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1. Summary of the Scheduling Process

To reduce data entry for Dept Class Schedulers, active classes are “rolled over” each Term from the previous year in PeopleSoft
(Spring from the previous year rolls over into Spring of the next year, and Fall of the previous year into Fall of the next year,
etc.).

Department Class Schedulers are notified when they can begin making changes to the schedule for the new Term. Generally,
the database remains open for changes for about 2-4 weeks.

The Steps Navigation in PS Admin
1 A course must be in the Course Catalog before you can Main Menu > Curriculum Management > Course
schedule it. Much of the information that displays on the Catalog > Course Catalog

scheduling pages defaults from here. Information includes:
Description, Course units, Grading, Consent required, DEC
Category, Offerings, Components, etc.

2 The first step in the scheduling process is to print an MS Main Menu > SBU > SBU Student Records >
Review (Master Schedule Review) report to get a clear sense | Curriculum Management > Scheduling Reports
of what courses and what sections have been “rolled over”
from the previous year.

3 If you have any new instructors that will be teaching classes Main Menu > Curriculum Management > Instructor
for your department you must make sure that they are Advisor Information > Instructor/Advisor Table
“Active” in the Instructor Advisor Table and that your
department is listed on the Approved Courses page. If your
department is not listed you can add it.

4 Using the MS Review report as a guide, update the Schedule of | Main Menu > Curriculum Management > Schedule
Classes to reflect any changes for the new Term: of Classes > Maintain Schedule of Classes

* Add/delete instructors

* Change the room

* Change the days/time

* Add more sections

* Change the Enrollment Cap

* Inactivate sections that will not be offered in the new

Term
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The Steps

Navigation in PS Admin

If you have sections of a course that are not being offered this
Term change the Status to “Inactive”. Do not delete them! This
is done on the Enrollment Control page in Maintain
Schedule of Classes.

Remember to change the Enrollment Cap to “0” and delete
all of the instructor rows. If it's a combined course make
sure you notify the co-offering department.

If your classes require Department or Instructor Consent
make sure that they are setup appropriately. This information
can be found on the Enrollment Control page in Maintain
Schedule of Classes.

Cross-listed Courses - New course combinations must be
approved by the Dean’s office first. Then they are linked by the
Registrar’s Office. You can view the list in the Combined
Sections Table.

You cannot update the instructor, room and meeting
days/times in Maintain Schedule of Classes for combined
sections. You must go to the Schedule Class Meetings page to
update this information. Remember to coordinate all updates
with the co-offering department!

You cannot change the Enrollment Capacity for combined
sections in Maintain Schedule of Classes. You must go to the
Update Sections of a Class page to do this.

Main Menu > Curriculum Management > Combined
Sections > Combined Sections Table

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

Main Menu > Curriculum Management > Schedule
of Classes > Update Sections of a Class

For multi-component courses or courses with many sections,
it’s easier to set auto enroll/associated class information,
enrollment caps and totals, waitlist caps and totals when you
can see all of the sections listed together on the Update
Sections of a Class page.

Main Menu > Curriculum Management > Schedule
of Classes > Update Sections of a Class
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department print an Enrollment Report throughout the
enrollment period.

7 If a course was not offered in the Term that was “rolled over,” Main Menu > Curriculum Management > Schedule
then you will have to add it as a “new course” for this Term. Go | of Classes > Schedule New Course
to the Schedule New Course component to do this.

8 If you want to enforce pre-requisite screening for a class, you | Main Menu > Curriculum Management > Schedule
must make sure that this option is selected in the Adjust Class | of Classes > Adjust Class Associations
Associations page.

9 If you have many sections of tutorial courses, use the SU Copy | Main Menu > SBU > SBU Student Records > Report
Dept Class Instr process to copy the instructor information > SU Copy Dept Class Instr
from the “master class” to all sections of the tutorial courses.

This will save a lot of time.

10 When you are finished scheduling for the new Term, print the | Main Menu > SBU > SBU Student Records > Report
Dept Class Validation Report to see if there are any errors. > SU Dept Class Validation
Correct your errors in Maintain Schedule of Classes, and then
print the Dept Class Validation Report again until you see no
errors.

Call the Scheduling staff in the Registrar’s Office if you need
assistance.

11 Print the class schedule in a grid format. It’s easy to view this | Main Menu > SBU > SBU Student Records > Report
way. > SU Crse Schedule Sheets

12 Print the class schedule in a publication format so that you Main Menu > SBU > Curriculum Management >
can post it on your website and print it as a pdf file. Report > Scheduling Reports

(select Printed Class Schedule as the Report
Type)

13 Print meeting vector counts to see how your class schedule Main Menu > SBU > SBU Student Records > Report
days/times are distributed. > SU Meeting Vector Counts

14 View your Instructor Schedules. Main Menu > Curriculum Management >

Instructor/Advisor Information > Instructor
Schedule
15 To monitor enrollment statistics for all classes in your Main Menu > SBU > SBU Student Records >

Curriculum Management > Scheduling Reports
(select Enrollment Report as the Report Type)

Training and Development 632-3648
http://it.stonybrook.edu

p5o0f133
6/7/13




16 Give students permission to register for classes where consent | Main Menu > Records and Enrollment > Term
is required or to override a class that is closed or pre-reqs that | Processing > Class Permissions > Class Permission
are not met.
17 Print Class Rosters and, once grades are submitted, print Main Menu > SBU > SBU Student Records >
Grade Rosters. Curriculum Management > Class Rosters
18 After the “enrollment snapshot,” the class schedule in Email Janelle Clarke in the Registrar’s Office to
PeopleSoft will be opened for final editing. Run a Class request access to SBU Reporting.
Schedule Audit Report in SBU Reporting to see if instructor
or class meeting information is missing. If it is, add the
information in Maintain Schedule of Classes. It is required for
instructional workload analysis.
19 View the Unmet Demand Analysis reports to determine Main Menu > SBU > SBU Unmet Demand > Inquire

whether additional sections of a course are needed or
enrollment caps should be increased next year.

>

Unmet Demand Analysis

Unmet Demand Comb Sec Analysis
Unmet Demand Section Analysis
Unmet Demand by Subject

VVVY
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2. Print an MS Review or a Class Enrollment Report

The Master Schedule Review (MS Review) is the Excel report that you use to review all of the
classes that you have scheduled for the specified term.

The Class Enrollment Report (Excel or pdf) gives you the enrollment statistics for your classes in
the specified term.

Navigation:

SBU > SBU Student Records > Curriculum Management > Scheduling Reports

If you already have a Run Control ID, click Search
and then choose the Run Control ID from the list
Search by: Run Control ID begins with | (as shown in this example).

[T case Sensitive

Search | dvanced Search

Search Results

Wiew All First 10f1 Last
[un CantraliDLanguage Code
nsrepors English

If you do not have a Run Control ID, click the
B Add a New Value tab and add the new Run

Run Control ID: psreports Control ID (we suggest that you call it
’ MSREVIEW for your msreview reports and
Add PSREPORTS for other reports).

Find an Existing Value | Add a New Value
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This will bring you to the Scheduling Reports page:
Scheduling Reports |

Run Control ID:  psreports Report Manager Process Monitor Run |

Report Options

@ Master Schedule Review _) Enroliment (PDF)
_) Printed Class Schedule _) Enroliment (CSV)
Academic Institution: USBNY @ SUNY at Stony Brook
*Term: 1088 Q Fall 2009
Academic Organization Node:
Subject Area: WRT Q Writing
Session: v
*Schedule Print: Yes v
*Print Instructor in Schedule: Yes v
Academic Career: v Active Cancelled
Inactive Tentative
Campus: v
Location Code > Class Component Selection

& save | L Return to Search l

Enter the parameters for your report:

1. Select the Report Type from Available Report Types — The Master Schedule Review
report is generated in .csv format (Excel). The Enrollment report can be generated in
either .csv format (for Excel) or .pdf format (Adobe Acrobat).

From Selection Criteria:

2. Enter the Term.

3. Select one of the following:

* Academic Organization Node - click the Lookup button gJ and select the
department. This report will give you all classes in your department.

* Subject Area - enter the 3-character Subject Area Code if you want to see only the
classes in a particular Subject Area.

IMPORTANT! If you have a value in the Academic Organization Node field the
Subject Area field will gray out and vise versa. This is because only one of these
fields is allowed at a time in this search. If you want to make the grayed out field
active, you must delete the value in the other field and then press TAB

[—
Tab

-
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4. Select the Academic Career; otherwise, leave this field blank and your report will
include classes for all Academic Careers.

5. If you want the report to include classes for a specific Campus (or Distance Learning),
select the Campus and Location Code. Otherwise, leave this field blank.

6. If you want only specific components, click the Class Component Selection link, enter
each class component, and then click OK. Otherwise, your report includes all
components.

7. Select the Class Status for the classes that you want to include in your report (Active,
Inactive, Cancelled, Tentative).

8. Go to the Report Options tab and select the fields that you would like included in your

report. For your Final MS Review (after scheduling), we recommend including the
following fields (checked in the image below):

Scheduling Reports

Run Control ID: MSREVIEW Report Manager Process Monit

Print Class Nbr # Print Reserve Capacity Data

# Print Course Title Print Sections Combined Info
Print Course Description @I Print Waitlist Capacities
# Print Requirement Designation ™ Print Instructor
Print Units Print Complete Instr Info
# Print Session Code # Print Enroliment Data
[Q]Prlm Campus Print Requested Room Capacity
 Print Location  Print Facility Information
[Q]Prlm Auto Enroll 1 Print Academic Group
# Print Auto Enroll 2 # Print Consent
@IPrlm Associated Class Print Course Attributes
Print Class Notes Print Ownership

™ Print Requisites
# Print Class Status

In particular, check
* Location (especially for courses not on main campus)
* Associated Class (should be same as section # or 9999 for auto enroll sections)
* Requisites (verify accuracy and if enforced as required)
* Reserve Capacity Data (check reserves and capacities)
* Facility Information (review room and be sure enroll cap doesn’t exceed room cap)
* Consent (check accuracy of consent to enroll: dept, instructor, or no consent)

9. Click the Run button. Your request is sent to be processed on the server.
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To retrieve your report:
1. Click Report Manager to go to the Reports

Scheduling Reports Report Options

Run Control ID:  psreports Report Manager

Process Monitor Run

Available Report Types
(©) Master Schedule Review @ Enroliment (PDF)
() Printed Class Schedule () Enroliment (CSV)

Selectinn Criteria

2. Your report will only be listed in the Report List once the process has run successfully on

the server.

3. Click Refresh repeatedly until the Status columns changes to Posted.
4. You can open the report when the Status column says Posted. To do so, click on Details

Administration Archives

\fiew Reports For

User ID: SRDPTSCH Type: P v Last: ﬁ Days Refresh

Status: ¥ Folder: ~ Instance: |

Report |Prcs . =
Request Date/Time
D Instance Description Request Date/Time |Format

10/23/2009
12:50:34PM

885188 3507195 Scheduling Reports

Report List Customize | Find | View A1 | B8

Acrobat (*.pdf)

to: | '
First (4] 1.4 of 4 [¥] Last

’Status ‘Details

| Posted Details

Report Detail

Report ID: 885184 Process Instance: 3507191
Name: SU_SR012 Process Type: SOR Report
Run Status: Success

Scheduling Reports

Distribution Details

Distribution Node: psnsrepos2 Expiration Date: 1152

File List
Hame File Size
CLSSCHED.CSV
su sr012 3507191 .out 24 341 11
Distribute To
Distribution ID Type *Distribution ID
User SRDPTSCH
oK Cancel
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If the report is in .csv format, it can be saved and opened in Excel.

"File Download @

Do you want to open or save this file?

@ ] Name: CLSSCHED.CSY
[H]

Type: Microsoft Office Excel 97-2003 Worksheet
From: psns.cc.stonybrook.edu

Open ] [ Save J [ Cancel

[V] &lways ask before opening this type of file

’ N | While files from the Internet can be useful, some files can potentially
g harm your computer. |f you do not trust the source, do not open or
~ save this file. ‘What's the risk?

After saving, cancel out of the Report Detail window.

Click Go back to Scheduling Reports to return to that page.

If the report is in .pdf format, it will open in Adobe Acrobat.

At this dialog box click Save.

=] Saveacop‘ it @ nai @ search |- 1Y " Review & Commert ~  Sign ~
M I:’[’]Se\ecw @R - DO0e s - e 0D
. >
~
05/27/2004 Course Enrollment Report Pagel  of 14
Subj CRS Course Title Sctn Sessn Stat EnrlCap CurE. W.Cap WL. Enrl

CSE 101 Intro to Computers & Info Tech

N Layers “_signatures “_Bookmarks

B N 60 30 20 0

Lo1 B E 30 17 10 0

L02 B E 30 13 10 0
60 (30) 30 20 (20)

Click the Print button to print the report.

Click the Close button (X) in the upper right corner of the Adobe window to close it.

Cancel out of the Report Detail window.

Click Go back to Scheduling Reports to return to that page.
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3. Add New Instructors to the Instructor/Advisor Table

In order to assign people as instructors for your classes, they must be in the
Instructor/Advisor Table, they must have an Active status, the Effective Date must be
before the start of the Term that you are assigning them to, and your department must be
in their list of Acad Orgs on the Approved Courses page.

New faculty are initially setup by Human Resources with the hiring department as the
Approved Courses Acad Org.

Navigation:
Main Menu > Curriculum Management > Instructor Advisor Information >
Instructor/Advisor Table

Instructor/Advisor Table

Enter any information you have and click Search. Leave fields blank for g ’
! ! Enter the person’s Stony Brook ID

[ Find an Existing Value and click Search.

ID: [begins with =] [100200300 If you do not know the Stony Brook
ID, enter the Last Name and First
Name and click Search. Note:
Some people may have the same

Campus ID:I begins with | |

National ID: | begins with ||

Last Name: | begins with LH first and last names. The most
First Name: | begins with || accurate way to search is with
I Include History I~ Correct History Stony Brook ID.
Search | Clear l Basic Search Save Search Criteria
Prepared by Training and Development 632-3648 p.12
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On this page you are viewing the most current Effective Dated row. Make sure the Status
says “Active” and the Instructor Available says “Available.” You do not have to change

anything on this page yet.

[ Instructor/Advisor Table \_ Approved Courses |

- ~J - LR * *

Instructor Details Find | View All First [«] 10f1 [»] Last
*Effective Date: |03/23/2007 Bl +status: IACﬁ"e :l' =
*Instructor Type: | =l I Advisor
*Academic Institution: Im Q SUNY at Stony Brook
*Primary Acad Org: IPOUSC' Q Political Science
*Instructor Available: | Available =l
Instructor/Advisor Role Find | View Al First 4] 1 o1 [*] Last

Advisor Number: |_1 Percent of Appointment: I_ =

*Academic Career: [
Academic Program: I— Q
Academic Plan: I— Q
Academic Sub-Plan: I— Q

& save I &\ Return to Search | +[Z Previous in List I +[Z) Next in List | P l_lpcatef:ils;:la'_.‘l Z Include History I

The Primary Acad Org is the department that was assigned when the person was hired.

Over time an Instructor’s status and availability may change. Click the Include History

button and then click View All if you would like to view all of the history rows.
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Click the Approved Courses tab to view the list of departments (identified by Acad Org)

that this person is approved to teach courses for.

[ Instructor/Advisor Table ' Approved Courses

Shatitint SHa g AT e *

Find | View All First E 10f1 [E Last

Effective Date: 08/23/2007 Status: Active
Instructor Type: I~ Advisor
Academic Institution: USBNY SUNY at Stony Brook
Primary Acad Org: POLISCI Political Science
Course Description Customize |Find | B First [) 1 o1 [/ Last
Seg Nbr *Acad Org Subject Area Course ID Offer Nbr Catalog Nbr Campus
1 [pousc Q@ =]
& save | &\ Return to Search | 4[E] Previous in List | +[E] Next in List | FZ] Update/Display | Z Include History I

If your department is not listed, you must add it by doing the following:

Go back to the first page—the Instructor/Advisor Table—click in the Effective Date

field, and click the Add a New Row button. Make sure the Effective Date in the

added row is before the start of the Term.

Then click the Approved Courses tab

Click the ™ Add a new Row button on this page
Click the Q to select your Acad Org

Click the Save button
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4, Update Instructors in the Schedule of Classes

Each Term active classes are “rolled over” from the previous year in PeopleSoft (Fall 2014
will be rolled into Fall 2015). Department Schedulers are notified when they can begin
making changes to the schedule for the new Term.

The information that defaults on the scheduling pages defaults from the Course Catalog. A
course must be in the Course Catalog before you can schedule it.

The first step is to print an MS Review (Master Schedule Review) report to get a clear
sense of what courses and what sections have been “rolled over” from the previous year.

Then, using the MS Review report as a guide, Department Schedulers update the Schedule
of Classes to reflect any changes for the new Term. Perhaps the instructor for a class has
changed, the class is being held in a different room, or more sections of a course were
added.

Navigation:

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

Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields hlank for a list of

Enter the Term

[ Find an Existing Value

Academic Institution:[= ~ | USBNY Q Enter the Subject Area
Term: [;I [1084— Q

Subject Area: == oL Q Enter the Catalog Nbr
Catalog Nbr: [begins with > [191

Academic Career:  |= =l ~|| Click Search

Campus: [begins withj| Q

Description: [ begins with j|

Course ID: lbegins with jl Q

Course Offering Nbr: [= E] | Q

[ Case Sensitive

Search | Clear |Basic search [E Save Search Criteria

If a course was not offered in the Term that was “rolled over,” then it will not be in the
new Term. This course will have to be added as a “New Course” for this Term. This is
done in the Schedule New Course component:
Main Menu > Curriculum Management > Schedule of Classes > Schedule
New Course
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Update Instructors

Navigation to the section you want to update by clicking the El and m buttons.

{ Basic Data \ Meetings ' Enrollment Cntrl \'f ReseveCap '  Notes ' LMSData

Course ID: 201035 Course Offering Nbr: 1

Academic Institution:  SUNY at Stony Brook

Term: Fall 2008 Undergrad Auto Create Component I
Subject Area: EGL English

Catalog Nbr: 191 Introduction to Poetry

*Session: IA Q Full Fall Semester Session Class Nbr: 81640 =]
*Class Section: IU1 *Start/End Date: 212 008
*Component: ILEC Q Lecture Event ID:

*Class Type: IEnroIIment vl

*Associated Class: | 1Q
Add Fee |
*Campus: I‘-V-EST WEST

Click the Meetings tab. This is where you assign the room, meeting days/times, and
instructors for the class.

IMPORTANT! If this is a course that is combined with other courses, you cannot update the

information here. You must go to the Schedule Class Meetings page (Curriculum

Management > Schedule of Classes > Schedule Class Meetings). Note: Combined courses must

be “linked” by the Registrar’s Office first.

The completion of accurate information on this page is essential for reporting Workload

Analysis information to SUNY. Instructors should be assigned right away. Other

information on the Meetings page is opened for editing after the enrollment snapshot.

| Basic Data ;f Meetings \; Enroliment Cntrl ' Reserve Cap ;f" Notes ' LMSData |

Course ID: 201035 Course Offering Nbr: 1

Academic Institution: SUNY at Stony Brook

Term: Fall 2008 Undergrad

Subject Area: EGL English

Catalog Nbr: 191 Introduction to Poetry INSTR_ORG_VW

Class Sections i iew / First [4 103 B Last
Session: A Full Fall Semester Session Class Nbr: 81640
Class Section: 01 Component: Lecture Event ID:

Find | View All First [4] 10f1 Last

- ) =
Facility ID Capacity Pat Mtg Start Mtg End M T W T F S S *Start/End Date
Q [wwvF @ [tod0am [1135a0 & — B & = - [0on22008 [ [1212312008 [
Topic ID: I Free Format Topic: I
I™ Print Topic On Transcript Contact Hours

First " 10f1 " Last

Customize | Find | View All | ™

Assignment Y  Workload

*Instructor

to view all of

*Room Characteristic

[ & [+

for this class.

1D Name Role Print Access Cl k V_ All
. 1C iew
|- 520509 Q Garcia,Edward IPrim Insvl v IApprovevI

Room Characteristics e it e e ise  the instructors

& save I &\ Return to Search |
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Remove existing instructors by clicking the Delete Row =] button.

‘4’ Assignment | Workiosd
D Name ﬂ%afm Print Access Contact
! )y Q Garga Eoward Prim In¢ v| ~ [é:nc'::.ij [ 165 |+ D

Then, complete the Instructor information for each person associated with the class:
1. Enter the Instructor’s Stony Brook ID in the ID field.

C{ If you do not know the ID number, click the LOOKUP button and search for the
instructor by Last name and First name.

Note: If the field turns red and the instructor cannot be found in the list of valid
instructors for your department, you must check the Instructor Advisor table.

*  Your dept must be in the list of approved courses for the Instructor.

* New instructors must be active Effective in PeopleSoft at least one day before the
start of the Term.

2. Select the Instructor Role; there are 5 possible roles:

Primary Assign to the instructor fully responsible for the course based on the
Instructor course instruction or contact minutes. Most often the Primary Instructor is
a faculty member; however, a graduate student can be the Primary
Instructor if the graduate student is solely responsible for the scheduled
course.

For multi-component courses, assign the instructor as Primary Instructor
on the lecture and supervisor on the additional sections (e.g., lab,
recitation). This can allow the lecture Primary Instructor grading access for
the additional sections.

For multi-component courses, do NOT assign the instructor a role of
Primary Instructor on both the lecture and additional sections (e.g., 1ab,
recitation) unless that same instructor is fully responsible for those
sections.

In the instances where teaching responsibility is shared between more
than one instructor, indicate a maximum of ONE Primary Instructor based
on the course contact minutes (i.e., instruction). Additional instructors
should be assigned the role of Secondary Instructor.
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Secondary
Instructor

In the instances where teaching responsibility is shared between more than one
instructor, indicate ONE Primary Instructor based on the course contact minutes
and one or more Secondary Instructors.

Note that the abbreviation “sec instr” is not intended to stand for “section
instructor,” and should not be applied as such.

Administrator

This instructor role is not reported in CASA; however, correct setup is vital for
grading access of the instructor(s). This role is useful when a course instructor
has arranged for a department administrator (usually the ATC or similar) to
administer the course (submit grades, manage rosters, etc.). In these cases, the
primary instructor remains on the course, and a course administrator is assigned
arole of "admin" plus the appropriate level of grading access.

Supervisor

This instructor role is not reported in CASA; however, correct setup is vital for
grading access of the instructor(s). Use this for a course with multi-components
(e.g., lecture/lab + recitation). The instructor (usually Faculty) should be assigned
to the lecture as primary instructor and as the supervisor for each of the labs
and/or recitations.

TA

Reader/Grade

r

Assign this role for Graduate students who read/grade papers but don't actually
meet with students. For CASA reporting purposes, do not add hours for these.

3. Ifyou want the instructor to appear in the Class Schedule and in SOLAR Class Search

for this class, check ™ the Print option. Supervisors, Administrators and
Reader/Graders should never be printed in the Class Schedule.

4. Select the instructor’s level of access to rosters and grade submission in SOLAR.

Only one person per class can have Approve access (usually the Primary
Instructor, Secondary Instructor, or Supervisor). TAs, Administrators, and

Reader/Graders should NOT have Approve access.

Access View Input Submit
Roster Grades Grades
Approve Yes Yes Yes
Grade Yes Yes No
None Yes No No

5. In general, departments do not have to enter Contact minutes as they are calculated
from section start and end times and entered automatically for reporting purposes.

To add another instructor for this class click the Add a New Row button.

You should save after each section that you update. To update another

&) Save section go click the Next Row button next to Class Section.

) Return to Search
sk the Return to Search button.
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5. Update Room/Days/Time in PeopleSoft Scheduling Classes

Each Term active classes are “rolled over” from the previous year in PeopleSoft (Fall 2014
will be rolled into Fall 2015). Department Schedulers are notified when they can begin
making changes to the schedule for the new Term.

The information that defaults on the scheduling pages defaults from the Course Catalog. A
course must be in the Course Catalog before you can schedule it.

The first step is to print an MS Review (Master Schedule Review) report to get a clear
sense of what courses and what sections have been “rolled over” from the previous year.

Then, using the MS Review report as a guide, Department Schedulers update the Schedule
of Classes to reflect any changes for the new Term. Perhaps the instructor for a class has
changed, the class is being held in a different room, or more sections of a course were
added.

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

Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields hlank for a list of

Enter the Term

[ Find an Existing Value

Academic Institution:[= ~ | USBNY Q Enter the Subject Area
Term: [;I [1084— Q

Subject Area: == oL Q Enter the Catalog Nbr
Catalog Nbr: [begins with > [191

Academic Career:  |= =l ~|| Click Search

Campus: [begins withj| Q

Description: [ begins with j|

Course ID: lbegins with jl Q

Course Offering Nbr: [= E] | Q

[ Case Sensitive

Search | Clear |Basic search [E Save Search Criteria

If a course was not offered in the Term that was “rolled over,” it will not be in the new
Term. This course will have to be added as a “New Course” for this Term. This is done
in the Schedule New Course component:

Main Menu > Curriculum Management > Schedule of Classes > Schedule
New Course
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Update Room, Days, Time
1. To navigate to the section of the course you want to update, click El and/or III

2. Click the Meetings tab. This is where you assign the room, meeting days/time, and
instructors for the class.

2

Basic Dal nrollmentCntrl || Reserve Cap |~ Notes | LMSData || Textbook

Course ID: 203624 Course Offering Nbr: 2

Academic Institution:  SUNY at Stony Brook

Term: Spring 2014 Undergrad

Subject Area: AMS Applied Math and Statistics \ Auto Create Component )

Catalog Nbr: 102 Elements of Statistics

i lvewn FrsiEora O e ff 1

*Sesslon: B Full Spring Semester Session ~ Class Nbr: 49414

*Class Section: 01 *Start/End Date: 01/27/2014 05/20/2014
*Component: LEC Lecture Event ID:

*Class Type: Enroliment

*Assoclated Class: 1 Units: 3.00 Associated Class Attributes

*Campus: WEST WEST (AddFee |

IMPORTANT! If this course is combined with other courses (it is if you see Combined Section
above the instructor area in the meetings tab), you cannot update the information here. You
must make changes on the Schedule Class Meetings page (Curriculum Management >
Schedule of Classes > Schedule Class Meetings). Combined courses must be “linked” by the
Registrar’s Office first.

