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Check Your PeopleSoft Access
The Office of Academic Scheduling can open and CSUSM /' mvCSUSM

close the schedule to department staff; Sign in to MYCSUSM Maintenance Schedule

Tuesday nights 9PM - 12AM as needed

however, we cannot give you access to Username

PeopleSoft directly. Check your access as Hmd =

soon as you get hired and every semester ®

before schedule build. o L
To check your access, go to my.csusm.edu and login. o

If you can’t login, you do not have access. Login Information

Use your network usemame and password. The same one used for campus email or Cougar Courses. Reset your password

Have your supervisor or his/her designee

Troubleshooting

S h ou Id su b m |t an | D M Access Re q u est fo rm Enable pop-ups for this site. If you are experiencing difficulties, visit myCSUSM Help

Management > Schedule of Classes > Maintain Schedule of Classes put in a prior term (i.e. 2212) and press

(https://www.csusm.edu/idm).
Once logged in, go to Main Menu > Curriculum

Enter.
If nothing comes up from the search, you do not have access. Contact the Faculty Staff Help
Desk (helpdesk@csusm.edu) to let them know you are missing the ability to see your department(s) in your
view. They will review your training record and your department security to ensure you have the appropriate
access.

If you can login and bring up classes, you are good to go.

SC h Ed u |e B ul |d T| m el Nne Spring 2020 Schedule Build Timeline
. . . Date Start - Date End Action items in
The SChEdUIe Bu”d & Course Needs Report Tlmellne Mon, Sep 16 Vice Provost sends out the Course Needs Report to the Deans' Offices
. . Thu, Sep 19 Associate Deans send out the Course Needs Report to Departments
for the neXt bUIId WI” come OUt after the Mon. Sen23 - Fri Oct 11 Schedule Build Process in PeopleSoft - Academic Scheduling provides Schedule Build
. . . roep ! training and focused work sessions.
current term schedule build is over. The first o Mandatory Schedule BUIld Meeting = Aademic Scheduling goes over Important
. . . ! infoermation and updates for the new term build.
and final version of the schedule build often Won, 52523 CENSUS DAY
Wed. Sen 25 End Pre-Schedule Period - Academic Scheduling sends auditoria, MARK 202, SBSB 4119
vary due to requests, alternate needs, and o confirmations to Associate Deans for distribution.
Associate Deans review their college’s schedule in relation to the Degree Planner
improvementS. Fri,0ct04 - Wed, Oct 09 [Student Demand Report and notify their departments and Academic Scheduling of any
changes that need to be made.
When dO Classes ShOW up for- a new SChedule bu”d’) Deadline for Department Chairs to submit schedules to Academic Coordinators or
* Mon, Oct 07 by 8:00 AM |Department Staff for entering into PeopleSoft. Department Chairs are encouraged to
. provide schedules prior to this deadline.
Classes ShOW u p for the new SemESter belng Academic Scheduling sends GEM ERG Report to Department Staff and cc Assoc Deans &
. . Mon, Oct 07 Dept Chairs. ADs & DCs have discretion to adjust numbers. Show GEM ERG numbers on
built for Schedule Build when they are rolled class and what should be on classes.

from the previous same term (Spring rolls from last Spring, Fall rolls from last Fall).
Add/Drop Period

Students may adjust their schedules themselves once classes start during the add/drop period, which is the first two
weeks of the semester. During the first week of add/drop students can enroll directly into available seats in
open courses (seats are open if there is no one on the wait list and enrollment is not yet at the enroliment cap).
During the second week of add/drop period, students need to obtain a permission number from the faculty
member teaching a course in order to enroll in that course.

During the add/drop period, Faculty can make administrative drops when students do not show up for class or have not
satisfied enrollment requirements. Have the faculty send the administrative drop request from their CSUSM
email account to registrar@csusm.edu using the subject line: Administrative Course Drop <Subject Catalog
Number> [Example: Administrative Course Drop CHOC 350]. In the body of the email, include subject/catalog
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number, class number, student name, student ID, and reason for the course drop (attendance or enrollment
requirement). [Example: CHOC 350, 45678, Willy Wonka, 999999999, Enrollment Requirement]

Beginning the third week through Census day, students must complete the Late Enrollment Petition form and secure
faculty approval (m, and submit to Cougar Central for processing.

Census
Census is the end of 20 days of instruction. Following census day, students’ withdrawal from course(s) require approval
and may be granted by petition for serious and compelling reasons only.

Trainings, Meetings, and Work Sessions

Optional In-Depth Training — at least one of these trainings is provided the week prior to the start of the Schedule Build
Period. This training will go over the details of how to build sections in PeopleSoft and some of the other processes
during the Schedule Build. This training is highly encouraged for department staff who are new or those staff who
would like a refresher. All individuals associated with building the schedule are welcome to come to this training,
including department chairs and associate deans.

Mandatory Meeting — the primary Schedule Build Meeting is the Mandatory
Schedule Build Meeting that occurs at the start of the Schedule Build
Period. During this meeting Academic Scheduling goes over new or
changed aspects of the build and/or in PeopleSoft and common
departmental issues.

Work Sessions — These sessions are provided 2 to 3 times each week of the
Schedule Build Period. Each session someone from Academic

Scheduling will be there to answer questions or help with unresolved
issues. The sessions also provide a quiet space for Schedule Builders to work, as there are many distractions that
can happen in the office.

Pre-Scheduling

Pre-Scheduling includes the auditoria classrooms, MARK 202, and SBSB 4119, which are scheduled before all other
classroom space. A pre-scheduling request from Academic Scheduling goes to the Associate Deans, who then
send out a request to the departments.

Only classes with more than 86 students are allowed to be pre-scheduled into auditoria. If smaller classes need/want
these spaces, they can only be requested after the pre-scheduling period.

Each of the college has a designated allocation of the auditoria rooms (classrooms that seat more than 86 students) and
the Active Learning/Flipped Classroom space (MARK 202). The graduate seminar room (SBSB 4119) is also pre-

scheduled; however, it is not allocated up-front.
The following rooms are pre-scheduled:

1. ARTS 240 (seats 250) — tiered auditorium with tablet
immovable seats

2. ACD 102 (seats 145) — tiered auditorium with tablet
immovable seats

3. MARK 125 (seats 125) — tiered auditorium with chairs and
immovable tables

4. ACD 304 (seats 105) — flat auditorium with tablet
armchairs

5. MARK 202 (seats 48) — active learning or flipped
classroom with group work stations

6. SBSB 4119 (seats 22) — graduate seminar room with chairs

MARK 202 and movable tables
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. CLASSROOM: UNIV 441
PUZleng CAPCITY: 35
. . . . MON TUES WED THURS FRI SAT
Puzzling will be able to be used for Spring 2022 schedule build! 730AM
Puzzling is when a department or group schedules their classes into a ey
particular room in order to (1) have the classes scheduled in a |4y
desired room and/or (2) so there is no risk of the classes, as |} /5
scheduled, being on the Impossible/Unable to Place Class o
(IPC/UPC) List and/or (3) to get particular faculty with back-to- e erst University
back classes into the same room and/or other reasons. 1:00PM 7 . L |
1:30 PM 7 3 .
The College Associate Deans agree on the room allocations during the pre- |200em
2:30PM
scheduling part of the schedule build. Half of the available |soem
classrooms (43) are released for puzzling assignments. During w0 _
each semester, CHABSS gets 23 rooms, CoBA gets 5, CEHHS gets 232:3 ]
4, CSM gets 11, OUGS gets 1. During schedule build, departments ... .
H 6:30 PM
can puzzle other non-assigned spaces as long as they follow the " | T —
puzzling guidelines and are in competition for the space if another et
department also tries to puzzle the room. If a department is [&xM™
unsure of the rooms that have been assigned to them, it is best to -2 | Subject | catalogbr_Section _|__ElCap | Meeting Pttern
check with the College Associate Dean for that information. v e T o T o M543
40307 EDSS 521 02 30 M 1430-1720

The requirements for puzzled rooms are (note that ALL requirements PP ——

must be met):

1. Product of the utilization and scheduled hours in the room has to be more than or equal to 40
To calculate the product: (average class cap + room cap) * total hours scheduled > 40

2. Minimum 48 hours and Minimum 75% occupancy (both cannot be at minimum)
There must be at least 48 hours of class time scheduled. To find occupancy, take the average capacity of all classes
scheduled and divide that by the room's maximum capacity. In order to meet the next requirement, one of these
two numbers (hours scheduled or occupancy) must be above the minimum requirement

3. The room characteristic of the space must match the space requirement of the majority of classes scheduled in a
puzzled room. If a computer lab is being puzzled, then the majority of the classes in that space must require a
computer lab as part of the courses’ pedagogy.

More information is available online: csusm.edu/par/acdsched/puzzling.html

Scheduling Responsibility
Departments do vary with aspects of who is responsible for what, below is the most common divisions
of responsibility for schedule building. Please stay in touch with fellow schedule builders within your

department, as there may be aspects missing from this list.

Department Chairs and Program Coordinators/Directors

e Fill out the Term Offerings with Academic Scheduling.

e Provide Department Staff the schedule with class days, times, enrollment caps, and faculty assignments during
schedule build (generally only tenure track faculty are assigned during the Schedule Build Period)

e Provide Department Staff with faculty assignments throughout, as lecturers are assigned to courses.

e Schedule classes to help puzzle, when a puzzle is desired by the department. Sometimes helped by the Dept Staff.

e Submit paperwork for Topics courses to Academic Programs.

e Submit paperwork to their College Curriculum Committee, University Curriculum Committee (UCC), and the General
Education Committee (GEC) for adding new courses to the catalog or permanently changing regular courses.

e Keep track of their Schedule Print Off and Tentative/Stop Further Enrollment sections.
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Department Staff who build/maintain the Department’s Class Schedule

Keep track of students in Schedule Print Off and Tentative/Stop Further Enrollment sections to make sure class is
cancelled or reactivated as soon as possible.

Find available time blocks for classes that are impossible or unable to be placed
(UPCs/IPCs) and work to resolve them during the Classroom Rush Process.
Make sure classes meet at approved class meeting times. See the “Approved
Times” link on the Academic Scheduling webpage. Search “Approved Times” on
campus homepage or use the following link
https://www.csusm.edu/par/acdsched/approved times.html

Update the Typically Offered Values

Input the schedule in PeopleSoft, as provided by the chair, during the schedule
build process. Including deleting (not cancelling) classes that will not be offered

(when known during schedule build).
Request classroom characteristics from professors during schedule build and enter them into PeopleSoft.

Notify academic scheduling if there is a medical accommodation that needs to be made, preferably before
classrooms are assigned.

Notify faculty to submit their class software/technology requests to IITS.

Notify Academic Scheduling if there is a combined class being offered by your department, cc any other relevant
departments. Make sure to contact the other department if the combined class has more than one subject field and
determine who is responsible for building the class in PeopleSoft.

Assign faculty both during Schedule Build, mainly only Tenure Track Faculty, and after schedule build for any class
that is still unassigned. Making sure that the person assigned to the class is the right instructor.

Correct errors once the audit findings are distributed by Academic Scheduling.

Make sure classes meet at approved class meeting times. See the “Approved Times” link on the Academic
Scheduling webpage. Search “Approved Times” on campus homepage or use the following link
https://www.csusm.edu/par/acdsched/approved_times.html

Ask Academic Scheduling if you do not understand something about building a class or any of the Schedule Building
tasks. We are more than happy to answer questions.

Enter Enrollment Requirement Groups (ERGs) into the schedule, especially the General Education/Major (GEM) ERG
caps when they are distributed by Academic Scheduling. See more in the ERG section.

Academic Scheduling

Develop timeline for each semester build.

Teach in-depth trainings and hold/host Mandatory Meetings during the beginning of Schedule Build and for
Classroom Rush. Schedule and attend work sessions to answer questions and provide space for department staff to
build the schedule.

Manage 25Live for classes. Including creating and running searches, reports, and locations. Keeping track of space,
features, and size, and recommending/overseeing changes.

Place classes and maintain the Optimizer and transactional process moving classes from PeopleSoft to 25Live.
Generating permission numbers and handling requests.

Creating, rolling, and updating the exam code table. Generating final exams for all classes.

Answer questions about all things Schedule Build.

After schedule build, add/delete/cancel/modify/move classes.

Update forms and webpages.

Create and distribute Semester Offerings and Typically Offered Values document and make sure it is turned in.
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e Audit all classes before classroom assignments are made.

e Run system and schedule/manage Classroom Rush through 25live and PeopleSoft.
e Run reports on space usage, efficiency, and analysis.

e Updating term and session dates.

e Puzzling assignments and audits.

Classes Posted in the Schedule

The class schedule is generally posted/viewable one to two weeks before early registration starts. The Fall schedule
generally shows starting in April and the Spring Schedule generally shows starting in November. The Winter and
Summer Schedules are managed by Extended Learning.

The spring schedule is tied to the Winter Intersession Schedule, managed by Extended Learning. There have been prior
issues where the public can see the unfinished Spring Schedule once the Winter Schedule has been posted;
hopefully, this is resolved moving forward. Please alert Academic Scheduling if you hear from students or faculty
that the Spring Schedule is viewable with the Winter Schedule.

Registration

Early registration is for continuing students and is generally a two
to three week period. New incoming students generally =
register around/during orientation.

Registration appointments order can be seen on the
Enrollment Date Table on the Schedule website:
csusm.edu/schedule

Unit limits during Early Registration: Students may enroll up to
16 units during this time period. Students may waitlist up
to 10 units. Graduating seniors may enroll up to 19 units.
Students on Academic Probation may not register for more than 14 units.

Viewing the Schedule Build Timeline
The schedule build timeline will be emailed to you once the previous schedule build is over and will be available on our
website; however, we highly recommend you look in Outlook for most current dates.

Software Submissions

Every semester the timeline has a date for faculty to submit any software they need for their classes to
csusm.edu/iits/facstaff/software.html. Department staff: please send this link with the date to your faculty
every semester.

Term Codes (4 Digits)

Term codes can be easy deconstructed to figure out the term they represent: the first 3 digits represent the year, minus
the first zero in the year. The 222 in the term code 2222, represents the year 2022.
The last digit represents the type of semester.
e 2 =Winter & Spring — Winter Intersession (through Extended Learning) and Spring are combined into one term
e 3 =Summer (through Extended Learning)
e 4=Fall
Therefore the term code 2222, represents the Spring 2022 semester.
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PeopleSoft Routes/Paths

Build New Classes

Main Menu > Curriculum Management > Schedule of Classes > Schedule New Course

Modify Classes Already on the Schedule or Add New Section
Main Menu > Curriculum Management > Schedule of Classes > Maintain Schedule of Classes

Assign/Change Faculty During and After the Schedule Build
Main Menu > Curriculum Management > Schedule of Classes > Schedule Class Meetings

Queries to Know and Utilize
Academic Scheduling HIGHLY recommends removing old queries from your favorites in PeopleSoft (if you have
them) and adding those listed in the table below. All of these queries can be found in the “ACDSCHED” folder
in PeopleSoft. The table below includes the queries managed by Academic Scheduling and also a “What does

this query provide?” section for your reference (this field is not in PeopleSoft, it’s just in this email for your

information).

SMO_PAR_CLASSHIST_BYSUBJ

SMO_PAR_CLASSSCHED_DEPT

SMO_PAR_CLASS_SCHED_RM
CHRCTRS

SMO_PAR_CLASSSCHED_DEPT

SMO_PAR_CLASS_NOTES_BY_
ORG

SMO_PAR_CLASSSCHED_FINAL
S

SMO_PAR_CLASS_NOTES_BY_
ORG

Dept Class Hstry for All
Terms

Dept Class Sched by
Term

Dept Class Sched w/ Rm
Chars

Dept Class Schedule by
Term

Notes on Dept Classes by
Term

Finals for All Classes by
Term

Notes on Dept Classes by
Term

Schedule Build Process Guide_092021

Allows you to look up one subject field. It
provides every term the classes in that subject
were taught, in addition to the faculty member
assigned to the course the, enrollment numbers,
and the instruction mode.

Provides the class scheduling details from the
selected term and department (does not provide
notes, reserve caps, room characteristics, or
finals).

Provides the class scheduling details and room
characteristics from the selected term and
department (does not provide notes, reserve
caps, or finals).

Provides the class scheduling details from the
selected term and department (does not provide
notes, reserve caps, room characteristics, or
finals).

Provides the class notes, in the selected term
and department (does not include class
scheduling details).

Provides all classes in a given term with their
assigned finals date, time, and location.

Provides all classes in a given term with their
scheduling details and any free format or canned
notes, also includes classes that do not have
notes assigned.
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Query

SMO_PAR_ALL_PUZZLED_CLAS
SES

SMO_PAR_CLASSSCHED_RSVC
APS

SMO_PAR_FULL_SCHED_RMC
HRCTRS

SMO_PAR_FAR_WTUCALC_BY
_TERM

SMO_PAR_FAR_WTUCALC_BY
_ORG

SMO_PAR_ACAD_ROSTER_FO
R_SCHED

SMO_PAR_ALL_PUZZLED_CLAS
SES
SMO_PAR_CLASSSCHED_ALL

SMO_PAR_CLASSSCHED_ENRL
SMO_PAR_STDNTS_BY_DEPT

SMO_PAR_STDNTS_BY_DEPT_
BY_DATE
SMO_PAR_STDNTS_BY_MAJO
R
SMO_PAR_CLASSSCHED_ALL_
W_VIRT

SMO_PAR_CLASSSCHED_DEPT
_VIRT

PeopleSoft Short
Description

All Puzzled Classes in
Term

Full Sched w/ Rsrv Cap
(no EL)

Full Schedule w/ Rm
Chrctists

WTU (Instructional)
byTerm

WTU (Instructional)
byTerm/Org

Class Rosters

All Puzzled Classes in Term

All Classes by Term
Dept Class Enrollment

Students by Dept (Acad
Org)

Stdnts by Dept (Acad Org),
Dt

Students by Major

All Classes with Virtual Attr

Dept Classes with Virtual
Attr

Schedule Build Process Guide_092021

What does this query provide?

(Information not in PeopleSoft)

Provides the class scheduling details of those
classes with the room characteristic "puzzled"
(88) from the selected term.

Provides all state-side class scheduling details
and reserve cap information, including ERG
number, from the selected term. Multiple rows
are indicated if reserve cap has a
sunset/expiration date. Only shows state-side
courses.

Provides the class scheduling details and room
characteristics from the selected term for all
classes (does not provide notes, reserve caps, or
finals).

Provides all class scheduling details for the
selected term, with the faculty assigned and
her/his workload, assighment percentage, and
the k/s factors for the assigned section. This
guery is only available to those who have access.
Provides all class scheduling details for the
selected department and term, with the faculty
assigned and her/his workload, assignment
percentage, and the k/s factors for the assigned
section. This query is only available to those who
have access.

Provides complete class roster for one section, a
whole class (all sections), or a whole subject area
in a given term.

Provides all classes with the Puzzled Room
Characteristic

Provides full class schedule in a given term.

Provides limited class details for the term to check
enrollment.

Provides all ACTIVE students in a department's
majors

Provides all students in a department's majors from
a given date until present.

Provides up to 3 Academic Plans of Active Students

Only for Spring 2021, provides VIRTUAL course
attribute value for ALL classes in the term, along with
other class details.

Only for Spring 2021, provides VIRTUAL course
attribute value for all department class in the term,
along with other class details.
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Special Types of Classes

Combined Courses
Combined classes are 2 or more sections that are offered as one class. They each have their own unique class number,
but have the same day, time, room, and instructor(s). Department staff should let Academic Scheduling know if
they have combined sections.
Enrollment Caps for Combined Courses can only be up to the Combined Class Enrollment Capacity.
e If each class should have a specific number of students, say each should have 15 for a combined enroliment of
30, then on each section the cap listed should be 15 and in the combined section table (handled by Academic
Scheduling) the combined enrollment cap would be 30.
e If it does not matter how many students enroll from either class, both section enrollment caps can be listed at
30, but the combined class itself will only allow up to 30 enrollees (the combined enrolliment cap would be listed
at 30). This can be problematic once the combined cap fills. If the caps on the individual classes are 30 each,
once there are 30 in the combined cap, no students will be able to enroll, but each section may show as “open.”
There are reasons to NOT use Combined Courses
e Sometimes the class will not accurately display OPEN or CLOSED class if the combined cap is full, but the section
cap still seems to have open seats. No more students can enroll, but the class may still show as open.
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Limited Session Courses for 8 or 5 Weeks

Sections can be offered for the full 16 week session (1), but they can also be offered for the first half/first 8 weeks (8W1),
the second half/second 8 weeks (8W2), the first 5 weeks (5W1), the second 5 weeks (5W2), or the third 5 weeks
(5W3) of the semester. There is no approval needed for any of the limited sessions. Offering a class for only part

of the term, still means that the same number class hours are required for the course. Eight week classes will meet

twice the number of hours per week than they would meet during a regular full session. Five week class will meet

three times the number of hours per week than they would meet during a regular full session.

Basic Data | Meetings | EnrolimentCnirl || Reseve Cap | Notes || Exam | LMS Data

Course ID 100100
Academic Institution  Cal State San Marcos

Course Offering Nbr 1

Term Spring 2019 Undergrad
Subject Area ANTH Anthropalogy
Catalog Nbr 200 CULTURAL ANTHR.

Class Sections

“Session |1 Regular Academic Session

eCuonmToT
*ComponentLEC (@ Lecture
*Class Type | Enroliment Section v
*Associated Class 1@, Units 3.00 Associated
*Campus MAIN @ Main

“Location SMCAMPUS | Q) San Marcos Campus

Course Administrator Q

*Academic Organization 134 - AMTH Q Anthropalogy

Academic Group HABSU
*Holiday Schedule |SMCMP |Q

Hum, Arts, Behavioral, Soc Sci
SMCMP Academic Holiday Sched

“Instruction Mode [L  |Q On Line

Primary Instr Section 01

Texbook

tart/End Date |01/22/2019

GL Interface

Auto Create Component

b Last

HE=

Find | View All First ‘4 1af12

Class Nbr 20405
05/10/2019

EventID

Class Aftributes
Add Fee

Schedule Print
[ student Specific Permissions

Dynamic Date Calc Required
[ Generate Class Mtg Attendance
Sync Attendance with Class Mtg
6L Interface Required

(B[N Q

Topic ID: Q. Free Format
Topic:
DPrintTopic On Transcript Con
Mee

Instructors For Meeting Pattern

Assignment Workload
i} Name ginsinicioy Print Access
Role
a

Basic Data Meetings Enrollment Cntrl Reserve Cap Notes Exam LMS Data Textbook GL Interface
Course ID 100100 Course Offering Nbr 1
Academic Institution Cal State San Marcos
Term Spring 2019 Undergrad
Subject Area ANTH Anthropology
Catalog Nbr 200 CULTURAL ANTHROPOLOGY
Class Sections Find | View All First ‘&' 1 of

ooooood

Personalize | Find | view All | B0 | B

Session: 1 Regular Academic Session  Class Nbr: 20405 Class APDB M g#bing Values
Class Section: 01 Component: Lecture Event ID:
Associated Class: 1 Units: 300
Meeting Pattern Find | View All Fir 10f1 ‘B Last
" . N [#[=]
Facility 1D Capacity Pat Mtg Start MigEnd M T W T F S § Start/End Date

01/22/2019 |[3)|05/10/2019 |5

tact Hours
ting APDB Mapping Values
First ‘4 10f1 ‘B Last
Empl
Contact Red Job Code
[fsY [+ [=]

The session is listed on the Basic
Data tab. This is also where it can be
changed. Most commonly it is listed
as “1” which means Regular
Academic Session.

When the session is changed, the
Start/End Date will automatically
change on the Basic Data tab, but it
should also change on the Meetings
tab. Make sure to check that the
date is changed in both of these
areas.

If the meeting pattern is already
entered, the date will NOT change
on the Meetings tab by itself. You
will have to enter the dates manually
in these fields.

Final exams for limited sessions: 8W1 and all 5-week sessions will have their final exams on the last instructional day of

class. Regular sessions and 8W?2 finals will be during final exam week at the end of the semester, once

instruction ends, per the final exam schedule.

Schedule Build Process Guide_092021
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Multiple Component Courses
Multi-component courses are unique in a few different ways. They are usually

1
v [ Wl

a lecture sections and one or more activity or lab sections.
If you have more than one activity/lab section, then those sections will have

the class type “enrollment” and a lecture class type of “non-
enrollment.” This means that the student will enroll in the activity/lab

N W
that they want and then will be auto-enrolled in the non-enrollment / \
lecture section. |_——_—-] E
If there is only one activity/lab section and one lecture section, either one can
be “enrollment”/“non-enrollment.” Though if there are more than
one set of these sections of the same class, we heavily advise that you keep it consistent with which section type
is “enrollment” and which is “non-enrollment” (i.e. all the activity sections are “enroliment” and all the lecture

sections are “non-enrollment”).

