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Required Course Component Not Scheduled

This process demonstrates how to resolve the error "Required Course Component No Scheduled"
on the Schedule of Classes (SOC) Error Report. This error occurs when a course is composed of
more than one required component and at least one required component is not added to the
schedule. A component is a class format, such as lecture, laboratory, or recitation. Typically,
users forget to schedule the lab or recitation components of a course. All components of a course
need to be scheduled as another class section of the same course.

For more information on courses with multiple components, please see the Schedule of Classes
for Administrative and Departmental users manual.

Procedure

Use this process to resolve the Required Course Component Not Scheduled error on the SOC
Error Report.

Step Action
1. Click the Curriculum Management link.
[t Curriculum Management]
2. Click the Schedule of Classes link.
[l Schedule of Classes|
3. Click the Maintain Schedule of Classes link.
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ol | RSITY

®
> My Favorites
[- Self Service
[+ Records and Enroliment
[~ Curriculum Management
I Course Catalog
« Schedule of Classes
ass Search
hedule New Course

— Print Class Schedule

'alj,\st\\\‘-'n:grum RESERVE
L 13

1826

Maintain Schedule of Classes

CASE
U N 1

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Academic Institutio

— CASE 30C - Validation
Report
— CASE SOC - Error Report

— CASE SOC - Staffin
Reports
— CASE SOC - Cross
Listed Report
> Enroliment Requirements
[ Combined Sections
[» Class Roster
[ Grading
[ InstructoriAdvisor
Information
[> Set Up SACR
[» Reporting Tools
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

o R
Subject Area: :lQ
Catalog Nor: [begins with v[ |
ic Career: ‘: v‘ | v‘

Campus: ‘negms with VH ‘O\
Description: [ begins with ]| |
Course ID: [ begins with v| [
Course Offering Nbr: | = ¥ [ [
[case Sensitive

Search ‘ Clear | Basic Search [E) Save Search Criteria

Add to Favorites

WESTERN
ST TN

voE -k

|

Sign out

New Window | Help | B,

RESERVE

18260

Dane

% Locsl intranet

H100% T

Step Action

The Maintain Schedule of Classes search screen appears.

Enter the appropriate term code into the Term field.

5. Click the Search button.

Search

6. Select the appropriate course from the search results.

|Genes and Evolution
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&_).\5.1‘ WESTERN RESERVE
W N TVERSTT Y sl = Add to Favorites: Sign out
=13

New Window | Help | Customize Page | &, *

18

[ BasicData | Meefings | EnrollmentCnirl ) ReseveCap | MNotes | Egam |

Course ID: 008271 Course Offering Nbr: 1

Academic Institution:  Case Western Reserve Univ

Term: Spring 2010 Undergrad Ato Create Gomponent
Subject Area: BlIOL Biology

Catalog Nbr: 214 Genes and Evolution

Class Sections Find | View All First [4] 4 o4 [ Last
*Session: [1 |2 RegularAcademic Session  Ciass Hor: 1590 EHE

*Start/iEnd Date: | 01/11/2010 | [04/26/2010 |5
*Component: [LEC|2 Lepture Event ID:

“Class Type: Enroliment |+

*Associated Class: 100/Q

*Campus: Case

P SAMAN @ i

Location: Main Campus Schedule Print

Course Administrator: l:l Student Specific Permissions
*Academic Organization: | BIOL A Biolegy

Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required

*Class Section:

*Holiday Schedule: l:l Case Holiday Schedule Generate Class Mtg Attendance
*Instruction Mode: l:l Sync Attendance with Class Mtg
100
[ Ja

GL Interface Required
Primary Instr Section:

Course Topic ID: Print Topic in Schedule .

Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group: |:|

Class Attributes Customize | Find | View Al | 8 First [ 4 or4 ] Last

*Course *Course Attribute v
% Lacal meranet F100% v

Step Action

7. The Basic Data tab appears.

Note the value that already exists in the Component field for this section.
*Component: LEC |\ Lecture

8. Note the number of Class Section rows in the Class Sections header. The error
occurred because amongst those sections, a required component (such as a
laboratory or recitation) was not scheduled.

First E 1 of 1 |I| Last

9. Click the Auto Create Component button to create a new section with the missing
required component.

Auta Create Companent
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CASE WESTERN RESERVE
UNIVERSITY & Home Add to Favorites Sign out
=

(CASE WESTERN RESERVE

New Window | Help | Customize Page | 5, *

[ BasicData |_Meefings | EnrollmentCnirl ) Reseve Cap |”  Notes )  Exam

Course ID: 008271 Course Offering Nbr: 1
Academic Institution:  Case Westem Reserve Univ
Term: Spring 2010 Undergrad Auto Create Companent
Subject Area: BIOL Biolegy
Catalog Hbr: 214 Genes and Evolution
Class Sections Find | View All  First Bl ooz (¥ Last
*Session: Q Regular Academic Session  Class Hbr: 0 HE
“Class Section: [ “Start/End Date: 0111172010 |8 (0472672010 |5
*Component: Q Laboratory Event ID:
*Class Type:
*Associated Class: EQ
*Campus: :l Case
“Location: SAMAN]Q e Campus Schedule Print
Course Administrator: l:l Student Specific Permissions
*Academic Organization: 0\ Biology
Academic Group: CAS College of Arls & Sciences Dynamic Date Calc Required
*Holiday Schedule: Case Holiday Schedule Generate Class Ntg Attendance
*Instruction Mode: l:l Sync Attendance with Class Mtg
Primary Instr Section: GL nterface Required
Course Topic ID: [a Print Topic in Schedule L |
Course Equivalent Course Group: Override Equivalent Course
Class Equivalent Course Group: l:l

Dane

Class Attributes Customize | Find | View All | 8 First (4] 1 014 ] Last
*Course *Course Attribute v

% Local intranet 100 v

Step

Action

10.

A new Class Section row appears on the screen.

Note the value that appears in the Component field. This component of the course
was previously missing, and is required as defined by the Course Catalog.

11.

Enter the appropriate section number into the Class Section field.

12.

If applicable, create additional sections of this component to correspond with the
already-scheduled components. For example, if two Lecture sections already exist
and require two lab sections, then an additional lab section must be created.

For additional help on creating multiple-component sections, please see the Business
Process Document "Schedule a Class with Multiple Components."

13.

This completes the process of correcting the error Required Course Component Not
Scheduled.
End of Procedure.

Closed Class

This process demonstrates how to resolve the error "Closed Class" in the Schedule of Classes
(SOC) Error Report. This error occurs when the Enrollment Capacity field on the Enroliment
Controls tab is blank or contains the value "0." The Enrollment Capacity field controls how
many students can enroll in a class section. If the Enrollment Capacity is null or "0," then the
class is essentially closed to enrollment.
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If a class is not being offered, then the appropriate course of action is to either delete the class
section or course or cancel the class section or course. Please see the Schedule of Classes for
Administrative and Departmental Users for more information.

Procedure

Use this process to resolve the Closed Class error on the SOC Error Report.

Step

Action

1.

Click the Curriculum Management link.
[t Curriculum Management]

Click the Schedule of Classes link.
[l Schedule of Classes|

Click the Maintain Schedule of Classes link.

CASE WESTERN RESERVE
UMIVERSITY B: Home Add to Favorites Sign out
Search: New Window | Help | 15

b My Favorites Maintain Schedule of Classes
[ Self Service Enter any information you have and click Search. Leave fields blank for a list of all values
[+ Records and Enroliment
< Curriculum Management [m\
I Course Catalog
< Schedule of Classes

— Class Search Academ\c\namunon: CASE1 Q
— Schedule New Course Term: I:lQ
schedule of :

— Adjust Class

Associations Catalog Nbr: [ begins with |v[ |
— Print Class Schedule Academic Career: | = v | 3]
— CASE S0C - Validation
Report Campus: [ begins with |v[ |Q
— CASE SOC - Error Report| " "
“Cicsoc-samny | P g begins it v |
Reports Course ID: ‘begms with VH |Q
— CASE SOC - Cross
Listed Report Course Offering Nbr: | = v| [ e,

> Enroliment Requirements
[ Combined Sections
[» Class Roster
[ Grading Search ‘ Clear | Basic Search Save Search Criteria
[» InstructorAdvisor
Information
[> Set Up SACR
[» Reporting Tools
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

[case Sensitive

% Local intranst #H100% v

Step

Action

The Maintain Schedule of Classes search screen appears.

Enter the appropriate term into the Term field.

Click the Search button.
Search
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Step Action

6. Search results appear. Select the appropriate class.
Click an entry in the Academic Career column.
lUndergrad

7. The Basic Data tab appears.

Click the Enrollment Cntrl tab.
Enrallment Cntrl

CASE WESTERN RESERVE
UNIVERSITY 1826 Home Add to Favorites Sign out
IE»

New Window | Help | Customize Page | .5,

BasicData | Meetngs | EnrollmentCnid | Reserve Cap | Noles | Exam |

Course ID: 000515 Course Offering Nbr: 1

Academic Institution:  Case Westem Reserve Univ

Term: Spring 2010 Undergrad

Subject Area: BIOL Biolegy

Catalog Nbr: 117 Intr to Human Anat & Physio Il

[Enroliment Control i First [l 10f1 [C] Last
Session: 1 Regular Academic Session Class Nbr: 1586
Class Section: 100 Component:  Lecture Event ID:

“Class Status: [Actie b [ CanceiGiass |
Class Type: Enroliment Enrollment Status: Closed

*Add Consent: Requested Room Capacity: Total
*Drop Consent: Enrollment Capacity: El 0
1st Auto Enroll Section: D

2nd Auto Enroll Section: Minimum Enrollment Nbr: l:l

[ cancet if Student Enrolled

B save | QRetunto Search | 1 | 4] Nextin List | [=] Hotify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

Done % Local intranet 100 v

Step Action

8. The Enrollment Control tab appears.

Locate the Enrollment Capacity field. The error occurred because this field is
empty or contains the value "0".

9. Enter the appropriate enroliment capacity into the Enrollment Capacity field.

10. Click the Save button.
E zave

11. This completes the process of correcting the error Closed Class.
End of Procedure.

Page 6




Y (CASE WESTERN RESERVE User Manual
=R 826 SOC Error Report

Combined Section Closed

This process demonstrates how to resolve the error "Combined Section Closed" on the Schedule
of Classes (SOC) Error Report. When a course is cross-listed with another course on the Course
Catalog, the class sections of those courses must be combined when they are scheduled. When
cross-listed class sections are combined, an enrollment capacity for the combined sections must
be established. If the Enrollment Capacity field on the Identify Combined Section screen is blank
or contains the value "0," the class is effectively closed.

For more information on scheduling sections of cross-listed courses, please see the Schedule of
Classes for Departmental Users manual.

Procedure

Use this process to resolve the error Combined Section Closed on the SOC Error Report.

Step Action
1. Click the Curriculum Management link.
[l Curriculum Management]
2. Click the Combined Sections link.
[ Combined Sections|
3. Click the Combined Sections Table link.
CASE WESTERN RESERVE
R UNTVERSITY " Home Add to Favorites Sign out
Menu &
Search: New Window | Help | o5
\ |® _ .
& My Favorites Combined Sections Table
> Self Service Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Records and Enroliment
I~ Curriculum Management [ Find an Existing Value
[> Course Catalog
[> Schedule of Classes
[> Enrallment Requirements Aﬂﬂdem\c‘ﬂﬁmwom Q
~ Combined Sections . _ ’—‘
— Combined Sections Term: <
Table Session: [= > v
— dentify Combined
Sections
I Class Roster Search ‘ Clear | Basic Search Save Search Criteria
[» Grading
I InstructoriAdvisor
Information
[> Set Up SACR
- Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements
Done & Local intranet 100% v
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Step Action

4. The Combined Sections Table search screen appears.

Enter the appropriate term into the Term field.

5. Click the Search button.
Search

CASE WESTERN RESERVE
ABUNIVERSITY G e Add to Favorites Sign out
=13

New Window | Help | Customize Page | .5,

Combined Sections Table

Academic Institution: Case Western Reserve Univ

Term: Fall 2009

Session: Regular Academic Session

Combined

Sections D *Description *Short Description

o520 |[EBME350/450 | [EBME36045 | view Combined sections =
[0s528 |[PHYSIASTR 3281428 | [PHYSIASTR | view Combined Sections =
[os27 |[PHYS/EBME 431 | PHviEBHAz1 | view combined sections =

& save ‘ 2\ Return to Search | [=7] Notify

& Local intranet F 100% <

Step Action

6. The Combined Sections table appears.

Locate the appropriate combined section and click its View Combined
Sections link.

|giew Combined Sections
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CASE WESTERN RESERVE
URTVERSITY : Home Add to Favorites Sign out
=

New Window | Help | Customize Page | /5,

Identify Combined Sections

Academic Institution: CASE1 Case Western Reserve Univ Permanent Combination

Term: 2098 Fall 2008 Skip Mig Pattern & Instr Edit

Session: 1 Regular Academic Session Warning: Mtg Pattern & Instr
information will not be shared

Combined Sections ID: 0528 PHYSIASTR 326/428 within the combined sectin.

