SAN DIEGO
COMMUNITY COLLEGE

DISTRICT Job Aid

SCHEDULING A CREDIT BY EXAM (CBE) CLASS SECTION

BUSINESS PROCESS: CREATING CREDIT BY EXAM CLASS SECTIONS
MODULE: STUDENT RECORDS — CURRICULUM MANAGEMENT

PREREQUISITES
Review Create a New Class Section Job Aid.
INSTRUCTIONS

This Job Aid will go over the process to create a Credit by Exam (CBE) class section.

STEP | Instructions

1) Reference Create a New Class Section Job Aid.

Once the correct course is selected, in the Basic Data tab, navigate to the bottom to page under Class Attributes, and click
Last hyperlink on the top right, then click on the [+] to add another row.

2)

Class Attributes Personalize | Find | View all | )| B8 First (4 16-17 of 13 ! @
New Row *Course = 2 ; ot
h f Attribute Description Course Attribute Value Description
shows atter SPPR |  SPEC-PROG (o] Q NO SPECIAL PROGRAM @ [=]
clicking “+”
g | & Q H =

icon

STEP | Instructions

In the new row, to see more Course Attribute click on @ . In the Look Up Course Attribute click on CBE (Credit By

3) -
Examination).
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< Meetings Schedule New Course
Look Up Course Attribute
Course ID 006564 Course Offering Nbr 2 Help *
Academic Institution San Diege Community Coll Dist Course Attribute | begins with ¥
Term  Spring 2019 Undergrad Description| begins with
Subject Area NUTR Nutrition
Catalog Nbr 150 Nutrition

Look Up Clear Cancel Basic Lookup
Class Sections

Search Results

*Session 1 Regular Academic Session Clg
“Class Section 2301 “Start/Eq View 100 First ‘4" 1esofes b Last
Course Attribute Description
*Component -LEC
5 -Q s ! Al American Institutions
*Class Type| Enrollment Section v c-D c-D
*Associated Class| 3301 Unit : L CBO3 Course TOP Code
. nits 200 Associated CI CB04 Course-Credit-Status
Campus MESA Mesa CBO5 Course Transfer Status
*Location ONLINE Q Web/Online CB08 Course-Basic-Skills-5tatus
. |:| CBO9 Course-SAM-Pricrity-Code
SO T Q CB10 Cooperative Work Experience
*Academic Organization M-CONSFAST |Q Dept-Consumer Family Studies CB1 Course Classification Status
. CB13 Course Special Class Status
Academic Group MESA Mesa College CB14 California Articulation Number
*Holiday Schedule CO1819 |Q College Academic 2018-2019 CB15 Course Can Sequence Code
. CB21 Course-Prior-To-College-Level
“Instruction Mode |72
nstruction frlo eQ DE-Internet-Delayed Exchange CB22 Course-Noncredit-Category
Primary Instr Section 2301 CB23 Funding Agency Category
CE24 Course.BrogramaSiaty
Class Topic CBE Credit By Examination
Course Topic ID p oninumgEducpsrediganty)
Q CEPR Continuing Education Program
Equivalent Course Group EEE; g:r;gcate Seeking Only
Course Equivalent Course Group 00609 NUTR 150/ CONF 105/ 150 + B o] cHRrs Course Hours
: CHRT Disclaimer
Class Equivalent Course Group CONT Contract Class
a Attrib 5 5 CRN Course Reference Number
ass Attributes Personalize | Find | Vie| ~pgp Course Family
A%‘L;Jrﬁtee Description *Course Attribute Value Description | CSGE C5U General Education
DE Distance Education Approval
SPPR |  SPEC-PROG b |@  NOSPECIAN pegr Degree Seeking Only
[ Q Credit By Examination ] I:IO\ DEPT Dgpgﬁmentﬁ\pproval R'_eqwred
DGE District General Education
FUND Contract Education M
] 3

|[F 8ave ||[@h Returnto Search ||#] PreviousinList ||«Z] NextinList ||[<] Notify |

Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Notes | Exam | LMS Data | Textbook | GL Interface —

