control search screen appears.

If you have run this report before, click the Search button to see a list of all Run
Control ID's attached to your user ID. Select the Run Control that you created
specifically for this SOC report. It is not necessary to have more than one Run
Control ID per report, as a Run Control can be updated from term to term with new
criteria.

If this is the first time you've run the report, click the Add a New Value tab to create
a new Run Control ID.

Add a Mew Value
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/ESTERN RESERVE
RSITY 826 Home Add to Favorites _Sign out

Search: New Window | Help |

& My Favorites SOC Error Report

= Curriculum Management

> Course Catalog Find an Existing Value i Add a New Value \

= Schedule of Classes
— Class Search

— Schedule New Course Run Control I |

— Maintain Schedule of

Classes
- Adjust Class ads |
Associations

— Erint Class Schedule Find an Existing Value | Add a New Value
— CASE SOC - Validation

Report
— CASE SQOC - Error Repor
— CASE SOC - Staffing
Reports
— CASE S0C - Cross
Listed Report
> Enroliment Reguirements
[ Combined Sections
[ InstructorAdvisor
Information

[ Set Up SACR

> PeopleTools

— Homepaage

— Confidentiality Agreement
— Announcements

Done & Local intranet E100% -

Step Action

5. Enter an appropriate name for this reporting process into the Run Control 1D field.

For example, enter "SOC_ERROR".

6. Click the Add button.
Add
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WA CASE WESTERN RESERVE
| NIVERSITY \‘\
(=3

Schedule of Classes - Error Report

Home | Worklist | MuttiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | 5,

Run Control ID:  SOC_ERROR Report Manager Pracess Monitor Run

*Academic Organization l:lQ
“Term [ Ja

& save

& Internet F 100% <

Step Action

7. The Schedule of Classes - Error Report screen appears.

Enter your department's academic organization code into the Academic
Organization field.

8. Enter the term code of the term being reviewed into the Term field, or click the
Look Up Term button for a list of term codes.
9. Click the Run button.

Run

Page 124




User Manual
RES_ERYF The Schedule of Classes for Administrative and
o Departmental Users

CASE WESTERN
UNIVERSIT?Y

Pl CASEWESTERN RESERVE
1,"x[\ ERSITY" \‘\

3

Home | \Worklist | MultiChannel Console | Add to Favorites [ Sign out

[]

New Window | Help | Customize Page |

Process Scheduler Request

User ID: SR Run Control ID: S0C_ERROR
Server Name: | hd | Run Date: 00/27/2007 ]
Recurrence: [ v| RunTime:  [#:34:25Pm | Resetto Gurent Date/Time |

Time Zone: I:lQ

Process List
Select Description Process Name Process Type i i *Format Distribution

CWSR0021 CWSR0021 SQRProcess Distribution

OK Cancel

Done € Intemet 100% v

Step Action

10. The Process Scheduler Request screen appears.

Click the OK button.
QK

11. Click the Process Monitor link.
Process Maonito
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UNIVER I 826

(=3

User ID:
Server:

W C st WESTERN RESERVE
l}; NIVERSIT T k‘\_

Process List ' Server List

SR Q. Type:
v Name:

Last

Home | Worklist | MuttiChannel Console | _Add to Favorites

Sign out

New Window | Help | Customize Page | 5,

| |Q Instan:e:‘ ‘ to | ‘

+ | Distribution v Save On Refresh

Status

Run
Status:

First [0 1 or1 [ Last

Distribution
Status

Customize | Find |

Process
Name

CWSR0021 SR

Select Instance Seq. Process Type User Run Date/Time Run Status Details

1764 SQR Process 09/27/2007 4:34:25PMEDT  Queued NiA Details

Go backto SOC Error Report

& save MNotify

Process List | Server List

Main Content

& Internet

Done

F100% -

Step Action

12. The Process Monitor screen appears.

The report being run appears in the Process List.

and the Distribution Status column displays Posted.
Refresh

13. When Success and Posted appear, click the Details link.

14. The Process Detail screen appears.

Click the View Log/Trace link.

15. The View Log/Trace screen appears.

Click the link ending in .PDF.
CWSR0021 1764 PDF
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Echedula of CL

% be able to register for tha following elas

%3 Unknown Zane i -

Step Action

16. The Schedule of Classes Error Report appears in PDF (Adobe Acrobat) format.

Any class that is owned by the academic organization that has an error or warning
associated with a class section will appear in the list, along with a description of the
error or warning.

Errors are items that may compromise the ability of students to register for a class.
Errors begin appearing on page 1.

Warnings appear for items that are not ideal in the set up of a class, but will not
compromise the ability of students to register for it. Warnings appear on a separate

page.

@ If the report does not appear, check your internet browser settings to determine
if a pop-up blocker is turned on. Turn off all pop-up blockers to ensure that
SIS reports and windows can appear.

For help with the Schedule of Classes, contact courses@case.edu.
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T @ ® [men - &) colsborats - P s | = -

%J Unfnown Zone 3 -

Step Action

17. For a list of possible errors and warnings, along with explanations of each, click the
SOC - Error Report FAQs link.
|E-3: Error Eaport P:u;:ul

18. Click on the Print icon to print the report. Click on the Save icon to save the report

to a local or remote drive. Use the Back and Forward arrows to navigate between
pages (if more than one page exists).

EEERE IO

19. This completes the process of running the SOC Error Report.

It is the responsibility of each academic organization to correct errors found in their
portion of the schedule of classes. Once the errors on the report are corrected, run
the report once more. When the schedule is finalized, alert the designated authority
to turn on the Schedule Print Flag so that no further changes may be made.

End of Procedure.

SOC Staffing Report

This business process demonstrates running the Schedule of Classes Staffing Report.

The Staffing Report displays all instructors assigned to an academic organization, and the classes
to which they are assigned. The instructor's type (Primary, Secondary, TA, or Grading Proxy)
and access to enter and approve grades in the Faculty Self-Service grade roster is displayed for
each class section. If the instructor is a primary instructor for a section, but does not have access
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to either approve or enter grades, the message "NO ACCESS" will appear in the Grade Approval
column of the report. This error is also reported on the SOC Error Report.

Procedure

Use the SOC Staffing Report process to run the SOC Staffing Report.

Step

Action

1.

Click the Curriculum Management link.

[l Curriculum Management]

Click the Schedule of Classes link.

[i- Schedule of Classes|

Click the CASE SOC - Staffing Reports link.

The SOC Staffing Report run control search screen appears.

If you have run this report before, click the Search button to see a list of all Run
Control ID's attached to your user ID. Select the Run Control that you created
specifically for SOC reports.

If this is the first time you've run the report, click the Add a New Value tab to create
a new Run Control ID.

Add a Mew Value

Search:

\ |®

— Announcements

> My Favorites
<> Curriculum Management
> Course Catalog
« Schedule of Classes
— Class Search

— Schedule New Course
— Maintain Schedule of

W CsE WESTERN RESERVE
1'\[\ FREITT oy

SOC Staffing Reports
Eind an Existing Value | Add a New Value \

Run Control ID:“ ‘

add |

Listed Report
> Enroliment Requirements
[ Combined Sections
[ Instructor’Advisor
Information
[> Set Up SACR
> PeopleTools
— Homepage
— Confidentiality Agreement

Eind an Existing Value | Add a New Value

New Window | Help | o5

& Lacal meranet

F 100% T
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Step Action

5. Enter an appropriate name for this reporting process into the Run Control ID field.

For example, enter .

6. Click the Add button.
Add

W C st WESTERN RESERVE
h‘; NTVERSITY oo

Home | Worklist | MutiChannel Console | Add to Favorites

Sign out

Mew Window | Help | Customize Page | 5,

Schedule of Classes - Staffing Reports

Run Control ID:  SOC_STAFFING Report Manager Process Monitor e

Academic Organization l:lQ
“Term [ a

5 save

& Internet E100m v

Step Action

7. The Schedule of Classes - Staffing Reports screen appears.

Enter your department's academic organization code into the Academic
Organization field.

8. Enter the term code of the term being reviewed into the Term field, or click the
Look Up Term button for a list of term codes.
9. Click the Run button.
Fun
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| |

UNIVERS

RESERVE

182

Home | \Worklist | MultiChannel Console | Add to Favorites | Sign out

WA CASE WESTERN RESERVE
1, NIVERSITY" \‘\
(=3

Process Scheduler Request

New Window | Help | Customize Page |

User ID: SR Run Control ID: S0C_STAFFING
Server Name: | hd | Run Date: 09i27i2007 ]
Recurrence: | "| Run Time: |5:UE:13PM ‘ Resetto Current Date/Time |

Time Zone: [ Ja

Process List
Select Description Process Name Process Type “Type *Format Distribution

[ CASElnstructoriAdvisor Report CWSR0025 Crystal Distribution
[ Stafing Report (Crystal) CWSR0026 Crystal Distribution

OK Cancel

€ Intermnet H100% v

Step Action

10. The Process Scheduler Request screen appears.

Click the Select checkbox option next to Staffing Report in the Process List
section.

=

11. Click the OK button.
QK

12. Click the Process Monitor link.
Process Maonito
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W C st WESTERN RESERVE
l}; NIVERSIT T k‘\_

Home | Worklist | MuttiChannel Console | _Add to Favorites

Sign out

New Window | Help | Customize Page | 5,
Process List { Semerlist)
User ID: | SR Q. Type: Laﬁt: - Refresh
Server: ¥ | Name: | |Q Instan:e:‘ ‘ to | ‘
';raqus: :l Igwl::lagunon v [#] Save On Refresh
Customize | Find | First (4 4 or1 [ Last
Select Instance Seq. Process Type :;‘::7:55 User Run Date/Time Run Status Ww
1766 Crystal CWSR0026 3R 09/27/2007 5:47:35PM EDT Queued W Details
Go backto SOC Staffing Reports
& save | [=] Motify
Process List | Server List
Done & Internet H 100% <
Step Action
13. The Process Monitor screen appears.
The report being run appears in the Process List.
Click the Refresh button periodically until the Run Status column displays Success
and the Distribution Status column displays Posted.
Refresh
14. When Success and Posted appear, click the Details link.
Details
15. The Process Detail screen appears.
Click the View Log/Trace link.
16. The View Log/Trace screen appears.
Click the link ending in .PDF.
CWER0026 1766.PDF
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BED & c20 YR eers i fw @@ T
-~
CASEWESTERN RESERVE Case Western Reserve University Page Page 1of 1
NIVERSIT
= Date: 82772007
Class Staffing Report
N 9 Rep Time: 5:48:24 PM
Biology - Fall 2008
Primary Organization BIOL  Biology
DiiulioNancy
Regular Academic Session Role Grading Access Units  Days Start/End Times. BlgdRoom
BCL 103 101 Biologicsl Issues Fimarylnstuctor  “NOACCESS® 30 TR S3D00AM 104500AM  TBA
BIoL 114 100 Principles of Biology Primary Instructor Approve 30 TEA
BIoL 120 100 Conc for Mole View of Biol Il Primary Instructor Approve 30 TR 10:00:00 AM 11:15:00 AM ~ ROCK 402
Bi0L 388100 The fallewing sections are combined. 30
ANAT 487 100 Topics in Evoluticnary Biology Brimary Instructor Approve MWF 83000 AM E:20:00AM  TBA
ANTH 487 100 Topics in Ex icnary Biology Primary Instructor Approve MWF 8:30:00 AM  ©:20:00 AM TEA
BIoL 85 100 Topics in Ex icnary Biology Primary Instructor Approve MWF 8:30:00 AM  ©:20:00 AM TEA N |
BIoL 483 100 Topics in Evoluticnary Biology Primary Instructor Approve MWF 8:30:00 AM  ©:20:00 AM TEA
PHIL 387 100 Topics in Evoluticnary Biology Primary Instructor Approve MWF 23000 AM E:20:00AM  TBA
BIOL 431100 The following sections are combined. 30
ANAT 431 100 S Methods | i ructo! S R 10:00:00 AM 11:15:00 AM  TBA
BICL 431 100 tical Methods | TR 10:00:00 AM 11:15:00 AM  TBA
Primary Organization HIL  Philosophy
Princehouse, Patricia
Regular Academic Session Role Grading Access Units  Days Start/End Times Blgd/Room Start./End Dates
BICL 120 100 Cone for Mole View of Biol Il ‘Secondary Instructor Grade 30 TR 10:00:00 AM 11:15:00 AM ROCK 402 8/26/2008 12/6/2008
BIOL 268100 The follewing sections are combined. 20
ANAT 487 100 = Biolog Ses ns rade MWF 8:30:00 AM  ©:20:00 AM TBA
ANTH 487 100 MWF 8:30:00 AM  0:20:00 AM TBA
BICL 388 100 MWF 8:30:00 AM  0:20:00 AM TBA
BICL 488 100 MWF 8:30:00 AM  0:20:00 AM TBA
PHIL 287 100 Topics in Ex icnary Biology Secondary Instructor Grade MWF 8:30:00 AM  ©:20:00 AM TEA
v
Unkniawn Zone

Step Action

17. The Class Staffing Report appears.

Each grey box in the report contains the name of an instructor assigned to the
academic organization. Underneath each instructor's name are the classes the
individual teaches, the instructor’s role (Primary Instructor, Secondary Instructor,
TA or Grading Proxy) and level of access to the Faculty Self-Service Grade Roster
for the particular class section (either Approve or Grade).

18. If the message NO ACCESS appears in the Grading Access column, the instructor
will not have access to enter or submit grades for students at midterm or final grade
times. To correct this problem, a value must be chosen in the Access dropdown box
next to the instructor's name on the Meetings tab on the Maintain Schedule of
Classes screen.

Please note: this error will also appear on the SOC Error Report.

Role Grading Access |

Primary Instructor N ACCESS™

19. Click on the Print button to print the report. Click on the Save button to save the
report to a local or remote drive. Use the Back and Forward arrow buttons to move
between pages in the report.
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Step Action

20. This completes the process of running the SOC Staffing Report.

It is the responsibility of each academic organization to correct errors found in their
portion of the schedule of classes. Once the errors on the report are corrected, run
the report once more. When the schedule is finalized, alert the designated authority
to turn on the Schedule Print Flag so that no further changes may be made.

End of Procedure.

SOC Instructor Advisor Report
This business process demonstrates running the Schedule of Classes Instructor/Advisor Report.

The Instructor/Advisor Report lists the instructors available to an academic organization, and if
those instructors can act as advisors. All academic organizations in which an individual can teach
and/or advise are listed along with their availability to teach or advise during the term.

Procedure

Use the SOC Instructor/Advisor Report process to run the SOC Instructor/Advisor Report.

Step Action

1. Click the Curriculum Management link.
[l Curriculum Management]
2. Click the Schedule of Classes link.

[i- Schedule of Classes|

Click the CASE SOC - Staffing Reports link.

The SOC Staffing Reports run control search screen appears.

If you have run this report before, click the Search button to see a list of all Run
Control ID's attached to your user ID. Select the Run Control that you created
specifically for SOC reports.

If this is the first time you've run the report, click the Add a New Value tab to create
a new Run Control ID.

Add a Mew Value
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W8 CASEWESTERN RESERVE

‘—' NIVERSITY 826 Home Add to Favorites Sign out
search: New Window | Help |
\ |® .
& My Favorites SOC Staffing Reports
= Curriculum Management

> Course Catalog Find an Existing Value i Add a New Value \

 Schedule of Classes
— Class Search

— Schedule New Course Run Control ID: | |

— Maintain Schedule of

Classes
— Adjust Class Add_ |
Associalions
— Erint Class Schedule Find an Existing Value | Add a New Value

~ CASE S0C - Valigation

— CASE S0C - Cross
Listed Report
> Enroliment Reguirements
[ Combined Seclions

Inforrmation
[ Set Up SACR
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

& Local intranet F100% -

Step Action

5. Enter an appropriate name for this reporting process into the Run Control 1D field.

For example, enter "SOC_STAFFING".

6. Click the Add button.
Add
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WA CASE WESTERN RESERVE
| NIVERSITY" \‘\
(=3

Schedule of Classes - Staffing Reports

CASE WESTERN RESERVE
UNIVERSITY i

Home | Worklist | MuttiChannel Console | _Add to Favorites

Sign out

New Window | Help | Customize Page | 5,

Run Control ID:  SOC_STAFFING Report Manager Process Monitor Run

‘Academic Organization I:|Q
“Term [ a

I3 save

& Internet F 100% <

Step Action

7. The Schedule of Classes - Staffing Reports screen appears.

Enter your department's academic organization code into the Academic
Organization field.

8. Enter the term code of the term being reviewed into the Term field, or click the
Look Up Term button for a list of term codes.
9. Click the Run button.
Run
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Home | \Worklist | MultiChannel Console | Add to Favorites | Sign out

WA CASE WESTERN RESERVE
1, NIVERSITY" \‘\
(=3

Process Scheduler Request

New Window | Help | Customize Page |

User ID: SR Run Control ID: S0C_STAFFING
Server Name: | hd | Run Date: 09i27i2007 ]
Recurrence: | "| Run Time: |5:UE:13PM ‘ Resetto Current Date/Time |

Time Zone: [ Ja

Process List
Select Description Process Name Process Type “Type *Format Distribution

[ CASElnstructoriAdvisor Report CWSR0025 Crystal Distribution
[ Stafing Report (Crystal) CWSR0026 Crystal Distribution

OK Cancel

€ Intermnet H100% v

Step Action

10. The Process Scheduler Request screen appears.

Click the Select checkbox option next to CASE Instructor/Advisor Report in the
Process List.

=

11. Click the OK button.
QK

12. Click the Process Monitor link.
Process Maonito
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Home | Worklist | WuttiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | 5,

Process List ' Server List

User ID:

Server:

Run
Status:

17!

SR Q. Type:
v Name:

Status

Select Instance Seq. Process Type

65 Crystal

Last

| |Q Instance: ‘

[0 | |

+ Distribution -

Process User

Run DateTime

Save On Refresh

First [{ 1 or1
Distribution
Status

Customize | Find |

Run Status

Name
CWSR0025 SR

09/27/2007 5:08:13PM EDT

Queued NiA

[ Last

Details

Details

Go backto SOC Staffing Reporis

& save MNotify

Process List | Server List

& Internet

F100% -

Step Action

13. The Process Monitor screen appears.

The report being run appears in the Process List.

and the Distribution Status column displays Posted.
Refresh

14. When Success and Posted appear, click the Details link.

Details

15. The Process Detail screen appears.

Click the View Log/Trace link.

16. The View Log/Trace screen appears.

Click on the link ending in .PDF.
CWSR0025 1765 PDF
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CASEWESTERN RESERVE Case Western Res.erve University Page: Page 1o 1
SMUNIVERSITY a0 Instructor/Adviser Report Date 92772007

Time: 5:09:15 PM
Fall 2008 - Biclogy

Fall 2008 - Biology

Diiulio,Nancy Instructor [ vaizbie | [ Favsor M5 | [Scheduedin Tem =

Authorized to teach in =====x ANAT Anatomy
ANTH Anthropology
BIOL Biclogy
PHIL Philosophy

Drushel,Richard Frederick Instructor Available Advisor YES Scheduled In Term: NO

Authorized to teach in =====> BIOL Biology

Fall 2008 - Philosophy
Princehouse,Patricia Instructor Available Advisor:  NO Scheduled In Term:~ YES

Autharized to teach in ===== ANAT Anatomy
ANTH Anthropology 8
BloL Biclogy
FHIL Philosophy

Unknown Zong

Step Action

17. The Instructor/Advisor Report appears.

Each instructor in the academic organization appears in the report. Each academic
organization in which the instructor can teach is listed, as well as if the individual
can be an Advisor, and if the individual is scheduled to teach in the term.

