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Schedule of Classes

This manual is used by staff in the academic departments of Case Western Reserve University,
as well as the registrars and deans of colleges and professional schools. These entities are
known as "academic organizations." Each topic represents a singular instance requiring 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)

The sequence for maintaining the Schedule of Classes for your academic organization is listed
and mapped below:

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)

¢ GASEWESTERN RESERVE Departments: Maintain Schedule of Classes

Manage Class Schedule

Maintain Schedule of Classes

University Registrar

Create Case term
schedule from
previous semester

Departments
that schedule

is ready for
R B e i updates _

i
i
i
i
i
i
i
i

Changes?

Print Org's N Combine Cross- |
Schedule of Classe: Listed Courses
+
receive Documentation:
notification « Print the
that schedule Schedule of Yes o
ErmorsiValidation

Casses Issues?

is ready for
updates g No No
Edit Schedule as
Schedulos | Run SOC Reports =

Cross-Listed Notify SOC
Documentation: oREES Reports: Reptoturn on
« Common Changes to the SOC » Ermor Report Print Flag
 Scheduling Labs and Other « Validation Report

Associated Classes « Staffing Report
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Preparing to Update the SOC

The Schedule of Classes is created each semester when the University Registrar's office copies
the previous semester's classes to the upcoming semester (e.g., Fall 2010 to Fall 2011, Spring
2011 to Spring 2012). It's then each academic organization's duty to make changes to the
schedule as necessary.

Before making changes to the schedule, it's a best practice to see it on paper. To begin
reviewing and updating your portion of the schedule, run the Print Schedule of Classes report,
which generates a printable version of the schedule. This printed schedule can then be used as a
basis for making changes to the upcoming term.

Print Out the Schedule of Classes

This topic 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 directions in this topic to create a printable version of your department's class schedule.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and
password.

Step Action
1. Click the Main Menu.
Main Menu
2. Click the Curriculum Management menu.

|_I Curriculum Management |

3. Click the Schedule of Classes menu.

‘_I Schedule of Classes ‘

4, Click the Print Class Schedule link.
| [=] Print Class Schedule |

2 SIS_SOC.doc
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Step

Action

5.

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.

CASEWESTERN RESERVE

S UNIVERSITY ~ porpag

Add to Faverites | Sign out

Favn'rita;EMavaenu s Curriculum Management > Schedule of Classes > Print Class Schedule

New Window | Help | 15,
Print Class Schedule

Find an Existing Value Add a New Value

Run Control ID:|

Add

Find an Existing Value | Add a New Value

Step

Action

Enter an appropriate name into for this report into the Run Control ID field.

For example, enter your CWRU Network ID followed by "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.

Student Information System Training Guide
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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 ID, use an underscore, i.e., Run_Control. It is a good
practice to place your Network ID somewhere in the run control ID, so that it

can be differentiated from other, similarly named run control IDs by the SIS
process scheduler.

Please note: The name of a Run Control ID can never be changed, nor can
the Run Control ID be deleted from a User ID.

Step Action

7. Click the Add button.
Add

CASEWESTERN RESERVE

UNIVERSITY ;e

Home | AddioFaverites | Signout
Favn'ritas £ Mavaenu > Curriculum Management > Schedule of Classes > Print Class Schedule

Mew Window | Help | Customize Page | /&,
Print Class Schedule Report Options

Run Control ID:  xyz123_print_schedule Repofiznagel  Process Monitor =

Selection Criteria

Academic Institution: ’7 Q
Term: ]7 Q
Academic Organization Node: ’70\
Session: yiQ

*Schedule Print: Yes -

*Print Instructor in Schedule: Yes hd 7] Active [T Cancelled
P — B stopEnrl [ Tentative
Campus:

Print By Location:

Location Code:

& save | [=] Hotity

Print Class Schedule | Report Options

[ Add Update/Dis play

SIS_SOC.doc
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Step Action

8. Click the Look up Academic Institution button (magnifying glass).
The Selection Criteria box appears.

Q

9. Click the CASEL1 list item.

10. Click the Look up Term button.

(2]

11. Select the term of the schedule you wish to print from the list.
Fall 20149

12. Click the Look up Academic Organization Node button.

]

13. Select your department name from the list.

The report will show any classes assigned to this department, which may include
classes from several subject codes.

Anthropology
14. Click the Schedule Print list.
Yes -
15. Click the All list item.
All
16. Click the Print Instructor in Schedule list.
Yes ﬂ
17. Click the All list item.
All
18. In the Class Status group box, click to place a check mark the Active, Stop

Enrl, Cancelled and Tentative checkbox options.

Note: Active and Stop Enrl may already be checked.

| Active Cancelled
| Stop Enrl Tentative
19. Click the Report Options tab.

Student Information System Training Guide 5
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CASEWESTERN RESERVE
A UNTVERSITY 1oy Home | AddtoFavrtes | Signout

Favgrites - Main Menu > Curriculum Management > Schedule of Classes > Print Class Schedule

Print Class Schedule Report Options
....................... Run

Run Control ID:  xyz123_print_schedule ReporiManaged  Process Monitor

Report Options

Print Meeting Patterniinstr [”] Report Only
["I Print Meeting Pattern Topic File Path:

[F]print Class Attributes [
Print Class Notes

Print Global Notes

[Z| print Sections Combined

[Z| print Class Characteristics

["] print Class Enroliment Limits

Print Class Nbr for Non-Enroll

[7] print Requirement Designation

[] Print Reserve Capacities

B save | =] Hotity [Er Add Updste/Dis play.

Print Class Schedule | Report Options

Mew Window | Help | Custamize Page | &)

Step Action

20. The Report Options tab appears. There are several checkboxes you may need to
click.
Click the Print Meeting Pattern Topic option.
| ] Print Meeting Pattern Topic |

21. Click the Print Sections Combined option.
| ] Print Sections Combined|

22. Click the Print Class Enrollment Limits option.
| ] rint Class Enroliment Limits|

23. Click the Report Only option.
"I Report Only

24, Click the Run button.

Fun

SIS_SOC.doc
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Home | AddtoFavortes | Signout
FavuvntesEMavaenu > Curriculum @anagemeﬂt > S(hedule'ufclasses »  Print Class Schedule

. —
New Window | Help | Customize P Saved

Process Scheduler Request

User ID: soct Run Control ID: xyz123_print_schedule
Server Name: I~ Runpate: 091212011 B
Recurrence: *  Run Time: 10:34:23AM Resetto Current DateTime

Time Zone: Q

Process List

Description Process Name Process Type *Type *Format Distribution

Schedule of Classes SR201 SOR Report Web ¥ PDF w Distribution

OK Cancel

Step Action

25. The Process Scheduler Request screen appears.

Click the OK button.
Ok

26. Click the Process Monitor link.
Process Monitor

Student Information System Training Guide 7
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WA CAsEWESTERN RESERVE
UN’IVERSI T Home | AddtoFaverites | Signout

Favgrites - Main Menu > Curriculum Management > Schedule of Classes > Print Class Schedule

New Window | Help | Customize Page |
Process List | /ServeriList

View Process Request For

User ID: |50C1 QL Type: ¥ last - 1 Days - Refresh
Server: ~ HName: [ @ Instance: | to |

Run ~ Distribution -
Status: Status:

Save On Refresh

Process List Customize | Find

Select (Instance |Seq. |Process Type ::“% User  |RunDateMime

501167 S0OR Report 8R201 soct 09/21/2011 10:34:23AM EDT Success Posted Details

Go back to Print Class Schedule

B save | =] Hotity

Process List| Server List

Step

Action

27.

The Process Monitor appears.

and the Distribution Status column displays Posted.

Refresh

Click the Refresh button periodically until the Run Status column displays Success

28.

When Success and Posted appear, click the Details link.
Details

29.

The Process Detail screen appeatrs.

Click the View Log/Trace link.
View | ogTrace

30.

The View Log/Trace screen appears.

In the File List, click the link ending in .PDF.
51201 501167 PDF |

SIS_SOC.doc
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Report ID: SR201 Case Western Reserve Univ
Schedule of Classes for Fall 2011
Regular Academic Session
College of Arts & Sciences - Anthropolo: - Subject: Anthropolo
Subject Catalog ¥br Section Class Nbr Course Title Units Topics
ANTH 102 10 2102 Being Humn Intr soc/Cul Anth Lecture E]
Bldg: Mather Memorial Buioom: 135 Days: TuTh Time: 11:30 00 - 12:45 00 Instructor: Hildebrand, vanessa M
class Enrl cap:49 class Enrl Tot:as Class wWait cap: 0 Class Wait Tot: 0 class Min Enrl:o
ANTH 102 101 1003 Being Humn Intr soc/Cul Anth Lecture
Bldg: Nord Hall Room: 204 Days: MW Time: 09:00 00 - 10:15 00 Instructor: Almeida,Katia M
class Enrl cap: &0 class Enrl Tot:as Class wWait cap: 0 Class Wait Tot: 0 class Min Enrl:o
ANTH 103 100 1008 Intro to Human Evolution Lecture
Bldg: Clark Hall Room: 309 Days: TuTh Time: 10:00 00 - 11:15 00 Instructor: Latimer,Bruce
class Enrl Cap: 70 Class Enrl Tot: 62 Class Wait Cap: 0 Class Wait Tot: 0 Class Min Enrl: o
ANTH 107 100 1005 Archasclogy: An Introduction Lecture
Bldg: Mather Memorial BuiBioom: 225 Days: TuTh Time: 10:00 00 - 11:15 00 Instructor: shaffer,Jim G
class Enrl cap:46 class Enrl Tot: 15 class wWait cap: 0 class Wait Tot: o class Min Enrl:o
ANTH 202 100 7228 Archaeology of Eastern N. AmerLecture
Bldg: clev Museum of NatuRoom: Days: TuTh Time: 02:45 00 - 04:00 0O Instructor: Redmond,Brian G
class Enrl cap:20 class Enrl Tot: & class Wait Cap: 0 Class Wait Tot: o class Min Enrl: 0
Clagses will be taught at the cleveland Mussum of Katural History.
ANTH 215 100 1006 Intr to Medical Anthropology Lecture
Bldg: Mandel Center Room: 108 Days: TuTh Time: 11:30 00 - 12:45 00 Instructor: anderson-Fye,Eilsan P
Class Enrl Cap: &0 Class Borl Tot: 60 class wait cap: 0 Class Wait Tot: 0 Class Min Enrl: o
ANTH 295 100 7260 Comparative Primate Behavior ture
Bldg: clav museum of NatuRcom: Days: TuTh Time: 01:15 00 - 02:30 00 Instructor: spurlock,Linda 8
class Enrl cap:20 class Enrl Tot:13 Class wWait cap: 0 Class Wait Tot: 0 class Min Enrl:o

Step

Action

31.

A PDF file of your department's schedule appears. It is a snapshot of what is
currently listed on the schedule for your department during the term entered into
the selection criteria.

This report is a convenient way to review and distribute your department's
schedule during the preparation process. For example, run the report when
scheduling starts and distribute it to your faculty so that they can mark any
necessary changes on it. 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 no PDF is produced (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.

If the 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.

Student Information System Training Guide 9
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Step

Action

32.

Click the Print icon to print the report. Click the Save icon to save the report to
your computer or a remote drive. Use the Back and Forward arrows to move
between pages in a report (if more than one exists).

33.

Listed for each class is the Subject, Catalog Number, Section, Class Number, Course
Title, Component, Units, Building and Room where the class is held, Days and
Times, and Instructor. If applicable, the Enrollment Capacity and current Class
Enrollment Total fields are also populated.

34,

This completes the process of generating and viewing the printable schedule of
classes report.
End of Procedure.

10
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Editing the SOC

The topics in this section demonstrate how to make the most commonly needed changes to the
schedule of classes.

Each department, or 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.

The Schedule Print Flag

The Print checkbox, also known as the "Schedule Print Flag," determines whether or not a class
section can be seen by students in the Searchable Schedule of Classes. Most departmental
users can see but not edit this checkbox, as it is the responsibility of college/school personnel.

Once Print is checked, the schedule can only be updated by administrative users in a few ways.

To demonstrate what can and cannot be changed once Print is turned on, each process shows
one of the following in its introduction:

/

After Print=

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

N
After Print = ‘{:\:‘)

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

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

Student Information System Training Guide 11
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Add Another Class to a Course that's Already Scheduled

This topic 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 Print=

SIS_SOC_AddClass

Procedure

Use the directions in this topic to add a class section to a course that already has class sections
scheduled in a term.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and
password.

Step Action
1. Click the Main Menu.
2. Click the Curriculum Management menu.

|._I Curriculum Management

3. Click the Schedule of Classes menu.
‘I_l Schedule of Classes ‘

4. Click the Maintain Schedule of Classes link.
|J Maintain Schedule of Classes |

12 SIS_SOC.doc
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CASEWESTERN RESERVE
SUNIVERSTITY g Home | AddtoFavorites | Sionout

Favorites Main Menu > Curriculum Mvanagement > S(hedule'nf Classes > Maintain Schedule of Classes

New Window | Help | /5

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
Maximum number of rows to return (up to 200): |300
Academic Institution: = ¥ Q
Term: = - aQ
Subject Area: =

Catalog Nbr: begins with +

Academic Career: = - A
Campus: begins with » ,70\
Description: begins with + ,7

Course ID: begins with + liq

Course Offering Nbr: = - aQ

[[] case Sensitive

Search ‘ Clear |Basic Search [E) Save Search Criteria

Step Action

5. The Maintain Schedule of Classes search screen appears.

Click the Look up Academic Institution button.

6. Click the CASEL1 list item.

7. Click the Look up Term button.
8. The Look Up Term window appears.

Select the appropriate term from the list.
Fall 2019

9. Click the Search button.
Search

Student Information System Training Guide 13
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(CASE WESTERN RESERVE
UNTVERSTTY 1o pug

Favgrites - Main Menu > Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

Mew Window | Help | &,

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

Maximum number of rows to return {up to 300): (300

Academic Institution: = ’CASEﬂiQ

Term: = e o

Subject Area: = - ’70\

Catalog Nbr: begins with ,7

Academic Career: = - -

Campus: begins with + ,70\

Description: begins with + ,7

Course ID: begins with + ’70\

Course Offering Nbr: = - liq

[case Sensitive |
Search ‘ Clear |Basic Search [E Save Search Criteria

Search Results

Course Offering Nbr

ub
2118 ANAT 3715 Undergrad

375 MAIN Human Evol.The Fossil Evidence 000150 1

2118 ANAT 475 Graduate MAIN Human Evol The Fossil Evidence 000150 2

2118 ANTH 102 Undergrad MAIN Being Humn Intr Soc/Cul Anth 000101 1

2118 ANTH 103 Underarad MAIN  Intro to Human Evolution 000102 1

2118 ANTH 107 Undergrad MAIN Archaeology: An Infroduction 000105 1

2118 ANTH 202 Undergrad MAIN Archaeology of Eastern N. Amer 000106 1

2118 ANTH 215 Undergrad MAIN Intr to Medical Anthropology 000107 1

2118 ANTH 295 Underarad MAIN  Comparative Primate Behavior 000109 1

[iavasarintsubmitAction winO(documentwind #ICRow("; fHAH— #nihronalenvof e

Step Action
10. All courses owned by your department and scheduled during the chosen term

appear in the search results. Select the class to which a section should be added.
Intra to Human Evolution

14 SIS_SOC.doc
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W4 CASE WESTERN R
BMUNIVERSITY g oo =
= EST Home | Workist | MuliChannel Console | AddtoFavertes | Sign out
Favgrites | Main Menu > Curriculum Pﬂanagament b3 Schedulevuf Classes > Maintain Schedule of Classes
Mew Window | Help | C Page | B, &
Basic Data Meetings Enroliment Cntrl Reserve Cap Notes Exam
Course ID: 000102 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ
Term: Spring 2012 Undergrad Auto Create Component
Subject Area: ANTH Anthropology
Catalog Nbr: 103 Intro to Human Evolution
Class Sections Fndlviewar  First B 1or2 O Lagt
*Session: 1 a Regular Academic Session Class Nbr: 1006 EHE
*Class Section: 100 *StartEnd Date: |01117/2012 |[)[04/30/2012 |[&)
“Component: LEC QA Lecure Event ID: 000049165
*Class Type: Enrollment »
*Associated Class: 100 ynits: 3.00
*Campus: Case
N - SA-MAIN Q
Location: Main Campus Schedule Print
Course Administrator: Student Specific Permissions
*Academic Organization: ANTH 2 anthropology
Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
*Holiday Schedule: Case Holiday Schedule Generate Class Mtg Attendance
~Instruction Mode: Sync Attendance with Class Mtg
GL Interface Required
Primary Instr Section: 100
Course Topic ID: Q Print Topic in Schedule
Equivalent Course Group
Course Equivalent Course Group: 00032 Test equivalency Override Equivalent Course
Class Equivalent Course Group:
£ | >
Done & mntermet 4 v ®ioow -

Step Action

11. The Basic Data tab appears.

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

12. 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.

First Kl 2 0¢3 I | ast

13. 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

Student Information System Training Guide 15
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If a course has more than one component type (most commonly lecture/lab
or 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

(CASE WESTERN RESERVE

UNIVERSITY g1 ,86
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Step Action
14. Press [Tab] on your keyboard.
15. 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: 101Q
16. Click the Meetings tab.
16 SIS_SOC.doc
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WA CASE WESTERN R
B UNLYVERSIT I - goraia Home | Workist | MuliChannel Console | AddtoFavortes |
Favgrites | Main Menu > Curriculum Pﬂanagament b3 Schedulevof Classes > Maintain Schedule of Classes

Sign out

New Window | Help | C Page | B &

Basic Data Meetings Enrollment Cntrl Reseme Cap Notes Exam

Course ID: 000102 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2012 Undergrad

Subject Area: ANTH Anthropology

(Catalog Nbr: 102 Intro to Human Evolution

Class Sections View Al irst K 3073 I Lost

Session: 1 Regular Academic Session  Class Nbr: 8795
Class Section: 101  Component Lecture Emal B‘"’"‘

Associated Class: 101 Units: 3.00

Meeting Pattern View A irst K 4 or 1 Bl Last

FE=

Facility ID Capacity Pat Mig Start MigEnd M T W T F § S *Start/End Date
999
Reg. Rm

Contact Hours

Instnlcmrs For Meeting Pattern

" Assignment |JiWerkiosd

Anstrustor Print Access Contact
Role

a Prim In: & =

& save | £LReturn to Search ‘ +[E] Previous in List | 4] ext in List ‘ [=] Hotify | L

Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Notes | Exam | LMS Data | Textbook | GL Interface
£ | >

Done & Internet 4 - ®aioow -

[E3

Step Action

17. Note that the Class Sections group box is still displaying the newly created class
section, as indicated in the Class Section field.
Class Sectiom: 101

18. Select Yes to or No for the Final Exam field.
Final Exam | Yes w

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/registrar/dates/final-exam-schedule/).

Final exams may be scheduled for courses outside the grid by emailing
courses@case.edu.

The final exam flag does not appear anywhere that students can see it and is
used solely for scheduling the final exams.
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Step Action
19. Enter a Facility ID or request a room in the Req. Rm field.
20. Select a Meeting Pattern for this class section by clicking the Look Up Pat button
and selecting the appropriate pattern from the search results.
&,
21. Enter a Meeting Start time and press [Tab] on your keyboard.

Mtg Start Mtg End

Enter the time without formatting (e.g., colons). The SIS will format the time for
you. Enter whole hours as the number followed by "a" for AM or "p" for PM (e.g.,
1p, 10a). Enter all other times as a series of four numbers followed by "a" or "p"
(e.g., 09453, 1210p).

Step Action
22. 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.
Mtg End
9:504M
18
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WA CASE WESTERN R
B UNLYVERSIT I - goroi Home | MWorkist | MutiChannelConsole | AddtoFavorites |  Signout
Favgrites | Main Menu > Curriculum Pﬂanagament b3 Schedulevof Classes > Maintain Schedule of Classes
Mew Window | Help | C Page| B &
Basic Data Meetings Enrollment Cntrl Reseme Cap Notes Exam
Course ID: 000102 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Spring 2012 Undergrad
Subject Area: ANTH Anthropelogy
(Catalog Nbr: 102 Intro to Human Evolution
Class Sections
Session: 1 Regular Academic Session  Class Nbr: 0
Class Section: 102 Component: Lecture ERalEen
Associated Class: 102
Meeting Pattern
. . =1
Facility ID Capacity Pat Mtg Start MigEnd M T W T F S § *Start/End Date
MTHM 244 Q47 MWF Q [9:00aM | [2:504M OROROD |[onmenz 0413012012
Req. Rm Q |
Contact Hours
Instructors For Meeting Pattern Customiz:
" Assignment |JWerkiosd
Name Anstrustor Print Access Contact
Role
a Prim In: & =
B save | &\ Return to Search ‘ +[] Previous in List | +[] Mext in List ‘ [=] Hotify | L
Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Notes | Exam | LMS Data | Textbook | GL Interface 2
< | ¥
] Error on page. € Internet 4 v ®ioow -

Step

Action

23.

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.

Ql

If an instructor does not appear after repeated attempts to search for him or her,
it most likely means that the individual is not entered into the SIS as an
"instructor" yet.

Fill out and submit an Add/Update/Delete Instructor/Advisor/TA/Grading Proxy
Form for that individual and return it to the Office of the University Registrar.

The form can be obtained at http://www.case.edu/registrar/forms.html .
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Step Action
24, 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

e Secondary Instructor
e TA

e Grading Proxy

Print: If the instructor should appear in the searchable schedule of classes, then
this checkbox should 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

25. Click on the Enrollment Control tab.
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CASEWESIERNRESERVE
UNIVERSITY  for e

Schedule of Classes

think beyond the possible’

MUNIVERSITL - gorois Home | Workist | MuliChannel Console | AddtoFavertes | Sign out
Favgrites | Main Menu > Curriculum Pﬂanagament b3 Schedulevuf Classes > Maintain Schedule of Classes
Mew Window | Help | C Page | B
Basic Data Meetings Enrollment Cntrl Reseme Cap Notes Exam
Course ID: 000102 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ
Term: Spring 2012 Undergrad
Subject Area: ANTH Anthropology
(Catalog Nbr: 103 Intro to Human Evolution
Enrollment Control Find | View Al First Kl 20r3 I Lagf
Session: 1 Regular Academic Session  Class Nbr: 0
Class Section: 102 Component: Lecture Event ID:
Associated Class: 102
*Class Status: [ Active s
Class Type: Enroliment Enrollment Status: Closed
*Add Consent: Requested Room Capacity: 999 Total
*Drop Consent: Enroliment Capacity: 999
1st Auto Enroll Section:
2nd Auto Enroll Section: Minimum Enrollment Nbr:
[ cancel if Student Enrolled
B save | S\Returnto Search | +[E Previous in List | +E] Mext in List ‘ [=] Motify |
Basic Data | Meetings | Enroliment Cnitrl | Reserve Cap | Notes | Exam | LMS Data | Tetbook | GL Interface
£ | »
Done € 1ntermet 43 - ®ioow -
.
Step Action
26. 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.

27. Click the Save button.

Bl save

28. This completes the process of adding a section to a course offering.
End of Procedure.
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Add a Course to the Schedule that wasn't Offered in the Last
Like-Term

This topic demonstrates scheduling a course offering that wasn't a part of the previous like-
term. It is used when a course doesn't appear in the search results of the Maintain Schedule of
Classes search screen.

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 used for entering a 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/registrar/forms.html.

The Print checkbox is not applicable.

SIS_SOC_AddCourse

Procedure

Use the directions in this topic to add a course to the schedule. This process is used when a
course is not found in the search results of the Maintain Schedule of Classes search screen.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and
password.

Step Action
1. Click the Main Menu.
Main Menu
2. Click the Curriculum Management menu.

|_I Curriculurn Management |

3. Click the Schedule of Classes menu.

‘_I Schedule of Classes ‘

4, Click the Schedule of Classes link.
|_j Schedule New Course |
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ASEWESTERN R,
MUNIVERSITL - gorois Home | Workist | MuliChannel Console | AddtoFavertes | Sign out

Favgrites | Main Menu > Curriculum Pﬂanagament b3 Schedulevuf Classes > Schedule New Course
New Window | Help | B

Schedule New Course

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

Find an Existing Value

Maximum number of rows to return (up to 300): |300

Academic Institution: Zl ’WO\

Term: Zl [ Ta

Subject Area: Zl [ TTa

Catalog Nbr: begins with v |

Academic Career: | = ¥ ¥
Campus: begins with V|| Q

Course ID: begins with v" aQ

Course Offering Nbr: | = v ‘ [ Q
Description: begins with |

[case sensitive

Search ‘ Clear ‘ElaslcSean:h B save Search Criteria

< | »
Done € Intermet 45 - | ®aioow -~

Step Action

5. The Schedule New Course search screen appears.
Enter the Academic Institution as CASE1.

Click the Look up Term button.

