Sis

STUDENT 10 CRMA TEON SYETEM

Maintain Schedule of Classes EMCC Job Aid #2

Last revised by D. Sheldon 4/23/09

Objective: Use the SIS Maintain Schedule of Classes to search for class offerings.
*Note: Employees may need to contact their college security administrator(s) for job-related access to the SIS, BOExi and R25 systems.

1.

Go to http://www.my.maricopa.edu

Select Employees tab and then click on the SIS login link found on the My.Maricopa.edu
Student Center Portal page.

w.maricopa.edu
e ——

f student center }f employees W
CFSlogin  CFS WebFin (SIS login_*SIS help HRMS login  BOEXI login ~ search catalog

Log into new SIS

User ID: Your Maricopa Enterprise ID
Password: Your MEMO Email password
Click on yellow Sign In button.

The My.Maricopa.edu basic employee home page displays. Select links to
Curriculum Management >

Schedule of Classes >

Maintain Schedule of Classes

w.maricopa.edu <
U EORS U,

Search:

Main Menu > Curriculum Management >

| [/ schedule of Classes

Maintain schedule of classes information.

t- My Favorites
> Gampus Community
- Records and Enroliment Class Search Maintain Schedule of Classes
- Curriculum Management View the schedule of classes Add, view, and update schedule of
classes dala.
- Class Search
~ Maintain Schedule of

Classes

~ Update Sections of a
Class

The Maintain Schedule of Classes/ Find an Existing Value page displays. This is where
you begin searching for classes. Enter the desired information for this example:

Academic Institution = EMC10
Term = 4092 (Spring 2009)
Subject Area = COM

Catalog Nbr =100

Menu o

Search: New Window | Help | o&,

Maintain Schedule of Classes
[ My Favorites z g g
- Campus Community Enter any information you have and click Search. Leave fields blank for a list

- Records and Enrollment of all values.
> Curriculum Management

RN
ChisSeinch Find an Existing Value

— Maintain Schedule of b —
Classes Academic Institution: = ¥ |EMC10

a
— Update Sections of a . Tl e =
Class Term: = | 4082 Q
I Enroliment Requirements  Subject Area: =~ |COM Q
I Combined Sections e
» Dynamic Dates Catalog Nbr: ‘MLHWOD
1> Facility and Event Academic Career: - « | “
Information z Z P
1> Class Roster Campus: ‘E:QL%“ )
& Instructor/Advisor Description: |begins with v ||
Information ﬁ: - -
» Set Up HRMS Course ID: M_ILn 12
v Set Up SACR Gourse Offering Nbr:| = - T Q
— Student Center HE—
[JCase Sensitive
Search J Clear I Basic Search & Save Search Criteria

Click the Search button.
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5. The Basic Data tab/page displays for the selected course and the top portion auto fills with
information fropa'the course catalog. Located at the top are different tabs/pages which are

Basic Data | |

Course ID: 123053 Course Offering Nbr: 10
Academic Estrella Mountain Comm College
Institution:
Term: Spring 2009 Credit
Subject Area: COM Communication The arrOWS
Catalog Nbr: 100 Intro to Human Communication ar‘e used to
Class Sections Find | View Al First | 10f9 B Last .
Session: DD Dynamic Dated ClassNbr: 15130 V\ navigate to
Class Section: 0001 StartEnd 012012009 05/15/2009
= each class
Component: LEC Lecture Event ID: 000384369 Sectlon rOW,
Class Type: Enrollment
Asscciated Class: 1 fOf example
Campus: EMC ENC i
sectionl,
Location: EMC MAIN Estrella Mountain Comm College Schedule Print h
Course Administrator: Student Specific Permissions then to
eade 10LIBARTS Liberal Arts section 2
Organization: '
Academic Group: LIBAR Liberal Arts Eynamicibatelcalc Required etC
Holiday Schedule: ACAD Maricopa Academic Holidays Generate Class Mtg Attendance
Instruction Mode: P In Person Sync Atendance with Class g
N R GL Interface Required
Primary Instr Section: 0001

6. The Basic Data tab/page is where you find:
1. Term (ex. Spring 2009)
2. Subject, catalog number & course title (ex. COM 100, Intro Human Comm.)