Location in . Enrollment
Maintain Schedule of Classes: Basic Data Cntrl
Type Section Assoc Class Type Enrollment Auto-Enroll
Multi-Component Class with 10 1 Lecture Non-Enroll --
more than one Activity/Lab 11A 1 Activity/Lab  Enrollment 10
12A 1 Activity/Lab  Enrollment 10
13A 1 Activity/Lab  Enrollment 10
Multi-Component Class with 10 1 Lecture Non-Enroll --
sets of 1 Lecture & 11A 1 Activity/Lab  Enrollment 10
1 Activity/Lab 20 2 Lecture Non-Enroll --
(chose one set or the other) 21A 2 Activity/Lab  Enrollment 20
10 1 Lecture Enrollment 11A
11A 1 Activity/Lab  Non-Enroll -
20 2 Lecture Enrollment 21A
21A 2 Activity/Lab  Non-Enroll -
Multi-Component Class with 10 1 Lecture Enrollment  (1st) 11A | (2nd) 12B
Lecture, Lab, & 2nd Lab 11A 1 Lab Non-Enroll --
12B 1 2nd Lab Non-Enroll --

Schedule Build Process Guide_092021
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How to Build a Multi-Component Class with set of one lecture & one Activity/Lab in PeopleSoft

I Basic Data l Meetings || EnrolimentCnirl || Reserve Cap || Motes | Exam || LMSData | Textbook || GLInterface

CourseID 100643
Academic Institution  Cal State San Marcos
Term Spring 2019
Subject Area BIOL
Catalog Nbr 210

Course Offering Nbr

Undergrad
Biological Sciences
INTRO CELL/MOLEC BIOL

Class Sections
*Session 1 Q
IClass Section 10
*Component LEC |
*Class Type | Non-Enrollment Section %
*Assoclated Class 1Q
“Campus [MAIN Q.
“Location SMCAMPUS | Q

Units 400

Main

Course Administrator Q

*Academic Organization 145 - BIOL Q Biology

Academic Group CSMU
*Holiday Schedule SMCMP @
“Instruction Mode P |Q In Person
Primary Instr Section |10

Reqular Academic Session

San Marcos Campus

Science and Mathematics
SMCMP Academic Holiday Sched

1

Auto Create Companent

10f9 (b Last
==

Find | View All First 4

Class Nbr 20458
*Start/End Date |01/22/2019 |[5§]|05/10/2019 |[&]

Event ID

Associated Class Attributes

Add Fee

Schedule Print
Student Specific Permissions

Dynamic Date Calc Required
[ Generate Class Mtg Attendance
Sync Attendance with Class Mig
6L Interface Required

BasicData || Meetings l Enroliment Cntri ' Reserve Cap || Notes || Exam
Course ID 100643
Academic Institution Cal State San Marcos
Term Spring 2019
Subject Area BIOL
Catalog Nbr 210

Undergrad
Biological Sciences
INTRO CELL/MOLEC BIOL
Enrollment Control
Session 1 Regular Academic Ses:
Component Lecture
Units 4.00

Class Section 10
Associated Class 1
*Class Status| Active ~

Class Type MNon-
Enroll

Course Offering Nbr 1

*Add Consenl| No Special Consent Required

*Drop Consent No Special Consent Required

1st Auto Enroll Section

2nd Auto Enroll Section
Resection fo Section

[ Auto Enroll from Wait List [Ccancet f Student Enrolled

LWS Data || Textbook || GL Interface
Find | View All First ‘4 1ofa ‘F Last
sion Class Nbr 20458
EventID
Enrollment Status Open
\/‘ Requested Room Capacity 96 Total
v Enroliment Capacity 96 0
Wait List Capacity 998 0

Minimum Enrollment Nbr’

Basic Data |l Meetings | EnrollmentCntrl || Reserve Cap || Notes | Exam
Course ID 100643
Academic Insfitution  Cal State San Marcos
Term  Spring 2019
Subject Area BIOL

Catalog Nbr 210

Course Offering Nbr

Undergrad
Biological Sciences
INTRO CELLIMOLEC BIOL

LMSData | Tetoook || GL interface

1

Auto Create Component

2nd Auto Enroll Section
Resection to Section

[ Auto Enroll from Wait List [ cancel if Student Enrolied

Class Sections Find | View All First ‘4209 '}/ Last
“Session 1 q Regular Academic Session Class Nbr 20459 #[=
*Class Section 114 *Start/End Date 01/22/2019 |[+] 0510/2019 [
“Component |LAB L aboratory Event ID
*Class Type | Enrollment Section v'
“Associated Class|  1]Q Units 4.00 Associated Class Altributes
“Campus MAIN | Q Wain Add Fee
“Location [SUCAMPUS  |@, ’
B San Marcos Campus Schedule Print
Course Administrator (¢} )
[ student Specific Permissions
‘Academic Organization 145 - BIOL Q. Biology O include in Dynamic Date Calc
Academic Group CSMU Science and Mathematics Dynamic Date Calc Required
*Holiday Schedule |SMCMP_|Q SMCMP Academic Holiday Sched [ Generate Class Mtg Attendance
“Instruction Mode P |Q In Person Sync Attendance with Class Mtg
Primary Instr Section |11A Dt nterface Required
BasicData Meetings I Enroliment Cntrl ' Reserve Cap Notes Exam LMS Data Textbook GL Interface
Course ID 100643 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term  Spring 2019 Underarad
Subject Area BIOL Biological Sciences
Catalog Nbr 210 INTRO CELL/MOLEC BIOL
Enrollment Control Find | View All First 4/ 20f9 '}/ Last
Session 1 Regular Academic Session Class Nbr 20459
Class Section 11A Component Laboratory EventID
Associated Class 1 Units 4.00
*Class Status| Active ~ C
Class Type Enroliment Enroliment Status Open
‘AddCDnSEnI‘ Mo Special Consent Required V| Requested Room Capacity 96 Total
‘DropConsEnl\ No Special Consent Required v| 0
I 1st Auto Enroll Section 10 I Wait List Capacity| 999 0

Minimum Enroliment Nbr

Schedule Build Process Guide_092021

Basic Data Tab of the LECTURE SECTION
Section Number: 10 (Multiple of ten)
Component: LEC

Class Type: Non-Enrollment Section

For Spring 2022, please add the Course
Attributes:
PLAN — Instructional Plan
PLNB — Instructional Plan if we have to
change to Virtual

Enroliment Cntrl Tab of the LECTURE SECTION
1°t Auto-Enroll Section: BLANK

Enrollment Capacity: Make sure the cap on the
non-enrollment section is the same as the
enrollment section. If there are multiple non-
enrollment sections, then the combined cap of
all of them should be equal to the enroliment
section cap.

Basic Data Tab of the LABORATORY SECTION
Section Number: 11A

Component: LAB

Class Type: Enrollment Section

Enroliment Cntrl Tab of the LABORATORY
SECTION

15t Auto-Enroll Section: 10 (the non-enrollment
section number)

Enrollment Capacity: Make sure the cap on the
enrollment section is the same as the non-
enrollment section (unless there are multiple
non-enrollment sections).
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Hiding one Component of a Section

These classes, HIST 101 | HIST 102 | HIST 130 | HIST 131 | PSYC 100 | BUS 304, have catalog information
requiring each class to have 2 components: Lecture (LEC) and Second Lecture (LE2). But they are taught (either
on alternate semesters or in the same semester) in two different ways:
(1) 2 (or 3) hr Lecture & 1 hr Second Lecture OR (2) 3 (or 4) hr Lecture & No Second Lecture

Each semester the department can decide:
(1) To utilize the second lecture component, if they are using the Second Lecture for breakout sections
(often taught by TAs), or
(2) Hide the second lecture portion if it is to be taught only with 1 Lecture, or

(3) Both.
L Location in Basic Data Meetings Basic Data Enrollment
Maintain Schedule of Classes:
Sectio Facility Schedule Auto-
Type n Type Enrollment ID Print Enroll
. 10 Lecture Non-Enroll Yes --
Class Using
11A Second Lecture Enrollment Yes 10
1 Second Component
12A Second Lecture Enrollment Yes 10
Regularly
13A Second Lecture Enrollment Yes 10
Class NOT Using 10 Lecture Enrollment Yes 11A
Second Lecture 11A Second Lecture  Non-Enroll ARR NO --
10 Lecture Non-Enroll Yes --
11A Second Lecture Enrollment Yes 10
. 12A Second Lecture  Enrollment Yes 10
3 Class Using Both
13A Second Lecture Enrollment Yes 10
20 Lecture Enrollment Yes 21A
21A Second Lecture  Non-Enroll ARR NO --

The following class note should be added to ALL of the enroliment lecture sections that have a hidden second lecture
This section will be using only the LECTURE for class times and requirements, but students will be auto-enrolled
into a Second Lecture for enrollment purposes. Nothing is required for this Second Lecture.

HISTORY: We used to change the catalog information back and forth, in sync with the Academic Coordinator, scheduling

the courses alternative ways each semester. That process has the possibility of messing up registration and the students’
records, so we are now keeping the 2 component version in the catalog no matter which way it is taught.
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SCREENSHOT REVIEW

‘ e Green Borders are the PRIMARY LECTURE (LEC)

| e Blue Borders are the SECOND LECTURE (LE2)

The only difference from a general class is when the second lecture is not being used, a detailed description of how to

hide the second lecture with PeopleSoft screenshots is included below.

PRIMARY LECTURE (LEC)

Meetings Enroliment Cntrl Resenve Cap Notes Exam LMS Data Textbook GL Interface

CourseID 102112
Academic Institution  Cal State San Marcos

Course Offering Nbr 1

Term  Spring 2019
Subject Area HIST
Catalog Nbr 101

Class Sections

Undergrad
History
WORLD CIVILIZATIONS TO 1500

“Campus |MAIN

“Instruction Mode P

Primary Instr Section |10

*Location |SMCAMPUS | @

*Holiday Schedule SWCWMP |Q

“Session Q Regular Academic Session
[*Class Section |10
omponent | EC
*Class Type | Enrollment Section s
‘Associated Class 1|a Units 3.00

Q Main

San Marcos Campus

Q In Person

SMCMP Academic Holiday Sched

Auto Create Component

Find | View All First ‘&' 10f12

Class Nbr 21253
*Start/End Date 01/22/2019 05/10/2019

EventID

Associated Class Attributes

Add Fee

Schedule Print
I Student Specific Permissions

Course Administrator Q
*Academic Organization 348 - HIST Q Histary
Academic Group HABSU Hum, Arts, Behavioral, Soc Sci Dynamic Date Calc Required

[ Generate Class Mtg Attendance
Sync Attendance with Class Mtg
6L interface Required

b Last

H=

Basic Data Tab
Section Number: 10 (Multiple of ten - use
the Multiple component numbering
system (10, 11A, 15, 16A, 20, 21A, etc.),
Component: LEC
Class Type: Enrollment Section
Schedule Print: ON
For Spring 2022, please add the
Course Attributes:

PLAN — Instructional Plan

PLNB — Plan if change to Virtual

| Basic Data Enoliment Cnirl || Reserve Cap || Notes || Exam || LMSData || Textoook || GLinterface

Course D 102112
Academic Institution Cal State Sa
Term  Spring 2019
Subject Area HIST
Catalog Nbr 101
Enroliment Control

Meetings Tab: Schedule the lecture
day/time as normal.

Basic Data Meetings Enroliment Cntrl Reserve Cap Notes Exam LMS Data

Course Offering Nbr 1
n Marcos
Undergrad
History
WORLD CIVILIZATIONS TO 1500

2nd Auto Enroll Section
Resection to Section

Auto Enroll from Wait List

Session 1 Regular Academic Session
Class Section 10 Component Lecture
Associated Class 1 Units 3.00
*Class Status | Active ~
Class Type Enrollment
*Add Consem| Mo Special Consent Required vl
*Drop Consent| Mo Special Consent Required ~

1st Auto Enroll Section {14

O cancel if Student Enrolled

Textbook GL Interface

Find | View All First ‘&' 10of12

Class Nbr 21253
EventID
Cancel Class

Enrollment Status Open
Requested Room Capacity 45

Enrollment Capacity 45

Wait List Capacity 993

Minimum Enroliment Nbr

b Last

Total
0
0

Enrollment Cntrl Tab

15t Auto-Enroll Section: 11A (the non-
enrollment section number)

Enrollment Capacity: Make sure the cap
on the enrollment section is the same as
the non-enrollment section.

Schedule Build Process Guide 092021
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BasicData || Meetings | EnrolimentCntrl || Reserve Cap Exam || LMSData | Texbook || GLInterface
CourseID 102112
Academic Institution  Cal State San Marcos
Term Spring 2019 Undergrad
Subject Area HIST History
Catalog Nbr 101 WORLD CIVILIZATIONS TO 1500
Find | View All First ‘4" 10f12 ‘*' Last

Course Offering Nor 1

Class Sections

Session 1 Regular Academic Session Class Nbr 21253
Class Section 10 Component Lecture EventID
Associated Class 1 Units 3.00
Class Notes Find | View All First ‘& 1of1 &' Last
*Sequence Number| 1 FH[E=

*Pri

Lo srinesicniszreing
This section will be using only the LECTURE for class
times and requirements, but students will auto-enrolled
into a Second Lecture for enrollment purposes.
e

Note Nbr 0050 |Q
Copy Mote

Free Format Text:
Clear Mote

SECOND LECTURE (LE2)

Basic Data Meetings Enroliment Cntrl Reserve Cap Notes Exam LMS Data Textbook GL Interface
Course ID 102112 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term Spring 2019 Undergrad TSRS i
Subject Area HIST History AU (Teate Somponen
Catalog Nbr 101 WORLD CIVILIZATIONS TO 1500
Class Sections Find | View All First 4/ 20f12 '}/ Last
*Session|1_Q Regular Academic Session Class Nbr 21254 FHE

*Class Section 114
*Component LE2 (] Second Lecture Event ID

*Class Type | Non-Enroliment Section ~

*Start/End Date 01/22/2019 05/10/2019

"Associated Class 13

Units  3.00 Associated Class Attributes

Main Add Fee

[ schedule Print

Student Specific Permissions
History [ inciude in Dynamic Date Calc
Dynamic Date Calc Required

*Campus MAIN |Q

“Location SMCAMPUS | Q San Marcos Campus

Course Administrator Q

*Academic Organization 348 - HIST QU

Academic Group HABSU Hum, Arts, Behavioral, Soc Sci

*Holiday Schedule SWCMP @ [ Generate Class Mig Attendance
Sync Attendance with Class Mig

6L interface Required

SMCMP Academic Holiday Sched

“Instruction Mode P |Q_ In Person

Primary Instr Section 114

Basic Data m Enrollment Cnirl | Reserve Cap || Notes || Exam || LMSData || Textbook | GL Interface

Course ID 102112
Academic Institution Cal State San Marcos
Term Spring 2019 Undergrad
Subject Area HIST History
Catalog Nbr 101 WORLD CIVILIZATIONS TO 1500
Find | View All First ‘4’ 20f12 '» Last

Course Offering Nbr 1

Class Sections

Session: 1 Regular Academic Session  Class Nbr: 21254 Class APDB Mapping Values
Class Section: A Component: Second Lecture Event ID:
Associated Class: 1 Units: 3.00

Meeting Pattern Find | View All First ‘4" 10f1 ‘b Last

, #[=]

Facility ID Capacity Pat Mtg Start MtgEnd ™M T W T F S S *Start/End Date
ARR a oOoooOooQ  0ve201e [051012018 |[H
ARR Topic ID: Q, Free Format

Topic:
[ Print Topic On Transcript Contact Hours
Meeting APDB Mapping Values
Instructors For Meeting Pattern Personalize | Find | View All | @\ E First 4/ 10f1 B Last

Assignment Workload

*Instructor Empl
D Hame Role Print Access Contact Rod#

a oa

Room Characteristics Personalize | Find | | & First ‘4" 10of1 ‘b Last
*Quantity
No Room Needed 1

Job Code

[+ =

“Room Characteristic

1 Q H =

Schedule Build Process Guide_092021

Notes Tab

Note Nbr: 50

This section will be using only the LECTURE
for class times and requirements, but
students will be auto-enrolled into a
Second Lecture for enrollment purposes.
Nothing is required for this Second
Lecture.

Basic Data Tab
Section Number: 11A
Component: LE2
Class Type: Non-Enrollment Section
Schedule Print: OFF
Course Attributes for Spring 2022:
PLAN — Instructional Plan
PLNB — Instructional Plan if we have to
change to Virtual

Meetings Tab

Facility ID: ARR

Instructor: Input the same instructor
teaching the primary lecture, so they get
full credit for teaching the class.

Room Characteristics: 11 — No Room
Needed

Page 17 of 76



Basic Data Meetings Enrollment Cntri Reserve Cap MNotes Exam LMS Data Textbook GL Interface

CourseID 102112 Course Offering Nbr 1
Academic Institution Cal State San Marcos
Term  Spring 2019 Undergrad
Subject Area HIST History

Catalog Nbr 101 WORLD CIVILIZATIONS TO 1500
Enroliment Control Find | View All First 20f12 ‘B Last
Session 1 Regular Academic Session Class Nbr 21254 Enro”ment cntrl Tab
Class Section 11A Component Second Event ID
Lecture . .
recotated ince - e Enrollment Capacity: Make sure the cap
“Closs Sttus|Actve > on the enrollment section is the same as
Class Type Mon- Enroliment Status Open .
Envol the non-enrollment section.

*Add Consent| No Special Consent Required \,| Reguested Room Capacity 45 Total

*Drop Consent [ No Special Consent Required ~| Enroliment Capacity| 45 0

1st Auto Enroll Section Wait List Capacity| 999 0

2nd Auto Enroll Section Minimum Enroliment Nbr

Resection to Section

4 Auto Enroll from Wait List O cancetif Student Enrolled

Independent Study or Supervision Courses

O These courses are rolled with the rest of the regular classes. It is the Department’s
responsibility to make sure these courses are either Schedule Print OFF or TENTATIVE
before the schedule goes live. Departments do not usually know which faculty will be

teaching these courses, so leaving them unassigned on the schedule is fine, but they

can be left (hidden) on the schedule even the class will not actually be offered.

In the College of Humanities, Arts, Behavioral and Social Sciences (CHABSS) and the College of Science and Math (CSM),
these courses are typically hidden on the schedule and a form/contract is used by the faculty to allow a student
into the course. That form then goes to Cougar Central and the student is enrolled by that office. Permission
numbers are not an acceptable way for a student to enroll in CHABSS or CSM independent study courses. Faculty
are usually expected to teach independent studies, but they typically do not get credit for them.

In the College of Business Administration (COBA) and the College of Education, Health, and Human Services (CEHHS),
independent studies are created using the Independent Study form on the Academic Scheduling webpage. You
can search “Independent Study Request Form” on the campus homepage or go directly to the form via this site:
csusm.edu/par/acdsched/independent_study.html. Permission numbers for these courses are distributed by
COBA Advising.

Topic Courses

Topics courses are not in the general catalog of courses, they are created through a separate process through Academic
Programs. Topics can only be offered 2 semesters in a row before the class has to start going through the regular
curriculum process to continue to be offered. Sometimes if the class is in process, the Topic can be offered a third
time. Consult Academic Programs for more information on Topics Courses. If a Topics Course is in the process of
being approved, a Placeholder Course can be created on the schedule to hold a classrooms for the Topics Course
— see: Placeholder Course.

Placeholder Sections

Placeholder sections are used to reserve time and optimized space for a class that should be approved for the term, but
is not currently approved. Placeholder sections CANNOT be used in puzzles. If a class is to be 100% virtual, a
placeholder section is not needed as there is no physical space to reserve.

The placeholder section should have the same unit values and component(s) as the section that will be approved.

It is the department’s responsibility to keep track of placeholder courses and make sure they are replaced with the
actual course or cancelled before registration begins.

Specifics of Building a Placeholder Section:
Schedule Build Process Guide_092021 Page 18 of 76



Section Number: PH
Associated Class: 88
Class Status: TENTATIVE

Note: The is a placeholder section for [insert class description or number that section is being held for]

weetngs || Enromentcntn || Reserve Cap || Notes | Exam || LwsData || Tex

Course 1D 1030712
Academic Institution  Cal State San Marcos
Term Spring 2019
SubjectArea MKTG
Catalog Nbr 302

*Session 1 1
“Class Section PH
omponen Q Lecturs

*Class Type[Enrollment Section -

*Associated Class| 58§

Course Offering Nbr 1

Undergrad

Warketing
FOUNDATIONS OF MKTG
Class Sections

Regular Academic Session

amPUS T |2,
“Location [SIICAWFUS |,

Course Administrator

Main

San Marcos Campus
I<Y
*Academic Organization 476 - MKTG Q Marketing

Academic Group COBAU
“Holiday Schedule SMCIP |@

College of BusinessAdmin-UGrad
SHCMP Academic Holiday Sched

“Instruction Mode [P |q In Person

Primary Instr Section [FH

book || GLInterface

Auta Create Component

Find | View All First (4

Class Nbr 21535
*Start/End Date [01/22/2019 [[[05/10/2019 |[)

EventID

Associated Class Affributes

Add Fee

schedule Print
[ student Specific Permissions

Dynamic Date Calc Required
[ Generate Class Mtg Attendance
Sync Attendance with Class Mtg
[ 6L interface Required

Basic Data Tab
Class Section: PH
Associated Class: 88
Every other option should be equal to the
course that will offered.
Course Attributes for Spring 2022:
PLAN — Instructional Plan
PLNB — Instructional Plan if we have to
change to Virtual

10f5 (* Last

=E

Meeting Pattern

Facility ID
ACD 102

ACD 102

apac a g Sta g En TWTEF
14 WWF3 | Q |11:30AM || 12:20PM
Q. Free Format
Topic:
[ print Topic On Transcript

Topic 1Dz

OodOMO0O

l Weeting APDB Mapping Values

GL Interface

1

10f5 &) Last

Basic Data Enrollment Cntrl | Reserve Cap || Notes || Exam || LMSData || Textbook
Course ID 103012 Course Offering Nbr 1
Academic Institution Cal State San Marcos
Term Spring 2019 Undergrad
Subject Area MKTG Marketing
Catalog Nbr 302 FOUMDATIONS OF MKTG
Class Sections Find | View All First
Session: 1 Regular Academic Session  Class Nbr: 215310358 APDB Mapping Values I
Class Section: PH Component: Lecture Event ID:
Associated Class: a8

Find | View All First

5 8

*Startend Date
01/22/2018 |51 05/(10/2018 |[3y

Meetings Tab

Make sure all of these items match what
the replacement course should have.
Including the Facility ID, Meeting Pattern,
Class APDB Mapping Values, and Meeting
APDB Mapping Values, Instructor
Assignment (if there is one) and the Room

1 b Last

(=]

10f1

Class Section PH
Associated Class 88

Component Lecture

I *Class Status| Tentative Section

“Add Conaenl‘ Mo Special Consent Required

Class Type Enrollment Enroll

‘DmpCunsem‘ Mo Special Consent Required
1st Auto Enroll Section

2nd Auto Enroll Section
Resection to Section

M Auto Enroll from Wait List O cancel if Student Enrolied

EventID

ment Status Open

Requested Room Capacity

Enroliment Capacity 40

Wait List Capacity

Minimum Enroliment Nbr

Instructors For Meeting Pattern Personalize | Find | of1 ‘b Last Characteristic
Assignment | Workload
] Name pes oy Print Access Contact Empl 1on Code
Role Red#
a ia =
Room Characteristics Personalize | Find | 2| EH First (4 10f1 (b Last
*Room Characteristic *Quantity
03 a Board, White 1 H =
Basic Data Meetings Reserve Cap Notes Exam LMS Data Textbook GL Interface
Course ID 103012 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term Spring 2019 Undergrad
Subject Area MKTG Marketing
Catalog Nbr 302 FOUNDATIONS OF MKTG
Enrollment Control Find | ViewAll  First (4 1of5 (b Last Enrollment Cntrl Tab
Session 1 Regular Academic Session Class Nbr 21535

Class Status: Tentative Section
MAKE SURE CLASS STATUS IS TENTATIVE

Enrollment Capacity: Same as replacement
course

40 Total

0

999 o

Schedule Build Process Guide 092021
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BasicData || Meetings || EnrollmentCntrl || Reserve Cap I Notes 'Egam LMS Data || Textbook | GL Interface

Course ID 103012 Course Offering Nbr 1
Academic Institution Cal State San Marcos NOtes Tab
Term Spring 2013 Undergrad icti
Subject Area 1TE Vareeing Input Free Format Text note listing the
Catalog Nbr 302 FOUNDATIONS OF MKTG .
Class Sections Find | View All First ‘4 10of5 '/ Last course SUbJeCt and Catalog number and/or
Session 1 Regular Academic Session Class Nbr 21535 the deSCI‘Iptlon Of the CIaSS It IS belng hEId
Class Section PH Component Lecture Event ID for
Associated Class 38 '
Class Notes Find | View All First ‘&' 10of1 &' Last
*Sequence Number| 1 (=] Class Note Example: This courses is a
: i
Print ;Z:::I‘:: After 5 [Jeven if Class Not in Schedule placeholderfor MKTG 390_5 MARKET/NG
Copy Note THRU THE AGES

Free Format Text: This courses is a placeholder for YKTG 390-5
Clear Mote MARKETING THRU THE AGES

!
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Online Courses

How to build the available virtual options for ONLINE classes are detailed below: Asynchronous, Synchronous, &
Blended.

