SAN DIEGO
DISTRICT

COMMUNITY COLLEGE

Job Aid

UPDATING A CLASSROOM ASSIGNMENT

BUSINESS PROCESS: CLASS SECTION ASSIGNMENTS
MODULE: CURRICULUM MANAGEMENT

PREREQUISITES

Have a course created where an instructor is already assigned.

INSTRUCTIONS

This Job Aid will go over the process to update a classroom assignment for a faculty member.

STEP | Instructions

1) Click on the Compass Icon and “E' to navigate to Campus Solutions — Curriculum
Management — Schedule of Classes — Maintain Schedule of Classes

NavBar: Navigator [+ NavBar: Navigator o NavBar: Navigator o
Ciber Conversion Framework > Curriculum Management - Schedule of Classes '
Recent Places Recent Places Course Catalog > SA Integration Pack >
MIS/320 Reporting > Recent Places
Schedule of Classes >
SDCCD Custom Objects bs Class Search
Favori
My Favorites Wy Faroclies Roll Curriculum Data Forward > My Favorites
SDCCD Development s Schedule New Course
Enroliment Requirements b3
SDCCD Data Conversion 5 Maintain Schedule of Classes
N Navigator
Navigator §
Combined Sections >
SDCCD Conversion Sync 3 Schedule Class Meetings
Dynamic Dates b3
SDCCD Bridge > Adjust Class Associations
Facility and Event Information bS
Self Service > Update Sections of a Class
Class Roster >
Campus Community > Class Event Table
Attendance Roster bS
Student Recruiting 3 Print Class Schedule
Grading >
Student Admissions > Exam Code Table
Gradebook >
Records and Enroliment > Generate Exam Schedule
Instructor/Advisor Information b3
Curriculum Management > Class Notes Table
Learnina Manasemenr S:stems
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STEP | Instructions

2) Enter the Search Criteria to locate the class section you want to update.

Then click Search.

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| = ¥ SDCCD Q
Term| = 2197 Q
Subject Areal = ANTH
Catalog Mbr| begins with = |[102
Academic Career| = 5 r
Campus| begins with ¥ || CITY]| Q
Description| begins with =
Course ID| begins with = Q
Course Offering Nbr| = ]

Academic Organization| begins with =

Case Sensitive

Search Clear Basic Search [ Save Search Criteria
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STEP | Instructions
3) You will be directed to the first section for the course. Use the Find feature to locate the Class Nbr you
want to update. Enter the Class Nbr into the search box and click OK.

3 A NotSecure | dev-web2.sdced.edu:24170/psp/CSPUM/EMPLOYEE/SA/c/ESTABLISH_COURSES.CLASS_DATA.GBL

*Class Section 1001
*Component|LEC |1
*Class Type| Enroliment Section

*Associated Class| 1001

Units
*Campus CITY
“Location [ONLINE Q
Course Administrator a
*Academic Organization C-BEHAVSCI [«}

Academic Group CITY
*Holiday Schedule|CO1920 |

“Instruction Mede |72 |Cy

Primary Inetr Section 1001
Class Topic

Course Topic ID

Q

Equivalent Course Group

Course Equivalent Course Group 00133

Class Equivalent Course Group

ANTH 102/ ANTH 1

*Start/End Date |08[19/2019  |[/12/16/2019 |[=]

Lecture Event ID 000257893
3.00 Assoclated Class Attributes

City Add Fee
Web/Online

#| Schedule Print
Student Specific Permissions
Dept-Behavicral Sciences
City College Dynamic Date Cale Required
# Generate Class Mtg Attendance
Syne Attendance with Class Mtg
GL Interface Required

