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Instructions for SOC in PS9.0 - Maintain Schedule of Classes

The following information will be a useful reference for utilizing PS9.0 UDSIS to schedule and
maintain courses.

Maintain Schedule of Classes page — Basic Data tab

Navigation: >Curriculum Management, >Schedule of Classes, Maintain Schedule of Classes

Favorites . Main Menu > Curriculum Management » Schedule of Clsses > 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 return (up to 300): (300

Academic Institution: = - uoDol o)

Term: = - 2061 Q
Subject Area: = v ENGL &)
Catalog Nbr: pegins with = 110

Academic Career: = - Undergraduate -
Campus: begins with + |NEWRK o)
Description: begins with -

Course D begins with &)
Course Offering Nbr: = - &)

[ case Sensitive

( Search )Clear |EasicSearch B sSave Search Criteria
V

In the search page for Maintain Schedule of Classes, enter:
1. Academic Institution = UODO01
2. Term

3. Subject Area

4. Catalog Nbr

5. Click the Search button
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Basic Data

Meetings Enrollment Critrl LS Data GL Interface

Course ID: 013043 Course Offering Nbr: 1

Academic Institution: Iniversity of Delaware

Terlrn: 2006 Winter Undergrad Auto Create Component |
Subject Area: EMGL English

Catalog Nbr:
Class Sections

110 CRITICAL READIMNG &WRITING

‘Sessiom ’W Q Winter Session Class Nbr: 3479

‘Class Section: 010 \StartEnd Date: | 011032006 [ (027032006 [5)
‘Component: ’E Q Lecture Event ID: 0000224749

‘Class Type:

‘Assaciated Class: LSS add Fee

‘Campus: Mewark

‘Location: SA-NEWARK [ Wain Carmpus [“ISchedule Print

Course Administrator: Q [[]student Specific Permissions
*Academic Organization: ENGL Q Enaglish

Academic Group: AS Arts and Sciences Dynamic Date Calc Required
‘Holiday Schedule: upac & D Academic Calendar [IGenerate Class Mtg Attendance
‘Instruction Mode: 'P_ Q In Person Sync Attendance with Class Wt

Primary Instr Section: ’W AL e G

Class Topic

Course Topic ID: 11Q CRITICAL READING & WWRITIM Print Topic in Schedule
Equivalent Course Group

Course Equivalent Course Group: 00002 Testing [l override Equivalent Course
Class Equivalent Course Group:

On the Basic Data tab you will find the Class Sections that were “rolled” from the same term of the
previous year. This gives you a good starting point for scheduling the new term.

1. Multiple Class Sections may have been created for the course you searched; if so,
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2. Click on the Last link to see last section
number
Basic Data Meetings Enrollment Cntrl
Course ID: 013043 Course Offering Nbr: 1
Academic Institution: University of Delaware
Terl_n: 2006 Winter Undergrad Auto Create Companent |
Subject Area: EmGL English
Catalog Nbr: 110 CRITICAL READING & WRITING
Class Sections =
\___/
‘Session: WiN - Winter Session Class Nbr: 3483 =]
‘Class Section: 014 ‘StartEnd Date:  |01/03/2006 [ 020352008 |[3
‘Component: LEC & Lecture Event ID: noonz2483

‘Class Type: Enrollment |+
4 i . 143
Associated Class: A Fo

‘Campus: M emyark

‘Location: BANENARK IR Main Campus Schedule Print

Course Administrator: Q [ student Specific Permissions
*Academic Organization: ENGL Q English

Academic Group: AS Arts and Sciences Dynamic Date Calc Required
*Holiday Schedule: uDac @ UD Academic Calendar []Generate Class Nty Attendance
‘Instruction Mode: IF'_ Q In Person Sync Attendance with Class hitg
Primary Instr Section: W [J6L interface Required

Class Topic

Course Topic ID: 113G CRITICAL READING & WRITIM Print Topic in Schedule
Equivalent Course Group

Course Equivalent Course Group: 00002 Testing [ override Equivalent Course
Class Equivalent Course Group:

3. To add the next section no; click on the “+” to add a new row
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Basic Data Meetings Enrollment Cntrl Reserve Cap I LMS Data GL Interface

Course ID: 013043 Course Offering Nbr: 1
Academic Institution: University of Delaware

Course Administrator: Q
*Academic Organization: ERGL Q English

Academic Group: AS Arts and Sciences Dynamic Date Calc Required

*Holiday Schedule: UDAC & UD Academic Calendar [IGenerate Class Mtg Attendance

‘Instruction Mode: PG If Persor Sync Attendance with Class Mtg
. . [1GL Interface Required

Primary Instr Section:

Class Topic
—

Course Topic ID:

Term: 2006 Winter Undergrad Auto Create Companent |
Subject Area: EmGL English
Catalog Nbr: 110 CRITICAL READIMG & WRITING
Class Sections Find | igwe &) F'.st [ Py L
'Sessign: N L irter Session Class Nbr: 0 _E"a
L~
( ‘class Section: | ‘StartEnd Date:  |01/03/2006 [5 020452008 |[3
—
‘Component: BT Lecture Event ID:
ociated Class: L Q
Add Fee
‘Campus: M emyark
*Location: SANEWARK (S wain Campus o p