6. Select the appropriate term from the search results.
Spr 2012

7. Click the Search button.
Search
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CASE WESTERN
DNLV BRE BT por Home | Workist | MultiChannel Console | Addto Faverites |  Sign out
Favn'rites ! Ma\n'Menu > Curriculum Management > Schedule of Classes > Schedule New Course
New Window | Help | B, #
Schedule New Course
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
Maximum number of rews to return (up to 300); (300
Academic Institution:| = |+ CASE1 Q
Term: = v 12121 Q -
Subject Area: = v aQ
Catalog Nbr: begins with v |
Academic Career: | = v | Bl
Campus: begins with v | Q
Course ID: begins with v | Q
Course Offering Nbr: | = V‘ | aQ
Description: begins with v ||
[case Sensitive
Search | Clear |Eas|c’Sean:h B save Search Criteria
Search (AlEH1)
Search Results
First [ 1-10 O Lasi
atalog Nbr |Academic Career | Campus ourse ID|Course Offering Nbr
375 Undergrad MAIN Human Evol.The Fossil Evidence 000150 1
475 Graduate MAIN - Human Evol The Fossil Evidence 2
100 Undergrad MAIN  TestCourse 1
102 Undergrad MAIN Being Humn Intr Soc/Cul Anth 1
103 Underarad MAIN Intro to Human Evolution 1
107 Undergrad MAIN  Archaealogy: An Infroduction 1
202 Undergrad MAIN  Archaeology of Eastern M. Amer 1
215 Undergrad MAIN Intr to Medical Anthropology 1 ~
< | >
avascript:submitAction_wind{document wind, #1CRowd); & Internet g v 00k v
8. 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.
Intro to Human Evolution
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CASEWESTERN R, ;
MUNIVERSITY  cor ot

Home | AcdtoFsvorites | Signout
Favorites Main Menu > Curriculum Management » Schedule of Classes > Schedule New Course

New Window | Help | Customize Page | &, =
BasicData | Meetngs | EnrolimentCnti | ReserveCap | Motes | Exam

Course ID: 000105 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ
Term: Spring 2012 Undergrad Auto Create Component
Subject Area: ANTH Anthropology
Catalog Nbr: 107 Archaeology: An Introduction
Class Sections View A Frst B4 ore Bl Last
*Session: 1 R RegularAcademicSession  Class Nbr: 0 EE
*Class Section: *Start/End Date; |01/17/2012 04/30/2012
*Component: LEC | & | gcture Event ID:
*Class Type: Enroliment + =
“Associated Class: Q
“Campus: Case
N . SA-MAIN Q
Location: [EDEET Schedule Print
Course Administrator: Student Specific Permissions
*Academic Organization: ANTH Q Anthropology
Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
*Holiday Schedule: Case Holiday Schedule Generate Class Mtg Attendance
s iTmchon Mode: Sync Attendance with Class Mtg
’7 GL Interface Required
Primary Instr Section:
Course Topic ID: Q Print Topic in Schedule
Equivalent Course Group
Course Equivalent Course Group: Override Equivalent Course
Class Equivalent Course Group:

Step Action

9. The Basic Data tab appears.

The Session 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.

|.1_

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

11. Press [Tab] on your keyboard.

12. The Class Section number copies to the Associated Class field.
13. Locate the Class Topic box.

If this class has special topics that are 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.

]
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CASEWESTERN R! H
SIUNIVERSITY po 6 Home | AddioFavorites | Signout
Favgrites - Main Menu > Cumiculum Management > Schedule of Classes > Schedule New Course
-
~Session: 1 & Regular Academic Session  Class Nbr: 0 =
=Class Section: 100 =StartEnd Date: |01/17/2012 |[3[0430/2012 [
=Component: LEC | | acture Event ID:
*Class Type: Enrollment +
“Associated Class: 1000
*Campus: MAIN Case I
P SA-MAIN Q
Location: CEEEEn TS Schedule Print
Course Administrator: Student Specific Permissions
=Academic Organization: ANTH A Anthropology
Academic Group: cAs College of Arts & Sciences TR G
*Holiday Schedule: CASEHS Case Holiday Schedule Generate Class Mig Attendance
s iTmchon Mode: P Sync Attendance with Class Mtg
’7 GL Interface Required
Primary Instr Section: 100
Course Topic ID: Q, Print Topic in Schedule
Equivalent Course Group I
Course Equivalent Course Group: Override Equivalent Course
Class Equivalent Course Group:
Class Attributes Customize | Find | view Al B
*Course *Course Attribute
Attribute Value
Q Q =
& save | S\ Return to Search ‘ 1[El Frevious in List | +[E] Mext in List ‘ [=] Notify |
Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Motes | Exam [
-
< | m 3

Step Action

14. Locate the Course Attribute box.

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.

15. Click the Meetings tab.

26
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c

UNIVERSITY go

Favuvnte;EMavaenu > Curriculum @anagemeﬂt > S(hedule'ufclasses » Schedule New Course

BasicData | Meetings | EnrolmentCninl | ReseveCap | Wotes | Exam

Course ID: 000105 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Spring 2012 Undergrad

Subject Area: ANTH Anthropology

Catalog Nbr: 107 Archaeology: An Introduction

Class Sections View A rest B4 ore B Lacy
Session: 1 Regular Academic Session  Class Nbr: 0
Class Section: 100  Component: Lecture Final Exam -
Associated Class: 100

Meeting Pattern View A Fist Bl or 1 B Loy

Facility ID Capacity Pat Mtg Start MtigEnd M T W T F S § *Start/End Date HE
TBA S Q AREOEARE (0172012 [ (04302012 [H E

Req. Rm Q [

Instructors For Meeting Pattern customize | Find | view Al EO B Frst B g ore B et
Assignment [

finstructor Print Access Contact
Role

Q Prim In: w - F =

WESTERNR,

Home | AddtoFsvorites | Signout

Mew Window | Help | Customize Page | & e~

Contact Hours

Room Characteristics Gus tomize | Find | B Frst B 1 or1 B Lot

*Room Characteristic - *Quantity ’_’_
T 1 =

B save | Q Return to Search ‘ +[ Frevious in List | ] Mext in List ‘ [=] Hatify |

Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Notes | E

<]

m »

Step Action
16. 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.
-
17. The Meeting Pattern box contains fields for classroom assignment, classroom
request, meeting date range, meeting days, and meeting start and end times.
Click the Look up Pat button.
18. The Look Up Pat (Pattern) window appears. Select the pattern containing the days
of the week when this class will take place.
Won/Fri
19. The days are checked off automatically based on the pattern selected.
Mm TWTF § §
[ I 2 2 o
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Step

Action

20.

Enter the start time of the class into the Mtg Start field.

Enter the time without formatting (e.g., colons). The SIS will format the time
for you. Enter whole hours as the number followed by "a" for AM or "p" for
PM (e.g., 1p, 10a). Enter all other times as a series of four numbers followed
by "a" or "p" (e.g., 0945a, 1210p).

Step

Action

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.

*Start/End Date
0172012 [=] (0403002012 [+

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 ID 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 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 Assighnment rooms not scheduled by the University Registrar
-TBA

- TBS TBS

Placing the TBS TBS code in the Facility ID field alerts the Office of the
University Registrar that the class needs a room from their reserved
classrooms.

28
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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.
e Request a Room from the University Registrar
Go to step 43.
26. Click the Look up Facility ID button.

'WESTERN R
NIVERSITY ;om0

Home Add to Favorites Sign out
Favorites - Main Menu > Curriculum Management > Schedule of Classes > Schedule New Course

Look Up Facility ID

Facility ID: begins with « ‘
Building: begins with ¥ |

Room: begins with v‘
Room Capacity: = ~ |

Look Up Clear ‘ Cancel ‘Bagingukuu

Search Results

ALLW  HERR 18
BELL  (blank) 299
{blank) 999
(blank) 999
(blank) 999
{blank) 999

Step Action
27. All classrooms assigned to your academic organization appear in the search
results. Select the appropriate classroom from the search results.
CLPP
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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)

think beyond the possible’

Step

Action

28.

The Exam or Mtg Desc field is 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.

L CASEWESTERN R, 3
b2
. UNIVERSITY gerieas Home | AddtoFavorites | Signout

FavovntasiMavaenu > Curriculum @anagament b3 Schedule'ofclasses > Schedule New Course

Basic Data Meetings Enroliment Cntrl Reseme Cap Notes Exam

Course ID: 000105 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Spring 2012 Undergrad
Subject Area: ANTH Anthropology
Catalog Nbr: 107 Archaeology: An Introduction
Class Sections View A Fest B4 org B Lacy
Session: 1 Regular Academic Session  Class Nbr: 0
Class Section: 100 Component: Lecture F B ves M
Associated Class: 100
Meeting Pattern in 5 Fist B 4 or1 B Loy
Facility ID Capacity Pat Mtg Start MigEnd M T W T F S § *Start/End Date HE
MTHM 244 Q. g7[R QL [900aw | [10154M) ) @) [ @ 0 0] [ (011772012 (] (043012012 [H) =
Req. Rm Q |

]

Instructors For Meeting Pattern Customize | Find | view A1 EO) 8 Frot B4 oy B oot
[R==mn=ent T Workload

Name Print Access Contact
-

Q Primin: «

New Window | Help | Customize Page | B, ~

Contact Hours

3
Customize | Fing | &7

B save | & Return to Search ‘ +E] Frevious in List | +F] Mext in List ‘ =] Hotify |

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

<

" 3

Step

Action

29.

In the Instructors for Meeting Pattern 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.

30
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If an instructor does not appear after repeated attempts to search for him or
her, it most likely means that the individual is not entered into the SIS as an
"instructor" yet.

Fill out and submit an Add/Update/Delete Instructor/Advisor/TA/Grading
Proxy Form for that individual and return it to the Office of the University

Registrar.

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

Step Action
31. Enter the academic organization's code into the Academic Organization field.
32. Click the Look Up button.
Look Lp
33. All instructors in the academic organization appear. Select the appropriate
instructor from the search window.
ShafferJim G

c ASEWESTERN R
UNIVERSITY goras Home | AddioFavorites | Signout

Favorites © Main Menu > Curriculum @anagament b3 Schedule'of Classes > Schedule New Course

New Window | Help | Customize F’a -
Basic Data Meetings Enroliment Cntrl Reserve Cap Notes Exam K

Course ID: 000105 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Spring 2012 Undergrad
Subject Area: ANTH Anthropology
Catalog Nbr: 107 Archaeology: An Introduction
Class Sections View A Fest B4 org B Lacy
Session: 1 Regular Academic Session  Class Nbr: 0
Class Section: 100 Component: Lecture ERalixen] Yes M
Associated Class: 100
Meeting Pattern View Al Fist B 4 or1 B Loy
Facility ID Capacity Pat Mtg Start MigEnd M T W T F S § *Start/End Date HE
MTHM 244 Q. g7[R QL [900aw | [10154M) ) @) [ @) 0] B [ (011772012 (] (043012012 [H) =
Req. Rm Q |
Contact Hours

Instructors For Meeting Pattern Ginbmee | E oA First K0 1 of 1 I Lot
Assignment Tthlnad

1001694 @ lkels,Charlotte Primin: Approve ¥ & =

B save | & Return to Search ‘ +E] Frevious in List | +F] Mext in List ‘ =] Hotify |

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

< m b
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Step Action

34, 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.

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 should 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

35. To add another instructor to the meeting, click the Add a new row button in the
Instructors for Meeting Pattern box and enter the additional instructor's EmplID.
36. Click the Enrollment Cntrl link.

|
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CASEWESTERNR! H
SIUNIVERSITY g g Home | AcdtoFsvortes | Sianout
Favorites Main Menu > Curriculum Pﬂanagement > S(hedule'nf Classes > Schedule New Course
New Window | Help | Customize Page | &,

BasicData | Meetings | Enroimentcntri | ResenveCap | motes | Exam
Course ID: 000105 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ
Term: spring 2012 Undergrad
Subject Area: ANTH Anthropology
Catalog Nbr: 107 Archaeology: An Introduction
Enroliment Control Eind | View Al First a 10f1 o Last

Session: 1 Regular Academic Session Class Nbr: 0

Class Section: 100 Component:  Lecture EventID:

Associated Class: 100

“Class Status: Active h eEEEEEE

Class Type: Enroliment Enroliment Status: Closed

*Add Consent: NoConsent ¥ Raquested Room Capacity: 999 Total

“Drop Consent: No Consent ¥ Eproliment Capacity: 899 o

1st Auto Enroll Section:

—
—

2nd Auto Enroll Section:

—

Minimum Enroliment Nbr:

[Z] cancet if Student Enrolled

& save | S\ Return to Search ‘ [ Previous in List | +[E] Mext in List ‘ [=] Notify |

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

The choices are:

Instructor Consent
Department Consent
No Consent

Mo Consent -

Step Action
37. 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.
38. 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.

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
from the class. Used only by SAGES and other approved organizations.
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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

39. The Requested Room Capacity field demonstrates the room size that is needed.
Enter a capacity that is equal to the capacity of your chosen or requested room,
and equal to or greater than your enrollment capacity.

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

41. Click the Save button.

E] Save
42. 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.
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L CASEWESTERN R, i
A UNIVERSITY ¢ 50

Favorites Main Menu > Curriculum @anagemeﬂt > S(hedule'ufclasses »  Schedule New Course

Ho!

Aod to Favorites | Sign out
Mew Window | Help | Customize Page | B, =
BasicData | Meetings | Enrolmentcnil | Resevecap | Motes | Exam

Course ID: 000105 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Spring 2012 Undergrad
Subject Area: ANTH Anthropology
Catalog Nbr: 107 Archaeology: An Introduction
Class Sections FEind | view A1 Frst B4 ore B s
Session: 1 Regular Academic Session  Class Nbr: 8809
Class Section: 100  Component: Lecture fid Bxam ves e
Associated Class: 100 Units: 3.00
Meeting Pattern View A Fist Bl or1 B Loy
Facility ID Capacity Pat Mtg Start MtigEnd M T W T F S § *Start/End Date HE
TBA Q. gog[TR @ [9:00aM | [10158M| 1 @) [ @ 0] 1] ] (0141772012 ] [04i30/2012 [5] E
Req. Rm Q [

Contact Hours

Instructors For Meeting Pattern customize | Find [ view A1 P B rrst B4 or I Lo
i Assignment T Workload
Print Access Contact
- =
2
|Fm:|||E

= [ 1 B3

B save | Q Return to Search ‘ +[ Frevious in List | ] Mext in List ‘ [=] Hatify |

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

Eam -

< | mn r

Step Action

43, Enter "TBS TBS" into the Facility ID field.

44, To request a particular room, click the Look Up Req. Rm. (Requested Room)
button to search the list of rooms available from the University Registrar.
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Home Add to Favorites Sign out
Favorites - Main Menu > Curriculum Management > Schedule of Classes > Schedule New Course

Look Up Req. Rm

Facility ID: begins with « ‘
Building: begins with ¥ |

Room: begins with « ‘

Room Capacity: = - ‘

Look Up Clear ‘ Cancel ‘Bagingukuu

Search Results

CHAPEL 600
(blank) 999

Step Action

45, All classrooms that are scheduled by the University Registrar appear in the search
window. To locate a room by its building, enter the first letter of the building's
name into the Building field.

46. Click the Look Up button.
Look Lp
47. Locate the classroom using the Building and Room columns and select it from the

search window.
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Basic Data Meetings Enrollment Cntrl Reseme Cap

Course ID: 000102 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2012 Undergrad

Subject Area: ANTH Anthropology

(Catalog Nbr: 102 Intro to Human Evolution

Class Sections

Regular Academic Session  Class Nbr: 1006

Session: 1
Class Section: 100 Component: Lecture ERalEen
Associated Class: 100 Units: 3.00

Meeting Pattern

Facility ID Capacity Pat Mtg Start MigEnd M T W T F S § *Start/End Date

1CI|
TBS TBS Q ggg TR @ [10008M [11158M OO OO (071772012 5 [041302012
Req, Rm|MTHH203 @ I

Contact Hours

Instructors For Meeting Pattern

" Assignment |JiWarkiosd

Beall Cynthia M

1001250 @

Textbook GL Interface

Prim In: ApprOvE v =

Schedule of Classes

Mew Window | Help | C Fage | B &

Room Characteristics
R

23 Q TEC Level 02 1

2 Save | X Returnto Search |+ Previous i List | 4] Nextin Lst | [ Wty |

Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Notes | Exam | LMS Data | Textbook | GL Interface 2
< m | =l
| 2. Error on page. € Internet 4 v ®ioow -

Step

Action

48.

The room code is entered into the Req. Rm field.
room request.

Go to step 28.

The Registrar's office will see the
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Remove a Single Class Section from the Schedule

This topic demonstrates how to delete just one class from a course offering. This process is used
when a course has two or more class sections, but one or more need to be deleted.

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. Thereis 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 Print
checkbox is off and no students are enrolled in the section. A class section should be cancelled
if the Print checkbox is on or if students have enrolled in the 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.

N
After Print = ‘f-\:‘)

Procedure

Use the directions in this topic to delete just one class section from a course offering with
multiple class sections.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and
password.

Step Action

1. Click the Main Menu.
Main lﬂenu
2. Click the Curriculum Management menu.

|._I Curriculum Management |

3. Click the Schedule of Classes menu.
‘I_l Schedule of Classes ‘
4. Click the Maintain Schedule of Classes link.

| |=] Maintain Schedule of Classes |
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CASEWESTERN RESERVE
SUNIVERSTITY g Home | AddtoFavorites | Sionout

Favorites Main Menu > Curriculum Mvanagement > S(hedule'nf Classes > Maintain Schedule of Classes

New Window | Help | /5

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
Maximum number of rows to return (up to 200): |300
Academic Institution: = ¥ Q
Term: = - aQ
Subject Area: =

Catalog Nbr: begins with +

Academic Career: = - A
Campus: begins with » ,70\
Description: begins with + ,7

Course ID: begins with + liq

Course Offering Nbr: = - aQ

[[] case Sensitive

Search ‘ Clear |Basic Search [E) Save Search Criteria
Step Action
5. The Maintain Schedule of Classes search screen appears.

Click the Look up Academic Institution button.

6. Click the CASEL1 list item.

7. Click the Look up Term button.
8. The Look Up Term window appears.

Select the appropriate term from the list.

9. Click the Search button.
Search
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Favgrites - Main Menu > Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

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

Maximum number of rows to retum {up to 300y [300 |

Academic Institution: = ’CASEﬂiQ

Term: = e o

Subject Area: = - ’70\

Catalog Nbr: begins with ,7

Academic Career: = - -

Campus: begins with + ,70\

Description: begins with + ,7

Course ID: begins with + ’70\

Course Offering Nbr: = - liq

[case Sensitive |
Search ‘ Clear |Basic Search [E Save Search Criteria

CASE WES
UNIVERSITY

TERN RESERVE

EST 1826

Mew Window | Help | &,

Search Results

Course Offering Nbr

ub
2118 ANAT 3715 Undergrad

375 MAIN Human Evol.The Fossil Evidence 000150 1

2118 ANAT 475 Graduate MAIN Human Evol The Fossil Evidence 000150 2
2118 ANTH 102 Undergrad MAIN Being Humn Intr Soc/Cul Anth 000101 1
2118 ANTH 103 Underarad MAIN  Intro to Human Evolution 000102 1
2118 ANTH 107 Undergrad MAIN  Archaeology: An Introduction 000105 1
2118 ANTH 202 Undergrad MAIN  Archaeology of Eastern N. Amer 000106 1
2118 ANTH 215 Undergrad MAIN Intr to Medical Anthropology 000107 1
2118 ANTH 295 Underarad MAIN  Comparative Primate Behavior 000109 1
| MAIN_ Anthronaloau of 010984 1

[iavascrint:

ubmitAction winO(documentwinGQ, #ICRow0": |

Step

Action

10.

a

All courses owned by your department and scheduled during the chosen term

ppear in the search results. Select the class from which a section should be

deleted.

Intro to Human Evolution
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CASEWESTERN RESERVE

UNIVERSITY o me

Favorites Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » Maintain Schedule of Classes

Basic Data | Meetngs | EnrolmentCnrl | ReserveCap | Notes | Exam

Course ID: 000102 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ
Term:

T Fall 2011 Undergrad Auto Create Component
Subject Area: ANTH Anthropology

(Catalog Nbr: 103 Intro to Human Evolution

Class Sections iny Fist <] 1of2 ] Last
*Session: 1 Regular Academic Session Class Nbr: 1004 FE=
+Class Section: 100 “StartEnd Date: |08/29/2011 [5[12/09/2011
“Component: LECIQ  Lecture Event ID: 000046743

*Class Type: Enroliment +

*Associated Class: - Units:  3.00

“Campus: - Case

. . SA-MAIN a

Location: Main Campus Schedule Print

Course Administrator: Student Specific Permissions
*Academic Organization: ANTH Q Anthropology

Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
*Holiday Schedule: CASEHS Case Holiday Schedule Generate Class Mtg Attendance
T p Sync Attendance with Class Mig

’7 GL Interface Required
Primary Instr Section: 100

Course Topic ID: Print Topic in Schedule H

Home | AddtoFavortes | Signout

Mew Window | Help | Customize Page |

Equivalent Course Group
Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

- &
Class Attributes Customize | Find | View Al B0 B Fost Bl g oo B st

Step

Action

11.

The Basic Data tab appears.

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

12.

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

13.

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 |

14.

Click the Enrollment Cntrl tab.
Enroliment Cnirl |
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CASE WESTERN RESERVE
FMUNIVERSITY ~ g7 0 Home | AddtoFavortes | Signout

BasicData || Meetings | EnrolimentCntril || ReseneCap | Motes | Exam

Favgrites - Main Menu > Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

Course ID: 000102 Course Offering Nbr:
Academic Institution:  Case Western Reserve Univ
Term: Fall 2011 Undergrad
Subject Area: ANTH Anthropology
Catalog Nbr: 103 Intro to Human Evolution
Enroliment Control
Session: 1 Regular Academic Session Class Nbr:
Class Section: 101 Component:  Lecture EventID:
Associated Class: 101
*Class Status: Active v
Class Type: Enrollment Enroliment Status:
*Add Consent: Mo Consent ¥ Requested Room Capacity:
*Drop Consent: Mo Consent ¥ Eprollment Capacity:
1st Auto Enroll Section: I
2nd Auto Enroll Section: Minimum Enroliment Nbr:
[Tl cancel if Student Enrolled

Fist K

20r2 Bl Last

& save | &\ Return to Search ‘ 1 Previous in Lt | 4[] Mext in List ‘ [=] Motify |

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

New Window | Help | Custamize Page |

Step Action

15. 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.

manual for directions.

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

16. Click the Basic Data tab.
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CASEWESTERN RESERVE
SIUNIVERSTITY g Home | AddtoFavortes | Sionout

Favorites Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » Maintain Schedule of Classes

New Window | Help | Customize Page |

BasicData | Meetngs | EnrolimentCntrl | Reserve Cap | Motes | Exam
Course ID: 000102 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ
Term: Fall 2011 Undergrad
Subject Area: ANTH Anthropology
(Catalog Nbr: 103 Intro to Human Evolution
Class Sections
*Session: 1 & Regular Academic Session  Class Nbr: 0 FE=
*Class Section: 101 *Start/End Date; |08/29/2011 12/09/2011
*Component: LEC | & | gcture Event ID:
*Class Type: Enroliment +
“Associated Class: 101
“Campus: . Case
N . SA-MAIN Q
Location: [EDEET Schedule Print
Course Administrator: Student Specific Permissions
*Academic Organization: ANTH Q Anthropology
Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
“Holiday Schedule: CASEHS Case Holiday Schedule Generate Class Ntg Attendance
- - Sync Attendance with Class Mig
’7 GL Interface Required
Primary Instr Section: 101
Course Topic ID: Q Print Topic in Schedule 8
Equivalent Course Group
Course Equivalent Course Group: Override Equivalent Course
Class Equivalent Course Group:
Class Atiributes customize | Find [ view Al 88 rrst Bl g ore B Lot

Step Action

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

18. Click the Delete row button.
19. A Delete Row confirmation message appears.

Click the OK button to delete the section, or click Cancel to cancel the deletion.

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

21. Click the Save button.
ﬁ Save |

22. This completes the process of deleting a class section from a course offering.
End of Procedure.
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Remove a Course Completely from the Schedule

This topic demonstrates how to remove an entire course offering from a term's schedule.

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

N
After Print = ‘f-\:‘)

Procedure

Use the directions in this topic to delete all class sections from a course offering, and remove a
course completely from a term.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and
password.

Step Action

1. Click the Main Menu menu.
2. Click the Curriculum Management menu.

|._| Curriculum Management |

3. Click the Schedule of Classes menu.
‘I_l Schedule of Classes ‘

4. Click the Maintain Schedule of Classes link.
|=] Maintain Schedule of Classes |
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CASEWESTERN RESERVE
SUNIVERSTITY g Home | AddtoFavorites | Sionout

Favorites Main Menu > Curriculum Mvanagement > S(hedule'nf Classes > Maintain Schedule of Classes

New Window | Help | /5

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
Maximum number of rows to return (up to 200): |300
Academic Institution: = ¥ Q
Term: = - aQ
Subject Area: =

Catalog Nbr: begins with +

Academic Career: = - A
Campus: begins with » ,70\
Description: begins with + ,7

Course ID: begins with + liq

Course Offering Nbr: = - aQ

[[] case Sensitive

Search ‘ Clear |Basic Search [E) Save Search Criteria

Step Action

5. The Maintain Schedule of Classes search screen appears.

Click the Look up Academic Institution button.

