KENT STATE
UNIVERSITY
IS TECHNICAL TRAINING

Officeof the
UniversityRegistrar

DCUForSchedulers

User sGuide
May 2009



DocumentTitle DCUForSchedulers Leader SGuide

IssueDate: April,2009(rev.4/28/2009)
Author PhillisSteinbach

Copyright KentStateUniversityand Infosilem
ProcesOwner Officeof the UniversityRegistrar

Gethelpwith this UniversityRegistrar3306723131
process ISTechnicallraining,istraining@kent.edu

Gethelpwith Access| UniversityRegistrar3306723131

Thisdocumentandrelated documentationis availableonline at
Http://www.kent.edu/erp/Training/EREDocumentation.cfm

X ©2009 This information is provided by the Division of Information Services, Kent State University and is

SV ET s Ty~ proprietary and confidential. These materials are made available for the exclusive use of Kent State
IS TECHNICAL TRAINING University employees, and shall not be duplicated, published or disclosed for other purposes without
written permission.



TABLEOFCONTENTS

ACCESSINIHEDCU. . . ..o
Loggingntothe DCU. ... i e
Main SCre@NMOVEIVIEW. . . . o ot e e e e e e e e e e

VIEWINGEE CT OB AT A L e e
ViaNavigationPanel.. . ........ .. e
ViaPreviewPane.. . . ...

ENTERINGECTIOR AT A . o e
CreateA Section NoPreviousExistingData. . ...............cccvi...
Componentnformationtab.................. ... ... .. ... .. .....
SunguardHigherEducatiorBannertab. . ..........................
GeneralTab.. . ...
Attribute Codes. . ..ot
RegistratiorRestrictions. . .......... ..o
SectionCONtraCtS . . ..o
CAREQUISITES . . ..ottt e e
Reservedeating . ...
DeliVeries . ...
ScheduleType. ...
StartandEndDate. . ........... o
OpenLearning .. .....oouuiiii
TIMeReqUESES . .. ..o
ROOMREqUESES . . ...
INSIrUCKOrS. . . .
Multiple Deliveries . .. ...
EditingA SECHioN. . . ...
PreviewPane. . ...
NavigationPanel. . ...
Removingdlata. . ...

CREATBENOPEN.-EARNINGECTION. ...... ...
VARIABLHOURSECTION . . ... e
CREATBWEBBASELSECTION . ... ..o
DUPLICATESECTION . ... e
CREATBDELIVERBROUP. . ... .. e

|

(G218 *N

11
11
11
14
14
14
15
15
19
20
20
20
20
23
25
27
28
28
30
32

33
34
35
37
39






DCU For Schedulers Accessing the DCU User Guide

Accessinghe DCUschedulePro)

(DataCollectionUtility ! Infosilem)

Introduction:

Priorto logginginto the DCU yerify the versionsof Internet Explorerand
FireFoxhat areloadedon your computer. TheRegistrar ®ffice
recommendsyou uselE7and/or FireFoxX3. If you haveanyquestions,or
needto upgrade,contactyour department ssystemsupportpersonnel.

LOGGINGNTOTHEDCU

1. Inthe URLaddressbar, enterthe following address:
https://schedulepro.kent.edu/dcu4?

Mozilla Firefox

Q i Ji htkps://=che kent . edu ] arks  Tools  Help

l: https: /fschedulepro, kent, edufdoutz

2. Atthe Signon screengenter your FlashlindJsernameand Password
INFOSILEM &2

: [ TTT] J=dis ™

Infosilem EnCampus Timetabler Data Collection Utility : Login
Usemame: |Your Flashline name
Password: sessssess

Submit | Reset

Please log in

3. Clickon"Submit or press'Enter

£ DCU 4,2 503 - Windows Internat Exploror

the MainScreen  [r=—=am T =
will present DEORLEAREE =

. Hipoy for Exoed gproadshieets of 98 INSTRLC TORS e DOU 25 wall 25 Mose MESNG Som he BCU
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DCU For Schedulers

Accessing the DCU

User Guide

LOGGINE TOTHEDCU(Cont!d)

Main Screen! DCU
Introduction:

TheMain Screerconsistof 4 major sections:

1. MenuBar

2. ToolBar

3. NavigationPanel
4. PreviewPane
5. MessageBoard

Knowingthe function of eachof thesesectionswill aid the Userin creating,
reviewingandediting coursesections.