*Combination Type: b

Requested Room Capacity: l:l Enroliment Capacity:

Wait List Capacity:

First (4] 12 or2 [*] Last

Combined Sections | Class Description

Req Room

*Class Nbr Subject  Catalog Nbr Section Status Cap

EnriCap EnrlTot WaitCap Wait Tot Acad Group

5987/, ASTR 328 100 Closed 999 999 0 0 0 CAS =
5989/Q,  ASTR 428 100 Closed 999 999 0 0 0 CAS =
View Combined Sections Table
&) save ‘ S\ Return to Search | [=] Netify
< | ¥

Dane & Local intranst F00% v

Step Action
7. Locate the Enrollment Capacity field in the Room Capacity group box. The error
occurred because the Enrollment Capacity field was empty or contained the value
"0".
8. Enter the appropriate enrollment capacity for this combined section into
the Enroliment Capacity field.
0. Click the Save button.
El save
10. This completes the process of resolving the error Combined Section Closed.
End of Procedure.

Combined Sections with Different Meeting Patterns

This process demonstrates how to resolve the error "Combined Sections with Different Meeting
Patterns.” This error occurs when the class sections of cross-listed courses are scheduled and
combined, but the meeting patterns do not match. Because combined sections are taught at the
same time, in the same location, their meeting patterns must be identical except for the Facility 1D
field. Only one of the combined sections can have a value in the Facility ID field for the purpose
of placing the class in a classroom.

Procedure

Use this process to resolve the Combined Sections with Different Meeting Patterns error on the
SOC Error Report.
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Step Action

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

2. Click the Schedule of Classes link.
[l Schedule of Classes|

3. Click the Maintain Schedule of Classes link.

CASE WESTERN RESERVE
UNIVERSITY 26 Home Aidd to Favorites Sign out
Search: New Window | Help | (&,
b My Favorites Maintain Schedule of Classes

[ Self Service Enter any information you have and click Search. Leave fields blank for a list of all values
(> Records and Enroliment
< Curriculum Management [m\
I Course Catalog
+ Schedule of Classes

— Class Search Academic Inﬁmun'on:

[EE—

— Scedule New Course Term: |:|O~
— Maintain Schedule of
Catalog Nor: [begins with v[ |

— Erint Class Schedule Academic Career: | = ¥ ¥
— CASE 30C - Validation

Report Campus: ‘ begins with v H ‘O\
— CASE SOC - Error Repor D " "
~ CASE 50C - Staffing g [begins with + | ‘

Reports Course ID: [ begins with v| [
— CASE SOC - Cross .

Listed Report Course Offering Nbr: | = ¥ [ [

> Enroliment Requirements
[ Combined Sections
[» Class Roster
[ Grading Search ‘ Clear | Basic Search [E Save Search Criteria
[ InstructoriAdvisor
Information
[> Set Up SACR
[» Reporting Tools
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

[case Sensitive

Done % Local intranet E100m v

Step Action

4. The Maintain Schedule of Classes search screen appears.

Enter the appropriate term into the Term field.

5. Click the Search button.
Search

6. Search results appear. Select one of the combined sections.
328

7. The Basic Data tab appears.

Click the Meetings tab.
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CASEWESTERN RESERVE
UNIVERSITY
R

Home Add to Favorites Sign out

New Window | Help | Customize Page |

| BasicData | Meetings Y EnrolimentCnirl | Reserve Cap | Motes |  Exam |

Course ID: 005448 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Fall 2009 Undergrad

Subject Area: ASTR Astronomy

Catalog Nbr: 328

Cosmology and Structure
Class Sections

First 14 1 074 X Last

Session: 1 Regular Academic Session Class Nbr: 5987
Class Section: 100 Component:  Lecture Final Exam:

+
Facility ID Capacity Pat  MigStart Mignd M T W T F S S “sartendpate
B Ja gge[R | [m1sam |[a30an | o 0O 0 0O |oez4z000 |5 1210412009 |5
Rearm & \ |
Contact Hours Combined Section

Instructors For Meeting Pattern

Assignment §  Workioad

D Name Instructor

—

Room Characteristics
“Room Characteristic

[ . =
& save | L Return to Search | +[E Previous in List | +[E] Nextin List | [=] Notify
Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Motes | Exam
% Lacal meranet # 100% -

Step

Action

Note the values in the Pat (Pattern) field and the Mtg Start and Mtg End fields.
y Pat Mtg Start Mtg End

TR | |s:154M | 9:30aM |

Click the Return to Search button.
L4 Return to Search
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=)
Course ID: | begins with |+ || |Q ~
Course Offering Hbr: | |Q
[case sensitive
Search | Clear | pasic Search B Save Search Criteria
Search Results
[4] 1-84of84 [}]
Subject Area Catalog Nbr ampus Description
2098 ASTR 151 Undergrad MAIN Doing Astronomy 008652 1
2098 ASTR 188 Undergrad MAIN  On Being a Scientist 005605 2
2098 ASTR 202 Undergrad MAIN Stars, Galaxies & the Universe 003325 1
2098 ASTR 203 Undergrad MAIN Archaeoastronomy 008088 1
2098 ASTR 204 Undergrad MAIN Einstein's Universe 008088 1
2098 ASTR 222 Undergrad MAIN Galaxies and Cosmology 000434 1
2098 ASTR 206 Underarad MAIN  Astronomical Technigues 005066 1
2098 ASTR 310 Undergrad MAIN Astrophysics Seminar |l 000440 1
2098 ASTR 323 Undergrad MAIN  The Local Universe 008082 1
2098 ASTR 328 Undergrad MAIN Cosmology and Structure 005448 1 b |
2098 ASTR 331 Undergrad MAIN  Astronomy Capstone Project 008901 1
2098 ASTR 369 Undergrad MAIN Undergraduate Research 000443 1
2008 ASTR 423 Graduate MAIN  The Local Universe 008092 2
2098 ASTR 428 Graduate MAIN Cosmology and Structure 005448 2
2098 ASTR 497 Graduate MAIN Special Topics in Astronomy 000452 1
2098 ASTR 701 Graduate MAIN Dissertation Ph D 0004568 1
2098 BIOL 493 Graduate MAIN Eeasibility & Tech Analvsis 005303 2
2098 CHEM 493 Graduate MAIN  Feasibility & Tech Analvsis 005303 3
2098 EBME 431 Graduate MAIN Physics of Imaging 002660 2
2098 PHYS 1134 Undergrad MAIN Principles of Phys Lab-Mech 007680 1
2098 PHYS 113B Undergrad MAIN Principles of Phys Lab-E & M 008140 1
2098 PHYS 115 Undergrad MAIN Introductory Physics | 002621 1
2098 PHYS 116 Underarad MAIN  Introductory Physics II 002622 1
2008 PHYS 121 Underarad MAIN  General Physics -Mechanics 004508 1
2098 PHYS 122 Undergrad MAIN General Physics II-Elec & Mag 004508 1
2098 PHYS 123 Undergrad MAIN Physics and Frontiers | 004510 1
2098 PHYS 124 Undergrad MAIN Ehvsics and Frontiers Il 004511 1
2098 PHYS 137 Undergrad MAIN Scientific Frontier. Origins 009698 1
2098 PHYS 166 Undergrad MAIN  Physics Today and Tomorrow 008697 1 v
% Locsl intranet F 100 v
Step Action

10.

Select another of the combined sections from the search results.

SEWESTERN RESERVE
NIVERSITY ]

=3

Home Add to Favorites Sign out

New Window | Help | Customize Page | &,

BasicData | Meetings | Enroliment Cnirl | Ressve Cap |”  MNoles |  FExam

Course ID: 005448 Course Offering Nbr: 2
Academic Institution: Case Western Reserve Univ

Term: Fall 2009 Graduate

Subject Area: ASTR Astronomy

Catalog Nbr: 428 Cosmology and Structure

Class Sections

Session: 1 Regular Academic Session Class Nbr: 5989

Class Section: 100 Component:  Lecture Final Exam: No

Facility ID Capacity Pat  Mtg Start MtgEnd ‘StartEnavate 5

M w F 5 8
B 2 g 0OM O 00 0 0we00m]E o]
reakm[ |3 \ |

Contact Hours Combined Section

ZInstructor
Rol

D Name

“Room Characteristic

L =
=) Savel £\ Return to Search | +[5] Previous in List | +[5] Nextin List | [=] Notify
Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam
®J Locsl intranet H 100% <
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Step

Action

11.

The Meetings tab appears.

Note the values in the Pat (Pattern) field and the Mtg Start and Mtg End fields.
ty Pat Mtg Start Mtg End

TR |Q |&:30aM | 9:45aM |

12.

Click the Return to Search button.
£ Return to Search

~ASE WESTERN RESERVE
INIVERSITY &

Home Add to Favorites
»

Academic Institution: CASE1 Q - |
Term: 2098 Q
Subject Area: ASTR QU
Catalog Nbr: [ begins with |v][428 |
Academic Career: ‘: V| |Graduate V|
Campus: [ begins with || [mam Ja
Description: ‘Deglns with |~ [ |
Course ID: [ begins with ||| [isY
Course Offering Nbr: ‘: V| [ Ja
[case sensitive

Search ‘ Clear ‘ Basic Search Save Search Criteria L
Search Results

154 of 84
JAcademic Institution Term Subject Area Catalog Nbr Academic Career Campus Description Course ID Course Offering Nbr|
CASE1 2098 ASTR 151 Undergrad MAIN Doing Astronomy 008652 1
CASE1 2098 ASTR 188 Underagrad MAIN ©On Being a Scientist 005605 2
CASE1 2098 ASTR 202 Underarad MAIN Stars, Galaxies & the Universe 003325 1
CASE1 2098 ASTR 203 Underarad MAIN Archaeoastronomy 008088 1
CASE1 2098 ASTR 204 Underarad MAIM  Einstein's Universe 008089 1
CASE1 2098 ASTR 222 Undergrad MAIN Galaxies and Cosmology 000434 1
CASE1 2088 ASTR 306 Underagrad MAIN  Astronomical Technigues 005066 1
CASE1 2098 ASTR 310 Underarad MAIN Astrophysics Seminar Il 000440 1
CASE1 2098 ASTR 2323 Underarad MAIN  The Local Universe 008092 1
CASE1 2098 ASTR 328 Undergrad Al Casmology and Structure 005448 1
CASE1 2098 ASTR 351 Undergrad MAIN  Astronomy Capstone Project 008901 1
CASE1 2098 ASTR 369 Underagrad MAIN Undergraduate Research 000443 1
CASE1 2098 ASTR 423 Graduate MAIN  The Local Universe 008092 2
CASE1 2098 ASTR 428 Graduate MAIN Cosmology and Structure 005448 2
CASE1 2098 ASTR 497 Graduate MAIN  Special Topics in Astronomy 000452 1
CASE1 2008 ASTR 701 Graduate MAIN  Dissertation Ph.D 000456 1
CASE1 2088 BIOL 493 Graduate MAIN Feasibility & Tech Analysis 005803 2
CASE1 2098 CHEM 493 Graduate MAIN Feasibility & Tech Analysis 005903 3
CASE1 2098 ERME 431 Graduate MAIN__Phusics of Imaning NN2REN_ 2. Ad
& Local intranet 100% v

13.

Look at all sections of the combined section class. Determine the sections that
contain the correct and incorrect meeting patterns. Proceed to correct the incorrect
sections.