3. Class Section number :
(eX 0001) :2:;:::5: 1:30:?'3 = . » Course Offering Nbr: 10
strella Mountain Comm College
4. Class Number\ = ?
erm: Spring 2009 Credit
(eX 15130) bject Area: CE)I‘«IIg Communication
Catalog Nbr: aQ Intro to Human Communication
5' Component CIasseclions Find | View Al First 4] 1019 O Last
(eX LEC or LAB) Session: DD Dynamic Dated Class Nbr: 15130
6. Start/End Dates Class Section: 0001 z"t"‘_’E"d 01/20/2009  05/15/2009
(eX. 1/20/2009 _ 5/15/2009) z.c;":i:::‘ tfff,ume;em EventID: 000384369
7. LOC&tIOﬂ - EMC MAIN |S Associated Class: 1
P Campus: EMC EMC
defau It ThIS IS Changed for Location: EMC MAIN Estrella Mountain Comm College Schedule Print
an Off-Slte |OC&t|0n Course Administrator: Student Specific Permissions
(el 10LIBARTS Liberal Arts
Organization:
1 Academic Group: LIBAR Liberal Arts EoanicbateiCalclequied
8' I nStruc_tlon MOde\ Holiday Schedule: ACAD Maricopa Academic Holidays GegerateClass Mtg Mlendance
(ex P for n person! or > Instruction Mode: P In Person Syne Mtendance v{ith Class Wtg
HY for Hyb”d, or Primary Instr Section: 0001 SRt

IN for Internet)

9. Schedule Print (check box) — This defaults as checked so that the class will display in the schedule of classes
search. If the check box is not selected, the section will not display in the class search function accessed by students through
My.maricopa.edu Self Service. When unchecked the class will still display for staff as **Section not shown to student
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7. The Meetings tab/page is where you find:

1. Term (ex. Spring 2009)

2. Subject, catalog number & course title (ex. COM 100, Intro Human Comm.)

3. Class Section number (ex. 0001)
4. Class Number (ex. 15130)

5. Component (ex. LEC or LAB)

. ata | Meetings | Enroliment Cnfrl
6. Facility ID (room) c 1D 123053 c Offering Nb 10
ourse -3 ourse ering r
(EX MON 210) Academic Institution: Estrella Mountain Comm College
Term: Spring 2009 Credit
. Subject Area: COM Communication
7. Pat (meetlng patt n) Catalog Nbr: 100 Intro to Human Communication
(EX. TR) Class Sections Find | View Al First 4] 1019 I | ast
Session: DD Dynamic Dated ;:‘“ 15130
r
8_ Mtg Start & Mtg Class Section: 0001 Component: Lecture Event ID: 000384369
. Weeting Pattern Find | View All First 311 or1 [ Last
End (tlmes) Facility ID Capacity Pat Mtg MgEnd M T W T F S S Start/End Date
(ex 83OAM_ 945AM) MON 210 30 TR SSI::EAM 9:45AM 01/20/2009  05/15/2009
MON 210 Topic Free Format
. t r En D t 1D: Topic:
9 Sl;aZO%OOQd 5/?5?2009 Print Topic On Transeript Contact Hours  Combined Section
(eX. - ) insiruclnrs FniMeeiing Pattern Customize | Find | View All | # First 4] 1011 [F Last
Assignment ] Workl

10. Instructor Name EZ T N = o e | e e e
(eX. COVington,Bathild P Covington,Bathild Junius Prim Instr

Junius)

