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1) Topics- should be 30 characters including spaces.
A - The Scheduling Office adds the topic to the catalog.

B - The department should add the topic on the Basic Data Page.
A
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2) Please DO NOT touch the courses owned by PCS.

2 Maintain Schedule of Classes - Microsoft Internet Explorer,

Eil=  Edit ¥iew Favortes Tools  Help

@Back © \J @ @ Cb psaarch *Favorites @ D’:é' Z\F = - I_J ﬁ

Address ‘@ https:/woodenshoe.nss.udsl. sdu:4480{pspjSAPRDEMPLOYEE/HRMSc{ESTABLISH_COURSES. CLASS_DATA.GBL?FolderPath=PORTAL_ROOT_OBIECT HCSR_CURRICULUM_MANAGEMENT.HCSH

VSIS

— Class Search
chedule New Course
nt d i

chedule Class
Meetings
— Adjust Class
Aszocialions
— Update Sections ofa

Class
lags Ewent Table
rint Class Schedule
— Exam Code Tahle
— Bxam Code Tahle Repor
— Generate Exam
Schedule
lass Notes Table
— Class Motes Report
— Clags Notes Table
Report
— Global Notes Table
— Global Motes Tahle
Report
— Resource Queue
Cleanup
— Review Message Log
[ Roll Curriculum Data
Fonirard
[z Enrollment Requirements
[» Comnbined Sections
> Dynamic Dates
[ Facility and Event
Information
[» Class Roster b
[> Atendance Roster
[ Grading
[> Gradehook
[ InstructorAdvisar
Information
I Learning Management

= Schedule of Classes ~

Basic Data Enrollment Cntrl

Course 1Dz 012152 Course Offering Nbr: 1

Academic Institution: University of Delaware

Term: 2008 Spring Semester Undergrad Auto Create Component
Subject Area: EMGL English

Catalog Nbr: 204 AMERICAN LITERATURE

‘Session: ! Regular Academic Session Class Nbr: 15121
“Class Section: 410 *StartEnd Date: 021172008 0g/21z008
‘Componerit: LEC [ Lecture Event ID: 0000449132

Enrollment

410

wiLh L
SA-AHW

‘Class Type:

‘Associated Class: Add Fee

‘Campus: Wilington

‘Locati

Schedule Print
Course Administrato)

Student Specific Permissions
*Academic Organizan

Academic Group: Dynamic Date Calc Required

A
upac
Fa

Primary Instr Secti 410

Class Topic

“Holiday Schedule: [ Generate Class Mtg Attendance

UD Academic Calendar

Sync Attendance with Class htg

‘Instruction Mode: InFerson

I 6L Interface Required




Cross-listed courses: The Scheduling office will enter the
courses in UDSIS after you send us the information.

Please do the following:

The PRIMARY department controls the cross-listed course and determines if a course is being
offered in a term.

1) Please email the other departments you are cross-listing with and agree on the following
information:

Agree on the following:

Section number

Meeting patterns

Enrollment numbers for each section
Faculty name

Notes

2) Send Sandy the above information along with the term, Subject Area and Catalog
number so that she can enter the sections and combine them in UDSIS.

3) If you need to change the times, days or instructors in combined courses....

You need to pull up the section by going into
Schedule Class Meetings — which is one below ‘Maintain Schedule of Classes’.

Fle Edit Vew Favorites Tooks Help

eﬁatk -9 |ﬂ @ .,h ;\JSEarEh ‘i\?FavnntEs & E/:{- :; - J il

Address ‘a https:ffwoodenshoe nss.udel. edu: 4480/ psp/ SAPRDIEMPLOVEE/HRMS|C/ESTABLISH_COURSES.CLASS_DATA_SCTM.GEL?FolderPath=PORTAL_ROOT_OBJECT.HCSR_CURRICLULUM_MANAGEMER

SIS

 Schedule of Classes “ CowseID: 025500 Course Offering Nbi: 1
— Class Bearch
— Schedule Mew Course Academic Institution: University of Delaware
tain Schedule of
Term: 2008 Spring Semester Undergrad
Subject Area: PLEC Plant & Soil Bciences
djust Class Catalog Nbr: 404 PLANT TAXOMOMY

Associations Class Sections
— Update Sections ofa

Class Session: 1 Regular Academic Session Class Nbr: 9707
— Class Event Table
— Print Class Schedule Class Section: o0 Component:  Lecture Event ID: 000045474
— Exam Code Table v
— Exam Code Table Repor] Meeting Pattern 4 i Frst [0 4 o 4 [F] Lt
— Generate Exam FHE

Schedule Facility ID Capacity Pat Mtg Start Mtg End M T W T F s s "Start/End Date
— Class Motes Table oon3 ,_ B
 Class Noles Repott WOoR203 Q a2 C [1:25PM | [2:25PM O O O O O 0oloz2o08 [ [osiz1r2008 B
— Class Motes Table F— .

