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From the class search page in PeopleSoft you can view classes being offered for a specific term and the course catalog.
· Class schedule and catalog data from 1990 forward is available to view

Directions to navigate to your PeopleSoft HR Access link:
http://www.csusm.edu/cms/teams/stu_info/NavToPeopleSoftHRAccessLink.doc
	Navigation: [image: image2.bmp] Curriculum Management

· Schedule of Classes

· Class Search
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	1)
	Select Cal State San Marcos as the Institution and select the Term you are searching.

	2)
	Select the [image: image4.png]


 button.
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	Terminology: Courses exist at the catalog level; Classes exist at the Schedule of Classes level.


	[image: image6.png][ Taoutty conter \(acvisement | tass search |[ facuty search |

Class Search

Search for Classes

Select at least 2 search criteria. Click Search to view your search results.
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	1)
	Course Subject – Select the subject from the drop down box

	2) 
	Course Number – If you are searching for a specific course number (i.e. 101, 395, etc.) enter it in the box. If you are searching for all classes within a discipline, leave the course number field empty.

	3)
	Course Career – You can lessen the search results of a discipline search by selecting Undergraduate or Pastbaccalaurate from the drop down menu.

	4)
	Once you enter the criteria for your search, click the [image: image7.png]SEARCH



 button.

	5)
	If you wish to enter additional search criteria, click on the [image: image8.png]Additional Search Criteria



 link to use the Advanced Class Search.
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	Tip: Do not select the “Open Classes Only” check box if you want to include sections that have reached their enrollment capacity.
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	1)
	Once you enter the criteria for your search, click the [image: image11.png]SEARCH



 button.


If your search results return more than 50 classes the following warning will appear.
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	Clicking [image: image14.png]


 may impact system performance. You may wish to click [image: image15.png]Cancel



 and narrow your search by adding additional criteria.


Once your search is successful, the system will display your search results, as shown on the next page.

	PeopleSoft provides you the ability to email selected students or all listed students on your class roster.
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	1)
	The course number and title will appear above all the sections of the class. Within the box, you will see the section number and 5-digit class number.

	2)
	A green dot [image: image17.bmp] on the right of the box indicates the class still has seats available. A blue box [image: image18.bmp]indicates the class is full and no seats are available.

	3) 
	Session - Defines the session (within the term) within which the class resides. Session values have been translated from the Academic Term calendar and are used in determining enrollment-processing deadlines. 
The session determines the Dates of the class. Possible sessions are: Regular, First 8 weeks, Second 8 weeks .

	4)
	Days & Times - Identifies the start/end times and meeting days of the class. If a class has more than one meeting pattern, all meeting patterns will be displayed.

	5)
	Room- Identifies the classroom in which the course will be taught.

	6)
	Instructor - Displays the class instructor(s).
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	1)
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 button will return you to the results page where you can start a new search or change the term you are searching.


Class Details Section - 

	Units
	Identifies the unit value for the course component.

	Instruction Mode
	Indicates how the class is being taught. 

	Class Components
	Lists all the components attached to the course and whether they are required or optional.

	Grading
	Identifies the Grading Basis for the class - e.g. Graded, CR/NC, or GRD CR/NC (Traditional Grading, with CR/NC available if approved)


Enrollment Information Section – 

	Enrollment Requirements
	Displays only those requisites that are currently being enforced.

	Formal Description
	Identifies the appropriate General Education category for the course. This field identifies both the GE Area and GE Designation.

	Course Attribute
	A quality of the class used to identify a variety of course characteristics. This field is used for multiple purposes. A course may have as many attributes as apply. Refer to the chart below.


Class Availability Section – 

	Class Capacity
	Indicates the maximum number of students that may enroll in the class.

	Waitlist Capacity
	Indicates the maximum number of students, based on the enrollment capacity, that may waitlist for the class. The following is used in determining the waitlist capacity:

Classes with an enrollment capacity less than 100: waitlist cap is 50% of the total enrollment capacity.

Classes with an enrollment capacity greater than or equal to 100: waitlist cap is “50.” 

For example, a class with a total enrollment of 50 would have a wait list capacity of 25, and a class with a maximum enrollment of 120 would have a wait list capacity of 50.

For more information on wait listing refer to Appendix B, Wait Listing.

	Enrollment Total
	Current number of students enrolled in the class.

	Waitlist Total
	Current number of students waitlisted for the class.

	Available Seats
	Total number of seats available.


Notes Section – 

	Class Notes
	Contains information for students and are attached to the class by the department during schedule building.
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