College Academic 2019-2020

DE-Internet-Delayed Exchange

Print Topic in Schedule

Override Equivalent Course

B3 ERP B3 PERSONAL ES MIRAMAR B mySDCCDInfo Hub @ Google @ SDCCD 3 i
dev-web2.sdccd.edu:24170 says
< My Homepage Enter search string:
i B
= — 10745
Baslc Data Mestings Enrollment Cnirl Reserve Cap Motes Exam LMS Data Textbook GL Int
Course ID 007064 Course Offering Nbr 1
Academic Institution  San Diega Community Coll Dist Cancel “
Term Fall 2019 Undergrad Y
Subject Area ANTH Anthropology =
Catalog Nbr 102 Intro to Physical Anthropology
Class Sections Tew All Firet (4 10of8 (b Last
*Session 1 Regular Academic Session Class Nbr 10743 ==

STEP | Instructions

4)

Once you are on the class section you need to update, click on the Meetings Tab.

Basic Data

Enrgliment Cnirl

Course ID 007064

Term  Fall 2019
Subject Area ANTH
Catalog Nbr 102

Class Sections

*Session 1

*Class Section 1003

Reserve Cap

Motes Exam LMS Data Textbook

Course Offering Nbr 1

Academic Institution  San Diego Community Coll Dist

Undergrad
Anthropology
Intra to Physical Anthrepology

Find | View All

GL Interface

Auto Create Component

First (4) 3of8& () Last

Regular Academic Session Class Nbr 10745
* W
S

HE=
9 |E1216/2019 |
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5) Once you are on the class section you need to update, click on the Meetings Tab. To update the Class
Meeting Pattern:
a. Click on the minus/delete button (:]) in the meeting pattern section of the Meetings Tab
b. Click the OK button to confirm the deletion of the meeting pattern row
Tip: It is a good idea to take a screenshot of your class meeting pattern(s) before you make any changes!
Basic Data Meeatings Enroliment Cntrl Reserve Cap Motes Exam LMS Data Textbook GL Interface

Course ID 007064 Course Offering Nbr 1
Academic Institution  San Diego Community Coll Dist
Term Fall 2019 Undergrad
Subject Area ANTH Anthropology
Catalog Nbr 102 Intra to Physical Anthropology
Class Sections

Session
Class Section
Assoclated Class

Regular Academic Session
1003
1003

Component Lecture
Units 3.00
Scheduled Hours |55.80

Print Topic On Transcript Contact Hours

Instructors For Meeting Pattern

Find | View All First (4 3of8 (») Last

Class Nbr 10745
EventID 000257895

Total Hours |55.80 Override FTE:

Minimum Hours 48.00 Maximum Hours 54.00
Number of Weeks 16 Number of Days 31 TBA Hours 0.0 Class Section FTE 0.200
DAH 1.80 WAH 360 FTES Report Term 2197 FTES Prior Summer FTES Report Term Override
Error Hours
Meeting Pattern Find | View Al First potedeg 1 (kg Last
Facility ID Capacity Pat Mtg Start Mtg End M T W T F S5 § *Start/End Date b J ;I -
CITYMS564 Q 40 Q [11:10AM 12:40PM + + 0812019 |[i] [1216/2019 "y
CITY-MS 564 Topic ID Q Free Format Topic

TEA Hours

First (4 10of1 (p Last

Personalize | Find | View All | (31| E3

. - Empl D Weekly ¥ r Assignment
D Mame Instructor Role Print Red# Job Code Assign Type Hours SEC-FTE ADJFTE FTE%
[l scheenbera,amie Primary Instuclor %) @ ooy 5111 Lecture % 00000 o200/ 0200 20.00 [+ [=]