Select a section with an incorrect meeting pattern from the search results.
228
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CASE WESTERN RESERVE
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CASE WESTERN RESERVE
UNIVERSITY 1B Home Add to Favorites Sign out
»

Mew Window | Help | Customize Page | .5,

BasicData | Meetings | EnrolimeniCnirl | Reserve Cap | MNoles |  Exam |

Course ID: 005448 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Fall 2009 Undergrad
Subject Area: ASTR Astronomy
Catalog Nbr: 328 Cosmology and Structure
Class Sections Find | View All___First [4] 1 o1 [*] Last

Session: 1 Regular Academic Session Class Nbr: 5987

Class Section: 100 Component:  Lecture Final Exam:

Find | View All First [4] 10f1 [C] Last

Facility ID Capacity Pat Mtg Start Mtg End M T W T F § S8 *Start/End Date EIEl

B Ja gee[mR | [m1sam | (g3 | 0O 0O 0O 0O |osz4iz009 |5 [12004r2009 |5

Regrm & \ \

Contact Hours Combined Section
i
{ Assignment | Workload |
D Name Instructor Print Access Contact
Role

— gl
Room Characteristics Customize | Find | 8  First [ 1 or 1 (%] Last
“Room Characteristic *Quantity
L =

& save ‘ ELReturn to Search | +[E] Previous in List | 4[5 Nextin List | [=] Notify

Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Motes | Exam

% Local intranet 100 v

Step Action

14. The Meetings tab appears.

If necessary, select a different value for the Pat (Pattern) field.

15. Enter the appropriate start time into the Mtg Start field.
16. Press [Tab] on your keyboard to refresh the data and update the value in the Mtg
End field.
17. Click the Save button.
El save
18. This completes the process of resolving the Combined Sections with Different

Meeting Patterns error.
End of Procedure.

Multiple Components of the Same Course have Time Conflicts

This process demonstrates how to resolve the error "Multiple Sections of the Same Course Have
Time Conflicts" on the Schedule of Classes (SOC) Error Report. When a course has multiple
components (i.e. lecture plus laboratory and/or recitation), each component has its own section.
If the meeting patterns of the sections conflict, then the error will appear.

Procedure

Use this process to resolve the Multiple Components of the Same Course have Time Conflicts
error on the SOC Error Report.
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Action

Click the Curriculum Management link.
[l Curriculum Management]

Click the Schedule of Classes link.

[l Schedule of Classes|

Click the Maintain Schedule of Classes link.

Search:

\ |®
> My Favorites
[- Self Service
[+ Records and Enroliment
[~ Curriculum Management
I Course Catalog
« Schedule of Classes
— Class Search
— Schedule New Course

Class
sociations
— Print Class Schedule
— CASE S0C - Validation
Report
CASE SOC - Error Repor

WA CASEWESTERN RESERVE
I'\.[\H:niji\ B26

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

Academic Institution:
Term:

Subject Area:

CASE1 Q

e

ASE SOC - Stafiing

— CASE S0C - Cross
Listed Report
> Enroliment Requirements
[ Combined Sections
[» Class Roster
> Grading
[» InstructorAdvisor
Information
[> Set Up SACR
[» Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements

e

Catalog Nbr: [ begins with |v[
Academic Career: ‘: vl |
Campus: ‘begmswnn VH
D ion: | begins with |||
Course ID: [ begins with |v[
Course Offering Nbr: | = v

e

[case Sensitive

Search ‘

Clear | Basic Search [E Save Search Criteria

Add to Favorites Sign out

New Window | Help | o5

Step

Action

Enter the appropriate term into the Term field.

The Maintain Schedule of Classes search screen appears.

Click the Search button.

Search

214

Select the appropriate class from the search results.
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New Window | Help | Customize Page | &, &

{ BasicData | Meefings | EnrollmentCnirl | Reseve Cap | Moles | Exam |

Course ID: 008271 Course Offering Nbr: 1
Academic Institution:  Case Westemn Reserve Univ
Term:

Spring 2010 Undergrad Auto Create Companent
Subject Area: BIOL Biology

Catalog Nbr: 214 Genes and Evolution

Class Sections Find | View All  First 44 orz O Last
*Session: [1]®  Regularacademic Session  Class Nbr: 1500 =
*Class Section: *StartEnd Date: |01/11/2010 &) [04126r2010 [[5)
*Component: LEC|Q  Lecure Event ID: 000033578
“Class Type: Enrollment v
*Associated Class: 100|Q

*Campus: Case

*Location: SAMAIN Q Main Campus

Schedule Print
Course Administrator: :l Student Specific Permissions
*Academic Organization; | BIOL % Biology
Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
*Holiday Schedule: l:l Case Holiday Schedule Generate Class Mtg Attendance
*Instruction Mode: l:l Sync Attendance with Class Mtg
GL Interface Required
Primary Instr Section:
Course Topic 1D: l:lQ Print Topic in Schedule
Course Equivalent Course Group: Override Equivalent Course
Class Equivalent Course Group: l:l
Class Attributes Customize | Find | View A1l | 8 First [4] 101 ] Last
*Course *Course Attribute
Attribute Value 7

The Basic Data tab appears.

Review the value in the Associated Class fields of all sections of the course. The
Associated Class field groups class sections into associated groups (for example, one
lecture and one lab).

The error is occurring because there is a time conflict between one or more class
sections in an associated class group.

For additional information on the Associated Class field, please see the document
Schedule a Class with Multiple Components.

The Basic Data tab appears.

Click the Meetings tab.
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Home Add to Favorites Sign out
»

New Window | Help | Customize Page |

| BasicData | Meetings | EnrolimentCnirl | Reserve Cap | Motes |  Exam |

Course ID: 008271

Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Spring 2010 Undergrad
Subject Area: BIOL Biolegy
Catalog Nbr: 214

Genes and Evolution
Class Sections

Find | View Al First [ 1 o2 B Last

Session: 1 Regular Academic Session Class Nbr: 1590
Class Section: 100 Component: Lecture Final Exam: v
ew Al First [ 4 o1 M Last
- ) FHE=
Facility ID Capacity Pat  MigStart Mtgnd M T W T F s Starﬂ[nd Date
MILL 3204 A ge[uw | [1230Pu] [1:45P0 0 O o 0 [o1m1ez010 |5 [oaizerz010 [
Rearm & \ |
Contact Hours
Instructors For Meeting Pattern Customize | Find | View Al | 8 First * 4of1 |~ Last
Assignment §  Workioad
D Name Anstructor Print Access Contact
Role
— =
Room Characteristics
“Room Characteristic *Quantity
[ .

& save ‘ L Return to Search | +[E Previous in List | +[E] Nextin List | [Z] Notify

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Motes | Exam

Step Action

9. The Meetings tab appears.

Make sure that the first section of the class is active on the screen. All sections of
the class will have to be examined for the Time Conflict error, and it's best to start
by looking at the first section of the first associated class group.

Class Section: 100
10. Note the contents of the Pat (Pattern) and Mtg Start and Mtg End fields on the first
section.

Mw @ [12:30PM| [1:45PM |

11.

Determine the number of rows on the Meeting Pattern header. If there is more than
one row, click the Show Next Row button to view the second Meeting Pattern.

First E 1 of 1 |I| Last

12. On the Class Sections header, click the Show next row button.

D
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CASEWESTERN RESERVE
UMNIVERSITY s Home Add to Favorites Sign out
»

Mew Window | Help | Customize Page | .5,

BasicData | Meetings | EnrolimeniCnirl | Reserve Cap | MNoles | Exam |

Course ID: 008271

Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Spring 2010 Undergrad
Subject Area: BIOL Biology
Catalog Nbr: 214

Genes and Evolution
Class Sections

Find| View Al First K 2012 (M Lact

Session: 1 Regular Academic Session Class Nbr: 8221

Class Section: 101 Component:  Laboratory Final Exam:

Find | View All First [4] 10f1 [C] Last

Facility ID Capacity Pat Mtg Start Mtg End M EIEl

T w T F § s *StartiEnd Date
MILL 3204 Qo5 |MWF|Q | 1:30PM | |2:20PH @] O 0O [ (91112010 |5 04262010 |5
P | \ =z
Contact Hours
i

{ Assignment | Workload |

D Name Jnstructor Print Access Contact
Role

— — Y
Room Characteristics Customize | Find | 8  First [ 1 or 1 (%] Last
“Room Characteristic *Quantity
[ . =

& save ‘ ELReturn to Search | +[E] Previous in List | +[5] Nextin List | [=] Notify

Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Motes | Exam

Step Action

13. Review the Pat, Mtg Start, and Mtg End fields as in the previous steps. Check for
any additional Meeting Patterns for this section and review the fields on that Pattern
as well.

14. Once the time conflict causing the error is discovered, make changes to the Pat, Mtg
Start, and/or Mtg End times as appropriate.

15. Click the Save button.

El save

16. This completes the process of resolving the Multiple Components of the Same
Course have Time Conflicts error.
End of Procedure.

At Least One Instructor Must Have Grade Approval Access

This process demonstrates how to resolve the error "At Least One Instructor Must Have Grade
Approval Access" on the Schedule of Classes (SOC) Error Report. This error occurs when there
is at least one instructor with "Primary Instructor” listed in the Role field, and that instructor does

not have the ability to approve grades submitted through the Grade Roster found in the Faculty
Center. The reason for this error can be one of the following:

=

The chosen instructor has the value "Grade" in the Access dropdown list.

2. The instructor listed on the class section has a blank in the Access dropdown list because
he/she was not added to the Instructor/Advisor table following the conversion of data

from the legacy system to the SIS.
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This process demonstrates how to update the Access dropdown list on the Meetings tab so that an
instructor can issue and approve grades for his or her class. If an instructor record must be added
to the class section, please see the business process document "Change or Add Instructor” in the
Schedule of Classes for Administrative and Departmental Users guide.

Procedure

Use this process to resolve the At Least One Instructor Must have Grade Approval Access error
on the SOC Error Report.

Step Action
1. Click the Curriculum Management link.
[l Curriculum Management]
2. Click the Schedule of Classes link.
[l Schedule of Classes|
3. Click the Maintain Schedule of Classes link.
I(\\.N[l\‘\\‘ 'l,";‘I.\IL]!J\’J{IM‘I(\ E =
Wens B S
Search: New Window | Help | 15
\ |®

b My Favorites Maintain Schedule of Classes
[ Self Service Enter any information you have and click Search. Leave fields blank for a list of all values
(> Records and Enroliment
< Curriculum Management [m\
I Course Catalog
< Schedule of Classes

— Class Search Academ\c\namunon: CASE1 Q

Torme "
Catalog Nbr: [ begins with |v[ |
Academic Career: ‘: vl | v|
Campus: ‘begmswnn VH |Q
Sog:é{%nmnm D ion: | begins with ||| |
Reports Course ID: ‘begmswnn VH |Q
— CASE S0C - Cross
Listed Report Course Offering Nbr: | = v| [ e,

> Enroliment Requirements
[ Combined Sections
[» Class Roster
[ Grading Search ‘ Clear | Basic Search Save Search Criteria
[» InstructorAdvisor
Information
[> Set Up SACR
[» Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements

[case Sensitive

Step Action

4. The Maintain Schedule of Classes search screen appears.

Enter the appropriate term into the Term field.
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Step Action

5. Click the Search button.
Search

6. Select the appropriate class from the search results.
214]

SASE WESTERN RESERVE
MIVERSITY (B2 Home Add to Favorites Sign out

(=3

Iew Window | Helo | Customize Page | /5, #

{ Basic Data |_Msefings | EnrollmentCnirl | RessveCap | MNotes |  FExam

Course ID: 008271 Course Offering Nbr: 1
Academic Institution:  Case Westemn Reserve Univ

Term: Spring 2010 Underarad Auta Create Component
Subject Area: BIOL

Biology

Catalog Nbr: 214 Genes and Evolution

Class Sections Find | ViewAll  First (] 1 or2 B Last
*Session: 1|2 RegularAcademicSession  Class Nbr: 1590 HE
*Class Section: 100 “StartEnd Date: | 01/11/2010 [ [04/26/2010
*Component: LEC|Q  Leciure Event ID: 000033578
*Class Type: Enroliment
“Associated Class: 100|Q

*Campus: :| Case
. | SANAIN Q

Location: Main Campus Schedule Print

Course Administrator: Student Specific Permissions
*Academic Organization: | BIOL < Biology

Academic Group: CAS College of Arts & Sciences Dynamic Date Calc Required
*Holiday Schedule: Case Holiday Schedule Generate Class Mig Attendance
“Instruction Mode: Sync Attendance with Class Mtg
GL Interface Required

Primary Instr Section: 100

Course Topic 1D: l:lQ Print Topic in Schedule

Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group: l:l

Class Attributes Customize | Find | View All | 3 First [4] 1074 ] Last
ICourse Course Attribute

Aftribute Value

— — s

Step Action

7. The Basic Data tab appears.

If there is more than once section of this course, locate the section indicated on the
report that is missing an instructor with Approval access.
Click the.

