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1. Review Reports and Class Data:

Overview

Description: Review the rollover information in uoCampus

Performed by: Academic Staff

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 Maintain Schedule of Classes
Man agem ent > Schedule of Classes > Enter any information you have and click Search. Leave fields blank for a list of all values
Maintain Schedule of Classes

Find an Existing Value

Search Criteria

1.1.2 Search for the courses.
The search options that are required:

Zcr:jemm Institution: - UOTTA g 1.1.2
e Academic Institution: UOTTA or i“:’ij“::ﬂ' b - a
SPAUL. .
e Term: Enter the term code. (e.g.: Fall ges;pm Ee:.m.:: X
Term 2016=2169) Couse I begine with * a
Suggested Search Options: zdoﬁogg”bt o = “
e Subject Area: Enter the 3 character Case Sonitive
code for the subject. (e.g.: HIS-History)
e Catalog Nbr: Enter the 4 or 5 digit code Search || Clear | Basic Seach & Save Search Crteria

for the course. (e.g.: HIS 1111) 113

e 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. PRI 114

1.1.5 Click on each course to see the
class schedule details.
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1.2 Review the Information on the Basic Data Tab

Under the Basic Data Basic Data nrliment Cotrl || Reserve Cap || Motes |[ Exam |[ LMS Dsta || Textbook
tab, the foIIOWing Course 1D: Course Ofering Nor
: 1.2.1  Academic Institution:  Un .
sections can be found. o "
Aasto Create Component
Subject Area: HIS ¥
f . Catalog Nbr TOENTIETH-CENTUSY WL D FEM 1045
1.2.1 Course Information Class Sections Find | MewAll  Fist & 1of3 * Last
*Session: FS A Full Sessio Class Nbr: +l =
1.2.2 Class Sections *Class Section: o *Start/End Date: 2 RT3 |5
*Component: - QA Lectwe Event ID:
1.2.3 Class Topic (if _ ] )
. *Associated Class: 4 Units: 3.00 Associated Class Aftributes
applicable) 122 s g " e
. *Location: = # Schedule Print
1.2.4 Equivalent Course Course Admiristrator # Student Specific Permissions
*Academic Organization
Group Academic Group Dynamic Date Calc Required
*Holiday Schedule: a Jidays ¥ Generate Class Mt Attendance
1.2.5 Class Attributes *Instruction Mode * Sync Attendance with Class Mg
A GL Interface Required
Primary Instr Section: i
123 Class Topic
Course Topic |D: Q Print Topic in Schedule
Equivalent Course Group
124 Course Equivalent Course Group: 03¢5 Override Equivalent Course
Class Equivalent Course Group:
Class Attributes Personalize | Find | View all | | R First ‘& 1-2of8 ' Last
“Course *Coures Attribute
1.2.5 Attribute Value
EN a + =

1.2.1 Review the Course Information.

Course ID: Course Offering Nbr:
- . . Academic |nstitution:
Note: This information is Term:
available at the top of the page | supject area:
under all tabs. Catalog Nbr:

e Course ID: Unigue internal number used to identify the course within the Course Catalog.
e Academic Institution: University of Ottawa or Saint Paul University.

e Term: The term in which the class is being scheduled.

e Subject Area: The subject area of the course offering.

e Catalog Number: The 4 or 5 digit number, part of the course offering.
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1.2.2 Review the Class

Section(s). Ciass Sections Find | Viewall  Fist ‘4 10f3 * Last
° SeSSiOn: The Session: . - 4 Full Sessio Class Nbr: --_'-_.‘--.= S
. . . *Class Section: e *Start/End Date: [“=W1=LTE ) leis el TR ey
session in which the e
*Component: LEC 1A Lecture Event ID:
course must be o ) e
*Class Type: SMe e

scheduled. The

*Associated Class:

defaultis FS - Full

) *Campus: Add Fee

Session. o 7
al ber: “Location: ) # Schedule Print

* a.ss N_u m er Course Administrator: - # Student Specific Permissions
Unique identifier for *Academic Organization: |HISALA Q
each section, each Academic Group: RTS Dynamic Date Calc Required
component, within *Holiday Schedule: GEN | & Stat Holidays ¥ Generate Class Mg Attendance
eaCh term *Instruction Mode: F ], Sync Attendance with Class Mig

550 GL Interface Required

Primary Instr Section:

e Class Section: Alphanumeric identifier based on the term and class component. e.g. for the fall term:
o Primary Graded Component - AOO
o Secondary Component - LAB: A01, DGD: A02
o Shared Class Component - LAB: LB01, DGD : DG01

0 See Appendix for more information (1.2.2A Class Sections).
e 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).

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

o See Appendix for more information (1.2.2B Course Components).
e Class Type: This indicates the primary component at enroliment.
o For the Primary Component: Enroliment. (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 enroliment.
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e Associated Class:
Used to associate
secondary components

toa primary *Session: _:_ A Full Session Class Nbr: o . +| =
component *Class Section: *Start/End Date: [DE/0TZ01E |G12E1/2018 |G
0 Associated class *Companent: e Event ID:
number *Class Type:

increments by ‘1’
for each primary
class section

a ® Student Specific Permissions
(LEC) (eg *Academic Organization; [HISAUA Q
A00=1, BOO=2, Academic Group: ARTS Dynamic Date Calc Required
C00=3) “Holiday Schedule: GEN a # Generate Class Mtg Attendance

uoCampus

User Guide and Exercices

0

Sect

*Associated Class:
*Campus:

*Location:
Course Administrator:

® Schedule Print

*Instruction Mode:

Primary Instr Section:

# Sync Attendance with Class Mg
GL Interface Required

o0 All subsequent secondary components (LAB) must have the same associated class number as its

respective primary component.
For example,

- A01,A02, AO3 =T

- BO01,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.

e 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.

e Course Administrator: Reserved for future use. This is left blank.
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e Academic Organization: The

Department from the Academic *Location:
Organization tree. (e.g.: History-HISAUA, Course Administrator:
English-ENGAUA, and Common Law- *Academic Organization:
CMLLUA) Academic Group:
*Holiday Schedule:
Note: To locate the Academic *Instruction Mode:
Organization, click on the magnifying Primary Instr Section

glass and filter using the search options.

e Academic Group: Represents the faculties, this is an auto
generated field.

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

e Holiday Schedule: This is the holiday schedule followed during
the term. The following calendars are being used:

o

o

GEN (General Acad & Stat Holidays): Used for the majority
of classes.

FERIE (Canada Statutory Holidays): Used by MBA/MHA
(GRAD Career), CML (LAW Career), EDU, MED and
PHT/ORA (GRAD Career).

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

e Instruction Mode: The method of instruction for the class. Available options:

o

o
o
o

o

P: (In Person) A class that is offered entirely in person.

IN: (Internet) A class that is offered to students entirely via the Internet (online).

HY: (Hybrid) A class that is offered both online and in-person (thus blended/hybrid learning).
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.

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.

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

Page 9 of 58



Université d'Ottawa | uoCampus

SR1200HD Manage Scheduling

University of Ottawa

User Guide and Exercices

e 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.

# Schedule Print
* Student Specific Permissions

e 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.

Ctynamic Date Cale Required

* Generate Class Mtg Attendance
Sync Attendance with Class Mg

. . e GL Interface Required
e Dynamic Date Calc Required: This field is set by the riertace Require

system (read-only).

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

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

e 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

Class Topic

Course Topic ID: e Werkshop in Fiction # Print Topic in Scheduls

Look Up Course Topic |D

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

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

Cancel

Courss Courss

- Topkc ID Deecription

Note: Special topics were formerly referred to as sub-titles. Works
Topics must be defined in the Course Catalog in order to be I
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.

Equivalent Course Group

Course Equivalent Course Group:

Class Equivalent Course Group:

Override Equivalent Course
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1.2.5 Class Attributes: View the class

attributes, m9d|fy them and add new e e P oo
ones as requlred. “Courss “Course Attricuts
Attribute Value
o See Appendix 1.2.5 Class £ q =

Attributes for more information.

1.3 Review the Information under the Meetings Tab

The sections that are Basic Data || Meetings || Enrollment Cn MS Data extbook
used under the Course ID:
Meenngs tab are: Academic Institution:
Term:
Subject Area: HIS
1.3.1 Class Sections Catalog Nbr: TWENTIETH-CENTURY WLD FRM 1245
Class Sections Find | \iew All First ‘4 10f3 '* Last
1.3.2 Meeting Pattern 131 session: Fs Class Nbr: 20752
Class Section: ADD Event 1D:
Associated Class:
1.3.3 Instructors for
Meeting Pattern Meating Paitern Fin First 4/ 20f2 ® Last
Facility ID Capacity Pat Mg Start MigEnd M T W T F § § *Start/End Date Hi=
13.2 aQ 016 |@ [10:00 | [11:30 v E01Z017_| 5 E0arz01r |6
Topic ID: . Free Format [
Topic:
Print Topic On Transcript Contact Hours
Instructors For Meeting Pattern Personalize | Find | View a1l | 2 | B First ‘& 1of 1 ‘% Last
1.3.3 Assignment Workload
D Name dnetructor  prnt Acoass contat  EMPl Job Code
a Frm It v ¥ v 0a, + =
Room Characteristics Personalize | Find | (2| B4 First ‘& 1of1 ‘& Last
*Room Characteristic “Quantity
a : =
Academic Shift Personalize | Find | (2| B4 First ‘& 1of1 ‘& Last
Academic Shift
a +
1.3.1 Class Sections
Class Sections Find | \iew Al First ‘& 1of3 '® Last

The Class Sections indicate the
information seen under the Basic Data
tab and indicates the section that you

Session;
Class Section:
Associated Class:

Class Nbr: 207232
Event ID:

are viewing.