Student Specific Permissions

Print Topic in Schedule

Equmvanc.s <ouros Troun
Course Equivalent Course Group: 00002 Testing [ override Equivalent Course

Class Equivalent Course Group:

Class Sections

4. This created a new BLANK Class Section, ready for your entry
5. Class Section — enter next number in sequence
6. Associated Class — change to match the Class Section number without the leading 0
7. Verify the default values for Location, Campus and Instruction Mode are correct
8. Schedule Print — make sure checkbox is checked (the rest of the items should be un-checked)
9. Student Specific Permissions — ignore this checkbox (it can be checked or not, UD is not
using this functionality)
Class Topic

10. If the course is a “topics” course, choose the Course Topic ID by clicking on the lookup icon

11. If the course is not a ‘topics’ course, skip this section
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Look Up Course Topic ID

Cancel |

Search Results

Wigme Al

RITICAL READING & WWRITIN
REAS THAT CHANGED THEMSMT

=
=
L
=
e
[ou}
[

12. The lookup returns only the topics associated with this course

13. Click on the appropriate topic

Equivalent Course Group — skip this, UD isn’t using this section
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Maintain Schedule of Classes page — Meetings tab

GL Interface

Course ID: 01 Course Offering Nbr: 1
Academic Institution: University of Delaware
Term: 2006 Winter Undergrad
Subject Area: EMGL English
Catalog Nbr: 110 CRITICAL READIMG &WRITING
Class Sections Find

Session: W] Wintar Session Class Nbr: i

Class Section: 014 Component: | ecture Event ID:

Meeting Pattern

Fing | “igwwe 21l First %0 1 of 1 L5 Last

+
o Start Mty End M T W T F S 5 ‘Start/End Date El
| O OO 0O 0O 0O [ 01032006 B 020472006

Q Free Format Topic: |

Facility ID Capacitg

C Print Topic On Transcript Contact Hours

Instructors For Meeting Patiern
[ Assignment T Workload

Q@ 1 [=]

Bl save | L\ Return to Search | [=] matify I

Basic Data | Meetings | Enroliment Cnirl | Beserve Cap | Motes | Exam | LMS Data | GL Interface

1. Click on the Meetings tab
Meeting Pattern:
ility ID — do not enter anything (this is for Scheduling Office only)
at (Meeting Pattern) — click on the lookup
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Look Up Pat

Academic Institution: opot
Academic Group:

Standard Meeting Pattern: | hegins with | » |

Description: hegins with |

Look Lp | Clear | Cancel |Eagi|: Lookup

Search Results

First E 1-14 of 14 |I| Last

|D
=

= = ™
mal

= =
=R

Mnndavaednesdaandav
Thursday

Saturday

Tuesday

TBA

Tuesday Thursday
Sunday

Wednesday

Wednesday Friday

— - o [

un)
I=

EE R

4. Click on the appropriate pattern for the course you are scheduling
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Basic Data Meetings Enrollment Cntrl iesere Cap Hotes HAm LWS Data GL Interface
Course ID: 013043 Course Offering Nbr: 1
Academic Institution: University of Delaware
Term: 2006 Winter Undergrad
Subject Area: EmGL English
Catalog MNbr: 110 CRITICAL READIMG & WRITING
Class Sections Fin | Wiew &
Session: il Wintar Session Class Nbr: i
Class Section: 014 Component: | ecture Event ID:

Fing | “igwwe 21l First 2 1 of 1

Facility ID Capacity Pat
M-F

S S ‘Start/End Date

Topic ID: pafaTinat Topic: |
C Print Topic On Transcript

Instructors For Meeting Pattern
[ Assignment T Workload

T F =]
O 0O 01i03/2006 [ 020042006 [

') F'rlm In: s | [=]
Room Characteristics customize |Find | BE First [ 4 op 1 [ Last
*Room Characteristic ] i
e -0 =)

Bl save | L\ Return to Search | [=] matify I

Basic Data | Meetings | Enroliment Cnirl | Beserve Cap | Motes | Exam | LMS Data | GL Interface

Notice that the Days of the Week check boxes auto-fill to match the Meeting Pattern field

5. Mtg Start — type in the time (use standard class meeting times)
6. Use the [TAB] key to go to the Mtg End field
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Basic Data Meetings Enrallment Cntrl Jesene Cap Wotes KA LS Data GL Interface
Course ID: 013043 Course Offering Nbr: 1
Academic Institution: University of Delaware
Term: 2006 Winter Undergrad
Subject Area: EMGL English
Catalog Nbr: 110 CRITICAL READING & WRITING

Class Sections

Session: WM Wintar Session Class Nbr: a
Class Section: 014 Component:  |ecture Bvent ID:

Meeting Pattern

+
Facility 1Dy Capacity Pat Mtg Start Mtg End M T W F s S ‘Start/End Date El
M-F QL (ansam  [10:354M [ [ 01032006 B (020472006

Topic ID: Q Free Format Topic: |

[ Print Topic On Transcript Contact Hours

Instructors For Meeting Paﬂern Customize | Find | iew &) i First L | Last

1 of 1

1cf 1 L2 Last

[ a

& Save | L\ Return ta Search | [=] Matify |

Basic Data | Meetings | Enrallment Chtrl | Besenve Cap | Motes | Exam | LME Data | GL Interface

Notice that the Mtg End time defaulted to the standard ending time and that both times are nicely
formatted.

