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1. Review Reports and Class Data:  
 

 

1.1 Review Classes in uoCampus  

After the rollover is done by the Registrar’s Office, review the classes available in the schedule for each term. 

1.1.1 Navigate to: Main Menu > Curriculum 
Management > Schedule of Classes > 
Maintain Schedule of Classes 
 
1.1.2 Search for the courses.  
The search options that are required:  
 

• Academic Institution: UOTTA or 
SPAUL. 

• Term: Enter the term code. (e.g.: Fall 
Term 2016=2169)  
Suggested Search Options: 

• Subject Area: Enter the 3 character 
code for the subject. (e.g.: HIS-History)  

• Catalog Nbr: Enter the 4 or 5 digit code 
for the course. (e.g.: HIS 1111) 

 
 
 
  

• Academic Career: Enter the career for which courses are to be scheduled. (e.g.: Graduate, 
Undergraduate, Education, etc.) 

1.1.3 Click on Search. 

1.1.4 Review the displayed courses. 
1.1.5 Click on each course to see the 
class schedule details.  
 

 

  

Overview  
Description: 
 

Review the rollover information in uoCampus 

Performed by: 
 

Academic Staff  

 

 1.1.2 

1.1.5 

 
1.1.3 

1.1.4 
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1.2 Review the Information on the Basic Data Tab  
 
Under the Basic Data 
tab, the following 
sections can be found. 
 
1.2.1 Course Information 
 
1.2.2 Class Sections 
 
1.2.3 Class Topic (if 
applicable) 
 
1.2.4 Equivalent Course 
Group 
 
1.2.5 Class Attributes 
 
 
 
 
 
 
 
 
 

 
 
 
  

1.2.1 Review the Course Information. 
 

Note: This information is 
available at the top of the page 
under all tabs.  

 

 

• Course ID: Unique internal number used to identify the course within the Course Catalog. 
• Academic Institution: University of Ottawa or Saint Paul University. 
• Term: The term in which the class is being scheduled. 
• Subject Area: The subject area of the course offering. 
• Catalog Number: The 4 or 5 digit number, part of the course offering. 

1.2.1 

1.2.2 

1.2.3 

1.2.4 

1.2.5 
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1.2.2 Review the Class 
Section(s). 
• Session: The 

session in which the 
course must be 
scheduled. The 
default is FS - Full 
Session.  

• Class Number: 
Unique identifier for 
each section, each 
component, within 
each term.  

 

 

• Class Section: Alphanumeric identifier based on the term and class component. e.g. for the fall term: 
o Primary Graded Component - A00   
o Secondary Component - LAB: A01, DGD: A02 
o Shared Class Component - LAB: LB01, DGD : DG01  
 
See Appendix for more information (1.2.2A Class Sections).  

• Start/End Date: The start date and end date for the session. If Full Session is selected these are the 
dates for the term (e.g. Fall Term: September 1 – December 31). 
 

• Course Component: The course component indicates the parts of the course offering, e.g. LEC-
Lecture, LAB-Laboratory, and SEM-Seminar. 

 
See Appendix for more information (1.2.2B Course Components).  
 

• Class Type:  This indicates the primary component at enrollment.  
o For the Primary Component: Enrollment. (e.g.: Lecture-LEC, Seminar-SEM). 
o For the Secondary and Shared Components: Non-Enrollment. (e.g.: Discussion groups-DGD, 

Laboratories-LAB). 
 
Note: Students will be required to enroll in the Secondary or Shared Component, but it indicates that it 
is a secondary component for enrollment. 
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• Associated Class: 
Used to associate 
secondary components 
to a primary 
component. 
o Associated class 

number 
increments by ‘1’ 
for each primary 
class section 
(LEC). (e.g.: 
A00=1, B00=2, 
C00=3)  

 

 

o All subsequent secondary components (LAB) must have the same associated class number as its 
respective primary component. 

For example,  
- A01, A02, A03 = ‘1’  
- B01, B02, B03 = ‘2’ 
- C01, C02, C03 = ‘3’ 

o If multiple primary components (e.g. LECs) have a shared component (e.g. DGD), set LECs as 
above and set all DGDs to ‘9999.’ 

 
• Campus: There are four options: UOTTA on campus, UOTTA off campus, SPAUL on campus, SPAUL 

off campus. 
 

• Location: Where the class is located. e.g. uOttawa Campus, Algonquin College Woodroffe Campus. 
 

• Course Administrator: Reserved for future use. This is left blank.  
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•  Academic Organization: The 
Department from the Academic 
Organization tree. (e.g.: History-HISAUA, 
English-ENGAUA, and Common Law-
CMLLUA)  
 
Note: To locate the Academic 
Organization, click on the magnifying 
glass and filter using the search options.  

 

 

 
• Academic Group: Represents the faculties, this is an auto 

generated field. 
 
See Appendix for more information (1.2.2C Academic 
Groups).  
 

• Holiday Schedule: This is the holiday schedule followed during 
the term. The following calendars are being used: 
o GEN (General Acad & Stat Holidays): Used for the majority 

of classes. 
o FERIE (Canada Statutory Holidays): Used by MBA/MHA 

(GRAD Career), CML (LAW Career), EDU, MED and 
PHT/ORA (GRAD Career).  

o DCA (DCA_SPAUL Academic Holiday): Used by Saint-
Paul. 

 

 

• Instruction Mode: The method of instruction for the class. Available options:  
o P: (In Person) A class that is offered entirely in person. 
o IN: (Internet) A class that is offered to students entirely via the Internet (online). 
o HY: (Hybrid) A class that is offered both online and in-person (thus blended/hybrid learning). 
o AU: (Audio Conference) A technology that allows teaching staff to transmit audio/audiovisual 

content in real time (or with a slight delay) in a continuous stream over the Internet. 
o VD: (Videoconference) An online interaction between two or more PCs in real time via the use of 

video technology, allowing teaching staff and remote students the ability to discuss course 
material in real time, as though they were together in the same classroom. 

 
• Primary Instr Section: This is the primary component class section. It is used to track the instructor 

location. 
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• Schedule Print:  This is selected to display the course 
offering in the schedule of classes. If unchecked, the course 
can’t be scheduled or seen by students. 

• Student Specific Permissions: Should be checked. This 
field is to make sure that permissions are specific to a 
particular student. This will be used as part of a future 
functionality for enrollment.  

• Dynamic Date Calc Required: This field is set by the 
system (read-only).  

• Generate Class Mtg Attendance: Should be selected to 
allow for future functionality. 

• Sync Attendance with Class Mtg: This field is set by the 
system, related to a future functionality (read-only). 