To view different sections offered, use
the arrows to navigate through them.
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132 Meetlng Pattel’n Meeting Pattern Find | First ‘4 Z2of2 ; _is'.
Facility ID Mtg Start MigEnd M T W T F 5 § *Start/End Date:
e Facility ID: Generated ——r—— ‘ DRIOV20TT T D8/04/2017 I
by InfoSilem. Free Format [
PrintTopiD;'\ qeeript Contact Hours
e Pattern (Pat) Meeting patterns are configured
according to the approved Timetable grid, Look Up Pat
enforced by the SEM. Help
Academic Institution: UCTTA
See Appendix 1.3.2 Meeting Patterns for more Academic Group: GEST
information. Standard Meeting Pattern:| begins with v ||
o Mtg Start (meeting start): Time the class Description: begins wilh ¥
begins. )
Look Up Clear Cancel Basic Lookup
. Mtg End (meeting end): Time the class ends. Search Results
View 100 First ‘4 1510651 ») Last
° M (Monday) T (Tuesday) W (Wednesday) T Standard Meeting Pattern Description
! . i ! AD1A LUMO 08:30 (A)
(Thursday), F (Friday), S (Saturday), and S AD1B JEITH 10:00 (8)
(Sunday): The day of the week is automatically AD2A LUMO 10:00 (A)
H AD2B MEMWE 08:30 (B)
selected based on the meeting pattern e MEWE 100 (2]
selected. AD3B VE/FR 0830 (B)
AD4A MATU 08:30 (A)
. AD4B VE/FR 10:00 (B)
. Start/End Date: These dates are t_he same e WATU 1000 ()
start and end dates that were configured on the ADSE JEITH D8:30 ()
Schedule of Classes, Basic Data tab. BO1A LUMO 1130 (A)
BO1B JE/TH 13:00 (B)
. . X . BO2A LUMIC 13:00 (A)
. Topic ID: if required, a topic can be selected B02B ME/WE 11:30 (B)
here BO3A ME/WE 13:00 (A)
) BO3B VEFR 11:30 (B)
BO4A MATU 11:30 (A)
. Free Format Topic: Use for special and ng :ﬁfriwﬂnﬂni)
. . . P 5 MATU 13:00 (A)
individual topics by faculty administrators, to be EEE NERARTEGE]
printed on the transcript at the class level, as CD1A LUMMO 2:30 (4)
needed. C01B JE/TH 16:00 (B)
C02A LUMC 16:00 (A)
. . co2B ME/WE 14:30 (B)
Remember: Topic IDs are created/configured CD3A ME/WE 16:00 (4)
for courses in the Course Catalog. Any topics EE:,'i I‘”&’f{jﬁ 1%';’
VA 30 (A)
entered manually_ at the class level cannot be CO4E VEFR 16:00 (B)
repeated for credit. COSA e MATUIBDO0A) ,, oy T

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

transcript.

e 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 Instructors For Meeting Pattern Personalize | Find | View All | 2| E& First ‘& 1of 1 '® Last
Assignment Workload
e ID: The Instructor ID D Nams et stor print Access Contat  EMPL | JonCode
Of the perSOn 1234781 3, Aubert,Jean Francois Prim In: = o Grade - 35 0 i |=

teaching the class.

Name: The name of the instructor teaching the class.

Instructor Role: There are three different Instructor Roles:
o0 Primary Instructor
0 Secondary Instructor
0 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.

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

1.3.4 Workload Tab

Instructors For Meeating Pattern Personalize | Find | View All | 2| B Frst ‘& fof1 % Lact
Assignment Waorkload

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

0 Included - Full Time Instructor
o Notincluded - Part Time Instructor

D Asaign Typs App Load Losd Factor  WorkLoad  AutoCalc SEgnMment FTE

200001627 | Include » . 1000.000:0 3.00 20.00 L+ ==

%

e 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.

e 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.

e Work Load: Indicates the number of teaching hours based on the units of the course.

e Auto Calc (automatic calculation) When selected, the system will recalculate the workload value
each time a user manually updates assignment type or load factor.

e 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 Enroliment Control Tab

1.4.1 Under the Enrollment Essic Data
Cntrl (Control) tab, see the Couree 1D:
information regarding Academic Institution:
enrollment and room Term
N Subject Area: HIS
capacity: Catalog Nbr: 11 TWENTIETH-CENTURY WLD FRM 1845
Enmoliment Control Find | \iew All First ‘4 10f3 '® Last

LMS Data Texthook GL Interface

Session: FS Class Nbr: 20723

Class Section: ADD Event 10:

Associated Class:

*Class Status: Active 5

Class Type: Enroliment Status:

*Add Consent: T | Requested Room Capacity: T3 Total

*Drop Consent: Enroliment Capacity: 17 ]
1st Auto Enroll Section: I Wait List Capacity: [
2nd Auto Enroll Section: Minimum Enrallment Nbr:

Resection to Section:

& Auto Enroll from Wait List Cancel if Student Enrolled

EiSave ||[G Return to Search || =] Notify
Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Notes | Exam | LMS Data | Textbook | GL Interface

e Class Status: Determines the
status of the class:

- A . *Class Status: Active v
o0 Active: Available in the
schedule of classes Class Type: Enroliment
o0 Cancelled Section: Cancelled | *Add Consent: No Consent v
class, Wlll not be available to *Drop Consent: No Consent v
search in the schedule of 1st Auto Enroll Section:
classes. _
o Stop Further Enroliment: 2nd Auto Enroll Section:
Stops enrollment and will not Resection to Section:
be available to search in the ¥l Auto Enroll from Wait List Active v

schedule of classes.

o Tentative Section: Not
available to be searched in the
schedule of classes.
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e 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 enroliment via self-serve is not
available.

User Guide and Exercices

*Class Status: Active

Class Type: Enroliment

*Add Consent: No Conse
No Conse

*Drop Consent:

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

| Auto Enroll from Wait List

nt v

nt v

¥l Cancel if Student Enrolled

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

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

LAB AO1 and DGD A02.)

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

e 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.

e 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

e Requested Room Capacity: The number of

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

available for a particular class activity (same as

the Requested Room Capacity).

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

e Minimum Enrollment Nbr (minimum

Enrollment Status:
Requested Room Capacity:
Enrollment Capacity:

Wait List Capacity:

Minimum Enrollment Nbr:

enrollment number): The minimum number of

students for the class.
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1.5 View the Information on the Reserve Cap Tab
Reserve Cap || Motes LMS Data
1.5.1 The Reserve Cap. (Reserve coree i o Ofering o
Capacity) tab shows the information Beademic nsttutor: L
on the spaces reserved for certain et e e .
groups for enrollment. Catalog Nor TWENTIETHCENTURY WLD FRM 1245
Class Sections Find | Viewr All 1 it Last
. Session: Fs Class Nbr: 20783
o See the User Guide for SR- Class Section: 200 Event D
1210-HD and SR-1215-HD for fesoriated Class:
. . Reserve Capacit, ind | View Al First ‘& 10f1 & Last
more information on Reserve ' i e S
Ca aCit ) *Reserve Capacity Sequence: Enrollment Total:
p y Reserve Capacity Requirement Group Personalze | Find | | 4 First ‘4 1of1 ® Last
*start Date 'G"r‘:"f“;:"""“ cap Ennl
; a 3 =

e Cap | Notes | Exam | LMS Data | Textbook | GL Interface

1.6 Review the Information on the Notes Tab

1.6.1 The Notes tab shows Basic Data || Mestings || Enroliment Cntrl || Reserve Cap || Motes || Exam || LMS Data || Textbook || GL Interface
any notes fo,r _the class. Course ID: Course Offering Nbr:
These are visible to Academic Institution:
H Ti -
students and staff in the I
course schedule. Catalog Nbr:
Class Sections Fi 1 if 3 Last
e Sequence Number: session Class Nbr: 20783
Class Section: ADD  Component: Event 1D
Auto generated when Associsted Class: Units:
entering a note. Find |V Al Fist @ 1of1 & 1
. . *Sequence Number:
e Print Location: For “Prin Location: e Even if Class Not in Schedule
the note to be Note Nor: a
displayed after the Lo Hore y
course information, Free Format Text
After is selected. S e p

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

e 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.

e Even if Class Not in Schedule: Not currently in use.
e Copy Note: Used to copy the pre-configured note.

