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How to Clear Cache
[image: image47.wmf]
Why do this? 
Each time you access a web page (i.e. move around the PeopleSoft components) you are storing those pages.  Eventually this will drag down page loading time…which could be misconstrued as a system processing issue.  

1. Open Internet Explorer [image: image1.png]
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Go  to Tools, Internet Options – Delete Files [image: image2.png]21|
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3. Make sure to check the Delete all offline context box and say OK. **This could take some time if you haven’t cleared cache in a while
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Printing the Class Schedule
 

Step A:  Creating or Finding a Run Control 

1. Log into the SA system 

2.  Navigate to:


Main Menu > Curriculum Management > Schedule of Classes > Print Class Schedule

3.  Add a run control by selecting the Add a New Value tab. Type your Student Administration user id into the Run Contorl ID Field and press the Add button.  Please Note:  If you have already created a run control id for this process, search for and select the value from the Find an Existing Value tab.
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Step B:  Print Class Schedule Options

Note:  If you have previously printed the class schedule, your selection criteria will default in.

1.  Enter in TCNJ1 for the Academic Institution

2.  Enter in the Term 

3.  Using the 

  select your department value for Academic Organization Node field value. To print the complete schedules of classes select the value of TCNJ1. 

3.  Enter in a Session value.  

4.  Schedule Print and Print Instructor in Schedule will default to Yes.  You can change these selections.

5.  Class Status of Active and Stop Enrl will default in checked.  You can change these selections.
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Step C:  Report Options 
1.  Select the Report Options tab.

2.  Select the Report Options 

[image: image7.png]Fle Edt View Favortes Took Help

=181

Ghack > - @ [0 | Qearch [ravortes Bivieds 3 | B+ S = [F & [

ke [t honio fn o935 sl PLOTEE I ESTABLI_COURSES RUNCTL_SR15CH0,GeL Pl

RTAL_ROOT OB3ECT HCSh_CURRICLN =] (P60 |1 +

Google | gl

earch - | 0 |2 popups okay | AF check

ok~ ]l P omins &

&) The College of New Jersey

= Sehedule of Classes
- Class Search
- Sthedule New Course
- Maintain Schedule of

Report Options

Newindow | belp | Custorze Page |

- Review Messane Log
& Roll Curriculum Data

Forward @save | QRetuto search | ] oty

b Enrollment Reguirements

© Combined Sections. Print Class Schedule | Report Options

b Dynarmic Dates

b Facility and Event
Information

b Class Roster =l

Classes
- Bchedule Class Run ControlID:  ALCARO ReportManager  Process Monitor <40
Meetings
- Adlust Class
Assoriations
~ Undate Sections of a Prwe e
Class [ Print Meeting Patterninstr [ Report Onty
— Class Event Table I Print Meeting Pattern Topic
I Print Class Attributes.
~ Exam Code Table =
~ Exam Code Table Repor HATOE@TSTS
- Generate Exam [¥ Print Global Notes
Schegue I Print Sections Combined
~ Class Notes Table =
 Class Notes Report Print Class Characteristics
- Class Notes Table I Print Class Enrollment Limits
Beport [ Print Class Nbr for Non-Enroll
~ Glohal Notes Table
_ Global Notes Table I Print Requirement Designation
Report I Print Reserve Capacities
- Resource Queus
Cleanup L

s add | | JEUpdeteDispiay

Eoone
Hstart || 1] & & @D (¥ D || Emboxfor

oMeeting ... [E]print Cla.. | How To's | EHow_To_.

[ [ [ [@ memet

DE¢N#AUY JES 12am




Step D:  Save the Report Request
1.  Select Save to save your selection criteria and report options.  The next time  print the Class Schedule, these selections will default in.  

Step E:  Process the Report Request
1.  Select the Run button (upper right of screen)

2.  The Process Scheduler Request screen will display.  

3.  Select PSUNX for the Server Name.  

4.  Select OK to process the report.
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5. It will bring you back to the Print Class Schedule page

Step F:  View the Class Schedule Report

1.  On the Print Class Schedule pages, select the link Report Manager (upper right of screen).  
2.  The Report Manager screen will display.  Select the Administration tab.  

3.  If your report status displays N/A, the report is still processing.  Give it another minute or two and then select the Refresh button to refresh the status.    If your report status displays Posted, the report is done processing and ready to be viewed and printed!  

4.  Select the report by clicking on the highlighted description, The report will open in Adobe Acrobat format.
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5.  To return to the Print Class Schedule page, select the link ‘Go back to Print Class Schedule ‘

Scheduling a Lecture with Lab component

When scheduling a lecture with a lab component, we will be using the following scheme for assigning section numbers:  All lecture sections will be identified with a letter, with the first lecture in the sequence beginning with ‘A’.   The corresponding labs will be identified with a numbering sequence beginning with ‘01’ and tied to the lecture by ending in the letter of the lecture.  So for example, Lecture section ‘A’ will correspond to Lab section ‘01A’, ‘02A’, ‘03A’ etc.  Lecture section ‘B’ will correspond to Lab section ‘01B’, ‘02B’, and ‘03B’, etc.  

Step A:  Pulling up the Course to be Scheduled

1. Log into the SA system 

2. If the course has not been yet been scheduled for the term, navigate to:

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

If you are making changes to a course that has already been scheduled, navigate to:


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

3.  Set Academic Institution equal to TCNJ1; Set Term equal to the term that is being scheduled; Set Subject Area and Catalog Nbr to the course that is being scheduled.  

