UNIVERSITY OF Adding New Lab-Lecture Section
CALGARY SA — Schedule of Classes (Timetabling)

The following steps explain how to add a lecture or a lab component to a class that is already scheduled.
Online learning is also available for this process at www.ucalgary.ca/ittraining. Please consult Scheduling a
New Course and corresponding online learning if you want to add a lecture or lab component to a new class.

1. Click the Curriculum Management link.
[l Curriculum Management]

2. Click the Schedule of Classes link.
Schedule of Classes

3. Click the Maintain Schedule of Classes link.

Maintain Schedule of Classes

4. Enter any search criteria and press Enter or Search.

Maximum number of rows to return (up to 300): Iﬁ
Academic Institution: &)

Term: = - ( @
Subject Area: = ( CD
Catalog Nbr: begins with {L __)_

h |

Academic Career: [ -

Campus: begins with v| QL
Description: begins with v|

Course 1D: begins with v| QL
Course Offering Nbr: = - | &)

[l case Sensitive

Search Clear |Basic Search Save Search Criteria

Click the Search button.

5. When the class has been rolled over from the previous term there will be existing class sections
(e.g. 1 of 3). To add another section it will be necessary to add another row.
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UNIVERSITY OF

CALGARY

" Meetings | EnrollmentCntrl || Reserve Cap | Notes || Exam || Examlinfo | LMSData || Class Comments
Course ID: 134410 Course Offering Nbr: 1
Academic Institution: University of Calgary
Ten'_rl: Winter 2013 Undergrad ALt Create Component
Subject Area: PSYC Psychology '
Catalog Nbr: 411 Design&AnalysisPsycResearch jp—
Class Sections Find | View Al First | 10f3 @ Last
S
*Session: - Regular Academic Class Nbr: 14467 =
*Class Section: 01 *StartEnd Date: |12013/01/08 [5)[2012/04/16 [
*Component: LEC QU | ecture Event ID: 000058182
*Class Type: Enroliment -
*Associated Class: Units:  3.00 ]
AddFee |
*Campus: MAIN |Gy UCALG
. . MAIN aQ, :
Location: Main UofC Campus Schedule Print
Course Administrator: 04133259 Q Bolton,Elizabeth Student Specific Permissions

Click the Add a new row button.

A new section will display where you can enter a new section. This example will be for a new

lecture.

Workist | AddtoFavorites |  Sign out
Favo'ntesi Ma\nvMenu » Curriculum Management » Schedule of Classes > Maintain Schedule of Classes

I New Window P Help ,hﬂu;

' Meetings | EnrollmentCntrl || Reserve Cap | Motes | Exam ExamInfo || LMS Data Class Comments |

Course ID: 134410 Course Offering Nbr: 1

Academic Institution: University of Calgary

Term: Winter 2013 Undergrad [ Auto Create Component
Subject Area: PSYC Psychology h

Catalog Nbr: 411 Dezign&inalysisPsycResearch

Find | View Al First Kl 2074 I 5

1 Q Regular Academic Class Nbr:
lass Section: *Start/End Date:
“Component: LECTR Lecture Event ID:
*Class Type: Enroliment = 3
ZAssociated Class: ,_1 Q
“Location: “ 9] Schedule Print
Course Administrator: Q Student Specific Permissions
*Academic Organization: |PSYC Q. Dept of Psychology
Academic Group: AR Faculty of Arts ["pynamic Date Calc Required
*Holiday Schedule: AHS Q Student Admin Holiday Schedule [T Generate Class Mtg Attendance
*Instruction Mode: ,F‘_Q In Persan [ Sync Attendance with Class Mtg
primary nstr Section: | EI6L ntertace Reauired

["IPrint Topic in Schedule

Course Equivalent Course Group:

Class Equivalent Course Group: \:I

Course Topic ID: Q

Equivalent Course Group
Override Equivalent Course
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10.

11.

Enter the desired information into the Class Section field, for example 02 because it is another
lecture.