=

6. Click the CASE1 list item.

7. Click the Look up Term button.
8. The Look Up Term window appears.

Select the appropriate term from the list.

[Fall 2019

9. Click the Search button.
Search
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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

Maximum number of rows to return {up to 300): (300

Academic Institution: = ’CASEﬂiQ

Term: = e o
Subject Area: = - ’70\
Catalog Nbr: begins with ,7

Academic Career: = - -

Campus: begins with + Q
Description: begins with +

Course ID: begins with + Q,
Course Offering Nbr: = - Q
[Tl case Sensitive

Search ‘ Clear |Basic Search [E Save Search Criteria

(CASE WESTERN RESERVE
UNTVERSTTY 1o pug

Mew Window | Help | &,

Search Results

Course Offering Nbr

ub
2118 ANAT 3715 Undergrad

375 MAIN Human Evol.The Fossil Evidence 000150 1

2118 ANAT 475 Graduate MAIN Human Evol The Fossil Evidence 000150 2
2118 ANTH 102 Undergrad MAIN Being Humn Intr Soc/Cul Anth 000101 1
2118 ANTH 103 Underarad MAIN  Intro to Human Evolution 000102 1
2118 ANTH 107 Undergrad MAIN  Archaeology: An Introduction 000105 1
2118 ANTH 202 Undergrad MAIN  Archaeology of Eastern N. Amer 000106 1
2118 ANTH 215 Undergrad MAIN Intr to Medical Anthropology 000107 1
2118 ANTH 205 Underarad MAIN  Comparative Primate Behavior 000109 1
| MAIN_ Anthronaloau of 010984 1

[iavascrintsubmitAction winO(documentwind #ICRow0"): |

UNIVERSITY g 816
think beyond the possible”

Step

Action

10.

All courses owned by your department and scheduled during the chosen term
appear in the search results. Select the class that must be deleted from the
schedule.

Intro to Human Evolution
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CASEWESTERN RESERVE

UNIVERSITY o me

Home | AddtoFavortes | Signout
Favorites Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » Maintain Schedule of Classes

New Window | Help | Customize Page |
Basic Data | Meetings | Enrolimentcnti | Resevecap | Notes | Exam

Course ID: 000102 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ
Term: Fall 2011 Undergrad P
Subject Area: ANTH Anthropology
(Catalog Nbr: 103 Intro to Human Evolution
Class Sections 2z as
*Session: 1 & Regular Academic Session  Class Nbr: 0 FE=
*Class Section: 101 *Start/End Date; |08/29/2011 12/09/2011
*Component: LEC | & | gcture Event ID:
*Class Type: Enrollment -
“Associated Class: 101
“Campus: . Case
N . SA-MAIN Q
Location: [EDEET Schedule Print
Course Administrator: Student Specific Permissions
*Academic Organization: ANTH Q Anthropology
Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
“Holiday Schedule: CASEHS Case Holiday Schedule Generate Class Ntg Attendance
- - Sync Attendance with Class Mig
’7 GL Interface Required
Primary Instr Section: 101
Course Topic ID: Q Print Topic in Schedule 8
Equivalent Course Group
Course Equivalent Course Group: Override Equivalent Course
Class Equivalent Course Group:
Class Attributes mize | Find | View A\l@\ Fist Bl 1 or H .,

Step

Action

11.

The Basic Data tab appears.

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
continue.

|| schedule Prinf

12.

Click the Enrollment Cntrl tab.
Enroliment Cnirl |
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CASE WESTERN RESERVE
SUNIVERSITY por i Home | AddioFavorites | Signout

Favgrites - Main Menu > Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

BasicData Meetings Enrollment Cntrl Reserve Cap Notes Exam
Course ID: 000102 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ
Term: Fall 2011 Undergrad
Subject Area: ANTH Anthropology
Catalog Nbr: 103 Intro to Human Evolution
Enroliment Control Find | View Al First | (PP ] Last
Session: 1 Regular Academic Session Class Nbr: 0
Class Section: 101 Component:  Lecture EventID:
Associated Class: 101
*Class Status: Active v g
Class Type: Enrallment Enroliment Status: Closed
*Add Consent: Mo Consent ¥ Requested Room Capacity: 999 Total
“Drop Consent: Mo Consent ¥ Eprollment Capacity: 299 ¢
15t Auto Enroll Section: \
2nd Auto Enroll Section: Minimum Enroliment Nbr:

[“I cancet if Student Enrolled

& save | 4 Return to Search ‘ 1 Previous in Lt | 4[] Mext in List ‘ MNotify |

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

Mew Window | Help | Custamize Page | &)

Step Action
13. 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.
14. 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.
15. Click the Basic Data tab.
BasicData |
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CASEWESTERN RESERVE
SUNIVERSITY g Home | AddtoFavortes | Sionout

Favorites Main Menu > Curriculum Mvanagement > S(hedule'nf Classes » Maintain Schedule of Classes

Mew Window | Help | Customize Page |

Basic Data | Meetngs | Enroimentcnii | Resemecap | motes | Exam

Course ID: 000102 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ
Term: Fall 2011 Undergrad P
Subject Area: ANTH Anthropology
(Catalog Nbr: 103 Intro to Human Evolution
Class Sections Find | View Al Eirst o2 o [
*Session: 1 & Regular Academic Session  Class Nbr: 0 FE=
*Class Section: 101 *Start/End Date; |08/29/2011 12/09/2011
*Component: LEC | & | gcture Event ID:
*Class Type: Enrollment -
“Associated Class: 101
“Campus: . Case
N . SA-MAIN Q
Location: [EDEET Schedule Print
Course Administrator: Student Specific Permissions
*Academic Organization: ANTH Q Anthropology
Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
“Holiday Schedule: CASEHS Case Holiday Schedule Generate Class Ntg Attendance
TR p Sync Attendance with Class Mig
’7 GL Interface Required
Primary Instr Section: 101
Course Topic ID: Q Print Topic in Schedule g
Equivalent Course Group
Course Equivalent Course Group: Override Equivalent Course
Class Equivalent Course Group:
Class Attributes Customize | Find H rea oo H

Step Action

16. Click the Delete row button.
17. A Delete Row confirmation message appears.

Click the OK button to delete the section, or click Cancel to cancel the deletion.

18. 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.

19. When all sections with data have been removed, there will still be one 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.

20. Click the Save button.
@ Save |

21. This completes the process of removing a course offering from the schedule for
aterm.

End of Procedure.
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Add a Special Topic to a Class

This topic demonstrates how to add a special topic to a class.
Special topics are created for individual courses in the Course Catalog. They are scheduled on

classes using the Topic ID field in the Class Topic box. Topics will remain on class sections from
term to term and can be changed as necessary.

\‘_/

After Print =

Procedure

Use the directions in this topic to add a special topic to a class section.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and
password.

Step Action
1. Click the Main Menu.
2. Click the Curriculum Management menu.

|._| Curriculum Management |

3. Click the Schedule of Classes menu.

‘I_l Schedule of Classes ‘

4. Click the Maintain Schedule of Classes link.
|J Maintain Schedule of Classes |
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CASEWESTERN RESERVE
SUNIVERSTITY g Home | AddtoFavorites | Sionout

Favorites Main Menu > Curriculum Mvanagement > S(hedule'nf Classes > Maintain Schedule of Classes

New Window | Help | /5

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
Maximum number of rows to return (up to 200): |300
Academic Institution: = ¥ Q
Term: = - aQ
Subject Area: =

Catalog Nbr: begins with +

Academic Career: = - A
Campus: begins with » ,70\
Description: begins with + ,7

Course ID: begins with + liq

Course Offering Nbr: = - aQ

[[] case Sensitive

Search ‘ Clear |Basic Search [E) Save Search Criteria
Step Action
5. The Maintain Schedule of Classes search screen appears.

Click the Look up Academic Institution button.

6. Click the CASE1 list item.

7. Click the Look up Term button.
8. The Look Up Term window appears.

Select the appropriate term from the list.

9. Click the Search button.
Search
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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

Maximum number of rows to return {up to 300): (300

Academic Institution: = ’CASEﬂiQ

Term: = e o
Subject Area: = - ’70\
Catalog Nbr: begins with ,7

Academic Career: = - -

Campus: begins with + Q
Description: begins with +

Course ID: begins with + Q,
Course Offering Nbr: = - Q
[Tl case Sensitive

Search ‘ Clear |Basic Search [E Save Search Criteria

(CASE WESTERN RESERVE
UNTVERSTTY 1o pug

Mew Window | Help | &,

Search Results

Course Offering Nbr

ub
2118 ANAT 3715 Undergrad

2118 375 MAIN Human Evol.The Fossil Evidence 000150 1
2118 ANAT 475 Graduate MAIN Human Evol The Fossil Evidence 000150 2
2118 ANTH 102 Undergrad MAIN Being Humn Intr Soc/Cul Anth 000101 1
2118 ANTH 103 Underarad MAIN  Intro to Human Evolution 000102 1
2118 ANTH 107 Undergrad MAIN  Archaeology: An Introduction 000105 1
2118 ANTH 202 Undergrad MAIN  Archaeology of Eastern N. Amer 000106 1
2118 ANTH 215 Undergrad MAIN Intr to Medical Anthropology 000107 1
2118 ANTH 205 Underarad MAIN  Comparative Primate Behavior 000109 1

| MAIN_ Anthronaloau of 010984 1

[iavascrintsubmitAction winO(documentwind #ICRow0"): |

UNIVERSITY g 816
think beyond the possible”

Step

Action

10.

All courses owned by your department and scheduled during the chosen term
appear in the search results. Select the class that requires a special topic.

Intro to Human Evolution |
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B“ CASEWESTERN RESERVE

MMUNIVERSITY — o = _ g

okl S B e 2 me | AddtoFevorites | Signout
Favortes | Main Menu > Curriculum Management > Schedule of Classes > Maintain Schedule of Classes
New Window | Help | Customize Page | 12,

Basic Data Meetings Enroliment Cntrl Reserve Cap MNotes Exam

Course 1D: 000180 Course Offering Nbr: 1

Academic Institution:  Case Western Reserve Univ

Term: Spring 2012 Undergrad Auto Create Component

Subject Area: ANTH Anthropology

Catalog Nbr: 399 Independent Study

Class Sections

2503

011712012 [ 04/30/2012 [

*Session: ’1_0\ Regular Academic Session Class Nbr:
*Class Section: W *Start/End Date:
*Component: WO\ Independent Study EventID:
*Class Type: Enrellment +
*Associated Class: m Q Units:  1.00 - 6.00
*Campus: Case
*Location: SAMAIN Q Main Campus

Course Administrator:
*Academic Organization: ANTH Q Anthropology

Academic Group: CAS College of Arts & Sciences
*Holiday Schedule: Case Holiday Schedule
“Instruction Mode:

Primary Instr Section: W

Course Topic ID: ,7 Q.

Fist B 4 013 D st

FHE

Find | View All

Schedule Print
Student Specific Permissions

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

Print Topic in Schedule

Equivalent Course Group

Course Equivalent Course Group:

Class Equivalent Course Group:

Override Equivalent Course

Class Atiributes

Customize | Find

Frst Kl g oy B s

Step Action

11. The Basic Data tab appears.

[

Click the Look up Course Topic ID button.

The Class Topic box contains the special topic that will be listed for the class.

12.

| Carwin and Evoluticnary Biol

All topics listed for the course appear. Select the appropriate topic from the list.

13.

this checkmark.

The topic appears in the Class Topic group box.

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

14.

appear in the Error Report.

L1

If there are other class sections for the course, select topics for them as well. If
topics are not scheduled for all sections of a special topics course, an error will

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

15. Click the Save button.

Bl save

16.
End of Procedure.

This completes the process of creating a special topics section.
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Change Class Meeting Days and Times

This topic 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 Print = ‘E\:‘)
Procedure

Use the directions in this topic to change the days and/or times that a class section meets.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and
password.

Step Action

1. Click the Main Menu.
2. Click the Curriculum Management menu.

|._| Curriculum Management |

3. Click the Schedule of Classes menu.
‘I_l Schedule of Classes ‘

4. Click the Maintain Schedule of Classes link.
|J Maintain Schedule of Cla5ses|
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CASEWESTERN RESERVE
SUNIVERSTITY g Home | AddtoFavorites | Sionout

Favorites Main Menu > Curriculum Mvanagement > S(hedule'nf Classes > Maintain Schedule of Classes

New Window | Help | /5

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
Maximum number of rows to return (up to 200): |300
Academic Institution: = ¥ Q
Term: = - aQ
Subject Area: =

Catalog Nbr: begins with +

Academic Career: = - A
Campus: begins with » ,70\
Description: begins with + ,7

Course ID: begins with + liq

Course Offering Nbr: = - aQ

[[] case Sensitive

Search ‘ Clear |Basic Search [E) Save Search Criteria

Step Action

5. The Maintain Schedule of Classes search screen appears.

Click the Look up Academic Institution button.

=

6. Click the CASE1 list item.

7. Click the Look up Term button.
8. The Look Up Term window appears.

Select the appropriate term from the list.

9. Click the Search button.
Search
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(CASE WESTERN RESERVE
UNTVERSTTY 1o pug

Favgrites - Main Menu > Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

Mew Window | Help | &,

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

Maximum number of rows to return {up to 300): (300

Academic Institution: = ’CASEﬂiQ

Term: = e o
Subject Area: = - ’70\
Catalog Nbr: begins with ,7

Academic Career: = - -

Campus: begins with + Q
Description: begins with +

Course ID: begins with + Q,
Course Offering Nbr: = - Q
[Tl case Sensitive

Search ‘ Clear |Basic Search [E Save Search Criteria

Search Results

Course Offering Nbr

ub
2118 ANAT 3715 Undergrad

375 MAIN Human Evol.The Fossil Evidence 000150 1

2118 ANAT 475 Graduate MAIN Human Evol The Fossil Evidence 000150 2

2118 ANTH 102 Undergrad MAIN Being Humn Intr Soc/Cul Anth 000101 1

2118 ANTH 103 Underarad MAIN  Intro to Human Evolution 000102 1

2118 ANTH 107 Undergrad MAIN Archaeology: An Infroduction 000105 1

2118 ANTH 202 Undergrad MAIN Archaeology of Eastern N. Amer 000106 1

2118 ANTH 215 Undergrad MAIN Intr to Medical Anthropology 000107 1

2118 ANTH 295 Underarad MAIN  Comparative Primate Behavior 000109 1

[iavasarintsubmitAction winO(documentwind #ICRow("; fHAH— #nihronalenvof e

Step Action
10. All courses owned by your department and scheduled during the chosen term

appear in the search results. Select the appropriate class from the search results.
Intro to Human Evalution

11. The Basic Data tab appears.

Click the Meetings tab.
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. C WESTERN RESERVE

UNIVERSITY  corms

Favuvnte; i Main Menu > Curriculum @anagemeﬂt > S(hedule'uf Classes » Maintain Schedule of Classes

BasicData | Meetings | EnrolmentCninl | ReseveCap | Notes | Exam

Course ID: 000101 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Spring 2012 Undergrad

Subject Area: ANTH Anthropology

Catalog Nbr: 102 Being Humn Intr SociCul Anth

Class Sections Fing | view AN Frst Bl orz O Last
Session: 1 Regular Academic Session  Class Nbr: 1004
Class Section: 100  Component: Lecture ERalExz e
Associated Class: 100 Units: 3.00

Meeting Pattern View A Fist Bl or 1 B Loy

Facility ID Capacity Pat Mtg Start MtigEnd M T W T F S § *Start/End Date

MTHM 225 Qg5 MW [e:00aM | [10:158M | @) [ @ O 0 O ) [01H72012 [ [o4i30i2012 [
Req. Rm|MTHM 225 |, I

Instructors For Meeting Pattern customize | Find | view At B Bl Frst B g ope B et
Assignment [

finstructor Print Access Contact
Role

Home | AddtoFavortes | Signout

New Window | Help | Customize Page | 8] nin ]

FH[=

Contact Hours

1006179 Q Almeida Katia M Prim In: Approve - . El
Room Characteristics Gus tomize | Find | B Frst Bl 1 or1 B Lot
*Room Characteristic *Quantity
23 Q TEC Level 02 1 =

ﬁsk;vel Ll Return to Search ‘ 4[] Pravious in List | A[E] Mext in List ‘ [=] Matify |

Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Notes | E

Step Action

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

If necessary, use the arrow buttons at the top of the box to locate the correct
section.

13. 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.

14. 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/Fri

15. Note that the value in the Mtg Start field remains the same as before, but the Mtg
End time might have changed based on the Pattern selected.

10:154M

16. If applicable, enter a new class start time into the Mtg Start field.
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Enter the time without formatting (e.g., colons). The SIS will format the time
for you. Enter whole hours as the number followed by "a" for AM or "p" for
PM (e.g., 1p, 10a). Enter all other times as a series of four numbers followed
by "a" or "p" (e.g., 0945a, 1210p).

Step Action
17. Press [Tab] on your keyboard.
18. Click the OK button.
—

19. 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 school's/college's dean.
10:20AM

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

01712012 Eﬂ 04/30/2012 Eﬂ

21. Click the Save button.

E] Save

22. This completes the process of changing the meeting days and times of a class

section.
End of Procedure.
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Change Classroom

This topic demonstrates how to change the classroom assigned to a class section. There are two
fields in which classrooms can be requested: Facility ID, in which one of a department's reserved
classrooms can be assigned; and Req. Rm. (Requested Room), in which one of the University
Registrar's reserved rooms can be requested.

The University Registrar's office uses the data entered into the Facility ID and Req. Rm. fields to
assign classrooms in the Astra scheduling program. Final classroom assignments are loaded
from Astra into the SIS.

Please note: The SIS does not check for classroom scheduling conflicts. 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.

%
After Print = f-\

Procedure

Use the directions in this topic to change the classroom assigned to a class section.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and

password.
Step Action

1. Click the Main Menu.
Main Menu

2. Click the Curriculum Management menu.
|._I Curriculum Management |

3. Click the Schedule of Classes menu.
‘I_l Schedule of Classes ‘

4, Click the Maintain Schedule of Classes link.
|_| Maintain Schedule of Cla5se£.|

Student Information System Training Guide 59



% CASE WESTERN RESERVE

UNIVERSITY 5o e

Schedule of Classes

think beyond the possible’
W CASE WESTERN RESERVE
UNIVERSITY g ms Home | AddioFavorites | Signout

Favgrites - Main Menu » Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

New Window | Help | &,

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
Maximum number of rows to return {up to 300): (300
Academic Institution: = + aQ
Term: = Q

Subject Area:

Catalog Nbr: begins with

Academic Career: = - -
Campus: begins with + ,70\
Description: begins with » ,7

Course ID: begins with + ’70\

Course Offering Nbr: = - Q

[Tl case Sensitive

Search ‘ Clear |Basic search [E) Save Search Criteria

Step Action

5. The Maintain Schedule of Classes search screen appears.

Click the Look up Academic Institution button.

a]

6. Click the CASE1 list item.
CASET

7. Click the Look up Term button.

8. The Look Up Term window appears.

Select the appropriate term from the list.

9. Click the Search button.
Search
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CASEWESTERN RESERVE
UNIVERSITY  orme

Add to Favorites | Signout

B

Favorites Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » Maintain Schedule of Classes

New Window | Helo | w5, 1
Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 200): |300

Academic Institution: = ¥ CASE1 Q

Term: = - e a

Subject Area: = - ,70\

Catalog Nbr: beginswith v |

Academic Career: = - A

Campus: begins with w ,70\

Description: begins with « ,7

Course ID: begins with + liq

Course Offering Nbr: = - ’70\

[CIcase sensitive |
Search ‘ Clear |Basic Search [ Save Search Criteria

Search Results

la

FASEY 375 Undergrad MAIN 00150 1
CASE1 475 Graduate MAIN Human Evol.The Fossil Evidence 000150 2
CASE1 102 Undergrad MAIN Being Humn Intr Soc/Cul Anth 000101 1
CASE1 103 Undergrad MAIN Intro to Human Evolution 000102 1
CASE1 107 Underarad MAIN  Archaeology: An Infroduction 000105 1
CASE1 202 Undergrad MAIN Archaeology of Eastern M. Amer 000106 1
CASE1 215 Undergrad MAIN Intr to Medical Anthropology 000107 1
CASE1 295 Undergrad MAIN Comparative Primate Behavior 000109 1
iavascriptsubmitAction wind(documentwind. #ICRow("); FPAN — Aothronalnay of —
.
Step Action
10. All courses owned by your department and scheduled during the chosen term

appear in the search results. Select the appropriate class.

Intro to Human Evalution |

11. The Basic Data tab appears.

Click the Meetings link.
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WA CASE WESTERN RESERVE
UNIVERSITY " o mg Home | AddioFavorites | Signout

Favgrites - Main Menu > Curriculum Management > Schedule of Classes > Maintain Schedule of Classes

BasicData Meetings Enroliment Cntrl Reserve Cap Notes Exam

Course ID: 000101 Course Offering Nbr: 1

Academic Institution:  Case Western Resenve Univ

Term: Spring 2012 Undergrad

Subject Area: ANTH Anthropology

‘Catalog Nbr: 102 Being Humn Intr SociCul Anth

Class Sections Find| view a1 Fist Bl 1 o2 B st
Session: 1 Regular Academic Session  Class Nbr: 1004
Class Section: 100  Component Lecture Final Exam v
Associated Class: 100 Units: 300

Meeting Pattern View A Fist B 4 or1 B Loct

Facility ID Capacity Pat Mtg Start MtgEnd M T W T F § § *Start/End Date EE

MTHM 225 Q4R Q [e0saw [0z @ E @ A EE 0172012 5 (04302012
Req Rm[MTHM 225 | I

Contact Hours

Instructors For Meeting Pattern Customize | Find | view A1 B0 B Fost B4 o0 B oot
| Assignment JIiEHIEE

n Name in or Print Access Contact

1006179  C  AlmeidaKatia M Primin: ¥ Approve ¥ =1

Room Characteristics

*Room Characteristic

23 Q TEC Level 02 ] =

ESavel S\ Return to Sean:h‘ 1E Prev Lit | +[E] Mext in List ‘ [=] Netify |

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

New Window | Help | Custamize Page |

Step

Action

12.

section.

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

If necessary, use the arrow buttons at the top of the box to locate the correct

13.

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

14.

Go to step 15.

Go to step 22.

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

e (Classroom managed by the University Registrar

e C(Classroom assigned to my academic organization

15.

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

16.

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

17.

Click the Look up Facility ID button.
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ASE WESTERN RESERVE
NIVERSITY  rorpg

Home Add to Favorites | Signout
Favorites Main Menu > Curriculum @anagemeﬂt > S(hedule'uf Classes » Maintain Schedule of Classes

Look Up Facility ID

Facility 1D: begins with |
Building: begins with |

Room: begins with » |
Room Capacity: = + |

Look Up Clear | Cancel ‘Eag\chgkuu

Search Results

(blank) 999
(blank) 999
(blank) 999
(blank) 999
244 17
(blank) 999
(blank) 999

Step Action

18. A list of all classrooms assigned to your academic organization appears in the
search results. Also on the list are General Assighment rooms. Select the
appropriate room.

The following Facility IDs will be available in the Facility ID Look Up screen:

- Classrooms reserved for the department

- General Assignment rooms not scheduled by the University Registrar

- TBA (to be determined)

- TBS TBS (to be scheduled - use to signal that the Req. Rm. field is being used as well)
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CASEWESTERN RESERVE
S UNIVERSTITY  gop g Home | AddtoFavoites | Signout
Favgrites - Main Menu > Curriculum Management > Schedule of Classes > Maintain Schedule of Classes
New Window | Help | Customize Page |
BasicData Meetings Enroliment Cntrl Reserve Cap Notes Exam
Course ID: 000101 Course Offering Nbr: 1
Academic Institution:  Case Western Resene Univ
Term: Spring 2012 Undergrad
Subject Area: ANTH Anthropology
‘Catalog Nbr: 102 Being Humn Intr SociCul Anth

]

Class Sections

Session: 1
Class Section: 100  Component: |ecture
Associated Class: 100 Units: 300

Meeting Pattern

Facility ID Capacity Pat Mtg Start Mtg End

JTHM 244 Q. g7[RQ [e0saw | [02e @ P @ A E 072012 5 (04302012
Reg. Rm Q [

Instructors For Meeting Pattern
Assignment [[EHESS

1006179  C  AlmeidaKatia M Primin: v Approve ¥ =1

Fist Bl 1 o2 O ast

Find | View Al

Regular Academic Session  Class Nbr: 1004
Final Exam Yes A

First Kl 1 or 1 Bl Lot
HE

M TWTF § S *Start/End Date

Contact Hours
-
ize | Find | view Al ED] Fist K01 of 1 B Loct

Contact

Room Characteristics

*Room Characteristic

23 Q TEC Level 02

& save

| .E\Reaulnlt:Sean:h‘ (8] Frevious in List | +E] Next in List ‘ [=] netity |

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

Step

Action

19.