Asynchronous Courses

Virtual Asynchronous (Virtual AS) courses are taught online without a meeting pattern. This instruction mode means
that the student does not have to be at a particular place (even at the computer) at a specific time.

PeopleSoft things to look at for Asynchronous Courses:

Instruction Mode

L - Online

Course Attribute/Value

FONL - AB386

Course Attribute/Value

PLAN - Async

Facility ID

VIRTUAL AS

APDB Learning Mode

01 - Asynchronous no meetings (AB386)

Room Characteristic

11 No Room Needed

Note Number

65

Example Class Asynchronous

MP Facility ID Day(s)

Start

End Dates Start Date End Date =~ APDB Mapping: Space Type

1 VIRTUALAS

Based on Room Class

Full Semester 1/25/2021 5/14/2021 would Normally Be In

Meelings Enroliment Cnirl || Reserve Cap || Motes || Exam || LMS Data || Texbook || GL Interface
Course I 100555 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term Fall 2021 Undergrad TRy i
Subject Area ANTH Anthropology o A Tedie S omponen|
Catalog Nbr 310 WORLD PREHISTORY
Class Sections Find | View All First (4 1o0of1 Last
*Session|1 QU Regular Academic Session Class Nbr 40521 el
*Class Section|01 *Start/End Date|08/30/2021 |[5 121112021 |5 .
~Component]LEC |, Lot - Basic Data Tab
*Class Type | Enroliment Section - .
o ,_ Instruction Mode:
‘Associated Class 1Q Units 3.00 Associated Class Aftributes
*Campus |MAIN |Q .
L Main Add Fee L - Onllne
“Location| SMCAMPUS | @y, San Marcos C
_ SanMarcos Campus Schedule Print .
Course Adminsrator a O Studnt pecitc Pormssions Course Attribute/Value
*Academic Organization[134-ANTH | aninronoiogy
Academic Group HAESU Hum, Arts, Behavioral, Soc Sci Dynamic Date Calc Required PLAN/ASYNC
“Holiday Schedule SMCMP_C seademic Holiday Sched O Generate Class Mtg Attendance
Sync Attendance with Class Mig FONL/A3386
[ GL Interface Required
_ PLNB/ASYNC (all classes
Class Topic
Ceurse Topic ID Q Print Topic in Schedule m ust have d Pla n B or
Equivalent Course Group ”Sh d ”
adow Schedule
Course Equivalent Course Group O override Equivalent Course
Class Equivalent Course Group Value)
Class Aftributes Personalize | Find | View 2 | (7] | LT\-‘ First (4 150f5 (p) Last
*Course - g - .
e Description Course Attribute Value  Description
CLEV |Q Course Level 2 Q Upper Division + =
[ea:Telle oo o UDCE DD cocial Soiense +]
PLAN |Q Instructional Plan Class will be Asynchronous +
FOMNL |Q Fully Online (Async) ©n Line +
PLNE |@_  Plan B or Backup Virtual Plan Asynchronous +|

Schedule Build Process Guide_092021
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APDB Class Section Values

S Number: hz |a
Workload Factor: K 1.0
Component Units: 3.00

-

Basic Data Enroliment Cnirl || Reserve Cap || Motes || Exam || LMS Data | Textbook || GLink
Course ID 200966 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term  Sprng 2021 Undergrad
Subject Area ANTH Anthropology
Catalog Nbr 360 INDIGENOUS ANTHROPOLOGY
Class Sections First 4 20f2 » Last
Session 1 Regular Acadenic Session Class Nbr 22578 Class APDB Mapping Values
Class Section 2 Component Lecture Event 1D
Associated Class 2 Units 3.00
Meeting Pattern Find | View First 4 10f1 » Last
Facility 10 Capacity Pat Mig Start Mig End M T W T F 5§ § [StartEnd Date -
VIRTUAL AS Q, a5 aQ 00000 0O 0O gloese o5z |§{
VIRTUAL ASYNC Topic 1D, Q Free Format Topic

O print Topic On Transcript Contact Hourg Meeling APDE Mapping Valugs
Instructors For Meeting Pattern g pr— sl e 10f1 4 Last
Assignment | Wordoad | [0
] Mams *Instructar Role Print
Q [Primary instructor v (
Meeting APDB Mapping Values
Persanalize | Find | (2 | " [(lecwre  w]
*Room Characteristic Description Space Type:
I a Ho Room hesded ours:
OLD Learning Q
| Md:

Basic Data Meetings Resemve Cap Motes Exam LMS Data Textbook GL Interface

Course IDV 200956 Cours
Academic Institution  Cal State San Marcos
Term Spring 2021
Subject Area ANTH

Catalog Nbr 360

Undergrad
Anthropology

EBasic Data Meetings Enrollment Cnirl Reszerve Cap Exam LMS Data Textbook GL Interface

INDIGENOUS ANTHROPOLOGY

e Offering Nbr 1

Class Sections Find | View Al First 4 2of2 (» Last
Session 1 Regular Academic Session Class Nbr 22578
Class Section 02 Component Leciure Event ID
Associated Class 2 Units 3.00
Class Notes Find | View All First (4 1of1 (b Last
*Sequence Number 1 ﬂ j
*Print Location [ Even if Class Not in Schedule
Note Mbr|00ES Q All class instruction is virtual with no required class s
meefings at set days and times. Webinars, video -
opy Mote lectures, _blogs. c_mline forums and discussion board§ are

Free Format Text:

Clear Note

Basic Data || Mestings || Enroliment Crtrl || Reserve Cap || Notes | Exam | LMS Data
Course ID 200966
Academic Institution  Cal Stale San Marcos
Term  Spring 2021
Subject Area ANTH

Catalog Nbr 360

Course Offering Nbr 1

Undergrad
Anthropology

INDIGENOUS ANTHROPOLOGY
Class Sections

Session 1

Class Section 01
Associated Class 1
Exam Seat Spacing| 1

Regular Academic Session
Compenent Lecture
Units 3.00

Final Exam  Yes

Class Exam Personalize | Find | (71 [ First (4 10f1 (b Last
Exam Time Code C“é":"“" *Exam Date *Exam Start *Exam End Class Exam Type. Facility ID Building  Room
a O Qlosrozezt |5 [12:01am 11:59PM Final Exam ~ [VIRTUALAS | vIRTUAL  asyhe [+ [=]

Textbook || GLInterface

Find | ViewAll  First 4 10f1 (b Last

Class Nbr 20418
EventID

Schedule Build Process Guide_092021

Meetings Tab
Class APDB Mapping Values -

(new window will open)
APDB Learning Mode: 01
Facility ID: VIRTUAL AS
Mtg Pattern, Day, Time: Blank
Meeting APDB Mapping Values -
(new window will open)
Space Type:
Based on the Facility ID
the Class would Have
Been Taught in Regularly
Room Characteristic:
11 - No Room Needed

Enrollment Cntrl Tab: Do as Usual

Notes Tab
Note Nbr: 65 Async

Exam Tab: An Exam Date can be
entered for Asynchronous Classes
when requested, as they will NOT
be auto generated.

Enter Date during finals week
EXAM START: 12:01 AM

EXAM END: 11:59 PM
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Synchronous Courses

Virtual Synchronous (Virtual SY) courses are taught online with a meeting pattern. This instruction mode means that the
students need to be at their computer, online, at the same time as the instructor every week.

PeopleSoft things to look at for Virtual Synchronous Courses:

Instruction Mode L - Online
Course Attribute/Value PLAN - Sync
Facility ID VIRTUAL SY

APDB Learning Mode

02 - Synchronous no meetings allowed AB386

Room Characteristic

11 - No Room Needed

Note Number

66

Example Class Meets Synchronously Every Week.

MP Facility ID Day(s) Start End Dates Start Date End Date =~ APDB Mapping: Space Type
Based on Room Class
1  VIRTUALSY M 1:00 PM 2:50PM Full Semester 1/25/2021 5/14/2021 would Normally Be In
Basic Data Meetings Enroliment Cntrl Reserve Cap Hotes Exam LMS Data Textbook GL Interface

Course ID 103012
Academic Institution  Cal State San Marcos
Term Fall 2021
Subject Area MKTG
Catalog Nbr 302

Class Sections
*Session |1 Q,

*Class Section |01

Course Offering Nbr 1

Undergrad
Marketing
FOUNDATIONS OF MKTG

Auto Create Component
Find | View All First (4 10f3 Last
Class Nbr 21894 *[=]
*Start/End Date | 08/30/2021

Regular Academic Session
F12M2021  |FH

y

Course Administrator
*Academic Organization 476 - MKTG

Academic Group COBAU
i g

*Component|LEC O Leclure Event 1D
*Class Type| Enrollment Section W
*Associated Class LISY Units 2.00 Associated Class Attributes
*Campus|[MAIN | Main Add Fee
*Location |SMCAMPUS |0y g cos C
3an Marcos Campus Schedule Print

O student Specific Permissions
Q Marketing

College of BusinessAdmin-UGrad Dynamic Date Calc Required

mic Holiday Sched O Generate Class Mtg Attendance
Sync Attendance with Class Mig

On Line
O &L Interface Required

Class Topic
Course Topic 1D a
Equivalent Course Group
Course Equivalent Course Group
Class Equivalent Course Group

Class Attributes
*Course

Print Topic in Schedule

O ovemide Equivalent Course

Perzonalize | Find | View 2 | (2 | m First (4 1-30f3 (» Last

Afiribate Description *Course Attribute Value  Description

CLEV O Course Level 2 Q. Upper Division "‘] 'i
PLAN |Q  Instructional Plan SYNC Q Class will be Synchronous [+] =]
PLNE |y Plan B or Backup Virtual Plan SYNC aQ, Synchronous I e

Schedule Build Process Guide_092021

Basic Data Tab

Instruction Mode:
L - Online

Course Attribute/Value
PLAN/SYNC
PLNB/SYNC (all classes
must have a Plan B or
“Shadow Schedule”
value)
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Basic Data Enroliment Cntrl | Reserve Cap | Notes || Exam || LMSData || Textbook || GLInterface

Course ID 103443 APDB Class Section Values

Academic Institution  Cal State San Marcos|

Term  Spring 2021 €S Number: 02 a
Subject Area SOC Workload Factor: K 10
Catalog Nbr 316 Component Units: 4.00
Class Sections Component Students: Find |ViewAll  First 4 10of1 (b Last

Session 1 Group Code Control:

Class Section 01 Comgl| || "APDB Learning Mode: 02 |

Associated Class 1

Class APDB Mapping Values

Meeting Pattern Find | View All First 4 10of1 b Last
- - . ==
Facility ID Capacity Pat Mtg Start Mtg End M T WTF § § Start/End Date
VIRTUALSY (@@ 989 D2 | [1:00PM 250PM 0000 O O [ovzsro21 |5 es42021 |5
VIRTUAL SYNC Topic 1D Q Free Format Topic
[ Print Topic On Transcript Contact Hours Mesting APDB Mapping Values

Instructors For Meeting Pattern Personalize | Find T Vet FILI 1of1 (b Last

Assignment Workload |=__§

D Name *Instructor Role Print

000020498 |y Lara, Marisol C [Primary Insirucior < Meeting APDB Mapping Values

Room Charactenstics Parsonaiize | - Space Type: [ Lecture
Room Characteristic Description
TBA Hours:
il Q No Room Needed
OLD Learning Q
Academic Shift Personalize Md:
Academic Shift Description =
Q CIC

Basic Data Meetings Enrollment Cntrl Reserve Cap MNotes Exam LMS Data Textbook GL Interface

Basic Data Meetings Enrollment Cntrl Reserve Cap Exam LMS Data Textbook GL Interface

Course ID 103012
Academic Institution Cal State San Marcos

Course Offering Nbr 1

Term Spring 2021 Undergrad
Subject Area MKTG Marketing
Catalog Nbr 302 FOUNDATIONS OF MKTG
Class Sections Find | View All First (4) 10f3 (b Last
Session 1 Regular Academic Session Class Nbr 21593
Class Section 01 Component Lecture EventID
Associated Class 1 Units 2.00
Class Notes Find | View All First (4 10of1 (b Last

(=]

*Sequence Number 1

“Print Location | After v

| Note Nbr|0066 QI
opy Note

Free Format Text:

[JEven if Class Not in Schedule

-

All class instruction is virtual with most or all portions of
the class required to meet online at the set days and
times. Live webinars, Zoom or Teams or similar

Clear Note

Schedule Build Process Guide_092021

Meetings Tab
Class APDB Mapping Values -

(new window will open)

APDB Learning Mode: 02

Facility ID: VIRTUAL SY
Mtg Pattern, Day, Time: Enter the

Approve Class Mtg Time the
Class will use

Meeting APDB Mapping Values -

(new window will open)

Space Type:

Based on the Facility ID the
Class would have been taught
in regularly.

Room Characteristic:

11 - No Room Needed

Enroliment Cntrl Tab: Do as Usual

Notes Tab
Note Nbr: 66 Sync
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Blended Courses

Blended means the course is taught both synchronously and asynchronously. The class will have 1 to 4 meeting patterns
listed as Synchronous (VIRTUAL SY) with approved meeting times and 1 meeting pattern listed Asynchronous
(VIRTUAL SY) with no meeting days/times. Blended courses are built with multiple meeting patterns at various

dates, or date ranges, to enable clarity for students on when instruction will take place. There are multiple ways
to build blended class, please contact Academic Scheduling if there are any questions.

PeopleSoft things to look at for Blended Courses:

Instruction Mode

L - Online

Course Attribute/Value

PLAN - Blended

Facility ID

VIRTUAL SY & VIRTUAL AS

APDB Learning Mode

10 - A/S Hybrid no meetings AB386

Room Characteristic

11 No Room Needed

Note Number

67

Example Class Meets Synchronously More than 4 Times and Asynchronously

MP Facility ID Day(s) Start End Dates Start Date End Date =~ APDB Mapping: Space Type
Based on Room Class
1 VIRTUAL SY M 1:00PM 2:50PM Full Semester 1/25/2021 5/14/2021 would Normally Be In
2 VIRTUALAS - Leave Blank------ Full Semester 1/25/2021 5/14/2021 Non-Capacity

Example Class Meets Synchronously 1-4 Dates/Times and Asynchronously the Rest of the Semester

MP  Facility ID Day(s) Start End Dates Start Date End Date =~ APDB Mapping: Space Type
Based on Room Class
1 VIRTUAL SY M 1:00PM 2:50PM 1st Meeting 1/25/2021 1/25/2021 would Normally Be In
Based on Room Class
2 VIRTUAL SY M 1:00PM 2:50PM 2nd Meeting 2/1/2021 2/1/2021  would Normally Be In
Based on Room Class
3 VIRTUAL SY M 1:00PM 2:50PM 3rd Meeting  4/19/2021 4/19/2021 would Normally Be In
Based on Room Class
4  VIRTUALSY M 1:00 PM 2:50 PM 4th Meeting  4/26/2021 4/26/2021 would Normally Be In
Last VIRTUALAS -——- Leave Blank------ Full Semester 1/25/2021 5/14/2021 Non-Capacity

Schedule Build Process Guide_092021
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Meetings Enroliment Cnirl BReserve Cap Hotes Exam LMS Data Textbook GL Interface
Course ID 103012 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term Fall 2021 Undergrad E R : i
Subject Area MKTG Marketing 0 Create Component
Catalog Nbr 302 FOUNDATIONS OF MKTG
Class Sections Find | View Al First 4/ 10f3 (b Last
*Session|1 Q Regular Academic Session Class Nbr 41594 #HE
*Class Section|01 *Start/End Date |08/30/2021  |[312M11/2021 |5
*Component| LEC |Q Lecture Event ID
*Class Type| Enrollment Section W
*Associated Class 1Q Units 2,00 Associated Class Aftributes
“Campus |[MAIN @ Main R
*Location |SMCAMPUS |0
San Marcos Campus Schedule Brint
Course Administrator
Q O student Specific Permissions
*Academic Organization 476 - MKTG Q. Marketing
Academic Group COBAU College of BusinessAdmin-UGrad Dynamic Date Calc Required
i SMCMP lemic Holiday Sched O Generate Class Mtg Attendance
Instruction Mode |L a On Line Sync Attendance with Class Mtg
pr O GL Interface Required
Class Topic
Course Topic 1D a Print Topic in Schedule
Equivalent Course Group
Course Equivalent Course Group O override Equivalent Course
Class Equivalent Course Group
Class Attributes Personalize | Find | View 2 | (1| [ First (4 1-30f3 (¢ Last
;‘ft“”‘l']’;i Description *Course Atfribute Value Description
2 Qi Division H
PLAN |Q  Instructional Plan BLENDED Q Blended Sync & Async H =5
PLME |Q  Plan B or Backup Virtual Plan ELENDED Q Blended Sync & Async [+ [=
Basic Data l Meetings I Enroliment Cntri || Reserve Cap || Notes || Exam || LMS Data || Textbook | Gl Interface
Course ID 103012 Course Offering Nbr 1
Academic Institution ~Cal State San Marcos
Term  Spring 2021 undergrad
Subject Area MKTG Marketing
Catalog Nbr 302 FOUNDATIONS OF MKTG
Class Sections Find [ ViewAll  First (4) 10f3 (2 Last
Session 1 Regular Academic Session Class Nbr 21593 Class APDB Mapping Valuss
Class Section 01 Component Lecture Event ID
Associated Class 1 Units 2.00
Meeting Pattern Find | View All First (40 10f1 ) Last
+
Facility ID Capacity Pat Mtg Start Mtg End M T W T F S § "StartEndDate !
VIRTUAL SY Q 909 D2 @ [1:00PM 2:50PM 000 00O QO [owzse21 |5 [05142021
VIRTUAL SYNC Topic ID Q Free Format Topic
[ print Topic On Transcript Contact Hours Meeting APDB Mapping
Meeting Patts Personalize | Find | View Al | (1] [
nment || Workioad
Name “Instructor Role Print Access Contact B,
000000361 |@, Lou,Sheldon [Primary Instructor ~]| [Approve v\l [fey B

Schedule Build Process Guide_092021

Instruction Mode:
L - Online

Course Attribute/Value
PLAN/BLENDED
PLNB/SYNC (all classes
must have a Plan B or
“Shadow Schedule”
value)

Meetings Tab

Faculty Assignment:

If you have a faculty ready to
assign when building a blended
class, input the assignment
BEFORE creating a second
meeting pattern (MP).
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Basic Data I Meetings Ignmumem cntrl || Reserve Cap || Notes || Exam || LMS Data || Textbook || GLInterface

Course ID 103012 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term  Spring 2021 Undergrad
Subject Area MKTG Marketing
Catalog Nbr 302 FOUNDATIONS OF MKTG
Class Sections Find | View Al First (4) 10f3 (b Last
session 1 Regular Academic Session Class Nbr 21598 Class APDB Mapping Values
Class Section 01 Component Lgcture Event ID
Associated Class 1 Units 2,00
Meeting Pattern Find| View1  First (4) 1-20f2 (b Last
=
Facility ID Capacity Pat Mitg Start Wtg End M T W T F S S *StartEndDate =
VIRTUALSY  |Q, 500 Dz |@ [1:00PM 250PM 000 0O 0O O [ois2021 | |05daz021
Topic ID Q Free Format Topic
rint Topic On Transcript Contact Hours Meeting APDE Mapping Val
Personalize | Find | View Al | 211 Bl Firs
Assignment || Workload
o Name *Instructor Role Print Access Contact  Eme!
lnnonuoam @, Lou,Sheldon [Primary Instructor ~| [Approve v|l [ifey H &=
. . . HE
Facility ID Capacity Pat Mtg Start Mtg End M T WTF § 5§ Start/End Date
VIRTUAL AS Q 000 Q 0000000 [ovs2021 05142021 |
VIRTUAL ASYNG Topic ID Q Free Format Topic
(I print Topic On Transcript Contact Hours o Values
Instructors For Meeting Pattern
Assignment || Workload
[V} Assign Type  APDB Dept App Load Load Factor
000000361 |@, Not Incl v Q 100. ounol =
Instructors For Mesting Pattern Personalize | Find | View All |2V | ¥l First (0 10f1 () Last
Assignment Workload
X Work Assignment
[n] Assign Type JAPDEB Dept ID App Load Load Factor onr Auto Calc FTE %
000000114 |G | |Motincl v |@375- GBST |Q 100.0000 Ld +| =

If you do NOT have a faculty ready to assign when building a Blended

class, when

you create a Second MP by clicking on the “+” button you will have to edit the

workload portion of the “Instructors for Meeting Pattern” section.

Do this by clicking on the Workload tab in the “Instructors for Meeting Pattern”
section (on the second MP), and change the Assign Type dropdown list to “Not

I”

Inc

Schedule Build Process Guide_092021

Meetings Tab

Create a Second MP by clicking
on the “+” button in the Meeting
Pattern section and the faculty
will automatically be assigned to
the second MP as well.

The workload portion of the
assignment (on the second MP)
automatically changes to Assign
Type “Not Incl”

Meetings Tab

If Faculty cannot be assigned right
away, it is VERY IMPORTANT that
Assign Type is manually changed
to “Not Include” when entering
faculty assignments after the first
meeting pattern.
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APDB Class Section Values

C5 Number: 0z |qQ
Workload Factor: K 1.0
Component Units: 2.00
s
Basic Data Iuminua I Enrollment Catrl || Reserve Cap || Notes || Exam || LMS Data || Testbook || oL
Course 1D 103012 Course Offering Nbe 1 *APDB Learning Mode: (10 |q
Academic Institution  Cal Stabe San Marcos
Term  Spring 2021 Undergrad
Subject Area MKTG Marketing
Catalog Nbr 302 FOUNDATIONS OF MKTG
Class Sections First | 4of4 b Last
—
Session 1 Regular Academic Session Class Nor I Class APDE Magging Values I
Class Section 04 Component Lecture Event 1D
Associated Class 4
Meeting Pattern Find | ViewAll  First 4 1of4 [+ |Last
e
Facility ID Capacity Pat Mg Start Mtg End M T T F 5 *Start/End Date: L
VIRTUAL §Y Q 459 D2 | [1.00PM 250PM 000000 [owzs02 |501252021 ||
Q
VIRTUAL SYNG Topic D) Q Free Format Topic
O print Topic On Transcript Contact Hours Mesting APDE Mapping Values
Instructors For Meeting Pattern Personalize | Fi WS4 10f1 b Last
Assignment | Warkload
0 Name *instructor Role Print MAccess
000000361 |, Lou Sheldon [Primasy Instructer v [Approve

Ha Room Nesded

Personaize | Find | (2] [

Meeting APDB Mapping Values
Ispat.e Type: I
TBA Hours:

OLD Learning Q
Md:

Meeting APDB Mapping Values
I Space Type: 3 Non-Capacity v I
TBA Hours:
OLD Learning Q
Md:
Facility ID Capacity Pat Mtg Start Mtg End M T WTH
VIRTUAL 5Y Q a8 0z o [1.00PM Z50PM Ooooo
VIRTUAL SYNG Topic 1D Q Free Format Topic
(O Print Topic On Transcript Contact Hours Meeting APDE Mapping Values
Instructors For Meeting Pattern Personalize | Find T wreer o Ex 1of1 b Last
Assignment | Workicad | [0
o Name *Instructor Roke Print Access Contact l%'e“; Job Code
000000361 |@ Lou,Sheidon (Primary Instructor ~] [Approve v 0q, =]
Facility ID Capacity Pat Mig Start Mtg End M T W T F 5 § *StartEnd Date b
VIRTUAL 5Y Q, 339 D2 |q [1:00PM Z50PM O0000 0 [o3292021 503202021 [
VIRTUAL SYNG Topic D) - Free Format Topic
O Print Topic On Transcript Contact Hours Meeting APDE Mapping Values
Instructors For Meeting Pattern Personalize | 1of1 . Last
Assignment | Workicad | [0
] Name *Instructor Role Print
000000361 | @ Lou,Sheidon [Primary Insirucior ] [Appove] | poeting APDB Mapping Values
ls""“ Type: 3 Non-Capacity v I
TBA Hours:
OLD Learning Q
Mdl:
"
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More on the Meetings Tab
Class APDB Mapping Values -

(new window will open)

APDB Learning Mode: 10

Meeting Pattern 1:

Facility ID: VIRTUAL SY

Schedule: Meeting Days & Times

Dates:
Can be full semester (these
dates automatically
populate) or
If one date, list that date as
both the Start and the End
Date for the Meeting Pattern
or
If consecutive weekly
meetings, put the start date
as the first meeting and the
end date as the last meeting.