STEP | Instructions

4) In the Course Attribute Value column to the right click on . to see more Course Attribute Values. In the Look Up Course
Attribute Value click on CBE (Credit By Examination) then click Save.
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Kciass sections Find |View Al First ‘A 10f6 '* Last
“Session1 | Regular Academic Session Class Nbr 10140 HEH
*Class Section 2301 *Start/E z
= e Look Up Course Attribute Value x
*Component LEC Q) Lecture Help
*Class Type| Enrollment Saction v )
- Course Atiribute CBE
*Associated Ch“@ Units 3.00 Associated Clz Description [ begins with v ||
*Campus {MESA | Mesa
*Location ONLINE @ WebiOniine | LookUp || Clear | Cancel |Basic Lockup
CourseAdm'lnistrﬁtor:l
_ SO Q Search Results
*Academic Organization = . i i
__ R Dept-Consumer Family Studies View 100 First @ 130r3 @ Last
Academic Group MESA IMesa College Cource Atributa Valug Doscrinti
*Holiday Schedule|CO1819 |Q College Academic 2018-2019 CBE Credit By Examination ]
*Instruction Hodeq DE-Internet-Delayed Exchange %E:p %::l:)?:pEvaluaﬂon
Primary Instr Section
‘Class Topic
Course Topic ID Q P
‘Equivalent Course Group.
Course Equivalent Course Group 00609 NUTR 150 { CONF 105 / 150 + Bo

‘Class Equivalent Course Group

Class Atributes Personaiize | Find | View Al | 1| B First 4 1647015 ¥ Last
Aourse  Description *Course Attribute Value Description

q ;SPEC-PROG lu—[q 'NO SPECIAL PROGRAM IENE]
CBE |@  Credit By Examination CBE @ Credit By Examination ) & =

STEP | Instructions

Click on New Window top right hand corner.

Click NavBar -> Navigator E - Curriculum Management 2 Schedule of Classes = Adjust Class Associations
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Search for your course by filling in Academic Institution, Term, Subject Area, and Catalog Nbr then click Search

DATE CREATED: 4/1/19 PAGE 4 OF 7




SAN DIEGO
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STEP | Instructions

Select the course for your campus by looking at the Course Offering Nbr (1= City, 2 = Mesa, 3 = Miramar, 4 = Continuing
Ed.)
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STEP | Instructions

8) FA Units field should be blank or have a zero value. If not, delete units to leave field blank and then click Save.

STEP | Instructions

Click on Class Components to find your Class Nbr. You can click through classes (1 of 2) if there are multiple classes under

9
) the same subject and course number by clicking on the arrow.

Class Associations || Class Components || Class Requisites |

Course ID 006783 Course Offering Nbr 3
Academic Institution  San Diego Community Coll Dist
Term Fall 2017 Undergrad
Subject Area BIOL Biological Sciences
Catalog Nbr 131 Introduction to Biotechnology
Session 1 Regular Academic Session

Class Association Components Find | View All First 1of2 ‘& Last

Associated Class 3002

*Grading Basis GRD |Q  gradeq

Graded Component | Lecture Lab Combo v “Grade Roster Print
Requirement Designation |:|Q Primary Component Q
Associated Class Attributes Find First ‘&' 10f1 ‘&) Last
“Attribute hd
Class Components Personalize | Find | View Al | 2 | (& First ‘&) 10f1 &) Last
*Course Component Contact Optional :J;:;oad *Final Exam Auto Create
[Lecture Lab Combo v| [ 08000 o \ | [No v v =l
Class Sections Personalize | Find | View Al | 2] ] First ‘&' 10of1 &) Last
Section Class Nbr Component Class Type Class Status
3002 11547 Lecture Lab Combo Enrallment Section Active
Class Association 9999 Personalize | Find | View Al | 2| (& First ‘&' 10f1 &) Last
Section Class Nbr Component Class Type Class Status

@

DATE CREATED: 4/1/19 PAGE 6 OF 7



SAN DIEGO
COMMUNITY COLLEGE

DISTRICT Job Aid

STEP | Instructions

After selecting the correct class number, return to Class Associations to update Billing Factor/FA Units fields and Save.
This completes the job aid to create a Credit by Exam (CBE) class section.

Adjust Class Associations

Class Associations ] Class Components Class Requisites

Course ID DOBTE3 Course Offering Nbr 3
Academic Institution  San Diego Community Coll Dist
Term Fall 2017 Undergrad
Subject Area BIOL Biological Sciences
Catalog Nbr 131 Introduction to Biotechnology Class Roll
Session 1 Regular Academic Session )
Class Associations Find | View All First ‘& 10f2 '} Last

Associated Class 3002

Minimum Units 4.00 Maximum Units 4.00
Academic Progress Units 4.00
Course Count|  1.00 Course Contact Hours | 105.00
[ Billing Factor| 0.000) ] *Instructor Edit| No Enrcliment Choice v
Tuition Group Q

! Use Blind Grading

Save ||[2h Return to Search [=] Motify

Class Associations | Class Components | Class Requisites
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