• GL Interface Required: Future functionality, not currently 
used. Leave unselected. 

 

1.2.3 Class Topics: If the course has 
topics assigned to it in the catalog, 
they can be added and changed here.  

 

e.g.: ENG3164 
 

• To view the course topics available, click on the magnifying 
glass beside Course Topic ID. 

• Print Topic in Schedule: When checked, the course topic is 
printed to the course catalog and will be viewable by students. 

 
Note: Special topics were formerly referred to as sub-titles. 
Topics must be defined in the Course Catalog in order to be 
assigned to a class section during the scheduling process. 
Wherever a course topic exists in the Course Catalog, a topic 
must be defined for all sections of that course in order to 
complete the scheduling process. 

 

 

1.2.4 Equivalent Course Group: 
The equivalency rules are 
displayed here.  
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1.2.5 Class Attributes: View the class 
attributes, modify them and add new 
ones as required.   
 

See Appendix 1.2.5 Class 
Attributes for more information. 
 

 

1.3 Review the Information under the Meetings Tab  
 
The sections that are 
used under the 
Meetings tab are: 
 
1.3.1 Class Sections 
 
1.3.2 Meeting Pattern 
 
1.3.3 Instructors for 
Meeting Pattern 
 
 
 
 
 
 
 
 
 

 
 
 
  

1.3.1 Class Sections 
The Class Sections indicate the 
information seen under the Basic Data 
tab and indicates the section that you 
are viewing.  
To view different sections offered, use 
the arrows to navigate through them. 

 

  

1.3.1 

1.3.2 

1.3.3 
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1.3.2 Meeting Pattern 
 

• Facility ID: Generated 
by InfoSilem. 

 
 

 

• Pattern (Pat) Meeting patterns are configured 
according to the approved Timetable grid, 
enforced by the SEM.  
 
See Appendix 1.3.2 Meeting Patterns for more 
information.  

• Mtg Start (meeting start): Time the class 
begins. 

 
• Mtg End (meeting end): Time the class ends. 
 
• M (Monday), T (Tuesday), W (Wednesday), T 

(Thursday), F (Friday), S (Saturday), and S 
(Sunday): The day of the week is automatically 
selected based on the meeting pattern 
selected.  

 
• Start/End Date: These dates are the same 

start and end dates that were configured on the 
Schedule of Classes, Basic Data tab.  

 
• Topic ID: if required, a topic can be selected 

here. 
 

• Free Format Topic: Use for special and 
individual topics by faculty administrators, to be 
printed on the transcript at the class level, as 
needed.  
 
Remember: Topic IDs are created/configured 
for courses in the Course Catalog. Any topics 
entered manually at the class level cannot be 
repeated for credit. 

 

• Print Topic On Transcript: Enable for special and/or individual topic sub-titles to be displayed on the 
transcript.  
 

• Course Contact Hours: Information that is copied from the Course Catalog regarding total course 
hours. 
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1.3.3 Instructors for 
Meeting Pattern 
 
• ID: The Instructor ID 

of the person 
teaching the class. 

 

 

• Name: The name of the instructor teaching the class. 
• Instructor Role: There are three different Instructor Roles:  

o Primary Instructor 
o Secondary Instructor 
o TA (Teaching Assistant) 

• Print: Selected, this publishes the name of the instructor in the course schedule. 
• Access: Instructors will be set to Grade, for all instructor roles.  
• Contact: This is the number of Instructor’s teaching hours, e.g. 12 lectures X 3 hours = 36 contact 

hours. 
• Empl Rcd#: Future functionality, not currently being used. 

1.3.4 Workload Tab 
 

• Assign Type 
(assignment type): The 
type of instructor 
assignment: 

 

o Included - Full Time Instructor 
o Not included - Part Time Instructor 

• App Load (apply load): Indicates whether the assignment counts toward an instructor’s total term full 
time equivalent (FTE) percentage. Selected automatically based on the assignment type. 

• Load Factor: Indicates the percentage of work that is distributed across multiple instructors. (e.g.: 
instructor A is assigned to teach 30 percent of the lecture component, and instructor B is assigned to 
teach 70 percent of the same lecture component.) The total load factor for one course component 
should equal 100 percent.  

• Work Load: Indicates the number of teaching hours based on the units of the course. 
• Auto Calc (automatic calculation) When selected, the system will recalculate the workload value 

each time a user manually updates assignment type or load factor. 
• Assignment FTE% (assignment full time equivalency percentage): This value represents the 

particular assignment's weight based on the 100 percent weekly workload hours. (e.g.: if the 
assignment type “lecture” has 100% Weekly Workload Hours set to 15, and an instructor is assigned to 
teach a 3 hour lecture component with an assignment type of Lecture, the assignment FTE % is 20 - 
because 3 hours out of a total of 15 is 20%.)  
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1.4 Review the Information on the Enrollment Control Tab  
 
1.4.1 Under the Enrollment 
Cntrl (Control) tab, see the 
information regarding 
enrollment and room 
capacity: 
 
 

 
 
 
 

• Class Status: Determines the 
status of the class: 
o Active: Available in the 

schedule of classes 
o Cancelled Section: Cancelled 

class, will not be available to 
search in the schedule of 
classes. 

o Stop Further Enrollment: 
Stops enrollment and will not 
be available to search in the 
schedule of classes. 

o Tentative Section: Not 
available to be searched in the 
schedule of classes. 
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• Add Consent and Drop Consent : 

o No Consent: Student does not 
require additional consent to enroll to 
the class via self-serve.  

o Dept Consent: Student must enroll or 
drop this class directly with their 
academic unit (department or faculty); 
online enrollment  via self-serve is not 
available.  

 
 

o Inst Consent: Student can only enroll or drop this class with the instructor’s consent; online 
enrollment via self-serve is not available. 

• 1st Auto Enroll Section and 2nd Auto Enroll Section: Used for auto enrolling students to secondary, or 
non-enrollment components of a class (DGD, LAB…). (e.g. student enrolls in LEC A and is auto-enrolled in 
LAB A01 and DGD A02.) 

• Resection to Section: Used by Civil Law, for Block enrollment. Enter an alternate class section to enable 
auto-enrollment if the class section requested is full. Set to blank by default for other faculties.  

• Auto Enroll from Wait List: When enabled, this will allow the students on the waitlist to be enrolled from 
the waitlist if space becomes available in the class, respecting reserve capacity. 

• Cancel if Student Enrolled: When checked, the class can be cancelled if students are enrolled to it. The 
students will be informed and automatically removed from the class. 