Instructors for Meeting Pattern:
7. Click on the ID lookup

Look Up ID

EmpliD: hegins with W |
Last Name:| begins with |+ |WEEI
First Name: | hegins with  » |

( Lookup |) Clear | Cancel | Basic Lookup

Search Results

First [4] 1 of 1 [p| Last

50431 Webner.damESWEElNEH JAMES
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SIS

8. Last Name — enter instructor’s last name (or first few letters of the last name)
9. Click Look Up button

10. Select instructor

Basic Data Meetings Enrollment Cnatrl LMS Data GL Interface

Cowrse ID: 013043 Course Offering Nbr: 1

Academic Institution: University of Delaware

Term: 2006 Winter Undergrad

Subject Area: EMGL English

Catalog Nbr: 110 CRITICAL READING & WRITING

Class Sections Find | *iewe &1l First [ 1 0¢5 O Last
Session: Wi Winter Session Class Nbr: 34749
Class Section: [k Component:  Lecture Event ID: 000022479

CIPrint Topic On Transcript

Contact Haurs

First L

=

Meeting Pattern Find | ey &l Firat 14 1 of 1
Facility ID Capacity Pat Mtg Start Mtg End M T W T F 5 s ‘Start/End Date =]
MEMD48 o6 MF O |3:00AM |9:30AM [] [J [0M032006 [ 02032006 [
MEM 048 Topic ID: Q Free Format Topic: |

Customize | Find | Wiew Al |

AInstructor Primt ACCESS Contact
Hnle

F'rlm In: w Appm\te v | =]

Room Characteristics

T 1

- " . LiE
Customize | Find | =

[=]

B save | S\ Return to Search | [=] Matify |

Basic Diata | Meetings | Enrollment Cnirl | Eesene Cap | Motes | Exam | LMS Data | GL Interface

11. Click on workload tab and add appropriate workload percentage (See additional information
available from the scheduling office) This is extremely important for RBB.

12. Click the Save button
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Maintain Schedule of Classes page — Enrollment Cntrl tab

BasicData Meetings | Enroliment Cntrl ) Reserve Cap X GL Interface

N

Course [D: 013043 Course Offering Nbr: 1

Academic Institution:  University of Delaware

Term: 2008 Winter Undergrad

Subject Area: EMGL English

Catalog Nbr: 110 CRITICAL READING & WRITING

Enroliment Control Find | View Al First Kl 11 o711 B Last
Session: WIN Winter Session Class Nbr: 0
Class Section: 015 Component: Lecture Event ID:
Associated Class: 15

@5: Active > - Ciple) Gz

Class Type: Enroliment Enroliment Status: Closed

< *Add Consent: Mo Consent Requested Room Capacity: m Total
*Drop Consent: Mo Consent = nroliment Capacity: |D
1st Auto Enroll [H Wa T [ — 0
2nd Auto Enroll Section: l_ Minimum Enrollment Nbr: I—
Resection to Section: l—
["] Auto Enroll from Wait List [| cancel if Student Enrolled

& save | Y4 Return to Search | [=] Motify |

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

Click on the Enrollment Control tab

Class Status — accept Active (the default)

Add Consent— choose from drop-down box

Drop Consent — choose from drop-down box

Enrollment Capacity — enter maximum number of students you want to enroll in this section
Click the Save button

IS L T A o
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Maintain Schedule of Classes page — Notes tab

Basic Data teetings Enrallment Crtrl LMS Data GL Interface

Course ID: 013043 Course Offering Nbr: 1

Academic Institution: University of Delaware

Term: 2008 Winter Undergrad

Subject Area: EMGL English

Catalog Nbr: 110 CRITICAL READIMNG & WRITIMG

Class Sections ind | igw &) First Kl gore M Last
Session: Wl YWinter Session ClassNbr: 0
Class Section: 115 Component: Lecture Bwvent ID:

Fir=t E 1 of 1 El Last

= ' BE

[[]1Even if Class Not in Schedule

'Sedquence Number:
| —
S Print Locati

ote Nbr:

Cnpy:lrl'.x.l"ute
Clear Mote

Bl save | [ELReturnto Search | [=] Matify |

Free Format Text:

Basic Data | Meetings | Enrolliment Chtrl | Beseme Cap | Motes | Exam | LMS Data | GL Interface

1. Click on the Notes tab
2. Print Location — accept After (the default)

3. Note Nbr — click on the lookup; there are over 300 pre-loaded notes commonly used at UD;
this is a mechanism for searching for any of these notes (if needed)
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Mote Nbr:

Look Up Note Nbr

Academic Institution: oDo

| hnninQML

—_
< ascription:

:
containg v |[freshmen >

N

Mg Al

Look Up ) Clear | Cancel |Eagi|:|_|:||:||.{|_|ﬂ

Search Results

First E 1-100 of 103 u Last

Qoo Seats reserved: Freshmen
oonz Seats reserved: Concentrators
oon3 Seats reserved: CEMD students
0oo4 Eegistration: invitation only
anns This iz a short course

Qo0& Meets first half of semester
aooy Additional tirmes to be arrange
ooog mMeats first 10 weeks

ooog Meets forlast 10 weeks

aoio Computer used in instruction
0011 Lecture will be videataped

o1z Section is selFpaced format
o113 Interactive television section
0o14 Sect meets: Pearson & Cannon
ans Sect meets: MecDowell & Cannon
on1e Sect Meets: Rohinson & Cannaon
o177 Sect meets: Willard & Georotwn
oota Sect meets: McDowell & Geordgb
ooty Dnline/Dist Learn: Handbaak
aozo Sect offered: videotape format

Notice there are 104 Notes
stored in the system. Use
the Description field to
narrow your search.

SIS

1. Description — this is a search mechanism — choose from drop-down , ex. contains

2. Description — type in a word or two of a note that you are looking for, ex. Freshmen
3. Click the Look Up button
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Mote Mi:

Description:

Look Up |

Look Up Note Nbr

Academic Institution: Jopo1

beains with + |

containg v |freahmen

Clear | Cancel |Elasi|:LnDkun

N
1-4 of 4

Search Results

Wi Al First Last

0og2 Mot open to Freshmen
0038  Opento Freshrmen & Sophomares| >

on3r PpERn I FrESAMEn onl

ono Seats reserved: Freshimen

SIS

4. Click on the appropriate note for this section, i.e. “#38 — Open to Freshmen & Sophmores”

Catalog Nbr: 110

Class Sections

Session: | Winter Session
Class Section: 014  Component: Lecture

‘Sequence Number:

Course Offering Nbr:

Meetings Enrallment Cntrl
Course 1D 013043
Academic Institution: University of Delaware
Term: 2006 Winter Undergrad
Subject Area: EMGL English

[CJEvenif Class Not in Schedule

GL Interface

CRITICAL READIMNG EWRITING

ClassNbr: 0
Event 1D:

Clear Note

T
‘Print Location:
Note Nbr: |DU3T Q Open to Freshmen only.
Copy Mote |
Free Format Text:

S\ Return to Search | [=] Motify I

Basic Data | Meetings | Enrallment Cntrl | Beserve Cap | Mates | Exam | LMS Data | GL Interface

5. Add another Note by clicking on the 4" button

9.0 SOC Exercises.doc

12/16/2011




University of Delaware

UDSIS Communication & Training Team

PS9.0
12/15/2011

SIS

Basic Data Meetings Enrallment Cntrl Beseme Cap LMS Data GL Interface
Course ID: 013043 Course Offering Nbr: 1
Academic Institution: Lniversity of Delaware
Term: 2006 Winter Undergrad
Subject Area: ERGL English
Catalog Nbr: 110 CRITICAL READING & WRITIMG
Class Sections Fing | view &l First [ 1 ore D Last
Session: W Winter Session Class Nbr: 3479
Class Section: 010 Component:  Lecture EventID: 000022479
L
<~. ‘Sequence Number: D =
. . | afor w Fi i i
' Printl-sention Even if Class Not in Schedule
—'}_
<~ Mote Nbr: | Q
T ——
Topy Mote
Free Format Text:
Clear Note

( Bl save | ) S\ Return to Search | [Z] Matity ‘

Basic Data | Meetings | Enrallment Cntrl | Eesenve Cap | Motes | Bxam | L3 Data | GL Interface

6. This would create row 2 of 2 with a Sequence Number of 2
7. Remember to click the Save button when you are done
8. Click the View All link to see both Notes (not pictured)

Maintain Schedule of Classes — To make a section cross-listed with another course.
(See supplemental information from scheduling office for cross-listing courses)
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Class Attributes

*Course *Course Attribute
Attribute Value

asfvR O YA&S Writing Requirement ASWR O, A&SWiriting Reguirernent [=]

N_S
g

e : .
ze | Find | wiew Al | & First 1af 1 Last

& Save | L\ Return to Search | [=] Motify |

1. Class Attibutes - make this section cross listed with “XXXX104” (rubric & course no.)
e Click the ™+ button

Class Attributes Customize | Find | View a1 | B B Firet B 4 op 1 B st

*Course *Course Attribute
Attribute Value

E save | £ Return to Search | [=] Motify |

2. Make this course the Primary listing for the cross listing:
e Course Attribute = OWNR (Primary Owner)
e Course Attribute Value = XXXX (rubric)

Class Attributes

Customize | Find | View Al | |-EI First Bl 1 of 1 B | ast
*Course *Course Attribute
Attribute Value
OWNRZ, Primary Owner EMGL Q English )|
N/

