SAN DIEGO
COMMUNITY COLLEGE
DISTRICT

Job Aid

SCHEDULING A NEW FULLY ONLINE CLASS
SECTION

BUSINESS PROCESS: CREATE A NEW ONLINE CLASS
MODULE: CURRICULUM MANAGEMENT

PREREQUISITES
Must have access and proper permissions in Campus Solutions.

INSTRUCTIONS

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

STEP Instructions

Click on the Compass Icon and click on the Navigator Icon g

Navigator

Navigate to Curriculum Management -> Schedule of Classes -> Schedule New Course.

1)
Type in the corresponding information in the Search Criteria section to create a hybrid course. Click Search and
click to choose corresponding course.
NavBar: Navigator a NavBar: Navigator Q NavBar: Navigator al
Ciber Conversion Framework > &= Curriculum Management * i Schedule of Classes *
Recent Places Ciber Solutions . e Course Catalog 3 = SA Integration Pack 5
Schedule of Classes 3 Class Search
MIS/320 Reporting >
My Favorites My Favorites Roll Curriculum Data Forward N e TS Schedule New Course
SDCCD Development >
Enroliment Requirements > E Maintain Schedule of Classes
SDCCD Data Conversion 3
Navigator Navigator Navigator
Combined Sections 5 Schedule Class Meetings
Self Service > _ -
o [ ==
I- Dynamic Dates > Adjust Class Associations
i i Classic Home
TR Campus Community > Classic Home
Facility and Event Information > Update Sections of a Class
Student Recruiting »
Class Roster > Class Event Table
Student Admissions >
Attendance Roster > Print Class Schedule
Records and Enroliment 3
Grading > Exam Code Table

Generate Exam Schedule

Curriculum Management >
Gradebook >
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Find an

Search Criteria

Existing Value

Academic Institution| = sSDCCD Q,

Term|= ¥ 2187 &}

Subject Area| = v EMNGL aQ
Catalog Nbr| begins with » ‘j1|

STEP

Instructions

2)

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

Wiew All

Academ

Search Results

First ‘4 1230r2 B Last
ic Institution Term Subject Area Catalog Nbr Academic Caregr Campusg [escription Course |D Course Offering Nbr
2187 ENGL 101 Undergrad Feading and Composition 003501
2187 ENG 101 Undergrad eading and Composition 003501
2187 ENGL 101 Undergrad eading and Composition 003501 3

Instructions

On the Basic Data tab under Class Sections, select the Session. (Regular is a standard 16 week session).

If the Session needed is not listed, select DYN, and then enter in the Start/End Dates. (Ensure dates match under
Meeting Pattern in the Meetings Tab)

4)

Update the Class Section

*Associated Class must always match the Class Section Number.

*Location defaults to ONCAMPUS. Click the magnifying glass to select ONLINE option.

Verify the correct department under Academic Organization.

*Instruction Mode defaults to P. Click magnifying glass and select 72 (DE-Internet-Delayed Exchange)
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I *Session | G\ Regular Academic Ses=ion
Class Section |‘Class Section 2001 x
SRR *ComponentLEC O Lecture
Associated ol T — = .
Class Number as3 Type | Enrollment Section
must match *Associated Class| 2001|C) Units 200 P

*Campus MESA Mesa

Location must —*Lucation COMLIME C~ Web/Online

CIWEWINIRIN[I Course Administrator Q

*Academic Organization [M-EMGLISH Q Dept-Enalish

Instruction Academic Group MESA Mesa Colleges

Modeis 72- *Holiday Schedule CO1818 |Q College Academic 2018-2013
DE-Internet . . -

Delayed = DE-Internet-Delayed Exchange
Exchange Primary Instr Section 200

STEP | Instructions

Navigate to the bottom of portion of the page towards Class Attributes.

On the top Right, Click Last hyperlink.

5) To add an additional class attribute, click the + (plus) sign at the end of the last listed Class Attribute row.
On the new row-

Enter ‘SPDG’ for Special Designator under the *Course Attribute.

Enter ‘ONLINE’ for Fully Online Course under *Course Attribute Value.

Class Attributes Personalize | Find | View Al | £ | E First ‘4’ 19-20 of

*Course o= 3 . S

Attribute Description Course Atfribute Value Description

SPPR |Q,  SPEC-PROG 0 QWO SPECIAL BROGRAM » =
SPDG |3, Special Designator » |CHLIHE Q Fully Cnline Course + =
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STEP | Instructions

Click on the Meetings Tab to enter the Meeting Pattern.

Navigate to the Meeting Pattern section

Under Facility ID enter the first four letters of the campus and ‘WEB’ after. (i.e. MIRAWEB, CITYWEB, MESAWEB)
6) | Enter “TBA” under Pat box.

Enter class hours in TBA Hours box.

Click Save to generate a new Class Nbr. End of Process.

Basic Data Meetings Enroliment Cnirl Beserve Cap Hotes Exam LMS Data Texthook GL
New Class
_ C,j_um-e 1D DDS:—,Dl- . . Course Offering Nbr 2 Number
Academic Institution  San Diego Community Call Dist
Term Fall 2018 Undergrad Generated
Subject Area EMGL Englizh
Catalog Nbr 101 Reading and Composition
Class Sections Find | View All Firet ‘4 10of1 "B Last
Session 1 Regular Academic Session Class Nbr 10403
Clags Section 2001 Compeonent Lecturs Event 1D DUl 2- 6000
Associated Class 2001 Units 3.00
Minimum Hours 4500 Maximum Hours 54.00 Scheduled Hours 54.40 Total Hours [54.40
Number of Weeks 18 Number of Days 32 TBA Hours .00 Class Section FTE 0.200
DAH 170 WaH 3.4p FTES Report Term 2187 FTES Prior FTES Report Term
Summer Owverride
Error Hours
Meeting Patiemn Find | View All First ‘&' 10of1 ‘&' Last
. . - R #[=]
Eacility I} Capacity a3 Mtg Start Mtg End M T WT F § § Start/End Date
MESAWEB Q | 3» D&20R01E |BY [12n7e0iE |H
MESA-WEE WEB Topic ID Q Free Format Topic

Print Topic On Transcript Contact HBours TEA Hours
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