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

R i I _

Adjust the meeting pattern (day/time

o Orrequest 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.
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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 | wanted to review/adjust caps on all of the Humanities and Social
Science courses this fall, | would enter the following:

Update Sections of a Class
Enter any information you have and click Search. Leave fields blank for a list of all
Find an Existing Value

Search Criteria

*Academic Institution[ = v | CLKSN

“Term[= w| 4229
Subject Area| = v |
Catalog Nbr
Academic Career| = v| | v |
campus[ e v v <
Description
Course ID
Course Offering Nbr[=  ~|

s cademic Organization| begins with « || 20300

jelpeye

L L

| Case Sensitive
) il .
Search Clear Basic Search & Save Search Criteria

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

Wl we

Update Sections of a Class

Course ID 011800 Course Offering Nbr 1
Academic Institution Clarkson University
Term Fall 2022 Undergrad
Subject Area ANTH Anthropology
Catalog Nbr 201 Intro to Cultural Anthropology

Class Sectio Personalize |
Class Status Class Enroliment Limits
. Enrcliment *Class *Class
Session Section Class Nbr Component Status Type Stat Assoc
Regular 01 10058 Lecture Clozed E QA QL

[5] Save ||[@F Return to Search Previous in List =] Mextin List [=] Motify




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.

Class Sections

Class Status Class Enrollment Limits

Session Section Class Nbr
Regular ) 10051
Reqular 10 10052

[5] Save ||[h Return to Search

6.

45| Previous in List

Personalize | Find | View All | (21| [5 First
Component Enrl Cap | Enrl Tot Wait Cap | Wa
Lecture 30 Kl 10
Laboratory 30 ki 10

45| NextinList ||E] Motify

1, 1-2 of 2
it Tot
b
5

k

Last

Min Enrl

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.

Class Sections

Class Status
Session Section Class Nbr
Regular 01 10072
[5] save ||[Er Returnto Search

7. Save when complete. If you are reviewing all of your courses, you can use “previous in list” or

Class Enrollment Limits

Component

Seminar

1= Previous in List

Personalize | Find | View All | (2 | [E5

Enrl Cap Enrl Tot

20

45 Nextin List

3

Wait )
Cap Wait Tot

=] Notify

“next in list” to quickly move to the next class after you have saved the page.

First

Min Engl

4

10f1
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Last




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!)

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

Find an Existing Value

Search Criteria

*Academic Institution[ = v | CLKSN Q

Term[= v | 4229 Q

Subject Area[= v | cM™ oL
Catalog Nbr[ begins with + |

Academic Career| = v| | v

Campus| begins with v | Q
Description| begins with v |

Course ID[ begins with v | Q

Course Offering Nbr| = v| Q
Academic Organization| begins with v |

[Jcase Sensitive Made with Tango.us


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

3. Click on Class Enrollment Limits tab

IIH ] GHC X
Update Sections of a Class
t, Cancel Course ID 007680 Course Offering Nbr 1
Academic Institution Clarkson University

2% Term Fall 2022 Undergrad

Subject Area CM Chemistry

Catalog Nbr 420 Colloids and Interfaces

Class Sections Personali

| Class status Class Enroliment Limits [

: : Enroliment *Class *Class
Session Section Class Nbr Component Status Type Stat Assc
Regular 01 9540 Lecture Open E Q (A Q

[Flsave |/[@ Return to Search | |[=] Notify ‘

Made with Tango.us

4. Click on Combined Section link

Undergrad
Chemistry
Colloids and Interfaces

Personalize | Find | ViewAll | (21| [B§  First (& 10f1 (» Last

Enrl Cap Enrl Tot ‘g:;t Wait Tot  Min Enrl

20 10 5

5. Locate and Copy the Combined Section ID nhumber

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

Class Sections
Combined Section Detail

Academic Institution CLKSN Clarkson University
Term 4229 Fall 2022
Session 1 Regular Academic Session
Combined Sections ID m CM430/530