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

3. Add another Class Attribute to show the cross listed course, click the 4’ button

Class Attributes

Customize | Find | View Al | IEll First 4 1-2 of 2 Lk Last
*Course *Course Attribute
Attribute Value
OWNEC, Primary Owner EMGL I English =]
Q\ ﬂ' ‘g (=]
z N 4
[

&l save | 42, Return to Search I [=] Motify |

4. Add the information for the cross listed History course:
e Course Attribute = XLST (Cross listed course)

e Course Attribute Value = XXXX (rubric of course cross-listing with)
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Class Attributes

O~
4
customize | Find | View A1 | E1| B Fis M 4o or2 B 1ot

*Course *Course Attribute
Attribute Value

OWNRC, Primary Owner ENGL Q. English =]
¥LST G, Cross listed course HIST i)} History [=1]

@Rﬂurn to Search | [=] Motify |

5.

Click SAVE. You are finished with the Class Attributes and the Basic Data tab. BONUS: If
there are 3 rows in Class Attributes, click View All to see all of them at once

LMS Data GL Interface

Course ID: 013043 Course Offering Nbr: 1
Academic Instmution: University of Delaware
Term: 2006 Winter Undergrad
Subject Area: EMGL Englizh
Catalog Nbr: 110 CRITICAL READING &WRITING
Class Sections Find | %

Session: Wyl Winter Session Class Nbr: 0

Class Section: 016 Component:  |Lecture Event ID:

Meeting Pattern

Facility ID

Instructors For Meeting Pattern
[ Assignment T =T

Find | “iew Ll First 211 of 1 L Last

T W T F s S ‘StartiEnd Date =
OO0 000 0O 0 otosezoos B jozio4zo06

Q Free Format Topic: |

Topic ID:

I Print Topic On Transcript Contact Hours

Frirm In: »

I~

Bl save | ’,Q\Return to Search | [=] Matify |

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Motes | Exarn | LMS Data | GL Interface

6. Click on the Meetings tab
7. Enter the following:

e Pat=M-F
e Mgt Start = 1200p (for 12:00 PM)
e Use the [TAB] key to auto-fill the Mtg End field

e Instuctors for Meeting Pattern, add an instructor of your choice using the lookup
1. Instuctor Role = Prim Instr
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2. Access = Approve
e Adda 2" instructor of your choice by clicking the ™+’ button and using the lookup

1. Instuctor Role =TA
2. Access = Grade

8. Click the Save button

Meetings | carollment Cntrl | Pasere Cap

Course ID: 013043 Course Offering Nbr: 1
Academic Institution: University of Delaware
Term: 2006 Winter Undergrad
Subject Area: ENGL English
Catalog Nbr: 110 CRITICAL READING & WRITING
Enroliment Control Find | view Al First KB 11 of 14 B Last
Session: WiIN Winter Session Class Nbr: 0
Class Section: 016 Component: Lecture Event ID:
Associated Class: 16
*Class Status: Active h
Class Type: Enroliment Enroliment Status: Closed
*Add Consent: Mo Consent  ~  Raquested Room Capacity: Total
*Drop Consent: Mo Consent > Eprollment Capacity: | 0
1st Auto Enroll Section: Wait List Capacity: 0
2nd Auto Enroll Section: Minimum Enrollment Nbr:
Resection to Section:
["] Auto Enroll from Wait List [“] cancel if Student Enrolled

QSE‘JED Return to Search | [=] Notify |

9. Click on the Enrollment Cntrl tab
10. Class Status - accept default (Active)
11. Add Consent — choose from drop-down box

12. Drop Consent — choose from drop-down box
13. Enrollment Capacity — enter maximum no. of students for class
14. Click the Save button
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SIS

Basic Data Enroliment Sntrl
Course ID: 013043

Academic Institution: University of Delaware
Term: 2008 Winter

Subject Area: EMGL

Catalog Nbr: 110

Class Sections

Session: Wl

Class Section: 016

Component:

‘Sequence Number:

‘Pri

LS Data

GL Interface

Course Offering Nbr: 1

Lindergrad
Englizsh
CRITICAL READING &WRITIMNG

Class Nbr:
Event ID:

Wintar Session 45480

Lecture
First L | Last

[#[=]

1 of 1

[|Even if Class Not in Schedule

Capy Nntel

Free Format Text:

Cleaerel

' B save I ’,Q\Return to Search I [=] Motity |

SN 7

15. Click on the Notes tab

16. Add notes by Note Nbr, click on the lookup

Look Up Note Nbr

Academic Institution: opnt

Mote Nbr: hedgins with |+

Description:

hegins with !v reg )

Search Results

iewe All First [4] 1-5 of 5

Eequir permiss from Dept Chair

Eequir permiss of instructor
0068 Eeduir upper div clearance
no2a T i m e e mmnamae 4T

Look Up Clear | Cancel |Elasiannkug

17. Description — type req
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18. Click the Look Up button
19. Click on Requires paper & oral present to select it

SIS

Basic Data

Meetings Enrollment Cntrl

1
After w

‘Sequence Number:

*Print Location: -

#cioototinSchedule

LMS Data GL Interface

Course ID: 013043 Course Cffering Nbr: 1

Academic Institution: University of Delaware

Term: 2006 YWinter Lndergrad

Subject Area: ERGL English

Catalog Nbr: 110 CRITICAL READIMNG &WRITIMG

Class Sections Find | “iew &l Fir st E 1017 0 Last
Session: W Wintar Session Class Nbi: 3473
Class Section: 010  Component: Lecture Event ID:

First E 1of 1 El Last

[#][=]

Note Nbr:

bDEQ QY <ReqTas significant papers and oral presew
T —

Copy Mote

Free Format Text:

Clear Mote \

(mmﬂum to Search | [=] motity |
o

N

20. Notice the complete Note text appears in the box
21. Click on the Save button
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Schedule Class Meetings page
Navigation: >Curriculum Management, >Schedule of Classes, Schedule Class Meetings

Schedule Class Meetings
Enter arny information yvou hawe and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Academic Institution: |UODD1 &}

Tern: |2IJE1 Q

Subject Area: [ENGL Q

Catalog Nbr: beaing with + (110

Academic Career: | = L | | v |
Campus: hegins with | &}
Session: | = v | | v|

Class Nbr: |
Class Section: hegins with |
Description: hegins with |
Course ID: heging with » | Q
Course Offering Nbr: | &}

[Jcase sensitive
m Clear | Basic Search B Save Search Criteria
~——___
Search Results 7\
Subject |Catalog nleml: CII:!
Term Hhr Career Campus Sessmn
UOD 2061 ENGL 110 Undergrad  NEWRE Winter 34? @ RITICAL READING & WRITING 013043 1
UoDod 2061 EMGL 110 Undergrad  MNEWRE Winter 3480 CRITICAL READING & WRITING 013043 1
oD 2061 EMGL 110 Undergrad  NEWRK Winter 3481\ 012 CRITICAL READIMG & WRITING 013043 1
Uopod 2061 EMGL 110 Undergrad  NEWRE Winter 3482\ 013 CRITICAL READING & WRITING 013043 1

In the search page for Maintain Schedule of Classes, enter:
1. Academic Institution = UODO01
Term =
Subject Area =
Catalog Nbr =
Click the Search button
Notice all the Class Sections are listed, click the one you want to work with

o g bk~ wD
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Meetings Enrolliment Citrl

Course ID: 013043 Course Offering Nbr: 1

Academic Institution: University of Delaware

Term: 2006 Winter Lndergrad

Subject Area: EMGL English

Catalog Nbr: 110 CRITICAL READING & WRITIMG

Class Sections
Session: WM Wintar Session Class Nbr: 3474
Class Section: 010 Component:  Lecture Bvent ID: 000022479

Meeting Pattern Find | “iew 21 First (21 1 of 1

[+ [=]

Facility ID Capacity vitg Start Mtg End T W T F S S ‘StartEnd Date
&) z05am  [10:35M [] [ [ovoszoos [ 02032006
opic 1D: ree Format Topic: |
CPrint Topic On Transcript Contact Hours

Instructors For Meeting Pattern
Assignment T Wyiorklo

B

B save I ELReturn to Search | +[E Previous in List | +[5] Mext in List | [=] Matify |

Meetings | Enrollment Cnirl | Exam

7. Meeting Pattern (Pat), Mtg Start/End times and Instructors can be changed as needed
8. You can change the Mtg Start to 9:05AM by typing 0905a
9. [TAB] to have the Mtg End update automatically

10. You can click the ™+’ button to add another instructor
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Meetings Enrallment Cntrl

Course ID: 012043 Course Offering Nbr: 1

Academic Institution: University of Delaware

Term: 2006 Winter Undergrad

Subject Area: EMGL English

Catalog Nbr: 110 CRITICAL READING & WRITING

Class Sections
Session: W Winter Session Class Nbr: 3479
Class Section: oo Component:  Lecture Event ID:

Meeting Pattern Find | * irst 5 4 of 1 L2 Last

Facility ID Capacity Pat Mtg Start Mtg End M T W T F S S 'StartEnd Date .El
IM-F QL |2:058M  |10:354M [] [J ™M/032006 [ 02032006 [+

Topic ID; Q Free Format Topic: |

[CIPrint Topic On Transcript Contact Hours

Instructors For Meeting Pattern Customize | Find | Yisw _||| First 1) 1.2 of 2
[ Assignment T WO o

Anstructor Print Access Contact
Rale
Flaum,Alison k. ARRrOvE
50431 Q Wiehner,James . E | =

Room Characteristics

- a e

{ & Save ’,Q\Return to Searchl +[E] Previous in List | +[E] hlewt in List | [=] Metify |

A 4

11. ID - you can choose another faculty member using the lookup (
12. Instructor Role — use the dropdown to choose

13. Access — use the drop down to choose

14. Click the Save button
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Update Sections of a Class page

Navigation: >Curriculum Management, >Schedule of Classes, Update Sections of a Class