1.4.2 Registration Capacity 
• Requested Room Capacity: The number of 

seats needed for a particular class activity. 
• Enrollment Capacity: The number of seats 

available for a particular class activity (same as 
the Requested Room Capacity).   

• Wait List Capacity: Is set to 1000 for every 
class.  

• Minimum Enrollment Nbr (minimum 
enrollment number): The minimum number of 
students for the class. 
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1.5 View the Information on the Reserve Cap Tab  
 
1.5.1 The Reserve Cap. (Reserve 
Capacity) tab shows the information 
on the spaces reserved for certain 
groups for enrollment.   

 
See the User Guide for SR-
1210-HD and SR-1215-HD for 
more information on Reserve 
Capacity. 

 

 
 
 

1.6 Review the Information on the Notes Tab  
1.6.1 The Notes tab shows 
any notes for the class. 
These are visible to 
students and staff in the 
course schedule. 
 
• Sequence Number: 

Auto generated when 
entering a note. 
 

• Print Location: For 
the note to be 
displayed after the 
course information, 
After is selected. 

 

 
 
 
 

• Note Nbr: The number of the pre-configured notes (searchable with the magnifying glass).  
 

• Free Format Text: The full class notes can be entered in this field, using proper grammar, spelling, and 
vocabulary. This will appear in the course search for students, and the web timetable. 
 

• Even if Class Not in Schedule: Not currently in use.  
 

• Copy Note: Used to copy the pre-configured note.  
 

• Clear Note: Used to erase the note in the Free Format Text. 

End of Transaction 
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2. Enter/Modify the Schedule:  
 

 

2.1 Delete Classes 
 
2.1.1 Navigate to Main Menu > 
Curriculum Management > Schedule 
of Classes > Maintain Schedule of 
Classes 
 
2.1.2 Search for the course using the 
available search options. 
 
Search options that are required:  
 

• Academic Institution: UOTTA 
or SPAUL. 

• Term: Enter the term code (e.g.: 
Fall Term 2016=2169). 

2.1.3 Click on Search 

 

 
2.1.4 Click on the course to 
see the classes. 

 

Overview  
Description: 
 

Entering new classes for courses that were not scheduled, modifying the 
classes from the rollover and removing classes that will not be offered. 
 

Performed by: 
 

Academic Staff  

 2.1.4
 

 2.1.2 

 
2.1.3 
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2.1.5 Verify the number of 
classes (sections) that are 
scheduled.  
 
At the top right of the Class 
Sections information, the number 
of sections that have been 
scheduled can be seen. 
 
2.1.6 Remove the classes or 
sections by clicking on the “-“ 
button. 
 
2.1.7 Click OK in the confirmation 
pop-up. 
 
2.1.8 Click on Save.  

 

2.2 Schedule New Courses  
 
2.2.1 Navigate to Main Menu > 
Curriculum Management > Schedule of 
Classes > Schedule New Course 
 
2.2.2 Search for the course using the 
available search options. 
 
Search options that are required:  
 

• Academic Institution: UOTTA or 
SPAUL. 

• Term: Enter the term code (e.g.: Fall 
Term 2016=2169). 

2.2.3 Click on Search. 

 

 2.1.5 

 2.1.8 

 2.1.6 

2.1.7  

 2.2.2 

 
2.2.3 
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2.2.4 Click on the 
course to add a class 
for the term. 

 

2.2.5 Complete the 
Basic Data information: 
 
• Class Section: 

Enter the Class 
Section for the 
class component. 
 
See Appendix 
1.2.2A Class 
Sections for more 
information. 
 

• Component: 
Select the primary 
(graded) 
component for the 
course. (e.g.: 
Lecture-LEC). 
 
See Appendix 
1.2.2B Course 
Components for 
more information.  

 
Confirm and modify the 
information under this 
tab as required. 
 

 

 
For details on the information that can be modified, see Section 1.1. 
 

 2.2.2 
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2.2.6 Enter the Meeting 
Pattern. 
 
• Pattern (Pat): Select 

the meeting patterns 
for the course, 
according to the 
approved Timetable 
grid, enforced by the 
SEM.  

 
See Appendix 1.3.2 
Meeting Patterns for 
more information. 
 

• Mtg Start: Enter the 
start time for the class 
according to the 
pattern selected. (i.e,: 
for pattern A01A enter 
8:30) 
 

• Mtg End: Confirm the 
time that is generated. 

 

 

• Day (MTWTFSS): Confirm the day that is selected by the pattern. 
 

• Start/End: Confirm that the dates reflect the information under the Basic Data tab.  
 

• Topic ID: Enter a Topic ID (if required). 
 

• Free Format Topic: Use for special and individual topics by faculty administrators, to be printed on the 
transcript at the class level, as needed.  

 
Remember: Topic IDs are created/configured for courses in the Course Catalog. Any topics entered 
manually at the class level cannot be repeated for credit. 

 
• Print Topic On Transcript: Enable for special and/or individual topic sub-titles to be displayed on the 

transcript.  
 

• Course Contact Hours: Information that is copied from the Course Catalog regarding total course 
hours. 
Note: Add a new line by clicking on the “+” for every different meeting pattern that needs to be added 
for the class, e.g.: The course meets twice a week, at different times (Monday 8:30 -10:00/ Thursday 
10:00-11:30). 
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Note: Other meeting patterns can be entered here as well, (e.g.: The class meets every day for the 
first week, and then only Wednesday’s for the rest of the term) by adding a new line and entering the 
information. As long as the meetings are within the session start and end dates on the Basic Data tab. 

 
2.2.7 Enter the Enrollment 
Control information: 
 
• Class Status: Select the 

status for the class: 
 

o Active: Available in 
the schedule of 
classes 

o Cancelled Section: 
Cancelled class, will 
not be available to 
search in the 
schedule of classes. 

 

 
o Tentative Section: Not available to be searched in the schedule of classes.  

 
o Stop Further Enrollment: Stops enrollment and will not be available to search in the schedule of 

classes. 
 

• Add Consent and Drop Consent : Confirm the settings for adding and dropping the course. 
o No Consent: Student doesn’t require additional consent to enroll to the class via self-serve. 
o Dept Consent: Student must enroll or drop this class directly with their academic unit (department 

or faculty); online enrollment via self-serve is not available.  
o Inst Consent: Student can only enroll or drop this class with the instructor’s consent; online 

enrollment via self-serve is not available. 
• 1st Auto Enroll Section and 2nd Auto Enroll Section: Enter the information to auto enroll students to 

secondary, or non-enrollment components of a class (DGD, LAB…) as required. e.g. Student enrolls in  

• Resection to Section:  Leave this section blank. Unless required, e.g. this is used by Civil Law, for Block 
enrollment. Enter an alternate class section to enable auto-enrollment if the class section in question is 
full. LEC A and is auto-enrolled in LAB A01 and DGD A02.  

