@ SAN DIEGO
H COMMUNITY COLLEGE

&’ DISTRICT Job Aid

CANCELING CLASS SECTION (PARTIALLY TAUGHT)

BUSINESS PROCESS: CANCEL CLASS
MODULE: CURRICULUM MANAGEMENT

INSTRUCTIONS

This Job Aid will go over the process necessary to cancel classes including: 1) Emailing students, 2) Cancelling
the Class, and 3) Re-entering the meeting pattern and adjusting instructor FTE (if a portion of class was taught).

*E*IMPORTANT***
You MUST notify the instructor(s) assigned to the course you want to cancel BEFORE you cancel the class
section. This will provide the instructor(s) the necessary time to transfer and/or save their Canvas course shell
content.

STEP | Instructions

1) Click on and then é to navigate to:

Curriculum Management - Schedule of Classes = Maintain Schedule of Classes

NavBar: Navigator ° NavBar: Navigator a NavBar: Navigator o
¢= | Curriculum Management * ¢ | Schedule of Classes *
2 SDCCD Data Conversion > e ! 9 .
Recent Places Recent Places Course Catalog > Recent Places SA Integration Pack >
SDCCD Conversion Sync >
Schedule of Classes {b > Class Search
SDCCED Bridge N
My Favorites - My Favorites
My Favorites Roll Curriculum Data Forward N Schedule New Course
Self Service PE
i Maintain Schedule of Classes
E E Enroliment Requirements > E {b EI
Campus Communi
Navigator P ity > vaonor Navigator
Schedule Class Meetings
Combined Sections >
Student Recruiting 5
Adjust Class Associations
Dynamic Dates >
Student Admissions 5
Update Sections of a Class
Facility and Event Information 5
Records and Enrollment 5
Class Event Table
Class Roster >
Curriculum Management {b >
Print Class Schedule
Attendance Roster >
Financial Aid >
Print Class Schedule-ORIG
Grading >
Student Financials >
Exam Code Table i
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@ SAN DIEGO
H COMMUNITY COLLEGE
& DISTRICT

Job Aid

STEP | Instructions

2) | Search for your class by entering the Term, Subject Area, Catalog Nbr and Campus. Click the Search
button. Select the row for the appropriate course.

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
Search Criteria
Academic Institution| =¥ pCch 6]
Term| = ¥ 2197 ')
Subject Area| = ¥ ENGL QL
Catalog Nbr| begins with « |[101
Academic Carger| = v Undergraduate v
Campus| begins with = ||CITY QL
Description| begins with «
Course [0 begins with » QL
Course Offering Nbr| = v QL
Academic Crganization| begins with
Case Sensitive
o = o .
Search Clear Basic Search & Save Search Criteria
Search Results
View All First ‘4" 1808 'F Last
Academic Institution Term Subject Area Catalog Nbr Academic Career Campusg Description Course ID Course Offering Nbr
2187 ENGL 101 Indergrad CITY  Reading and Composition 003501
cD 2197 ENGL 101 ndergrad CITY  Reading and Composition 003501
21 QENG 101 ndergrad CITY  Reading and Composition 023531
2197 ENGL 01X Undergrad CITY ENGL 31/ENGL 101 070130
2197 ENGL 01x Undergrad CITY  ENGL 31/ENGL 101 070130
2197 ENGL 01X Undergrad CITY ENGL 31/ENGL 101 070130
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Job Aid

Course ID 002501
Academic Institution
Term Fall 2019
Subject Area ENGL
Catalog Mbr 101