The room's code appears in the Facility ID field. Its capacity appears into the
Capacity field to the right.

Capacity
S—

20.

Click the Save button.
ﬁ Save

21.

This completes the process of changing a classroom.
End of Procedure. Remaining steps apply to other paths.
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L CASEWESTERN RESERVE
R UNIVERSITY g

Favorites Main Menu > Curriculum @anagemeﬂt > S(hedule'uf Classes » Maintain Schedule of Classes

BasicData | Meetings | EnrolimentCntrl | ReseveCap | Notes | Exam

Course ID: 000101 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Spring 2012 Undergrad

Subject Area: ANTH Anthropology

Catalog Nbr: 102 Being Humn Intr SociCul Anth

Frst B 1 orz O Losy

Class Sections

Session: 1 Regular Academic Session  Class Nbr: 1004
Class Section: 100  Component: Lecture Final Exam Yes -
Associated Class: 100 Units: 3.00

Fst B 1 or1 B st

Meeting Pattern Eind | View All

+
*Start/End Date =l

011712012 |5 [04/30/2012 [

Facility ID Capacity Pat  MtgStart Migknd M T W T F S S
MTHM 244 Q 47 TR QG [9:05AM | [10:20MM| M @) [ @] [ [ ]

Req. Rm Q [

Contact Hours

Instructors For Meeting Pattern Customize | Find [ view A1 0 B rrst B4 or Lo

Assignment T Workload

[l Print Access Contact
1006179 @ AImeida Katia M Approve - =

|Fm:|||E #

R haracteristic

TEC Level 02

ESavel ‘QReQulnluﬁmrnh‘ 1 Fravious in List | A[E] Mext in List ‘ [=] motify |

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

Hol | AddtoFavorites | Signout

Mew Window | Help | Customize Page |

Step Action

Room) fields.

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

23. Click the Look up Facility ID button.

24. Click the TBS TBS link.

25. Click the Look up Req. Rm button.

a]
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WA CASE WESTERN ERVE
UNIvsnsnn&:‘smM

Favgrites . Main Menu > Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

Home Add to Faverites Sign out

Look Up Req. Rm

Facility 1D: begins with + |
Building: begins with ¥ |

Room: begins with + |
Room Capacity: = hd |

Look Up Clear | Cancel ‘Bag\chgkup

Search Results

CHAPEL 600
(blank) 999
103 124

Step Action

26. The Look Up Req. Rm search window 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.

27. Click the Look Up button.
Look Lp
28. All rooms in buildings beginning with the letter appear in the search results. Select

the appropriate room.

MAMDC 107

29. Click the Save button.
ﬁ Save
30. This completes the process of changing a classroom.

End of Procedure.
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Change or Add Instructor

This topic demonstrates how to change or add instructors to a class meeting pattern.

In the SIS, the term "instructor" can apply to a faculty instructor, adjunct instructor, teaching
assistant, or grading proxy. Individuals are set up as instructors on the Instructor/Advisor screen
by the staff of 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 midterm and final grades
are submitted. 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 Print=

Procedure

Use the directions in this topic to replace an instructor or add an additional instructor to a class
section.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and

password.
Step Action

1. Click the Main Menu.
Main lﬂenu

2. Click the Curriculum Management menu.
|_I Curriculum Management |

3. Click the Schedule of Classes menu.
‘I_l Schedule of Classes ‘

4, Click the Maintain Schedule of Classes link.
|_j Maintain Schedule of Classes |
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W CASE WESTERN RESERVE
UNIVERSITY g ms Home | AddioFavorites | Signout

Favgrites - Main Menu » Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

New Window | Help | &,
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
Maximum number of rows to return {up to 300): (300

Academic Institution: = + aQ
Term: = Q

Subject Area: hd ’70\
Catalog Nbr: begins with ,7
Academic Career: = - -
Campus: begins with + ,70\
Description: begins with » ,7

Course ID: begins with + ’70\

Course Offering Nbr: = - Q

[Tl case Sensitive

Search ‘ Clear |Basic search [E) Save Search Criteria

Step Action

5. The Maintain Schedule of Classes search screen appears.

Click the Look up Academic Institution button.

6. Click the CASE1 list item.
1

7. Click the Look up Term button.

8. The Look Up Term window appears.

Select the appropriate term from the list.
Fall 2019

9. Click the Search button.
Search
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CASEWESTERN RESERVE
UNIVERSITY  orme

Add to Favorites | Signout

B

Favorites Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » Maintain Schedule of Classes

New Window | Helo | w5, 1
Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 200): |300

Academic Institution: = ¥ CASE1 Q

Term: = - e a

Subject Area: = - ,70\

Catalog Nbr: beginswith v |

Academic Career: = - A

Campus: begins with w ,70\

Description: begins with « ,7

Course ID: begins with + liq

Course Offering Nbr: = - ’70\

[CIcase sensitive |
Search ‘ Clear |Basic Search [ Save Search Criteria

Search Results

la

FASEY 375 Undergrad MAIN 00150 1
CASE1 475 Graduate MAIN Human Evol.The Fossil Evidence 000150 2
CASE1 102 Undergrad MAIN Being Humn Intr Soc/Cul Anth 000101 1
CASE1 103 Undergrad MAIN Intro to Human Evolution 000102 1
CASE1 107 Underarad MAIN  Archaeology: An Infroduction 000105 1
CASE1 202 Undergrad MAIN Archaeology of Eastern M. Amer 000106 1
CASE1 215 Undergrad MAIN Intr to Medical Anthropology 000107 1
CASE1 295 Undergrad MAIN Comparative Primate Behavior 000109 1
iavascriptsubmitAction wind(documentwind. #ICRow("); FPAN — Aothronalnay of —
.
Step Action
10. All courses owned by your department and scheduled during the chosen term

appear in the search results. Select the appropriate class.
| Intro to Human Evolution |

11. The Basic Data tab appears.

Click the Meetings tab.
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WA CASE WESTERN RESERVE
UNIVERSITY " o mg Home | AddioFavorites | Signout

Favgrites - Main Menu > Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

BasicData Meetings Enroliment Cntrl Reserve Cap Notes Exam

Course ID: 000101 Course Offering Nbr: 1

Academic Institution:  Case Western Resenve Univ

Term: Spring 2012 Undergrad

Subject Area: ANTH Anthropology

‘Catalog Nbr: 102 Being Humn Intr SociCul Anth

Class Sections Find| view a1 Fist Bl 1 o2 B st
Session: 1 Regular Academic Session  Class Nbr: 1004
Class Section: 100  Component Lecture Final Exam v
Associated Class: 100 Units: 300

Meeting Pattern Find | View A First Kl 1 or 1 Bl Lot

Facility ID Capacity Pat Mtg Start MtgEnd M T W T F § § *Start/End Date EE

TBS TES Q. gog[TR QL [205aM | [1020M [ @ [ @ [ B [ 011772012 [ 043002012
Req. Rm MANDC 107 | I

Contact Hours

Instructors For Meeting Pattern Customize | Find | view A1 ED] 8 Fist B4 o1 B oot
| Assignment JIiEHIEE

D Erint Access Contact

1006179  C  AlmeidaKatia M Primin: ¥ Approve ¥ =1

Room Characteristics

*Room Characteristic

23 Q TEC Level 02 ] =

ESavel S\ Return to Sean:h‘ 1E Prev Lit | +[E] Mext in List ‘ [=] Netify |

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

New Window | Help | Custamize Page |

Step

Action

12.

section.
100

Before making changes to the Instructors for Meeting Pattern box, confirm that
you are viewing the correct class section by looking at the Class Section field.

If necessary, use the arrow buttons at the top of the box to locate the correct

13.

for Meeting Pattern box.

EmplID.

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

Important: Do not delete the contents of the ID field and overwrite the existing

14.

or click Cancel to cancel the deletion of the row.

A confirmation message appears. Click the OK button to continue deleting the row,

70

SIS_SOC.doc



CASEWESIERNRESERVE
UNIVERSITY  for e

think beyond the possible Schedule of Classes

. C WESTERN RESERVE

UNIVERSITY  corms fome | AddtoFsvortss | Sionout

Favuvntes i Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » Maintain Schedule of Classes

New Window | Help | Customize Page | 8] v ]

BasicData | Meetings | EnrolmentCnin | ReseveCap | Notes | Exam

Course ID: 000101 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Spring 2012 Undergrad

Subject Area: ANTH Anthropology

Catalog Nbr: 102 Being Humn Intr SociCul Anth

Class Sections Find | view AN Frst Bl oz O Last
Session: 1 Regular Academic Session  Class Nbr: 1004
Class Section: 100  Component: Lecture fid Bxam ves M
Associated Class: 100 Units: 3.00

Meeting Pattern View A Fist Bl or1 B Loy

Facility ID Capacity Pat Mtg Start MtigEnd M T W T F S § *Start/End Date HE

TBS TBS Q. ggg TR @ [3:05AM | [10:20AM | ) [ 1 @ 1 [ ) (01M772012 [ [0413012012 [
Reg, Rm|MANDC 107 |, I

Contact Hours

Instructors For Meeting Pattern customize | Find | view ] B0 B Frst Bl g ope B et
Assignment [

Rﬂ le

Q Prim In: w
Room Characteristics Custol m:lem:llE Frst B 4 ore B s
*Room Characteristic *Quantity
Q TEC Level 02 1 FH =
ﬁsk;vel ‘QReQulnluﬁmrnh‘ 4[] Pravious in List | A[E] Mext in List ‘ [=] Matify |

Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Notes | E

Step Action

15. Enter the instructor's EmplID into the ID field, or click the Look Up ID button.

16. The Look Up ID window 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.

17. Enter the instructor's first name into the First Name field.

18. Click the Look Up button.
Look Up

19. 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 (CWRU Network ID), and National ID
(SSN).

Almeida,Katia M
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If an instructor does not appear after repeated attempts to search for him or
her, it most likely means that the individual is not entered into the SIS as an

"instructor" yet.

Fill out and submit an Add/Update/Delete Instructor/Advisor/TA/Grading
Proxy Form for that individual and return it to the Office of the University

Registrar.

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

CASEWETERNREERVE
UNIVERSTITY wor s

Favuvntes i Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » Maintain Schedule of Classes

BasicData | Meetings | EnrolmentCnin | ReseveCap | Notes | Exam

Course ID: 000101 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Spring 2012 Undergrad

Subject Area: ANTH Anthropology

Catalog Nbr: 102 Being Humn Intr SociCul Anth

Class Sections Eind | view a1 rest 4oz O Last
Session: 1 Regular Academic Session  Class Nbr: 1004
Class Section: 100  Component: Lecture fid Bxam ves e
Associated Class: 100 Units: 3.00

Meeting Pattern Find | View All Fst B 1 or1 B st

Facility ID Capacity Pat Mtg Start MtigEnd M T W T F § § *Start/End Date HE

TBS TBS Q. ggg TR @ [3:05AM | [10:20AM | ) [ 1 @] 1 [ ] (01H772012 [ [0413012012 [
Reg, Rm|MANDC 107 |, I

Contact Hours

Instructors For Meeting Pattern Customize | Find | view An| Oy Bl Frst By oy B oot
Assignment [

finstructor Print Access Contact
Role

hoos179 @ AImeida Katia M Prim In: = Approve ¥ & =

Room Characteristics

ﬁsk;vel ‘QReQulnluﬁmrnh‘ 4[] Pravious in List | A[E] Mext in List ‘ [=] Matify |

Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Notes | E

Home | AddtoFavortes | Signout

New Window | Help | Customize Page | 8] v ]

Step

Action

20.

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.
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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 should 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. To add another instructor (or Grading Proxy or TA), click the Add a new row button
in the Instructor for Meeting Pattern box.

22. A new Instructor row appears. Repeat the steps to enter the instructor's EmplID
into the ID field.

23. Click the Save button.

E] Save

24, This completes the process of changing or adding an instructor.

End of Procedure.
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Indicate a Final Exam for a Class Section

This topic demonstrates how to indicate that a final exam period is needed for a class section.

The Final Exam field appears on the Meetings tab for courses listed in the Undergraduate and
Graduate academic careers. Itis 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, allowing the Office of the University Registrar 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 have the Final Exam field set
to "No" 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 still 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.

The final exam flag does not appear anywhere that students can see it and is used solely for the
scheduling of final exams.

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 an exam time must be added during the normal term (e.g., midterm exam), and outside of the
standard meeting time, then a separate topic applies. Please see the topic called Creating an
Exam Outside of the Regular Meeting Pattern for directions.

/

After Print=
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Procedure

Use the directions in this topic to indicate that a class section is utilizing a standard final exam
period.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and

password.
Step Action

1. Click the Main Menu.

2. Click the Curriculum Management menu.
|I'l'| Curriculum Management

3. Click the Schedule of Classes menu.
‘f"_‘l Schedule of Classes ‘

4, Click the Maintain Schedule of Classes link.
|D Maintain Schedule of CI35595|

Home | AddtoFavortes | Signout

Favorites Main Menu > Curriculum Mvanagement > S(hedule'nf Classes > Maintain Schedule of Classes

New Window | Help | &,

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
Maximum number of rows to return (up to 300): |300
Academic Institution: = + Q
Term: - Q

Subject Area:

Catalog Nbr: begins with +

Academic Career: = hd -
Campus: begins with + ’70\
Description: begins with + ,7

Course ID: begins with » ,70\

Course Offering Nbr: = A (&}

[C] case Sensitive

Search ‘ Clear |Basic Search [E Save Search Criteria
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Step Action

5. The Maintain Schedule of Classes search screen appears.

Click the Look up Academic Institution button.

[&]

6. Click the CASE1 list item.

7. Click the Look up Term button.

8. The Look Up Term window appears.

Select the appropriate term from the list.
Fall 2019

9. Click the Search button.
Search

(CASEWESTERN RESERVE
UNIVERSITY  gerpg Add to Favorites | Sign out

Favn'ritas Mavaenu s Curriculum Management > Schedule of Classes > Maintain Schedule of Classes
New Window | Help |

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

Maximum number of rows to return (up to 300). |300

Academic Institution: = ~ CASE1 Q,

Term: = - ,211370\
Subject Area: = - ’70\
Catalog Nbr: beginswith v |

Academic Career: = - A

Campus: begins with vlio\
Description: begins with V,i

Course ID: begins with 7,70\
Course Offering Nbr: = - ’70\

[Cl case Sensitive

Search ‘ Clear |Basic Search [E) Save Search Criteria

Search Results

[

2118 ANAT 375 Undergrad H 1
2118 ANAT 475 Graduate MAIN Human Evol.The Fossil Evidence 000150 2
2118 ANTH 102 Undergrad MAIN Being Humn Intr Soc/Cul Anth 000101 1
2118 ANTH 103 Undergrad MAIN Intro to Human Evolution 000102 1
2118 ANTH 107 Undergrad MAIN  Archaeology: An Introduction 000105 1
2118 ANTH 202 Undergrad MAIN Archaeology of Eastern M. Amer 0001068 1
2118 ANTH 215 Undergrad MAIN Intr to Medical Anthropology 000107 1
2118 ANTH 205 Undergrad MAIN  Comparative Primate Behavior 000109 1

| MAIN_ Anthronaloau of 010984 1

[iavascrintsubmitAction winO(documentwind #ICRow0"): |
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Step Action

10. All courses owned by your department and scheduled during the chosen term
appear in the search results. Select the class that must be deleted from the
schedule.

|Intrn to Human Evolution |

11. The Basic Data tab appears.

Click the Meetings tab.
Meetings |

CASEWESTERNRE.SEM
AN UNIVERSITY ~ po e

Favgrites - Main Menu > Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

Home | AddtoFaverites | Signout

New Window | Help | Custamize Page |

BasicData Meetings Enroliment Cntrl Reserve Cap Notes Exam

Course ID: 000101 Course Offering Nbr: 1
Academic Institution:  Case Western Resenve Univ

Term: Spring 2012 Undergrad

Subject Area: ANTH Anthropology

‘Catalog Nbr: 102 Being Humn Intr SociCul Anth

Class Sections Find | View Al Fist Bl 1 o2 B Last

Session: 1 Regular Academic Session Class Nbr: 1004
Class Section: 100  Component Lecture F=lEem hd
Associated Class: 100 Units: 300

Meeting Pattern Find | View A First Kl 1 or 1 Bl Lot
EHE
TBS TBS Q  ggg TR Q@ [0:05AaM |[1020MM (@ E @ A1 F [ [9917/2012 | [04130/2012

Facility ID Capacity Pat Mtg Start MtgEnd M T W T F § § *Start/End Date

Req. Rm MANDC 107 | I

Contact Hours

Instructors For Meeting Pattern Customize | Find | view At B st K 1 o1 B Lost
| Assignment JIiEHIEE

D LLED Print Access Contact
Role — S Sl

1006179 O Primin: «

23 Q TEC Level 02 1 =
ESavel S\ Return to Sean:h‘ 1 Previous in List | +[E] Mext in List ‘ [=] Netify |

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

Step Action

12. The Meetings tab appears.

Before making changes, please make sure that the correct class section is displayed
in the Class Section field.

If necessary, use the arrow buttons at the top of the box to locate the correct

section.
13. Click the Final Exam list.
Yes -

Student Information System Training Guide 77



Schedule of Classes

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/
registrar/dates/final-exam-schedule/). Final exams may be scheduled for
courses outside the grid by emailing courses@case.edu.

The final exam flag does not appear anywhere that students can see it and is
used solely for scheduling the final exams.

(CASE WESTERN RESERVE

UNIVERSITY g1 ,86
think beyond the possible’

Step Action
14. Select Yes from the list.
15. Click the Save button.
E] Save
16. This completes the process of indicating a final exam for a class section.

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

This topic demonstrates how to create 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 Print checkbox is turned on. 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
Print is activated on the class section affected.

This process is not meant to be utilized to schedule final exams during the final exam week.
5

After Print = f-\—\‘)

Procedure

Use the directions in this topic to schedule an exam outside of a class section's regular meeting
pattern.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and

password.
Step Action
1. Click the Main Menu.
Main Lﬂenu

2. Click the Curriculum Management menu.
|_I Curriculurn Management |

3. Click the Schedule of Classes menu.
‘I_l Schedule of Classes ‘

4. Click the Maintain Schedule of Classes link.
|_j Maintain Schedule of Cla55e5|
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CASEWESTERN RESERVE
SUNIVERSTITY  porpp Home | AddioFavorites | Signout

Favgrites - Main Menu » Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

New Window | Help | &,
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
Maximum number of rows to return {up to 300): (300
Academic Institution: = + aQ
Term: = Q

Subject Area:

Catalog Nbr: begins with

Academic Career: = - -
Campus: begins with + ,70\
Description: begins with » ,7

Course ID: begins with + ’70\

Course Offering Nbr: = - Q

[Tl case Sensitive

Search ‘ Clear |Basic search [E) Save Search Criteria

Step Action

5. The Maintain Schedule of Classes search screen appears.

Click the Look up Academic Institution button.

[4]

6. Click the CASEL1 list item.

7. Click the Look up Term button.
8. The Look Up Term window appears.

Select the appropriate term from the list.

9. Click the Search button.
Search

80 SIS_SOC.doc



% CASE WESTERN RESERVE
UNIVERSITY o g6
think beyond the possible’

Schedule of Classes

CASEWESTERN RESERVE
UNIVERSITY  orme

Add to Favorites | Signout

B

Favorites Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » Maintain Schedule of Classes

New Window | Helo | w5, 1
Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 200): |300

Academic Institution: = ¥ CASE1 Q

Term: = - e a

Subject Area: = - ,70\

Catalog Nbr: beginswith v |

Academic Career: = - A

Campus: begins with w ,70\

Description: begins with « ,7

Course ID: begins with + liq

Course Offering Nbr: = - ’70\

[CIcase sensitive |
Search ‘ Clear |Basic Search [ Save Search Criteria

Search Results

la

FASEY 375 Undergrad MAIN 00150 1
CASE1 475 Graduate MAIN Human Evol.The Fossil Evidence 000150 2
CASE1 102 Undergrad MAIN Being Humn Intr Soc/Cul Anth 000101 1
CASE1 103 Undergrad MAIN Intro to Human Evolution 000102 1
CASE1 107 Underarad MAIN  Archaeology: An Infroduction 000105 1
CASE1 202 Undergrad MAIN Archaeology of Eastern M. Amer 000106 1
CASE1 215 Undergrad MAIN Intr to Medical Anthropology 000107 1
CASE1 295 Undergrad MAIN Comparative Primate Behavior 000109 1
iavascriptsubmitAction wind(documentwind. #ICRow("); FPAN — Aothronalnay of —
.
Step Action
10. All courses owned by your department and scheduled during the chosen term

appear in the search results. Select the appropriate class.

Intro to Human Evolution

11. The Basic Data tab appears.

Click the Meetings tab.

Student Information System Training Guide 81



Schedule of Classes

CASEWESIERNRESERVE
UNIVERSITY  £er e

think beyond the possible”
(CASEWESTERN RESERVE
UNIVERSITY ;o Home | AddtoFavorites | Signout

Favgrites - Main Menu > Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

New Window | Help | Customize Page |
BasicData Meetings Enroliment Cntrl Reserve Cap Notes Exam

Course ID: 000101 Course Offering Nbr: 1

Academic Institution:  Case Western Resenve Univ

Term: Spring 2012 Undergrad

Subject Area: ANTH Anthropology

‘Catalog Nbr: 102 Being Humn Intr SociCul Anth

Class Sections Find| view a1 Fist Bl 1 o2 B st
Session: 1 Regular Academic Session  Class Nbr: 1004
Class Section: 100  Component Lecture Final Exam v
Associated Class: 100 Units: 300

Meeting Pattern Find | View Al First Kl 1 or 1 Bl Lot
EHE
TBS TBS Q  ggg TR Q@ [0:05AaM |[1020MM (@ E @ A1 F [ [9917/2012 | [04130/2012

Facility ID Capacity Pat Mtg Start MtgEnd M T W T F § § *Start/End Date

Req. Rm MANDC 107 | I

Contact Hours

Instructors For Meeting Pattern Customize | Find | view A1 ED] 8 Fist B4 o1 B oot

Assignment [[EHESS

D Erint Access Contact

1006179  C  AlmeidaKatia M Primin: ¥ Approve ¥ =1

Room Characteristics

23 Q TEC Level 02 1

& save | S\ Return to Search ‘ )

+[E] Mext in List ‘ [=] Netify |

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

Step

Action

12.

by looking for the number in the Class Section field.

Before making changes, please make sure that the right class section is displayed

13.

In the Meeting Pattern group box, click the Add a new row button.
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Favuvnte; i Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » Maintain Schedule of Classes

BasicData | Meetings | EnrolmentCninl | ReseveCap | Wotes | Exam

Course ID: 000101 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Spring 2012 Undergrad

Subject Area: ANTH Anthropology

Catalog Nbr: 102 Being Humn Intr SociCul Anth

Class Sections Find | view Al rrst Bl orz O Last
Session: 1 Regular Academic Session  Class Nbr: 1004
Class Section: 100  Component: Lecture fid Bxam ves e
Associated Class: 100 Units: 3.00

Meeting Pattern View Fist o 2of2 n Last

Facility ID Capacity Pat Mtg Start MtigEnd M T W T F S § *Start/End Date HE
TBA SR Q AREOEREE (0172012 [ (04302012 [H

Req. Rm Q [

Instructors For Meeting Pattern Customize | Find | view 1| B0 B st B4 oy B Leat
Assignment Tw.:tlmd

finstructor Print Access Contact
Role

Home | AddtoFavortes | Signout

New Window | Help | Customize Page | 8] v ]

Contact Hours

1006179 Q Almeida Katia M Prim In: = Approve - . El
Room Characteristics Customize | Fing | 12 Frst Bl 4 or1 I Last
*Room Characteristic *Quantity
23 Q TEC Level 02 1 =

B Savel Ll Return to Search ‘ 1] Pravious in List | A[E] Mext in List ‘ [=] Matify |

Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Notes | E

Step Action
14. A new Meeting Pattern row appears.
Click the Facility ID 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.
15. The Look Up Facility ID screen appears. All classrooms assigned to your academic
organization appear. Select the appropriate classroom from the search results.
CMMNH
16. Click the Look up Pat (Pattern) button.
4]
17. Select the appropriate code for the day of the week that the exam will take place.
FEri
18. Enter the start time for the exam into the Mtg Start field.
19. Press [Tab] on your keyboard.
20. A standard meeting-end time will appear in the Mtg End field. Edit this field as
necessary.
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Step Action
21. Click the OK button.
22. Enter the date that the exam is occurring into the Start Date field.
072012
23. Enter the same date into the End Date field.
WA CseWESTERN RESERVE
@ UNIVERSITY & Home Add fo Favorites Sign out
Mew Window | Help | C Page | &
BasicData | Meetings | EnrollmentCntrl | 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 Inirto Human Anat & Physio Il
Class Sections Find | View Al First 4] 10r2 B Last
Session: 1 Regular Academic Session Class Nbr: 3804
Class Section: 100 Component:  Lecture Final Exam
Meeting Pattern Find | View All First [ ZUIZE Last
: HE
Facility ID Capacity Pat Mtg Start MtgEnd M T w T F s s *Start/End Date
s o g (R Ja (Moo oo [ 0 O @ O O o (s B o |5
Req. le:lox Exam or Mtg Desc: | ‘
Contact Hours
instructors For Meeting Pattern ize | Find First | 10f1 " Last
Assignment Y Workload
v} Hame % Print Access Contact
Room Characteristics Customize | Find | First (4] 1 or1 [ Last
*Room Characteristic *Quantity
[ = E
D seve| QRewmtosearen| £ 2] Nextin List | =] Hotify
Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam
& Local intranet H100%
Step Action
24, Enter purpose of the non-standard meeting time into the Exam or Mtg Desc
(Meeting Description) field.
25. Click the Save button.
Bl save
26. This completes the process of creating an exam outside of a class's regular meeting

pattern.