The completion of accurate information on the Meetings page is essential for reporting
Workload Analysis information to SUNY. Instructors should be assigned right away. Other
information on this page is opened for editing after the enrollment snapshot.

view Al First KI 2014 I Last

Session: B Full Spring Semester Session Class Nbr: 49415
Class Section: 02 Component: Lecture Event ID:
Assoclated Class: 2 Units: 3.00

Find | View Al First K! 1.0f 1 I Last

Facllity ID Capacity Pat Mtg Start Mtg End TWTFS S *Start/End Date [ [=]

TUTH 11:30AN | 12:50PN v v 01/27/2014 05/20/2014

Topic ID: Free Form

Print Topic On Transcript Contact Hours

Customize | Find | View Al | B | 25 First T q 014 7 Last

D Name % nt Access Contact
100078530 Q Hagedorn Bakhtavar Prim Instr v [=]
*Room Characteristic *Quantity
68 Blackboard 1 =]
71 Multipleboards 1 (=]
Prepared by Training and Development 632-3648 p. 20
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Facility ID You can only select a room that is controlled by your
Department or a large room that’s been assigned to you
for the class. Otherwise, leave this field blank and the
room will be assigned by the Registrar’s Office.

If you don’t know the Facility ID number, click the =
button and search for it by entering the Building
number, name, or Room number. Be careful, this list
contains every closet, stairwell, and bathroom in the
building!

Pat Select the day of the week pattern (MWF, TUTH, etc.).
The meeting end time will default from the pattern that
you pick.

For Recitation sections - use the meeting pattern code
that begins with “RE” only. These are 55-minute
meeting time blocks.

For Tutorial sections - use “APPT.”

For sections for which hours are to be arranged, select
HTBA.

Mtg Start Enter the time that the class starts (remember to
include AM and PM appropriately)

Mtg End The class end time will default from the day of the week
pattern and Mtg Start that you selected.

Note: Tutorial, Clinical, Supervised teaching, and
distance-learning sections are entered with 1:00am to
2:00am, which must be changed to 1:00am to 1:00am.

You should save after each section that you update.

|5 Save

To update another section, click the Next Row button E] next to Class Section.

To remain in this component and search for another course, click

) Return to Search
= the Return to Search button.
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6. Increase/Decrease the Enrollment Capacity

Each Term active classes are “rolled over” from the previous year in PeopleSoft (Fall 2014
will be rolled into Fall 2015). Department Schedulers are notified when they can begin
making changes to the schedule for the new Term.

The information that defaults on the scheduling pages defaults from the Course Catalog. A
course must be in the Course Catalog before you can schedule it.

The first step is to print an MS Review (Master Schedule Review) report to get a clear
sense of what courses and what sections have been “rolled over” from the previous year.

Then, using the MS Review report as a guide, Department Schedulers update the Schedule
of Classes to reflect any changes for the new Term. Perhaps, in order to meet demand, you
have to increase the enrollment capacity to allow more students to register for this class.

Navigation:

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

Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields hlank for a list of

Enter the Term

[ Find an Existing Value

Academic Institution:[= ~ | USBNY Q Enter the Subject Area
Term: [;I [1084— Q

Subject Area: == oL Q Enter the Catalog Nbr
Catalog Nbr: [begins with > [191

Academic Career:  |= =l ~|| Click Search

Campus: [begins withj| Q

Description: [ begins with j|

Course ID: lbegins with jl Q

Course Offering Nbr: [= E] | Q

[ Case Sensitive

Search | Clear |Basic search [E Save Search Criteria

If a course was not offered in the Term that was “rolled over,” it will not be in the new
Term. This course will have to be added as a “New Course” for this Term, which is done
in the Schedule New Course component:
Main Menu > Curriculum Management > Schedule of Classes > Schedule New
Course
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Increase/Decrease Enrollment Capacity

1. Click the E and m buttons to navigate to the section of the course you want to
update.

Meetings | EnrolimentCntrl || Reserve Cap | Notes | LMSData | Textbook

Course ID: 204442 Course Offering Nbr: 2

Academic Institution:  SUNY at Stony Brook

Term: Spring 2014 Undergrad

Subject Area: PSY Psychology DG RARGATAARARL
Catalog Nbr: 201 Statistical Methods in Psych

Find | View # | First ! 10f2 I Last
*Session: B Full Spring Semester Session ~ Class Nbr: 40253

*Class Section: 01 *Start/End Date:  01/27/2014 05/20/2014

2. Click the Enrollment Cntrl tab.

Basic Data Meetings Weserve Cap Notes LMS Data Textbook
| |

Course ID: 204442 Course Offering Nbr: 2
Academic Institution:  SUNY at Stony Brook
Term: Spring 2014 Undergrad
Subject Area: PSY Psychology
Catalog Nbr: 201 Statistical Methods in Psych
Enroliment Control Find | View Al First Kl 20f2 7 |2t
Session: B Full Spring Semester Session Class Nbr: 47506
Class Section: 02 Component: Lecture Event ID:
Associated Class: 2 Units: 3.00
*Class Status: | Active ™ Cancel Class
Class Type: Enroliment Enroliment Status: Open
*Add Consent: No Consent §  Requested Room Capacity: 103 Total
*Drop Consent: | No Consent + | Enroliment Capacity: 90 0
1st Auto Enroll Section: l:] Wait List Capacity: 25 0
2nd Auto Enroll Section: Minimum Enroliment Nbr:
Resection to Section:
v/ Auto Enroll from Wait List (") Cancel if Student Enrolled
[E Save 2 Return to Search
Requested Room Capacity Don’t change this number.
Enrollment Capacity Enter the maximum number of students allowed to

register for this class.

For multi-component classes with auto-enroll, make
sure that the enrollment capacity for the Lecture equals
the total enrollment capacity of all of the associated
“enrollment” sections (Recitations or Labs).

For combined courses, this number should equal the
total number of students allowed to enroll in both
classes combined.

Waitlist Capacity This number should be approximately 30% of the
enrollment capacity.
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You should save after each section that you update. To update another

& Save section go click the Next Row button next to Class Section.

To remain in this component and search for another course, click

) Return to Search
e the Return to Search button.
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7. Reserve Capacity

Each Term active classes are “rolled over” from the previous year in PeopleSoft (Fall 2014
will be rolled into Fall 2015). Department Schedulers are notified when they can begin
making changes to the schedule for the new Term.

The information that defaults on the scheduling pages defaults from the Course Catalog. A
course must be in the Course Catalog before you can schedule it.

The first step is to print an MS Review (Master Schedule Review) report to get a clear
sense of what courses and what sections have been “rolled over” from the previous year.

Then, using the MS Review report as a guide, Department Schedulers update the Schedule
of Classes to reflect any changes for the new Term. Perhaps, you need to add reserved
seats for certain student groups.

Navigation:

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

Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields hlank for a list of

Enter the Term

[ Find an Existing Value

Academic Institution:[= ~ | USBNY Q Enter the Subject Area
Term: [;I [1084— Q

Subject Area: == oL Q Enter the Catalog Nbr
Catalog Nbr: [begins with > [191

Academic Career:  |= =l ~|| Click Search

Campus: [begins withj| Q

Description: [ begins with j|

Course ID: lbegins with jl Q

Course Offering Nbr: [= E] | Q

[ Case Sensitive

Search | Clear |Basic search [E Save Search Criteria

If a course was not offered or was inactive in the Term that was “rolled over,” it will not
be in the new Term. This course will have to be added as a “New Course” for this Term.
This is done in the Schedule New Course component:

Main Menu > Curriculum Management > Schedule of Classes > Schedule New Course
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RESERVE CAPACITY allows you to reserve seats in the class for particular groups or
classes of students. Typically you'll want to reserve seats for students in your major, or
seniors, or seniors in your major.

1. Click the E and m buttons to navigate to the section of the course you want to
update

[ Basic Data \_ Meetings | EnrolimentCntrl | Reseve Cap | Notes } LWMSData |

Course ID: 201035 Course Offering Nbr: 1
Academic Institution: ~ SUNY at Stony Brook

Term: Fall 2008 Undergrad Auto Create Component |
Subject Area: EGL

English
Catalog Nbr: 191 Introduction to Poetry
Class Sections

*Session: IA_O\ Full Fall Semester Session Class Nbr:

*Class Section: |01_ *Start/End Date:

*Component: ,E Q Lecture Event ID:

*Class Type: IEnroIIment vl

*Associated Class: |_1 Q Add Fee I
*Campus: lF WEST

2. Click the Reserve Cap tab.

i i P ————]
Basic Data Meetings Enroliment Cntrl Notes LMS Data Textbook
|

Course ID: 201020 Course Offering Nbr: 3
Academic Institution:  SUNY at Stony Brook
Term: Fall 2011 Undergrad
Subject Area: WRT Writing
Catalog Nbr: 102 Intermed Writing Workshop A
Class Sections Find | View All First - 1 0r83 O’ Last
Session: A Full Fall Semester Session  Class Nbr: 80254
Class Section: 01 Component:  Lecture Event ID:
Reserve Capacity Find | View All First Kl qor1 I ot
+
*Reserve Capacity Sequence: 1 Enroliment Total: 0 =]
Reserve Capacity Requirement Group Customize | Find | B8 | 3 First B 074 1 Last
B *Requirement
Start Date Grou Cap Enrl
[0327/2011 [ [001422/Q  New Transfer 5 =

B save | ReturntoSearch |+ PreviousinList |4[F] llextin List

Reserve Capacity Sequence A Reserve Capacity Sequence number is assigned to
each Requirement Group that you add for this class.
Reserve Capacity Sequence #1 has priority over
Reserve Capacity Sequence #2. If a student meets more
than one requirement, he/she will be placed in the class
based on the highest priority group.

Enrollment Total This number tells you how many students are currently
in each reserve capacity sequence.
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Start Date

Requirement Group

Cap Enrl

Prepared by Training and Development 632-3648
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The Start Date will automatically be set for the
beginning of advance registration for the Term. This
date is very important! Only change it to activate or
inactivate a reserve group on a specific date other than
the beginning of advance registration.

Requirement Groups have been set up in PeopleSoft and
are identified by a Requirement Group number. Think
of this as the requirements needed in order to fill this
group of seats.

*Requirement : Q .
Grou Chck. to search the list of
Requirement Groups.
Q
ok Up
Look Up Requirement Group You can search the
:| list by entering an

Academic Institution: USBNY 1

Academic Group: heging with v Q Academlc Group’
Subject Area: begins with v [ESE Q Sub]ect Area’ or
Catalog Nbr: hegins with v D = =
Requirement Group:  hegins with v escrlptlon'

Description: begins with

Look Up Clear Cancel |Basic Lookup

Search Results

View 100 First [¢] 168 of68 [j] Last

Academi Subject Catal R i it -
T T
hlank ESE MA Sl
Wao  ESE Pa Examples of
blank) ESE GRMAJ - R .
equirement
Groups:

U1 = Freshmen

U2 = Sophomores

U3 =]Juniors

U4 = Seniors

New Transfer = Transfer students

AFS MAJOR/MINOR will allow you to reserve seats for students
majoring or minoring in Africana Studies.

AFS MAJOR will allow you to reserve seats only for students
majoring in Africana Studies.

AFS MINOR will allow you reserve seats only for students
minoring in Africana Studies.

AFS U4 MAJOR will allow you reserve seats only for seniors
majoring in Africana Studies

Enter the number of seats you want to reserve for this
group of students.
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You can have more than one Requirement Group for a class:

3. Click to add more than one Reserve Capacity Sequence

Basic Data Meetings Enroliment Cntrl Reserve Cap Notes LMS Data Textbook
]

Course ID: 201020 Course Offering Nbr: 3

Academic Institution: SUNY at Stony Brook

Term: Fall 2011 Undergrad

Subject Area: WRT Writing

Catalog Nbr: 102 Intermed Writing Workshop A

Class Sections Find | View Al First * 10f83 O ast
Session: A Full Fall Semester Session  Class Nbr: 80254
Class Section: 01 Component:  [ecture Event ID:

Reserve Capacity Find | View All First K1 1071 I Last
*Reserve Capacity Sequence: 1 Enroliment Total: 0

Reserve Capacity Requirement Group

~ *Requirement

Start Date T Cap Enrl

[03127/2011 [ [001422/Q New Transfer 5 =

B Save | Q& ReturntoSearch | 4[5 PreviousinList 4[5 lextin List

4. To add a Requirement Group:

* C(lickin the Reserve Capacity Sequence field and click to the right of this
field.

* A new sequence number will be assigned to each group that you add in order of
priority.

* Select the Requirement Group and Cap Enrl.

5. To delete a group:

e Scroll to the correct Reserve Capacity Sequence number by clicking the
Next/Previous row buttons

e C(lick E to the right of the Reserve Capacity Sequence field.

6. Ifyou want to make a certain group Inactive after a certain date:

e Scroll to the correct Reserve Capacity Sequence number by clicking the
Next/Previous row buttons
* (lickin the Start Date field

e C(lick to the right of the Start Date field

* Enter the date that you want this group to be inactivated in the Start Date field
* Select the same Requirement Group

* Enter 0 for the Cap Enrl

E) Save Click the Save button to save your changes.

O\ Return to Search To remain in this component and search for another course to
= update, click the Return to Search button
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8. Change Class Status to Inactive

Each Term active classes are “rolled over” from the previous year in PeopleSoft (Fall 2014
will be rolled into Fall 2015). Department Schedulers are notified when they can begin
making changes to the schedule for the new Term.

The information that defaults on the scheduling pages defaults from the Course Catalog. A
course must be in the Course Catalog before you can schedule it.

The first step is to print an MS Review (Master Schedule Review) report to get a clear
sense of what courses and what sections have been “rolled over” from the previous year.

Then, using the MS Review report as a guide, Department Schedulers update the Schedule
of Classes to reflect any changes for the new Term. Perhaps you are not able to offer all
sections of a particular course. Instead of deleting sections, just change their statuses to
“Inactive.”

Navigation:

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

Maximum number of rows to return (up to 300): (300 Enter the Term.

Academic Institution: = ~ USBNY Q Enter the Subject Area.

rerm: — il Q Enter the Catalog Number.

Subject Area: = - wrt Q

Catalog Nbr: begins with v [102 Click Search.

Academic Career: = v

Campus: begins with Q

Description: begins with ~

Course ID: begins with Q

Course Offering Nbr: = v Q

[| case Sensitive

Search Clear |Basic Search [E) Save Search Criteria

If a course was not offered in the Term that was “rolled over” then it will not be in the
new Term. This course will have to be added as a “New Course” for this Term. This is
done in the Schedule New Course component:

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

3. Click the m and m buttons to navigate to the section of the course you want to

inactivate.

Meetings | EnrolimentCntrl | Reserve Cap || Notes | LMSData | Textbook

Course ID: 204442 Course Offering Nbr: 2

Academic Institution:  SUNY at Stony Brook

Term: Spring 2014 Undergrad

Subject Area: PSY Psychology [muioCraatacompanent, |
Catalog Nbr: 201 Statistical Methods in Psych

£ Fist Sl qor2 0 I
*Session: B Full Spring Semester Session ~ Class Nbr: 40253 oal el

*Class Section: 01 *Start/End Date:  01/27/2014 05/20/2014

4. Click the Enrollment Cntrl tab
5. Change the Class Status field to Inactive
6. Set Enrollment and Wait List Capacity fields to 0

Basic Data Meetings m‘eserve Cap Notes LMS Data Textbook
| |

Course ID: 204442 Course Offering Nbr: 2

Academic Institution:  SUNY at Stony Brook

Term: Spring 2014 Undergrad

Subject Area: PSY Psychology

Catalog Nbr: 201 Statistical Methods in Psych

Enroliment Control Find | View All @n 20f2 I Last
Session: B Full Spring Semester Session Class Nbr: 47506
Class Section: 02 Component: Lecture Event ID:

Associated Class: Units:

*Class Status: [ Inactive :) . Cancel Class |
Class Type: Enroliment Enroliment Status: Open
*Add Consent: No Consent §  Requested Room Capacity: 130 Total

*Drop Consent: | No Consent  : | f Enroliment Capacity: | 0

Wait List Capacity: 0

1st Auto Enroll Section:

2nd Auto Enroll Section:

1

Resection to Section:
/ Auto Enroll from Wait List (") Cancel if Student Enrolled

B save | | & Return to Search |
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7. Click the Meetings tab.

8. Delete all instructors assigned to this section by clicking the [E] to the right for each. If
you do not do this, the class will still be displayed in the instructor’s list of classes in the

Faculty Center in SOLAR.

9. Itis not necessary to renumber the remaining sections. Just leave them as numbered.

Basic Dajla CCULREPA C EnfplimentCntrl || Reserve Cap || Notes || LMSData

Textbook

Course ID: 204442 Course Offering Nbr: 2

Academic Institution:  SUNY at Stony Brook

Term: Spring 2014 Undergrad

Subject Area: PSY Psychology

Catalog Nbr: 201 Statistical Methods in Psych

Class Sections Find | View Al First | 10f2 I Last
Session: B Full Spring Semester Session Class Nbr: 40253
Class Section: 01 Component: Lecture Event ID:
Assoclated Class: 1 Units: 3.00

Meeting Pattern Find | View Al First KI 1 0f4 I ast
Facllity ID Capacity Pat Mtg Start MtigEnd M T W T F S § *Start/End Date =

MWF 10:00AN| 10:53AN v v 01/27/2014 05/20/2014
Topic ID: Free Format
Topic:
Print Topic On Transcript Contact Hours

Customize | Find | View Al | H | # First £ 1.2 013 [ Last

D Name ""',;T";f“” nt Access Contact
104664052 Q Prim Instr v Approve 165 E|
Q TA Rdr/Grd v Grade =
B save |
~— Click Save.
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9. Add More Course Sections

Each Term active classes are “rolled over” from the previous year in PeopleSoft (Fall 2014
will be rolled into Fall 2015). Department Schedulers are notified when they can begin
making changes to the schedule for the new Term.

The information that defaults on the scheduling pages defaults from the Course Catalog. A
course must be in the Course Catalog before you can schedule it.

The first step is to print an MS Review (Master Schedule Review) report to get a clear
sense of what courses and what sections have been “rolled over” from the previous year.

Then, using the MS Review report as a guide, Department Schedulers update the Schedule
of Classes to reflect any changes for the new Term. Perhaps, in order to meet demand, you
have to add more sections to a course.

Navigation:

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

Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields hlank for a list of

Enter the Term

[ Find an Existing Value

Academic Institution:[= ~ | USBNY Q Enter the Subject Area
Term: [;I [1084— Q

Subject Area: == oL Q Enter the Catalog Nbr
Catalog Nbr: [begins with > [191

Academic Career:  |= =l ~|| Click Search

Campus: [begins withj| Q

Description: [ begins with j|

Course ID: lbegins with jl Q

Course Offering Nbr: [= E] | Q

[ Case Sensitive

Search | Clear |Basic search [E Save Search Criteria

Note: If a course was not offered or was not active in the Term that was “rolled over,” it
will not be in the new Term. This course will have to be added as a “New Course”
(rather than a new section) for this Term. This is done in the Schedule New Course
component:

Main Menu > Curriculum Management > Schedule of Classes >

Schedule New Course
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Add More Course Sections

1. Click the E and m buttons to navigate to the last section of the course
2. Click to add a new section.

[
Meetings | EnrolimentCntrl | Reserve Cap || Notes | LMSData | Textbook
Course ID: 204442 Course Offering Nbr: 2
Academic Institution:  SUNY at Stony Brook
Term: Spring 2014 Undergrad
Subject Area: PSY Psychology ‘ ]
Catalog Nbr: 201 Statistical Methods in Psych

First 10f2 ld Last

*Session: B
*Class Section: 01

Full Spring Semester Session

Class Nbr: 40253

*Start/End Date: 01/27/2014

05/20/2014

3. Click the Basic Data tab and check/enter the following bold information:

L e e
Meetings Enroliment Cntrl Reserve Cap Notes LMS Data Textbook
Course ID: 204442 Course Offering Nbr: 2
Academic Institution:  SUNY at Stony Brook
Term: Spring 2014 Undergrad
Subject Area: PSY Psychology | Auto Create Component |
Catalog Nbr: 201 Statistical Methods in Psych
Class Sections Find | Al Firstmtunzug
*Sesslon: B Full Spring Semester Session  Class Nbr: 40253 =
*Class Section: 01 *Start/End Date: 01/27/2014 05/20/2014
*Component: LEC Lecture Event ID:
*Class Type: Enrollment §
*Assoclated Class: 1 Units:  3.00 Associated Class Attributes
*Campus: WEST WEST [ Add Fee |
. . WESTCAMP! ' '
Location: STCAMPL West Campus / Schedule Print
Course Administrator: / Student Specific Permissions
*Academic Organization: PSYCHOLOGY Psychology
Academic Group: CAS College of Arts and Sciences / Dynamic Date Calc Required
*Holiday Schedule: SEM Academic Holidays Generate Class Mtg Attendance
*Instruction Mode: p In Person / Sync Attendance with Class Mtg
GL Interface Required
Primary Instr Section: 01

Course Topic ID: / Print Topic in Schedule

Course Equivalent Course Group: 05101
Class Equivalent Course Group:

*Course Attribute

Override Equivalent Course

Introductory Statistics

D011

Customize | Find | View Al
*Course Attribute Value

& =

B Save | Rewrn o Search |

Session:
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Make sure that you have the correct Session code selected.
The Session code is used to further break down the Term. It

is needed to accommodate the Summer Session and HSC
Mods (i.e., A = Full Fall Semester Session, B = Full Spring
Semester Session, Mod 4, Mod 5-7 U, etc.).
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Class Section

LECTURE
RECITATION
LABORATORY
SEMINAR
TUTORIAL
SUPERVISED
CLINICAL
ONLINE
MANHATTAN

Class Number:

Start/End Date:

Component

Class Type

Associated Class

Each section is assigned a code as follows:

01,02, 03, etc.

R0O1, R02, R0O3, etc.
L01, L0Z, LO3, etc.
S01, S02, S03, etc.

TO1, TOZ, TO3, etc.
V01,V02,V03, etc.
C01, C02, CO3, etc.
30, 31, 32, 33, etc.

60, 61, 62, 63, etc.

Each section of a course is automatically assigned a Class
Number after you save.

These dates default from the Academic Calendar.

Some courses have more than one component (lecture,

recitation, seminar, tutorial, etc.). Valid components for this
course have already been set up in the Course Catalog. Click

—

(
the R,

Select Enrollment or Non-Enrollment.

button to choose the component for this section.

For auto-enroll courses with more than one component, the
component that the student must enroll in is set to
Enrollment and the component that the student gets
automatically enrolled in is set to Non-enrollment.

For example, for courses with a Lecture and Lab, the Lab
may be the Enrollment component and the Lecture may be
the Non-Enrollment component.

The main purpose of this field is to associate multi-
component courses.

For single component courses, the Associated Class number
is the same as the Section number without the zero (i.e.,
Lecture 01 is Associated Class 1).

For multiple component courses, all of the non-
enrollment sections (Lectures) are assigned Associated
Class 9999 and the enrollment sections (Recitations and
Labs) are assigned the same as the Section number without
the zero as stated above (i.e., Lab 01 is Associated Class 1).
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Campus

Location

Course Administrator

Academic Organization:

Academic Group

Holiday Schedule

Instructor Mode

Primary Instr Section

Schedule Print:

Student Specific Permissions

Course Topic ID

Defaults to the campus where the course is held (West,
HSC, Southampton, Manhattan, SUTRA (SPD).

Select West Campus, Southampton Campus, Off Campus,
International Academic Program, or Online.

Not used.

Defaults to the department offering the course. Do not
change.

Defaults to the department’s College or School.

Defaults to Academic Holidays or HSC Academic
Holidays.

Defaults to “In Person.” If this is an online class, select
“World Wide Web”.

Defaults to the Section number.

Indicates whether the class should be printed in the
Class Schedule and MS Review report and appear in
SOLAR.

When this option is checked, the department has the
ability to issue permission for students to enroll in the
class if it's full or if they don’t meet certain pre-
requisites.

If this is a course with different topics, select the topic

for this section by clicking the Q button.

Setting up the Topic here will allow the Topic Title to
print in the Class Schedule and on student transcripts.
You can have multiple topics for different sections of a
single course in one semester. This is especially useful
for graduate courses. If the topic you want isn’t listed,
contact the appropriate Dean’s Office and ask them to
add the topic title to the Course Catalog so you can
schedule it.

Course Equivalent Course Group Displays the course equivalents.

Course Attribute

Prepared by Training and Development 632-3648

http://it.stonybrook.edu

Select the value only if applicable to your classes;
otherwise, leave blank (i.e., Study Abroad/Exchange
Courses, Contract Course, SPD, PEP, etc.).
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Click the Meetings tab. This is where you assign the room, meeting days/times, and
instructors for the class.

IMPORTANT! If this is a course that is combined with other courses, you cannot update the
information here. You must go to the Schedule Class Meetings page (Curriculum
Management > Schedule of Classes > Schedule Class Meetings). Note: Combined courses must
be “linked” by the Registrar’s Office first.

The completion of accurate information on this page is essential for reporting Workload
Analysis information to SUNY. Instructors should be assigned right away. Other
information on the Meetings page is opened for editing after the enrollment snapshot.