4.  Press the Search Button

Step B:  Modify Basic Data
The class will first display the Basic Data page.  The following values will default in:  Session = 1 (Regular Academic Session); Component; Class Type; Associated Class; Academic Org; Academic Group; Holiday Schedule = ACAD; Instruction Mode = P; Schedule Print box is checked; Student Specific Permissions is checked; Start Date = Term Begin Date; End Date = Term End Date; Course Attribute; Course Attribute Value; Class Nbr = 0 
Creating the Lecture Component

1. Select the appropriate Session value for the course.  Note: The majority of courses are assigned to session value: 1 – Regular Academic Session


2.  Set the Class Section equal to 01 (if this is the first lecture being scheduled, otherwise, follow the sequence)


3.  Set the Component value equal to either appropriate lecture activity code that is associated with the course. For example: LDI for Discussion Lecture or LEC for Lecture.


4.  Set Class Type equal to Non-Enroll

5.  Set Associated Class equal to 1 (if this is the first lecture being scheduled, otherwise, follow the sequence)

6.  Set Campus equal to either Main or Global


7.  Verify Class Topic, Equivalent Course Group, & Class Attributes are correct
 

8.  Move to the Meetings tab on the top of the page and proceed to Step Three:  Setting up the Meeting Pattern.

Creating the Lab component 

1.  After entering in all the data (including the meeting pattern information) for the lecture component, go back to the Basic Data tab of the class and Click on the 


 button in Class Sections detail to add a new row.  


2.  Set the Class Section equal to 01A (if this is the first lab being scheduled for lecture A, otherwise, follow the sequence)


3.  Set the Component equal to LAB


4.  Set Class Type equal to Enrollment


5.  Set Associated Class equal to 1 (if this is the lab being scheduled for the lecture associated with 1, otherwise, follow the sequence)

6.  Set Campus equal to either Main or Global


7.  Move to the Meetings tab on the top of the page and proceed to Step Three:  Setting up the Meeting Pattern.

Step C:  Set up the Meeting Pattern & Instructors

1.  Click on the Meetings tab


2.  Set the Facility ID equal to the room that you are requesting (note, this does not guarantee the room).


3.  In the Pat field select a meeting pattern value by using the 




4.  Enter in the Meeting Start time and tab out of field.  The system will automatically calculate the Meeting End time. 


5.  Enter in the ID of the instructor on the Assignment tab.  If you do not know the ID, use  

the lookup (magnifying glass) to search for instructor ID.


6.  In the Instructors For Meeting Pattern section, set Access to Post.


7.  Select the Workload Tab

8.  Set Assign Type equal to Instructor

9.  Verify Load Factor.  For 1 instructor load factor equals %100.  For two instructors load factor equals 50% for each instructor.  For three instructors the load factor equals 33.3 for each instructor.  

10.  Verify Workload value.

11.  Leave the Auto Calc box checked.
12. Repeat this section for each lecture and lab section that you have added.
Step D:  Set up the Enrollment Controls  
Set up the Enrollment Controls for the Lecture component 
1.  Click on the Enrollment Cntrl tab

2.  After verifying defaults, leave all other fields on this tab blank

Set up the Enrollment Controls for the Lab component 

1.  Click on the Enrollment Cntrl tab

2.  Set 1st Auto Enroll Section = A (if you are associating this lab component with section A, otherwise, enter in the appropriate section letter).

3.  After verifying defaults, leave all other fields on this tab blank

Step E:  Save the Class
1. Select the Save button 


2. To add another lecture section or lab section for this course, navigate back to the Basic Data tab and click on the 


 button that is located under the Class Sections heading and follow the appropriate directions.

Scheduling a Lecture


When scheduling a seminar, sections should be identified using a numeric sequence beginning with ‘01’.  

Step A:  Pulling up the Course to be Scheduled

1. Log into the SA system 

2. If the course has not been yet been scheduled for the term, navigate to:

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

If you are making changes to a course that has already been scheduled, navigate to:


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

3.  Set Academic Institution equal to TCNJ1; Set Term equal to the term that is being scheduled; Set Subject Area and Catalog Nbr to the course that is being scheduled.  

4.  Press the Search Button

Step B:  Modify Basic Data
The class will first display the Basic Data page.  The following values will default in:  Session; Component; Class Type; Associated Class; Academic Org; Academic Group; Holiday Schedule = ACAD; Instruction Mode = P; Schedule Print box is checked; Student Specific Permissions is checked; Start Date = Term Begin Date; End Date = Term End Date; Course Attribute; Course Attribute Value; Class Nbr = 0 
Creating the Lecture component (the enroll component)
1. Select the appropriate Session value for the course.  Note: The majority of courses are assigned to session value: 1 – Regular Academic Session


2. Change the Class Section equal to 01 (if this is the first lecture being scheduled, otherwise, follow the sequence)


3.  Set the Component equal to SEM for Seminar

4.  Set Class Type equal to Enrollment

5.  Set Associated Class equal to 1 (if this is the first lecture being scheduled, otherwise, follow the sequence)

6.  Set Campus equal to either Main or Global


7.  Verify Class Topic, Equivalent Course Group, & Class Attributes are correct 

Step C:  Set up the Meeting Pattern & Instructors

1.  Click on the Meetings tab


2.  Set the Facility ID equal to the room that you are requesting (note, this does not guarantee the room).


3.  In the Pat field select a meeting pattern value by using the 




4.  Enter in the Meeting Start time and tab out of field.  The system will automatically calculate the Meeting End time.

5.  Enter in the ID of the instructor on the Assignment tab.  If you do not know the ID, use the lookup (magnifying glass) to search for instructor ID.


6.  In the Instructors For Meeting Pattern section, set Access to Post.

7.  Select the Workload Tab

8.  Set Assign Type equal to Instructor

9.  Verify Load Factor.  For 1 instructor load factor equals %100.  For two instructors load factor equals 50% for each instructor.  For three instructors the load factor equals 33.3 for each instructor.  