Delete Confirmation

Delete current’selected rows from this page? The delete will occur when the transaction is saved.
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STEP | Instructions
6) After clicking the OK button, the Meeting Pattern and Instructors For Meeting Pattern will be removed.
Click the Save button.
Basic Data Meetings Enrollment Crtrl Reserve Cap Motes Exam LMS Data Textbook GL Interface
Course ID 007064 Course Offering Nbr 1
Academic Institution  San Diego Community Coll Dist
Term Fall 2019 Undergrad
Subject Area ANTH Anthropology
Catalog Nbr 102 Intro to Physical Anthropology
Class Sections Find | View All First (4 30of8 (» Last
Session 1 Regular Academic Session Class Nbr 10745
Class Sectlon 1003 Component Lecture Event ID 000257895
Assoclated Class 1003 Units 3.00
Minimum Hours 48.00 Maximum Hours 54.00 Scheduled Hours |55.80 Total Hours |55.80 Override FTE:
Number of Weeks 16 Number of Days 31 TBA Hours [0.00 Class Section FTE 0.200
DAH 1.80 WAH 360 FTES Report Term 21497 FTES Prior Summer FTES Report Term Override
Error Hours
Meeting Pattern Find | View Al First (4 10f1 (b Last
. H =
Facility ID Capacity Pat Mtg Start Mtg End M T WT F S S Start/End Date
Q Q 081912019 | (1211612018 |
Topic ID Q Free Format Topic
Print Topic On Transeript Contact Hours TBA Hours
Instructors For Meeting Pattern Personalize | Find | View all | (31| & First (4) 1of1 (b Last
D Mame “Instructor Role Print E:}’; Job Code Assign Type Weekly Hours SECFTE  ADJFTE A‘:E?'é‘?f"‘
Q Primary Instructor v £l L[e} Lecture 5 0.0000/ 0.000 0.000 0.00 [+] [=]
__
Room Characteristics Personalize | Find | (2| G‘ First (4) 10of1 (b Last
*Reoom Characteristic Description “Quantity
Q 1 EIREE
Academic Shift Personalize | Find | (2] | '___;" First (4) 10of1 (b Last
Academic Shift Description
Q = =
Hzave [ . Return to Search =] Notify
1 Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam | LMS Data | Textbook | GL Interface
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STEP | Instructions

7) Confirm the blank row is saved. You can see this is the top-right corner of the page. The status will go
from Saving to Saved.

< My Maintain Schedule of Classes
i - New Window | H
Basic Dot || Meetings || Enollment Coirt || Reserve Cop || Notes || Exam || LMS Data || Textbook || GLintertace
Course ID 007064 Course Offering Nbr 1
Academic Institution  San Diego Community Col Dist
Term Fall 2019 Undergrad
Subject Area ANTH Anthvopology
Catalog Nbr 102 Intro to Physical Anthropology
Class Sections Find |ViewAll  First ¢ 308 » Last
Session 1 Reguiar Academic Session Class Nbr 10745
Class Section 1003 Component Locture Event ID
Associated Class 1003 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 180 WAH 360 FTES Report Term 2197 FTES Prior Summer FTES Report Torm Override

Error Hours

Find | View All First 4 1of1 ) Last
3=
Facility ID Capacity Pat Mtg Start Mtg End M T WTF s S *Start’End Date
2 081192010 |54 [12116/2019 |G
Topic ID = Free Format Topic
Print Topic On Transcript Contact Hours TBA Hours
Instructors For Meeting Pattern Personalize | Find | View Al | (Y] | ‘:“ First 1of1 » Last
o Nams “Instructor Role Prit  EMH  jobCods AssignTyps WesklyHours SECHTE ADLFTE Atsignment
Primary Instructor (] v o Lecture § 0.0000) 0.000 0.000) 000 # =
Room Charactoristics Porsonaiza | Find [ (3| [} Fist 4 1001 0 Last
“Room Characteristic Description *Quantity
A L =
Academic Shift Personaiize | Find [ | [} Frst (4 10f1 4 Last
Academic Shift Description
3 =

I Return to Search | [ %] Notify

Meetings | Enroliment Cntri | Reserve Cap | Notes | Exam | LMS Data | Textbook | GL Interface

STEP | Instructions

8) Re-enter the corrected information as necessary in the Meeting Pattern and/or the Instructors For
Meeting Pattern section.