£ DEL 4.2 593 - Windows Int

Menu Bar

Tool Bar

Component G oips

Dby 1 a1,

Reports

£ hitps beri e
: Flle View Help
INFOSILEM 88 52 28
O srater an
Loures || Welcome Phillis Steinbach |
Navigation e s
{
g Wedcome 1o the Datn Collection Utility!
Delivery Groups
Panel 11 | Scheduling for Spring 2010 will bege on Wed, Al 15, 2008, The DEU wil close on Friday, June 26, 2008,
Reports
Paits of Termn fnr Spring 2040 are
Full Term (1)~ 2an 19, 2010 - lay 9, 2010
First Five W Jan 18, 2010 - Fed 21, 2010
Second Five 2}~ Fab 22, 20710 - Mar 28, 1010
Thira , 20 - May 9, 2010
Firsl H 1 19, 2010 - Was 10, 2010 M g B rd
Second Hall SemesterH2)- Mar 11, 2010 - May 8, 2010 essage oa
. |Recommendsd browsars are intamat Ceplorsr 7 and Firefox 2.0
.
i Schaduling Senaces
INETRUCTORS in $e DEU a5 wll o (hose MISSING from the DEU
Raoing

Select the series of
arrows to hidelunhide
the rhwiyqtinn panal.

May, 2009



DCU For Schedulers Accessing the DCU User Guide

Main Screen! DCU

Field Information

1. Menu Bar Locatedat the top of the DCUmainscreenthe Menu
Barcontainsthree menuoptions: #File$#View$and
#Help$.Eachmenuoption containssubmenus.

2. NavigationPanel | Containsall the navigationbuttons.

Courses Clickon the #courses$utton to accesgshe courses
screen. Thisareaallowsthe userto managegeneral
courseinformation, coursecomponents sections,
anddelivery.

FHRIS Clickon the #Rooms®$utton to accesghe rooms

screen. Thismodulewill displayall the activerooms
that are currentlywithin the database.

AL Clickon the #DeliveryGroupsdutton to accesshe

DeliveryGroupsscreen.

Hepoits Clickon the "Reports$utton to accesshe Reports
screen.

TheReportsmodulewill containvariousreportsthat
maybe accessed Onereport isthe ConflictReport
whichdisplaysconflictingresourceswithin a
particulardepartmentfor a deliveryor deliveries.

3. PreviewPane Informationrequestedis displayedn this area.

4. Toolbar Thetoolbar containsa variety of iconsdependingon
the categoryin use.

5. MessageBoard | TheMessageboardwill containinformationrelated
to the systemavailability part!of'term dates,and
other informationthe Registrar fficesdeems
appropriate.

May, 2009 3



DCUForSchedulers ViewingSectionData UserGuide
ViewingSectionData
Introduction:
Courseand Sectiondatamaybe viewedin two locations:
NavigationPanel
PreviewPane

1. Clickonthe "Coursesbutton

In the NavigationPanelan alphabeticlisting of departmentsand

courseswill appear

Inthe PreviewPanea correspondindist of the sameinformation
will be presented but in a different format.

Course List

:Sho\-\c‘ﬂpa'psge »
| L] Epanded view

Constraints.

@01 20010
@ 01201010
001200010

& ACCT4X034

Couse  SectonTenm  Compomnt Max

o1 2010

@01 20000 m]

@ 01201010 (]

@ 01201010 5]
prict sl ! o0 1201010 =l
¥ ACCT43031 1| '@ accTazosn © O 1 2010 @ O 2005 10 n
# ACCTAI033 1| @ accTaanin® @O 20w ]

Prinies Friendly Viersion ',
Dediverry Stasl Ernd  Tirwe Room hestrocio D
Date  Dats -

Enromant

Joas

Within the "Coursesin the NavigationPanelthe campusesrelisted

alphabetically
AC=Ashtabula
EC=EastLiverpoolCampus
GA=Geauga
KC=KentCampus
SA=Salem

ST=Stark

TR=Trumbull
TU=Tuscarawas

Schedulers will only see campuses
and departments they are associate
with.

NOTE Departmentdistedin black=full access.Departmentdistedin

red=readonly.

May, 2009




DCUForSchedulers ViewingSectionData

UserGuide

NavigationPanel

Toview sectionsin the Navigation Panel

Locatethe course.

Clickon the + (plussign)nextto the course.

ACCT23020

Theplussignis anindicationthere is additionalinformationregarding

the course. Byclickingon the +, youexpand,or openup the

information.

3. A"1 will appear E ACCT23020

1

If there isno plussign(+) nextto the one,there isno additional
informationto view. No Sectionhavebeenstartedor created.

If thereisa plussign(+), then sectioninformation hasbeenrolled,

or started,or completed.

= ACCT23020
1

Clickon the plussignnextto the "1
Noticethe informationexpandgo showthe sectionnumbers.

