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Concept

Add to and update class schedule data. Use this component to add class sections for courses that
have already been scheduled, and to make changes to existing class sections.
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Procedure

To view the online Process Document and Quick Guide for this process, click the links below.

PD Please refer to: http://www.maine.edu/pdf/DeptClassSchedMaintenance-

0110 08_BP.pdf

QG  Please refer to: http://www.maine.edu/pdf/DeptClassSchedMaintenance-

0110 08_QG.pdf

Step

Action

Navigate: Curriculum Management > Schedule of Classes > Maintain Schedule of

[+ My Favorites

> University of Maine Systems

[- Self Service

> Campus Community

[ Student Recruiting

[ Student Admissions

[» Records and Enroliment

< Curriculum Management

> Course Catalog

« Schedule of Classes
— Class Search

i hedule of

edule Class
Meetings
— Adjust Class
Associations
— Print Class Schedule
[ Facility and Event
Infermation
[+ Instructor/Advisor
Infarmation
[> Set Up SACR
> Reporting Tools
- PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary

Maintain Schedule of Classes

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Classes.
Home Add to Favorites. Sign out
Search: New Window | Help | /5,
®

Academic Institution: Il li Q
Term: Zl [ e
Subject Area: Zl [ &
Catalog Nbr: begins with v |

Academic Career: ¥ |

‘Campus: begins with |+ | aQ
Description: begins with v ||

Course ID: begins with || a
Course Offering Nbr: | = v Q
[T case sensitive

Search | Clear | Basic Search 8l Save Search Criteria
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Step Action

2. Fill in the search criteria. At a minimum, enter the Institution and Term.

Home: Add to Favorites Sign out

Search: New Window | Help | B,
:|D Ny Favorites Maintain Schedule of Classes

(> University of Maine Systems Enter any information you have and click Search. Leave fields blank for a list of all values.
[- Self Service
I Campus Community Find an Existing Value
[ Student Recruiting
[- Student Admissions

[> Records and Enrollment Academic Institution:| = |+ ums07 Q
=~ Curriculum Management Term: - 0910 Q

[» Course Catalog

= Schedule of Classes Subject Area: = v bio Q,

— Class Search Catalog Nbr: begins with |+ |
Academic Career: | = v| [undergracuate ¥
— Schedule Class Campus: begins with ||| Q
Meetings
_ Adiust Class Description: begins with |||
Assodiations Course ID: beains with |+ | Q
— Print Class Schedule )
[> Facility and Event Course Offering Nbr: | = > | Q
Information it
I InstructorAdvisor Dicase Sensitive
Information
[ Set Up SACR Search | Clear | Basic Search [l Save Search Criteria

> Reporting Tools

> PeopleTools

— Return to Portal

— My Personalizations
— My Dictionary

Step | Action

3. Click the Search button.
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Home: Add to Favorites

[ tena 2|
@

[ My Favorites

Hew Window | eln | B, 4

Maintain Schedule of Classes

[> University of Maine Systems Enter any information you have and click Search. Leave fields blank for a list of all values
[- Self Service
[ Campus Community
[ Student Recruiting
[- Student Admissions
[ Records and Enroliment Academic Institution:| = UMs07 &
= Curriculum Management ,7
I» Course Cata\ogg Term: alllhs 0910 Q
< Schedule of Classes Subject Area: = & BIO Q
— Class Search Catalog Nbr: begins with |+ |
Academic Career: | = v| |Undergraduate vl
Campus: begins with ||| a,
_ Adiust Class Description: begins with |||
Assodialions Course ID: begins with |+ | Q
— Print Class Schedule
[> Facility and Event Course Offering Nbr: | = > | Q
Information it
[> Instructor/Advisor DlCase sensitive
Information
[> Set Up SACR Search | Clear | Basic Search [E Save Search Criteria
> Reporting Tools
[- PeopleTools
| Return to Portal Search Results
— My Personalizations
— My Dictionary
|Career
UME07 0910 BIO 112 \ UMPI  General Bioloay | 014799 1
UMS07 0910 BID 112C Undergrad UmpP1 General Biology | 028690 1
UMS07 0910 BIQ 1120 Undergrad HOULT General Biology |Lab 014800 1
UMS07 0910 BID 120 Undergrad UmpP1 General Biology | Lab 014800 1
UMS07 0910 BIO 161 L UMPI  Human BiologyHea, Pe & Rec 017635 1
UMS07 0910 BID AB1L Undergrad UmpP1 Human Biology Lab/Hea Pe & Rec 017636 1
UMS0T 0910 BIO 260 L UMPI  Human Anatomy & Physiology 014802 1
UMS07 0910 BID 280L Undergrad UmpP1 Human Anatomy & Phys Lab 014804 1
UMSO0T 0910 BIO 430 L UMPI  Molds And Mushrooms 015855 1 =
UMS07 0910 BID 430L Undergrad UmpP1 Molds And Mushrooms Lab 015856 1
UMSO0T 0910 BIO 445 L UnPI Zoology 014813 1
LIMSO 0910 BIO 445| 1 LILP| nalogy | ab 014814 1 hs
Step | Action

Click an entry Search Results list.

We will first take a look at the options available for scheduling a class. Following that,
we will schedule some class sections.
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Home Add to Favorites Sign out
Search: Mew Window | Help | C: Page | B &
& My Favorites Basic Data Meetings Enraliment Crirl hotes
[ University of Maine Systems
[ Self Service Course ID: 014799 Course Offering Nbr: 1
> Campus Community Academic Institution: University Maine Presgue Isle
Egugﬁ":s:w“"u Term: 2008 Fall Undergrad

udent missions . .
[> Records and Enroliment Subject Area: 8io Biology )
|~ Curriculurn Management Catalog Nbr: 112 General Biology |
I Course Catalog - Find | view Al First (1 1 or1 [ Lad
< Bchedule of Classes
- Class Search *Session: 1 Q| Regular Academic Session  Class Nbr: 13560 FE=
— Maintain Schedule of Clace Soc *StartEnd Date: |08/25/2008 [ [12/18/2008 |
— Schedule Class *Component: LEC & Lecture EventID:
Meelings B 3 Enrollment v
— Adjust Class Chssp=s a
Assodialions *Associated Class: 1
— Print Class Schedule Add Fee
> Facility and Event Campus: UMPI
Information " V01939 Q P
| : resque Isle UMPI Campus -