• Auto Enroll from Wait List: Confirm that this is selected to allow the students on the waitlist to be 
enrolled if space becomes available in the course if space becomes available in the class, respecting 
reserve capacity. 

• Cancel if Student Enrolled: When this field is check enabled, the course can be cancelled even if 
students are enrolled to it. The students will be informed and automatically removed from the class. 
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Registration Capacity: 
 

Note: Information entered 
here will have an impact on 
room scheduling in InfoSilem. 

 
• Requested Room Capacity: 

Enter the number of seats 
needed for the class section.  

• Enrollment Capacity: Enter 
the number of seats available 
for a particular class activity 
(same as the Requested Room 
Capacity).  

 

• Wait List Capacity: Set the Waitlist Capacity to 1000.  
• Minimum Enrollment Nbr (minimum enrollment number): Enter the minimum number of students for 

the class. 

2.2.8 Enter any notes for the class 
section (as required). 
• Sequence Number: Auto 

generated when entering a 
note. 
 

• Print Location: Select After.  
 

• Note Nbr: Select the number 
for the pre-configured notes 
using the magnifying glass (if 
applicable). 

 
• Free Format Text: Enter a 

note, using proper grammar, 
spelling, and vocabulary (if 
applicable). 

 

 

2.2.9 Click Save. 
 

 

Note: For Multi-term courses, repeat the steps 2.2.1 -2.2.9 for the second part of the course. 
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2.3 Modify Classes  
 
2.3.1 Navigate to Main Menu > Curriculum 
Management > Schedule of Classes > Maintain 
Schedule of Classes 
 
2.3.2 Search for the course using the available 
search options. 
 
Search options that are required:  
 

• Academic Institution: UOTTA or SPAUL. 
• Term: Enter the term code e.g.: Fall Term 

2016=2169.  
2.3.3 Click on Search. 

 

 
2.3.4 Click on the 
course to see the 
classes that have been 
rolled over. 

 

 
2.3.5 Modify the 
information for the 
classes (as required) 
under the appropriate 
tabs. 

 
For details on the 
information that 
can be modified, 
see Section 1.1-
1.7 

 

2.3.6 Click on Save to register the changes.  

  

 2.3.4 

 2.3.5 

 2.3.2 

 

2.3.3 
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2.4 Add Sections to Classes  
 
2.4.1  Navigate to Main Menu > 
Curriculum Management > 
Schedule of Classes > Maintain 
Schedule of Classes 
 
2.4.2 Search for the course using the 
available search options. 
 
Search options that are required:  
 

• Academic Institution: UOTTA 
or SPAUL. 

• Term: Enter the term code e.g.: 
Fall Term 2016=2169. 

2.4.3 Click on Search. 

 

 
2.4.4 Click on the 
course to see the 
classes. 

 

2.4.5 Click on the “+” button.  
 

Note: The class that is 
being added will be 
entered directly after 
the one that was 
active/loaded. To add 
one in sequence, 
navigate to the last 
record (e.g. 2 of 2). 

 

 

 2.4.4 

 

 2.4.2 

 
2.4.3 
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2.4.6 Complete the Basic 
Data information: 
 
• Class Section: Enter 

the class section code. 
(e.g. for the Fall Term, 
the third class for the 
primary section (LEC) 
would be C00.  

 
See Appendix 1.2.2A 
Class Sections for 
more information. 
 

• Component: Enter the 
component  (e.g. LEC-
Lecture, LAB-
Laboratory, and SEM-
Seminar) 

 
See Appendix 1.2.2B 
Course Components 
for more information.  

 
Confirm and modify the 
information under this tab as 
required. 
 

For details on the 
information that can be 
modified, see Section 
1.1. 
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2.4.7 Enter the Meeting 
Pattern. 
 
• Pattern (Pat): Select 

the meeting pattern for 
the class, according to 
the approved timetable 
grid, enforced by the 
SEM.  

 
See Appendix 1.3.2 
Meeting Patterns for 
more information. 
 

• Mtg Start: Enter the 
start time for the class, 
according to the 
pattern selected. (e.g. 
for pattern A01A enter 
8:30) 
 

• Mtg End: Confirm the 
time that is generated. 

 

• Day (MTWTFSS): Confirm the day that is selected by the pattern.Start/End: Confirm that the dates 
reflect the information under the Basic Data tab.  

• Topic ID: Enter a Topic ID (if required).  
• Free Format Topic: Use for special and individual topics, to be printed on the transcript at the class 

level, as needed.  
Remember: Topic IDs are created/configured for courses in the Course Catalog. Any topics entered 
manually at the class level cannot be repeated for credit. 

• Print Topic On Transcript: Enable for special and/or individual topic sub-titles to be displayed on the 
transcript.  

• Course Contact Hours: Information that is copied from the Course Catalog regarding total course 
hours.  
Note: Add a new line by clicking on the “+” for every different meeting pattern that needs to be added 
for the class, e.g. The course meets twice a week, at different times (Monday 8:30 -10:00 and 
Thursday 10:00-11:30). 
Note: Other meeting patterns can be entered here as well, (e.g. The class meets every day for the first 
week, and then only Wednesday’s for the rest of the term) by adding a new line and entering the 
information. This can be done as long as the meetings are within the session start and end dates on 
the Basic Data tab. 
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2.4.8 Enter the Enrollment 
Control information. 
 
• Class Status: Select 

the status for the class: 
 

o Active: Available in 
the schedule of 
classes 

o Cancelled Section: 
Cancelled class, will 
not be available to 
search in the schedule 
of classes. 

 

 

 
o Tentative Section: Not available to search in the schedule of classes.  

 
o Stop Further Enrollment: Stops enrollment and will not be available to search in the schedule of 

classes. 
 

• Add Consent and Drop Consent: Confirm the settings for adding and dropping the course. 
o No Consent: Student doesn’t require additional consent to enroll to the class via self-serve. 
o Dept Consent: Student must enroll or drop this class directly with their department; online 

enrollment  via self-serve is not available.  
o Inst Consent: Student can only enroll or drop this class with the instructor’s consent; online 

enrollment  via self-serve is not available.  
• 1st Auto Enroll Section and 2nd Auto Enroll Section: Enter the information to auto enroll students to 

secondary, or non-enrollment components of a class (DGD, LAB…) as required. e.g.: Student enrolls in 
LEC A)), is auto-enrolled in LAB A01 and DGD A02. 

