SAN DIEGO
COMMUNITY COLLEGE
DISTRICT

Job Aid

CREATE A NEW CLASS SECTION

BUSINESS PROCESS: CREATE A NEW COURSE
MODULE: CURRICULUM MANAGEMENT

PREREQUISITES
Must have proper permissions in Campus Solutions.

INSTRUCTIONS

This Job Aid will go over the process necessary to create a new class section.

STEP | Instructions

1) Click on the Compass Icon and E to navigate to Curriculum Management -> Schedule of

Navigator

Classes -> Schedule New Course

NavBar: Navigator 3 NavBar: Navigator O NavBar: Navigator O
gl Ciber Conversion Framework 3 _— Curriculum Management 3 L 4= | Schedule of Classes 3
5 @

Recent Places Ciber Solutions 5 Recent Placss Course Catalog 3 Hecont Placis SA Integration Pack 3

MIS/320 Reporting Schedule of Classes 3 Class Search
d >
My avtiiee T —— Bitenoks Roll Curriculum Data Forward 5 it Schedule New Course
>
SDCCD Development 5 Enrollment Requirements 5 Maintain Schedule of Classes
Navigator Navigator Navigator
SDCCD Data Conversion N Combined Sections 5 Schedule Class Meetings
- SDCCD Conversion Sync - Dynamic Dates 5 - Adjust Class Associations

Classic Home y ? Classic Home Classic Home
SDCCD Bridge . Facility and Event Information > Update Sections of a Class
Self Service 5 Class Roster 5 Class Event Table
Campus Community 5 Attendance Roster 5 Print Class Schedule - NEW
Student Recruiting 3 Grading 5 Print Class Schedule
Student Admissions y Gradebook 3 Exam Code Table
Records and Enroliment 3 Instructor/Advisor Information Generate Exam Schedule
Curriculum Management 5 Learning Management Systems 3 Class Notes Table
Financial Aid 5 Academic Item Registry 5 Global Notes Table
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STEP | Instructions
Enter “SDCCD” for Academic Institution.
2) Select your Term.
Select magnifying glass for term options. Only the first 100 results drop down in the Search Results. You
may need to click on the right arrow to search further.
Or start typing the four digit Term number as follows:
e “2” for the millennium or “1” for all years prior to 2000 (1901-1999).
e The last two numbers of the year (ie: “09” for 2009, “17” for 2017)
3) e Semester code: “3” for Spring, “5” for Summer, “7” for Fall
Fully typed out you would see:
2183: Spring 2018 (includes Intersession)
2185: Summer 2018
2187: Fall 2018
You can search Subject Area and Campus with the magnifying glass also.
4) You can search all ENGL classes or narrow it down by catalog number (ie: ENGL 101). If unsure of

catalog number, leave field blank, click Search and options will be listed below.
Then click Search.

Schedule New Course

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| = sDCCD QL
Term|= v 2187 Q, _
Subject Areal= v ENGL QL
Catalog Nbr| begins with ':|1|

Academic Career| = T

v
Campus| begins with ¥ Ql _

Description| begins with

Course 1D| beging with v QL
Course Offering Nbr| = r QL

Case Sensitive

[ .
Search -as c Search 2 Save Search Criteria
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Instructions

Select course by Campus. Multiple options may be listed below.

Search Results

View All First ‘& 130f3 ‘& Last
Academic Institution Term Subject Area Catalog Nbr Academic Career|Campus |Description Course ID Course Offering Nbr
SDCCD 2137 ENGL 101 Undergrad CITY  |Reading and Composition 003501 1
sSDCCD 2187 ENGL 101 Undergrad MESA |Reading and Composition 003501 2
sSDCCD 2137 ENGL 101 Undergrad MIRA  |Reading and Composition 003501 3

STEP

Instructions

6)

The Schedule New Course page will pop-up. On the Basic Data Tab, verify the following information is
correct: Term, Subject Area, Catalog Nbr.

< Student Homepage

Basic Data Meetings Enroliment Cntrl Reserve Cap Motes Exam LMS Data Te

Course ID 0023501 Course Offering Mbr 2
Academic Institution San Diego Community Coll Dist
Term Fall 2018 Undergrad
Subject Area ENGL English

Catalog Nbr 101 Reading and Compasition

STEP

Instructions

7)

Under Class Section, select the Session by clicking on the magnifying glass icon QL next to *Session
box.

(Regular is a standard 16 week session.)

| Class Sections | Find | View All

*Session | Q

10WEK - Ten Weeks Class Nbr 0
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Search Results

View 100 First ‘4 4.470f17 ‘B Last
Session
Regular
12WK
18WHK
WE?Z
EWE
WE
WK2
WK2
DY2
DY3
By
INZ

IN3

IN4

ING

INT

LMNG

STEP | Instructions

8) | If the Session you need is not listed, select DYN, and then enter in the Start/End Dates.

£ : & :
Session |1 - Regular Academic Session

*Start/End Date 08/20/2015  |[3)1217/2018  |[»

STEP | Instructions

Class Section numbers must be created by campus followed sequentially by the number of courses
already created. (Example: “1 of 1” at Mesa would be 2001.)

9) e City College — 1001-1999
e Mesa College —2001-2999
e Miramar —3001-3999
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Find | View All First ‘4 1of1 't Last

*Session |1 Q Regular Academic Session Class Nbr 10409 +[=]
*Class Section 2001 *Start/End Date |08/20/2018 |pg1217/2018 |[»)

STEP | Instructions

Do NOT change the Component, or Class Type.

*Associated Class must always match the Class Section Number.

10) *Location defaults to ONCAMPUS. Click the magnifying glass to select the correct option.
Do not change Course Administrator.

Verify the correct department under Academic Organization.