Click the Look up Component button. Two components will be listed for this section Laboratory
and Lecture. Select the applicable Component (e.g. Lecture).

Search Results
Wiew 100 First ﬂ 1-2 of 2 ﬂ Last

Course Component

Lecture

Click the Class Type list. Class type can be either Enrollment or Non-Enroll depending on how the
classes will display for registration purposes. Enroliment is typically the primary section used by the
student to register. Non-Enroll is normally the accompanying component, for example the lab. For
this example we will leave it as Enrollment. Click the applicable Class Type.

Enrallment n
Enrollment

Man-Enrall

Click the Look up Campus button. Select Main when the class is offered on campus. Select Off-
Campus when the class is offered Off-Campus. For Web-based courses the Campus should be set
to Off and the location should be set to Web-based. Click the applicable location.

Search Results

View 100 First ﬂ 1-2of 2 ﬂ Last
EET_Dus Description Short Description Location Code
MAINE Liniversity of Calgary ICALG AN

OFF Of-Campus OFF QOFFSITE

Click the Look Up Location object. A list of Off Campus locations will display. Scroll down to view

the entire list. Select WEB BASED Web Based Course to indicate the course is web-based. Click
the applicable location.
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UNIVERSITY OF
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Search Results \
Wiew 100 First |1‘| 1-52 of 52 |£| Last
Academic Institution Campus Location Code Description

LICALG QFF AFRICA Africa

LICALG QFF AMTIGLIA Antiqua

LICALG OFF BAMFIELD Bamfield Marine Sciences Centr
LICALG OFF BARCELOMA Barcelona

LICALG QOFF BELIZE Belize

LICALG OFF BLOOD FES Blood Reserve

LICALG OFF BLUE QUILL  Blue Quills

LCALG OFF BUDAPEST Budapest

LICALG QFF CHIMA China

LICALG QFF CHIMESECTRE Chinese Cultural Centre
LICALG OFF EDMOMNTON |[Edmonton

LICALG OFF FORT MAC Fort Mchurray

UCALG FF  GERMANY  Germany
‘%}W

\:rt:ﬁmw“/\‘mﬁ “ETIS ™ Metis AT
UCALG OFF  |MEXICO Mexico
UCALG OFF  |OFFSITE Off-Site
UCALG OFF  |OLADE Olade
UCALG OFF  |OLD SUN Old Sun
UCALG OFF  |OLDS Olds
UCALG OFF  |PAN CDN Pan Canadian
UCALG OFF |PEACERIV  Peace River
UCALG OFF  |PERU Peru
UCALG OFF  |PRAGUE Prague, Czech Republic
UCALG OFF  |QATAR Qatar
UCALG OFF  |QuITO Quito
UCALG OFF |REDCROW Red Crow
UCALG OFF |REDDEER  Red Deer T
UCALG OFF  [SAIT SAIT Campus
UCALG OFF  |SIKSIKA Siksika Nation
UCALG OFF  |SLAVE LAKE |Slave Lake
UCALG OFF  |SPAIN Spain
UCALG OFF  |STAND OFF Stand Off 3
UCALG OFF  |STRATHMORE Strathmore
UCALG OFF ___VANCOUVER Vancouver
TUCALG OFF |WEBBASED 'WebBasedCourse )
UCALG UEE WINMIFEL WWinnipeq

12. Click the Instruction Mode Lookup object. Select the applicable Instruction Mode. Select WW for

Web-Based instruction.
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13.

ww Web-Based Instruction )

Look Up Instruction Maode ®
Help

Academic Institution: UCALG

Instruction Mode: begins with » |
Description: begins with

| LookUp || Clear || Cancel |Basic Lookup

Search Results

View 100 First ‘Y 1140014 P Last
Instruction Mode Description

BL Blended Learning

CO Co-op

DE Distance Education
DR Directed Research

EFP English Language Frogram
FS Field School

IP IPOD Presentations

IR Inclependent Research
15 Independent Study

IT Internship

P In Person

FR Practicum

5P Senior Project

Click the Meetings tab. The Meetings tab is used to schedule the Facility ID in your own
jurisdiction, Meeting Pattern and assign instructors to the classes they can teach.