P v

Basic Data I L C LSl Enroliment Cntrl Reserve Cap Notes LMS Data Textbook

Course ID: 204442 Course Offering Nbr: 2
Academic Institution:  SUNY at Stony Brook
Term: Spring 2014 Undergrad
Subject Area: PSY Psychology
Catalog Nbr: 201 Statistical Methods in Psych
Class Sections Find | View Al First Kl 3073 1 Last
Session: B Full Spring Semester Session Class Nbr: 0
Class Section: Component: Lecture Event ID:
Assoclated Class: 1 Units: 3.00
Meeting Pattern Find | View All First KJ 4 of1 I3 Last
. =
Facllity ID Capacity Pat Mtg Start MtigEnd M T W T F § S Start/End Date
01/27/2014 05/20/2014
Topic ID: Free Format
Topic:
Print Topic On Transcript Contact Hours

*Instructor

D Name Role Print Access Contact
Q Prim Instr v/ =]
[E Ssave = [ Return to Search
Facility ID You can only select a room that is controlled by your

Department or a large room that’s been assigned to you
for the class. Otherwise, leave this field blank and the
room will be assigned by the Registrar’s Office.

If you don’t know the Facility ID number, click
Q the LOOKUP button and search for it by entering
— the Building number or name or Room
number. Be careful, this list contains every closet,
stairwell, and bathroom in the building!

Pat Select the day of the week pattern (MWF, TUTH, etc.).
The meeting end time will default from the pattern that
you pick.

Prepared by Training and Development 632-3648 p. 36

http://it.stonybrook.edu 6/7/13




Mtg Start

Mtg End

Combined Sections

Prepared by Training and Development 632-3648
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For Recitation sections, use the meeting pattern codes
that begins with RE only. These are 55-minute meeting
time blocks.

For Tutorial sections, use APPT.

For sections where hours are to be arranged, select
HTBA.

Enter the time that the class starts (remember to
include AM and PM appropriately)

The class end time will default from the day of the week
pattern and Start Time that you selected.

Note: Tutorial, Clinical, Supervised teaching, and
distance-learning sections are entered with 1:00am to
2:00am, which must be changed to 1:00am to
1:00am.

Combined sections have to be set up in advance by the
Registrar’s Office, but should be scheduled even if the
Registrar’s Office will be combining at a later date. You
will see the Combined Sections link on this page once
the Registrar’s office has linked the courses. Click it to
see the Combined Section Detail.

IMPORTANT: Be sure to correspond with the co-
offering department to coordinate scheduling as only
one department can schedule the combined course.

New course combinations must be approved by the
Dean’s office first.

Remember-...after the combined sections have been linked
by the Registrar’s office, the fields on this page will be
grayed out. You must go to the “Schedule Class Meetings”
page to update the information on this page.

If you have questions about combined sections, contact
the Registrar’s Office.
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ID

Enter the instructor’s Stony Brook ID.

Ql If you do not know the ID number, click the
LOOKUP button and search for the instructor by
First name and Last name.

Note: If the field turns red or the instructor is not in the
list, you must check the Instructor Advisor table.

*  Your dept must be in the list of approved courses
for the Instructor

¢ New instructors must be active, Effective in
PeopleSoft at least one day before the start of the
Term

To add another instructor for this class click the
Add a New Row button.

Complete the Instructor information for each person associated with the class:

6. Enter the Instructor’s Stony Brook ID in the ID field.

—

()
If you do not know the ID number, click ~* the button and search for the instructor
by Last name and First name.

Note: If the field turns red and the instructor cannot be found in the list of valid
instructors for your department, you must check the Instructor Advisor table.

Your dept must be in the list of approved courses for the Instructor.

New instructors must be active, Effective in PeopleSoft at least one day before
the start of the Term.

7. Select the Instructor Role; there are 5 possible roles:

Primary
Instructor

Assign to the instructor fully responsible for the course based on the
course instruction or contact minutes. Most often the Primary Instructor is
a faculty member; however, a graduate student can be the Primary
Instructor if the graduate student is solely responsible for the scheduled
course.

For multi-component courses, assign the instructor as Primary Instructor
on the lecture and supervisor on the additional sections (e.g., lab,
recitation). This can allow the lecture Primary Instructor grading access for
the additional sections.

For multi-component courses, do NOT assign the instructor a role of
Primary Instructor on both the lecture and additional sections (e.g., 1ab,
recitation) unless that same instructor is fully responsible for those
sections.

In the instances where teaching responsibility is shared between more
than one instructor, indicate a maximum of ONE Primary Instructor based
on the course contact minutes (i.e., instruction). Additional instructors
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should be assigned the role of Secondary Instructor.
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Secondary
Instructor

In the instances where teaching responsibility is shared between more than one
instructor, indicate ONE Primary Instructor based on the course contact minutes
and one or more Secondary Instructors.

Note that the abbreviation “sec instr” is not intended to stand for “section
instructor,” and should not be applied as such.

Administrator

This instructor role is not reported in CASA; however, correct setup is vital for
grading access of the instructor(s). This role is useful when a course instructor
has arranged for a department administrator (usually the ATC or similar) to
administer the course (submit grades, manage rosters, etc.). In these cases, the
primary instructor remains on the course, and a course administrator is assigned
arole of "admin" plus the appropriate level of grading access.

Supervisor

This instructor role is not reported in CASA; however, correct setup is vital for
grading access of the instructor(s). Use this for a course with multi-components
(e.g., lecture/lab + recitation). The instructor (usually Faculty) should be assigned
to the lecture as primary instructor and as the supervisor for each of the labs
and/or recitations.

TA

Reader/Grade

r

Assign this role for Graduate students who read/grade papers but don't actually
meet with students. For CASA reporting purposes, do not add hours for these.

8. Ifyou want the instructor to appear in the Class Schedule and in SOLAR Class Search

for this class, check ™ the Print option. Supervisors, Administrators and
Reader/Graders should never be printed in the Class Schedule.

9. Select the instructor’s level of access to rosters and grade submission in SOLAR.
Only one person per class can have Approve access (usually the Primary
Instructor, Secondary Instructor, or Supervisor). TAs, Administrators, and
Reader/Graders should NOT have Approve access.

Access View Input Submit
Roster Grades Grades
Approve Yes Yes Yes
Grade Yes Yes No
None Yes No No

10. In general, departments do not have to enter Contact minutes as they are calculated
from section start and end times and entered automatically for reporting purposes.
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1. Click the Enrollment Cntrl tab.

This is where you indicate the class status as well as the room, enrollment, and waitlist

capacities.

Only active classes will “roll” from the previous year with the Class Status from that year.
Remember to check the Class Status for every class when you begin scheduling for a new

Term!

Basic Data Meetings " Enroliment Cntri Reserve Cap Notes LMS Data Textbook

Course ID: 204442 Course Offering Nbr: 2

Academic Institution:  SUNY at Stony Brook

Term: Spring 2014 Undergrad

Subject Area: PSY Psychology

Catalog Nbr: 201 Statistical Methods in Psych

Enroliment Control Find | View Al First Kl 3073 ' (st
Session: B Full Spring Semester Session  Class Nbr: 0
Class Section: Component:  Lecture Event ID:
Assoclated Class: 1 Units: 3.00

*Class Status: Active $ Cancel Class
Class Type: Enroliment Enroliment Status: Closed

*Add Consent: No Consent % Requested Room Capacity: 55 Total
*Drop Consent: Enroliment Capacity: 5 0
1st Auto Enroll Section: Wait List Capacity: 0

2nd Auto Enroll Section:

Resection to Section:

Minimum Enroliment Nbr:

Auto Enroll from Wait List Cancel if Student Enrolled

[E Ssave 2 Returnto Search

Class Status

Add Consent

Drop Consent

1st Auto Enroll Section

Prepared by Training and Development 632-3648
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Select ACTIVE.

If you want to tentatively schedule a class that you are
pretty sure you'll be offering, change the Class Status to
TENTATIVE SECTION.

Department or Instructor indicates that the student
needs department or instructor permission to register
for this class. No Consent indicates that the student can
register without permission. If this is incorrect, contact
the Registrar’s Office as you can’t change this.

Not used.

These fields are used to associate multi-
component sections for auto-enroll. If this is a Lab or
Recitation component, enter the section number of the
auto-enroll Lecture. You can also use the Update
Sections of a Class page to do this (Main Menu >
Curriculum Management > Schedule of Classes > Update
Sections of a Class).
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Auto-Enroll from Waitlist

Requested Room Capacity

Enrollment Capacity

Waitlist Capacity

Minimum Enrollment Number

Cancel if Student Enrolled

This option will be checked for courses that allow wait
listing. Students who elect to be placed on the waitlist
will automatically be enrolled as seats become
available. You will be able to view the list of students on
the waitlist. You will also be able to get an “unmet
demand” report of students who tried to register, could
not get in, and chose NOT to be put on the waitlist.

Don’t change this.

Enter the maximum number of students allowed to
register for this class.

For multi-component classes with auto-enroll, make
sure that the enrollment capacity for the Lecture equals
the total enrollment capacity of all of the associated
“enrollment” sections (Recitations or Labs).

For combined courses - this number should equal the
total number of students allowed to enroll in both
classes combined.

If this field is not grayed out, waitlisting is set up for this
course. Students interested in getting into the class if a
seat opens up can place themselves on the waitlist.
(Note: If you're screening for prerequisites for the
course, only students who have satisfied the
prerequisite will be able to add themselves to the
waitlist.). Enter the number of students allowed to
waitlist. This number should be approximately 30% of
the enrollment capacity.

Not used.
Not used.

Once students begin enrolling in classes, you can refer to this page to see the Total number
of students enrolled and on the Waitlist. You will also find this information on the Class

Sections page.

Enroliment Status:
Requested Room Capacity:
Enrollment Capacity:

wWait List Capacity:

Minimum Enroliment Nbr:

These show the
enrollment numbers
in the course, and on
the waitlist.
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1. Click the Reserve Cap tab.

RESERVE CAPACITY allows you to reserve seats in the class for particular groups or
classes of students. Typically you'll want to reserve seats for students in your major,
seniors, or seniors in your major.

BasicData |~ Meetings | Enroliment Cntr E Notes | LMSData | Textbook

@ Sove /A Returnto Search  +[5] Previous m List

Course ID: 201020 Course Offering Nbr: 3
Academic Institution:  SUNY at Stony Brook
Term: Fall 2011 Undergrad
Subject Area: WRT Writing
Catalog Nbr: 102 Intermed Writing Workshop A
~ £ind | View AF First L 10183 O Lgst
Session: A Full Fall Semester Session  Class Nbr: 80254
Class Section: 01 Component: Lecture Event ID:
Reserve Capacity od | View A1 Frst KI'4ore4 'L ast
+
*Reserve Capacity Sequence: 1 Enroliment Totak 0 =]
Reserve Capacity Requirement Group customize | Find | | 7 First K qore D Laa
. “Requirement
Start Date Cros Cap Enrl
0327/2011 [  [001422/Q  New Transfer 55 = =

2. Fill in these areas

Reserve Capacity Sequence

Enrollment Total

Start Date

Requirement Group

Prepared by Training and Development 632-3648
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A Reserve Capacity Sequence number is assigned to
each Requirement Group that you add for this class.
Reserve Capacity Sequence #1 has priority over
Reserve Capacity Sequence #2. If a student meets more
than one requirement they will be placed in the class
based on the highest priority group.

This number tells you how many students are currently
in each reserve capacity sequence.

The Start Date will automatically be set for the
beginning of advance registration for the Term. This
date is very important! Only change it to activate or
inactivate a reserve group on a specific date other than
the beginning of advance registration.

Requirement Groups have been set up in PeopleSoft and
are identified by a Requirement Group number. Think
of this as the requirements needed in order to fill this
group of seats.

Click the LOOKUP button to search the

*Requirement ; g
list of Requirement Groups.

Group
)
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Look Up

Cap Enrl

Look Up Requirement Group You can search the
_ list by entering an
B aderrec st USBNY .
Acadeiric (romge  DIgifG wiy - Q Academlc Group’
Subject Ares begns wih v ESE Q -
Casge:  bigmwn Subject Area, or
Rophoment founy: [Soghouth > Description.
Descaiptione bEgIs wih v
Lackbp  Chie  Canedl Lo Loch
Search Resules
View 100 First [§] 1209 etoa [§] Last
Gam A e G e Examples of
hrkd =3 wA 00186 .
Gk EE e max §96E 237308 Requirement
Rlackd £S5 LN 1697 grajuak ESEmape - G
roups:

U1 = Freshmen

U2 = Sophomores

U3 =]Juniors

U4 = Seniors

New Transfer = Transfer students

AFS MAJOR/MINOR will allow you to reserve seats for students
majoring or minoring in Africana Studies.

AFS MAJOR will allow you to reserve seats only for students
majoring in Africana Studies.

AFS MINOR will allow you reserve seats only for students
minoring in Africana Studies.

AFS U4 MAJOR will allow you reserve seats only for seniors
majoring in Africana Studies

Enter the number of seats you want to reserve for this
group of students.

3. To have more than one Requirement Group for a class, click to add more

Reserve Capacities.

BasicData = Meetings | Enroliment Cntrl Notes | LMSData | Textbook
[ ]

*Reserve Capacity Sequence:

@ Save LA Return o Search

Course ID: 201020 Course Offering Nbr: 3

Academic Institution:  SUNY at Stony Brook

Term: Fall 2011 Undergrad

Subject Area: WRT Writing

Catalog Nbr: 102 Intermed Writing Workshop A

Class Sections Find | View AF First o 1 of83 O [ gat
Session: i Full Fall Semester Session  Class Nbr: 80254
Class Section: 01 Component:  Lecture Event ID:

1 Enroliment Totak 0
Reserve Capacity Requirement Group

1] Previous m List

. “Requirement
*Start Date oo Cap Enrl
032772011 [  [001422/ Q. New Transfer | s EH =

M=) ulietin st

4. To delete a group:

Prepared by Training and Development 632-3648
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e Scroll to the correct Reserve Capacity Sequence number by clicking the
Next/Previous row buttons

e (lick =] to the right of the Reserve Capacity Sequence field.

5. Ifyou want to make a certain group “Inactive” after a certain date:

e Scroll to the correct Reserve Capacity Sequence number by clicking the
Next/Previous row buttons
* C(Clickin the Start Date field

e (Click to the right of the Start Date field

* Enter the date that you want this group to be inactivated in the Start Date field
* Select the same Requirement Group

* Enter O for the Cap Enrl
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1. Click the Notes tab.

The class Notes page includes special information about the class that may or may not be
printed in the Class Schedule (i.e., information about exams, waitlists, reserve groups,
combined courses, auto-enroll sections, etc.). Department Schedulers cannot add/change
Notes. They must contact the Registrar’

Basic Data Meetings Enroliment Cntrl Reserve Cap LMS Data Textbook
Course ID: 204442 Course Offering Nbr: 2
Academic Institution:  SUNY at Stony Brook
Term: Spring 2014 Undergrad
Subject Area: PSY Psychology
Catalog Nbr: 201 Statistical Methods in Psych
Class Sections Find | View Al First Kl 2012 ' [ st
Session: B Full Spring Semester Session Class Nbr: 47506
Class Section: 02 Component:  Lecture Event ID:
Associated Class: 2 Units: 3.00
Class Notes Find | View All First ! 10f1 1 Last
*Sequence Number: [1] =
*Print Location: | After s [_JEvenif Class Not in Schedule
Note Nbr:

Free Format Text:

This course has an automatic waitlist. Some seats
reserved for Psychology majors|

[ Save | |2 RewntoSearch |
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1. Click the LMS tab.
The LMS fields must be completed in order for the class to be available in Blackboard.

2. Click the drop down list for LMS Extract File Type
3. Choose XML V1.1(req to authenticate).

4. The LMS Extract Group ID will automatically be completed when you tab out of the
LMS Extract File Type field.

Basic Data Meetings Enroliment Cntrl Reserve Cap Notes I LMS Data Textbook
Course ID: 204442 Course Offering Nbr: 2
Academic Institution:  SUNY at Stony Brook
Term: Spring 2014 Undergrad
Subject Area: PSY Psychology
Catalog Nbr: 201 Statistical Methods in Psych
Class Sections Find | View All First Kl 20f2 0 Last
Session: B Full Spring Semester Session Class Nbr: 47506
Class Section: 02 Component:  Lecture Event ID:
Associated Class: 2 Units: 3.00
rning nagement Syst
Provider for Authentication [ :)

LMS Extract File Type: XML V1.1 (req to authenticate)

LMS Extract Group ID: |USBNY-PSY—201-SECOZ

LMS URL:

Last LMS Class Extract Datetm: 04/29/2013 5:16:16AM Last LMS Enroll Extract Datetm: 04/29/2013 5:16:16AM

B save | |4 Return to Search ]
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1. Click the Textbook tab.

Instructors are required to submit all of the required and suggested course materials to the

Provost Liaison who then enters the information on this page, so as a scheduler, you do not
need to update this page.

Basic Data Meetings Enroliment Cntrl Reserve Cap Notes LMS Data il ‘exwook l
|

Course ID: 204442 Course Offering Nbr: 2
Academic Institution:  SUNY at Stony Brook
Term: Spring 2014 Undergrad
Subject Area: PSY Psychology
Catalog Nbr: 201 Statistical Methods in Psych
Class Sections Find | View Al First Kl 2072 1 [ast
Session: B Full Spring Semester Session Class Nbr: 47506
Class Section: 02 Component:  Lecture Event ID:
Associated Class: 2 Units: 3.00
Textbook Assignment
Textbook Assignment Status » Pending Textbook entry complete
No textbooks assigned to class Copy Textbooks Primary Instr:  N/A
12 First X qor1 O Last
Seq Course Material Course Material
No Type Status Title ISBN Author

Special Instructions

[Z)save O Return to Search

Save Once you have entered all of the information for this new course section click
.E the Save button.

To add another section for this course, go back to the Basic Data page and click the
Add a New Row button. Complete all of the information for the next section.
Remember to save after completing each section.

If this is a multi-component Course with auto-enroll, when you are finished scheduling each
section go to the Update Sections of a Class page to complete the auto-enroll section
information (see instructions on following pages).

To check to see if Pre-requisite screening is turned on or off for each section of this course
go to the Adjust Class Associations page (Main Menu > Curriculum Management >
Schedule of Classes > Adjust Class Associations).

. Toremain in this component and search for another course to
Return rch .
‘Q‘ Bl Fea ' update, click the Return to Search button.
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10.

Manage Auto-Enroll Sections, Enrollment, and Waitlist Capacity

Navigation:

Main Menu > Curriculum Management > Schedule of Classes >
Update Sections of a Class

You can easily view information for all of the sections of a course on one page. Please note
that only 8 rows are displayed by default at a time on this page. To see all of the rows on
one page, you must click View All

You will complete your scheduling for the auto-enroll courses here.

1.

In the Auto Enrl 1 column for the Recitation or Lab sections, enter the section
number of the Lecture that students will auto-enroll into when they register for
these sections.

Also, for all of the Lecture sections, make sure that you have entered 9999 in the
Associated Class column.

Update Sections of a Class

Course ID: 200679 Course Offering Nbr: 2
Academic Institution: SUNY at Stony Brook

Term: Fall 2011 Undergrad

Subject Area: CHE Chemistry

Catalog Nbr:

131 General Chemistry IB

m Class Enroliment Limits

Session Section Class Nbr Component % E::: .C;::!s Assoc %‘3 :lo Resection *Ad
Fall 01 82055 Lecture Open N QA | QJ 9999 Q N
Fall 02 82077 Lecture Open N QA | Qf 9999 Q N
Fall 03 90609 Lecture Closed N Qs Q9999 Q N
Fall 04 91262 Lecture Closed N Qs Q9999 Q N
Fall RO1 81901 Recitation Open E QA Q 1Q 101 N
Fall R02 81902 Recitation Open E QA Q 2Q 101 N
Fall RO3 81903 Recitation Open E QA Q 3Q 01 N
Fall RO4 81904 Recitation Open E QA Q 4Q 01 N

& Save [\ Return to Search

|5 Save

Click the SAVE button to save the information that you entered.

1. Click the Class Enrollment Limits tab.

2. Use this page to edit Enrollment Capacity and Waitlist Capacity for existing

classes.

Prepared by Training and Development 632-3648 p. 49
http://it.stonybrook.edu 6/7/13




Once students begin enrolling in classes, you can view Enrollment and Waitlist Totals

here.

Update Sections of a Class

Course ID: 200679 Course Offering Nbr: 2
Academic Institution:  SUNY at Stony Brook

Term: Fall 2011 Undergrad

Subject Area: CHE Chemistry

Catalog Nbr: 131 General Chemistry IB
Class Sectio is
Class Status r Class Enroliment Limits ‘

Fall 01 82055 Lecture [ 570 | 160
Fall 02 82077 Lecture | 570 | 160
Fall 03 90609 Lecture )

Fall 04 91262 Lecture )

Fall RO1 81901 Recitation [ 38 [ 10
Fall R02 81902 Recitation | 38 [ 10
Fall RO3 81903 Recitation [ 38 [ 10
Fall RO4 81904 Recitation [ 38 10

§ Save [\ Returnto Search

Customize | Fir §] View Al B | #8 7ot £
P

1-8

B save

" Click the SAVE button to save the information that you entered.

Prepared by Training and Development 632-3648
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11. Add a Course That Was Not Rolled to the New Term

Each Term active classes are “rolled over” from the previous year in PeopleSoft (Fall 2014
will be rolled into Fall 2015). Department Schedulers are notified when they can begin
making changes to the schedule for the new Term.

The information that defaults on the scheduling pages defaults from the Course Catalog. A
course must be in the Course Catalog before you can schedule it.

The first step is to print an MS Review (Master Schedule Review) report to get a clear
sense of what courses and what sections have been “rolled over” from the previous year.

Then, using the MS Review report as a guide, Department Schedulers update the Schedule
of Classes to reflect any changes for the new Term. Perhaps the instructor has changed or
you have to add more sections to a course.

If a course was not offered or was not active in the Term that was “rolled over,” it will

not be in the new Term. This course will have to be added as a “New Course” for this
Term. This is done in the Schedule New Course component.

Navigation:

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

Schedule New Course
Enter any information you have and click Search. Leave fields blank for a list of all v| Enter the Term
/ Find an Existing Value |
Academic Institution:  |= vl USBNY Q Enter the SUb]eCt Area
Term: = vl 1088 Q
Subject Area: == CHE Q Enter the Catalog Nbr
Catalog Nbr: [begins with ~|[134
Academic Organization:lbegins withj| Q Clle SearCh
Academic Career: |: ﬂ | j
Campus: [begins with =] Q
Description: [begins with =]
Course ID: [ begins with =] Q
Course Offering Nbr: | = =l Q
[~ case Sensitive
Search Clear | Basic Search Save Search Criteria
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Meetings || EnrolimentCntrl | Reserve Cap | Notes | LMSData || Textbook

3

| Auto Create Component :\

Find | View Al First - 10783 O Last

#[=]

80254
29/2011 | |12

2011 |

 AddFee

[] schedule Print
[/] Student Specific Permissions

[/] Dynamic Date Calc Required

Generate Class Mtg Attendance
[/] Sync Attendance with Class Mtg

e

Course Topic ID:

Course Equivalent Course Group:

Class Equivalent Course Group: ‘ ‘

Class Attributes

*Course
Attribute

La

Course ID: 201020 Course Offering Nbr:
Academic Institution: SUNY at Stony Brook
Term: Fall 2011 Undergrad
Subject Area: WRT Writing
Catalog Nbr: 102 Intermed Writing Workshop A
Class Sections
*Session: A Q Full Fall Semester Session Class Nbr:
*Class Section: 01 *Start/End Date: ‘i‘ 8L
*Component: LEC Q Lecture Event ID:
*Class Type: Enrollment
*Associated Class: 1Q
*Campus: WEST |Q WEST
*Location: WESTCAMPU!Q West Campus
Course Administrator: Q
*Academic Organization: |WRITINGPGM Q. yyriting Program
Academic Group: CAS College of Arts and Sciences
*Holiday Schedule: SEM Q Academic Holidays
*Instruction Mode: P Q In Person
Primary Instr Section: 01

Class Topic

Equivalent Course Group

GL Interface Required

[] Print Topic in Schedule

Override Equivalent Course

Customize | Find | View A1 | B | 3 First £ g or4 O Last
*Course Attribute
Value
Q =]

B save QX ReturntoSearch 4[] Previousinlist |+ lexiin st

1. Click the Basic Data tab and add the following bold information:

Session:

Class Section

Prepared by Training and Development 632-3648
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Make sure that you have the correct Session code
selected. The Session code is used to further break
down the Term. It is needed to accommodate the
Summer Session and HSC Mods (i.e., A = Full Fall
Semester Session, B = Full Spring Semester Session,
Mod 4, Mod 5-7 U, etc.).

Each section is assigned a code as follows:

LECTURE 01,02, 03, etc.
RECITATION RO1, ROZ, RO3, etc.
LABORATORY L01, LOZ, LO3, etc.
SEMINAR S01,S 02, S03, etc.
TUTORIAL TO01, T02, TO3, etc.
SUPERVISED V01,V02, V03, etc.
CLINICAL C01, C02, CO3, etc.
ONLINE 30, 31, 32, 33, etc.
MANHATTAN 60, 61, 62, 63, etc.
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Class Number:

Start/End Date:

Component

Class Type

Associated Class

Prepared by Training and Development 632-3648
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Each section of a course is automout atically assigned a
Class Number after you save.

These dates default from the Academic Calendar.

Some courses have more than one component (lecture,
recitation, seminar, tutorial, etc.). Valid components for
this course have already been set up in the Course

Catalog. Click Q to choose the component for this
section.

Select Enrollment or Non-Enrollment.

For auto-enroll courses with more than one component,
the component that the student must enroll in should be
set to Enrollment, and the component that the student
gets automatically enrolled in should be set to Non-
enrollment.

For example, for courses with a Lecture and Lab, the
Lab may be the Enrollment component and the Lecture
may be the Non-Enrollment component.

The main purpose of this field is to associate multi-
component courses.

For single component courses, the Associated Class
number is the same as the Section number without the
zero (i.e., Lecture 01 is Associated Class 1).

For multiple component courses, all of the Lectures
are assigned Associated Class 9999, and the other
components (Recitations and Labs) are assigned the
same as the Section number without the zero as stated
above (i.e.,, Lab 01 is Associated Class 1).
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Campus

Location

Course Administrator

Academic Organization:

Academic Group

Holiday Schedule

Instructor Mode

Primary Instr Section

Schedule Print:

Student Specific Permissions

Course Topic ID

Defaults to the campus where the course is held (West,
HSC, Southampton, Manhattan, SUTRA (SPD).