Class Sections

“Session |1 Regular Academic Session Class Nbr 14557 [+[=]
*Class Section 1001 *Start/End Date 08M13/2018 |[5[1216/2019 |[5]
*Component LEC | Lecture EventID 000262243
*Class Type | Enrollment Seciion v
*Associated Class | 1001 Units 3.00 Associated Class Attributes
*Campus CITY City Add Fee
“Location [ONCAMPUS |G, op camous
Coures Admin . ¥ schedule Print
ourse Administrator
Q Student Specific Permissions
*Academic Organization C-ENGLHUM  |Q  papt English and Humanities
Academic Group CITY City College Dynamic Date Calc Required
*Holiday Schedule CO1820 |G College Academic 2018-2020 | Generate Class Mig Attendance
“Instruction Mode 02 |C In Person-Lecture/discussion Sync Attendance with Class Mtg
Primary Instr Section 1001 GL Interface Required
Class Topic
Course Topic ID a Print Topic in Schedule
Equivalent Course Group
Course Equivalent Course Group 00659 ENGL 101 /BLAS 1 1101+ Override Equivalent Course
Class Equivalent Course Group
Class Attributes Personalize | Find | ] First ‘&' 118 0f18 &/ Last
*A?t(:il'lbrjfe Description *Course Attribute Value Description
CEOD3 |@,  Course TOP Code 150100 @ English (writing) (+] | [=]
E—

STEP | Instructions
3) | You will be directed to the first section of the course.
Note: There are 83 sections of ENGL 101 scheduled for Fall 2019 at City College. You know this
because it says 1 of 83.
Basic Data Meetings Enroliment Cntrl Reserve Cap Notes Exam LMS Data Textbook GL Interface

Course Offering Nbr 1

San Diego Community Coll Dist

Undergrad

English

Reading and Composition

Auto Create Component

Find | View Al Izirst i) 1ofg3 b Las:l
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SAN DIEGO
COMMUNITY COLLEGE
DISTRICT

Job Aid

STEP | Instructions

4) | Use the Find feature to go directly to the class section you need to cancel.

When you click the Find link, a dialog box will appear.

Enter the Class Number into the field. Click the OK button.

< My Homepage

Enter search string:

iJJulE- || 14368

Basic Data Meetings Enroliment Cntrl Reserve Cap Motes Exam |

Course ID 002501 Course Offering Nbr
Academic Institution San Diego Community Coll Dist
Term Fall 2019 Undergrad
Subject Area ENGL English
Catalog Nbr 101 Reading and Composition
Class Sections
*Session 1 Regular Academic Session

*Class Section 1001

Auto Create Component

Tew All First 4/ 10f83

Class Nbr 14567
*Start/End Date 08/19/201% |[H][12/16/2019 |[5)

=Component LEC |Q Lecture EventID 000262243
*Class Type | Enrollment Section v
“Associated Class 1001 Units 3.00 Associated Class Affributes
*Campus CITY City Add Fes
*Location ONCAMPUS |G onc
fiamens @ Schedule Print
Course Administrator QL

*Academic Organization C-ENGLHUM  |Q pept-English and Humanities

Academic Group CITY City College
*Holiday Schedule CO1920 |Q College Academic 2015-2020
“Instruction Mode 02 |G In Person-Lecture/discussion

Primary Instr Section (1001

Class Topic

Course Topic ID &}

Equivalent Course Group

Course Equivalent Course Group 00632 ENGL 101 /BLAS 17101+

Class Equivalent Course Group

|| student Specific Permissions

Dynamic Date Calc Required
#] Generate Class Mtg Attendance
Sync Attendance with Class Mtg
I GL Interface Required

Print Topic in Schedule

! Qverride Equivalent Course

b

Last

(#[=]
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Job Aid

STEP | Instructions

5) | Once you reach the class section you need to cancel, click on the Enrollment Cntrl Tab.

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

Course ID 002501 Course Offering Nbr 1
Academic Institution San Disgo Community Coll Dist
Term Fall 2019 Undergrad Auto Create © :
=} =1
Subject Area ENGL English -
Catalog Nbr 101 Reading and Composition
Class Sections Find | View All First '4' 2 of 83 '}’ Last
*Session |1 Reqgular Academic Session Class Nbr 14563 [#[=]
*Class Section [1002 *Start/End Date [D5/19/2019 |[5]12M6/2018 |5
*Component LEC |Q Lecture EventID 000262244
*Class Type | Enroliment Section v
*Associated Class| 1002 Units 3.00 Associated Class Attributes
*Campus CITY City Add Fee
*Location ONCAMPUS | Q On Camous
N . ¥l Schedule Print
Course Administrator QL

Student Specific Permissions
*Academic Organization C-ENGLHUM _ |Q  pept-English and Humanities