Advisor: YES Scheduled In Term: MO

18. Click the Print button to print the report. Click the Save button to save the report to
a local or remote drive. Use the Back and Forward arrow buttons to move between
pages in the report.

19. This completes the process of running the Instructor/Advisor Report.
End of Procedure.

SOC Cross-Listed Classes Report

This business process demonstrates running the Schedule of Classes Cross-Listed Classes
Report.

The Cross-Listed Classes Report displays all courses assigned to an academic organization that
are cross-listed with other courses that are within or outside of the department’s primary subject
area code. If there is an error in the setup of any single cross-listed course or class section, the
report will display and explain the error and how it relates to the sections with which it is (or
should be) scheduled.
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For example, if the class sections of three cross-listed courses are scheduled but not combined,
the report will display an error. Also, if two sections of cross-listed courses are combined but a
third is missed, an error will appear.

Procedure

Use the SOC Cross-Listed Classes Report process to run the SOC Cross-Listed Classes Report.

Step Action

1. Click the Curriculum Management link.
[t Curriculum Management]
2. Click the Schedule of Classes link.

[l Schedule of Classes|

Click the CASE SOC - Cross Listed Report link.

The SOC Cross Listed Report run control search screen appears.

If you have run this report before, click the Search button to see a list of all Run
Control ID's attached to your user ID. Select the Run Control that you created
specifically for SOC reports.

If this is the first time you've run the report, click the Add a New Value tab to create
a new Run Control ID.
Click the Add a New Value tab.

Add a Mew Value
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Search:

Home Add to Favorites Sign out

New Window | Help |

& My Favorites SOC Cross Listed Report
= Curriculum Management
> Course Catalog Find an Existing Value i Add a New Value \

 Schedule of Classes
— Class Search
— Schedule New Course
— Maintain 8chedule of

Run Control ID:“ ‘

Classes
- Adjust Class Add_|
ations
lass Schedule Find an Existing Value | Add a New Value

> Enroliment Reguirements
[ Combined Sections
[ InstructorAdvisor
Information
[ Set Up SACR
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

& Local intranet E100% -

Step Action

5. Enter an appropriate name for this reporting process into the Run Control 1D field.

For example, enter *'.

6. Click the Add button.
Add
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WA CASE WESTERN RESERVE
lt:[i\\l TERN RE ]Ix‘\‘lﬂ

ERSITY

Home | Worklist | MWuttiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | 5,

SOC-Cross Listed Courses Rpt
Schedule of Classes - Cross Listed Courses Report

Run Control ID:  SOC_CROSS_LIST Report Manager Process Monitor B

*Academic Organization l:lQ
“Term [ a

= save | [=] Notify

& Internet H 100% <

Step Action

7. The Schedule of Classes - Cross Listed Courses Report screen appears.

Enter your department's academic organization code into the Academic
Organization field.

8. Enter the term code of the term being reviewed into the Term field, or click the
Look Up Term button for a list of term codes.
9. Click the Run button.
Run
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3

Home | \Worklist | MultiChannel Console | Add to Favorites [ Sign out

[]

New Window | Help | Customize Page |

Process Scheduler Request

User ID: SR Run Control ID: $0C_CROSS_LIST
Server Name: | hd | Run Date: 00/27/2007 ]
Recurrence: [ v| RunTime:  [317:22PM | Resetto Gurent Date/Time |

Time Zone: I:lQ

Process List
Select Description Process Name Process Type i i *Format Distribution

Cross Lsted Courses Report CWSR0023 Crystal Distribution

OK Cancel

Done € Intermet 100% v

Step Action

10. The Process Scheduler Request screen appears.

Click the OK button.
QK

11. Click the Process Monitor link.
Process Maonito
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Home | Worklist | MuttiChannel Console | _Add to Favorites

Sign out

New Window | Help | Customize Pags Saved
(Process List { Semerlist),
UserID: SR Q. Type: Laﬁt:
Server: ¥ | Name: | |Q Instan:e:‘ ‘ to | ‘
';:ar;us: v ';‘l::';g““m v [#] Save On Refresh
Customize | Find | First [ 4 or1 B Last
Select Instance Seq. Process Type :;‘::7:55 User Run Date/Time Run Status Ww
1763 Crystal CWSR0023 3R 09/27/2007 3:17:22PM EDT Queued W Details
Go backto SOC Cross Listed Report
& save | [=] Motify
Process List | Server List
Done & Internet H 100% <
Step Action
12. The Process Monitor screen appears.
The report being run appears in the Process List.
Click the Refresh button periodically until the Run Status column displays Success
and the Distribution Status column displays Posted.
Refresh
13. When Success and Posted appear, click on the Details link.
Details
14. The Process Detail screen appears.
Click the View Log/Trace link.
15. The View Log/Trace screen appears.
Click on the link ending in .PDF.
CWER0023 1763.PDF
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IBEAD & i el § @8] | Ao g il T

B Case WESTERN RESERVE N . Page: Page 1of 11
‘ NETResERE Case Western Reserve University o
. . RunDate:  /27/2007
Cross Listed Course Sections Report
B Run Time: 1503 PM
Repert ID: GW_SR_XLIST_RPT Biology - Fall 2008

Statistical Methods 1 (000059)

Start End Start End
Subj/CatSect Days Time Time Date

ANAT 431 100 TR 00000 AM 111500 AM  B/252008 12052008  DiukoNancy
BOL 431 100 TR 100000 AM T11500AM  B/252008 12052008  Diuko Nancy
EPEI 431 10

ion 0005

ion 0005

MPHF 431 100 121512008

WMPHP 431 101 MWF 30 & 12/5:2008
ERROR: This se
ERROR: Hot all offerings have been

scheduled for section group 101

Adv Prin of Develop Biology (000062)

St End San Ed pnstructar I;:; o D::s:r
Subj/CatiSect Days Time Time Date Date play
ANAT 402
ERROR: No Sscfion Scheduied

BOL 482 100 123000FM  14500PM 8262008 121512008
ERROR: No Meeting Day/Time Assigne:
ERROR: This section has

E s ion has n mbined
ERROR: Not all offerings have been scheduled for section group 100

Unknown Zong

Step Action

16. The Cross Listed Course Sections Report appears in PDF format.

All cross-listed courses assigned to the academic organization appear in the report.
For each cross-listed course, any sections that have been created will appear with
their scheduling information.

Please note: Many of the errors noted on the report will also be detected by the SOC
Error Report.

17. If a section of a cross-listed course has been created but not assigned a meeting
pattern, the message "ERROR: No Meeting Pattern Assigned" will appear on the
report below the class section. Each section of a cross-listed course must be
assigned the same meeting pattern as all other sections.

If a section of a cross-listed course has been given a meeting pattern, but it is
different from the meeting pattern for the rest of the cross-listed sections, the
message "ERROR: No Meeting Day/Time Assigned" will appear.

| ERROR: Mo Mesting Pattern Azsigned |

18. If a section has been scheduled but not combined with the rest of the cross-listed
sections, the message "ERROR: This section has not been combined" will
appear. Once a cross-listed section is scheduled, it must be combined with the rest
of the sections of every one of its cross-listed courses.

|EF!:':G=! This section has not been combined
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Step Action

19. If any sections are missing from a combined cross-listed course, the message
"ERROR: Not all offerings have been scheduled for section group [number]"
will appear. If one section of a cross-listed course is scheduled, all other courses in
the cross-listing must also have a section scheduled.

|ERRDR Mot all offerings have been scheduled for section group 101 |

20. Use the Back and Forward arrows in the Adobe window to view all pages of the
report. Click on the Printer icon to print the report. Click on the Save icon to save
the report to a local or remote drive.

G & C D

21. This completes the process of running the SOC Cross-Listed Classes Report.

It is the responsibility of each academic organization to correct errors found in their
portion of the schedule of classes. Once the errors on the report are corrected, run
the report once more. When the schedule is finalized, alert the designated authority
to turn on the Schedule Print Flag so that no further changes may be made.

End of Procedure.

Resolving the SOC Error Report

This section includes step-by-step directions for correcting errors and warnings returned by the
SOC Error Report. It is supplemental to the webpage found by clicking on the link at the top
right of the report called SOC - Error Report FAQs
(http://www.case.edu/provost/registrar/errorreport.html). To find directions for correcting a
specific error or warning, search for the title in this section that is identical to the error or warning
that must be solved.

Required Course Component Not Scheduled

This process demonstrates how to resolve the error "Required Course Component Not Scheduled"
on the Schedule of Classes (SOC) Error Report. This error occurs when a course is composed of
more than one required component and at least one required component is not added to the
schedule. A component is a class format, such as lecture, laboratory, or recitation. Typically,
users forget to schedule the lab or recitation components of a course. All components of a course
need to be scheduled as another class section of the same course.

For more information on courses with multiple components, please see the topic "Schedule a
Class with Multiple Components™ in this manual.
Procedure

Use this process to resolve the Required Course Component Not Scheduled error on the SOC
Error Report.
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Action

Click the Curriculum Management link.
[t Curriculum Management]

Click the Schedule of Classes link.
[l Schedule of Classes|

Click the Maintain Schedule of Classes link.

/ESTERN RESERVE
RSTTY Sk

Home Add to Favorites Sign out
Search: New Window | Help | i,
& My Favorites Maintain Schedule of Classes
> Self Service Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Records and Enroliment
= Curriculum Management { Find an Existing Value |
> Course Catalog
= Schedule of Classes
~ Class Search Academic Institution: = v | [ [6Y
Catalog Hbr: | begins with || |
s Schedule Academic Career: ‘: vl v|
C - Validation
Campus: ‘begins with || |Q
D : [ begins with |v[ |
Course ID: ‘begins with | [ |Q
Listed Report Course Offering Nbr: | = v| | |Q
> Enroliment Reguirements
> Gombined Sections Dlcase sensiive
[» Class Roster
[> Grading Search ‘ Clear | Basic Search Save Search Criteria
[> Instructor’Advisor
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements
Done & Local intranet H100% v

The Maintain Schedule of Classes search screen appears.

Enter the appropriate term code into the Term field.

Click the Search button.
Search

Select the appropriate course from the search results.

|Genes and Evolution
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W C st WESTERN RESERVE
l}; NIVERSIT T k‘\_

Home Add to Favorites Sign out

(=3
Iew Window | Helo | Customize Page | /5, #

[ Basic Data |_Msefings | EnrollmentCnirl | RessveCap | MNotes | FExam

Course ID: 008271 Course Offering Nbr: 1
Academic Institution:  Case Westemn Reserve Univ

Term: Spring 2010 Underarad Auta Create Component
Subject Area: BIOL

Biolegy
Catalog Nbr: 214 Genes and Evolution

Ciass Sections view Al First 4] 1 or1 (M Last
*Session: 1|2 RegularAcademicSession  Class Nbr: 1590 HE
*Class Section: 100 “StartiEnd Date: | 01/11/2010 [ | 0412672010
*Component: LEC|Q  Lecture Event ID:

*Class Type: Enroliment s
“Associated Class: 100|Q

*Campus: :| Case

“Location: SAMAN A waincampus Schedule Print

Course Administrator: Student Specific Permissions
*Academic Organization: @Q Biology

Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required

*Holiday Schedule: Case Holiday Schedule Generate Class Mig Attendance
Sync Attendance with Class Mtg

El GL Interface Required

Primary Instr Section: 1

*Instruction Mode:

Course Topic 1D: l:lQ Print Topic in Schedule L

Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

Class Attributes Customize | Find | View All | 3 First [4] 1011 ] Last
*Course *Course Attribute ha
% Local intranet E 100% <

Step Action

7. The Basic Data tab appears.

Note the value that already exists in the Component field for this section.
*Component: LEC | Lecture

8. Note the number of Class Section rows in the Class Sections header. The error
occurred because amongst those sections, a required component (such as a
laboratory or recitation) was not scheduled.

First E 1 of 1 |I| Last

9. Click the Auto Create Component button to create a new section with the missing
required component.

Auto Create Compaonent
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SE WESTERN RESERVE
IVERSITY oY Home Add to Favorites Sign out

Mew Window | Help | Custornize Page | 5,

[ Basic Data |_Msefings | Enrollment Crirl | RessrveCap | Motes |  Fxam

Course ID: 008271 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ
Term: Spring 2010 Undergrad Auto Create Component
Subject Area: BIOL Biology
Catalog Nbr: 214 Genes and Evolution
Class Secfions Find | View All First [P [+ Last
*Session: :lQ Regular Academic Session Class Nbr: 0 F[=
*Class Section: :l *Start/End Date:
*Component: @Q Laboratory Event ID:
*Class Type: @l
“Associated Class: (100
*Campus: :l Case
*Location: SAMAN % wain campus Schedule Print
Course Administrator: é Student Specific Permissions
*Academic Organization: | BIOL A Biolagy
Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
*Holiday Schedule: :| Case Holiday Schedule Generate Class Mtig Attendance
“Instruction Mode: :l Sync Attendance with Class Mtg
Primary Instr Section: El Bl Interface Required
Course Topic 1D: l:lQ Print Topic in Schedule L
Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

Class Attributes Customize | Find | View Al 3 First [4] 4 or1 [ Last
*Course *Course Aftribute v
Done & Local intranet H100% v

Step Action

10. A new Class Section row appears on the screen.

Note the value that appears in the Component field. This component of the course
was previously missing, and is required as defined by the Course Catalog.

11. Enter the appropriate section number into the Class Section field.

12. If applicable, create additional sections of this component to correspond with the
already-scheduled components. For example, if two Lecture sections already exist
and require two lab sections, then an additional lab section must be created.

For additional help on creating multiple-component sections, please see the Business
Process Document "Schedule a Class with Multiple Components."

13. This completes the process of correcting the error Required Course Component Not
Scheduled.
End of Procedure.

Closed Class

This process demonstrates how to resolve the error "Closed Class" in the Schedule of Classes
(SOC) Error Report. This error occurs when the Enrollment Capacity field on the Enroliment
Controls tab is blank or contains the value "0." The Enrollment Capacity field controls how
many students can enroll in a class section. If the Enroliment Capacity is null or "'0," then the
class is essentially closed to enrollment.
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If a class is not being offered, then the appropriate course of action is to either delete the class
section or course or cancel the class section or course. Please see the Schedule of Classes for
Administrative and Departmental Users for more information.

Procedure

Use this process to resolve the Closed Class error on the SOC Error Report.

Step Action
1. Click the Curriculum Management link.
[l Curriculum Management]
2. Click the Schedule of Classes link.
[l Schedule of Classes|
3. Click the Maintain Schedule of Classes link.

‘3: (CASEWESTERN RESERVE
JUNIVERSITY e: Home Add to Favorttes Sign out
Search: New Window | Help | &,
® o
& My Favorites Maintain Schedule of Classes
[ Self Semvice Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Records and Enroliment
= Curriculum Management [m\
> Course Catalog
Schedule of Cl
T Ches e Academic nstitution: = | [caser o
Tem: S —
Catalog Nbr: [ begins with ] |
Academic Career: ‘: v‘ v‘
Campus: ‘ begins with v | ‘O\
D [ begins with v[ |
Reports Course ID: [ begins with ]| [
— CASE SOC - Cross
Listed Report Course Offering Nbr: | = v | ‘O\
[» Enreliment Reguirements
> Gombined Sections Dlcase Sensitiva
[> Class Roster
[ Grading Search ‘ Clear | Basic Search Save Search Criteria
[ Instructor/Advisor
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements
% Local intranet H 100% <
Step Action
4, The Maintain Schedule of Classes search screen appears.

Enter the appropriate term into the Term field.

5. Click the Search button.
Search

Page 150




R S User Manual
CASEWESTERNRESERVE - The Schedule of Classes for Administrative and
- Departmental Users

Step Action

6. Search results appear. Select the appropriate class.
Click an entry in the Academic Career column.
lndergrad

7. The Basic Data tab appears.

Click the Enrollment Cntrl tab.
Enrollment Cntrl

W CasE WESTERN RESERY
I o e Resesy

Home Add to Favorites Sign out

(=3
Mew Window | Help | Customize Page | /5,

BasicData ' Mestings | EnrollmentCntr Y RessrveCap | Motes | Fxam

Course ID: 000515 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ

Term: Spring 2010 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 117 Intr to Human Anat & Physio Il

Enroliment Control Find | View All First (1] 1 of 1 [*] Last

Session: 1 Regular Academic Session Class Nbr: 1586
Class Section: 100 Component:  Lecture EventID:

*Class Status: [ ctive \

Class Type: Enroliment Enroliment Status: Closed
*Add Consent: Requested Room Capacity: Total
*Drop Consent: Enroliment Capacity: Ijl ]

1st Auto Enroll Section: D

2nd Auto Enroll Section: Minimum Enrollment Nbr: l:l

[Jcancel if Student Enrolled

& save | {\Return to Search | +[5 Mext in List | [=] Netify ‘

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

Done & Local intranet H100% v

Step Action

8. The Enrollment Control tab appears.

Locate the Enrollment Capacity field. The error occurred because this field is
empty or contains the value "0".

9. Enter the appropriate enrollment capacity into the Enrollment Capacity field.

10. Click the Save button.
El save

11. This completes the process of correcting the error Closed Class.
End of Procedure.
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Combined Section Closed

This process demonstrates how to resolve the error "Combined Section Closed" on the Schedule
of Classes (SOC) Error Report. When a course is cross-listed with another course on the Course
Catalog, the class sections of those courses must be combined when they are scheduled. When
cross-listed class sections are combined, an enrollment capacity for the combined sections must
be established. If the Enrollment Capacity field on the Identify Combined Section screen is blank
or contains the value "0," the class is effectively closed.

For more information on scheduling sections of cross-listed courses, please see the Schedule of
Classes for Departmental Users manual.

Procedure

Use this process to resolve the error Combined Section Closed on the SOC Error Report.

Step Action
1. Click the Curriculum Management link.
[l Curriculum Management]
2. Click the Combined Sections link.
[i- Combined Sections|
3. Click the Combined Sections Table link.

WA s WESTERN RESERVE
l}; NIVERSITY o

Search: New Window | Help | 5,

®
[ My Favorites Combined Sections Table

> Self Service Enter any information you have and click Search. Leave fields blank for a list of all values,
[ Records and Enroliment
<> Curriculum Management [m\
> Course Catalog
[> Schedule of Classes

I Enroliment Requirements Academic |H5'Jl\-l'-l0ﬂ1 Q
~ Combined Sections . _ ’—|
— Combined Sections Term: <
Table Session: ‘: VH V|
— Identify Combined
Sections
I Class Roster Search ‘ Clear | Basic Search Save Search Criteria
> Grading
[ InstructoriAdvisor

Home Add to Favorites Sign out

Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements

Done % Local intranet 100 v

Page 152




User Manual

RESER:’E The Schedule of Classes for Administrative and

CASE WESTERN
L I T
Departmental Users

NIVERS

Step Action

4, The Combined Sections Table search screen appears.
Enter the appropriate term into the Term field.
5. Click the Search button.
Search

t.‘.u.\i WESTERN RESERVE
MUNIYVERELLY e Home Add to Favorites Sian out
B

Mew Window | Help | Customize Page | 5

Combined Sections Table

Academic Institution: Case Western Reserve Univ
Term: Fall 2009
Session: Regular Academic Session

“Combined
Sections ID

*Description *Short Description

0529 EBME360/460 EBME360/46 View Combined Sections =
o528 |[PHYSIASTR 3281422 |[PHYSASTR | view combined Sections =
[os27 |[PHYsEBUE 431 |[PHviEBUA31 | view Combined Sections =

= save ‘ LLReturn to Search | [=] Notify

% Lacal mtranet # 100% -

Step Action
6. The Combined Sections table appears.