Select West Campus, Southampton Campus, Off Campus,
International Academic Program, or Online.

Not used.

Defaults to the department offering the course. Do not
change.

Defaults to the department’s College or School.

Defaults to Academic Holidays or HSC Academic
Holidays.

Defaults to “In Person.” If this is an online class select
“World Wide Web.”

Defaults to the Section number.

Indicates whether the class should be printed in the
Class Schedule and MS Review report and appear in
SOLAR.

When this option is checked, the department has the
ability to issue permission for students to enroll in the
class if it's full or if they don’t meet certain pre-
requisites.

If this is a course with different topics, select the topic

Q

for this section by clicking ™ .

Setting up the Topic here will allow the Topic Title to
print in the Class Schedule and on student transcripts.
You can have multiple topics for different sections of a
single course in one semester. This is especially useful
for graduate courses. If the topic you want isn’t listed,
contact the appropriate Dean’s Office and ask them to
add the topic title to the Course Catalog so you can
schedule it.

Course Equivalent Course Group Displays the course equivalents.

Course Attribute

Prepared by Training and Development 632-3648
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Select the value only if applicable to your classes;
otherwise, leave blank (i.e., Study Abroad/Exchange
Courses, Contract Course, SPD, PEP, etc.).
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2. Click the Meetings tab.
This is where you assign the room, meeting days/times, and instructors for the class.

IMPORTANT! If this is a course that is combined with other courses, you cannot update the
Meetings page here. You must go to the Schedule Class Meetings page (Main Menu >
Curriculum Management > Schedule of Classes > Schedule Class Meetings). The courses must
be “linked” by the Registrar’s Office first.

The completion of accurate information on this page is essential for reporting Workload

Analysis information to SUNY. Instructors should be assigned right away. Other
information on the Meetings page is opened for editing after the enrollment snapshot.

Basic Data r Meetings ] Enroliment Cntrl Reserve Cap Notes LMS Data Textbook

Course ID: 201020 Course Offering Nbr: 3

Academic Institution: SUNY at Stony Brook
Term: Fall 2011 Undergrad

Subject Area: WRT Writing
Catalog Nbr: 102 Intermed Writing Workshop A

Class Sections Find | View All First ) 10783 I Last

Session: A Full Fall Semester Session Class Nbr: 80254
Class Section: 01 Component: Lecture Event ID:
Meeting Pattern Find | View All First KI 4 of 4 DI [ast
Facility ID Capacity Pat Mtg Start MtgEnd M T W T F S S *Start/End Date #E]
Q [MwF |Q [2:20PM | [3:15PM FEE®E 08292011 [ [12212011 |5
Topic ID: ‘ Free Format
Topic:
[_| Print Topic On Transcript Contact Hours

Instructors For Meeting Pattern Customize | Find | View A1 | B | 3 First £ 12072 1 Last

1D Name dnstructor rint Access Contact

= Role

. Q Ve it Primin: v Approve v 165 =

vt QU G- Admin ¥ (] Grade | [=]

Room Characteristics customize | Find | B | 3 First £ 4011 I Last
*Room Characteristic *Quantity
& 1 =

B Save Q. ReturntoSearch  +[F] PreviousinList 4[5 lextin List

Facility ID You can only select a room that is controlled by your
Department or a large room that’s been assigned to you
for the class. Otherwise, leave this field blank and the
room will be assigned by the Registrar’s Office.

If you don’t know the Facility ID number, click
Q the LOOKUP button and search for it by entering
— the Building number or name, or Room
number. Be careful, this list contains every closet,
stairwell, and bathroom in the building!

Prepared by Training and Development 632-3648 p.55
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Pat

Mtg Start

Mtg End

Combined Sections

ID

Prepared by Training and Development 632-3648
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Select the day of the week pattern (MWF, TUTH, etc.).
The meeting end time will default from the pattern that
you pick.

For Recitation sections, use the meeting pattern codes
that begins with RE only. These are 55 minute meeting
time blocks.

For Tutorial sections, use APPT.

For sections where hours are to be arranged, select
HTBA.

Enter the time that the class starts (remember to
include AM and PM appropriately)

The class end time will default from the day of the week
pattern and Start Time that you selected.

Note: Tutorial, Clinical, Supervised teaching, and
distance-learning sections are entered with 1:00am to
2:00am, which must be changed to 1:00am to
1:00am.

Combined sections have to be set up in advance by the
Registrar’s Office, but should be scheduled even if the
Registrar’s Office will be combining at a later date. You
will see the Combined Sections link on this page once
the Registrar’s office has linked the courses. Click it to
see the Combined Section Detail.

IMPORTANT: Be sure to correspond with the co-
offering department to coordinate scheduling as only
one department can schedule the combined course.

New course combinations must be approved by the
Dean’s office first.

Remember-...after the combined sections have been linked
by the Registrar’s office, the fields on this page will be
grayed out. You must go to the “Schedule Class Meetings”
page to update the information on this page.

If you have questions about combined sections, contact
the Registrar’s Office.

Enter the instructor’s Stony Brook ID.

Ql If you do not know the ID number, click the
LOOKUP button and search for the instructor by
First name and Last name.

Note: If the field turns red or the instructor is not in the
list, you must check the Instructor Advisor table.

*  Your dept must be in the list of approved courses
for the Instructor
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Instructor Role

e New instructors must be active, Effective in
PeopleSoft at least one day before the start of the
Term

To add another instructor for this class click the
Add a New Row button.

Select instructor(s) roles.

The data that is entered here is used for determination
of instructional workload in CASA and other
institutional reporting. For the most accurate university
reports, please adhere to the revised rules below.

Primary
Instructor

Assign to the instructor fully responsible for the course based on the
course instruction or contact minutes. Most often the Primary Instructor is
a faculty member; however, a graduate student can be the Primary
Instructor if the graduate student is solely responsible for the scheduled
course.

For multi-component courses, assign the instructor as Primary Instructor
on the lecture and supervisor on the additional sections (e.g., lab,
recitation). This can allow the lecture Primary Instructor grading access for
the additional sections.

For multi-component courses, do NOT assign the instructor a role of
Primary Instructor on both the lecture and additional sections (e.g., 1ab,
recitation) unless that same instructor is fully responsible for those
sections.

In the instances where teaching responsibility is shared between more
than one instructor, indicate a maximum of ONE Primary Instructor based
on the course contact minutes (i.e., instruction). Additional instructors
should be assigned the role of Secondary Instructor.

Secondary
Instructor

In the instances where teaching responsibility is shared between more than one
instructor, indicate ONE Primary Instructor based on the course contact minutes
and one or more Secondary Instructors.

Note that the abbreviation “sec instr” is not intended to stand for “section
instructor,” and should not be applied as such.

Administrator

This instructor role is not reported in CASA; however, correct setup is vital for
grading access of the instructor(s). This role is useful when a course instructor
has arranged for a department administrator (usually the ATC or similar) to
administer the course (submit grades, manage rosters, etc.). In these cases, the
primary instructor remains on the course, and a course administrator is assigned
arole of "admin" plus the appropriate level of grading access.

Supervisor

This instructor role is not reported in CASA; however, correct setup is vital for
grading access of the instructor(s). Use this for a course with multi-components
(e.g., lecture/lab + recitation). The instructor (usually Faculty) should be assigned
to the lecture as primary instructor and as the supervisor for each of the labs
and/or recitations.
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TA Assign this role for Graduate students who read/grade papers but don't actually
Reader/Grade meet with students. For CASA reporting purposes, do not add hours for these.

r

Print

Access

Contact

Prepared by Training and Development 632-3648
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If you want the instructor to appear in the Class
Schedule and in SOLAR Class Search for this class, check

™ the Print option. Supervisors, Administrators, and
Reader/Graders should never be printed in the Class

Schedule.

Select the instructor’s level of access to rosters and
submitting grades in SOLAR. Only one person per
class can have Approve access (usually the Primary
Instructor, Secondary Instructor or Supervisor). TA’s,
Administrators and Reader/Graders should NOT have
Approve access.

Access

View
Roster

Input
Grades

Submit
Grades

Approve

Yes

Yes

Yes

Grade

Yes

Yes

No

None

Yes

No

No

In general, departments do not have to enter contact
minutes. Contact minutes are calculated from section
start and end times and entered automatically for CASA

reporting.
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1. Click the Enrollment Cntrl tab.

This is where you indicate the class status as well as the room, enrollment, and waitlist

capacities.

Only Active classes will “roll over” from the previous. Previously inactive classes will need

to be added a new

Course ID:

Academic Institution:
Term:

Subject Area:
Catalog Nbr:
Enroliment Control

Session:
Class Section:

*Class Status:
Class Type:
*Add Consent:

*Drop Consent:

1st Auto Enroll Section:
2nd Auto Enroll Section:

Resection to Section:

| Auto Enroll from Wait List

[ Save Q. Returnto Search

DeptCnsnt ~

No Consent ~

Basic Data Meetings Enrollment Cntrl I Reserve Cap Notes LMS Data Textbook
|

201020 Course Offering Nbr: 3

SUNY at Stony Brook

Fall 2011 Undergrad

WRT Writing

102 Intermed Writing Workshop A

Find | Vie
A Full Fall Semester Session Class Nbr: 80254
01 Component: Lecture Event ID:
Active v Gancel Glass
Enroliment Enroliment Status: Open

Requested Room Capacity: Total

22

Enrolliment Capacity: m 0
h
,7

Wait List Capacity: 0
Minimum Enrollment Nbr:
[“] cancel if Student Enrolled
+[E] Previous in List | |4[F] lextin List

Add Consent

Drop Consent

Class
Status

If you
want to

tentatively schedule a class that you are pretty sure
you’ll be offering, change the Class Status to
TENTATIVE SECTION.

Department or Instructor indicates that the student
needs department or instructor permission to register
for this class. No Consent indicates that the student can
register without permission. If this is incorrect, contact
the Registrar’s Office.

Not used.

1st Auto Enroll Section

These fields are used to associate multi-

component sections for auto-enroll. If this is the Lab or
Recitation component, enter the section number of the
auto-enroll Lecture. You can also use the Update
Sections of a Class page to do this (Main Menu >
Curriculum Management > Schedule of Classes > Update
Sections of a Class).

Prepared by Training and Development 632-3648
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Auto-Enroll from Waitlist

Requested Room Capacity

Enrollment Capacity

Waitlist Capacity

Minimum Enrollment Number

Cancel if Student Enrolled

This option will be checked for courses that allow wait
listing. Students who elect to be placed on the waitlist
will automatically be enrolled as seats become
available. You will be able to view the list of students on
the waitlist. You will also be able to get an “unmet
demand” report of students who tried to register, could
not get in, and chose NOT to be put on the waitlist.

Don’t change this.

Enter the maximum number of students allowed to
register for this class.

For multi-component classes with auto-enroll, make
sure that the enrollment capacity for the Lecture equals
the total enrollment capacity of all of the associated
sections (Recitations or Labs).

For combined courses, this number should equal the
total number of students allowed to enroll in both
classes combined.

If this field is not grayed out, waitlisting is set up for this
course. Students interested in getting into the class if a
seat opens up can place themselves on the waitlist.
(Note: If you're screening for prerequisites for the
course, only students who have satisfied the
prerequisite will be able to add themselves to the
waitlist.) Enter the number of students allowed to
waitlist. This number should be approximately 30% of
the enrollment capacity.

Not used.
Not used.

Once students begin enrolling in classes, you can refer to this page to see the Total number
of students enrolled and on the Waitlist. You will also find this information on the Class

Sections page.

Enroliment Status:
Requested Room Capacity:
Enroliment Capacity:

Wait List Capacity:

Minimum Enrollment Nbr:

These show the
enrollment numbers
in the course and on
the waitlist.

Prepared by Training and Development 632-3648
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1. Click the Reserve Cap tab.

RESERVE CAPACITY allows you to reserve seats in the class for particular groups or
classes of students. Typically you'll want to reserve seats for students in your major, or

seniors, or seniors in your major.

2. Click to add Reserve Capacity Sequence

BasicData Meetings Enrollment Cntrl Notes LMS Data Textbook
|

Course ID: 201020 Course Offering Nbr: 3

Academic Institution: SUNY at Stony Brook

Term: Fall 2011 Undergrad

Subject Area: WRT Writing

Catalog Nbr: 102 Intermed Writing Workshop A

Class Sections Find | View All First ! 1 of83 O Last
Session: A Full Fall Semester Session  Class Nbr: 80254

Class Section: 01

*Reserve Capacity Sequence: 1

Reserve Capacity Requirement Group
*Requirement

*Start Date

Group
[0327/2011 [ [001422/Q  New Transfer
B save | Q. ReturntoSearch +[F Previous in List

Component:

Enroliment Total: 0

Event ID:
Find | View All First Kl 1 of 4 T+ gt

[+] [

Lecture

First K1 4 of 1 I L ast

Customize | Find | | 2

#E]Nextin list

Reserve Capacity Sequence

Enrollment Total

Start Date

Requirement Group

Prepared by Training and Development 632-3648
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A Reserve Capacity Sequence number is assigned to
each Requirement Group that you add for this class.
Reserve Capacity Sequence # 1 has priority over
Reserve Capacity Sequence # 2. If a student meets more
than one requirement, he/she will be placed in the class
based on the highest priority group.

This number tells you how many students are currently
in each reserve capacity sequence.

The Start Date will automatically be set for the
beginning of advance registration for the Term. This
date is very important! Only change it to activate or
inactivate a reserve group on a specific date other than
the beginning of advance registration.

Requirement Groups have been set up in PeopleSoft and
are identified by a Requirement Group number. Think
of this as the requirements needed in order to fill this
group of seats.

Click Q to see list of Requirement Groups. You can
search the list by entering an Academic Group or
Subject Area.

Examples of Requirement Groups:

U1 = Freshmen

p.61
6/7/13



U2 = Sophomores

U3 =]Juniors

U4 = Seniors

AFS MAJOR/MINOR will allow you to reserve seats for students
majoring or minoring in Africana Studies.

AFS MAJOR will allow you to reserve seats only for students
majoring in Africana Studies.

AFS MINOR will allow you reserve seats only for students
minoring in Africana Studies.

AFS U4 MAJOR will allow you reserve seats only seniors majoring
in Africana Studies

Cap Enrl Enter the number of seats you want to reserve for this
group of students.

You can have more than one Requirement Group for a class:

3. To add a Requirement Group:

* (lick in the Reserve Capacity Sequence field and click to the right of this
field.

* A new sequence number will be assigned to each group that you add in order of
priority.

* Select the Requirement Group and Cap Enrl.

4. To delete a group:

e Scroll to the correct Reserve Capacity Sequence number by clicking the
Next/Previous row buttons

e C(lick =] to the right of the Reserve Capacity Sequence field.

5. Ifyou want to make a certain group “Inactive” after a certain date:

e Scroll to the correct Reserve Capacity Sequence number by clicking the
Next/Previous row buttons
* C(Clickin the Start Date field

e C(lick to the right of the Start Date field

* Enter the date that you want this group to be inactivated in the Start Date field
* Select the same Requirement Group

* Enter “0” for the Cap Enrl
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Click the Notes tab.

The class Notes page includes special information about the class that may or may not be

printed in the Class Schedule (i.e., information about exams, waitlists, reserve groups,

combined courses, auto-enroll sections, etc.). Department Schedulers cannot add/change

Notes. They must contact the Registrar’s Office.

BasicData | Meetings  EnrollmentCntrl ~ Reserve Cap JELLIGS I LMS Data  Textbook

I
Course ID: 201020 Course Offering Nbr: 3
Academic Institution:  SUNY at Stony Brook
Term: Fall 2011 Undergrad
Subject Area: WRT Writing
Catalog Nbr: 102 Intermed Writing Workshop A
Class Sections Find | V
Session: A Full Fall Semester Session  Class Nbr: 80254
Class Section: 01 Component:  Lecture Event ID:
Class Notes Find | Vi
*Sequence Number: ’_1
*Print Location: After A Even if Class Not in Schedule
Note Nbr: Qs
~ Copy Note
Free Format Text: Students who do not attend 1st week will be
“ Clear Note | deregistered; no add/swap after 1st week; waitlisted
1 students must attend 1st week to be eligible for

B Save QA RetuntoSearch (F Previousinlist +[F liextiin st

Prepared by Training and Development 632-3648
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Click the LMS tab.
The LMS fields must be completed in order for the classes to be available in Blackboard.

Click the drop down list for LMS Extract File Type and choose XML V1.1(req to
authenticate).

The LMS Extract Group ID will automatically be completed when you tab out of the

LMS
BasicData Meetings Enroliment Cntrl Reserve Cap Notes @ Textbook
Course ID: 201020 Course Offering Nbr: 3
Academic Institution:  SUNY at Stony Brook
Term: Fall 2011 Undergrad
Subject Area: WRT Writing
Catalog Nbr: 102 Intermed Writing Workshop A
Class Sections Find | View All First ! 10f83 O
Session: A Full Fall Semester Session  Class Nbr: 80254
Class Section: 01 Component:  Lecture Event ID:
Learning Management System
Provider for Authentication v
LMS Extract File Type: XML V1.1 (req to authenticate) v I
LMS Extract Group ID: |USBNY-WRT—1 02-SEC01 I
LMS URL: I
Last LMS Class Extract Datetm: 12/09/2010 5:12:06AM Last LMS Enroll Extract Datetm: 12/09/2010 5:12:06AM
'B) save | | ReturntoSearch | |4[F] PreviousinList | |4 lextinList
Extract File Type field.
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Click the Textbook tab.

Instructors are required to submit all of the required and suggested course materials to the
Provost Liaison, who then enters the information on this page.

" BasicData || Meetings || EnrollmentCntrl || Reserve Cap | Notes || LMSData RERiiiels)s l
I
3

Course ID: 201020 Course Offering Nbr:

Academic Institution: SUNY at Stony Brook

Term: Fall 2011 Undergrad

Subject Area: WRT Writing

Catalog Nbr: 102 Intermed Writing Workshop A

Class Sections Find | View A
Session: A Full Fall Semester Session  Class Nbr: 80254
Class Section: 01 Component:  Lecture Event ID:

Textbook Assignment
Textbook Assignment Status @ Pending Textbook entry complete
[ I No textbooks assigned to class | Gopydextbooks [

¥/
Customize | Find | B |

T L hN  Details |( Notes )

Seq Course Course
No Material Type  Material Status

1

Title ISBN Author]

Special Instructions

[Z) Save | Q Returnto Search | 4 PreviousinList  4[Z] lexiin List
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Once you have entered all of the information for this new course section click
|5 Save
the Save button.

To add another section for this course go back to the Basic Data page and click the
Add a New Row button. Complete all of the information for the next section.
Remember to save after completing each section.

If this is a multi-component course with auto-enroll, when you are finished scheduling each
section, go to the Update Sections of a Class page to complete the auto-enroll section
information (see instructions on following pages).

To check to see if Pre-requisite screening is turned on or off for each section of this course,
go to the Adjust Class Associations page (Main Menu > Curriculum Management >
Schedule of Classes > Adjust Class Associations).
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12. Pre-Requisite Screening

Some departments use pre-requisite screening to ensure that only students with proper academic

credentials are able to enroll in courses.

Requests for pre-requisite screening must go to the contact in your School or College. This must

be setup before enrollment begins.

Use the Adjust Class Associations page to view the pre-requisites for a course and to see

whether pre-requisite screening is being used or not.

Navigation:

Curriculum Management > Schedule of Classes > Adjust Class Associations

http:// it.stonvbrook‘.)edu

Adjust Class Associations
Enter any information you have and click Search. Leave fields blank for a list of §
Enter the Term
/ Find an Existing Value
Academic Institution:[= +| [usBny Q Enter the Subject Area
Term: =~ [1088 Q Enter the Catalog Numb
Subject Area: = [© [cHE Q nter the Latalog Number
Catalog Nbr: [begins with »|[133 .
_ Click Search
Academic Career:  [= = =l
Session: |= ;] | j
Course ID: [ begins with _j| Q
Course Offering Nbr: |= ~| | Q
Description: [ begins with jl
I™ case Sensitive
Search | Clear I Basic Search Save Search Criteria
f Class Requisites
Course ID: 200683 Course Offering Nbr: 2
Academic Institution: ~ SUNY at Stony Brook
Term: Fall 2008 Undergrad
Subject Area: CHE Chemistry
Catalog Nbr: 133 General Chemistry Lab |
Session: A Full Fall Semester Session
Requirement Group: 001170 Detail pq CHE 133
Long Description: Pre- or Corequisite: CHE 123 or 129 or CHE 131 or 198 ii
Class Association Requisites Find | View All First 4] 4 or53 O Last
Associated Class: 1 I¥ Also Use Catalog Requisite
Requirement Group: Detail
Long Description: )
naescrip | \ Pre-requisite
screening is being
5) Save | & Return to Search | used if this box is
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13. Copy Research Department Class Instructors

This process takes the instructors assigned to each section of one tutorial course (also
known as the designated master class - Subject and Catalog #) and copies the instructors’
information to the same section #s of all other tutorial courses offered by the department.

Tutorials sections include internships, tutorial, research sections, etc. In PeopleSoft,
Tutorials sections should be designated as T01, TO2.

Example:
If the Master Class = MAT 699
The faculty information and access will be copied as follows:

From MAT 699 Section T01, to MAT 487 TO01, to MAT 475 T01
From MAT 699 Section T02, to MAT 487 T02, to MAT 487 T02

This process also validates the Instructor/Advisor Table. It provides you with an Exception
Report which helps you in identifying an instructor that is not available/active on the
Instructor/Advisor Table.

‘( Instructor/Advisor Table Approved Courses
Marcelle Smith ID: 100098437
grewpll  First (4 1051 [P] Last
*Effective Date: 03/2012007 Bl *status: l Inactive g [+]=]
*Instructor Type: v : [J Advisor
*Academic Institution: USBNY Q) SUNY at Stony Brook
*Primary Acad Org: Q|
*Instructor Available: | | Sabbatical j |
Instructor/Advisor Role View All First [0 10f1 [¥] Last
Advisor Number: 1 Percent of Appointment: E]
*Academic Career: g
Academic Program: Ql
Academic Plan: QJ
Academic Sub-Plan: Ql
Prepared by Training and Development 632-3648 p. 68
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SU Copy Dept Class Instr

First, make sure that your Master class is set up correctly in the PeopleSoft Schedule of
Classes because the information from this class will be copied to the other tutorial sections.

Navigation:

SBU > SBU Student Records > Report > SU Copy Dept Class Instr

SU Copy Dept Class Instr
Enter any information you have and click Search. Leave fields blank fo

/ Find an Existing Value Y Add a New Value

Run Control ID: | begins with v ||

™ Case Sensitive

Search I Clear I Basic Search Save Search Criteria

Search Results

1-20f2
Run Control ID Language Code
PSREPORTS Enalish
SCHEDULING Enalish
psofireports  Enalish

Prepared by Training and Development 632-3648
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Click Search and select the PSREPORTS Run
Control ID.

If you do not have one, click Add a New
Value to create a Run Control ID.
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Enter the Report parameters:

Copy Department Class Instructors

Institution: USBNY NY at Stony Brook
*Term: 1074 Q| Spring 2007

*Acad Org: MATHEMATIC|Q]  Mathematics

*Master Subject:  |MAT Q] *master Catalog Nbr: | 699

Crse Description: Dissertation Resrch on Campus

Run Control ID: Copy_Instr_Rsrch Report Manager Process Monitor

Enter the Term, Acad Org., your
Master Subject, and Master Catalog

#.

® Reports Only Select Reports Only.
O Update & Reports \

Click the Run button at the top of
B save) the page.

add) (/=]

Reports Only will create the appropriate reports for viewing in Excel and will NOT update
anything in the class schedule. You should select this Report Option first. After you have
cleaned up the errors and entered all of the correct and appropriate information to your

schedule, you can run the process using the MASTER File you updated.
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Run the Process:

Go back to the SU Copy Dept Class Instr page.

This time under Report Options select Update & Reports.
Click Run.

This will run the process to update all of the active TUTORIAL SECTIONS in your
Department and will create the appropriate reports for viewing in Excel.

Run Control ID:  Copy_Instr_Rsrch Report Manager JProcess Mo @

Copy Department Class Instructors

Institution: USBNY SUNY at Stony Brook
*Term: 1074 QJ Spring 2007

*Acad Org: MATHEMATIC|Q]  Mathematics

*Master Subject: |MAT Q| *Master Catalog Nbr: | 699

Crse Description: Dissertation Resrch on Campus

O Reports Only h

® Update & Reports
B save) Bradd) (2
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View Your Reports:

Click the Report Manager link.

This will bring you to the Report List page.

Click Refresh until you see Posted in the Status column, and then click the Details link.

[ Administration Y} _Archives

Y
y
1

UseriD:  [SRDPTSCH Type: | ~ltast [ 1|Days
Status: ~| Folder:| ~| nstance: | to:
Report List Customize | Find | View All | B8  First [*] 141 ora1 [*] Last
Report Prcs . Request )
Select D Instance 2escription DatelTkne Format Status Details
Comma
r 12103 2530416 Copy Research Dept Class Instr 0.1/1.7’2008 delimited Posted Details
3:51:01PM (*.csv)
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This will take you to the Report Detail page. You will see two .csv files. Click each one and
save them. Then open them with Excel.

Report Detail
Click
Report ID: 12103 Process Instance: 2530416 Message Log OK
to
Name: SUSR8367 Process Type: SQR Process
Run Status: Success
Copy Research Dept Class Instr
Distribution Node: psnsrepos1 Expiration Date:
Name File Size (bytes) Datetime Created
Esiqnments 2530416.CSV 21714 01/17/2008 3:51:41.000000PM EST
xceptions 2530416.CSV 4 649 01/17/12008 3:51:41.000000PM EST
: 1,720 01/17/2008 3:51:41.000000PM EST
susrg367 2530416.out 1,979 01/17/2008 3:51:41.000000PM EST
Distribution ID Type *Distribution ID
User SRDPTSCH
OK Cancel
return to the Report Manager.
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The Assignment Report will provide information on the classes which were (or will be)
updated with the instructor information. It will also provide information when the

instructor does not have an active/available status on the Instructor/Advisor Table.