8. The Enrollment Control tab/page is where you find:

1. Term (ex. Spring 2009)

2. Subject, catalog number & course title (ex. COM 100, Intro Human Comm.)
3. Class Section number (ex. 0001)

4. Class Number (ex. 15130)

5. Component (ex. LEC or LAB)

Enroliment Control
Session: DD

Class Section: 0001 Compe

Class Status: Active
Class Type: Enrollment
Consent: Dept Cnsnt

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

Auto Enroll from Wait List

s | Enroliment Cntrl || Notes

Course ID: 123053

Academic Estrella Mountain Comm College
Institution:

Term: Spring 2009

Subject Area: COM

Catalog Nbr: 100

ent: Lecture

Cancel if Student Enrolled

Course Offering Nbr: 10

Credit
Communication

Intro to Huma#rCommunication

Class
Nbr:
Event ID: 00038

15130

Find | View All

4369

First ] 1019 O Last

6. Class Status

|_(ex. Active) or Cancelled,
Stop Further Enroliment,
or Tentative
7. Enrollment Status
(ex. Open) or Closed
8. Consent, the default is
No Consent
(ex. Dept Cnsnt)
9. Enrollment Capacity
(ex. 5)
10. Enrollment Total

Enroliment Status: Open
Requested Room Capacity: 5 Total
Enroliment Capacity: 5 3«
Wait List Capacity: 0

Minimum Enrollment Nbr:

Combined Section

(ex. 3)
11. Wait List Capacity &
Total (ex. 0)

Note: This is a Combined Section.
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9. The Notes tab/page is where you find:

1. Term (ex. Spring 2009)

2. Subject, catalog number & course title (ex. COM 100, Intro Human Comm.)
3. Class Section number (ex. 0001)

4. Class Number (ex. 15130)

5. Component (ex. LEC or LAB)

Course ID: 123053 Course Offering Nbr: 10
Academic Estrella Mountain Comm Caollege
Institution:
Term: Spring 2009 Credit
Subject Area: cCom Communication
Catalog Nbr: 100 Intro to Human Communication
Schedule Course Notes i First (4 1011 [ Last
Seq# Std Note Rollover
Note#: T

Class Sections Find | View All First 11 1010 O Last
Session: DD Dynamic Dated Class 45939
Nbr:
Class Section: 0001 Component: Lecture Event ID: 000384369

Class Notes Find  First 1011 [ Last

Seqi#: Std Note R e
(eX. HonorS Program\s_w; 0011 Thpe: Public, always display

6. Class Notes

Only) Honors Program Qnly

Free Format Text:

10. The LMS Data tab/page is where you find:

1. Term (ex. Spring 2009)

2. Subject, catalog number & course title (ex. COM 100, Intro Human Comm.)
3. Class Section number (ex. 0001)

4. Class Number (ex. 15130)

5. Component (ex. LEC or LAB)

[ Basic Data | Meetngs ] Enoliment Coirl | Notes [ LMS Data ] MCCCD Class Data |

Course ID: 123053 Course Offering Nbr: 10
Acadumic Estrefla Mountain Comm College
Institution:
Term: Spring 2000 Credit
Subject Area: COM ‘Communication
Catalog Nbr: 100 Intro 1o Human Comenunic ation
Class Sections ] | View Al First [ 1019 O Last
Session: DD Dynamic Dated Chss  y5y3p
Nbr:
Class Section: 0001 Compeonent Leciure Event ID: 000384369
. Learning Management System
6. Learning Management System S
B I kb d Authenticatian:
ex. ackpoar LMS Extract File Type:  Blackboard
LMS Extract Group D: EMC.2009.Spning. 15130
LMS URL: hitps_fecourses mancopa edufwebappsiogn
Last LMS Class Extract Last LMS Enrall Extract
Datetm: Datetm:
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11.