Status: A class may be closed if studel
Enrollment restrictions may ap

Combined Enrollment Capacities

Requested Room Capacity Enrollment Capacity Er
0 20
Wait List Capacity Wait List Total

Made with Tango.us



6. Click on Combined Caps

1 Main Scheduling Page

i~ Cap, Consent, Cancel

7| Combined Caps

Made

with Tango.us

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

LIS ally HHUHNauuvil yUUu Have aliu Libh OTaluil. LTave ITiud Wialin vl a iaL vl an vamuca

Find an Existing Value

Search Criteria

jelye

*Academic Institution| = v | CLKSN
*Term| = v | 4229
Session| = v| |

Combined Sections 1D| begins with +{| 0619

Description| begins with v |

[ case Sensitive

1)
Search Clear Basic Search &

8. Adjust the Enroliment Cap

Clarkson University
Fall 2022

Regular Academic Session
CM430/530

ibject v |
Enroliment Capacit)’( 20 I
—
Wait List Capacity 10

Personalize | Find | View All | {2 |

8.2

Req Room
Cap

20

Status Enrl Cap Enrl Tot Wait Cap

20 10 5

Open

Save Search Criteria

(J skip Mtg Pattern & Instr Edit

the combined section

Total
12
0
= First (40 1-20f2 (») Last
Wait Tot Acad Group
0 ARTSC [+] [=!

Made with Tango.us

Warning: Mtg Pattern & Instr information will not be shared within

Made with Tango.us



9. Or the WaitList Cap

Regular Academic Session Warning: Mtg Pattern & Instr information will not be
619 CM430/530 the combined section.
Vithin Subject v
B Total
Enroliment Capacity| 25 12

Wait List Capaci 0

Personalize | Find | View All | &1 | [Ed First (4) 1-20f2 (») Last

=
Section Status  Red R‘gg EndCap EnriTot WaitCap  WaitTot Acad Group
01 Open 20 20 10 5 0 ARTSC [=]
01 Open 15 16 2 5 0 ARTSC Made with Tango.us

10. Save when finished.
| Combined Sections || Class Description |

*Class Nbr Subject Catalog Nbr Section  Status
[ 9540/Q CM 430 01 Open
_______954_1__3(1 CM 530 01 Open

' View Combined Sections Table

|§3“ Return to Search || (=] Nofify |




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

V4

4 - °

3 40

wn News Academic Scheduling Mail R
]

E= [N

Made with Tango.us

3. Click on Cap, Consent, Cancel

. %
HOLG W

“~ Main Scheduling Page :
Schedule Class Meetings

— Enter any information you have and cli
5| Cap, Consent, Cancel J : >

Find an Existing Value

i1 Combined Caps

Search Criteria

*Academic Institution| = v |
*Term|= v |

Subject Area| = v |
Catalog Nor| begins with v |
Academic Career[=  v|
Campus| begins with v |
Session[= |

; |
Class N vade with Tango.us


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.

ate Sections of a Class

any information you have and click Search. Leave fields blank for a list of all values.
d an-I-E)-(_ist-i-ng Valde -'

earch Criteria

-ademic Institution CLKSN
*Term 14229
Subject Area[ = v | (HISTI
Catalog Nbr] begins with v |
Academic Career| = v| | v|
Description| begins with v ||
Course ID| begins with v |
surse Offering Nbr[= v ]
emic Organization '

ise Sensitive

o0 0

e

PP

Made with Tango.us

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

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

irch Results

v All

demic Institution Term Subject Area log Nbr Academic Career Campus C
(SN 4229 HIST 221 Undergrad MAIN 2
SN 4229 HIST Undergrad MAIN V
SN 4229 HIST 290 Undergrad MAIN It
SN 4229 HIST 339 Undergrad MAIN E
SN 4229 HIST 343 Undergrad MAIN V
SN 4229 HIST 365 Undergrad MAIN T