10.  Verify the value in the Workload field is correct.

11.  Leave the Auto Calc box checked.
Step E:  Save the Class
1. Select the Save button
 
2. To add another seminar section for this course, navigate back to the Basic Data tab and click on the 


 button that is located under the Class Sections heading. This will add a new row and go back to step two. 

Scheduling a Lecture with Conversation Hour Component

When scheduling a lecture with a conversation hour component, use the following scheme for assigning section numbers:  All lecture sections will be identified with a number, with the first lecture in the sequence beginning with ‘01’.  Section numbers for conversation hours will always follow this sequence: C1, C2, C3, etc.    

Step A:  Pulling up the Course to be Scheduled

1. Log into the SA system 

2. If the course has not been yet been scheduled for the term, navigate to:

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

If you are making changes to a course that has already been scheduled, navigate to:


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

3.  Set Academic Institution equal to TCNJ1; Set Term equal to the term that is being scheduled; Set Subject Area and Catalog Nbr to the course that is being scheduled.  

4.  Press the Search Button

Step B:  Modify Basic Data
The class will first display the Basic Data page.  The following values will default in:  Session; Component; Class Type; Associated Class; Academic Org; Academic Group; Holiday Schedule = ACAD; Instruction Mode = P; Schedule Print box is checked; Student Specific Permissions is checked; Start Date = Term Begin Date; End Date = Term End Date; Course Attribute; Course Attribute Value; Class Nbr = 0 
Creating the Lecture component (the enroll component)

1. Select the appropriate Session value for the course.  Note: The majority of courses are assigned to session value: 1 – Regular Academic Session

2. Change the Class Section equal to 01 (if this is the first lecture being scheduled, otherwise, follow the sequence)

3.  Set the Component equal either to LDI for Discussion Lecture or LEC for Lecture

4.  Set Class Type equal to Enrollment
5.  Set Associated Class equal to 1 (if this is the first lecture being scheduled, otherwise, follow the sequence)
6.  Set Campus equal to either Main or Global

7.  Verify Class Topic, Equivalent Course Group, & Class Attributes are correct 

8.  Move to the Meetings tab on the top of the page and proceed to Step Three:  Setting up the Meeting Pattern.

Creating the Conversation Hour component 

1.  After entering in all the data (including the meeting pattern information) for the lecture component, go back to the Basic Data tab of the class and Click on the [image: image16.png]




.  



 button in Class Sections detail to add a new row. Note:  If the course has already been scheduled and the component has already added, you do not need to click on the   
2.  Change the Class Section equal to C1 (if this is the first conversation hour being scheduled, otherwise, follow the sequence. . . C2, C3, etc.)

3.  Set the Component equal to CHR

4.  Set Class Type equal to non-enroll

5.  Set Associated Class equal to 9999
6.  Set Campus equal to Main or Global

7.  Move to the Meetings tab on the top of the page and proceed to Step Three:  Setting up the Meeting Pattern.

Step C:  Set up the Meeting Pattern & Instructors

1.  Click on the Meetings tab

2.  Set the Facility ID equal to the room that you are requesting (note, this does not 
guarantee the room).

3.  Select the Meeting Pattern value

4.  Enter in the Meeting Start time and tab out of field to have Meeting End time automatically calculated.

5.  Enter in the ID of the instructor on the Assignment tab.  If you do not know the ID, use  

the lookup (magnifying glass) to search for instructor ID.

6.  Set Access to Post In the Instructors For Meeting Pattern section

7.  Select the Workload Tab

8.  Set Assign Type equal to Instructor

9.  Verify Load Factor.  For 1 instructor load factor equals %100.  For two instructors load factor equals 50% for each instructor.  For three instructors the load factor equals 33.3 for each instructor.  
10.  Verify the value in the Workload field is correct.
11.  Leave the Auto Calc box checked.
Step D:  Set up the Enrollment Controls  
Set up the Enrollment Controls for the Lecture component (the non-enroll component)
1.  Click on the Enrollment Cntrl tab

2.  After verifying defaults, leave all other fields on this tab blank

1.  Click on the Enrollment Cntrl tab

2.  Set 1st Auto Enroll Section = A

3.  After verifying defaults, leave all other fields on this tab blank

Step E:  Save the Class
1. Select the Save button 
 Using Class Facility Usage 

Step A:  Pulling up the Facility

1. Log into the SA system 

2.  Navigate to:


Main Menu > Curriculum Management > Facility and Event Information > Class Facility Usage
3.  Set SetID to TCNJ1; Enter any information you have and click Search. Leave fields blank for a list of all values 
Step B:  Setting Term, Session, and Days

The facility will display with the following values defaulted in:  SetID; Facility ID; Room Capacity

1.  Enter in the Term, Session, and Day of the Week 
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Step C:  Fetch Class Meetings

1.  Select the Fetch Class Meetings button to retrieve and review the results
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 Deleting a Class in PeopleSoft

Step A:  Pull up the class that you would like to delete 

1. Log into the SA system 

2.  To delete a class that has already been scheduled, navigate to:


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

2.  Set Academic Institution equal to TCNJ1; Set Term equal to the term that is being scheduled; Set Subject Area and Catalog Nbr to the course that is being removed  

3.  Press the Search Button

Step B:  Deleting the Sections
Delete All Sections of the Class

1. To remove a class from the schedule, you must delete all sections.  From the basic data page, click on the   [image: image19.png]P ——s |
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 button next to each Class Section you want to delete.
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Step C:  Save the Class

1.  Select the Save button.  The class is removed from the schedule of classes.
Removing a Class Section in PeopleSoft 
Step A:  Finding the Class

1. Log into the SA system 

2.  To find a class that has already been scheduled, navigate to:


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

2.  Set Academic Institution equal to TCNJ1; Set Term equal to the term that is being scheduled; Set Subject Area and Catalog Nbr to the course that is being removed  