The MCCCD Class Data tab/page is where you find:

1. Term (ex. Spring 2009)

2. Subject, catalog number & course title (ex. COM 100, Intro Human Comm.)
3. Class Section number (ex. 0001)

4. Class Number (ex. 15130)

5. Component (ex. LEC or LAB)

6. Units (credits) (ex. 3.00)
7. Grading Basis (ex. GRD)
8. Combined Group ID (ex. 0037)

9. Class time of day: Day or Evening (ex. Day)
10. Honors Class (ex. box is checked gnd displays HONJ)

MZCCD Class Data

Course ID: 123053 Course Offering Nbr' 10
Academic Institution: Estrella Mountain Cgfnm College

Term: Spring 2009 Credit

Subject Area: COM Communication

Catalog Nbr: 100 Intro to Human Communickation

Class Sections Find | View Al First [1] 10r9 B Last

Dates:

Date:

ID:

Session: DD Section: 0041 Component:LEC Class Assoc. 1 Units:3.0§ Grading GRD Class  y513p
Basis: Nbr:
Career: Credit Start/End 01/20/2009-05/15/2009 ©&NSUS  \goppgg  Combined Group ggay

MCCCD Additional Da%a

Class time of Day Evening Class Rollover

day:

Honors Class HOMNJ  Combined Major

High School Dual Enrollment

Department 550-111030  Instructional - Day Reg Sem
Code:
Account Code: 110-550-111030 INSTRUCTIOMNAL
Get HR Defaults
Class Offer Site:
Short Term: M FTSE Eligibility

Course Load S _ Standard

Dynamic Dates Maintenance
Numher Of Dave: 118

Formulas:

Note: This is not a High School Dual Enrollment class because no high school name is displayed.
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12. Combined Class Sections
Combined classes allow the linking of identical class sections that will be held in the same facility (room), at the
same time, with the same instructor. Students are only able to register for one of the sections when the classes are
combined.
Combined Class Sections can be viewed from the Maintain Schedule of Classes MCCCD
Class Data tab/page. First click on the Combined Group ID link:
First (] 1079 I Last
GrRD Class 15130
Nbr:
Combined Group ggaz
ID:
s
13. The Identify Combined Sections component will display. This is where you find:
1. Enrollment Capacity limit total for all sections (ex. 25)
2. Total students enrolled (ex. 27)
3. Combined Sections Class Nbrs (ex. 15130 & 15156
4. Status (ex. both Closed)
5. Enrl Cap for each section (ex. 5 & 20)
6. Enrl Tot for each sectin (ex. 3 & 24)
Identify Combined Sections
Academic Institution: EMC10  Estrella Mountain Comm College Permanent Combination
Term: 4092 Spring 2009 Skip Mtg Pattern & Instr Edit
Session: DD Dynamic Dated Warn_ing: Mtg F'att_ern &
Instr mfur_mgtlcm will not be
Combined Sections ID: 0037 COM100 (m0003+hon0001) z';:{?oiw”h'”themmb‘”e"
Combination Type: Within Subject
Combined Capacities
Total
Requested Room 25 Enroliment Capacity: 25 21
Capacity: Wait List Capacity: 0
Customize | Find | View All | 2 First 4] 1.2 072 [F] | ast
[ Combined Sections I Class Description _
Class Nbr (Subecl Catalog Nbr |Section| Status Jeniali Rol}m Enrl Cap| Enrl Tot| Wait Cap| Wait Tot
15130 COM 100 0001 Closed 0 LIBAR
15156 COM 100 0003 Closed 0 20 24 0 0 LIBAR
14. To return to the Maintain Schedule of Classes MCCCD Class Data tab/page first choose the
Class Description tab. Then click the Class Info link.
Customize | Find | View All | ## irs 1-20f2 [¥ Last
[ Combined Sections | Class Description
Class Nbr ’7 Subject |Catalog Nbr Section |Description e
15130 COM 100 0001 Intro to Human Communication -
15156 COM 100 0003  Intro to Hurman Communication o=
15. Maintain Schedule of Classes component was used to display class details.

End of Procedure.
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