• Resection to Section:  Leave this section blank. Unless required e.g.:  this is used by Civil Law, for 
Block enrollment: Enter an alternate class section to enable auto-enrollment if the class section in 
question is full.  

• Auto Enroll from Wait List: Confirm that this is selected to allow the students on the waitlist to be 
enrolled if space becomes available in the course respecting reserve capacity. 

• Cancel if Student Enrolled: When check enabled this field the course can be cancelled if students are 
enrolled to it. The students will be informed and automatically removed from the course. 
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Registration Capacity: 
 

Note: Information entered 
here will have an impact on 
room scheduling in InfoSilem. 

 
• Requested Room Capacity: 

Enter the number of seats 
needed for the class section.  

• Enrollment Capacity: Enter 
the number of seats available 
for a particular class activity 
(same as the Requested Room 
Capacity).  

 

• Wait List Capacity: Set the Waitlist Capacity to 1000.  
• Minimum Enrollment Nbr (minimum enrollment number): Enter the minimum number of students for 

the class. 

 
2.4.9 Enter any notes for the class 
section (as required). 
• Sequence Number: Auto 

generated when entering a 
note. 
 

• Print Location: Select After.  
 

• Note Nbr: Select the number 
for the pre-configured notes 
using the magnifying glass (if 
applicable). 

 
• Free Format Text: Enter a 

note, using proper grammar, 
spelling, and vocabulary (if 
applicable). 

 

 

2.4.10 Click Save. 
 

 

  
Note: For Multi-term courses, repeat the steps 2.4.1 -2.4.10 for the second part of the course. 
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2.5 Add Class Associations to Sections 

2.5.1 Navigate to Main Menu > Curriculum 
Management > Schedule of Classes > Maintain 
Schedule of Classes 
 

Note: Class Associations are used to link 
Primary and Secondary Class Sections. (e.g.., 
link laboratories to a lecture) To add these 
class components, see section 2.4 – Adding 
Sections to Classes. 

2.5.2 Search for the course using the available search 
options. 
Search options that are required:  

• Academic Institution: UOTTA or SPAUL. 
• Term: Enter the term code e.g.: Fall Term 

2016=2169. 
2.5.3 Click on Search 
 

 

 
2.5.4 Click on the 
course to see the 
classes.  

 

 2.5.4 

 

 

2.5.2 

2.5.3 
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2.5.5 Add a number 
to the Associated 
Class for the 
primary class 
section. e.g.:  

A00= 1 
B00= 2 
C00= 3 
D00= 4 

 
2.5.6 Navigate to the 
secondary 
components. (e.g.: 
LAB) 
 
To do this, use the 
arrows or click on 
View All to see all 
class sections.  

 

 

 

2.5.6 

2.5.5 
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2.5.7 Verify the secondary 
class section has a Class 
Type of Non-Enroll. 
 
2.5.8 Add the primary class 
section in Associated Class 
number.  
e.g.:  

• A01, A02, A03 = ‘1’  
• B01, B02, B03 = ‘2’ 
• C01, C02, C03 = ‘3’ 

 
If multiple primary components 
(e.g. LEC) have a shared 
component (e.g. DGD), set all 
DGDs to ‘9999.’ 
 

 

2.5.9 Click Save 
 

 
Repeat the steps 2.5.1-2.5.9 for all primary and secondary classes. 

End of Transaction 

  

 
 

2.5.7 
2.5.8 
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3. Schedule Rooms:  
 

 

3.1 Verify/Add Requested Room Capacity (Enrollment Control) 
 
3.1.1 Navigate to Main Menu > 
Curriculum Management > Schedule of 
Classes > Maintain Schedule of Classes  
 
3.1.2 Search for the course using the 
available search options. 
 
Search options that are required:  
 

• Academic Institution: UOTTA or 
SPAUL. 

• Term: Enter the term code e.g.: Fall 
Term 2016=2169. 

3.1.3 Click on Search. 

 

 
3.1.4 Click on the 
course to see the 
classes. 

 

3.1.5 Click on the Enrollment Cntrl tab.  
 
 

 

Overview  
Description: 
 

• Enter the pre-assigned rooms into uoCampus. 
• Confirm/Modify the enrollment data that will be sent from uoCampus to 

InfoSilem for room assignment.  
• Confirm/Modify the rooms assigned by InfoSilem in uoCampus.  

 
Performed by: 
 

Academic Staff  

 3.1.4 

 3.1.2 

 
3.1.3 
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3.1.6 Enter/Verify 
Registration Capacity:  
 
• Requested Room 

Capacity: Enter the 
number of seats needed 
for the class section. 

• Enrollment Capacity: 
Enter the number of seats 
available for a particular 
class activity (same as the 
Requested Room 
Capacity). 

 

3.2 Enter Pre-Assigned Rooms   

For courses that have pre-assigned rooms, the room must be entered before the InfoSilem process. 

 
3.2.1 Click on the Meetings 
tab. 
 
3.2.2 Click on the magnifying 
glass beside the Facility ID. 
 
 

 

 

 

 

 

 3.2.1 

3.2.2 
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3.2.3 Search/Filter the list for the 
room and click on Look Up. 
 
3.2.4 Click on the Room to select it. 
 
 

Note: Only select rooms 
that you have the 
authority/permission to use. 

 

3.2.4 Click Save. 
 

Note: If the room is already 
scheduled for another class, there 
will be prompt to select another 
room. 
 
 

 

 

  

 

3.2.3 

3.2.4 
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3.3 Verify the Room Selection 

After the InfoSilem process has been run, verify the rooms assigned to classes. 

3.3.1 Navigate to Main Menu > Curriculum 
Management > Schedule of Classes > 
Maintain Schedule of Classes  
 
3.3.2 Search for the course using the available 
search options. 
 
Search options that are required:  
 
• Academic Institution: UOTTA or SPAUL. 
• Term: Enter the term code. (e.g.: Fall Term 

2016=2169) 
3.3.3 Click on Search. 

 

 
3.3.4 Click on the 
course to see the 
classes. 

 

3.3.5 Click on the Meetings tab.  
 

 

3.3.2  

 
3.3.3 

3.3.4 
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3.3.6 Verify the 
Facility ID in the 
Meeting Pattern 
section.  
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3.3.7 Click on the Enrollment Cntrl tab.  
 

 

 
3.3.8 Update the Registration 
Capacity: 
 
Based on the assigned room 
capacity update the 
Enrollment Capacity: Enter 
the number of seats available 
for enrollment. 

 

3.3.9 Click Save.  
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3.4 Modify the Room Selection  
3.4.1 Click on the magnifying 
glass beside the Facility ID. 
 