Locate the appropriate combined section and click its View Combined
Sections link.

|giew Combined Sections
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Home Add to Favorites Sign out

(=3
New Window | Help | Customize Page | 5,

Identify Combined Sections

Academic Institution: CASE1 Case Western Reserve Univ Permanent Combination

Term: 2008 Fall 2009 SKip Mtg Pattern & Instr Edit
Soesior: ! Reguiar Acadermic Seasien iormaton wiines o shres
Combined Sections ID: 0528 PHYSIASTR 328/428 within the combined section
*Combination Type: 3
Total
Requested Room Capacity: l:l Enroliment Capacity: l:l 0
Wait List Capacity: l:l 0

First [ 1.2 052 [ Last

Combined Sections {_Class Description

“ClassNbr  Subject Cataloghbr  Section Status % EnriCap EndTot WaitCap  WaitTot AcadGroup

5087/Q, ASTR 328 100  Closed 299 299 0 0 0 CAS =
5080|Q, ASTR 428 100 Closed 299 299 0 0 0 CcAs =

View Combined Sections Table

= save ‘ S\ Return to Search | [=] Notify

< | >
Done & Local intranet F 100% <

Step Action
7. Locate the Enrollment Capacity field in the Room Capacity group box. The error
occurred because the Enrollment Capacity field was empty or contained the value
"0
8. Enter the appropriate enroliment capacity for this combined section into
the Enrollment Capacity field.
9. Click the Save button.
Bl save
10. This completes the process of resolving the error Combined Section Closed.
End of Procedure.

Combined Sections with Different Meeting Patterns

This process demonstrates how to resolve the error "Combined Sections with Different Meeting
Patterns.” This error occurs when the class sections of cross-listed courses are scheduled and
combined, but the meeting patterns do not match. Because combined sections are taught at the
same time and in the same location, their meeting patterns must be identical. This includes the
Facility ID (and Reg. Room if applicable), Pat (Pattern), Mtg Start, Mtg End, day of the week,
Class Start, and Class End fields.

Procedure

Use this process to resolve the Combined Sections with Different Meeting Patterns error on the
SOC Error Report.
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Step Action

1. Click the Curriculum Management link.
[l Curriculum Management]

2. Click the Schedule of Classes link.
[l Schedule of Classes|

3. Click the Maintain Schedule of Classes link.

CASE WESTERN RESERVE
UNIVERSITY 1826 Home Add to Favorites Sign out
Search: New Window | Help |

b My Favorites Maintain Schedule of Classes

[ Self Service Enter any information you have and click Search. Leave fields blank for a list of all values
[+ Records and Enroliment

[~ Curriculum Management [ Find an Existing Value

I Course Catalog
« Schedule of Classes

— Class Search Academic Institution: = v Q
e —

Catalog Nbr: [ begins with |v[ |
Academic Career: ‘: vl | v|
Campus: ‘begmswnn VH |Q
SSESOC-ErarRepet on: [begins with |~ [ |
Reports Course ID: ‘begmswnn VH |Q
— CASE S0C - Cross
Listed Report Course Offering Nbr: | = v| [ e,

> Enroliment Requirements
[ Combined Sections
[» Class Roster
[ Grading Search ‘ Clear | Basic Search [ Save Search Criteria
[» InstructorAdvisor
Information
[> Set Up SACR
[» Reporting Tools
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

[case Sensitive

Done % Lacal meranet # 100% -+

Step Action

4. The Maintain Schedule of Classes search screen appears.

Enter the appropriate term into the Term field.

5. Click the Search button.
Search

6. Search results appear. Select one of the combined sections.
328

7. The Basic Data tab appears.

Click the Meetings tab.
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ASE WESTERN RESERVE
NIVERSITY o

Home Add to Favorites. Sign out
»

New Window | Help | Customize Page | &,

BasicData | Meetings | Enrollment Cnirl | RessveCap | MNotes | Exam

Course ID: 005448 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Fall 2009 Undergrad

Subject Area: ASTR Astronamy

Catalog Nbr: 328

Cosmology and Structure
Class Sections

Find | View All First 1211 of 1 L2 Last

Session: 1

Regular Academic Session Class Nbr: 5987
Class Section: 100 Component:  Lecture Final Exam:

Facility ID Capacity Pat Mtg Start MtgEnd M T W T F § 8 *StartiEnd Date HE
N R R R R e e
Reakm[ |2 \ |

Contact Hours Combined Section

Instructors For Meeting Pattern

Assignment Y Workload

D Name Instructor Print Access Contact
Role

— e

Room Characteristics

“Room Characteristic

Quantity
L .

2 Sﬂvel £\ Return to Search | 15 Previous in Lstl 4 Nextin Ls(l [=] Hotify |

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

% Local intranet E100% <

Step Action

8. Note the values in the Pat (Pattern) field and the Mtg Start and Mtg End fields.
y Pat Mtg Start Mtg End

TR |Q |2:15AM | [9:30AM |

9. Click the Return to Search button.
£ Return to Search
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CASE WESTERN RESERVE
|§§ UNIVERSITY .,

1826 Home Add to Favorites
Course ID: | begins with |+|| |Q ~
Course Offering Nbr: ‘: v| | |Q
[case Sensitive
Search ‘ Clear ‘ Basic Search [E] Save Search Criteria
Search Results
184084
Term Subject Area Catalog Nbr Academic Career Campus Descript Course
2098 ASTR 151 Undergrad MAIN Doing Astronomy 008652 1
2098 ASTR 188 Underagrad MAIN  On Being a Scientist 005605 2
2098 ASTR 202 Underarad Stars. Galaxies & the Universe 003325 1
203 Underarad Archaeoastronomy 008088 1
2008 ASTR 204 Underarad Einstein’s Universe 008089 1
2098 ASTR 222 Undergrad Galaxies and Cosmology 000434 1
2098 ASTR 306 Underagrad Astronomical Technigues 005066 1
2098 ASTR 310 Underarad Astrophysics Seminar Il 000440 1
2098 ASTR 2323 Underarad The Local Universe 008092 1
2098 ASTR 228 Underarad Cosmology and Structure 005448 1 B
2098 ASTR 351 Undergrad Astronomy Capstone Project 008901 1
2098 ASTR 369 Underagrad Undergraduate Research 000443 1
2098 ASTR 423 Graduate The Local Universe 008092 2
2098 ASTR 428 Graduate Cosmolegy and Structure 005448 2
2098 ASTR 497 Graduate Special Topics in Astronomy 000452 1
2098 ASTR 701 Graduate Dissertation Ph.D. 000456 1
493 Graduate Feasibility & Tech Analysis 005803 2
2098 CHEM 493 Graduate Feasibility & Tech Analysis 005903 3
2098 EBME 431 Graduate Physics of Imaging 002660 2
2098 PHYS 1134 Underarad Principles of Phyvs Lab-Mech 007680 1
2008 PHYS 1138 Underarad Frinciples of Phys Lab-E& M 008140 1
2098 PHYS 115 Undergrad Introductory Physics | 002621 1
2098 PHYS 116 Underagrad Introductory Physics Il 002622 1
2098 PHYS 121 Underarad General Physics I-Mechanics 004508 1
2098 PHYS 122 Underarad General Physics I -Elec & Mag 004509 1
2098 PHYS 123 Underarad Physics and Frontiers | 004510 1
2098 PHYS 124 Undergrad Physics and Frontiers Il 004511 1
2098 PHYS 137 Undergrad Scientific Frontier: Origins 009688 1
2098 PHYS 166 Underarad Physics Today and Tomorrow 008697 1 v
& Local intranet H100% v

Step Action

10. Select another of the combined sections from the search results.
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NIVERSITY o

New Window | Help | Customize Page | &,

BasicData | Meetings | Enrollment Cnirl | RessveCap | MNotes | Exam

Course ID: 005448 Course Offering Nbr: 2
Academic Institution: Case Western Reserve Univ

Term: Fall 2009 Graduate

Subject Area: ASTR Astronamy

Catalog Nbr: 428 Cosmology and Structure

Class Sections Al First 1211 of 1 L2 Last

Session: 1 Regular Academic Session Class Nbr: 5989
Class Section: 100 Component:  Lecture Final Exam:

EHE
M w
N Y T T e iz 9 ooz

Facility ID Capacity Pat Mtg Start Mtg End T *StartEnd Date

Reakm[ |2 \ |

Contact Hours Combined Section

Instructors For Meeting Pattern Customize | Find | View All | 3 t 1 1 op1 2 Lasi
Assignment Y Workload

Zinstructor
D Name Role

— e

Room Characteristics

“Room Characteristic Quantity

L I H =

2 Sﬂvel £\ Return to Search | 15 Previous in Lstl 4 Nextin Ls(l [=] Hotify |

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

Home Add to Favorites

R

SITY

Sign out

% Local intranet

00 <

CASE WESTERN RESERVE
UNIVI

1826

Step

Action

11.

The Meetings tab appears.

[y Pat Mg Start MtgEnd
TR |Q |&:304M | 9:45aM |

Note the values in the Pat (Pattern) field and the Mtg Start and Mtg End fields.

12.

Click the Return to Search button.
L4 Return to Search
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CASE WESTERN RESERVE
JUNTVERSITY dak Home

3

Academic Institutio CASE1 Q L
Term: 2098 (e}
Subject Area: ASTR Q
Catalog Nbr: | begins with |+ |[42a |
Academic Career: ‘ = v| Graduate v|
Campus: | begins with || [mam e
Description: | begins with ||| |
Course ID: ‘DEQIHS with |~ [ |Q
Course Offering Nbr: ‘: vl | |Q
[Jcase sensitive

Search ‘ Clear ‘ Basic Search [E Save Search Criteria L
Search Results

184 of 84
|Academic Institution Term Subject Area Catalog Nbr Academic Career Campus Description ‘Course ID Course Offering Nbr|
CASE1 2088 ASTR 151 Underagrad MAIN Doing Astronomy 008652 1
CASE1 2098 ASTR 188 Underarad MAIN ©On Being a Scientist 005605 2
CASE1 2098 ASTR 202 Underarad MAIN Stars. Galaxies & the Universe 003325 1
CASE1 2098 ASTR 203 Undergrad MAIN  Archaeoastronomy 00sos8 1
CASE1 2098 ASTR 204 Undergrad MAIN Einstein's Universe 008083 1
CASE1 2098 ASTR 222 Undergrad MAIN Galaxies and Cosmology 000434 1
CASE1 2098 ASTR 308 Underagrad MAIN  Astronomical Technigues 005068 1
CASE1 2098 ASTR 210 Underarad MAIN Astrophysics Seminar Il 000440 1
CASE1 2098 ASTR 323 Underarad MAIN - The Local Universe 00s092 1
CASE1 2098 ASTR 328 Underarad MAIN  Cosmolegy and Structure 005448 1
CASE1 2098 ASTR 351 Undergrad MAIN  Astronomy Capstone Project 008901 1
CASE1 2098 ASTR 369 Underagrad MAIN Undergraduate Research 000443 1
CASE1 2098 ASTR 423 Graduate MAIN  The Local Universe 008092 2
CASE1 2098 ASTR 428 Graduate MAIN Cosmology and Structure 005448 2
CASE1 2098 ASTR 497 Graduate MAIM  Special Topics in Astronomy 000452 1
CASE1 2008 ASTR 701 Graduate MAIN  Disseration Ph.D 000456 1
CASE1 2088 BIOL 493 Graduate MAIN Feasibility & Tech Analysis 005803 2
CASE1 2098 CHEM 493 Graduate MAIN Eeasibility & Tech Analvsis 005903 3
CASE1 2098 ERME 431 Graduate MAIN__Phusics of Imaning NN2REN_ 2. Ad
& Local intranet 100% v

Step Action

13. Look at all sections of the combined section class. Determine the sections that
contain the correct and incorrect meeting patterns. Proceed to correct the incorrect
sections.

Select a section with an incorrect meeting pattern from the search results.
328
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UNIVERSITY

1826

Home Add to Favorites Sign out

“.‘;" “ASE WESTERN RESERVE
= &‘ NIV \E\:LI! T WI\I ”k‘\l
(=L

Mew Window | Help | Gustomize Page | o,

BasicData | Meetings | Enrollment Cnirl | RessveCap | MNotes | Exam

Course ID: 005448 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Fall 2009 Undergrad

Subject Area: ASTR Astronomy

Catalog Nbr: 328 Cosmology and Structure

Class Sections Find | View Al First (1] 1 o1 [*] Last

Session: 1 Regular Academic Session Class Nbr: 5987
Class Section: 100 Component:  Lecture Final Exam:

Find [View Al First ] 1 o1 [*] Last
Facility ID Capacity Pat Mtg Start Mtg End M T W T F § S *StartiEnd Date HE
MBa Ja gge[R |@ [m1sam | [e3oam | O 0O O [ |08e4r2008 |5 [120472009 |5
ReaRm[ & \ |

Contact Hours Combined Section

i
{ Assignment Y Workioad
D Name Instructor Print Access Contact
Role

e maE

Room Characteristics Customize | Find | 8 First [] 1 or4 [H Last
*Room Characteristic *Quantity

L I H =

= save ‘ £\ Return to Search | +[E] Previous in List | 4] Nextin List | (=] Hotity

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

& Local intranet E 100% <

Step Action
14. The Meetings tab appears.

If necessary, select a different value for the Pat (Pattern) field.

15. Enter the appropriate start time into the Mtg Start field.

16. Press [Tab] on your keyboard to refresh the data and update the value in the Mtg
End field.

17. Click the Save button.

Bl save
18. This completes the process of resolving the Combined Sections with Different

Meeting Patterns error.
End of Procedure.

Multiple Components of the Same Course have Time Conflicts

This process demonstrates how to resolve the error "Multiple Sections of the Same Course Have
Time Conflicts" on the Schedule of Classes (SOC) Error Report. When a course has multiple
components (i.e. lecture plus laboratory and/or recitation), each component has its own section.
If the meeting patterns of the sections conflict, then the error will appear.

Procedure

Use this process to resolve the Multiple Components of the Same Course have Time Conflicts
error on the SOC Error Report.
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Action

Click the Curriculum Management link.
[l Curriculum Management]

Click the Schedule of Classes link.
[l Schedule of Classes|

Click the Maintain Schedule of Classes link.

Search:

\ |®

> My Favorites

[- Self Service
[+ Records and Enroliment
[~ Curriculum Management
I Course Catalog
« Schedule of Classes
— Class Search

ASE SOC - Error Repord

WA CASEWESTERN RESERVE
I'\.[\H:niji\ B26

Maintain Schedule of Classes

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

Find an Existing Value

Add to Favorites

Academic Institution:
Term:
Subject Area:

CEm—
I
—

C - Stafing
Reports
— CASE S0C - Cross
Listed Report
> Enroliment Requirements
[ Combined Sections
[» Class Roster
> Grading
[» InstructorAdvisor
Information
[> Set Up SACR
[» Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements

Catalog Nbr: [ begins with |v[ |

Academic Career: ‘: vl | v|
Campus: ‘begmswnn VH |Q

D ion: | begins with ||| |

Course ID: [ begins with |v[ Ja

Course Offering Nbr: | = v| [ Ja

[case Sensitive

Search ‘

Clear | Basic Search [E Save Search Criteria

Sign out

New Window | Help | o5

Step

Action

Enter the appropriate term into the Term field.

The Maintain Schedule of Classes search screen appears.

Click the Search button.

Search

214

Select the appropriate class from the search results.
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P CsE WESTERN RESERVE
‘IL : E'\\\E\: LlsiJ ‘»I\I “\‘\.I__
»

Class Sections

*Session:

*Class Section:

Academic Group:
*Holiday Schedule:
*Instruction Mode:

Primary Instr Section:

Course Topic I1D:

Course Equivalent Course

Class Equivalent Course Group:

1 Q Regular Academic Session

100
EQ Lecture

CAS

]
o0 ]
e

Group:

]

Class Nbr: 15!

{ Basic Data |_Msetings | EnrollmentCnirl | RessveCap | MNotes | Exam
Course ID: 008271 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Spring 2010 Undergrad Auto Create Component
Subject Area: BIOL Biology
Catalog Nbr: 214 Genes and Evolution

First [ 1 or2 B L ast
FH[E=

90

-

College of Arts & Sciences
Case Holiday Schedule

*Component: Event ID: 000033578

*Class Type: Enroliment

*Associated Class: 100|Q

*Campus: Case

*Location: SAMAN O iain Campus Schedule Print

Course Administrator: :l Student Specific Permissions
*Academic Organization: | BIOL 2 Biology

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

Print Topic in Schedule

Override Equivalent Course

(CASE WESTERN RESERVE
UNIVERSITY

1826

Add to Favorites

Home

Sign out

Mew Window | Help | Customize Page | 2 #

Class Attributes Customize | Find | View All | 3 First [4] 1014 ] Last

*Course *Course Attribute

Attribute Value &
Step Action

The Basic Data tab appears.

Review the value in the Associated Class fields of all sections of the course. The
Associated Class field groups class sections into associated groups (for example, one
lecture and one lab).

The error is occurring because there is a time conflict between one or more class
sections in an associated class group.

For additional information on the Associated Class field, please see the document
Schedule a Class with Multiple Components.

The Basic Data tab appears.

Click the Meetings tab.
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hz CASEWESTERN RESERVE

JUNTVERSITY

Home Add to Favorites Sign out
»

INew Window | Help | Customize Page |

[ BasicData | Meetings Y EnrollmentCnirl | Reserve Cap | MNotes J  Exam |

Course ID: 008271 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2010 Undergrad

Subject Area: BIOL Biolegy

Catalog Nbr: 214

Genes and Evolution
Class Sections

Find|view Al First [{] 1 o2 B Last

Session: 1

Regular Academic Session Class Nbr: 1590
Class Section: 100 Component: Lecture Final Exam: v

First [ 1 or 1 ] Last

Facility ID Capacity Pat Mtg Start MtgEnd M T W T F s *Start/End Date HE
s g o ([t @ O @ O O O [ [ B s
Reaim |2 \ |

Contact Hours

Instructors For Meeting Pattern Customize | Find | View Al | 3 First © 1of1 ° Last
Assignment Y Workload
ID Name “nstructor Print Access Contact
Role

— [ lme
Room Characteristics Customize | Find | 2 First [4] 014 [ Last
*Room Characteristic *Quantity Main Cantent
[ = =

= save ‘ £LRetumn to Search | [ Previous in List | 4] Hextin List | =] Notity

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

Step Action

9. The Meetings tab appears.

Make sure that the first section of the class is active on the screen. All sections of
the class will have to be examined for the Time Conflict error, and it's best to start
by looking at the first section of the first associated class group.

Class Section: 100

10. Note the contents of the Pat (Pattern) and Mtg Start and Mtg End fields on the first
section.
MW |Q |12:30PM| [1:45PM |

11.