=l ACCT23020
=1
0o
oo2
003
004

May, 2009



DCUForSchedulers ViewingSectionData UserGuide

NavigationPanel(Cont!d)

4. Clickonasectionnumber

TheComponenteditingscreenwill e
appearin the PreviewPanefor that
sectionsoyoumayviewwhat has
beenentered,or edit entries.

Gosersl Anmbuie Codes Regismwion Reswncnons  Secoon Coeercts Co-Angusnes Reserd Seanng

Usingthe NavigationPanelis a quickwayto locatea courseandverify
the sectionnumbersthat havebeenstarted.

PreviewPane

Toview sectionsin the PreviewPane

1. Locatethe course
2. Inthe Courselistyou canvisuallydeterminewhat sectioninformation
hasbeenentered.

Course List

Show 10 perpage v
] Expanded view

1
Printer Friendly Versio

Course Constraints Section Term Component MaxEnroliment Defivery StartDale EndDate  Time Room Instructor D

[0 @ ACCT23020% - @01 200010 @O0 180 01 01419/2010 052010 S 9 Q

@ DOooz% 180 01 01192010 050922010 & & Q

©DOooa% 180 01 01M9/2010 0500/2010 < @

@ DOoos™ 20 01 011922010 050922010 S &

Noticeall sectionnumbersare listed underthe Componentcolumn.
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DCUForSchedulers ViewingSectionData UserGuide

PreviewPane(Cont!d)

Detailedinformation canbe viewedby either clickingon the "Expanded
View boxin the upperleft corner.

Course List

Show 10 perpage

\"El Expanded View

[1 %@ ACCT23020%,

Or by usingthe mousecursorto "hover overthe magnifyingglassto
viewthe detailedinformation.

Course List

;S_huw 10 perpage %
[] Expanded view

H Hame & Course Constraints Section Term Component Jax Enrollment Delivery StariDate End Date
1 € ACCT230209 = @M1 201010 &[Jop1e 180 01 01/19/2010 05/09/2010

Status Code: A

[Campus Code: KC

ISpecial Approval Code:

Instructional Method: TR

Credit Hours:

Billing Hours

P art of term (leave blank if Open Learning). 1
Grade Mode Code

Session Code

aitlist maximum

[Section Long Text: Students without 28 hours of credit will be deregistered. A common final exam will be given at a time scheduled by the Registrar.
Section Long Title:

Section Text:

Eachpieceof the sectionwill havea magnifyingglassasshownbelow)
for viewingdetail suchasthe dayandtime of the section,the building
androom andthe instructor.

Course List

Show 10 perpage +
[ Expanded View

1
Printer Friendly Versio

[ <@ AccT2302090 - ©O1 201010 @Ooo1S 180 o1 01M9/2010 05002010 <4 & Q
@DOooz% 180 01 01M9/2010 05002010 9 @ Q
©@DOooz™ 130 01 0119/2010 05/09/2010 < & Q
@O0 40 01 01M9/2010 0500/2010 < Q

Hoveringthe cursoroverthe glasswill showthe detail; or you may
expandthe view (upperleft corner,checkthe boxfor "Expanded/iew )
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DCUForSchedulers EnteringSectionData UserGuide

EnteringSectionData

Introduction
Within this section,we will demonstratehow to enter sectiondata
Whennothing existsexceptthe coursenumber
Whenthe Sectionnumberis alreadyestablished
Whenthe Scheduleneedsto change/adddata
If the Scheduleunderstandshow to enter datawhenonly the course
numberis available the knowledgetransferto the other scenarioshould
be simplified.

Understandalsothere are severalvariationson the datathat is entered.
Forexample the sectioncouldbe simplya lecture;or maybea lectureand
alab;or maybeit will be web based. Eitherway, eachwill be coveredat
somepoint within this guide.

CREATING SECTIONNOPREVIOUEBXISTINGATA I

Accesshe SectiorEditingscreen
Courselist CourseEditing Sections SectionEditing

1. Locatethe course
Fromthe NavigationPane

a. Clickonthe + (plussign)nextto the coursenumber
b. Clickonthe "1 that isdisplayedunderthe coursenumber

Fromthe PreviewPane

a. Clickonthe "penciliconnext
to the coursenumber

Course List

Show 10 perpage v
] Expanded View

E “.@ ACCT230209

May, 2009 8




DCUForSchedulers EnteringSectionData UserGuide

CREATING SECTIONNOPREVIOUBXISTINGATA I

Accesshe SectiorEditingscreen
Courselist CourseEditing Sections SectionEditing

b. Clickonthe "1 inthe CourseEditingscreen.

Scheduling Center Use
Only Description
91

NOTE Clickingonthe "1 is NOTintuitive, nor isthere anything to
indicatethis iswhat shouldbe done. TheScheduleMUSTknow
this.