A[IBICIDIETFITG] H T T [ J K [ L [ ™M N ] 0
| 1| 3/20/2007 Reports Only Assignment Report
GRD RSTR CRSE CRSE

| 2 |SUBJ CAT# STRM SESS SECT MTG# SEQ (HRREMTLY ASQICMER SMDIID_ ROLE AVAIL ACCESS |ID OFFER# COMMENTS
| 3 [MAT = 475 1074 B T01 1 1 Pl A 203734 2 Will Be Assigned
| 4 [MAT = 475 1074 B 02 1 1 Pl A 203734 2 Will Be Assigned
| 5 [MAT = 487 1074 B T01 1 1 Pl A 203728 4 Will Be Assigned
| 6 [MAT = 487 1074 B T02 1 1 Pl A 203728 4 Will Be Assigned
| 7 |[MAT = 487 1074 B T04 1 1 Pl Sabbatical A 203728 4 Will Be Assigned
| 8 [MAT = 487 1074 B T05 1 1 Pl A 203728 4 Will Be Assigned
| 9 [MAT = 487 1074 B T06 1 1 Pl A 203728 4 Will Be Assigned
| 10 [MAT = 487 1074 B T07 1 1 Pl A 203728 4 Will Be Assigned
| 11 |MAT | 487 1074 B T08 1 1 Pl A 203728 4 Will Be Assigned
| 12 |[MAT | 487 1074 B T09 1 1 Pl A 203728 4 Will Be Assigned
| 13 [MAT |~ 487 1074 B T10 1 1 Pl Sabbatical A 203728 4 Will Be Assigned
| 14 [MAT |~ 487 1074 B ™ 1 1 Pl Sabbatical A 203728 4 Will Be Assigned
| 15 [MAT 487 1074 B T12 1 1 Pl A 203728 4 Will Be Assigned
| 16 [MAT =~ 487 1074 B T14 1 1 Pl A 203728 4 Will Be Assigned
| 17 [MAT | 487 1074 B T15 1 1 Pl Sabbatical A 203728 4 Will Be Assigned
| 18 [MAT |~ 487 1074 B T16 1 1 Pl Sabbatical A 203728 4 Will Be Assigned
| 19 [MAT = 487 1074 B T17 1 1 Pl Sabbatical A 203728 4 Will Be Assigned
| 20 |MAT 487 1074 B T18 1 1 Pl Sabbatical A 203728 4 Will Be Assigned

21|MAT = 487 1074 B T19 1 1 Pl A 203728 4 Will Be Assigned
| 22 [MAT = 487 1074 B T20 1 1 Pl A 203728 4 Will Be Assigned
| 23 [MAT = 487 1074 B T20 1 2 ADM A 203728 4 Will Be Assigned
| 24 [MAT 487 1074 B 21 1 1 Pl A 203728 4 Will Be Assigned

25 |[MAT 487 1074 B 122 1 1 Pl A 203728 4 Will Be Assigned

The

Exceptions Report will provide information on the classes which were not (will not be)
updated with the instructor information and you’ll find the reason in the Comments.

A | B|] ¢c | D] E]F]|]G6]|] H | | | J |
1 |3/20/2007 Reports Only Exception Report
2 |SuBJ CAT# STRM SESS SECT MTG# SEQ CRSEID CRSE OFFER# COMMENTS
3 |[MAT 487 1074 B T03 1 1 203728 4 Section Not On Master
4 |MAT 495 1074 B T13 1 1 203618 1 Section Not On Master
5 |MAT 698 1074 B TO01 1 2 304561 2 Section Not On Master
6 |[MAT 698 1074 B T03 1 1 304561 2 Section Not On Master
7 |MAT 698 1074 B T04 1 2 304561 2 Section Not On Master
8 |MAT 698 1074 B T16 1 2 304561 2 Section Not On Master
9 |MAT 698 1074 B T33 1 1 304561 2 Section Not On Master
10 [MAT 475 1074 B T04 1 1 0 Master Section Not On Target
11 [MAT 475 1074 B T05 1 1 0 /Master Section Not On Target
12 [MAT 475 1074 B T06 1 1 0 Master Section Not On Target
13 |[MAT 475 1074 B T07 1 1 0 /Master Section Not On Target
14 |MAT 475 1074 B T08 1 1 0 Master Section Not On Target
15 IMAT 475 1074 B T09 1 1 0 Master Section Not On Target
16 [MAT 475 1074 B T10 1 1 0 Master Section Not On Target
17 [MAT 475 1074 B Lk 1 1 0 Master Section Not On Target
18 [MAT 475 1074 B T12 1 1 0 /Master Section Not On Target
19 [MAT 475 1074 B T14 1 1 0 Master Section Not On Target
20 |MAT 475 1074 B T15 1 1 0 Master Section Not On Target
21 |MAT 475 1074 B T16 1 1 0 Master Section Not On Target
22 |[MAT 475 1074 B T17 1 1 0 Master Section Not On Target
23 IMAT 475 1074 B T18 1 1 0 Master Section Not On Target
24 |MAT 475 1074 B T19 1 1 0 Master Section Not On Target
25 |MAT 475 1074 B T20 1 1 0 Master Section Not On Target
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14. Manage Auto-Enroll Sections, Enrollment and Waitlist Capacity

Navigation:

Main Menu > Curriculum Management > Schedule of Classes > Update Sections
of a Class

You can easily view information for all of the sections of a course on one page. Please note
that only 8 rows are displayed at a time on this page. To see all of the rows on one page, you
must click View All.

You will complete your scheduling for the auto-enroll courses here.
In the Assoc column for all of the Lecture sections, make sure that you have entered 9999.

In the Auto Enrl 1 column for the Lab/Recitation sections, enter the section number of the
Lecture that students will auto-enroll into when they register for each.

Update Sections of a Class

Course ID: 200679 Course Offering Nbr: 2 @ Save
Academic Institution: SUNY at Stony Brook Click
Term: Fall 2011 Undergrad

Subject Area: CHE Chemistry the
Catalog Nbr: 131 General Chemistry 1B

[—
Customize | Fii d | View All| *

—Chssm Class Enroliment Limits  —

Session Section Class Nbr Component % 'TCIA: ’csltf FAssoc Q::& rtloz Resection *Ad

Fall 01 82055 Lecture Open N QA Qf 9999 Q [ N

Fall 02 82077 Lecture Open N QA Qf 9999Q |_ N

Fall 03 90609 Lecture Closed N Qs Qf 9999 Q ( N

Fall 04 91262 Lecture Closed N Q |s Q. 9999 Q ( N

Fall RO1 81901 Recitation Open E QA Q 11Q |01 ( N

Fall R02 81902 Recitation Open E QA Q 2Q (01 [ N

Fall R03 81903 Recitation Open E QA Q 3Q |01 ( N

Fall R04 81904 Recitation Open E QA Q 4Q (01 ( N

[E Save Q. Returnto Search

SAVE button to save the information that you entered.
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Click the Class Enrollment Limits tab.

Use this page to edit Enrollment Capacity and Waitlist Capacity for existing classes.

Once students begin enrolling in classes, use this page to view Enrollment and Waitlist

Totals.

Course ID:
Academic Institution
Term:

Subject Area:
Catalog Nbr:

Class Status
Session

Fall

Fall

Fall

Fall

Fall

Fall

Fall

Fall

200679
SUNY at Stony Brook

Update Sections of a Class

Fall 2011

CHE
131

I Class Enrolliment Limits l

Section

01
02
03
04
RO1
R02
R03
R04

@ save [ Returnto Search

Course Offering Nbr:

Undergrad
Chemistry

General Chemistry IB

Class Nbr
82055
82077
90609
91262
81901
81902
81903
81904

Component
Lecture

Lecture
Lecture
Lecture
Recitation
Recitation
Recitation

Recitation

PP

Enrl Tot

Wait Cap jWait Tot

- | |-
- |- D D
o] O o O ol o

SAVE button to save the information that you entered.
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15. Department Class Validation Report

The Department Class Validation report generates a list of errors that exist in the Schedule
of Classes. Department Schedulers should use this report to ensure that the information
that they entered in the Schedule of Classes is accurate. This is especially important for

CASA reporting.

Navigation:

SBU - SBU Student Records = Report - SU Dept Class Validation

SU Dept Class Validation

Find an Existing Value

Run Control 1D:

[Jcase sensitive
Search | [ Clear | Basic Search

Add a New Value

Search Results
1-20f2
psreports Enalish

-

Prepared by Training and Development 632-3648
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Click the Search button to display a list of
your existing Run Control IDs.

Click the psreports Run Control ID (or any
Run Control ID that you usually use for
your Rosters or Scheduling Reports).

Note: If you do not have any Run Control
IDs listed then you will have to click Add
a New Value and add a new Run Control
ID. You can name it psreports.
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PeopleSoft.

Home » SBU » SBU Student Records » Report » SU Dept Class Validation New Window
{ SUDept Class Validation \_

Run Control ID:  psteports Report Manager Process Monitor Run

*Academic Institution: |USBNY Q| SUNY at Stony Brook

Term: 1054 Q Spring 2005

Subject Area: 8us QJ ‘
Academic Group: Q|

B save) (QRetum to Search) Eadd)

You also have the option of generating a report for all classes by Academic Group (i.e.,
School of Nursing, SPD, etc.). Instead of entering the Subject Area, click the Lookup button
next to the Academic Group field, click the Lookup button on the next page and select your
Academic Group. You cannot enter both Subject Area and Academic Group. It has to
be one or the other.
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This will take you to the Report List page.

/ Administration \__Archives

Refresh I

__Delete |click the delete button to delete the selected report(s)

Go backto SU Dept Class Validation

SRDPTSCH Type: | “ltast [ 1[Days  J| Refresh |
Status: [ =l rolder] ~| instance: | to™]
Report List Customize | Find | View All | B First [] 4 o4 [*] Last
Select EPOMICS  Description il Format Status ~ Details
r 11909 2530200 Dept Class Validation 5 1102000 f"c':v’;‘a delimited Yo cted Details
¥ seiectal  Dpeselecta

Click
the

Refresh button until you see Posted in the Status column next to the report.

Then, click the Details link.

This will take you to the ReportDetail page.

Report Detail

ReportID: 11909 Process Instance: 2530200 Message Log
Name: SUSR8115 Process Type: SQR Report

Run Status: Success

Dept Class Validation

Distribution Node: psnsrepos1 Expiration Date:
File List
Name File Size (bytes) Datetime Created
200.l1og 1,720 01/16/2008 4:12:30.000000PM EST
Val Cls Sched.csv 3,328 01/16/2008 4:12:30.000000PM EST
"ot 1,313

01/16/2008 4:12:30.000000PM EST
Distribution ID Type *Distribution ID

User SRDPTSCH

OK | CanceII

Click the .csv file to open it

Prepared by Training and Development 632-3648
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Click Save

File Download rg

Do you want to open or save this file?

‘Ej Name: Val_Cls_Sched.xs
= Type: Microsoft Excel Worksheet, 633 bytes

From: psns.cc.stonybrook.edu

[ Gpen || Save |[_Cancel |

Always ask before opening this type of fle

‘while fles from the Interet can be useful, some files can potentially
ham your computer. If you do not trust the source, do not open or
save this file. What's the risk?

2%

Save in: IQ Desktop :] € )5 B

— : Select where you want to

3My Documents: .

i My Computer save the file

NI My Network Places

L) Documents in Temp .

| Kim's Prctures Enter a file name and change

) onused Desktop Shortasts the extension to .csv
Demo_Group

sp* Home_Dir

= e Click Save
rostertest.xls

5% Shortaut to Any Department on ‘'admin0&’ (T)
5 Shortaut to CS Web
Shortout to Office_of_Records

3 Shartaut to Training
Fie pame: leI 08 Val_Cs_Sched.csv ;l Save I
Save as type: ] Microsoft Excel Worksheet j Cancel I

Open the file in Excel and then re-save it a Microsoft Excel workbook (in the Save as
Type field).

Use this spreadsheet to clean up your errors in PeopleSoft.

You can rerun this process to make sure your errors have been fixed.

p. 80
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List of Error Messages

Below is a list of error messages you may see in your report. For a more detailed

description of each error message and for information on how to correct them, please refer

to the Dept Class Validation Error Messages document.

Code

Code Description

CLO1
CLOZ2
CLO3
CLO4
CLO5
CLO6
CLO7
CLO8
CLO09
CL10
CL11
CL12
CL13
CL14
CL15
CL16
CL17
CL18
CL19
CL20
CL21
CL22
CL23
CL24
CL25
CL26
CL27
CL28
CL29
CL30
CL31
CL32
CL33
CL34
CL35

Missing Class Association
Single Course Component
Single Class Component
Missing Course

Missing Course Component
Missing Class Component
Invalid Graded Component
Invalid Graded Comp - Crse Cat
Multi-Unique-Component
Associated Class 9999

Invalid Auto Enroll Section
Missing Section Combined
Invalid Class Section Name
Non-Unique Class Number
Missing Course Topic

Non Enrol Section Not Referred
Invalid Class Start/End Times
Meeting Pattern Extra Spaces
Missing Meeting Pattern
Invalid Meeting Pattern
Invalid Instructor

Class Assoc - Invalid Units

Non Enrol Not Referred (Any)
Class Active - EnrlCap Zero

Cls Assoc 9999 - No Class Comp
Class - Course Not Active

Class - Schedule Print Off

Class Instr Grade Rstr Access
Class Instr Invalid Role
Missing Course Offering
Course Offer Changed

Course Offer Missing Course
Class - Section Combnd No Cap
Class Assoc-Grade Basis Invld
Grade Rstr Access Appr Not =1

Prepared by Training and Development 632-3648
http://it.stonybrook.edu

p.81
6/7/13



CL36
CL37
CL38
CL39
CL40
CL41
CL44
CL45
CL46

Grade Rstr Incorrect TA Access
Grade Rstr Access PI: REC LAB
Grade Rstr Access TA: TUT CLIN
Grade Rstr SUP ADMIN Print CHK
Grade Rstr Access Instr Blank
Combined Class Inactive Status
Auto-Enrl E not refrd to 9999

RD Catalog/Assoc Mismatch
Class Instr Enrollment > 0
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16. Dept Class Validation Report Error Messages

The Class Validation Report is one of the most important tools to use in reviewing
and correcting any information pertaining to the schedule. Many of these error messages
have to be corrected prior to registration and are essential to the schedule’s accuracy. Itis
extremely important to review this report after every rollover to ensure all information for
the new semester is up-to-date and accurate.

Many, if not all, of the error messages that you will encounter may be fixed under
the Schedule of Classes Screen. It is at this screen where you will update and/or correct any
information pertaining to the schedule. Please keep in mind that a “Rollover” is done every
semester and everything, including active, inactive, and cancelled courses, is rolled over.
Therefore, it is essential that after the class validation report has been run, a “clean-up” of
data takes place to reflect changes to the new semester. Equally as important is accurate
entry of class-schedule data. The CASA Report is directly affected by this data, and for this
reason, accuracy is imperative.

Searching for a class:
Navigation: Curriculum Management > Schedule of Classes > Maintain Schedule of
Classes

1) Enter USBNY in the Academic Institution Field
2) Enter the term code

3) Enter the Subject Area

4) Enter the Catalog Number

Note: If you're not sure what to enter for the term code or the subject area, you can always
conduct a search by clicking on the magnifying glass next to the field.
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> Campus Community

> Student Recruting

| Student Admissions

- Records and Enroliment

7 Curriculum Management

[» Course Catalog

 Schedule of Classes

- Class Search
Schedule New Course

- Maintain Schedule of
Classes

— Schedule Class
Meetings
Adiust Class
Associafions

- Updale Sections of a
Class
Cl vent Tabl

~ Exam Code Table

- Generate Exam
Schedule

Class Notes Table
- Global Notes Table

- Resource Queue
Cleanup
Review Idessage Log
[ Roll Curriculum Data

Forward
L * Enenlimant Damuramante

Maintain Schedule of Classes

Enter any information you have and click Search Leave fields blank for 3 list of all values

| Find an Existing Value |

<=
QA <=m
U <=
O <==

Academic Insitution: = ¥ [Usany
Term: =¥ [1084
Subject Area: =¥ |pUs
Catalog Nbr: | vegins with *][110
Academic Career:  [= = |
Campus: | begins with ¥ |
Description: | begins with ¥ |
Course ID: [ begins with x||
Course OfferingNbr: [= = |

I™ Case Sensitive

o

Je

search | _Clear | gagicsearen & Save Search Cteria
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Specific Error Messages:

Error Message: CL 01 - Missing Class Association

Error Specifications: The class does not have an entry for the Associated Class Field.
Every class must always have an associated class # corresponding to the class section #.

For ex. if the Class Section # is 05, then the Associated Class must be 5.

Correction: Input an associated class # which corresponds to the class section #. In this

example, the Class Section is 01 so the entry for the Associated Class should be 1.

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

Classes
> SBU [ Basic Data | Meetings | EnrolimentCnlrl /' ResenveCap | Noles | LMSDala °
i Campus Community
’E ggz:: f;,g_‘;'gi'gs Course ID: 305869 Course Offering Nbr: 1
|} .

b Records and Enroliment Academic Institution: SUNY at Stony Brook
> Curriculum Management Term: Spring 2008 Undergrad Auto Create Component |

i Course Catalog Subject Area: BUS Business Management

@ Schedule of Classes Catalog Nor: 111 Intro to Bus for Non-Bus Maj

Clags Search
S e New Course

- Malntain Schedule of
Classes
- Schedule ]
Meetings
Adiust Class
- Update Seclions ofa
Class Event Table
- Exam Code Table
- Generate Exam
Schedule
Class Notes Table
- Global Noles Table
- Resource Queue
Cleanup
~ Review Message L
[* Roll Cumiculum Data
Forward
[» Enroliment Requirements

0g

[> Combined Sections

o2 0 Lagy

Class Sections

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

*Location:

Course Administrator:
*Academic Organization:
Academic Group:
“Holiday Schedule:

*Instruction Mode:
Pnmary Instr Section:

[WESTCANPU O
 a
W Q College of Business

HARR
|SEM Q

P a
or

Full Spring Semester Session  Class Nbr:

Event ID;

WEST

West Campus

College of Business
Academic Holldays

In Person

Find | ViewAll  First

57467

*StartEnd Date: |01/28/2008 [3) [05/202008 31

000076501

Add Fee |

M Schedule Print
W Student Specific Permissions

I” Dynamic Date Calc Required

I™ Generate Class Mtg Attendance
7 Sync Attendance with Class Mtg
I” GL Interface Required

(=]
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CL11 - Invalid Auto Enroll Section

Error Specifications: A class has an invalid entry for the auto enrollment #. This will
prevent the student from successfully auto enrolling into both components of the course.
While you can view this information under the Schedule of Classes Screen, the Class Sections
Screen is a much simpler way to view this information.

Correction: Correct the entry in the Auto Enrl Box to the exact section # of the non-
enrollment class. On the example below, please note the Section # for the non-enrollment
class (D91). In this example, 91 should be corrected to D91.

Navigation: Curriculum Management>Schedule of Classes>Update Sections of a Class

> Records and Enroliment

> Curriculum Management Course ID: 303652 Course Offering Nbr: 1
[> Course Catalog Academic Institution: SUNY at Stony Brook
= Schedule of Classes Term: Spring 2007 Graduate
- M - Subject Area: HNG Nursing MS & Post Master
- Schedule New Course Catalog Nbr: 572 Adv Thry Cin Prc Family Hit |
IAaintain Schedule of

Classes Class Sections Customize | Find | View All | 8 First U 1g0e44 B
- Schedule Class Class Status | Class Enrolment Limts |

lAeetings . N

Adiust Class $ Sect ClassNbr C t Enrollment *Class *Class A Auto  Auto Resection *C I

ASSociations Status  Type  Stat Enrl1 Enr2
- Update Sections of 3 Spring D13 55079 Lecture Open |N Q IA Q 9999| | N Q
Class
Class Event Table Spring D19 55080  Lecture Open Nafs a o | N Q

Exam Code Table . £ a P aQ
1 spring D47 55081  Lecture Open Nafs afwsa]| | | N Q
Schedule : Spring D6 55076 Lecture Closed |N Q |s Q o999 @ | [ | N Q
55 Notes Table
Global Notes Table Spring D7 55077  Leclure Closed N afoseq| [ | [N
- Resource Quaeue
Cleanup Spring D91 55078  Lecture Open Noafs @l | [ | [N
Review Message Loc - a -
5 Roll Cumiculum Data Spring D95 54919  Lecture Closed Noafs e | [ | N Q
Forward —d Sprin DC13 55085  Clinical Open E als I N Q
[ Enroliment Requirements i N I P - Q 1 o
[ Combined Seclions
L[ Ownamir Natee
As you can see below Class# 55084 does not have a valid entry for its auto-enrollment
class. The auto enrollment entry must match with the section # of the non-enrollment
course. As shown above the section # is D91 rather than 91.
[ Records and Enroliment Course ID: 303652 Course Offering Nbr: 1
> Curriculum IManagement Academic Institution:  SUNY at Stony Brook
I» Course Catalog Term: Spring 2007 Graduate
= Schedule of Classes )
Class Search Subject Area: HNG Nursing MS & Post Master
Schedule New Course Catalog Nbr: 572 Adv Thry Cln Prc Famity Hit |
~ Mainlain Schedule of Class Sections Customize | Find | View All | 88  First K 643 0r 14 B
Clase Status Y Class Enroliment Limits
. Session Section Class Nbr Component mmms .-Gml '_(;l;!i& *Assoc mﬁﬂ 4 AIIIQE 2 Resection *Consg
. ns -
S Do1 55078  Leciu 0 [N [s 9939 N
— Updale Seclions of a i Fere pen Q Q I Q I I I I—Q
Class Spring D95 54919 Lecture Closed NTas afeeeal [ [ Na
Class Event Table
— Exam Code Table Spnng DC13 55085 Clinical Open |E Q [A Q 123 |D13 | | [N_Q
i — spnng DC19 65086  Clinical Open Fak a wpie [ | N a
j% spring DC47 55087  Clinical Open Eafls al a7afpar | [ [N a
w spring DC6 55082  Clinical Closed Eaf al sas | N a
C eanup
- Review Message Log Spring DC7 55083  Clinical Closed E al a[ 7alpr N a
[ Roll Cumriculum Data _ o X . .
Forward | Sering DCo1 55084 Clinical Open IE Q |S Q | 91 Q |91 | IFC{
| [ Enrolimant Renuirements
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CL12 - Missing Section Combined

Error Specifications: Since this error is primarily connected to the Combined Sections
Screen, you must contact the Registrar’s Office for correction.

CL13 - Invalid Class Section Name

Error Specifications: The class has an invalid entry for the class section field. This error
identifies sections where the class section title does not match the section’s component
(recitation, lab, etc) type. For ex. if the class is a recitation, the class section must be
labeled as a recitation (R##.) The following are the different types of components you will
encounter with their corresponding class section name abbreviations:

Seminar = 501, S02 Lab =101, L0O2 Lecture =01, 02
Tutorial = T01, TO2 Recitation = R01, R02 Supervised = V01, V02
Online = 30, 31 Clinical = C01, C02 Manhattan = 60, 61

Correction: Inputa valid entry for the Class Section Field. For this example, we corrected
the Class Section entry to L11 to reflect the Lab Class Component. Also, please note that it
is very important to make sure that the Primary Instr Section Number coincides with the
Class Section Number.

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

Classes
[ CaAmpUs GUNTTITaTy [ BasicData Y_ Meeings | EnrolimentCnll  ResenveCap  DNoles ) LMSDala
I Student Recrulting
[ Student Admissions ours i
© Records and Enrollment Course ID: 200634 Course Offering Nox: :
» Curriculum Management Academic Institution: SUNY at Stony Brook
i Course Catalog Term: Spring 2008 Undergrad Auto Create C(
Scr_ledule of Classes Subject Area: CHE Chemistry
— Class Search Catalog Nbr; 134 General Chemistry Lab Il

Schedule New Course

— Maintain Schedule of s Sections Eind|ViewAl  First K
| -
S *Session: IB Q 41792

S
Schedule Class ull Spring Semester Session  Class Nbr:

Meelings *Class Section: [t *StartEnd Date: |01/28/2008 [ [05/20/2008
Adlust Class
Associalions *Component: LAB X Laboratory Event ID:
ssociaton b
i s of *Class Type: IEnroIIment 'I
Class _
Class Event Table *Associated Class: | 1M1Q 2
Add F
Exam Code Table . ) I QT . ﬂ
Generale Exam Campus: i WEST
H.\'J“‘ :? Er bl s pESToAR West Campus [V Schedule Print
Class Notes Table . I_ Q
Global Notes Table Course Administrator: 2 [¥ Student Specific Permissj
- —:‘" ource Queue *Academic Organization: ICHE“'STRY QU Chemistry
Cleanup
Review Messagelog || Academic Group: CAS College of Arts and Sciences [¥ Dynamic Date Calc Requir
b F:oll Cu:io.:lum Data *Holiday Schedule: |sgu Q Academic Holidays I™ Generate Class Mtg Atteny
orwar: ~ [ th CL
i Enroliment Requirements *Instruction Mode: IP_ 4 In Person E ér:c i::em::e w: Cla
b Combined Sections N RT - nterface Requir
[> Dynamic Dales Primasy st Sectior:
I Class Roster
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CL15 - Missing Course Topic

Error Specifications: The course topic has not been entered for the class. If a course topic
has been specified in Course Catalog, the class must also reflect this information.

Correction: Inputa Course Topic ID for the class.

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

Please note that you should NOT enter topics under the “Meetings” Page.
Ifyou do, the topic will NOT appear either on SOLAR or on the student’s transcript.