Meeting APDB Mapping Values -

(new window will open)

Space Type:

1 Lecture or 2 Laboratory
based on how this class
would typically be offered.

Meeting Pattern 2-4:
Facility ID: VIRTUAL SY
Schedule: Meeting Days & Times
Dates: Can be full semester

or One Date

or Consecutive Meetings
Meeting APDB Mapping Values -

(new window will open)
Space Type:
3 Non-Capacity
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=
Facility ID Capacity Pat Mig Start Mg End M T WT F 5 5 *StartEnd Date _
VIRTUALAS |0y 289 Q 0000000 [0S |50saee |5
VIRTUAL ASYNC H'!m - Free Format Topic
O print Topic On Transcript Contact Hours Meeting APDE Mapping Values
Instructors For Meeting Pattern Personalize | Fifid T VIew A LR TS 1of1 » Last
Assignment | Workioad | [TTH
o Name *Instructor Role Frint
000000361 | Lou Sheidon [Primary Instruclor ] Meeting APDB Mapping Values
Personaize | Find | {f i space Type: 3 Non-Capaci v I
Room Characteristic Description
TBA Hours:
n Q No Room Needed
OLD Learning Q
Md:

Basic Data Meetings Enroliment Cntrl Reszerve Cap Motes Exam LMS Data Texthook GL Interface

*Sequence Mumber

*Print Location

Free Format Text:

1

Note Nbr| 0067 |Q

[J Even if Class Not in Schedule

All class instruction is virtual and combines both -
asynchronous instruction with some set days and fimes  «
| for class meetings (synchronous). Uses instructional

| ‘
e

Basic Data Meetings Enrollment Crirl Reserve Cap Notes Exam LMS Data Textbook GL Interface
Course 1D 103012 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term Spring 2021 Undergrad
Subject Area MKTG Markefing
Catalog Nbr 302 FOUNDATIONS OF MKTG
Class Sections Find | View All First 4 4of4 (b Last
Session 1 Regular Academic Session Class Nbr 0
Class Section 04 Component Lecturs Event ID
Associated Class 4
Class Notes Find | View 1 First (4 1-20f2 (» Last

Clear Note
*Sequence Number| 2 ﬂ j
*Print Location [J Even if Class Not in Schedule
Note Nbr Q
| Copy Mote
Free Format Text: This secfion will be meeting synchronously 4 fimes during
the semester, on 1/25, 2/22, 3/29, and 4/26.

| Clear Note

If you wish to delete a note, do NOT just clear out the text — you will not be able
to save the section if you do this. You need to use the minus (“-“) button to
delete a note.
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Last Meeting Pattern:

Facility ID: VIRTUAL AS

Schedule: No Days/Times

Dates: Full semester (these dates
automatically populate)

Meeting APDB Mapping Values -

(new window will open)
Space Type:
3 Non-Capacity

Room Characteristic:
11 — No Room Needed

Enrollment Cntrl Tab: Do as
Usual. Nothing special in this tab
for Blended Sections.

Notes Tab
Note Nbr: 67 Blended

To add a note, use the plus (“+”
button. You cannot use both the
Note Nbr & Free Format Text in

the same sequence!

Free Format Text Note:

List how many meetings there
will be and the dates.

Use multiple hyphens, “----" as
show in the Example below, at
the top of the note to separate it
from the other notes already on
the section.

Example:

This section will be meeting
synchronously 4 times during the
semester, on 1/25, 2/22, 3/29,
and 4/26.
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Hybrid Courses

Hybrid means the course has both in-person and online/virtual instructional types.

Hybrid, In Person & Asynchronous
PeopleSoft things:

Instruction Mode A — Hybrid

Course PLAN/Hybrid

Attribute/Value PLNB/Blended

Facility ID Blank (Classroom) & VIRTUAL AS

If in-person weekly or more than 7 meetings, use 05 — Asynchronous with mtgs,

APDB Learning Mode Hybrid

If less than 8 in-person meetings, use 03 - Asynchronous mtgs allowed FDE

Room Characteristic As Needed

Note Number 68 Hybrid

Example Class #1: Meets In Person Weekly and Asynchronously

MP Facility ID Day(s) Start End Dates APDB Mapping: Space Type
1 M 1:00PM 2:50 PM Full Semester Based on Ideal Room for Class
2 VIRTUAL AS Full Semester Based on Ideal Room for Class

Example Class #2: Meets In Person 4 times and Asynchronously

MP Facility ID Day(s) Start End Dates APDB Mapping: Space Type
1 M 1:00 PM 2:50 PM 1st DATE or Date Range  Based on Ideal Room for Class
2 M 1:00 PM 2:50 PM 2nd DATE or Date Range Based on Ideal Room for Class
3 M 1:00 PM 2:50 PM 3rd DATE or Date Range  Based on Ideal Room for Class
4 M 1:00 PM  2:50 PM 4th DATE or Date Range  Based on Ideal Room for Class
Last VIRTUAL AS Full Semester Based on Ideal Room for Class

Schedule Build Process Guide_092021
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*Class Section|03

Meetings Enrollment Cnirl Reserve Cap Hotes Exam LMS Data Textbook GL Interface
Course ID 201365 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term Fall 2021 Undergrad Ato Create G '
Subject Area GBST Global Studies o Lreale Component
Catalog Nbr 301 CONSTRUCTING GLOBAL IDENTITY

Class Sections Find | View All First (4 30f3 (b Last
*Session|1 Q Regular Academic Session Class Nbr 0 HE

*Start/End Date|08/30/2021 | 121172021 |5

Course Administrator

*Academic Organization | 375 - GBST

Academic Group HABSU
*Holiday Schedule SMCMP

*Instruction Mode A |

*Component| LEC | €, Lecture EventID
*Class Type|Enroliment Section v
*Associated Class 3 Associaled Class Affributes
*Campus |[MAIN__|O Main Add Fee

*Location|SMCAMPUS | @

San Marcos Campus

a

A Global Studies

Schedule Print
[ student Specific Permissions

Dynamic Date Calc Required
" U Generate Class Mig Attendance
Sync Attendance with Class Mig
O GL Interface Required

Hum, Arts, Behavioral, Soc Sci

Hybrid: In Person and Online

Class Topic
Course Topic ID a,
Equivalent Course Group
Course Equivalent Course Group

Class Equivalent Course Group

Print Topic in Schedule

[ override Equivalent Course

Basic Data Tab

Instruction Mode:

A — Hybrid: In Person and Online

Course Attribute/Value
PLAN/HYBRID
PLNB/BLENDED (all
classes must have a Plan
B or “Shadow Schedule”

value)

O Print Topic On Transcript

Instructors For Meeting Pattern
i [

Gantact Hours Mesting APDB Mapping Values

]

000000114 |, Stoddard-Halmes, Martha

Perscnalize | Find | ViewAll | (20| B Fist 4 1of1 b Last
lsad "1
Name “Instructor Role Print Access Contact  E™%  obCode
(Primary Instrotor v [Fopoe v o 4 =

—

Class Aftributes Persenalize | Find | View All | (21 L_IJ rst (4 3-40f4 (» Last

Ai“r::;z Deseription *Course Attribute Value  Description

PLAN |Q  Instructional Plan HYBRID Q Class meets In-Person & Onling H =

PLNE |Q,  Plan B or Backup Virtual Plan ELENDED Q Blended Sync & Async [+ =

Sasic Dats l ngs ' Enroliment Critl || Reserve Cap || Notes || Exam |[ LMSData |[ Textbook || L interface
Course ID 201235 Course Offering Nbr |
Academic Institution  Cal State San Marcos
Term Fall 2021 Undergrad H
Subject Area GEST Giobal Studies Meetlngs Tab
Catalog Nbr 201 CONSTRUCTING GLOBAL IDENTITY
Class Sechions Fralvenss s oses == | Faculty Assignment:
Session 1 Reguiar Acsdemic Sess ClassNer o Class APDB Mapping Values.
Class Section g3 Component |z Event ID
s feten e If you have a faculty ready to
Meeting Pattern Find[View1  First 4 120f2 . SIAG .
H assign when building a Hybrid
Facility ID Capacity Pat Mig Start Wtg End M T W T F S 5§ *StartEndDate
[0](+Y Mwz | [2:30PM 3:20PM 000000 |z |Eliziezezn |H . .
class, input the assignment
Topic ID Q Free Format Topic

BEFORE creating a second
meeting pattern (MP).
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Sasic Data l Meetings ' Enn

CourseID 2

Academic Institution
Term
Subject Area G

) Print Topic On Transcript Meesing APDB Mapping Values

Instructors For Meeting Pattern Personaiize | Find | View Al

Assignment

App Load WorkLoad  Auto Calc

Load Factor ﬂsslgﬂr:len! FTE

100.0000 +

R Meetings Tab
el — ‘o Create a Second MP by clicking on
Meeting Patier Fid [ View 1202 ) sk the “+” button in the Meeting
Facility ID Capacity Pat Mitg Start Mitg End M T W T F S S ‘StartEndDate - & .
R0 8 8 D0 e [ Pattern section and the faculty
e ) will automatically be assigned to
Insriclors For Meetng Patirs 5SS e the second MP as well.
D Name *Instructor Role Print Access Contact E';‘d‘;
\ Stoddars-HomesMatha [ v [ET=y -
— T T Sl The other advantage to doing it
RTUAL S e MW2 220Pm | [220Pm 00 OO0
_ et this way, is the workload portion

of the “Instructors for Meeting

s | s | — Pattern” section (on the second
E s OE MP) automatically changes to
—— Parsonaiza | Frnd [View AT BT Bl Fest @ 1071 @ Lost Assign Type “Not Incl”.

If Faculty cannot be assigned when first building the class (often occurs with lecturers):

Instructors g ttern Personalize | Find | View all | 21| B First 1o0f1 (¢ Last
Assignment

D Assign Type [JAFDE Dept ID App Load LoadFactor  Workload AutoCale  "SSEnfentFIE

000000114 |3y 75-GEST |4 100.0000 + -

If you do NOT have a faculty ready to assign when building a Hybrid class, you will have to manually change the workload
tab on every MP after the first one.

Do this by clicking on the Workload tab in the “Instructors for Meeting Pattern” section (on the second MP and after),
and change the Assign Type dropdown list to “Not Incl”

Once Schedule Build is over, you will not be able to assign faculty through the Maintain Schedule of Classes page, go to
the Schedule Class Meetings page to assign faculty at that point.

MAKE SURE the faculty member is assigned to EVERY MEETING PATTERN.
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Basic Data Erml\'nznzz'vl' Reserve Cap || Notes || Exam || LMSData |[ Testbook || GL interface

Course ID 201285
Academic Institution  Cal State San Marcos
Term Fail 2021 Undergrad
SubjectArea GBST Giobal Studies
Catalog Nbr 201 CONSTRUCTING GLOBAL IDENTITY

Course Offering Nbr 1

Class Sections

Session 1 Reguiar Acadenic Session

Find | View All
Class APDB

Date or Date Range

Class Section 03 Component | acture

Associated Class 3

Meeting Pattermn

*Start/End Date

Facility ID Capacity Pat Mtg Start Mtg End T WTF 5 5 r
00000 O [ozsweoe |5)1zivzez |

Q Mwz | [2:30PM 3:20PM

<E]

Topic ID Q

Free Format Topic

O Print Topic On Transeript

Instructors For Meeting Pattern

O Print Topic On Transeript

Meeting APDB #2+

WMesting APDE Mapping Values

Instructors For Meeting Pattern bF1 (b Last
Assignment || Workosd | [F59

D Name “Instructor Role Print Access Contact  57%  JobCode
000000114 | @ Stoddard-Holmes,Martha [Primary Instructor v [Approve’ v o|@, 2360 + =

Room Characferistics
=Room Charasteristic Description

Leciure Room, Not Computer Lsb

10 =3

1 b Last
Room Characteristics —

T TR T

First { 30f3 (b Last

Assignment || workiosd | [F58
D Name “Instructor Role Print Rcoess Contact  E™B  obCode
000000114 |y Stoddard-Holmes.Martha  [Primary Instructor V] [Approve v oja, + =
¥ [=
Facility ID Capacity Pat Mig Start Mtg End M T W T F 5 5 *StartEndDate
VIRTUAL AS Q oe0 a 00 O0O0OD0O O O |osswaozt |51z |6
[ Topic ID Q Free Format Topic

More on the Meetings Tab
Class APDB Mapping Values -

(new window will open)

APDB Learning Mode:

05 if in-person meetings
happen more than 7 times
(or weekly)

03 if in-person meetings
happen less than 8 times.
Meeting Pattern 1 (MP #1)
Facility ID: Blank (unless puzzled
or in specialized space)
Schedule: Approved Class Meeting
Days & Times for IP Portion
Meeting APDB Mapping Values -
(new window will open)
Space Type: Ideal Room
Type for Class (not actual)
Meeting Pattern 2+ (MP #2)
Facility ID: VIRTUAL AS
Schedule: None
Meeting APDB Mapping Values -
(new window will open)
Space Type: Ideal Room
Type for Class (not actual)
Room Characteristic:
Based on type of Room
Needed for In-Person portion

Basic Data || Meetings Enroliment Critrl 8 Reserve Cap || Motes Exam || LMS Data Textbook GL Inferface

Enrollment Cntrl Tab: Do as Usual.
Nothing special in this tab for
Hybrid Sections.

Notes Tab
Note Nbr: 68 Hybrid

Schedule Build Process Guide 092021
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Basic Data Meetings Enrollment Crir Eese

Course ID' 2012455
Academic Institution  Cal State San Marc
Term Fall 2021
Subject Area GBET
Catalog Nbr 201
Class Sections

Session 1
Class Section 03 Comp
Associated Class 2

Class Notes

*Sequence Number 1

Note Nbr|0088 | Cy

Free Format Text:

Clear Note

rve Cap Excam LME Data Textbook GL Interface

Course Offering Nbr 1
05

Undergrad
Global Studies
CONSTRUCTING GLOBAL IDENTITY
Find | Wiew Al First 2of3 b Last
Regular Academic Session Class Mbr 0
onent Lecture Event ID
Find | Wiew All First 10of1 Last

nstruction is partly virtual and partfy
wirtual com may be asynchron:
synchronous {or both). The on-campus component

Hybrid, In Person & Synchronou

S

This type of hybrid meets in person with days and times, as well as synchronously, which also has days and times listed.
Please see Live & Online section of this document for building that type of course.

PeopleSoft things:

Instruction Mode

A — Hybrid: In Person and Online

Course Attribute/Value

PLAN/Hybrid
PLNB/SYNC

Facility ID

Blank (Classroom) & VIRTUAL SY

APDB Learning Mode

If weekly or more than 7 mtgs, use 06 — Synchronous with mtgs, Hybrid
If less than 8 mtgs, use 04 - Synchronous mtgs allowed FDE

Room Characteristic

As Needed

Note Number

68 Hybrid

Free Format Note

Recommended, Explain how often class is meeting, with dates if possible

Example Class Use Individual MPs to add dates or date ranges to the In-Person Portion and Synchronously

MP Facility ID Day(s) Start End Dates APDB Mapping: Space Type
1 M 1:00PM 2:50 PM 1st DATE or DATE RANGE Based on Ideal Room for Class
2 M 1:00 PM 2:50 PM 2nd DATE or Date Range  Based on Ideal Room for Class
3 M 1:00 PM 2:50 PM 3rd DATE or Date Range  Based on Ideal Room for Class
4+ M 1:00 PM 2:50 PM 4th DATE or Date Range Based on Ideal Room for Class
Last VIRTUALSY M 1:00 PM 2:50 PM  Full Semester Based on Ideal Room for Class

Example Class Meets In Person Weekly and Synchronously

MP  Facility ID Day(s) Start End Dates APDB Mapping: Space Type
1 M 1:00 PM 2:50 PM  Full Semester Based on Ideal Room for Class
2 VIRTUAL SY M 1:00PM 2:50 PM Full Semester Based on Ideal Room for Class

“Date Range” means start date of when consecutive class meetings start, end date is when consecutive meetings end.

Schedule Build Process Guide_092021
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- Example: MW class meeting the first two weeks of the semester, first Monday Date (8/30/21)

Session 1 Regular Academic Session ClassNbr 0 Class APDB Mapping Values

03 Component Lscture Event ID Add an
Mtg Ptn #1 ¥ MP
Meeting Pattern Fing | ViewAll  First
i
Facility ID Capacity Pat Mg Start Mtg End M T W T F S S “StartEndDate
Q MW2 @, [2:30PM 320PM [m] 0O 0O 0O O |oeo0R021 [ [12412021 |5
Topic ID QU Free Format Topic
O print Topic On Transcript Contact Hours Meeting APDB Mapping Values
Instructors For Meeting Pattern Personalize | Find | View All | (| @ First (4 10f4 (b Last
Assignment || Workioad Add Faculty
- Empl
D Name TP FD print Access Contact TR JobCode
I 000000114 | Stoddard-Holmes,Martha [ Primary Instructor V] [Approve v\l ola HE

Schedule Build Process Guide_092021

Meetings || Enrollment Cntri || Reserve Cap || Motes || Exam || LMS Data || Textbook | GLinterface
Course ID 201365 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term  Fall 2021 Undergrad TR T 5
Subject Area GBST Global Studies e omponen
Catalog Nbr 301 CONSTRUCTING GLOBAL IDENTITY
Class Sections Find | View All First (4) 30f3 (») Last
“Session 1 Q Regular Academic Session Class Nbr 0 FEE
*Class Section 03 *Start/End Date |08/30/2021 |[&] 12/11/2021 |[§]
*Component LEC | Lecture Event ID BaSIC Data Tab
*Class Type\ Enroliment Section hd | t t M d
- nstruction ivioae:
Associated Class ElleN Associated Class Attributes
* MAIN id- 1
Campus a Main Add Fee A — Hybrid: In Person and Online
*Location | SMCAMPUS | Q San Marcos Campus
Schedule Print P
Course Administrator a S Course Attribute/Value
[ student Specific Permissions
*Academic Organization | 375 - GBST Q Global Studies PI.AN HYBRID
Academic Group HABSU Hum, Arts, Behavioral, Soc Sci Dynamic Date Calc Required /
T ~ .
= [J Generate Class Mtg-AtLendance PLNB/SYNC (a” Classes
“Instruction Mode A |G Hybrid: In Person and Online Sync Attendance with Class Mig
" — L6 nterface Required must have a Plan B or
i “ ”
£ e Shadow Schedule
Course Topic 1D Q Print Topic in Schedule
value)
Equivalent Course Group
Course Equivalent Course Group [ override Equivalent Course
Class Equivalent Course Group
mlasadlribuica Esonalzel BNl el Al 2 B Pl Ao
pCoimss Description *Course Attribute Value Description
Attribute
PLAN |@_  Instructional Plan HYBRID s} Class meets In-Person & Online = =
PLNB |G Plan B or Backup Virtual Plan SYNC Q, Synchronous F =
Meetings Tab
First Meeting Pattern(s): Put the
in person meeting(s)/MPs before
the online meeting(s)/MPs.
Dates:
Full Semester (will auto-
Easic Data || Meetings || Enroiment crtri || Reserve Cap || Notes || Exam || LMs Data || Textwook || Gt interface
Course ID 201365 Course Offering Nbr 1 popUIate)
Academic Institution  Cal State San Marcos
Term  Fall 2021 Undergrad
Subject Area GEST Global Studies OR
Catalog Nbr 201 CONSTRUCTING GLOBAL IDENTITY
Class Sections Find | View All First (4 30f3 (b Last

Specific Dates or Date Ranges
would be entered here.
If you are entering ONE date,
the Start Date and End Date
will be the same.
Add an MP: Click the “+” to add an
additional meeting pattern (MP)
Faculty Assignment:
If you have a faculty ready to
assign when building a Hybrid
class, input the assignment
BEFORE creating a second
meeting pattern (MP).
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Basic ua:al Meenngsl Enroliment Cntrl || Reserve Cap || Motes | Exam || LMSData || Textbook | GLinterface

Course D 201365 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term  Fall 2021 Undergrad
Subject Area GEST Giobal Studies
Catalog Nbr 301 CONSTRUCTING GLOBAL IDENTITY
Class Sections Find | View All First .+ 30f3 (b Last
session 1 Reguiar ACagemic Session Class Nbr o Class APDE Mapping Values
Class Section 03 Component | ecture EventID

Associated Class 3

Meeting Pattern

Find | View 1 First (4) 1-20f2 b Last
. .
Facility ID Capacity Pat Mitg Start Mtg End M T W T F S S ‘StarEndDate
a Mvz_|Q [Z30PM 320°M 00000 O |0z izize |5 Meetlngs Tab
Topic 1D C N
e A Create another MP by clicking on
O print Topic On Transcript Contact Hours Mesting APDE Mapping Values “u,n B H
Instructors For Meeting Pattern Parsonalze | Find | View All | (11| & First 4 1of1 (b Last the + bUtton In the MeEtlng
Assignment || Workioad | [F) . .
D Mame *Instructor Role Print Access Contact  ETE! obCode Pattern SeCtIOH. If the faculty IS
000000114 | Stoddard-Holmes Martha [ Frimary Instructor v Approve ~ ola, ¥ = . .
already assigned, the faculty will
Facility ID Capacity Pat Mitg Start Mtg End M T W T F § § “StartEndDate . .
VIRTUAL SY Q 998 MW2 | Q [2:30PM 320FM ulin] OoooO0o 08302021 | 121112021 |5 automatlca”y be aSSIgned to the
N Topic 1D Q Free Format Topic
VIRTUAL SYNC
next MP as well.
O print Topic On Transcript Contact Hours
Instructors For Meeting Pattern Personalze | Find | View Al | & | [,
Assignment || Workioad | B0
[ Name *Insiructor Role Print Access et SRl job Code h h d d . B
— — — The other advantage to doing it
I 000000114 | Stoddard-Holmes Martha [ Primary Instructor v] Approve ~ I 0lay 2360 = =
this way, is the workload portion
Instructors attern Personalze | Find | Views 4 10f1 (b Last

Assignment || Workload

Assign Type

of the “Instructors for Meeting
LoadFactor  Workload  AutoCale ASSUNTENtFIE ” .
00000 = Pattern” section (on the second

ID

APDB Dept ID

000000114 |Q

MP) automatically changes to
Assign Type “Not Incl”.

If Faculty cannot be assigned when first building the class (often occurs with lecturers):

Instructors

l attern Personalize | Find | View Al | (2 | Q First (4 10f1 (b Last
Assignment || Workload
D Assign Type || APDB Dept ID App Load LoadFactor ~ WorkLoad  AutoCale Assi@npentFIE
000000114 |Q Notinel v ||| 375-GBST _|Q 100.0000 H =

If you do NOT have a faculty ready to assign when building a Hybrid class, you will have to manually change the workload
tab on every MP after the first one.

Do this by clicking on the Workload tab in the “Instructors for Meeting Pattern” section (on the second MP and after),
and change the Assign Type dropdown list to “Not Incl”

Once Schedule Build is over, you will not be able to assign faculty through the Maintain Schedule of Classes page, go to
the Schedule Class Meetings page to assign faculty at that point.

MAKE SURE the faculty member is assigned to EVERY MEETING PATTERN.
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Basic Data l Meetings l Enroliment Cntrl Reserve Cap HMotes Exam LMS Data Textbook GL Interface
Course ID 201365 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term Fall 2021 Undergrad
‘Subject Area GBST Global Studies
Catalog Nbr 301 CONSTRUGTING GLOBAL IDENTITY
Class Sections Find | View
Session 1 Regular Academic Session C | ass A PD B Class APDE Mapping Values
Class Section (3 Component | acture
Associated Cl;
Meeting Pattern Find | View 1
Facility ID Pat Mtg Start Mtg End M T W T F 5 5 *Start/End Date
Q w2 |Q [2:30PM 3:20PM OO0 000 O |[oesoze2 [f[12m12021 |G
—

Topic ID q

Fres Format Topic

0 print Topic On Transeript Contact] Meetlng APDB #1 Meeting APDB Mapping Values
Instructors For Meeting Pattern PErsonanze d | View A =) irst 4 of1 »
Empl

Assignment || Workload | [0
D Name *Instructor Role Print Access Contact Job Code
000000114 |y Stoddan MP ha [Primary Instructor v [Approve v] ola,

Facility ID #2 Pat Mtg Start Mtg End M T W T F S S  *Start/End Date

VIRTUAL 5Y aQ MW2 | Q [2:30PM 3:20PM (] O 00 0O |ozmoze21 51212021 |5

VIRTUAL SYNC Topic 1D 2
O Print Topic On Transcript

Instructors For Meeting Pattern

Assignment Workload | [FT¥

D Assign Type  APDE Dept ID

000000114 |y Mot Incl v 375-GBST  |Q

Room Characteristics
“Room Characteristic

10 Q

Description

App Load

Free Format Topic

W \cing APDE #2

4 Tof1 (» Last

Load Factor

100.0000! = =

Work Load

o Assigm;:nt FTE

4 10f1 () Last

I Room Characteristics
Lecture Room, Mot Computer Lab H =+ =

More on the Meetings Tab
Class APDB Mapping Values -

(new window will open)

APDB Learning Mode:

06 if in-person meetings
happen more than 7 times
(or weekly)

04 if in-person meetings
happen less than 8 times.
Meeting Pattern 1 (MP #1)
Facility ID: Blank (unless puzzled
or in specialized space)
Schedule: Approved Class Meeting
Days & Times for IP Portion
Meeting APDB Mapping Values -
(new window will open)
Space Type:
1 Lecture or 2 Laboratory
(if in Computer lab)
Meeting Pattern 2+ (MP #2)
Facility ID: VIRTUAL SY
Schedule: Approved Class Meeting
Days & Times
Meeting APDB Mapping Values -
(new window will open)
Space Type:
1 Lecture or 2 Laboratory
(if in Computer lab)
Room Characteristic:
Based on type of Room
Needed for In-Person portion

EBasic Data Meetings I Enroliment Cntrl l Resemve Cap Hotes

Exam LMS Data Textbook GL Interface

Enrollment Cntrl Tab: Do as Usual.
Nothing special in this tab for
Hybrid Sections.
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Basic Data Meetings Enrcllment Cnirl Reserve Cap Exam LMS Data Textbook GL Interface

Course ID 201365 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term Fall 2021 Undergrad
Subject Area GBST Global Studies
Catalog Nbr 301 COMNSTRUCTING GLOBAL IDENTITY
Class Sections Find | View Al First Jof3 Last
Session 1 Regular Academic Session Class Nbr 0
Class Section 03 Component Lecture Event ID
Asgszociated Class 3 NOtes Tab
RS Find [ ViewAl  First 4 10f1 (b Last Note Nbr: 68 Hybrid

[+

*Sequence Number| 1

P L LExenitClass Notin Schedule
Note Nbr[l068 | Instruction is parily virtual and parily on-campus. The
= virtual component may be asynchronous or synchronous
Copy Note (or both). The on-campus component means instructors

and shudents meet in cammis classrooms andinr lahs

Clear Note

Hybrid, In Person & Blended (both Sync & Async)

This type of hybrid meets in person and synchronously, as well as asynchronously.