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

End of Transaction
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2. Enter/Modify the Schedule:

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 Delete Classes

2 1 1 NaVIgate tO Maln MenLl > Maintain Schadule of Classas
Curriculum Management > SChedu|e Enter any informatkon you have and click Search. Leave fiedds blank for a kst of all values
of Classes > Maintain Schedule of Find an Existing Value
Classes Search Criteria
2.1.2 Search for the course using the 2 2.1.2
available search options. a
Search options that are required:
e Academic Institution: UOTTA
or SPAUL. : )
e Term: Enter the term code (e.g.: Cast.Joneibe.
Fall Term 2016=2169). )
Search Clear | Base Search B Save Search Crtena
2.1.3 Click on Search
213
2.1.4 Click on the course to _ y
see the classes. Acaemie instiution Tvm Subgset Area Catalog N Aradamic Career Campus Dascription Coursa ID Courss Offeting Nox

[214

AKING OF CANADA

e

im Undergrad
Urdergrad
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2.1.5 Verify the number of

classes (sections) that are Besic Data
scheduled. Course ID:
Term:
Subject Area:
At the top right of the Class cju'..,g o

Sections information, the number
of sections that have been
scheduled can be seen.

*Session:
*Class Section:
*Companent:
“Class Type:

2.1.6 Remove the classes or

Mesting

Academic Institution:  Unny.

*Associated Class

User Guide and Exercices

Exam || LMS Data || Textbook || GL Interface

Course Offering Nbr:

Auto Greate Component

Ft © 1ot Ot | 215 |

- 216

R Full Sessio Class Nbr:
*StartiEnd Date:

*Campus:
sections by clicking on the *-* Lecaton
button. Course Administrd —

*Academic Crganization
Academic Group:
“Holiday Schedule:

2.1.7 Click OK in the confirmation

Dynamic Date Cale Required
% Generate Class Mg Attendance
“ Sync Attendance with Class Mig

“Instruction Mode:
pop-up. retrueten — GL Interface Required
Primary Instr Section: 500
. Class Topic
2.1.8 Click on Save. Course Topic 1D: Q Print Topic in Schedule

Equivalent Course Group

Course Equivalent Course Group:

Class Equivalent Course Group:

Class Attributes

*Course
Attribute
oo =Y

Override Equivalent Course

Personalize | Find | Viewall| 2| B Fest 0 12015
*Couree Attribute
‘Value

Last

Y a
EN Q

List |[s5] Next in List
Cap | Notes | Exam | LMS Data | Textbook

o oty

GL Interface

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:
e Academic Institution: UOTTA or

SPAUL.

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

2.2.3 Click on Search.

Schedule New Course

Find an Existing Value

Search Criteria

Case Sensitive

Search
223

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

University of Ottawa uoCampus
User Guide and Exercices
Search Results
e Al First ‘4 -100 of 183 Last
Acadamic Institution Term Subject Area C. 0 Nbr Academic Caresr Campua Description oures ID Courss Offaring Nbr
UOTTA 2171 ENG 1 dergrad.  (blank) WORKSHOF [N ESSAY WRITING 11
21T1ENG [blank) WORKSHOP IN ESSAY WRITING
2171 ENG [blank) TECHNICAL REPORT WRITING
21T1ENG [blank) LITERATURE AND COMPOSITION |
2171 ENG 1 {biank} LITERATURE AND COMPOSITION 11
21T1ENG 1 [blank) ENGAGING WTH LITERATURE
2171 ENG 1 [blsnk} EFFECTIVE BUSINESS ENGLISH
Se7ecng - olankt 1
[222 2171 ENG 21 {blank)
Z ENG Z |DIanK}
2171ENG 21 {biank)
1T1ENG z {blank) BRIT LIT I: 0 1700
2171ENG ] [blank} BRIT LIT Il: 1700 TO PRESENT
21T1ENG 2 [blank} CHILDRENS LITERATURE
2TLENE - 2011 (blgnk) CAN. CHILO Ao e __ gm0 1, PP

2.2.5 Complete the
Basic Data information:

e Class Section:
Enter the Class
Section for the
class component.

o See Appendix
1.2.2A Class
Sections for more
information.

e Component:
Select the primary
(graded)
component for the
course. (e.g.:
Lecture-LEC).

See Appendix
1.2.2B Course
Components for
more information.

o

Confirm and modify the
information under this
tab as required.

Basic Data

Course 10:
Academic Institution:
Term:

Subject Area:
Catalog Nbr:

Class Sections

* Session: ER

*Class Section:

*Component:

*Class Type:
*Associated Class:
*Campus:

*Location:

Course Administrator:
*Academic Organization:
Academic Group:
*Holiday Schedule:

*Instruction Mode: (=}
Primary Instr Section:

Class Topic

Course Topic 10: Q

Equivalent Course Group
Course Equivalent Course Group: 03473

Class Equivalent Course Group:

Class Atfributes

“Coures
Attribute

GIN. TO 1820

Find | \izw Al First ‘& 1of 1 ‘& Last
Class Nbr: ] *||=
*Start/End Date: [Q1/02017 |G§04/08/20 i
Ewvent ID:
Attributes
dd Fes

¥ Schedule Print

¥ Student Specific Permissions
Dynamic Date Calc Required

¥ Generate Class Mtg Attendance
Sync Attendance with Class Mtg
GL Interface Required

Print Topic: in Schedule

03473 Owerride Equivalent Course

Personalize | Find | View All | | ] First ‘& 120f4 '} Last
*Courss Attribute
Value

H =
= = =

o For details on the information that can be modified, see Section 1.1.
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2.2.6 Enter the Meeting
Pattern.

e 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.

o

e Mtg Start: Enter the
start time for the class
according to the
pattern selected. (i.e,:
for pattern AO1A enter
8:30)

e Mtg End: Confirm the
time that is generated.

sic Data || Meetings

Course 1D:
Academic Institution:
Term

Subject Area:

Im
i
s

User Guide and Exercices

Catalog Nbr: IN AL SCIENCE
Class Sections Find | View Al First ‘4 30f3 * Last
Session: Fs Class Nbr:
Class Section: D Event 1D:
Associated Class: 1
Mzeting Pattern Find | View Al First ‘4 1of 1 ‘& Last
e
Facility ID Capacity Pat Mg Start MigEnd M TW T F § § *Start/End Date
a a 2017 | [DB/0472017 |GR
Topic 1D: & Free Format
Topic:
Print Topic On Transcript o
Instructors For Meeting Pattern Personalize | Find | \ | B First ‘4 1of1 ‘& Last
Assignment || Workload
o Hame Anetctor Print Acoass contat  E™  yopCoos
a Frim It v v B ga, 1 =
Room Characteristics Fersonalize | Find | 2| B First ‘4 1of1 ‘& Last
“Room Charactaristic “Guantity
a 3 =
Academic Shift Personalze | Find | (2] First ‘4 1of1 ‘& Last

Acagemic shirt
Q

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

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

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

e 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.

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

transcript.

e 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 Enroliment
Control information:

e 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.

Course 1D:

Academic Institution:
Term: 7
Subject Area: POL
Catalog Nbr: ot

Enroliment Control

Session: FS

Class Section: C00

Associated Class:
*Class Status:
Class Type:

*#Add Consent:

*Drop Consent:

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

Resection to Section:
# Auto Enroll from Wait List

Enroliment Crtrl

Reserve Cap Motes Exam LMS Data extbook GL Interface

Class Nbr:
Event ID:

Enroliment Status: Closed
Requested Room Capacity: 20 Total
Enroliment Capacity: 20

Wait List Capacity:

Minimum Enrollment Nbr:

Cancel if Student Enrolled

o0 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.

e 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 enroliment via self-serve is not available.

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

e 1st Auto Enroll Section and 2nd Auto Enroll Section: Enter the information to auto enroll students to
secondary, or non-enroliment components of a class (DGD, LAB...) as required. e.g. Student enrolls in

e Resection to Section: Leave this section blank. Unless required, e.g. this is used by Civil Law, for Block
enroliment. 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.

e 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.

e 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.

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

uoCampus

Course ID:
Academic Institution:
Term:

Subject Area:
Catalog Nbr:

Enroliment Contra

Session:
Class Section:
Associated Class:

*Class Status:
Class Type:
*Add Consent:

*Drop Consent:
15t Auto Enroll Section:

2nd Auto Enroll Section:

Resaction to Section:

¥ Auto Enroll from Wait List

User Guide and Exercices

Enrollment Cntrl

SCIENCE
Find | View All First

Class Nbr: [\
Event ID:

CD0  Component:
Units:

Enrollment Status:

Requested Room Capacity:

Enroliment Capacity: EL
| Wait List Capacity 0

Minimum Enrollment Nbr

Cancel if Student Enrolled

e 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).

e Sequence Number: Auto
generated when entering a
note.

e Print Location: Select After.