3.  Press the Search Button

Step B:  Deleting the Section
Select the Section of the Class to be Deleted

1. Select the section of the class to be deleted.

2. From the basic data page, click on the   [image: image21.png]P ——s |
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 button the system will display the following message:  “Delete Current/Selected Rows from this Page?  The delete will occur when the transaction is saved.”  Press OK button.  
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Step C:  Save the Class

1.  Select the Save button.  The section will be removed from the schedule of classes.
Scheduling a Lecture with a Fourth Hour
Depending on which part of the grid you use a fourth hour can be scheduled 30 minutes before or after the each class meeting.  Fourth hours also can be scheduled separately from the class meeting time on Wednesdays for 50 minutes.  Acceptable fourth hour meeting times are represented by lower case letters on the approved undergraduate day scheduling grid:

Undergraduate Day Scheduling Grid:

http://www.tcnj.edu/~recreg/documents/schedulegrid.pdf
Please consult the Undergraduate Day Scheduling Grid as you read through the following examples.

Example 1: 
A lecture component scheduled for grid section: A
Fourth hour scheduled prior to the lecture start time in grid section: a
1. For the lecture component of the course, click on the Meetings tab


2.  Select the Meeting Pattern value equal to: MR2 - MONDAY/THURSDAY- 110 MINUTES

3.  Enter in the Meeting Start equal to 8:00am.  The end time will automatically calculate and be set to 9:50am. The fourth hour is incorporated into the meeting pattern for the lecture:

Monday & Thursday from 8:00am to 8:30am – Fourth Hour

Monday & Thursday from 8:30am to 9:50am – Lecture 

 The meeting pattern of MR2 spans both grid sections “a” and “A.”  

Example 2: 
A lecture component scheduled for grid section: H
Fourth hour scheduled after the lecture end time in grid section: h/k


1.  For the lecture component of the course, click on the Meetings tab 


2.  Select the Meeting Pattern value equal to: TF2 - TUESDAY/FRIDAY- 110 MINUTES

3.  Enter in the Meeting Start equal to 2:00pm.  The end time will automatically calculate and be set to 3:50pm. The fourth hour is incorporated into the meeting pattern for the lecture. 

Tuesday & Friday from 2:00pm to 3:20pm – Lecture

Tuesday & Friday from 3:20pm to 3:50pm – Fourth Hour

The meeting pattern of TF2 spans both grid sections “H” and “h/k.”  

Example 3: 
A lecture component scheduled for grid section: B
Fourth hour scheduled for Wednesday morning in grid section: a/b
 

1.  For the lecture component of the course, click on the Meetings tab


2.  Select the Meeting Pattern value equal to: TF1 - TUESDAY/FRIDAY- 80 MINUTES

3.  Enter in the Meeting Start equal to 8:30am.  The end time will automatically calculate and be set to 9:50am. The meeting pattern of TF1 only calculates the meeting pattern of the lecture and does not include the fourth hour. 

4. Remain on the Meetings tab and verify that you are still working on same the lecture component and section. Click on the 

 button that is located under the Meeting Pattern heading:
 




5. When you click on the on the 

 button a new Meeting Pattern row is created. In the new meeting pattern row, elect the Meeting Pattern value equal to: W1 – WEDNESDAY – 50 MINUTES.

6.  Enter in the Meeting Start equal to 8:00am.  The end time will automatically calculate and be set to 8:50am. The meeting pattern of W only calculates the meeting pattern for the fourth hour.  

Tuesday & Friday from 8:30am to 9:50am – Lecture

Wednesday from 8:00am to 8:50am – Fourth Hour

In this example there are two meeting pattern rows: one for the lecture and one for the fourth hour.

Scheduling a Lecture

When scheduling a lecture section that does not have any other associated components (such as a conversation hour or lab) sections should be identified using a numeric sequence beginning with ‘01’.  

Step A:  Pulling up the Course to be Scheduled

1. Log into the SA system 

2. If the course has not been yet been scheduled for the term, navigate to:

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

If you are making changes to a course that has already been scheduled, navigate to:


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

3.  Set Academic Institution equal to TCNJ1; Set Term equal to the term that is being scheduled; Set Subject Area and Catalog Nbr to the course that is being scheduled.  

4.  Press the Search Button

Step B:  Modify Basic Data

The class will first display the Basic Data page.  The following values will default in:  Session; Component; Class Type; Associated Class; Academic Org; Academic Group; Holiday Schedule = ACAD; Instruction Mode = P; Schedule Print box is checked; Student Specific Permissions is checked; Start Date = Term Begin Date; End Date = Term End Date; Course Attribute; Course Attribute Value; Class Nbr = 0 
Creating the Lecture component (the enroll component)
1. Select the appropriate Session value for the course.  Note: The majority of courses are assigned to session value: 1 – Regular Academic Session


2. Change the Class Section equal to 01 (if this is the first lecture being scheduled, otherwise, follow the sequence)


3.  Set the Component value equal either appropriate lecture activity code that is associated with the course. For example: LDI for Discussion Lecture or LEC for Lecture.

4.  Set Class Type equal to Enrollment

5.  Set Associated Class equal to 1 (if this is the first lecture being scheduled, otherwise, follow the sequence)

6.  Set Campus equal to either Main or Global


7.  Verify Class Topic, Equivalent Course Group, & Class Attributes are correct 

Step C:  Set up the Meeting Pattern & Instructors

1.  Click on the Meetings tab


2.  Set the Facility ID equal to the room that you are requesting (note, this does not guarantee the room).


3.  In the Pat field select a meeting pattern value by using the 




4.  Enter in the Meeting Start time and tab out of field.  The system will automatically calculate the Meeting End time.


5.  Enter in the ID of the instructor on the Assignment tab.  If you do not know the ID, use the lookup (magnifying glass) to search for instructor ID.