8. Click the Meetings tab.
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‘k:“\-5[1‘\\\\'E'l\;ll-\]iki‘\‘wl“:wl(‘\\ I_‘ _Home Add to Favorites Sign out
=3

New Window | Help | Customize Page | 15,

| BasicData | Meetings | EnrolimentCnirl | Reserve Cap | Motes |  Exam |

Course ID: 008271 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Spring 2010 Undergrad
Subject Area: BIOL Biolegy
Catalog Nbr: 214 Genes and Evolution
Class Sections Find | View Al First [ 1 or2 I Last

Session: 1 Regular Academic Session Class Nbr: 1590

Class Section: 100 Component:  Lecture Final Exam:

Find | View All First 4] 1 0f 1 [+ Last
Facility ID Capacity Pat Mtg Start Mtg End M T W T F 5§ S8 *Start/End Date HE
MILL 3204 A ge[uw | [1230Pu] [1:45P0 o O 0O O O 0nuzot0] oa2ei2010 [
Rearm & \ |
Contact Hours
i
{ Assignment | Workload |
D Name e Access  Contact
Role

Room Characteristics Customize | Find | 8 First [4] 1014 ] Last
“Room Characteristic *Quantity
[ . =

& save ‘ L Return to Search | +[E Previous in List | +[E] Nextin List | [=] Notify

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Motes | Exam

Step

Action

Locate the Instructor Role and Access dropdown boxes in the Instructors for
Meeting Pattern group box. If the Instructor Role field contains the value Primary
Instructor, but the Access field is empty, then this is the section that is causing the
error. At least one Primary Instructor must have Approve chosen in the Access
dropdown list.

10.

instructor to the section.

Click on the Access dropdown list.

11.

Click the Approve list item.

12.

Click the Save button.
Bl save

13.

This completes the process of resolving the At Least One Instructor Must Have
Grade Approval Access error.
End of Procedure.

Course Topic Not Scheduled

This process demonstrates how to resolve the error "Course Topic Not Scheduled" on the
Schedule of Classes (SOC) Error Report. This error occurs when a course contains Topics at the
Course Catalog level that have not been indicated on its class sections.
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Procedure

Use this process to resolve the Course Topic Not Scheduled error on the SOC Error Report.

Step Action

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

2. Click the Schedule of Classes link.
[l Schedule of Classes|

3. Click the Maintain Schedule of Classes link.

‘3: (CASEWESTERN RESERVE
JUNIVERSITY (B2 Home Add to Favorites Sign out
Search: New Window | Help | &,
® o
& My Favorites Maintain Schedule of Classes
[ Self Semvice Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Records and Enroliment
= Curriculum Management [m\
> Course Catalog
Schedule of Cl
T Ches e Academic nstitution: = | [caser o
ETTTT U —
Catalog Nbr: [ begins with ] |
Academic Career: ‘: v‘ v‘
Campus: ‘ begins with v | ‘O\
D [ begins with v[ |
Course ID: ‘ begins with » | ‘O\
— CASE S0C - Cross
Listed Report Course Offering Nbr: | = v | ‘O\
[» Enreliment Reguirements
> Gombined Sections Dlcase Sensitiva
[> Class Roster
[> Grading Search ‘ Clear | Basic Search Save Search Criteria
[ Instructor/Advisor
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements
Done % Local intranet H 100% <
Step Action
4, The Maintain Schedule of Classes search screen appears,

Enter the appropriate term code into the Term field.

5. Click the Search button.
Search

6. Select the appropriate course from the search results.
lUndergrad
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&_).\5.1‘ WESTERN RESERVE
W N TVERSTT Y sl e Add to Favorites: Sign out
=13

New Window | Help | Customize Page | &, *

18

[ BasicData | Meefings | EnrollmentCnirl ) ReseveCap | MNotes | Egam |

Course ID: 005869 Course Offering Nbr: 1

Academic Institution:  Case Western Reserve Univ

Term: Summer 2009 Undergrad Auto Create Gomponent
Subject Area: BETH Bioethics

Catalog Nbr: 315 International Bioethics

Class Sections Find | View All First [4] 4 o4 [ Last
*Session: 1 |2 RegularAcademic Session  Ciass Hor: 1002 EHE

*StartEnd Date: | 06/071/2009 |[H |07/27/2000 |[H
*Component: [LEC|2 Lepture Event ID:

*Class Type: Enrollment v

*Associated Class: 100|Q

*Campus: Case

. . SAMAIN [} i

Location: Main Campus Schedule Print

Course Administrator: l:l Student Specific Permissions
*Academic Organization: |BETH A Bioethics

Academic Group: School of Medicine Dynamic Date Calc Required

*Class Section:

Case Holiday Schedule Generate Class Mtg Attendance
Sync Attendance with Class Mtg

MED
GL Interface Required

*Holiday Schedule:
*Instruction Mode:

Primary Instr Section:

Course Topic ID: [ Print Topic in Schedule L

Course Equivalent Course Group: Override Equivalent Course

Class Equivalent Course Group: |:|

Class Attributes Customize | Find | View Al | 8 First [ 4 or4 ] Last

*Course *Course Attribute -
% Lacal meranet F100%  +

Step Action

7. The Basic Data tab appears.

Locate the Class Topic group box. The Course Topic ID field is empty. This is the
cause of the error received on the SOC Error Report.

Course Topic ID: |:|Q

8. Click the Look up Course Topic ID button.

=

9. All course topics associated with the course at the Course Catalog level appear.
Select the appropriate course topic for the term from the search results.

|EIefNI Euthanasia|
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1'\'[\\\:~\Lm\ e
e

CASE WESTERN RESERVE

236

Home Add to Favorites Sign out
= e et ~
Class Sections N
*Session: 1| RegularAcademicSession  Class Nbr: 1002 HE
*Class Section: 100 *StartiEnd Date: | 08/0112009 5 07/27/2009
*Component: LEC|Q  Lecture Event ID:
*Class Type: Enroliment »
*Associated Class: &3
*Campus: l:l Case
. | SA-MAIN Q i
Location: Main Campus schedule Print
Course Administrator: l:l Student Specific Permissions
*Academic Organization: |BETH 2 picethics
Academic Group: MED School of Medicine Dynamic Date Calc Required
*Holiday Schedule: Case Holiday Schedule Generate Class Mig Attendance
“Instruction Mode: Sync Attendance with Class Mig
GL Interface Required
Primary Instr Section: 100
Course Topic ID: Q Be/NI Euthanasia Pnanop\:m Schedule
Course Equivalent Course Group: Override Equivalent Course
Class Equivalent Course Group: l:l
[Class Attributes Customize | Find | View All | [ First (1] 4 014 ("] Last
*Course *Course Attribute
Attribute Value
[ L - E
B save ‘ E\Return to Search | 4 | 4] Next in List | Hotify ‘
Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam
~
Done % Local intranet 100 v

Step Action
10. Click the Save button.
El save
11. This completes the process of resolving the Course Topic Not Scheduled error on
the SOC Error Report.
End of Procedure.

Meeting Pattern Not Scheduled

This process demonstrates how to resolve the error "Meeting Pattern Not Scheduled™ on the
Schedule of Classes (SOC) Error Report. This error occurs when a class section's Pat (Pattern)
field is blank. The Pat field establishes the days of the week when the class takes place and also
coordinates with the Astra scheduling system.

Procedure

Use this process to resolve the Meeting Pattern Not Scheduled error on the SOC Error Report.

Step Action
1. Click the Curriculum Management link.
[t Curriculum Management]
2. Click the Schedule of Classes link.
[l Schedule of Classes|
3. Click the Maintain Schedule of Classes link.
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ESTERN RESERVE
RSTTY 26 Home Add to Favorites Sign out

Search: New Window | Help |

- Ny Favorites Maintain Schedule of Classes

[> Self Service Enter any information you have and click Search. Leave fields blank for a list of all values
[ Records and Enroliment

[~ Curriculum Management Find an Existing Value

> Course Catalog
= Schedule of Classes

~ Class Search Academic Institution: = v | [ [6Y
e e Sraeis oo [

Term:

—— —

Catalog Hbr: | begins with || |

— Print Class Schedule

ic Career: | = v| ~]

— CASE S0C - Validation
Report Campus: ‘begins with || |Q
— CASE S0C - Error Repor| -
e D 3 [ begins with |v[ |
Reports Course ID: ‘beginswwtn ~ Ja
— CASE SOC - Cross
Listed Report Course Offering Nbr: | = v| [ e
> Enroliment Reguirements
I Combined Sections
[» Class Roster
[ Grading Search ‘ Clear | Basic Search |5 Save Search Criteria
[> Instructor’Advisor
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements

[case sensitive

Done &J Local intranet E 100% -

Step Action

4. The Maintain Schedule of Classes search screen appears.

Enter the appropriate term code into the Term field.

5. Click the Search button.
Search

6. Select the appropriate class from the search results.

|Internatinnal Bioethics

7. The Basic Data tab appears.

Click the Meetings tab.
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CASE WESTERN RESERVE
UMIVERSITY B26

Home Add to Favorites Sign out

Mew Window | Help | Customize Page | %,

BasicData | Meefings ' EnrollmeniCnirl | Reserve Cap | Noles | Exam |

Course ID: 005869 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Summer 2009 Undergrad

Subject Area: BETH Bioethics

Catalog Hbr: 315 International Bioethics

[Class Sections Find | View All First 4] 4 or 4 [M] Last
Session: 1 Regular Academic Session Class Nbr: 1002
Class Section: 100 Component:  Lecture Final Exam: b

Facility ID Capacity Pat  Mtg Start Mtg End

M T W T F 5§ S
Mo o Al D 0000 D0 D o wmmeE
e | |

instructors For Meeting Pattern Custorize | Find| View 41l | 3 First © 1af1  Last
Assignment Y  Workload
Name Znstructor Print Access Contact
Role
[ s

Room Characteristics Custornize | Find | 8 First [1] 4 of 4 [P Last
*Room Characteristic

— = =

& save ‘ £\ Return to Search | 15 +[E Next in List | [=] Motify ‘

First (4 1 or1 [M Last

FHE

*StartiEnd Date

Contact Hours

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

Dane

®J Locsl intranet # 100% <

CASE WESTERN RESERVE
s

18260

Step

Action

Locate the Meeting Pattern group box. The Pat (Pattern), Mtg Start and Mtg End

fields are empty. This is the cause of the Meeting Pattern Not Scheduled Error.
ty Pat Mtg Start Mtg End
LA | |

Click the Look up Pat button.

10.

Meeting patterns appropriate to the course's career appear. Select the appropriate
meeting pattern from the search results.
Mon/Wed/Fri
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New Window | Help | Customize Page | /5,

[ BasicData | Meetings | EnrolmentCrirl | Reseve Cap | Notes |  Exam |

Course ID:
Academic Institution:
Term:

Subject Area:
Catalog Nbr:

[Class Sections

Session:

Class Section:

005869 Course Offering Nbr: 1
Case Western Reserve Univ
Summer 2009 Undergrad
BETH Bioethics
315 International Bioethics
Find | View Al First [ 1 071 [*] Last
1 Regular Academic Session Class Nbr: 1002
100 Component:  Lecture Final Exam:

Find | View All First ] 1 of 1 ] Last

Facility ID Capacity Pat Mtg Start Mtg End M T W T F § S *Start/End Date HE
S P 7 S = W B = < = W= Rz ) A
Rearm[ 2 \ |
Contact Hours
i
Assignment Workload
Name Instructor Print Access Contact

Room Characteristics

“Room Characteristic

L -

& save ‘ &\ Return to Search | +E +[5 Mext in List | [=] Notify ‘

Role

Prim in: «

s |

O I

Customize |Find | 38  First [1] 4014 ] Last
*Quantity

L] 3&

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

Dane

& Local intranst H100% T

Step Action
11. The appropriate days of the week are checked off in the Meeting Pattern group box.
12. Enter the appropriate start time for the class into the Mtg Start field. For example,
enter a valid value e.g. "9a" for 9:00am.
13. Press [Tab] on your keyboard.
14. A value appears in the Mtg End field. It reflects the approximate end time for the
class based on the value selected in the Pat field.
For example, a class that takes place three days a week in the Undergraduate career
typically lasts 50 minutes; subsequently, the value in the Mtg End field for that class
would be 50 minutes later than he value in the Mtg Start field.
Mtg End
9:50AM
15. Click the Save button.
E save
16.

This completes the process of resolving the Meeting Pattern Not Scheduled error on

the SOC

Error Report.

End of Procedure.