 

To find an available 
room for the class, 

refer to section 6 - 
Search for an Available 
Room. 

 

 

3.4.2 Search/Filter the list for the room 
and click on Look Up. 
 
3.4.3 Click on the room to select it. 
 
 

Note: Only select rooms that you 
have the authority/permission to 
use.  

 

3.4.4 Click Save. 
 

Note: If the room is already scheduled for 
another class, there will be prompt to select 
another room. 

 

 

End of Transaction 
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4. Enter Instructors:  
 

 

4.1 Select the Class 
 
4.1.1 Navigate to Main Menu > Curriculum 
Management > Schedule of Classes > Maintain 
Schedule of Classes  
 
4.1.2 Search for the course using the available search 
options. 
 
Search options that are required:  
 

• Academic Institution: UOTTA or SPAUL. 
• Term: Enter the term code e.g.: Fall Term 

2016=2169. 
4.1.3 Click on Search 

 

 
4.1.4 Click on the course to see the 
classes. 

 

4.2 Find the Instructor 

4.2.1 Click on the Meetings tab.    

Overview  
Description: 
 

Add instructors to a class. 

Performed by: 
 

Academic Staff  

 

 

4.1.2 

 
4.1.3 

 
4.1.4 
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4.2.2 Click on the magnifying 
glass in Instructors for 
Meeting Pattern beside the ID 
field. 
 

Note: If the instructor’s 
ID is known enter the ID 
directly in this field, and 
skip to step 4.3.  

 

4.2.3 Filter the instructor list using the 
information available: 
 
• Empl ID: The system generated ID (not 

the employee ID) for the instructor. 
 

• Last and First Name: Enter either name 
to filter the list. 

 
4.2.4 Click on the instructor’s name to select 
that instructor. 
 

Note: If the instructor does not appear 
on the list they are not configured to 
teach the subject or they may not have 
been entered in the system yet. Contact 
your Banner Administrator 
(faculty/department). 

 

 

  

 

 

 

 

4.2.3 
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4.3 Configure the Instructor 
 
4.3.1 Select the 
Instructor Role. 
 
There are three 
different Instructor 
Roles:  

 

• Primary Instructor 
• Secondary Instructor 
• TA (Teaching Assistant)  

 
Note: Enter more than one instructor by adding another line. Click on the “+” to add an instructor and 
“-“ to remove an instructor. 

 
4.3.2 Select the Print box. Selected, this publishes the name of the instructor in the course schedule. 
 
4.3.3 Set the Access to Grade. This will grant the instructor access to grade entry using the Faculty Center. 
 
4.3.4 Enter the Instructor’s teaching hours in the Contact field. (e.g. 12 lectures X 3 hours = 36 contact hours) 
 
4.3.5 Click Save. 

 
Repeat steps 4.2-4.3 for each Meeting 
Pattern and each class section. 

 
 
 
 

End of Transaction 

 

  

    
4.3.1 4.3.2 4.3.3 4.3.4 

4.2.4 
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5. Exam Scheduling:  
 

 

5.1 Assign the Correct Attributes 

Before the Exam Schedule is created by InfoSilem, validate that each class is set up with the appropriate 
attributes. 

5.1.1 Navigate to Main Menu > Curriculum 
Management > Schedule of Classes > Maintain 
Schedule of Classes  
 
5.1.2 Search for the course using the available search 
options. 
 
Search options that are required:  
 

• Academic Institution: UOTTA or SPAUL. 
• Term: Enter the term code. (e.g.: Fall Term 

2016=2169) 
5.1.3 Click on Search. 

 

 
5.1.4 Click on the course 
to see the classes. 

 

Overview  
Description: 
 

Setup the classes for the Exam Scheduling process in InfoSilem and 
view/modify the Exam Scheduling. 
 

Performed by: 
 

Academic Staff 
 

 

5.1.2  

 
5.1.3 

5.1.4 
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5.1.5 Verify the Class Attributes, 
under the Basic Data tab.  
 
Exam attributes are added at the class 
level: 
 
• 0011 - Take Home Exam 
• 0012 - Exam Room Type 
• 0013 - Exam Seating Ratio 
• 0014 - Exam Time Preference 

 
See Appendix 5.1.3 Exam 
Attributes for more information.  

 
5.1.6 To add an attribute click on the 
“+” next to one of the Class Attributes. 
 
 

 

5.1.7 Click on the magnifying glass to see 
the list of attributes that can be added.  
 

Note: Enter the number of the 
attribute directly in the Course 
Attribute field to skip to step 5.1.7.  

 

 

5.1.5 

5.1.6  
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5.1.8 Select the attribute to add by clicking 
on the appropriate line. 

 
5.1.9 Configure the attribute by clicking on 
the magnifying glass next to the Course 
Attribute Value field. 
 

Note: Enter the code for the value 
directly in the Course Value 
Attribute field to skip to step 5.1.9. 

 

5.1.10 Select the Course Attribute Value 
by clicking on the appropriate line. 
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5.1.11 Click Save. 
 
Repeat steps 5.1.6-5.1.11 to add each additional 
Class Attribute. 

 

5.2 View the Exam Schedule  

After the exam schedule has been imported to upCampus from InfoSilem, verify the exam information. 

5.2.1 Navigate to Main Menu > Curriculum 
Management > Schedule of Classes > 
Maintain Schedule of Classes  
 
5.1.2 Search for the course using the available 
search options. 
 
Search options that are required:  
 

• Academic Institution: UOTTA or 
SPAUL. 

• Term: Enter the term code. (e.g.: Fall 
Term 2016=2169) 

5.1.3 Click on Search. 

 

 
5.1.4 Click on the course 
to see the classes. 

 

5.2.3 Click on the Exam tab. 
 
 

 

5.2.2 
 

 
5.2.3 

 5.2.4 
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5.2.4 Review/Modify the exam 
information. 
 
• Exam Time Code: Not used 

• Combined Exam: Selected if 
there are multiple exams in the 
same Facility ID  

• Exam Date: The date the exam 
will take place. 

• Exam Start: The time the exam 
will start. 

 

• Exam End: The time the exam will end. 
• Class Exam Type: Describes the type of exam for the class. 

o DEF (Deferred Exam) 
o FIN (Final Exam) 
o HOM (Take-home Exam) 
o MID (Mid-term Exam) 
o SUP (Supplemental Exam) 

 
• Facility ID: The room the exam is scheduled in. 

 
To find an available room for the exam, refer to section 6: Search for an Available Room. 
 