6.  In the Instructors For Meeting Pattern section, set Access to Post.

7.  Select the Workload Tab

8.  Set Assign Type equal to Instructor

9.  Verify Load Factor.  For 1 instructor load factor equals %100.  For two instructors load factor equals 50% for each instructor.  For three instructors the load factor equals 33.3 for each instructor.  

10.  Verify the value in the Workload field is correct.

11.  Leave the Auto Calc box checked.
Step D:  Save the Class
3. Select the Save button
 
4. To add another lecture section for this course, navigate back to the Basic Data tab and click on the 


 button that is located under the Class Sections heading. This will add a new row and go back to step two. 

Scheduling a Lecture with a Design Block component

A.  Setting up a Design Block as the Enroll component so students are enrolled automatically into a corresponding lecture.


When scheduling a lecture with a design block component, we will be using the following scheme for assigning section numbers:  All lecture sections will be identified with a letter, with the first lecture in the sequence beginning with ‘A’.   The corresponding design block will be identified with a numbering sequence beginning with ‘01’ and tied to the lecture by ending in the letter of the lecture.  So for example, Lecture section ‘A’ will correspond to Lab section ‘01A’, ‘02A’, ‘03A’ etc.  Lecture section ‘B’ will correspond to Lab section ‘01B’, ‘02B’, and ‘03B’, etc.  

Step A:  Pulling up the Course to be Scheduled

1. Log into the SA system 

2. If the course has not been yet been scheduled for the term, navigate to:

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

If you are making changes to a course that has already been scheduled, navigate to:


Main Menu > Curriculum Management > Schedule of Classes >  Maintain Schedule of Classes Course.  

3.  Set Academic Institution equal to TCNJ1; Set Term equal to the term that is being scheduled; Set Subject Area and Catalog Nbr to the course that is being scheduled.  

4.  Press the Search Button

Step B:  Modify Basic Data
The class will first display the Basic Data page.  The following values will default in:  Session = 1 (Regular Academic Session); Component; Class Type; Associated Class; Academic Org; Academic Group; Holiday Schedule = ACAD; Instruction Mode = P; Schedule Print box is checked; Student Specific Permissions is checked; Start Date = Term Begin Date; End Date = Term End Date; Course Attribute; Course Attribute Value; Class Nbr = 0 
Creating the Lecture component (the non-enroll component)
1.  Change the Class Section equal to A (if this is the first lecture being scheduled, otherwise, follow the sequence)

2.  Set the Component equal either to LDI for Discussion Lecture or LEC for Lecture

3.  Set Class Type equal to Non-enroll
4.  Set Associated Class equal to 01 (if this is the first lecture being scheduled, otherwise, follow the sequence)
5.  Set Campus equal to Main
6.  Verify Class Topic, Equivalent Course Group, & Class Attributes are correct 

7.  Move to the Meetings tab on the top of the page and proceed to Step Three:  Setting up the Meeting Pattern.

Creating the Design Block component 

1.  After entering in all the data (including the meeting pattern information) for the lecture component, go back to the Basic Data tab of the class and Click on the 


 button in Class Sections detail to add a new row.  

2.  Change the Class Section equal to 01A (if this is the first design block being scheduled, otherwise, follow the sequence. . . 01A, 01B, etc.)

3.  Set the Component equal to DES

4.  Set Class Type equal to Enroll

5.  Set Associated Class equal to 1 (if this is the design block being scheduled for the lecture associated with 1, otherwise, follow the sequence)
6.  Set Campus equal to Main

7.  Move to the Meetings tab on the top of the page and proceed to Step Three:  Setting up the Meeting Pattern.

Step C:  Set up the Meeting Pattern & Instructors

1.  Click on the Meetings tab

2.  Set the Facility ID equal to the room that you are requesting (note, this does not 
guarantee the room).

3.  Select the Meeting Pattern value

4.  Enter in the Meeting Start time and tab out of field to have Meeting End time automatically calculated.

5.  Enter in the ID of the instructor on the Assignment tab.  If you do not know the ID, use  

the lookup (magnifying glass) to search for instructor ID.

6.  Set Access to Post In the Instructors For Meeting Pattern section

7.  Select the Workload Tab

8.  Set Assign Type equal to Instructor

9.  Verify Load Factor.  For 1 instructor load factor equals %100.  For two instructors load factor equals 50% for each instructor.  For three instructors the load factor equals 33.3 for each instructor.  
10.  Verify the value in the Workload field is correct.
11.  Leave the Auto Calc box checked.
Step D:  Set up the Enrollment Controls  
Set up the Enrollment Controls for the Lecture component (the non-enroll component)
1.  Click on the Enrollment Cntrl tab

2.  After verifying defaults, leave all other fields on this tab blank

Set up the Enrollment Controls for the Design Block component (enroll component)
1.  Click on the Enrollment Cntrl tab

2.  Set 1st Auto Enroll Section = A if you are associating this design block with section A; otherwise enter in the appropriate section letter
3.  After verifying defaults, leave all other fields on this tab blank

Step E:  Save the Class
1.  Select the Save button 

B.  Setting up a Design Block as the Non-enroll component so students can select which Design Block they want to enroll in.

When scheduling a lecture with a non-enroll design block component, use the following scheme for assigning section numbers:  All lecture sections will be identified with a number, with the first lecture in the sequence beginning with ‘01’.  Section numbers for design blocks will always follow this sequence: D1, D2, D3, etc.    

Step A:  Pulling up the Course to be Scheduled

1. Log into the SA system 

2. If the course has not been yet been scheduled for the term, navigate to:

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

If you are making changes to a course that has already been scheduled, navigate to:


Main Menu > Curriculum Management > Schedule of Classes >  Maintain Schedule of Classes Course.  

