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1 - Buildings & Facilities

A user can find out information about buildings and rooms on campus by accessing these tables:

1. Building Table
This displays a list of buildings on Campus.

2. Facility Table
This displays each Facility/Room and the associated characteristics of each facility within buildings on
campus.

3. Room Characteristic Table
Room Characteristics refer to built-in features, such as network connections and overhead projectors.

4. Classroom Search Tool
This tool offers detailed information about all general assignment rooms (centrally-scheduled rooms).

These tables are maintained by the Scheduling Office. There is view only access for Department and
Faculty schedulers.

Building Table

This is the list of buildings on Campus. Only when a new building has opened for scheduling use will it be
added to the Student Administration System.

Navigation:

> Breadcrumbs

Set Up SACR > Foundation Tables > Facilities > Building Table

Building Table
Building Table

Building: GD
[Ac | +
*Effective Date: 19010101 5 : f‘ Status: | Active - #[=]

*Description: Science Theatres

Find | View Al Firet K 4 or 4 I Last

*Short Description: 8T
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Facility Table

This is the list of facilities (rooms) with associated room characteristics within buildings.

Navigation:

» Breadcrumbs

Set Up SACR > Foundation Tables > Facilities > Facility Table

Facility Table

Stored in this table is general information about a facility, such as building, room number, location, facility
type, capacity, etc.

[
Facility Table Facility Component Facility Characteristic

gind | view A1 First Il 1 o1 Il Last

Set ID: UCALG =
Facility 1D: ST 140
*Effective Date: 190101101 [+ *Status: I Active |
*Description: ST 140
*Short Description: 5T 140 I™ Facility Group
“Building: ST O\"_ Science Theatres
Room: 140 4— Capacity: E =
“Location Code: WQ* Main UofC Campus
“Facility Type: I Lect Thir :I' +— Partition: I—L,
Academic Organization: W General Assignment
Minimum Utilization Percent: | 0 ¥ Check for Facility Conflict

Facility Characteristic

Facility Characteristics refer to specific features of a room that may be necessary for a certain type of
presentation. Examples include Blackboard, Tiered Seating, Variable Light (Dimmer Switch), Whiteboards
etc. Note: Click View All to see all characteristics.
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Facility Charactenistic |

First | 10f1 | Last

Set IDx UCALG

Facility 1D ST 140 3T 140

Effective Date: 1801/01/01 Status:  Active

Building: ST Room: 140 Capacity: 413

Room Characteristics Find | Wiew 2 First (] 19 of 9 a Last

*Room Characterisfic: ’W Q Blackboard Mecessary *Quantity: | 1

*Room Characterisfic: ’E A Tiered Seating of Any Type *Quantity: 1 =
“Room Characteristic: 130 X\ variable Light (Dimmer Switch) *Quantity: 1 =
*Room Characteristic: ’_Q DatafVideo F'I'OJQI:‘t (Computer) *Quantity: 1

Room Characteristic Table

This table contains the list of possible Room Characteristics and can be used to find the description for
the characteristic.

» Breadcrumbs

Set Up SACR > Foundation Tables > Facilities > Room Characteristic Table

Room Characteristic Table

Room Characteristics Table

Find | Wiew Al First n 10of1 u Last

Room Characteristic: 11 (=]
*Effective Date: 19010101 [ »gtatys: I Active - I
*Description: |Whiteboarcl MNecessary

Short Description: Whiteboard

Classroom Search Tool (Calendar-Scheduling Webpage)

Select criteria in the Search Tool below to find out more about University of Calgary instructional spaces. Click on the
Room Number of each space to see more information, including photos.

Click on the Interactive Room Finder URL to locate each space on campus: http://www.ucalgary.ca/calendar-
scheduling/classroom-search-tool
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Classroom Search Tool

Campus Building Name Capacity Chair Type
Main [v] -Any - [v] -Any- [v] |-Any- [v]
Desk Type ComMedia Search
- Any - [v] |-Any- v
Select any filter to see results
Student and Enrolment Services 7 of 101 Jan-20
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2 - Instructors

Prior to the Schedule of Classes being created, each Academic Organization will need to update/create a
list of available instructors. This allows the Department/Faculty schedulers to select an instructor from that
list for their specific classes.

1. Search/Match

Prior to adding an instructor to the system it is critical to complete a check see if the person already exists
in the Student Administration System. This is check is completed using Search/Match.

2. Instructor/Advisor Table
By associating instructors to the Academic Organization(s) in which they teach, Department and Faculty
schedulers will have a filtered list when assigning instructors to classes.

Search/Match

Prior to adding an individual to the database, it is imperative the Search/Match process be completed to
check to see if the person already exists in the database to prevent the creation of duplicate ID’s.

Important Note: The process for merging duplicate ID’s is manual and very labor intensive.
Search/Match must always be performed.

Search/Match can be accessed from a number of components in PeopleSoft:
Campus Community > Personal Information > Search/Match

Campus Community > Personal Information (Student) > Search/Match
Student Admissions > Application Entry > Search/Match

Navigation:

= Breadcrumbs (For this example we will use the following Navigation):

Campus Community > Personal Information (Student) > Search Match

Search/Match uses a combination of Search Type and Search Parameter to search the database for a
person or organization.
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Search/Match

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

Find an Existing Value

Maximum number of rows to return (up to 300); 300

Use Saved Search: | =l /

Search Type: | = j Ferson j
Search Parametenlbegins with 'l )
Job Applicant
Ad Hoc Search Organization
Description: I hegins with vl PEISON.

Search | Clear |ElasicSearch Save Search Criteria  Delete Saved Search

Search Results /

First q 1-50f5 [ Last

I Search T Search Parameter Ad Hoc Search | Description

UCSA ORG
gg UCSA ORG_AD HOC
Person PSRS_HIRE
Person UCSA_AD _HOC
Person UCSA_BASIC

<> Notes:

SA Orgamzatlon Search

SA Organization Ad Hoc Search
Prepare For Hire

SA - Ad Hoc Search (Persaon)
Student Admin Basic Search

IZ2 1= ]2 1= 2

»Select the type of Search you wish to perform.

»Select ‘Person’ from the list of choices in the Search Type drop down list.

= Click the Search button to display the Search Parameters.

The types of searches that display are based on the security assigned to you. Schedulers with the
appropriate Timetabling role can perform either the Student Admin Basic Search or the SA-Ad Hoc Search

(Person).

Student Admin Basic Search - you must know specific information about the person; last name, first
name and/or birth date.

SA - Ad Hoc Search (person) — this search is based on the information you have available.
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Basic Search

In order to perform the Basic Search, specific Search Criteria is required.

Search Criteria

ISear{:h Type: Ferson I I~ Ad Hoc Search
ISear!:h Farameter: UCSA_EASIEI Student Admin Basic Search
Search Result Rule Return to Search Results
Search Result Code: UCSA_FERSON O SA Person Basic Search
User Default S Search || Clesr&ll | Garry ID Reset
Search Criteria ‘ﬁ;‘_
Search Fields Value )
Lsst Name Search | Enter Last Name Q
Include Birthdate
Date of Birth “« " Whenever Possible
First Name Saarch |[Enter First Name Q
Search by Order Number
Search Order Description
10 Last Mame, Birthdate
20 Last Mame, First Nams
e Y MMLDD Selective Search

<> Notes:

»Click the User Default link to default the Search Results Code. Once the Search Results Code is set, the
code automatically displays when you return to this page.

»The Basic Search requires the Last Name (the full last name must be entered), First Name (the full first
name must be entered) and/or birth date.

»Click the Search button.
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Basic Search - Search Results

Results

[Search Results|

Search Type: Person ™ Ad Hoc Search
Search Parameter: UUCSA_BASIC Student Admin Basic Search
Result Code: UCSA_PERSON SA Person Basic Search
Return to Search Criteria
Number of ID's Found: 1
Search Order Humber: 20 Last Mame, First Mame

Search Results i First N 4 o 1 B L ast
" Results [ Resuls2 |/ sdiional information

| | Empl ID Student Career  |Date of Birth  |LastMame  |Firsthame  |Middle Hame
1 camy ID| 10000 020/09/13 - '

Results2

Bearch Results]

Search Type: Persaon ™ Ad Hoc Search
Search Parameter: UCSA_BASIC Student Admin Basic Search
Result Code: UCSA_PERSON SA Person Basic Search
Return to Search Criteria
Number of ID's Found: 1
Search Order Number: 20 Last Name, First Mame

SearCh Resuits Customize | Find | View —-II| First Kl 10f1 n Last

Resuts | Results2 | Addiional information

mpl ID Hame Type External System ID g:;"e sheis Emplid Type Alternate ID

Carry ID| 10000 ASNEEES. 200710212 Student

Notes:

=Carry ID auto populates the emplid field

= External System ID is the Alberta Student Number
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Ad Hoc Search

The Ad Hoc Search provides some flexibility in the Search/Match process as this search is based on the
information you have available. To make the search as effective as possible, you should define the search
by entering as much search criteria as possible. Again, entering the birth date of the individual is strongly
encouraged.

Search Criteria

ISear{:h Type: Ferson I I &d Hoc Search

IEEar{:h Parameter: UCSA_AD_HOGC I 84 - Ad Hoo Search (Ferson)

Search Result Rule

Search Result Ende:lm % SA Perzon Basic Search
User Default | Search I Clesr All | Carry ID Reset|
Search Criteria
Search Fields Operand Value
Last Name Search Begins With 7| You can use part of the last namea
Begins With
First Name Search Wmi | You can enter an initial or first name @
Middle Mams | Begins With j | 2
Enter Birth Date When
Date of Birth Possible
External System Id | Begins With j | ,
<> Notes:

= Enter the information you have available; Last Name, First Name, Middle Name, Date of Birth or the
External System ID (Alberta Student Number).

»The Operand field enables you to perform a search that “begins with”, “contains”, or “equals” the search
value that you enter.

»Names converted by Human Resources do not necessarily contain the full middle name. Often this field
was populated with initials (first name/surname) and therefore if a middle name is specified, a valid match
may not be found. Therefore for an initial search, do not to specify a middle name.

»Click the Search button.
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Results
[Eearch Results]|

Search Type: Ferson [¥ Ad Hoc Search
Search Parameter: UCSA_AD_HOC SA-Ad Hoc Search (Person)
Result Code: UCSA_PERSON SA Person Basic Search
Return to Search Criteria
Number of ID's Found: 1
Search Order Number: 10 SA-Ferson AD HOC Search

Search Resul= tomiz ind | Vi I = First L4 120f2 I Last
A "
Results || Resulis2 T Additional Information =2

EmpllD  |StudentCareel  |Dateof Birth |LastName First Name Middle Name

1 CarryIDl WL UGRD 1976/ .. Pisin Fwsi

2 Carr].rIDl WOl UGRD 1976/ .. L b

Results2
Search Type: Person [# Ad Hoc Search
Search Parameter: UCSA_AD_HOC SA-AdHoc Search (Person)
Result Code: UCSA_PERSON 54 FPerson Basic Search
Beturn to Search Criteria
Humber of ID's Found: 1
Search Order Number: 10 SA-Ferson AD HOC Search

Search Results Customize | Find | View All | E3] First L4 12012 N Last
1
Rezultzs T Results2 AddiJDnaI Information

Empl ID Hame Type External System ID """‘e Slelor Emplid Type

1 CarryIDl 00 S 1901/01/01 Student
2 Carr]fIDl S PRI 1901/01/01 Student

Important Note:
If no ‘Search Results’ are returned, the message below will display.

Microsoft Internet Explorer ﬂ

"': Search Criteria did not return any results (183160,43)

Enter new ar additional Search Criteria

Ok
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If the message is received when using the ‘Basic’ search, try the ‘Ad Hoc' search. If the message is
received after searching with both the ‘Basic’ and 'Ad Hoc' searches, try refining your search. In some
cases the person exists but their name is incorrect, attempt another search using just the following:

» Search on birth date only.
» Search on Surname only.
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Save Your Searches

Saving the searches in Save Search Criteria allows quick access when completing either Basic or Ad Hoc
Search/Match. Using Save Search Criteria reduces navigation through many components.

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

j Find an Existing Value

/

Search Type: |= x| |Persen =l
Search Parameter:l begins with j |LJCSA_EIASIC Q

Ad Hoc Search r

Description: |begins withjl

Search | Clear |E|asicSearch [El save Search Criteria/

<> Notes:

»To 'save’ the search, select the Search Type - "Person’.
= Use the Look Up tool to display the Search Parameters list.

» To Save the Basic Search, select the Search Parameter: UCSA_BASIC (Student Admin Basic Search) from
the Look Up list.

»To Save the Ad Hoc Search, select the Search Parameter: UCSA_AD_HOC (SA — AD Hoc Search (Person)
from the Look Up list.

»Click the Save Search Criteria link.
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Save Search As

Mame the search and then click Save. “"/

Mame of Search: |54 Basic

The saved search will cantain these values:

Search Type: = FPerson
Search Parameter; begins with UCSA_BASIC
Ad Hoc Search r
Description: beqgins with

| & save | Return to Advanced Search “"/

<> Notes:

»Name the Search and then click the Save button.

»Click the link Return to Advanced Search. The saved search displays in the Use Saved Search field.

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

[ Find an Existing Value

| Use Saved Search: IS."\ Basic 'll

Search Type; |: j |F'erson j
Search Parameter:l begins with j |UCSA_EIASIC Q
Ad Hoc Search -
Description: |begins with j|
Search | Clear |Elasic Search Save Search Criteria Delete Saved Search ‘/
< Notes:

»To Delete Saved Search: Click the Delete Saved Search link to delete the saved search. Note this

action is immediate.

=Saving the Search and adding Search/Match to your Favorites list will make the Search/Match process

more efficient. Using Favorites reduces navigation through many components.
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Instructor/Advisor Table

Navigation:

» Breadcrumbs

Curriculum Management > Instructor/Advisor information > Instructor/Advisor Table

Instructor/Advisor Table

The Instructor/Advisor Table is used to enter and view the list of available instructors for an Academic
Organization based on the criteria entered on the Approved Courses tab.

InstructoriAdvisor Table Approved Courses

@'ﬁ Effective date MUST BE prior <2
to the term begin date.

Instructor Details Find | View All Firzt 4] 10of1 [} ] Las=t
*Effective Date: 2011/09101 B |+status: I-‘!‘Eﬂ“'E j' » =]
*Instructor Type: | Instructor | | ™ Advisor
*Academic Institution: Imox LIniversity of Calgary
*Primary Acad Org: |':'5"frC Q& Dept of Psychology
*Instructor Available: | Available [

Instructor/Advisor Role Find | View Al First K 4 or 4 I Last

Advisor Number; l_" Percent of Appointment: l_ E|
*Academic Career: l— Q

Academic Program: A

Academic Plan: [ &

Academic Sub-Plan: It

<> Notes:

»Primary Acad Org
This is the Department or Faculty that is the 'home’ Department or Faculty of the instructor.

= Instructor Available
This value is for information purposes only and does not restrict scheduling assignments.
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Important Notes:

The Effective Date must be before the term ‘begin date’ in order for that instructor to be on the list
to assign classes for that term. For example, if the instructor's status needs to be changed mid-term the
effective date would still be January 1 for Winter, May 1 for Spring, July 1 for Summer or September 1 for

Fall.

When adding the instructor after the term has started, the Effective Date must be changed to a date
prior to the term begin date as previously mentioned before saving the record. If the date is not
changed and you have saved the record, contact the Scheduling Office to change the date for you.

When the instructor has more than one ID, make sure they are set up with the appropriate ID number —
use the Staff ID not the Student ID.

Approved Courses

This page contains the approved Academic Organization(s) that an Instructor can be assigned to on the
Schedule of Classes. If this page is left blank, the instructor will not show up on the list of available
instructors.

InstructorfAdvisor Table Approved Courses

Instructor Details Find | View All First 4] 10f1 n Last
Effective Date: 2011/09/01 Status: Active

Instructor Type: Instructor I Advisor

Academic Institution: UCALG University of Calgary

Primary Acad Org: PSYC Dept of Psychaology

Course Description Customize | Find | IEl i First B 42 02 I Lo
SeaWbr [Acsdora  |SublectAres  |CourselD |OfferNbr |CatsogWbr  |Campus | |,
| 1|Psavc Q, =
| 2|k Q =
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Inactivate Instructors/Advisors

Faculty/Department schedulers are responsible for updating the Instructor’s ‘Status’ when required (for
example, when the instructor leaves the U of C) permanently. Use this feature when the

instructor/advisor will not be returning in the foreseeable future.