TheSectionEditingscreenwill appear.

Section Editing

Department
[acaccT

Course Mumber
[accT23020

Scheduling Center Use Only
1

Term
[201010

Description

[ Add | 22 Remove | B Duplicate | U7} Batch Update

Max Enroliment

Datain the Sectionnformationtab is"viewonly andcannotbe edited.

May, 2009 9



DCUForSchedulers

EnteringSectionData

UserGuide

I CREATING SECTIONNOPREVIOUBXISTINGATA I

1. Accesshe Componentinformationtab
Coursd.ist CourseEditing Sections SectiorEditing
Component Componentnformation

Noticethere arenorecords. TheScheduleshouldbe awarethat

within the DCUhe terms Componentand Sectiorare synonomous.

2. Clickon"Add

The Component
Informationtab
Will present.

TheSchedulewill
Enterthree pieces
Ofinformationon
Thistab
SectionNumber
Type
Max Enrollment

Component Editing

Department
[acaccT

Course Number
[accT23020

Scheduling Center Use Only

|‘1 Move to section... ¥

MName
Type
Max Enrollment

0

Description

3. Inthe Namefield, enter the three!digit SectionNumber.

4. Selectthe Typeof sectionthis will be. Usethe drop down arrow to

view choices.

May, 2009
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DCUForSchedulers EnteringSectionData UserGuide

I CREATING SECTIONNOPREVIOUBXISTINGATA I

COMPONENNFORMATIOt&b (Cont d)

5. Inthe Max Enrolimentfield, enter the maximumnumberof students
that mayenrollin this section.

6. Scrolldownto accesghe SunguardHigherEducationBannertab.

SUNGUARBIGHEREDUCATIOBANNERab

Thereare six(6) subdtabswithin the Sunguardab. Thesystemwill
defaultto the "Generaltab, aspicturedbelow.

General Attribute Codes Registration Restrictions Section Contracts Co-Requisites Reserved Seating

Part of term (leave blank if Open Learning) Status Code Campus Code

v v v
Grade Mode Code Special Approval Code Session Code

v
Instructional Method Credit Hours (3 ) Billing Hours (3 )
v

Waitlist maximum

Section Long Title Section Text

Section Long Text

GeneralTab

a. EnterPartof Term Partof Termisasetof preldefineddates
in whichcoursesand sectionswill meet.

If the Scheduleis NOTfamiliarwith thosedates,they canbe
found onthe MessageBoard(View MessageBoard)

May, 2009 11



DCUForSchedulers EnteringSectionData UserGuide

I CREATING SECTIONNOPREVIOUBXISTINGATA I

GeneralTab(Cont d)
Usingthe drop down arrow will providea selectionof choices

if the Scheduledoesnot know the codesassociatedvith the
POTdates.

1--Full Term

F1--First5 Weeks

F2--Second 5 Weeks

F3--Third 5 Weeks

H1 - - First Half Semester

H2 - - Second Half Semestar

W1 --100% Cnline-First 7 Weeks
W2 --100% Online-Second 7 Week

If a sectiondoesNOTfall into anyof the predefineddatesit is
consideredo be "OpenLearning .Inthisinstance the Partof
Termfield will be left blank

b. InstructionalMethod! Usingthe drop downarrows,select
the instructionalmethodfor this section:i.e. Traditional web!
based etc.

CcDDVD - CD orDVD ROM
ILING - llinc

TR - Traditional

VCOMF - Video Conference
VTAPE - Video Tape

VTEL -Video Teleconference
WEE -Web Based

c. Enterthe maximumnumberof studentsthat will be allowed
to 'wait list$.

d. StatusCodeshouldbe setto "Active

May, 2009 12



DCUForSchedulers EnteringSectionData UserGuide

I CREATING SECTIONNOPREVIOUBXISTINGATA I

GeneralTab(Cont d)

e. SpeciaApprovalcodeis utilizedfor thosesectionswherethe
instructorwantsto control the studentswho are allowed
accessgo the section.

e. Selectthe appropriateCampugode

f. If needed,selectthe appropriateSessiorCode

A - Adult Student
E - Evening and Weekend Student
F - International/Study Abroad
L-LCCC partnership

M- NEOUCOM
0
T

- Off Campus
- Twinsburg Center

g. Ifthe sessiorcode"O! Off Campusischosenthe 9!digit zip
codeof the locationmustbe included. Thisis enteredin the
SectionTextfield

Section Long Title\ Section Text

Section Long Text

h. TheSectionLongTextfield maybe usedfor notesto students.
Forexample,"Thissectionwill meet at the town hallon
TuesdaysAnythingin this field will displayin Banner.