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

e Free Format Text: Enter a
note, using proper grammar,
spelling, and vocabulary (if
applicable).

2.2.9 Click Save. =
5l Save

Basic Data

Course ID
Academic Institution:
Term:

Subject Area:
Catalog Nor:

Class

ections

Session:
Class Section:
Associated Class:

*Sequence Number:
*Print Location:

Note Nbr:

Free Format Text:

Notes || Exam || LMS Cata

Course Offering Nbr

Find | View Al First ‘4 3of3 2
Fs Class Nbr:
000 Component: Event I0:
Units:
Find | Viewr Al First & 1o0f1 ®
i
After v Even if Class Net in Schedule
Q
Copy Note
-
Clear Note

4] Next in List [0 Netify

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 Maintain Schedule of Classes
Management > Schedule of Classes > Maintain Enlaean
Schedule of Classes Find an Existing Value

nation you have and click Search. Leave fiekds blank for 2 kst of all values

Search Criteria

2.3.2 Search for the course using the available

search options. NOTTA n 232
Search options that are required: i
e Academic Institution: UOTTA or SPAUL.
e Term: Enter the term code e.g.: Fall Term {
2016=2169. " :
2.3.3 Click on Search. fe s
Search Clear Base Search F Save Search Crtena
2.3.3
. Search Results
2.3.4 Click on the

course to see the
classes that have been

Coursa |0 Course Crifering Mot

rolled over.
235 MOdIfy the | 2.35 Basic Data Mestings Enroliment Cnirl Reserve Cap Notes Exam LMS Data Texthook GL Interface
InfOI‘matIOI’l fOI’ the Course |D: Course Offering Nbr:
classes (as required) :“““'"‘” Institution:
. erm: rad.
under the appropriate Subject Area:
tabs. Catalog Nbr: |ETH-CENTURY WLD FRM 1845
Class Sections Find | View All First ‘& 1of3 '* Last
o For details on the *Session: FE 12 Full Sessio Class Nbr: +||=
information that *Class Section: (A *Start/End Date: )
can be modified, Component: e Fvent 1D
. *Class Type:
see Section 1.1- I onil s Iy S O U R P
1.7
2.3.6 Click on Save to register the changes. =
5l Save
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2.4 Add Sections to Classes

Maintain Schaduls of Classas

2.4.1 Navigate to Main Menu >
Curriculum Management >

Enter any information you have and click Search. Leave fiekds blank for 2 kst of all values

Schedule of Classes > Maintain Find an Existing Value
Schedule of Classes Search Criteria
2.4.2 Search for the course using the i 2 242
available search options. 1
Search options that are required: p—
e Academic Institution: UOTTA
or SPAUL. : A
e Term: Enter the term code e.g.: ot Saneice
Fall Term 2016=2169.
Search Clear Basx Search i Baree Seach Crlena
2.4.3 Click on Search. 243
. Search R It:
2.4.4 Click on the crenrese .
course to see the , - :
classes. l 2.4.4 21 RO POLITICAL SCIENCE
2 A INTRO A LA SCIENCE FOLI
E 1CAL THOUGHT |
2 RESEAR. IN POL. SC.
2z A INTRO A LA POL CANADIENNE
2 . A INTRO REL INTL ET POL MONDIALE 87
23 . JOTTA INTRO POLITIQUE GOMPAREE ., 027188, e .\ ppo_
245 CIICk on the “+ bUtton' Basic Data Mesetings Enroliment Crv Reserve Cap Notes Exam M3 Data Textbook GL Ini
Note: The class that is ot Course Offering Nor:
being added will be Term: u
H Subject Area: P
entered directly after Catelog Nor- re PoLmLAL SeiENGE
the one that was Clazs Sections Find | View All
aCtIV_elloadEd' TO add *Session: QA Full Sessios Class Nbr:
one In sequence, “Class Section: * Start/End Date: 7
navigate to the last *Component: A Lecture Event ID:
record (e.g. 2 of 2). CassType, R Tt pbr e s
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2.4.6 Complete the Basic Basic Data
Data information:

Course 1D:
Academic Institution:
Term:

e Class Section: Enter Subject Area:
the class section code. ~ “tleater
(e.g. for the Fall Term, emiem o
the third class for the :ESZ\E::EID:;ntiDn ‘i::‘:‘:«; Date: -:: 0172017 7|
primary section (LEC) Component Event 1D
would be C00. pr——
*Associated Class: i Associsted Class Aftributes
See Append|x 1.2.2A *Campus: 2dd Fee
Class Sections for *Location: A g mpus ¥ Schedule Print
more information. Course Administrator: = ¥ Student Specific Permissions
*Academic Organization: |FOLOUA = Stu
e Component: Enter the Feademe Sraw e

*Holiday Schedule: # Generate Class Mtg Attendance

Sync Attendance with Class Mtg

component (e.g. LEC-
Lecture, LAB-

*Instruction Mode:

GL Interface Required
Primary Instr Section:
Laboratory, and SEM- Class Topic
Seminar) Course Topic 1D: Q

Print Topic in Schedule
Equivalent Course Group

Course Equivalent Course Group: 03218

See AppendiX 1228 ] 18 Override Equivalent Course
Course Components Class Equivalent Course Group:
for more information.

Class Aftributes

Personalize | Find | View il | 2] B First ‘4 120f 6 Last
“Courss *Courss attribute
Attribute Valus
Confirm and modify the [r

information under this tab as
required.

n List ||+=] Next in List = MNotify

ata | Mestings | Enroliment Cntrl | Reserve Cap | Motes | Exam | LMS Data | Textbook | GL Interface

For details on the

o information that can be
modified, see Section
1.1.
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2.4.7 Enter the Meeting
Pattern.

e Pattern (Pat): Select
the meeting pattern for

sic Data || Meetings

Course ID:
Academic Institution:
Term:

Subject Area:
Catalog Nbr:

User Guide and Exercices

! Class Sections Find | View All First ‘4 2of3 Last
the class, according to seccion . -
the approved timetable Class Section: ©00  Component: L Event ID:
grld, enforced by the Associated Class: Units: 3.00
SEM. Meeting Pattern Find | Viewr A First ‘4 1of 1 ‘& Last
Facility ID Capacity Pat  MtgStart MtgEnd M T W T F § § *Start/End Date =
. C C 012017 3§ 0er042017 |
o See Appendix 1.3.2 N i : :
. Topic 10: 4 Free Format
Meeting Patterns for Topie:
more information. Frint Topic On Transeript 1 Hours
TRetructors For Mesting Patern Fermonaizz | Frd |V T R et F o1 T Lt
. Assignment || Workload
° Mtg Start: Enter the D o \ Hams """;’“Im’ Print Access Contact E“’ﬂ Job Cods
start time for the class, ’
! a Frm I v # v [i{e} # [
according to the —
pattern selected. (e.g' _:L:;mci:;:r;rcristics Personalize | Find | | & ;-;;nml 1of 1 ‘® Last
for pattern AO1A enter a + =
8:30) Academic Shift Personalze | Find | 2| BB Fist 4 1of1 * Last
‘Academic Shift
e Mtg End: Confirm the . ==

time that is generated.

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

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

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

e 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 Enroliment

Enroliment Ctrl || Reserve Cap || Notes || Exam || LMS Data || Textbook |[ GL Imeriace

Course ID:

Control information. s s
Subject Area.
o Class Status: Select e .
the status for the class: Sessios . -

Class Section: €00 Component: Event ID:

Associated Class T Units:

Active: Available in :

*Class Status:

the schedule of Crass Type: Eorliment Staus:
ClaSSGS *Add Consent: Requested Room Capacity:
Cancelled Section: et e P
Cancelled class, will 20 Auto Envoll Section: vt Enroliment Hor
not be available to Resection fo Section:

SearCh |n the SChedule ¥ Auto Enroll from Wait List Cancel if Student Enrolled

of classes.

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

Stop Further Enrollment: Stops enroliment 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
enroliment via self-serve is not available.

o0 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 AO02.

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.

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

Enrollment Cntrl

Course ID:
Academic Institution:
Term:

Subject Area:
Catalog Nbr:

Enroliment Contra

Session: Fs
Class Section: C00 Component:
Associated Class: 1 Units:

*Class Status:
Class Type:
*Add Consent:

*Drop Consent:
1st Auto Enroll Section: I

2nd Auto Enroll Section:

Resaction to Section:

¥ Auto Enroll from Wait List

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

the class.

2.4.9 Enter any notes for the class
section (as required).

e Sequence Number: Auto
generated when entering a
note.

e Print Location: Select After.

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

e Free Format Text: Enter a
note, using proper grammar,
spelling, and vocabulary (if
applicable).