The instructor is not ‘deleted’ from the table. Instead the ‘plus’ sign is used to add a new row so the

history of the instructors record is maintained.

InstructoriAdvisor Table | Approved Courses

Instructor Details Find | view 1

*Effective Date: 0111018 [ sgtatus: |Inactive v

*Instructor Type: | Instructor j

*kcademic Institution: UCaLEo University of Calgany
*Primary Acad Org: FEYC 4 Dept of Psychology
*Instructor Available: | Availsble j

InstructoriAdvisor Role

Advisor Humber: l_ Percent of Appointment: l_ +||=
*heademic Career: I_"{
Academic Program: I—"{
Academic Plan: A
Academic Sub-Flan: -

S
TeEstective Date: 20110501 W sgtatus: |Actve = \... -
*Instructor Type: | Instructor j T Advisor
*keademic Institution: UCAaLEo University of Calgary
*Primary Acad Org: FEYC “ Dept of Psychology
*Instructor Available: | Avazilzble j

Instructor/Advisor Role
~W1r Mu r: *I_' P'eggt ﬁ Aw \“1t:F » ’

<> Notes:

= Effective Date — again the effective date must be set prior to the term begin date for the term the

instructor’s status is changed.

Note: Effective Date must be unique from the previous row. For example if the previous row Effective
Date was Jan 1 and the instructor status changed midterm, the Effective Date could be January 2nd but

not January 1st.

=Status — select the appropriate value to reflect the instructor’s status; ‘Active’ or ‘Inactive’.
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3 - Subjects

Within the timetabling module, Subjects must be identified in order to be included in the Course Catalog
for scheduling. The Academic Subject Table component is used to add and maintain Subjects.

a) Academic Subject Table
This component stores the approved subjects at the University of Calgary. This Section will be maintained

by the Scheduling Office. View only access for Department and Faculty schedulers.

Academic Subject Table

This approved list of Subjects can be used to find the description of a four letter subject code.

> Breadcrumbs

Set Up SACR > Foundation Tables > Academic Structure > Academic Subject Table

Academic Subject Table

Within this page, all information about the Subject is located.

Academic Subject Table Subject Taxonomy Subject Workload

Academic Institution: LUCALG University of Calgary

Subject Area: DCED

Find | view Al First Bl 1 of2 1 st

*Effective Date: 2010004001 B ~gigpus: |Acﬂue v[ [+[=]

*Description: |Dan|:e Education

Short Desc: DCED

*Formal Description: |Dan|:e Education

External Subject Area: [ & I™ Use Blind Grading
*Academic Organization: Imiox Fac of Kinesiology | W Split Ownership |

Customize | Find | @I i First [ 4] 1-20f2 [} ] Last

cademic *Percent
Organization Owned

AR QL FacofArs 50.000 (=]
KN Q. FacofKinesiology 50.000 =]

<> Notes:

=|f a Subject is owned by multiple academic organizations, that information is displayed here.
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4 - Course Catalog

The Course Catalog is the equivalent to the Courses of Instruction section in the University Calendar.
Scheduling staff maintain the Course Catalog based on GFC approved changes to University courses.

1. How to View Courses
Scheduling staff enter information into the Course Catalog when new courses are added and maintain the
Course Catalog when changes are made to existing courses.

2. Course Attributes
Course Attributes identify a number of characteristics of a course for reporting and custom processing —
GFC hours, FCEF, etc. Course attributes can apply at the course or class level.
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View Courses

The Catalog Data stores the basic information about a course.

Navigation:

> Breadcrumbs

Curriculum Management > Course Catalog > Course Catalog

Catalog Data

The Catalog Data page stores the title, course description, units, contact hours, grading basis, course

attributes, etc.

Catalog Data I

Offerings

Course ID: 101234 r

*Effective Date: 20028/05/01 [ *Btatue: ,m
*Description: |Cogn itioné&LesrningAppliedPsyc
Long Course Title: |Cognmon & Learning Applied Psyc

Long Descri p{inn:f

Introduction to cognitive processing and skill acguisition in applied settings. g{
Note: Mot open to students with credit in Psychology 285,

Course Units/Hours/Count

Minimum Units: m Last Course of Mult Term Seq: [~

Maximum Units: m *Enroliment Unit Load Cale Type: | Actual Units j
BAcademic Progress Units: m Course Count: ,ﬁ

Fi natlneial Aid Progress m Course Contact Hours: m

Units:
Course Grading

*Grading Basis: Graded - *Grade Roster Print: Component =

Graded Component: Lecture

Repeat for Credit Rules

I Repeat for Credit Total Units Allowed:

I Kllow Multiple Enroll in Term o Total Completions Allowed:

Additional Course Information

*Instructor Edit: No Choice x|
*Add Consent: Mo Conzent = *Drop Consent: No Consent =
Requirement Designation: Q,

Equivalent Course Group: aQ

Course Attributes

*Courss
Attribute

FCEF | Full Cowrse Equivalent Factor H 0, Half-Course +
GFCH |CL GFC Hours 0 o @0 -

UNIT | Units of Instruction 03 Q03 +

Course Topics

" Deseription [ (IRERESFanCeaN

?:22 — *Formal Description

Jan-20
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<> Notes:

= Course ID
Every course has a unique Course ID number that is used throughout the system.

= Course Units/Hours/Count

Min/Max Units store the range of approved Academic Units (GFC Hours). At the University of Calgary, the
minimum and maximum units will be the same value. The Academic Progress Units are used to calculate
the fee for the course and for academic load.

= Course Grading
This is the grading basis for each course based on the GFC approved grading basis.

> Repeat for Credit Rules
The repeat for credit basis must be indicated for formal and informal decimalized courses to allow
students to repeat decimalized courses more than once and multiple times in one term.

= Additional Course Information
If a course requires consent for the student to add or drop a class, the Consent field will be set. This can
be set to Department Consent or Instructor Consent or left as No Consent.

=Course Attributes
Courses can have unique identifiers that are categorized as course attributes. Courses can have more
than one course attribute, such as GFC Hours and Full Course Equivalent Factor.

= Course Topics

Course topics need to be identified for informal decimalized courses. These will copy from term to term.
New topics will be added to the Course Catalog by the Scheduling staff based on requests from
Department/Faculty schedulers. All 3xx, 4xx and 5xx topics (5xx with a cap of more than 1) have to be
requested via the scheduling website, approved by the AD and then approved by Admissions before they
can be added.
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Offerings

The offerings page contains the catalog number, course offering number, subject area, academic group,
academic organization, enrollment requirement group, and course approved status.

Catalog Data | Offerings | Components

Course 1D: 101234

Effective Date: 2008AEDT Status: Inactive

Description: Cognition&LearningAppliedPsyc

Course Offering

*Course Offering Nbr: [ 1 *Catalog Nbr: |41 APSY =
*kocademic Institution: lmf'{ University of Calgany

*kecademic Group: IFQ Faculty of Education *Course Approved: Im
=Subject Area: AFEY L appiied Peychology Allow Course to be Scheduled: T
Campus: l—("'&

*kcademic Crganization: AREY Qq Division of Applied Psychology I Catalog Frint

*kcademic Career: Iﬁ-’;{ Undergraduate Programs I¥ Print Instructor in Schedule
Course Typically Offered | ﬂ I# schedule Print

Tuition Group: aQ, ¥ Schedule Term Roll

. " Use Blind Grading
. JNS_W_MTGS O . ; R
Dynamic Class Date Rule: Deadlines for NS With Mtgs I GL Intert ired
™ Allow OEE Enrollment

™ Split Cwnership

Enroliment Requirement Group

Requirement Group: o0 1057 Q APEY 411

el s {Please se= Calendar Description for maore information)

A II!:--.-.J ’ -.-lr*i-:-{-na\J \-' w-;.—alﬂ -' -

Enroliment Requisite Summary:
Enrollment Requisite Summary

First n 10f1 u Last

001087 APSYA11 Effective Date: 1901/01/01 Active Always Report
Academic Requirements

Group Line Type: Requiremnt
Requirement: 000001038 APSY411 NOT
Requirement Usage:  Academic Advisement
Requisite Type: Pre-Requisite
And Group Line Type: Requiremnt
Requirement: 000001038 APSY411 NOT
Requirement Usage:  Academic Advisement
Requisite Type: Co-Requisite

<> Notes:
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= Course Offering Nbr
The course offering number is used when two courses can be stored under the same title, same offering,
same content, but as a different subject/catalog number/academic organization, i.e. cross-listed courses.

=Catalog Nbr
This field identifies the catalog number for the subject, i.e. 411 for ASPY 411.

»Course Approved
The course approved field must be set to the ‘Approved’ status. This enables the course to be scheduled.
High school courses will be set to '‘Pending’ to prevent these courses from being scheduled.

»Dynamic Class Date Rule

This is used to define the Default Date rule for use if the class is scheduled during a dynamically dated
session. This will also be the Default Dynamic Date Rule Used when Defining Dynamic Class Dates. Refer
to: Dynamic Class Dates.

»Enrollment Requirement Group
The enrollment requirement group is the requisite that restricts enrollment based on the pre- or co-
requisite, academic level (year of program), etc. that has been approved for the course.

The Detail button is used to display the Enrollment Requisite Summary which references the pre- and co-
requisites the student requires to take the course.

Components

The Components page stores the components of the course (i.e. lecture, lab, tutorial), final examination
indicator and D2L information.
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Catalog Data || Offerings

Course |D: 101234
Find | View Al First'&/ 1 0f 1 '}/ Last
. O i ¥ 10r1
Effective Date: 2008/05/ 01 Status: Inactive
AFSY 411
Description: Cogniten&LeamingAppliedFsyc
Course Companent Find | Wiew All First'®' 1 of 1'% Last
| Laberato
[ Auto Create A=
Instructor Contact Hours: | Seminar [ Graded Component
Supplementa [+ Primary Component
Default Section Size: Tutora ryLompa
Optional Component
Workload Hours:
[] Generate Class Mtg Attendanca
OEE Workload Hours:
Exam Seat Spacing: 2 / ] 723
Provider forﬁ.u‘thenticaliunl DESIREILEARN Vl
LMS Extract Fils Type: [XML V.1 (req to authenticate] ~|
Course Aftendance Find | View Al First ‘4 1 of 1 &/ Last
| -
Instruction Mode: 4
*Attendance Type: | i
E Use Present E Use Contact Minutes
[ Use Reason [ Use To and From Time
[ Use Tardy [ override Template Date | Time
[ Use Left Early
Room Characteristics Required Personalize | Find |20 (B8 First' 4 1of1 ® Last
*Roam
“Room
Deecription Characterietic
Characteristic Quantity
@, 1 +| =

<> Notes:

= Final Exam

The Yes value enables final exam scheduling. See Module: Exam Scheduling. If your role requires you to
schedule Exams, you are encouraged to review the Job Aids and online learning available on the Student
and Enrolment Services training website.

Final Exam: Yes

Yes -

Last Class
NI:I

BT

"Final Exam:

Exam Seat Spacing:

The No value indicates that this component has no final exam.

Last Class: Indicates that a final exam is taken in the last regularly scheduled class (as opposed to during
final examination week).
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5 — Course Requirements (Requisites)

Information that restricts student enrollment in courses and classes must be added to the Course Catalog.
This is accomplished by setting enrollment and requisites. Requisites are:

e restrictions

e pre-requisites, co-requisites, and anti-requisites

e can be set at the course or class level

e can apply to more than one course or class

Enrollment requirements are maintained by Scheduling staff.
The following components can be used to view requirement information:
1. Class Registration Information

Class Registration Information provides a summary of reserve capacities, course/class restrictions, and
enrollment statistics for courses and classes for a specified term.

2. UofC Requisite Summary
The Requisite Summary brings the requisite data contained on numerous pages in the Student

Administration system together into one view.

Building Enrollment Restrictions

A==nciation Capacity Registration

< ﬁ >
1\ Enraliment f

R ecuirament
Grodp

| |

Enrollmert !
Courzes Ardvizement
R ecuirement

[

Courae List

CuEe el Class Reserve :> Student

E nitity Graup

(LETOT St de it

Groap SP og@Em £
P i)
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Class Registration Information

This screen pulls together information for a course for a given term and includes links to course level
requisites, class level requisites and reserve capacities.

Navigation:

> Breadcrumbs

Curriculum Management > Enrollment Requirements > Class Registration Information

Class Registration Information

Academic Institution: UCALG

Term: 211
Academic Career: Undergrad
Subject Area: PSYC
Catalog Nbr: 411
Course ID: 124410

Course Offering Nbr: 1 /

|C0urse Requirement: Psyc 312 |
Consent Required: Mo Consent

Customize | Find | =) ## First n 1-10 of 10 o Lag

Crse |Class Cap (Tot |Assoc - = 3
e 1ot
Class T Nbr Status E E c Class Requirement Reguirement Start Date

1 LEC 01 32810 Open 1]2rd & 4th ¥r PSYC Majors Only 2010/04/01

2 1|2rd & 4th ¥r PSYC Majors Only 2010/07 106 1 a9 N
3 2|PSYC Majors Only 2010/07106 39 20N
4 LEC 02 32811 Closed 40 40 4 Mone Y 1|2rd & 4th Yr PSYC Majors Only 2010/04/01 40 26N
& 1]|2rd & 4th ¥r PSYC Majors Only 2010/07/06 1 26N
B 2|PSYC Majors Only 2010/07/06 38 12N
7 LAB B0 32812 Open 20 15 1| Mone Y Mone M
8 LAB BD2 32813 Open 20 16 A Mone i Mone M
9 LAB B03 32814 Closed 20 21 4 Mone L Mone N
10 LAB BO4 32815 Open 20 19 A Mone Y Maone M

< Notes:

= Course Requirement
This link displays the Course Requirement set up as outlined in the UofC Calendar.

=Class Requirement
This link (if applicable) displays the restrictions set at the class section level.

» Capacity Requirement
The Capacity Requirement link displays the reserve capacities set at the class level that can restrict
enrollment to certain groups of students for a certain period of time.

»=Cap Enrl
This column shows the enrollment capacity for the section.

»Tot Enrl
This is the total number of students enrolled in the class section.
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Requisite Summary

The Course Requirement link provides pre-requisite and/or co-requisite information as outlined in the U
of C Calendar. In this example, PSYC 312 is the pre-requisite for this course. Note: it is recommended
that you do not navigate to the UofC Requisite Summary directly as it may be difficult to find the right
record.

|_Requiste Summary

Requisite Summary

Requirement Group: 002948 Description: Psyc 312
Acad Group: Subject:  PSYC Catalog Mbr: 411
Effective Date: 2010/09/01 Status: Active

FPREREQUISITE: PSYC 312. (Flease see Calendar Description for more information)

Customize | Find | IEIl First n 12 of3 n Last

000002040 NOT MAX: 10 01 PSYC 319

FRE MIMN: 1.00 1.7  PSYC 312 (134360)
CND PLEQPSYC-MAJ

The Class Requirement link displays the restrictions at the Class level. In this example, this Class is
restricted to PSYC Majors only.

|_Requisite Summary |

Requisite Summary

Requirement Group: 000026 Description: PSYC Majors Cnly
Acad Group: AR Subject:  PSYC Catalog Nbr:
Effective Date: 20109401 Status: Active

Restricted to PSYC Majors only.

Customize | Find | IEIl First [ (] 10of1 o Last

mrrmrrmmﬁﬁﬁ Courses

CND  PLEQPSYC-MAJ

The Capacity Requirement link is used to view the reserve capacity set for the class for certain groups of
students for a certain period of time. In this example the class is restricted to 3 and 4" Year PSYC Majors
only.
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Requisite Summary

Requisite Summary

Requirement Group: 003557 Descripiorc 3rd & 4th Yr PSYC Majors Only
Acad Group: AR Subject: PSYC Catalog Nbr;
Effective Date: 2010/09/01 Status: Active

| Restricted to 3rd & 4th Yr PSYC Majors Only |

'_I_ [ e ™ 2 e e i

CHD  LVLGE 3
CHD  PLEQPSYC-MAJ

<> Notes:

» A description of the prerequisite from the Calendar is contained above the grid and the grid itself
provides detailed information about the prerequisite.