The non-standard meeting time will appear in the Schedule of Classes so that
students are aware of the time commitment, and cannot schedule another class
during that time.

End of Procedure.
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Require that Students Get Instructor/Department Permission to Enroll

This topic demonstrates how to indicate if students must get permission from the class
instructor or department in order to register for 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 Print = ¥

Procedure

Use the directions in this topic to require that students get permission from the instructor of
record (or department) in order to register for the class.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and
password.

Step Action

1. Click the Main Menu.
Main Menu
2. Click the Curriculum Management menu.

|_I Curriculurn Management |

3. Click the Schedule of Classes menu.
‘I_l Schedule of Classes ‘
4. Click the Maintain Schedule of Classes link.

|_‘| Maintain Schedule of Cla5se5|
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W CASE WESTERN RESERVE
UNIVERSITY g ms Home | AddioFavorites | Signout

Favgrites - Main Menu » Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

New Window | Help | &,

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
Maximum number of rows to return {up to 300): (300
Academic Institution: = + aQ
Term: = Q

Subject Area:

Catalog Nbr: begins with

Academic Career: = - -
Campus: begins with + ,70\
Description: begins with » ,7

Course ID: begins with + ’70\

Course Offering Nbr: = - Q

[Tl case Sensitive

Search ‘ Clear |Basic search [E) Save Search Criteria

Step Action

5. The Maintain Schedule of Classes search screen appears.

Click the Look up Academic Institution button.

7. Click the Look up Term button.
8. The Look Up Term window appears.

Select the appropriate term from the list.

9. Click the Search button.
Search
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CASEWESTERN RESERVE
UNIVERSTTY o mg

B

Add to Favorites | Signout
Favorites Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » Maintain Schedule of Classes

New Window | Helo | w5, 1
Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 200): |300

Academic Institution: = ¥ CASE1 Q

Term: = - e a

Subject Area: = - ,70\

Catalog Nbr: beginswith v |

Academic Career: = - A

Campus: begins with w ,70\

Description: begins with « ,7

Course ID: begins with + liq

Course Offering Nbr: = - ’70\

[CIcase sensitive 1
Search ‘ Clear |Basic Search [ Save Search Criteria

Search Results

[ b
FASEY 375 Undergrad MAIN 00150 1
CASE1 475 Graduate MAIN Human Evol.The Fossil Evidence 000150 2
CASE1 102 Undergrad MAIN Being Humn Intr Soc/Cul Anth 000101 1
CASE1 103 Undergrad MAIN Intro to Human Evolution 000102 1
CASE1 107 Underarad MAIN  Archaeology: An Infroduction 000105 1
CASE1 202 Undergrad MAIN Archaeology of Eastern M. Amer 000106 1
CASE1 215 Undergrad MAIN Intr to Medical Anthropology 000107 1
CASE1 295 Undergrad MAIN Comparative Primate Behavior 000109 1
iavascriptsubmitAction wind(documentwind. #ICRow("); FPAN — Aothronalnay of —

.
Step Action
10. All courses owned by your department and scheduled during the chosen term

appear in the search results. Select the appropriate class.
Intra to Human Evolution

11. The Basic Data tab appears.

Click the Enrollment Cntrl tab.

Enrollment Ci
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E CASEWESTERN RESERVE
UNIVERSTITY o g Home | AddioFavorites | Signout

Favgrites - Main Menu > Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

BasicData Meetings Enrollment Cntrl Reserve Cap Notes Exam

Course ID: 000101 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ
Term: Spring 2012 Undergrad
Subject Area: ANTH Anthropology
Catalog Nbr: 102 Being Humn Infr SociCul Anth
Enroliment Control Find | View All
Session: 1 Regular Academic Session Class Nbr: 1004
Class Section: 100 Component:  Lecture EventID: 000049163
Associated Class: 100  Units: 3.00
“Class Status: Active M Sl C
Class Type: Enrollment Enroliment Status: Open
*Add Consent: Mo Consent ¥ Requested Room Capacity: 48 Total
*Drop Consent: Mo Consent ' Eprollment Capacity: 46 g
15t Auto Enroll Section: \
2nd Auto Enroll Section: Minimum Enroliment Nbr:

[“I cancet if Student Enrolled

Fost Bl 1 or2 D Loy

New Window | Help | Customize Page | /5

Esavel QRemmmchn‘ +E] Previous in Lis | +E] Mext in List ‘ Elumyl

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

< n

Step

Action

12.

correct section.

Before making changes, please make sure that you are viewing the correct class
section by looking at the Class Section field.

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

13.

indication.

Mo Consent -

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

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

88

SIS_SOC.doc



CASE WESTERN RESERVE

UNIVERSITY  gora6
think beyond the possible’ SChedUIe Of Classes

Step Action

14. 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 |
15. Click the Save button.
E] Save
16. This completes the process of requiring that a student obtain instructor or

department permission to register for a class.
End of Procedure.
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Change the Enroliment Capacity of a Class

This topic demonstrates how to change the enrollment capacity of a class section.

The Enrollment Capacity field resides on the Enrollment Control tab. The field is used to limit the
number of students who can enroll in a class section as well as for assigning classrooms. Once
the enrollment capacity is reached, the class section automatically closes to enroliment. If no
enrollment limit is desired, this number should be set to a realistic expectation for the
enrollment of the course so that an appropriately sized room can be assigned.

/

After Print= ¥

Procedure

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and
password.

Step Action
1. Click the Main Menu.
Main Menu
2. Click the Curriculum Management menu.

|_I Curriculurn Management |

3. Click the Schedule of Classes menu.
‘I_l Schedule of Classes ‘
4. Click the Maintain Schedule of Classes link.

| [£] Maintain Schedule of Classes |
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CASEWESTERN RESERVE
SUNIVERSTITY g Home | AddtoFavorites | Sionout

Favorites Main Menu > Curriculum Mvanagement > S(hedule'nf Classes > Maintain Schedule of Classes

New Window | Help | /5

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
Maximum number of rows to return (up to 200): |300
Academic Institution: = ¥ Q
Term: = - aQ
Subject Area: =

Catalog Nbr: begins with +

Academic Career: = - A
Campus: begins with » ,70\
Description: begins with + ,7

Course ID: begins with + liq

Course Offering Nbr: = - aQ

[[] case Sensitive

Search ‘ Clear |Basic Search [E) Save Search Criteria

Step Action

5. The Maintain Schedule of Classes search screen appears.

Click the Look up Academic Institution button.

Q

6. Click the CASE1 list item.

7. Click the Look up Term button.
8. The Look Up Term window appears.

Select the appropriate term from the list.

9. Click the Search button.
Search
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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

Maximum number of rows to return {up to 300): (300

Academic Institution: = ’CASEﬂiQ

Term: = e o
Subject Area: = - ’70\
Catalog Nbr: begins with ,7

Academic Career: = - -

Campus: begins with + Q
Description: begins with +

Course ID: begins with + Q,
Course Offering Nbr: = - Q
[Tl case Sensitive

Search ‘ Clear |Basic Search [E Save Search Criteria

(CASE WESTERN RESERVE
UNTVERSTTY 1o pug

Mew Window | Help | &,

Search Results

Course Offering Nbr

ub
2118 ANAT 3715 Undergrad

375 MAIN Human Evol.The Fossil Evidence 000150 1

2118 ANAT 475 Graduate MAIN Human Evol The Fossil Evidence 000150 2
2118 ANTH 102 Undergrad MAIN Being Humn Intr Soc/Cul Anth 000101 1
2118 ANTH 103 Underarad MAIN  Intro to Human Evolution 000102 1
2118 ANTH 107 Undergrad MAIN  Archaeology: An Introduction 000105 1
2118 ANTH 202 Undergrad MAIN  Archaeology of Eastern N. Amer 000106 1
2118 ANTH 215 Undergrad MAIN Intr to Medical Anthropology 000107 1
2118 ANTH 295 Underarad MAIN  Comparative Primate Behavior 000109 1
| MAIN_ Anthronaloau of 010984 1

[iavascrintsubmitAction winO(documentwind #ICRow0"): |

UNIVERSITY g 816
think beyond the possible”

Step

Action

10.

All courses owned by your department and scheduled during the chosen term
appear in the search results. Select the appropriate class.
| Intro to Human Evalution |

11.

The Basic Data tab appears.

Click the Enrollment Cntrl link.

" Enroliment Cnirl
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E CASEWESTERN RESERVE

UNIVERSITY o me

Favorites Main Menu > Curriculum Mvanagement > S(hedule'nf Classes > Maintain Schedule of Classes

BasicData | MWeetings | EnrolmentCntri | ReseveCap | Wotes | Exam

Course ID: 000101 Course Offering Nbr: 1

Academic Institution:  Case Western Reserve Univ

Term: spring 2012 Undergrad

Subject Area: ANTH Anthropolagy

Catalog Nbr: 102 Being Humn Intr Soc/Cul Anth

Enroliment Control Eind | View Al First ] 1020 Last
Session: 1 Regular Academic Session Class Nbr: 1004
Class Section: 100 Component:  Lecture EventiD: 000049183
Associated Class: 100  Units: 3.00
“Class Status: Active h
Class Type: Enroliment Enroliment Status: Open
*Add Consent: InstCnsnt ¥ Raquested Room Capacity: 46 Total
*Drop Consent: Mo Consent ¥ pproliment Capacity: 46 g

1st Auto Enroll Section: I
-

2nd Auto Enroll Section:

Home | AodtoFsvorites | Signout

New Window | Help | Customize Page | &,

Minimum Enroliment Nbr:

[Z] cancet if Student Enrolled

2 55ve| S\ Return to Search ‘ LE | +[E] Mext in List ‘ [=] Netify |

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

4

n 3

Step

Action

12.

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.

100

13.

Enter the desired number into the Enrollment Capacity field.

14,

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.

15.

Click the Save button.
E] Save

16.

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 topic demonstrates how to create 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 of class, or that the class meets off-campus after its first meeting.

/

After Print=

Procedure

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and
password.

Step Action
1. Click the Main Menu.
Main lﬂenu
2. Click the Curriculum Management menu.

|._| Curriculum Management

3. Click the Schedule of Classes menu.
‘I_l Schedule of Classes ‘

4. Click the Maintain Schedule of Classes link.
||J Maintain Schedule of Classes |
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CASEWESTERN RESERVE
SUNIVERSTITY g Home | AddtoFavorites | Sionout

Favorites Main Menu > Curriculum Mvanagement > S(hedule'nf Classes > Maintain Schedule of Classes

New Window | Help | /5

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
Maximum number of rows to return (up to 200): |300
Academic Institution: = ¥ Q
Term: = - aQ
Subject Area: =

Catalog Nbr: begins with +

Academic Career: = - A
Campus: begins with » ,70\
Description: begins with + ,7

Course ID: begins with + liq

Course Offering Nbr: = - aQ

[[] case Sensitive

Search ‘ Clear |Basic Search [E) Save Search Criteria

Step Action

5. The Maintain Schedule of Classes search screen appears.

Click the Look up Academic Institution button.

Q

6. Click the CASE1 list item.

7. Click the Look up Term button.
Q]
8. The Look Up Term window appears.

Select the appropriate term from the list.

9. Click the Search button.
Search
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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

Maximum number of rows to return {up to 300): (300

Academic Institution: = ’CASEﬂiQ

Term: = e o

Subject Area: = - ’70\

Catalog Nbr: begins with ,7

Academic Career: = - -

Campus: begins with + ,70\

Description: begins with + ,7

Course ID: begins with + ’70\

Course Offering Nbr: = - liq

[case Sensitive |
Search ‘ Clear |Basic Search [E Save Search Criteria

(CASE WESTERN RESERVE
UNTVERSTTY 1o pug

Mew Window | Help | &,

Search Results

ub Course Offering Nbr

2118 ANAT 375 Undergrad MAIN Human Evol.The Fossil Evidence 000150 1
2118 ANAT 475 Graduate MAIN Human Evol The Fossil Evidence 000150 2
2118 ANTH 102 Undergrad MAIN Being Humn Intr Soc/Cul Anth 000101 1
2118 ANTH 103 Underarad MAIN  Intro to Human Evolution 000102 1
2118 ANTH 107 Undergrad MAIN  Archaeology: An Introduction 000105 1
2118 ANTH 202 Undergrad MAIN  Archaeology of Eastern N. Amer 000106 1
2118 ANTH 215 Undergrad MAIN Intr to Medical Anthropology 000107 1
2118 ANTH 205 Underarad MAIN  Comparative Primate Behavior 000109 1

| MAIN_ Anthronaloau of 010984 1

[iavascrintsubmitAction winO(documentwind #ICRow0"): |

UNIVERSITY g 816
think beyond the possible”

Step

Action

10.

All courses owned by your department and scheduled during the chosen term
appear in the search results. Click on the appropriate class.
Intro to Human Evolution

11.

The Basic Data tab appears.

Click the Notes tab.
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UNIVERSITY

Favorites Main Menu > Curriculum Mvanagement > S(hedule'nf Classes > Maintain Schedule of Classes

BasicData | Meetings | EnrolimentCntl | ReseveCap | Wotes | Exam

Course ID: 000101 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ

Term: spring 2012 Undergrad

Subject Area: ANTH Anthropology

Catalog Nbr: 102 Being Humn Intr Soc/Cul Anth

Class Sections

Session: 1 Regular Academic Session  Class Nbr: 1004
Class Section: 100 Component  Lecture EventiD: 000049183
Associated Class: 100  Units: 300
Class Notes Fist Bl ort B Loc
+
*Sequence Number: ﬁ EI
*Print Location: After e [“Even if Class Notin Schedule
Note Nbr: Q
Copy Mote
Free Format Text:
Clear Note

EST 1826

Home | AodtoFsvorites | Signout

New Window | Help | Customize Page | &,

Eind | view Al

B save | SLReturn to Search | 1

| ¥ nextinList | =T watity |

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

4

n b

Step Action
12. Before making changes, please make sure that you are viewing the correct class
section by looking at the Class Section field.
If necessary, use the arrow buttons in the box header to locate the correct section.
13. The Free Format Text field can be used to type a note about that class that will
appear in the searchable schedule of classes that is used by students, instructors,
and staff.
14. Notes can also 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.
Important: It's not a good idea to use another department's note, because a note
can change at any time at the request of the academic organization that owns it.
15. Select the appropriate note from the search results.
EMG-1TH
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ECASEWBTERNRESEM
UNIVERSITY

EST 1826

Favgrites - Main Menu > Curriculum Management > Schedule of Classes > Maintain Schedule of Classes

BasicData | Meetings | EnrolimentCnin | ReseweCap | Notes | Exam

Course ID: 000101 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ

Term: Spring 2012 Undergrad

Subject Area: ANTH Anthropology

Catalog Nbr: 102

Being Humn Intr Soc/Cul Anth
Class Sections

Find Iview a1 Fust Bl 1oz B Loy

Session: 1 Regular Academic Session  Class Nbr: 1004
Class Section: 4100 Component:  Lecture EventID: 000049163
Associated Class: 100  Units: 3.00

Class Notes

v Fist B4 ot B ey
+
*Sequence Number: ﬁ HE
*Print Location: After A [Tl Even if Class Notin Schedule
Hote Hbr: poos & Permission to register may be obtained from the CSE ~
Copy Note Dean's Office, itnpermit@case.edu, or (216) 368- =

8859. This course section only for students inthe TN~
Free Format Text:

Clear Note

Home | AddtoFevorites | Signout

New Window | Help | Customize Page | 5}

& save .E\Retumlu&w:n‘ 4[] Prewious in Lis |‘Eux|m_s| [=] Motify

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

<

n

Step

Action

16.

The note appears in the Note Nbr text box.

To remove a note from a class, click the Delete Row button, which looks like

a minus sign.

Step

Action

17.

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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E CASEWESTERN RESERVE
UNIVERSITY perume Home | AodtoFsvorites | Signout
Favorites Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » Maintain Schedule of Classes
New Window | Help | Customize Page | &,
BasicData | Meetings | EnrolimentCntl | ReserveCap | Motes | Exam
Course ID: 000101 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ
Term: spring 2012 Undergrad
Subject Area: ANTH Anthropology
Catalog Nbr: 102 Being Humn Intr Soc/Cul Anth
Class Sections Fl'itn 1of2 ] Last
Session: 1 Regular Academic Session  Class Nbr: 1004
Class Section: 100 Component  Lecture EventiD: 000049183
Associated Class: 100  Units: 300
Class Notes Fist B 4 ort B Las
*Sequence Number: ﬁ EI
*Print Location: After e [“Even if Class Notin Schedule
Note Nbr: Q
Free Format Text: Permission to register may be obtained from the CSE  »
Clear Note Dean's Office, itnpermit@case edu, or (216) 368- =
8859. This course section only for students inthe TN~
ESauel S\ Return to Search ‘ 8] Previous in Lit | +E] Mext in List ‘ [=] Matity |
Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Notes | Exam
< e 3
.
Step Action
18. The note copies to the Free Format Text field where it can be edited as necessary.

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

19. Click the Save button.
ﬁ Save
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Favorites - Main Menu : Curriculum Management > Schedule of Classes > Class Search
-
Class Details
Status @ open Career  Undergradusts
Class Number 1004 Dates 1/17/2012 - 4/30/2012
Session Regular Academic Session Grading Regular Grades
Units 3 units Location Main Campus
Campus Case Wastern Reserve Univ
Class Components  Lecture Required v
Days & Times. Room Instructor Meeting Dates Topic
TuTh 9:05AM - 01/17/2012 -
10:20AM To Be Scheduled  Katia Almeida 04/20/2012 TBA
Th 12:00PM - Mather Memorial 03/15/2012 -
3:00PM E= 03/15/2012 [E=Tm E=m
Enrollment Information
Add Consent Instructor Consent Required
Class Attributes Available for Senior Citizen and Alumni Audit
Class Availability
Class Capacity 17 Wait List Capacity o
Enroliment Total o Wait List Total o =
Available Seats 17
Class Notes Permission to register may be obtained from the CSE Daan's
Office, itnpermit@case.edu, or (216) 368-8859. This course
section only for students in the ITN program. Must be registered
one week before classes start in order to participate.
The nature of culture and humans as culture-bearing animals. The range of cultural
phenomena including language, social organization, religion, and culture change, and the
relevance of anthropology for cantemperary social, econamic, and ecological problems.
VIEW SEARCH RESULTS
-

think beyond the possible”

Step

Action

20.

The note will appear in the searchable schedule of classes on the Class Details
screen.

21.

This completes the process of creating a class note.
End of Procedure.
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Cancel a Class after it's been Published
This topic demonstrates how to cancel a class section.

As discussed in the topic called Remove a Class Section from the Schedule, there are two ways
that a class can be removed from the schedule. The first, deleting the class section, can only be
used if Print has not been turned on and no students are registered for the class. The second,
canceling a class, is to be used when Print is turned on and/or students are registered for the
section.

After Print = \*f/
Procedure

Use the directions in this topic to cancel a class section.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and

password.
Step Action

1. Click the Main Menu.
Main Menu

2. Click the Curriculum Management menu.
|._| Curriculum Managerment

3. Click the Schedule of Classes menu.
‘I_l Schedule of Classes ‘

4, Click the Maintain Schedule of Classes link.
|_| Maintain Schedule of Classes |
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W CASE WESTERN RESERVE
UNIVERSITY g ms Home | AddioFavorites | Signout

Favgrites - Main Menu » Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

New Window | Help | &,
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
Maximum number of rows to return {up to 300): (300
Academic Institution: = + aQ
Term: = Q

Subject Area:

Catalog Nbr: begins with

Academic Career: = - -
Campus: begins with + ,70\
Description: begins with » ,7

Course ID: begins with + ’70\

Course Offering Nbr: = - Q

[Tl case Sensitive

Search ‘ Clear |Basic search [E) Save Search Criteria

Step Action

5. The Maintain Schedule of Classes search screen appears.

Click the Look up Academic Institution button.

4]

6. Click the CASE1 list item.

7. Click the Look up Term button.
8. The Look Up Term window appears.

Select the appropriate term from the list.

9. Click the Search button.
Search
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CASEWESTERN RESERVE
UNIVERSTTY o mg

| AddtoFavorites | Signout

B

Favorites Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » Maintain Schedule of Classes

New Window | Helo | w5, 1
Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 200): |300

Academic Institution: = ¥ CASE1 Q

Term: = - e a

Subject Area: = - ,70\

Catalog Nbr: beginswith v |

Academic Career: = - A

Campus: begins with w ,70\

Description: begins with « ,7

Course ID: begins with + liq

Course Offering Nbr: = - ’70\

[CIcase sensitive 1
Search ‘ Clear |Basic Search [ Save Search Criteria

Search Results

[ b
FASEY 375 Undergrad MAIN 00150 1
CASE1 475 Graduate MAIN Human Evol.The Fossil Evidence 000150 2
CASE1 102 Undergrad MAIN Being Humn Intr Soc/Cul Anth 000101 1
CASE1 103 Undergrad MAIN Intro to Human Evolution 000102 1
CASE1 107 Underarad MAIN  Archaeology: An Infroduction 000105 1
CASE1 202 Undergrad MAIN Archaeology of Eastern M. Amer 000106 1
CASE1 215 Undergrad MAIN Intr to Medical Anthropology 000107 1
CASE1 295 Undergrad MAIN Comparative Primate Behavior 000109 1
iavascriptsubmitAction wind(documentwind. #ICRow("); FPAN — Aothronalnay of —
.
Step Action
10. All courses owned by your department and scheduled during the chosen term

appear in the search results. Click on the appropriate class.
Intro to Human Evolution
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% CASE WESTERN RESERVE

UNIVERSITY 5o e

think beyond the possible’
E CASEWESTERN RESERVE
UNIVERSITY o g Home | AddioFavorites | Signout

Favgrites - Main Menu > Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

Basic Data Meetings Enrollment Cntrl Reserve Cap MNotes Exam

Course ID: 000101 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ
Tenp: Spring 2012 Undergrad Auto Create Compaonent
Subject Area: ANTH Anthropology
Catalog Nbr: 102 Being Humn Infr SociCul Anth
Class Sections Findlview ar Fost Bl 1or2 O Lot
*Session: 1 Regular Academic Session  Class Nbr: 1004 EHE
=Class Section: 100 =StaryEnd Date: 011712012 [[5(045302012 [0
“Component: LEC & Lecture Event ID: 000049163
*Class Type: Enroliment + =
“Associated Class: 1003 ynits: 300
“Campus: . Case
I SAMAIN Q
Location: CET s Schedule Print
Course Administrator: Student Specific Permissions
“Academic Organization: ANTH S anthropology
Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
*Holiday Schedule: CASEHS Case Holiday Schedule Generate Class Mtg Attendance
“Instruction Mode: P Sync Attendance with Class Mtg
’— GL Interface Required
Primary Instr Section: 100
Course Topic ID: Q. Print Topic in Schedule

New Window | Help | Customize Page | &, «

Equivalent Course Group

Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

Class Attributes

Step

Action

11.

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.

12.

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

13.

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
public to students. If there is no checkmark, then the section can be deleted. See
the topic called Remove a Single Class Section for directions.

|| Schedule Print |

14.

Click the Enrollment Cntrl tab.
Enroliment Crtrl |
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E CASEWESTERN RESERVE

UNIVERSITY o me

Favorites Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » Maintain Schedule of Classes

BasicData || Meetings | Enroumentcntr || ReseveCap | Motes | Exam

Course ID: 000101 Course Offering Nbr: 1

Academic Institution:  Case Western Reserve Univ

Term: spring 2012 Undergrad

Subject Area: ANTH Anthropology

Catalog Nbr: 102 Being Humn Inir SociCul Anth

Enroliment Control in First L] 10f2 o Last
Session: 1 Regular Academic Session Class Nbr: 1004
Class Section: 100 Component:  Lecture EventiD: 000049183
Associated Class: 100  Units: 3.00
“Class Status: Active h e
Class Type: Enroliment Enroliment Status: Open
*Add Consent: InstCnsnt ¥ Raquested Room Capacity: 17 Total
*Drop Consent: Mo Consent ¥ pproliment Capacity: 7 9

1st Auto Enroll Section: I
-

2nd Auto Enroll Section:

Home | AodtoFsvorites | Signout

New Window | Help | Customize Page | /&,

Minimum Enroliment Nbr:

[Z] cancet if Student Enrolled

ESavel .E\Reaulnlt:Sean:h‘ 1 Previous in List | +[E] Mext in List ‘ [=] Netify |

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

4

n 3

Step

Action

15.