Section Long Title Section Text

Section Long Text

May, 2009 13



DCUForSchedulers EnteringSectionData UserGuide

I CREATING SECTIONNOPREVIOUBXISTINGATA I

Attribute Codes

Theinformationfound hereis"viewonly . Thereare no edits
the Schedulewill be ableto make.

RegistratiorRestrictions

Theinformationfound hereis viewonly!. Thereare no edits
the Schedulewill be ableto make.

SectionContracts

If the InstructionalMethod (Generakab) wasidentified as
WebBasedthe amountof classime asa weblbasedmustbe
identified.

1. Clickonthe SectionContractsab
Vi

| 4

General Aftribute Codes Registration Restrictions Section Contracts Co-Requisites Reserved Seating

Section Contracts |
[] Add | 2% Remove ‘

B code Percent Primary
No Records

2. Clickon Add!

A new sectionwill opensoyou mayidentify the Section
ContractCode.
I

General Attribute Codes Registration Restrictions Section Contracts Co-Requisites Reserved Seating

Section Contracts

[ Add | &2 Remove
M code Percent Primary
O ~lo O

May, 2009 14



DCUForSchedulers EnteringSectionData UserGuide

I CREATING SECTIONNOPREVIOUBXISTINGATA I

SectionContractgCont d)

3. Usethe drop downarrowto selectthe appropriatecode. Per
the Registrar!office, useeither

W6 CD - CD-ROM/CD-DVD
W7 D1-VIDEOQ TAPE
W8 I1-PC BASED ILINC-SENDING SITE

12 - PC BASED ILINC-RECEIVE SITE
I5 - PC BASED ILINC AUDIO ONLY
OE - OTHER/EMERGING TECHNOLOGY
TV - BROADCAST TELEVISION
V1 - VIDEOCONF VTEL SENDING SITE
V2 - VIDEOCONMF VTEL RECEIVE SITE
W6 - GT 80% ONLINE NO CAMPUS MTGS
W7 - 30-70% OMNLINE SOME CAMPUS MTGS
W3- WEB SUPPORTED ALL ON CAMPUS

CdRequisites

Theinformationfound hereis viewonly!. Thereare no edits
the Schedulewill be ableto make.

Reservedbeating
Reservedeatings usedto setasidea specificnumberof
seatsfor a specificdemographiagyroup.

Reservedeatscanbe setup basedon Major, Level,or Class,
andanycombinationof thosethree.

May, 2009 15



DCUForSchedulers EnteringSectionData UserGuide

I CREATING SECTIONNOPREVIOUBXISTINGATA I

Reservedbeating(Cont d)

1. Clickon Add!in orderto addthe reservedseatinformation.

!

2a If the Schedulersreservingseatsbasedon Major, usethe
drop down arrow to viewthe valueslisted.

C106 - Prof Flgt Crew Dev/Air Trns Op

Listof values C107 - Hospitality and Food Service
C108 - Internet
Example: C109 - Leadership

C110 - Microcomputer Applications
C111 - Manufacturing Management Tech
C112 - New Media

C113 - Plastics Mfg Engineering

C114 - Quality Assurance

C115- Robotics Systems

May, 2009 16



DCUForSchedulers EnteringSectionData UserGuide

I CREATING SECTIONNOPREVIOUBXISTINGATA I

Reservedbeating(Cont d)

2b If the Schedulersreservingseatsbasedon Level,usethe
drop downarrow to viewthe valueslisted.

Listof values

Example:

2c If the Scheduleisreservingseatsbasedon Classusethe
drop down arrow to viewthe valueslisted.

Listof values
Example:

May, 2009 17



DCUForSchedulers EnteringSectionData UserGuide

I CREATING SECTIONNOPREVIOUBXISTINGATA I

Reservedbeating(Cont d)

3. Enterthe numberof seatsto bereserved.

NOTE:Rememberjn the Componentinformationtab the
MaximumEnrollmentwasentered. Thesereserveseatswill
beincludedin that enrollment. If the Maxis 20,andthe
reserveis 5, then only 15 seatswill be opento all students.

4. TAB
4. Enterthe numberthat will be allowedfor Waitlisting.

5. TAB

Noticethe TotalReservedseatingand Waitlist will fill in with
the numbers that havebeenentered.

May, 2009 18



DCUForSchedulers EnteringSectionData UserGuide

I CREATING SECTIONNOPREVIOUBXISTINGATA I

Deliveries
"DeliverieginvolvesDates,days,times,locationandinstructor. More
than one deliverymaybe identified for a section. Forexample Nursing
will haveLecture,Lab,and Clinicals.Thesecanall be accountedfor
within the one section. Asyoureadthroughthe information presented
below, youwill seehow additionaldeliveriescanbe added.