2.  Set Academic Institution equal to TCNJ1; Set Term equal to the term that is being scheduled; Set Subject Area and Catalog Nbr to the course that is being scheduled.  

3.  Press the Search Button

Step B:  Modify Basic Data
The class will first display the Basic Data page.  The following values will default in:  Session; Component; Class Type; Associated Class; Academic Org; Academic Group; Holiday Schedule = ACAD; Instruction Mode = P; Schedule Print box is checked; Student Specific Permissions is checked; Start Date = Term Begin Date; End Date = Term End Date; Course Attribute; Course Attribute Value; Class Nbr = 0 
Creating the Lecture component (the enroll component)
1. Select the appropriate Session value for the course.  Note: The majority of courses are assigned to session value: 1 – Regular Academic Session

2. Change the Class Section equal to 01 (if this is the first lecture being scheduled, otherwise, follow the sequence)

3.  Set the Component equal either to LDI for Discussion Lecture or LEC for Lecture

4.  Set Class Type equal to Enroll
5.  Set Associated Class equal to 01 (if this is the first lecture being scheduled, otherwise, follow the sequence)
6.  Set Campus equal to Main
7.  Verify Class Topic, Equivalent Course Group, & Class Attributes are correct 

8.  Move to the Meetings tab on the top of the page and proceed to Step Three:  Setting up the Meeting Pattern.

Creating the Design Block component 

1.  After entering in all the data (including the meeting pattern information) for the lecture component, go back to the Basic Data tab of the class and Click on the [image: image30.png]
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 button in Class Sections detail to add a new row. Note:  If the course has already been scheduled and the component has already added, you do not need to click on the   
2.  Change the Class Section equal to D1 (if this is the first conversation hour being scheduled, otherwise, follow the sequence. . . D2, D3, etc.)

3.  Set the Component equal to DES

4.  Set Class Type equal to non-enroll

5.  Set Associated Class equal to 9999
6.  Set Campus equal to Main

7.  Move to the Meetings tab on the top of the page and proceed to Step Three:  Setting up the Meeting Pattern.

Step C:  Set up the Meeting Pattern & Instructors

1.  Click on the Meetings tab

2.  Set the Facility ID equal to the room that you are requesting (note, this does not 
guarantee the room).

3.  Select the Meeting Pattern value

4.  Enter in the Meeting Start time and tab out of field to have Meeting End time automatically calculated.

5.  Enter in the ID of the instructor on the Assignment tab.  If you do not know the ID, use  

the lookup (magnifying glass) to search for instructor ID.

6.  Set Access to Post In the Instructors For Meeting Pattern section

7.  Select the Workload Tab

8.  Set Assign Type equal to Instructor

9.  Verify Load Factor.  For 1 instructor load factor equals %100.  For two instructors load factor equals 50% for each instructor.  For three instructors the load factor equals 33.3 for each instructor.  
10.  Verify the value in the Workload field is correct.
11.  Leave the Auto Calc box checked.
Step D:  Set up the Enrollment Controls  
Set up the Enrollment Controls for the Lecture component (enroll component)
1.  Click on the Enrollment Cntrl tab

2.  After verifying defaults, leave all other fields on this tab blank

Set up the Enrollment Controls for the Design Block component (the non-enroll component)
1.  Click on the Enrollment Cntrl tab

3.  After verifying defaults, leave all other fields on this tab blank

Step E:  Save the Class
1.  Select the Save button 

 Using the Resource Queue Cleanup

The Resource Queue Cleanup is a utility that unlocks a record.  A locked record occurs when two users input facility information into a class and save the record at the same time.  Though it happens infrequently, you may receive a message that the record or resource is locked.  To clear the locked record, you will have to cancel out of the class (you will not be able to save your changes), go to this utility and follow this process. Once the record is unlocked, you will be able to go back into the class.
Step A:  Unlocking the Resource

1. Log into the SA system 

2.  Navigate to:


Main Menu > Curriculum Management > Schedule of Classes > Resource Queue Cleanup
3.  Select Search.  You do not need to enter a Resource Name.
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4.  The locked record will display.  Select the locked record and select Unlock

Removing a Class Section in PeopleSoft 

Step A:  Finding the Class

1. Log into the SA system 

2.  To find a class that has already been scheduled, navigate to:


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

2.  Set Academic Institution equal to TCNJ1; Set Term equal to the term that is being scheduled; Set Subject Area and Catalog Nbr to the course that is being removed  

3.  Press the Search Button

Step B:  Deleting the Section
Select the Section of the Class to be Deleted

3. Select the section of the class to be deleted.

4. From the basic data page, click on the   [image: image32.png]P ——s |
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 button the system will display the following message:  “Delete Current/Selected Rows from this Page?  The delete will occur when the transaction is saved.”  Press OK button.  
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Step C:  Save the Class
1.  Select the Save button.  The section will be removed from the schedule of classes.
 Reserve Seats for a Specific Student Population in the SA System

The SA system allows you to reserve seats for a specific segment of the student population.  The system allows you adjust the reserved seating caps by entering rows of data. In order to set various reserve enrollment capacities, or to discontinue the reserve capacity as of a certain date, you can add rows for the same requirement group with a later effective date

For example: 

· A lecture course has a total enrollment capacity of 34


· Beginning April 4, 2007 - 10 out of the 34 Seats are reserved for seniors.


· Beginning August 28, 2007 – Release any of the remaining seats that have been reserved for seniors to the general student population. 

 Navigation:

· If the course has not been yet been scheduled for the term, navigate to:

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

· If you are making changes to a course that has already been scheduled, navigate to:

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

Step 1:  Reserve 10 Seats for Seniors 
1)   Click on the Reserve Cap tab. Verify that you are on the appropriate class component and section  

2) Reserve Capacity Sequence = 1

3) Enter a Start Date = 04/04/2007

4) For Requirement Group: Use the 

  select the reserve criteria, .i.e Reserved for Seniors

5) Set the Cap Enrl field equal to 10

Step 2:  Release Any Remaining Seats that are Reserved for Seniors 
1) Verify that you are on the appropriate class component and section.