Class Has Times Assigned but No Days

This process demonstrates how to resolve the error "Class Has Meeting Times but No Days" on
the Schedule of Classes (SOC) Error Report. This error occurs when there are no days selected

on the Meeting Pattern of a class. If a Meeting Pattern has the value "TBA" in the Pat (Pattern)
field, the error will not occur.
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Procedure

Use this process to resolve the Class Has Times Assigned but No Days error on the SOC Error
Report.

Step Action

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

2. Click the Schedule of Classes link.
[i- Schedule of Classes|

3. Click the Maintain Schedule of Classes link.

CASEWESTERN RFSERVE
€ MIVERSIT 8 Home Add to Favorites Sign out
Menu B
Search: New Window | Help | &
® o
& My Favorites Maintain Schedule of Classes
[ Self Service Enter any information you have and click Search. Leave fields blank for a list of all values
[+ Records and Enroliment
< Curriculum Management { Findan Existing Value
I Course Catalog
Schedule of Cl
T s s Academic Instituton: = v rser
— Schedule New Course Term: |:|O~
Catalog Nor: [begins with v[ |
Academic Career: ‘ = v‘ | v‘
Campus: ‘ begins with v H ‘O\
Error Report| . "
“Citooc-samng | P g [begins with + | ‘
Reporis Course ID: [ begins with v| [
— CASE SOC - Cross .
Listed Report Course Offering Nbr: | = ¥ [ [
> Enroliment Requirements "
[ Combined Sections [lcase sensitive
[» Class Roster
[ Grading Search ‘ Clear | Basic Search [E Save Search Criteria
[ InstructoriAdvisor
Information
[> Set Up SACR
[» Reporting Tools
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements
Done % Local intranet 100 v
Step Action
4. The Maintain Schedule of Classes search screen appears.

Enter the appropriate term code into the Term field.

5. Click the Search button.
Search

6. Select the appropriate class from the search results.

|Internatinnal Bioethics
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Step Action

7. The Basic Data tab appears.

Click the Meetings tab.

Home Add to Favorites. Sign out

New Window | Help | Customize Page |

[ BasicData | Meetings | EnrolmentCrirl | Reseve Cap | Notes |  Exam |

Course ID: 005869

Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Summer 2009 Undergrad
Subject Area: BETH Bioethics
Catalog Nbr: 315

International Bioethics

Find | view Al First [ 1 o4 [F] Last

Session: 1

Regular Academic Session Class Nbr: 1002
Class Section: 100 Component:  Lecture Final Exam: b

First [ 1 or 1 [H Last

3
»

Facility ID Capacity Pat  MigStart Migind M T W T F Stanf[nd pee  FE
s A gee| |@fomem |esew | 0 oo OO [ [0sm172009 [[5] (0712712009 [
L I \ |

Contact Hours

lInstructors For Meeting Pattern

First " 1of1 " Last
Assignment Y  Workload

D Name dnstructor Print Access Contact
Role

— C® ==

Room Characteristics

Customize |Find | 38 First [1] 4014 ] Last

*Room Characteristic *Quantity
L - =
& save ‘ &\ Return to Search | +E +5 Mext in List | [=] Notify ‘
Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Motes | Exam
Done % Local meranet E 100% v

Step Action

8. Locate the Meeting Pattern group box and the Pat (Pattern) field. The error

occurred because this field is empty, and consequently, the appropriate days of the
week are not checked.

y Pat

[ &

9. Click the Look up Pat button.

&

10. Meeting pattern values appear that are appropriate to the course's academic career.

Select the appropriate meeting pattern from the search results.
IMon/WediFri
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CASE WESTERN RESERVE
I_ UNIVERSITY 1826 Home AAdd to Favorites Sign out
IE»

New Window | Help | Customize Page | .5,

CASE WESTERN RESERVE
UNIVERSIT?

I 3
18260

BasicData | Meefings ' EnrollmeniCnirl | Reserve Cap | Noles | Exam |

Course ID: 005869 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Summer 2009 Undergrad

Subject Area: BETH Bioethics

Catalog Nbr: 315 International Bioethics

[Class Sections Find | View All First 4] 4 or 4 [M] Last

Session: 1 Regular Academic Session Class Nbr: 1002
Class Section: 100 Component:  Lecture Final Exam:

Find | View All First 4] 10f1 [¥ Last

¥
F *StartiEnd Date =

§ S
@ 0 0 bswls vz
|

Facility ID Capacity Pat Mtg Start Mtg End M

ol selivela
e

(e
& =
O -

Contact Hours

Instructors For Meeting Pattern Customize | Find | View Al B First " 1ef1  Last
Assignment Y  Workload

ZInstructor

D Name Role Print Access Contact
— gl

Room Characteristics Custornize | Find | 8 First [1] 4 of 4 [P Last
*Room Characteristic

— = =

& save ‘ £\ Return to Search | 15 +[E Next in List | [=] Motify ‘

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

Done ®J Locsl intranet # 100% <

Step Action

11. The appropriate days of the week are checked based on the value selected in the Pat
(Pattern) field.

M T w T F S S
M O M O M O O

12. Click the Save button.
El save

13. This completes the process of resolving the Class Has Times Assigned but No Days
error on the SOC Error Report.
End of Procedure.

Class Has Days Assigned but No Times

This process demonstrates how to resolve the error "Class Has Days Assigned but No Times" on
the Schedule of Classes (SOC) Error Report.

Procedure

Use this process to resolve the Class Has Days Assigned but No Times error on the SOC Error
Report.

Step Action

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

Click the Schedule of Classes link.
[l Schedule of Classes|

Click the Maintain Schedule of Classes link.

WA CAsE WESTERN RESERVE
1'\[\ FREITT o
Search:

> My Favorites
[- Self Service
[+ Records and Enroliment

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

Add to Favorites

[~ Curriculum Management { Find an Existing Value \
I Course Catalog
< Schedule of Classes
— Class Search Academ\c\namunon: CASE1 Q

Term:

Subject Area:

Catalog Nbr: [ begins with |v[ |
Academic Career: ‘: vl | v|
Campus: ‘begmswnn VH |Q
Cca :E{;.THREDM D ion: | begins with ||| |
Reporis Course ID: [ begins with |v[ Ja
— CASE SOC - Cross
Listed Report Course Offering Nbr: | = v| [ e,

> Enroliment Requirements
[ Combined Sections
[» Class Roster
> Grading
[» InstructorAdvisor
Information
[> Set Up SACR
[» Reporting Tools
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

[case Sensitive

Search ‘ Clear | Basic Search [E) Save Search Criteria

Sign out

New Window | Help | o5

% Lacal meranet

H 00% T

Step

Action

The Maintain Schedule of Classes search screen appears.

Enter the appropriate term code into the Term field.

Click the Search button.
Search

Select the appropriate course from the search results.

|Internatinnal Bioethics

The Basic Data tab appears.

Click the Meetings tab.
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CASE WESTERN RESERVE
I_ UNIVERSITY 1826 Home AAdd to Favorites Sign out
IE»

New Window | Help | Customize Page | .5,

BasicData | Meefings ' EnrollmeniCnirl | Reserve Cap | Noles | Exam |

Course ID: 005869 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Summer 2009 Undergrad

Subject Area: BETH Bioethics

Catalog Hbr: 315 International Bioethics

[Class Sections Find | View All First 4] 4 or 4 [M] Last
Session: 1 Regular Academic Session Class Nbr: 1002
Class Section: 100 Component:  Lecture Final Exam: b

Find | View All First 4] 10f1 [¥ Last

Facility ID Capacity Pat Mtg Start Mtg End M T W T F § S *Start/End Date EHE

TBa & ggelwwrla [ [ ] O [m] O [ |9esio1i2008 |5 |07z772009

Rearm[ |2 \ |

Contact Hours
il

/ Assignment Y Workibad |

D Name Instructor Print Access Contact

Role

— gl
Room Characteristics Custornize | Find | %8 st (4 4 or 4 [F] Last
“Room Characteristic
— =

& save ‘ £\ Return to Search | 15 +[5] Next in List | MNotify ‘

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

Done % Local intranet E 100 v

Step Action
8. Locate the Meeting Pattern group box and the Mtg Start and Mtg End fields. The
error occurred because the Mtg Start and/or Mtg End field is blank.
9. Enter the appropriate class start time into the Mtg Start field.
10. Press [Tab] on your keyboard.
11. The value in the Mtg End field defaults based on the value selected in the Pat
(Pattern) field.
If necessary, change the value in the Mtg End field.
12. Click the Save button.
E zave
13.

This completes the process of resolving the Class Has Days Assigned by No Times
error on the SOC Error Report.
End of Procedure.

Class Does Not Have an Instructor Assigned

This process demonstrates how to resolve the error "Class Does Not Have an Instructor
Assigned” on the Schedule of Classes (SOC) Error Report. This error occurs when a class
section does not have at least one instructor with "Primary Instructor” indicated in the Role field.

Procedure

Use this process to resolve the Class Does Not Have an Instructor Assigned error on the SOC
Error Report.
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Step Action

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

2. Click the Schedule of Classes link.
[l Schedule of Classes|

3. Click the Maintain Schedule of Classes link.

(v [@ ESTERN RESERVE
J RSITY e: Home Add to Favorites Sian out
Search: New Window | Help | i,
\ |® -
& My Favorites Maintain Schedule of Classes
> Self Service Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Records and Enroliment
< Curriculurmn Management [m
> Course Catalog
Schedule of Cl
T Ches e Academic nstituion: = [rser  a
Catalog Hbr: | begins with || |
s Schedule Academic Career: ‘: vl v|
C - Validation
Campus: ‘begins with || |Q
D : [ begins with |v[ |
Course ID: ‘begins with | [ |Q
Listed Report Course Offering Nbr: | = v| [ e
> Enroliment Reguirements
> Gombined Sections Dlcase sensiive
[» Class Roster
[> Grading Search ‘ Clear | Basic Search Save Search Criteria
[> Instructor’Advisor
Information
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements
Done & Local intranet H100% v
Step Action
4, The Maintain Schedule of Classes search screen appears.

Enter the appropriate term code into the Term field.

5. Click the Search button.
Search

6. Select the appropriate course from the search results.
315

7. The Basic Data tab appears.

Click the Meetings tab.
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CASEWESTERN RESERVE
ABUNIVERSITY B2 Home Add to Favorites Sign out

Mew Window | Help | Customize Page | %,

BasicData | Meefings ' EnrollmeniCnirl | Reserve Cap | Noles | Exam |

Course ID: 005869 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Summer 2009 Undergrad

Subject Area: BETH Bioethics

Catalog Nbr: 315 International Bioethics

Class sections Find | View Al First [4] 4 ot 4 [F] Last
Session: 1 Regular Academic Session Class Nbr: 1002
Class Section: 100 Component:  Lecture Final Exam: b

& save ‘ £\ Return to Search | 15 +[5] Next in List | [=] Motify ‘

Find | View All First 4] 10f1 [¥ Last

Facility ID Capacity Pat  Mtg Start MtgEnd M “Startenavae D

T T 5§ S
[ el virsw 1ok | B 0 B O @ O O eoimes s oo @
e | |

Contact Hours

Instructors For Meeting Pattern Customize | Find | View Al B First * 1ef1  Last
Assignment Y  Workload
D Name Snstructor Print Access Contact
Role
— e

Room Characteristics Custornize | Find | 8  First [1] 4 of 4 [P Last
*Room Characteristic

— = =

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

®J Locsl intranet # 100% <

Step

Action

Locate the Instructors for Meeting Pattern group box and the ID field. The error
occurred because the ID field is blank.

D

L=

Click the Look up ID button.

10.

The Look Up ID search screen appears.

Enter the appropriate Academic Organization code for the course into the Academic
Organization field.

11.

Click the Look Up button.
Look Lp

12.

All instructors and grading proxies for the academic organization appear. Select the
appropriate instructor from the search results.

aungner.stua
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New Window | Help | Customize Page | /5,

[ BasicData | Meetings | EnrolmentCrirl | Reseve Cap | Notes |  Exam |

Course ID: 005869 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Summer 2009 Undergrad

Subject Area: BETH Bioethics

Catalog Nbr: 315 International Bioethics

[Class Sections Find | View All First (4] 4 or4 [*] Last
Session: 1 Regular Academic Session Class Nbr: 1002
Class Section: 100 Component:  Lecture Final Exam:

Find | View All First ] 1 of 1 ] Last

Facility ID Capacity Pat Mtg Start Mtg End M T W T F § S *Start/End Date HE
e la gg [uwF|a [11:154m] [1:00PH o O 0 0O [oswtzo00 5 [oviz7i2000
Rearm[ 2 \ |

Contact Hours

Customize | Eind | View All1 i First " qof1 " Last

ZInstructor

D Name Role Print Access Contact
Room Characteristics Customize | Find | 3 First [4] 4 o4 ] Last
*Room Characteristic Quantity
L - =
& save ‘ &\ Return to Search | +E +[5 Mext in List | [=] Notify ‘
Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Motes | Exam

Dane

% Lacal meranet # 100% -+

Step Action
13. The instructor's name, Instructor Role and grade Access default into the appropriate
fields.
14. Click the Save button.
E zave
15. This completes the process of resolving the Class Does Not Have an Instructor

Assigned error on the SOC Error Report.
End of Procedure.