Whenviewingthe Deliverynote the numbertab to the left of the
screen. Thesystemisreadyfor the Scheduleto enter the first delivery
information.

NOTE The Add!button would be usedto add additionaldeliveriesto
the section. Eachwill haveits own number.

SingleDelivery

~

Multiple Deliveries

Scheduldype

1. Enterthe Schedul@ype Thisline is easyto miss,but the systemwill
alertthe Scheduleuponsavingjf it hasbeenmissed.

Usethe drop down arrow to viewthe selectionchoices. Those
beginningwith 2 will representOpenLearning.

May, 2009 19
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I CREATING SECTIONNOPREVIOUEBXISTINGATA I

Deliveries(Cont!d)

Startand EndDate
2. Verifythe startandenddatesfor the section.*

*OpenlLearning
If the sectionisan OpenLearningsection,the dateswill be vacant. Use
the calendarsextto eachfield to identify eachdate.

TimeRequests
3. Enterthe Timeanddaysof the weekthe sectionwill meet.

Therearethree optionsfor enteringtime:
ForcedPatternTime
ForcedTime
No TimeRequested.

Thesystemwill defaultto ForcedPatternTimeasseenin the screen

shotabove.

May, 2009 20



DCUForSchedulers EnteringSectionData UserGuide

I CREATING SECTIONNOPREVIOUBXISTINGATA I

TimeRequestgCont d)

3.1. If ForcedPattern Timeis selected
a. Selectpreldefinedpattern. Usethe drop downarrow to view
the options:

b. EnterTimethat will correspondwith the selectedpattern. Use
the drop down arrowto viewandselect.

3.2. If ForcedTimeisselected
a. Clickon"Addaforcedtime#. Day,Startand Endtimesare
availablefor selection.

May, 2009 21
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I CREATING SECTIONNOPREVIOUEBXISTINGATA I

NOTE Fieldsfor Day,Startand Endtimes.

Usingthe drop down arrows!!

Selectthe day

SelectStarttime (military time)

SelectEndtime (military time)

If an additionaldayneedsto be added,repeatthe process
beginby clickingon Adda forcedtime .

®coo0CT

3.3 IfNoTimeRequestedsselected

a. Thisisprobablyaweb!basedcourseandno meetingtime is
requested.

May, 2009 22



DCUForSchedulers EnteringSectionData UserGuide

I CREATING SECTIONNOPREVIOUEBXISTINGATA I

RoomRequests

Scheduleriavethe ability to scheduleroomsthat are consideredo
be their department!s exclusiveand priority! rooms. Actually,those
will be the only roomsthey will be ableto view.

1. Clickon Addaroom.

NOTE RoomType,Pavilion,CampusRoomare now availablefor
selection.

2. Identifythe type of room neededfor the class.
NOTE Roomtypeshavebeenclassifiedaccordingo the University
Architect. If the roomyouintendto schedules not locatedunder
onetype, searchan alternatetype.

3. Selectthe appropriatePavilion.

NOTE If more than one pavilionhasbeendesignatedor your
department,all will displaythroughthe drop down selection.

May, 2009 23
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CREATING SECTIONNOPREVIOUEBXISTINGATA

RoomRequestd Characteristics

Characteristicsare specialneedsor configurationsthat are required
for the room. Forexample the instructor mightneedanoverhead
projectorandacomputerat the instructor station. Eachof these
itemsare consideredo bea characteristic!.

If the characteristic§or aroom are necessaryandrequired,
1. Checkthe box Characteristic(s)equired!.

-

N

-

./

2. Toaddspecialtemsor a configurationfor a classroomglickon Add

characteristics!.

TheRoomCharacteristid.istwill appear.

3. Selectasmany
characteristicas
needed

4. ClickOK.

May, 2009 24
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I CREATING SECTIONNOPREVIOUEBXISTINGATA I

Instructors

Instructorsare listed by their primary!department. If the
appropriateinstructor doesnot appearwhenaddingto the section
data,the Schedulemayneedto searchwithin anotherdepartment
thanthe onefor whichdatais beingentered.

1. Clickthe Add!icon

ﬁ

2. Atthetop of the InstructorList,verify the correctdepartmentis being
viewed.

>

3. Selectthe appropriateinstructor by clickingin the boxleft of the
name.

/

NOTE Multiple instructorsmaybe selectedasnecessary.