2) Under Reserve Capacity Requirement Group heading for Reserve Capacity Sequence = 1, click on the 

 button.
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3) On the row you just created, enter a Start Date = 07/03/2007

4) For Requirement Group: Use the 

  select the reserve criteria, .i.e Reserved for Seniors

5) Set the Cap Enrl field equal to 0
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Scheduling a Lecture

When scheduling a lecture section that does not have any other associated components (such as a conversation hour or lab) sections should be identified using a numeric sequence beginning with ‘01’.  

Step A:  Pulling up the Course to be Scheduled

1. Log into the SA system 

2. If the course has not been yet been scheduled for the term, navigate to:

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

If you are making changes to a course that has already been scheduled, navigate to:


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

2.  Set Academic Institution equal to TCNJ1; Set Term equal to the term that is being scheduled; Set Subject Area and Catalog Nbr to the course that is being scheduled.  

3.  Press the Search Button

Step B:  Modify Basic Data
The class will first display the Basic Data page.  The following values will default in:  Session; Component; Class Type; Associated Class; Academic Org; Academic Group; Holiday Schedule = ACAD; Instruction Mode = P; Schedule Print box is checked; Student Specific Permissions is checked; Start Date = Term Begin Date; End Date = Term End Date; Course Attribute; Course Attribute Value; Class Nbr = 0 
Creating the Lecture component (the enroll component)
1. Select the appropriate Session value for the course.  Note: The majority of courses are assigned to session value: 1 – Regular Academic Session


2. Change the Class Section equal to 01 (if this is the first lecture being scheduled, otherwise, follow the sequence)


3.  Set the Component equal to the appropriate lecture activity code associated with the course. For example: LDI for Discussion Lecture or LEC for Lecture.


4.  Set Class Type equal to Enrollment

5.  Set Associated Class equal to 1 (if this is the first lecture being scheduled, otherwise, follow the sequence)
6.  Set Campus equal to either Main or Global


7.  Verify Class Topic, Equivalent Course Group, & Class Attributes are correct 

Step C:  Set up the Meeting Pattern & Instructors

1.  Click on the Meetings tab


2.  Set the Facility ID equal to the room that you are requesting (note, this does not guarantee the room).


3.  Select the Meeting Pattern value


4.  Enter in the Meeting Start time and tab out of field to have Meeting End time automatically calculated.


5.  Enter in the ID of the instructor on the Assignment tab.  If you do not know the ID, use the lookup (magnifying glass) to search for instructor ID.


6.  In the Instructors For Meeting Pattern section, set Access to Post.

7.  Select the Workload Tab

8.  Set Assign Type equal to Instructor

9.  Verify Load Factor.  For 1 instructor load factor equals %100.  For two instructors load factor equals 50% for each instructor.  For three instructors the load factor equals 33.3 for each instructor.  

10.  Verify the value in the Workload field is correct.

11.  Leave the Auto Calc box checked.
Step D:  Save the Class
5. Select the Save button
 
6. To add another lecture section, navigate back to the Basic Data tab and click on the 


 button that is located under the Class Sections heading. This will add a new row and go back to step two. 

Scheduling a Topics Class

Step A:  Pulling up the Course to be Scheduled

1. Log into the SA system 

2. If the course has not been yet been scheduled for the term, navigate to:

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

If you are making changes to a course that has already been scheduled, navigate to:


Main Menu > Curriculum Management > Schedule of Classes >  Maintain Schedule of Classes Course.  

2.  Set Academic Institution equal to TCNJ1; Set Term equal to the term that is being scheduled; Set Subject Area and Catalog Nbr to the course that is being scheduled.  

3.  Press the Search Button

Step B:  Modify Basic Data
The class will first display the Basic Data page.  The following values will default in:  Session = 1 (Regular Academic Session); Component; Class Type; Associated Class; Academic Org; Academic Group; Holiday Schedule = ACAD; Instruction Mode = P; Schedule Print box is checked; Student Specific Permissions is checked; Start Date = Term Begin Date; End Date = Term End Date; Course Attribute; Course Attribute Value; Class Nbr = 0 
Creating the Lecture component (the enroll component)
1.  Change the Class Section equal to 01 (if this is the first lecture being scheduled, otherwise, follow the sequence)

2.  Set the Component equal either to LDI for Discussion Lecture or LEC for Lecture

3.  Set Class Type equal to Enroll
4.  Set Associated Class equal to 01 (if this is the first lecture being scheduled, otherwise, follow the sequence)
5.  Set Campus equal to Main
6.  Verify Class Topic, Equivalent Course Group, & Class Attributes are correct 

7.  Move to the Meetings tab on the top of the page and proceed to Step Three:  Setting up the Meeting Pattern.

Creating the Conversation Hour component 

1.  After entering in all the data (including the meeting pattern information) for the lecture component, go back to the Basic Data tab of the class and Click on the 


 button in Class Sections detail to add a new row.  

2.  Change the Class Section equal to C1 (if this is the first conversation hour being scheduled, otherwise, follow the sequence. . . C2, C3, etc.)

3.  Set the Component equal to CHR

4.  Set Class Type equal to non-enroll

5.  Set Associated Class equal to 9999
6.  Set Campus equal to Main

7.  Move to the Meetings tab on the top of the page and proceed to Step Three:  Setting up the Meeting Pattern.

Step C:  Set up the Meeting Pattern & Instructors

1.  Click on the Meetings tab

2.  Set the Facility ID equal to the room that you are requesting (note, this does not 
guarantee the room).

3.  Select the Meeting Pattern value

4.  Enter in the Meeting Start and Meeting End value

5.  Enter in the ID of the instructor on the Assignment tab.  If you do not know the ID, use  

the lookup (magnifying glass) to search for instructor ID.