> Student Admissions Catalog Nbr- 13 General Chemislry Lab Tl

‘ Reu.)ms and Enroliment Class Sections Find | View Al First Kl 7 oras B Last

= Curriculum Management — —
i Course Calalog *Session: [B— A Full Spring Semester Session  Class Nor: 41792 =
csnicane || L s [FESE08  EE0208

*Component: [TEJSN Laboratory Event ID:

*Class Type: |Enro|lment v|
' . 1 Q
Associated Class: | 4 rtFes

Meetings
- Adjust Class *Campus: I = WEST
Associations ) I TCAMPU Q
Update Sections of 3 *Location: WESTCAMPUR - West Campus IV schedule Print
i et Course Admiistrator: | A ¥ Student Specific Permissions
am Code Table “Academic Organizaton: |CHEMSTRY Q. Chemisty
———f"‘"“""t;""]‘ Exam Academic Group: CAS College of Arls and Sciences ¥ Dynamic Date Calc Required
achedule
_ Class Notes Table *Holiday Schedule: [sen @ Academic Holidays [™ Generate Class Mtg Attendance
.;-,‘|-h-<|[‘ 1:‘_‘ 1 I3 :|; “instruction Mode: [p_ Q in Pareon ﬁ Sync Attendance with Class Mtg
Resource Uueue GL Interface Required
up Primary Instr Section: ['-’1
Review MessageLog ||
[ Roll Curriculum Data
Forward H Course Topic ID: Q I7 print Topic in Schedule
b Enroliment Requiremen - [a -
[» Combined Sections
|_[ Dvnamic Dates
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CL16 — Non Enroll Section Not Referred

Error Specifications: A multi-component class does not have an entry under the auto-
enroll section. This will prevent the student from successfully auto enrolling into both
components of the class.

Correction: Input a valid entry under the Auto Enrl 1 Box. In this example, 01, which is the
section for the non-enrollment component should be inputted.

Navigation: Curriculum Management>Schedule of Classes>Update Sections of a Class

" Records and Enfoliment
[ Cufmiculum Management Course ID: 200684 Course Offering Nbr: 2
b Course Catalog Academic Institution:  SUNY at Stony Brook
 Schedule of Classes )

- Class Search Term: Spring 2008 Undergrad
Schedule New Course Subject Area: CHE Chemistry

- [aintain Schedule of Catalog Nbr: 134 General Chemistry Lab |l
assh stomize | Find | iew Al | B8
Schedule Class : _ LUSIOMEZE | EING | VIEW A
Meetinas Class Status { Class Enrolment Limts |
Nee .‘A' 1

- Adjust Class ion (1 Enrollment  *Class *Class , Auto  Auto 3
Associations agesen  Section ClassNor Component Sats  Type  Stat B End1 End2 Bractn Sone

I Sping 01 41787  Lectre  Open ool afeeal [ ba

- Class Event Table sing 02 4 Lewe open N Ak afwwa” [ [ pQ

- Exam Code Table
Generate Exam sping 03 48 Lece  Ciosed N Qff Qe[ [ | v a
Schedule

~ Class Notes Table Spring 04 41783  Lecure  Open N al afeea [ | v a

: sping 05 41700 Ledwe  Open N Q[ Qe[ [ | N Q

g'—il“iu i Sping 08 42072 Lecre  Open M af aeeal [ v a

= ReWvew Message Lo

[ Roll Curriculum Data i Spring L1 41792 Laboratory  Open ,E_’C‘\ ,A_QI 11Q| ’—F ID_’?L

Forward
> Enroliment Requirements Spring L12 46838 Laboratory  Open ,E_ Q ,A_ Q I 12Q I02 I |L13 ID_ Q
[ Combined Sections
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CL17 - Invalid Class Start/End Times

Error Specifications: The entries for the start and/or end times of the class are not valid.
For example, this may mean that the class was incorrectly scheduled for 1:00 AM rather

than 1:00 PM.

Correction:

Correct the entries for the start and/or end times of the class.

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

Classes
0 Student Admissions " BasicData { Meetngs Y EnrolimentCntrl | ReseveCap | Notes | LMSData |
[» Records and Enrollment
~ Curriculum Management Course ID: 200684 Course Offering Nbr: 2
» Course Catalog Academic Institution: SUNY at Stony Brook
v Sc&eddulecoel ?'?SS“ Term: Spring 2008 Undergrad
= LIids5 oeald . .
- Schedule New Course SR CHE Chemistry
— Mazintain Schedule of Catalog Nor: 134 General Chemistry Lab I INSTR_O#
Classes Class Sections find | View Al First Kl 130ra3 I Las
— Schedule Class
Meetings Session; B Full Spring Semester Session  Class Nbr: 41791
Adiust Class .
% Class Section: L21 omponent:  Laboratory Event ID:
- Updale Sedions of 3 Meeting Pattern
Facility ID Capacity Pat Mtg Start MtgEnd M TwWwW T F § § *Starvend Date
— Generale Exam [s002000166 Q@ p4fM  Q [3s0aM BS0AM B o o o [o1282008 [ 052012
Schedule ) l_ i
Class Notes Table Cheold 323 Topic ID: Free Format Topic: I

- Global Notes Table
— Resource Queue
JAeanup
Review Message Log

» Roll Curriculum Data
Forward

© Enrollment Requirements

 Combined Sections

» Dynamic Dates

I” Print Topic On Transcript

|®F

Customize | Find | View Al

st = 4-2012 -~ Last

Workload
Name MR%M Print Access Contact
Schneider Robert F [supeni =] [ |Grade x| |

®H &

Please note that entry of instructor and meeting time data directly affects CASA data.
Therefore, accurate entry is essential.
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CL19 — Missing Meeting Pattern

Error Specifications: There are no entries for the meeting patterns of the class.
MUST be populated. If not, it will NOT print correctly in MSReview or in SOLAR.

This field

Correction: Simply input the meeting times for the class. At times, these fields are often
left blank because the class might not have a specific meeting time. As a result, there are

few meeting patterns which can be used for such cases. These meeting patterns
(Hours to be Arranged), APPT (Appointment), and FLEX (Flexible Meeting.)

are HTBA

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

Classes

Btudent Admissions T BasicDala ngs nrofime J ReseveCap | Notes | L[WMSDal@ |
Records and Enroliment
Cumculum Management Course ID: 200664 Course Offening Nbr: 2
) Course Catalog Academic Institution: ~ SUNY at Stony Brook
’ SC"“”'QT (r:::fsses Term: Spring 2008 Undergrad

Schedule New Course Subject Area: CHE Chemistry

Catalog Nbr: 134 General Chemistry Lab I INSTR_ORG_VW

= Maintain Schedule of
Classes

- . Find | View Al
- Schedule Class

Update Sections of
Class
- Class Evenl Table

Find | View Al

Firsl a 13 of 48 )] Last

Meefings Session: B Full Spring Semester Session  Class Nbr: 41791
_—d“j%lllais Class Section: 121 Componet Laboratory Event ID:
ASS0CIZUONS

First ) 4 of4 ) Las!

*StartEnd Date

#]

(017282008 & (051202008

— Facility 1D Capacity Pat  MtgStart Mtgknd M T W T F S §
- Exam Code Table - .
Generate Fxam I K I B l I rrrrrrr
Schedule
- Class Notes Table Topic 1D: ,_ Free Format Topic: I

Global Notes Table
Resource Queye
Cleanup
- Review Ilessaqe Log
) Roll Curriculum Data

I™ Print Topic On Transcript

Contact Hours

First " '120f2 " Last

Please note that entry of instructor and meeting time data directly affects CASA data.

Therefore, accurate entry is essential.
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CL20 - Invalid Meeting Pattern

Error Specifications: The meeting pattern entered into the class schedule is not included
in the standard meeting patterns. This error may have been caused by a manual entry of a
non-standard meeting pattern or by an inactive meeting pattern having rolled over from

previous semesters.

Correction: Enter a valid meeting pattern by choosing one of the available meeting

patterns from the dropdown menu.

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

Classes
[ Student Admissions [DESUSE | WEeuNys | CIONMEMCINT | NESenEUSp | uEs ] Cwo US|
[» Records and Enroliment
= Curriculum Management Course ID: 200684 Course Offering Nbr: 2
I Course Catalog Academic Institution: SUNY at Stony Brook
*Sq?fglﬂeog'_fr'zsses Term: Spring 2008 Undergrad
LidSs oeall . |
— Schedule New Course Subject Area: CHE Chemistn
General Chemistry Lab I INSTR_ORG_WW

- Schedule Class

Meetings Session:
B Class Section:
Assodialions
- Update Sections of3 Meeting Pattern
Class .

~ Class Eveni Table

- Review Message Log

Maintain Schedule of Catalog Nor: 134
Classes Class Sections

B

L23 Component:  Laboratory Event ID:

Topic 1D:

- Exam Code Table Faciity 1D Lapachy Te
- Generate Exam [so02000169 @
Schedule
- Class Notes Table Cheold 326
- Global Notes Table
Resource Queue
(:|6-'1n'..[!

Find | View Al First [ 16 of 48 [} Last

Full Spring Semester Session  Class Nbr: 45843

| |-
W T F §S§ &=
u afsem 650 - - r r [0vs208 & [osi202008 5

Mtg Start Mtgknd M T *Startend Date

[ FreeromatTopic: |
I™ Print Topic On Transcript Contact Hours

First " /12002 " Last

LookUp | clear | cancel | pasic Lookup

Search Results

4| 1-210f21 »

Standard Meeting Pattern Description

APPT Appointment

E Fndav (Spring/FAIL

ELEX Elexible Meeting

HIBA hours to be arranged

M Monda all

A-F lAondav through Friday
ME Idon, Enl (Sp/Fall)

MTWT lon, Tues Wed. Thurs
MW Mon, Wed (Sp/Fall)
MWE Ned Frl (Sp!

RECF Recitation-Frida a
RECH Recitation-llonday (SpfFa)
RECW Recitation-Wednesdav (Sp¥a)
RETH Racitation-Thureda (SniFal

b Roll Cumiculum Data Aeroad
- Eorw"ard A v |— D Name Jmﬂfm Print Access Contact
Look Up Pat Please choose a meeting pattern from the
dropdown list by clicking on the magnifying
Academic Institution: USBNY glassl
Academic Group: CAS
Standard Meeting Pattern: | begins with ¥| |
Description: | begins with x|
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CL21 - Invalid Instructor

Error Specifications: The instructor’s information needs to be updated and/or corrected.
You must verify that the instructor has been made available to teach this course and has an
active status. If not, the instructor will not be able to access the class roster or approve
grades. Under the Instructor/Advisor Table, enter and/or update all fields.

Correction: Correct and/or update the instructor’s information. Please note that the
status of the instructor must be “Active” and the instructor must be made “Available.”
Please note that the effective date should be before the start date of the semester.

Navigation: Curriculum Management>Instructor/Advisor Table

» My Favorites

> SBU

U Campus Community

I Student Recruiting

» Student Admissions

» Records and Enroliment

* Curriculum Management
[ Course Catalog

John Smith

Instructor Details

*Effective Date:

[> Schedule of Classes *Instructor Type:
[ Roll Curriculum Data

Forward *Academic Institution:
[* Enrollment Requirements )
[ Combined Sections *Primary Acad Org:
{ g{:::‘ :oggf : *Instructor Available:
[ Grading
= Instructor/Advisor

Information Advisor Number:

Instructor Schedule )
“Academic Career:

Instructor Assignment
e Academic Program:

- Assignment Type
> Financial Aid
U StudentFinancials

I Academic Advising
D Setlin HERMS

Academic Plan:

Academic Sub-Plan:

[ Instructor/Advisor Table Y Approved Courses |

100054901

[p87232007 59 sgpapus: [Active |

| Professor =
IUSBNY Q SUNY at SM
IF’HYSICS Q Physics and Astronomy
IAvaiIabIe :I
Find | View Al
I 1 Percent of Appointment: |
[ a
Q
I Q
I |:(

- Advisor

First 4 4 or 4 [ Last

[#[=]

Also, please note that the instructor’s primary academic organization is entered on the first
panel only. To enter additional academic organizations for the instructor, you must go to

the second panel and add a new row for each additional academic organization.
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[" My Famn'es I !llﬂll OToUT TaUTE ’ WU'W COUTr Ty \
:; ggLn’lpus Community John Smith 100054901
> Student Recruiting
" Stugent Admissions Instructor Details
- Records and Enroliment
I Curriculum Manzgement
[> Course Catalog
[> Schedule of Classes
[* Roll Curriculum Data
Forward Academic Instituion:  USBNY SUNY at Stony Brook
[ Enroliment Regquirements
[> Combined Sections Primary Acad Org: PHYSICS Physics and Astronomy
[» Dynamic Dates
[ Class Roster

Effective Date: 08/23/2007 Status: Inactive

Instructor Type: Professor ™ Advisor

Customize | Find | B First

> Grading Seqhor ’Acad Orq SublectArea  CourselD OfferNbr  Catalog Nbr Campus

= Instructor/Advisor I 1 Ip HYSICS Q [+] [=
Information

- Instructor Schedule

= Instructor/Advisor Table

CL23 - Non Enroll Not Referred (Any)

Error Specifications: Similar to Error CL16, this error is connected to an auto-enrollment
discrepancy.

Correction: Review and correct any discrepancies for the auto-enrollment sections.

Navigation: Curriculum Management>Schedule of Classes>Update Sections of a Class

URecoras anaknroiment | ~UPTATE SECUOMNS 01 a Class
2 Curriculum Management
b Course Catalog
v Schedule of Classes Course ID: 200680 Course Offering Nbr: 2
- Class Search Academic Institution: ~ SUNY at Stony Brook
- Sched JlCﬁ”C w Course Term: Spring 2008 Undergrad
ggztn Schedule of Subject Area: CHE Chemisty
- Schedule Class Catalog Nbr: 132 General Chemistry Il
Class Sections Aistomize | Find | View All i 150134 M
— Class Status Y Clags Enrolment Limts |
~ Update Sections of a Session  Section ClassMbr Component ~ COCOMMeNt 'Class “Class ,,oo0. AU AUO  poorion sConsd
Class Status  Iype  Stat Enr1 End2
Class Event Table Spring 01 41768  Lecre  Open N af afesal [ | Na
- Exam Code Table
- Generate Exam Spring 02 46814 Lecture Open |N Q IA_Q 9999| | [N_Q
schedule ~
Ciass Noies Table sorng  ROT 41760 Rectaton Open £ Qe a[ 1afr [ | Wa
i % Sping  RO02 41770  Rectaion  Open E af al z2afr [ | INa
- Resource Q
e Sping  RO3 41771 Rectaion  Open E af a[ safpr [ | Na
eview llessage Lo
0 Roll Curriculum Data Spring RO4 41772 Recitalon  Open E af a[ safpr [ | Na
Forward p ®
b Enroliment Requirements |_J  SPing RIS 41773 Rechsin  Opea Eakal safpr [ v
[ Combined Sections . . . .
C C Q C
5 DynamicDates Spring ROG 41774  Rectsion  Open E al al safpr [ | INa
[ Class Roster
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CL24 - Class Active — EnrolCap Zero

Error Specifications: An active course has an enrollment capacity of zero. While the
course is scheduled and active, students will not be able to register for the course because
the enrollment capacity will not allow it.

Correction: Simply input a valid entry for the Enrollment Capacity. In some cases, the
enrollment capacity was set to 0 because the class will not be offered. In such cases, you

will need to change the class status to “Inactive.”

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

Classes

> Campus Communiy [ BasicData | Meetings ) EnrollmentCntrl | ReserveCap | Noles | LMSData |
U Student Recruiting LB Meetings LR b/ N L LN ‘
i Student Admissions
5 Records and Enroliment Course |0: 204657 Course Offering Nor: 1
7 Curriculum Management Academic Institution:  SUNY at Stony Brook

I Course Catalog Term: Spring 2008 Undergrad

N Sqmroule of CI:sses Subject Area: AAS Aslan & Aslan American Studies

Class Searc

— Sehodule New Course Catalog bf 476 Undergrad Teachng Practicum I

- Maintain Schedule of Enroliment Control Find | View All
Classes
Schedule Class Session: B Full Spring Semester Session Class Nbr: 49455
Meetings Class Section: T06 Component:  Tutorial Event ID:

- Adjusl Class — -
AssoGalions *Class Status: | Actwe H Sl e
Upagate Sections of 3
Class Class Type: Enroliment Enroliment Status: Open

- Class Evenlt Table

— Exam Code Table *Consent: [DeptCnsnt =] Requested Room Capacity: [0 o
Generate Ex: — | ,_

. —: :3;; ,IrJ 10:(_ T;Jbr( 2nd Auto Enroll Secgon: | Wait List Capacity: | 0
Resource Queue Resection to Section: | Minimum Enroliment Nbr: I
Cleanup

- Review Message Log I™ Auto Enroll from Wait List [™ Cancel if Student Enrolled

[> Roll Curriculum Data
Forward
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CL26 — Class — Course Not Active

Error Specifications: A class has been scheduled for an inactive course. As there are often
changes made to a specific course over time, there may be more than one entry for the
same course under the Course Catalog. When multiple catalog entries exist, the course ID
number of the active scheduled course must match the course ID number for the active
catalog entry. First check the Course Catalog to review whether the Course Catalog ID #
matches the course ID # for the scheduled course.

Correction: If the course ID #s for the correct catalog and schedule entries do not match,
contact Judith Walpole or Nora Salguero for correction. Please keep in mind that any
change to the Course Catalog should be approved by the appropriate academic deans’
office.

Navigation: Curriculum Management>Course Catalog>Course Catalog

My Favorites ] b B T A T Sulib bbb s
SBU
Self Senice Course ID: 201052

Campus Community
Student Recruiting

Student Admissions Effective Date: 1213111997 Status:  Inaceee Course Offering | 4 or4 |7
Records and Enroliment
| Curriculum Management Description: AMER COLFED WRITERS EGL 316
= Course Catalog

A V ) -
— Course Catalog Long Course Titie: AMER COL FED WRITER =]

View All First ) 1 o114 >} Last

valencies
0g Summarny Long Description:
- Schedule of Classes
Roll Curriculum Data LJ
Forward
Enroliment Requirements
» Combined Sections

C

C

[ Dynamic Dates Minimum Units: 3.00 Last Course of Mult Term Seq: r

;b gla? Roster Maximum Units: 300 Enroliment Unit Load Calc Type: Actual Units

rading

& Instructor/Agvis or Academic Progress Units: 3.00 Course Count: 1.00
Information A o )

Financial Aid Financial Aid Progress Units: 3.00 Course Contact Hours: 3.00

While both screens show information for the same course (EGL 316), the course ID# listed
for the inactive course does not match the course ID # for the active, scheduled course.
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I My Favorites fu T T QL ETIETe
- SBU
> Self Senvice Course ID: 201112
[> Campus Community
I Student Recruiting —
[ Student Admissions Effective Date: ‘ 08/20/2001 Status: Adive Course Oﬂenng A 1of1 L4
[* Records and Enroliment
= Cumriculum Management Description: Early American Literature EGL 316
 Course Calalog - -
- Course Catalog Long Course Title: IEarly American Literature H
atalog Su . Long Description: 3
[ Schedule of Classe
[> Roll Curriculum Data ﬂ
Forward
[> Enroliment Requirements
[> Combined Sections
> Dynamic Dates Minimum Units: 2.00 Last Course of Mult Term Seq: r
}j g'a? Roster Maximum Units: .00 Enroliment Unit Load Calc Type:  Actual Units
rading
[ Instructor/Advis or Academic Progress Units: 300 Course Count: 1.00
Information ) )
I Einancial Ald Financial Aid Progress Units: 300 Course Contact Hours: 300
[» Student Financials

CL28 — Class Instr Grade Rstr Access
Error Specifications: The wrong access has been granted to the instructor role.

Correction: Review the access which has been assigned to the instructor role. Simply
correct any discrepancies. If you have any questions regarding which access should be
assigned to a specific role, please refer to the “Scheduling Classes in PeopleSoft” Training
Manual which can be accessed by visiting:
http://clientsupport.cc.stonybrook.edu/staff/psoft/ps89training.shtml

Navigation: Curriculum Management > Schedule of Classes > Maintain Schedule of
Classes
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[sBU B

Self Senice [ BasicData_f Meetings Y\ EnrolimentCnirl | ReseveCap | Notes | LMSData |
Campus Community
?‘ng::tt 2:’:_‘;'2:3‘3 Course ID: 200680 Course Offering Nbr: 2
} .
=l 00 Academic Institution:  SUNY at Stony Brook
I Curmiculum uanaoemem Term: SDan 2008 Undefgfad
> Course Catalog Subject Area: CHE Chemistry
v Schedule of Classes Catalog Nbr: 132 General Chemistry I INSTR_ORG |
- Class Search -
Q Ie New Cours Class Sections ViewaAll F 10124 I Last
- "d;”fe"l s Session: B Full Spring Semester Session  ClassNbr: 41768
- Schedule Class Class Section: 01 Component Lecture EventiD: 000075346
Meetings
Associations
— Updale Seclions of 3 Facility ID Capacity Pat  MigStart Migknd M T W T F § S *StartEnd Date
Class [5025000012 Q57 [MWF Q [10:40AM |1135A0 & [ F [ & [ [ 011282008 [ (052012008
Class Event Table
- Exam Code Table Lecctr 100 Topic ID: I_ Free Format Topic: I
— Generate Exam o :
Schedule I™ Print Topic On Transcript i
— Class Notes Table -
— Global Notes Table Instructors For Meeting Pattern Customize | Find | View All| #  First 12013 O Last
~ Resource Queue Assignment | Workload |
Cleany *Instructor
- Review Message Log D Name Role Print Access Contact
b Roll Cumculum Data
Forward [100034280 @ LaceyRoyA [Prim In:=] 7 [approve =] | 185 [ =
| § Envolment Sedurements | ] | [100261158/ Q. Hanson David M [fmn =] ®  [Grace 7] | & =
Please note that entry of instructor and meeting time data directly affects CASA data.
Therefore, accurate entry is essential.
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CL29 - Class Instr Invalid Role

Error Specifications: The wrong access has been granted to the instructor role. Usually
this occurs when a teacher assistant has an approved access. A TA should never be granted
access to approve grades. All TA’s are to be supervised, and therefore only the “supervisor”
should have approval access.

Correction: Simply correct the access for the instructor role. In this example, the TA
should not have Approve Access. The Primary Instructor should be the only role to have

access to approve grades.

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

Classes
> Self Senvice — ("BasicData f Meetngs Y\ EnrolimentCntrl | Reseve Cap | Notes | LMSData
b Campus Community
L Student Recrultlno Course ID: 200680 Course Offering Nbr: 2
[> Student Admissions Acagomic insStuson: SUNY at Stony Brook

[ Records and Enroliment

> Curriculum Management Term: Spring 2008 undergrad
I> Course Catalog Subject Area: CHE Chemistry
'7 Scr_1|edule of Clrasses Catalog Nbr: 132 General Chemistry Il INSTR_Q
— Class Search
— Schedule New Course Class Sections Find | View Al First (4] 1 or3a I 2«
- 'élaeigl;e'g R Session: B Full Spring Semester Session  Class Nbrr 41768
Schedule Class Class Section: o1 Component:  Leclure Event ID: 000075345
Meetings ,
— Adiust Class Find | View Al First 1 or1 L* Las|
Associghons
Update Sediions of 3 Facility ID Capacity Pat Mtg Start MtgEnd M T W T F s S *Start’End Date
Class [s025000012 @ sp[wwF @ [1040am [135a0 p  w r ®  r [o12s2008 G [o5201
- Class Event Table
“xam Code Table Lecctr 100 Topic ID: I Free Format Topic: |
— Generate Exam
Schedule I Print Topic On Transcript Contact Hours

Class Notes Table
Global Notes Table

nstructors Fo ting Patteri

— Resource Queue .( Assignment | Workload
:L’GSI;I\-l:\ 253306 L 0Q )] Name %l::mr Prnt Access Contact
’ ?f,’,':,,i',‘;" culum Dats [100034280 Q. LaceyRoyA [Prim incx] ¥ [Aporove x| | 165 [# [=]
» Gombined Sectons | | | [0025T158/Q  HansonDadaw. s ° S [ ®

\ & o

Please note that entry of instructor and meeting time data directly affects CASA data.
Therefore, accurate entry is essential.
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CL35 — Grade Rstr Access Appr Not =1

Error Specifications: The approved instructor for grades is not equal to one. Each section
should have no less than and no more than one instructor with access to approve grades.
This error message will identify classes that have no instructor listed with Approve Access
AND classes with more than one instructor with Approve Access.

Correction: Correct the access by appointing only one instructor with Approve Access. In
this example, we corrected the TA’s role by changing the access to Grade.

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

[ BasicData [ Meetngs ' EnrolimentCntl | Reseve Cap | Notes | LMSData |

Course 1D: 204493 Course Offering Nbr: 1
Academic Institution: SUNY at Stony Brook
Term: Spring 2008 Undergrad
: Subject Area: PSY Psychology
dule New Course Catalog Nbr: 329 Topics in Developmental Psych INSTR_ORG_VW
itain Schedule of Class Sections
ISes
dule Class Session: B Full Spring Semester Session  Class Nbr: 47453
f;_f;f‘?__?:“ Class Section: 01 Component:  Lecture Event ID: 000075670
ciations
hte Sections of 3 - [
. +
- Event Table Facility ID Capacity Pat Mtg Start MtgEnd M T W T F § S *Starvend Date
\ Code Table [s026000030 Q qoaWWFQ [e35aM [1030aM ® ~ F r ®  r [o1es2o08 @ [os202008
prate Exam
L dule Lecctr 109 Topic 10: Free Format Topic: |
s Notes Table : : :
al Notes Table I™ Print Topic On Transcript Contact Hours
purce Queue
Inup
ew Message Log
:;“C"'"m Data D Name Jﬂ%‘fm Print Access Contact
n‘:‘;‘g:gg;zmms | 100110350 @ waters Harriet s [PrimIn =] ¥ [wpproes] [ 185 [# [=]
:‘CD;“S I105229397 C,  Apefroaiz Adela lleana TA 12 |Grade =] | & =
oster
2

A o i

Please note that entry of instructor and meeting time data directly affects CASA data.
Therefore, accurate entry is essential.
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CL36 — Grade Rstr Incorrect TA Access

Error Specifications: A teacher assistant has been granted the wrong access. Again, a TA
should never be granted access to approve grades. All TA’s are to be supervised, and
therefore only the “supervisor” should have approval access.