4. ClickOKat the bottom of the InstructorListbox.
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DCUForSchedulers EnteringSectionData UserGuide

I CREATING SECTIONNOPREVIOUEBXISTINGATA I

Instructors(Cont d)
If morethan oneinstructoris associatedvith the section,

5. clickonthe %Assignmenticon

6. Enterthe %Responsibility
ANDSessiorfor each.
7. Click Apply

Completethe Section

Verifyall informationis correct
2. Inthe ToolBar,clickon Save!

=

Thesystemwill savethe datathat hasbeenentered.

NOTE:If additionalsectionsfor coursesheedto be added,clickon
Backto List'andreturn to the list of courses.Repeaithe processas
detailedabove.
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I CREATING SECTIONNOPREVIOUBXISTINGATA I

Multiple Deliveries

Multiple deliveriesmaybe usedwithin certainclassesuchasnursing,
or chemistry,etc. Whenthe sectionwill includealecture,alab,and
possiblya clinical. All of this deliveryinformation canbe capturedby
the DCU.

Noticein the screenshotbelow, the courseshownhastwo sections,
andeachof thosesectionshastwo deliveries:

Section

}' Delivery

1. Accesshe ComponentEditingscreen
Scrolldownto Deliveries!,
3. Clickon Add!

A seconddeliverytab will be created.

4. Completethe deliverydatainput aspreviouslydescribed. Perhaps
delivery&?2isalab, be certainto identify it assuchin the Sunguard
tab, Scheduldype

5. Save
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I EDITING SECTION I

In manyinstancessomepreviousdatawill havetransferredto the DCU
from the previousyear!sterm. Forthe Schedulethis meansdetermining
what needsto be added/changed.

Themostlogicalplaceto beginis at the Courselist,andviewingthe
informationthat exists.

PreviewPane

Toview sectionsin the PreviewPane

1. Locatethe course
2. Inthe Courselistyou canvisuallydeterminewhat sectioninformation
hasbeenentered.

Noticeall sectionnumbersarelisted underthe Componentcolumn.

Detailedinformation canbe viewedby either clickingon the Expanded
View!boxin the upperleft corner.

\‘
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I EDITING SECTION I

Toview sectionsin the PreviewPane(Cont d)
Orby usingthe mousecursorto hover!overthe magnifyingglassto
viewthe detailedinformation.

'

Eachpieceof the sectionwill havea magnifyingglasg(asshown
below)for viewingdetail suchasthe dayandtime of the section,the
buildingandroom andthe instructor.

Hoveringthe cursoroverthe glasswill showthe detail; or youmay
expandthe view (upperleft corner,checkthe boxfor Expanded
View!)

Accessinghe Sectionfor Editing

Themostdirectmannerto accesshe sectionfor editingis from the
NavigationPanel.
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Accessinghe Sectionfor Editing! from the Navigation Panel
Locatethe course.
Clickon the + (plussign)nextto the course.

Theplussignis anindicationthere is additionalinformationregarding
the course. Byclickingon the +, you expand,or openup the
information.

3. A +1lwill appear

4. Clickonthe plussignnextto the 1!
Noticethe information expandso showthe sectionnumbers.

5. Clickonasectionnumber

TheComponenteditingscreenwill
appearin the PreviewPanefor that
sectionsothe Schedulermayview
what hasbeenentered,or edit entries.
Scrollingwill allowthe Scheduleto
view all entries,or to change/add/
removedata.
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Accessinghe Sectionfor Editing! from the PreviewPane
1. Clickonthe pencilliconnext

to the coursenumber

2. Clickonthe 1!inthe CourseEditingscreen.

N

NOTE Clickingonthe 1!is NOTintuitive, nor isthere anythingto
indicatethis iswhat shouldbe done. TheScheduleMUSTknow¢this.

All sectionscurrently existingfor the coursewill be displayed

} Section Niimhe

3. Clickonthe appropriatesectionnumber

TheComponenteditingScreerwill appear
the Schedulermayviewwhat hasbeenentered,or edit entries.
Scrollingwill allowthe Scheduleto view all entries,or to
change/add/removealata.
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Removingdata

Whendatahasbeencreatedandadded,notice a checkboxwill appear
to the left of the finishedentry.

Examples:

}

Thepurposeof thesecheckboxesisto allowthe Scheduleto selectan
entry for removal

Clickin the box (select)representingthe datato be removed.

Noticein the tool bar of eachsectionthere will be the option to
Remove.

3. Clickonthe Removacon.
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I CREATENOPEN_EARNIN®@ SECTION I

Introduction:

OpenLearningsectionsare thosethat do NOTfit into the University!s
pattern of startingand endingdates. Asanexample the departmentwill
offer aclassthat becauseof its nature maystart aweekearlierthan the
normalUniversitycalendarandend a weekearlier. Thisisnormalfor some
programssuchasNursing.