Report WOR 203 Topic ID: Free Format Topic: |
— Global MNotes Table [CPrint Topic On Transcript Contact Hours Combined Section

— Glohal Notes Tahle

Report
— Resource Queue

Cleanup

Instructors For Mi
[ Assignment ]|

— Review Messane Loy D Hame % Print
[> Roll Curriculum Data —

Forward 41371 aQ Pizzolato, Thompson D Prim In: + Approve v [+ =
> Enrallment Reguirements
[> Combined Sections
> Dynamic Dates
[+ Facility and Event

Infarmatian
[> Class Rostar
[> Atendance Roster
b Grading Bsawve| QRstuntosesrch| 13 | eEmetinus | Enety |




4) When to use Tentative, Stop Further Enrollment & Cancel.

Tentative - use if you are not offering a section in a term. Schedule
print box is not checked. Use tentative if we are in the process of

developing the schedule for the term and the electronic registration
book has not been released. Canceled should not be used at this time.

Stop Further Enrollment - designed to use when trying to even out the
enrollment within multiple sections during the registration period.
The ‘Stop Further Enrollment’ setting makes the section disappear in
the course search.

Cancel - NEVER cancel a course - please ask the Scheduling office to
cancel a course.

To cancel a course -

1) change class status to Stop Further Enrollment.

2) If students are enrolled in the section, notify the students that
the section is being canceled. After the students have been notified,
send an email to the Scheduling Office asking us to cancel the course.
Please tell us that you have notified the students. ‘Canceled’ is used
when a course has already been listed in the registration book. Do not
use ‘Tentative’ at this time.

3) If no students are enrolled in the course, simply send an email to
the Scheduling Office saying there is no enrollment and you would like
the course canceled.

5) Combined Sections:
Non-honors with honors
Dual-listed

Please email Sandy and tell her if two sections are meeting in the same classroom so
that she can combine them.

Please email Sandy when you need to delete a section from a combined section.



6) Requirement Designations

Curriculum Management> Schedule of Classes> Adjust Class

Associations> Second tab: Class Components
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7) Removing Class Components (Lab or Discussion)
if one is not being offered in a certain term.

To delete the lab component for the winter term, go to Adjust Class Association area, click on
the second tab (Class Components) and delete the laboratory row OR click on the option box.
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9) Billing Factor and course Count - NEVER CHANGE the BILLING FACTOR or
Course Count. Both should be 1.

10) Credit (Units) - Do Not Roll from Term to term if Variable. Units pull
from the catalog. If they are variable at the catalog level, they will come in as variable when
the term is rolled. Please remember to check them and make changes if necessary.

11) Associated class nhumber = the section number
without the leading zero.
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12) Instructor Edit: - (the next three page shots)

Independent Study/Special Problem/Research Courses — Instructor Edit should be set to
‘Class Instructor’.

Regular sections - Instructor Edit needs to be ‘No Choice’.

http://www.udel.edu/UDSISproject/info/training.html
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Adjust Class Associations - Microsoft Internet Explorer

Fle Edit Wew Favorites Tools  Help

eﬁack - Q @ @ /b ﬁs&arch *Favuntes & D&%v ,:\; - \_J i

Address |@ hittps:j fwoodenshoe.nss. udel. edu:4480jpspiSAPRD/EMPLOYEE/HRMS]C/ESTABLISH_COURSES. CLASS_ASSOC.GBLPFolderPath=PORTAL_ROOT_OBIECT HCSR_CURRICULUM

[ET)SIS ‘ﬂ

chhedu\e ofClasses ~
— Class Search b | Mewr e
— Schedule bew Course
— Maintain Schedule of

Llasses
— Behedule Class
heetings Course ID: 013334 Course Offering Nbr: 1
Academic Institution: University of Delaware
— Update Sections ofa Term: 2008 Spring Semester Undergrad
Class N
— Class Event Table Subject Area: EMNGL English
- Bint Glass Sehadile Catalog Nbr: 368 INDEPENDENT STUDY
— Exam Code Tahle
— Examn Code Table Repor Session: 1 Regular Academic Session

— Generate Exam
Schedule
— Class Motes Table
— Class Mates Report
— Class Notes Table
Beport
— Global Nates Tahle
— Global Motes Table
Report Requirement Designatio Q
— Besource Queue
Cleanup
— Beview Message Log
[> Roll Curriculum Data
Fonward
[ Enrollment Reguirements
[> Combined Sections
[ Dynamic Dates

Class Association Components

Associated Class:

“Grading Basis:

Ind Study

Graded Component:

Class Components

Ind Study  » 3.000

O

b Facility and Event B save | LiRetumtoSearch | [ natity |
Information
[> Class Roster  Class ociations | Class C | Class Requisites

> Aftendanrr Rnstar

13) GRADING BASIS

If a course has no grade associated with it, the grading basis should be ‘NOG’ and the
Grade Roster Print should be set to ‘NONE”’.
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14) Grading Basis -

Student Option - OPT
Grade/Pass/Fail/Audit

Pass/Not Pass — PNP
- Do not use P/F Audit or P/F Option

15) Changing Dates - dates need to be changed on both the
basic data & meetings tab.