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.
17

0

16.

Decision: Are students enrolled in the class section?

e Yes
Go to step 17.
e No

Go to step 33.
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E (CASE WESTERN RESERVE
UNIVERSITY g a4

Favgrites - Main Menu > Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

Worklist MultiChannel Console |  Add to Favorites | Sign out

New Window | Help | Customize Page | B}
Basic Data Meetings Enrollment Cntrl Reserve Cap Notes

1S Data Textbook GL Interface

Course ID: 000101 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Spring 2012 Undergrad
Subject Area: ANTH Anthropology
Catalog Nbr: 102 Being Humn Intr Soc/Cul Anth
Session: 1 Regular Academic Session Class Nbr: 1004
Class Section: 100 StartiEnd Date:  01/17/2012 0472012012
Component: LEC Lecture Event ID: 000049163
Class Type: Enroliment
Associated Class: 100 Units:  3.00 i
Campus: MAIN Case
Location: SA-MAIN Main Campus Schedule Print

Course Administrator: Student Specific Permissions

Academic Organization: ANTH Anthropology

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

Holiday Schedule: CASEHS Case Holiday Schedule Generate Class Mtg Attendance

Instruction Mode: P Sync Attendance with Class Mtg
N " GL Interface Required

Primary Instr Section: 100

Course Topic ID: Print Topic in Schedule

Equivalent Course Group

Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group:

Class Attributes

Step Action

17. Click the Curriculum Management menu.
| Curriculurn Managernent |

18. Click the Class Roster menu.

19. Click the Class Roster link.
|D Class Roster |
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UNIVERSITY  orme

Home Worklist MultiChannel Console |  Agdto Favorites | Signout

Favorites Main Menu > Curriculum Mvanagement > Class Enster » Class Roster

New Window | Help | B,

Class Roster

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

Find an Existing Value

Maximum number of rows to return (up to 200); (300

Academic Institution: begins with ¥ [CASET  Q
Term: begins with v ’212170\
Subject Area: begins with + ,ANTHiQ
Catalog Nbr: beginswith w [102 |
Class Nbr: = -
Class Section: begins with » ,7
Session: = - A
Course 1D: begins with + ,7
Course Offering Nbr: = - ,7
Search Clear |pasic gearch [E) Save Search Criteria
< " b

Step Action

20. The Class Roster search screen appears.
Enter the Academic Institution as CASE1.

Click the Look up Term button.
Q,

21. Select the appropriate term from the list.
22. Enter the subject of the course into the Subject Area field.
23. Enter the course's catalog number into the Catalog Nbr field.
24, Click the Search button.

Search
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ECASEWE‘-TERNFESEM
UNIVERSTTY " po s

Favgrites - Main Menu > Curriculum Management > Class Roster > Class Roster

Wortist |  MultiGhonnel Gonsole | Agd to Fevorites

Class Roster

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

Find an Existing Value

Maximum number of rows to return {up to 300): (300

Academic Institution: begins with + |CASE1 aQ
Term: begins with w [2121 Q
Subject Area: begins with v [ANTH aQ
Catalog Nbr: begins with ¥ [102
Class Nbr: = > |
Class Section: begins with + |
Session: = - -
Course ID: begins with » |
Course Offering Nbr: = > |

Search Clear |Basic Search [ Save Search Criteria

Search Results

nstitution [Term |Subject Area|Catalog Nbr|Class Nbr |Class Section|Ses:

2121 ANTH 102 1004 100 Reqular 000101 1 Being Humn Intr Soc/Cul Anth
2121 ANTH 102 1005 101 Regular 000101 1 Being Humn Intr Soc/Cul Anth

[javascript:submitAction_wimD(documem.winl}.‘#ICRowﬂ'): } m

Sign out

Mew Window | Help | /B

Step

Action

25.

If search results appear, select the appropriate section from the list.
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Home MultiChannel Conscle | Agd to Favorites |

Werklist Sign out

Favorites Main Menu > Curriculum Mvanagemeﬂt > Class Eoster » Class Roster

New Window | Help | Customize Page | &,
Class Roster

ANTH 102 -100 Being Humn Intr SociCul Anth
Lecture (1004) iCiass Detail}
Spring 2012 | Regular Academic Session | Case Western Reserve Univ | Undergraduste

~ Meeting Information

Days & Times Room Instructor Meaeting Dates Topic

TuTh 90541 - 10:2044 To Be Scheduled | Katia Almeida | 01117/2012 - 0413012012 | TBA
|Th 12:00PM - 3:00PM|Mather Memorial 244 Staff 0311512012 - 031512012 | Midterm Exam |

“Enrollment Status: | £" i

| There are no students currently enrolled in this class. |

gRe&umloSean:h‘ 8l Previcus in Lis | *Elnextmustl Eﬂmﬂy‘
Step Action

26. 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.

27. Return to the class section on the Maintain Schedule of Classes screen.
Click the Curriculum Management menu.
|I'l'| Curriculum Management

28. Click the Schedule of Classes menu.
‘ (3 Schedule of Classes

29. Click the Maintain Schedule of Classes link.
D Maintain Schedule of Classes
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CASE
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E CASEWESTERN RESERVE
UNIVERSITY g5 ms Home | AddioFavorites | Signout

Find an Existing Value

Favgrites - Main Menu > Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

Maintain Schedule of Classes

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

Academic Institution: = ~
Term: -

Subject Area:

-

Maximum number of rows to return {up to 300): (300

CASE1 Q
2121 Q
anth aQ

Catalog Nbr: begins with + 102

Mew Window | Heip | /B

Academic Career: = -
Campus: begins with + Q
Description: begins with »
Course ID: begins with + Q,
Course Offering Nbr: = - Q
[Tl case Sensitive
Search ‘ Clear |Basic Search [E Save Search Criteria
< m 3

30.

necessary.

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

31.

Click the Search button.
Search

32.

The Basic Data tab appears.

Click the Enrollment Cntrl tab.
Enroliment Cnirl |
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E CASEWESTERN RESERVE

UNIVERSITY  porme

Favorites Main Menu > Curriculum @anagement > S(hedule'nf Classes > Maintain Schedule of Classes

BasicData | MWeetings | EnrolmentCnini | ReseveCap | Wotes | Exam

Course ID: 000101 Course Offering Nbr: 1
Academic Institution:  Case Western Reserve Univ
Term:

Subject Area: ANTH Anthropology
Catalog Nbr: 102 Being Humn Intr Soc/Cul Anth

Enroliment Control Eind | View Al First ] 1020 Last

Session: 1 Regular Academic Session Class Nbr: 1004

Class Section: 100 Component:  Lecture EventiD: 000049183

Associated Class: 100  Units: 3.00

“Class Status: Active h

Class Type: Enroliment Enroliment Status: Open

*Add Consent: InstCnsnt ¥ Raquested Room Capacity: 17 Total

“Drop Consent: Mo Consent ¥ pproliment Capacity: 7 9

1st Auto Enroll Section: I
-

2nd Auto Enroll Section:

Home | AcdtoFsvorites | Signout

New Window | Help | Customize Page | &,

Spring 2012 undergrad

Minimum Enroliment Nbr:

[Z] cancet if Student Enrolled

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

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

4

n 3

Step

Action

33.

Click the Cancel if Student Enrolled option to drop all students from the class.
| "I Cancel if Student Enrolled |

34.

Click the Class Status list.
| Active |

35.

Click the Cancelled Section item.
|Cancelled Section |

36.

Click the Cancel Class button.
Cancel Class

37.

The class is now cancelled and any enrolled students have been dropped.

[o]

38.

Click the Save button.
@ Save

39.

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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Labeling Study Abroad Classes

This topic demonstrates how to label a class that can be taken during a study abroad
experience.

When students engage in international study, they receive credit at Case Western Reserve
University. To label the classes that are offered to study abroad students, a Course Attribute
value is added to the class's Schedule of Classes record.

Use the directions in this topic to label a class taken by students engaging in international study.
It requires the user to enter the SIS and work with a the Schedule of Classes module, where a
Class Attribute will be used to label the class as one taken during international study.

After Print = \f/
Procedure

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and
password.

Step Action

1. From the main menu, 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.

4. The Maintain Schedule of Classes search screen appears.

Enter the appropriate term into the Term field.

5. Click the Search button.
Search
6. Select the appropriate course from the search result list.

| Intro to Linear Algebra |
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TERN RESERVE

CAsEWES
UNIVERSITY g
=

| "Basic Data *(_leetings | EnrollmentCntrl_j Reserve Cap | Notes | Exam

LWSData j Textbook '\ [P}

“Holiday Schedule:
“Instruction Mode:
Primary Instr Section: 100

Course Topic ID:

Course Equivalent Course Group:

Class Equivalent Course Group:

*Session Regular Academic Session
*Class Section: 100

“Component: LEC &  Lecture

“Class Type: Enraliment v

*Associated Class:

~Campus: Case

~Location SAMAN ' aincampus

Course Administrator:

“Academic Organization:  MATH Q pathematics

Academic Group: cAS College of Arts & Sciences

Case Holiday Schedule

Course ID: 001960 Course Offering Nbr: 1

Academic Institution:  Case Western Reserve Univ

Term: Spring 2011 Undergrad [ B D@y
Subject Area: MATH Mathematics

Catalog Nbr: 201 Intro to Linear Algebra

First (4] 4 or1 ] Last

Find | View All

EE

Class Nor: 1715

*StartEnd Date: 0111012011 [ 0412512011 [l

EventID: 000045786

Schedule Print
Student Specific Permissions

Dynamic Date Calc Required
Generate Class Mtg Attendance

Sync Attendance with Class Mig
GL Interface Required

Print Topic in Schedule

Override Equivalent Course:

“Course “Course Attribute

Attribute alue

SRCH Q. Schedule Search CASSA @ Senior Audit Course =
&) Save | QReturno Search |+ revious i Uit | 4 NextinList | [ Notty

New Window | Help | Customize Page | &,

Schedule of Classes

Done

€& Local intranet | Protected Mode: Off

v w100% v

Step Action

*Class Section:

100

7. The Basic Data tab appears. If the class is offered more than once in a term, please
confirm that the appropriate section is visible before continuing. If necessary, use
the arrows in the blue header to locate the study abroad class section.

8. The Class Attributes group box may already contain a class attribute (e.g. Schedule
Search/Senior Audit Course). Do not remove any existing class attributes.
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CASE

'WESTERN RESERVE
UNIVERSITY

EST. 1826

CASE WESTERN RESERVE
UNIVERSTTY " gy

{ Basic Data Y(_lesfings | Enrollment Cnirl_j Resewve Cap | Notes Eam LuSData |~ Textoook [
Course ID: 001360 Course Offering Nbr: 1
Academic Institution:  Case Westem Reserve Univ
Term: Spring 2011 Undergrad A ETE R
Subject Area: WATH Wathematics
Catalog Nbr: 201

Iniro to Linear Algebra

*Session Regular Academic Session  Class Nbr: 1715

~Class Section: 100 *StartEnd Date; 011012011 [ 0412512011 [l
“Component: LEC Q  Lecture EventID; 000045786

*Class Type: Enroliment ¥

*Associated Class:

~Campus; case

“ SA-MAIN QO

Location: Main Campus Schedule Print

Course Administrator: ‘Student Specific Permissions
“Academic Organization:  MATH Q wathematics

Academic Group: cAS College of Arts & Sciences Dynamic Date Calc Required
*Holiday Schedule: Case Holiday Schedule Generate Class Mt Attendance
“nstruction Mode: Sync Attendance with Class Mtg

6L Interface Required
Primary Instr Section: 100

Course Topic ID: Print Topic in Schedule

Course Equivalent Course Group: Override Equivalent Course:

Class Equivalent Course Group:

“Course
A

SRCHQ, Schedule Search CcASSA @ Senior Audit Course =

B save &Rﬂurnmseurcnl | Pr:wnusmLul | Nmmuql [T wotity

think beyond the possible’

New Window | Help | Gustomize Page | &,

Done

@ Local intranet | Protected Mode: Off ¢

<

#100% ¥

Action

Click the Add a new row button in the Class Attributes group box.

If no class attributes exist, skip to the next step.

10.

Click the Look up Course Attribute button.
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CASE WESTERN RESERVE
MUNIVERSITY pyonuc

&R
New Window | Help | /5

Look Up Course Attribute

Course Attribute: begins with v

Description: begins with

LookUp | _clear | Gancel | pasicLookup

Search Results
15015

[Course Attribute Description

JocN JD Concentrations:

MDYR Wedicine - Year Offered
MEDS Medicine - Course Tupe
MLEN Medicine - Course Length
SRCH Schedule Search

@ Local intranet | Protected Mode: Off v w100% v

Step Action

11. Select Schedule Search.
| Schedule Search

12. Click the Look up Course Attribute Value button.

[]
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CASE WESTERN RESERVE
UNTIVERSTTY " gy

=3

MNew Window | Help |
Look Up Course Attribute Value

Course Attribute: SRCH
Description:  begins with v

LookUp | _clear | Gancel | gasicLookup

Search Results

.
CASSA Senior Audit Course
N m
NOPERMIT

5

No permit for closed dass
SPOTLIGHT ‘Semester Spotlight
STUDYABRD Study Abroad

Done

@ Local intranet | Protected Mode: Off Gy v ®100% v

Step Action

13. Select Study Abroad.
Study Abroad
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ST B

NIVERSITY

Schedule of Classes

B

/" Basic Data Y_Meslings | Enroliment Cnirl_j Reseve Gap |

Intro to Linear Algebra

*Session

Regular Academic Session

Class Nbr:
*Class Section: 100 *StartEnd Date:
“Component: LEC @ Lecture EventID:
~Class Type: Enrollment
*Associated Class:
~Campus: Case
~Location SAMAN ' aincampus
Course Administrator:

“Academic Organization:  MATH Q pathematics
Academic Group: cAS College of Arts & Sciences

“Holiday Schedule: Case Holiday Schedule

“Instruction Mode:

Primary Instr Section: 100

Course Topic ID:

Course Equivalent Course Group:

Class Equivalent Course Group:

Notes | FExam | LWSDala | Texbook |[¥
Course ID: 001960 Course Offering Nbr: 1
‘Academic Institution: Case Western Reserve Univ
Term: Spring 2011 Undergrad [ B D@y
Subject Area: MATH Mathematics
Catalog Nbr: 201

1715
0111012011 5 0412512011 [5
000045786

‘Schedule Print
‘Student Specific Permissions

Dynamic Date Calc Required
Generate Class Mig Attendance
‘Sync Attendance with Class Mig
GL Interface Required

Print Topic in Schedule

Override Equivalent Course:

“Course Attribute
Attribute Value
SRCHQ, Schedule Search CASSA

SRCHQL Schedule Search BTUDYABRD @, Study Abroad

D save | QRewmto searcn | 1 previous inist | 43 nextintist| (=] oty

Done

@ senior Audit Course

New Window | Help | Customize Page | &,

€ Local intranet | Protected Mode: Off

Qv R100% v

Step Action

14.

Click the Save button.
& save

15.

SIS_SR_StudyAbrd_Class.docx
End of Procedure.

This completes the process of adding the Study Abroad class attribute to a class.
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Advanced Scheduling

The topics in this section are used less often the topics in the previous section. They include
concepts and tasks that require more concentration than in other topics.

If you have difficulty performing the tasks demonstrated in these topics, please contact
courses@case.edu for assistance.

Combine Sections of Cross-Listed Courses

This topic demonstrates how to combine sections of courses that are cross-listed in the course
catalog. A cross-listed course is comprised of two or more courses that have the same title and
description, but are offered at two levels (e.g., 300 and 400) or are listed in two or more
subjects (e.g., 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 (e.g., 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.

2. 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.
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Please note: Combined sections are set up on specific sessions of terms. Should a cross-listed
course have to be changed to a different session, 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. Goto the Combined Sections table for that session and term. Delete the row of the
cross-listing from the table. Save.

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

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and
password.

Step Action

1. Click the Main Menu.
Main Menu
2. Click the Curriculum Management menu.

|._| Curriculum Management |

3. Click the Combined Sections menu.

4. Click the Combined Sections Table link.
|_| Combined Sections Table |

Student Information System Training Guide 119



% CASE WESTERN RESERVE

UNIVERSITY g 816
think beyond the possible’

E CASEWESTERN RESERVE
UNIVERSITY ~ror,p Home | AddioFevorites | Signout

Favgrites - Main Menu > Curriculum Management > Combined Sections > Combined Sections Table

Schedule of Classes

Mew Window | Help | &,
Combined Sections Table

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

Find an Existing Value
Maximum number of rows to return {up to 300): (300

Academic Institution: = + lcasel Q
Term: - Q

- -

Session:

Search Clear |pasic gearch [E) Save Search Criteria

< I »

Step Action

5. The Combined Section Table search screen appears.
Enter the Academic Institution as CASE1.

Click the Look up Term button.

A

6. Select the appropriate term from the list.
Fall 2019
7. Click the Session dropdown list.
| M
8. Select the Session during which the combined section will take place.

[Med - 2 week - Block 08A |

9. Click the Search button.
Search
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E CASEWESTERN RESERVE
UNIVERSITY  grms Home | Addtorsvorites | Signout
Favorites Main Menu > Curriculum Mvanagemeﬂt > Cumb\nedeectms » Combined Sections Table
New Window | Help | Customize Page | &, K

Combined Sections Table |

Academic Institution: Case Western Reserve Univ L

Term: Spring 2012

Session: Regular Academic Session

,bSTT— ’W W View Combined Sections =

[0576 [cLsciHsTY320 |cuHsazo View Combined Sections =

(0575 lcLscvLIT 224 |cLmLz24 View Combined Sedlions =

(0574 [osenwesTa12 [cLwea1z View Combined Sections =

(0573 |CLSCIARTH221 |cLscrarTH2 View Combined Sedlions =

(0572 |ASTR 306/406 |asTR306/40 View Combined Seclions =

(0571 [MPHP 306 - 100 |mPHP 306 - View Combined Sections =

(o570 [PHYS 3361436 |PHYS 31436 View Combined Seclions =

[0s69 [LATN 3081380 |LaTh 30872 View Combined Sections =

[0s68 |ENGL 3861486 101 |ENGL 38614 View Combined Seclions =

(0567 |ARTS 302/402 101 |ARTS 30314 View Combined Sections =

0566 [JAPN225 MWL 11225 - 2 [JaPwLIT2 View Combined Seclions =

(0565 |EECS344/600 |EECS344/80 View Combined Sections =

(0564 |CHEM 3051332 |cHEM 3083 View Combined Seclions =

(0561 |Biol319/419EECS319/EBME419/PHO  [Biol319/41 View Combined Sections =

(0559 [EDUCIPSCUSOCI338 |EDUCIPSCL View Combined Seclions =

(0857 [MGMT 215 - 100 [MGMT 315-0 View Combined Sections =

(0555 |CRSP S00/EPBI 500 |crsPiEPBIS View Combined Seclions =

(0554 |PHRM 521/ PATH 521 |PHRMPath52 View Combined Sections =

[nsa [P 890 1 PATH £2N [oHBMBathED \iow Cnmhined Sactinne =l -
< | I »

Step Action

10. The Combined Sections Table screen appears. This is where the Combined
Sections ID is created and named.

11. Click the Add a new row button to create a new combined section ID.
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Favgrites - Main Menu > Curriculum Management > Combined Sections > Combined Sections Table
New Window | Help | Customize Page | &, «

Combined Sections Table 1

Academic Institution: Case Western Reserve Univ E]

Term Spring 2012

Session: Reqular Academic Session

(o577 |BIOC 334434 |Blocaaans View Combined Seclions =]

[ps7s [ [ =l

0576 [cLsCHsTY320 |cumsazo View Combined Sections =

(0575 |cLscwLIT 224 |cLawiezs View Combined Sections =

0574 [clscwesT312 |cLmvgatz View Combined Sections =

(0573 |CLSCIARTH221 |cLsCIARTH2 View Combined Sections =

(0572 |ASTR 3081406 |#sTR306/40 View Combined Seclions =

(0574 [MPHP 206 - 100 [MPHP 306 - View Combined Sections =

(o570 [PHYS 3361436 |PHYS31436 View Combined Seclions =

(0560 |LATN 2081280 |LATH 20872 View Combined Sections =

|0s68 |ENGL 3861486 101 |ENGL 28614 View Combined Seclions =

(0567 |ARTS 3031403 101 [ARTS 30314 View Combined Sections =

|0s66 [1aPN225MWLI2S - 2 [ P2 View Combined Seclions =

(0565 |EECS3441600 |EECS344550 View Combined Sections =

(0564 |CHEM 305/332 |cHEM 30513 View Combined Seclions =

(05614 |Biol319/419EECS310/EBME41O/PHO  [Binl310/M44 View Combined Sections =

(0559 [EDUCIPSCLISOCI338 |ebucpscL View Combined Seclions =

(0557 [MGMT 315 - 100 [MGMT 315-0 View Combined Sections =

(0555 |CRSP S00/EPBI 500 |crRsPiEPBIS View Combined Seclions =

||r\n=n [PHEM 591 1 PATH 821 N Visw Commined Sactione [+ [=] T
< n b

Step Action

12.

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.

13.

Press [Enter] to copy the first ten characters of the Description field to the Short

Description field.

14,

Click the Save button.
@ Save

15.

Click the View Combined Sections link that appeared when you click Save.
|‘-Iiew Combined Sections
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E CASEWESTERN RESERVE

UNIVERSITY  gor g Home | AddtoFsvortes | Sianout

Favorites Main Menu > Curriculum Mvanagement > Cumb\nedeectmns » Combined Sections Table

New Window | Help | Customize Page | &,

Identify Combined Sections

Academic Institution: CASE1 Case Western Reserve Univ Permanent Combination
Term: 2121 Spring 2012 Skip Mig Pattern & Instr Edit
Session: 1 Regular Academic Session Warning: hitg Pattern & Ins tr

. N information w ill not be shared
Combined Sections ID: osre anth 350450 w ithin the combined s ection
~Combination Type: -

Reguested Room Capacity: Enrollment Capacity: ]
Wait List Capacity: o

7
Customize | Find | view All| First ] 10f1 [ Last
Combined Sections |33 Deseripton

*Class Nbr [ Subject  (Catalog Nbr Section | Stat

View Combined Sections Table

& ssve | A\ Returnto search | [ notity

< I 3

Step Action

16. The Identify Combined Sections screen appears.

Here, select the class sections that are being combined.

17. Click the Combination Type list.
| Cross Subject v|

18. Choose the type of sections that are being combined.
[Within Subject |

Cross Subject - class sections from different subject areas will be 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.
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Step Action

19. 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.

20. Enter the Enrollment Capacity field as the total number of students that can enroll
in the combined class.

If the Enrollment Capacities of all combined courses are the same, and all 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 enrollment capacity is full.

Step Action

21. Enter the room size that is needed for the combined section into the Requested
Room Capacity field.
22. Click the Look up Class Nbr button.

&]

& Mﬁn a6

Home Add o Favorites Sign out
Favorites : Main Menu > Curriculum Management > Combined Sections > Combined Sections Table

Academic Institution: CASE1
Term: 2121
Session: Regular Academic Session

Class Nbr: = - |

Academic Group: begins with ~ | QU

Subject Area: begins with | Q

Catalog Nbr: begins with « |

Class Section: begins with ¥ |

Lookup | clear | cancel |pasictookup

Search Results
Only the first 300 results of a possible 4798 can be displayed. Enter more search key
information and search again to reduce the number of search results
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Step Action
23. 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.
24. Click the Look Up button.
Look Up
25. All classes and sections scheduled within the chosen term will appear in the search
results. Select the class section that is being combined.
| BAFI 341 100 |
26. The Subject, Catalog Nbr, Section number, and enrollment and room capacity
fields default into the row.
27. Click the Add a new row button.
28. A new Class Nbr row appears.
Click the Look Up Class Nbr button.
29. Enter the subject area of the next section to be combined in the Subject Area field.
30. Click the Look Up button.
Look Up
31. Select the next class section that is to be combined from the search results.
| ECON 341 100 |
32. Repeat the process of adding class sections to the combined section if applicable.
33. Click the Save button.
Bl save
34, 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 in the same classroom at
the same time.
Be sure to run the Cross Listed Report to check for errors in your academic
organization's combined sections.
End of Procedure.
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Schedule a Class with Multiple Components

This topic demonstrates how to schedule a class with multiple components. A "component" is a
class format, such as a lecture, laboratory, or recitation. A course can be made of more than
one component, and it 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 section
of the class. 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.