Determine the number of rows on the Meeting Pattern header. If there is more than
one row, click the Show Next Row button to view the second Meeting Pattern.

First E 1 of 1 |I| Last

12. On the Class Sections header, click the Show next row button.

1
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8 CASE WESTERN RESERVE

18

Home Add to Favorites Sign out

“.‘;" “ASE WESTERN RESERVE
= &‘ NIV \E\:LI! T WI\I ”k‘\l
(=L

Mew Window | Help | Gustomize Page | o,

BasicData | Meetings | Enrollment Cnirl | RessveCap | MNotes | Exam

Course ID: 008271 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2010 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 214 Genes and Evolution

Class Sections

Find|ViewAll  First K 2 o2 [*] Last

Session: 1 Regular Academic Session Class Nbr: 8221
Class Section: 101 Component:  Laboratory Final Exam:

Find [View Al First "] 1 o1 [*] Last

EHE

Facility ID Capacity Pat Mtg Start MtgEnd M T W T F § s *StartiEnd Date

MILL 320A Qs [MWF |Q [1:30PM | [2:20PM ] O O [ (012010 |5 (04262010 |

P | \

Contact Hours
i
{ Assignment Y Workioad
D Name Instructor Print Access Contact
Role

— e
Room Characteristics Customize | Find | 8 First [] 1 or4 [H Last
“Room Characteristic Quantity
L I =

= save ‘ £\ Return to Search | +E] Previous in List | 4] Nextin List | [=] Hotity

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

Step Action

13. Review the Pat, Mtg Start, and Mtg End fields as in the previous steps. Check for
any additional Meeting Patterns for this section and review the fields on that Pattern
as well.

14. Once the time conflict causing the error is discovered, make changes to the Pat, Mtg
Start, and/or Mtg End times as appropriate.

15. Click the Save button.

Bl save
16. This completes the process of resolving the Multiple Components of the Same

Course have Time Conflicts error.
End of Procedure.

At Least One Instructor Must Have Grade Approval Access

This process demonstrates how to resolve the error "At Least One Instructor Must Have Grade
Approval Access" on the Schedule of Classes (SOC) Error Report. This error occurs when there
is at least one instructor with "Primary Instructor" listed in the Role field, and that instructor does
not have the ability to approve grades submitted through the Grade Roster found in the Faculty

Center.

=

The reason for this error can be one of the following:

The chosen instructor has the value "Grade" in the Access dropdown list.

The instructor listed on the class section has a blank in the Access dropdown list because
he/she was not added to the Instructor/Advisor table following the conversion of data
from the legacy system to the SIS.
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This process demonstrates how to update the Access dropdown list on the Meetings tab so that an
instructor can issue and approve grades for his or her class. If an instructor record must be added
to the class section, please see the business process document "Change or Add Instructor” in the

Schedule of Classes for Administrative and Departmental Users guide.

Procedure

Use this process to resolve the At Least One Instructor Must have Grade Approval Access error
on the SOC Error Report.

Step

Action

1.

Click the Curriculum Management link.
[t Curriculum Management]

Click the Schedule of Classes link.

[l Schedule of Classes|

Click the Maintain Schedule of Classes link.

Search:

\ |®

[ My Favorites

[- Self Service

[ Records and Enroliment

[~ Curriculum Management

> Course Catalog

= Schedule of Classes
-C

Schedule
C - Validation

SOC - Error Repor

CASE WESTERN RESERVE
NIVERSITY e

Maintain Schedule of Classes

Enter any information you have and click Search. Leave fields blank for 3 list of all values.

— CASE S0C - Stafiing
Reports
— CASE SOC - Cross
Listed Report
> Enroliment Reguirements
I Combined Sections
[» Class Roster
> Grading
[> Instructor’Advisor
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements

[ Find an Existing Value \

Anademm\nsmunon: Q

rems : —

Subject Area: I:lQ
Catalog Hbr: | begins with || |

Academic Career: ‘ = vl v|
Campus: ‘beginswwtn v |Q

D : [ begins with |v[ |

Course ID: ‘beginswwtn ~ |Q

Course Offering Nbr: ‘: v| | |Q

[case sensitive

Search ‘

Clear | Basic Search Save Search Criteria

Add to Favorites Sign out

New Window | Help | .5,

Step

Action

Enter the appropriate term into the Term field.

The Maintain Schedule of Classes search screen appears.
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Step Action

5. Click the Search button.
Search

6. Select the appropriate class from the search results.
214

CASE WESTERN RESERVE
UNIVERSITY & Home Add to Favorites Sign out
=

New Window | Help | Customize Page | 5, *

[ BasicData | Meefings | EnrollmentCnirl ) Reseve Cap |”  Noles )  Exam

Course ID: 008271 Course Offering Nbr: 1
Academic Institution:  Case Westem Reserve Univ

Term: Spring 2010 Undergrad Auto Create Component
Subject Area: BIOL

Biology
Catalog Nbr: 214 Genes and Evolution
Class Sections Find | View All First (] 1 o2 0 Last
*Session: 1 |2 Regular AcademicSession  Ciass Nor: 1590 HE
“Class Section: “StartiEnd Date: 0111172010 |8 (0472672010 |5
*Component: LLEC|A Lecure EventID: 000033578

*Class Type: Enrollment
*Associated Class: 100]Q

*Campus: Case
. . SAAIN Q i

Location: Wain Campus Schedule Print

Course Administrator: l:l Student Specific Permissions
*Academic Organization: | BIOL A Biology

Academic Group: College of Arls & Sciences Dynamic Date Calc Required

Case Holiday Schedule Generate Class Mtg Attendance
Sync Attendance with Class Mig

CAS
GL Interface Required

Primary Instr Section: 00

*Holiday Schedule:

*Instruction Mode:

Course Topic 1D: I:lQ Print Topic in Schedule

Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group: l:l

Class Attributes Customize | Find | View All | 3 First [4] 1 014 ] Last
*Course *Course Attribute

Attribute Value

—— —

Step Action

7. The Basic Data tab appears.

If there is more than one section of this course, locate the section indicated on the
report that is missing an instructor with Approval access.

Click the Show next row button to move between class sections.

8. Click the Meetings tab.
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VERSI

PR CAsE WESTERN RESERVE
Bt

Home Add to Favorites Sign out

INew Window | Help | Customize Page |

[ BasicData | Meetings Y EnrollmentCnirl | Reserve Cap | MNotes J  Exam |

Course ID: 008271 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Spring 2010 Undergrad
Subject Area: BIOL Biolegy
Catalog Nbr: 214 Genes and Evolution
Class Sections Find |View Al First [ 1 or2 B | ast
Session: 1 Regular Academic Session Class Nbr: 1590
Class Section: 100 Component:  Lecture Final Exam:
Find|View Al First ] 1 or1 [*] Last
Facility ID Capacity Pat Mtg Start Mtg End M T w T F § S *Start’End Date BE
MILL 3204 QA o5 Q 12:30PM| |1:45PM ] O O O O |omi2o10 B 0462010 |5
Reakm[ |2 \ |

D Name Instructor Print Access Contact
Role
Room Characteristics Customize | Find | 2 First [4] 014 [ Last
“Room Characteristic ZQuantity
L I =

Contact Hours

Instructors For Meeting Pattern Customize | Find | View Al | 3 First © 1of1 ° Last
Assignment Y Workload

Save ‘ £LRetumn to Search | +[E Previous in List | 4] Hextin List | =] Notity

Basi

ic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

Step

Action

Locate the Instructor Role and Access dropdown boxes in the Instructors for
Meeting Pattern group box. If the Instructor Role field contains the value Primary
Instructor, but the Access field is empty, then this is the section that is causing the

error. At least one Primary Instructor must have Approve chosen in the Access
dropdown list.

10.

Determine the appropriate instructor to receive Approve access. If necessary, add an
instructor to the section.

Click on the Access dropdown list.

11.

Click the Approve list item.

12.

Click the Save button.
Bl save

13.

This completes the process of resolving the At Least One Instructor Must Have
Grade Approval Access error.
End of Procedure.
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Course Topic Not Scheduled

This process demonstrates how to resolve the error "Course Topic Not Scheduled" on the
Schedule of Classes (SOC) Error Report. This error occurs when a course contains Topics at the
Course Catalog level that have not been indicated on its class sections.

Procedure

Use this process to resolve the Course Topic Not Scheduled error on the SOC Error Report.

Step Action

1. Click the Curriculum Management link.
[l Curriculum Management]

2. Click the Schedule of Classes link.
[l Schedule of Classes|

3. Click the Maintain Schedule of Classes link.

‘3: CASE WESTERN RESERVE
JUNIVERSITY e: Home Add to Favorttes Sign out
Search: New Window | Help | &,
& My Favorites Maintain Schedule of Classes
[ Self Semvice Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Records and Enroliment
= Curriculum Management { Find an Existing Value |
> Course Catalog
= Schedule of Classes
~ Class Search Academic Institution: = v | [caser A
— Schedule New Course Term: v l:p\
Catalog Nbr: [ begins with ] |
Print Class Schedule Academic Career: ‘: v‘ v‘
0OC - Validation
Campus: ‘ begins with v | ‘O\
E SOC - Eror Repor|
- CASE SOC - Stafing D [begins wit (9] |
Reports Course ID: [ begins with ]| [
— CASE S0C - Cross
Listed Report Course Offering Nbr: | = v | ‘O\
[» Enreliment Reguirements
> Gombined Sections Dlcase Sensitiva
[> Class Roster
[> Grading Search ‘ Clear | Basic Search Save Search Criteria
[ Instructor/Advisor
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements
Done % Local intranet H 100% <
Step Action
4. The Maintain Schedule of Classes search screen appears,

Enter the appropriate term code into the Term field.
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Step Action

5. Click the Search button.
Search

6. Select the appropriate course from the search results.
lUndergrad

CASEWESTERN RESERVE
NIVERSITY 2 _Home Add to Favorites Sign out

=

New Window | Help | Customize Page | &, *

[ BasicData | Meefings | EnrollmentCnirl ) ReseveCap | MNotes | Egam |

Course ID: 005869 Course Offering Nbr: 1

Academic Institution:  Case Western Reserve Univ

Term: Summer 2009 Undergrad AUto Create Component
Subject Area: BETH

Bioethics

Catalog Nbr: 315 International Bioethics

Class Sections Find | View All First [4] 4 o4 [ Last
*Session: 1 |2 RegularAcademic Session  Ciass Hor: 1002 EHE
*Class Section: *Start/End Date: | 0510112008 | [07/27/2009 5
*Component: LEC]Q  Lecture Event ID:
*Class Type: Enrollment v
*Associated Class: 100|Q

*Campus: Case

. - SAAIN Q i
Location: Wiain Campus Schedule Print
Course Administrator: l:l Student Specific Permissions

*Academic Organization: |BETH . piosthics

Academic Group: MED School of Medicine Dynamic Date Calc Required
*Holiday Schedule: Case Holiday Schedule Generate Class Mtg Attendance
“Instruction Mode: l:l Sync Attendance with Class Mtg
GL Interface Required
Primary Instr Section:
Course Topic ID: [ Print Topic in Schedule L
Course Equivalent Course Group: Override Equivalent Course
Class Equivalent Course Group: |:|
Class Attributes Customize | Find | View Al | 8 First [ 4 or4 ] Last
*Course *Course Attribute v
% Lacal meranet F100%  +

Step Action

7. The Basic Data tab appears.

Locate the Class Topic group box. The Course Topic ID field is empty. This is the
cause of the error received on the SOC Error Report.

Course Topic ID: |:|Q

8. Click the Look up Course Topic ID button.

=

9. All course topics associated with the course at the Course Catalog level appear.
Select the appropriate course topic for the term from the search results.

|EE.fN| Euthanaaia|
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W CASEWESTERN RESERVE
JUNIVERSITY (B2 Home Add to Favorites Sign out

>

Class Sections

*Session: [1]®  RegularAcsdsmicSession  Class Nbr: 1002 =E
*Class Section: =StartEnd Date: | 06/01/2000 |l |07/27/2009 [
*Component: Q Lecture EventID:
“Class Type: Enrolment v
“Associated Class: 100/
*Campus: Case
. - SAMAIN Q

Location: Wiain Campus Schedule Print

Course Administrator: :l Student Specific Permissions
*Academic Organization: |BETH 2 piosthics

Academic Group: MED School of Medicine Dynamic Date Calc Required
*Holiday Schedule: Case Holiday Schedule Generate Class Mtg Attendance
“Instruction Mode: l:l Sync Attendance with Class Mtg
GL Interface Required

Primary Instr Section:

Course Topic ID: [THa Be/N| Euthanasia [7] Print Topic in Schedule
Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

Class Attributes Customize | Find | View All | 8 First [4] 101 %] Last

2Course *Course Attribute

Attribute Value

[l [ a =
&) save ‘ S\ Return to Search | 1[5 | +[E] Next in List | [=] Notify ‘

Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Motes | Exam

A

Done & Local intranet E 100% <
Step Action
10. Click the Save button.
Bl save
11. This completes the process of resolving the Course Topic Not Scheduled error on

the SOC Error Report.
End of Procedure.

Meeting Pattern Not Scheduled

This process demonstrates how to resolve the error "Meeting Pattern Not Scheduled" on the
Schedule of Classes (SOC) Error Report. This error occurs when a class section's Pat (Pattern)
field is blank. The Pat field establishes the days of the week when the class takes place and also
coordinates with the Astra scheduling system.

Procedure

Use this process to resolve the Meeting Pattern Not Scheduled error on the SOC Error Report.

Step Action
1. Click the Curriculum Management link.
[t Curriculum Management]
2. Click the Schedule of Classes link.

[l Schedule of Classes|
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Action

Click the Maintain Schedule of Classes link.

CASE WESTERN RESERVE
UNIVERSITY & Home Add to Favorites Sign out
Search: New Window | Help | 15
b My Favorites Maintain Schedule of Classes
[ Self Service Enter any information you have and click Search. Leave fields blank for a list of all values

[ Records and Enroliment

> Curriculum Management { Find an Existing Value

[> Course Catalog
< Schedule of Classes

— Class Search Anadem\c\nsmunon: Q
B - —

Catalog Nbr: ‘begmswnn ~| |
Academic Career: ‘ = v| vl
Campus: ‘begmswnn ~| |Q
‘_QEQOE:E{;%“RED'J“ D on: [ begins with ||| |
Reports Course ID: ‘begmswnh VH |Q
— CASE S0OC - Cross
Listed Report Course Offering Nbr: | = ~] [ Ja

> Enroliment Reguirements
[ Combined Sections
[> Class Roster
[> Grading Search ‘ Clear | Basic Search Save Search Criteria
[ Instructor/Advisor
Information
[- Set Up SACR
> Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements

[case Sensitive

Done & Local intranet H100% v

Step

Action

The Maintain Schedule of Classes search screen appears.

Enter the appropriate term code into the Term field.

Click the Search button.
Search

Select the appropriate class from the search results.

|Internatinnal Bioethics

The Basic Data tab appears.

Click the Meetings tab.
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CASEWESTERN RESERVE
B 4T FS T e Home Add to Favorites Sign out
(=3

New Window | Help | Customize Page | /&,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam

Course ID: 005869 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Summer 2009 Undergrad

Subject Area: BETH Bioethics

Catalog Nbr: 315 International Bioethics

Ciass Sections Find | View Al First (] 1 o1 [*] Last
Session: 1 Regular Academic Session Class Nbr: 1002
Class Section: 100 Component:  Lecture Final Exam:

First (1] 1 o 1 [F] Last

5
Facility ID Capacity Pat Mtg Start Mtg End M T W T F s S *Startend Date El
P R owl R I lpooooo oo
e | \

Contact Hours

instructors For Meeting Pattern Customize | Find | View Il | 3 Firsi * 101 " Last
Assignment Y Waorkload

D Name % Print Access Contact
— L m=E

Room Characteristics Customnize | Find | 8 First 4] 1 0f1 ¥ Last
*Room Characteristic

[ a H =

= save ‘ £\Return to Search | 1 4] Nextin List | [=] Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

CASE WESTERN RESERVE
UNIVERSITY

Done %4 Local intranet E100% <

1826

Step

Action

ly Pat Mg Start MtgEnd
CY | |

Locate the Meeting Pattern group box. The Pat (Pattern), Mtg Start and Mtg End
fields are empty. This is the cause of the Meeting Pattern Not Scheduled Error.

Click the Look up Pat button.

&

10.

meeting pattern from the search results.
Mon/\Wed/Fri

Meeting patterns appropriate to the course's career appear. Select the appropriate
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WA CasE WESTERN RESERVE
I}; NIVERSIT T k‘\_

Home Add to Favorites Sign out

(=3

Mew Window | Help | Customize Page | /5,

[ BasicData | Meetings \ EnrollmentCntrl | Reserve Cap | Notes '  Exam |

Course ID: 005869

Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Summer 2009 Undergrad
Subject Area: BETH Bigethics
Catalog Nbr: 315 International Bioethics
Class Sections Find | View Al First 4] 1 o1 ] Last
Session: 1 Regular Academic Session Class Nbr: 1002
Class Section: 100 Component:  Lecture Final Exam:
Find|View Al First ] 1 of 1 [ Last
Facility ID Capacity Pat Mtg Start Mtg End M T W T F § s *StartEnd Date HE
T N s T = R = = e ) A
rearm[ |2 \ |
Contact Hours
i
[/ Assignment Y Workload |
D Name Tnstructor Print Access Contact
Role
— [ ®m=

Room Characteristics
“Room Characteristic

Customize | Find | [ First [E) 10f1 O] Last

—Room Lharactensuc ZQuantity
[ =
B save ‘ S\ Return to Search | 15 4[E] Next in List Notify
Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam
Done & Local intranet H100% v
Step Action
11. The appropriate days of the week are checked off in the Meeting Pattern group box.
12. Enter the appropriate start time for the class into the Mtg Start field. For example,
enter "9a" for 9:00am.
13. Press [Tab] on your keyboard.
14. A value appears in the Mtg End field. It reflects the approximate end time for the

class based on the value selected in the Pat field.

For example, a class that takes place three days a week in the Undergraduate career
typically lasts 50 minutes; subsequently, the value in the Mtg End field for that class

would be 50 minutes later than he value in the Mtg Start field.
Mtg End

9:504M

15. Click the Save button.
El save

16. This completes the process of resolving the Meeting Pattern Not Scheduled error on
the SOC Error Report.

End of Procedure.

Class Has Times Assigned but No Days

This process demonstrates how to resolve the error "Class Has Meeting Times but No Days" on
the Schedule of Classes (SOC) Error Report. This error occurs when there are no days selected
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on the Meeting Pattern of a class. If a Meeting Pattern has the value "TBA" in the Pat (Pattern)
field, the error will not occur.

Procedure

Use this process to resolve the Class Has Times Assigned but No Days error on the SOC Error
Report.