NSIS N

~ Curriculum Management ~

[» Course Catalog

= Schedule of Classes
— Class Search

Update Sections of a Class

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

Classes Find an Existing Value
— Bchedule Class

Meetings
— adiust Class Academic Insfrtution: |UODD1 Q

Associations Term: = w |2IJE1 Q,

ctions of 3 i
Subject Area: = v |ENGL Q,

— LClass Event Table Catalog Nbr: beging with + [110

— Print Class Schedule } .
— Exarm Code Table Academic Career: |= v| | v|

— Exarmn Code Table Repod) | campus: begins with + | Q,
— Generate Exam

Sehedule Description: bedins with |+ |
— Llazs Motes Table Course ID: beging with | Q,

— Class Motes Report
— Class Motes Tahle Course Offering Nbr: | = hd | 13
Report [[Icase Sensitive

— Global Motes Table
— Global Motes Table
Repart Search ) Clear | Basic Search [E] Save Search Criteria
— Eesource Queue
Cleanup
— Review Messade Lag
[> Rall Gurriculum Data

Lo e |

In the search page for Update Sections of a Class, enter:
1. Academic Institution = UODO01

Term

Subject Area:

Catalog Nbr

Click the Search button

a > N
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This page shows a useful summary of all the sections of a course for a given
academic term.

Update Sections of a Class

Course ID: 013043 Course Offering Nbr: 1
Academic Institution: University of Delaware
Term: 2006 Winter Undergrad
Subject Area: EMGL English
Catalog Nbr: 110 CRITICAL READING & WRITING
Clas= Sactinng Customize | Find | view &1 | B8 First (7007 [ Lot
» ) Enrollment Limits

Enrollment *Class | *Class |, Auto
|> Section (Class Nbr |Component Status Type Stat ASSOC Enrid
Winter 010 3479 Lecture GOpen E Qs @l 1a | | YRS
Winter 011 3480 Lecture Open E Qs @l mna | | | YRt
Winter 012 3481 Lecture GOpen E Qs @l 1zZa | | | YRS
Winter 013 3482 Leciue Cpen E_Qls a| 13aq] | | [Ny
wWinter @ 3483 Lecture Open Ea@ a) 1= | | st
Winter 015 4598 TETTTE e e & 15Q | | | [Ny
Winter 016 4550 Lecture GOpen E Qla al 1sa | | | YRS

B save | LU Return to Search | [=] Matity |

Class Status tab:

6. Use this page to change Class [Enrollment] Type, Class Status, Class Association, Consent
or Schedule Print checkbox

7. Use this page to look at the Section Numbers, Class Numbers, Components or Enroliment
Status

NOTE: DO NOT “CANCEL a class section; use “Stop Further Enrollment” and notify the Scheduling
Office that the course needs to be cancelled. Misuse of the “Cancelled Section” option can cause
enrollment to be lost.
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ect one of the following valu

E Active

— —
5 |Stop Further Enrollment
T |Tentative Section

EICancelled section

—

Zancel

Update Sections of a Class

Course ID: 013043 Course Offering Nbr: 1
Academic Institution: University of Delaware

Term: 2006 Winter Undergrad

Subject Area: EMGL English

Catalog Nbr: 110 CRITICAL READIMNG & WRITING

Class SectiorZ

l Class Stat.'s T Clas= Enroliment Limits '

— =
: Enroliment ‘Class *Class
’5e:hur| |EII:: Nbr |Componemnt Status — Stat

Winter 010 3479 Lecture Open E Qs a ma] | | N
Winter 011 3480 Lecture Open E Qs al 11a] | | N
Winter 012 3481 Lecture Open E Qs a 1za] | | N
Winter M3 3482 Lecture Open E Qlf_al 1za] | | N
Winter 014 3483 Lecture Open E Q [ 1aq | | | N
Winter 015 4540 Lecture Open E Qs a 15a] | | N
Winter 06 4550 Lecture Open E Qs a Q] | | e

B save | SLReturnto Search | [=] Motify
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SIS

Update Sections of a Class

Course ID: 013043

Academic Institution: University of Delaware
Term: 2006 Winter

Subject Area: EMGL

Catalog Nbr: 110

Class Sections

atus T Class Enrollment Limits ’
_ _—

Component Enrl Cap |Enrl Tot Wait Cap

Course Offering Nbr:

Lindergrad
Enalish
CRITICAL READING &MWWRITIMG

Custamize | Find | Wiew All | ai

|=ims5 Nbr
Wirter 010 3479 Lecture [ 22
Wirter 011 3480 Lecture [ 22
Wirter 012 3481 Lecture [ 22
Wirter 013 3482 Lecture |21
Wirter 014 3483 Lecture | 22
Wirter 015 4549 Lecture | 28
Winter < 016 4550 Lecture I

LN

First Izl 1-7of 7 Izl Last

( Bl Save | )\Return to Search | [=] hatify ‘
—— e

Class Enrollment Limits tab:

8. Use this tab to change Enrollment Capacity (Enrl Cap)
9. Use this tab to see the Enrollment Total (Enrl Tot)
10. Wait Cap and Wait Tot are not used at UD

11. Click the Save button
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Adjust Class Associations page

Navigation: >Curriculum Management, >Schedule of Classes, Adjust Class Associations