> Instructor/Avisor LEEtEDs g e Schedule Print

e 'I"LU ’g:“;é‘ Student Specific Permissions
etUp 4, = ization: |-MAT-SCI
© Reporting Tools ‘Academic Organization: Q Wath and Science , 7
> PeopleTools Academic Group: INATS UMP! Math and Science e Er e =T e
= ’f\:e‘g" to Pﬂlnﬂl_ Generate Class Mtg Attendance
— My Personalizations -
— My Dictiona *Instruction Mode: P Q On Site Classroom Sync Attendance with Class Mtg
N N GL Interface Required
Primary Instr Section: 0001
Course Topic ID: Q Print Topic in Schedule
Course Equivalent Course Group:
Class Equivalent Course Group:
Class Attributes Customize | Find | Viey B Fist [ g 0r4 [F] Last
Course Attribute Course Attribute Value
£

button.

[&

Institutions may define multiple sessions within a term. In that case, you may wish to
schedule a class section for a session rather than for the entire term.

To see what choices there are for sessions in this term, click the Look up Session

desired session in the list.

This page displays a list of the sessions defined for the term in question. The
"Regular" session is the entire term, and is always selected by default. Select the

Last changed on: 1/15/2008 5:20 PM
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Home Add to Favorites Sign out
p— New Window | Help | C Page | & #
& My Favorites Basic Data Meetings Enraliment Crirl hotes
[ University of Maine Systems
[ Self Service Course ID: 014799 Course Offering Nbr: 1
> Campus Community Academic Institution: University Maine Presgue Isle
[ Student Recruiting -

e Ten_u. 2008 Fall Underarad Auto Create Component
[> Records and Enroliment Subject Area: 8io Biology )
|~ Curriculurn Management Catalog Nbr: 112 General Biology |
[ Course Catalog ol Find | View All First (4] 1 or 1 [F] L2
< Bchedule of Classes
55 Search *Session: 1 A RegularAcademic Session  Class Nbr: 13560 FE
ain Schedule of , T 0001 “StartEnd Date: | 08/25/2008 5] [12118/2008 [
edule Class *Component: LEC & Lecture EventID:
Meelings E 2 Enrollment v
— Adjust Class Class Type: a
Assaiations *Associated Class: 1
— Print Class Schedule Add Fee
> Facility and Event Campus: UMPI
Information " V01939 Q P
| : resque Isle UMPI Campus -
> Instructor/Avisor LEEtEDs g e Schedule Print
e 'I"LU ’g:“;é‘ Student Specific Permissions
etUp 4, = ization: |-MAT-SCI

© Reporting Tools ‘Academic Organization: Q Wath and Science , 7
> PeopleTools Academic Group: INATS UMP! Math and Science e Er e =T e

= ’f\:e‘g" to Pﬂlnﬂl_ Generate Class Mtg Attendance

— My Personalizations -

— My Dictiona *Instruction Mode: P Q On Site Classroom Sync Attendance with Class Mtg

N N GL Interface Required
Primary Instr Section: 0001
Course Topic ID: Q Print Topic in Schedule
Course Equivalent Course Group:
Class Equivalent Course Group:

Class Attributes stomize | Find | View At | Bl First [ 1 or4 [¥] Last

Course Attribute Course Attribute Value

Step | Action

8. A course may have multiple components. One component is the one students enroll in,
and the others are non-enrollment. For example, a course may have labs and recitation
components, in addition to the lecture.

Components are scheduled as class sections of a course. So if a course is defined with

a lecture and a recitation, you would schedule at least two class sections: one for the
lecture and one for the recitation.

To see what components this course has set up in the course catalog, click the Look
up Component button.

[

Page 6 Last changed on: 1/15/2008 5:20 PM
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Menu B
Search:
| [®
[ My Favorites
[ University of Maine Systems
[- Self Service
> Campus Community
[ Student Recruiting
[- Student Admissions
[ Records and Enroliment
=~ Curriculum Management
[» Course Catalog
« Schedule of Classes

— Class Search

— Maintain Schedule of

- Schedule Class
Meetings
— Adjust Class
Assaociations
— Print Class Schedule
[> Facility and Event
Information
I Instructor/Advisor
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary

Look Up Component

Course ID: 014799
Course Offering Nbr: 1
Term: 0910
Session: Regular Academic Session
Associated Class: 1
‘Course Component: | = ~ H
Look Up | Clear | Cancel ‘ Basic Lookup

ch Results

Add to Favorites Sign out

New Window | Help | B,

Step | Action

9. The course in this example has 2 components: lecture (the enroliment component) and

Cancel

Click the Cancel button.

a lab (non-enrollment component).

10. | Click the Class Type list.

Enrallment »

Last changed on: 1/15/2008 5:20 PM
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Menu B
Search:
| ®
[ My Favorites
[ University of Maine Systems
[- Self Service
> Campus Community
[ Student Recruiting
[- Student Admissions
[ Records and Enroliment
=~ Curriculum Management
[» Course Catalog
« Schedule of Classes

— Class Search

chedule Class
Meetings
— Adjust Class
Assaociations

— Print Class Schedule

[> Facility and Event
Information

I Instructor/Advisor
Information

[> Set Up SACR

> Reporting Tools

Basic Data

Course ID:

Academic Institution:
Term:

Subject Area:
Catalog Nbr:

*Session:

*Class Section:
*Component:
*Class Type:
*Associated Class:
*Campus:

“Location:

Meetings

*Academic Organization: |F-MAT-SCI Q

Add to Favorites Sign out
Mew Window | Help | C: Page | B A

Enrollment Cntrl hotes
014799 Course Offering Nbr:
University Maine Presque Isle
2008 Fall Undergrad
BIO Biology
112 General Biology |

1 Q Regular Academic Session

Class Nbr:
o001 *StartEnd Date:
LEC R Lacture EventID:

Enrollment v

Enrollment

Non-Enrall
UMPI
[v01939 Q Presque Isle UMPI Campus

Math and Science

Auto Create Component

First E 10f1 E [EL
FEE

Find | View Al
13560

08/25/2008 [+ [1218/2008 [

Add Fee

Schedule Print
Student Specific Permissions

> PeopleTools Academic Group: INATS UMP! Math and Science e Er e =T e
= ’f\:e‘g" to Pﬂlnﬂl_ Generate Class Mtg Attendance
— My Personalizations -
— My Dictiona *Instruction Mode: P Q On Site Classroom Sync Attendance with Class Mtg
N N GL Interface Required
Primary Instr Section: 0001
Course Topic ID: Q Print Topic in Schedule
Course Equivalent Course Group:
Class Equivalent Course Group:
Class Attributes cE
Course Attribute Course Attribute Value
£

11.