Step Action

1. Click the Curriculum Management link.
[l Curriculum Management]

2. Click the Schedule of Classes link.
[l Schedule of Classes|

3. Click the Maintain Schedule of Classes link.

‘3: CaSEWESTERN RESERVE
i L R e: Home Add to Favorttes Sign out
Search: New Window | Help | &,
® o
& My Favorites Maintain Schedule of Classes
[ Self Semvice Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Records and Enroliment
= Curriculum Management [m\
> Course Catalog
Schedule of Cl
T Ches e Academic nstitution: = | [aser e
Tem: S —
Catalog Nbr: [ begins with ] |
Academic Career: ‘: v‘ v‘
Campus: ‘ begins with v | ‘O\
D [ begins with v[ |
Reports Course ID: [ begins with ]| [
— CASE S0C - Cross
Listed Report Course Offering Nbr: | = v | o
[» Enreliment Reguirements
> Gombined Sections Dlcase Sensitiva
[> Class Roster
[> Grading Search ‘ Clear | Basic Search Save Search Criteria
[ Instructor/Advisor
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements
Done % Local intranet H 100% <
Step Action
4. The Maintain Schedule of Classes search screen appears.

Enter the appropriate term code into the Term field.

5. Click the Search button.
Search
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Action

Select the appropriate class from the search results.

|Internatinnal Bioethics

The Basic Data tab appears.

Click the Meetings tab.

@

CASE WESTERN RESERVE
UMIVERSITY B2k

Home Add to Favorites. Sign out
3

New Window | Help | Customize Page |

[ BasicData | Meetings | EnrolmentCrirl | Reseve Cap | Notes |  Exam |

Course ID: 005869

Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Summer 2009 Undergrad
Subject Area: BETH Bioethics
Catalog Nbr: 315

Room Characteristics

“Room Characteristic

International Bioethics

Find | view Al First [ 1 o4 [F] Last

Session: 1 Regular Academic Session Class Nbr: 1002
Class Section: 100 Component:  Lecture Final Exam: b

Find | View All First ] 1 of 1 ] Last

-
Facility ID Capacity Pat Mtg Start Mtg End M T W T F 5§ 8 *Start/End Date EI
a0 el % swr s | 0 00 OO O O et s s
e | ]

Contact Hours

lInstructors For Meeting Pattern

Customize | Find | View A1 % First " qof1 * Last
Assignment Y  Workload

D Name % Print Access Contact
— s

Customize |Find | 38 First [1] 4014 ] Last

*Quantity
L =
& save ‘ &\ Return to Search | +E +5 Mext in List | [=] Notify ‘
Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam
Done % Local meranet E 100% v

Step

Action

Locate the Meeting Pattern group box and the Pat (Pattern) field. The error

occurred because this field is empty, and consequently, the appropriate days of the
week are not checked.

y Pat

[ &

Click the Look up Pat button.

&

10.

Meeting pattern values appear that are appropriate to the course's academic career.
Select the appropriate meeting pattern from the search results.
Mon/\Wed/Fri
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'ESTERN RESERVE
RSITY 826 Home Add to Favorites _Sign out

New Window | Help | Customize Page | /&,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam

Course ID: 005869 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Summer 2009 Undergrad

Subject Area: BETH Bioethics

Catalog Nbr: 315 International Bioethics

Class Sections Find | View All  First (1] 1 o1 [¥] Last
Session: 1 Regular Academic Session Class Nbr: 1002
Class Section: 100 Component:  Lecture Final Exam:

Find [View All  First ] 1 o1 [F] Last

Facility ID Capacity Pat  Mtg Start MtgEnd M ‘srtenavme D

T T s S
[1or o, oo mrla ot psom | B 0 @ O @ 0 0 looimms]s o
e | |

Contact Hours

instructors For Meeting Pattern Customize | Find [ View Al | 3% First " 1of1 " Last
Assignment Y Waorkload

ZInstructor

D Name ~ Roe Print Access Contact
— L m=E
Room Characteristics
*Room Characteristic
— =
B save ‘ E\Return to Search | 15 4[| Nextin List | [=] Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

CASE WESTERN RESERVE
UNIVERSIT?Y

Done %4 Local intranet ® 100% -

1826

Step Action
11. The appropriate days of the week are checked based on the value selected in the Pat
(Pattern) field.
M T w T F S S
[ [ O O
12. Click the Save button.
E zave
13. This completes the process of resolving the Class Has Times Assigned but No Days

error on the SOC Error Report.
End of Procedure.

Class Has Days Assigned but No Times

This process demonstrates how to resolve the error "Class Has Days Assigned but No Times" on
the Schedule of Classes (SOC) Error Report.

Procedure

Use this process to resolve the Class Has Days Assigned but No Times error on the SOC Error

Report.

Page 176




N e — User Manual
CASE WESTERN :R“’LR\;L'I The Schedule of Classes for Administrative and
Departmental Users

Step Action

1. Click the Curriculum Management link.
[t Curriculum Management]

2. Click the Schedule of Classes link.
[l Schedule of Classes|

3. Click the Maintain Schedule of Classes link.

(v [@ ESTERN RESERVE
J RSITY e: Home Add to Favorites Sian out
Search: New Window | Help | i,
\ |® -
& My Favorites Maintain Schedule of Classes
> Self Service Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Records and Enroliment
< Curriculurmn Management [m
> Course Catalog
Schedule of Cl
v_ccfagiesiamﬁsses Academic \nsmulmn: Q
Catalog Hbr: | begins with || |
s Schedule Academic Career: ‘: vl v|
C - Validation
Campus: ‘begins with || |Q
D : [ begins with |v[ |
Course ID: ‘begins with | [ |Q
Listed Report Course Offering Nbr: | = v| | |Q
> Enroliment Reguirements
> Gombined Sections Dlcase sensiive
[» Class Roster
[> Grading Search ‘ Clear | Basic Search Save Search Criteria
[> Instructor’Advisor
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements
& Local intranet H100% v
Step Action
4, The Maintain Schedule of Classes search screen appears.

Enter the appropriate term code into the Term field.

5. Click the Search button.
Search

6. Select the appropriate course from the search results.

|Internatinna| Bioethics

7. The Basic Data tab appears.

Click the Meetings tab.
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WA Cse WESTERN RESERVE
I}; NIVERSIT T k‘\_

Home Add to Favorites Sign out

(=3

New Window | Help | Customize Page | 5,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam

Course ID: 005869 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Summer 2009 Undergrad

Subject Area: BETH Bioethics

Catalog Nbr: 315

International Bioethics

Ciass Sections Find | View Al First (] 1 o1 [*] Last
Session: 1 Regular Academic Session Class Nbr: 1002
Class Section: 100 Component:  Lecture Final Exam:
Find [View All  First ] 1 o1 [F] Last
Facility ID Capacity Pat Mtg Start Mtg End M T w T F s 5 *StartEnd Date HE
R mwelal | g gEO@ D 0w
Rearm[ & \ \
Contact Hours
i
| Assignment Y Workibad |
D Name Tnstructor Print Access Contact
Role
— L m=E
Room Characteristics Customnize | Find | E First (4] 1 o1 [* Last
*Room Characteristic
[ =
B save ‘ E\Return to Search | 18 ] Nextin List [ [=] Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

Done

& Local intranet E 100% <
Step Action
8. Locate the Meeting Pattern group box and the Mtg Start and Mtg End fields. The
error occurred because the Mtg Start and/or Mtg End field is blank.
9. Enter the appropriate class start time into the Mtg Start field.
10. Press [Tab] on your keyboard.
11. The value in the Mtg End field defaults based on the value selected in the Pat
(Pattern) field.
If necessary, change the value in the Mtg End field.
12. Click the Save button.
El save
13. This completes the process of resolving the Class Has Days Assigned by No Times
error on the SOC Error Report.
End of Procedure.

Class Does Not Have an Instructor Assigned

This process demonstrates how to resolve the error "Class Does Not Have an Instructor
Assigned" on the Schedule of Classes (SOC) Error Report. This error occurs when a class
section does not have at least one instructor with "Primary Instructor” indicated in the Role field.

Procedure

Page 178




User Manual

CASE WESTERN :I(ESERE"F The Schedule of Classes for Administrative and

Departmental Users

Use this process to resolve the Class Does Not Have an Instructor Assigned error on the SOC
Error Report.

Step

Action

1.

Click the Curriculum Management link.
[t Curriculum Management]

Click the Schedule of Classes link.
[l Schedule of Classes|

Click the Maintain Schedule of Classes link.

Search:

\ |®

— Announcements

[ My Favorites
[- Self Service
[ Records and Enroliment
[~ Curriculum Management
> Course Catalog
= Schedule of Classes
— Class Search

SOC - Error Repor

W CasE WESTERN RESERVE
‘}; NIVERSIT T k‘\_

Maintain Schedule of Classes

Enter any information you have and click Search. Leave fields blank for 3 list of all values.

Find an Existing Value

Academic Institution:
Term:

Subject Area:

[ I—
—

[
|

C - Staffing
Reports
— CASE SOC - Cross
Listed Report
> Enroliment Reguirements
I Combined Sections
[» Class Roster
> Grading
[> Instructor’Advisor
Information

[> Set Up SACR

> Reporting Tools

> PeopleTools

— Homepage

— Confidentiality Agreement

Catalog Hbr: | begins with ||

Academic Career: ‘ = vl v|
Campus: ‘beginswwtn v| Ja

D : [ begins with |v[ |

Course ID: ‘beginswwtn ~ Ja
CourseDﬁennngn‘: v| | |Q

[case sensitive

Search ‘

Clear | Basic Search Save Search Criteria

Add to Favorites

Sign out

New Window | Help | i,

Done

& Local intranet

H100% -

Step

Action

Enter the appropriate term code into the Term field.

The Maintain Schedule of Classes search screen appears.

Click the Search button.

Search

315

Select the appropriate course from the search results.
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Step Action

7. The Basic Data tab appears.

Click the Meetings tab.

'ESTERN RESERVE
R TY B2

Home Add to Favorites

Sign out

New Window | Help | Customize Page | /&,

BasicData | Meetings {_Enrollment Cnirl | ReserveCap | MNotes | Exam

i)
Course ID: 005869 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Summer 2009 Undergrad
Subject Area: BETH Bioethics
Catalog Nbr: 315

International Bioethics
[Class Sections

Find| View Al First (1] 1 of 1 [ Last
Regular Academic Session Class Nbr: 1002

Session: 1

Class Section: 100 Component:  Lecture

Final Exam: b’

Find [View All  First ] 1 o1 [ Last

Facility ID Capacity Pat  Mtg Start MtgEnd M

+
TwW T F s s ‘srtenavme D
[tBa  |&  ggg [MWF |G [11:154M] [1:00PH o O O [ [eemirz000 |E (0772000 |

Reghm|  |% \ |
Contact Hours
instructors For Meeting Pattern Customize | Find [ View Al | 3% First " 1of1 " Last
Assignment Y Waorkload
D Name Tnstructor Print Access Contact
Role
— —

Room Characteristics

Customize |Find | 8 First ) 1 o1 ¥/ Last
*Room Characteristic *Quantity
o =

= save ‘ £LReturn to Search | 1 4] Nextin List | [=] Hotify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

%4 Local intranet % 100%

Step Action

Locate the Instructors for Meeting Pattern group box and the ID field. The error
occurred because the ID field is blank.

ID

L a

9. Click the Look up ID button.

10. The Look Up ID search screen appears.
Enter the appropriate academic organization code for the course into the Academic
Organization field.

11. Click the Look Up button.
Look Lp
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Step

Action

12.

All instructors and grading proxies for the academic organization appear. Select the
appropriate instructor from the search results.

CASE WESTERN RESERVE
UNIVERSITY 826 Home Add to Favorites Sign out
=13

New Window | Help | Customize Page | /5,

[ BasicData | Meetings | EnrolmentCrirl | Reseve Cap | Notes |  Exam |

Course ID: 005869 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Summer 2009 Undergrad
Subject Area: BETH Bioethics
Catalog Nbr: 315 International Bioethics
[Class Sections Find | View All First (4] 4 or4 [*] Last

Session: 1 Regular Academic Session Class Nbr: 1002

Class Section: 100 Component:  Lecture Final Exam:

Find | View All First ] 1 of 1 ] Last

Facility ID Capacity Pat Mtg Start Mtg End M T W T F § S *Start/End Date HE

e la gg [uwF|a [11:154m] [1:00PH o O 0 0O [oswtzo00 5 [oviz7i2000

Rearm[ 2 \ |

Contact Hours
i
/ Assignment Y Workibad |
i Name NSINEIOT  ping Access  Contact
Role

11001278 |Q  YoungnerStuart ] =

Room Characteristics Customize | Find | 3 First [4] 4 o4 ] Last
“Room Characteristic *Quantity
— =
& save ‘ &\ Return to Search | +E +E] Mext in Ls(| [=] Notify ‘

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

Dane

& Local intranst H100% T

Step Action
13. The instructor's name, Instructor Role, and grade Access default into the appropriate
fields.
14. Click the Save button.
Bl save
15. This completes the process of resolving the Class Does Not Have an Instructor

Assigned error on the SOC Error Report.
End of Procedure.

Final Exam Flags Differ for the Same Course

This process demonstrates how to resolve the error "Final Exam Flags Differ for Same Course"
on the Schedule of Classes (SOC) Error Report. This error occurs when the sections of cross-
listed courses have different values in the Final Exam field.

Procedure

Use this process to resolve the Final Exam Flags Differ for the Same Course error on the SOC
Error Report.
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Step Action

1. Click the Curriculum Management link.
[l Curriculum Management]

2. Click the Schedule of Classes link.
[l Schedule of Classes|

3. Click the Maintain Schedule of Classes link.

CASE WESTERN RESERVE
AMUNTVERSITY & _Home Add to Favorites Sign out
Menu B
Search: New Window | Help | &
® o
& My Favorites Maintain Schedule of Classes
[ Self Service Enter any information you have and click Search. Leave fields blank for a list of all values
[+ Records and Enroliment
< Curriculum Management [m\
I Gourse Catalog
Schedule of Cl
T s s Academic Instituton: = v rser
‘ o —
Subject Area L -
Catalog Nor: [begins with v[ |
Academic Career: ‘ = v‘ | v‘
Campus: ‘ begins with v H ‘O\
Description: [ begins with ]| |
Reporis Course ID: [ begins with v[ 53
— CASE SOC - Cross .
Listed Report Course Offering Nbr: ‘ = V‘ [ [
> Enroliment Requirements "
[ Combined Sections [lcase sensitive
[» Class Roster
[ Grading Search ‘ Clear | Basic Search [E) Save Search Criteria
[ InstructoriAdvisor
Information
[> Set Up SACR
[» Reporting Tools
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements
Done % Local intranet 100 v
Step Action
4. The Maintain Schedule of Classes search screen appears.

Enter the appropriate term code into the Term field.

5. Click the Search button.
Search

6. Select the appropriate course from the search results.
215

7. The Basic Data tab appears.

Click the Meetings tab.
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Home
(=3

Add to Favorites Sign out

New Window | Help | Customize Page |

[ BasicData | Meetings \ Enrallment Cntrl | Reserve Cap |

Motes ¥ Exam
Course ID: 005869 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Summer 2009 Undergrad
Subject Area: BETH Bigethics
Catalog Nbr: 315

International Bioethics
[Class Sections

Find | View Al Firsi [ 1 or2 B Last

Session: 1 Regular Academic Session Class Nbr: 1002
Class Section: 100 Component:  Lecture Final Exam:

¥
Facility ID Capacity Pat  MtgStart Mignda M T W T F S § -sartEnapate L
[tBa l& ggg [MwF QL [11:154M] [1:00PH O O O [ [oemi2000 | (07272000 |

rearm[ |2

Contact Hours

Instructors For Meeting Pattern Customize | Find | View All |
Assignment Y Workload
D Name Tnstructor Print Access Contact
Role
1001278 |Q  YoungnerStuat ] =

Room Characteristics

Find First L
“Room Characteristic *Quanti
[ E
ESave| .QRelumtuSearchl +[] Previous in Lis | fiE] NextinL.st| ENmify|

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

&J Local intranet E 100% -

Step Action

Locate the Final Exam dropdown box and note its contents.

T

Final Exam:

9. Click the Return to Search button.
2, Return to Search
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1826

CASE WESTERN RESERVE
NIVERSITY B2 —

~

Find an Existing Value -
Academic Institution: CASE1 Q
Term: 2098 Q
Subject Area: BETH a
Catalog Hbr: 315 |
Academic Career: Undergraduate vl
Campus: ‘hegins with | [WAIN |Q
Description: | begins with || |
Course ID: [ begins with ||| Ja
Course Offering Hbr: ‘: V| | |Q
[case sensitive

Search ‘ Clear | Basic Search [E Save Search Criteria
Search Results

118018
|Academic Institufion Term Subject Area Catalog Nbr Academi eer Campus Descripfion Course ID Course Offering Nbr]
CASE1 2098 BETH 211 Undergrad MAIN Bioethics: Dilemmas 005451 1
CASE1 2098 BETH 315 Undergrad MAIN  International Bioethics 005869 1
CASE1 2098 BETH 401 Graduate MAIN Foundations in Bioethics | 004626 1
CASE1 20988 BETH 402 Graduate MAIN Foundations in Bioethics I 004627 1
CASE1 2098 BETH 405 Graduate MAIN Clinical Ethics Rotation 004724 1
CASE1 2098 BETH 411 Graduate MAIN  Altruism in Bigethics 005746 1
CASE1 2098 BETH 415 Graduate MAIN  International Bigethics 005869 2
CASE1 2098 BETH 420 Graduate MAIN Critical Issue in Rsrch Ethics 010415 1
CASE1 2088 BETH 421 Graduate MAIN Research Ethics Practicum 010416 1
CASE1 2098 BETH 422 Graduate MAIN Clinical Ethics: Theory & Prac010417 1
CASE1 2098 BETH 425 Graduate MAIN Stem Cells: Ethics and Policy 010899 1
CASE1 2098 BETH 602 Graduate MAIMN Special Topics in Bioethics 004763 1
CASE1 2098 BETH 701 Graduate MAIN  Dissertation Ph.D. 009112 1
CASE1 2098 PHIL 271 Undergrad MAIN Bioethics: Dilemmas 005451 2 N
CASE1 2088 PHIL 411 Graduate MAIN  Altruism in Bioethics 005746 2
CASE1 2098 RLGN 411 Graduale MAIN _ Altruism in Bigethics 005746 3 b
% Local intranet w 100% <

Step Action

10. Select another offering of the cross-listed course from the search results.
415
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IR CASE WESTERN RESERVE
j L VERSITY Rk Home Add to Favorites. Sign out

New Window | Help | Customize Page |

[ BasicData | Meetings \ EnrollmentCntrl | Reserve Cap | Notes J  Exam |

Course ID: 005869 Course Offering Nbr: 2
Academic Institution: Case Western Reserve Univ
Term: Fall 2009 Graduate
Subject Area: BETH Bigethics
Catalog Nbr: 415 International Bioethics
Class sections Find | View Al First 4] 1 o1 ] Last
Session: 1 Regular Academic Session Class Nbr: 9205
Class Section: 100 Component:  Lecture Final Exam:
Find|View All  First ] 4 of 1 [ Last
Facility ID Capacity Pat Mtg Start Mtg End M T W T F § s *StartEnd Date HE
B & ggg[TR @ [10:00am] [11:15AM] o o 0O O O |ver42000 |5 [12004i2000 5
Rearm[ & \ |

Contact Hours

Instructors For Meeting Pattern Customize | Find | View All| 3 First © 1of1 ° Last
Assignment Y Workload

D Name Tnstructor Print Access Contact
Role
1001278 |Q  YoungnerStuat ] =

Room Characteristics Customize | Find ] First [E) 10f1 ] Last
“Room Characteristic

[ a ® =

= save ‘ E\Return to Search | +E] Previous in List | 4] Hextin List | [=] Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

&J Local intranet E100% -

Step Action

11. Note the contents of the Final Exam field.

Repeat the process of reviewing the Final Exam fields of all scheduled sections of
the cross listed course. Decide on the value to be placed in the Final Exam field:
either Yes or No.