Academic Group CITY City College Dynamic Date Calc Required
*Holiday Schedule CO1920 |G College Academic 2019-2020 | Generate Class Mtg Attendance
“Instruction Mode 02| In Person-Lecture/discussion Sync Attendance with Class Mtg

Primary Instr Section [1002 GL Interface Required

Class Topic
Course Topic ID a Print Topic in Schedule
Equivalent Course Group
Course Equivalent Course Group 00632 EMNGL 101 fBLAS 1/ 101+ Owverride Equivalent Course

Class Equivalent Course Group
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SAN DIEGO
COMMUNITY COLLEGE
DISTRICT

Job Aid

STEP | Instructions

6) | Once on the Enrollment Cntrl tab, click on the drop-down menu for *Class Status.

Change the *Class Status from Active to Stop Further Enrollment.

Course ID 003501 Course Offering Nbr
Academic Institution San Diego Community Coll Dist
Term Fall 2019 Undergrad
Subject Area ENGL English
Catalog Nbr 101 Reading and Composition
Enrollment Control
Session 1 Regular Academic Session
Class Section 1002 Component |ecture
Associated Class 1( Units

*Class Status : Active M

Class Type | Cancelled Section

Tentative Section

1st Auto Enroll Section

2nd Auto Enroll Section
Resection to Section

_J Auto Enroll from Wait List =) Cancel if Student Enrolled

1

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

Find | View All First '4/20f83 '}’ Last

Class Nbr 14563
EventID 000262244

Enroliment Status Closed

Requested Room Capacity
Enroliment Capacity
Wait List Capacity

Minimum Enroliment Nbr

25 Total
& 28
3 0
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SAN DIEGO

Click the Save button.

the Cancel Class button. Ignore this field for now, we will enter the date later.

COMMUNITY COLLEGE
DISTRICT .
Job Aid
STEP | Instructions
7) | Once you select the Stop Further Enrollment status, a date field box will appear on the right side of

Session 1

Basic Data Meetings Enroliment Cntrl Reserve Cap MNotes Exam LMS Data Textbook GL Interface
Course ID 002501 Course Offering Nbr 1
Academic Institution  San Diego Community Coll Dist
Term Fall 2019 Undergrad
Subject Area ENGL English
Catalog Nbr 101 Reading and Composition
Enrallment Contro Find | View All First 20f 83

Class Nbr 14563
Event ID Q00262244

Regular Academic Session

1st Auto Enroll Section
Znd Auto Enroll Section
Resection to Section

Auto Enroll from Wait List

,g\-*‘ Return to Search

Class Section 1002 Component Lecture
Associated Class 1002 Units 300
*Class Status | Stop Further Enroliment A 021012018 |[5)
Class Type Enroliment Enroliment Status Closed
*Add Consent | Instructor Consent Required v Requested Room Capacity 25
*Drop Consent | Mo Special Consent Required v Enrollment Capacity 25

Wait List Capacity 2

Minimum Enroliment Nbr

Cancel if Student Enrolled

=] Mextin List =] Motify

Lasl
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SAN DIEGO
COMMUNITY COLLEGE
DISTRICT

Job Aid

STEP | Instructions

8) | Toinform the students on the Class Roster about the class cancelation, click on the New Window
link.

Upon clicking on the New Window link, a new Campus Solutions tab will open in your web browser.

Note: This notification to students is not mandatory; an automated cancellation email (3C
Communication) will be sent to enrolled and waitlisted students the night the class section is
canceled. However, this manual notification is highly encouraged.

< My Homepage Maintain Schedule of Classes A Q? — @

THO S Help | Personalize Page

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

Course ID 002501 Course Offering Nbr 1
Academic Institution  San Disgo Community Coll Dist
Term Fall 2019 Undergrad
Subject Area EMGL English
Catalog Nbr 101 Reading and Composition
Enrollment Control Fingf| View All First 4/ 2 0f 83 '}/ Last
Session 1 Regular Academic Session Class Nbr 14563
Class Section 1002 Component Lecture Event ID 000262244
Associated Class 1002 Units 3.00
*Class Status | Stop Further Enrollment v Cancel Clgls 091072019 |[5)
Class Type Enrollment Enrggfment Status Closed
*Add Consent | Instructor Consent Required v Requested Room Capacity 25 Total
*Drop Consent | No Special Consent Required v Enroliment Capacity 25 28
=[] 2 |
@ Maintain Schedule of Classes x @ Maintain Schedule of Classes x +
c 0 @ Mot secure | dev-web2 sdeed.edu:24170/psp/CSPUM_3/EMPLOYEE/SA/c/ESTABLISH_COURS... % @
[ Auto ERP PERSOMAL MIRAMAR @ SDCCD @ MyPortal SDCCD m San Diego Commu... mySDCCD Info Hub & Google »
Maintain Schedule of Classes a Y = 0@