Final Exam Flags Differ for the Same Course

This process demonstrates how to resolve the error "Final Exam Flags Differ for Same Course"
on the Schedule of Classes (SOC) Error Report. This error occurs when the sections of cross-
listed courses have different values in the Final Exam field.

Procedure

Use this process to resolve the Final Exam Flags Differ for the Same Course error on the SOC
Error Report.

Step

Action

1.

Click the Curriculum Management link.
[t Curriculum Management]
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Step Action

2. Click the Schedule of Classes link.
[l Schedule of Classes|

3. Click the Maintain Schedule of Classes link.

CASE WESTERN RESERVE
UNIVERSITY " Home Add to Favorites Sign out
Search: Mew Window | Help | =,

b My Favorites Maintain Schedule of Classes

[ Self Service Enter any information you have and click Search. Leave fields blank for a list of all values
(> Records and Enroliment

[~ Curriculum Management [ Find an Existing Value

I Course Catalog
« Schedule of Classes

— Class Search Academic Institution:| = v/| Q
e e o S —

Catalog Nor: [begins with v[ |
Academic Career: ‘: v‘ | v‘
Campus: ‘negms with VH ‘O\
- 5 g:g{;ﬁnﬁanan Description: [ begins with ]| |
Reporis Course ID: [ begins with v| [

— CASE SOC - Cross
Listed Report Course Offering Nbr: ‘ = V‘ [ [
> Enroliment Requirements "
[ Combined Sections [lcase sensitive
[» Class Roster
[ Grading Search ‘ Clear | Basic Search Save Search Criteria
[ InstructoriAdvisor
Information
[> Set Up SACR
[» Reporting Tools

> PeopleTools

— Homepaage

— Confidentiality Agreement
— Announcements

Done % Local intranet 100 v

Step Action

4, The Maintain Schedule of Classes search screen appears.

Enter the appropriate term code into the Term field.

5. Click the Search button.
Search

6. Select the appropriate course from the search results.
315

7. The Basic Data tab appears.

Click the Meetings tab.
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New Window | Help | Customize Page |

[ BasicData | Meetings | EnrolmentCrirl | Reseve Cap | Notes |  Exam |

Course ID: 005869 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Summer 2009 Undergrad

Subject Area: BETH Bioethics

Catalog Nbr: 315 International Bioethics

Class Sections Find | View All First [4] 4 012 B Last
Session: 1 Regular Academic Session Class Nbr: 1002
Class Section: 100  Component Lecture Final Exam: |14 5

Facility ID Capacity Pat
e & ggg[rwFla

Rearm[ 2 \

Mtg Sta

Contact Hours

Instructors For Meeting Pattern Customize | Find | View All First * 1of1. "
Assignment Y  Vorkload

ZInstructor

D Name Role Pri Access Contact
1001278 @ Youngner Stuart 1 =

Room Characteristics
“Room Characteristic

— G

(=] Savel S\ Return to Searchl 4[5 Previous in Lis 4+ Mextin List | [ Notify

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

% Lacal meranet # 100%

CASE WESTERN RESERVE User Manual
e SOC Error Report

CASEWESTERN RESERVE m
UNTVERSITY 2]

Action

Locate the Final Exam dropdown box and note its contents.

Final Exam:

Click the Return to Search button.
2\ Return to Search
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nd an Existing Value =
Academic Institution: CASE1 Q
Term: 2098 Q
Subject Area: BETH Q
Catalog Nbr: ‘begms with V‘ 315 |
Academic Career: | = ~| [undergraduate ~]
Campus: ‘begms with V‘ MAIN |C\
Description: | begins with ||| |
Course ID: ‘begms with |~ [ |Q
Course Offering Nbr: | = ] [ Ja
[case Sensitive

Search | Clear | Basic Search [E Save Search Criteria
Search Results
[4] 11eaf1e [

JAc Subject Area Catalog Nbr ‘Campus Descriptio Course Offering Nbr]
CASE1 2098 BETH 271 Undergrad MAIN Bioethics: Dilemmas 1
CASE1 2098 BETH 315 Undergrad MAIN International Bioethics 1
CASE1 2098 BETH 401 Graduate MAIN Eoundations in Bioethics | 1
CASE1 2098 BETH 402 Graduate MAIMN Eoundations in Bioethics Il 1
CASE1 2098 BETH 405 Graduate AN Clinical Ethics Rotation 1
CASE1 2098 BETH 411 Graduate Al Altruism in Bioethics 1
CASE1 2098 BETH 415 Graduate Al International Bioethics 2
CASE1 2098 BETH 420 Graduate A Critical Issue in Rsrch Ethics 010415 1
CASE1 2098 BETH 421 Graduate MAIN Research Ethics Practicum 010418 1
CASE1 2098 BETH 422 Graduate MAIMN  Clinical Ethics: Theory & Prac010417 1
CASE1 2098 BETH 425 Graduate MAIN  Stemn Cells: Ethics and Policy010893 1
CASE1 20988 BETH 602 Graduate MAIN Special Topics in Bioethics 004763 1
CASE1 2098 BETH 701 Graduate MAIN  Dissertation Ph.D 009112 1
CASE1 2098 PHIL 21 Undergrad MAIN Bioethics: Dilemmas 005451 2 0
CASE1 2098 PHIL 41 Graduate MAIN  Altruism in Bioethics 005746 2
CASE1 2098 RLGN 411 Graduate MAIN___ Altruism in Bioethics 005746 3 b

CASE WESTERN RESERVE
UNI )

% Locsl intranet H 100% <

1820

Step

Action

10.

Select another offering of the cross-listed course from the search results.

.L’ SEWESTERN RESERVE m
U IVERSITY Ty
»

New Window | Help | Customize Page | &,

BasicData | Meetings ' Enrollment Cnirl | RessveCap | MNotes |  Exam

Course ID: 005869 Course Offering Nbr: 2
Academic Institution: Case Western Reserve Univ

Term: Fall 2009 Graduate

Subject Area: BETH Bioethics

Catalog Nbr: 415 International Bioethics

Class Sections

Session: 1 Regular Academic Session Class Nbr: 9205
Class Section: 100 Component:  Lecture Final Exam: A

+
*StartiEnd Date =

vz 9

Facility ID Capacity Pat  Mtg Start Mtg End
Ml ge

Rearm[ 2

D:
& -
0o s
&
o=
[
0«

Instructors For Meeting Pattern
Assignment Y Workload

ZInstructor
D Name Role

Youngner Stuart

Room Characteristics
*Room Characteristic

L - =
& save | 2 Return to Search | 4[5 Previous in List | 4[5 Nextin List | [=7] Notify
Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam
®J Locsl intranet H 100% <
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Step Action

11. Note the contents of the Final Exam field.

Repeat the process of reviewing the Final Exam fields of all scheduled sections of
the cross listed course. Decide on the value to be placed in the Final Exam field:
either Yes or No.

Final Exam: No 4

12. Access a section that requires the Final Exam field to be updated.

Click the Final Exam dropdown list.
Mo w

13. Select the appropriate list item.

14, Click the Save button.
E zave

15. Repeat the process of updating the Final Exam field for all sections of the cross-
listed course that require updating.

16. This completes the process of resolving the Final Exam Flags Differ for the Same
Course error on the SOC Error Report.
End of Procedure.

All Offerings of a Course Not Scheduled

This process demonstrates how to resolve the error "All Offerings of Course Not Scheduled” on
the Schedule of Classes (SOC) Error Report. This error occurs when a cross-listed course is
scheduled for a term, but other courses in the cross-listing are not.

Procedure

Use this process to solve the All Offerings of a Course Not Scheduled error on the SOC Error
Report.
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P CASEWESTERN RESERVE N N Page: Page 10f 1
. NTVERSTTY e Case Western Reserve University
Run Date: 5/26/2008

Cross Listed Course Sections Report
RunTime: 30251 PM

Report ID: CW_SR_XLIST_RPT Bioethics - Summer 2009

International Biosthics (005869)
Start Instr Grade Instr

Sul
BETH 415

BETH 315 100 Ti2T/2000  Youngner,Stuart Primary Instructor ~ Approve Y

uled for section group 100

Unknowin Zone

Step Action

1. Begin by running and reviewing the SOC Cross Listed Course Sections Report. See
the business process guide "SOC Cross-Listed Report™ for directions.
If the SOC Error Report has returned the error "All Offerings of a Course Not
Scheduled," then there is at least one cross-listed course in a group of courses that
has not been added to the schedule for the term. This course must be added to the
schedule before it can be combined with a course that already exists. The Cross-
Listed Course Sections Report displays the courses that are already scheduled as
well as those that are not scheduled.

2. In the SIS, click the Curriculum Management link.
[l Curriculum Management]

3. Click the Schedule of Classes link.
[i- Schedule of Classes|

4. Click the Schedule New Course link.

[Schedule Mew Coursel

Page 40




CASEWESTERN
L RSITT

NIVI

RESERVE

B Case WesTERN
1_'?\‘-"[\ I \!\‘\i TY
Menu O

Search:

\ |®
> My Favorites
[- Self Service
[+ Records and Enroliment
[~ Curriculum Management
I Course Catalog
« Schedule of Classes
— Class Search
— Maintain Schedule of
Classes
— Adjust Class
Associations
— Print Class Schedule
— CASE S0C - Validation
Report

— CASE SOC - Error Repor

RESERVE
Rag

Schedule New Course

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

User Manual
SOC Error Report

Home Add to Favorites Sign out

New Window | Help |

Academic Institution:

= m—
Term:
Subject Area:

Catalog Nbr: [ begins with |v[ |

Academic Career: | = v |

Campus: ‘begms with VH |Q

CASE s0C - Siafin Course ID: ‘ begins with | | Ja
Reporis Course Offering Nbr: | = v | &
— CASE S0C - Cross
Listed Report
> Enroliment Requirements
[ Combined Sections
[» Class Roster
[ Grading Search ‘ Clear | Basic Search [ Save Search Criteria
[» InstructorAdvisor
Information
[> Set Up SACR
[» Reporting Tools
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

Description: | begins with ||| |

[case Sensitive

Done % Lacal meranet # 100% -+

Step Action

5. The Schedule New Course search screen appears.

Enter the appropriate term code into the Term field.

6. Click the Search button.
Search

7. All courses that are active in the Course Catalog for the Academic Organization
appear. Select the course that is not yet scheduled as indicated on the Cross-Listed
Report.

415
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New Window | Help | Customize Page | 5, *

(CASE WESTERN RESERVE
UNIVERSITY

18260

[ BasicData |_Meefings | EnrollmentCnirl ) Reseve Cap |”  Noles )  Exam

Course ID: 005869 Course Offering Nbr: 2
Academic Institution:  Case Westem Reserve Univ

Term: Summer 2009 Graduate Auto Create Companent
Subject Area: BETH Bioethics

Catalog Hbr: 415 International Bioethics

Class Sections ind | View Al First 4] 4 or 4 [M] Last
*Session: Q Regular Academic Session  Class Hbr: 0 HE
“Class Section: [ ] *StarEnd Date: 0510112009 |[§ 0772772009 |15
*Component: LEC|A  Leoture Event ID:

*Class Type: Enrollment

*Associated Class: :lq

*Campus: :l Case
. . SAAIN Q i

Location: Wain Campus Schedule Print

Course Administrator: l:l Student Specific Permissions

*Academic Organization: |BETH A piosthics

Academic Group: School of Medicine Dynamic Date Calc Required

*Holiday Schedule: Case Holiday Schedule Generate Class Ntg Attendance
Sync Attendance with Class Mig

MED
l:l GL Interface Required

*Instruction Mode:

Primary Instr Section:

Course Topic ID: [a Print Topic in Schedule L |
Course Equivalent Course Group: Override Equivalent Course
Class Equivalent Course Group: l:l
Class Attributes Customize | Find | View All | 8 First [4] 1014 ] Last
*Course *Course Attribute v
% Local intranet 100 v

Step Action

8. The Basic Data tab appears.

Enter the section number into the Class Section field. The section numbers of cross-
listed courses must be the same. Consequently, if one section 100 already exists,
then this class section must also be 100.