» Details of each prerequisite are described within brackets.
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6 — Schedule of Classes

1. Schedule New Course
The Schedule New Course component is used when class sections have not yet been scheduled for a
course in a term. This could include a new course or a course that was not offered in the prior term.

2. Maintain Schedule of Classes
The Maintain Schedule of Classes is identical to the Schedule New Course except that it is used for
updating courses that are already scheduled in a term.

3. Schedule Class Meetings

Schedule Class Meetings allows users to make quick changes to the meeting pattern information and view
enrollment information for individual class sections. It does not provide the ability to add new sections.
Class sections that have alternating week meeting patterns can be created using the alternate week’s
page. Once a class section has been combined with one or more other sections, meeting pattern
information can only be maintained through ‘Schedule Class Meetings'.

4. Update Sections of a Class

This component provides a way to view the current enrollment numbers for a course and to update
enrollment limits and section association/combinations. It allows users to easily change information about
how sections are linked, along with auto enrollment and enrollment totals.

5. Adjust Class Associations

The Class Association page allows course information for the related class sections to be updated.
Information like the Units, required components, and class restrictions can be controlled here. This
update page will be restricted to Scheduling staff in Enrolment Services.

6. Class Event Table

As classes are scheduled into rooms, an Event ID is assigned and a record of each date, room, start / end
time is created, excluding those dates defined as holidays on the holiday schedule. This allows the system
to perform room conflict checking when doing new bookings. The Class Meeting page allows users to
view the listing of the current bookings.
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Prior to scheduling the classes for the term the Detailed Class Schedule report should be run in Excel to
see what has been rolled forward from last year's schedule (see Scheduling Reports).

Schedule New Course

Schedule New Course is used when class sections have not yet been scheduled for a course in a specific
term.

Navigation:

> Breadcrumbs

Curriculum Management > Schedule of Classes > Schedule New Course

This search page is used to find the course that is going to be scheduled. The list will contain all approved
courses for that term.

When the course does not display in the list, check the UofC Calendar to see if the course is still being
offered. If the course is being offered, contact the Scheduling Office to have the course added.

IScheduIe MNew Course |

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

Find an Existing Value

WMaxirnum number of rows to return (up to 300); |300

Academic Institution:|= [ucALG Q

Term: = - [2111 Q

ISubject Area: = (& PSYC Q,
Catalog Nbr: begins with x|

Academic Career: = = |
Campus: | begins with =] | Q
Description: |beginswi1hj|

Course ID: |beginswithj| Q

Course Offering Nbr: |= j | &}

[" Ccase Sensitive

Search | Clear |ElasicSearch Bl save Search Criteria

Search Results

Wiew All First JgJj 1-100 of 184 J Last
Academic Insﬁtul:ionlﬁ Subject Area|Catalog Nbr|Academic Career | Campus |Description Course ID|Course Offering Nbr
UCALG 2111 PSYC 203 Undergrad (blank) Psychology for Everyday Life 160679 1
UCALG 2111 PSYC 205 Undergrad (blank) Principles Of Psychology 134333 1
UCALG 2111 PSYC 289 Undergrad (blank) Junior Psychology 150390 1
UCALG 2111 PSYC 305 Undergrad (blank) HistoryOfPsychologicalThought 134355 1
UCALG 2111 PSYC 312 Undergrad (blank) ExperimentDesign&CQuantiMethod 134360 1

i 21""‘1’0"""‘1 A fp Underarad .‘rb_lr“""*u@rty“"-auamirmv _1’*«&-«- Y

The following pages are used to create the class section(s).
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Basic Data

The Basic Data page is the page where the session, class section, class type, associated class, campus,
location, academic organization, instruction mode and start/end date information is specified.

Basic Data I Mestings

Course |D: 134333 Course Offering Nbr:

Academic Institution: Uniwversity of Calgany

Term: Winter 2011 Undargrad Auto Greate Component |
Subject Area: PSYC Psychology

Catalog Nbr: 205 Principles OF Psychology

Class Sections

*heccion: ! Regular Academic | _Class Hbr 14734

*Class Section: *StartEnd Date: |2011/01/10 [/[2011/0415 |
*Component: Event I OO003ED44
*Class Type:

*Associated Class:

Add Fes

=Campus: UCALG
*|_peation: Main UafC Campus I Schedule Frint
Course Administrator: Q

I student Specific Permissions

*keademic Organization: IlPSY'C e} Dept of P=ychology |
Academic Group: AR Faculty of Arts ¥ Dynamic Date Calc Required
*Holiday Schedule: AHS  |Q Student Admin Helidsy Schedule I Generate Class Mtg Attendance
*Instruction Mode: I G — I ¥ Sync Attendance with Class Mtg
fon - " GL Interface Required

Primary Instr Section:

Class Topic

Course Topic 1D: ] I~ Print Topic in Schedule

Equivalent Course Group

Course Equivalent Course Group: I~ Override Equivalent Course

Class Equivalent Course Group:

Class AMtributes Cussamize | Find | view an | 2 | B

“COUres “Courss attribute
Attribute valus

FCEF | Full Course Equivalent Factor H 3 Half-Course +| =

GFCH|C, GFC Hours 21T QL (31T} +| [=
<> Notes:

= Auto Create Component

The auto create component feature provides the ability for the user to click this button to have the system
automatically create the components associated to the course. This was identified when the course was
setup in the Course Catalog — see Course Catalog. Clicking the Auto Create component will create the
blank components for the user to enter the information. If the components were not set up for auto
create, this functionality will not work and the user will receive a message. Please contact the Scheduling
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Office to have missing components added to course catalog. This feature can also only be used if the
course has not been previously scheduled for the term.

=Session

This is used to specify the session the class will be offered in. The session defines the start and end dates
for the class as well as the deadline dates (i.e. last day to add, last day to drop, last day to withdraw).
Examples of different session types include: Regular Academic, Non-Standard, Group Study Program,
Multi Term Part A, Multi Term Part B, Block Week, etc.

»Class Section

Class Section identifies the different section numbers. For example: a course may have 3 lectures, 6 labs,
and 4 tutorials. Lectures are referred to as 01, 02; labs are referred to as BO1, B02; tutorials are T01, T02
and seminars are referred to as S01, SO2.

=Component
The Component refers to the type of class meeting. Examples include: Lecture, Lab, Tutorial, Seminar, etc.

=Class Type

There are two class types: enrollment and non-enrollment. If a course consists of only one component
the class type will always be ‘Enroll’. If the course has two or more components, then the class type must
be set in conjunction with how the class associations enroll will be used. One of the components must be
set to ‘Enroll’ and the other component(s) will be set to ‘Non-Enroll’. For example, if a class has 3 labs and
1 lecture, the labs would be the enrollment section because the student would be registering based on
the lab time, not the lecture.

= Associated Class

Class associations are used to tie components together for enrollment purposes. This is the lecture/lab
combination that students must register in. See Examples 1, 2, 3 and 4 for various scenarios. In Example
#1, there would be 4 class associations set up for the course. In Example #2, there would only be one
class association as it does not matter which lab goes with which lecture. Example #3, Topics courses,
have a requirement of separate class associations. Example #4, courses with restrictions, also have a
requirement of separate class associations.
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In Example #1, there would be 4 class associations set up for the course.
Example #1:
4 Lectures, 8 Labs — 1 Lecture to 2 Labs

Class Type: Non-Enroll I Class Type: Enrollment

Lab 1 -BO01
Association = 1

Lecture 1 - LO1
Association = 1

Lab 2 - B02
Association = 1

Lab 3 - BO03
Association = 2

Lecture 2 - LO2
Association = 2

Lab 4 — B0O4
Association = 2

Lab 5 - B05
Association = 3

Lecture 3 - LO3
Association = 3

Lab 6 — B06
Association = 3

Lab 7 - BO7
Association = 4

Lecture 4 - LO4
Association = 4

Lab 8 — B08
Association = 4

Example #1:

6 Lectures, 12 Labs - 1 Lecture to 2 Labs

Customize | Find | = First ¢ 1-18 of 18 o Last
— f‘ﬁc Class Reguirement ’%’% %‘%::mm Start Date ’g_z!:
1 LEC 01 33515 Open 130 124 (1 Ml ¥ Mone M
2 LEC 02 33516 Open 130 128 2 None Y Mane M
3 LEC 03 33517 Open 130 128 3 MNone Y Mone N
4 LEC 04 33518 Closed 130 131 4 None Y Mone N
5 LEC 05 33519 Open 130 126 5 Mone Y Mone M
6 LEC 06 33520 Open 130 120 6 Noge Y Mane M
7 LABBOT | 33521 Open 85 &1 hAine ¥ Mone N
8 LAB BD2 33522 Open 65 63 0“ ane ¥ Mone M
9 LAB BO3 33523 Open 65 64 2 Mone L Mone M
10 LAB B04 33524 Open 65 63 2 Mone ¥ Maone M
11 LAB BOS 33525 Open 65 62 3 Mone Y Mane M
12 LAB BOG 33526 Open 65 64 3 Mone ¥ Mone M
13 LAB BO7 33527 Closed 65 65 4 None Y Mone N
14 LAB BOS 33528 Closed 65 66 4 None ¥ Mone M
15 LAB BO9 33529 Open 65 64 5 Mone Y Mone M
16 LAB B10 33530 Open 65 62 5 Mone ¥ Mone M
17 LAB B11 33531 Open 65 60 6 Mone ¥ Mone M
18 LAB B12 33532 Open 65 60 6 Mone ¥ Maone M
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In Example #2, there would only be one class association as it does not matter which lab goes with which
lecture.

Example #2:
4 Lectures, 8 Labs — Any Lecture to Any Lab

Class Type: Enroll Class Type: Non-Enroll

Lab 1-B01
Association = 1

Lecture 1 - 01
Association = 1
Lab 2 - B02
Association = 1

Lab 3 - B03
Association = 1

Lecture 2 - 02
Association = 1
Lab 4 - 04
Association = 1

Lab 5 - B05
Association = 1
Lecture 3 - 03
Association = 1

I

Lab 6 — B06
Association =

Lab 7 - BO7
Association = 1
Lecture 4 — 04
Association = 1

Lab — B0O8
Association = 1

Example #2:
3 Lectures, 8 Labs — Any Lecture to Any Lab

a Res - Rsrv
Class ;;siec Eﬁs Status % i ﬁ Class Requirement %% ﬁj‘%ﬂmem Start Date CR_:!% %Edﬁonaie[r;
1LEC 01 71718 Open 120 119 Y 1 ENGG Students Only 2008/05/05 120 TN
P 1 EMGG Students Only 2008/07/21 TN
JLEC 02 71720 Closed 120 1208 Y 1 ENGG Students Only 2008/05/05 120 14N
4 1 EMGG Students Only 2008/07/21 14 N
5LEC 03 71722 Closed 120 1208 Y 1 EMGE Students Only 2008/05/05 120 g9nN
B 1 ENGG Students Only 2008/07/21 an
7 LAB BO1 71724 Closed 18 15 1 Y Mone ]
§ LAB BO2 71726 Closed 18 15 1TEMGES Students Only Y Mone N
9 LAB BO3 71728 Closed 16 16§ 1EMNGS Students Only Y MNone N
10 LAB BO4 71730 Open 16 13 TEMGES Students Only Y Mone N
11 LAB BOS 71732 Open 18 19 1EMGE Students Only Y Mone N
12 1 AR BOR 71734 Open 18 1 1ENGG Students Only ¥ Mone W’N_’M\Hr\_\_‘.

Important Note:
Topics courses MUST have a requirement of separate class associations.

Example #3
Topics Course
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Class : Can Tof M equi mcﬁf Capadlti ooy RSV 2_:!_?‘ Consent
=—— End End Ras Seq Requirement Cap Used Required
1 SEM S01 77302 Open 25 Y Mone N
2 SEM 502 91313 Open 25 Y Mone N
3 SEM 503 91326 Open 25 one Y MNonge V]
4 SEM 304 92121 Open 30 Y None N

Courses with different sections restricted to different majors/minors must also
have separate class associations.

Example #4
Courses with Restrictions
Subject Arear — - —- T e g e T e e T T e A T P e e T e
Catalog Nbr: 205
Course ID: 124333
Course Offering Nbr: 1

Course Requirement:  Mone
Consent Required: Mo Consent

First E 1-3 of 3 m Last
SNV

Customize | Find | B

Capacity Rsrv
Requirement Start Date Cap

Consent
ed Required

31506 Closed 300 300, one PSYC & MEUR Majors 2008/05/05 300

P3YC & NEUR Wajors 20081117

32927 Closed 1

»Instruction Mode: It is critical to indicate the correct instruction mode as this affects fees for courses
(e.g. Distance Education). Use the look up tool and select the correct Instruction Mode from the list of
instruction modes. Please note there are some newly added instruction types that may affect the
component and what was previously indicated so please update accordingly.
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Look Up Instruction Mode L

Help
Academic Institution: UCALG
Instruction Mode: begins with -

Description: begins with -

Look Up Clear Cancel |BasiclLookup

Search Results

Wiew 100 First 7y 1-14of14 7 Last
Instruction Mode Description

BL Blended Learning

CO Co-op

DE Distance Education

DR Directed Research

EF English Language Program
F3 Field School

IP IPOD Presentations

IR Independent Research

IS Independent Study

IT Internship

P In Persaon

PR Practicum

5P Senior Project

WwWw Web-Based Instruction
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Meetings
The meetings page allows Schedulers to schedule the times and days for class meetings, assign an
instructor, and book departmental facilities.

Basic Data [ Meetings . Enrollment Cntrl Reserve Cap X LMS Data Class Comments
Course ID: 134333 Course Offering Nbr: 1
Academic Institution: University of Calgary
Term: Winter 2011 Undergrad
Subject Area: PSYC Psychalogy
Catalog Nbr: 205 Principles Of Psychology
Class Sections Find First Bl 4 o 15 O Last
Session: 1 Regular Academic Class Nbr: 14594
Class Section: 01 Component:  Lecture Event ID: 000038044
Meeting Pattern Find | First Bl 1 of 1 I Last
ili Capacity Pat Mtg Start MtgEnd M T W T F § § *Start/End Date =
ENA 201 Qf 354TR Q@ [1400 [1515 ||- FIrrFrCrr | 2011101110 [ 2011104115 5
ENA 201 Topic ID: . Free Format |
Topic:
I” Print Topic On Transcript ETET RS

Instructors For Meeting P “iern Customize | Find | View All| H rirst B o op1s O Last
[ Assignment T Workload

D Name Anstructor Print Access Contact

Role
04023645 |(Q M |Prim|nsv| ¥ IGrade ~| =l
00300996 G 148 e [Aamin =] r |Grade x| | =]

Room Characteristics customize | Find | B0 | B First B0 4 op 1 ¥ Lot

*Room Characteristic *Quantity

= Facility ID
This is used to book the selected facility. Department/Faculty schedulers will be limited to select non-
centrally controlled space only.

»Instructors For Meeting Pattern
Instructors are associated to classes here. Only instructors that are associated to the same Academic
Organization on the Instructor/Advisor Table will be available. If an instructor needs to be added, see

Instructors for details.

»Workload
This field is used to indicate the workload when the Instructor Role is Alt Instr (AL) or Simultaneous (SI)

e.g. 50 for 50 per cent
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Important Notes:
Instructor Role — see Appendix II.

The 'Access’ field for Instructors must be set to ‘Grade’ in order for them to access the Grade Roster in
their Faculty Center.

Course Instructors who are Approvers may have

a) ‘'Admin’ as their Instructor Role and 'App & Post' as their Access AND 'Prim Instr' as their
Instructor Role and 'Grade' as their Access

OR
b) 'Prim Instr' as their Instructor Role and '‘App & Post' as their Access.

In these cases, the Instructor will not be able to enter their own grades; their Grade Administrator
will need to complete this for them. Once the grade entry is completed by the Grade
Administrator the Instructor can, as an Approver; 'approve and post' the grades.

To request Approver/Administrator access, complete an IAM Request or contact the IT Support
Center at 220-5555 or email itsupport@ucalgary.ca.

If the course is taught on two different days, two different times, instructors should be listed in both
sequences.

Maintaining instructor information is also critical for the Universal Student Ratings of Instructors (USRI).
Instructors no longer teaching a course must be removed from the Meetings page.