Final Exam: Mo .

12. Access a section that requires the Final Exam field to be updated.

Click the Final Exam dropdown list.

13. Select the appropriate list item.
14. Click the Save button.
El save
15. Repeat the process of updating the Final Exam field for all sections of the cross-

listed course that require updating.

16. This completes the process of resolving the Final Exam Flags Differ for the Same
Course error on the SOC Error Report.
End of Procedure.
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All Offerings of a Course Not Scheduled

This process demonstrates how to resolve the error "All Offerings of Course Not Scheduled"” on
the Schedule of Classes (SOC) Error Report. This error occurs when a cross-listed course is
scheduled for a term, but other courses in the cross-listing are not.

Procedure

Use this process to solve the All Offerings of a Course Not Scheduled error on the SOC Error

Report.

= @ T ik &Y @ @& & [P - &) cokborste~ A son- = 1 -

P CASEWESTERN RESERVE N N Page: Page 10f 1
. NTVERSTTY e Case Western Reserve University

. 5262008
Cross Listed Course Sections Report Run Date

RunTime: 30251 PM
Report ID: CW_SR_XLIST_RPT Bioethics - Summer 2009

International Bioethics (005869)

Start Instr Grade  Instr
End Start End 5 5

SubjiCatiSect Days Time Time Date Dats hooess  Display

BETH 415

ERROR: No Section Scheduled

BETH 315 100 MWF 111500AM 10000 PM  @1/2000  T/27/2000  YoungnerStuart Primary Instructor Approve Y

ERROR: This section has not been combined
ERROR: Not all offerings have been scheduled for section group 100

Unknowin Zone

Step Action

1. Begin by running and reviewing the SOC Cross Listed Course Sections Report. See
the business process guide "SOC Cross-Listed Report™ for directions.
If the SOC Error Report has returned the error "All Offerings of a Course Not
Scheduled," then there is at least one cross-listed course in a group of courses that
has not been added to the schedule for the term. This course must be added to the
schedule before it can be combined with a course that already exists. The Cross-
Listed Course Sections Report displays the courses that are already scheduled as
well as those that are not scheduled.

2. In the SIS, click the Curriculum Management link.
[l Curriculum Management]

3. Click the Schedule of Classes link.

[l Schedule of Classes|
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Action

Click the Schedule New Course link.

[schedule Mew Course]

Search:

\ |®
> My Favorites
[- Self Service
[ Records and Enroliment
<> Curriculum Management

> Course Catalog

= Schedule of Classes

— Class Search

— Maintain Schedule of

Classes

— Adjust Class
Associations

— Print Class Schedule
— CASE S0C - Validation
Report
— CASE SOC - Error Repor)
— CASE S0C - Staffing
Reports
— CASE 50C - Cross
Listed Report
> Enroliment Requirements
[ Combined Sections
[» Class Roster
[ Grading
[» InstructorAdvisor
Information
[> Set Up SACR
[ Reporting Tools
[> PeopleTools
— Homepaage
— Confidentiality Agreement
— Annot

W CasE WESTERN RESERVE
I}; NIVERSITY" \\

Schedule New Course

Enter any infermation you have and click Search. Leave fields blank for 2 list of all values.

Find an Existing Value

Home Add to Favorites Sign out

New Window | Help | .5,

Academic Institution:| =
Torm:
Subject Area:

E=a—

Catalog Hbr: | begins with || |

Academic Career: ‘ = V| V|
Campus: ‘beginswwth V‘ |Q

Course ID: ‘begmswnn VH |Q

Course Offering Nbr: ‘: vl | |Q
Description: ‘begmswnh VH |

[Ccase sensitive

Search Clear | pasicSearch B Save Search Criteria

Dane

% Lacal meranet # 100% -+

Step

Action

The Schedule New Course search screen appears.

Enter the appropriate term code into the Term field.

Click the Search button.

Search

Report.
415

All courses that are active in the Course Catalog for the academic organization
appear. Select the course that is not yet scheduled as indicated on the Cross-Listed
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W C st WESTERN RESERVE
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Home

Add to Favorites Sign out

(=3
Iew Window | Helo | Customize Page | /5, #

[ Basic Data |_Msefings | EnrollmentCnirl | RessveCap | MNotes | FExam

Course ID: 005869 Course Offering Nbr: 2

Academic Institution:  Case Westemn Reserve Univ

Term: Summer 2009 Graduate Auto Create Component
Subject Area: BETH Bioethics

Catalog Nbr: 415 International Bioethics

First 3] 1 of 1 [F] Last

Class Sections

*Session:

*Class Section:
*Component:

*Class Type:
*Associated Class:
*Campus:

“Location:

Course Administrator:
*Academic Organization:
Academic Group:
*Holiday Schedule:
*Instruction Mode:

Primary Instr Section:

Course Topic 1D:

1 = Regular Academic Session

EQ Lecture
Enroliment
R

[ ]
o

Case

Main Campus

Bioethics

School of Medicine

Case Holiday Schedule

Schedule Print
Student Specific Permissions

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

Print Topic in Schedule

Course Equivalent Course Group:

Class Equivalent Course Group:

[Class Attributes

Override Equivalent Course

First [4] 1 011 (M Last

ICourse

Customize | Find | View All | [
Course Attribute

Class Nbr: 0 HE
*StartiEnd Date: | 06/01/2008 [ 07/27/2008
Event ID:

% Local intranet E 100% <

Step

Action

The Basic Data tab appears.

Enter the section number into the Class Section field. The section numbers of cross-
listed courses must be the same. Consequently, if one section 100 already exists,
then this class section must also be 100.

Press [Tab] on your keyboard.

10. The Associated Class field defaults to the section number.

*Associated Class: 100|C,

11. If applicable, enter a Course Topic ID.

Q

Course Topic ID:

12. Click the Meetings tab.
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[P Cast WeSTERN RESERVE . . Page: Page 10f 1
n NIVERSITY Case Western Reserve University

Cross Listed Course Sections Report RunDate:  SI2612009

Run Time: 30251 PM

Report ID: CW_SR_XLIST_RPT Bioethics - Summer 2009

International Bioethics (005869)
Start Instr Grade Instr
End Start End
SubjfCatiSect Days = Time Date Date - a4
BETH 415

ERROR: No Section Scheduled

BETH 315 100 MWF 111500 AM  1-000DPM  &1/2000  T/27/2000  Youngner.Stusn Primary Instructor Approve ¥

ERROR: This section has not been combined
ERROR: Not all offerings have been scheduled for section group 100

Unknown Zong

Step Action

13. Refer back to the Cross-Listed Report to determine the meeting information for the
already-scheduled cross-listed course.
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Home Add to Favorites Sign out

New Window | Help | Customize Page | &,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam

Course ID: 005869

Course Offering Nbr: 2
Academic Institution: Case Western Reserve Univ
Term: Summer 2009 Graduate
Subject Area: BETH Bioethics
Catalog Nbr: 415

International Bioethics
[Class Sections

Find| View Al First (1] 1 of 1 [ Last

Session: 1 Regular Academic Session Class Nbr: 0

Class Section: 100 Component:  Lecture Final Exam: No b

Find [View All  First ] 1 o1 [ Last

5
Facility ID Capacity Pat Mtg Start Mtg End M T W T F s S *Startend Date El
e @ wel 2 | lpoooOo O/

rearm[ |2 \ \

Contact Hours

Instructors For Meeting Pattern

Customize | Find | View Al | B First * 1er1  Last
Assignment Y Waorkload

D Name Instructor

= Role Print Access Contact
— e

Room Characteristics
*Room Characteristic

[ a H =

= save ‘ £\ Return to Search | 1] Previous in List | 4] Nextin List | [=] Notify

Customize |Find | 8 First ) 1 o1 ¥/ Last

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

CASE WESTERN RESERVE
UNIVERSIT?Y

Done “J Local intranet ® 100% -

1826

Step

Action

14.

Exam dropdown list, as well.

Enter the appropriate values in to the Pat (Pattern), Mtg Start, Mtg End, and
Instructor 1D fields for this class section. Select the appropriate value for the Final

15.

course, leave the Facility 1D field on the current section blank.
Facility 1D

TBA [

If the Facility ID field is entered on the already scheduled section of the cross-listed

16.

Click the Save button.
El save

17.

From the main menu, click the Combined Sections link.
[l Combined Sections|

18.

Click the Combined Sections Table link.
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search: New Window | Help | o5,
\ |®
- Ny Favorites Comt d Sections Table
[> Self Service Enter any information you have and click Search. Leave fields blank for a list of all values
[ Records and Enroliment
< Curriculumn Management [m
> Course Catalog
[» Schedule of Classes

I Enroliment Requirements Anademm\nsmunon: Q
~ Combined Sections . _ ’—‘
— Combined Sections Term: <
Table Session: [= v v
— Identify Combined
Sections
[ Class Roster Search ‘ Clear | Basic Search [E) Save search Criteria
[> Grading
[> Instructor’Advisor
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements

Home Add to Favorites Sign out

& Local intranet 100% v

Step Action

19. The Combined Sections Table search screen appears.

Enter the appropriate term code into the Term field.

20. Click the Search button.
Search

21. The Combined Sections Table appears.

Review the table to locate a row indicating that a record has already been created for
the cross-listed course.

If no record exists, create a new row for the combined section by clicking the Add
new row button.
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Search:

- My Favorites Combined Sections Table

[- Self Service

[ Records and Enroliment

[~ Curriculum Management Academic Institution: Case Western Reserve Univ

> Course Catalog
[» Schedule of Classes
[: Enrellment Requirements Session: Regular Academic Session

~ Combined Sections
— Combined Sections

Term: Summer 2009

*Combined
SectionsID  *Description =Short Description

Table

— Identify Combined 0001 =

Sections
[> Class Roster
[> Grading
[> Instructor/Advisor & save ‘ £\ Return to Search | [=] Notify ‘
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements

New Window | Help | Customize Page | 5,

(CASE WESTERN RESERVE
UNIVERSITY

1826

Add to Favorites Sign out

Done

& Local intranet H 100% <

Step Action

22. Enter an appropriate description for the cross-listed courses that will be combined

into the Description field.

23. Press [Enter] on your keyboard.

24, The contents of the Description field default to the Short Description field.

[BETH 3154 |

25. Click the Save button.
El save
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Home Add to Favorites. Sign out
search: New Window | Help | Customize Page | 1,
| ® _ _
& My Favorites Combined Sections Table
[- Self Service
[ Records and Enroliment
[~ Curriculum Management Academic Institution: Case Western Reserve Univ
> Course Catalog .
I Schedule of Classes Term: Summer 2009
[> Enreliment Requirements Session: Regular Academic Session
= Combined Sections
— Combined Sections ~Combined
Table Sections D *Description *Short Description
— Identify Combined jpoo1 BETH 315 415 BETH 3154 View Combined Sections =1
Sections
[» Class Roster
[> Grading
I> Instructor/Advisor & save ‘ £\ Return to Search | [=] Netify ‘
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements
< >
Done & Local intranet H100% v
Step Action
26. A new link appears. Click the View Combined Sections link.
iew Combined Sections
27. The Identify Combined Sections screen appears.

Click the Combination Type dropdown list.
| Cross Subject | w ||

28. Select the appropriate combination type list item: Cross Subject, Within Subject,
or Both.
[Within Subject |

29. Enter the total enrollment capacity for the combined sections into the Enrollment
Capacity field.

30. Click the Look up Class Nbr button.

&

31. Select a cross-listed section of the course from the search results.
BETH 215
32. Click the Add a new row button.
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I CASE WESTERN RESERVE
JUNIVERSITY 1826 Home Add to Favorites Sign out

(=3
New Window | Help | Customize Page | 5,

Identify Combined Sections

Academic Institution: CASE1 Case Western Reserve Univ Permanent Combination
Term: 2006 Summer 2009 SKip Mtg Pattern & Instr Edit
Session: 1 Regular Academic Session ‘aring: hitg Pattern & nsir

information will nat b shared
Combined Sections ID: 0001 BETH 315 415

within the combined section.

*Combination Type: Within Subject v

Total
Requested Room Capacity: l:l Enroliment Capacity: 0
Wait List Capacity: l:l 0

Customize | Find | View #  rirst{azor2[M Last

Combined Sections {_Class Description

“ClassNbr  Subject Cataloghbr  Section Status Rﬂ% EnriCap EndTot WaitCap  WaitTot AcadGroup

1002/Q BETH 315 100 999 999 0 0 0 WED =
[ = 0 0 0 0 0 =

View Combined Sections Table

= save ‘ S\ Return to Search | [=] Notify

< | >
S Local intranet H100% <

Step Action

33. Click the Look up Class Nbr button.

34. Select another cross-listed section of the course from the search results.
BETH 415

35. Select as many sections of the cross-listed course as necessary to resolve the error.

10022, BETH 315 100
Moos|C, BETH 415 100
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Term:

*C

e lL..‘,\.xa_'\\\"l_'zﬂ ERN RESERVE

Academic Institution:

Session:
Combined Sections ID:

ion Type:

Y

New Window | Help | Customize Page |

Identify Combined Sections

CASE1 Case Western Reserve Univ Permanent Combination
2006 Summer 2009 Skip Mg Pattern & Instr Edit
1 Regular Academic Session Warning: Htg Pattern & nstr

information will not be shared
0001 BETH 315 415

within the combined section
Within Subject =

Combined Sections

*{_Class Description

Requested Room Capacity: l:l Enroliment Capacity: 0
Wait List Capacity: l:l 0

First [ 4.2 o2 [M] Last

Class

Nbr Subject

e s
s semw

View Combined Sections Table

CatalogNbr ~ Section Status Rﬂ% EndCap EndTot WaitCap  WaitTot AcadGroup
315 100 999 999 0 0 0 MED [=1
415 100 999 999 0 0 0 MED =

= save ‘ S\ Return to Search | [=] Notify

Home Add to Favorites Sign out

Done

% Local intranet E100% -

Step

Action

36.

Click the Save button.

Run the Cross-Listed Report once more to ensure that all section of the cross-listed
course have been scheduled and combined.

E zave
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= = = [T ik &9 | & ® [ - | g cktrse - A s o o
- |
5:‘\]‘\\. = L]\‘:\xm . l!\“E', Case Western Reserve University Pea= Fage 1of
- Cross Listed Course Sections Report :w :m: ?::’:ZDD:M
Report ID: CW_SR_XLIST_RET Bicethics - Summer 2009
International Bioethics (005869)
Start End Start End Instr Grade Instr
SubjiCaysest Days Time Time Date Dete Instructor Role Access  Display
BETH 315 100 MWF 11:15:00 AM  1:00:00 PM 81,2009 Ti2T/2009 ‘Youngner, Stuart Primary Instructor Approve ¥  Combined Section o0oo1
BETH 415 100 MWF 11:1500 AM  1-00:00 PM 8172000 Ti2772000 “Youngner Stuart Primary Instructor ‘Approve ¥  Combined Section oot
Lnknown Zone :
Step Action
37. When all errors have been fixed, the Cross Listed Course Sections report will no
longer display errors.
38. This completes the process of resolving the All Offerings of a Course Not Scheduled
error on the SOC Error Report.
End of Procedure.

Dynamically Dated Sessions Require Assignment of Meeting and Facility

This process demonstrates how to resolve the error "Dynamically Dated Sessions Require
Assignment of Meeting and Facility” on the Schedule of Classes (SOC) Error Report. This error
occurs when a course that is scheduled during a dynamically dated session is not given a value in
the Pat (Pattern) or Facility ID field of the Meeting Pattern group box.

Procedure

Use this process to resolve the error Dynamically Dated Sessions Require Assignment of Meeting
and Facility on the SOC Error Report.

Step Action

1. Click the Curriculum Management link.
[l Curriculum Management]
2. Click the Schedule of Classes link.

[i- Schedule of Classes|
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Action

Click the Maintain Schedule of Classes link.

CASE WESTERN RESERVE
UNIVERSITY B: Home Add to Favorites Sign out
Search: New Window | Help | 15

b My Favorites Maintain Schedule of Classes
[ Self Service Enter any information you have and click Search. Leave fields blank for a list of all values
[ Records and Enroliment

> Curriculum Management { Find an Existing Value

[> Course Catalog
< Schedule of Classes

— Class Search Anadem\c\nsmunon: Q
B - —

Catalog Nbr: ‘begmswnn ~| |
Academic Career: ‘ = v| vl
Campus: ‘begmswnn ~| |Q
‘_QEQOE:E{;%“RED'J“ D on: [ begins with ||| |
Reports Course ID: ‘begmswnh VH |Q
— CASE S0OC - Cross
Listed Report Course Offering Nbr: | = ~] [ Ja

> Enroliment Reguirements
[ Combined Sections
[> Class Roster
[> Grading Search ‘ Clear | Basic Search Save Search Criteria
[ Instructor/Advisor
Information
[- Set Up SACR
> Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements

[case Sensitive

Done & Local intranet H100% v

Step

Action

The Maintain Schedule of Classes search screen appears.

Enter the appropriate term code into the Term field.

Click the Search button.

Search

Select the appropriate course from the search results.
208

The Basic Data tab appears.

Click the Meetings tab.
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Home | Worklist | WuttiChannel Console | _Add to Favorites | _Sign out

P8 CAsE WESTERN RESERVE
[ NV RE1T Y B2
(=3

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | FExam ) LMSData ; GLinterface

New Window | Help | Customize Page | &,

Course ID: 005050 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Fall 2008 Undergrad

Subject Area: GRMN German

Catalog Nbr: 308 Munich Exper: Advanced

Ciass Sections Find | View Al First (] 1 o1 [*] Last
Session: DYN Dynamically Dated Session ClassNbr: 12618
Class Section: 100 Component:  Lecture Final Exam:

First (1] 4 o 1 [F] Last

=
Facility ID Capacity Pat  Mtg Start Mtg End *startiEnd Date E

M T W T F s
TS— N e N W I SRS ISR e
e | |

3
o B

Contact Hours

Instructors For Meeting Pattern Customize | Find [ View 21| #§  First © 1or1 ° Last
Assignment |  Vorkioad

“Instructor

D Name Role Print Access Contact
—  meE

Room Characteristics Customnize | Find | 8  First 1] 1 of 1 [*] Last
“Room Characteristic

[ ®H =

= save ‘ SLReturn to Search | [=] Notify

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam | LMS Data | GL Interface

CASE WESTERN RESERVE
UNTITY I T™X

Done % Local intranet E100% <

1826

Step

Action

Locate the Meeting Pattern group box and the Pat (Pattern) field. The error

occurred because this field is blank.
Iy Pat

[ &

Click the Look up Pat button.