The choices for Class Type are Enrollment and Non-Enroll. Select Enroliment when
scheduling the Enrollment component of the course (usually the lecture). Select Non-
Enroll when scheduling the other components.

The Campus, Location, Academic Organization, Academic Group fields are
populated from the course catalog entry for this course. You are able to change the
Location and Academic Organization values.

Page 8
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[ tena 2|
®

- My Favorites Basic Data Meetings Enraliment Crirl hotes

Home: Add to Favorites
Mew Window | Help | C Page | B,

[ University of Maine Systems

[> Course Catalog Class Sections

[ Self Service Course ID: 014799 Course Offering Nbr: 1

1> Campus Community Academic Institution:  University Maine Presque Isle

[ Student Recruiting .

[> Student Admissions Ten_1|. 2008 Fall Undergrad Auto Create Component
[ Records and Enroliment Subject Area: 80 Biology )

|~ Curriculurn Management Catalog Nbr: 112 General Biology |

u Frst (1] 1 o1 [ L2
< Bchedule of Classes
n +Session: 1 @ RegularAcademic Session  Class Nbr: 13560 FHE
Class Section: 0001 “StartEnd Date: | 08/25/2008 5] [12118/2008 [
~Component: LEC & Lecture Event ID:
Meelings B 3 Enrollment v
— Adjust Class Chssp=s
Aesociaiions S — Enrollment
— Print Class Schedule Hon-Enroll Add Fee
1> Facility and Event R = UMPI
Information " V01939 Q P
| : resque Isle UMPI Campus -
> Instructor/Advisor LEEtEDs g e Schedule Print
e '{‘L""g:‘;;é‘ Student Specific Permissions
etUp 4, = ization: |-MAT-SCI
© Reporting Tools ‘Academic Organization: Q Wath and Science , 7
> PeopleTools Academic Group: INATS UMP! Math and Science e Er e =T e
= W_ Generate Class Mtg Attendance
— My Personalizations -
— My Dictiona *Instruction Mode: P Q On Site Classroom Sync Attendance with Class Mtg
GL Interface Required
Course Topic ID: Q Print Topic in Schedule
Course Equivalent Course Group:
Class Equivalent Course Group:
First (4 4 o4 [F] 1
£

12.

Click the Look up Instruction Mode button.
[&]

Last changed on: 1/15/2008 5:20 PM
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Search:
| ®
[ My Favorites
[ University of Maine Systems
[- Self Service
> Campus Community
[ Student Recruiting
[- Student Admissions
[ Records and Enroliment
=~ Curriculum Management
[» Course Catalog
« Schedule of Classes
— Class Search

Meetings

— Adiust Class
Assodiations

— Print Class Schedule

[> Facility and Event
Information

I Instructor/Advisor
Information

[> Set Up SACR

> Reporting Tools

> PeopleTools

— Return to Portal

— My Personalizations

— My Dictionary

Look Up Instruction Mode

Academic Institution:

Instruction Mode:

Description: begins with v ||
Look Up | Clear | Cancel ‘Eas\anukup

UmMso7

: [ begins with |

Search Results
w Al

Instruction Mode|
=

First [{] 1-40f4 [}] Last
Description

On Site Classroom
Interactive Television
Video Conferencing
Waorld Wide Web

Home: Add to Favorites Sign out

New Window | Help | B,

Step

Action

13.

By default, the Instruction Mode is set to "in person™ or P. You can choose a
different mode if necessary.

Page 10
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Menu B
@

[ My Favorites
[ University of Maine Systems
[- Self Service
> Campus Community
[ Student Recruiting
[- Student Admissions
[ Records and Enroliment
=~ Curriculum Management
[» Course Catalog
« Schedule of Classes
— Class Search
— Maintain Schedule of

- Schedule Class
Meetings
— Adjust Class
Assaociations
— Print Class Schedule
[> Facility and Event
Information
I Instructor/Advisor
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary

Subject Area: BIO

Catalog Nbr: 112

Class Sections

Biology
General Biology |

Add to Favorites

Find | View Al

First (4] 1 or1 [ Lo

EHE

Sign out

3

*Session: 1 Q Regular Academic Session Class Nbr: 13560
~Class Section: 0001 *StartEnd Date: | 08/25/2008 [ [12/18/2008
. [LECl@  Lecure Event ID:
+*Class Type: Enrollment v
=, i . 1
‘Associated Class: Q Add Fee
*Campus: UMPI
*Location: V01939 Q Presque Isle UMPI Campus Schedule Print
Student Specific Permissions
*Academic Organization:  [-MAT-SCI Q Math and Science
Academic Group: IMATS UMPI Math and Science Dynamic Date Calc Required
Generate Class Mtg Attendance
“Instruction Mode: Pa 0On Site Classroom e S
GL Interface Required
Primary Instr Section: 0001
Course Topic ID: Q Print Topic in Schedule

Equivalent Course Group

Course Equivalent Course Group:

Class Equivalent Course Group:

Class Attributes

Course Attribute Course Attribute Value

First E 10f1 E Last

=

B save | SRetumtosesrcn| <E

‘ + Next in List ‘ [=] Notity |

Basic Data | Meetings | Enrollment Cnfrl | Motes

£

1=

Step

Action

14.

The course may have Topics defined. Each topic has an ID and you can enter the
Topic ID in the Course Topic ID field. If you enter an 1D, you can choose to print the
topic in the class schedule by checking the Print Topic in Schedule check box.

15.

[

To see a list of topics for this course, click the Look up Course Topic ID button.