3 . S T, — e P o
s . e - R e : e £
- M g —— il —y : - R L — e

i Rk, ~ Bt Topic on Transcnpt Ehiacttoms. N

Instructors For Meeting Pattern Customize | Find | View Al | IE|| First Bl 12 o515 O Last

[ Assignment T Workload -

L]
Instructor Print Access Contact ‘
Role

04023645 QS F'I'Il"ﬂln“' [ IGracIe 'I .
00300998 Q e [dmin =] r [Grade x| | [+ [=]

Room Characteristics Customize | Find | First K 4 or 1 TN Last
*Room Characteristic

Instructors no longer teaching at the UofC must also have their ‘status’ updated to ‘Inactive’ in the
Instructor/Advisor Table (reference Inactivate Instructors/Advisors).
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Enrollment Cntrl

[ I [ Envoment Coir ] [ totes [ Exam | I |

Course 1D 134333 Course Offering Nbr: 1
Academic Institution: University of Calgary
Term: Winter 2011 Undergrad
Subject Area: PSYC Psychology
Catalog Nbr: 205 Frinciples Of Psychology
Enrollment Control Find | View Al First 0 1015 O Last
Session: 1 Regular Academic Class Nbr: 14594
Class Section: 01 Component: Lecture Event ID: 000038044
*Class Status: [ Active =l MI
|Class Type: Enroliment | Enrollment Status: Open
*Add Consent: I Mo Consent ]' Requested Room Capacity: 300 Total
*Drop Consent: IN0 Consent :" Enrollment Capacity: 3000 ogg
|1st Auto Enroll Section: ‘J | Wait List Capacity: 0
2nd Auto Enroll Section: Minimum Enrollment Nbr:
Resection to Section:
[¥ Auto Enroll from Wait List I Cancel if Student Enrolled
< Notes:

= 1st Auto Enroll Section/2nd Auto Enroll Section

Auto Enroll can be used to simplify registration when a course has more than one component and
students must register in a specified combination. For example: LAB BO1-B04 register in LEC 01, the LAB
BO1-B04 are set to auto enroll into LEC 01. Up to two components can be auto enrolled.

Important Note: The auto enroll information must be attached to the enrollment component. You can
identify the enrollment component by referring to the Class Type field. Also refer to ‘Basic Data, Class

Type'".

= Resection to Section

Enter the alternative section in which the system automatically enrolls a student if the selected section is
full. The selected section and the resection to section class must be the same type and the class section
number must be a higher value (i.e. resection 01— 02, but not 02 — 01).

»Enrollment Capacity

The system populates the enrollment capacity by default from the default section size on the Course
Catalog page. The Enrollment Capacity must be specified in order to have a room assigned; no cap, no
room.

»Cancel if Student Enrolled

This is used as a safety mechanism so that a class cannot be mistakenly cancelled when students are
enrolled. Therefore, unless cancelling a class in which students are already enrolled, you must leave this
UNCHECKED. See Section: Class Cancellation.
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Reserve Cap

Class Comments

Reserve Cap ]

Basic Data Meetings Enrallment Cntrl Motes LMS Data
|

Course ID: 134333 Course Offering Nbr: 1

Academic Institution: University of Calgary

Term: Winter 2011 Undergrad

Subject Area: PSYC FPsychology

Catalog Nbr: 205 Principles Of Psychology

Class Sections Find | View Al First BN 1 of 15 O Last

Session: 1 Regular Academic Class Nbr: 14594
Class Section: 01 Component:  Lecture EventiD: 000038044

Reserve Capacity

*Reserve Capacity Sequence: 1 Enrollment Total: 43

Reserve Capacity Requirement Group
e e

*Requirement
Group

004033 Q
004033 Cy

*Start Date

PSYC NEUR,MNSC BHSOC Majors
P3YC NEUR MMNSC,BHSOC Majors

[201011/03
|2010/04/01

<> Notes:

»This page is used to reserve seats for different groups of students for certain periods of time. The
example above illustrates as of April 1, 2010 there were 300 spaces reserved for PSYC, NEUR, MNSC,
BHSOC Majors only. As of November 03, 2010 the reserve capacity was removed.

»The Reserve Cap page will only be updated by the Scheduling staff in Enrolment Services. All reserve
capacities must be updated via the Scheduling website and approved by their Associate Dean and then by
the Manager of Scheduling. When updating website, please indicate if they are to be deleted, updated or
new reserve caps created.
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Notes

Notes refer to the data that is displayed in the Schedule of Classes and Self Service. These can include
pre-defined notes, or free-format text.

Notes | Exam LMS Data Class Comments

Course ID: 134333 Course Offering Nbr: 1

Academic Institution: University of Calgary

Term: Winter 2011 Undergrad

Subject Area: PSYC Psychology

Catalog Nbr: 205 Principles Of Psychology

Class Sections Find | Views All First 4] 1015 Last
Session: 1 Regular Academic Class Nbr: 14594
Class Section: 01 Component: Lecture Event 1D: 0000328044

Class Notes First 4] 10of1 n Last

+
*Sequence Humber; @ El
*Print Location: |Aﬂer v|_....--" [ Even if Class Hotin Schedule
Note Nbr: | QA
Copy Notel
Free Format Text: Psychology courses are subject to enrollment =
Clear Notel restrictions. For complete information, please referto  —
Enrollment Services restricted courses page: hd
< Notes:

» The Notes page is for students use, not scheduling use and will not be checked by the Scheduling
office for reserve capacities, fees, etc.

=Sequence Number

The system creates a class notes sequence number. The number determines the display order of the class
notes for a section if there are multiple notes. You can override this number.

=Note Nbr
This allows you to choose a pre-defined note.

>Free Format Text
Notes that will not be used repeatedly can be added to classes in the Free Format Text field.
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Exam

This page displays final examination details once the final exam schedule is posted by Enroliment Services
staff. The Fall/Winter final examination schedule will be posted approximately six weeks after the start of
classes. The Spring/Summer final examination schedule will be posted approximately three weeks after
the start of classes. Staff have view access only.

Basic Data Meetings Enrollment Cntrl Reserve Cap N Exam 1 LMS Data Class Commenis
|

Course ID: 134333 Course Offering Nbr: 1

Academic Institution: University of Calgary

Term: Winter 2011 Undergrad

Subject Area: P3YC Psychology

Catalog Nbr: 205 Principles Of Psychology

Class Sections Find | 3 Firstn 1of15 [} Last
Session: 1 Regular Academic Class Nbr: 14594
Class Section: 01 Component: Lecture Event ID: 000038044
Exam Seat Spacing: 2 Final Exam: Yes

Class Exam Cu=tnrnizr=|m|@| ] Firstn 10f1 M0 Last

’7 Exam Time Code C"E'::" Exam Date i’t‘:: Exam End C"“’ Exam | ity 1D Building Room

£ ‘I‘UU 15:30 16:45 Final KN RED* KM RED GYM*

Exam Info

The Exam Info page is only available when the Examination Office opens access for individuals with the
appropriate security to submit Final Exam requests. Final Examination deadline dates can be viewed on
the Enrollment Services Faculty and Staff Exam Information web site
http://www.ucalgary.ca/registrar/exams you will be required to log in with your elD credentials.

The Exam Info page is used to enter Final Examination requests. Please reference the Student and
Enrolment Services > Exam Scheduling Support Documents for the steps to enter and submit Final
Examination requests and access Exam Scheduling Reports.

Jan-20 44 of 101 Student and Enrolment Services


http://www.ucalgary.ca/registrar/exams

UNIVERSITY OF Training Guide
CALGARY SA - Timetabling

Reserve Cap | Motes | Exam | Exam Info ] LMS Data [

Course ID: 134333 Course Offering Nbr: 1
Academic Institution: University of Calgary
Term: Winter 2011 Undergrad

Subject Area: PSYC Fsychology
Catalog Nbr: 205 Frinciples Of Psychalogy

Class Sections Find | Wiew Al Firat 4] 10f15 O Last

Session: 1 Regular Academic Class Nbr: 14594
Class Section: 01 Component: Lecture Event ID: 000038044
Associated Class: 1 Total Sections: 2 Total Enrollment: 300

Al B0 B pist B g o B ast

Customize | Find | v

Instructor ID Inst Role Instruc

1 04023645

Final Examination

Preferred Location
Duration (in minutes):

Final Exam: | g0 *+ Current Classroom

' Gymnasium
Evening Exam:@ 090 g

120 " Other Location Facility ID: Q

150

Notes: 180
210
240

After enterting the duration in minutes (e.g. 180) the Final Exam indicates: Yes, indicating the final exam
will be sheduled. It is important to change the perferred location as the default is the Current Classroom.
Any specific notes can be entered (e.g. Double-spaced seating, etc.)

Final Examination

Duration (in 120 w Preferred Location
minutes): ® Current Classroom === Defaults
¢ Final Exam:Yes }¢ ]
] () Gymnasium
Evening Exam: ) -
¢ (_) Other Location Facility 1D: @
Notes:
< Notes:
»Duration

This allows you to specify the duration of the exam, for example, 180 would equal a three hour exam.

»Evening Exam
This checkbox can be used to indicate if the examination should be scheduled for an evening time.

» Preferred Location

Indicates the preferred location for the examination; this can be current classroom, gymnasium or another
location can be specified. The default is current classroom.

Important Note:
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When Current Classroom is specified, this means the examination will be scheduled in the classroom
currently being used for this class. If you wish to schedule the final exam in the Gymnasium or Other
Location, you must specify the preferred location.

> Notes

The Notes field is used to advise the Examinations Office of any particular requirements for the exam or
other important information.
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LMS Data

This page is for view purposes only. The values default based on the class information. The LMS URL
refers to the main Desire2Learn (D2L) login page.

Basic Data Meetings Enroliment Cntrl Reserve Cap Motes Exam Exam Info LMS Data Class Comments

Course ID: 160679 Course Offering Nbr: 1

Academic Institution:  University of Calgary

Term: Fall 2016 Undergrad

Subject Area: PSYC Psychology

Catalog Nbr: 203 Psychology for Everyday Life

Class Sections Find | View All First ‘&' 1 0f 2} Last
Session: 1 Regular Academic Class Nbr: 70343
Class Section: 01 Component: Lecture Event ID:
Associated Class: 1 Units: 3.00

Learning Management System

Provider for Authentication I | DESIRE2LEARN v I

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

LMS Extract Group ID: UCALG_PSYC_203_LECD1

LMS URL:

Last LMS Class Extract Datetm: Last LMS Enroll Extract Datetm:
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Class Comments

The Class Comments page is used to convey important information to the Scheduling Office. Distance
fees, otp fees, supplementary fees, classes scheduled back to back, instructor medical issues, must be
entered here.

Basic Data Meetings Enrollment Cnirl Reserve Cap Notes Exam Exam Info LMS Data Class Comments

Course ID: 134307 Course Offering Nbr: 1

Academic Institution: University of Calgary

Term: Winter 2011 Undergrad

Subject Area: PSYC Psychology

Catalog Nbr: 385 Abnormal Psychology

Class Sections Find | View Al First [ 4] 1013 0 Last
Session: 1 Regular Academic Class Nbr: 13684
Class Section: 01 Component: Lecture Event ID: 000039673

Preferred Facility: ( ):l

Class Comments: [Backto Back with Psyc 433 (01) - please schedule rooms close

<> Notes:

> Preferred Facility
If a specific centrally controlled space is desired, it can be requested by specifying it in the Preferred
Facility field.

Fees, Reserve Capacities and Restrictions

Please consult the Scheduling website to enter this information: https://www.ucalgary.ca/calendar-
scheduling/ Please note these cannot be added to the course once students are registered.
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Maintain Schedule of Classes

The Maintain Schedule of Classes is used to adjust the schedule of classes that already have class
meetings scheduled. The pages are identical to those in Schedule New Course. For screenshots of
Maintain Schedule of Classes, see Schedule New Course.

Navigation:

> Breadcrumbs

Curriculum Management > Schedule of Classes > Maintain Schedule of Classes

Maintain Schedule of Classes

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

Find an Existing Value

Maximurn number of rows to return (up to 300): (300

Academic Institution:[= =] [UcALG Q

Term: == 2111 Q

Subject Area: = T Q

Catalog Nbr: | begins with ]|

Academic Career: | = j | j
Campus: |begins with j| &}
Description: |begins with j|

Course ID: |begins with j| Q

Course Offering Nbr: | = j | Q

[" case Senw

Search Clear |Elasic Search Save Search Criteria

Search R&ults

First n 1-76 of 78 u Last

UCALG 2111 F'SYC _3 Undergrad MAIN PsychologyfﬂrEveryday Life 16[]6?9 1
UCALG 2111 PSYC 205 Undergrad MAIN  Principles Of Psychology 134333 1
LICALG 2111 PSYC 205 Undergrad OFF Principles Of Psychology 134333 1
UCALG 2111 PSYC 299 Undergrad OFF Junior Psychology 150390

UICALG teeeteeaan AL EREC | 005 s AL it (I o mpe i remlcow-wmr‘ﬁa&._ P

The search returns the list of courses that have been scheduled for the term for the specified subject.
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Schedule Class Meetings

This component is used similarly to the previous two components with some exceptions.
e Used when scheduling courses with combined sections. See Section: Combined Sections.
e Alternating Week meeting patterns can be setup within this component.

Navigation:

> Breadcrumbs

Curriculum Management > Schedule of Classes > Schedule Class Meetings

Alternate Weeks

This page allows the user to specify the alternating week pattern that the class will be taught (i.e. every
other week or every three weeks). The system will generate meeting patterns in the schedule to reflect
each of the weeks to be scheduled.

The following outlines the two steps necessary for scheduling alternating weekly patterns; scheduling
even weekly patterns first then, scheduling odd weekly patterns after. When scheduling alternating weeks,
PeopleSoft will not schedule any alternating dates during Reading Week or Reading Day.

Step One: Schedule the Even Labs (e.g. B02) from Schedule Class Meetings tab
Enter the applicable Term, Subject Area, Catalog Nbr and click Enter or Search (e.g. 2197 Fall 2019,
CHEM 209). Click the Search button.
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Schedule Class Meetings

Enter any information yvou have and click Search.
Find an Existing Value

Search Criteria

Academic Institution

TEII‘I’I

Subject Area[= v |
Catalog Nbr|begins with w| 209 ===

Academic Career|=

UCALG
2197
chem

Leave fields blank for a list of all values.

Lo e

v] |

Campus

Session|=

Je

v] |

Class Nbr[= W]
Class S&ction
Desa‘iption
Course ID

Course Offering Nbr

[ case Sensitive

2

e

Easic Search @ Sawve Search Criteria

20

The Search Results will display a grid of Lectures, Labs and/or Tutorials associated with the class. For

this first step, schedule the alternating weekly labs for the even numbered labs first. For this example,
CHEM 209 has 20 labs (BO1-B20) therefore schedule the even lab first (e.g. B02).
Click the B02 link.

fCh_ — (TR Foge . ] G Lhet. L alBy I
UCALG 2197 CHEM 209 Undergrad MAIN Regular 70249  T01 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN  Regular 70250 T02 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN  Regular 70251  T05 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN  Regular 70252  TO06 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN  Regular71010  BO1 Gen Chem for Engineers 104797 1

[UcAe 2197 CHEM 209 Undergrad _ MAIN _Regular 71011 __B0Z ), Gen Chem for Engineers 104797 1|
UCALG 2197 CHEM 200 Undergrad MAIN  Regular71012  BO3 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN  Regular71013  BO4 Q Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN Regular71014  BOS Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN  Regular71015  BO& Gen Chem for Engineers 104797 1
YCAl = 2107 CHEM 209 (R MAIN Temele-71016 BOT Gen Chem for Ennineers 104797 1
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Note the class section is TBA; nothing has been scheduled. PeopleSoft will automatically be set to TBA
for any previously scheduled alternating weekly patterns from previous terms. Begin with the Alternate

Weeks tab in Schedule Class Meetings. Click the Alternate Weeks tab.

| Alternate Weeks |

Meetings Enrollment Control Exam \

Course ID 104797

Academic Institution  University of Calgary

Term Fall 2019
Subject Area CHEM
Catalog Nbr 209

Class Sections

Session 1
Class Section B02
Associated Class 2

Meeting Pattern ="
Facility 1D Capacity
Q,

All TBA

Instructors For Meeting Pattern
Assignment || Workioad
D Name

Q

Room Characteristics
*Room Characteristic
-

Alternate Weeks

New Window | Help | &£

Course Offering Nbr 1
Chemistry
Gen Chem for Engineers

Regular Academic Class Nbr 71011

Component Laboratory Event ID
Units 3.00 {Associated Class Affributes
Find | View All First ‘4’ 1of1 ‘L' Last
| [=
Mtg Start MigEnd M T W TF § § *Start/End Date #=]
Q OooOooOood 2019/00/05 |[5)[2019/12/06 |[5)
Topic ID Q Free Format Topic

Contact Hours

O print Topic On Transcript
Personalize | Find | View All | @l E First

4 10f1 b Last

Print Access Contact

S — EE

Personalize | Find | | E First ‘4 10of1 ‘b Last
*Quantity

1

*Instructor Role

Primary Instructor
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Click Look up Alternating Week Pattern.