— Schedule Mew Course

— Maintain Schedule of Adjust Class Associations

Classes Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.
— Schedule Class

Meetings Find an Existing Value

tin

— Update Sectnns of 2 Academic Institlrlion: |lJODE|1 Q
g:ass S Term: = w 12081 Q
— Class Event Table ]
— Print Class Schedule Subject Area: ENGL Q
— Exam Code Table Catalog Nbr: begins with 110
— Exam Code Table Report
— Generate Exam Academic Career: |= A4 | | Undergraduate v|
Schedule Session: | = - | | w |
— Class Motes Tahle
— Class Motes Repon Course ID: beains with + | QL
— Class Motes Tahle :
P — Course Offering Nbr: |= v
Beport 4 | Q

— Glohal Kotes Table Description: hegins with |

~ Global Notes Table .
Report [Jcase Sensitive

— Hesource Queue
Cleanup ‘ Search ’ Clear i = iteri
_ Review Message Log - Basic Search Save Search Criterig
[» Rall Curriculum Data
Forward
[» Enrallment Reguiraments
[ Combined Sections

In the search page for Adjust Class Associations, enter:
1. Academic Institution = UODO01

Term =

Subject Area =]

Catalog Nbr =]

Click the Search button

ok~ D
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Class Associations

Course ID; 013043 Course Offering Nbr: 1

Academic Institution: University of Delaware

Term: 2006 Winter Undergrad

Subject Area: EMGL Enaglizh

Catalj:ru Nbr: 110 CRITICAL READIMNG & WRITIMNG Class Rall
Session: TR Winter Session

Class Associations

{_Associated Class: 10
Minimum Units: | 3.00 Maximum Units: IW
Academic Progress Units: 3.00 EA Units: IW
Course Count: IW Course Contact Hours: IW
Billing Factor: 1.000 ‘Instructor Edit:
Tuition Group: Q

[ Juse Blind Grading

& save | [ELReturnto Search | [Z] Matify |

Class Associations | Class Components | Class Reguisites

Class Associations tab:
6. Associated Class will indirectly tell you which Class Section you are on
e 10 indicates this is section 010
e Use the row navigation such as View All or blue arrows to see the other sections
Use this tab to change the Minimum Units (credits) for a Variable Unit course (this is not one)
DO NOT change the Maximum Units or anything else on this tab
Click on the Class Components tab
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Course ID: 013043 Course Offering Nbr: 1

Academic Institution: University of Delaware

Term: 2006 Winter Undergrad

Subject Area: ERGL English

Catalog Nbr: 110 CRITICAL READIMG & WRITIMNG

Session: Wi Winter Session

Class Association Components Find | “igwe & First (1) 4 of 7 I Last
Associated Class: 10

‘Grading Basis: OPT | & Student Cption

Graded Component: __ Lecture  [v ‘Grade Roster Print:

-
!
| Requirement Designation: Primary Cumpunent' LEC &

Class Componenus Firat 0 1 of 1 LB Last

Lecture | ]

Bl save | L\ Return to Search | [=] Matify |

Class Components tab:
1. Use this tab to change or add Honors, Multicultural or FYE designations to a section

2. Requirement Designation - click on the lookup to select one
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Search Results

First | 1-21 of
DLE Dizcovery Learning Experience M
EvDL FYE & DLE )
EYE Firstvear Experience B
By Firstvear Exp and Multicult ]
HFEDL Honors & FYE & DLE &)
Hhw D Honors, Multicolt, A5 W Dis ™
HrDL Honors and Discovery Learning M
HMER Honors, First™r Exp, Multicul ™M
HEEY Honors and First Year Experien K
HimC Honars and kulticultural ]
Hib D Honors, Multicult, Discovery L 1
H by Honors Multicultural ASS Write I
HrWD Haonors, A&S Wiriting, Discovery B
HEWWER Honors and AES Writing ™
HoME Honors B
mMZDL mMulticultural&Discoverd Learn ™
MZLT multicultural ]
MCWWR Multicultural and A&S Wiriting B
oL Multicult, A&S Writing, Discoy K
WWE A& S Writing Fequirerment B
WEDL AES Wiriting, Discovery Learning

3. Click on the appropriate required designation for the section to select it
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Cowrse ID: 013043 Course Offering Nbr: 1
Academic Institution: Lniversity of Delaware
Term: 2006 Winter Undergrad
Subject Area; ErGL Enaglish
Catalog Nbr: 110 CRITICAL READING &WRITING
Session: Wl Winter Session
Class Association Components Find | i & First (1] 1 o 7 O
Associated Class: 10
‘Grading Basis: OPT & Student Option

Graded Component: ‘Grade Roster Print:
it: LEC &

Firat 21 4 of 1 asnt

Requirement Designation: MCLT @ hulticult Primary Compo
Class Componems ( re | Find |

Lecture | FI

< Bl save I ﬁReturn to Search | [Z7] Motify |

mminns | Class Components | Class Reduisites

4. The rest of the fields on this page are informational — do not change them
5. Click the Save button
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