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In the Term field type 201010
ADDING A COURSE
In the CRN field type ‘ADD’ if you are adding a course
Click Next Block
Fill-in the following information in the SECTION DETAILS AREA:

***Click on the drop down arrow if you need help with your selection****
SUBJECT

COURSE #

SECTION

CAMPUS

STATUS

SCHEDULE TYPE
INSTRUCTIONAL METHOD
GRADE MODE

SESSION

PART OF TERM

Information on right hand side will automatically populate
PRESS F10 To Save

MAKING A CHANGE TO A COURSE
In the CRN field type the CRN # if you are making changes

Changes/updates can only be made to the following:

CAMPUS
STATUS
SESSION
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Type: e " Term: 200710 [~ CRN: [aDD  [7)
Current Term
Section Details
Subject: BA E‘Busmess Administration CEU Indicator; W
201 B Title: |Legal Enviranment of Business Credit Hours: | 3.000 ’_ |
iz (7]
) ’_E Billing Hours: | 3,000 ’_ |
Campus: M EMaln
Status: (& []activa Contact Hours: [ sooo [
Schedule Type: LEC EILecture
Instructional Method: |TR EITraditionaI Lecture: | 3.000 ’_ ‘
Integration Partner: EI
Grade Mode: ’S_[Z[Standard Letter Lab: | ’_ ‘
Session: ’D_EDay
Special Approval: ’_E Other: | ’_ \
Duration: EI
Part of Term: 1 [7] | E |is-oec-zoos @ | s Link Identifier: [ ]
First Last Attendance Method: I_E
Registration Dates: ‘ [_ | [_ E Weekly Contact Hours:
Start Dates: ‘ [_ | [_ Daily Contact Hours:
Maximum Extensions: 1] |« Print | Yoice Response and Self-Service Available
¥ Gradable [ CAPP Areas for Prerequisites
[ Long Title [J Comments [JSyllabus [ Tuition and Fee Waiver o
A e e e T e e T e T e e [
Part-of-Tetm Start Date: (DD-MOR-YY) |
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CLICK on Options

Select Section Enrollment Info

In the Enrollment Details Area, enter the Maximum number to be enrolled
PRESS F10
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Term: 200710 % CRM: 30030+

Section Details

Subject: BA ¥ Business Administration CEU Indicator: ]
Course Number: 213 h Title: Quantitative Analysis Credit Hours: 3.000
Section: 01 -

Enrollment Details

Maximum: E@ Waitlist Maximum: i} Projected: i}
Actual: ] Waitlist Actual: ] Prior: ]

Remaining: o Waitlist Remaining: 1} [CJReserved
Generated Credit Hours: 000

Census One Census Two

Enrollment Count: 1] Enroliment Count: 0

Freeze Date: 31-AUG-Z006 Freeze Date:

4

Maximurm enrollment for section; press CAH or Maximum button to enter reserved seats |
Record: 11 | L | | <0gC=

CLICK Next Block -2 times



Click on drop down arrow under Meeting Time (Select your time or one close to it by
double clicking on the number under the Code field-if you need to change days
simply uncheck the days you don’t want and check the one(s) of your choice, if you
want to change the time simply enter the time(s) of your choice

Stroll on Scroll Bar at the bottom of form to Enter BLDG and Room No.
PRESS F10 To Save
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CRMN: 30030 %

Meeting Meeting Start End Auto Scheduler  Partition

Time Type Start Date End Date on Tue Wed Thu Fri Sat Sun Time Time Scheduler preference  Details
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Section meeting end time (range 0000 to 2353). |
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Meeting time code; press LIST for codes, Press DUPLICATE ITEM to access Cross List Form |
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CLICK Next Block



Faculty ID 4T |

e

ENTER ID
Under the ID field simply enter the faculty/staff ID# and PRESS ENTER

ENTER FACULTY NAME
In the field next to where you would enter the faculty ID #, simply type last name, first
name and press ENTER (EX: Doe, Joe)

LOCATE FACULTY ID

To locate Faculty ID, click on the ID Drop Down Box

Type in the faculty last name (Use capital letter for first letter on the first and last name; if name is
not known type first letter and put a % sign then hit F8)

PRESS F8 to execute the query

Finally, double click on any gray area

PRESS F10

CLICK Next Block 3 times, you should be back to the SECTION DETAIL, simply EXIT
form or CLICK ROLLBACK icon to start process over again.
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