&

10.

the appropriate meeting pattern for the class.
Mon/Wed

Meeting Pattern values appear based on the Academic Career of the course. Select
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T 826 Home | Worklist | MuttiChannel Console | Add to Favorites

Mew Window | Help | Customize Page |

[ BasicData | Meetings  EnrollmentCntrl | ReserveCap ) Notes Y  Exam LMSData | GLInterface

Course ID: 005050 Course Offering Nbr: 1
Academic Institution: Case Westemn Reserve Univ

Term: Fall 2008 Undergrad

Subject Area: GRMN German

Catalog Nbr: 308 Munich Exper. Advanced

Class sections Find | View Al First 4] 1 o1 ] Last
Session: DYN Dynamically Dated Session Class Nbr: 12618
Class Section: 100 Component: Lecture Final Exam: | NO b

First [4] 4 of 4 M Last

Facility ID Capacity Pat  Mtg Start MtgEnd -sartEnapate T

M T T F
e T i [ R
O | |

ow Al
s

Contact Hours

Instructors For Meeting Pattern Customize | Find | View Al | 8 First * qor1 ° Last
Assignment |  Viorkioad

“Instructor

D Name Role Print Access Contact
— [ ==

Room Characteristics Customize |Find | 8 First [4] 101 "] Last
*Room Characteristic ZQuantity

[ = =

= save ‘ ELReturn to Search | [=] Notify

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam | LMS Data | GL Interface

Sign out

=]

& Local intranet E100% -

Step

Action

11.

Enter the appropriate start time for the class into the Mtg Start field.

12.

Press [Tab] on your keyboard.

13.

and can be changed if necessary.
Mtg End

:00PM

The value in the Mtg End field defaults based on the value selected in the Pat field

14.

Click the Look up Facility 1D button.

&

15.

Select the appropriate building and/or room from the search results.

ELLN HEERALLRM
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W C st WESTERN RESERVE
l}; NIVERSIT T k‘\_

Home | Worklist | MuttiChannel Console | _Add to Favorites | _Sign out

(=3
New Window | Help | Customize Page | 5,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap |  MNotes | FExam ) LMSData ; GLinterface

Course ID: 005050 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Fall 2008 Undergrad

Subject Area: GRMN German

Catalog Nbr: 308 Munich Exper: Advanced

[Class Sections Find | View Al First 4] 4 o1 [H Last
Session: DYN Dynamically Dated Session ClassNbr: 12618
Class Section: 100 Component:  Lecture Final Exam: | MO 3

Find [View Al First ] 1 o1 [ Last

-

Facility ID Capacity Pat Mtg Start Mtg End M T W T F s 5 *StartiEnd Date HE

IALLN FORD Q7o [Mw QL [12:45PM] [2:00PH ] O O [O [ [o8r=si2008 & [12/05:2008 |5
Rearm[ & \ |

Caontact Hours
i
j Assignment Y Workbad |
D Name Instructor Print Access Contact
Role

— )l
Room Characteristics Customnize | Find | 8  First 1] 1 of 1 [*] Last
*Room Characteristic *Quantity
[ =

= save ‘ SLReturn to Search | Notify

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam | LMS Data | GL Interface

Done & Local intranet E 100% <

Step Action

16. Click the Save button.
Bl save
17. This completes the process of resolving the Dynamically Dated Sessions Require

Assignment of Meeting and Facility error on the SOC Error Report.
End of Procedure.

Combined Sections with Different Instructors

This process demonstrates how to resolve the error "Combined Sections Have Different
Instructors™ on the Schedule of Classes (SOC) Error Report. This error occurs when the
instructors indicated on the class sections of a cross-listed course differ between individual
Ccourses.

Procedure

Use this process to resolve the Combined Sections with Different Instructors error on the SOC
Error Report.

Step Action

1. Click the Curriculum Management link.
[t Curriculum Management]
2. Click the Schedule of Classes link.

[i- Schedule of Classes|
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Action

Click the Maintain Schedule of Classes link.

CASE WESTERN RESERVE
UNIVERSITY & Home Add to Favorites Sign out
Search: New Window | Help | 15
b My Favorites Maintain Schedule of Classes
[ Self Service Enter any information you have and click Search. Leave fields blank for a list of all values

[ Records and Enroliment

> Curriculum Management { Find an Existing Value

[> Course Catalog
< Schedule of Classes

— Class Search Anadem\c\nsmunon: Q
B - —

Catalog Nbr: ‘begmswnn ~| |
Academic Career: ‘ = v| vl
Campus: ‘begmswnn ~| |Q
‘_QEQOE:E{;%“RED'J“ D on: [ begins with ||| |
Reports Course ID: ‘begmswnh VH |Q
— CASE S0OC - Cross
Listed Report Course Offering Nbr: | = ~] [ Ja

> Enroliment Reguirements
[ Combined Sections
[> Class Roster
[> Grading Search ‘ Clear | Basic Search Save Search Criteria
[ Instructor/Advisor
Information

[- Set Up SACR

> Reporting Tools

> PeopleTools

— Homepage

— Confidentiality Agreement

— Announcements

[case Sensitive

Done & Local intranet H100% v

Step

Action

The Maintain Schedule of Classes search screen appears.

Enter the appropriate term into the Term field.

Click the Search button.
Search

Search results appear. Select one of the combined sections.
315

The Basic Data tab appears.

Click the Meetings tab.
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'ESTERN RESERVE

SITY 26 Home Add to Favorites Sign out
New Window | Help | Customize Page | 5
BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam
Course ID: 005869 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Fall 2009 Undergrad
Subject Area: BETH Bioethics
Catalog Nbr: 315 International Bioethics
Ciass Sections Find | View Al First (] 1 o1 [*] Last
Session: 1 Regular Academic Session Class Nbr: 9203
Class Section: 100 Component Lecture Final Exam: t
Find [View Al First ] 1 o1 [ Last
Facility ID Capacity Pat Mtg Start Mtg End M T w T F 5 5 *StartiEnd Date HE
TBS TBS Q. ggg [MWF | [10:004M] [10:5041 o O O [ [osz4rz000 |E [12004:2000 |
Req.Rm[BING 304 |3 I |
Contact Hours
Instructors For Meeting Pattern
Assignment Y Waorkload
D Name Tnstructor Print Access Contact
Role
1015200 Q. KingMNicholas ] =
Room Characteristics
*Room Characteristic “Quantity
[ =
=] Savel E\Return to Search | ] Previous in Listl 4[| Nextin Listl [=] Hotify |
Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam
Done “J Local intranet E 100 v

Step Action

Note the instructor's name and EmplID in the ID field in the Instructors for Meeting
Pattern group box.

1015200 QL King,Micholas

Click the Return to Search button.
2, Return to Search
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CASEWESTERN RESERVE
NIVERSITY 826 Home Add to Favorites

(=3
New Window | Help | e
Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
Academic Institutio CASE1 aQ
Term: 2098 Q
Subject Area: BETH Q
Catalog Hbr: | begins with |»|[315 |
Academic Career: | = v| [Undergraduate v|
Campus: ‘begins with |+ |[main Ja
Description: [ begins with ||| |
Course ID: ‘begins with |~ [ |Q
Course Offering Nbr: ‘: v| | |Q
[case sensitive
Search ‘ Clear ‘ Basic Search |El Save Search Criteria
Search Results
1-16 0 18
Subiject Area Catalog NDr A ampus Description
ETH 21 Underaras MAIN Bigethics: Dilemmas 1
2098 BETH 315 Underarad MAIN International Bigethics 005869 1
2098 BETH 401 Graduate MAIM  Foundations in Bioethics | 004626 1
2098 BETH 402 Graduate MAIN Foundations in Bioethics I 004627 1
2088 BETH 405 Graduate MAIN  Clinical Ethics Rotation 004724 1 )
2098 BETH a1 Graduate MAIN Altruism in Bioethics 005746 1
2098 BETH 415 Graduate MAIN International Bigethics 005869 2
2098 BETH 420 Graduate MAIN - Critical Issue in Rsrch Ethics 010415 1
2098 BETH 421 Graduate MAIN Research Ethics Practicum 010416 1
2088 BETH 422 Graduate MAIN Clinical Ethics: Theory & Prac010417 1
2098 BETH 425 Graduate MAIN  Stem Cells: Ethics and Policy 010899 1 hd
& Local intranet F100% -

Step Action

10. Select another of the combined sections from the search results.
415
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CASEWESTERN RESERVE
B 4T F ST e Home Add to Favorites Sign out
(=3

New Window | Help | Customize Page | &,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam

Course ID: 005869 Course Offering Nbr: 2

Academic Institution: Case Western Reserve Univ

Term: Fall 2009 Graduate

Subject Area: BETH Bioethics

Catalog Nbr: 415 International Bioethics

Class Sections Find | View All  First (1] 1 o1 [¥] Last
Session: 1 Regular Academic Session Class Nbr: 9205
Class Section: 100 Component:  Lecture Final Exam:

First (1] 1 o 1 [F] Last

+
Facility ID Capacity Pat  Mtg Start Mtg End *startiEnd Date =

M w F s S
T — NN N R S IO el e
e | |

Contact Hours

instructors For Meeting Pattern Customize | Find | View Il | 3 Firsi * 101 " Last
Assignment Y Waorkload

D Name Znsfructor Print Access Contact
Role
1001278 |Q  YoungnerStuart ] =

Room Characteristics Customize | Find | E First 4] 1 of 1 O] Last
*Room Characteristic “Quantity

[ a H =

2 Savel £\ Return to Search | 5] Previous in Listl 4 Nextin Listl [=] Hotify |

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

CASE WESTERN RESERVE
UNI Y

% Local intranet E100% <

1826

Step

Action

11.

The Meetings tab appears.

Pattern group box of this section.

1001278 QL Youngner Stuart

Note the instructor's name and EmplID in the ID field of the Instructors for Meeting

12.

Click the Return to Search button.
2, Return to Search
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CASE WESTERN RESERVE
JUNTVERSITY 26 T

(=3
New Window | Help | e

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

Find an Existing Value

Academic Institutio

fcaset [e}
2098 Q
BETH aQ

Term:

Subject Area:

Catalog Hbr: | begins with |»|[415 |

Academic Career: ‘ = v| Graduate v|
Campus: ‘begins with V\ MAIN |Q
Description: ‘beglnswnn v” |

Course ID: ‘beginswitn ~ |Q

Course Offering Nbr: ‘: v| | |Q

[case sensitive

Search ‘ Clear ‘ Basic Search |El Save Search Criteria

Search Results

1-18 of 16

|Academic Institution Term Subject Area Catalog Nbr Academic Career Campus Description Course ID Course Offering Nbr|

CASE1 2098 BETH 21 Underarad MAIN  Bioethics: Dilemmas 005451 1

CASE1 2098 BETH 315 Underarad MAIN  International Bioethics 005869 1

CASE1 2008 BETH 401 Graduate MAIN  Foundations in Bioethics | 004626 1

CASE1 2098 BETH 402 Graduate MAIN  Foundations in Bioethics || 004627 1

CASE1 2098 BETH 405 Graduate MAIN Clinical Ethics Rotation 004724 1 B
CASE1 2098 BETH a1 Graduate MAIN  Altruism in Bigethics 005746 1

CASE1 2098 BETH 415 Graduate MAIN  International Bioethics 005869 2

CASE1 2098 BETH 420 Graduate MAIN  Critical Issue in Rsrch Ethics 010415 1

CASE1 2098 BETH 421 Graduate MAIN Research Ethics Practicum 010416 1

CASE1 2098 BETH 422 Graduate MAIN  Clinical Ethics: Theory & Prac010417 1

CASE1 2098 BETH 425 Graduate MAIN  Stem Cells: Ethics and Policy 010899 1 ~

& Local intranet 100% v

Step Action

13. Look at all sections of the combined section class. Determine the sections that
contain the correct and incorrect instructors. Proceed to correct the incorrect
sections.

Select a section with an incorrect instructor from the search results.
2158
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CASE WESTERN RESERVE
UNIVERSITY

1826

'ESTERN RESERVE
RSITY 826 Home Add to Favorites _Sign out

New Window | Help | Customize Page | &,

BasicData | Meetings ' Enrollment Cnirl | ReserveCap | MNotes | Exam

Course ID: 005869 Course Offering Nbr: 1
Academic Institution: Case Westermn Reserve Univ
Term: Fall 2009 Undergrad
Subject Area: BETH Bioethics
Catalog Nbr: 315 International Bioethics
Ciass Sections Find | View Al First (] 1 o1 [¥] Last
Session: 1 Regular Academic Session Class Nbr: 9203
Class Section: 100 Component:  Lecture Final Exam:
Find [View All  First ] 1 o1 [ Last
Facility ID Capacity Pat Mtg Start Mtg End M T w T F s 5 *StartiEnd Date HE
TBS TBS QU gog |MWF |Q [10:00AM| [10:5040 ] || O [ [o8r24i2000 & [1200412000 |
Req. Rm[BING 304 | @ I |

Contact Hours

instructors For Meeting Pattern Customize | Find [ View Al | 3% First " 1of1 " Last
Assignment Y Waorkload

D Name Tnstructor Print Access Contact
Role
1015200 Q. KingMNicholas ] =

Room Characteristics Customnize | Find | 8 First 4] 1 0f1 ¥ Last
*Room Characteristic

[ GCH

= save ‘ £\ Return to Search | 1] Previous in List | 4] Nextin List | [=] Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

Done % Local intranet ® 100% -

Step Action

14. The Meetings tab appears.

In the Instructors for Meeting Pattern group box, click the Delete row button to
remove the incorrect instructor record.

15. Enter the EmplID of the correct instructor into the 1D field, or click the Look up ID
button to search for the instructor.

16. The instructor's information appears. Confirm that this is the correct instructor for
all combined sections of the course.

1001278 | Youngner,Stuart

17. Click the Save button.

Repeat the process of updating the instructor record on every section of the
combined course that lists the wrong instructor.

Bl save

18. This completes the process of resolving the Combined Sections with Different
Instructors error.
End of Procedure.
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Class Meeting Scheduled Outside of Standard Meeting Patterns

This process demonstrates how to resolve the warning "Class Meets Outside of Standard Meeting
Pattern™ on the Schedule of Classes (SOC) Error Report. This warning appears on the Error
Report when a class section's start and end times lie outside of the standard meeting patterns as
approved by the Board of Trustees. This situation may occur because the class time was entered
incorrectly, or because the department is utilizing a valid non-standard meeting pattern for the
class.

Users who receive this warning on the Error Report need to check the indicated class section and
meeting pattern to confirm that the time is correct. If the contents of those fields are correct,
classes scheduled by departments in the College of Arts and Sciences and School of Engineering
must be approved for the non-standard meeting pattern.

College of Arts and Sciences - contact Cynthia Stilwell (cynthia.stilwell@case.edu)
School of Engineering - contact Kathleen Ballou (kathleen.ballou@case.edu)

Procedure

Use this process to resolve the Meeting Pattern Not Scheduled error on the SOC Error Report.

Step Action
1. Click the Curriculum Management link.
[t Curriculum Management]
2. Click the Schedule of Classes link.
[l Schedule of Classes|
3. Click the Maintain Schedule of Classes link.
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¢ CASE WESTERN RESERVE
JUNIVERSITY 26 Home Add to Favorttes Sign out
Search: New Window | Help | &,
& My Favorites Maintain Schedule of Classes
[ Self Semvice Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Records and Enroliment
= Curriculum Management { Find an Existing Value |
> Course Catalog
= Schedule of Classes
2 Class Search Academic Institution: = v | [casE aQ
e e S —
Subject Arec: [
Catalog Nbr: [ begins with ] |
Academic Career: ‘: v‘ v‘
Campus: ‘ begins with v | ‘O\
D
SOC_Stafin ‘negmswwln ”'” ‘
S Course ID: ‘ begins with » | ‘O\
— CASE S0C - Cross
Listed Report Course Offering Nbr: | = v | ‘O\
[» Enreliment Reguirements
> Gombined Sections Dlcase Sensitiva
[> Class Roster
[ Grading Search ‘ Clear | Basic Search |5 Save Search Criteria
[ Instructor/Advisor
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements
Done % Local intranet H 100% <

Step Action

4. The Maintain Schedule of Classes search screen appears.

Enter the appropriate term code into the Term field.

5. Click the Search button.
Search

6. Select the appropriate class from the search results.

|Internatinnal Bioethics

7. The Basic Data tab appears.

Click the Meetings tab.
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UNIVERSITY Bk

New Window | Help | Customize Page |

(S

[ BasicData | Meetings Y EnrollmentCnirl | Reserve Cap | MNotes J  Exam |

Course ID: 005869 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2010 Undergrad

Subject Area: BETH Bioethics

Catalog Nbr: 315

Internatienal Bicethics
Class Sections

Find | View All First

Session: 1

Regular Academic Session Class Nbr: 16055
Class Section: 100 Component: Lecture Final Exam:

Find | View All First 1°

Facility ID Capacity Pat Mtg Start Mtg End M w T F *Start/End Date HE
TN e 00 o o [ e
Rew o BB 2] 7 \

Contact Hours Combined Sedion

Instructors For Meeting Pattern
Assignment | Workload

Customize | Find | View All i First " 1of1 " Last

Zinstructor
i} Name Role

Print

Access Contact

Room Characteristics

Ci Find First 1) 1 0f4 ¥ Last
“Room Characteristic *Quantity
L . =

= save | £LRetumn to Search | 5] Previous in List | 4] Hextin List | [=] Notify |

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

% Local intranet 5 v ®ow -

Step

Action

Locate the Meeting Pattern group box. Review the Pat (Pattern), Mtg Start and
Mtg End fields.

y Pat  Wtg Start MtgEnd
MW |Q |3:00aM | 41580 |
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CASE WESTERN RESERVE
RS UNIVERSITY Mk

Home orites.
»
New Window | Help | Customize Page | /B,

BasicData | Meetings | Enrollment Cnirl | RessveCap | MNotes | Exam

Course ID: 005869 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Spring 2010 Undergrad

Subject Area: BETH Bioethics

Catalog Nbr: 35 International Bioethics

Class Sections

Find | View All First L

107 O Last
Session:

1

Regular Academic Session Class Nbr:
Class Section: 100

16055
Component:  Lecture

Final Exam:

Find | View All First [°

101 % Last
. FHE
Facility ID Capacity Pat Mtgslarl Mthnd L} w T F S Start/End Date
A ] geg MW | [3:00AM] | [4:15a | oo 0 [017172010 |5 042612010 |5
Req.Rm[BRB432  |Q | |
ContactHours Combined Section
Instructors For Meeting Pattern Customize | Find | View All |
Assignment | Workload
D Name Instrucior Print Access Contact
= b Role b e i

Room Characteristics

“Room Characteristic

st 12
*Quantity
L .

2 Sﬂvel £\ Return to Search | 15 Previous in Lstl 4 Nextin Ls(l [=] Hotify |

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

% Local intranet v B -

Step Action

Confirm that the value in the Pat (Pattern) field is entered correctly. If it is not

click the Look up Pat button and select the appropriate pattern from the search
results.
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Pl CASE WESTERN RESERVE
N UNIVERSITY 816

Home Add to Favorites. Sign out
»

New Window | Help | Customize Page |

[ BasicData | Meetings Y EnrollmentCnirl | Reserve Cap | MNotes J  Exam |

Course ID: 005869

‘Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Spring 2010 Undergrad
Subject Area: BETH Bioethics
Catalog Nbr: 315

Internatienal Bicethics
Class Sections

Find|view Al First [1] 1 o7 B Last

Session: 1 Regular Academic Session Class Nbr: 16055
Class Section: 100 Component: Lecture Final Exam:

view Al First 4] 1 0r1 "] Last

Find -
Facility ID Capacity Pat Mtg Start Mtg End M w T F *Start/End Date HE
a—N T N i 000 O FE s s
Rea.Rm BRBL32 (& | \

v

Contact Hours Combined Sedion

Instructors For Meeting Pattern

Cuslomize | Find | View All| %8 First " 101 " Last
Assignment | Workload

D Name Instructor

Role Print Access Contact

Room Characteristics

Customize | Find | ] First [E] 1.0f1 O] Last
“Room Characteristic

*Quantity
L I =

= save | £LRetumn to Search | 5] Previous in List | 4] Hextin List | [=] Notify |

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

% Local intranet 5 v ®ow -

Step Action

10. Often times, the "Class Meeting Scheduled Outside of Standard Meeting Patterns"

warning appears because the Mtg Start field contains the abbreviation for the wrong
half of the day (AM or PM). If this is the problem, simply change the abbreviation.