Please see the “Hybrid, In Person & Synchronous” and add an extra Asynchronous meeting pattern at the end. The extra
meeting pattern and the APDB Learning Mode (11) is the difference between this type of course and the “Hybrid, In
Person & Synchronous” course.

PeopleSoft things to look at for Hybrid & Blended
Instruction Mode A — Hybrid
PLAN/Hybrid
PLNB/Blended
Blank (Classroom)

Course Attribute/Value

Facility ID & VIRTUAL SY

& VIRTUAL AS
APDB Learning Mode 11 — A/S Hybrid mtgs allowed FDE
Room Characteristic As Needed for In Person Portion
Note Number 68 Hybrid

Example Class Meets In Person, Synchronously, and Asynchronously

D i DB ing:
Facility ID  Day Start End Dates Start Date End Date ate & Tl.me APDB Mapping
Information Space Type
Full (r:riaur}t?nlzelzﬂPs for Based on Room
1 M 1:00PM 2:50 PM 8/30/2021 12/11/2021 p . Class would
Semester specific dates if
Normally Be In
needed
Can be the same
time as the IP Based on Room
L L
, VIRTUA w  100pm 2:50pm U 8/30/2021 12/11/2021 Portion ifthere . would
SY Semester are select dates

Normally Be In
the class will be y

in person.

Based on Room
3 VIRTUAL 8/30/2021  12/11/2021 Class would
AS
Normally Be In
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Live & Online Courses

Live & Online means the course is taught in person and synchronously. This is a hybrid class, but with the distinction of

being in a classroom with the technology to live stream the classroom to stud

ents watching synchronously at

home (or elsewhere), while another portion of the students is with the instructor in-person in a classroom.

PeopleSoft things to look at for Live & Online Courses:

Instruction Mode A — Hybrid
PLAN/Live & Online
Course Attribute/Value PLNB/SYNC

Facility ID
APDB Learning Mode
Room Characteristic

Blank (Classroom) & VIRTUAL SY

06 — Synchronous with mtgs, Hybrid
58 Live & Online & Others, if Needed
69 Live & Online

Note Number

Example Class Meets Live and Online

MP Facility ID Day(s) Start End Dates Start Date End Date APDB Mapping: Space Type
Based on Room Class
1 MW 1:00 PM 2:50PM Full Semester 8/30/2021 12/11/2021
would Normally Be In
Based on Room Class
2  VIRTUALSY MW 1:00 PM 2:50PM Full Semester 8/30/2021 12/11/2021
would Normally Be In
Meetings || Enroliment Cniri || Reserve Cap || Notes | Exam || LMS Data | Textbook || GL Interface
Course ID 103012 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term  Fall 2021 Undergrad
Subject Area MKTG Marketing Auto Craato Compenent
Catalog Nbr 302 FOUNDATIONS OF MKTG .
Class Sections Find | View Al First (4 4of4 () Last BaSIC Data Tab
*Session |1 Q Regular Academic Session Class Nbr 0 HE=
*Class Section |01 *Start/End Date | 08/30/2021 |[5] 1271172021 |5
*Component|LEC_|q, Lecture EventiD Instruction Mode:
*Class Type | Enrollment Section v .
) : A — Hybrid: In Person and
Associated Class & Units 2.00 Associated Class Attributes
*Campus |MAIN |G Main Add Fee Online
*Location | SMCAMPUS | Q San Marcos Campus
Schedule Print H
Course Administrator Q [ student Specific Permissions Course Attr| bute/Va|Ue
*Academic Organization 476 - MKTG Q Marketing PLAN L&O
Academic Group COBAU College of BusinessAdmin-UGrad Dynamic Date Calc Required /
ZHol LG o [ Generate Class Mtg Attendance PLNB/SYNC (a” Classes
*Instruction Mode A |Q Hybrid In Person and Online I Sync Attendance with Class Mtg
e LI GL interface Requred must have a Plan B or
EESTELE “Shadow Schedule”
Course Topic ID Q Print Topic in Schedule
value)
Equivalent Course Group
Course Equivalent Course Group O override Equivalent Course
Class Equivalent Course Group
Class Attributes Personalize | Find | View All | (] | E' First (4 2-30f3 (») Last
e
:q%onl;r‘s‘; Description *Course Atfribute Value Description
PLAN |Q Instructional Plan L&O Q Class meets Live & Online (+] =]
PLNB |Q _  Plan B or Backup Virtual Plan SYNC Q. Synchronous ’ﬂ j
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Meetings Tab

Basic Datal Meetings IEanmem Cnirl || ReserveCap || Notes || Exam || LMSData || Textbook || GL Interface Faculty ASSIgnment
Course ID 103012 Course Offering Nbor 1 f h f I d
If you have a faculty ready to
Term Fall 2021 Undergrad
Subject Area MKTG Marketing H h b Id bl d d
Catalog Nbr 302 FOUNDATIONS OF MKTG aSSIgn W en u' Ing a en e
Class Sections Find | View Al First (4 40f4 () Last . .
Sosson | s Acadonic Seson cossner o e AP oot Vs class, input the assignment
Class Section Component | ecture Event ID
Rasocitad Class 1 BEFORE creating a second
Meeting Pattern Find | View 1 First (4 1-20f2 (» Last
faciiy 0 Comty b mgssn wema w1 w1 F s s sensome meeting pattern (MP).
Q MW3 |Q [2:30PM 345PM (m] 0O 0O O O (o002t |5 [12112021 @&

Topic ID Q Free Format Topic

ic On Transcript Contact Hours Meeting APDE Mapping Values
Personalize | Find | View Al | 31| [ First (4) 10f1 (1) Lesl

Create a Second MP by clicking
on the “+” button in the Meeting

Assignilent || Workload

z — E——— = p— ot | B mcoae
Iununnmm @ LouSheidon Primary Instructor v (Approve 3| oa M= Pattern section and the faculty
HE . . .
Facility ID Capacity Pat Mtg Start Mitg End M T W T F S S *StartEndDate
VIRTUALSY 1@ 200 VW3 |Q [230PM 34500 080000 [oemonee |[5Himee |§ will aUtomatlca”y be ass'gned to
e the second MP as well.
(O Print Topic On Transcript Gontact Hours
Instructors For Meating Pattern Tonalze | Find | View Al
Assignment || Workload .
T - The workload portion of the

000000361 | Lou,Sheldon Primary Instrucior v V] Approve 9 | [(sY H = .
—_— ¢ assignment (on the second MP)

automatically changes to Assign
Type “Not Incl”

If Faculty cannot be assigned when first building the class (often occurs with lecturers):

Instructors Eg

Personalize | Find | View All | (2 | E First (4 10f1 (» Last
Assignment

1D Aszign Type

APDB Dept 1D App Load Load Factor ~ Work Load  AutoCale  A3%i@nment FTE

000000361 | 476-MKTG | 100.0000 [+ [=]

If you do NOT have a faculty ready to assign when building a Hybrid class, you will have to manually change the workload
tab on every MP after the first one.

Do this by clicking on the Workload tab in the “Instructors for Meeting Pattern” section (on the second MP and after),
and change the Assign Type dropdown list to “Not Incl”

Once Schedule Build is over, you will not be able to assign faculty through the Maintain Schedule of Classes page, go to
the Schedule Class Meetings page to assign faculty at that point.

MAKE SURE the faculty member is assigned to EVERY MEETING PATTERN.
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APDB Class Section Values

CS Number: 02 q
Workload Factor: K 1.0
Component Units: 200
s L
Basic Data l Megtings ' Enrollment Cnirl || Reserve Cap || Notes | Exam || LMSData || Jextbook | GLIn

Group Code Control:
Course D 103012
Academic Institution  C:al State San Marcos
Term  Fall2021 Undergrad
Subject Area MKTG Marketing

Catalog Nbr 302 FOUNDATIONS OF MKTG

~
Course Offering Nbr 1

"APDB Leaming Mode: |05 |Q

Class Sections

ind | View Al
Session 1 Regular Academic Session Class Nor 0 Class APDB Mapping Values
Class Section 4 Component Lecture EventID
Associated Class 4
Meeting Pattern Fing | View All
Facility ID Capacity Pat Mig Start Mig End M T W T F s 5 [ sarEndDate
Q w3 | [230PM 3.45PM [m] O O O O f [oemezezn |5 [2m= |5
ToprETr - ree Format Topic
[ print Topic On Transcript Contact Hours
Instructors For Meeting Pattern Personalize | Find | VIEWTTT Lo o0 o
Assignment || Workioad
0 Name “Instructor Role Print
000000361 | Q Lou.Sheldon [Primary Instructor ~]

Room Characteristics
*Roaen Charactenistic Deserption

58 aQ
10 Q

Meeting APDB Mapping Values
Personaize | Find | 21| [

(Mlecture +]

Space Type:
Live and Online -

Hours:
Lecture Room, Not Computer Lab

OLD Learning Md: Q

First 4 4ofd (b Last

First (4 10f1 (b Last

HE

BasicData || Meetings || Enrolment Cntt || Reserve Cap || Notes | Exam || LMSData || Jextbook | GLinterface
Course ID 103012
Academic Institution Cal State San Marcos
Term  Fail 2021 Undergrad
Subject Area MKTG Marketing
Catalog Nbr 302 FOUNDATIONS OF MKTG

Course Offering Nbr 1

Class Sections

Find | View Al
Session 1

Regular Academic Session ClassNbr 0
Class Section 04

Class APDB Mapping Values
Component Lecture

First ¢ 4of4 » Last

Event 1D
Associated Class 4
Meeting Pattern Find | View 1 Frst 4 12012 » Last
==
Facility ID Capacity Pat Mtg Start Mig End M T W T F S S ‘StartEndDate
Q MW3 Q 2:30PM 3:45PM a O000 08302021 |Gy 12112021 |5y
Topic 1D’ Q

Meeting APDB Mapping Values

CJprint Topic On Transcript

: 1 Lecture v
Contact Hours Space-Type
Instructors For Meeting Pattern Personalze |
Assignment || Workioad | [F) OLD Learning Md: Q
0 Name *Instructor Role Print Access
000000361 |Q Lou,Sheldon [Primary instructor v
—
Facility ID Capacity Pat Mtg Start Mg End MT W “StarvEnd Dai
VIRTUAL SY Q 999 MW3 |Q [p30PM 3.45PM [m) 08302021 |5y
VIRTUAL SYNC oeTo Q Free Format Topic
O print Topic On Transcript Contact Hours Meating APDE Mapping Values
Instructors For Meeting Pattern Personalze | Find | Vs b Last
Assignment || Workioad | [F)
0 Name “Instructor Role Print Access Contact  ETB!  JobCode
000000361 |Q Lou,Sheidon [Primary Instruclor v] Appeove v o ==

More on the Meetings Tab
Class APDB Mapping Values -

(new window will open)

APDB Learning Mode: 06

Meeting Pattern 1:

Facility ID: Blank

Schedule: Meeting Days & Times
Dates: Full Semester

Meeting APDB Mapping Values -

(new window will open)

Space Type:

1 Lecture or 2 Laboratory
based on the ideal type of
room for this class.

Room Characteristics -

Live & Online (58)
You may add other Room
Characteristics if desired.

Schedule Build Process Guide_092021

Meeting Pattern 2:

Facility ID: VIRTUAL SY

Schedule: Same Meeting Days &
Times as the In Person MP#1

Meeting APDB Mapping Values -

(new window will open)

Space Type:

1 Lecture or 2 Laboratory
based on the ideal type of
room for this class.
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Session 1 Regular Academic Session Class Nbr 41894

Class Section 01 Component Lecture

Live & Onling

Note Nbr|0069 |Q

opy Note

Free Format Text:
Clear Note

Basic Data || Meetings l Enroliment Cntrl I Reserve Cap || Motes || Exam || LMS Data || Textbook | GLInterface
Course ID 103012 Course Offering Nbr
Academic Institution  Cal State San Marcos
Term  Fall 2021 Undergrad
Subject Area MKTG Marketing
Catalog Nbr 302 FOUNDATIONS OF MKTG
Enrollment Control Find | View All First (40 10f3 (» Last
Session 1 Regular Academic Session Class Nbr 412304
Class Section 01 Component Lecture EventID 000055564
Associated Class 1 Units 2.00
*Class Status|Ac1ive v| Cancel Class
Class Type Enrollment Enroliment Status_Open
*Add Consent| No Special Consent Required v Requested Room Capacity| 25 Total
*Drop Consent| No Special Consent Required v Enroliment Capacity 50/ 0
1st Auto Enroll Section Wait List Capacity| 999/ 0
2nd Auto Enroll Section Minimum Enroliment Nbr
Resection to Section
Auto Enroll from Wait List [ cancel if Student Enrolled
Basic Data Meetings Enroliment Cnirl Reserve Cap Notes Exam LMS Data Textbook || GL Interface
Course ID 103012 Course Offering Nor 1
Academic Institution  Cal State San Marcos
Term Fall 2021 Undergrad
Subject Area MKTG Marketing
Catalog Nbr 302 FOUNDATIONS OF MKTG
lClass Sections Find | View Al First (4 10f3 (b Last

EventID 000055564

Associated Class 1 Units 2.00
Class Notes Find | View All First (4) 10f1 () Last
*Sequence Number| 1 FHE
*Print Location [ Even if Class Mot in Schedule

Schedule Build Process Guide_092021

Enrollment Cntrl Tab:
Requested Room Capacity is less
than the Enrollment Capacity to
accommodate reduced room
sizes on campus.

Requested Room Cap: The largest
student group size that will be in-
person.

Enrollment Capacity: Number of
total students that can enroll in
the course.

Notes Tab
Note Nbr: 69 Live & Online
- Note will be updated
soon & will auto-populate
with the new text.

To add a note, use the plus (“+”
button. You cannot use both the
Note Nbr & Free Format Text in

the same sequence!

If you wish to delete a note, do
NOT just clear out the text — you
will not be able to save the
section if you do this. You need to
use the minus (“-“) button to
delete a note.
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Class Status and Schedule Print

Class status is determined on the Enroliment Cntrl tab.

Active — This means the class is viewable on the public class schedule once the schedule is posted. During registration,
before classes start, and when there are seats available in the class, students can enroll directly in the class through
their Student Center. During the add/drop period, once classes start, students need a permission number to enroll in
the class via their Student Center whether or not there are available seats; however, permission numbers also allow
enrollment to override the cap (faculty are expected to keep track of this).

Tentative — This means the class is not viewable on the class schedule and students cannot enroll in the course. This can
be used to hold a class when students are already enrolled if the department needs to download the roster before
the class is cancelled or confirm the decision to cancel/not cancel. It is the responsibility of the department to keep
track of any student enrolled in tentative courses and to make sure the class is re-activated or cancelled before
classes begin.

Stop Further Enrollment — Do not use this status.

Cancelled or “Deleted” — This status is used when a class was supposed to be offered, but the department has decided it
will not be offered. Cancelled is used once students are enrolled. During schedule build and before registration
starts, classes should be deleted instead of cancelled.

Schedule Print is determined on the Basic tab.

Schedule Print - this is a check box, not a status.
Schedule Print ON - When the box is checked, the class will show on the class schedule if the class status is also
Active. If Schedule Print is ON and also Tentative or Cancelled, the class will not show on the schedule.
Schedule Print OFF - When the box is unchecked, the class will not show on the class schedule, regardless if the class
status is Active, Tentative, or Cancelled. However, if Schedule Print is OFF and the class is Active, students can still
enroll in the class if they have the 5 digit Class Number. The option of Schedule Print OFF and Active is used to
control enrollment — departments often use this if there are group of students who should be able to enroll, but
they do not want to distribute permission numbers to do this (as would be the case if Consent was Required).
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Trouble Shooting

Class is Not Showing
Check if:
e (Class Status is Tentative
e Class Status is Stop Further Enrollment
e (Class Status is Cancelled
e (lass does not exist
e They are using the wrong term, catalog, or subject to search for the class
e Schedule Print is OFF
e (lassis Closed — Often students/faculty do not uncheck the “show Open Classes Only” option on the Class
Schedule Search and then are unable to see a class because it is full (there are no seats left to enroll into).

Search for Classes
Enter Search Criteria

Search for Classes

Instituti0n| Cal State San Marcos v|

Term| Fall 2018 ]

Select atleast 2 search criteria. Select Search to view your search results.

< Class Search

Subject| v]

Course I‘Jumber| is exactly v|

Course Care

|
Er Show Open Classes Only

[» Additional Search Criteria

Clear Search

Exams

Exams are now the same every Spring and the same every Fall for
the same approved class meeting time. Conflicts of class finals
should not exist for classes meeting during approved meeting
times.

Final Exam Schedule Changes for Students can occur if a student has
more than 2 final exams on a single calendar day OR a student
has more than 3 final exams in any 24-hour period. Please direct
them to the Instructions for Final Exam Schedule Change

document:
www.csusm.edu/par/acdsched/final_exam_schedules.html

Final Exam Schedule or Room Changes for an Instructor teaching a course can be requested through the Finals Change by
Faculty Request Form: csusm.edu/par/acdsched/roomchange_finals.html. Faculty can also use the form if they will
not have an in-class final exam and wish this to show in the students’ Student Center and in their own Faculty Center.

Other final exam information can be found on the Final Exam Schedule page:
csusm.edu/par/acdsched/final_exam_schedules.

Exams throughout the semester: If faculty want to offer an exam outside of their regularly scheduled class meeting
times (e.g. a make-up exam for a student). Please request through 25Live and select “Exam Breakout” under Event
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Type. Once submitted and reviewed, Academic Scheduling will approve if the space is available. Note: the first

three weeks rule does not apply to Exam Breakouts.

Faculty

To assign faculty during Schedule Build, you can do so in Schedule New Course, Maintain Schedule of Classes, and

Schedule Class Meetings in PeopleSoft. Paths:

e Main Menu > Curriculum Management > Schedule of Classes > Schedule New Course

e Main Menu > Curriculum Management > Schedule of Classes > Maintain Schedule of Classes

e  Main Menu > Curriculum Management > Schedule of Classes > Schedule Class Meetings

To assign faculty after Schedule Build through the end of the semester, you can do so in Schedule Class Meetings in
PeopleSoft. Path: Main Menu > Curriculum Management > Schedule of Classes > Schedule Class Meetings

BasicData || Meetings || EnrollmentCntrl || Reserve Cap | Motes | Exam || LMSData | Textbook | GL Interface

CourseID 200123
Academic Institution  Cal State San Marcos
Term Spring 2019

Subject Area COMM
Catalog Nbr 402

Course Offering Nbr 1

Undergrad
Communication
RHETORICAL CRITICISM

Class Sections Find | View All First ‘&) 10f1 (& Last

Session: 1 Regular Academic Session  Class Nbr: 20942 Class APDB Mapping Values

Class Section: 01 Component: Lecture Event ID:
Associated Class: 1 Units: 3.00
Meeting Pattern Find | View All First ‘4 1of1 ‘*' Last
R [#H[=]
Facility 1D Capacity Pat Mtg Start MtgEnd M T W T F § § Start/End Date
ONLINE @ gag Q OoOoOoOoOOn  oz2eets [5snoze1s 5
On Line Topic ID: ' Free Format

Topic:
DPnannp\c On Transcript Contact Hours
Meeting APDB Mapping Values
Instructors For Meeting Pattern Personalize | Find | View all | B2 | =] First ‘&' 10of1 ‘®) Last

Assignment Workload

1y Name Job Code

*Instructor Empl
Role Print Access Contact Red#
Approve ~ 0/@, 2358 =+ [=]

Persanalize | Find | 2| &

000000244 |G HanorJoan H

Room Characteristics First ‘*' 1of1 ‘»' Last
*Quantity

Lecture Room, Not Computer Lab 1

*Room Characteristic

10 aQ H =

If the faculty does not show in the public
schedule, either the faculty is not assigned to
the course or faculty print has been turned off
(unchecked) in the schedule.

If the faculty does not see the class in her/his
Faculty Center, s/he may not be assigned to
the course or s/he may be looking at the wrong
term, or Access has not been appropriately set
to “Approve” (this can also prevent the faculty
from being able to see class/grade rosters and
permission numbers).

Instructors For Meeting Pattern Personalize | Find | view all | 50 | (& First ‘4 1-20f2 b Last

Assignment || Workload

) Hame pe=uuctey Print Access Contact I
Role Red#

[Prim inz +]

Job Code

000000244 |Q HanorJoan H

ﬁ New Row Appears

Approve ~

Assigning more than 1 faculty to a single
section, can be done by department staff
during and after schedule build. Click the “+”
button on the right side of the Assignment
portion and a new row will appear.

If the assignment box turns red or the faculty name does not show
up, please submit the New Faculty (Instructor/Advisor Table)
Form available on the Academic Scheduling Forms page:
csusm.edu/par/acdsched/schedulingforms.html

For combined classes, faculty must be assigned
in the Schedule Class Meetings window, even
during the Schedule Build Period.

If the faculty name is wrong in the schedule, please check to make
sure it is the right EmplID assigned to the course. If the faculty
member has a different preferred name, which is the one that
shows on the schedule, send the primary name, EmplID, and the
preferred name to Academic Scheduling to request a change.

If faculty do not want to have an in-class final,
see: Exam section

Faculty cannot get into their Cougar Courses. Academic Scheduling
does not handle Cougar Courses. Make sure the faculty member is
assigned. If assigned to the class, contact cchelp@csusm.edu to see

if there is another issue.

Faculty cannot access their roster or
permission numbers —wrong term, not logged
in, trying to see a class through public schedule

Schedule Build Process Guide_092021

Page 45 of 76


https://www.csusm.edu/par/acdsched/faf_newfaculty.html
https://www.csusm.edu/par/acdsched/faf_newfaculty.html
mailto:cchelp@csusm.edu

If faculty want permission numbers, see: Permission Numbers
section.

Permission Numbers

Permission numbers are generated by Academic Scheduling.
e Before registration starts, permission numbers are ONLY generated for sections with department/instructor consent
required.
e Before classes start, permission numbers are generated for closed classes with available seats in the classroom the
section is assigned to (classroom cap minus the enrollment cap) and for ONLINE classes.
e First Week Enrollment during the Add/Drop Period: Student can enroll in open classes directly without a
permission number during the first week of classes.
e Starting the second week of classes during the Add/Drop Period: permission numbers are required for
enrollment in all classes.
Permission numbers do not have a set number of digits, the numbers can be 2 — 9 digits long.
Requests can be made through the Permission number Request Form. We recommend sending faculty the link to this
directly, instead of Department Staff filling it out. csusm.edu/par/acdsched/perm_numbers.html
During the add/drop period, Faculty can make administrative drops when students do not show up for class by emailing
the Registrar’s Office (registrar@csusm.edu) with the class, class number, name(s), and student ID numbers.

Permission numbers are limited by the classroom capacity. Look at the room capacity, subtract enrolled students, and
subtract available permission numbers to see how many new permission numbers can be created for a
particular class.

Permission numbers are not distributed by Academic Scheduling. Faculty must go into their Faculty Center to access the
numbers.

Permission numbers can override full classes, department consent required, instructor consent required, and reserve
capacity ERGs during the add/drop period. They cannot override requisites (a requisite waiver form needs to be
filled out by the student) nor allow enrollment in tentative sections.

Degree Planner

Semester Offerings and Typically Offered Values

A document called Semester Offerings and Typically Offered Values is distributed to Department Chairs and Program
Directors/Coordinators, and the Department Staff are copied. This spreadsheet needs to be completed with the
courses that will be offered in the coming semester and any changes that need to be made to the Typically Offered
Values. A deadline for the DCs and PD/Cs to turn this into Academic Scheduling will be provided when the
document is distributed. It is requested that Department Staff encourage them to turn it in as soon as possible.

The Semester Offerings and Typically Offered Values allows better numbers in the Course Needs Report, otherwise known
as the Degree Demand Report, which lists the number of seats need to meet what students need to graduate.