Last changed on: 1/15/2008 5:20 PM
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Step | Action

16. | Click the Meetings tab.

Home Add to Favorites Sign out

New Windaw | Help | Customize Page |

Search:
My Favorites BasicData | Meetings [ Enroliment Cntrl Notes
> University of Maine Systems
> Self Service Course ID: 014799 Course Offering Nbr: 1
> Campus Community Academic Institution: University Maine Presque Isle
Eg“g“:::”.“"‘."g Term: 2008 Fall Undergrad
udent missions - .

I Records and Enroliment Subject Area: BIO Biology
< Curriculum Management Catalog Nbr: 112 General Biology |

[ Course Catalog Class Sections Find | View Al First [0 4 o 4 [¥] Last

« Schedule of Classes

— Class Search Session: 1 Regular Academic Session Class Nbr: 13560

Class Section: 0001 Component:  Lecture Event ID:

— Maintain Schedule of

Classes
~ Schedule Class Meeting Pattern First (4] 4 of 4 ] Last
Meetings
— Adjust Class Facility ID Capacity Pat MigStart Migknd M T W T F S S *Start/End Date
- :ii?g\i::;gchsﬂu\e FoLs303 Q4 Q, [3:00AM | [8:50AM O O O [ |oeizsi2008 [l (121812008
[ Facility and Event FOLS 303 Topic ID: 2 Free Format Topic: [
Information ) ) )
I» Instructor/Advisor [C] print Topic On Transcript
Information
[ Set Up SACR Instructors For Meeting Pattern Customize | Find A First 4 1 o1 M Last

> Reporting Tools

- PeopleTools

— Return to Portal

— My Personalizations
— My Dictionary

Print Access Contact Load Factor

& save ‘ L Return to Search ‘ 15 ‘ +E] Next in List ‘ [=] Notify |

Basic Data | Meetings | Enrollment Cnfrl | Motes

Step Action

17. | Use the Meetings page to specify the facility you want for the class and the class
weekly schedule.

Your Institution may have set up standard meeting patterns, and all you need to do is
select one. Or you can check the days you want the class to meet.

The Start and End dates are pulled from the Term calendar.

You can have more than one meeting pattern for the class section. To add more
meeting patterns, click the Add a New Row button on the right side of the Meeting
Pattern page section.

Each meeting pattern can have its own topic, which you can enter by choosing a
Topic ID, or by entering the topic in the Free Format Topic field.

Page 12 Last changed on: 1/15/2008 5:20 PM
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Step Action
18. | Click the Look up Pat button.
[&]
\dd to Favorites Sign out
Search: New Window | Help | /&,

®

[ My Favorites
> University of Maine Systems
[- Self Service
- Campus Community
(- Student Recruiting
[ Student Admissions
[ Records and Enroliment
<> Curriculum Management

> Course Catalog

= Schedule of Classes

Meetings
— Adjust Class

Assaciations

— Print Class Schedule
[» Facility and Event
Information
[+ Instructor/Advisor
Infarmation
[> SetUp SACR
[ Reporting Tools
- PeopleTools
— Return to Portal
— My Personalizations

Look Up Pat
Academic Institution: umso7
Academic Group: IMATS
Standard Meeting Pattern:| begins with v |
Description: begins with v |

Look Up | Clear | Cancel ‘ Basic Lookup

Search Results

View Al First [] 18 ofs [}] Last
Standard Meeting Pattern|Description

i Monday

MW Monday Wednesday
IMWE Monday Wednesday Friday|
I Tuesday

[TBA TBA

[TH Thursday

ITTH Tuesday Thursday

W Wednesday

Step Action
19. | This page displays the pre-defined meeting patterns. To change the meeting pattern for
this class section, you can select from this list.
20. | The Instructor is assigned on the Meetings page. There can be more than one

instructor. And you can have a different instructor or set of instructors for each
meeting pattern you define for this class section.

If there is more than one instructor, you can set the Instructor Roles to be different
for those instructors, and also set the kind of grading access they have.

Last changed on: 1/15/2008 5:20 PM
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Step Action

21. Click the Instructor Role list.

New Window | Help | Customize Page | &,

[pona 2|
®

My Favorties BasicDala | Meetings | Enroliment Cnirl Notes
(- University of Maine Systems
[> Self Service Course ID: 014798 Course Offering Nbr: 1
- Campus Community Academic Insfitution: University Maine Presque Isle
E%ge":"::w“"g Term: 2008 Fall Undergrad
ent Admissions . .

[> Records and Enroliment Subject Area: BIo Biology
<~ Curriculum Management Catalog Nbr: 112 General Biology |

I Course Catalog Class Sections Find |\ A First [ 1 of 1 % Last

~ Schedule of Classes
— Class Search

Session: 1 Regular Academic Session Class Nbr: 13560
Class Section: 0001 Component:  Lecture Event ID:

— Schedule Class First (41 1 of 1 L2 Last

Meetings FH[E=

— Adust Class Facility ID Capacity Pat  MigStart Mtgnd M T W T F § § *StartiEnd Date
Associations FOLS303 A g4 Q. [3:00aM | [8:50AM 0 0 01 [ losr2si2008 |5 [12118:2008 |5

— Frint Class Schedule

[> Facility and Event FOLS 303 Topic ID: CU Free Format Topic: |
Information } )
1> Instructor/Advisor [ Print Topic On Transeript
Information
[» SetUp SACR Instructors For Meeting Pattern s i 1071 [ Last
[» Reporting Tools [ Assignment

- PeopleTools

— Return to Portal

— My Personalizations
|— My Dictionary

Esﬁve| QRmurn(DSearchl 1 Previous | lENextmLus‘l Emnnfy|

Basic Data | Meetings | Enrollment Cntrl | Motes

Step | Action

22. Click to view the choices in the Access field.

Page 14 Last changed on: 1/15/2008 5:20 PM
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Home Add to Favorites Sign out
search: New Window | Help | Ci Page | B
- My Favorites Basic Data Meetings Enraliment Cnirl hotes
[ University of Maine Systems
> Self Service Course ID: 014799 Course Offering Nbr: 1
> Campus Community Academic Institution: University Maine Presque Isle
Egugﬁ":s:w“"u Term: 2008 Fall Undergrad
udent missions . .
[ Records and Enroliment Subject Area: BIO Biology )
Catalog Nbr: 112 General Biology |