Component Section | Class Type Associated Class

LEC 100 Enrall 100 (itself)

LAB 110 kaon-Enroll 100 {LEC)

LAB M 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.
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Component Section | Class Type Associated Class
LEC 100 Enrall 100 (jtself)

LEC 200 Enrall 200 {itsel)

LAB 110 Man-Enrall 100 (LEC 100)
LAB 1M Mon-Enrall 100 (LEC 100}
LAB 210 Mon-Enrall 200 (LEC 200)
LAB 211 Man-Enrall 200 (LEC 200)

Example 3

Schedule of Classes

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 (itzelf)

LAB 110 Mon-Enroll 9954 (either Enroll section)
LAE 111 Mon-Enroll 99599 (either Enrall section)
LAG 12 Mon-Enroll 9999 (either Enroll section)
LAB 13 Mon-Enrall 9399 f{either Enrall section)

Procedure

Use the directions in this topic to schedule all component sections of a multi-component course.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and

password.
Step Action
1. Click the Main Menu.
Main Lﬂenu

2. Click the Curriculum Management menu.
|_| Curriculurn Management |

3. Click the Schedule of Classes menu.
‘_I Schedule of Classes ‘

4, Click the Maintain Schedule of Classes link.
| =| Maintain Schedule of Classes |

Student Information System Training Guide

127




% CASE WESTERN RESERVE

UNIVERSITY po e

Schedule of Classes

think beyond the possible’
CASEWESTERN RESERVE
SUNIVERSTITY  porpp Home | AddioFavorites | Signout

Favgrites - Main Menu » Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

New Window | Help | &,

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
Maximum number of rows to return {up to 300): (300
Academic Institution: = + aQ
Term: = Q

Subject Area:

Catalog Nbr: begins with

Academic Career: = - -
Campus: begins with + ,70\
Description: begins with » ,7

Course ID: begins with + ’70\

Course Offering Nbr: = - Q

[Tl case Sensitive

Search ‘ Clear |Basic search [E) Save Search Criteria

Step Action

5. The Maintain Schedule of Classes search screen appears.

Click the Look up Academic Institution button.

4]

6. Click the CASE1 list item.

7. Click the Look up Term button.
QL
8. The Look Up Term window appears.

Select the appropriate term from the list.

9. Click the Search button.
Search
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CASEWESTERN RESERVE
UNIVERSITY  orme

| AddtoFavorites | Signout

B

Favorites Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » Maintain Schedule of Classes

New Window | Helo | w5, 1
Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 200): |300

Academic Institution: = ¥ CASE1 Q

Term: = - e a

Subject Area: = - ,70\

Catalog Nbr: beginswith v |

Academic Career: = - A

Campus: begins with w ,70\

Description: begins with « ,7

Course ID: begins with + liq

Course Offering Nbr: = - ’70\

[CIcase sensitive |
Search ‘ Clear |Basic Search [ Save Search Criteria

Search Results

la

FASEY 375 Undergrad MAIN 00150 1
CASE1 475 Graduate MAIN Human Evol.The Fossil Evidence 000150 2
CASE1 102 Undergrad MAIN Being Humn Intr Soc/Cul Anth 000101 1
CASE1 103 Undergrad MAIN Intro to Human Evolution 000102 1
CASE1 107 Underarad MAIN  Archaeology: An Infroduction 000105 1
CASE1 202 Undergrad MAIN Archaeology of Eastern M. Amer 000106 1
CASE1 215 Undergrad MAIN Intr to Medical Anthropology 000107 1
CASE1 295 Undergrad MAIN Comparative Primate Behavior 000109 1
iavascriptsubmitAction wind(documentwind. #ICRow("); FPAN — Aothronalnay of —
.
Step Action
10. All courses owned by your department and scheduled during the chosen term

appear in the search results. Click on the appropriate class.
Intro to Human Evolution
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CASE WESTERN RESERVE
I_ UNIVERSITY 826 Home Add to Favorites Sign out
(E3

Mew Window | Help | Customize Page | &, #

Schedule of Classes

{ BasicData | Weefings | EnrollmentCnirl | Resenve Cap | Moles | Exam |

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 wal  First ({4 or2 B L

*Session: . Regular Academic Session  Class Nbr: 3808

*Class Section: 1 *Start/End Date: |01/12/2009 [l |04/27/2009 |
*Component: A Lecture Event ID: 000031344

*Class Type: Enrollment

*Associated Class: 100/

*Campus: :| Case
. . SA-MAIN Q

Location: Wain Campus Schedule Print

Course Administrator: :l Student Specific Permissions

*Academic Organization: | BIOL X Biology

Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
*Holiday Schedule: Case Holiday Schedule Generate Class Mtg Attendance
“Instruction Mode: Sync Attendance with Class Mtg
GL Interface Required
Primary Instr Section: 100
Course Topic ID: Ca Print Topicin Schedule -
Course Equivalent Course Group: Override Equivalent Course
Class Equivalent Course Group: l:l
Class Attributes Customize | Find | View Al First 4] 1 of 1 [*] Last
*Course *Course Attribute v
& Local intranet HA00%

Step Action

11. 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 box header. Each number is a row on the course
offering, and each row is one section.

First E 1 of 2 [}

12. Click the Show next row button to move between sections one by one.
13. Click the View All link to see all sections on the page at one time.

Wiew All
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(=113

"ASE WESTERN RESERVE
VERSITY .

{ BasicData |_Mestings " EnrollmentCnirl | Reserve Cap | MNotss | FExam |
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 Evelution

Class Sections

Schedule of Classes

Home Add to Favorites

IMew Window | Help | C

Sign out

*Session:

*Class Section:

100
EQ Lecture

S, Regular Academic Session

Class Nbr:

3808

Find | View 1

*Start/End Date:

First 4] 12052 [F Last
FE=

Page |5 &

*Component: Event ID: 000031344

“Class Type: Enroliment

*Associated Class: O\

*Campus: Case —
*Location: SAMAN QU yain campus Schedule Print

Course Administrator: l:' Student Specific Permissions

=Academic Organization: |BIOL 2 Biology

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

*Holiday Schedule:
*Instruction Mode:

Primary Instr Section:

Course Topic ID:

1
100 |
e

Course Equivalent Course Group:

Class Equivalent Course Group:

Class Attributes

Case Holiday Schedule

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

Print Topic in Schedule

Override Equivalent Course

*Course

Customize | Find | V

*Course Attribute

First [4] 4 of 1 [ Last

Jiew All |

~

& Local intranet

EA00% -

Step

Action

14.

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.

15.

Click the Show next row button until you see a LAB section (or another non-
enrollment section).

L1

16.

The first Laboratory section is typically Class Section "110." Its Class Type is
typically Non-Enroll. Its Associated Class number is "100," meaning that it's
associated with the Enrollment section.

17.

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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% CASE WEST

Home

{ BasicData | Weefings | EnrollmeniCnirl | Reseve Cap | Moles | Exam

5

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

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 214 Genes and Evolution

Class Sections

4

Auto Create Component

ERN RESERVE

UNIVERSITY po e

Mew Window | Help | Customize Page | &, #

“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 ID:

Course Equivalent Course

Class Equivalent Course G

Class Attributes

[1]&%  Reguiar academic Session  Ciass Nbr:

LESJR Lectre
Enroliment v
L=

SA-MAIN Q
BIOL a,

1
]
Ca

Group:

roup: l:l

*Start/End Date:
Event ID:

Case

Main Campus

Biology
College of Arts & Sciences
Case Holiday Schedule

Find | View All

0
w2003 oz

Schedule Print
Student Specific Permissions

Dynamic Date Calc Required
Generate Class Mtg Attendance

Sync Attendance with Class Mtg
GL Interface Required

Print Topic in Schedule

Override Equivalent Course

“Course

Customize | Find | View All | First 4] 1 0f 1 O] Last
*Course Attribute

Add to Favorites

think beyond the possible’

Sign out

& Local intranet

0% -

Step

Action

18.

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.

19.

Select the appropriate component from the search results.
Laboratory

20.

Click the Class Type list.
Enroliment

21.

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.

Han-Enrall

22.

Enter the appropriate section number into the Class Section field. For example, if
this is the second lab section for the class, enter "111".

23.

Press [Tab] on your keyboard.
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ASE WESTERN RESERVE
UNIVERSITY B3é

Home Add to Favortes Sign out
(=113
Mew Window | Help | € page | B &

{ BasicData |_Mestings ;" EnrollmentCntrl | Reserve Cap | MNotss | FExam |

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 3 EE
*Session: ZlQ Regular Academic Session Class Nbr: 0 HE
*Class Section: 1] “StartEnd Date:
*Component: EQ Laboratory Event ID:
*Class Type: @l
*Associated Class: 0\
*Campus: l:l Case
“Location: Q Main Campus Schedule Print
Course Administrator: l:' Student Specific Permissions
“Academic Organization: Q Biology [Jinclude in Dynamic Date Calc
Academic Group: College of Arts & Sciences Dynamic Date Calc Required
“Holiday Schedule: Case Holiday Schedule Generate Class Mtg Attendance

*Instruction Mode: Sync Attendance with Class Mtg

CAS
GL Interface Required
Primary Instr Section:

Course Topic ID: l:lQ Print Topic in Schedule —
Course Equivalent Course Group: Override Equivalent Course
Class Equivalent Course Group: l:l

Class atinbutes : view Al B First [ 1 or 1 ] Last

>Course -

Done & Local intranet 1009 -

Step Action

24, 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
the Associated Class field.

25. Repeat the process of adding sections if needed. Follow Example 2 or 3 from the
Introduction to create the appropriate associations.

26. Click the Meetings tab.
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UNIVERSITY

CASE WESTERN RESERVE
S UNTVERSITY 826 Home Add to Favorites Sign out
(E3

New Window | Help | Customize Page | B,

BasicData | Meetings | EnrollmentCnirl " ReseveCap | MNotes | Exam |

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

Term: Spring 2009 Undergrad

Subject Area: BIOL Biology

Catalog Nbr: 214 Genes and Evolution

[Class Sections Find | View All Firsi

Session: 1 Regular Academic Session Class Nbr: 0

Class Section: m Component:  Laboratory Final Exam No

First [1] 1 ob1 [7] Last

Facility ID Capacity Pat  Mtg Start MigEnd M =Start/End Date BE

Find \l
T W T F 5 s
o % el @l I 000000 O b s
Reg.Rm l:lQ Exam or Mtg Desc: | ‘

Contact Hours

Instructors For Meeting Pattern
Assignment Y Workload
1D Hame “nstructor Print Access Contact
Role
[ I [ 1®3

Room Characteristics Customize | Fin
ZRoom Characteristic

— @ =

=] Savel LReturn to Searchl ] Frevious in Listl ] Nextin Lisll [=] Hotify |

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

&4 Local intranet E100% v

EST. 1826

think beyond the possible”

Step

Action

27.

each class section that is created.

Set up the Meeting Pattern and Instructor for Meeting Pattern group boxes for

28.

Click the Save button.
B save

29.

This completes the process of scheduling a class with multiple components.
End of Procedure.
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Schedule an Auto Enroll Class

This topic demonstrates how to schedule a multi-component class using 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 Enroliment Control tab.

Example 1
In this example, a student selects lab section 110 or 111, and then is automatically enrolled in
lecture section 100.

: Associated | 1t Auto Enroll
Component | Section | Class Type Class Section
LEC 100 Mon-Enrall 100 n'a
LAB 110 Enroll 100 100
LAB 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| 15t AutoEnroll Section
LEC 100 Enrall 100 110
LEC 200 Enrall 200 210
LAB 110 | Non-Enroll 100 n/a
LAB 210 MNon-Enrall 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.

Component | Secion Class Associated | 15t Auto Enroll 2" Auto
P Type class Section Enroll Section
LEC 100 Enroll 100 110 111
LAB 110 5 100 nfa nfa
Enroll
REC 111 p o 100 nla nla
Enroll
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Procedure

Use the directions in this topic to schedule a multi-component course offering that utilizes the
auto-enroll feature.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and
password.

Step Action

1. Click the Main Menu.
Main yenu
2. Click the Curriculum Management menu.

|[:I Curriculurn Management |

3. Click the Schedule of Classes menu.
‘f"_‘l Schedule of Classes ‘
4, Click the Maintain Schedule of Classes link.

| =] Maintain Schedule of Classes |

CASEWESTERN RESERVE

NIVERSITY ~ po s

Favgrites - Main Menu » Curiculum Management > Schedule of Classes > Maintain Schedule of Classes

Home | AddtoFaverites | Signout

New Window | Help | [,

Maintain Schedule of Classes

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

Find an Existing Value
Maximum number of rows to return {up to 300 (300
Academic Institution: = aQ
Term: = Q
Subject Area: =

Catalog Nbr: begins with +

Academic Career: = - -
Campus: begins with + ’70\
Description: begins with ,7

Course ID: begins with + lio\

Course Offering Nbr: = - Q

[Ccase sensitive

Search Clear | Basic Search Save Search Criteria
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Step Action

5. The Maintain Schedule of Classes search screen appears.

Click the Look up Academic Institution button.

Q

6. Click the CASE1 list item.

7. Click the Look up Term button.
')
8. The Look Up Term window appears.

Select the appropriate term from the list.

9. Click the Search button.
Search

. CASEWEST]:RN RESERVE

UNIVERSITY  ioe Home | AddioFevertes | Signout

Favn'ntas i Mavaenu s Curriculum Management > Schedule of Classes > Maintain Schedule of Classes

New Window | Help | 15,
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

Maximum number of rows to return (up to 300 |300

Academic Institution: = ~ ,CASEﬂiO\

Term: =~ iz @
Subject Area: = - ’70\
Catalog Nbr: beginswith v |
Academic Career: = - A
Campus: begins with vlio\

Description: begins with +

Course ID: begins with Q
Course Offering Nbr: = - aQ

[C] case Sensitive

Search ‘ Clear |Basic Search [E) Save Search Criteria

Search Results

Fist [ 1< | » RESH

Acad. Course ID[Course Offering Nbr
CASEY: 2118 ANAT 375 undergrad M Human Evol:The Fossil Evidence 000150 1
CASE1 2118 ANAT 475 Graduate MAIN Human Evol.The Fossil Evidence 000150 2
CASE1 2118 ANTH 102 Undergrad MAIN Being Humn Intr Soc/Cul Anth 000101 1
CASE1 2118 ANTH 103 Undergrad MAIN Intro to Human Evolution 000102 1
CASE1 2118 ANTH 107 Undergrad MAIN  Archaeology: An Infroduction 000105 1
CASE1 2118 ANTH 202 Undergrad MAIN  Archaeology of Eastern M. Amer 000106 1
CASE1 2118 ANTH 215 Undergrad MAIN Intr to Medical Anthropology 000107 1
CASE1 2118 ANTH 295 Undergrad MAIN Comparative Primate Behavior 000109 1
1

MAIN  Anthronalnm of ! 010264
iavascriptsubmitAction wind(documentwing, #ICRowd’: £ — =

Step Action

10. All courses owned by your department and scheduled during the chosen term
appear in the search results. Click on the appropriate class.
Intro to Human Evolution
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CASE WESTERN RESERVE
INIVERSITY i

Home Add to Favorites Siqn out

Mew Window | Help | Customize Pace | 5, #

{ BasicData |_Meetings | Enrollment Cntrl | Reserve Cap |” Motes | Exam |
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

~Session: 1 ]2 Reguiar Academic Session  Class Nbr: 1808

*Class Section: E *Start/End Date: B B
“Component: LEC|@  Lecture Event ID: 000031344

*Class Type: Nen-Enroll |+

*Associated Class: EO\

*Campus: :| Case

“Location: :HA_MAIN S wain campus Schedule Print

Course Administrator: :l sStudent Specific Permissions
*Academic Organization: | BIOL X Biology

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

Course Topic ID:

Course Equivalent Course Group:

Class Equivalent Course Group:

Class Attributes
*Course

[Class Sections

Ca

Print Topic in Schedule L_

Override Equivalent Course

]

First [4] 1 or 1 [M Last

Customize | Find | View All | &5

~Course Attribute v

& Local intranet HA00%

Step

Action

11.

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 o Last

12.

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."

100
IEIO\ Lecture

FClass Section:

FComponent:

13.

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.
Man-Enrall s

FClass Type:;

14.

associate sections of the course offering.

100|Q,

*Associated Class:

Classes that utilize the Auto Enroll fields still must use the Associated Class field to
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Step Action

15. To look at other sections, click the Show next row button.

0

"ASE WESTERN RESERVE
MIVERSITY 2 Home Add o Favorites Sign out

Er
Mew Window | Help | Customize Page | 5, #

{ BasicData | Weefings | EnrollmentCnirl | Reserve Cap |” MNotes | Exam |

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

~Segsion; 1 |2 mequaracagemic Session  Ciass Nbr: 9613 HE
*Class Section: *Start/End Date: E‘J @
*Component: O\ Laboratory Event ID: 000031345

*Class Type:

*Associated Class: EQ

*Campus: 4 Case

“Location: [SAMAN_ (R yain Campus Schedule Print

Course Administrator: :l Student Specific Permissions
=Academic Organization: | BIOL < Biology [Jinclude in Dynamic Date Calc

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

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

CAS
101 GL Interface Required

*Instruction Mode:

Primary Instr Section:

Course Topic ID: l:lQ Print Topic in Schedule B
Course Equivalent Course Group: Override Equivalent Course
Class Equivalent Course Group: l:l
Class Attributes Customize | Find | View All | First (4] 1 ot 1 [ Last
*Course *Course Attribute hd
% Local intranat H100% v
Step Action
16. 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.

17. Click the Enrollment Cntrl tab.
| Enroliment Cnirl |
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CASEWESTERN RESERVE
MIVERSITY 2 Home AAdd to Favorites Sign out

(E3

Mew Window | Help | Customize Page | .5,

BasicData | Meetings | EnrollmentCntrl {_ ReseveCap | 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

Enrollment Control

Session: 1 Regular Academic Session  Class Nbr: 9513
Class Section: 101 Component:  Laboratory EventiD: 000031345
*Class Status: [ active 2

Class Type: Enrollment Enrollment Status: Open

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

1st Auto Enroll Section: l:l

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

[ cancet if Student Enrolled

& save | [\ ReturntoSearch | +] Previous in List ‘ +E] Next in List MNotify

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

& Local intranet H100%

Step Action

18. 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.

19. Click the Show next row button to see other sections and enter the auto-enroll
section number into the 1st Auto Enroll Section field.

]

20. 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:

21. Click the Save button.
Bl save
22. 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.
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SOC Reports

The topics in this section demonstrate how to run Schedule of Classes reports.

Before Print is turned on, it is important to run this series of reports on your department'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.

Error Report

This topic demonstrates how to run the Schedule of Classes Error Report.

Before turning on the Print checkbox, all departments 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 departments to correct any errors.

This topic 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 called
"Resolving the SOC Error Report," or click on the link at the top of the report that says SOC -
Error Report FAQ.

SIS_SOC_ErrorRpt

Procedure

Use the directions in this topic to run an Error Report.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and
password.

Step Action

1. Click the Main Menu.
MainvMenu
2. Click the Curriculum Management link.

|_I Curriculurn Management |

3. Click the Schedule of Classes link.
|_I Schedule of Classes |

4, Click the CASE SOC - Error Report link.
[ |=] CASE 50C - Error Report |
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Step

Action

5.

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 have run the report, click the Add a New Value tab to
create a new Run Control ID.

Add a Mew Value

MUNIVERSITE - porafs Home | Workist | MutiChannel Console |

Favgrites - Main Menu > Curriculum Pﬂanagement > S(hedule'nf Classes > CASE SOC - Error Report

Add to Favortes |  Sign out

New Window | Help | )&,

SOC Error Report

Find an Existing Value Add a New Value

Run Control ID:|

Add

Eind an Existing Value | Add a New Value

. & Internet V'i" H100% :
Step Action
6. Enter an appropriate name for this reporting process into the Run Control ID field.
For example, enter your CWRU Network ID followed by "SOC_ERROR".
7. Click the Add button.
Add
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Favorites © M

Home | Workist | MuliChannel Console | AddtoFavertes |
ain Menu > Curr\:u\um@anagament b3 Schedule'ufclasses > CASE SOC - Error Report

Sign out

Mew Window | Help | C Page |

=)

Schedule of Classes - Error Report

Run Control ID:  80C_ERROR Report Manager Process Monitor S

*Academic Organization Q
*Term Q

B save

?
Done € 1ntermet 43 - ®|ioow -

Step Action

8. The Schedule of Classes - Error Report screen appears.

Enter your department's academic organization code into the Academic
Organization field.

9. 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.
10. Click the Run button.

Run
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SN LA RS BTN pop g Home | Workist | MultiChannel Console | Addto Faverites |  Sign out
Favu'rites ! Mam'Menu > Curriculum Management > Schedule of Classes » CASE S0OC - Error Report
New Window | Help | Customize Page | B,

Process Scheduler Request

User ID: 9 Run Control ID: SOC_ERROR

Server Name: Run Date: 08/09/2011 ]

Recurrence: RunTime:  |9:55224M Resetto Current DaterTime

Time Zone: a

Process List

g e Process Name Process Type “Type *Format Distribution

CWSR0021 CWSR0021 SQR Pracess Web v | |PDF *| D 1

0K Cancel
Done & Internet g v H00h v

Step Action
11. The Process Scheduler Request screen appears.

Click the OK button.
QK

12. Click the Process Monitor link.
Process Manitar
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WA CASE WESTERN R
MUNIVERSITL - gorois Home | Workist | MuliChannel Console | AddtoFavertes | Sign out

Favgrites | Main Menu > Curriculum Pﬂanagament b3 Schedulevof Classes > CASE SOC - Eror Report

Process List Server List
View Process Request For

Mew Window | Help | C Page |n

UserID: 1191 Q. Type: [ ] [Last v [ 1 [pas ¥ Refresn_|
Server: | v | Name: [ Q. Instance: | to |

Run | +| Distribution | v [ Save On Refresh

Status: Status:

Process List Customize | Find ¢ Al First Bl 4 o141 H

Process . Distributi
Select Instance | Seq. Process Tvpe User  |Run Date/Time Run Status
Select |Instance | Seq. | Process T Name User |Run DateTime BunStatus o200

452698 S0R Process CWSR0021 jiI91 08/09/2011 9:55:22AM EDT Initiated NiA Details

Go back to 80C Error Report

& save | [=] notify

Process List | Server List

< | ?

Process Instance:452698 € Internet 43 v ®|ioow -

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.
View Log/Trace

16. The View Log/Trace screen appears.

Click the link ending in .PDF.
cwsri021 452698 PDF
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& ® [ - gy colaborate ~ # sn =] B

CASE WESTEEN RESERVE UNIVERSITY
schedula of C srror maport

primg 2010
s - Stufants may mot b ibls to register for the following ol

B11 the srrors ars rasolved

& Unknown Zone -

Step Action

17. 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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Step Action
18. For a list of possible errors and warnings, along with explanations of each, click the
SOC - Error Report FAQs link.
|;:;: Error Boport FAQa |
19. 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).

= N'= NEEERE AL

20. This completes the process of running the SOC Error Report.

It is the responsibility of each academic organization to correct errors found in its
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.

Staffing Report

This topic demonstrates how to run 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 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 directions in this topic to run the Staffing Report.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and

password.
Step Action
1. Click the Main Menu.
Main lﬂenu

2. Click the Curriculum Management menu.
|_I Curriculurn Management |

3. Click the Schedule of Classes menu.
‘I_l Schedule of Classes ‘
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Step

Action

4.

Click the CASE SOC - Staffing Reports link.
[E] CASE SOC - Staffing Reports

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.

CASEWESTERNRESEIWE
SN UNIVERSITY

UNIVERSITY geruws

Add to Faverites | Sign out

Favgrites - Main Menu > Curriculum Management > Schedule of Classes > CASE SOC - Staffing Reports

New Window | Help | [,

SOC Staffing Reports

Eind an Existing Value Add a New Value

Run Control ID:

Add

Find an Existing Value | Add a New Value

Step Action
6. Enter an appropriate name for this reporting process into the Run Control ID field.
For example, enter your CWRU Network ID followed by "staffing".
7. Click the Add button.
Add
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CASEWESTERN RESERVE

MUNIVERSITY  cor a6
Favorites Main Menu > Curriculum Mvanagement > S(hedule'nf Classes > CASE SOC - Staffing Reports

Schedule of Classes - Staffing Reports

Run Control ID:  xyz_staffing Heporifignagel Process Monitor (1

Academic Organization Q
*Term Q

e

Mew Window | Help | Customize Page | W&

Home | AddtoFavortes | Signout

Step Action

8. The Schedule of Classes - Staffing Reports screen appears.

Click the Look up Academic Organization button.

