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Step Action

1.
Click the Curriculum Management link.

[ Curriculum Management|
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Step Action

2.
Click the Schedule of Classes link.

Click the Maintain Schedule of Classes link.

[Maintain Schedule of Classes|
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Step

Action

4,

Click in the Academic Institution field.

Enter the desired information into the Academic Institution field. Enter "uwlac".

Click in the Term field.

Enter the desired information into the Term field. Enter "2101",

Click in the Subject Area field.

Enter the desired information into the Subject Area field. Enter "pol".

10.

Click in the Catalog Nbr field.

11.

Enter the desired information into the Catalog Nbr field. Enter "361".




Step

Action

12.

Click the Search button.

General information about each class
will rollover from year to year similar to
CAS. Most fields are polpulated by the
course master record.

Please note the Associated Class
number for Section 301 is '1'.
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Step

Action

Click the Meetings tab.
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Step Action

15.

Click the Enrollment Cntrl tab.

Enroliment Cntrl




/2 Maintain Schedule of Classes - Windows Internet Explorer

U5 & @ Maintsin Schedule of Classss

v £ W
LA CROSSE

Search:

=lElx]
@_-: ) =[] httpsifescrns nlan dufpspescrEMPLOYEE JHRMS/c[ESTABLISH_COLRSES, CLAsS_DATa, GBLIPORTALPaRam_PTCh x| & |44 X | [Live Search P~

Iew Window | Help | C

3 - B - = - [ Page - (i Tooks v 7

Add to Favorites

Sign out

Page | &

[ PeopleTools

— Change My Password
— My Personalizations
|- My System Profile

1st Auto Enroll Section: I

—

2nd Auto Enroll Section:

Resection to Section:

™ Auto Enroll from Wait List

& save | E\Return to SEﬂrChl [=] Notify |

Wait List Capacity:

Minimum Enroliment Nbr:

I™ Cancel if Student Enrolled

Basic Data | Meetings | Enroliment Cnirl | Reserve Cap | Notes

> My Favorites [ BasicData ) Meetings | EnrolimentCntri {_ReseneCap | Motes
[ Curriculum Management
I Course Catalog Course ID: 005062 Course Offering Nbr: 1
= Schedule of Classes Academic Institution: UW-La Crosse
Term: Summer 2009 Undergrad
Subject Area: FOL Folitical Science
Schedulle Class Catalog Nbr: 261 Resrch Mth Pol-Git
eetings Enrollment Control
— Adjust Class
Associations Session: 4W3 Third Session - Four Weeks ~ Class Nbr: - 2001
76:13‘955‘& Class Section: 301 Component  Lecture Event ID:
ass
— Print Class Schedule “Class Status: [Active =] Class
[> Facility and Event
Information Class Type: Enroliment Enroliment Status: Open
I InstructoriAdvisar
Information *Add Consent: Mo Consent j' Requested Room Capacity: 20 Total
[> Set Up SACR lﬁ
» Reporting Tools *Drop Consent: Mo Consent =|  Enroliment Capacity: 20 ¢

o
—

Dane

Hisart| | 3 & @ |[&maintain schedule of .. | & hitps: fescrv. sl ot ..

=]

[ [ [@ neerner

[#100% -

=l B0 % a18PM

Step Action

16.
Click the Notes tab.

17.

Standard class notes have been created. They will be assigned by staff in Records
and Registration. Free format notes may also be added in special situations.
Please contact Nancy Jones.
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Step Action

Click the Adjust Class Associations link.

Adjust Class
Associations
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Step Action

19. Information will be carried forward when going directly from Maintain Schedule

of Classes to Adjust Class Associaitons.

Click the Search button.

20. The Class Associations page contains the credits for the class.

Please note the Associated Class Number is '1'. Neither the section number nor
the class number appear. The keys to identifying the correct associated class are
the Term, Subject Area, Catalog Number, Session and Associated Class Number.

Multiple sections of the same course will have different Associated Class
numbers. Only the Primary, Graded sections will appear in the Adjust Class
Associations Table. In most cases that is the Lecture component.
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Step Action

21.

Click the Class Components tab.

Class Components

22.

The Writing Emphasis Designation will be entered on the Class Components page
by the Records and Registration Office. This page also indicates the grading
format used for the class.

If the course allows the option of being a pass/fail or graded, please contact Nancy
Jones if it needs to be changed.




{2 Adjust Class Associations - Windows Internet Explorer

=S|
@_\:\/ - |g‘ https: fescrn uwilas. edufpsp escrw/EMPLOVEE HRMS ¢ /ESTABLISH_COLRSES. CLASS_ASSOC.GBLIFolderPath=ORTAL™ || & |42/ X ILwe Search £
TF A @ adust Clsss Assoristins 3 - B - = - [ Page - (i Tooks + 7
Add to Favorites Sign out
Search: Mew Window | Helo | € Page | 15
£ i Llass Requisiles
> My Favorites Class Associations Class Components Class Requisites \
[ Curriculum Management
I Course Catalog Course ID: 005062 Course Offering Nbr: 1
= Schedule of Classes Academic Institution:  UW-La Crosse
—Megrch Term: Summer 2009 Undergrad
Clastsaég Schedule of Subject Area: POL Folitical Science
— Schedule Class Catalog Nbr: 361 Resrch hth Pol-Gvt
Session: 4wz Third Session - Four Weeks
Class Association Components First 4] 4 or4 [ Last
Associated Class: 1
— Print Class Schedule Grading Basis: GRD Graded
[> Facility and Event
Information Graded Component: Lecture Grade Roster Print: Component
I InstructoriAdvisor
Information Requirement Designation: WE Writ Emph Primary Component: LEC
[ Set Up SACR Customize | Find | View All First ] 1 o4 [ Last
[ Reporting Tools Course
> PeopleTools e a— Contact Optional Einal Exam Auto Create
— Change My Password Component
- My Personalizations Lecture 42.000 |l Yes 3
|- My System Profile
) save || & Returnto Searchl Notify |
Class Associations | Class Components | Class Reguisites
awascript: submitACHon_winOfdocument. wind, #ICPanel2'); [T [ [@mterret [H 0% -
Histart| | (@ @ @ |[@ adjust Class Associati... € httpsifcscrv.umlaz.edu... =l 3D % a0rm

Step

Action

23.

Click the Class Requisites tab.

Class Re

ES

24.

basis.

If the prerequisites for a section of a topics course or an umbrella course differ
from those of the course, the prequisites can be altered on an individual section

25.

End of Procedure.
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