= Curriculum Management

First [ 4 of 4 [F] Last

[» Course Catalog
« Schedule of Classes
— Class Search

Session: 1 Regular Academic Session Class Nbr: 13560
Component: Lecture Event ID:

First (4 1 of 1 [F] Last

— Schedule Class Meeting Pattern Find | View Al

F[=

Meetings
— Adjust Class Facility ID Capacity Pat Mtg Start Mtg End M T W T F 5 s *StartiEnd Date
Assaciations FOLS303 Q 40 Q) [8:00AM | |8:50AM | Fl O O 08/25/2008 [ 121182008 [

— Print Class Schedule
[> Facility and Event
Information
I InstructorAdvisor
Information
[> Set Up SACR Instructors For Meeting Pattern
[> Reporting Tools [ Assignment
> PeopleTools
— Return to Portal

— My Personalizations
— My Dictionary 0014004 | Q

FOLS 303 Topic ID: QU Free Format Topic: |
] Print Topic On Transcript

First (1] 4 of 4 [F] Last

L]}

Room Characteristics Approve

[FRoom Characteristic | |
=TS Post
Q ~———

& save ‘ £\ Return to Search ‘ RiEl ‘ +] Next in List ‘ [=] Notity |

Basic Data | Meetings | Enrollment Cntrl | Motes

Step | Action

23. | The Access values are:
Approve: Instructor can enter grades and approve the grade roster.

Grade: Instructor can only enter grades for the class.

Post: Instructor can enter grades, approve the roster, and post the grades

24. Click the Room Characteristic button.

[

25. | The Room Characteristics are used to help schedule rooms. So if your class section
has special requirements such as an overhead projector or easels, add the
corresponding characteristic. You can specify as many characteristics as needed.
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26. Click the Enrollment Cntrl tab.
Enroliment Cntrl

Home Add to Favorites Sign out

Search: New Window | Help | Customize Page | &

@

© My Favorites Basic Data Meetings Enroliment Cntrl Notes
> University of Maine Systems
[+ Self Service Course ID: 014799 Course Offering Nbr: bl
> Campus Community Academic Institution: University Maine Presque Isle
Egugenﬁ::r_uwm Term: 2008 Fall Undergrad
udent Admissions s .
[» Records and Enroliment Subject Area: Bio Biology
= Curriculum Management Catalog Nbr: 112 General Biology |
> Course Catalog Enrollment Control Find | View All First 1] 1of1 (¥ Last
< Bchedule of Classes
— Class Search Session: 1 Regular Academic Session Class Nbr: 13560
Class Section: 0001 Component:  Lecture Event ID:
Meetings
— Adjust Class Class Type: Enroliment Enroliment Status: Open
Associations
— Print Class Schedule *Consent: Requested Room Capacity: 36 Total
P TIE Enroliment Capacity: [ Bs o
[» Instructor/Advisor P .
Infarmation Wait List Capacity: oo
[> Set Up SACR
> Reporting Tools
- PeopleTools [#] Auto Enroll from Wait List
— Return to Portal
— My Personalizations
|- My Dictionary B save ‘ LLReturn to Search | +[F] 4] Next in List | [=] Notify

Basic Data | Meetings | Enroliment Cntrl | Notes

Step Action

27. | Use the Enrollment Cntrl page to specify the Instructor or Department Consent
requirement for the class.

You can also change the default Enrollment Capacity and Wait List Capacity on
this page.
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28.

Click the Consent list.

Menu &
@

< Curriculum Management

— Return to Portal
— My Personalizations

Search:

[+ My Favorites

> University of Maine Systems
[- Self Service

> Campus Community

[ Student Recruiting

[ Student Admissions

[» Records and Enroliment

> Course Catalog
< Bchedule of Classes
— Class Search

— Schedule Class

Meetings
— Adjust Class
Associations
— Print Class Schedule
[» Facility and Event
Infermation
[+ Instructor/Advisor
Infarmation
[> Set Up SACR
> Reporting Tools
- PeopleTools

— My Dictionary

Home Add to Favorites Sign out

New Window | Help | Customize Page | o,

BasicData | Meetings | Enroliment Cntrl Notes

Course ID: 014799

Academic Institution: University Maine Presque Isle
Term: 2008 Fall

Subject Area: BIO

‘Course Offering Nbr: bl

undergrad
Biology

Catalog Nbr: 112 General Biology |
Find | View All First [l 10of1 [ Last
Session: 1 Regular Academic Session Class Nbr: 13560
Class Section: 0001 Component:  Lecture Event ID:
N | cuncaiciass |

Class Type: Enrallment
BT No Consent
Dept Cnsnt

Auto Enroll from Wait List

Enroliment Status: Open
Requested Room Capacity: 36 Total
Enroliment Capacity: W 0
Wait List Capacity: [10 o

& save ‘ L\Retumn to Search | 1 +] Next in List Notify

Basic Data | Meetings | Enroliment Cntrl | Notes

Step

Action

29.

[Notes

Click the Notes tab.

30.

Use the Notes page to enter notes about this class section. You can enter more than
one note, and you can use predefined notes or type in free-form notes. Each note can
be selected for printing in the class schedule if desired.
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Search: Mew Window | Help | C Page | B,
- My Favorites Basic Data Meetings Enraliment Crirl Hotes

[ University of Maine Systems

[» Self Service Course ID: 014799 Course Offering Nbr: 1

> Campus Community Academic Institution:  University Maine Presgque Isle

E%g:::s:rmg:‘;s Term: 2008 Fall Undergrad

[> Records and Enroliment Subject Area: Bio Biology )

I~ Curriculum Management Catalog Nbr: 112 General Biology |

[» Course Catalog
« Schedule of Classes

Session: 1 Regular Academic Session  Class Nbr: 13560
Class Section: 0001 Component: Lecture Event ID:
— Schedule Class Class Notes A
Meetings
— Adiust Class *Sequence Number: W HE
Assaciations Pri ion: After - Evenif Class Notin Schedule
— Print Class Schedule (OB =
I Facility and Event Note Nbr: Q
Information
Copy Note
[> Instructor/Advisor LI
Information
b SetUp SACR Free Format Text:

[ Reporting Tools Clear Mote

> PeopleTools
— Return to Portal

— My Personalizations Previous in List
C m ;?5:::"“““”5 @ Save | \Returnto Search | 1 Prevous in et | 4 NextinList | (] Noty |

Basic Data | Meetings | Enroliment Cntrl | Notes

Step | Action

31. | Click the Look up Note Nbr button.
[&]
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Home: Add to Favorites Sign out

Search:

| ®

[> My Favorites Look Up Note Nbr

New Window | Help | B,

[ University of Maine Systems

[- Self Service o
> Campus Community Academic Institution: UMS07

b Student Recruiting Note Nbr: [ begins with ||
[- Student Admissions iption:

[ Records and Enroliment Description: begins with v |
=~ Curriculum Management
I Course Catalog Look Up | Clear | Cancel ‘ BasicLookup
« Schedule of Classes

— Class Search

— Maintain Schedule of Search Results

Cl First [4] 1-20f2 ] Last
- Schedule Class Description

Meelings 0084  Broadcast Interactive TV
— Adjust Class g

Associations 0085 Broadcast Video Streaming

— Print Class Schedule
[> Facility and Event
Information
I Instructor/Advisor
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary

Step | Action

32. | Click an entry in the list of predefined notes.
[Broadcast Interactive T

33. | The Copy Note button moves the note text to the Free Format Text field where you
can edit it.

34. The Clear Note button will clear both note fields.
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35.

Return to the Basic Data page to create a new class section for the course.

Search:

@
(- My Favorites
(> University of Maine Systems
[ Self Senvice
> Campus Community
[ Student Recruiting
[- Student Admissions
[ Records and Enroliment
[~ Curriculum Management
> Course Catalog

Basic Data Meetings Enrollment Cntrl Notes

Course ID: 014798 Course Offering Nbr: 1
Academic Insfitution: University Maine Presque Isle

Term: 2008 Fall Undergrad

Subject Area: BIO Biology

Catalog Nbr: 112 General Biology |

Class Sections

Add to Favorites Sign out

New Window | Help | Customize Page | ., &

First El 10f1 El Lag)

Find | View Al

~ Schedule of Classes
— Class Search *Session: 1 a Regular Academic Session Class Nbr: 13560 F[E=
SLEra e ~Class Section: 0001 *StartEnd Date: | 08/25/2008 [ [12/16/2008
— Schedule Class *Component: LEC A | ecure Event ID:
leetings o . Enroliment |+
- Adjust Class Class Type: 5
Assoclations Associated Class: 1
— Print Class Schedule | peidce
[ Facility and Event Campus: UMPI
[t 4] ion: V01939 Q Presque Isle UMPI Campus
1> Instructor/Advisor focauon & 3 Schedule Print
- 'FLOWQ%OQ Student Specific Permissions
etlp ) i ization:  [-MAT-SCI
[ Reporting Tools ‘Academic Organization: Q path and Science ] ]
I PeopleTools Academic Group: IMATS UWIPI Math and Science Dynamic Date Calc Required
— Return to Portal Generate Class Mtg Attendance
— My Personalizations -
— My Dictiona ~Instruction Mode: P QR On Site Classroom Sync Attendance with Class Mtg
GL Interface Required
Primary Instr Section: 0001
Course Topic ID: Q Print Topic in Schedule
Equivalent Course Group 0
Course Equivalent Course Group:
Class Equivalent Course Group:
Class Attributes ze First [ 1 of 1 [F] Last
Course Attribute Course Attribute Value

36.

the system.

Having reviewed all the pages for Maintain Schedule of Classes, we will now add
some new class sections for the course.

Currently, the course in this example has only one class section scheduled - a lecture.
The lecture section has a Class Nbr assigned to it, which is used when a student
enrolls in the class.

Each additional class section you schedule will have its own Class Nbr assigned by

Page 20
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[» Course Catalog

« Schedule of Classes
— Class Search
— Maintain Schedule of

*Session:

*Class Section:

— Schedule Class
Meetings
— Adjust Class
Assaociations
— Print Class Schedule
[> Facility and Event
Information
I Instructor/Advisor
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary

*Component:
*Class Type:
*Associated Class:
*Campus:

“Location:

*Academic Organization:
Academic Group:

*Instruction Mode:

Primary Instr Section:

Course Topic ID:

1 Q Regular Academic Session

0001
LEC R Lecture
Enroliment v

18
V01939 Q

I-MAT-SCI s

IMATS

P&

0001

[a

Add to Favorites Sign out
Search: Mew Window | Help | C Page | &
& My Favorites Basic Data Meetings Enrallment Cnitrl Notes
[ University of Maine Systems
> Self Service Course ID: 014799 Course Offering Nbr: 1
> Campus Community Academic Institution: University Maine Presgue Isle
Egugﬁ":s:w“"u Term: 2008 Fall Undergrad

udent missions . .
[> Records and Enroliment Subject Area: 8io Biology )
|~ Curriculurn Management Catalog Nbr: 112 General Biology |

Find | View Al

Class Nbr: 13560 =
“StartEnd Date: |08/25/2008 [ [12118/2008 [
EventID:

Add Fee

Schedule Print
Student Specific Permissions

UMPI
Presque Isle UMPI Campus

Math and Science

Dynamic Date Calc Required
Generate Class Mtg Attendance
Sync Attendance with Class Mtg
GL Interface Required

UMPI Math and Science

On Site Classreom

Print Topic in Schedule

Class Attributes

Course Attribute Course Attribute Value

Customize | Find | Vies

Course Equivalent Course Group:
Class Equivalent Course Group:

First E 1of4 IE Last

First (4] 1 or 1 [F] L2

Step | Action

37.

|§ﬁ.uto _reate Componentél

Click the Auto Create Component button.

This course was defined in the Course Catalog with two components: a lecture and a
lab. At this point, only the default class section (the lecture) has been scheduled. To
schedule a lab, we must add a new class section.

The Auto Create Component button will create one new lab. This button can only be
used once per course. If we want more labs and/or lectures we must create them
manually (we'll see this later on).