2.4.10 Click Save. =
nl Save

Basic Data || Mestin

Course D:
Academic Institution:
Term:

Subject Area:
Catalog Nbr

Class Sections

Session: Fs
Class Section: 000 Component:
Associated Class: Units:

3

*Sequence Number: i

*Print Location:

Note Nbr: Q

Free Format Text:

Clear Mote

Beserve Cap

Class Nbr:
Event ID:

User Guide and Exercices

EL Interfage

First ‘4 3of3 ‘&

Enrollment Status: Closed

Requested Room Capacity:
Enrollment Capacity:
Wait List Capacity

Minimum Enrollment Nbr

Cancel if Student Enrolled

Notes || Exam |[ LMS Data || Textbook || GL Interace
Course Offering Nor
SCIENCE
Find |View Al First ‘4 30f3 ‘& Last
Class Nbr:
Event I0:
Find | Viewr Al

Even if Class Mot in Schedule

o] Nextin List _|[=) Netify

jotes | Exam | LMS Dat

merace

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

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

Note: Class Associations are used to link SearchiCiteria
|_3r|mary and _Secondary Class Sections. (e.g.., o = o 2o
link laboratories to a lecture) To add these e - a -9
class components, see section 2.4 — Adding Subject Area = x
Sections to Classes. Gatalog Nor begins wih ¥
Academic Career: = v v
2.5.2 Search for the course using the available search ~ campis begins with ¥ Q
options. Description begins with ¥
Course ID: begins with ¥ Q
Search options that are required: Course OfferngNor [= + Q
. . . Academic Organization:| begins with ¥
e Academic Institution: UOTTA or SPAUL. Case Sensitive
e Term: Enter the term code e.g.: Fall Term
2016=21609. Search Clear | Basic Search [ Save Search Criteria
2.5.3 Click on Search 253
. Search Results
2.5.4 Click on the hp— Y I— T
Course to See the ‘Academic institution Tenm SME]MA[B& C!l!l:a Nbr Academic Career C!TFIIB BBD{:IIFII:H Course ID Courss Dﬂ'Brlﬂa Nbr
Classes. UOTTA 2171 BIO 1108 Line UOTTA PRIMCIPLES OF BIOLOGY 5 1
UOTTA 2171 BIO UCTTA INTRODUCT. TO ORGANIEM. BI g 1
2171 BIO LK INTROCDUCTION TO CELL BIO
2171 BIO LK THE HUMAN ANIMAL
2171 BIO LK PRINCIPES DE OGIE
2171 B0 LK INTRO A BIO E CELLULAIRE
2171 BIO UOTTA LANIMAL HUMAIN
2171 B0 UCTTA EMVIRONMENTAL PHY SIOLOGY
Sizemo LT GENETICS
| 254 2171 BIO UDTTA ANIMAL FORM AND FUNCTION
ZUITBIT UCTTA FHTSIOLOETE EMVIRCHNNERMENTALE
Z1T1BIO v}
2171 BIO
2171 BIO
2171BIO
2l
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2.5.5 Add a number

uoCampus

User Guide and Exercices

to the Associated TS LS Dot | 5T
Cl_ass for the Course |0
primary class Academic Institution:
section. e.g.: TE”T': Auto Create Component
A00= 1 Subject Area:
- Catalog Nbr: ANIMAL FORM AND FUNCTICN
Egg— :2; T Find |Viewal  Frst 4 1of3 ' Last | 2.5.6
DOO: 4 *Session: Class Nbr: 1872 +=
- *Class Section: *Start/End Date: [01/01/2017 |FR0042017 |G
. *Component: Ewent |D:
2.5.6 Navigate to the . .
dar Class Type:
n -
seco yt . | 2.5.5 | *Associated Class: Associsted Class Attributes
components. (e.g.: e — e
LAB) e
*Location: CAOTTAMIGEO, ¥ Schedule Print
. Course Administrator: Q ¥ Student Specific Permissions
Todo thlS, L:Ise the *Academic Organization: BI0SUA A Biokogy-SCIEN
arrows or click on Aeademic Groug: Dynamic Date Calc Required
View All tO see all *Holiday Schedule: a ¥ Generate Class Mig Attendance
class sections. Instruction Mode: F o, ) # Sync Attendance with Class Mg
' — GL Interface Required
Primary Instr Section: ADD d
Class Topic
Course Topic 10: a Print Topic in Schedule
Equivalent Course Group
Course Equivalent Course Group: Orverride Equivalent Course
Class Equivalent Course Group: D
Class Attributes Personalize | Find | View All| £ E First ‘& 1-20f8 Last
“Courss *Courss Attribute
Attribute Valus
% [=
EN 3 =
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2.5.7 Verify the secondary =
class section has a Class
Type of Non-Enroll.

First ‘4 20f3 '* Last

actions

*Session: Full Sessiot Class Nbr:

*Class Section: *Start/End Date: |01/01/2017

. *Component: Lakb Event 1D:
258 Ao_ld the primary class 257  +Class Type el v
section in Associated Class 2.5.8 | *Associated Class: 19 Associated Class Attributes
number. “Campus: ; TR
€.g. *Location: ¥ Schedule Print
e AO01, A02, AO3 =1 Course Administrator: # Student Specific Permissions
° BOl BOZ BO3 = 121 *Academic Organization: Include in Dynamic Date Calc

Academic Group: Dynamic Date Cale Required

—
e (CO01,C02,C03="3 ¥ Generate Class Mtg Attendance
+ Sync Attendance with Class Mtg

GL Interface Required

*Holiday Schedule:

) . *Instruction Mode:
If mUItIpIe prlmary Components Primary Instr Section: Aot

(e.g. LEC) have a shared
component (e.g. DGD), set all
DGDs to ‘9999.

2.5.9 Click Save

5l Save

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

End of Transaction
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3. Schedule Rooms:

Overview

Description: e Enter the pre-assigned rooms into uoCampus.
¢ Confirm/Modify the enrollment data that will be sent from uoCampus to
InfoSilem for room assignment.
e Confirm/Modify the rooms assigned by InfoSilem in uoCampus.

Performed by: Academic Staff

3.1 Verify/Add Requested Room Capacity (Enrollment Control

3_1.1 Navigate to Main Menu > Maintain Schadule of Classas
Curriculum Management > Schedule of A IOy s e e
Classes > Maintain Schedule of Classes Find an Existing Value

Search Criteria

bilank for 2 Eist of all values

3.1.2 Search for the course using the

available search options. 2 3.1.2
Search options that are required: i
e Academic Institution: UOTTA or i
SPAUL.
e Term: Enter the term code e.g.: Fall
Term 2016:2169. Case Sonsitive
3.1.3 Click on Search. Search Claar | Basic Search B Save Search Crtena
3.1.3
3.1.4 Click on the Search Results

course to see the Miew A ot @ vamerim @ Last
classes. Einiti -——

CUNTING
TECHN FOR BUSIMESS

MOMDE AFFAIRES
STICN AFFAIRES
CNDE DES AFFAIRES
E FINANCIERE e

3.1.5 Click on the Enrollment Cntrl tab.
Enrollment Cntrl
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3.1.6 Enter/Verify
Registration Capacity:

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

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

Course 1D:
Academic Institution:
Term:

Subject Area:
Catalog Nbr:

Enmoliment Contro!

Session: Fs
Class Section: MDD
Associated Class: Units
*Class Status: Activz
Class Type:

*Add Consent:

*Drop Consent:
1st Auto Enroll Section:
2nd Auto Enroll Section:
Resection to Section:
¥ Auto Enroll from Wait List

ESave || [G Return to S=arch

Component

+=| Previous in List

Course Offering Nbr

NTEXT OF BUSINESS
Find | View Al

Class Nbr: 44
Event |D:

Enrollment Status:

User Guide and Exercices

Requested Room Capacity:

Enroliment Capacity: 200

Wit List Capacity:

Minimum Enrollment Nor:

Cancel if Student Enrolled

+=| Next in List = Notify

Basic Osta | Mestings | Enroliment Cntrl | Reserve Cap | Notes

Exam | LMS Data | Textbook | GL Interface

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.