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

Course ID 008520 Course Offering Nbr 1
Academic Institution Clarkson University
Term Fall 2022 Undergrad
Subject Area HIST History
Catalog Nbr 221 America: 1877 - Present
Class Sections Personalize | Find |

| Class Status || Class Enroliment Limits

Enroliment *Class *Class . Auto
Status Type Stat _ASSOC  ppp

‘Regular 01 10056 Lecture Closed E Jaa 1

Session Section Class Nor Component

|E)Save ||[Gt Returnto Search ||5] PreviousinList [4F NextinList ||=] Notify |

Made with Tango.us

7. Click on Stop Further Enroliment

Marking a section as Stop Further Enroliment 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 Enroliment once all
initial data has been entered into the system.

Look Up CI

Select one of the following values:

A Active

S iStop Further Enroliment
T Tentative Section

X Cancelled Section

Cancel

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”

SR Master Schedule & Catalog

Meetings || Enrolment Control | Exam

Course ID 007318 Course Offering Nbr 1
Academic Institution  Clarksen University
Term Fall 2022 Undergrad
Subject Area AC Accounting
Catalog Nbr 205 Intro Fin & Managerial Acct
Class Sections
Session 1 Regular Academic Session Class Nbr 9939
Class Section 01 Component Lecture EventID 000056731
Associated Class 1 Units 3.00 Associated Class Attributes
Meeting Pattern Find | View All First (4) 10f1 (b Last
: #[=
Facility ID Capacity Pat Mtg Start Mtg End M T W T F 5 8§ *Start/End Date
SN213 Q a5 |MWF |Q Z00PM 2:50PM O O OO 08/29/2022 |[H)[12/09/2022 [
Snell Hall 213 Topic ID Free Format Topic
[ print Topic On Transcript Contact Hours Combined Section
Instructors For Meeting Pattern Personalize | Find | View All | (1] B3 First (4) 10f1 (p) Last
Assignment
ID Name *Instructor Role Print Access Contact Load Factor
0939188 |@ Lin,Guoyu [Primary Instructor v [+ =
Room Characteristics Personalize | Find | (7 | E First (4) 10f1 (} Last
*Room Characteristic *Quantity
& - @ =
Academic Shift Personalize | Find | (2 | L,.__gi First (4) 10f1 (» Last
Academic Shift
Q EIR

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

Look Up Room Characteristic

that you need . Room Characteristic|begins with + |
| Description| begins with w |

Look Up Clear Cancel | Basic Lookup

For example if you need a computer lab for the course

Search Results

al
13 ” " -3 3
you Would Select PC Lab J view 100 B Frsl. O 12121 () Last
Room Characteristic Description
f o Tablet Seating
02 Tables and Chairs
« . ” . Lo 03 Configurable Space
Use the “plus sign” to add additional characteristics. B e e
o 10 Black Board
" o S——
“ . ” . . . . . | ik
The “quantity” field is informational only and will not be 1; g
. . M 1 Camp Building
used during scheduling. K Sonce Centr Loctre
18 Science Center
19 Rowley Lab Building
& 20 ERC Building
2 TC Building
| B2 Price Hall
23 Distance Leaming Room
H “ » ? 24 LCD Projector - no PG in room
5. Click “Save =
J 26 Wireless Lapel Mic
27 Webcam
1 28 Pentouch Display Monitor
29 Student Facing Webcam
30 Classroom Capturing Microphone
| IEL Flat Seating
| BEE Podium Mic
34 Ceiling Mic
35 Hybrid (Zoom Room)
36 n-Room Amplification

37 Document Camera

&

T T TR T




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.