Meefings Enroliment Control Exam Alternate Weeks

Course ID 104797 Course Offering Mbr 1
Academic Institution  University of Calgary
Term Fall 2019 Undergrad
Subject Area CHEM Chemistry
Catalog Nbr 209 Gen Chem for Engineers
Class Sections
Session 1 Regular Academic Class Nbr 71011
| Class Section B02 Component Laboralory | Event ID
Alternating Week Pattern Alternatin Create Meeting Patterns
with
Start Date End Date 2019/12/06
Meeting Pattern Find | View All First ‘4’ 10f1 ‘& Last
) #[=]
Facility ID Capacity g Start Mtg End M TwWTFZS S
Q, Jdoodno O

[5]save ||[@h Return to Search ||+=] Previousin List ||45] NextinList || Nofify

Meetings | Enroliment Control | Exam | Alternate Weeks

The most common type of Alternating Week Pattern is ALT2 - Alternate Week - Every 2 Weeks.
Click the ALT2 link.

Look Up Alternating Week Pattern

Select one of the following values:

| ALT2 Alternate Week - Every 2 Weeks $

ALTI Alternate Week - Every 3 Weeks

ALT4 Altiernate Week - Every 4 Weeks

ALTH Aliernate Week - Every 5 Weeks

ALTE Alternate Week - Every 6 Weeks
Cancel
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Click the Alternating with list. When scheduling the first (even) lab do not make a selection from the
Alternating With list of options; leave this blank. Click the Laboratory object.

Class Sections

Session 1 Regular Academic Class Mbr 71011

Class Section B02 Component |aboratory

Semin arx
Tutorial

Meeting Pattern Find | View All First '*' < of1 '}/ Last

Event ID

Alternating Week Pattern ALT2 |G Alternatin Create Meeting Patterns

Start Date ' End Date

Click the Calendar Start Date button and select the date the lab will begin. For this example, since it is
an even lab (B02) we will select the second week of September, since the odd lab will begin in the first
week of September therefore they will alternate even and odd. Click the 16 link.

. 455 Secuons
Session 1 Regular Academic
Class Section B02 Component Laboratory
Alternating Week Pattern [ALT2 |3 Alternatinif /| cr
with
Start Date 1 End Date 2040/12/06
Meeting Pattern Calendar | First 4
2019
il Capacity 5
Facility 1D Mtg S S M T WTE § -
Q 1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 6] 17 13 19 20 21
22 23 24 25 26 2T 28
- - 29 30
[F]save ||[@™ Retumn toSearch ||1E B tify
vleetings | Enroliment Conirol | Exam | Altern
4" Current Date '
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Note the start date is now 2019/09/16 and the end date defaults to the end of the term 2019/12/06.
For your convenience, it is recommended that you enter the Facility ID at this time as it will be entered
automatically. Click the Look up Facility ID button.

Ldldiuy NUr SuE AT AT 1T ENgimeers
Class Sections
Session 1 Regular Academic Class Nbr 71011
Class Section B02 Component |aboratory Event ID
Alternating Week Pattern ALT2 (O Alternatin Create Meeting Patterns
with
Meeting Pattern Find | View All First ‘4" 10f1 "*' Last

. [+ [=]
Facility ID r'd Capacity g Start Mtg End M TWTFS 3

C." ogogoood

Enter the Facility ID (e.g. EEEL) and the Room (e.g. 225) and press Enter or Lookup. Additionally, if you
know the Facility ID and Room number you can enter it directly. Click the Look Up button. Click the
facility link (e.g. EEEL 225).

Look Up Facility ID

Set ID UCALG
Facility ID[ begins with | |EEEL x
Building| begins with v/|
Room| begins with v|[225 i

Descripton| begins ith v

Facility Type|= v| | v

Look Up ( Clear Cancel Basic Lookup

Search Results

View 100 First '4) 1of1 ‘B Last

Facility ID Building Room Dezcription Facility Type
EEEL 225 EEE\bﬂS EEEL 225 CompLab
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Enter the desired meeting start and end times (e.g. 8:00am to 10:50am) and the meeting weekday(s)
(e.g. Monday). Once all the information has been entered, you can continue. Click the Create Meeting
Patterns button.

[ Create Meeting Pattemns |

aldaiuy N Sus AT AT T gt s
Class Sections
Session 1 Regular Academic Class Nbr 71011
Class Section B02 Component Laboratory Event ID
Alternating Week Pattern ALT2 |Q Atternatinl v/ || Create Meeting Patters ||
with
Meeting Pattern Find | View All First ‘4" 10f1 '}/ Last
) [+ [=]
Facility ID Capacity  mtg Start Mtg End M TWTFZS 8
EEEL225 |Q o4 800AM |[10s0am | M OO OO0 O
EEEL 225 LN - "
Confirm the alternating meeting dates on the Meetings tab. Click the Meetings tab.
Meetings Enroliment Control Exam Alternate Weeks
Course ID 104797 Course Offering Nbr
Academic Institution University of Calgary
Term Fall 2019 Undergrad
Subject Area CHEM Chemistry
' v o © sCher-#
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For this example there have been six dates created for the even alternating weekly meeting pattern.

Click the View All link.

New Window | Help | B2

Enrollment Control | Exam || Altemate Weeks

Course ID 104797

Academic Institution  University of Calgary

Term Fall 2019
Subject Area CHEM
Catalog Nbr 209

Course Offering Nbr 1

Undergrad
Chemistry
Gen Chem for Engineers

Class Sections
Regular Academic

Session 1
Component Laboratory

Class Section B02

Associated Class 2 Units 3.00
Meeting Pattern
Facility ID Capacity Pat Mtg Start Mtg End
EEEL 225 Q 24 Q 8:00AM 10:50AM
Topic ID Q,

[ - -
rar

Class Nbr 71011
Event ID
{Associated Class Aftri

65
Find View All | [First "* Tor6 " Last |
FE

*Start/End Date

M TWTF S §
2019/09116 |5 2019/0022 |5

MOOOOOO
Free Format Topic

"o of Hone

Note the first date for the meeting pattern is displayed 2019/09/16 September 16, 2019. Scroll down to
verify the additional dates (e.g. September to December 2019). Note there is only one even date in

November as PeopleSoft has automatically skipped reading week.

First ‘4" 1-6of6 ‘»' Last

Meeting Pattern
- : . F=
Facility 1D Capacity Pat Mtg Start MigEnd M TW TF § § Start/End Date
EEEL 225 s} 24 Q B 00AM wseam | MO OOOOO 201900916 |[)[2019/08722 [[5]
Topic ID Q Free Format Topic
[ print Topic On Transcript Contact Hours
Instructors For Meeting Pattern Personalize | Find | View All | @I E First ‘4' 10of1 '*/ Last
Assignment Worldoad
D Name *Instructor Role Print Access Contact
Q [Primary instructor v ¥ & =
- - . H=
Facility 1D Capacity Pat Mtg Start MigEnd M T W TF § § Start’/End Date
EEEL 225 a, 24 Q 5:00AM wseam | M OOOOOO 2019/09/30 |[5][201910/06 [[5])
Topic ID @ Free Format Topic ¥
— . . _
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Once the alternating week pattern for the even dates have been verified, save the information. Click the
Save button.

[Hsave |

Facility ID ‘Capacity Pat Mtg Start MigEnd M TW TF § §

¥ [=
*Start/End Date s
EEEL 225 Q

24 Q 8:00AM 10:50AM ooooono 2019112102 |[5) 201912106 |5

Topic ID Q Free Format Topic

[ print Topic On Transcript Contact Hours
Instructors For Meeting Pattern
Assignment || Workload

D Name *Instructor Role Print

Personalize | Find | View All | £ | [ First ‘4 1of1 ‘»' Last

Access Contact
Q [Primary Instructor v “ = =

Room Characteristics

Personalize | Find | 2| E First ‘4 10of1 ‘&' Last
*Quantity

1 H =

Personalize | Find | | = First ‘4 1of1 ‘*' Last

*Room Characteristic

a,

Academic Shift
Academic Shift

Q [ | =

IF,,W Save ||[of Returnto Search | |4 | Previousin List | |4 | NextinList ||[%] Notify
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Step Two: Schedule the Odd Labs (e.g. BO1) from Schedule Class Meetings tab

The next step of the process will be to schedule the odd labs (e.g. BO1). Enter the same Term (e.g. 2197
Fall 2019), Subject Area (CHEM) and Catalog Nbr (e.g. 209). Press Enter or Search. Click the Search
button.

Schedule Class Meetings

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 UCALG Q

Term|= v 2197 / Q

Subject Area chem / Q,
Catalog Nbr[begins with v[[209 ="

Academic Career|= M v|
Campus{begins with ] Q
Session|= v | v|
Class Nbr[=___ |
Class Section
Description | begins with v|
Course ID
Course Offering Nbr[= V]

[Jcase Sensitive

2

Clear | Basic Search [ Save Search Criteria

Jelye

Scroll down the grid and select the odd numbered lab (e.g. BO1) to schedule it alternatively from the
even lab previously scheduled. Click the BO1 link.

L e - IEM . aid ey . - Jhle
UCALG 2197 CHEM 209 Undergrad MAIN Regular70249 T01 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 200 Undergrad MAIM  Regular 70250 T02 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIMN  Regular 70251 TO05 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN _Reqular 70252 T06 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 2!]'_9 Undergrad MAIMN  Regular 71010 BO1 N Gen Chem for Engineers 1'04?_9? 1 I
UCALG 2197 CHEM 209 Undergrad MAIN  Regular 71011 B02 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIM  Regular 71012 BO3 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIN  Regular 71012 BO4 Gen Chem for Engineers 104797 1
UCALG 2197 CHEM 209 Undergrad MAIM Regular 71014  BO5 Gen Chem for Engineers 104797 1

UCALG 2167 CHFEW 209 Ur " --ad MAIN  Regula-™ '~ ROG ° nChem* ° T
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Note the class section for Lab BO1 is TBA; nothing has been scheduled. PeopleSoft will automatically be
set to TBA for any previously scheduled alternating weekly patterns from previous terms. Click the
Alternate Weeks tab.

New Window | Help | B2
Meetings | Enrolment Control || Exam

Alternate Weeks

Course ID 104797
Academic Institution  University of Calgary

ourse Offering Nbr 1

Term Fall 2019 Undergrad
Subject Area CHEM Chemistry
Catalog Mbr 209 Gen Chem for Engineers
Class Sections
Session 1 Regular Academic Class Nbr 71010
| Class Section BOT Component Laboratory | Event ID
Associated Class 2 Units 3.00 Associated Class Atfribuies
Meeting Pattern Find | View All First ‘4 10of1 '} Last
- : =
Facility ID Capacity Pat Mtg Start MigEnd M TW TF § § *Start/End Date
Q Q Oooooood 2019/09/05 |5 20191206 |5
Topic 1D Q Free Format Topic
TBA o
[ print Topic On Transcript Contact Hours
Instructors For Meeting Pattern Personalize | Find | View All | IE'I E First ‘&' 1of1 '*/ Last
Assignment | Workload
ID Name *Instructor Role Print Access Contact
a Primary Instructor_ ~e ] ] v +l =1

Click the Look up Alternating Week Pattern button. Since you will be alternating this with the
previous lab, select ALT2 - Alternate Week - Every 2 Weeks. Click the ALT2 link.

Click the Alternating with list. Since you will be alternating this lab with the previously scheduled even
lab, select the Lab option from the Alternating with options. Click the Lab list item.

Latalog Nor 209 GEn Chem 1or Engineers
Class Sections
Session 1 Regular Academic
Class Section BO1 Component Laboratory
Alternating Week F'attemIALTE 2

Start Date El Seminar

Meeting Pattern Find | View All !
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Click the Calendar Start Date button. Select the applicable date for the first week of the odd lab (e.g.

September 9, 2019). Click the 9 link.

e ARy W AR

Class Sections

Session 1

Class Section BO01

Alternating Week Pattern ALT2 Q)

Regular Academic

Component Laboratory

I E—

with
Start Date
Meeting Pattern Calendar
_ e v | [2019
Facility 1D Capacity g SMT w .
Q 1T 2 3 4 5 86 7
8 EE'D 11 12 13 14
15 168317 12 19 20 21
22 23 24 25 26 27 28
— 29 30
[Z]save ||[Zr Reiumnto Search ||t5 P

leetings | Enroliment Control | Exam | Altern

4 Current Date ' *

C

First

Note the start date for the odd alternating week is now 2019/09/09 and the end date defaults to the
end of the term 2019/12/06. Enter the same Facility ID as the even lab. You can select it or enter it
directly. Click the Look up Facility ID button and enter the same facility (e.g. EEEL 225) as per the odd

pattern.

Laaiog Nor 209
Class Sections

Session 1

Class Section BO1

Alternating Week Pattern ALT2 |

GEN LNEMm 1or Englineers

Regular Academic

Component |aboratory

T —

Juiti

| Start Date [P019/09/09 [

End Date 2019/12/06 I

Class Nbr 71010
Event ID

Create Meeting Patterns

Meeting Pattern Find | View All First ‘4 1of1 '*' Last
. +|[=
Facility ID Capacity  witg Start Mtg End M TWTFS 5 =
% OO0O000onO
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Enter the applicable meeting start and end times as per the even lab and create the meeting patterns.
Click the Create Meeting Patterns button.

[ Create Meeting Pattemns |

b e e L

Class Sections

Session 1 Regular Academic Class Nbr 71010
Class Section BO1 Component Laboratory Event ID
Alternating Week Pattern ALT2 | Alternating Lab N Create Meeting Patterns |
with =
Meeting Pattern Find | View All First ‘4 1of1 'K t
) [+ =
Facility 1D Capacity  mtg Start Mitg End M TWwWTFS 5

EEEL225 |G o4 g00AM |[1050am| M OO OOO DO
2 72 7

EEEL 225

Verify the accuracy of the meeting patterns on the Meetings tab. Click the Meetings tab.
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Note there have been six alternating labs scheduled. Click the View All link. Scroll down to confirm the
dates of the alternating odd dates. Note the date for November Reading week will not been included in

the pattern.

New Window | Help | B

—
Enroliment Control | Exam | Alternate Weeks
Course ID 104797 Course Offering Nbr 1
Academic Institution  University of Calgary
Term Fall 2019 Undergrad
Subject Area CHEM Chemistry
Catalog Nbr 209 Gen Chem for Engineers
Class Sections
Session 1 Regular Academic Class Nbr 71010
Class Section B01 Component Laboratory Event ID
Associated Class 2 Units 3.00 Associated Class Altributes

Find | [Fist @ 1606 * Last |

Meeting Pattern
cle
MigEnd M TW TF § § ﬁ‘smrﬂEndDam =

Facility 1D Capacity Pat Mtg Start
EEEL 225 Q 24 Q 2:00AM 10-50AM ooOoooao 2019/00/09 |5 [2019/08/15 |[5)
Topic ID Q Free Format Topic
[ print Topic On Transcript Contact Hours

Instructors For Meeting Pattern Personalize | Find | View All | | E First ‘&' 10f1 ‘&' L

Assignment | Workload

D Name *Instructor Role Print Access Contact
Q, Primary Instructor v [ [+
Facility 1D Capacity Pat Mtg Start MigEnd M T W TF § 5 \ *§tart/End Date =
EEEL 225 Q 24 a, 8:00AM 10:50AM OooOoOooao 2019/09/23 |5 [2019/08/29 |5
Topic 1D Q Free Format Topic
—_ . S
< >

After verifying the odd alternating week dates, save the information. Repeat this same process for any
other alternating weekly labs you have. Click the Save button.