Correction: Simply correct the TA’s access. In this example, we changed the TA’s access to

Graded.

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

Classes
[ Self Semvice SUTT ar STy BIUUR
i Campus Community Term: Spring 2008 Undergrad
> Student Recruiting Subject Area: PSY Psychology

I Student Admissions

I> Records and Enroliment

I~ Curriculum Management

[» Course Catalog

= Schedule of Classes
Class Search

- Schedule Class
lMeetings
Assodations

- Update Sections of 3
Class Event Table

- Exam Code Table

- Geperate Exam
Schedule

- Class Notes Table

- Global Notes Table

- Resource Queue
Cleanup

- Review Message Log

[> Roll Curriculum Data

Forward

[ Caeall 4D,

Catalog Nbr: 329

Class Sections

Topics in Developmental Psych INSTR_ORG_VW

Sesslon: B
Class Section: 01

Full Spring Semester Session  Class Nbr: 47453
000075670

Component:  Leclure Event ID:

+ -l
Facility ID Capacity Pat MtgStart MtgEnd M T W T F S § *Start/End Date EilE
[s025000030 @ 4p3[wwF Q [e35am [1030 g - w r ® - [o1282008 G 05202008
Lecclr 100 Topic ID: l_ fFree Format Topic: |

[™ Print Topic On Transcript

Contact Hours
il

First * 430f3 " Last

0 Hame DML Py Access  Cotact

[100110350 @ Waters Harriet S. [Friminx] 7 [spprovex] [ 185 [ [=
[105220307 @, ApetroaiaAdela lleana TA ¥ 7 |Grade *| | [+ =
MQ Oh Hwamee TA  ~ v |Grage =] | ® =

Please note that entry of instructor and meeting time data directly affects CASA data.
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CL37 — Grade Rstr Access Pl: REC LAB
Error Specifications: A primary instructor is listed for a recitation or a lab. In most cases,
the primary instructor is never listed for the recitation or the lab but rather only listed for

the lecture.

Correction: Under the Meetings Tab, update or correct the role of the instructor for the
class.

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

Classes
> Campus Community , ) ) y y v Y
| Student Recruiing { BasicData | Meetings | EnrolimentCntrl | ReseveCap / Notes | LMSData |
> Student Admissions
> Records and Enroliment Course ID: 200080 Course Offering Nbr: 1
7 Curmiculum Management Academic Institution: ~ SUNY at Stony Brook
[ gg::fuf?fggss - Term: Spring 2008 Undergrad
Class Search Subject Area: AMS Applied Math and Statistics
Schedule New Course Catalog Nbr: 261 Applied Calculus Il INSTR_ORG_W
= Maintain Schedule of Class Sections Find | View All  First a0
Classes o o
- Schedule Class Session: B Full Spring Semester Session  Class Nor: 51720
Meetings . . .
- Adiust Class Class Section: R01  Component: Recitation EventD: 000077297
Associalions .
%{A‘:“bmm Find | View All  First [*/ 1 ot1 :
255 4
g:—:-E — Facility ID Capacity Pat MigStart Mignd M T W T F § S *StartEnd Date
= L1355 eve abi -
- Exam Code Table |soa7000272 Qg [RECVQ |1o:4om |11-35.w Frr FrCrrorojo12eeo08 [os2200 [
Generate Exam
Schedule Union 237 ropci:] | FreoFommatTopic: |
- Class Notes Table ) ) .
e Nola: Tabk [™ Print Topic On Transcript Contact Hours
Resource Queue T Y
Cleanup . First */4ot4!" Last
- Review Message Log !
[ Roll Curriculum Data ID Name TInstructor Print ACCoss Contact
Forward — Role Auasse R
[* Enroliment Requirements o —— ¥ =
b Coretied Sackoes | |100240474 @ Formann,Charles I IanIn.'I 7 [Aoprove ®] | bs =

. N

Please note that entry of instructor and meeting time data directly affects CASA data.
Therefore, accurate entry is essential.
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CL38 — Grade Rstr Access TA: Tut CLIN

Error Specifications: Similar to Error # 29, the wrong access has been assigned to the
instructor role. Specifically in this error, a TA has been granted Approved Access for a
specific class. As mentioned earlier, the primary instructor should be the only instructor
role with Approved Access.

Correction: Assign the proper access to the TA Role.

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

Classes
I> Campus Communi p - ) - ) . . y '
b Stud:nt Recruitingw { BasicData | Meetings \_gmoumemcmn | ReseneCap | Notes |/ LMSDats
> Student Admissions
> Records and Enroliment Course ID: 203768 Course Offering Nbr: 1
7 Curriculum Management Academic Institution: ~ SUNY at Stony Brook
Egg:;:ﬁlga;l(;gsses Term: Spring 2008 Undergrad
i Class Search Subject Area: MUS Music
- Schedule New Course Catalog Nbr: 161 Plano INSTR_OR
- Maintain Schedule of Class Sections
Classes
Schedule Class Session: B Full Spring Semester Session  Class Nbr: 40829
N % Class Section: T01 Component:  Tutorial Event ID:
ASS oCIatic ﬂ‘; 4 b |
Update Sections of a 1of1 - Las
E:Tb S Facility 10 Capacity Pat MitgStart Migend M T W T F § § *Start/End Date
- P2 LA = .
Exam Code Table [s021000380 @  H[PPTQ [100aM [100AM o o o [o1282008 5 [0s20120
— Generate Exam
Schedule Finart 2346 Topic 10: I_ Free Format Topic: |
sl i Lel I™ Print Topic On Transcript Contad Hours

Global Notes Table

First I 10f1 " Last

Cleanup

Review Message Lo
[> Roll Curriculum Data ‘*Instructor
Forward 1D Name Role Prnt Access Contact
b Enroliment Requirements h03732541 @ BargerLauraA LLI V [#pprove x| | =

[» Combined Sections -
| U 2

Please note that entry of instructor and meeting time data directly affects CASA data.
Therefore, accurate entry is essential.
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CL39 — Grade Rstr SUP ADMIN Print CHK

Error Specifications: The Print Box has been checked for the administrator. The
administrator should never be checked to print. This will cause the administrator to be
listed as the instructor of the class.

Correction: Simply uncheck the Print Box next to the administrator.

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

Classes
> Campus Community . - .‘ - ! . v y \
. Student Recruiting [ BasicData f Meetings Y\ EnrollmentCnirl | Reserve Cap | MNotes | LMSDatz |
> Student Admissions
> Records and Enroliment Course ID: 204504 Course Offering Nor: 1
* Curriculum Management Academic Institution: SUNY at Stony Brook
ig;‘]’;:lg:?ggs — Term: Spring 2008 Undergrad
"~ Class Search Subject Area: PSY Psychology
— Schedule New Course Catalog Nbr: 346 Health Psychology INSTR_OR(
Maintain Schedule of Class Sections
Classes
- Schedule Class Session: B Full Spring Semester Session  ClassNbr: 40535
Ueot
) _\:';Z,l? H}Sass Class Section: 01 Component: Lecture Event ID: 000075674
Associalions
Uodate Sactions of Meeting Pattern

Class
Class Event Table
Exam Code Table
Generate Exam
Schedule
Class Noles Table
Global Notes Table
Resource Queye
Cleanup
— Review Message Log
 Roll Cumculum Data
Forward
I Enrolliment Requirements
» Combined Sections
& Dynamic Dates
U Class Roster

L Pl

Facility ID Capacity Pat  MigStart MigEnd M T W T F S § *StarvEnd Date
[s025000032 Q@ qp3[MWF Q f220PM [315PM ® T B I & [ [ [0128:2008 [ (051201200
Lecatr 111 Topic 10: Free Format Topic: |
I™ Print Topic On Transcript Contact Hours
w First* 1202 "l Last
Workload
D Name “Instructor int Access Contact
— Role — — —
[100238105' @ Wortman,Camille B [Prm In<=] V [Approve ] | 165 [ =
[102272909 @ Cannelia Dolores Teresa [Admin =] r m | & =

Please note that entry of instructor and meeting time data directly affects CASA data.
Therefore, accurate entry is essential.
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CL40 - Grade Rstr Access Instr Blank
Error Specifications: The instructor is not listed for the class.
Correction: Input an instructor for the class and assign a valid access role.

you can conduct a search for the instructor’s name and/or ID by clicking on
glass.

Please note that
the magnifying

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

Classes

- Class Search
Q Sourse

Class Sections

— Maintain Schedule of
Session: z Full Spring Semester Session
- Schedule Class Class Section: 01 Component:  Leciure

I Self Senvice — [ BasicData | Meetings Y EnrollmentCnirl  Reserve Cap | MNotes ' LMSDats |
b Campus Community
Brwrseppirnes Course ID: 305869 Course Offering Nor: 1
b Records and Enrollment Academic Institution: SUNY at Stony Brook
> Curriculum Ianagement Term: Spring 2008 Undergrad
I> Course Catalog Subject Area: BUS Business Management
© Schedule of Classes Catalog Nbr: m Intro to Bus for Non-Bus Maj INSTR_OR

st 140 4 op2 B Last

Find | View All
Class Nbr: 57467
Event 1D: 000076501

Class Notes Table
Global Notes Table
Resource Queye

Meetin 13 — —
Adiust Class First 4 of 4 ¥ Last
Assodialions
~ Update Sections of a Facility ID Capacity Pat Mtg Start Mtgknd M T W T F S § *Start/End Date
Class [3002000047 Q@ pyp MW Q [350PM [S10PM B - ® - - [0172812008 [ [0520/20
— Class Event Table
— Exam Code Table Cheold 116 Topic Il):l Free Format Topic: I
Gener: xam
Schedule I” Print Topic On Transcript Contad Hours

Cleanup
— Review Message Log
[» Roll Curriculum Data

‘Instructor
Role

]

|an In:'|

|100040050 Q

Forward Johnston,Douglas E.

| Enroliment Requiremants

+ [=]

Please note that entry of instructor and meeting time data directly affects CASA data.

Therefore, accurate entry is essential.

CL41 - Combined Class Inactive Status

Error Specifications: One of the combined classes has an inactive course. Since this error
is primarily connected to the Combined Sections Screen, you must contact the Registrar’s

Office for correction.

Prepared by Training and Development 632-3648
http://it.stonybrook.edu

p. 106
6/7/13




CL44 - Auto-Enrol E not refrd to 9999

Error Specifications: Similar to Error# 16, a multi-component class does not have an
entry under the auto-enroll section. This will prevent the student from successfully auto

enrolling into both components of the class.

Correction: Input a valid entry under the Auto Enrl 1 Box. In this example the section for
the non-enrollment component, section 01, should be entered as shown below.

Navigation: Curriculum Management>Schedule of Classes>Update Sections of a Class

Course Offering Nbr: 3

Undergrad
Mechanical Engineering
Engineering Statics

>:;/~A|!! First 4

Customize | Find | First (4 1.3 0t3 [ Last

Campus Community .
Student Recrulting Update Sections of a Class
> Student Admissions
Records and Enroliment
b Curriculum Management CourselD: 201350
i Course Catalog Academic Institution:  SUNY at Stony Brook
« Schedule of Classes Term: Spring 2008
- Clags Search Subject Area: MEC
Schedule New Col 'T-t Catam"bﬂ 260
Maintain Schedule of
Classes
- Schedule Class Class Status \ Class Enrolment Lmta |
Meetings
- Session Section Class Nbr Component
Assodiations
- Update Seciions of a Spring 01 51270 Leclure
Class . .
Class Event Table Spring RO1 53681 Reaiation
- Exam Code Table Spring RO2 53691 Recitation
- Generate Exam
Schedule

Enroliment  *Class Class , Auto  Auto . Schd

Sla_t':;s Twe sl ASSC by iy Resecton:Consent pE
Open N ak aqeal [ [ Na F
Open E alk a[ 1apr - Q. F
oo Fafa[Zal [ WA ®
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17. Printed Class Schedule for Distribution (PDF)

Printed Class Schedule for Distribution reports (pdf format) display classes as students see

them in SOLAR and on the Registrar’s web site:

State University of New York at Stony Brook

Schedule of Classes for Fall 2013 - Full Fall Semester Session

Statements herein were correct as of 5/29/2013

DEPT CRS DC/SK Course Title CIs Nbr  Cmp SCT Days Time Bldg Room Instructor
American Studies (AMR) Courses
AMR 447 Readings in American Studies Credit(s): 1 to 6
Prerequisites: Permission of instructor and department
89862 ~ TUT TOl  APPT TBA SOCBEHAV SCI S657  Georges Fouron
80863 ~ TUT T02  APPT  TBA HUMANITIES 1144 Tatyana Grenkov
AMR 475 Undergrad Teachng Practicum I Credit(s): 3
Prerequisites: Permission of instructor and department
80864  TUT TOl  APPT  TBA SOCBEHAV SCI S657  Georges Fouron
80865 ~ TUT T02  APPT  TBA HUMANITIES 1144 Tatyana Grenkov

This report may be distributed to your departmental faculty once your scheduling has been

completed.
Navigation

Main Menu > SBU > SBU Student Records > Curriculum Management > Scheduling

Report(s)
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Running Printed Class Schedule Report
1. In Available Report Types, choose Printed Class Schedule

2. Fillin Term and Acad Org (rather than Subject Area so all classes within your
department will print)

3. Optional: Click on Class Component Selection to choose which components (i.e.,
lectures, labs, recitations, etc.) to include

Favorites Main Menu > SBU > SBU Studegt Records > Curriculum Management > Scheduling Report(s)

Scheduling Reports Report Options

Run Control ID: PSREPORTS Report Manager  Process Monitor

. Run

Available Report Types
© Maste adule Revie © Enrollment (PDF)
© Printed Class Schedule

© Enrollment (CSV)
Selection Criteria

SUNY at Stony Brook
Fall 2013
European Languages
Subject Area: ‘7’
Session: Full Fall Semester Session v
*Schedule Print: Yes v
*Print Instructor in Schedule: Yes A m
Academic Career: Undergrad ~ Active Cancelled
— Inactive Tentative

4

Campus: WEST

Location Code WESTCAMI v Class Component Selection

[E) Save [\ Return to Search

Scheduling Reports | Report Options
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4. Click on Report Options, and though Report options are not available for selection
for PDF reports, be sure the file format is left blank (do not choose XML)

5. Click Run to run the report.

6. Click Report Manager to access the report

Scheduling Reports i Report Options 1

Run Control ID: PSREPORTS

Report Options

7. Inreport Manager click Refresh until report status says details, and click Details to
view.

Administration Archives

User ID:

SRDPTSCH1 Type: |

Status: | | Folder:| ¢ | Instance: | to: |

Report Prcs Request
D Instance Description Date/Time

- 06/07/2013 Acrobat |
20034 21863 Class Schedule Publication 2:02:05PM (*.pdf) Poste @.
06/07/2013 Acrobat

20033 21862 Scheduling Reports 2:02:05PM (*.pdf) Posted Details

8. In the File List, click the file ending in .PDF to open the file

Name
CRW SUSR012D_21863.log

pssqltrace.trc
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18. Print Course Schedule Sheets

This report prints the department class schedule in a weekly grid format.

Navigation:

SBU - SBU Student Records = Report > SU Crse Schedule Sheets

SU Crse Schedule Sheets Click Search and select the Run
Enter any information you have and click Search. Leave fields blankfor{ Control ID called psreports.

/ Find an Existing Value Y Add a New Value

Run Control ID: begins with «

["] case Sensitive

Search | Clear |Basic Search Save Search Criteria

Search Results
1-20of 2

Run Control ID Lanquage Code

SROPTSCH  English
psreports English

If you haven’t created a Run Control ID yet, click the Add a New Value tab. Do not use the
Run Control ID one that is the same as your user name.

Enter a new Run Control ID (psreports) and click Add.

{ Crse Schedule Sheets Select the Term
Run Control ID:  psreports Report Manager Process Monitor Run

Select the Subject Area or
the Academic Org (not

*Academic Institution: USBNY & SUNY at Stony Brook bOth)
*Term: 1004 Q Spring 2009
Subject Area: MAT| Q women's Studies Select the Dlsplay _Optlons
Select the Academic
Acad Org: Q Career
[¥] show Instructors [¥]undergrad .
[¥] Show Facility Info [Vl Grad Click m

Show Enroll Cap/Tot

Click the Report Manager

link.
B save ErAdd Update!Display|
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{ Administration __Archives

Click Refresh until you see
Posted under the Status
column

UserID: SRDPTSCH Type: v Last 1 Days

Status: v  Folder: v Instance:

Customize | Find

Report Prcs . . -
Select Description Request Date/Time Format Status  Details - .
° stance 01/15/2009 Acrobat Cth Detalls
croba . -
453193 3032639 Course Schedule Sheets 12:47-24PM (*.pdf) Posted  Details
. ) 01/15/2009 Acrobat Not
453178 3032621 Transcript Print All 10:-19:28AM .pdn Posted
C Select All “DeselectAll

%’ Click the delete button to delete the selected repori(s)

Go backto SU Crse Schedule Sheets

& save
This will take you to the Report Detail Page

Report Detail
ReportID: 453193 Process Instance: 3032639 Message Log
Name: SUSR8CSS Process Type: SQR Report
Run Status: Success
Course Schedule Sheets Click the .pdf file under File
List to open the report
Distribution Node: psnsrepos2 Expiration Date:
File List
Name File Size (bytes)  Datetime Created
a1 1,697 01/15/2009 12:48:02.000000PM EST
S 108,631 01/15/2009 12:48:02.000000PM EST
5TS 985 01/15/2009 12:48:02.000000PM EST
Distribute To
Distribution ID Type *Distribution ID
User SRDPTSCH
OK Cancel
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The report will appear in a separate Adobe Acrobat window.

2 https://psns.cc.stonybrook.edufservlets/psreports/heB0prod/496488/susrBess_1418284.PDF - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Qe - ©  [¥] [B] @ POseach Soravoies & - 12 ol - [ JBE

To save the report

3 click File > Save As.

(A=Active)
Facility - TBA
Ecap 36 Etot 0
P Kumpel, Paul

Addreis@ _1418284.PDF vIBe ks >
o oM | TR . & - y o . 3 f T .

B & 8| || [Escecree - @ & - [ [O]|[]] © es% ® oy & Search Adobe POF files Th 1 h d b
o en close the Adobe
~

g office Of Records - Course Schedule Sheets = b t L] d

5 A

g negort m  susccas rage vo. 1 crobat winaow.

2 Databass:  REGOPROD Run Date 08/16/2005  Run Time 11.45:24am

g

a Term 1064  Acad Org: NATHEMATICS Caresr. UGRD/GRAD  Start Date: 01/23/2006 nd Date: 05/16/2006

z 65-20

5 120AM-09:15AM

> 1. MAT 125 (RO3)

5 (R=Active)

Facility - TBA
Bcap 36 Etot 0

A P1 Xumpel,Faul

&

31 ) I ettt bttntt

& 08130AM- 09 125A%

1. MAT 125 (RO1)

08130AX- 091 25AM
2. MAT 125 (R09)

File Size (b
1,697
108,631
985

Name

SQR SUSRS8CSS 3032639.log
susrdcss 3032639.PDF
susr8css 3032639.out

Distribute To
Distribution ID Type *Distributio!
User SRDPTSCH

OK Cancel

08130AM-09125AM
3. MAT 125 (R10)
(A=Active)
Facility
Ecap 36 Etot 0
Py ety T
4. MAT 132 (ROS) 5. MAT 132 (ROS)
A=Active) (A=Active)
Facility - TBA Facility - TBA
Ecap 45 Etot 0 |Ecap 45 Etot 0
v
14.2x 11.33in
10f23 S| (-] HH
&) Done S @ Internet
CUUTST JUITTUuUTT OTTeTis
Distribution Node: psnsrepos2 Expiration Date:

Click Cancel at the Report Detail page.

453178 3032621 Transcript Print All

SeIeCtAII O

%’ Click the delete button to delete the selectedr

Deselect All

Go backto SU Crse Schedule Sheets

& save |

Click Go back to SU Crse Schedule
Sheets

VAL T RV-L 1 o

01/15/200¢
10:19:28Al

eport(s)
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19. Print Meeting Vector Counts

This report provides a visual representation of class distribution for a specified semester

based on class start time.
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Navigation:

SBU - SBU Student Records = Report 2> SU Meeting Vector Counts

SU Meeting Vector Counts
Enter any information you have and click Search. Leave field

Click Search and select the Run

[/ Find an Existing Value Y Add a New Value
Control ID called psreports.

Search by: Run Control ID begins with

Case Sensitive

Search |A anced Search

Search Results

1-20f 2
Run Control ID Lanquage Code
ROE 4. English

If you haven’t created a Run Control ID yet, click the Add a New Value tab. Do not use the
Run Control ID one that is the same as your user name.

Enter a new Run Control ID (psreports) and click Add.
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{ SU Meeting Vector Count \

Prepared by Training and Development 632-3648
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Run Control ID:  psreports Report Manager |Process Monito g=un
Academic Institution: USBNY SUNY at Stony Brook
*Term: 1094 Q Spring 2009
Subject Area: Q
Acad Org: MATHEMATIC Q' yathematics
[V All Components [¥] Al Room Sizes [ |104-183
[Vlugrd Lecture Eve Lecture 0-29 184-218
[¥] Grad Lab Seminar 30-60 219-266
Recitation Supervised 61-69 267-348
70103 349 and Higher
5 save | S\ Return to Search ErAdd
This will take you to the Report List page.

Select the Term.

Select the Subject Area or
Acad Org (not both). (Choose
SB (Stony Brook University)
if you'd like to show all
departments).

Select the Academic Career.
Select the Component(s).

Select the Room Cap Range.

Click Run.

Click the Report Manager
link.
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{ Administration | Archives |
. SRDPTSCH . - fresh : 3
yserib: Type: Last | 1]0a5 Click Refresh until you see
Status: v Folder: v Instance: to!
Posted under the Status
Customize | Find | View A First [« 1-30f3 [ Last Column
Report Prcs ingi Request ;
Select D Instance Description DatelTime Format Status  Details
: 01/15/2009 Comma delimitgd .
453197 3032644 Vector Meeting Counts 2:02:32PM ) Posted Details Clle Detalls
01/15/2009 . -
453193 3032639 Course Schedule Sheets 12:47-24PM Acrobat (*.pdf) Posted Details
. . 01/15/2009 -~ Not
453178 3032621 Transcript Print All 10:19:28AM Acrobat (*.pdf) Posted
IZSelect All JDeselectAll
|_Delete |Giickthe delete button to delete the selected report(s)
Go back to SU Meeting Vector Counts
& save
This will take you to the Report Detail page.
Report Detail
ReportID: 453197 Process Instance: 3032644 Message Log
Name: SUSRSVEC Process Type: SQR Report . .
Click the .csv file under
Run Status: Success i )
File List to open the
Vector Meeting Counts report
Distribution Node: psnsrepos2 Expiration Date:
File List
Name File Size (bytes) Datetime Created
0q 1,721 01/15/2009 2:03:01.000000PM EST
VectorCounts 011509.CSV 1,673 01/15/2009 2:03:01.000000PM EST
- 2,045 01/15/2009 2:03:01.000000PM EST
Distribute To
Distribution ID Type *Distribution ID
User SRDPTSCH
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File Download

Do you want to open or save this file?

j Name: VectorCounts_011509.xls Click Open
HHl Type: Microsoft Office Excel 97-2003 Worksheet

From: psns.cc.stonybrook.edu

. o

[Open]|Save][Caan]

Always ask before opening this type of file

'--"“--] While files from the Intemet can be useful, some files can potentially
g/ harm your computer. If you do not trust the source, do not open or
N save this file. What's the risk?