[-E]

9. Select the appropriate academic organization from the list.

10. Click the Look up Term button.
&)
11. Select the appropriate term from the list.
Sum 2018
12. Click the Run button.
Run
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WA CASE WESTERN RESERVE
AH UNIVERSITY 5 Home | AddioFavorites | Signout

Favgrites . Main Menu > Curriculum Management > Schedule of Classes > CASE SOC - Staffing Reports

Process Scheduler Request

UserID: socl Run Control ID: xyz_staffing
ServerName: MMM ~  Runpate: 0912612071
Recurrence: ¥ Run Time: 11:52:56AM Reset to Current Date/Time
Time Zone: Q
Process List
Description Process Hame Process Type Type *Format Distribution
= CASE Instructor/Advisor Report CWSR0025 Crystal Web - PDF w Distribution
M| Staffing Report (Crystal) CWSR0026 Crystal Web ¥ PDF + Distribution

OK Cancel

New Window | Help | Custamize P

Saved

Step Action

13. The Process Scheduler Request screen appears.

Click the Select checkbox option next to Staffing Report

0]

in the Process List section.

14. Click the OK button.

OK

15. Click the Process Monitor link.

Process Monitor
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A
UNIVERSITY  gorums Home | AddioFavorites | Signout

Favorites Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » CASE SOC - Staffing Reports

Process List | Semnver List

View Process Request For

New Window | Help | Customize Page |

user ID: [soct @ Type: w Last - 1 Days - Refresh
Server: ¥ Hame: [ @, Instance: | o |

Run ~ Distribution - Save On Refresh

Status: Status:

Process List

501169 Crystal CWSR0026 socl 09/26/2011 11:52:56AM EDT Queued NiA Details

Go back o SOC Staffing Repors

B save | [=] motity

Process List| Server List

Step Action

16. 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
17. When Success and Posted appear, click the Details link.
Details
18. The Process Detail screen appears.

Click the View Log/Trace link.
View Log/Trace |

19. The View Log/Trace screen appears.

Click the link ending in .PDF.
CWSRO026 501169 PDE
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~
CASEWESTERN RESERVE Case Western Reserve University Page Page 1of 1
NIVERSIT
a6 Date: 97272007
Class Staffing Report e 543024 P
Biology - Fall 2008

Primary Organization BIOL  Biology
Diiulio,Nancy
Regular Academic Session Role Grading Access Units  Days Start./End Times BlgdRoom Start/End Dates
moL 103 101 Biclogical Issuss Primary Instructor “NDACCESS™ 30 TR SAD0AM (04500 AM  TBA
BICL 114 100 Principles of Biology Primary Instructor Approve 30 TBA
BioL 120 100 Cone for Mole View of Biol Il Primary Instructor Approve 30 TR 10:00:00 AM 11:15:00 AM  ROCK 402
BIOL 368 -100 The following sections are combined 20
ANAT 487 100 Topics in Evclutionary Biclogy Primary Instructor Approve MWF £8:30:00 AM  £:20:00 AM TBA
ANTH 487 100 Topies in Evclutionary Biclogy Primary Instructor Approve MWE 8:30:00 AM  8:20:00 AM TBA
BioL ) 100 Topies in Evclutionary Biclogy Primary Instructor Approve MWE 8:30:00 AM  8:20:00 AM TBA |
BioL 468 100 Topies in Evclutionary Biclogy Primary Instructor Approve MWE 8:30:00 AM  8:20:00 AM TBA
FHIL 367 100 Topics in Evoluticnary Biology Primary Instructor Approve MWF 83000 AM O0:2000 AM  TBA
BIOL 431-100 The following sections are combined. 30
ANAT 431 100 Statistical Mathods | Primary Instructor *NO ACCESS™ TR 10:00:00 AM 11:15:00 AM  TBA
BICL 431 100 Stafistical Methods | Primary Instructor O ACCESS™ " 1000:00 AM 11:15:00 AM  TBA
Primary Organization PHL  Philosophy
Princshouse, Patricia
Regular Academic Session Role Grading Access Units  Days Start./End Times Blgd/Moom StartiEnd Dates
BIoL 120 100 Conc for Mole View of Biol Il ‘Secondary Instrucior Grade 30 TR 10:00:00 AM 11:15:00 AM  ROCK 402 8/26/2008 12672008
BIOL 368 -100 The following sections are combined. 20
ANAT 487 100 Topies in Evclutionary Biclogy ‘Secondary Instrucior Grade MwE 8:30:00 AM  8:20:00 AM TBA
ANTH 467 100 Topios in Evoluticnary Biology Secondary Instructor  Grade MWF 8:30:00 AM G:20-00 AM  TBA
BioL 368 100 Topies in Evclutionary Biclogy ‘Secondary Instrucior Grade MWE 8:30:00 AM  8:20-00 AM TBA
BioL 468 100 Topies in Evclutionary Biclogy ‘Secondary Instrucior Grade MWE 8:30:00 AM  8:20-00 AM TBA
PHL 367 100 Topics in Evoluticnary Biology Secondary Instructor  Grade MWF 8:30:00 AM 22000 AM  TBA

v

Unknown Zane

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).

21.

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 MO ACCESS™

22.

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.

COENIGD,
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Step Action
23. 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.

Instructor Advisor Report

This topic demonstrates how to run the Instructor/Advisor Report.

The Instructor/Advisor Report lists the instructors and advisors available to a department.

Procedure

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and
password.

Step Action

1. Click the Main Menu.
Main Menu
2. Click the Curriculum Management menu.

|._| Curriculum Management |

3. Click the Schedule of Classes menu.

‘I_l Schedule of Classes ‘

4. Click the CASE SOC - Staffing Reports link.
|=| CASE SOC - 5taffing Reports

5. 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.

|
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L CASE WESTERN RESERVE
A UNIVERSITY 5o,

Add to Fave

Favgrites - Main Menu > Curriculum Management > Schedule of Classes > CASE SOC - Staffing Reports

New Window | Help |
SOC Staffing Reports

Find an Existing Value Add a New Value

Run Control ID:|

Add

Find an Existing Value | Add a New Value

Step Action

6. Enter an appropriate name for this reporting process into the Run Control ID field.
For example, enter your CWRU Network ID followed by "staffing".
7. Click the Add button.

Add
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MUNIVERSITY  cor a6
Favorites Main Menu > Curriculum Mvanagement > S(hedule'nf Classes > CASE SOC - Staffing Reports

Schedule of Classes - Staffing Reports

Run Control ID:  xyz_staffing Heporifignagel Process Monitor (1

Academic Organization Q
*Term Q

e

Mew Window | Help | Customize Page | W&

Home | AddtoFavortes | Signout

Step Action

8. The Schedule of Classes - Staffing Reports screen appears.

Click the Look up Academic Organization button.

9. Select the appropriate academic organization from the list.

10. Click the Look up Term button.

2]

11. Select the appropriate term from the list.

12. Click the Run button.
Run
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WA CASE WESTERN RESERVE
AH UNIVERSITY 5 Home | AddioFavorites | Signout

Favgrites . Main Menu > Curriculum Management > Schedule of Classes > CASE SOC - Staffing Reports

Process Scheduler Request

UserID: socl Run Control ID: xyz_staffing
ServerName: MMM ~  Runpate: 0912612071
Recurrence: ¥ Run Time: 11:52:56AM Reset to Current Date/Time
Time Zone: Q
Process List
Description Process Hame Process Type Type *Format Distribution
= CASE Instructor/Advisor Report CWSR0025 Crystal Web - PDF w Distribution
M| Staffing Report (Crystal) CWSR0026 Crystal Web ¥ PDF + Distribution

OK Cancel

\
New Window | Help | Custamize P p—

Step Action

13. The Process Scheduler Request screen appears.

Process List section.

&

Click the Select checkbox option next to CASE Instructor/Advisor Report in the

14. Click the OK button.

OK

15. Click the Process Monitor link.

Process Monitor
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. C WESTERN RESERVE
UNIVERSTITT por s Home | AddtoFavertes | Sinout

Favuvnte; i Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » CASE SOC - Staffing Reports

Process List | Semnver List

View Process Request For

New Window | Help | Customize Page | 8]

user ID: [soct @ Type: w Last - 1 Days - Refresh
Server: ¥ Hame: [ @, Instance: | o |
Run ~ Distribution - Save On Refresh

Status: Status:

Process List

Select [Instance |Seq.

501169 Crystal CWSR0026 socl 09/26/2011 11:52:56AM EDT Queued NiA Details

Go back o SOC Staffing Repors

B save | [=] motity
Process List| Server List
Step Action
16. 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
17. When Success and Posted appear, click the Details link.
Details |
18. The Process Detail screen appears.

Click the View Log/Trace link.
Wiew LogTrace

19. The View Log/Trace screen appears.

Click the link ending in .PDF.
CWSRO026 501169.PDF
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56808 o O & eern Aw Hd@i- T
~
“ASE WESTERN RESERVE Case Western Reserve University Page: Page 10f 1
E(L UNITVERSITY | a0 Instructor/Advisor Report Date: 8/27/2007

Time: 5:09:18 PM
Fall 2008 - Biology

Fall 2008 - Biology
Diiulio,Nancy Instructor Available Advisor, NO Scheduled In Term: YES

Drushel,Richard Frederick Instructor Available Advisor, YES Scheduled In Term: NO

Fall 2008 - Philosophy
Princehouse, Patricia Instructor Avallable Advsor.  NO Scheduled In Term:  YES

Unknaown Zang

Step Action

20. The Instructor/Advisor Report appears.

Each instructor in the academic organization appears in the report. as well as if the
individual can be an Advisor, and if the individual is scheduled to teach in the term.
If an instructor/advisor appears who is no longer with the university, please email
courses@case.edu so that individual can be inactivated in SIS.

Advisar: MO Scheduled In Term: YES

21. 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.

= W= N

22. This completes the process of running the Instructor/Advisor Report.
End of Procedure.

Cross-Listed Classes Report
This topic demonstrates how to run the Cross-Listed Classes Report.

The Cross-Listed Classes Report displays all courses assigned to an academic organization that
are cross-listed with other courses. 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

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and

password.
Step Action
1. Click the Main Menu.
2. Click the Curriculum Management menu.
|._I Curriculum Management
3. Click the Schedule of Classes menu.

‘ 1 Schedule of Classes

4. Click the CASE SOC - Cross Listed Report link.
| [£] CASE S0C - Cross Listed Report

5. 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 this 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.

|
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WA CASE WESTERN RESERVE
UNIVERSITY = g Home | AddioFavorites | Signout

Favgrites - Main Menu > Curriculum Management > Schedule of Classes > CASE SOC - Cross Listed Report

New Window | Help |
SOC Cross Listed Report

Find an Existing Value Add a New Value

Run Control ID: |

Add

Find an Existing Value | Add a New Value

Step Action

6. Enter an appropriate name for this reporting process into the Run Control ID field.
For example, enter your CWRU Network ID followed by "crosslist".
7. Click the Add button.

Add
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L CASEWESTERN RESERVE
UN'VERSJ TY  eoraias Home | AddioFavorites | Signout

Favorites Main Menu > Curriculum Mvanagement > S(hedule'nf Classes > CASE SOC - Cross Listed Report

SOC-Cross Listed Courses Rpt

Schedule of Classes - Cross Listed Courses Report

Mew Window | Help | Customize Page | 18

Run Control ID:  xyz123_crosslist Heporifignagel Process Monitor (1

*Academic Organization Q
“Term Q

& save | (=] wotry

Step Action

8. The Schedule of Classes - Cross Listed Courses Report screen appears.

Click the Look up Academic Organization button.

(2]

w
w

elect the appropriate academic organization from the list.

=
=
i:l—':

10.

(@)

lick the Look up Term button.

(2]

11. Click the appropriate term from the list.
2188

12. Click the Run button.
Run
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W28 CASE WESTERN RESERVE
UNIVERSITY = o ms Home | AddioFavorites | Signout

Favgrites - Main Menu > Curriculum Management > Schedule of Classes > CASE SOC - Cross Listed Report

Process Scheduler Request

UserD: soct Run Control ID: xyz123_crosslist
serverName: MMM ¥ RunDate:  DY26/2011
Recurrence: ¥ Run Time: 12:11:47PM Reset to Current Date/Time

[

Time Zone:
Process List

Description Process Name Process Type “Type *Format Distribution

Cross Lsted Courses Report CWSR0023 Crystal Web - PDF w Distribution

OK Cancel

New Window | Help | Custamize Page |

Step Action

13. The Process Scheduler Request screen appears.

Click the OK button.
OK

14. Click the Process Monitor link.

Process Monitor
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. C WESTERN RESERVE
UNIVERSTITY wor s Home | AddtoFavertes | Sinout

Favuvnte; i Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » CASE SOC - Cross Listed Report

Process List | Semnver List

View Process Request For

New Window | Help | Customize Page | 8]

User ID: [soc1 Q Type: - Last - 1 Minues v
Server: ¥ Hame: [ @, Instance: | o |

Run ~ Distribution - Save On Refresh

Status: Status:

Process List

Select [Instance |Seq.

501170 Crystal CWSR0023 soct 09/26/2011 12.11:47PM EDT Success Posted Details

Go backto SOC Cross Listed Report

B save | (=] motity
Process List| Server List
Step Action
15. 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.

16. When Success and Posted appear, click on the Details link.
17. The Process Detail screen appears.

Click the View Log/Trace link.
View | ogTrace

18. The View Log/Trace screen appears.

Click on the link ending in .PDF.

CW3SR0023 501170.PDF
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5 B = &- $ v fEO § @[] Ao G B~ T

Bl CASE WESTERN RESERVE - N Page: Page 1of 11
AU~ vERS I TY ooy Case Western Reserve University _
: . RunDate: 82712007
Cross Listed Course Sections Report
RunTime: 51805 FM
Report ID: CW_SR_XLIST_RPT Biology - Fall 2008
Statistical Methods 1 (000059)
Start End Start EMd nstructor II;:: o= nl:s:r
SubjiCatSect Days Time Time Date Date i
ANAT 431 100 TR 100000 AM 11:15:00 AM 8252008 12132008  Diiuso,Nancy Frimary Instructar ¥ Combined Secfion D005
BOL 431 100 TR 100000 AM 114500 AM  G/25/2008  12/5/2008  Diusio,Nancy Primary Instructar ¥ Combined Secfion 000
EFBI 431 100
ERROR: Mo Meeting Patt
ERROR: This secticn has not been combined
WPHP 431 100 T4500PM 40000PM  BIRSD008 12512008
ERROR. Mo Meeting Day Time
ERROR: This section has not b
WPHP 431 101 MWF 23000 AW S2000AM 252008 12052008
ERROR: This section has
ERROR: Not all afferings have been schaduled for section group 101
‘Adv Prin of Develop Biology (000062)
Insh Grade  Inst
start End s E nstructor T = e
SubjiCatiSect Days Time. Time Date Date —
ANAT 482
ERROR: Mo Section Scheduled
BIOL 482 100 123000 PM 14500PM  BSI008  12/512008

ERROR: Mo Meeting Day/Time As:
ERROR- Thi

bined
ERROR: Not all offerings have been scheduled for section group 100

s sect

Unknaown Zang

Step Action

19. 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.

20. 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 Meeting Pattern Assigned |

21. 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!=!0=! This section has not been combined
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Step

Action

22.

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 |

23.

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.

GO & CD

24,

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.
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The Finished Product

The final steps of completing the Schedule of Classes are done outside of the SIS.

Once your department 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.

College of Arts and Sciences: Contact Cynthia Stillwell

School of Engineering: Contact Kathleen Ballou

Physical Education, School of Medicine: Contact the University Registrar (courses@case.edu)
Professional Schools: Contact School Registrar

Once Print is turned on, students can see your department'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 Print is turned on, please contact the appropriate Dean, Registrar, or Representative
for assistance.

Use Class Search to Review SOC

This topic demonstrates how to view the Schedule of Classes in its final format using the Class
Search feature.

The Class Search feature is a helpful way for administrative users to see what the Schedule of
Classes will look like to the public after it is published. For administrative users, Class Search
displays both published and unpublished classes (indicated with an asterisk or a note that the
section is not shown to students). It displays the information found on the Maintain Schedule of
Classes screen in the format that will be seen by students and faculty in the SIS, and the public
on the Registrar's website. Try checking your department's classes in Class Search after you save
a change to make sure that it created the results you expected.

Procedure

Use the directions in this topic to see the Schedule of Classes in a format like a student or faculty
member would see it.

Begin by logging in to the SIS at case.edu/erp/sisadmin with your CWRU Network ID and
password.

Step Action
1. Click the Main Menu.
Main Menu
2. Click the Curriculum Management menu.
|_| Curriculurn Management
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Step Action

3. Click the Schedule of Classes menu.
‘f"_‘l Schedule of Classes ‘

4. Click the Class Search link.
| =] Class Search |

CASEWESTERN RESERVE
SMUNIVERSITY = po1 a6 Home | AddtoFavoites | Signout

Favgrites . Main Menu > Curriculum Management > Schedule of Classes > Class Search

Search for Classes 5

Enter Search Criteria

Institution Case Western Reserve Univ v
Tarm Fall 2011 M

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

Class Search Criteria
Course Subject select subject

Course Number is exactly A

Course Career ¥| (example: Undergraduate

Academic Group

[7) Show Open Classes Only

Use Additional Search Criteria to narrow your search results.

Meeting Start Time grester than or equalta ¥
Meeting End Time less than or equal to -
Day of Week include only these days -

[E1Men [ Tues [[] wed [[] Thurs [[] Fri [[] sat[] sun
Instructor Last Name ‘s esactly v [ |

Class Nbr [ Jtexample: 1136
Course Keyword exampla: statistics
Minimum Units greaterthan orequalte ¥ [ | |
Maximum Units lass than or equal to -
Step Action
5. The Search for Classes screen appears.
Click the Term list.
| Fall 2011 -
6. Select the term that you want to view.
7. 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.
8. Click the Course Career dropdown list.
| M
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Step

Action

9.

[Undergraduate |

Select the appropriate academic career from the dropdown list.

10.

SEARGH |

Click the Search button.

11.

search.

OK

Click the OK button.

You may receive a message saying that there are more than 20 results from your

CASE WESTERN RESERVE
UNIVERSITY g

Favorites

Search for Classes

Mainyenu 5 Curriculum Management > Schedule of Classes > Class Search

Search Results

Room assignments are subject to change.

The folloving dasses match your search crit
Undergraduate, Show Open Classes Only:

START A NEW SEARCH

* Section net shewn to student

Description

o

is Course Subject: Anthropology, Course Career:

Days & Times

Room
(Capacity)

Home

Instructor

Add o Favorites

Meeting
Dates

ANTH 102 -

Baing Human: An Introduction to
Social and Cultural Anthropalogy
ANTH 103

Introduction to Human Evolution

ANTH 107
Archaeclogy: An Intreduction

ANTH 215

Health, Culture, and Disesse: An
Introduction to Medical
Anthropology

ANTH 225 -

Evolution
ANTH
Introduction to Jewish Folklore
ANTH 3207

Experiential Learning in Child
Palicy

ANTH 208 -

*101-LEC(1005

*100-LEC(1006)

*100-LEC(1007)

*100-LEC{1008)

*100-LEC(2594)

*100-LEC(3000

*100-LEC(1009

=inn-oRarianm

Regular

Ragular

Regular

Regular

Regular

Regular

Regular

Ranular

TuTh 1:15PM - 2:30PM

TuTh 10:00AM - 11:15AM

TuTh 10:00AM - 11:15AM

TuTh 10:00AM - 11:15AM

W 4:00PM - 6:30PM

TuTh 10:00AM - 11:15AM
M 4:00PM - 7:00PM

MW 4.AABM - S.1SDM

Mather
Memorial 125
49)

lark Hall 309
(70)
Mather
Memorial 225

[l
(80)

Clapp Hall 108
(124)

Clark Hall 205
(30)

Sesrs 374 (28

To Be

Melvyn
Goldstain

Cynthia Beall

Jdim Shaffer

Eileen
Anderson-Fye

Patriciz
Princehouse

Judith Neulander

Gabrislla

Gabriella

01/17/12 -

oa/30/12 42
01/17/12 -
o04/30/12 70
o01/17/12 -
oasao/iz
01/17/12 -
oa/zofiz 50
01/17/12 -
0a/z0/12 14070
01/17/12 -
o4/z0/12 1319
01/17/12 -
o04/30s12 999 (10)
01/17/12 = e (5
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Step

Action

12.

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

Enrollment Capacity

13.

If the section has an asterisk next to it, the Schedule Print checkbox has not been
turned on for the class. Students cannot see the section when they search the
Schedule of Classes.

*101-LEC(1005)

14.

Click a link in the Section column to see details on the class section.
!*LDL-LECI’].DDS'J!

CASEWESTERN RESERVE
SIUNIVERSTITY g Home | AddtoFavortes | Sionout

Favorites Main Menu > Curriculum Mvanagemeﬂt > S(hedule'uf Classes » Class Search

Search for Classes

Class Detail

ANTH 102 - 101 Being Human: An Introduction to Social and Cultural
Anthropology

Case Western Reserve Univ | Spring 2012 | Lecture Textbools

Course Evslustions

VIEW SEARCH RESULTS |

Status @ open Career  Undergraduats

Class Number 1005 Dates 1/17/2012 - 4/30/2012
Session Regular Academic Session Grading Regular Grades

Units 3 units Location Main Campus

Class Components  Lscturs Requirad ©amPpus  Cass Wastem Ressris Univ

Meeting Information
Days & Times Room Instructor Masting Dates
|TuTh 1:15PM - 2:30PM |Mather Memonial 125 | Melvyn Goldstein 01/17/2012 - 04/30/2012

Enrollment Information

Class Attributes Available for Senior Citizen and Alumni Audit

Class Availability

Class Capacity 49 Wait List Capacity o
Enrollment Total o Wait List Total 0
Available Seats 49

Description

The nature of culture and humans as culture-bearing animals. The range of cultural
phenomena including language, social organization, religion, and culture change, and the
relevance of anthropalogy for contemporary social, economic. and scological problems.

WIEW SEARCH RESULTS
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Step

Action

15.

The Class Detail screen appears. This screen displays the Class Details, Meeting
Information, Enrollment Information, Class Availability, and Course Description
sections.

16.

The Enrollment Information group box will 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
enrollment, or when a Class Attribute is listed. Class attributes provide further
information about the class and make it search-friendly. There is a Class Attribute
search field on the Class Search criteria screen.

17.

To return to the search results screen, click the View Search Results button.
| VIEW SEARCH RESULTS |

WAl CasE WESTERN RESERVE
€
ww.m bome | AddFoverites | Sinow

Favorites : Main Menu > Curriculum Pianagament b3 Schedule'ufclasses > Class Search

Search for Classes 5

Search Results
Room assignments are subject to change.

The folloving classes match your search criteria Course Subject: Anthropology. Course Career:
Undergraduate, Show Open Class=s Only: No

START A NEW SEARCH

@op=n W closed A wait List

* Section not shown to studant

o
Find | B0 # q
Enrl Cap
R M til
Description Section Status|Session |Days & Times (:’:p";cit” Instructor u:;'s"g (Cmbnd E
Cap)
ANTH 102 - Mather
Being Human: An Introduction to  *101-LEC(1005) @ Regulsr TuTh 1:15PM - 2:30PM  Memorial 125 %m g::,'é;:,‘t% a3
Social and Cultural Anthropology (439] e
ANTH 103 - . Clark Hall 309 . 01/17/12 -
=100-LEC( 1 : S 11 Slare Hall 309 o,
Introduction to Human Evolution 100-LEC(1006 . Regular TuTh 10:00AM 11:15AM 70 Cynthia Beall 04/30/12 70
Mather
Ll R = =100-LEC{1007) @ Regulsr TuTh 10:00AM - 11:15AM Mamorisl 225  lim Shaffar SWETIAE = oy
Archaeology: An Introduction T e — 04/30/12
ANTH 215 -
Health, Culture, and Disease: An r Nord Hall 410 Eileen 01/17/12 -
*100-LEC( 1 : - 11 el
Intreduction to Medical e @  Regular TuTh 10:00AM - 11:154M (80} Anderson-Fve oa/ao/rz 50
Anthropology
ANTH 225 - . Clapp Hall 108 Patricia o01/17/12 -
" * - ( B - 6: T n
Evelution 1100-LEC(2594) @ Regular W 4:00PM - 6:30PM (124) Princehouse 0473071z 4 (79)
ANTH 233 - . Clark Hsll 205 01/17/12 -
*100-LEC( A : - 11 Slare Hall 2035
Introduction to Jewish Folklore 100-LEC(3000 . Regular TuTh 10:00AM 11:15AM (20 Judith Neulander 04/30/12 15 (15)
ANTH 307 -
Expericntialllearming linf Ghild *100-LEC{1003) @ Regulsr M 4:00PM - 7:00FM Sears 374 (28) % g:ﬁé;;‘t% " 335 (10)
Policy Leleste
ANTH 308 - . To Be Gabriella 01/17/12 -
*100-PRA( 1 : - 5:
child Policy Externship —mlfe il @  Reguler MW 4:00PM - 5:15PM Announced Celeste 0a/zof1z 25 (25)

Step

Action

18.

To begin a different search, click the Start a New Search button.
START A NEW SEARCH ||

19.

This completes the process of using Class Search to review the Schedule of Classes
in the SIS.
End of Procedure.
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