Meetings

3.2.1

Meeting Pattem

Facility 1D

WS 118D
:II'

3.2.2

DMS (033} 118
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Look Up Facilty ID

3.2.3 Search/Filter the list for the o
room and click on Look Up.
- A 323
3.2.4 Click on the Room to select it. | w-
ity B =
] [ [ e oot
Search Results
Note: Only select rooms .
that you have the umng oy pe
authority/permission to use. = 357
Exfmzm
3.2.4 Click Save. =
5l Save
Note: If the room is already -
Viessage
scheduled for another class, there K
WI" be prompt tO SeIECt anOther Class Section: MO0 conflicts with Class Section: MOO. (14620,28)
room.
This class section cannot be scheduled. Cne of its meeting patterns conflicts with either another of its own or another class
section’s. To save without scheduling, leave Facility ID blank.
OK
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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 Maintain Schedule of Classas
Management > SChedU|e Of C|aSS€S > Enter any information you have and click Search. Leave fields blank for 2 kst of all values
Maintain Schedule of Classes

Find on Existing Value

Search Criteria

3.3.2 Search for the course using the available
search options.

332

Search options that are required:

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

2016=2169) s i
3.3.3 Click on Search. Case Sonsitive
Search Clear Basx Search i Save Search Crtena
333
3.3.4 Click on the Search Results
course to see the U ez ) Last
Classes 'P:r:r Sublact Araa Catalon Nbe Acadamic Carsar Campas D L roe 0 Coures Offerdnn M

| 3.34 ADM U X UOTTA INTRODUCTION TO BUSINESS MANAG
et S ENTEST- S BUSINESS
ADM USINESE MANAGEMENT
ADM NTEXT OF BUSINESS

ADM COUNTING

ADM CHN FOR BUSINESS
ADM | DES AFFAIRES

ADM X MONDE AFFAIRES
ADM INTRO A LA GESTION AFFAIRES

NT S0C MONDE DES AFFAIRES

P B b B B3 R R

e e L B

3.3.5 Click on the Meetings tab. .
Meetings
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3.3.6 Verify the
Facility ID in the
Meeting Pattern
section.

Dsta || Meetings

Course ID;
Academic Institution
Term

Subject Area:
Catalog Nor

User Guide and Exercices

Session: Fs Class Nbr:
Class Section. NDD Event ID:
Assoriated Class 2 Units:

Find | View Al Fist ‘& 10f1 % Last

=

Facility ID Capacit{ Pat  MigStart MgEnd M TW T F § 5
Dwstien a 2 Qo0 | Ezoo @ &
DMS (033) 1160 Topic ID:

Topie:
# Print Topic On Transcript Contact Hours
Instructors For Meeting Pattern

Personaize | Find |Viewall | 2] B mist & 1071 % Last
Assignment || Vbrkioad
o Name metcdor ot g

- Empl -
e cotst | S| soncode

Meeting Pa

Facility 1D
DMS1180 a

DMS (033} 1180

f200! n i + =
Room Characteristics 1af 1 Y Las
*Room Charsctanistic

a 3 =
Academic Shift of Las
\Acadamic Shift

a 4 =

um to Search

] Mextin List

ings | Enrollment Catrl

am | LMS
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3.3.7 Click on the Enrollment Cntrl tab.

Enroliment Cntrl

Data Enrollment Crtrl

User Guide and Exercices

3.3.8 Update the Registration
Capacity:

Based on the assigned room
capacity update the
Enroliment Capacity: Enter
the number of seats available
for enroliment.

Course |D:
Academic Institution:
Term:

Subject Area:
Catalog Nbr:

Enroliment Control

Session:
Class Section:
Associated Class:

*Class Status:
Class Type:
*#Add Consent:

*Drop Consent:

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

Resection to Section:

¥ Auto Enroll from Wait List

EE

[Zh Return to Ssarch

NTEXT OF BUSINESS
Find | View Al First ‘4 1of 1
FS Class Nbr: 1244
MDD Component: Event D:
Units
Active v Cany

Enroliment $tatus:

Requested Room Capacity:

Mo Consent ¥ || Enrollment Capacity: 20 g
Wait List Capacity: g
Minimum Enroliment Nbr:
‘Cancel if Student Enrolled
+E] Previous in List_|[45] Nextin List | =] Notify

Basic Data | Mectings | Enroliment Cntrl

3.3.9 Click Save. -EJL| Caie

eserve Cap | Notes | Exam | LMS Data | Textbook | GL Interface
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3.4 Modify the Room Selection
3.4.1 Click on the magnifying
glass beside the Facility ID.

Meeating Pattam

To find an available : Facility 1D Capacity
room for the class, R e o DMS 1150
refer to section 6 - o 3

Search for an Available
Room. T

OMS 033 1180

3.4.2 Search/Filter the list for the room Look Up Facilly ID
and click on Look Up. o =

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.

5l 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:

Overview

Description: Add instructors to a class.

Performed by: Academic Staff

4.1 Select the Class

4_1.1 Navigate tO Main Menu > Curriculum Eﬂaintaln Schedule of Classas _
. . nter any information you have and chick Search Leave fields blank for 2 st of all values
Management > Schedule of Classes > Maintain i i " Sk o A or 4
Schedule of Classes Find an Existing Value
Search Criteria

4.1.2 Search for the course using the available search

options. : o412
Search options that are required: n ‘ '-'_-'-'c | e
e Academic Institution: UOTTA or SPAUL. £
e Term: Enter the term code e.g.: Fall Term a
2016=2169.
Case Sonsitive
4.1.3 Click on Search
Search Clear Basx Search \" Baree Seach Crlena
413
4.1.4 Click on the course to see the er b e R—
classes. | 414 W T 0 Edueation OTT EDL FRIMARYUNICR DIV, LANG. :

PiJ SCIENCE & TECH
NAIS & HABIL FRA, ECH

Wl FRIMARY/JUN, DIV. 11
GE Il MILIEU IRE SEM |
% STAGE Il MILIEU IRE SEM | [
REALITES SCOLAIBFS AGRUELLES. , 024808, _ . oos|

4.2 Find the Instructor

4.2.1 Click on the Meetings tab.

Meetings
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4.2.2 Click on the magnifying
glass in Instructors for

Mestings

uoCampus

User Guide and Exercices

Meeting Pattern beside the ID Sourse Orering e
field. Instructors For Meeting Pattern Personalize | Find | View a1l | 2| BB Fret @ tofl @ L2
Assignment Workload
Note: If the instructor's D Nams ""‘a’n“':“” print #coass Contact E:ﬂ Job Code
ID is known enter the 1D Fimier] @ D 3a t =
directly in this field, and FRTA o © TaT
Sk|p tO Step 43 Facility 1D Fpamy Pat .
Topic 1D A Free Format
Topic:
Instructors For Meeting Pattern Personalize | Find | View Al | 0| B8 Fist 4 fof
Assignment Workload
o ams cor ot acom | contat | ETB mocovs
Room Characteristics Personalize | Find | 2 B Fist & 1of
Academic shif Personalize | Find | 2] B Fist 4 10f1 2 Las
s T
Bas Enroliment Cntrl Notes | Exam | LMS Data | Textbook | GL Interface
4.2.3 Filter the instructor list using the Look Up ID
information available:
B
e Empl ID: The system generated ID (not 423
the employee ID) for the instructor.
Look Up Clear Cancel | Basic Loskup
e Last and First Name: Enter either name Search Resulis
- H \dewr 100 First ‘& qzem Last
to fllter the IISt. Empl ID Name Last Nama First Nams
230 Anng RADFORD LINDAANNE
. . REAVIE MARISSA
! REID HEATHERANN
4.2.4 Click on the instructor's name to select o e ThLANE
that instructor. ume. Martine EEEAUP.!E i\LIFgI?EU
Anthony James RICHARDSON ANTHONYJAMES
. H RPDELI; AERME;'H
Note: If the instructor does not appear FosERoE A e
on the list they are not configured to RORICHALCGAGHEAPNG
teach the subject or they may not have ROPRGE  WtE
been entered in the system yet. Contact | T
your Banner Administrator _ T e
(faculty/department). e
PAULETTE
ZINO
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4.3 Configure the Instructor
4.3.1 Select the Instructors For Meeting Pattern Personalize | Find | View All | B | Ei' First 0 1of1 @ Last
Instructor Role. Assignment Workload

D Name omnador |t Acoaes Contsct ~ TTPl | JobCoda

There are three 4031014 @, Reottmann, Jennifer Frim Ins v < Grade_v_ L oa + =
different Instructor
Roles: 4.3.1 4.3.2 4.3.3 4.3.4

e Primary Instructor
e Secondary Instructor
e 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.

5l Save

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

End of Transaction
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5. Exam Scheduling:

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

Performed by: Academic Staff

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

Maintain Schaduls of Classas

Enter any information you have and click Search. Leave fiekds blank for 2 kst of all values
Find on Existing Value

5.1.2 Search for the course using the available search S ohere
options.

Search options that are required:

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

2016=2169) <\
5.1.3 Click on Search. Caso Sansitive
Search Clear Basx Search i Baree Seach Crlena
5.1.3

Search Results

5.1.4 Click on the course
to see the classes.

[5.14 ¢

UOOFF RESEARCH METHOI

UOTTA RESEARCH METI

UCTTA INTERPERSONAL COMMUNICATION

NON-VERBAL COMMUNICATION

PUBLIC SPEAKING

PUBLIC SPEAKING

FF ORGANIZATIONAL COMMUNICATION
UCTTA ORGANIZATIONAL COMMUNICATION

—HQOFE MUITUEDIA prmr s st

T,
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5.15 Verlfy the Class Attrlbutes, Basic Data || Meetings || Enrollment Cn Notes || Exam || LMS Data || Textbook
under the BaSIC Data tab Course ID: 0 CqCourse Attribute Description 15
Academic Institution:  Univ ooo1 Auditor Permitted
Exam attributes are added at the class jo Joas STTTIACHTY =
Subject Area N 0003 Multi-tarm course
level: r':mbg or: e Thesis activity .
Eamshans Language of Study et
*Session Year of study =
e 0011 - Take Home Exam *Class Section: Basic Qualification Codes: EDU
° 0012 - Exam Room Type “Component Common Law Course Level
. ) *Class Type: Enroliment Major Paper
e 0013 - Exam Seatlng Ratio eeominted Clace Ta, Primary Course (Cross-listed)
i Take-Home Exam
e 0014 - Exam Time Preference “Campus: s
*Location ANICG A Exam Seating Ratio
See Appendix 51 3 Exam Course Administrator: Exam Time Preference
o e *Academic Organization: CMNALA Funding Indicator

Attributes for more information.