Last changed on: 1/15/2008 5:20 PM
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Search:
| ®
[ My Favorites

[ University of Maine Systems
[- Self Service

> Campus Community

[ Student Recruiting

[- Student Admissions

[ Records and Enroliment

=~ Curriculum Management

[» Course Catalog

« Schedule of Classes

Home: Add to Favorites

New Window | Help | Ci Page |

[Lgge

Basic Data Meetings Enraliment Crirl hotes

Course ID: 014799 Course Offering Nbr:
Academic Institution: University Maine Presgue Isle

Term: 2008 Fall Underarad

Subject Area: BIO Biology

Catalog Nbr: 112

Class Sections

General Biology |

Auto Create Component

~ Class Search +Session: 1 @ RegularAcademic Session  Class Nbr: 0
Class Section: I “StartEnd Date: | 08/25/2008 [5 [12/18/2008 [
~Component: LAB Q| aporatory EventID:
o . Non-Enroll |+
e Class Type: *
Associations *Associated Class: 1
— Print Class Schedule Add Fee
1> Facility and Event Campus: UMPI
Information " V01939 Q P
| : resque Isle UMPI Campus N
I Instructor/Advisor Rgcauo 2 2 Schedule Print
- |{|Long:u;£ Course Administrator: Q et S
et Up N i ization: |-MAT-SCI
© Reporting Tools ‘Academic Organization: Q Wath and Science , 7
- PeopleTools Academic Group: IMATS UMPI Wath and Science Dynamic Date Calc Required
- Return to Portal
L M"F“.;'Eggﬂ;,‘l:ﬁm *Holiday Schedule: umso7 | & Presque Isle Academic Holidays [l Generate Class Mtg Attendance
— My Dictionary *Instruction Mode: P |Q On Site Classraom Sync Attendance with Class Mtg
o001 | 6L Interface Required
Primary Instr Section: 0001 =
Course Topic ID: Q
Equivalent Course Group
Course Equivalent Course Group:
Class Equivalent Course Group:

38.

Notice that we now have two class sections. This second section is a lab and is Non-
Enroll. Enter a Class Section ID in the Class Section field.

39.

Click the Meetings tab.
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Search: Mew Window | Help | C Page | B,
:l Basic Data Meetings Enroliment Cntrl Motes

[ My Favorites

[ University of Maine Systems
> Self Service Course ID: 014799 Course Offering Nbr: 1
> Campus Community Academic Institution: University Maine Presque Isle
Egg:: 5:::;‘2:‘0%5 Term: 2008 Fall Undergrad
Subject Area: BIO Biology

[ Records and Enroliment

=~ Curriculum Management

> Course Catalog

« Schedule of Classes
— Class Search

Catalog Nbr: 112 General Biology |

| Last

First K 2 o2

Session: 1 Regular Academic Session Class Nbr: 0
Component:  Laboratory

First (1 1 of 1 LX) Last

- Schedule Class

F[E=

Meetings
— Adjust Class Facility ID Capacity Pat MigStart Migknd M T W T F S S *Start/End Date
Associations aQ Q OO0 0O O O 0O losesizoos [ 121182008

— Print Class Schedule

[> Facility and Event
Information

I Instructor/Advisor
Information

[> Set Up SACR

> Reporting Tools

> PeopleTools

— Return to Portal

— My Personalizations

— My Dictionary

Topic ID: Q Free Format Topic: |
1 Print Topic On Transcript

1of4 L7l Last

First

Cus! e
Print Access Contact | Load Factor

v = =

First [

Instructors For Meeting Pattern

Prim In: +

10f1 L

ESave| .QRmurntnSearchl +[E] Previous | ¢|§Nmmst| Emnnfy|

Basic Data | Meetings | Enrollment Cntrl | Motes

Step | Action
40. | On the Meetings page you need to select the room and specify a meeting pattern for
the lab.

[
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Menu B
@

[ My Favorites
[ University of Maine Systems
[- Self Service
> Campus Community
[ Student Recruiting
[- Student Admissions
[ Records and Enroliment
=~ Curriculum Management
[» Course Catalog
« Schedule of Classes

— Schedule Class
Meetings

— Adjust Class
Assaociations
— Print Class Schedule
[> Facility and Event

Look Up Facility ID

SetiD: UMsS07

Facility ID: | begins with v ||

Building: begins with v | Q

Room: begins with + |

Description: | begins with v ||

Facility Type:| = v | v
Loak Up | Clear | Cancel ‘Eas\cLuokuu

Search Results

Add to Favorites Sign out

Hew Window | elp | B, 4

Information CCTR 11 Campus Center 118 Lecture Rm
[ Instructor/Advisor FOLS101A FOLS Folsom Hall 1014 Laboratary
DSEII"L(’;:’;“;“CBR”‘ FOLS101E FOLS 1018 FolsomHall 1018 Laboratory
» Reporting Tools FOLS102B FOLS 1028 Folsom Hall 1028 Laboratory
[> PeopleTools FOLS103A FOLS 103A Folsom Hall 103A Laboratory
— Return to Portal FOLS105 FOLS 105 Folsom Hall 105 Lecture Rm
— My Personalizations FOLS201 FOLS 201 Folsom Hall 201 Laboratory
|~ My Dictionary FOLS202 FOLS 202 Folsom Hall 202 Laboratory
FOLS203 FOLS 203 Folsom Hall203 Lecture Rm
FOLS204 FOLS 204 Folsom Hall 204 Lecture Rm
FOLS205 FOLS 205 Folsom Hall 205 Lecture Rm
FOLS206 FOLS 206 Folsom Hall 208 Lecture Rm
FOLS301 FOLS 301 Folsom Hall 301 Laboratory
FOLS302 FOLS 302 Folsom Hall 302 Laboratory
FOLS303 FOLS 303 Folsom Hall 303 Lecture Rm
FOLS304 FOLS 304 Folsom Hall 304 Laboratory
FOLS305 FOLS 305 Folsom Hall 305 Laboratory
HOSPHOSP HOSP  HOSP The Aroostook Medical Cen HOSP Labaratory
HOUL101 HOUL 101 Houlton Center 101 Lecture Rm
HOUL103 HOUL 103 Houlton Center 103 Lecture Rm
oy 4nd ol A04 Lol b 404 1 och =3 )
Step | Action

41.