" Basic Data " EnrolimentCntrl || Reserve Cap || Motes | Exam || Examinfo |[ LMSData |[ Class Comme

Course ID: 134410 Course Offering Nbr: 1
Academic Insfitution: University of Calgary
Term: Winter 2013 Undergrad
Subject Area: PSYC Psychology
Catalog Nbr: 411 Design&AnalysisPsycResearch
Class Sections Find | View All First K'50ra 0 Last
Session: 1 Regular Academic Class Nbr: 0
Class Section: 02 Component: Lecture Event ID:
Associated Class: 1 Units: 2.00
Meeting Pattern Find | View Al Frrst K 1014 O Last
[E3]
Facility ID paci Pat Mtg Start Mtgknd M T W T F S § *Start/End Date
|| Qi t Q [201301/08 5 [201310416 |5 \jl
Topic ID: [ @ FreeFormat ‘ !
Topic:
Print Topic On Transcript Contact Hours

=i

Customize | Find | Visw All| = |

([ instructors For Meeting Pattern

Assignment  TIEELTE

Instructor -
D Name Role Print Access Contact
Room Characteristics Customize | Find | E | E st K qor4 I Last
*Room Characteristic *Quantity
Q 1 =
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14. Click the Enrollment Cntrl tab. The Enrollment Control page is used to set the Class Status and
Enroliment Capacity. Enter the desired Enrollment Capacity (e.g. 35). Optional features such as
Auto Enroll, Resection to Section and Wait List Capacity are also available. Auto Enroll would be
used when a student registers in one section (e.g. lecture) they are automatically enrolled in the
corresponding Auto Enroll section indicated (e.g. Lab). Resection to Section automatically enrolls a
student if the selected section is full. Waitlist capacity is optional and it is used to allow a small
amount of students to be waitlisted for the section (e.g. Lecture).

Basic Data Meetings | Resemnve Cap MNotes Exam Exam Info LMS Data Class Comments
Course ID: 134410 Courge Offering Nbr: 1
Academic Institution: University of Calgary
Term: Winter 2013 Undergrad
Subject Area: PSYC Psychology
Catalog Nbr: 411 Design&AnalysisPsycResearch
[] [+]
Session: 1 Regular Academic Class Nbr: 0
Class Section: 02  Component: Lecture Event ID:
Associated Class: 1 Units: 3.00
(_*Class Status: Active D
Class Type: Enroliment Enroliment Status: Closed
*Add Consent: MoConsent = peguested Room Capacity: 35 Total
*Drop Consent: MoConsent - @ollment{:apaciw: [ 35 D
1st Auto Enroll Section: | Wait ListCapacity:H ' 0
2nd Auto Enroll Section: Minimum Enroliment Nbr:

Resection to Section:

[¥] Auto Enroll from Wait List &= [C] cancel if Student Enrolled

15. Click the Reserve Cap tab. The Reserve Capacity page displays the Reserve Capacities based on
details entered on the Class Comments page. This information is added to Maintain Schedule of
Classes by the Enrolment Services Scheduling office.

16. Click the Notes tab. Notes entered on this page are displayed when students search for classes.
Note: Do NOT use this page when entering comments for the Scheduling Office. Comments for the
Scheduling Office should be included on the Class Comments page.
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BasicData | Meetings || EnrollmentCntrl || Reserve Cap [ Ll0GES Exam Examlinfo || LMSData | Class Comments

Course ID: 134410 Course Offering Nbr: 1

Academic Institution: University of Calgary

Term: Winter 2013 Undergrad

Subject Area: PSYC Psychology

Catalog Nbr: 411 Design&AnalysisPsycResearch

Class Sections Find | view Al First Kl 2014 O L ast
Session: 1 Regular Academic Class Nbr: 0
Class Section: 02 Component:  Lecture Event ID:
Associated Class: 1 Units: 3.00

Find | View 41 First EI 4 of 4 I3 gt

*Sequence Number: ’_1 F[E=
*Print Location: After M Even if Class Not in Schedule
Note Nbr: _ a
' Copy Mote|
Free Format Text: Do not enter comments for the
' Clear Note | Scheduling Office here, use the Class
i : Comments tab
17. If adding additional Class Notes (e.g. Note Nbr) then add a new row and select the templated text.