Save

il O & New Window | Help
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

Search Criteria
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SAN DIEGO
COMMUNITY COLLEGE

DISTRICT Job Aid

STEP | Instructions
9 To inform students on the Class Roster, click on and click " to go back to Curriculum
Management and select Class Roster from the menu.
Note: Keep your Maintain Schedule of Classes Page/Tab open for reference!
NavBar: Navigator ﬁ NavBar: Navigator # NavBar: Navigator ﬂ'
) D Schedule of Classes * el Curriculum Management * 1= Class Roster *
Enroliment Requirements > @
Recent Places. $A Integration Pack 4 Recent Places Recent Places Class Roster
Combined Sections 3
Class Search Print Class Roster
Dynamic Dates >
My Favorites My Favorites My Favorites

Schedule New Course

E Maintain Schedule of Classes E

Facility and Event Information >

Navigator Navigator Class Roster > Navigator
Schedule Class Meetings
Attendance Roster 3
Adjust Class Associations
Grading >
Update Sections of a Class
Gradebook »
Class Event Table
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STEP | Instructions

10) | On the Class Roster Search Page, enter the Term and Class Number. Click the Search button.

Class Roster

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| begins with v [SDCCD ]
Term| begins with « (2197 Q,
Subject Area| begins with » QL

Catalog Mbr| begins with

Class MNbr| = v 14563

Class Section| begins with v ||
Session| = v v
Course |D| begins with «
Course Offering Nbr| = v

o [l . .
Search Clear Basic Search = Save Search Criteria

Page 10 of 20



@ SAN DIEGO
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Job Aid

STEP | Instructions

11) | You will be directed to the Class Roster for the specific class number you entered on the Search
Page.

To notify all students, change the Enrollment Status from Enrolled to All.

Note: If your Enrollment Status option is only ‘Enrolled’, that means no students are waitlisted.

Class Roster

- .

Fall 2019 | Regular Academic Session | San Diego Community Call Dist | Undergraduate

4 ENGL 101 - 1002 (1456

Reading and Compaosition {(Lecture)

(=)

Dayz and Times Room Ingtructor Dates
, - R . - 08192019 -
Mowe 11:10AM-12235FPM City AH-417 Manuel Lopez ‘:'__,_.ﬁ,,,:'_ -
P LT R
[“Enrollment Status | Enrolled v ]

Eryoliment Capacity 25 Enrolled 23

Enrolled Student Personalize | Find | 2| & First ‘4 1-280f28 '} Last
Grade .
Select 1D Name Basis Unitz Program and Plan Level FED
\ \ - - | ASS0Ciate - Certificate - Biolog: First
1 Ahmat Sr_ Achta Adam Graded 3.00°,7 i
' - Allied Health Year
= e ss0ciate - Cerificate - Film First
3
Fall 2019 | Regular Academic Session | San Diego Community Coll Dist | Undergraduate
g R
= EMNGL N1 - 1002 (14568
Readin@and Composition (Lecture)

Ln

Days ano\Times Room Instructor Dates

P

[ Lo

Manuel Lopez

=

(]

==

[Te =]

*Enrollment Status ; Al
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SAN DIEGO
COMMUNITY COLLEGE
DISTRICT

Job Aid

Instructions

Click Select All.