Select a room from the list.

42.

Select a day or days for the lab to meet.

43.

Enter the desired information into the Mtg Start field. The system will automatically
enter a Meeting End time, but you can edit that value.
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> Campus Community

[ Student Recruiting

[- Student Admissions

[ Records and Enroliment

= Curriculum Management

> Course Catalog

« Schedule of Classes

— Schedule Class
Meetings
— Adjust Class
Assaociations
— Print Class Schedule
[> Facility and Event
Information
I Instructor/Advisor
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations

=
page | B

Mew Window | Help | C:

Basic Data Meetings Enrollment Cntrl Motes

Course ID: 014799 Course Offering Nbr: 1
Academic Institution: University Maine Presque Isle

Term: 2008 Fall Underarad

Subject Area: BIO Biology

Catalog Nbr: 112 General Biology |

| Last

First K 2 o2

Class Nbr: 0
Event ID:

Regular Academic Session
Component:  Laboratory

Session: 1
Class Section: 001L

| Last

First U

1 of 1

Find | View Al

F[E=

Facility ID Capacity Pat MigStart Migknd M T W T F S S *Start/End Date
FOLS202 Qg8 Q. [3:30PM | |5{30PM oono 0O 0O [ loeresizo0s [ [1211812008 [
FOLS 202 Topic ID: Q Free Format Topic: |

1 Print Topic On Transcript

— My Dictionary
=] Eavel SLRetun to Searchl +[8] Frevious in List | +E] Next in List | [=] Notify |
Basic Data | Meetings | Enrollment Cntrl | Motes
£
Action

44,

Click the Enrollment Cntrl tab.

Enroliment Cnitrl
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Search:
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[ University of Maine Systems
[- Self Service
> Campus Community
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[ Records and Enroliment
=~ Curriculum Management

[» Course Catalog

« Schedule of Classes

— Class Search

Schedule Class
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— Adiust Class
Assodiations
— Print Class Schedule
[> Facility and Event
Information
I Instructor/Advisor
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations

Home Add to Favorites Sign out
Mew Window | Help | C Page | &
BasicData | Meetings Enroliment Cntrl Notes
Course ID: 014799 Course Offering Nbr: 1
Academic Institution: University Maine Presgue Isle
Term: 2008 Fall Undergrad
Subject Area: BIO Biology
Catalog Nbr: 112 General Biology |

Session: 1
Class Section: 001L Component:

Class Type: Nen-Enroll

Auto Enroll from Wait List

*Consent: Requested Room Capacity:|

Find | View A1 First Kl 2.0r2 0 Last

Regular Academic Session  Class Nbr: 0
Labaratory Event ID:

Enroliment Status:

Enroliment Capacity:

Wait List Capacity:

— My Dictionary @ save ‘ L Return 1o Search | 1) +F] Nextin List | [=] Notify
Basic Data | Meetings | Enroliment Cnirl | Notes
Step Action

45.

In this example, the lecture section has an Enrollment Capacity of 36, which is
automatically copied into the capacity field for the lab. But the lab room has a
capacity of 18 (find this on the Meetings page). So the 36 in this example must be
changed to 18.

46.

Basic Data

Click the Basic Data tab.

In this example, we need to schedule a second lab section to handle the potential class
enrollment of 36.
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~ Maintain Schedule of Class Section: 001L “StartEnd Date: | 08/25/2008 5 [12118/2008 [
— Schedule Class *Component: 4B | aporatory EventID: 000022137
Meetings - s Non-Enroll |+
— Adjust Class Chssp=s a
Assaiations *Associated Class: 1
— Print Class Schedule Add Fee
> Facility and Event Campus: UMPI
Information " V01939 Q P
| : resque Isle UMPI Campus -
> Instructor/Advisor LEEtEDs g e Schedule Print
e 'I"LU ’g:“;é‘ Student Specific Permissions
e s “Academic Organization: MATSCI 2 yygih ang Science Include in Dynamic Date Calc
1> PeopleTools Academic Group: IMATS UMPI Math and Science Dynamic Date Calc Required
= ’IF;E‘FL:”" to Pcllnal' Generate Class Mtg Attendance
— My Personalizations .
— My Dictiona “Instruction Mode: P Q On Site Classroom Sync Attendance with Class Mtg
. - GL Interface Required
Primary Instr Section: 0001
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Equivalent Course Group b |
Course Equivalent Course Group:

Class Equivalent Course Group:

Class Attributes Customize | Find | Vies st [ g ora (M st

Course Attribute Course Attribute Value

Step

Action

47.

The Auto Create Component button can't be used for the second lab.

Click the Add a new row button.

48.

There are now 3 class sections defined.

By default, the section created by clicking Add a New Row is set up as a lecture
component.

49.

Enter the desired ID into the Class Section field.

50.

Change the Component field to the correct value.

ol.

Change the Class Type to Non-Enroll.
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52.

Click the Enrollment Cntrl tab.
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53.
previous row.

This time the system copied the correct Enrollment Capacity. It copied from the

54.

the Associated Class number.

With one lecture and two labs scheduled, the students enrolling in the lecture will have
a choice of which lab to take. Both labs are associated with the lecture section. They
will be displayed as Related class sections on the enrollment pages.

If there is a second lecture section scheduled, you can either set up a lab or labs
specific to that new lecture section, or you can set up all the labs for the course so the
students can choose regardless of which lecture section they enroll in.

This association of non-enroll components with enroliment components is handled via
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55.

We will demonstrate using the Associated Class field by scheduling a second lecture
and a lab for that lecture. Click the Add a new row button.

56.

As before, enter a Class Section ID in the Class Section field.

Enter "2"" in the Associated Class field. Every Enrollment section for a course needs
its own Associated Class number.

o7.

Now add another lab. Click the Add a new row button.

58.

Enter a Class Section ID. Select the Laboratory Component. Select Non-Enroll for
the lab's Class Type.
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59. Enter "2"" in the Associated Class field for the lab. This connects the second lecture

and this lab. Any student enrolling in the second lecture scheduled for this course will
have this as the only lab to enroll in.

If you want this lab to be available to students from both lecture sections, use the
special Associated Class number of "9999".

60. Click the Save button.

61. End of Procedure.
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