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1) Topics - should be 30 characters including spaces.
A - The Scheduling Office adds the topic to the catalog.

B - The department should add the top
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2) Please DO NOT touch the courses owned by PCS.
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3) *****N EW****

Cross -listed courses:  The Scheduling office will enter the
courses in UDSIS after you send us the information

Please do the follo wing:

The PRIMARY department controls the cross -listed course and determines if a course is being
offered in a term.

1) Please email the other department s you are cross -listing with and agree on the following
information:

Agree on the following:

Secti on number

Meeting patterns

Enrollment numbers for each section
Faculty name

Notes

2) SendSandythe above information along with the term, Subject Area and Catalog
number so that she camter the sections amdmbinethem in UDSIS.

3) If you need to cange thdimes, day®r instructorsn combined course...

You need to pull up the section by going into
Schedule Class Meetinjsvhi ch is one below 6Maintain Schedul e
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4) When to use Tentative, Stop Further Enrollment & Cancel.

Tenta tive 1 use if you are not offering a section in a term. Schedule

print box is not checked. Use tentative if we are in the process of

developing the schedule for the term andt he electronic registration

book has not been rel eased. Canceled should not be use d at this time.

Stop Further Enrollment i designed to use when trying to even out the

enroliment within multiple sections during the registration period.

The 6Stop Further Enroll mentdé setting makes the secti

the course search.

Cancel 1 NEVER cancel a course - please ask the Scheduling office to
cancel a course.

To cancel a course T

1) change class status to Stop Further Enrollment

2) If students are enrolled in the section, notify the students that

the section is being canceled. Aft er the students have been notified,

send an email to the Scheduling Office asking us to cancel the course.

Please tell us that you have notified the students. 6Canceledd is used
when a course has already been listed in the registration book. Do not

useTéntatived at this ti me.

3) If no students are enrolled in the course, simply send an email to
the Scheduling Office saying there is no enrollment and you would like
the course canceled.

5) Combined Sections:
Non-honors with honors
Dual-listed

Pleaseemail Sandy and tell her if two sections are meeting in the same classroom so
that she can combine them.

Please email Sandy when you need to delete a section from a combisedtion.



6) Requirement Designations
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7) Removing Class Components (Lab or Discussion)
if one is not being offered in a certain term.

To delete the lab component for the winter term, go to Adjust Class Association area, click on

thelﬂs)econd tab (Class Comﬁonentsi and delete the Iaboratori row OR click on the option box.
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