Academic Group: ARTS Field Placement Course (Co-op)
*Holiday Schedule: GEN Q Comprehensive Exam
*Instruction Mode: Fola Supplemental Exam Indicator o
i i i Excluded from T2202A calc
5.1.6 To add an attribute click on the rimary st Section: [0

Individual Topic
Research Paper
0023 Ancillary Fees

“+” next to one of the Class Attributes. Class Topic

Course Topic I0:

Equivalent Course G

Course Equivaleny/Course Group: 01470 Override Equivalent Course

Class Equivajéht Course Group: 47
Class Aftributes Personalize | Find | ViewAll | 27 B} Fist 4 1:20f8 * Last
*Course *Courss Attribute
Attributs vae
Q
EN

[&" Return to Search +5] Mext in List =]

Notes | Exam | LMS Data | Textbook | GL Interface

Me=tings | Enroliment Cntrl

5.1.7 Click on the magnifying glass to see [ awiue- Pt & 2057 0 Lam
the list of attributes that can be added. “Courss

D005 |@, Language of Study EN sh + =

Note: Enter the number of the a 2fiE

attribute directly in the Course
Attribute field to skip to step 5.1.7.
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5.1.8 Select the attribute to add by clicking Look Up Course Attribute
on the appropriate line. Help

Look Up Clzar Cancel | Basic Lookup

Search Resuls

izw 100 First '4 23 of 23 Last

rea Attribute Description
Auditor Permitted
Continuing activity

Langu
Yearof 5
Basic Qualification Codes: EDU
Common Law Course Level
Major Paper

Primary Course {Cross-listed)
Take-Home Exam

Exam Room Type

BT STy e

r
nt Course {Co-op)

Individual Topic
Exam room type prefe
Research Paper
Ancillary Fees

5.1.9 Configure the attribute by clicking on

the magnifying glass next to the Course ’Elass Attributes Personalize | Find | View st | 2| B First 4 230f 7 '* Last
Attribute Value field. st i

jooos_|c EN Q, Cours Engtish + =

| A A=

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 Look Up Course Attribute Value
by clicking on the appropriate line. Help

Lock Up Clear Cancel | Basic Lookup

Search Results

= "
Miew 100 First ‘& quore Last

Coures Attribute \alue  Deecription
G Gym

Departmental
Stal
Teleconference

[

— )
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5.1.11 Click Save.

o

5l save

Repeat steps 5.1.6-5.1.11 to add each additional
Class Attribute.

User Guide and Exercices

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 Maintain Schedule of Classes
Management > Schedule of Classes >

Maintain Schedule of Classes

Enter any information you have and click fi

Find on Existing Value

Search Criteria

5.1.2 Search for the course using the available

Search. Leave fiedds blank for

a st of all values

search options.

> =] 5.2.2
Search options that are required: T i
Academic Career: v "
e Academic Institution: UOTTA or b
SPAUL. q
o Term: Enter the term code. (e.g.: Fall : )
Term 2016:2169) Cose Sonsitive
5.1.3 Click on Search. :
Search Clear | Base Search B Save Search Crtena
5.2.3
. Search Results
5.1.4 Click on the course — D Lt

to see the classes. B

UCTTA INTRO ORGANIZATIONAL COMMUNIC
INTEC MEDIA STUNIES

2.4

INTRO ETUDE DES MED
EARCH METHODS CI

ES:

A RESEARCH METI
A INTERPERSONAL
NON-VERBAL COMMUNICATION
PUBLIC SPEAKING

A C SPEAKING
d JFF ORGANIZATIONAL COMMUNICATION
Un UCTTA ORGANIZATIONAL COMMUNICATION

A
3
2
2
A
3
2
2

UCTTA

2

48 o 20 1
WO o o 05 GMN e P55 7o dbmiey ™~ ¥ _WGOEE MUITUIEDIA | P gt DEBAR T g

5.2.3 Click on the Exam tab. Exam
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524 RevieW/Modify the exam Basic Data Enroliment Cntrl |[ Reserve Gap || Motes |[ Exam |[ LMS Data || Textbook || GL Interface
information. Course 1D Course Dffering Nbr:
Academic Institution:
Term:
e Exam Time Code: Not used ot " OV oG
Find | ViewAl  First & fof1 & Last
e Combined Exam: Selected if session: s Clzss br:
there are multiple exams in the Pt R
same FaCI|Ity ID Exam Seat Spacing: Final Exam:  ves
. Class Exam Personalize | Find | 2| B 4 1202
i Exam Date: The date the exam ExamTimeCode  COTONT  -ExamDate Exam Start Exam Eng .}%,‘;;’E"" Faclity ID Buliding Foom
will take place. a 0| (v PR QA s + =
Q Final v | laRT2E7 @ ART(008) 267 + =

e Exam Start: The time the exam
will start. ..

G Return to Search | [ =] Notify

e Exam End: The time the exam will end.

e Class Exam Type: Describes the type of exam for the class.

o DEF (Deferred Exam)

FIN (Final Exam)

HOM (Take-home Exam)
MID (Mid-term Exam)
SUP (Supplemental Exam)

(o} elNoNe]

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

gs | Enrollment Ctrl | Reserve Cap | Notes

Exam | LMS Data | Textbook | GL Interface

6 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.

5l Save
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5.3 Manually Scheduling an Exam

5.3.1 Under the Exam tab, click on the “+” Class Exam § . Fersonaiize | Find | (2| B Fist ‘& 10f1 ‘& Last
A ExamTimeCode  STOIN +pram pate Exam Start Exam End 19):?:‘ BAaM  aciity ID Buliding Room
to add a new line. a E1/0412016 |5 [6E:00 000 | [Fnal v [ART2i5 a 215 + =
5.3.2 On the new line: s —
Class Exam Personaize | Find | & B Fist 4 120f2 O Lam
BxamTims Cods  COMUING  opam pata Exam Start Exam End TC)L’:‘ EXam ety i Bullding Room
Combined Exam: Select if the exam is a BuD420M8 |5y BB00 | [10.00 Final | ARIZIS a 215 + =
combined with another class. & 5 LT a 4 =

e Exam Date: Enter the date of the exam.
e Exam Start: Enter the start time of the exam.
e Exam End: Enter the end time of the exam.

e Class Exam Type: Select the type of exam:
o DEF (Deferred Exam)

FIN (Final Exam)

HOM (Take-home Exam)

MID (Mid-term Exam)

SUP (Supplemental Exam)

Oo0oo0oo

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.
Class Exam Personaize | Find | 2| B Fist & 120f2 ® Last
X . ) ExamTimeCoda  COTDIN! +ExamDats Exam Start Exam End }i;’;‘ BXam™ e ociity 1 Bullding foom
e Click on magnifying glass beside the a ; EEE A 22 e

Facility ID field. a

2 W - -
o Filter for the required room.
. . Help
e Click on the room to select it. Lot
T Q

Note: Only select rooms that you have the Descrpion: Segns i -

authority/permission to use. To select Feeliy yperl= :

rooms from another faculty/service, contact Look Up | [_Olear_| [ Gancel | Basic Lookup

them for approval prior to selecting the Search Resulls

room from the list.