Click Add a new row:

[+]1

Class Motes Find | View All First' 4 1 0f 1> Last
+ -
*Sequence Number: 1 /I:“:I
*Print Location: [lEven if Class Not in Schedule
Note Nbr: | &
Free Format Text: Prerequisite(s): Psychology 312. ~
| .
Psychology courses are subject to enrollment
18. Ensure the change is made on the newly added row (e.g. Sequence Number 2).

7|Page
November 2016



Adding New Lab-Lecture Section

UNIVERSITY OF

SA - Schedule of Classes (Timetabling)
Class Motes First'4' 1-2 of 2 ‘& Last
+|[=
*Sequence Humber: a —I‘_I
*Print Location: [l Even if Class Not in Schedule
Hote Nbr: QJ
Copy Mote
Free Format Text: Prerequisite(s): Psychology 312, ~
Clear Mote W
Psychology courses are subject to enrollment
*Sequence Humber: @ il‘:l
*Print Location: L] Even if Class Notin Schedule
Note Nbr: @,
Copy Mote
Free Format Text:
Clear Mote
19. Depending on the templated text for this class the options will be displayed. Make the applicable
selection and press Save.
Look Up Mote Nbr %
Help
{ Academic Institution: LICALG
Hote Hbr; begins with
Description; begins with
Look Up Clear Cancel BasiclLookup
Search Results
| view 100 First (¢ 120f2 (3 Last
Note Nbr Description
| 0002  Pre-Session Study
{1 0004 Supplementary Course Fee
20.  After pressing Save, these notes will now be viewed when the student searches for this class.
5] Save
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21.

22.

23.

24,

25.

26.

27.

Click the Class Comments tab. The Class Comments page is used to request centrally controlled
rooms (classrooms and/or lecture theatres) and convey important information such as fees,
instructor technical requirements, etc. for the Scheduling Office.

BasicData Meetings Enrollment Cntrl Reserve Cap Motes Exam Exam Info LMS Data '.' Class Comme: hi
Course ID: 134410 Course Offering Nbr: 1
Academic Institution: University of Calgary
Term: Winter 2013 Undergrad
Subject Area: PSYC Psychology
Catalog Nbr: 411 Design&AnalysisPsycResearch
Class Sections
Session: 1 Regular Academic Class Nbr:
Class Section: 0z Component:  Lecture Event ID:

Preferred Facility: Q

Class Comments: . )
Enter any comments for the Scheduling Office here

B save | L Returnto Search [=] Motify

Once you have entered the lecture, Save the changes and return to the Basic Data page and
manually create additional lab sections.

E save

Click the Basic Data tab. Click the Add a new row button.
[+] ]

Enter the desired information into the Class Section field. For this example we will enter a
laboratory therefore enter B02, if it is the first lab you are adding.

Click the Look up Component button and click the Laboratory link.
Search Results
YWiew 100 First .ﬂ 1-2 of 2 .ﬂ Last

I T ET
L aboratori é"/

Lecture

Click the Class Type list and click the Non-Enroll list item.

| I I

Click the Look up Campus button and select either main or off-campus as applicable.
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Search Results

Wiew 100 First [q] 1-2of2 [p] Last
Eﬂmpus Description Short Description Location Code
MAIN | University of Calgary UCALG fAIN
OFF  Dff-Campus OFF OFFSITE
28. Ensure the Instruction Mode is correct and continue with the additional tabs as previously
mentioned. When completed press Save.
El save

End of Procedure.

Consult www.ucalgary.ca/ittraining for the corresponding online learning.
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