9. Press [Tab] on your keyboard.

10. The Associated Class field defaults to the section number.
*Associated Class: 100/

11. If applicable, enter a Course Topic ID.
Course Topic ID; &}

12. Click the Meetings tab.

Page 42




ASE WESTERN RESERVE User Manual
LYERSITY oo SOC Error Report

=N = B E e e

) ® e e[ @cd\aburate- A sian - P B M

(]

W (st WESTERN RESERVE

N

. . Page: Page 10f 1

[ Case Western Reserve University R Dats
) N unDate:  SI26/2008
Cross Listed Course Sections Report
RunTime:  30251PM

Report ID: CW_SR_XLIST_RPT Bioethics - Summer 2009
International Bioethics (005869)

N =
SubjfCatiSect Days Time Date Date
BETH 415

Access  Display
ERROR: No Section Scheduled

BETH 315 100 MWF 11600 AM  T000DPM 62000 T/27/2000
ERROR: This section has not been combined

ERROR: Not all offerings have been scheduled for section group 100

Youngner,Stuart

Primary Instructor Approve Y

Unknown Zone

Step Action

Refer back to the Cross-Listed Report to determine the meeting information for the
already-scheduled cross-listed course.

CASE WESTERN RESERVE
UNIVERSITY s

826

(=3

Home Add to Favorites

Mew Window | Help | Customize Page |
[ BasicData | Meetings \ Enrallment Cntrl | Reserve Cap |

Motes ¥ Exam
Course ID: 005869 Course Offering Nbr: 2
Academic Institution: Case Western Reserve Univ
Term: Summer 2009 Graduate
Subject Area: BETH Bigethics
Catalog Nbr: 415 International Bioethics
[Class Sections

Session:

First [4] 1.0r1 M Last
X

Regular Academic Session

Class Section: 100 Component:  Lecture

Class Nbr: 0

Final Exam: |k %

Meeting Pattern

Facility ID Capacity Pat  Mtg Start MtgEnd

[Br & e[ Al [ ]
Rearm[ &

Instructors For Meeting Pattern
Assignment Y Workload

D Name Tnstructor Print Access Contact
Role
[ =

L ==

Room Characteristics

“Room Characteristic

[

= save ‘ E\Return to Search | +[E] Previous in List | 4] Hextin List | [=] Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam

Done

&J Local intranet E100% -
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Step

Action

14.

Enter the appropriate values in to the Pat (Pattern), Mtg Start, Mtg End, and

Instructor ID fields for this class section. Select the appropriate value for the Final

Exam dropdown list, as well.

=

15.

If the Facility ID field is entered on the already scheduled section of the cross-listed
course, leave the Facility 1D field on the current section blank.

Facility ID
TBA [

16.

Click the Save button.
E zave

17.

From the main menu, click the Combined Sections link.

[l Combined Sections|

18.

Click the Combined Sections Table link.

Search:

WA CAse WESTERN RESERVE
1'\'[\ ERSITY gl

> My Favorites
[ Self Service Enter any information you have and click Search. Leave fields blank for a list of all values
(> Records and Enroliment
< Curriculum Management [m\
I Course Catalog
[> Schedule of Classes
I Enrallment Requirements Academic Inﬁmun'on: Q
~ Combined Sections
— Combined Sections
Table Session: ‘: VH V|

— ldentify Combined
Sections
I Class Roster Search ‘ Clear | Basic Search Save Search Criteria

[ Grading
[ InstructoriAdvisor
Information
[> SetUp SACR
[» Reporting Tools
> PeopleTools
— Homepaage
— Confidentiality Agreement
— Announcements

(©)

Combined Sections Table

Add to Favorites Sign out

o —

New Window | Help | &

% Local intranet

H100% T

Step

Action

19.

The Combined Sections Table search screen appears.

Enter the appropriate term code into the Term field.

Page 44




CASE WESTERN RESERVE
UNIVERSIT)

User Manual

18 SOC Error Report
Step Action
20. Click the Search button.
Search
21. The Combined Sections Table appears.
Review the table to locate a row indicating that a record has already been created for
the cross-listed course.
If no record exists, create a new row for the combined section by clicking the Add
new row button.
lﬁt: CASEWESTERN RESERVE
JUuN I RS T T i Home Add to Favorites _Sign out
Menw B
Search: Mew Window | Help | Customize Page | /5
\ |®
» My Favorites Combined Sections Table
- Self Service
[~ Records and Enroliment
[~ Curriculum Management Academic Institution: Case Western Reserve Univ
II; g::ézi\zi‘fag]lgsses Term: Summer 2009
[> Enreliment Requirements Session: Regular Academic Session
= Combined Sections
— Combined Sections “Combined
Table Sections ID *Description ZShort Description
- \:agt!ifi Combined ’WH—”—‘ =
I C\;gs Egster
[» Grading
I> Instructor/Advisor Eﬂsﬂ-a‘ S Return to sP.amn| [=] Netify ‘
- Sat U Sach
> Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements
Done & Local intranet H100% v
Step Action
22. Enter an appropriate description for the cross-listed courses that will be combined
into the Description field.
23. Press [Enter] on your keyboard.
24, The contents of the Description field default to the Short Description field.
|BETH 3154 |
25. Click the Save button.

El save
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[t Combined Sections Table
[- Self Service

[+ Records and Enroliment
[~ Curriculum Management
I Course Catalog .

I> Schedule of Classes Term: Summer 2009
> Enroliment Requirements
- Combined Sections

— ldentify Combined
Sections

[» Class Roster

[ Grading

[ InstructoriAdvisor
Information

[- Set Up SACR

[» Reporting Tools

> PeopleTools

— Homepaage

— Confidentiality Agreement

— Announcements

MNew Window | Help | Customize Page | %,

Academic Institution: Case Western Reserve Univ

Regular Academic Session

Session:

Descrip!

bU[H BETH 315415 BETH 3154 View Combined Sections

& save | L4 Return to Search | [=] Hotify |

CASE WESTERN RESERVE

H100% T

4 Local intranet

Dane

18260

Step

Action

26.

A new link appears. Click the View Combined Sections link.

|giew Combined Sections

ESTERN RESERVE
ITY Home

Raé

New Window | Help | Customize Page | &,

Identify Combined Sections

Case Western Reserve Univ Permanent Combination

Academic Institution: CASE1

Term: 2006 Summer 2009 [ skip Mtg Pattern & Instr Edit

Session: 1 Regular Academic Session Warning: Mtg Pattern & Instr
information will not be shared

Combined Sections ID: 0001 BETH 315415 within the combined section

*Combination Type: Cross Subject

Total
Requested Room Capacity: l:l Enroliment Capacity: l:l 0
Wait List Capacity: l:l 0

Combined Sections | Class Description

BeqROOM  eniicap EnrTot WaitCap  WaitTot AcadGroup

*Class Nbr Subject  Catalog Nbr Section Status Cap
It 0 0 0 0 0 =
View Combined Sections Table
=] Savel L4 Return to Search | [=] Notify |
<
% Locsl intranet F 100 v
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Step Action

217. The Identify Combined Sections screen appears.

Click the Skip Mtg Pattern & Instr Edit checkbox option.
| ] Skip Mtg Pattern & Instr Edit]

28. Click the Combination Type dropdown list.
| Cross Subject | w ||

29. Select the appropriate combination type list item: Cross Subject, Within Subject,
or Both.
[Within Subject |

30. Enter the total enrollment capacity for the combined sections into the Enrollment
Capacity field.

31. Click the Look up Class Nbr button.

32. Select a cross-listed section of the course from the search results.
BETH 315

33. Click the Add a new row button.

CASE WESTERN RESERVE
UNIVERSITY 18 Home Add to Favorites Sign out
(S

New Window | Help | Customize Page | /5,

Identify Combined Sections

Academic Institution: CASE1 Case Western Reserve Univ Permanent Combination
Term: 2096 Summer 2009 Skip Mig Pattern & Instr Edit
Session: 1 Regular Academic Session Warning: Mtg Pattern & Instr

information will not be shared
Combined Sections ID: 0001 BETH 315 415

*Combination Type: Within Subject

within the combined section.

Total
Requested Room Capacity: l:l Enroliment Capacity: 0
Wait List Capacity: l:l o

Customize | Find | First 4] 12 0f2 O] Last

Combined Sections | Class Description

Req Room
Cap

1002)Q, BETH 315 100 999 999 0 0 0 MED [+ =
— T T Gl

View Combined Sections Table

*Class Nbr Subject  Catalog Nbr Section Status EnriCap EnrTot WaitCap Wait Tot Acad Group

= save ‘ E\Return to Search Notify

< | >
& Local intranet H100% v
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Step Action

34. Click the Look up Class Nbr button.

=

35. Select another cross-listed section of the course from the search results.
BETH 415

36. Select as many sections of the cross-listed course as necessary to resolve the error.

10022, BETH 315 100
Moos|C, BETH 415 100

W C st WESTERN RESERVE
l}; NIVERSIT T k‘\_

Home Add to Favorites Sign out

=3
New Window | Help | Customize Page | 5,

Identify Combined Sections

Academic Institution: CASE1 Case Western Reserve Univ Permanent Combination
Term: 2006 Summer 2009 SKip Mtg Pattern & Instr Edit
Session: 1 Regular Academic Session ‘aring: hitg Pattern & nsir

information will nat b shared
Combined Sections ID: 0001 BETH 315 415

within the combined section.

*Combination Type: Within Subject v

Requested Room Capacity: l:l Enroliment Capacity:

Wait List Capacity: l:l 0

customize | Find | view All | B First (4] 4.2 or2 M Last

Combined Sections {_Class Description

“ClassNbr  Subject Cataloghbr  Section Status Rﬂ% EnriCap EndTot WaitCap  WaitTot AcadGroup
1002|Q, BETH 315 100 999 999 0 0 0 MED =
l1005/@, BETH 415 100 999 999 0 0 0 WED =
View Combined Sections Table
@SEYE‘ A Retumn to Search | =] Notify
< | >
Done % Local intranet F 100% <

Step Action

37. Click the Save button.

Run the Cross-Listed Report once more to ensure that all section of the cross-listed
course have been scheduled and combined.

E zave
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& @A = it 1k &Y @ & @ [ - &l coeborate = A san- = [ -

W8 st WESTERN RESERVE . . Page: Page 10f 1
. NTVERSTTY e Case Western Reserve University
RunDate:  SI26/2008

Cross Listed Course Sections Report
Run Time 34T:12PM

Report ID: CW_SR_XLIST_RPT Bioethics - Summer 2009

International Bioethics (005869)
Start Instr Grade Instr
End Start End R .
Subj/CatiSect Days Time Time Date Dats ! Access - Display
BETH 315 100 MWF TU1500AM  10000PM G200 72772008 YoungnerStuar Pomarylnstuctor ~ Approve Y Combined Secton D001
BETH 415 100 MWF 101500 AM  10000FM G000 TI2Z7/2000  YoungnerStar PimaryInstuctor  Approve Y Combined Secton 0001

Unknown Zone

Step Action

38. When all errors have been fixed, the Cross Listed Course Sections report will no
longer display errors.

39. This completes the process of resolving the All Offerings of a Course Not Scheduled

error on the SOC Error Report.
End of Procedure.

Dynamically Dated Sessions Require Assignment of Meeting
and Facility

This process demonstrates how to resolve the error "Dynamically Dated Sessions Require
Assignment of Meeting and Facility” on the Schedule of Classes (SOC) Error Report. This error
occurs when a course that is scheduled during a dynamically dated session is not given a value in
the Pat (Pattern) or Facility ID field of the Meeting Pattern group box.

Procedure

Use this process to resolve the error Dynamically Dated Sessions Require Assignment of Meeting
and Facility on the SOC Error Report.

Step Action
1. Click the Curriculum Management link.
[l Curriculum Management]
2. Click the Schedule of Classes link.