1. Followthe processof settingup assectionasdiscussedn the Entering
SectionDatachapterof this guide.

NOTE:Therearethree exceptiongo the procesdor creatingan Open
Learningsection. Thoseexceptionsare listed below.

EXCEPTION:
ComponentType
CourseEditing Section Component Componentnformation

2. Selecta Typethat hasthe prefix Z!. thisindicatesan OpenLearning
lecture,lab, etc.

May, 2009 33



DCUForSchedulers Createan OpenLearningSection UserGuide

I CREATENOPEN_EARNIN®@ SECTION I

EXCEPTION:
Partof term
Courseediting Section Component Componengditing
SungardHigherEducatiorBanner General

3. Partof term shouldremainblank

EXCEPTION:
StartDate/ EndDate

4. Enterthe correctStartand EndDatesfor the section. Usethe "Date
Pickerlif needed.
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Contactthe Registrar!©fficefor assistance Personnehssociatedvith the
Registrar!svill input the hours.
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Followthe processof settingup a sectionasdiscussedn the Entering
SectionDatachapterof this guide.

NOTE:Thereare exceptiongo the procesdor creatinga Web!based
section. Thoseexceptionsare listed below.

EXCEPTION:

1. Accesshe SungardHigherEducationrBannertab
Courseediting Section Component Componengditing
SungardHigherEducatiorBanner General Instructional
Method

2. Usethe drop!downto selectWEB
asthe InstructionalMethod.
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EXCEPTIO(Cont!d):

3. Accesghe SectionContrac@b within the Sungardsection

\

4. SelectAdd

5. Selectthe appropriatecodefrom the list of values.
Chooseeither:
W6 $GTB0YONLINENOCAMPUSITGS
W7$ 30170%ONLINESOMECAMPUSITGS
W8 ! WEB SUPPORTED ALL ON CAMPUS

Continuethe processasnormal
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TheSchedulemaychooseto duplicatesectionsto savetime in
enteringscheduledata. Perhapghe only thing that needsto be
changedsthe instructor, or perhapstwo sectionsare meeting
togetherin alecture hall at the sametime.

1. Accesgshe SectionEditingscreen.

2. Clickin the boxto the 1
LEFDf the sectionthat
isto be duplicated.

S

NOTE Onlyone sectioncanbe duplicatedat atime.
3. Clickonthe Duplicatelicon

4. Enterrequireddata,includingathreeldigit
sectionnumberfor the new section. g

Review' Editother dataasnecessary.
SAVE
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I CREATEDELIVERGROUP I

DeliveryGroupsallow a Scheduleto schedulemultiple coursesections
utilizingthe sameroom, instructor,dayandtime without a conflict
beingestablished.Examplea lecture maytake placeon Tuesday$rom
9:15a% 10:30a,andwill includesections002,003,004. Thesethree
sectionswill meettogetherin one of the lecture halls. Uponthe initial
setup of the sectiondata, the Schedulemwill receivean error! message
indicatingthe conflict. Bycreatinga deliverygroup,theseconflictswill
be resolved.

1. SelectDeliveryGroups$from the navigation
Panel

2. Select New!from the tool bar.

3. Inthe DeliveryGroupEditingscreenselectthe GroupConstraint
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4. Inthe GroupMemberstab, clickon Adda delivery

DoNOTclick OKIif it displays

5. Inthe Attach Listwindow, clickon the drop downto selectthe
Departmentand Course

P

6. Fromthe list, selectthe sections/deliverieso be groupedby clickingin

the checkboxo the LEFDf the Departmentidentifier.
Inthe examplegivenbelow, noticethe coursenumber, ID34503. Thiscoursehas
three sections.
Eachsectionhastwo deliveriesa lectureanda lab lectureis delivery01,labis
delivery02.
Eachlectureis heldin the sameroom, sametime, sameinstructor;thesewill be
Igrouped .
Thelabsvaryin time andplace.
Inthis example the lecturetimesare highlightedfor easeof viewing.
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7. ClickOK
Theselecteddeliverieswill displayin the GroupMembers!tab. To
view, the Usercanutilize the scrollbarto the right of the field

8. Determinethe primarycourse/section/deliveryhat will be usedto
createthe groupidentifier

9. Clickinthe boxto the LEFDf that delivery.
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10. Clickthe dialogboxthat reads"Usethe currentlyselectedgroup
memberto generatethe groupID”

— 1

Thiswill generatethe groupID.

11. SAVE

NOTE Deliverieanaybe addedor deletedto/from the groupas
needed. Locatethe GrouplID,andwork within the GroupMembers#
tab.
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