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Department Class Schedule Maintenance-011008 
 
 
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. 
 

 Please refer to: http://www.maine.edu/pdf/DeptClassSchedMaintenance-
0110 08_BP.pdf 

 

 Please refer to: http://www.maine.edu/pdf/DeptClassSchedMaintenance-
0110 08_QG.pdf 

 
  

Step Action 
1.   Navigate: Curriculum Management > Schedule of Classes > Maintain Schedule of 

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

  

 

 
Step Action 

3.   Click the Search button. 
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Step Action 

4.   Click an entry Search Results list. 
5.   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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Step Action 

6.   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 
button. 

 
7.   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 
desired session in the list. 
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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. 
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Step Action 

9.   The course in this example has 2 components: lecture (the enrollment component) and 
a lab (non-enrollment component).  
 
Click the Cancel button. 

 
10.   Click the Class Type list. 
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Step Action 

11.   The choices for Class Type are Enrollment and Non-Enroll. Select Enrollment 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. 
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Step Action 

12.   Click the Look up Instruction Mode button. 
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Step Action 

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

16.   Click the Meetings tab. 
 

  

 

 
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.  
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Step Action 
18.   Click the Look up Pat button. 

 
  

 

 
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. 
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Step Action 
21.   Click the Instructor Role list. 

 
  

 

 
Step Action 

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

26.   Click the Enrollment Cntrl tab. 
 

  

 

 
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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Step Action 

28.   Click the Consent list. 
 

  

 

 
Step Action 

29.   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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Step Action 

31.   Click the Look up Note Nbr button. 
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Step Action 

32.   Click an entry in the list of predefined notes. 
 

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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Step Action 

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

 

 
Step Action 

36.   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 
the system. 
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Step Action 

37.   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). 
 
Click the Auto Create Component button. 
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Step Action 

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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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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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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Step Action 

44.   Click the Enrollment Cntrl tab. 
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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.   In this example, we need to schedule a second lab section to handle the potential class 
enrollment of 36. 
 
Click the Basic Data tab. 

 
  



 

Process Document
Student Records: Dept Class Sched Maintenance-

011008 
 

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

Page 27

 

 
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. 
 

51.   Change the Class Type to Non-Enroll. 
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Step Action 

52.   Click the Enrollment Cntrl tab. 
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Step Action 

53.   This time the system copied the correct Enrollment Capacity. It copied from the 
previous row. 
 

54.   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 enrollment components is handled via 
the Associated Class number. 
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Step Action 

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. 
 

57.   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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Step Action 

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. 
 
  