16) Titles - titles should be 30 characters including spaces. Please send
the titles to the Scheduling Office in CAPITAL LETTERS so we can copy
and paste the title in the catalog.

17) Auto Enroliment -

{ Maintain Schedule of Classes - Windows Internet Explorer
@:} A |g, https:,l',fwoodenshoe.nss.udel.edu:448D,l'psp,I'SAPRD,l'EMPLO‘r'EE,l'HRMS,I'C,I'ESTABLISH_COURSES.CLASS_DATA‘GBL?FV| % | +41| 3| |vahoo! Search
. Fle Edt View Favorites Tools  Help

i‘:f dhe [ @ Maintain Schedule of Classes

%SIS Home Worklist Add to Favori

=
= 3chedule of Classes fad MNew Window | Help | Custom
— Class Search
— Schedule New Course
— Maintain Schedule of
- edule Class Course ID: 003502 Course Offering Nbr: 1
Meetings Academic Institution:  University of Delaware
— Adjust Class Term: 2008 Spring Semester Underagrad
Associations Subject Area: BISC Biological Sciences

- Update Sections ofa
gladsaste Seclions of 5 Catalog Nbr: 207 INTRODUCTORY BIOLOGY |

— Class Event Table Enroliment Control
— Print Class Schedule
— Exam Code Table Session: 1 Regular Academic Session  Class Nbr 11775
— Exam Code Table Repor Class Section: 020L Component:  Laboratory EventlD: 000043626
— Generate Exam
Schedule *Class Status: | Active v/
— Class Motes Table
— Class Motes Report Class Type: Enrollment Enrollment Status: Closed
— Class Motes Table
Repon
— Global Notes Table
— Global Notes Table
Eeport
— Resource Queue
Cleanup
— Review Message Log
I Rall Curriculumn Data [T Auto Enroll from Wait List [ cancel if Student Enrolled
Forward

18) Final Exam Scheduling

a-

‘Web Search < @ Bookmarks + [ Settings =

A% Upgrade your Toolbar Mow!  ~ KﬂMaiI - @My Yahoo! -

@Ansu
@Hom& - Q Feeds (1) @P[int - @Eage

BasicData | Meetings Enrollment Cntrl | Resene Cap

Requested Room Capacity: 18 Total

Enroliment Capacity: LU
Wait List Capacity: 0
Minimum Enrollment Nbr:




Curriculum Management> Schedule of Classes> Adjust Class
Associations> Second tab: Class Components

= 3chedule of Classes A Mew Window | Help | Cus

— Class Search

— Schedule New Course

— Maintain Schedule of
Classes

Class Associations | Class Components Class Requisites

— Schedule Class Course ID: 021011 Course Offering Nbr: 1
Meetings Academic Institution:  University of Delaware
i -'-t_CI Term: 2008 Spring Semester Undergrad
C'C"a“c'” Subject Area: MEEG Mechanical Engineering
T e Sedions ot Catalog Nbr: 342 HEAT TRANSFER
— Class Event Tahle Session: 1 Regular Academic Session

— Print Class Schedule

— Exam Code Table Class Association Components

— Exam Code Table Report Associated Class: 10
— Generate Exam
Schedule *Grading Basis: IﬁQ Student Option
— Class Motes Table R
- Class Notes Report Graded Component: Ledre
— Class Motes Table

Report Q

— Global Motes Table Class Components 1 Find | First 8142 0f2 L&

- Global Motes Table ~Course =
Report Fer——— Contact Optional *Final Exam ‘ Auto Create
O M

— Resource Queue
| Discussion v | |

Cleanup
|Lecture ||  3.000 O

Requirement Designation:

[+ [=]
|Yes \ V| O =]

— Review Message Log
[ Roll Curriculum Data
Forward
[ Enrollment Requirements
[ Comhined Sectinns 1 FEl crnen I M Mebiirn #n Cranrah I 1 Mlntifie I

I 0 Internet

19) Adding or Deleting Notes



Yl - ‘ ar- ‘Web search <+ @ Bookmarks + [ Settings + | £ Uparads vour Todlbar Now! + [ mail = i@m

gmalntam schedule of Classes @ Home ~ [ Feeds ()
=
Term: 2008 Fall Semester Undergrad
Subject Area: ACCT Accounting
Catalog Nbr: 417 AUDITING

Class Sections

Find | view Al Fist [1] 1073 1 1 ast
Session: 1 Regular Academic Session  Class Nbr: 3091

Class Section: 010 Component:  Lecture EventlD: 000052574

Class Notes Find | View Al First 1 1 o1 [¥ Last

¥
*Sequence Number: ’_1
*Print Location: [JEvenif Class Mot in Schedule

Note Nbr: 0051/ Q Open to Junior and Senior Majors only.

Copy Note |

Free Format Text:

Clear Notel

B save | £\ Return to Search | +[Z Previous in List | +E] Next in List | [=] Notify |

e To add a note — click on the plus sign.

e To delete a note — click on the minus sign. Do not try to delete the text from the
box, it will not work.

e Please email notes for the Free Format Text box to the Scheduling Office. We
will add these notes for you.