300 re:

Faclity ID Buliding Room
O

Seminar Rm
Szminar Rm
Szminar Rm
Laboratory
Laborat

aboratory
Laboratory

v
Laboratory
Lal at

aboratory
SEL30F . _Lzbgystonn

5.3.5 Click Save. =
5l Save

End of Transaction
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6. Search for an Available Room:

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

Performed by: Everyone

6.1 Access the Facility Search Criteria Page

. . Facility Search Criteria Facility Ssarch Resulis
6.1.1 Navigate to Main
Menu> Curriculum Academic Institution:  Univ. of Ottawa
Management> FaCIIIty Meeting Criteria
and Event *From Date: 2052016 |&) *End Date: [2O/D52016 |GY M T WTh F S Su
Managem_ent> SearCh *Meeting Start Time: *Meeting End Time:
for a Facility
Facility Criteria
Facility Type: a
*General Assignment: | !gners Fid v Room Capacity From: Room Capacity Ta:
Academic Organization: Q
Facility Partition: a
Location Code:
Fetch Facilities
Building:
|2 Return to Search *=| Previous in List [|+=] Mext in List = Motify
Facility Search Criteria | Facilty Search Results
6.1.2 Enter the Meeting e I
Criteria. From Date: ZIVOS2018 |3 *End Date: Eoosz016 |59

M Tu WTh F Sa Su
*Meeting Start Time: *Meeting End Time:

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.
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6.1.3 Enter the Facility Criteria. —
o Facility Type: The type Facility Type: a
Of faC”lty that IS needEd' *General Assignment: Ignore Fid = Room Capacity From: Room Capacity To:
o AUD (Auditorium) Academic Organization: Q
o CON (Conference Facility Partition: Q
ROOm) Loeation Code: Fetch Facilities
o EXM (Exam Room) Building:
o GYM (Gymnasium)
0 LAB (Laboratory)
0 LEC (Lecture Room)
0 LNG (Lounge)
0 SEM (Seminar Room)
0 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.

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

6.1.4 Click on Fetch Facilities. Fetch Facilities
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6.2 Review the Results

Review the results under the
Facility Search Results tab.

Acadermic Institution:

Facility Search Results

Uniiv. of Ottawa

mats

6.2.1 The search options selecte|d6-2-1

ch your ssarch criteria. From Date: 24/05/2016,
< Mon Tues Wed Thurs, G

31/07/2016, Mesting Start Time
ent- Tgnere Fld,

tion [Location

CAOTTAWUOC
CAOTTAWUOC
CAOTTAWUOC
CAOTTAWUOC
CAOTTAWUOC
CAOTTAWLOC
CAOTTAWUOC
CAOTTAWUOC
CADTTAWUOC
CAOTTAWUOC
CAOTTAWUOC
CAOTTAWUOC
CAOTTAWUOC
CAOTTAWUOC
CADTTAWUOC
CAOTTAWUOC
CAOTTAWUOC
CAOTTAWUOC
CAOTTAWUOC
CAOTTAWUOC
CADTTAWUOC
CAOTTAWUOC
CAOTTAWUOC
CAOTTAWUOC
CAOTTAWUOC
soTTawun

SCIEN
SCIEN
SCIEN
SCIEN
SCIEN
SCIEN
SCIEN

Beras

a0 LAE

appear at the top of the screen.
6.2.2 The search results display RS o]
the rooms that are available to be SET 905} |933
assigned. If a room is on the list it AT (008) 11
is currently not booked. e
ART (DDE) 257
ART (DD6) 350
ART 420
Note: To book rooms A 513
please confirm with the 6.2.2.. =
room administrator before e 21
selecting it in uoCampus. = o=
BSC 130
BSC 140
BSC 202
BSC 211
BSC 231
BSC 236
BSC 302
BSC 310
BSC 312
BSC 330

End of Tr

e P = R e R

it arbntt F

ansaction
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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

O Enter the scheduled time to reflect the AO1A/B meeting pattern.

O Confirm the waitlist capacity is 1000.

O 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.

ooo o

4. | Add a class section to a currently scheduled class:
User Guide: Section 2.4

Enter the scheduled time to reflect the CO1A/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.

Oooooo

5. | Add Component Associations to a Class.
User Guide: Section 2.5

O Add class sections to a currently scheduled class.
O 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

O Class A.3: Add an instructor to the class added in exercise A.3
O Class A.4:

e Add an instructor to the class added in exercise A.4

e Add a TA to the class added in exercise A.4

Additional Exercises:

O Class A.2: Add an instructor to the class added in exercise A.2
O 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

O Class A.2:
e Exam Room: Gymnasium.
e Seating: Every other seat.
O Class A.3: Exam Time preference evening.
O Class A.4: Take home exam.
O 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

O Find an available room within your faculty for a midterm exam. (Section 6)
O 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: AOO through LOO.

Secondary components will use the same
designation as the Primary component: AO1
through L99

e.g.
e.g., For section A0O of a course, the following
designation would apply to the laboratory and
discussion groups:

LAB: A01, A02, A0D3...
DGD: A04, A05, A06...
Winter:

Primary components will use the following
designation: M0OO through WQ0O.

e.g.

Secondary components will use the same
designation as the Primary component: MO1
through W99.

e.g., For section MOO of a course, the following
designation would apply to the laboratory and
discussion groups:

LAB: MO1, M02, MO3
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): LB0O1, LB0O2, LBOS3 ...
Discussion Group (DGD): DG01, DG02, DGO03 ...

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):

e ARTS: Faculty of Arts

e CLAW: Common Law Section

e DCIV: Civil Law Section

e EDU: Faculty of Education

e EDUPE: Service Continuing Education
e GENIE: Faculty of Engineering

e GEST: Telfer School of Management
e MED: Faculty of Medicine

e SCIEN: Faculty of Science

e SSAN: Faculty of Health Sciences

e SSOC: Faculty of Social Sciences

e VRE: Vice Rector Academic

1.2.5: Class Attributes:

e 0001 = Auditor Permitted

e 0002 = Continuing Activity
e 0003 = Multi-term Course
e 0004 = Thesis Activity

e 0005 = Language of Study
e 0006 = Year of Study
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e 0007 = Basic Qualification Codes: EDU
¢ 0008 = Common Law Course Level

e 0009 = Major Paper

e 0010 = Primary Course (Cross-listed)

e 0011 = Take-Home Exam

e 0012 = Exam Room Type

e 0013 = Exam Seating Ratio

e 0014 = Exam Time Preference

e 0015 = Funding Indicator

e 0016 = Field Placement Course (Co-op)
e 0017 = Comprehensive Exam

e 0018 = Supplemental Exam Indicator

e 0019 = Excluded from T2202A Calc.

e 0020 = Individual Topic

e 0022 = Research Paper

e 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):
e A101A and A101B (LU/MO 08:30-JE/TH 10:00)
e A102A and A102B (LU/MO 10:00-ME/WE 08:30)
e AIl03A and A103B (ME/WE 10:00-VE/FR 08:30)
e A104A and A104B (MA/TU 08:30-VE/FR 10:00)
e A105A and A105B (MA/TU 10:00-JE/TH 08:30)

For 2 x 1.5 hour classes (afternoon):
e B101A and B101B (LU/MO 11:30-JE/TH 13:00)
e B102A and B102B (LU/MO 13:00-ME/WE 11:30)
e B103A and B103B (ME/WE 13:00-VE/FR 11:30)
e B104A and B104B (MA/TU 11:30-VE/FR 13:00)
e B105A and B105B (MA/TU 13:00-JE/TH 11:30)

For 2 x 1.5 hour classes (evening):
e C101A and C101B (LU/MO 2:30-JE/TH 16:00)
e C102A and C102B (LU/MO 16:00-ME/WE 14:30)
e C103A and C103B (ME/WE 16:00-VE/FR 14:30)
e C104A and C104B (MA/TU 14:30-VE/FR 16:00)
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e C105A and C105B (MA/TU 16:00-JE/TH 14:30)

For 1 x 3 hour classes:

e Morning:
o DO01 (LU/MO 08:30)
o D02 (MA/TU 08:30)
o D03 (ME/WE 08:30)
o DO04 (JE/TH 08:30)
o DO05 (VE/FR 08:30)

e Afternoon:
o EO1 (LU/MO 14:30)
o EO02 (MA/TU 14:30)
o EO03 (ME/WE 14:30)
o EO4 (JE/TH 14:30)
o EO5 (VE/FR 14:30)

e Evening:
o [FO1 (LU/MO 17:30)
o F02 (MA/TU 17:30)
o FO03 (ME/WE 17:30)
o FO04 (JE/TH 17:30)
o FO05 (VE/FR 17:30)

o Night: I /{ Commented [LW1]: Needs to be added to FR document.

o GO1 (LU/MO 19:00)
G02 (MA/TU 19:00)
G03 (ME/WE 19:00)
G04 (JE/TH 19:00)
GO5 (VE/FR 19:00)

O 0 oo

For 1 x 2 hour classes:
e Morning: HO1 — HO5

o HO1 (LU/MO 08:00)
HO02 (MA/TU 08:00)
HO3 (ME/WE 08:00)
HO4 (JE/TH 08:00)
HO5 (VE/FR 08:00)

O 0O oo
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5.1.3: Exam Attributes:

0011 - Take-Home Exam

Value Description
Y Take-Home Exam

0012 - Exam Room Type

Value Description

G Gym

P Departmental
S Standard

T Teleconference

0013 - Exam Seating Ratio

Value Description

0.0 N/A

0.5 Every seat

1.0 Every other seat
1.5 Every 3 seats

0014 - Exam Time Preference

Value Description
DN Day exam
VN Evening exam

0021 - Exam room type preference

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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