[save |

<> Notes:

=Create Meeting Patterns
This button will generate the schedule based on the Alternating Week Pattern selected. Labs have to

alternate with labs and tutorials have to alternate with tutorials.
Note: Once the meeting patterns have been generated, any changes to the meeting pattern information

must be manually entered on the meeting pattern page.

= Start Date
A start date must be specified as some sections start the first week and some sections start the second

week.
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Update Sections of a Class

This component can be used to quickly update class status and class enrollment limits.

Navigation:

> Breadcrumbs

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

Class Status

Class types (enrollment or non-enroll), Class Status, Class Associations, Consent and Auto Enrollment can
be changed on this page.

Update Sections of a Class

Course ID: 126002 Course Offering Nbr: 1
Academic Institution: University of Calgary

Term: Winter 2011 Undergrad

Subject Area: MATH Mathematics

Catalog Nbr: 27 Discrete Mathematics

Class Sections customize | Find | view A1] 0 3 First BN 17 or7 I Last
Class Status r Clazs Enroliment Limits:

Enroliment ‘Class *Class |, Auto |Auto
‘Sechon Class Nbr |(Component Status Stat Ass Enri1 |Enri2 Resection

Regular 01 10204  Leclure Open Q Q| 1a [po1 Na N 3
Regular 02 10206 Lecture Open o a @[ 2a |poz | | Nla [N W
Regular BO1 10208 Laboratory  Open ala jal 1a] | | e N ~

e g i, i s’ S i i, Lyt

<> Notes:

»This page provides a summary of the fields populated in Schedule New Course - Basic Data.

Class Enrollment Limits

Use this page to adjust the enrollment limits, waitlist capacity and view current enroliment/waitlist totals
for each section of a course.
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Session
Regular
Regular
Regular
Regular
Regular

Regular

<> Notes:

Class Sections

_ Class Enrollment Limits 1

| Section
01

02

BO1
BO2
T01
T02

Update Sections of a Class

Course |D: 126002

Academic Institution: University of Calgary
Term: Winter 2011

Subject Area: MATH

Catalog Nbr: 27

Course Offering Nbr:

Undergrad
Mathematics

Discrete Mathematics

P
Customize | Find | view All| = | = First n 1T of T u Last

|Qass Hbr Component Enrl Cap |Enrl Tot Wait Cap |Wait Tot Min Enrl

10204
10208
10208
10210
10212
18602

Lecture
Lecture
Laboratory
Laboratory
Tutorial

Tutorial

a0

102 4
84 4
102 4

79
74

Wl g, Ao0agh - » WPt L FS il T b rns " gl

»This page is a summary of the fields populated in Schedule New Course — Enrollment Cntrl.

Adjust Class Associations

The class association stores default information from the Course Catalog and allows exceptions to be
entered for the related class sections. In most cases information on the Class Association and Class pages
will never be changed. Class requisites will be updated as required.

Navigation:

> Breadcrumbs

Curriculum Management > Schedule of Classes > Adjust Class Associations

Class Associations

The Class Association page allows the approved units, progress units, course count and other unit related
values to be altered. This page is maintained by the Scheduling Office; view only access for faculty and
departments.
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i Class Associations ] Class Components Class Requisites

Course ID: 126002 Course Offering Nbr: 1

Academic Institution: University of Calgary Enrolment Sernvices

Term: Winter 2011 Undergrad  =taff Only

Subject Area: MATH Mathematics \

Catalf)-g Hbr: 271 Discrete Mathematics Class Rall |
Session: 1 Regular Academic

Class Associations

Find | view Al First Bl 1 or2 O Last

Associated Class: 1

Minimum Units: 3.00 Maximum Units: 3.00
Academic Progress Units: 3.00 FA Units: .00

Course Count: 1.00 Course Contact Hours: 65.00
Billing Factor: 1.000 *Instructor Edit: [No chaice =]
Tuition Group: Q

[ use Blind Grading

<> Notes:

=Class Roll (Used by Enrolment Services Staff only)
Changes to the defined units can be updated to the student record using the class roll.
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Class Components

This page shows the approved components and associated information for the related sections. If the
approved components change for a term (i.e. LEC/LAB — offer only LEC in spring) then it is updated here
by the Scheduling Office staff and applies only to that term and class association. Faculty and
departments have view access only.

Class Associations Class Components T Class Requisites

Course D 126002 Course Offering Hbr: 1

Academic Institution: LIniversity of Calgary

Term: Winter 2011 Undergrad

Subject Area; MATH Mathematics

Catalog Nbr; 271 Discrete Mathematics

Session; 1 Regular Academic

Class Association Components Find | View Al First Kl 1 or2 I Last
Associated Class: 1

*Grading Basis: GRD & Graded
Graded Component: I Lecture 'I *Grade Roster Print: I Component vI
Requirement Designation: Q Primary Component: LEC

Class Components Customize | Find | View Al | 2] B First Bl 1.3 03 B ast

G Contact *Final Exam Auto Create
Component

[Laboratory =] [ 12.000

[Lecture =] | 39.000
[Tutoria =] [ 12.000
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Class Requisites

This page displays the Enrollment Requirements for the specific class.

Class Associations Class Components { Class Requisites

Course 10: 126002 Course Offering Nbr: 1
Academic Institution: University of Calgary

Term: Winter 2011 Undergrad

Subject Area: MATH Mathematics

Catalog Nbr: 271 Discrete Mathematics

Session: 1 Regular Academic

Catalog Requisite

Requirement Group: 002485 Detail S MATH 211 or 213 or 221
Long Description:

PREREQUISITE: One of MATH 211 or 213 or 221. (Flease see Calendar
Description for more information)

Class Association Requisites Find | View All First [l 4 o2 O Last
oo Erees 1 ¥ Also Use Catalog Requisite
Requirement Group: Q Detail
Long Description:

Enroliment Requisite Summary:
Enroliment Requisite Summary

02485 MATH 241 or 213 or 221 Effective Date: 20100501 Active Always Report
Academic Requirements
Group Line Type: Requiremnt
Requirement: ODOMIETS MATH271 NOT
Requirement Usage: Acsdemic Advizement
Requisite Type: Fre-Regquisits
And Group Line Type: Requiremnt
Requirement: OD0M35TS MATHZ71 NOT
Requirement Usage: Acsdemic Advizement
Requisite Type: Co-Reguisits
MATH 211
And | Group Line Type: Course -
Requisite Type: Pre-Requisits
Course ID: 125883 Linear Methods | Include Equivalent Courses
Minimum Courses:  1.00
or Group Line Type: Course MaTH 221
Requisite Type: Fre-Regquisits
Course ID: 125550 LinearAigebraForSciznce8Engg EcRulelEqunialenEtozes
Minimum Courses:  1.00
. MATH 212
or Group Line Type: Course ) —_—
Requisite Type: Pre-Requisite
Course [D: 161215 Honours Linear Algebrs | Include Equivalent Courses
Minimum Courses:  1.00
< Notes:
= Detail

This will open the Enrollment Requisite Summary Page. See Section: Course Requirements.
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View Class Meetings

This page provides an easy way of viewing all of the meetings scheduled for a course. So not sure how
you want to change this, but it's not as simple as just pulling up the class event table.

Navigation:

> Breadcrumbs

Curriculum Management > Schedule of Classes > Class Event Table

Class Event Table

This page displays the days and time for the event. When using the class event table, it requires an event
ID in order to find out what class is conflicting with the room that the scheduler has input. For example, if
you receive a conflict while scheduling, note the event ID#; navigate to Class Event Table, insert the ID#
and this table will indicate the room the class is already booked in.

Class Event Table

I Event ID: 000018731 I Customize [Find | %8  First (4] 4 or 4
- - i El Last
*Description: |D|screte Mathematics Term  Subject CatalogNbr Section Class Nbr
2091 MATH 271 o1 10324
Academic Institution: University of Calgary
Event Type: Course

Campus Meetings Customize | Find | View All | i First [4] 1.7 of 28 O Last
Facility ID Building Room Day of Week  Start Time End Time % Date

ST 145 ST 145 Monday 09:00 09:50 [ 50 20000112 =
ST 145 aT 145 Wednesday ~ 09:00 09:50 [ 50 20000114 =
ST 145 sT 145 Friday 09:00 09:50 [ 50 200010115 =
ST 145 sT 145 Monday 08:00 09:50 [ 50 200010119 =
ST 145 sT 145 Wednesday  09:00 09:50 [ 50 20000121 =]
ST 145 ST 145 Friday 09:00 09:50 [ 50 20000123 =
ST 145 ST 145 Monday 09:00 09:50 [ 50 20000126 =
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7 — Dynamic Class Dates

The Student Administration System allows the definition of terms, sessions, and academic calendars.
These three elements are used to determine the significant dates and time periods within each defined
session such as: deadlines for drops, withdrawals, last day to register, etc.

A dynamic academic calendar provides more flexibility than static default dates based on term and
session structure. In a dynamic academic calendar (courses that are setup using the Non-Standard or
Group Study Program), flexible rules are established called dynamic class date rules which enable the
ability to dynamically calculate cancel, withdrawal, and drop deadlines and other default dates. These rules
can then be applied to calculate the default calendar dates for individual classes. Consequently, the
academic institution can create classes that begin and end at various times throughout a session, then
dynamically calculate the default dates for individual classes based on the dynamic date rules assigned to
classes. The calculations can be overridden on a case-by-case basis.

1. Class Section Dynamic Dates

For individual class sections that will have dynamic class dates, use the Dynamic Class Data page to view
the deadline dates for the class section.

Jan-20 70 of 101 Student and Enrolment Services



UNIVERSITY OF

CALGARY

Training Guide
SA - Timetabling

Class Section Dynamic Dates

This page is used to view the deadline dates set based on the section start and end dates.

Navigation:

= Breadcrumbs - Enrollment Requirements

Curriculum Management > Dynamic Dates > Class Section Dynamic Dates

Dynamic Class Data

o
Dynamic Class Data

Course 10: 130517 Course Offering Nbr:

Academic Institution:  Univarsity of Calgary

Term: Winter 2011 Undzrgrad Caloulate Dynamic Dates
Subject Area: NURS Mursing

Catalog Mbr: 405 |ssuesInProfessionalPractice

Bession: lation process.

Dynamic Class Dates

Class Section: 03 Lecture Class Nbr: 12208

Associated Class: z Event ID: 000040254
*Dynamic Class Date Rule: ME_W_MTES L peadlines for NS With Migs

First Date to Enroll

Rule:

Rounding Scheme:

Factor: 0.000 Deadline: I override

Last Date to Enroll

[rm——

L ——— e ~
Drop Action Dates
e ——

Rule: ) Percantage of Class Howrs

Rounding Scheme: Basiz Day
Drop Deadline (delete) factor: 0.150 Deadline: ™ Override

Drop Deadline (retain) factor: I Override

- Deadline:
Drop Deadline (Penalty) factor: 10080 Dea:lline: I~ Guerride

Drop Deadline(Penalty?) factor: 555000 Deadline: I~ Override

Cancel & Withdrawal Dates

Rule: 5 Drays before/sftar Class Start
Rounding Scheme: Basic Day

Cancel Factor: Deadline: ™ Override
Withdraw wio Penalty factor: Deecrcdline: ™ Cverride
Withdraw with Penalty factor: Deadline: I~ Override
Withdraw with Greater Penalty: Deadline: I~ Override
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Class Meeting Pattern

Class Meeting Pattern displays the start and end date of the class section, as well as the class meeting
pattern detail for all sections scheduled for that class.

If the deadlines have already been calculated for the class section, this helps determine if the calculated
deadlines are appropriate or whether the deadlines have to be overridden or a different rule has to be
applied to the class section.

Class Meeting Pattern || Messages|

Course ID: 130517 Course Offering Mbr: i
Academic Institution:  University of Calgany
Term: Winter 2011 Unedengrad
Subject Area: NURS MNursing
Catalog Nbr: 405 |ssuesinProfessionslPractice
Session: Non-Standard
Class Meeting Pattern
Class Section: 03 Lecturs Class Nbr: 12308
Associated Class: X Event ID: 000040254
Start Date: 20110111
End Date: 2011/01/28
Heliday Schedule: Student Admin Holiday Schedule
Pat Nbr  Start/End Date Mtg StartMtgEnd M T W T F 5 5§ Facility ID
0100111 20110128 13:00 1450 T F R EEEF o008 CHC 105
Pat Mbr
2 20110111 2011/01/28 1530 20:0D EEEEEEE ECC 179 ECC 173
Pat Mbr
3 2010011 20100128 1530 2000 B FEFEFEFEFE ymyig MFH 180
< Notes:

»This page is for information purposes only to help determine if the deadline dates that have been
calculated are appropriate.
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8 — Combined Sections

Class sections that are offered at the same time in the same location, e.g. cross-listed and concurrently
offered courses, must be set up as combined sections. To combine class sections, each class is associated to
a Combined Section ID. Information about the combined room and enrollment capacities can then be
entered which will impact registration.

1. Combined Sections Table
Within this page, the combined section ID is generated which is a unique identifying number which is used to link
the class sections that are being defined.

2. Identify Combined Sections
To combine classes, this page is used to select the two or more classes to be taught together and to define their
combined enrollment limits.

Define Combined Sections

Navigation:

> Breadcrumbs

Curriculum Management > Combined Sections > Combined Sections Table

Page: Combined Sections Table

Within this page, you maintain the Combined Sections ID numbers and description.

Combined Sections Table

Academic Institution: University of Calgary
Term: Winter 2011

Session: / Regular Academic

*Combined
Sections ID *Description *Short Description

0464 FIMNA 507/607 FIMNA 507/6 Wiew Combined Sections

0463 DRAM 415/417 BO1 DRAM 415/4 View Combined Secticy E|

0462 DRAM 415/417 DRAM 415/4 View Combined Sedio% =]

0461 SPAN 599.17/643.19 SPAN 5991 View Combined Sections =]

0460 EMEE 5032 LO1/EESS 619 L0O2 EMEE 503 L View Combined Sections =]

0459 OPMA 558/797 OPMA 55977 Yiew Combined Sections =]
R Sl ST T TR R s S N W Sy v
< Notes:

»=View Combined Sections Link: This link leads to the Identify Combined Sections Page for that ID number.
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Identify Combined Sections

In order to combine class sections the following criteria must be met:
e The classes must have identical meeting pattern information (including: days, times, dates, instructors).
e The classes must be in the same session.

For combined classes that maintain the Meeting Pattern and Instructor edits, any changes made to the meeting
pattern information for one section will automatically be synchronized to all of the associated class sections.

Navigation:

» Breadcrumbs

Curriculum Management > Combined Sections > Identify Combined Sections

Identify Combined Sections

Academic Institution: UCALG University of Calgary »_Permanent Combination
Term: 2111 Winter 2011 Mever Select —.@kip Mtg Pattern & Instr Edit
Session: 1 Regular Acadermic ‘.Narning. Mtg F‘at‘tem & Instr
information will not be shared
Combined Sections ID: 0347 PHIL 507/609 within the combined section

*Combination Type: INUt Applicable 'I

Requested Room Capacity: | Enrollment Capacity: 30 20

/ Wait List Capacity: 0

]
Customize | Find | View All| EH HE First ﬂ 1-20f2 u Last

" Combined sections | EES OS]

’;:hssll)r ||M Catalog Nbr  |Section| Status Rﬂ% EnriCap| EnriTot| WaitCap Wa‘tTol’r
511 01 35 25 0 1]

33707, ENGL 0 AR =
33134Q, ENGL 517 02 35 25 20 0 0 AR =
Wiew Combined Sections Table K
[s
< Notes:

= Enrollment Capacity
This controls the combined enrollment of the associated classes. Both the class enroliment limit and the
combined limit will be enforced during registration for classes.

»View Combined Sections Table
This links back to the Combined Sections Table. See Define Combined Sections.

»Combination Type
The Combination Type isn't applicable in this component. Combined Sections will be considered permanent
combinations and maintained in the Term Roll process.

= Permanent Combination
The combined section combination will be maintained during the term roll process. Sections will remain
combined unless the user removes the combination.