Variance Report and GEM ERGs

The Variance Report indicates how many seats need to be reserved with General Education/Major (GEM) Enrollment
Requirement Groups (ERGs) to save seats for students who need those seats for their major requirements,
prohibiting those who need the courses for General Education (GE) requirements who have many more options.

Enrollment Requirement Groups (ERGs) and Reserve Caps

Reserve Caps hold seats in the class schedule for particular groups of students (ERGs). ERGs are used in the catalog to
restrict enrollment to certain majors, GPAs, pre-regs, co-reqs, and etcetera. The GEM ERGs used in the Class
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Schedule to restrict seats (via Reserve Caps) are course specific and are for majors/minors that need the course
as a degree requirement. All of the majors/minors that need the class are contained with the class’ GEM ERG. If a
class does not have a GEM ERG it is either only GE and not needed by any majors or it is not a GE class and is a
majors/minors only course.

ERGs can be incredibly specific. For a really random example, an ERG can be made to restrict enroliment to those students
who have taken BS 123, received a C or better in BS 234, have not taken BS 345, have a GPA of 2.2 or higher, are

continuing students not new admits, are athletes, and have a major of Computer Science or Liberal Studies.

Building a New Class

Section vs. Classes

A class is the whole of what it takes to meet for instruction, including all the components, if it has multiple.

A section is one component of a class, but it can be the same as a class when it is a single-component class. Generally, a
“section” is used when describing how many options for the class are available. Occasionally, a multi-component
class with multiple sections, can be referred to as having “section groups.”

Adding a Brand New Class or a New Section

If you do not see a class in Maintain Schedule of Classes, it means that no sections of this class exist yet. Use this
PeopleSoft Path: Main Menu > Curriculum Management > Schedule of Classes > Schedule New Course which will
show you all of the courses that can be built. If you do not see the class at all, even in Schedule New Course, it
means the course cannot be built and likely that it is not approved to be built yet. The most likely scenario is that

the course is a Topics course, which is a comparatively short process for approval — see: Topics Courses.

To add a new section of the class, go to either Maintain Schedule of Classes or Schedule New Course. Either window will
enable you to create a new section. If opening in Maintain Schedule of Classes, just click on the “+” button and a
new blank section will be created for you to build.

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

Course ID 201384 Course Offering Nbr 1
Academic Institution Cal State San Marcos
Term  Spring 2019 Undergrad S .
Subject Area HD Human Development o el omponen
Catalog Nbr 220 STATISTICS IN HUMAN DEV 1L
Class Sections Find | View All First ‘4 1oy ™La
“Session| Q Regular Academic Session Class Nbr 20123 ) | +]
*Class Section |01 *Start/End Date 01/22/2019 |[34/05/10/2019 | [34
*Component LEC |Q Lecture Event ID
*Class Type | Enrollment Section v
*Associated Class 1% Units 3.00 Associated Class Attributes
*Campus MAIN |Q Main Add Fee

*Location [SMCAMPUS  |Q San Marcos Campus

| Schedule Print

Course Administrator K Student Specific Permissions
*Academic Organization 351 - HD 2 Human Development
Academic Group EHHSU Educ, Health, & Human Svcs Dynamic Date Calc Required
*Holiday Schedule SMCMP_|Q SMCMP Academic Holiday Sched Generate Class Mtg Attendance
*Instruction Mode P |Q In Person Sync Attendance with Class Mtg

GL Interface Required

Primary Instr Section [01
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Basic Data Tab

Basic Data Meetings Enroliment Cntrl Reserve Cap

Course ID

Academic Institution
Term

Subject Area

Catalog Nbr

200969

Cal State San Marcos
Spring 2019

WMST

347

Undergrad

Class Sections
*Session |1

E “Class Section 01
E *Component|LEC |Q

Q

Notes

Women's Studies
REPRODUCTIVE RIGHTS

Exam LMS Data Textbook GL Interface

Course Offering Nbr 1

Auto Create Component

E *Class Type| Enroliment Section

E *Associated Class 1Q

Units
*Campus MAIN |
*Location SMCAMPUS |Q
Course Administrator 25 ][e §
*Academic Organization 781 - WMST Q

Academic Group HABSU
*Holiday Schedule SMCMP |Q

Q

E *Instruction Mode P

H Primary Instr Section 01

Class Topic

Q

Course Topic ID

e Group

Course Equivalent Course Group

Class Equivalent Course Group

Class Attributes
*Course L
Attribute Description
CLEV |Q_ Course Level

CSLI Service Leaming

Q

Find | View All First ‘&' 10f1 '} Last
Regular Academic Session Class Nbr 22215 H=
E *Start/End Date [01/22/2019 |[305/10/2019 |[3]
Lecture Event ID
Y]
3.00 E Associated Class Attributes
Main H Add Fee
San Marcos Campus E ¥ Schedule Print
L student Specific Permissions
Women's Studies
Hum, Arts, Behavioral, § Dynamic Date Calc Required
SMCMP Academic Holiday Sched " Generate Class Mtg Attendance
¥ Sync Attendance with Class Mtg
In Person
L/ GL Interface Required
Print Topic in Schedule
) override Equivalent Course
Personalize | Find | View All | & | @ First ‘4" 1-20f3 '} Last
*Course Attribute Value Description
2 Q Upper Division _+J :J
N Q Mot a Service Learning Course +] [=]
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Session: 1 (Regular Academic Session), 8W1 (first 8 weeks), 8W2 (second 8 weeks). Verify Start/End Date
at right. 5W1, 5W2, 5W3 is used by the MBA and other PBAC programs.

Class Section must have at least two digits (01, 02, 03, 10, 11A, 12A, etc.). To make sure you are accurately

numbering your sections See: Section Numbering and Associated Class Rules.

Component: Denotes the type of a class section, as it is built in the Catalog. If all of the necessary
components are not included (i.e. Lec AND Lab), students will not be able to register.

These components may appear in the drop-down menu: LEC, LAB, 2nd LEC, 2nd LAB, Activity, NT1 (Non-
Traditional 1-unit ), PER (Performance), SUP (Supervision), ATH (Athletics) etc.

Class Type: Enrollment or Non-Enrollment. If it is just a lecture or just an activity (with no LEC), then
choose “Enroll”. For a multi-component class (Lec & Lab), student will “Enroll” in one component and will
be auto-enrolled in the “Non-Enroll” component.

Associated Class: The Associated Class number links class sections that constitute a single course offering.
When scheduling class sections that have only one component (e.g. Lecture only), the Associated Class
number must match the class section number. The Associated Class number is a single digit number, so
the simplest way to determine the number, is to remove the zero from its primary section number.
Multiple Components must share the same Associated Class Number. To make sure you are accurately
numbering your sections See: Section Numbering and Associated Class Rules.

Campus — auto-populates with MAIN

Location

Course Administrator

Academic Organization

Academic Group

Holiday Schedule

Instruction Mode: A (Hybrid: In Person AND On Line), | (Independent Study), L (On Line), O (Other), P (In
Person)

Primary Instr Section — will automatically populate.

*IGNORE
THESE
FIELDS*

Class Nbr (Class Number): will auto-populate with a term unique 5 digit number, every section in a given
term has its own. New class sections default with no number here, which will be replaced with a 5-digit
number once the Section Number and Associated Class Number are entered and saved.

Start Date/End Date: Defaults to the start and end date of the session.

Event ID — this auto-populates when a Facil ID is included.
[c]\[e]:{= Associated Class Attributes Link — regular state-side sections do NOT need to edit this at all.
Add Fee Button - regular state-side sections do NOT need to edit this at all.

Schedule Print: Must be checked to appear in the schedule.

Student Specific Permissions - Specific students are entered via the Class Permissions screen to enroll in
the course —a comparably time consuming process for enrollment. Contact us if you would like more
information about this feature.

IGNORE

Generate Class Mtg Attendance Check Box
GL Interface Required Check Box
Class Topic and Equivalent Course Group Fields

Class Attributes Fields — see table after this one for descriptions
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Class Attributes Fields

What
should |
do?
ADD

Course Attribute Value

PLAN Instructional Plan
PERSON
HYBRID
L&O

This is the instructional plan

ASYNC
SYNC

Value Description

Completely in person, no virtual portion

In person and with a virtual portion

Live & Online, like Hybrid but requires technology piece
Completely Asynchronous Virtual Instruction
Completely Synchronous Virtual Instruction

BLENDED Both Asynchronous and Synchronous Virtual Instruction

PLNB Plan B, Alternate Instruction if semester changed to Virtual

ADD
PERSON
ASYNC
Shadow Schedule SYNC
BLENDED
Course
Review CLEV  Level
0
- 1
Course Level indicates what )
division the course is in. 3
p
Review CSLI Service Learning
Indicates whether the section is N
Service Learning. Y
Review NTRN Internship
Indicates whether the section is LAPH
an Internship
Y
Review FONL Fully On line
Only use AB386 if the class is only AB386
and fully online. M
SELF

In Person, but only for exceptional need

Completely Asynchronous Virtual Instruction
Completely Synchronous Virtual Instruction

Both Asynchronous and Synchronous Virtual Instruction

International Programs

Lower Division (100 & 200 Level Courses)
Upper Division (300 & 400 Level Courses)
Graduate Division (500 & 600 Level Courses)
Pre-baccalaureate Division (Credential Courses)

Not a Service Learning Course
Service Learning Course = Yes

MPH Internship = Yes (For Masters of Public Health)

Not an Internship Section

Internship = Yes (This is an internship section)

On Line (Value marks section as fully online)

Course Match
Self Support Online

Know
About

Schedule Build

GERQ General Education Requirements (Where you can see the General Education Option)

Al
A2
A3
Bl
B2
B3
B4
BB
Cc1
C2

Process Guide 092021

LDGE Al:Oral Communication
LDGE A2:Written Communication
LDGE A3:Critical Thinking

LDGE B1:Physical Science

LDGE B2:Life Science

LDGE B3:Laboratory Experience
LDGE B4:Mathematics/Quant.
UDGE BB:Mathematics & Science
LDGE C1:Arts

LDGE C2:Humanities
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Ignore CCTP
Ignore CGCB
Ignore CLMT
Ignore CREP

Ignore CRT
Ignore CSFX
Ignore CTBA
Ignore ELRP
Ignore ESP
Ignore GRRQ
Ignore SCPR
Ignore TCPI

Ignore UGRS
Ignore ZCCM

C3 LDGE C3:Arts and/or Humanities

CC UDGE CC:Arts & Humanities

D7 LDGE D7:Interdisc. Soc. Sci.

DC GE DC:Amr Inst/ldeals US Const
DD UDGE DD:Social Science

DG GE DG:Amr Inst/Ideals CA Hist
DH GE DH:U.S. History

E LDGE E:Life Learn/Info Litrcy

GV GE GV:US Hist/Const/Amr Ideals

Course Type

Group Code Bypass

Class Meeting

CREP

Course Redesign with Tech
Course Suffix

TBA Time

Extended Learning Reporting
Early Start Program
Graduation Requirements
Schedule Print

Teacher Credential Program Ind
Undergraduate Research
Zero Cost Course Materials
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Section Numbering and Associated Class Rules

Section Numbers: Each section of a class must have a section number as they identify the unique class section of a

- In order to comply with the Chancellor’s Office APDB Reporting requirements and adhere to CSU CMS
Schedule of Classes setup guidelines, the first two characters of the section number must be unique for each
section of a class.

Steps for Determining Section Number and Associated Class Number: When entering classes on the Basic Data page of
Maintaining Schedule of Classes, Class Section numbers must be numbered sequentially beginning with ‘01,
with the exception of multiple component classes. Example of Section Numbering: 01, 02, 03... 10, 11, 12, etc.

Single Component Classes (2 Characters) - Lecture only or Lab/Activity only

Meetings || EnrollmentCntrl || Reserve Cap || Notes || Exam || LMSData || GL Interface

Course ID: 200923 Course Offering Nbr: 1

Academic Institution:  Cal State San Marcos

Term: Fall 2016 Undergrad Auto Create Component

Subject Area: HD Human Development

Catalog Nbr: 381 YOUTH VIOLENCE

Class Sections Find | View Al First ‘4" 10f1 ‘B Last
Fegular Academic Session Class Nbr: 40755 [+ [=]

Class Section: 0
LEC T

*Start/End Date: 08/29/2016 |[5[12/1022016 |

*Component: Lecture Event ID: 0000335649

If you attempt to duplicate a section that already exists, the following error message will be displayed:

Duplicate key value — not allowed. (15,7)

You have entered a key value for a scroll item that is a duplicate of another scroll item. The record definition indicates that the record does not allow
duplicate entries. Either correct the key for the duplicate entry or contact your system administrator to change the record definition.

The Associated Class number links class sections that constitute a single course offering. When scheduling class sections
that have one component (e.g. Lecture only), the Associated Class number must always link to the primary class section
number. The Associated Class number is a single digit number, so the simplest way to determine the number is to
remove the zero from the primary section number.

Primary Section Number

Primary Associated Class Number

Primary Section Number

Primary Associated Class Number

01

1

03

3

02

2

04

4
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Meetings Tab

IMPORTANT NOTE: Enter your most important sections first (i.e., the ones that you want students to enroll in first). All sections of a
class will appear in the search results.

APDB Class Section Values
Basic Data Meetings Enroliment Cntrl Reserve Cap Notes Exa
CS Number: 02 |Q
] Workload Factor: K 1.0
Course ID 200969 Course Offerin| | . ent units: 300
Academic Institution Cal State San Marcos Component Students:
Term Spring 2019 Undergrad Group Code Control: v
Subject Area WMST Women's Studies *APDB Learning Mode:  py |Q
Catalog Nbr 347 REPRODUCTIVE RIGHT
Class Sections | S
Session: 1 Regular Academic Session Class Nbr: 22215 Class APDB Mapping Values
Class Section: o1 Component: Lecture Event ID:
Associated Class: 1 Units: 3.00
Meeting Pattern @ Find | View Al afirst 4 1071 st
= =
Facility ID Capacity Pat Mty Start MtigEnd M T W T F § S8 *Start/End Date T
r-.-IARK 103 Q a5 TR3 |Q [10:30AM | [11:45AM 7 7 01/22/2019 |[34) 05/10/2019 |[31)
MARK 103 n Topic ID: iﬂFree Format
Topic:
Print Topic On Transcript Bl Contact Hours
Meeting APDB Mapping Values
Instructors For Meeting Pattern Personalize | Fj i irst ‘4" 10of1 “F Last
Assignment Workload
= - *Instructd | Meeting APDB Mapping Values
Role
Space a: 1 Lecture ¥ .
000000114 | Q_ Stoddard-Holmes,Martha Prim In: pace Typ vl [l
TBA Hours:
Room Characteristics OLD Learning Q | ast
*Room Characteristic Md:
10 Q Lecture Room, Not Computer Lab 1 +| |=l
Academic Shift Personalize | Find | &Y | L;J First ‘&' 1of1 & Last
Academic Shift
Q + (=

Facility ID: Leave blank unless it is a specialized or priority space that your department schedules, if you are
regularly puzzling, if you have an approved competition puzzle, if it is a non-space facility ID such as ARR,
ONLINE, OFF CAMPUS, INDEP STUDY, or CLINICAL.

Capacity: Indicates the seating capacity of the room entered in the Facility ID field.

Pat: Meeting Pattern Option. Click on the icon to view list. Use the list to guarantee correct calculation of class
end time.

Mtg Start: Use Military Time (no colon) and enter the Meeting Start time after selecting the Meeting Pattern
Option. The Mtg End time will be auto-populated. Simply enter the time if not using the meeting pattern
option.

Checkboxes for Days: Select the meeting days. If days are included in the Pat, you will not need to check them.

Start/End Date: These will auto-populate. Be sure to check if you are using anything but the Regular Semester.
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. Add/Delete Section: The “+” will add a section, the “-“ will delete a section. Delete sections - do not cancel
them during the Schedule Build Period.
Meeting APDB Mapping Value: Space Type is the only field to fill out in the new window. Look at CS value to
determine the APDB Space Type Value. Except: (1) When a computer lab is assigned always use “Lab” or (2)
When ONLINE is the instruction mode (and the class is ONLY taught online), then select “Non-Capacity”
CS Value Space Type CS Value Space Type CSValue Space Type
0 Mot Applicable 9 Lab 18 Lab
1 Lecture 10 Lab 19 Lab
8 2 Lecture 11 Lab 20 Lab
3 Lecture 12 Lecture 21 Lab
4 Lecture 13 Lab 23 Mon-Capacity
5 Lecture 14 Lecture 24 MNon-Capacity
6 Lecture 15 Lab 25 Mon-Capacity
7 Lab 16 Lab 36 Mon-Capacity
8 Lab 17 MNon-Capacity 48 MNon-Capacity
Class APDB Mapping Value: APDB Mapping Values
How many hours is my class supposed to meet? See CS Values
Instruction Type APDB CODE Description shown in PeopleSoft Note Nbr
Async 01 Asynchronous no meetings AB386 65
Sync 02 Synchronous no meetings AB386 66
Blended 10 A/S Hybrid no meetings AB386 67
Person 09 Face-to-face 64
Hybrid:
In Person (Less than 8 mtgs) 03 Asynchronous mtgs allowed FDE 68
& Async
Hybrid:
In Person (Less than 8 mtgs) 04 Synchronous mtgs allowed FDE 68
9 & Sync
Hybrid:
In Person (More than 7 mtgs) 05 Asynchronous with mtgs, Hybrid 68
& Async
:ysg:ilolnnfltljg:zgtP:;:e7&m(?cn:)ne: 06 Synchronous with mtgs, Hybrid 68 Hybrid or
& ¥ &5 1y 69 Live & Online
& Sync
Hybrid:
I (PR (A7 il 11 A/S Hybrid mtgs allowed FDE 68
& Sync
& Async
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Room Characteristics

Use this field to indicate that an instructor

or course has a strong need for a
particular room feature. Faculty
should be contacted about what they
prefer for their courses. Please note
that these are AND statements. If you
input 34 and 43, the class will be

unable to be placed as we do not have
a tiered and flat classroom.

Room Characteristics
*Room Characteristic

10 Q Lecture Room, Not Computer Lab

RC Description RC Description
02 Board, Chalk 58 Live and Online
03 Board, White 59 Lab, Mac Computers
10  Lecture Room, Not Computer lab 60 lab, P C Computers
11 No Room Needed 84  Active Learning Technology
30 Blackout Classroom, No Light 86  Specialized Space
34 (Tiered) Fixed Tables/Chairs 87  Auditorium
40 Complab w/Tables, Chairs Ctr 88 Puzzled
43 (Flat) Tables/Chairs 89  Exam Only
44  (Flat) Tablet Armchairs

Personalize | Find | 12| & First ‘4" 1 of 1 Last

*Quantity
1 +| =
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Instructors for Meeting Pattern on the Meetings Tab

Instructors For Meeting Pattern Personalize | Find | View All | L2 | & First ‘&' 10f1 “®/' Last
Assignment Waorkload
*Instructor - Empl
1D Name Role Print Access Contact Red# Job Code
00000 Q Stoddard-Holmes, Martha Prim In: v 4 Approw. ¥ 0/Q, 3306 +| [=]

Assignment Tab

Enter the EmplID for the instructor. You can also search for the name with the small magnifying glass, but it is high
recommended that you keep a file with the instructors EmplIDs, as it is very easy to assign the wrong person.
The “Name” section will auto-populate.

Instructor Role: this will default to Prim Instr (Primary Instructor). The other option is Sec Instr (Secondary Instructor) or
TA (Teachers Assistant/Associate).

Print: when checked (default) the instructor will show on the schedule.

Access: The options here are
Approve — by far the most common. If this is not selected, the instructor will not be able to access her/his
class/grade roster or permission numbers.
Grade — only used for TAs.
Post — NEVER section this option.
Contact, Empl Rcd#, Job Code — IGNORE

Add/Delete Buttons: the “+” button adds another row for an additional instructor assignment. The “-“ button will delete
a row (or clear it if there is only one row).

Instructors For Meeting Pattern Personalize | Find | view Al | £ | k& First "4 10f1 ‘&' Last
Assignment Workload
1D Assign Type APDB DeptID App Load Load Factor Work Load Auto Calc AS?H@E'%EM
00000 Q [IFF v |[781-wMST |Q 100.0000 3.00 v 20.00 (] (=]
Workload Tab

ID: Can input the EmplID on this tab as well, but it is recommended you do the Assignment Tab first.

Assign Type: This indicates if an instructor gets credit for the course (IFF) or if the course is not included as a part of the
instructor’s workload (Not Includ). This should be Not Includ if the meeting pattern is the second one or higher,
if the class is an independent study.

APDB Dept ID, App Load, Load Factor, Work Load, Auto Calc, Assignment FTE % - IGNORE

Add/Delete Buttons: the “+” button adds another row for an additional instructor assignment. The “-“ button will delete
a row (or clear it if there is only one row).
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Enrollment Cntrl Tab

Class Status

Options: Active, Cancelled, Section, Stop
Further Enrollment, and Tentative Section
For more information, see: Class Status

Add Consent and Drop Consent

Do NOT use Drop Consent unless your
department understands the ramifications
No Special Consent Required — no
permission number needed for enrollment
during registration.

Instructor Consent Required — instructors
need to distribute permission numbers to
allow student to enroll during registration.
Department Consent Required —
department designee needs to distribute
permission numbers for students to enroll
during registration.

Auto Enrolling

1% Auto Enroll Section — Use for
Enrollment Section of multi-component
course (that has 1 other component).

2" Auto Enroll Section — Use for
Enrollment Section of multi-component
course (that has 2 other components).

Resection to Section — DO NOT USE

Schedule Build Process Guide_092021

Basic Data

CourseID 100276

Academic Institution Cal State San Marcos

Term Spring 2019
Subject Area PSYC
Catalog Nbr 350
Enroliment Control

Session 1
Class Section 01
Associated Class 1

Meetings l Enroliment Cntri l Reserve Cap

Notes Exam LMS Data Textbook GL Interface
Course Offering Nbr 1
Undergrad
Psychology
PSYCHOLOGY OF WOMEN
Find | View All First ‘& 1of1 ‘* Last

Class Nbr 21773
Event ID

Regular Academic Session
Component Lecture
Units 3.00

Class Type
Cancelled Section

*Class Status| Active VI

Enroliment Status Open

ifed ] Requested Room Capacif 45
Stop Further Enrolment s | q pacity Total
Tentative Section ijed v) Enroliment Capacity| 45 0
~TSTAUTO ENTON Secton = Wait List Capacity. 999 o
2nd Auto Enroll Section Minimum Enroliment Nbr
Resection to Section
[ Auto Enroll from Wait List O cancel if Student Enrolled
Basic Data Meetings l Enroliment Cntrl I Reserve Cap Notes Exam LMS Data Textbook GL Interface
Course ID 100276 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term Spring 2019 Undergrad
Subject Area PSYC Psychology
Catalog Nbr 350 PSYCHOLOGY OF WOMEN
Enroliment Control Find | View All First ‘4 10of1 ‘&' Last
Session 1 Regular Academic Session Class Nbr 21773
Class Section 01 Component Lecture Event ID
Associated Class 1 Units 3.00
*Class Status [ Active v|
Class Type Enroliment Enroliment Status Open
*Add Consent|No Special Consent Required v Requested Room Capacity| 45|  yo¢
“Drop Consent | DePartment Consent Required Enroliment Capacity 45 0
15t Auto Enroll Section Instructor Consent Required Wait List Capacity| 899 3
0 Specal Conse Req ed
2nd Auto Enroll Section ? Minimum Enroliment Nbr
Resection to Section
4 Auto Enroll from Wait List Ocancel if Student Enrolied
Basic Data Meetings l Enroliment Cntrl lﬂesewe Cap Notes Exam LMS Data Textbook GL Interface
Course ID 101942 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term Spring 2019 Undergrad
Subject Area FIN Finance
Catalog Nbr 341 MULTINATL FIN MGMT
Enrollment Control Find | View All First ‘&) 10f1 &) Last
Session 1 Regular Academic Session Class Nbr 21092
Class Section 01 Component Lecture Event ID
Associated Class 1 Units 4.00
*Class Status | Active ~ Cancel Class
Class Type Enrollment Enroliment Status Open
“Add Cunsenl| Mo Special Consent Required v‘ Requested Room Capacity| 45 Total
*Drop Consent [ No Special Consent Reauired <l Enrollment Capacity| 45 0
f
1st Auto Enroll Section — -
-4 Only for Multi-Component Classes J’ 29 o
2nd Auto Enroll Section \'—k r
Resection to Section -
Do NOT Use I
4 Auto Enroll from Wait List L cancel if Stud
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Wait List Controls

Auto Enroll from Waitlist [Checkbox] —
check this when using wait list, so that
students will be pushed into enrollment
when R&R runs process before classes
begin. If left unchecked, when a seat opens
up the next student who tries to enroll gets
the seat instead of the wait listed students.

Wait List Capacity [Editing Box] — To create
an unlimited wait list, input “999.” If
department desires, any number can be
put here to limit wait list.

IGNORE: Cancel if Student Enrolled Checkbox

Enrollment Status
Will auto-populate with Open or Closed

Open means students can register, as
there are seats available.