11. Press [Tab] on your keyboard.
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VERSITY

RS UNIVERSITY Mk

New Window | Help | Customize Page | /B,

(S

BasicData | Meetings | Enrollment Cnirl | RessveCap | MNotes | Exam

Course ID: 005869 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2010 Undergrad

Subject Area: BETH Bioethics

Catalog Nbr: s

International Bioethics
Class Sections 1or7

Find | View All First L

Session: 1 Regular Academic Session Class Nbr: 16055
Class Section: 100 Component:  Lecture Final Exam:

FE=
T T F s s
T Qs pum || @ 0 @ D O O O G bmsmnls

Facility ID Capacity Pat Mtg Start MtgEnd M *Start/End Date

Req.RmBRE43Z | Q | |

ContactHours Combined Section

Instructors For Meeting Pattern

Assignment | Workload

Znstructor
Role

1001575 Gaines Atwood D [ =

i} Name Print Access Contact

Room Characteristics

“Room Characteristic

L . E =

2 Sﬂvel £\ Return to Search | 15 Previous in Lstl 4 Nextin Ls(l [=] Hotify |

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

Done

% Local intranet v B -

CASE WESTERN RESERVE
UNI

1826

Step

Action

12.

The Mtg End field is updated with the correct abbreviation.
Mtg End
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G R
UNIVERSITY Bk

New Window | Help | Customize Page |

(S

[ BasicData | Meetings Y EnrollmentCnirl | Reserve Cap | MNotes J  Exam |

Course ID: 005869 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2010 Undergrad

Subject Area: BETH Bioethics

Catalog Nbr: 315 Internatienal Bicethics

Class Sections

Session: 1 Regular Academic Session Class Nbr: 16055
Class Section: 100 Component: Lecture Final Exam: | MO he

- EHE
Facility ID Capacity Pat Mtg Start MtgEnd M T W T F s s *StartiEnd Date
REES SN TTEY OE OO0 0 0pnweeE e

Req.Rm[BRE43Z | Q | \

Contact Hours Combined Sedion

Instructors For Meeting Pattern First * 19f1 ° Last
Assignment | Workload

Zinstructor
Role

D Name

1001575 Gaines Atwood D

Room Characteristics
“Room Characteristic

— =
=] Savel &L Return to Search | ] Previous in List | 4] Mext in List | [=] wotify |
Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam
Done % Local intranet 5 v ®ow -

Step Action

13. Click the Save button.
Bl save
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& CASE WESTERN RESERVE
M UNIVERSITY '

Home Add to Favorites Sign out
»

New Window | Help | Customize Page | B, &

BasicData | Meetings | Enrollment Cnirl | RessveCap | MNotes | Exam

Course ID: 005869 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2010 Undergrad

Subject Area: BETH Bioethics

Catalog Nbr: 315

International Bioethics
Class Sections

Find|ViewAll  First ] 1 o7 B Last
Session: 1

Regular Academic Session Class Nbr: 16055
Class Section: 100 Component: Lecture Final Exam:
Find|View Al First 4 1 or1 [¥] Last
=
Facility ID Capacity Pat Mtg Start MtgEnd M T W T F s s *Start/End Date EHE
s |& ggg MW |Q [300PM | [4:15PM O OO O O [oteoioE [oaseezeto |5

Rea Rm[ERB 42 |Q, | |

Contact Hours Eombined Sectior

Instructors For Meeting Pattern Customize | Find | View All| 3 First © 1of1 ° Last
Assignment | Workload

D Name Instructor Print Access Contact

= b Role b e i

Room Characteristics
“Room Characteristic

Customize | Find | S First 4] 1 0f 1 [C] Last

-R0om Lharacteristic Quantity
L . =
B save ‘ E\Retumn fo Search | +[] Previous in List |+ Nextin List | [=] Notity
Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam
¥
% Local intranet v B -

Step Action
14.

This completes the process of resolving the issue that caused the warning "Class

Meeting Scheduled Outside of Standard Meeting Pattern” on the SOC Error Report.
End of Procedure.

The Finished Product
The final steps of completing the Schedule of Classes are completed outside of the SIS.

Once your academic organization has completed its scheduling and run all four SOC reports, you

can contact your Dean, Registrar, or Schedule of Classes Representative to turn on your
organization's Schedule Print Flag.

Organizations in:
College of Arts and Sciences

e Contact Cynthia Stillwell
School of Engineering

o Contact Kathleen Ballou

Physical Education
School of Medicine
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e Contact the University Registrar (courses@case.edu)
Professional Schools
e Contact School Registrar

Once the Schedule Print Flag is turned on, students can see your academic organization's classes
in the Searchable Schedule of Classes. If your organization should need to perform a change to
the schedule that cannot be done while the Schedule Print Flag is turned on, please contact the
appropriate Dean, Registrar, or Representative for assistance.

Use Class Search to Review SOC

This business process demonstrates viewing the Schedule of Classes using the Class Search
feature for end-users.

The Class Search feature allows administrative users to see the public view of the Schedule of
Classes before or after it is published. It can be used to view the public view of any academic
organization's SOC. The Class Search is especially helpful for checking on updates to the
Schedule of Classes, because what appears in the Class Search is what students will see when
they go to search and register for classes. Try checking your academic organization's classes in
Class Search after you save a change to make sure that it created the results you expected.

Procedure

Use the Use Class Search to Review SOC process to review the Schedule of Classes in the Class
Search.

Step Action
1. Click the Curriculum Management link.
[t Curriculum Management]
2. Click the Schedule of Classes link.
[l Schedule of Classes|
3. Click the Class Search link.
iClass Search
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WA CASE WESTERN RESERVE
l,' NIVERSITY 1826 Home Add to Favorites Sign out
(=3

Search for Classes

>

Enter Search Criteria
Institution | Case western Reserve Univ ~|
Term | Fall 2008 ~|

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

Class Search Criteria

Course Subject select subject Biology
Course Number is exactly [

Course Career

Academic Group

Use Additional Search Criteria to narow your search results.

Meeting Time between and example: 1:00PM)
Day of Week Include Only These Days (¥

Instructor Last Name i axactly v |

<

example: Undergraduate)

II

[[] show Open Classes Only

[OmMon [Jiues [Jwed [Othurs [JFri [Jsat []sun

Class Nbr [ ltexample: 1136)

Course Keyword example: statistics)

Course Units between[ and [ |

campus

Buiding

Course Attribute

Course List 3
CLEAR CRITERIA SEARCH o

Done ®J Local intranet F 100 v

Step

Action

The Search for Classes screen appears.

Click the Term list.
[ Fall zoos v |

Select the term that you want to view.

Fall 2008

Enter the Course Subject of the classes for which you are searching.

The Select Subject button will present an alphabetical list of all subjects available at
Case.

Click the Course Career dropdown list.
I |
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LilN RESERV |
INUSY Home Add to Favorites Sign out
~
Search for Classes =
Enter Search Criteria
Instituti | Case western Reserve Univ v]|
Term | Fall 2008 ~|
Select at least 2 search criteria. Click Search to view your search results.
Class Search Criteria
Course Subject select subject BIOL Biclogy
Course Number iz exactly v [
Academic Group
Use Additions| Search Cri Maﬂagemeﬂt
Meeting Time exa
Day of Week
Dnon rues Dwad Orthers e [Jsat [Jsun
Instructor Last Name  [is wcactly %] |
Class Nbr example: 1136)
Course Keyword example: statistics)
Course Units between and
Course C v
Campus
Building
Course Attribute
Course List 3
CLEAR CRITERIA | SEamroH 3
Done & Local intranet E00% v

Step Action

8. Select the appropriate academic career from the dropdown list.
[Undergraduate |

9. Click the Search button.

SEARGCH

10. You may receive a message saying that there are more than 20 results from your
search.

Click the OK button.
0K
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Add o Favorites Sign out
~
Search for Classes =
Search Results
Room assignments are subject to change.
The folloving classes match your search criteria Course Subject: Biology, Course Career: B
Undergraduate, Show Open Classas Only: No
START A NEW SEARCH
r
Find | # First  1-90 of 80 "] 1ast
o ) Room Meeting
Descri ption Section Status Session Days & Times roeTeT Instructor hoten Fee
BIOL 116 -
Introduction to Human *100-LEC(9612) @ Regular  MWF 10:30aM - 11:20am (O B® Genus Spacies TATETES = 0
Schadulad 04/27/05
Anatomy and Physiology T
BIOL 117 -
Intreduction to Human *100-1Ec(3804) @ Regular MWF 4:00PM - 4:50pM  MillisScience 5o ourennyi 01/22/99 o
Ctr 320 (24 04/27/09
Anatomy and Physiology II
BIOL 117 -
Ao (0 e 100-1ec3804] @ Reoulsr Tu 11:00aM - 12:00pm  MUlSSCience oo ln 03/10/08 -
Ctr 320 (24 03/10/09
Anatomy and Physiclogy II
BIOL 119 -
. To Be . 01/12/09 -
*100-LEC( 1 : -1
Concepts for a Molecular View 100-LEC(3806 . Regular MWF 12:20PM 1:10PM Scheduled Richard Drushel 04/27/03 [s]
of Biclogy I
BIOL 214 . To Be 01/12/09 -
=100-LEC( 1 : -1
Genes an Evolutio 100-LEC(3808 . Regular MW 12:30PM 1:45PM Scheduled Charles R I3 04/27/0% o
BIOL 214 P — ) . millis Science 01/12/08 -
nnnnnnn A, 100-LEC(3808) @ Regular Th 8:30AM - 11:30AM ey Staff SEETRE o
BIOL 214 - . To Be 01/12/09 -
#101-1ECH X : -1 o
Genes and Evolution 101-LEC(3810 . Regular MW 12:30PM 1:45PM Scheduled Genus Species 04/27/09 o
BIOL 214 - . Millis Science 01/12/09 -
*101-LEC( 1 : -4 ,
Genes an d Evolution 101-LEC(3810 . Regular Tu 1:15PM 4:15PM Ctr 374 (28 Staff 04/27/0% [s]
BIOL 214 P — X . To Be 01/12/08 -
nnnnnn i 102-Lec(3812) @ Regular MW 12:30PM - 1:45PM (982 Senus Soecies  03/37703 o
BIOL 214 - . Millis Science 01/12/09 -
+102-1EC( 1 : - 11: Millis Science
Genes and Evolution 102-LEC(3812 . Regular Tu 8:30AM 11:15AM Ctr 324 (28 Staff 04/27/09 o
RIOI 214 - - Ta Ra ni1/12/09 - L
| >
Done % Local intranet E100% <

Step

Action

11.

The Search Results will appear.

All available class sections in the term that meet the search criteria you entered are
listed. The fields presented for each class, from left to right, are:

Description - Course title

Section - shows the Class Section number, component, and Class Nbr.

Status - see legend

Session

Days and Times

Room (Capacity) - room where the class is scheduled plus the maximum number of
individuals it can hold.

Instructor

Meeting Dates

Fee

12.

If the section has an asterisk next to it, the Schedule Print flag has not been turned
on for the class. Students cannot see the section when they search the Schedule of
Classes.

ELDD-LECFEIElZ |

13.

Click a link in the Section column to see details on the class section.
[f100-LEC(5612]
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Search for Classes
Class Detail
BIOL 116 - 100 Introduction to Human y and Physiol I Course
Case Western Reserve Univ | Spring 2009 | Lecture
VIEW SEARCH RESULTS |
Class Details
Status @ open Career  Undergraduate
Class Number 9612 Dates 1/12/2009 - 4/27/2009
Session Regular Academic Session Grading Regular Grades
Units 2 units Location Main Campus
Class Components  Lacturs Required Campus Case Western Reserve Univ

Meeting Information

Days & Times Room Instructor Meeting Dates
MWF 10:30AM - 11:20AM To Be Scheduled Genus Species 01/12/2009 - 04/27/2009

Enrollment Information

Enrollment Requirements  Prareq or Coreq: BIOL 114,

Class Availability

Class Capacity EEE] Wit List Capacity o
Enro“ment Total o Wait List Total o
ail s 999
ructu d i rt, ti h i

ot open Dmp|eted
either BIOL 216 or BIOL 340 or BIOL 346.

VIEW SEARCH RESULTS

User Manual

ASE WES EER{\J}{ESER"[ The Schedule of Classes for Administrative and

Departmental Users

Home Add to Favorites

Sign out

Done

& Local intranet

H100% -

Step

Action

14.

sections.

The Class Detail screen appears. This screen displays the Class Details, Meeting
Information, Enrollment Information, Class Availability, and course Description

15.

enrollment.

The Enrollment Information group box will only appear on the screen when
requisites for enrollment, such as permission from the instructor or department, or
pre- or co-requisite course requirements, must be satisfied by students prior to

16.

To return to the search results screen, click the View Search Results button.
| VIEW SEARCH RESULTS ||
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~
Search for Classes =
Search Results
Room assignments are subject to change. N
The folloving classes match your search criteria Course Subject: Biology, Course Career:
Undergraduate, Show Open Classes Only: No
START A NEW SEARCH
@op=n A wait List
First [ 1-189 of 139 [ Last
. ) § ) Room Meeting
Description Section Status|Session |Days & Times (Capacity) Instructor o Fee
BIOL 114 - r To Be 08/25/08 -
-LEC( 5 : - 12:
EBrinciples of Biology 100-LEC(1580 . Regular MWF 11:30AM 12:20PM Scheduled loanne Westin 12/05/08 o
BIOL 116 -
Crimed e D o 100-LEC(1582) @ Regular  TuTh 4:30PM - Siasem 10BS et (e e Egﬁ:;’g: o
Anatomy and Physiology I
BIOL 121 -
q To Be 08/25/08 -
Concepts for a Molecular View 100-LEC(1584) @ Regular MW 12:20PM - 1:45PM Richard Drushel o
o Eio o o Schedulad 12/05/06
BIOL 215 - r To Be 08/25/08 -
-LEC( 1 : - 10: v
Calls and Proteins 100-LEC(1586 . Regular MWF 9:30AM 10:20AM Scheduled Nancy Diiulio 12/05/08 o
BIOL 215 - . Millis Science . 08/25/08 -
-LAB( 1 : -5 T v
Cells and Proteins 101-LAB(1588 . Regular W 6:00PM S5:00PM Ctr 328 (30 Nancy Diiulio 12/05/08 o
BIOL - ~ . . g Millis Science - 02/25/08 -
s e e, 102-LAB(1590) @ Regular Th 8:30AM - 11:30AM R Maney Diiulio (Searns o
BIOL 15 - r Millis Science 08/25/08 -
-LAB( 1 : -4 e e v
calls and Proteins 103-LAB(1532 . Regular Th 1:15PM 4:15PM Ctr 328 (30 Nancy Diiulio 12/05/08 o
BIOL 215 - . Millis Science . 08/25/08 -
-LAB( 1 : -4 e v
Cells and Proteins 104-LAB(1534 . Regular Th 1:15FM 4:15PM Ctr 328 (30 Nancy Diiulio 12/05/08 [s]
BIOL 215 - _ i . g Millis Science - 02/25/08 -
e e 105-LAB(1596) @ Regular  Tu 8:30AM - 11:30AM s Manev Diiulio (eiearns o
BIOL 215 - r Millis Science 08/25/08 -
-LAB( 5 : -4 e v
Calls and Proteins 106-LAB(1538 . Regular Tu 1:15PM 4:15PM Ctr 328 (30 Nancy Diiulio 12/05/08 o
BIOL 215 - . Millis Science . 08/25/08 -
-LAB( 1 : -5 T )
Cells and Proteins 107-LAB(1600 . Regular W 2:00PM 5:00PM Ctr 328 (30 Nancy Diiulio 12/05/08 o a
< | >
Done % Local intranet E 100% <

RVE

1826

Step Action

17. To begin a different search, click the Start a New Search button.
| START A NEW SEARCH I

18. This completes the process of using Class Search to review the Schedule of Classes

in the SIS.
End of Procedure.
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Academic Career classifies both students and curriculum as belonging to
one of nine groups: Undergraduate, Graduate, Management, Law, Medicine,
Applied Social Sciences, Nursing, Dental, or Non-degree.

A common field on most search pages and some components. The value that
goes in this field is always coded as CASEL1 for Case Western Reserve
University.

An academic organization is the administrative body that conducts classes
within its scholarly purview. For example, the Accounting organization
organizes the instructors and class offerings for all Accounting classes.

A unique meeting event of a class. Class Sections are numbered starting with
"100." This numbering convention allows users to easily identify a unique
meeting event of a class within a course's semester offering.

A Combined Section is a class that combines sections of two or more cross-
listed courses. For example, EBME 316 and EBME 416 are the same class,
except undergraduate students register for the 316 course and graduate
students register for the 416 course; however, the students are in the same
class when the meetings occur.

Course Attributes and Course Attribute Values are labels that mark
courses as being a part of a group of courses, such as concentrations,
programs, or Spotlights. They do not have any direct effect on requisite-
checking.

To create a Course Attribute:

1. Create the Course Attribute code on the Course Attribute page of the Set
Up SACR module.

2. Create one or more Course Attribute Values within the Course Attribute.
3. Attach the Course Attribute and at least one Value to a course in the course
catalog.

Known externally as Student ID, it is a seven-digit number generated by SIS
that will serve as the primary student identification number. It can be used in
fields labeled ID and EmplID.

Permissions are authorizations that associate with a class section and
students. Class permissions override conditions such as instructor consent,
requisites, career restrictions and enrollment limits that prevent some students
from enrolling in a course. Granting a Permission allows a student to enroll in
a course as long as the student uses the permission by the expiration date and
does not violate overall student unit limitation rules. Once a student is
granted a permission, s/he can see the Permission and the class it was issued
for on the Permissions page of the Enroll component in their Student
Center.

Run Control ID is an item that identifies a set of parameters that are used to
run a process on the PeopleSoft server. Once the ID is created and the Run
button is clicked (or Save is clicked without running the process), the ID is
saved under the User ID that created it. Run Control IDs can be used over
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and over again for the same process, and the parameters attached to the Run
Control ID need only be changed when necessary. Run Control IDs cannot
be shared with other users. Once created, a Run Control ID can never be
deleted, although the parameters it contains can be changed.

Term Code Terms in PeopleSoft are not represented by their literal year. Instead, Term
Codes are created using this protocol:

1st number: represents the century
1=1900's
2 =2000's

2nd and 3rd numbers: last two digits of the calendar year

4th number: represents the semester (by the number of the month in which it
begins)

8 =fall

6 = summer

1 = spring

For example, the term code for Fall 2007 is 2078. The term exists in the
2000's, the year is '07, and the Fall semester begins in August, the eighth
month.
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