»Skip Mtg Pattern & Instr Edit (should never be touched)
This functionality would be used if the classes are only being grouped for the purpose of controlling the
combined enrollment, and are not scheduled at the same day/time/room.
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Class Description

Customize | Find | View All| @| i First BN 1.2 o2 0 Last
r
Combined Sections T Class Description l

*Class Hbr |— Subject |Cata| Nbr Section | Description

33707 Q. ENGL 511 01 Studies in American Literature [=]
33134/ Q EMGL 817 0z Theoretical & Cultural Studies [=]

iew Combined Sections Table
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9 — Class Cancellation

When a class is cancelled all currently enrolled or waitlisted students will automatically be dropped from the class.

1. Notify Scheduling Office
Prior to cancelling a class, departments must notify the Scheduling Office.

2. Notify Students
When a class section is being cancelled, the instructor or department administrator can notify the students by
going to the Faculty Center and emailing the students using the information from the class roster.

3. Cancel Class
A Faculty or Department can cancel classes if required.
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Notify Students

The notification tool is available within the Class Roster, which is found in the Self Service Faculty Center.

Navigation:

» Breadcrumbs

Self Service > Faculty Center

Click on Class Roster beside the selected class:

Faculty Center ]( Search ]( Awards ](Graduate Student Annual Progress Repurl]

| my schedule ” administer grades |

Faculty Center

My Schedule
Winter 2015 | University of Calgary change term | My Exam Schedule

Links for Staff and Faculty
Select display option: '@) Show All Classes ':::' Show Enrolled Classes Only

@ Learning Management

My Teaching Schedule > Winter 2015 > University of Calgary

WView All | | E

First ‘4 1-gof8 ' P Last

Class Class Title Enrolled Days & Times Room Class Dates

[l JPNS 207-01  Beginners' Japanese II (Lecturs] 1% MoTuThFr 10:00AM - 10:504M EDC 384 Jan 12, 2015-
(10754) Apr 15, 2015

E MoTuThFr 10:00AM - 10:50AM  EDC 384 Jan 12, 2015-
Apr 15, 2015

f?ﬁ @l IPNS 207-02  Beginners' Japanese II (Lecture} 28 MoTuThFr 1:00PM - 1:50PM ST 126 Jan 12, 2015-
{10765] Apr 15, 2015
MoTuThFr 1:00PM - 1:50PM ST 126 Jan 12, 2015-

Apr 15, 2015

Efﬁ @l JPMS 207-B01  Beginners' Japanese II 15 We 10:00AM - 10:50AM CHD 428 Jan 12, 2015-
10767 (Laboratory) Apr 15, 2015

Efﬁ @l JPNS 207-B0Z Beginners' Japanese II 28 We 1:00PM - 1:50PM CHD 428 Jan 12, 2015-
10768 (Laboratory) Apr 15, 2015

Efﬁ @l IPNS 441-01  AdvancedConversationallapanese 21 MoWeFr 11:004M - 11:504AM 5T 063 Jan 12, 2015-
15754 [Lecture) Apr 15, 2015

MoWeFr 11:00AM - 11:S0AM 5T 053 Jan 12, 2015-

Apr AS, 2015

No Special Format must be selected for the selection column to appear
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Class Roster

= JPNS 207 - 01 (10764 change class

Baginners' Japanese 11 {Lectura)

Days and Times Room Instructor Dates
MaTuThFr 10:00AM-10:50AM EDC 384 2015/01/12 -
2015/04/13

*Enrollment Status | Enrolled v

Enrollment Capacity 32 Enrolled 13

Download Format No Special Format must be selected

() upload Ready () MicroGrade Program

Te notify students, please selact 'No Special Format'

To download the roster, click the E icon below. For help, click here

Selection column will display when No Special Format is selected

3 E] 4 g
j (4] Last Name First Name Middle Name Faculty | Program|Degree Plan Level Phone Extn LEC LAB N/A Final Grade | Email
1 D 10114 sC SCBCH BSC-DEG AMAT-MAJ Year 1 403/555-2974 01 BO1 B test@ucalgary.ca
2 D 10140 AR ARBCH BA-DEG FILM-MAT Year 2 403/555-2374 o1 BO1 D+ test@ucalgary.ca
3 D 10105 AR ARBCH BA-DEG S0CI-MAJ Year 3 403/555-2974 o1 BO1 A+ test@ucalgary.ca
4 D 101520 sC SCBCH BSC-DEG BISC-MAJ Year 1 403/555-2974 01 BO1 B test@ucalgary.ca
5 h 10147 rl_'l- -DEG EALS-MAJ Year 1 403/535-2374 BO: C- ary.c
e ‘H e k B J“"“ ’ G

To notify students, please select 'No Special Format'

Salect All  Clear all

notify selected students I notify all students

You can select either notify all students or selected students.

<> Notes:

= Notify Enrolled Students
All enrolled students have a University of Calgary email account and the system will send the email to this
account, no exceptions.

Notification Page - (Send Email Page):

The Notification will automatically default to your email id, this cannot be changed. To: will also auto populate
your email id and this can be removed or additional email ids included. The BCC will automatically list the selected
students to be notified. The Subject can be edited as desired. Include the message text and any signature desired.
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Class Roster

Send Notification

Type e-mail addresses in the To, CC or BCC fields using @ comma as a separator.

Motification from Raif Nottebrock

From: I I M= Nefaults to your email id
To: Defaults to include your email id - can be removed
cC: You can enter additional email ids if desired
test@ucalgary.ca, test@ucalgary.ca, test@ucalgary.ca
BCC: . )
All selected students will be automatically
entered here using ucalgary.ca email ids
Subject: <From the desk of = Enter any desired subject
Message Text: @
Include the text of the email as well
as the department/faculty signature
I SEND NOTIFICATION ||
IS
< Notes:

»Send Notification:

Copy the student’s email addresses and paste them into another email account if you would prefer using a
generic dept/faculty email account.
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Cancelling a Class

The Cancel Class function is part of the Schedule Class Meetings. This is used to cancel a class in which students
are already enrolled.

Navigation:

> Breadcrumbs

Curriculum Management > Schedule of Classes > Schedule Class Meetings

Page: Enrollment Control

i) v | B e

Course |D: 134333 Course Offering Nbr: 1
Academic Institution: University of Calgary

Term: Winter 2011 Undergrad

Subject Area: FSYC Psychology

Catalog Nbr: 205 Principles Of Psychology

Enrollment Control

Session: 1 Reqgular Academic Class Nbr: 14594

Class Section: 01 Component: Lecture Event ID: 000032044
*Class Status: I-‘\ﬁi\"e r Cancel Class

[active ]

Class Type: Status: Open

Stop Further Enrolliment

Add Consent: Tentative Section kd Room Capacity: 3000 otar:
Drop Consent: No Consent ¥  Enroliment Capacity: 3000 ogg
1st Auto Enroll Section: Wait List Capacity: 0
2nd Auto Enroll Section: Minimum Enroliment Nbr:

Resection to Section:

[¥ Auto Enroll from Wait List [¥ Cancel if Student Enrolled

<> Notes:

= Steps involved to cancel a class are
e check ‘Cancel If Student Enrolled’ if receive message that there are students enrolled
e change class status
e click the Cancel Class button.

=Cancel if Student Enrolled

If enrollment has begun for a class which is to be cancelled, then this checkbox must be checked in order to cancel
the class. This check box is considered a safety mechanism to prevent accidental cancellation of a class. If this
check box isn't checked and you try to cancel the class the following error will occur.

Microsoft Internet Explorer x|
'E Cannot Cancel Class, Students are Present and Cancel if Student Enroll Flag set ko Mo (14600,352)

Change value ko "Yes', then cancel class.
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»Cancel Class Button

To cancel a class where students are registered the ‘Cancel Class’ button must be used, this will drop all of the
currently enrolled students from the class. Please ensure that all components of the course are cancelled as well.
For instance, if there is a lecture and lab in the class, please cancel both components.

Important Note:

Cancelled sections should be removed from the Maintain Schedule of Classes Meetings page for new terms only.
Once students have view access to the Schedule of Classes, the section may be cancelled only. The section may
be removed from the subsequent Fall/Winter or Spring Summer term schedule. Reference the job aid on the
Student and Enrolment Services > Student Administration (PeopleSoft Campus Solutions) training guides.
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10 - Course/Class Inquiry Screens

This series of inquiry pages allow staff to search and view class and instructor information.

1. Class Search
Users can search the class schedule for a term to find information about classes. The class search pages

are the same pages that are available to students through the Student Self Service.

2. Browse Catalog
Users may also browse the Course Catalog to access course information and class details.

3. Instructor Schedule
This component provides the ability to view an instructor's schedule for a term.
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Class Search

The Class Search offers a similar view of the Course Catalog to what the Student sees in the Student Self
Service.

Navigation:

> Breadcrumbs

Curriculum Management > Schedule of Classes > Class Search

Search for Classes

Enter Search Criteria

Search for Classes

- - - Defaults to
Institution University of Calga hd

| i 2=y current term,
Term |2151 - Winter 2016 ~ change if desired

Select at least 2 search criteria. Click Search to view your search results,

¥ Class Search Type the subject
/ or select from list
Subject KNES-Kinesiclo i
| 2¥ | —_— Enter Course
Course Number |cnniains V| ‘W Number if
Course Career | Undergraduate Programs \d desired
] '- how Open Classes Only \
Expand View for more ™=
search options I:‘ Open Entry/Exit Classes Only

= Additional Search Criteria

Meeting Start Time | greater than or equal to Vl
Meeting End Time | less than or equal to Vl
Days of Week | include only these days Vl

I:l Mon D Tues I:l Wed I:lThurs I:l Fri I:‘ Sat I:‘ Sun

Instructor Last Name | begins with A |
Class Nbr

Course Keyword

Minimum Units | greater than or egual to v| '7
Maximum Units | less than or equal to Vl '7
Course Component | vl
Session | Vl
Mode of Instruction | vl
Campus | v|
Location | v|

CLEAR SEARCH

L
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Search for Classes

Search Results

University of Calgary | Winter 2015

Tha fallowing classas match your search critaria Course Subject: Kinesiology, Course Number contzins
'260', Course Career: Undergraduate Programs, Show Open Classes Only: Yes

restriction details, language of instruction, and more.

Open DC osed

Please click on the Class link for further registration information such as pre-requisites, class

A'.'.'ai: List

link for further restriction details.

Indicates that some or zll seats may be reserved for specﬁc student groups. Click on the Class

D class saction(s) found) d==

" KNES 260 - Human Anatomy & Physiology IT

<> Notes:

Sectio cl
Class |Section Days & Times Location ‘Room Instructor Gfoup':" Topic | Status R::tsrictions
11996 01-LEC Reqular MoWeFr 8:00AM -  Main UcfC Campus  TBA 1 (] * ===
8:50AM
Notes: This is a combined section clas:
Class |Section Days & Times Location ‘Room Instructor 2‘:::':“ Topic |Status :I:::ﬂ one
12575 D2-LEC Reqular MoWeFr 8:00AM - Main UofC Campus  TBA i . +
8:50AM
Notes: This is a combined section class
Sectio cl
Class |Section Days & Times Location ‘Room Instructor Gfoup':" Topic | Status R::tsrictions
12577 03-LEC Reqular MoWeFr 12:00PM - Main UofC Campus  TBA i . +
12:50PM

»The Section link can be used to view the Class Details.

= Note the Class Restrictions (Purple Star).
»Note if the class is a combined section class.
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Search for Classes

Class Detail

KNES 260 - 01 Human Anatomy & Physiology IT

University of Calgary | Winter 2016 | Lecture

e

Status @ open Course ID 161531
Class Number 11996 Offer Nbr 1
Session Regular Academic Career Undergraduate Programs
Units 3 unils Dates 20161711 - 201674713
Class Components I&Elbot.ﬂetsrf Required, Lecture Grading GEraded
ELuin Location  Main UolC Campus
Campus University of Calgary
Meeting Information
Days & Times Roam Instructor Meeting Dates
MoWeFr 3:00AM - B:50AM TBA | 2016/01/11 - 201604713

Enroliment Information

Enrallment quuiremenu\ Prerequisite: KNES 259. (Please see Universily Calendar lor more
descriplion. )

Class Attributes it Conmre
GFC Hours {3-2)

Class Restrictions

Restriction oy .ot pate [End Date |Fo2rYed| e scription *
Nbr Seats
1 2014/04/01 2014/08/06 200 Restricted to KNES students only.

Class Availability

Combined Section Capacity 00 Wait List Capacity o
Enrollment Total o Wait List Total o
Available Seats A00

View Details Status Enrl Tot | Wait Tot

Description

KNES 260-01 LEC |, nan Anakorry & Physiclagy II @ cgen 0 o
{119898)
:ﬁg;fu'nz LEC | Human Anatomy & Physiology II @ open | o ]

Description

The instructional approach is a combination of systematic and regional anatomy and physiology with
same surface anatomy and radiclogic considerations. Physiology and anatomy af the cardiovascular,
pulmanary, endacrine, renal and gastrointesiinal systems as well as anatarmy af the reproductive and
integumentary systems and special senses will be covered, Laboratories utilize human tEsue
materials, anatomical meodels, charts, and prosected cadavers and cadaver specimens.

- R 25g
Antirequisite(s): Credit Kinesiology 260 and any of Biology 305, Kinesiology 261, Medical Scence
404, Zoology 269, 361, 363, 461, or 463 will not be allowed.

Texthook/ Other Materials

Textbaak .ﬂ.sx ¢ Pending [assignments net shown Lo students)
\ View SEaRcH REsuULTE I
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<> Notes:

= Students are able to see the same pages. This is particularly useful if your role includes communicating
with students.

=Note the details of the class restrictions and combined sections

=The description may contain antirequisites (reasons the course cannot be taken)
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Browse Catalog

Browsing the Course Catalog provides users with a list of courses offered at the institution. From this list
users can view course details and access class sections.

Navigation:

> Breadcrumbs

Self Service > Search > Browse Course Catalog

@mrse Course Catalu_fh
ey

<

BCDEFGHIJKLMHNOPGQRSTUWVWXYZ
0123456 67 89

COLLAFSE ALL EXPAND ALL

¥ ACCT - Accounting

CONubr:e Course Title Tg}ffi:féldy
301 Accounting Principles
317 Introductory Financial Accounting
323 Introductory Managerial Accounting
241 Intermediate Financial Acct T
343 Intermediate Financial Acct II
261 Cost Accounting
Lmm it e I e e

<> Notes:

=The list of courses displayed can be refined by selecting the appropriate letter from the alphabetical
listing above the list of courses.
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Browse Course Catalog
ABCDEFGHIJKLMUHNDO QRSTUWVWXYZ
012345 67 889

COLLAFSE ALL | EXPAND ALL

> PEAT - Physical Education Act/Theory

P PEST - PFST

> PHED - Physical Education

> PHIL - Philosophy

P PHYS - Physics

> PLMA - Petroleum Land Management

> PMAT - Pure Mathematics

P poLz olitical Science

> PSYC - Psychology
COLLAFSE ALL EXPAND ALL

< Notes:

»The Collapse All button can be used to display just the list of courses alphabetically. From this list users
may select the desired subject and see a list of course titles for that particular subject.

<> Notes:

G PSYC —Psycllolo@

CoNuhrfe Course Title Tgffi:felld!f
203 Psychology for Everyday Lif

205 Principles Of Psycholog)

205 History Of Psycholagical Theught

212 Ex erime_ntal Design and Quantitative

_ Methods for Psychology

2124 Experiment Design & Quanti Method

2128 Experime_ntal Design and Quantitative

Methaods for Psychology

345 Social Psychology

351 Develapmental Psychology

353 Psychaology Of Aging

365 Cognitive Psychology

269 Sensation B Perception

L, o™ F R aln AN B DR i e e P e et e

» Course title link can be used to show the Course Details.
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Browse Course Catalog

Course Detail

Course Deatail

Career
Units
Grading Basis

Course Components

Academic Group

Academic Organization

Course Attribute

Psychology 205.

Return to Browse Course Catalog

fEn rollment Information D

PSYC 205 - Principles Of Psychology

Undergraduate Programs

3.00

Graded

Lecture Fegquired
Tutorial Required

Faculty of Arts
Dept of Psychology

Half-Course
GFC Hours (2-1T)

Designed for Psychology Majors. Fundamental procedures, findings,
terminclogy and theories in the major areas of psychology.

