
Entering Data to Create a New Class Schedule

How to:
● Change the section cap
● Change the combined section cap
● Mark a section to be canceled
● Update the course instructor
● Request specific room characteristics
● Adjust the meeting pattern (day/time)

○ Or request a particular time of day
● Add additional comments
● Request a new section/course be added

All instructions will start from the Academic Scheduling tile on either the myCU homepage, or the myCU
for Faculty and Advisors homepage.

https://docs.google.com/document/d/1Rf2hytDV8_mQ9GzXuvgHOn1f3Pw-yCz5ST8aL8L6oWc/edit?usp=sharing


Changing the Section Cap
1. From the Academic Scheduling tile, select the Cap, Consent, Cancel menu item
2. Enter the term you wish to work on
3. Enter search criteria (Subject + Catalog number, just subject, course ID, course title, academic

organization ID, etc) and click search
a. For example, if I wanted to review/adjust caps on all of the Humanities and Social

Science courses this fall, I would enter the following:

4. Once you have selected the course you wish to update, choose the Class Enrollment Limits tab



5. Use the Enrl Cap field to adjust the enrollment cap. Use the Wait Cap field to adjust the Waitlist
cap. If the course has more than 1 section, you can review and adjust them all on the same
page.

6. If your course is a “combined section” (such as HSS/SD480 or CM445/555), you’ll see a
“combined section” link on this page, too (see below)

a. The presence of that link is a good reminder that combined sections have their own cap,
and those must be adjusted separately. See the next section of these instructions for
how to do that.

7. Save when complete. If you are reviewing all of your courses, you can use “previous in list” or
“next in list” to quickly move to the next class after you have saved the page.



Change the Combined Section Cap
What is a combined section?
A Combined Section is a course that is offered under multiple catalog entries, but meets together in the
same room at the same time. Some individuals may refer to these as “cross listed” or “dual listed”
courses and this can refer to courses offered with the same number under two different subject areas
(like EM/OS/PY 286), or under the same subject but different catalog numbers (like CM 430/530), or
both (like MA/CS447/CS547/EE 667). While there are lots of scenarios, they are all set up in the same
manner in PeopleSoft.

How do caps work differently with combined sections?
Combined sections have two different types of caps - individual section caps, and a combined section
cap. We will use CM 430/530 as our example here:

If you wish to schedule a course like CM 430/530 into a room that holds 30 people, but want to make
sure at least 20 of those people are undergraduates, you may want to set up your caps such that CM
430 is capped at 20, CM 530 is capped at 10, and the combined section cap is set to 30. However, if
the distribution of students in the class is unimportant, you would set the cap of CM 430 to be 30, CM
530 to be 30, and the combined section cap to also be 30.

PeopleSoft will show individual sections as closed in two scenarios - if the individual section cap is
reached, or if the overarching combined cap is reached. The combined section cap should never be
greater than the room capacity.

To update a combined section cap, you need to know the combined section ID number. The easiest
way to get this is to use the Cap, Consent, Cancel menu option under the Academic Scheduling tile.

Date: May 25, 2022 Author: Jen Stokes
Source: (View workflow on Tango)

1. Go to Cap, Consent, Cancel to retrieve the combined section ID

2. Search for the Course you wish to modify (Verify the Term!)

https://app.tango.us/app/workflow/Updating-Combined-Section-Caps-e2033f78292d4511a43df54109581b94


3. Click on Class Enrollment Limits tab

4. Click on Combined Section link

5. Locate and Copy the Combined Section ID number

Once you have copied the ID number, you can exit out of this page.



6. Click on Combined Caps

7. Paste the Combined Section ID number into the search box

8. Adjust the Enrollment Cap



9. Or the WaitList Cap

10. Save when finished.



Marking a class to be canceled
Date: May 25, 2022
Author: Jen Stokes
Source: View this workflow on Tango.

1. Go to your myCU or myCU for Faculty and Advisors homepage

2. Click on Academic Scheduling

3. Click on Cap, Consent, Cancel

https://app.tango.us/app/workflow/b53cab7b-290e-44f7-b638-42efd54b2398?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links
https://app.tango.us/app/workflow/Mark-a-Class-Section-to-be-Cancelled-b53cab7b290e44f7b63842efd54b2398
https://mycu.clarkson.edu/psc/csprd92_9/EMPLOYEE/SA/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL?


4. Search for the course

VERIFY THE TERM!!! Use any of the search criteria to search for the course you wish to modify.

5. Select the course you wish to modify from your search results

You can click anywhere on the row in the search results.



6. Use the Magnifying Glass by Class Stat(us) to update the status

7. Click on Stop Further Enrollment

Marking a section as Stop Further Enrollment will alert the Registrar's office that the section in question
should be canceled. While "Canceled Section" is an option here, you'll find that if you try to select it,
you'll get an error. The Registrar's office will cancel all courses marked Stop Further Enrollment once all
initial data has been entered into the system.

8. Click on Save!



Request Specific Room Characteristics
You can use this tool to let us know if you need things like a computer lab, specific technology,
configurable furniture, or if you prefer to hold the class in a specific building.

1. Select the “Main Scheduling Page”
2. Search for the course (VERIFY THE TERM!)
3. Click on the look-up (magnifying glass) next to the box under “Room Characteristics”

4. From the pop-up box, select the Room Characteristic
that you need.

For example if you need a computer lab for the course
you would select “PC Lab”

Use the “plus sign” to add additional characteristics.

The “quantity” field is informational only and will not be
used during scheduling.

5. Click “Save”



How to Adjust the Meeting Pattern (Day/Time)
Meeting pattern days and times must follow the standard time periods, if you’re unsure what
those are, please refer to the scheduling guidelines here.

1. Use the “Main Scheduling Page”
2. Search for the course (VERIFY THE TERM!)
3. Use the “Pat” box to select your meeting pattern

a. Using the look-up you can see a description of the patterns. For example, “1R”
would be used for One 50 minute discussion section.

MWF (Monday/Wednesday/Friday) and TTH
(Tuesday/Thursday) are standard time periods for lecture
courses.

If you are requesting Monday/Wednesday (MWX), or an
extended evening period special permission is required.

MWF (MWX), and TR will automatically fill in the days of
the week boxes. For all other pattern requests, please
check the boxes to indicate which day(s) of the week the
class is to be held.

https://confluence.clarkson.edu/display/SAS/Class+Scheduling+Guidelines


4. Enter the start time. The end time will automatically be calculated based on the
meeting pattern. Be sure to enter a start time that is in line with the standard time
periods, otherwise approval is needed.

5. Click “Save”



Requesting a Particular Time of Day
If a specific time is not needed, but a specific time of day is, you can enter your preferences
under Academic Shift.

Select the preferred time of day, and save when
finished.



Adding Additional Comments
If you need to let the Registrar’s Office know about something that isn’t covered elsewhere, please use
the “Add Comment” button, which will pop open a free-text box.

Enter your comment, click “OK”, then click “Save”



Requesting a new course/section be added

Using this google form: https://forms.gle/4ryaGAVtFGYzfVc1A

Step 1: Choose the type of request - if you are requesting that a brand-new course be offered, be
prepared to submit a course approval form with your request.

The Google Form will lead you through a series of questions based on your responses.

Approved department schedulers will have their requests submitted directly to
academicscheduling@clarkson.edu. All other submissions will route to the approved schedulers
assigned to the academic department selected on the form.

https://forms.gle/4ryaGAVtFGYzfVc1A
mailto:academicscheduling@clarkson.edu