 
5.2.5 If changes are made to the exam data, click 
Save.  
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5.3 Manually Scheduling an Exam  
 
5.3.1 Under the Exam tab, click on the “+” 
to add a new line. 
 
 

 

5.3.2 On the new line: 
 
Combined Exam: Select if the exam is 
combined with another class.  
  

 

• Exam Date: Enter the date of the exam. 
 

• Exam Start: Enter the start time of the exam.   
 

• Exam End: Enter the end time of the exam.  
 
• Class Exam Type: Select the type of exam:  

o DEF (Deferred Exam) 
o FIN (Final Exam) 
o HOM (Take-home Exam) 
o MID (Mid-term Exam) 
o SUP (Supplemental Exam) 

 
Note: Exams scheduled through uoCampus will appear on the student’s schedule in self-service.  
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5.3.4 Select the room for the exam.  
 
• Click on magnifying glass beside the 

Facility ID field. 
 
 

 

• Filter for the required room. 
 

• Click on the room to select it. 
 
 

Note: Only select rooms that you have the 
authority/permission to use. To select 
rooms from another faculty/service, contact 
them for approval prior to selecting the 
room from the list.  
 
 

 

5.3.5 Click Save.   

End of Transaction 
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6. Search for an Available Room:  
 

 

6.1 Access the Facility Search Criteria Page 
 
6.1.1 Navigate to Main 
Menu> Curriculum 
Management> Facility 
and Event 
Management> Search 
for a Facility 
 

 

 
6.1.2 Enter the Meeting 
Criteria. 

 
 

 

• From Date: The first date the facility will be needed. 
• End Date: The last date the facility will be needed. It may be the same as the From Date. 
• Meeting Start Time: The time the event begins. 
• Meeting End Time: The time the event ends.  
• Days (M Tu W Th F Sa Su): The day(s) of the week during which the event occurs. 

 

Overview  
Description: 
 

Verify the availability of a rooms at the University of Ottawa.  
 

Performed by: 
 

Everyone 
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6.1.3 Enter the Facility Criteria. 
o Facility Type: The type 

of facility that is needed. 
 
o AUD (Auditorium) 
o CON (Conference 

Room) 
o EXM (Exam Room) 

 

o GYM (Gymnasium) 
o LAB (Laboratory) 
o LEC (Lecture Room) 
o LNG (Lounge) 
o SEM (Seminar Room) 
o SPE (Specialized Room) 
 

• General Assignment: Not used currently. Leave as default. 
• Room Capacity From: The minimum number of participants that the facility will hold.  
• Room Capacity To: The maximum number of participants that the facility will hold.  
• Academic Organization: Select the Academic Unit that the room belongs to.  

 
Note:  To book rooms owned by another faculty/group, contact them directly to confirm that the room 
can be scheduled.  
 

• Facility Partition:  The zone of the campus where the facility is located. 
• Location Code: The location of the facility, e.g.  CA Ottawa uOttawa Campus 
• Building: The building where the rooms is located. 

 
 
6.1.4 Click on Fetch Facilities. 
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6.2 Review the Results 
Review the results under the 
Facility Search Results tab.  
 
6.2.1 The search options selected 
appear at the top of the screen.  
6.2.2 The search results display 
the rooms that are available to be 
assigned. If a room is on the list it 
is currently not booked. 
 

Note: To book rooms 
please confirm with the 
room administrator before 
selecting it in uoCampus. 

 

End of Transaction 

 

  

6.2.1 

6.2.2 
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7. Exercises:  
 

 

Exercise A  
Enter/Modify Schedule for Term 2171 

User Guide: Section 2 
Using the subject provided by your instructor: 
1.  Remove a 4000 level class that is scheduled. 

User Guide: Section 2.1 
2.  Schedule a new class section for a class that is not scheduled for the term. 

User Guide: Section 2.2 
 Enter the scheduled time to reflect the A01A/B meeting pattern. 
 Confirm the waitlist capacity is 1000. 
 Enter the room capacity at 100. 

 
3.  Modify a currently scheduled class: 

User Guide: Section 2.3 
 

 Verify that the Class Sections are entered correctly (follow the details in appendix 
1.2.2A) 

 Change the scheduled time to reflect the D04 meeting pattern. 
 Confirm the Waitlist capacity is 1000. 
 Enter the room capacity at 50. 

 
4.  Add a class section to a currently scheduled class: 

User Guide: Section 2.4 
 

 Enter the scheduled time to reflect the C01A/B meeting pattern. 
 Confirm the waitlist capacity is 1000. 
 Enter the room capacity at 100. 
 Change the Instruction mode to Audio Conference. 
 Add a course note to indicate that the course will be given via Audio-Conference. 

 
5.  Add Component Associations to a Class. 

User Guide: Section 2.5 
 
 Add class sections to a currently scheduled class. 
 Add the Component Associations to the class. 
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Exercise B  
Enter instructors for classes. 

User Guide: Section 4 
Using the class sections added in exercise A 
 Class A.3: Add an instructor to the class added in exercise A.3 
 Class A.4:  

• Add an instructor to the class added in exercise A.4 
• Add a TA to the class added in exercise A.4  

 
Additional Exercises: 
 
 Class A.2: Add an instructor to the class added in exercise A.2 
 Class A.5: Add an instructor to the class added in exercise A.5 

 

Exercise C  
Enter Exam Attributes 

User Guide: Section 5 
Using the class sections added in exercise A 
 
 Class A.2:  

• Exam Room: Gymnasium. 
• Seating: Every other seat. 

 Class A.3: Exam Time preference evening. 
 Class A.4: Take home exam. 
 Class A.5: Room for the exam should be a Lab. 

 

Exercise D  
Enter a Midterm 

User Guide: Section 5 and 6 
Using the class sections added in exercise A 
 
 Find an available room within your faculty for a midterm exam. (Section 6) 
 Class A.2: Schedule a midterm exam for the class. (Section 5) 
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8. Appendix 
 

1.2.2 A: Class Sections 

Primary Components:  
Primary components are those that will have a 
grade associated to them (e.g., Lecture-LEC, 
Seminar-SEM) 
 

Secondary Components  
Secondary components are those that are 
additional components added to a class and do not 
have a grade associated directly to them. (e.g., 
Laboratory-LAB, Discussion Group-DGD)  
 

Fall:  
Primary components will use the following 
designation: A00 through L00. 
 
e.g. 

Secondary components will use the same 
designation as the Primary component: A01 
through L99 
 
e.g., For section A00 of a course, the following 
designation would apply to the laboratory and 
discussion groups: 

 
LAB: A01, A02, A03… 
DGD: A04, A05, A06… 

 
Winter: 
Primary components will use the following 
designation: M00 through W00. 
 
e.g. 