Closed means that students cannot
register, either because the class is fully
enrolled or because there is a wait list (and
Auto Enroll from Wait List is checked). This
field shows up in a lot of the queries. After
classes begin, this is not a good field to rely
on, as it becomes unreliable.

Requested Room Capacity [Editing Box] —
Most often this should match the
Enrollment Cap, but can be higher if
faculty needs a larger room or, in limited
cases, if the enrollment is smaller than the
smallest room size, or the department is
reserving seats for a specific group.

Enrollment Capacity [Editing Box] —
indicate the number of students that
should be able to enroll in the course.

Basic Data Meetings I Enroliment Cntrl l Resenve Cap Notes Exam LMS Data Textbook GL Interface
Course ID 200777 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term Spring 2018 Undergrad
Subject Area KINE Kinesiology
Catalog Nbr 318 SPORT, GAMES & CULTURE
Enroliment Control Find | View All First ‘4 10f1 ‘% Last
Session 1 Reqgular Academic Session Class Nbr 20120
Class Section 02 Component Lecture EventID
Associated Class 2 Units 300
*Class Status | Active ~ Cancel Class
Class Type Enrollment Enrollment Status Open
“Add Consent| No Special Consent Required ~| Requested Room Capacity, 32 Total
*Drop Consent| No Special Consent Required ~] Enrollment Capacity| 32 0
1st Auto Enroll Section | Wait List Capacity| 999 | 0
2nd Aute Enroll Section Minimum Enrollment Nbr.
Resection to Section
| [ Auto Enroll from Wait List | Ocancel if Student Enrolied

Basic Data Meetings I Enrollment Cntri l Reserve Cap MNotes Exam LMS Data Textbook GL Interface

Course ID 200777 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term Spring 2019 Undergrad
Subject Area KINE Kinesiology
Catalog Nbr 318 SPORT, GAMES & CULTURE
Enrollment Control Find | View All First &' 10of1 (&' Last
Session 1 Regular Academic Session Class Nbr 20120
Class Section 02 Component Lecture Event ID
Associated Class 2 Units 3.00
*Class Status | Active ~ Cancel Class
Class Type Enrollment I Enroliment Status Open
“Add Consent[No Special Consent Required ~| _mJum Capacity| 32 Total
“Drop Consent [ No Special Consent Required ~| Enroliment Capacity| 32 0
1st Auto Enroll Section it Li
Wait List Capacity, 999 0
2nd Auto Enroll Section Minimum Enroliment Nbr

Resection to Section

EA Auto Enroll from wait List Clcancet if Student Enrolied

BasicData Mestings I Enroliment Cntrl l Reserve Cap Motes Exam LMS Data Textbook GL Interface

Course ID 200777 Course Offering Nbr 1
Academic Institution  Cal State San Marcos
Term Spring 2019 Undergrad
Subject Area KINE Kinesiology
Catalog Hbr 318 SPORT, GAMES & CULTURE
Enroliment Control Find | View All First ‘&' 10f1 '*/ Last
Session 1 Regular Academic Session Class Nbr 20120
Class Section 02 Component Lecture EventID
Associated Class 2 Units 3.00
*Class Status | Active ~ Cancel Class
Class Type Enroliment Enroliment Status_Open
~Add Cnnsenl‘ No Special Consent Required v‘ Requested Room Capacity 32 Total
*Drop Consent | No Special Consent Required V] Enrollment Capacity 32 0
1st Auto Enroll Section it Li i
Wait List Capacity| 999 0
2nd Auto Enroll Section Minimum Enrollment Nbr

Resection to Section

EA Auto Enroll from Wait List Olcancetif Student Enrolled

IGNORE Minimum Enrollment Nbr Editing Box. This option is not used.

Total — auto-populates
Shows Number of Students Enrolled and
Number of Students on the Wait List.
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Enrollment Control Find | View Al First ‘&' 10f1 ‘B Last
Session 1 Regular Academic Session Class Nbr 20120
Class Section 02 ‘Component Lecture Event ID
Associated Class 2 Units 3.00
*Class Status | Active ~ Cancel Class
Class Type Enroliment Enroliment Status Open
“Add Consent [ No Special Consent Required ~] Requested Room Capacity| 32| || 1oa
*Drop Consent | No Special Consent Required ~] Enrollment Capacity| 32 0
1st Auto Enroll Section
Wait List Capacity| 999 0
2nd Auto Enroll Section Minimum Enroliment Nbr
Resection to Section
B4 Auto Enroll from Wait List Ocancel if Student Enrolled
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Reserve Cap Tab

Use the Reserve Cap tab to set aside a specific number of seats for specific Enrollment Requirement Group (ERG).

This is a feature that evaluates criteria to “reserve” or hold seats based on major(s), minor(s), class level, or student
group. Only one ERG should be added to each section.

PATH: Main Menu > Curriculum Management > Schedule of Classes > Maintain Schedule of Classes > Reserve Cap TAB

Entering First ERG/Row

Favarites = | Main Menu « > Curriculum Management = > Schedule of Classes + > Maintain Schedule of Classes
Califorria State Urnversity
SAN MARCOS
Basic Data Meetings Enrollment Cntrl Reserve Cap MNotes Exam LMS Data GL Interface
Course ID: 200966 Course Offering Nbr: 1
Academic Institution:  Cal State San Marcos
Term: Spring 2018 Undergrad
Subject Area: ANTH Anthropology
Catalog Nbr: 360 INDIGENOUS ANTHROPOLOGY
Class Sections Find | View All First ‘& 1of1 & Last
Session: 1 Regular Academic Session Class Nbr: 22113
Class Section: 01 Component: Lecture Event ID: 000039663
Associated Class: 1 Units: 3.00
Reserve Capacity Find | View All First ‘&' 1of1 W/ Last
+ -_—
“Reserve Capacity Sequence: 1 Enrollment Total: 0 (=]
Reserve Capacity Requirement Group Personalize | Find | £ E First ‘&' 1-20f2 &/ Last
* *Requirement
Start Date Group Cap Enrl 4
120052017 |39 009017 |Q ANTH 360 Plans 0 =
1 [fon32017 |5 2 009017 |@  ANTH 360 Plans 3 28 [H [=

[§]Save ||[@" Return to Search =] Motify

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam | LMS Data | GL Interface

Add the Start Date - if the reserve cap should be restricting students as soon as registration starts, put
TODAY’s DATE (most common)

Requirement Group — this is where the ERG number goes (it can also be searched with the

2 | magnifying glass). Once entered the description will show up.

GEM ERGs are a type of Requirement Group for Classes that are both GE and a Major Requirement
3 | Cap Enrl — enter the number of seats that need to be reserved for this ERG

+ & - buttons — the + button adds another row, do this to add an end date for the ERG (i.e. the day
when the class should stop being reserved for this specific group)
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Including an expiration date for the Reserve Cap

Basic Data Meetings Enrollment Cnirl Reserve Cap Motes Exam LMS Data GL Interface
Course I1D: 200968 Course Offering Nbr: 1
Academic Institution:  Cal State San Marcos
Term: Spring 2018 Undergrad
Subject Area: ANTH Anthropology
Catalog Nbr: 360 INDIGENQUS ANTHROPOLOGY
Class Sections Find | View All First ‘&' 1of1 ‘& Last
Session Class Nbr: 22113
End Date/Date to Stop ERG EventID: 000039663
Reserve Capacity Find | View Al First ‘4" 10f1 ‘& Last
+ -—
*Reserve Capacity Sequence: 1 9 Enrollment Total: 0 (=
Reserve Capacity Requirement Grou Personalize | Find | (7] {5 First \&' 1.20f2 '° | Last
N *Requirement
6 Start Date 7 Group 8 Cap Enrl

12105/2017 |3 009017 & ANTH 360 Plans
009017 |3 ANTH 360 Plans

101372007 |[»)

[FlSave ||[@" Return to Search =] Notify

Basic Data | Mestings | Enrellment Cntrl | Reserve Cap | Notes | Exam | LMS Data | GL Interface

5 | Click the + button to add another row to add an end date
Start Date for the End of the ERG — this date is the “expiration date” for the Reserve Capacity. On
this date, the reserved seats are returned to available status, for all other students.

6

7 | Requirement Group — put the SAME ERG here as you did in the previous row.

Set Cap Enrl at 0 (zero)
8 | + & - buttons — the + button adds another row, do this to add an end date for the ERG (i.e. the day
when the class should stop being reserved for this specific group)

“Enrollment Total” automatically lists how many seats in that reserve cap have been used. This will
auto-populate once enrollment begins.

DO NOT FORGET TO INCLUDE A NOTE ON EVERY SECTION WITH A RESERVE CAP
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Class Note when Using Reserve Cap/ERG

Basic Data Meetings Enrollment Cntrl Reserve Cap Notes Exam LMS Data GL Interface

Course ID: 200966 Course Offering Nbr: 1

Academic Institution:  Cal State San Marcos

Term: Spring 2018 Undergrad

Subject Area: ANTH Anthropology

Catalog Nbr: 360 INDIGENOUS ANTHROPOLOGY

Class Sections Find | View All First ‘%' 10of1 "*' Last
Session: 1 Regular Academic Session Class Nbr: 22113
Class Section: 01 Component:  Lecture Event ID: 000039663
Associated Class: 1 Units: 3.00

Class Notes Find | View All First ‘& 10of1 W 10

+ -—

*Sequence Number: 1 =]
*Print Location: After v Even if Class Not in Schedule

nead this course for major requirements. On Dec 5 open

11 Mote Nbr: 0040 |Q Seats in this class are reserved until Dec 5 for students who
S Copy Note | |seats are available to all students.

Ed

12 Free Format Text:

Clear Note

‘&l Save ||[2h Return to Search =] Motify

Basic Data | Mestings | Enrollment Cntrl | Reserve Cap | Motes | Exam | LMS Data | GL Interface

10 | Click the + button to add a(nother) row to add an end/expiration date

Note Nbr — prewritten notes, cannot be edited (but can be copied & pasted into Free Format Text
Note) - Use Class Note Nbr 40 for GEM ERG courses.

Free Format Text — anything can be typed into this field and it will show to the students when they
12 | look at the section. For the purposes of Reserve Caps, please limit the text to the majors/minors
included and when the reserve will end.

11

NOTICE: You cannot simply delete the text from either of the note fields and then save the course, or PeopleSoft will
give you an error. You need to use the minus “-“ button (shown in #10) to delete the whole class note.
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Notes Tab
This is not the most effective way to get students information, because they do not always look here, but if the class
being built is anything but a typically offered in-person class in one location, please add a note.

Reasons to Add a Note, Note Number and Examples

Note Nbr Type Note Nbr Type
69 Live & Online 36 5W3: 3rd 5 Weeks of Semester
68 Hybrid 35 5W2: 2nd 5 Weeks of Semester
67 Blended 34 5W1: 1st 5 Weeks of Semester
66 Sync 22 8W2: 2nd 8 Weeks of Semester
65 Async 21 8W1: 1st 8 Weeks of Semester
64 In Person 14 Meets before semester starts
40 GEM Reserve Cap 1 Cross-listed Course

Free Format Note Needed

Example: This class will only be meeting on LIST DATES
and/or LOCATIONS.

Example: Permission number is required for
enrollment. Please request one from NAME & EMAIL.
Example: The class on DATE will be offered at
LOCATION.

Any special requirements or instructions for the section Add as needed.

Multiple Meeting Patterns
Instructor or Department Consent is Required

One or more days of the section will be offered differently.

Exam Tab

The Exam tab should not be edited by Department Staff at all. It will populate when Academic Scheduling generates
exams before registration starts. Can be viewed to provide information to faculty about when and whether a
final occurs. ONLY classes scheduled during Approved Class Meeting times are assigned finals.

For more information see: Exams

Basic Data Mestings Enrollment Cntrl Resemne Cap Motes Exam LMS Data Textbook GL Interface
Course ID 103028 Course Offering Nbr 1
Academic Institution Cal State San Marcos
Term Fall 2018 Undergrad
Subject Area MUSC Music
Catalog Nbr 145 BEGIMNMNIMNG PIAMOD
Class Sections Find | View All First ‘4’ 1of2 "*' Last
Session 1 Regular Academic Session Class Nbr 41643
Class Section 01 Component:.  Lecture EventID 000043342
Associated Class 1 Units 3.00
Exam Seat Spacing 1 Final Exam: Yes
Class Exam Personalize | Find | 2| B First ‘4 1of1 '} Last
E’;ﬂc?;-”me CDE;S:_EEEI *Exam Date ES:::: Exam End ;Eﬂ?fus'l"fpe Facility 1D Building Room
15 TR Q O 121312018 9:154M  11:15AM  Final Exam  |ACD 104 Q ACD 104 [+ [=]
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Tabs to Completely Ignore
LMS Data, Textbook, GL Interface — neither Academic Scheduling nor Department Staff need to even look at these tabs.

Multiple Component Classes
NUMBERING PROCEDURE: To indicate links within multiple components or section groupings, follow these steps:

Step1l The Primary Component (e.g. Lecture, Seminar) is given a 2-character number (10, 20, 30, 40, 50, etc.)

Step 2  Labs and Activities associated with a primary lectures (above) will be numbered as follows:
11, 12, 13, 14,15 ... 19
21,22, 23,24,25..29
31,32,33,34,35...39
41,42,43,44,45 ... 49
51, 52,53, 54,55 ... 59, etc.

Step 3 Athird character, A or B, represents the additional component type:
e A= Activity or Laboratory (or NTI)
e B= 2"lectureor2™ Lab

Step4  Enter the Associated Class number for each of the related lab and 2" lab sections to match the primary
section’s Associated Class number. This allows multiple components to be associated to one primary
component (e.g. One Lecture, Five lab choices). Linking components will restrict enrollment to only these
groupings.

Examples are on the following pages.Examples of Lecture/Lab Section Numbering

A lecture with just one lab: The student will enroll in the lab and will be auto-enrolled into lecture.
Lab sections should be built as the Enroliment component so that additional labs can be added without having to build a new
lecture section.

1st
Section Component Type Assoc Class Type Auto
# Class Enroll
10 Lecture 1 1 Non-Enroll
11A Activity or Laboratory for Lecture 1 1 Enroliment 10
20 Lecture 2 2 Non-Enroll
21A Activity or Laboratory for Lecture 2 2 Enroliment 20
30 Lecture 3 3 Non-Enroll
31A Activity or Laboratory for Lecture 3 3 Enrollment 30
40 Lecture 4 4 Non-Enroll
41A Activity or Laboratory for Lecture 4 4 Enroliment 40
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A Lecture with two (or more) lab choices. The student will enroll in one of the lab times, and will be auto-enrolled in the

lecture.
1st
Section Assoc
Component Type Class Type Auto
# Class
Enroll
10 Lecture 1 1 Non-Enroll
11A 1st Activity or Lab option 1 Enroliment 10
12A 2nd Activity or Lab option 1 Enroliment 10
20 Lecture 2 2 Non-Enroll
21A 1st Activity or Lab option 2 Enrollment 20
22A 2nd Activity or Lab option 2 Enroliment 20
30 Lecture 3 3 Non-Enroll
31A 1st Activity or Lab option 3 Enroliment 30
32A 2nd Activity or Lab option 3 Enroliment 30

One lecture with one lab or activity and a 2" lecture (LE2) or 2" lab (LA2). The student enrolls in the lecture and is auto-
enrolled in the lab and LE2 (or LA2):

Section Component Type Assoc Class Type 1st Auto | 2"d Auto
# Class Enroll Enroll
10 Lecture 1 1 Non-Enroll

11A Activity or Laboratory for Lecture 1 1 Enroliment 10 12B
12B 2nd Lecture (LE2) or 2nd Lab (LA2) 1 Non-Enroll
20 Lecture 2 2 Non-Enroll
21A Activity or Laboratory for Lecture 2 2 Enrollment 20 22B
22B 2nd Lecture (LE2) or 2nd Lab (LA2) 2 Non-Enroll

One large lecture with multiple lab / 2" lab combinations. The student enrolls in one of the main lab options and is

auto-enrolled in the lecture and associated 2" Lec or 2™ Lab:

Section Component Type Assoc Class Type 1%t Auto | 2" Auto
# Class Enroll Enroll
10 Lecture 1 1 Non-Enroll

11A Activity or Laboratory for Lecture 1 1 Enrollment 10 12B
12B 2nd Lecture (LE2) or 2nd Lab (LA2) 1 Non-Enroll
13A Activity or Laboratory for Lecture 1 1 Enrollment 10 14B
14B 2nd Lecture (LE2) or 2nd Lab (LA2) 1 Non-Enroll
15A Activity or Laboratory for Lecture 1 1 Enrollment 10 16B
16B 2nd Lecture (LE2) or 2nd Lab (LA2) 1 Non-Enroll
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One large lecture that has six options for lab times. The student enrolls in one of the labs and is auto-enrolled in the
lecture.

section Component Type Assoc Class Type 1% Auto
# Class Enroll

10 Lecture 1 1 Non-Enroll

11A Activity or Laboratory for Lecture 1 1 Enrollment 10
12A Activity or Laboratory for Lecture 1 1 Enrollment 10
13A Activity or Laboratory for Lecture 1 1 Enrollment 10
14A Activity or Laboratory for Lecture 1 1 Enrollment 10
15A Activity or Laboratory for Lecture 1 1 Enrollment 10
16A Activity or Laboratory for Lecture 1 1 Enrollment 10

Multiple Components vs. Multiple Meeting Patterns:

Multiple Components are a combination of components such as a lecture and a laboratory, or lecture and activity, or
lecture and 2" lecture (discussion group).
Multiple Meeting Patterns indicate that a lecture has more than one meeting pattern (but is still just one lecture
component).
Example 1: A (3-unit) class section may meet together 2 hours per week in class (M 1100-1250 or TR 0800-
0850), and meet an additional hour per week online.
Example 2: A (3-unit) class section may meet TR 0900-0950 AND F 1100-1150.

Getting Rid of a Section or Class

During Schedule Build and Before Registration Starts — DELETE the section, do NOT cancel. After schedule build, you will
need to use the Section Cancel form, but we will delete the course instead of cancelling it (available on our
Academic Scheduling Forms page: csusm.edu/par/acdsched/schedulingforms.html).

BEFORE YOU DELETE A SECTION — ensure that it is not and Extended Learning Section (sections that start with 900)

After Registration Starts — Submit the Section Cancel form and Academic Scheduling will cancel it (available on our
Academic Scheduling Forms page: csusm.edu/par/acdsched/schedulingforms.html).

Meetings Enrallment Cntrl Resemnve Cap MNotes Exam LMS Data Textbook GL Interface

Course ID 201654 Course Offering Nbr 1 D E L ET E
Academic Institution Cal State San Marcos
Term Spring 2019 Undergrad
Subject Area MATH Mathematics Auto Create Component
Catalog Nbr 101 QUANTITATIVE REASONING

Class Sections

*Session |1 Q Regular Academic Session Class Ni
*Class Section |01 *Start/End Da
*Component LEC |Q Lecture EventID
*Class T'_.'pe| Enrollment Section -
“Associated Class 14, Units 3.00 Associated Class Attributes D E L ET E
*Campus MAIN |G Main Add F

*Location SMCAMPUS |G Coc B
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Reasonable Accommodations

Temporary Medical Accommodations are those that are for a limited period of time, such as a broken leg.

Permanent Medical Modifications are those that are indefinite, such as a chalk allergy.

Medical accommodation requests that require moving a class into another classroom or building should be taken to HR
first. The paperwork and records need to be on file before we can take steps to move the faculty member. This
does not apply if there is room already available, please check 25Live for an available classroom first and fill out
the Room Change Request form. If other classes need to be moved to meet the medical accommodation, then
the accommodation needs must be on file with HR.

As soon as you are aware that one of your faculty has an accommodation on file, let Academic Scheduling know as soon
as possible. The earlier you get it to Academic Scheduling the easier it is to get them into an appropriate room
up front. We also heavily encourage putting accommodation needs into puzzled rooms.

Medical accommodation needs are the only thing that supersedes a puzzled class.

Classrooms and Locations for Classes/Sections

25Live

Location Information, such as the room capacity and pictures, can be seen on 25Live [25live.collegenet.com/csusm/] -
you do not need to log in to see the room details for classrooms. There is also the SMART Rooms list available
onlineg, this list is not highly recommended because it is not updated regularly; however, it can provide
additional images for reference (https://www.csusm.edu/classrooms/classrooms/index.html)

Class Locations

Specialized Spaces are those that are scheduled and handled by a particular department and, generally, no other classes
should go into the room. These rooms are generally wet or arts labs. They are not included in the Optimizer
placement.

Priority Spaces are those that are firstly scheduled by a particular department, but once that scheduling is done, then
other classes can be scheduled into the room.

Auditoria classrooms are those that have a capacity of 105 or higher. Currently that includes ACD 102 (145), ACD 304
(105), ARTS 240 (250), and MARK 125 (120).

Non-Space Spaces are those that do not have a real space on campus, but are still put in the Facility ID section in
PeopleSoft. These include Virtual Asynchronous, Virtual Synchronous, Online, off campus, ARR, Clinical,
Indepstudy, and on campus.

Other spaces include the Clarke Field House (CFH), University Student Union (USU), McMahan House, Sports Arena,
Conference Rooms, Offices, Theatres, Amphitheater, Ethnobotany Garden. These are not necessarily for classes,
but can have classes with extra permissions.

Event and Conference Services (ECS)

ECS is an office on campus that manages the vast majority of spaces and events on campus. It also has event
coordinators that can help with larger events upon request. All events on campus should be entered in 25Live,
where ECS approves it.

First Three Weeks Rule is the rule that no semester event, outside of those scheduled at University hour (Tuesdays and
Thursdays 12:00-1:00 PM) and weekends, can be scheduled until the start of the fourth week of classes. This
allows us to reschedule classes as needed during the first few weeks of class without having to watch out for
events.
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Academic Breakouts are for events related to classes that NEED to be scheduled in classrooms during the first three
weeks. At the beginning of the fourth week all event requests should go through 25Live and ECS. There is an
Academic Breakout form on the Academic Scheduling Forms webpage.

Final Exam Changes should be made with the Finals Change by Faculty form on the Final Exam Information page
https://www.csusm.edu/par/acdsched/final exam schedules.html). Final exams are automatically generated
for all class that meet during approved class meeting times in the space they meet in during the semester and
we do not easily reschedule those exam. However, this form enables changes, including “No In-Class Final”,

during finals week.

Optimizer

The optimizer is an algorithm run through 25Live that places all classes entered into PeopleSoft during the schedule
build period that do not already have an assigned space. This algorithm does not place classes alphabetically, it
uses the class capacity (otherwise known as the “Requested Room Capacity” in PeopleSoft), department
preferred buildings, and the efficiency of placement to sort through all of the unassigned rooms. This process
has the result of placing the majority of classes, but those classes that are not assigned a room, end up on the
Impossible to Place Class (IPC) List. The IPCs must then go through Classroom Rush.

Classroom Rush

IPCs are the acronym for Impossible to Place Classes. These classes are those that cannot be placed due to lack of space
or an error in entry.
Example: Using both the room characteristics of Tiered room and Flat room OR room characteristic of PC Lab
and a cap of 45.
Example: more sections than rooms have a cap of 36 and meet on TR 1:00-2:15 PM.

Classroom Rush Lite occurs when there are 10 or less classes that are on the UPC/IPC list and then the 25Live portion of
Classroom Rush is not used.

Room Change Requests

Faculty are always welcome to use the Room Change Request form to change their class’s assigned space; however, it is
helpful if the faculty or department staff can see if there is a possible room to move to before submitting the
form. Form is located: https://www.csusm.edu/par/acdsched/roomchange.html.

Room Characteristics
Room Characteristics are the entries in PeopleSoft that indicate what type of room the space should have and also used
as a reference. Table below includes as Room Characteristics available.

Room Characteristics

Used to Place Class in the Right Space (Also, for Reference) Used for Reference (Still Required)
2 Board, Chalk 58 Live and Online 11  No Room Needed

3 Board, White 59 Lab, Mac Computers 86  Specialized Space

10 Lecture Room 60 Lab, P C Computer 88  Puzzled

34 (Tiered) Fixed Tables/Chairs 84 Active Learning

40 Complab w/ Tables, Chairs Ctr 87 Auditorium

43 (Flat) Tables/Chairs 89 Exam Only

44 (Flat) Tablet Armchairs

Room Characteristics in PeopleSoft are Features in 25Live.

Schedule Build Process Guide_092021 Page 67 of 76


https://www.csusm.edu/par/acdsched/final_exam_schedules.html)
https://www.csusm.edu/par/acdsched/roomchange.html

Puzzling

Puzzling is a method that departments and colleges use to schedule classes in specific locations during schedule
build. The College Associate Deans agree on the room allocations during the pre-scheduling part of the schedule
build. Half of the available rooms (43) are released for puzzling assignments. In Spring, CHABSS gets 23 rooms,
CoBA gets 5, CEHHS gets 4, CSM gets 11, and OUGS gets 1. During schedule build, departments can puzzle other
non-assigned spaces as long as they follow the puzzling guidelines and are in competition for the space if
another department also tries to puzzle the room.

Why would a department/college want to puzzle?