Class Sections Find | View All First (4 30f8 (»
Session 1 Regular Academic Session Class Nbr 10745
Class Section 1003 Component Lecture Event ID 000281246
Associated Class 1003 Units 3.00
Minimum Hours 4800  Maximum Hours 54.00 Scheduled Hours |52.70 Total Hours 52.70 Override FTE:
Number of Weeks 16 Number of Days 31 TBA Hours [0.00 Class Section FTE (.200
DAH 1.70 WAH 340 FTES Report Term 2197 FTES Prior Summer FTES Report Term Override
Meeting Pattern Find | View Al First (4 10of1 (») Last
. (=]
Facility 1D Capacity Pat Mtg Start Mtg End M T W T F 5 8§ ‘Start/End Date
CITYMS564 Q. 40 Q [11:10AM 12:35PM » O O C 08/19/2019 |[&] 1216/2019 |[H]
CITY-MS 564 Topic ID Q Free Format Topic
| Print Topic On Transcript Contact Hours TBA Hours
I
Instructors For Meeting Pattern Personalize | Find | View All | &2 | [ First (4} 10of1 (») Last
D Name *Instructor Role Print Empl  JobCode AssignType 'NOtK  gpcpre  apypre Asslanment
Q Primary Instructor 4 ola, Lecture 4 0.0000 0.000/[  0.000 0.00 [+] [=]
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9) Re-enter the instructor information on the Instructors For Meeting Pattern section of the class.
Click the Save button.
Note: Make sure the instructor’s Paid Hours have calculated appropriately if the assignment is assigned
with and Adjunct Job Code. Adjunct Job Codes begin with A5.
Basic Data Meetings Enroliment Cntrl Reserve Cap Motes Exam LMS Data Textbook GL Interface
Course ID 007064 Course Offering Nor 1
Academic Institution San Diego Community Coll Dist
Term Fall 2019 Undergrad
Subject Area ANTH Anthropology
Catalog Nbr 102 Intro to Physical Anthropology
Class Sections Find | View All First (4 30f8 (b Last
Session 1 Regular Academic Session Class Nbr 10745
Class Section 1003 Component Lecture EventID 000281246
Associated Class 1003 Units 3.00
Minimum Hours 48.00 Maximum Hours 54.00 Scheduled Hours |52.70 Total Hours |52.70 Override FTE:
Number of Weeks 16 Number of Days 31 TBA Hours 0.00 Class Section FTE 0.200
DAH 170 WAH 3.40 FTES Report Term 2197 FTES Prior Summer FTES Report Term Override
Meeting Pattern Find | View All First (40 1of1 (» Last
[+ [=]
Facility ID Capacity Pat Mtg Start Mtg End M T W T F § § *Start/End Date
CITYMS564 Q 40 G, [11:10AM 12:35PM o O O C 08/18/2019 |5 [12116/2019 |[5]
CITY-MS 584 Topic ID aQ Free Format Topic
_| Print Topic On Transcript Contact Hours TBA Hours
— —
Instructors For Meeting Pattern Personalize | Find | View All | (2 | [ First (4) 10f1 (b Last
D Name *Instructor Role Print Empl  JobCode AssignType 'NooWY  gec.FTE  ADJFTE Astignrment
[ e schoenberg Amie Primary Instructor 4 0la, AS111 Lecture % 0.0000 0200/ 0.200 2000 [# [=]
Room Characteristics Personalize | Find | (2 | E First (4) 10f1 (») Last
*Room Characteristic Description *Quantity
a 1 # | =
Academic Shift Personalize | Find | &1 | [ First (4) 1of1 (b Last
Academic Shift Description
aQ #  [=
[S+ Return to Search [=] Notify
BasjgData | Meetings | Enroliment Cnitrl | Reserve Cap | Notes | Exam | LMS Data | Textbook | GL Interface
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