Meetings Enroliment Control Exam
Course 1D 007312
Academic Institution  Clarkson University
Term Fall 2022
Subject Area AC

Catalog Nbr 205

Course Offering Nbr

Undergrad

Accounting

Intro Fin & Managerial Acct
Class Sections

Session 1
Class Section 01

Regular Academic Session
Component Lecture

Class Nbr 9339
EventID 000056731

Associated Class 1 Units 3.00 Associated Class Attributes
Meeting Pattern Find | View Al First (4) 10f1 (k' Last
. . st H=
acility 1D Capacity Paj Mtg Start Mtg End W T F § 8 Start/End Date
SMN213 &} a5 |MWH :O_\: 2-00PM 2:50PM [ O O 0O 08/29/2022  |[5]|12/09/2022  |[5)
Snell Hall 213 lopic 1D Free Format Topic
J print Topic On Transcript Contact Hours Combined Section
I Look Up Pat
Academic Institution CLKSN
Acaderic Group BUS MWF (Monday/Wednesday/Friday) and TTH
| standard Meeting Pattern [ begins with v | ( y y y) .
Descrpiionbegins vih v | (Tuesday/Thursday) are standard time periods for lecture
Look Up Clear Cancel Basic Lookup COU I’SGS
Search Results
View 100 First (4) 1-280f2e (b Last .
e e If you are requesting Monday/Wednesday (MWX), or an
1DR . . . . . . .
10X ek, 165 Mins/Day extended evening period special permission is required.
1R ek, 50 Mins/Day
1 1x ek, 75 Mins/Day
2DR eek, 110 Mins/Day . . . .
= TN MWEF (MWX), and TR will automatically fill in the days of
eek, i ns/Day
|2 e the week boxes. For all other pattern requests, please
e Evenn, | Day. 10 e check the boxes to indicate which day(s) of the week the
vening, 1 Day, 165 Mins
E1H Evening, 1 Day, 60 Mins H
E1Q Evenng.1Da':. 205 Mins ClaSS IS to be held
1 EIR Evening, 1 Day, 50 Mins
1 E1X Evening, 1 Day, 75 Mins
E2DR Evening, 2 Days, 110 Mins
E2DX Evening, 2 Days, 165 Ming
E2R Evening, 2 Days, 50 Mins
E25 Evening, 2 Days, 200 Mins
E2X Evening, 2 Days, 75 Mins
E3DR Evening, 3 Days, 110 Ming
E3R Evening, 3 Days, 50 Mins
MB1 MBA MW
B2 MEATTH
MW Mon,Wed,Fri, 50 Mins/Day
WIVWA Monfived, 73 MIns/Uay
SUM Summer Standard Class Pattern
TBA Hours to be arranged
TTH Tues Thurs Extended



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.

Lawoyg Nt Zubd INTo Fin & vianagenal ACC

Class Sections

Session 1

Class Section 01 Component Lecture

Associated Class 2 Units 3.00
Meeting Pattern
Facility ID Capacity Pat Mto = tg End

Topic ID

(] print Topic On Transcript

Instructors For Meeting Pattern
Assignment | [F=2¥

ID Name *Instructor Role

Regular Academic Session

Class Nbr :
Event ID
Associated Cl

M T W T F S
O &0 &80 0

Free Format Topi
Contact Hours

Personalize | Fin

Print Ac

0935760 Q_ EllerAnna B | Primary Instructor

Made with Tango.us

5. Click “Save”

mnuwin wiliarnavilct isue

Q

Academic Shift
Academic Shift

Q

(@ Returnto Search | |[=] Notify

Meetings | Enroliment Control | Exam



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.