Puzzling ensures that classes where one instructor is scheduled back-to-back can be placed in the same
room. Additionally, it helps with accommodating faculty so that they may be closer to their offices, and
scheduling classes in particular spaces (e.g. computer labs). Eliminates the chance of classes that are scheduled
in the puzzle ending up on the IPC/UPC list.

Does each department have to puzzle?
No. Puzzling is not mandatory, but many departments and colleges like to puzzle as it is a way that they can ensure a
particular space is assigned for a set of classes.

Do the puzzled spaces have to consist entirely of my department/college classes?
No. Academic Scheduling actually encourages working outside of your department/college to fill up a puzzle as much as
possible.

Can my classes that are scheduled in a puzzled space be moved?
Only if an instructor is identified with appropriate paperwork on file with HR as having a medical accommodation and no
other space will meet those needs.

Regular Puzzles vs. Competition Puzzles

Deadline for Departments to submit COMPETITION PUZZLES for approval from Academic Scheduling (wait for approval
to enter in PeopleSoft) (wait for approval to enter in PeopleSoft). Competition puzzles will still need to be pre-
approved, but regular puzzled classrooms, assigned by the Associate Deans, do not need Academic Scheduling’s
approval to be entered into PeopleSoft. Schedule builders may request Academic Scheduling review assigned
puzzles for requirements. Assigned puzzled rooms may be entered into PSoft as soon as the puzzling
requirements are met. Any puzzle room not in compliance with the Puzzling Requirements after the end of
schedule build will have its courses removed from the room (see: csusm.edu/par/acdsched/puzzling.html)

Regular Puzzles

These puzzled rooms are chosen and distributed by your College’s Associate Dean(s) before the Schedule Build starts.
They will be posted on webpage once they are confirmed. The parameters for puzzling are the same for both
types of puzzling. Approval is not required for these puzzles before they are placed into PeopleSoft; however,
they will be audited at the end of schedule build. If the puzzling does not meet the parameters for a puzzled
rooms, the classes will be removed from the space and the Optimizer will schedule them.

Competition Puzzles
These puzzles can be done for any room that is not a Regular Puzzle. These requests do have a deadline for submission
and only after the deadline, with approval, can the classes be entered into the room in PeopleSoft. These

puzzles will also be audited at the end of schedule build. If the puzzling does not meet the parameters for a
puzzled rooms, the classes will be removed and the Optimizer will schedule them.
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Audits

Academic Scheduling does a number of audits to ensure all data is entered accurately in PeopleSoft. The responsibility

for these corrections lies with the departments. These audits include:

o Approved Class Meeting Times .
e Accurate Number of Hours/Week .
o All Components Included .
e  Maximum enrollment matches Capacity of °
Room Requested, unless Hybrid or Live & °
Online °
e Notes for partial term, combined sections, .
reserve caps, online, hybrid, etc. °

e Cross-listed sections
e Section & Assoc Class Nbr
consecutive/appropriate

Audit Corrections/Review

Faculty Access

Schedule Build OFF classes
Auto-Enroll

Room Reports

Conflicts

Puzzling

APDB Values

Enrollment Requirement Groups (ERGs) —

specifically GEM ERGs

A list of corrections and aspects to review is distributed the Thursday after Schedule Build ends and that Friday

PeopleSoft will be re-opened to department staff for correction and review. This can be a lengthy list, but they

are generally simple changes. It is very rare to not have some corrections to make, there are a LOT of data points

to modify in the schedule and it is very reasonable to have to redo some of them. If there are any questions

about how to do these changes, please ask the Academic Schedulers.

Elements on Classes/Sections

Course Attributes

Found on the Basic Data tab in Maintain Class Schedule or Schedule New Course. The prime focus should be looking at
Course Level (CLEV) and making sure the class has the appropriate division indicated, Service Learning (CSLI)
marked Yes (Y) or No (N), Internships (NTRN) marked Yes (Y) or No (N), and Online Courses (FONL) marked

AB386 if it is an online course.

This is the instructional plan

Shadow Schedule
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What
should |
do? Course Attribute Value Value Description
ADD PLAN Instructional Plan
PERSON  Completely in person, no virtual portion
HYBRID In person and with a virtual portion
L&O Live & Online, like Hybrid but requires technology piece

ASYNC Completely Asynchronous Virtual Instruction
SYNC Completely Synchronous Virtual Instruction

BLENDED Both Asynchronous and Synchronous Virtual Instruction
ADD PLNB Plan B, Alternate Instruction if semester changed to Virtual

PERSON In Person, but only for exceptional need
ASYNC Completely Asynchronous Virtual Instruction
SYNC Completely Synchronous Virtual Instruction

BLENDED Both Asynchronous and Synchronous Virtual Instruction
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Course

Review CLEV Level

International Programs

Lower Division (100 & 200 Level Courses)
Upper Division (300 & 400 Level Courses)
Graduate Division (500 & 600 Level Courses)
Pre-baccalaureate Division (Credential Courses)

Not a Service Learning Course
Service Learning Course = Yes

MPH Internship = Yes (For Masters of Public Health)
Not an Internship Section
Internship = Yes (This is an internship section)

On Line (Value marks section as fully online)
Course Match
Self Support Online

0
- 1
Course Level indicates what 5
division the course is in. 3
>
Review CSLl Service Learning
Indicates whether the section is N
Service Learning. Y
Review NTRN Internship
Indicates whether the section is MPH
an Internship N
Y
Review FONL Fully On line
. . AB386
Only use AB386 if the class is only
and fully online. M
SELF
Know
About
Al
A2
A3
B1
B2
B3
B4
BB
Cc1
C2
Cc3
CcC
D7
DC
DD
DG
DH
E
GV
Ignore CCTP  Course Type
Ignore CGCB Group Code Bypass
Ignore CLMT Class Meeting
Ignore CREP  CREP
Ignore CRT Course Redesign with Tech
Ignore CSFX  Course Suffix
Ignore CTBA TBA Time
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GERQ General Education Requirements (Where you can see the General Education Option)

LDGE A1:Oral Communication
LDGE A2:Written Communication
LDGE A3:Critical Thinking

LDGE B1:Physical Science

LDGE B2:Life Science

LDGE B3:Laboratory Experience
LDGE B4:Mathematics/Quant.
UDGE BB:Mathematics & Science
LDGE C1:Arts

LDGE C2:Humanities

LDGE C3:Arts and/or Humanities
UDGE CC:Arts & Humanities
LDGE D7:Interdisc. Soc. Sci.

GE DC:Amr Inst/Ideals US Const
UDGE DD:Social Science

GE DG:Amr Inst/Ideals CA Hist
GE DH:U.S. History

LDGE E:Life Learn/Info Litrcy

GE GV:US Hist/Const/Amr Ideals
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Ignore ELRP  Extended Learning Reporting

Ignore ESP Early Start Program

Ignore GRRQ Graduation Requirements

Ignore SCPR  Schedule Print

Ignore TCPl  Teacher Credential Program Ind

Ignore UGRS Undergraduate Research

Ignore ZCCM Zero Cost Course Materials
APDB Values

There are two links for APDB values located on the Meetings Tab in Maintain Class Schedule or Schedule New Course.
APDB Class Section Values Link only one edit needs to be made in the APDB Learning Mode. The options for this field
are listed in the table below.

APDB
Instruction Type Learning Mode
CODE TO USE

Async 01
Sync 02
Blended 10
Person 09
Hybrid:
In Person (Less than 8 mtgs) 03
& Async
Hybrid:
In Person (Less than 8 mtgs) 04
& Sync
Hybrid:
In Person (More than 7 mtgs) 05
& Async
Hybrid, Including Live & Online:
In Person (More than 7 mtgs) 06
& Sync
Hybrid:
In Person (Any # of mtgs)

11
& Sync
& Async
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Description shown in PeopleSoft

Asynchronous no meetings AB386
Synchronous no meetings AB386
A/S Hybrid no meetings AB386

Face-to-face

Asynchronous mtgs allowed FDE

Synchronous mtgs allowed FDE

Asynchronous with mtgs, Hybrid

Synchronous with mtgs, Hybrid

A/S Hybrid mtgs allowed FDE

Note Nbr

65
66
67
64

68

68

68

68 Hybrid or
69 Live & Online

68
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CS Number can also be seen in the APDB Class Section Values link. This number shows how many hours that section
should be scheduled.

comp | cs | | LCome | S | mmie | 1™ S | pomt | [©™ ] S| gome
= C1| 1 c 7| 2 = C 15| 3 s 23| N/A
g €2 1 cC 8| 2 é’ C 16| 3 —= S 24| N/A
- c3| 1 R 2 = ¢ 17| 3 % S 25| N/A
= C 4| 1 8 c 10| 2 __C 18] 3+ 2 s 36| N/A
s c5| 1 E c 11| 2 o C 19| 3+ § S 48| N/A
w C 6| 1 c 12| 2 5 C 20| 3+ @ ¢ 77| varies
C 13 2 = C 21 3+ C 78| varies
cC 14| 2
Example:

APDB Class Section Values

The CS Number in this example is 02. Which means, as
CS Number: 02 |Q seen in the table above, the class meets 1 hr per week
per unit. Given this component of the class is 3

Workload Factor: K 1.0
component units, this section should be meeting 3 hrs
Component Units: 3.00 per week. Please remember to check all components of a
Component Students: class when review the CS numbers.
Group Code Control: ' Any CS Number about 17 has flexible number of hours
*APDB Learning Mode: 09 @ per week; generally determined by the department.

Meeting APBD Mapping Values
Only one edit needs to be made to Space Type in the Meeting APDB Mapping Values. The options for this field are listed
in the table below.

Space Type Definition of Mapping Values ‘
1 Lecture All "face to face" lectures.
2 Laboratory Science laboratories, Computer labs, Technical activity, Fine Arts Activity.

3 Non-Capacity Online, ARR, Off Campus, Clinical, PE (Physical Activity), Independent Study, or Supervision Components
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2

25 LIV ettt e 7,64, 65
5

SW Lttt et site sttt e s saae e sbaessate e sateesane e e 12, 47
S N 2 et e e e e e 12,47
BW 3 ettt ettt ettt e sate e ane e e 12, 47
8

BW Leiitiiiteerite ettt ettt e ettt st s e e e sbaessate e sateesane e e 12, 47
WV 2. ettt e et e e e e e e 12,47
A

A Lecture with two (or more) lab choices......ccccevvvcveerinnneenne. 62
AB386..........ooviiiiiieeiee e 20, 22,48, 67, 68
Academic Breakouts ......coocueeeeeieeririieee e e 64
ACCESS cervrvruneeeeeerrertniaeeeererrstareeeessersnaeeeerersrnnnaseees 4,43,44,54
A CCESS e et eeeeeieee e e e e ettt e e e e e e e e e e e e e e aa e e 4,43,54, 67
ACCOMMOAAtIONS ..eeiiiiiieeiiiie ettt e e e areee e 64
ACTIVE 1ottt se e st sae e 5,41, 55
add @ NEW SECHION c..eiiieeciiee et 45
Add CONSENT...eiiiiiiiiiiiiee ettt ettt e s e e e sbeee s 55
Add Fee BULtON............coooviiiiiiiiic e 47
Add/Delete BULLONS ...cooveeeevriiieeeeeeeereeeee e eeserereeee e e e sesiareeees 54
ADA/DIOP ceveeerierectee ettt ettt ettt re e ens 4
administrative drops.....ccccceeeeeeeciiieeeee e 4,44
APDB................ 19, 21, 23, 27, 28, 31, 35, 39, 50, 52, 54, 69, 70
APDB ValUBS ...ciiiiiiiiiieeeeiee ettt ettt 69
approved class meeting time ........ccccveecieiiccviee e 42
approved class meeting times .......ccccceeevciiiieei e, 7, 65
F 1] F=4 o TN 7,9,54
Assignment Tab ..., 54
Associated Class....cccecveeerceeeeeiieeeccieee e 18, 47, 50, 61, 63
ASYNCNIONOUS ....vvviiieiieiiiiieeee et ee e e e e e e e 20, 22
AUITONIA ceneeeiiieeieeetee et saeee e 64
AUAIES 1.ttt e s 66
F XU (o XN =X a1 o] | N 55, 56
AUtO ENFOIIING .. 55
B

Basic Data........ 12, 14,15, 16, 17, 18, 20, 22, 29, 33, 46, 50, 67
BUIld ..o 4,5,6,7,8,9,14,43,52, 67
BUIld NEW ClaSSES ....eviviiiiiiiiieeeiiieee ettt seee e e 9
BUIIAING c.eeveee et 7,18, 45
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(0T o111 L= E RS 41,42, 55
Capacity .....cceeeunees 11, 14, 16,17, 19, 21, 51, 56, 58, 65, 66, 70
[0=] 01U LN 5

class4,6,7,8,11, 12,13, 15, 16, 17, 18, 19, 41, 42, 43, 44, 45,
47,48, 50, 51, 52, 54, 56, 57, 58, 59, 60, 63, 64, 65, 67, 68,
70

Class AttriDULES.....evviii i 47,48
Class NUMDBET ......uuiiiiiiiccieeeee e 41, 47,50
Class STatUS ...cccuvvveeeeeieiirieieee et 18,19, 41, 42, 55
Class Topic and Equivalent Course Group..............ccccuveee...... 47
Classes ..oovveercieeeneennns 4,8,9,15,42,43, 45,50, 57, 61, 64, 67
classroom characteristics .......ccccvevcveereriiee e 7
ClassSroom RUSH .....ciiiiiiiiiiiiiic e 7, 8,65
(0113 o To 11 3SR 64
(01 o Y=o IRt 42,56
College Curriculum CommIttee ......cccceevvveeecciiee e 6
(07071101 o1 [ T=Tc 1SRRI 11
COMDBINEA ClaSS wvvvvviiiiiiiiiiiiee e 7,11
Competition PUZZIES .......oovvieriiiiiieeiee e 66
Component.......uueeveveveverenerererennnnn 13, 14, 15,16, 17,47, 50, 61
(600T 1= o | S PP 41, 55
Course Attribute..........ccccvvvvvenenane 20, 22, 25, 29, 33,37, 48, 67
CoUrse AttribDULES......ueeriieiiieeiee e 67
COUTSE LEVEL..uviviiiiiiiiiiiiiiiriveiieeeeeeeeeveeeeeeeeeeeeereeeeeeeeeeeeeeees 48, 67
Course Needs REPOIt......ccueeeerriieieiieeesiieeeeeieeeseaeeeesiaeeeeaes 44
CS NUMDT .ttt e e s e e 70
D

Degree Demand Report.......cccvvveeeeieicciiiiieeee e e 44
DEEIrEe PlanNer ..ccceviii ettt 44
DEIBLEA ...eeeeiiiiieeeiet ettt e 41
Drop CONSENt..ccceieieieieeeeeeeeee 55
E

Early registration .....cccecceeevvcieeneneee e See Registration
ECS ettt et s b et saeenaae s 64
EMPIID oottt 43,54

Enrollment...7, 8, 11, 14, 15, 16, 17, 19, 21, 23, 28, 31, 35, 40,
41,44, 47,55, 56, 57, 58, 61

Enrollment Appointment Table .......cccovveeeeeiiccciiiieeee e, 8
Enrollment Cntrl ...14, 16, 17, 19, 21, 23, 28, 31, 35, 40, 41, 55
Enrollment Requirement Group ........ccccvvveeeeeeieciiiieeeeeeceeennns 57
Enrollment Requirement Groups .......ccceeecveeeveveeeescineeennns 7,44
enrollment SECLION ..........uuveveveveveveeerereereeereeeeeeerereeenens 14, 16, 17
ERG ettt 7,44,45,57,58, 59
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ERGS .cooeeeiiieeeeeeee, See Enrollment Requirement Groups

Event and Conference Services.......cccvueerieenieeniieencieessneenanen 64
EventID ..., 47
EXQM. ittt sttt sae e saae e 42, 43, 60, 65
[ L0 T - | « TSP 60
EXQIMS o e e e e eaea 42,60
eXPIration ......oceiiiiiiiiii e 58, 59
F

Facility ID............... 15,17, 19, 21, 23, 27, 28, 31, 35, 39, 51, 64
FaCUlty..oooeiiiiieieeiecec e 4,7,9,18, 42,43, 44, 65, 67
Final Exam Schedule Changes for Students ..........cc.cccceeueenee. 42
Final Exam Schedule or Room Changes for an Instructor......42
FINAIS oo e 42, 65
First Three Weeks RUIE ......oovveiiiiinieenieeiee e 64
G

GEM ettt s s 7,44
GEM ERG ...uiiiieeeeecee ettt e e e e e e e e e e e e 44
General Education......ccceeeeeiieeicineeeeeeceiceiieneee. 6, 7,44, 48, 68
General Education Committee.......cceeveuverivcieeeerieee e 6
Generate Class Mtg Attendance............cccccoeeeveieeieee e, 47
Getting Rid of @ SECtioN ..ceevviieiiiiiieeeceeee e 63
GL Interface Required .............cccceeeeiieeeeiiiee e 47
Graduate DiViSioN.............cceeeviieiieiiiiieee e 48, 67
H

Hybrid.24, 29, 30, 31, 32, 33, 34, 35, 36, 37, 38, 47, 48, 52, 60,
66, 67, 69

Hybrid, In Person & Asynchronous ....... See Hybrid, See Hybrid
Hybrid, In Person & Blended (both Sync & Async)... See Hybrid
Hybrid, In Person & Synchronous ........ccccceeeeuvvvneenn.. See Hybrid
I

Independent STUAY ......ccoeeeeiiiiiiiei e, 18, 47
|10 1] { 40 (o1 o ] SRR 17,19, 42,43, 54,55
INSEFUCEONS ...t 54
[LaT =T 1] o 11 TSP 48, 68
P C e e e 6, 65, 66
L

Late ENrollment........ceoviiiiiiiieeeee e 5
Learning Mode......ccceeevvveevceeeeeiieenn. 21, 23,27, 31, 35, 39, 69
Limited SesSion COUrSES.....cccuutiiriieiiniiee e e enieeeeeiiee e 12
Live & ONliNE..covuieiieeieeieeeeeseeeee e 37,48, 52, 60, 67, 69
Live & ONling COUrSEeS .....cccovcuviiieeeeeeeeciiieeeee e e See Hybrid
(e or- | 4 o] o F-J PP UPPPRN 64
Lower DiVision ...........cccccoeeiiiiii, 48, 67
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Mandatory Meeting.....cccvveeuvieeeiiiiiciiiieee s seeeeeees 5
medical accommodation ..........ccccceeiiiiiiiiiiiieeee e, 7, 64, 66
Meeting APBD Mapping Values........ccccceeevvveeeecciieeeecieee e 70
Meeting Pattern ........ccccoviiiiiiiiieee e, 19,51,54
Meetings Tab .............. 16,17, 19, 21, 23, 27, 31, 35, 39, 51, 69
MOdify ClasSSeS ....cccveerriieieeriieeiee sttt 9
Mg STart e, 51
Multiple COmponents............ccceeveviiiiiiiieeeniieeeceeee e 47, 63
Multiple Components vs. Multiple Meeting Patterns ........... 63
Multiple Meeting Patterns ............ccccoceeriiiiiiiinennieceee 63
MY.CSUSMLEAU ...vviieeiiiieceiree e ctte e e ertre e eere e e s ere e e e saraeeeeanraeeeanees 4
N

NEW Class..cecueererierireeriieniieesieesieesieesseesteesseesseessseesseesseees 45
NON-ENrollMent ..cc.eviiiiiiee e 47
Non-Enrollment SECtion ........ceceevieeniieniieniee e 14
NON-SPACE SPACES......eiiiiiiiiiiiiiieiiree s 64
NOt SHOWING ...vvieiiiiie et e 42
NOLE NUMDET ...iiiieiiiie ettt 60
NOLES .evevvrieireeiieerreeniieene 16, 19, 21, 23, 28, 31, 35, 40, 60, 67
Notes Tab.....cccceeeveecirieeeeeeenn, 16, 19, 21, 23, 28, 31, 35, 40, 60
NUMDBEMING oot e 47,50, 61
o

(0] (=1 410 V=4SSR 6
One large lecture that has six options for lab times............ 63

One large lecture with multiple lab / 2" lab combinations 62
One lecture with one lab or activity and a 2" lecture (LE2) or

279D (LA2) ettt ettt 62
ONliNE e 20, 22, 25, 29, 33,37, 48, 68
(0] =1 o RSN 42,56
Lo o X[ AT 12=] PP PPPPPPPPPPPRE 65
(0] o) {11401 7-2=] o PUPRPT 7,64, 65, 66
Optional In-Depth Training ......cceecviieeeeeiieccciiieeee e 5
P
PeopleSoft ......cccevveeriveennenn. 4,5,7,8,9,14, 16, 43, 45, 59, 66
T Y (o o IR 18, 43, 44
permission NUMDErS.......cccceeveciviieeeeeeeinnnne 7,41, 43, 44,54, 55
Permission Numbers........ccccooviiiiii 43, 44
Placeholder.......coiiiiiiiee e 18
POSTEA ...ccii i 8, 66
preferred NAME ... 43
Pre-scheduling ........ccoveveiieeeiiee e 5, 6, 65
Pre-Scheduling......ccuveveii e 5
Priority SPaCES «oocveeeiieiiee e 64
PUZZIING .. 6, 8, 65, 66, 67
puzzling gUIdEliNES......ccocveeieciiee e 6, 66
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(o UL 1= PP PPPPPPPPPPPPPRE 9, 56
QUEBTIS ettt ettt ettt e e e ettt e e e e e e e s ae e e e e e e naneee 9
R

Reasons to Add @ NOte.....coovcveeririieeiiiee e See Notes
ReGIStrar. oo, 44
registration.....ccccoovveviieeeiieniiiiieeee e, 8,15, 18,41, 55, 57, 60
Registration......cccceeeiiiiii 8
Regular Academic SESSION ........cccevcveernieriiienieenieeeeeae 12, 47
REZUIAI PUZZIES .ottt e 66
Requested ROOM Capacity .....ccccveereeerireenieenieeeiee e 65
requirements for puzzled rooms .......ccccceeeceeeeeecieeeccceee e, 6
Reserve Cap ..vvvvviiiiie 57, 58, 59
RESErVE Caps..cccoiiiiiiiiiiee 44,59
ROOM Change .....cooviieiiiiieeniee et 64, 65
roOmM CharaCteriStiC....uuuueiiiiiiiiirieieeeieeiireeee e 6, 65
Room CharacteristiCs .......eeeeeiciiireeee e 17,53, 65
S

Schedule Print................. 6,7,15,16,17,18,41,42,47,49, 68
Scheduling Responsibility ........cccceeviieeieiieeecciee e 6

section....7, 9, 11, 13, 14, 15, 16, 17, 18, 43, 45, 47, 48, 50, 52,
54,57,59, 61, 63, 64, 67, 68, 70

Section .9, 14, 15, 16, 17, 18, 19, 45, 47, 48, 50, 52, 55, 61, 63,
67, 68, 69

Section Numbering and Associated Class Rules............... 47,50
Semester Offerings ......covevveeivciee e 7,44
SEervice LEarNiNg .....cccuuuevuvuiuiuiuiniiiieiininiernenenennnnnnannnne 48,67, 68
SMART ROOMS...ceiiiiiiiiiiiiiiieces ettt 64
SOTEWANE ettt s s s e 8
software/technology requests.........coceeeuveveeeeeeeeceececcre e, 7
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SPACE TYPE.uvvrererrrrrrrrreverararanens 21, 23, 27, 28, 31, 35, 39,52, 70

Special Types of Classes.......ccucveiieeeeeeeiiiiieeecieeeeceeeesree e 11
Specialized SPACES .....cccceeiiiiriiieiieeeee e 64
Stop Further Enrollment........ccoceevcveeeeiineeennee, 6,7,41,42,55
Student Specific Permissions............cccccooevveeevriieeincieee e, 47
SUPEIVISION COUIMSES...uvvvvririrrrirrririrerererereerereeerererererererere. 18
T
Tabs to Completely Ignore........cccvveeeceiicciee e 61
Tentative....ooooo 6,7,19,41,42,55
TEIM COURS vttt ettt ettt ettt sbe e sbeesbee e 8
TIMEIINE . e e e e 4,8
TOPIC i, 18,47
TOPICS COUISES iiiiiiiiiiieeeeeeiite e e e e e e eieete e e e e e seiaeees See Topic
Trouble ShOOtING .....veeeeiiiecee e 42
Typically Offered.......occooveeeiiiiiieiieeee e 7,44
Typically Offered Values ........cccccuveeeeeiiiiccciee e 7,44
U
Unable to Place Class......ccccvceirieeiiiienieeiiieeiee e sreesveesnee s 6
UNIT HMITS 1evveeeeeeeiecirieee et eeerree e e e e cnreee e e e e e e nraeeeas 8
University Curriculum Committee......cccceevvuveeeeciireeeiieee e, 6
] = P 6, 65, 66
Upper Division............cccceeeeiiieiiiiiieec e 48, 67
"4
Variance REPOIt ... . 44
w
WOIK SESSIONS .. uuiiiiiciieeeiiieeeectee e ecree s e stee e e see e s sbreeseaeeeeseanees 5
WoOrkload...........cccuoiiiiiiiiiieieeec e 54
Workload Tab.........coociiiiiiiiiie e 54
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