Make sure to uncheck the box for students who have self-dropped or were dropped by the

instructor.
26 - 5 1 2 nn Associate - Certificate - Second "
36 Reyes, Tania Graded 3.00 UNDECLARED Year Enrolled
37 iguez Tole S Associate - Certificate - irst Year Drop was
3 Rodriguez Toledo,Luz P UNDECLARED First Year Dropped - g
38 Rodriguez, Jonathan Jassiel ~ Graded 3.00 'ASSC;:iE-'E; Fer:if-:ate ) First Year Enrolled
Cosmetology
39 Taw,Ku Ler Pauy Associate - Certificate - English  First Year Dropped Ld
Select All Clear All
Notify Selected Students
& Return to Search
Class Roster
Fall 2019 | Regular Academic Session | San Diego Community Coll Dist | Undergraduate
=4
ENGL 101 - 1002 (14568)
Reading and Composition (Lecture)
Days and Times Room Instructor
MoWe 11:10AM-12:35PM  City AH-417 Manuel Lopez
*Enrollment Status | A v
Enrollment Capacity 25 Enrolled 25 Dropped 11
All Students Personalize | Find | 2 | [ First ‘4 1-390f39 &/ Las
Grade - i Status
Select ID Name Basis Units Program and Plan Level Status Note FED
1 Ahmat Sr. Achta Adam Graded 3.00 .Tﬁsﬁc-:la:e —_Ceruf-:ate - Biology - First Year Enrolled
Allied Health
2 ey Associate - Certificate - Second -
B Lot o Psychology for Transfer Year Dropped
3 Cadena-Perales,Sara Rosalba Graded 3.00 0SS0¢/3te - Certmcate - T First Year Enrolled
Production
o " iy ~ 1 2 nn Associate - Certificate - irst Yea -
4 Campos,Jocelyn Graded 3.00 UNDECLARED First Year Enrolled
| @ . i - 4 200 Associate - Certificate - - fea - 7
5 Carrillo,Edgar Graded 3.00 UNDECLARED First Year Enrolled
n Associate - Certificate - Business Seco
6 | Carter Mashom Ray Graded 3.00 ',\‘S ; 'E, e - Certificate - Business cond Enrolled
: Admin for Transfer Year
7T & Castro Adrianah Isabella Graded 3.00 Associate - Certificate - English  First Year Enrolled
Vi Associate —HCer:if-:ate - - 2o (B Wi
Chhorm,Arnold Versana UNDECLARED First Year Dropped
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Job Aid

STEP | Instructions

13) | Click the Notify Selected Students link.

36 Reyes, Tania

37 I ‘ Rodriguez Toledo,Luz P

38 Rodriguez, Jonathan Jassiel
39 Taw,Ku Ler Pauy

Select All Clear All

Notify Selected Students

[@ Return to Search

- 1 2 nn Associate - Certificate -
Graded 3.00 ,NpECLARED
Associate - Certificate -
UNDECLARED
Graded 3.00 Associate - Certificate -
SUTT T Cosmetology

Associate - Certificate - English

Second
Enrolled
Year

First Year Dropped
First Year Enrolled

First Year Dropped

was
Waitlisted
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SAN DIEGO
COMMUNITY COLLEGE
DISTRICT

Job Aid

STEP | Instructions

14) | Fill in emails for Department Chairs (if necessary) and Instructors in the CC field, change the Subject
field and add your message in the Message Text box. You may also copy all of the email addresses
from this page, and paste them into the BCC line in your Outlook email if you prefer to send the
email from Outlook (remember to change the commas [, ] to semi-colons [ ; ]). When you are done,
click the Return to Class Roster link.

Note: You MUST send notification to students BEFORE cancelling the class; otherwise the student
roster will be gone.

Tip: If you lose your Class Roster because you cancelled too early or you cancelled a class by
accident, you can still locate the students through the various Class Cancellation Reports.

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

Notification from Margarita Murray
From CSPUM@sdccd.edu

CC |instructor@sdccd.edu

BCC |CSPUM@sdccd.edu, CSPU cod.edu, CSPUM@sdcc
CSPUNM ccd.edu, CSPUM CSPUM@sd

CSPUM
CSPUM
CSPUM
CSPUM
CSPUM@

' Subject [<From the desk of Margarita Murray= ‘

Message Text @

ccd.edu, CSPUM
ccd.edu, CSPUM
ccd.edu, CSPUM
ccd.edu, CSPUM CSPUM@sd
ccd.edu, CSPUM@ , CSPUM@sd