Meetings Enroliment Control Exam

Course ID 007318 Course Offering Nbr 1
Academic Institution Clarkson University
Term Fall 2022 Undergrad
Subject Area AC Accounting
Catalog Nbr 205 Intro Fin & Managerial Acct
Class Sections
Session 1 Regular Academic Session Class Nbr 9939
Class Section 01 Component Lecture EventID 000056781
Associated Class 1 Units 3.00 Associated Class Aftributes
Meeting Pattern Find | View Al
Facility ID Capacity Pat Mtg Start Mtg End M T W T F § § *Start/En
SN213 Q 25 |[MWF |Q 2:00PM 2:50PM Il O O O 08/29/2022 |[&]
Snell Hall 213 Topic ID Free Format Topic
(U print Topic On Transcript Contact Hours Combined
Instructors For Meeting Pattern Personalize | Find | View Al | &2 | B !
Assignment | |F=5¥
1D Name *Ingtructor Role Print Access Contact
0939188 Q@ Lin,Guoyu Primary Instructor v| | Approve v|
Room Characteristics Personalize | Find | (2] @
*Room Characteristic *(Juan

11 [} Computer Projection

Academic Shift

Personalize | Find | (2| &
Academic Shift

Save |§I\ Return to Search [=] Motify

Look Up Academic Shift

Academic Institution CLKSM
Academic Shift| begins with v | ;
escrton{begins Wi Sglect the preferred time of day, and save when
finished.
Look Up Clear Cancel Easic Lookup

Search Results

View 100 First (4) 150f5 (k) Last
Academic Shift Description

AFTERMNOONM iStart time between 12pm noon &
EVEMNING Start time after 4pm

MORNING Start time before 12pm noon
NOT 8AM Start time not 8AM

PRIME TIME Start time between 10am and 3p




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.

Schedule Class Me

i Ll -
Mestings || Envoliment Conirel | Exam

Course ID 07318 Cowrss Offering Mbe 1
Academic Institution  Clarksan University
Term  Spong 2023 Undargrad
Subgect Area AC Accounting
Catalog Mbr 305 It Fin & Managerial Aot
Class Sections
Sesslon 1 Regular Academic Sestion Class Nbr 2157
Class Section 01 Componént Leclura Event D
Associated Class 2 Units 3.00 Associated Class Attributes
Meating Pattem Fired | View Al First (4 1of1 (k' Last
F[=
Facility ID Capacity Pat Mg Stan Mip End M T W T F 5§ § “SiartEnd Daie A=l
a, TH Q 1 30PR 245PM ] [} OoQo0o 0022023 |[Fy| 04FE2023 &y
Topic 1D Fres Fosmat Togic
[ print Topic On Transcript Contact Hours Combined Soctlln 00 Commen]
Instructors For Meeting Pattern Fersomakze | Find | View Al | (3] E§ OrT ) Last
Assignmend | [TTTH
o Hama “Imtrucion Role Pring Accrsy Contact Load Factor
0G35TH0  |Q ENerAnna B [Primary Instnactor ~]| [Apprive ~ = [=]
Room Charascteristics Fersonalize | Find | (21] [*E Firsi (a0 101 (k) Lasi
*foom Chanacieristic *Cuantity
o, 1 M =
Academic Shift Pergonalze | Find | 291 B First (4 1081 (k) Last
Acsdemic Shift
a, 5 =

[il Save || & Ratumn to Search | C= Mosty

¥ o

Add Comment

Add Comment

OK | | Cancel

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



Requesting a new course/section be added

Using this google form: https://forms.gle/4ryaGAVIFGYzfVc1A

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.

Type of Request

If the course you wish to add is already in the Course Cataloqg, select option 1. Otherwise, select option 2 and we will ask you for
additional information about the new course you are creating.

Option 1 - Add a section(s) to an existing course

Option 2 - Create a brand-new course (new course approval form required)

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.
Lol am u . way B ay .. W

Spring 2023 New Section/Course
Request

registrar@clarkson.edu Switch account [

The name, email, and photo associated with your Google account will be recorded when you
upload files and submit this form

* Required

Requestor Information

Tell us who you are so we know who to contact if we need more info!

Select your department *

Mote: If vou are not an approved scheduler for the department listed
forwarded to an approved scheduler for review, then then to Aca

L your request will first be
€ Scheduling.

Z:l" pose -

@ This is a required question



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