*Must select correct Instruction Mode. Click magnifying glass for options.

Class Sections

*Session |1 Q Regular Academic Session NEVER Modify
» *Class Section [2001 Component,
—~eTTOTET e e——— Lecture Class Type,
*| Iais Tn;.r_\-: Enrcllment Sertinn X Campus or
Course
» *Associated Class | 2001/ Q Assoc Administrator
e MESA
P Mesa
. *LocationONCAMPUS | | 0n Campus
Conreefdnrimietrator =
*Academic Organization M-ENGLISH Q Dept-Equu— Verify
Academic
Academic Group MESA Mesa College Organization
“Holiday Schedule CO1813 College Academic 2018-2019 e
| ‘ “Instruction Mode 02 Ql In Person-Lecture/discussion

Primary Instr Section 2001
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STEP | Instructions

Click on the Meetings Tab to enter the Meeting Pattern.

Select Facility ID (room number). If unknown, click the magnifying glass icon to search Facility ID. Most
11) | Room classroom numbers will begin with the first four letters of the campus followed by the building
and room number. (i.e. MESAS201)

Enter Mtg Start and Mtg End times.

If class is TBA, enter “TBA” in the Pat box- then enter hours in the TBA Hours below the *Start/End
12) | Date.

Select days of the week.
Confirm that dates on *Start/End Date match dates *Start/End Date on the Basic Data tab.

Basic Data Meetings Enrollment Cntr Reserve Cap Notes Exam LMS Data Textbook GL Interface
Course ID 008501 Course Offering Nbr 2
Academic Institution San Diege Community Coll Dist
Term Fall 2018 Undergrad
Subject Area ENGL English
Catalog Nbr 101 Reading and Composition
Class Sections Find | View All First ‘&' 1of1 ‘*' Last
Session 1 Regular Academic Session Class Nbr
Class Section 2301 Component Lecture Event ID
Associated Class 2301 Units 3.00 Dates must match
- *
Minimum Hours 4800 Maximum Hours 54 00 Scheduled Hours 54.40 Total Ha Start/End Date
Number of Weeks 16 Number of Days 32 TBA Hours 0.00 Class Section YL Basic Data tab
DAH 170 WAH 3.40 FTES Report Term 2137 FTES Prior Sum
l 1 Error Hours
Meeting Pattern Find | View Al First ‘4 10of1 ‘b Last
— . X Eaps
Facility ID Capaci Pat Mtg Start Mtg End M T W T F § § Start/End Date
MESAG107 Q Q A5:00AM 9:25AM v i 08/20/2018 |y |12/17/2018 |5
MESA-G 107 Topic D Q Free Format Topic
Print Topic On Transcript Contact Hours TBA Hours

STEP | Instructions

Under Enrollment Cntrl tab, enter Enrollment Capacity and Wait List Capacity.

13)
If class is restricted, click the drop down menu for

*Add Consent and select Instructor Consent Required.
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{ Student Homepage Maintain Schedule of Cla¢

Basic Data Meetings Enroliment Cntrl Reserve Cap Motes Exam LMS Data Textbook GL Interface

Course ID 008501 Course Offering Nbr 2
Academic Institution San Diego Community Coll Dist
Term Fall 2018 Undergrad
Subject Area ENGL English
Catalog Hbr 101 Reading and Composition
Enrollment Control Find | View All First ‘4 1of3 '}/ Last
Session 1 Regular Academic Session Class Nbr 10408
Class Section 2001 Component Lecture EventID 000245558
Associated Class 2001 Units 3.00
*Class Status Active - Cancel Class
Class Type Enrollment Enroliment Status Closed
*Add Consent Instructor Consent Required - | Requested Room Capacity 25 Total

*Drop Consent Mo Special Consent Required P Enroliment Capacity 14 1
- Wait List Capacity 5 3

Minimum Enroliment Nbr

1st Auto Enroll Section

2nd Auto Enroll Section

Resection to Section

Auto Enroll from Wait List [Tl cancel if Student Enrolled

‘ *Add Consent! Instructor Consent Required .
*Drop Consent Department Consent Required

ONLY if class is 1st Auto Enroll Section Instructor Consent Required

Restricted.

Select Instructor

Consent Required

Mo Special Consent Required
2nd Auto Enroll Section

Resection to Section

7 Auto Enroll from Wait List Cancel If Student Enralled
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STEP | Instructions
14) If Notes are required, click on the Notes tab and enter notes in the in the Class Notes section, in the
Free Format Text box. Click SAVE and a Class number will generate.
Basic Data Mestings Enroliment Crirl Rezerve Cap MNotes Exam LMS Data Textbook GL Interface
Course ID 005501 Course Offering Nbr 2
Academic Insfitution  San Diege Community Coll Dist
Term Fall 2013 Undergrad Class generated
Subject Area EMGL English
Catalog Mbr 101 Feading and Composition
Class Sections Find | Wiew All First '# 113 b Last
Session 1 Regular Academic Session Clazs Nbr 10408 |
Class Section 200 Compeonent Lscturs Event ID 00245555
Asszociated Class 200 Units 3,00
Class Notes Find | “iew All First ‘&' 10of1 ‘&' Lazt
*Sequence Number, 1 [#] [=]
*Print Location| After Even if Class Not in Schedule
Mote Mbr a
Copy Mote
£
Free Format Text: Wirite your notes in thiz area. Do NOT write your notes in
the box above as it will display in ALL classes with the same
‘ Clear MNots Subject, Catalog Mumber and Campus. p
*
[ Return o Search | |[=] Notify

Bazic Data | Meetings | Enrollment Cntrl | Reserve Cap | Motes | Exam | LMS Data | Textbook | GL Interface
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