P . I . P

CSPUM@sd
CSPUM@sd
CSPUM@sd

—
Personalize | Find | View all | 21| [ First ‘4’ 10f1 '}/ Last
Attached File Created Add
1 Add [+] | [=]
84 Cancel

Send Motification

l Return to Class Roster l
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SAN DIEGO

2nd Auto Enroll Section

Resection to Section

Auto Enroll from Wait List b) #| Cancel if Student Enrolled

Minimum Enroliment Nbr

COMMUNITY COLLEGE
DISTRICT .
Job Aid
STEP | Instructions

15) | Return to Maintain Schedule of Classes to cancel the class section.

a) Go to Enrollment Cntrl tab for your class section

b) Make sure Cancel if Student Enrolled check box is checked

c) Change Class Status from Stop Further Enroliment to Cancelled Section
Basic Data ieetinga) Enrollment Cntrl Reserve Cap Motes Exam LMS Data Textbook GL Interface

Course ID 002501 Course Offering Nbr 1
Academic Institution San Diego Community Coll Dist
Term Fall 2019 Undergrad
Subject Area ENGL English
Catalog Nbr 101 Reading and Composition
Enrollment Contro Find | Wiew All First 20f33 Last
Session 1 Regular Academic Session Class Nbr 14563
Class Section 1002 Component Lecture EventID 000262244
Asw Clace 4007 Llpite 2 00
c)| *Class Status | Cancelled Section v Cancel Class 00102019
Class Type Enroliment Enroliment Status Closed
*Add Consent| Instructor Consent Requirad v Requested Room Capacity 25 Total
*Drop Consent | No Special Consent Required v Enroliment Capacity 25 28
1st Auto Enroll Section Wait List Capacity 2 0
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SAN DIEGO

COMMUNITY COLLEGE
DISTRICT .
Job Aid
STEP | Instructions
d) Enter correct class cancellation date into field box (enter, or use calendar)
16) o If the class start date is not today, and has not passed, use today’s date (the “system” date).
e If the class start date is today, but the class did not meet, use today’s date (the “system”
date).
o If the class start date has passed, and the class did not meet, backdate to the class start date.
o If the class start date has passed, and the class met, use the date of the last class meeting.
Note: It is VERY important to follow the directions for the last two bullet points, since they have
implications for student account refunds!
Basic Data Meetings Enrollment Cntrl Reserve Cap Motes Exam LMS Data Textbook GL Interface
Course ID 002501 Course Offering Nbr 1
Academic Institution  San Diego Community Coll Dist
Term Fall 2019 Undergrad
Subject Area EMGL English
Catalog Nbr 101 Reading and Compaosition
Enrollment Contro Find | View All First 2 of 83 Last
Session 1 Regular Academic Session Class Nbr 14563
Class Section 1002 Component Lecture Event 1D
Associated Class 1002 Units 3.00 d)
*Class Status | Cancelled Section v Cancel Class 082172019 |5
Class Type Enroliment Enroliment Status Closed
*Add Consent| Instructor Consent Requirad v Requested Room Capacity 25 Total
*Drop Consent | No Special Consent Required v Enroliment Capacity 25 25
1st Auto Enroll Section Wait List Capacity a 0
2nd Auto Enroll Section Minimum Enrollment Nbr
Resection to Section
Auto Enroll from Wait List #| Cancel if Student Enrolled
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SAN DIEGO
COMMUNITY COLLEGE
DISTRICT

Job Aid

Instructions

e) Click Cancel Class button, then click Save.

Note: Check the Enroliment Totals after saving the cancellation. If a few students remain
enrolled after you cancel the class, contact your campus Admissions Office immediately. If all
students remain enrolled after you cancel the class, submit a mySDCCD Staff Help Ticket here.

This is considered an enrollment security issue.