Mote: This course is a prereguisite for all psychology courses except

I view class sections I

its

s

e e A Al B ™ o
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Course Schedule

T

Terms Offered Winter 2012

show sections I

Fall 2009
Fall 2010
Fall 2011
Spring 2010
Spring 2011
2% f ol LT {Fa]y| Wintar 2010
Winter 2011

A

D:C:‘E‘: &.'.51_5:

Section (Winter 2012 Session Status
D1-LEC (13832) 1 ]
Days Start End Room Instructor Dates
2012/01/09 -
TuTh 13:00 14:15 TBA 2012/04/12
Section Session Status
TO1-TUT (16374] 1 ]
Days Start End Room Instructor Dates

<> Notes:

=The View Class Sections button displays the Course Schedule for a Term.

=The Show Sections button can be used to display all sections for the Term.

»Class detail information can be viewed when the Section link is selected.
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Browse Course Catalog
ass Detail

PSYC 205-01 Principles OF Psychology ‘(

. phrae T |

Raaturn ta Brgwsa Courss Catalag

_

Status . Thp=n Cargar Undargradusts Brograms
Class Numibar 13332 Cates 20127179 - 2012/4/13
Sassion Amguiar Aoademic Grading  Graged
Units 3 units Location  ain LT Camous
Campus  Unbversity of Ca
Class Componants Lacturs A=quirad = =
Tubarkal Aagquirsd
Days & Times Room Instructor Mzzting Dates
"-'_!-'—

TuTh 13:00 - 14:15 2012501503 - 201204713

Class Attributes “at-Couniz

GRC Haurs [3-1T)

EE_

Class Capacity Walt List Capaciy

Enrodimant Total a Walt List Total a

Avallable Szats 30

Class Notes kotes: This courss i & preraguisits for all pEychalogy Courses axcegt
Peyohalagy 305,

Psychalagy Coursas ane suljact to enralimant restrictians. For comalets
Infarmiatian, pkzase refer ta Enraliment Sanvicss restrictad Courses pags:
MEtE e uCalkgary. cafraglstran s tudents rastrictions

Designad for Poychalogy Majars. Fundamental procsdures, findings, tarminalogy and thearies In the major arsas
ot ey

Mate: This course s a prarequisite for all peychalogy courses axoept Poychalagy 305.
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Instructor Schedule

Department Staff can navigate to this page to view Instructor Schedules. This is for display only, and no
data can be entered.

Navigation:

> Breadcrumbs

Curriculum Management > Instructor/Advisor Information > Instructor Schedule

Instructor Schedule
This page contains information related to the time and weekday schedule of the instructor.

Instructor Schedule

1D:
Term: 2161 Winter 2016

Instructor Schedule Instructor Schedule 2

h?th?ﬁger Subject Catalog Section Component  Class Title Start Time| End Time | Meeting Days Building Room
10715 JPNS 303 01 LEC Continuing Japanese || 1:.00PM] 1:50PM |MWF CHE 118
10716 JPNS 303 02 LEC Continuing Japanese || Z00PM|  2:50PM |MWF CHE 118
10717 JENS 303 BO1 LAB Continuing Japanese || 1.00PM 1.50PM | Tu CHD 423
10718 JPNS 303 BO2 LAB Continuing Japanese || Z00PM]  2:50PM | Tu CHD 423
10719 JPNS 333 01 LEC Intermediate Japanese Il | 12.00PM | 12:50PM | MWF CHD 420

Instructor Schedule 2

This page contains information related to the session schedule of the instructor.

Instructor Schedule

D: 10000123 Bue Emiln

Term: 2161 Winter 2016

Instructor Schedule Instructor Schedule 2

Acad Contact

I\?Llﬁger Subject Catalog Section Component  Class Title Start Date End Date Session Insfitution Group Minutes
10715 JPNS 303 0 LEC Continuing Japanese Il 2016/01/11 2016/04/13 | Regular UCALG AR
10716 JPNS 303 02 LEC Confinuing Japanese Il 2016/01/11 2016/04/13 | Regular UCALG AR
10717 JPNS 303 BO1 LAB Continuing Japanese Il 2016/01/11 2016/04/13 | Regular UCALG AR
10718 JPNS 303 BO2 LAB Continuing Japanese Il 2016/01/11 2016/04/13 | Regular UCALG AR
10719 JPNS 333 01 LEC Intermediate Japanese Il | 2016/01/11 2016/04/13 | Regular UCALG AR

11 — Unlock Resource Queue

The resource queue is used to prevent the system from double booking facilities. When the system begins
the process of saving changes to the class schedule, the system inserts a row in the resource queue table.
This row signifies that someone within the organization is currently scheduling facilities. If another user
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attempts to reserve the same facility the system will present them with a message that resources are
currently being allocated to another process and they must wait. When the scheduling process completes,
the row is removed from the Resource Queue table. On occasion, system-wide or local client workstation
errors may cause the row to remain in the table, thereby preventing the scheduling of classes. The Schedule
Office has the ability to unlock the Resource Queue. The Resource Queue Cleanup page is intended to
allow a system administrator to view information about the lock and to unlock a resource.

Navigation:

» Breadcrumbs

Curriculum Management > Schedule of Classes > Resource Queue Cleanup

Unlock Resource Queue

Staff will receive the following message when saving a class when the Resource Queue is locked; it indicates
the User that has the Resource Queue locked and the date/time stamp the lock went into effect. If you
receive this message, please notify Scheduling to unlock it.

Microsoft Internet Explorer x|

' Resource: PS_EVENT_LAST_TEL is in use by KMATTERN since 2005-02-01-00.01.00.000000 (14620,72)
&)

The resource you are krying to schedule is currently in use, Try your save again, I after 3 attempts you still cannot save, contact your system
administrator,

If the resource queue is not released within 5 minutes then the Sustainment Team can follow up if
appropriate, using the ‘Resource Queue Cleanup’ to unlock the resource queue.
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12 - Scheduling Reports and Queries

Several reports and queries have been designed for use at the University of Calgary. These reports can be
run by Department and/or Faculty offices and the Scheduling Office.

Scheduling Reports

1. Course Summary List
Summary list of courses with basic course information and identifies whether these courses are scheduled
for the selected term.

2. Course/Class Requirements
This report contains all of the course and class level restrictions that have been set for courses.

3. Detailed Class Schedule

Using Excel, this provides a detailed listing of the class schedule used for editing and reviewing the details
of the schedule for each class for a term. Please consult the Scheduling office if you have any issues
running this report.

4. Instructor Schedule Listing
A list of an instructor's teaching assignments for one or more terms.

5. List of Full Classes
This report provides a listing of classes which are currently full.

6. Non-Standard Class Dates
This report lists classes with non-standard class dates.

7. Schedule of Classes (Timetable)
This report is a master schedule of classes for one or two terms. Provides a complete listing of all classes
offered or can be run for a specific Department/Faculty.

8. Compare PeopleSoft/Astra
(Used by Enrolment Services Staff only).
9. Course & Sched. Inconsistency
(Used by Enrolment Services Staff only).
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Queries

1. Summary Class Time/ Registration
This query provides a summary listing of the scheduled classes with basic day/time/room and class
enrollment information for a term.

2. List of Classes Without Rooms
This query provides a listing of classes without assigned rooms with related student registration
information.

3. List of Classes Over Room Capacity
This query provides a listing of classes where the enrollment has exceeded the indicated room capacity.

4. List of Class Comments
This query provides a listing of the class comments that have been created for classes for a given term.

Student and Enrolment Services 95 of 101 Jan-20



Training Guide UNIVERSITY OF

CALGARY
SA - Timetabling

Scheduling Reports

Navigation:

> Breadcrumbs

Curriculum Management > Scheduling Reports

Scheduling Reports
Scheduling Reports navigates to different available reports.
Main Meny > Curriculum Management >

[5cheduling Reports \

Lot oeveloped scheduling reports

_'I == Course Summary List _] =4 Courze/Class Requirements '_] == Detailed Class Schedule
Procuces 3 Nepor which 115t SUMMEry of GOurses fr 3 sekesied emysession Prodce 3 Nepart 1o Provide USErs With a listing of requinements (restrictions and Producss  repor whik Ilss e detalkd Class scheuks.

requisiies) Sor courses and classes.

_'I == Instructor Schedule Listing _] == List of Full Classes _] == Non-Standard Class Dates
Producss 3 repori which lists Instnuciors and Bhelr leaching assignments and Produces 3 report on classes Tt ane efver Ll or close fo e capacky. Produces 3 report et lists classes it howe non-standard class dafes.

COUrsEs Wik RO Insinucior assigned

_'I =4 Schedule of Classes _] == Compare PeopleSoftiAstra _] =4 Course & Sched. Inconsistency
Procuces 3 repon miat lists 3 Schedule of Classes (Timetabie) Compare PeoplSoR/ Astra Schedule Timetaties Process 10 report Course Cataiog and Schedule of Classes NCONSISENCIES

This page is an example of the run control page for the reports and where the user specifies the criteria.
For this example we have used Winter 2016 and Faculty of Nursing.

Detailed Class Schedule

Detailed Class Schedule

Run Control 1D: demo_for_fraining  Report Manager Process Monitor FL]

Required Criteria

*Institution: UCALG|@,  University of Calgary /
4

*From Term: 2161 @, winter 2016 *To Term: [2167 | @, winter 2016
»

*Acad Group: NU  [@, Faculty of Nursing

Include CSV File: [

Optional Criteria

Academic Career: @,

Academic Org: @,

Class Status: @
Session: @,

Subject: @,

I_EJ_| Save | |[=] Motify =+ Add || 2 Update/Display

<> Notes:

»Each report can be run based on the user specified information.
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Queries

Navigation:

> Breadcrumbs

Reporting Tools > Query > Query Viewer

Query Viewer

This page will be used to search for all queries associated to the timetabling process.
Query Viewer

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

*Search By [query Name v begins with @ %

Search Advanced Search

Search Results

*Folder View |— All Folders — A
Query Personalize | Find | View All | = First'4 16 of 62 Last /
Query Name Description Owner Folder E'Iu'nhc'l:_q E:getlc E;T_ g Schedule '::\?otlfi}tes
UCTT_CLASSES_WITHOUT_ROOMS Classes with no rooms assigned Public HTML | Excel XML  Schedule Favorite
UCTT_CLASS COMMENTS List of Class Comments Public HTML | Excel XML Schedule Favorite
UCTT_CLASS_OVER_ROOM_CAPACITY Classes over room capacity Public HTML | Excel XML  Schedule Favorite
UCTT_COURSE_REG_STATS Summary Class Time / Reg'n Public HTML | Excel XML Schedule Favorite
UCTT_INCONSISTENT_FACILITY_ID List Inconsistent Facility 1D Fublic HTML | Excel XML Schedule Favorite
UCTT_MISSING_EVENT_ID LlIst Missing Event ID Public HTML | Excel XML  Schedule Favorite

<> Notes:

= Users can search for timetabling queries by entering UCTT in the 'begins with’ field. This will only result
in queries for timetabling.

Institution:  UCALG @
Acad Org: @ QJ Enter applicable criteria for
Acad Org, Career and indicate
P 8
Acad Care-e Term
Ten: (T[>
View Results
el
»The 'Run to HTML' option opens a new window where the Query results can be viewed or downloaded
to either an Excel Spreadsheet or a Comma Delimited Text file.

»The 'Run to Excel' option allows users to download an excel file that can either be ‘Opened’ or ‘Saved'.
Once 'Saved'’, the columns can be sorted as required. You can also print the Query results using Excel's
print function.

=Users can include the timetabling queries by clicking on Add to Favorites. These queries will always be
listed on the search page as a Favorite.
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Appendix | - Help

Student and Enrolment Services Training website — http://www.ucalgary.ca/registrar/training

Instructor Checklist
Department and Faculty schedulers can use the Instructor Checklist to ensure instructors are set up
correctly in the system.

Timetabling Checklist
Department and Faculty schedulers can use the Timetabling Checklist to ensure your course is scheduled
correctly.

Scheduling Office Guidelines and Procures are also posted on the website as well as both checklists;
Instructor Checklist and Timetabling Checklist.

Student and Enrolment Services > Student Administration (PeopleSoft Campus Solutions) Training
Guides > Schedule of Classes - Timetabling

IT Support Center
Phone: 220-5555 option
Email: itsupport@ucalgary.ca

Enrolment Services

Email: schedule@ucalgary.ca
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Appendix Il - Instructor Roles

Instructor roles are not tied to payroll information for a person. The application of an instructor role is
based on the following guidelines.

A. Teaching Roles

The following instructor roles are considered teaching roles and apply to people who are involved in the
teaching activity of a section. Do not use these instructor roles for people who need access to class lists
for marking or are otherwise assisting the teaching instructor. People indicated with the following
teaching roles will be included in reports of teaching activity.

Pl Primary
Used when only one instructor is teaching a section. Don’t enter more than one Pl instructor per
section.

AL Alternate

Used when two or more instructors are teaching one section, but are not in the classroom at the
same time. Can also be used when instructors split the teaching of a section over time, for example,
one teaches the first half of a term and the other teaches the second half of a term. For each
instructor attributed with an AL instructor role, indicate a percentage of time spent in the
classroom teaching. Percentages can be input on the Workload Tab of the Instructors for Meeting
Pattern on the Meetings page in Maintain Schedule of Classes or Schedule Class Meetings.

Si Simultaneous

Used when two or more instructors are teaching one section simultaneously. For each instructor
attributed with an Sl instructor role, indicate a percentage of time spent in the classroom
teaching. Percentages can be input on the Workload Tab of the Instructors for Meeting Pattern on
the Meetings page in Maintain Schedule of Classes or Schedule Class Meetings.

Used when the section is taught on a one-on-one basis with students (individual instruction). In this
case enter 100% workload for each Sl instructor listed.

TA Teaching Assistant
TA can be used instead of Pl in the case of a teaching assistant teaching a laboratory or tutorial
section. Do not enter TA in sections where the TA is not teaching.

In the cases where more than one TA is teaching one section, please indicate a percentage of time
spent in the classroom teaching. Percentages can be input on the Workload Tab of the Instructors for
Meeting Pattern on the Meetings page in Maintain Schedule of Classes or Schedule Class Meetings.

Student and Enrolment Services 99 of 101 Jan-20



UNIVERSITY OF

Training Guide CALGARY

SA - Timetabling

B. Non-Teaching Roles
The following instructor roles are considered non-teaching roles and apply to people who are assisting
with a section. This would include people who are markers, need access to class lists, Blackboard, etc.

People indicated with these non-teaching roles will not be included in reports of teaching activity.

co Coordinator
Can be used for people who are lab coordinators.

RD Reader/Demonstrator
Can be used for people who are markers or general assistants to the class.

PERCENTAGE WORKLOAD

Used for multiple entries of instructors (SI, AL or TA) in one section. A percentage workload reflects the
amount of time an instructor is teaching a class. The following examples represent instructors entered in
one section.

Example 1: Two instructors are teaching one section at the same time.

Smith, John SI 100.0000
Roberts, Jane Sl 100.0000

Example 2: Two instructors are teaching one section at the same but Roberts is present only 50% of

the time.
Smith, John Sl 100.0000
Roberts, Jane Sl 50.0000

Example 3: Four instructors are teaching one 3 hour section per week; different teaching workloads.

Smith, John Sl 100.0000 (3 hours per week for 13 weeks-entire term)
Roberts, Jane Sl 54.0000 (3 hours per week for 7 weeks)

Jones, Jack Sl 23.0000 (3 hours per week for 3 weeks)

Lee, Joe Sl 8.0000 (3 hours for one week)

Example 4: Three TA instructors are teaching one section at the same but Jones is present only 25%

of the time.

Smith, John TA 100.0000
Roberts, Jane TA 100.0000
Jones, Jack TA 25.0000

Example 5: Three instructors are teaching one section alternately.
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Smith, John AL 33.0000
Roberts, Jane AL 33.0000
Jones, Jack AL 33.0000

Example 6: Three TA instructors are teaching one section alternately.

Smith, John TA 33.0000
Roberts, Jane TA 33.0000
Jones, Jack TA 33.0000

Example 7: Two instructors are teaching one section alternately

Smith, John AL 65.0000
Roberts, Jane AL 35.0000
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