Secondary components will use the same 
designation as the Primary component: M01 
through W99. 
 
e.g., For section M00 of a course, the following 
designation would apply to the laboratory and 
discussion groups: 

 
LAB: M01, M02, M03 
DGD: M04, M05, M06 

 
Spring Summer: 
Primary components will use the following 
designation: X00 through Z00. 
 

e.g. 

Secondary components will use the same 
designation as the Primary component for the 
Winter: X01 through Z99. 
 
e.g., For section X00 of a course, the following 
designation would apply to the laboratory and 
discussion groups: 

 
LAB: X01, X02, X03 
DGD: X04, X05, X06 
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Shared Components:  
Shared secondary components between multiple Primary Components. 

For All Terms/Sessions: 

Laboratory (LAB): LB01, LB02, LB03 … 
Discussion Group (DGD): DG01, DG02, DG03 … 

 
 

1.2.2 B: Course Components 

• DGD: Groupe de discussion / Discussion Group  
• LAB: Laboratoire / Laboratory  
• LEC: Lecture / Lecture 
• REC: Recherche / Research 
• SEM: Séminaire / Seminar 
• STG: Stage / Work Term 
• TLB: Théorie et laboratoire / Theory and Laboratory 
• TUT: Tutoriel / Tutorial 

 
1.2.2 C: Academic Group(s):  
 
• ARTS: Faculty of Arts 
• CLAW: Common Law Section 
• DCIV: Civil Law Section 
• EDU: Faculty of Education 
• EDUPE: Service Continuing Education 
• GENIE: Faculty of Engineering 
• GEST: Telfer School of Management 
• MED: Faculty of Medicine 
• SCIEN: Faculty of Science 
• SSAN: Faculty of Health Sciences 
• SSOC: Faculty of Social Sciences 
• VRE: Vice Rector Academic 
 

1.2.5: Class Attributes:  
 
• 0001 = Auditor Permitted 
• 0002 = Continuing Activity 
• 0003 = Multi-term Course 
• 0004 = Thesis Activity 
• 0005 = Language of Study 
• 0006 = Year of Study 
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• 0007 = Basic Qualification Codes: EDU 
• 0008 = Common Law Course Level 
• 0009 = Major Paper 
• 0010 = Primary Course (Cross-listed) 
• 0011 = Take-Home Exam 
• 0012 = Exam Room Type 
• 0013 = Exam Seating Ratio 
• 0014 = Exam Time Preference 
• 0015 = Funding Indicator 
• 0016 = Field Placement Course (Co-op) 
• 0017 = Comprehensive Exam 
• 0018 = Supplemental Exam Indicator 
• 0019 = Excluded from T2202A Calc. 
• 0020 = Individual Topic 
• 0022 = Research Paper 
• 0023 = Ancillary Fees 

 
1.3.2: Meeting Patterns:  
 

Please consult the official timeteable grid for a detailed overview of the time slots and time slot 
policies. 

 
For 2 x 1.5 hour classes (morning): 

• A101A and A101B (LU/MO 08:30-JE/TH 10:00) 
• A102A and A102B (LU/MO 10:00-ME/WE 08:30) 
• A103A and A103B (ME/WE 10:00-VE/FR 08:30) 
• A104A and A104B (MA/TU 08:30-VE/FR 10:00) 
• A105A and A105B (MA/TU 10:00-JE/TH 08:30) 

 
For 2 x 1.5 hour classes (afternoon): 

• B101A and B101B (LU/MO 11:30-JE/TH 13:00) 
• B102A and B102B (LU/MO 13:00-ME/WE 11:30) 
• B103A and B103B (ME/WE 13:00-VE/FR 11:30) 
• B104A and B104B (MA/TU 11:30-VE/FR 13:00) 
• B105A and B105B (MA/TU 13:00-JE/TH 11:30) 

 
For 2 x 1.5 hour classes (evening): 

• C101A and C101B (LU/MO 2:30-JE/TH 16:00) 
• C102A and C102B (LU/MO 16:00-ME/WE 14:30) 
• C103A and C103B (ME/WE 16:00-VE/FR 14:30) 
• C104A and C104B (MA/TU 14:30-VE/FR 16:00) 
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• C105A and C105B (MA/TU 16:00-JE/TH 14:30) 
 

For 1 x 3 hour classes: 
• Morning:  

o D01 (LU/MO 08:30) 
o D02 (MA/TU 08:30) 
o D03 (ME/WE 08:30) 
o D04 (JE/TH 08:30) 
o D05 (VE/FR 08:30) 

• Afternoon:  
o E01 (LU/MO 14:30) 
o E02 (MA/TU 14:30) 
o E03 (ME/WE 14:30) 
o E04 (JE/TH 14:30) 
o E05 (VE/FR 14:30) 

• Evening:  
o F01 (LU/MO 17:30) 
o F02 (MA/TU 17:30) 
o F03 (ME/WE 17:30) 
o F04 (JE/TH 17:30) 
o F05 (VE/FR 17:30) 

• Night:  
o G01 (LU/MO 19:00) 
o G02 (MA/TU 19:00) 
o G03 (ME/WE 19:00) 
o G04 (JE/TH 19:00) 
o G05 (VE/FR 19:00) 

 
For 1 x 2 hour classes: 
• Morning: H01 – H05  

o H01 (LU/MO 08:00) 
o H02 (MA/TU 08:00) 
o H03 (ME/WE 08:00) 
o H04 (JE/TH 08:00) 
o H05 (VE/FR 08:00) 

 
 
  

Commented [LW1]: Needs to be added to FR document. 
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5.1.3: Exam Attributes:  
 
0011 - Take-Home Exam 

  
 
 
 

0012 - Exam Room Type 
 
 
 
 
 
 
 

0013 - Exam Seating Ratio 
   
 
  
  
 
 
 

0014 - Exam Time Preference 
 
 
  
 
 

0021 - Exam room type preference 
 
 
 
 
 
 
 
 
  
  
  

  
  
  

Value Description 
Y Take-Home Exam 

Value Description 
G Gym 
P Departmental 
S Standard 
T Teleconference 

Value Description 
0.0  N/A 
0.5 Every seat 
1.0 Every other seat 
1.5 Every 3 seats 

Value Description 
DN Day exam 
VN Evening exam 

Value Description 
AUD Auditorium 
CON Conference 
GYM  Gymnasium 
LAB Laboratory 
LEC Lecture Hall 
LNG Lounge 
SEM Seminar Room 
SPE Specialized Room 
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