1st Auto Enroll Section
2nd Auto Enroll Section
Resection to Section

Auto Enroll from Wait List

Basic Data Meetings Enrollment Cntrl Reserve Cap Motes Exam LMS Data Textbook GL Interface
Course ID 003501 Course Offering Nbr 1
Academic Institution  San Diego Community Coll Dist
Term Fall 2019 Undergrad
Subject Area ENGL English
Catalog Nbr 101 Reading and Composition
Enrollment Contro Find | View All First 20f83

Class Nbr 14563
Event ID

Cancel Class

08212019 |5

Session 1 Regular Academic Session
Class Section 1002 Component Lecture
Associated Class 1002 Units 3.00
*Class Status | Cancelled Section v e]_)l
Class Type Enroliment
*Add Consent | Instructor Consent Required v
*Drop Consent| No Special Consent Required v

#| Cancel if Student Enrolled

Enroliment Status Closed

Requested Room Capacity 25

Last

Enrollment Capacity

Wait List Capacity

Basic Data Meetings Enrollment Cntrl
Course ID
Academic Institution  San Diego
Term Fall 2019

Subject Area ENG

Catalog Nbr 101

003501

Enrollment Contro

1st Auto Enroll Section
2nd Auto Enroll Section
Resection to Section

Auto Enroll from Wait List
e2)

,\_1-“ Return to Search

Eeserve Cap Motes Exam

Course Offering Mbr 1

Community Coll Dist

Undergrad
English
Reading and Composition

Session 1 Regular Academic Session
Class Section 1002 Component [ecture
Associated Class 1002 Units 3.00
*Class Status | Cancelled Section v
Class Type Enrollmant
*Add Consent | Instructor Consent Required A
*Drop Consent| No Special Consent Required A

#| Cancel if Student Enrolled

4= Nextin List [=] Motify

LMS Data

Textbook GL Interface

of

[}
[}

First

ra

Find | View All

Class Nbr 14563
Event ID

0&/21/2019
Enroliment Status Closed

Requested Room Capacity 25

Last

Total

Enrollment Capacity 25

Wait List Capacity 3

Minimum Enroliment Nbr
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SAN DIEGO

Course ID 002501
Academic Institution  San Diego Community Coll Dist
Term  Fall 2019 Undergrad
Subject Area ENGL English
Catalog Nbr 101 Reading and Compasition

Course Offering Nbr 1

Class Sections

Session 1
Class Section 1002
Associated Class 1002

Regular Academic Session
Component |ecture
Units 3.00
Scheduled Hours |0.00
TBA Hours [0.00

Minimum Hours 435.00 Maximum Hours 54.00

Print Topic On Transcript Contact Hours

Instructors For Meeting Pattern

Empl
Red#

Q Primary Instructor v s 0Q

D Name *Instructor Role Print

Number of Weeks 16 Number of Days
DAH 0.00 WAH 0.00 FTES Report Term 2197
Meeting Pattern
Facility 1D Capacity Pat Mtg Start Mtg End M T
Q Q
Topic ID &}

Free Format Topic

Job Code

COMMUNITY COLLEGE
DISTRICT .
Job Aid
STEP | Instructions
Cancellation removes all data from Meetings tab.

18) Note: If the instructor taught any portion of the class, you will have to re-enter the instructor(s)
with a prorated Adjusted FTE for the assignment. See the Prorated Adjusted FTE Handout for
reference.

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

Find | View All First ‘4’ 2 of 83
Class Nbr 14563
Event ID
Total Hours 0.00 Override FTE:
Class Section FTE 0.200
FTES Prior Summer FTES Report Term Override
Error Hours
Find | View All First ‘4 1of1 '} Last
+ —
F s S *Start/End Date H[=
08192019 Eﬂ 12116/2019 Eﬂ
TBA Hours
Personalize | Find | View Al | (1 | E First ‘&' 10f1 &/ Last
AssignType  ‘eond  SECFTE  ADJFTE AsHnment
Lecture v 0.0000 0.000 [ 0.000 0.00 [+ [=]
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SAN DIEGO
COMMUNITY COLLEGE

DISTRICT Job Aid

STEP | Instructions

Example: The class section below met twice (Monday 8/19/2019 and Wednesday 8/21/2019)
19) | pefore it was cancelled. You will need to re-enter the instructor again in the Instructors For
Meeting Pattern fields, add ADJ-FTE, and adjust paid hours on Instructor Term Workload.

Note: The instructor's Assignment Type is Time Sheet Only (TSO); instructors must enter the actual
hours they taught into their time sheet (based on a 60-minute hour).