Jog H9 -®-)s Microsoft Excel

Home Insert Page Layout Formulas Data Review View Add-Ins

= 3(, Calibri - uA ~ [ f= =|5¢ General - A || Gemnset - | X - ? ﬁ
. B ||B 7 Uu-|A A EH- 8% o I Delete + || [g]~ -
Excel opens with the spreadsheet Pate o | (@ [O A o] ] |0 | Biromat- | - S ThaE
di l d Clipboard ™ Font {Fl Alignment {F] Number ™ Cells Editing
Sp aye [ Al (o 5 I Term

) VectorCounts_011509.CSV [Read-Only]

Click File > Save As A 8 c D £ F 6 H ! ) K
1 Term Acad Org Mtg Start count MO count TUE count WEI count THU count FRI count SAT count SUN sumMWi|
2 1094 MATHEM/ 8:20 AM 0 1 0 0 0 0 0 |
3 1094 MATHEM/ 8:30 AM 0 0 1 0 1 0 0
4 1094 MATHEM/  9:10 AM 1 0 1 0 0 0 0
5 1094 MATHEM/  9:35 AM 12 0 12 0 10 0 0 3
6 1094 MATHEM/  9:50 AM 0 10 0 13 0 0 0 |
7 1094 MATHEMZ 10:15 AM 0 0 1 0 0 0 |
8 1094 MATHEM/ 10:40 AM 9 0 8 0 6 0 0 2
9 1094 MATHEM/ 11:20 AM 1 19 1 14 0 0 0
10 1094 MATHEM/ 11:45 AM 13 0 13 0 6 0 0 3
11 1094 MATHEM/ 12:50 PM 3 0 9 5 0 0 ]
12 1094 MATHEMZ  2:20 PM 6 13 5 15 0 0 0 1
13 1094 MATHEM/  3:50 PM 9 6 14 5 0 0 0 2
14 1094 MATHEMZ _5:20 PM 2 9 5 10 0 0 0

Ready | | | =) )
Save As =]
—
@U' [E » KimM.Rant » Documents » v | 5 |Search o

By Organize v 228 Views ~ W New Folder

B Name Datemodified  Type Size » & Complete the Save As dialog
3 Lo S .
i Z““”::["“ o box making sure that you
=i Recent Places - . 3 3
B Deticg . Civil Service Test Prep select Microsoft Office
.. Client S .
1% Computer m C;z::"::port Excel WOl‘kSheet n the
B Pictures | Documents from Home drive Save as type field
_& Music | Found Spv Leader's Guides
More » .. Found Spv Workbooks

Click Save

. Kev's Resume
Folders 2> . Kim's Resume -
File name: VectorCounts_011509.xls -
Save as type: | Microsoft Office Excel 97-2003 Worksheet V] Ge ne rati ng the Ch art
= e mes sve ] [Cone] For this information to be
useful, you need to generate

a chart in Excel.
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For Excel 2003:

* Select columns C (Mtg Start) through M (sumALL)

o
Bd) File Edt View Insert Format Tools Data Window Help Adobe PDF v -8 X
DEERSR T =2 [ e -0 - B I U = S8 % or w0 s% EH-o-A-f
C1 v f Mty Start
A | B D m =
| 1 |Term Acad Org [Mtg Start count MOP count TUE count WEI count THU count FRI count SAT count SUN sumMWF sumTuTh  sumAll I
| 2 | 1068 PSYCHOU 1:00 AM 0 0 0 1 0 0 1} 0 1 1
| 3 | 1068 PSYCHOU 8:05 AM 2 1} 2 0 0 0 0 4 1} 4
| 4 | 1068 PSYCHOU 8:20 AM 1 1 1 1 0 0 0 2 2 4
|5 | 1068 PSYCHOU 9:35 AM 4 0 4 0 1 0 0 g 0 g
| 6 | 1068 PSYCHOU 9:50 A 1] 6 1) 8 1) 1] 1) 1) 14 14
| 7 | 1068 PSYCHOL 10:30 AM 0 1 0 0 0 0 0 0 1 1
| 8 | 1068 PSYCHOL 10:40 AM 2 0 2 [1} 3 0 1} 7 1} 7]
| 9 | 1068 PSYCHOU 11:20 AM 0 B 0 B 0 0 1} 0 12 12|
| 10 | 1068 PSYCHOU 11:45 AM 4 0 4 0 4 0 0 12 0 12|
| 11] 1068 PSYCHOU 12:50 P 4 4 0 4 4 0 0 g 8 16
|12 | 1068 PSYCHOU 2:20 PM 4 B 4 B 2 0 0 10 12 22
[ 13| 1068 PSYCHOU 3:30 PM 1 [1} 0 [1} 0 0 0 1 [1} 1
| 14 | 1068 PSYCHOU 3:50 PM 3 g 3 4 0 0 0 5 7 13
|15 | 1068 PSYCHOU 5:20 PM 4 1 3 1 0 0 0 7 2 9
| 16 | 1068 PSYCHOU 6:00 PM 2 2 0 0 0 0 1} 2 2 4
17
| 18 |
119
20 |
[ 21|
2
Al -
4 4 » [\ Chart2 )Sheet1 { Sheet2 [ Sheet3 /' [« | L”J
Ready Sum=394.2881944 NUM 4

¢ (lick the Insert menu and select Chart (or click the Chart Wizard button on the

toolbar)

Chart Wizard - Step 1 of 4 - Chart Type

Standard Types I Custom Types |

Chart type:

@ Surface

@ Bubble

Chart sub-type:

Select the 3-D column chart type and click
Next

3-D Column. Compares values across
categories and across series.

Press and Hold to View Sample

Cancel < Back I Mext > I Finish |
Chart Wizard - Step 2 of 4 - Chart Source Data 21x|

Data Range I Series I

count SUN
count MON

@ count MON
@ count TUES
0 count WED
0 count THUR:
| count FRI
O count SAT
| count SUN

Data range:

Series in:

P | | — Dol

| TS|

Cimich |

The Data Range should already be filled in
based on columns C through M that you selected
before.

Under Series In select Columns and click Next

p.119
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Chart Wizard - Step 3 of 4 - Chart Options

| Axes | Gridlines I Legend I Data Labels | Data Table |

Place chart:

Chart title:
Category (%) axis: ® count MON
@ count TUES
0 count WED
Series (¥) axis: 0 count THUR
m count FRI
sumbAWF [ count SAT
- ¢ MON m count SUN
Yalue (2) axis: ] z z o O cumhWF
$ R g m zumTuTh
2@ @ = cumAll
Cancel < Back | Mext = I Einish
Chart Wizard - Step 4 of 4 - Chart Location 4 |

. | % As new sheet:

" as object in: ISheetl

[~

Cancel | < Back Iext = | Einish I

Enter a Chart Title and click Next

Select As new sheet and click Finish

This will place the chart on a separate
worksheet within the workbook

The resulting chart should give you a visual representation of your course distribution.
You can change the perspective on the chart by hovering your cursor over the “corners” if

the chart, and spinning it around.

20

9:50 &M
10:30 AM

220PM ISR

330PM [ el

12:50 PM

@ count MON

® count TUES
O count WED
Ocount THURS
| court FRI
Ocount SAT

m count SUN

O sumMwF
msumTuTh

@ sumAll
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Don’t forget to save the workbook again.
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For Excel 2007:

* Select columns C (Mtg Start) through M (sumALL)

SD H9-- ) vector report.xlsx - Microsoft Excel
Nt —

~ Home Insert Page Layout Formulas Data Review View Add-Ins

= = D | Tem T S
B * Calibri NSNS S Wrap Text General - ﬂ ﬁ [ || §< A
53 B
Paste B I U~~~ ~|||| = = M & Center ~ ~ 9% 9 |[%8 ;%8| Conditional Format  Cell Insert Delete Format
e [ U || & | A = || e Merge & Center - [$ - % 2 [|%8 %) Formatting ~ as Table - Styles~ || ~ ~ =
Clipboard Font i Alignment i Number i Styles Cells
ca - f | Mg start
A B c D E F G H 1 J K L M N

|1 [Term Acad Org Mtg Start count MO count TUE count WEI count THU count FRI count SAT count SUNsumMWF sumTuTh sumAll
12 | 1083 WOMENSTUDY | 8:05 AM 1 0 ! 0 0 0 0 2 0 2]
|3 | 1088 WOMENSTUDY | 8:20 AM 0 1 0 1 0 0 0 0 2 2]
|4 | 1083 WOMENSTUDY | 9:35 AM 2 0 2 0 2 0 0 6 0 6)
15| 1088 WOMENSTUDY | 9:50 AM 0 2 0 2 0 0 0 0 4 4
|6 | 1088 WOMENSTUDY | 10:40 AM 1 0 1 0 1 0 0 3 0 3]
|7 1088 WOMENSTUDY | 11:20 AM 0 3 0 3 0 0 o 0 6 6|
|8 | 1088 WOMENSTUDY | 12:50 PM 1 4 0 5 1 0 0 2 9 11

9 1083 WOMENSTUDY | 1:00 PM 1 0 0 0 0 0 0 1 0 1]
|10 1088 WOMENSTUDY | 2:20 PM 3 il 4 2 0 0 [ 7 3 10}
|11 1083 WOMENSTUDY | 3:50 PM 2 3 2 2 0 0 0 4 5 9|
|12 1088 WOMENSTUDY | 5:20 PM 2 1 1 1 0 0 0 3 2 5
|13 | 1083 WOMENSTUDY | 6:50 PM 0 2 0 1 0 0 0 0 3 3]
|14 | 1088 WOMENSTUDY | 6:55PM 2 0 2 0 0 0 0 4 0 4
|16

17

L[]

All Chart Types (at the bottom)

ra

Insert Chart [71=]
cea M [
o i) s8] 18] 3] 0 Ja8TTEE
e IR

0w I I e ) )

Wy Radar Pie
Al o]l AR][oa] o] v
| Manage Templates... | | SetasDefauit Chart | [ ok || cancel |

Prepared by Training and Development 632-3648
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Click the Insert tab and in the Charts group click the Column button and then click

Click the 3-D Column
chart type

Click OK
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Chart Tools

While still in the Design tab

Add-Ins Design Layout Format
- - ‘ ] l ] ’ ’ click Move Chart Location
;-b Move Chart | | | 18 Hove Ch N Sheet
Choose where you want the chart to be placed: Location oose New ee

] ‘d\__l"J | @ New sheet: | Chart1 .: = - Chck OK
HU cq _

0 \M (©) Objectin: VectorCounts_011409 E]

1

0 [ ok [ canel |

2

0 1 0 0 3 0 3|

This will place the chart on a
separate worksheet within the workbook

Click some of the options in the Chart Layout group to find a layout that works best for
you.

kctor report.xlsx - Microsoft Excel Chart Ty

_ ‘ Click the Layout tab
Review View Add-Ins Desig ! Layout ormat
laoz] (] [A] | ] i i () Click Chart Title in the

legend Data Data Axes Gridlines | Plot Chart Chart 3-D | Labels group and enter

v  Labels~ Table~ v v Area~ Wall~ Floor~ Rotation a Title for your chart
| Axes Background

Do not display a chart Title

—1 Centered Overlay Title

I”i Overlay centered Title on 1

—  chart without resizing chart 1'S VeCtor Counts

| = Above Chart

‘ i Display Title at top of chart
area and resize chart

More Title Options... ——

workbook again.

Don’t forget to save the
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20. Give Permission to Register

Class Permissions is another method that some departments use to control WHO is able to
enroll in their classes.

* Some courses require the “consent” of the department or the instructor. The student
must go to the department and the department must issue “permission” for them to
register.

How do you know if department or instructor consent is required? Go to Curriculum
Management > Maintain Schedule of Classes. Click the Enrollment Cntrl tab and see
what it says in the Add Consent field.

* Certain classes have prerequisites. If the student did not complete the prerequisites for
the class they cannot register. The Department can override this by issuing permission
for the student to register for the class.

How do you know if prerequisite screening is “turned on”? Go to Curriculum
Management > Adjust Class Associations. Make sure that Also Use Catalog Requisite is
checked.

* |fthe class is closed (full) or if there is a reserve on the class and the student doesn’t
meet the reserve requirement the department can override this by issuing permission
for the student to register for the class.

The Department Scheduler issues “permission” to register for the class by entering the
student’s Stony Brook ID on the Class Permissions page and selecting the appropriate option —
Closed Class, Requisites Not Met or Consent Required. The student will receive a message in
SOLAR instructing them that they have been given permission to register for the class and must
do so by the expiration date. The student can then go into SOLAR and register for the class.

Navigation:
Records and Enrollment > Term Processing > Class Permissions > Class Permissions

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

Academic Institution: = ~ USBNY Q Enter the Term

Term: = 1098 Q

Subject Area: = - WRT Q Enter the SUbject Area

Catalog Nbr: begins with ~ 101

Academic Career: = - - Enter the Catalog Number

Campus: begins with ~ Q

Description: begins with «

Course ID: begins with ~ Q

Course Offering Nbr: = - Q If this course is offered on different

| Case Sensitive

Search Clear | pasic Search Save Search Criteria

campuses select the Campus.

Search Results

Click Search
'Subject Area |Catalog Hbr |Academic Cal i
USBNY 1088 WRT 101 Underarad
USBNY 1098 WRT 101 Undergrad
||
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Click the Permission to Add tab.

Make sure you navigate to the Class Section that you want to give the student(s) permission to

enroll in!

Permission to Add

Course ID: 201019

Academic Institution:  SUNY at Stony Brook
Term: Fall 2009

Subject Area: WRT

Catalog Nbr: 101

Class Section Data
Session: A
Class Section: 80

Component: Lecture

Student Specific Permissions

11/14/2009 [3

Permission Valid For:

Expiration Date:

Closed Class Requisit]

B [

Full Fall Semester Session

tab, enter the student's

Course Offer
Click the Next arrow to
navigate to the correct

Undergrad .

. class section!
Writing
Introductory Vi F =

Find | View All
Class Nbr: 70043 Class Status:
Class Type: Enroliment Section
Instructor:

201019

Click the Permission

Career Restriction

ID and select the ‘

First T] 1 of 81 [ Last

Permission Time
Period

option. -

Click the *to
add another

F1of1 m Last

student's ID

ral Info Permission Comments

|Closed

Permission
D ICIass

Time Period

Career
Restriction

Requisites
Not Met

1 12356789 Q |01 | [ 3 2
.~ Dont forget to
Save

I Return to Search | +[Z] Previous in List I +[E] Next in Lis |

& save |

Requisites Not Met or Consent Required.

The
Expiratio
n Date is
set to
default to
the end
of the
add/drop
period.
DO NOT
change
this.

Enter the
student’s
Stony

Brook ID.

Select the
reason for
the
permissio
n - Closed
Class,

If this is a variable credit course enter the Max Credits. Departments must enter a credit value
when issuing permission for a variable credit course and students will be locked into this credit

value when enrolling.
Click the Comments tab to add comments. This is not required.

Click Save.

+

To add another student, click the Add a new row button.

To check the status, click the General Info tab to see whether the student actually did enroll

(“Used”) or not (“Not used”).

Prepared by Training and Development 632-3648
http://it.stonybrook.edu

p- 125
6/7/13



21. Print a Class/Grade Roster

Navigation:

SBU > SBU Student Records > Curriculum Management > Class Rosters

If you already have a Run Control ID click
Search and then choose the Run Control ID
Search by: Run Control ID begins with | from the list (as shown in this example).

["]case Sensitive

Search | dvanced Search

Search Results

Wiew All First 10f1 [)] Last
Run Cantral I || anguage Code

If you do not have a Run Control ID click the

Add a New Value tab and add the new Run
Control ID (we suggest that you call it
“psreports”).

Run Control ID: psreports

Add

Find an Existing Value | Add a New Value
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This will bring you to the Class Roster page.

Class Roster

Run Control ID:

PSREPORTS

Report Manager Process Monitor

Run

SUNY at Stony Brook

Fall 2007

Academic Organization:
Subject Area:
Catalog Nbr:

Class Nbr:

& save |

Find | View All

1of1

*Academic Institution:  |USBNY Q
*Term: |1078 Q
Assignment
*Session:
Sort Options:

[Full Fall semester Session =l

| status, Last Name, FirstName |

Q [V Enrolled Students
ANS Q I Dropped Students
[— I” waitlisted Students
Q

- Display Class Info (CSV Only)
[ Display Grades

I Display Permissions

s Add Update/Display |

Enter the
parameters for your report:

1. Enter the Term and the appropriate Session for that Term. (The Session Code is
required!)

2. Choose the Sort Options.
3. Select one of the following:

* Academic Organization if you want rosters for all of the classes in your
department.

=

* Subject Area if you want rosters for classes in a specific Subject Area.

If you do not know the Academic Organization code for your
department click the Lookup button to search for it.

* Subject Area and Catalog Number if you want rosters for classes in a
specific Subject Area and Catalog Number.

* (lass Nbr if you want a roster for one specific class.

If you do not know the Class Number click the Lookup button and
3] choose the Advanced Search link to search for the class by Subject
Area, Catalog Number and Class Section.

IMPORTANT! If you have a value in one field the other fields will gray out.
To “un-gray” the grayed out fields you must remove the value from the field
and then press your TAB key.
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4. Select the group(s) of students that you want included in your report - Enrolled,
Dropped, Waitlisted.

5. Select the Report Print Options: Class Rosters print in .pdf format by default.

If you want your class roster(s) in .csv format so that you can save it as an Excel
spreadsheet you must select Display Class Info (CSV Only).

Select the Display Grades checkbox if you want your roster to include grades. This
option is only available in .pdf format.

6. Click Run
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To Retrieve Your Report:

Click the Report Manager link to go to the Report List page.

Your report will only be listed in the Report Manager once the process has run successfully

on the server.

Keep clicking

{ Administration Y\ Archives

the Refresh

UseriD:  [SRDPTSCH =] Last:

Type: I

button to

Status: I j Folder: |

=] instance: |

A ) au
Customize | Find | View All | &=

MCIickthe delete button to delete the selected report(s)

Go backto SU Class Roster(s)

& save |

I%EM f:Tthnce Description Request Date/Time  Format
12/20/2007 Acrobat
Class Roster Report £
= 7725 2525802 Class Roster Report 353:05P M (*.pdf)
12/20/12007 Acrobat
= 7724 2525801 Class Roster Report 251:08PM (*.pdf)
“ Select All Deselect All

refresh the page

catiie

JWhen the status
\I displays “Posted”

I L~
0=

Processing click the Details
Report Detail link to retrieve
your report
ReportiD: 7725 Message Log
Name: SU_SROM Process Type: SQR Report
Run Status: Success

Class Roster Report

Click the .pdf or .csv file listed on this page.

Note: If you do not see a .pdf for .csv file,
the process ran but did not produce any
output for a report. Go back and check the
parameters entered on the Class Rosters
page to make sure they are correct then
run your report again.

Prepared by Training and Development 632-3648
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Expiration Date:

File List

Distribution Node: psnsrepos1

Name File Size (bytes) Datetime Created

SQR _SU SR011 2525802.l0g 1,735 12/20/2007 3:58:21.000000PM E!
108,120 12/20/2007 3:58:21.000000PM E!

su_srl 502.0U 36,449 12/20/2007 3:58:21.000000PM E!

Distribute To

Distribution ID Type *Distribution ID
User SRDPTSCH
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The .pdf report will open in Adobe Acrobat.

a https://psBtest.cc.stonybrook.edu: 144 3/serviets/psreports/heBOtst3/934/su_sr011_705598.PDF - Microsoft Internet Explorer
File Edt View Favorites Tools Help

W Q- O RNRG PheQ 35 E-[)

»1 Click the Print button to
@ printit.

E Save a Copy .:, Print @j Email ﬂ Search ‘”} 4 Review & Comment ~ ! Sign v

Term:

Course: WST 102
Class Nbr: 40249 . )
Section: 01 Session: Full Spring Semester Session Lecture
Instructor(s): Elsey,Brenda

Intro Women's Stds in Soc Sci

Yr Unt Status Sctn Sctn® Academic Plans

@l Layers @ _Signatures g _Bookmarks

StudentID Name

Total Students: 36

Stdnt Grps

O Towre - @ & - [ [0 170 - 0] 358 Click the Close button (X)
bl in the upper right corner of
‘| the Adobe window to close
Report ID: SU_SRO011 Class Roster Report Page No. 1
Run Date05/18/2004 it
Run Time15:01:27 .
Spring 2004 SUNY at Stony Brook

Detail window.

Cancel out of the Report

Click Go back to Class Rosters to return to that page.

The .csv report will display this dialog box:

File Download

2

!

Some files can harm your computer. If the file information below
looks suspicious, or you do not fully trust the source, do nat open or
save this file.

File name: su_sr011_705601.csv

File type:  Microsoft Excel Comma Separated Values File

From: ps8test.cc.stonybrook.edu

Would you like to open the file or save it to your computer?

[ Open J| Save |[ Cancel ][More InfoJ

Always ask before opening this type of file

Detail window.

Click Save.

You can open the report in Excel later.

After saving, cancel out of the Report

Click Go back to Class Rosters to return to the Class Rosters page.
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22. How to Finalize Class Schedule Data

The class schedule data reported to SUNY and used for instructional workload analysis
(previously called “CASA”) are derived from the Course Catalog and the Meetings page in the
Schedule of Classes group (Curriculum Management > Schedule of Classes > Schedule Class
Meetings > Search for Class).

These data are completed in an editing process in which (i) scheduling information is finalized
and adjusted to provide complete and accurate information about each course section, and (ii)
the effort allocation recorded for team taught courses is adjusted if effort is not apportioned
equally among the instructors. A special PeopleSoft edit access is required and may be
obtained by contacting Beverly Rivera or Michael Mooney in the Registrar’s Office.

Departments are responsible for providing complete and accurate data on five characteristics
of every course section:

- instructor or instructors

- effort distribution among instructors for team taught courses, recorded by distributing
instructor contact minutes

« the meeting pattern (days and time)

- start and end times (except for tutorial, clinical, supervised teaching, and distance-learning
sections, which are always entered with the default of 1:00 a.m. to 1:00 a.m.)

« location, entered by recording the facility ID

Instructor information can be entered at any time. Other missing data and effort-distribution
data are entered when the class schedule is opened for final editing after the enroliment
snapshot.

The screenshot below shows the location of class schedule data on the meetings panel. Note
that you must use the “view all” option to see more than two instructors.

STONY BREWK
ADMINISTRATIVE SERVICES Home Addto Favortes

1, Eecur!s an! !mu menl |

= Curticulum Management

[ Course Catalog _ p »

< Schedule of Classes { Meetings "\ Enrollment Cntrl }”  Exam
— Class Search

New Window

Course ID: 200496 Course Offering Nbr: 2
i ituti SUNY at Stony Brook
Term: Fall 2007 Undergrad
Subject Area: BIO Biology
Catalog Nbr: 328 Mammalian Physiology
Class Sections
Session: A Full Fall Semester Session Class Nbr: 82154
Class Section: o1 Component:  Lecture Event ID: 000072931
IMeeting Pattern ind | View All First 4] 1 of 1 O] Last
Facility ID Capacity Pat MtgStart MtgEnd M T W T F S S Start/End Date
5025000012 570 MW ssoPM stop FOT WO T T | 09042007 124222007
[ Roll Curriculum Data Lecctr 100 Topic ID: Free Format Topic:
Forward
[ Enroliment Requirements I Print Topic On Transcript Contact Hours
[> Combhined Sections . — - -
[ Facility and Event nstructors For Meeting Pattern Customize | Find | Viex \U‘_:’]
Information { i Y\ Workload
I Class Roster D Name Instructor Role Print Access Contact
[> Attendance Roster -
I Grading 100241507 CabotJohn B. Prim Instr [ Approve 102
P Instructor/Advisor 100269150 MeKinnon,David Sec Instr v Grade 45
Information
> Academic Advising 100152771 Dilger Kathleen T. Supervisor | Grade
> Set Up HRMS
> Set Up SACR 100364002 Rosati,Barbara Sec Instr | Grade 13
[ Reporting Tools 105378958 Lazarus, Matthew S TA RdnGrd =
> PeopleTools
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Instructors. Instructor information should be entered as soon as it is available. Instructors
must be entered into the Instructor table before they can be assigned to courses. Each
instructor’s role must be properly identified. “Primary instructors,” “secondary instructors,”
and “teaching assistants” are reported in CASA and assigned contact minutes.

Graduate or undergraduate students who do not meet course sections but need access to
PeopleSoft data to work as graders should be identified as “TA reader/graders.” Personnel
scheduled in that role are not allocated contact minutes. If a grader was initially scheduled as a
teaching assistant his/her role should be changed to reader/grader, the contact minutes
reduced to zero, and the contact minutes of other instructors adjusted to account for total
contact time.

Personnel with only administrative responsibilities should also be scheduled in the appropriate
role to avoid the allocation of contact minutes. These “administrators” and “supervisors” are
not reported in CASA.

Time, Days and Location. Time, days and location should be entered when the schedule of
classes is initially established. Missing data can be filled in when the data are opened for CASA
editing.

Meeting location. Meeting location is recorded by providing a facility ID for each section, with
different requirements for different types of sections and locations. A facility code
corresponding to a building (such as a high school) or city/country combination (for
international programs) must be identified for all sections not taught in Stony Brook facilities to
record in PeopleSoft the detailed data required to meet requirements for reporting of off-
campus activity to Middle States and the State Education Department.

« For regularly-scheduled sections in Stony Brook facilities a facility ID providing a building
and room number must be identified. These are lecture, seminar, lab and recitation
sections taught on the Stony Brook, Manhattan or Southampton campuses.

«  For Stony Brook campus tutorial/independent study sections it is not necessary to
provide a facility ID but one may be recorded.

- Tutorial/independent study sections taught at or through Manhattan or Southampton
must have a facility ID identifying their location.

«  For all off-campus regularly-scheduled and tutorial sections the facility ID for a specific
location must be identified. It is not sufficient to enter the location OFC. If the off-
campus location has not already been assigned a facility ID contact Barry Tobachnick to
request the addition.

«  Off-campus internships, practica, clinical sections, and student-teaching sections may be
identified with the building OFC (S500000000). That building identifier may only be
used for sections of that type, which occur in scattered locations and do not involve
regularly-scheduled instruction.

- For distance-learning sections the facility ID should be ONLINE (S501000001). OFC
indicates instruction at an organized off-campus site and should not be used for
distance learning instruction.
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Instructor contact minutes. In general, departments do not have to enter faculty contact
minutes. Contact minutes are calculated from section start and end times and entered into the
course schedule at the time of the enrollment snapshot (after 15 class days).

Tutorial contact times are not entered on the Meetings panel. They are calculated by formula
when CASA data are finalized.

The number listed for “contact” on the Meetings page is the total number of class minutes per
week. For example, 165 is shown for a class that meets for 55 minutes three times a week, and
160 for a class that meets for 80 minutes twice a week. These lengths are rounded in CASA
reporting so that each of these courses is recorded as three faculty contact hours and three
student contact hours.

Team taught courses. For courses with more than one instructor, total contact minutes are
initially allocated evenly among all personnel scheduled as primary instructors, secondary
instructors, or teaching assistants. Department staff should review the distribution and make
changes to properly reflect the distribution of effort among instructors, keeping the total
minutes the same. This editing should not be done until scheduling data are opened for CASA
editing after the enrollment snapshot. Data entered earlier will be overridden by the automatic
load.

In the screen shot example, the contact minutes show that Cabot is contributing 64% (102/160)
of the teaching effort; McKinnon, 28% (45/160); and Rosati, 8% (13/160). If the course were
taught by four instructors making equal contributions, a new row would be added for fourth
instructor, and each would be assigned 40 contact minutes. The contact minute allocations
must always add up to the original total, so in a 165 minute course taught equally be two
instructors one should be assigned 83 minutes and the other 82 minutes.

Faculty contact minutes for team taught courses may exceed student contact time. If, for
example, two instructors teach every class meeting together, total faculty contact minutes
should be double the elapsed time of the class. Without that doubling their contact hours will
be underreported in the Faculty Addendum. Regardless of the total, the distribution of faculty
contact minutes should always reflect the distribution of faculty effort in the section because
the primary use of faculty contact minutes in workload analysis is to distribute sections,
students, and credits taught among instructors.

Cross-listed courses. The department responsible for scheduling a cross-listed course provides
all the data required for CASA as if the course were not cross-listed. That department should
not adjust faculty contact minutes to reflect the allocation of effort to the other parts of the
cross-list. That adjustment is built into the CASA file processing.

For more help. Contact Richard Robinson (632-1589) for general information or assistance with
complicated situations.
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