[image: image13.png]Course Catalog - Windows Internet Explorer

5+ [ rtpscnsden?.catae ccipslHSHST{ENPLOTEE HRISICJESTABLISH_COURSES.CRSE_CATALOG, GBLFldrPat %] [] [cooae

H & [@cousecataos [ B - B @ - e - Grosk -

PeopleSoft.

Sion out

NewWingow | elp | B

s Wy Friss Cours Catalog

| CoUsABazeine Enter anynformation you have and clk Search. Lave flds Hank or a st of alvalues

| Caush cudom

[ seftsenice

1> Campus Community

> Student Recruing

> stusent aamissions

| Records and Enrolment

L Curiculum Wanagement
< Gourse Cataog Catalog h: hegins wi

= Gouree Gataion Searc

Subject Area:

Campus: begins with

= Pl Courss Catalog, CourseD: begins wilh
— Course Equivalencies Descriptior begins with
~ Catalog Summany
& ehedule of Classes Clinclude History [correct History [ Case Sensitive
 Roll Curtculum Daa
Forward
& Enraliment Requirements
 Combined Sectians
© Dynamic Dates Find an Existing Value | Add 3 New Value
I Facility and Event.
Information
b Class Roster
 Affendance Raster
 Grading
 Gradehack
 InstructorAdvisor
Information
© Learning Management
Systerms
[ Financial Aid
> Student Financials
1 Academic Advising
o 5etUp SaCR
[ Tree Manager
> Reporing Tools
o PeopleTonls
Careers

searsh | _ Clear | masic garon ) save search crteria

(5 @ et





COURSE CATALOG QUICK REFERENCE



1.0
FINDING A COURSE IN THE COURSE CATALOG 

	Directions to navigate to your PeopleSoft HR Access link:
http://www.csusm.edu/cms/teams/stu_info/NavToPeopleSoftHRAccessLink.doc

	Step 1
	Curriculum Management -> Course Catalog

	
	The screen below will display for entering search criteria.
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	Step 2
	Enter SMCMP (San Marcos Campus) in the Academic Institution field, if the value is not defaulted.

	Step 3
	Enter the Subject Area

Subject Area is the course prefix. For example, Literature & Writing has a Subject Area of LTWR.

	Step 4
	Enter the Catalog Number of the course. For example, enter 310 for a LTWR 310 course.

If you want to view all courses within a specific subject area, leave this field blank.

You can also search using the Description field. This may be useful when searching for a course with Topics or Seminar in their description, i.e. Selected Advanced Topics or Graduate Seminar.

	Step 5
	Select the                (Search) button.

If specific search criteria were entered, Search Results will display below. Select the appropriate course for which you want to view data.


[Thank you to CSULB and Cal Poly SLO for providing materials contributing to this document.]
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2.0
VIEWING COURSE CATALOG PAGES
2.1 Catalog Data

Look at the Catalog Data page for the following information on a course:
· Course ID

· Status (Active or Inactive)

· Offerings

· Title (Short and Long)

· Description

· Units

· Grading Basis

· Whether the course can be repeated for credit (see below note in page shot)

· Whether the course meets a GE or USCP requirement (Requirement Designation)

· Whether this is a topics course  
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2.2 Offerings

Look at the Offerings page for the following information on a course:

· Information specific to an offering such as its Subject Area and Catalog Number

· Whether an offering can be scheduled as a class (Course Approved = Approved, Allow Course 

· to be Scheduled checkbox is selected) 

· Whether an offering displays in the online Course Catalog (Catalog print checkbox is selected)
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2.3 Components

Look at the Components page for the following information on a course:

The components comprising a course, i.e. Lecture, Laboratory, and Activity.

The component which is graded; Graded Component checkbox is selected for the graded component.

When does the final exam take place for the component?
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3.0
USING THE INQUIRE MENU TO VIEW COURSE CATALOG DATA

3.1
Catalog Search

	Step 1
	Navigation:  Curriculum Management -> Course Catalog -> Course Catalog Search

	
	The screen below will display for entering search criteria.
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	Step 2
	Enter SMCMP (San Marcos Campus) in the Institution field, if the value is not defaulted.

	Step 3
	Enter the Subject Area

Subject Area is the course prefix. For example, Literature & Writing has a Subject Area of LTWR.

	Step 4
	Enter the Catalog Number of the course.

If you are searching for a single course offering for which you know the catalog number (i.e. 310 for LTWR 310), enter the catalog number and use the default setting Exact Match for the search.
If you want to view all courses within a specific subject area, leave this field blank.

	Step 5
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  (Search) button.

Search results will display. The following example shows results for subject area equal to LTWR catalog number equal to 310.


3.2
Catalog Search Results
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3.3
Course Catalog Summary

	Step 1
	Navigation:   Curriculum Management -> Course Catalog -> Course Catalog Summary

	
	The screen below will display for entering search criteria.
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	Step 2
	Enter SMCMP (San Marcos Campus) in the Academic Institution field, if the value is not defaulted.

	Step 3
	Enter the Subject Area

Subject Area is the course prefix. For example, Literature & Writing has a Subject Area of LTWR.

	Step 4
	Enter the Catalog Number of the course.  If you leave this field blank, Search Results will display a list of all courses within the specified subject area and you may choose a course from the list.

	Step 5
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Search results will display. The following example shows results for subject area equal to LTWR catalog number equal to 310, and Include History selected.


3.4 Course Catalog Summary Results
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If the Catalog Print Box is NOT selected, then the offering will not display in the Course Catalog view through Self Service
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