Proration of Adjusted FTE:
Class Meeting Times = 11:10am to 12:35pm (1 hour and 25 minutes or 1.42 hours)
The instructor taught 2 days: 2 x 1.42 hours = 2.84 Hours

Adjusted FTE = 0.200 FTE X (2.84 Hours = 54.00 Hours)
Adjusted FTE = 0.200 X (0.05259259)

Adjusted FTE = 0.01051852

Adjusted FTE = 0.011 (rounded)

Basic Data Meetings Enrollment Cnirl Reserve Cap Motes Exam LMS Data Textbook GL Interface
Course ID 008501 Course Offering Nbr 1
Academic Institution San Diego Community Coll Dist
Term Fall 2019 Undergrad
Subject Area ENGL English
Catalog Nbr 101 Reading and Compaosition
Class Sections Find | View All First (4 2 0f83
Session 1 Regular Academic Session Class Nbr 14563
Class Section 1002 Component Lecture Event ID
Associated Class 1002 Units 3.00
Minimum Hours 4800  Maximum Hours 54.00 Scheduled Hours [0.00 Total Hours 0.00 Override FTE:
Number of Weeks 16 Number of Days TBA Hours [0.00 Class Section FTE 0.200
DAH 0.00 WAH 0.00 FTES Report Term 2197 FTES Prior Summer FTES Report Term Override
Error Hours
Meeting Pattern Find | View Al First (4 1of1 (» Last
. . R (*+][=]
Facility ID Capacity Pat Mtg Start Mtg End M T W T F g ] Start/End Date
a, Q, 08/19/2019 5] [12116/2019 |5
Topic ID Q Free Format Topic
Print Topic On Transcript Contact Hours TBA Hours
m«hl|ﬂ__{ﬂ|hﬁl FIsl 4 10T k) La
*Instructor Role Print E::"dﬂl JobCode  Assign Type ":2?:;’" SEC.FTE  ADJFTE AS’;'EE"':_]:'“
[ o LopezManuel Primary Instructor v rd Jq as5183 Time St v 0.0000 0.200 0.011 110 [#] [=]
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STEP | Instructions
Navigate to Instructor Term Workload and adjust the Paid Hours. Click Save.

Recall the value you should enter for Paid Hours, 2.84 Hours, because:
Class Meeting Times = 11:10am to 12:35pm (1 hour and 25 minutes or 1.42 hours)
The instructor taught 2 days: 2 x 1.42 hours = 2.84 Hours

Note: Entering the Paid Hours into the Instructor Term Workload is used for reference ONLY. The
instructor is still responsible for entering the appropriate and accurate amount of actual hours taught
for each day that they taught the class section into their time sheet. If the instructor does not enter
the hours into their time sheet, they will not be paid!

Term Workload
Lopez Manuel D
Warkload Definition Find | View Al First (4) 1076 Last
- — +|[=
Academic Institution SDCCD San Diego Community Coll Dist otal Term #=]
S— FTE%
Term 2197 /@, Fall 2019 94.40
Instructor Assignment Class A1 Q Contract College Classroom
Academic Organization C-ENGLHUM Q@
Calculate Workload: o Assigned FTE % | 140.00
Limit Werkload: ) Instructor Multiplier % 100
Workload Assignment Job Code
. . iCatalog Class  Comb = Assign Weekly Assignment App  Assignment Paid
Campus * Description Subject Nhr -t Section Nbr Sects ID Type Eoe s Start Date End Date Load FTE % Y Comments
CITY Adv Poetry ENGL  247B 1001 14715 Lecture 0.0000 0.00 08/19/2019 12/18/2019 0.00) [+ =
CITY Writing Seminar - Poefry ENGL  247A 1001 14714 Lecture 0.0000 0.00 08/19/2019 12/16/2019 6.70 0.00) =
CITY Writing Seminar - Poefry ENGL ~ 247A 1001 14714 LectQverld 0.0000 0.00 08/19/2019 12/18/2019 13.30| 3591 [+ =
e o annn WL TaNE 12/142/904 oo oo £
Reading and Composition ENGL 14568 Time Sheet 0.0000 0.00 08/19/2019 12/18/2019 1.10 2.24 |Canceled; Taught &/19/19 & 8/2119

STEP | Instructions

21) | End of Job Aid.
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