6.  Set Access to Post In the Instructors For Meeting Pattern section

7.  Select the Workload Tab

8.  Set Assign Type equal to Instructor

9.  Verify Load Factor.  For 1 instructor load factor equals %100.  For two instructors load factor equals 50% for each instructor.  For three instructors the load factor equals 33.3 for each instructor.  
10.  Verify the value in the Workload field is correct.
11.  Leave the Auto Calc box checked.
Step D:  Set up the Enrollment Controls  
Set up the Enrollment Controls for the Lecture component (the non-enroll component)
1.  Click on the Enrollment Cntrl tab

2.  After verifying defaults, leave all other fields on this tab blank

1.  Click on the Enrollment Cntrl tab

2.  Set 1st Auto Enroll Section = A

3.  After verifying defaults, leave all other fields on this tab blank

Step E:  Save the Class
1.  Select the Save button 

Scheduling a Lecture with Conversation Hour component

 I.  Scheduling a Lecture with Conversation Hour component

When scheduling a lecture with a conversation hour component, use the following scheme for assigning section numbers:  All lecture sections will be identified with a number, with the first lecture in the sequence beginning with ‘01’.  Section numbers for conversation hours will always follow this sequence: C1, C2, C3, etc.    

Step A:  Pulling up the Course to be Scheduled

1. Log into the SA system 

2. If the course has not been yet been scheduled for the term, navigate to:

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

If you are making changes to a course that has already been scheduled, navigate to:


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

3.  Set Academic Institution equal to TCNJ1; Set Term equal to the term that is being scheduled; Set Subject Area and Catalog Nbr to the course that is being scheduled.  

4.  Press the Search Button

Step B:  Modify Basic Data
The class will first display the Basic Data page.  The following values will default in:  Session; Component; Class Type; Associated Class; Academic Org; Academic Group; Holiday Schedule = ACAD; Instruction Mode = P; Schedule Print box is checked; Student Specific Permissions is checked; Start Date = Term Begin Date; End Date = Term End Date; Course Attribute; Course Attribute Value; Class Nbr = 0 
Creating the Lecture component (the enroll component)
1. Select the appropriate Session value for the course.  Note: The majority of courses are assigned to session value: 1 – Regular Academic Session


2. Set the Class Section equal to 01 (if this is the first lecture being scheduled, otherwise, follow the sequence)


3.  Set the Component value equal either appropriate lecture activity code that is associated with the course. For example: LDI for Discussion Lecture or LEC for Lecture.


4.  Set Class Type equal to Enrollment

5.  Set Associated Class equal to 1 (if this is the first lecture being scheduled, otherwise, follow the sequence)
6.  Set Campus equal to either Main or Global


7.  Verify Class Topic, Equivalent Course Group, & Class Attributes are correct 


8.  Move to the Meetings tab on the top of the page and proceed to Step Three:  Setting up the Meeting Pattern.

Creating the Conversation Hour component 

1.  After entering in all the data (including the meeting pattern information) for the lecture component, go back to the Basic Data tab.  If the conversation hour does not already exist, click on the 


 button that is located under the Class Sections heading. This will add a new row.  Enter in the following values:

2.  Change the Class Section equal to C1 (if this is the first conversation hour being scheduled, otherwise, follow the sequence. . . C2, C3, etc.)


3.  Set the Component equal to CHR


4.  Set Class Type equal to non-enroll


5.  Set Associated Class equal to 9999

6.  Set Campus equal to Main or Global


7.  Move to the Meetings tab on the top of the page and proceed to Step Three:  Setting up the Meeting Pattern.

Step C:  Set up the Meeting Pattern & Instructors

1.  Click on the Meetings tab


2.  Set the Facility ID equal to the room that you are requesting (note, this does not guarantee the room).


3.  In the Pat field select a meeting pattern value by using the 




4.  Enter in the Meeting Start time and tab out of field.  The system will automatically calculate the Meeting End time.


5.  Enter in the ID of the instructor on the Assignment tab.  If you do not know the ID, use  

the lookup (magnifying glass) to search for instructor ID.


6.  In the Instructors For Meeting Pattern section, set Access to Post.

7.  Select the Workload Tab

8.  Set Assign Type equal to Instructor

9.  Verify Load Factor.  For 1 instructor load factor equals %100.  For two instructors load factor equals 50% for each instructor.  For three instructors the load factor equals 33.3 for each instructor.  

10.  Verify the value in the Workload field is correct.

11.  Leave the Auto Calc box checked.
Step D:  Save the Class
1.  Press the Save button 

Topics classes without selected topics

Topics class details are listed on the ‘basic data’ tab in the Maintain Schedule of Classes menu or the Schedule New Course menu.  The topic for the particular class appears like the example below.
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The choice of possible topics (from the course catalogue) appears when you click on the magnifying glass.  
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A course designated as a ‘topics course’ in the catalogue, will have one or more individual topics associated with it.  When a class is scheduled for such a course, the appropriate topics must be identified, even if there is only a single option.  [The topic will appear in self-service during the registration process.]  

When a topic is not associated with a scheduled class, a warning appears every time you try to save that class.  
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In fact, the warning appears for every section of that class that has no associated topic, regardless of the individual section you are saving.  The save will occur but you will have to page through a warning for each and every section without an associated topic.  If you have 17 sections of the class without designated topics, you will have to hit ‘ok’ 17 times to finish saving the one section you are working with.  It is much easier to make sure that the appropriate topic is assigned to the class.  

Sent to R&R 2/18/08 for possible newsletter inclusion.  
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