[l Schedule of Classes|
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Step Action

3. Click the Maintain Schedule of Classes link.

¢ CASE WESTERN RESERVE
BUNIVERSITY 2t Home Add to Favorites Sign out
Search: New Window | Help | &,
& My Favorites Maintain Schedule of Classes
> Self Senvice Enter any information you have and click Search. Leave fields blank for a list of all values,
[ Records and Enroliment
=~ Curriculum Management { Find an Existing Value |
> Course Catalog
= Schedule of Classes
= Class Search Academic Institution: = | [cAsE [sY
e Tom —
Catalog Nbr: [ begins with | |
Academic Career: ‘: V‘ V‘
Campus: ‘ begins with «‘ ‘O\
— CASE SOC - Error Repor| |
B 200 Siefin Description: ‘ begins with + | ‘
s Course ID: [ begins with ]| 3
— CASE SOC - Cross
Listed Report Course Offering Nbr: ‘ = V‘ | ‘O\
> Enroliment Requirements
[ Combined Sections Dlcase sensitve
[> Class Roster
[ Grading Search Clear | Basic Search [ Save Search Criteria
[+ InstructoriAdvisor
Information
[> Set Up SACR
[ Reporting Tools
[ PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements
Done % Local intranet 100 v

Step Action

4. The Maintain Schedule of Classes search screen appears.

Enter the appropriate term code into the Term field.

5. Click the Search button.

Search

6. Select the appropriate course from the search results.
308

7. The Basic Data tab appears.

Click the Meetings tab.
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Home | Workiist | _MutiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page |

[ BasicData | Meetings | EnrolmentCnirl | ReseveCap | Notes | Exam | LMSDala | GLInterface |

Course ID: 005050 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ

Term: Fall 2008 Undergrad

Subject Area: GRMN German

Catalog Nbr: 308 Munich Exper: Advanced

[Class Sections Find | View All First (4] 4 or4 ("] Last
Session: DYN Dynamically Dated Session Class Nbr: 12618
Class Section: 100 Component: | ecture Final Exam: b

First [ 1 or 1 [H Last

=
Facility ID Capacity Pat  Mtg Start MtgEnd “SartEnapate £

M T W T F 5§ 8
Mo o Al B 00000 D bmsmes e
e | |

Contact Hours

Instructors For Meeting Pattern Customize | Find | View All | % First * 1of1 " Last
Assignment Y Workload

Znstructor

D Name Role Print Access Contact
— e

Room Characteristics Customize |Find | B First [ 104 [ Last
*Room Characteristic *Quantity

L la ® =

= save ‘ £\ Return to Search | [=] Notify

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Motes | Exam | LMS Data | GL Interface

Done % Local meranet # 100% -

SE WESTERN RESERVE User Manual
' o 1826 SOC Error Report

Step

Action

Locate the Meeting Pattern group box and the Pat (Pattern) field. The error
occurred because this field is blank.
ly Pat

[ &

Click the Look up Pat button.

=

10.

Meeting Pattern values appear based on the Academic Career of the course.
the appropriate meeting pattern for the class.
IMon/Wed

Select
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[ I VERSI Y

CASE WESTERN RESERVE
UMIVERSITY 1826, Home | Worklist MultiChannel Console Add to Favorites Sign out

Mew Window | Help | Customize Page | 5,

BasicData | Meefings ' EnrollmeniCnirl | Reserve Cap | Noles | Exam Y LMSData | GLinterface ',

Course ID: 005050 Course Offering Nbr: 1

Academic Institution: Case Western Reserve Univ

Term: Fall 2008 Undergrad

Subject Area: GRMN German

Catalog Nbr: 308 Munich Exper: Advanced

[Class Sections Find | View All First 4] 4 or 4 [M] Last
Session: DYN Dynamically Dated Session ClassNbr: 12618
Class Section: 100 Component:  Lecture Final Exam:

First [ 1 or1 [M Last

-
Facility ID Capacity Pat  Mtg Start Mtg End ‘StartEnapae DS

M w T F 5§ S
fo o el B 0B 000 0D esmes e
e | |

Contact Hours

Instructors For Meeting Pattern Customize | Find [ View Al | 3% First " 1of1 " Last
Assignment Y Workload
D Name Instructor Print Access Contact
Role
— ee

Room Characteristics customize | Find | B First [4] 4 or4 [ Last
*Room Characteristic *Quantity

L la H =

= save ‘ £\Return to Search | [=] Notify

Basic Data | Meetings | Enrollment Cnirl | Reserve Cap | Notes | Exam | LMS Data | GL Interface

®J Locsl intranet H 100% <

CASE WESTERN RESERVE
UNI?Y | .

18260

Step

Action

11.

Enter the appropriate start time for the class into the Mtg Start field.

12.

Press [Tab] on your keyboard.

13.

and can be changed if necessary.
Mtg End

B:00PM

The value in the Mtg End field defaults based on the value selected in the Pat field

14.

Click the Look up Facility ID button.

15.

Select the appropriate building and/or room from the search results.

ELLN HERR ALLM
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‘;\_,‘.\\.5[1‘\‘\\"l,";‘I.\IL]!J\’J{IfHTI(‘\ E

=

/ BasicData | Meetings | EnrolmentCrirl | ReseveCap | Notes | Exam | LMSDala | GLInterface ||

Home | Workiist

WultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | /5,

Course ID: 005050 Course Offering Nbr: 1
Academic Institution: Case Westemn Reserve Univ
Term: Fall 2008 Undergrad
Subject Area: GRMN German
Catalog Nbr: 308 Munich Exper: Advanced
[Class Sections Find | View All First (4] 4 or4 [*] Last
Session: DYN Dynamically Dated Session Class Nbr: 12618
Class Section: 100 Component: | ecture Final Exam:
Find | View All First ] 1 of 1 ] Last
=
Facility ID Capacity Pat Mtg Start Mtg End M T W T F § S *Start/End Date BE
BLLNFORD  |O 475 [uw @ [12:45PM] [zo0PH O O 0O 0O [ |eers2008 |5 12052008
Rearm[ |2 \ |
Contact Hours
H
[ Assignment Y\ Worklcad
D Name Tnstructor Print Access Contact
Role
— e=

Room Characteristics customize |Find | #  First [4] 1014 [F Last
*Room Characteristic

— = =

= save ‘ £\ Return to Search | [=] Notify

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Motes | Exam | LMS Data | GL Interface

Dane

% Local intranst #H100% v
Step Action
16. Click the Save button.
El save
17. This completes the process of resolving the Dynamically Dated Sessions Require
Assignment of Meeting and Facility error on the SOC Error Report.
End of Procedure.

Combined Sections with Different Instructors

This process demonstrates how to resolve the error "Combined Sections Have Different
Instructors™ on the Schedule of Classes (SOC) Error Report. This error occurs when the

instructors indicated on the class sections of a cross-listed course differ between individual
COUrSes.

Procedure

Use this process to resolve the Combined Sections with Different Instructors error on the SOC
Error Report.

Step Action

1. Click the Curriculum Management link.
[t Curriculum Management]
2. Click the Schedule of Classes link.

[l Schedule of Classes|
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Step Action

3. Click the Maintain Schedule of Classes link.

¢ CASE WESTERN RESERVE
BUNIVERSITY 2t Home Add to Favorites Sign out
Search: New Window | Help | &,
& My Favorites Maintain Schedule of Classes
> Self Senvice Enter any information you have and click Search. Leave fields blank for a list of all values,
[ Records and Enroliment
=~ Curriculum Management { Find an Existing Value |
> Course Catalog
= Schedule of Classes
= Class Search Academic Institution: = | [cAsE [sY
e Tom —
Catalog Nbr: [ begins with | |
Academic Career: ‘: V‘ V‘
Campus: ‘ begins with «‘ ‘O\
— CASE SOC - Error Repor| |
B 200 Siefin Description: ‘ begins with + | ‘
s Course ID: [ begins with ]| 3
— CASE SOC - Cross
Listed Report Course Offering Nbr: ‘ = V‘ | ‘O\
> Enroliment Requirements
[ Combined Sections Dlcase sensitve
[> Class Roster
[ Grading Search Clear | Basic Search [ Save Search Criteria
[+ InstructoriAdvisor
Information
[> Set Up SACR
[ Reporting Tools
[ PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements
Done % Local intranet 100 v

Step Action

4. The Maintain Schedule of Classes search screen appears.

Enter the appropriate term into the Term field.

5. Click the Search button.
Search

6. Search results appear. Select one of the combined sections.
315

7. The Basic Data tab appears.

Click the Meetings tab.

Page 54




CASE WESTERN RESERVE User Manual
UNIVERSITNY :

826 SOC Error Report

*STERN RESERVE
SITY k26 Home Add to Favorites Sign out

New Window | Help | Customize Page |

/ BasicData | Meetings | Enroliment Cnirl | Reserve Cap |

MNotes |  Exam |
Course ID: 005869 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Fall 2009 Undergrad
Subject Area: BETH Bioethics
Catalog Nbr: 315 International Bioethics
[Class Sections fiew Al First [4) 104 ¥ Last
Session: 1 Regular Academic Session Class Nbr: 9203
Class Section: 100 Component:  Lecture Final Exam: 5

S
Facility ID Capacity Pat  MigStart Migknd M T W T F S S “SartEnapate -0
TBS TBS O gog [MWF |, [10:00am] [10:508m 0o 0 0 [ [0szarz008 [ [12704/2000
Req.Rm[BING 304 | [

lInstructors For Meeting Pattern
Assignment Y  Vorkload

D Name Instructor

D Role Print Access Contact
1015200 |C,  KingNicholas ] =
Room Characteristics

“Room Characteristic

) =
& save | £\ Return to Search | +[5] Previous in List | 4[5 Nextin List | [Z] Netify
Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam
Done % Local meranet # 100% -

Step Action

Note the instructor's name and EmplID in the ID field in the Instructors for Meeting
Pattern group box.

1015200 |3 King,Micholas

Click the Return to Search button.
2\ Return to Search
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New Window | Help | B, 4!

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

nd an Existing Value

Academic Institution:

CASE1 [

- Ea—
Subject Area: Q
Catalog Nbr: [ begins with v][315 |
Academic Career: | = v| [Undergraduate v
Campus: ‘hegmswnn "'”MNN |Q
Description: ‘beginswwtn ~ |
Course ID: [ begins with |v[ Ja
Course Offering Nbr: | = v| [ Ja
[case sensitive

Search | Clear | Basic Search [E Save Search Criteria

Search Results

[4] 1-1eof16 [¥]
CASE1 2098 BETH 271 Undergrad MAIN Bioethics: Dilemmas 005451 1
CASE1 2098 BETH 315 Undergrad MAIN International Bioethics 005868 1
CASE1 2098 BETH 401 Graduate MAIN Foundations in Bioethics | 004626 1
CASE1 2098 BETH 402 Graduate MAIN Eoundations in Bioethics Il 004627 1
CASE1 2098 BETH 405 Graduate MAIN  Clinical Ethics Rotation 004724 1 B
CASE1 2098 BETH 411 Graduate MAIN  Altruism in Bioethics 005746 1
CASE1 2098 BETH 415 Graduate MAIN International Bioethics 005868 2
CASE1 2098 BETH 420 Graduate MAIN Critical Issue in Rsrch Ethics 010415 1
CASE1 2098 BETH 421 Graduate MAIN Research Ethics Practicum 010418 1
CASE1 2098 BETH 422 Graduate MAIN Clinical Ethics: Theorv & Prac010417 1
CASE1 2098 BETH 425 Graduate MAIN  Stemn Cells: Ethics and Policy010899 1 v
% Locsl intranet F 100 v

CASE WESTERN RESERVE
UNI

1820

Step

Action

10.

Select another of the combined sections from the search results.

£ WESTERN RESERVE m
IVERSITY e

New Window | Help | Customize Page | &,

BasicData | Meetings ' Enrollment Cnirl | RessveCap | MNotes |  Exam

Course ID: 005869 Course Offering Nbr: 2
Academic Institution: Case Western Reserve Univ

Term: Fall 2009 Graduate

Subject Area: BETH Bioethics

Catalog Nbr: 415 International Bioethics

Class Sections

Session: 1 Regular Academic Session Class Nbr: 9205
Class Section: 100 Component:  Lecture Final Exam: | MO b

+
*StartiEnd Date =

vz 9

Facility ID Capacity Pat  Mtg Start Mtg End
Ml ge

Rearm[ 2

D:
& -
0o s
&
o=
[
0«

Instructors For Meeting Pattern
Assignment Y  Workload

ZInstructor
Role

ID Name Print

Youngner Stuart

Room Characteristics
*Room Characteristic

L - =
& save | 2 Return to Search | 4[5 Previous in List | 4[] Nextin List | [=7] Notify
Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam
®J Locsl intranet H 100% <
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Step

Action

11.

Pattern grou

The Meetings tab appears.

p box of this section.

1001278

Q

Youngner,Stuart

Note the instructor's name and EmplID in the ID field of the Instructors for Meeting

12.

Click the Return to Search button.

2\ Return to Search

Maintain Schedule of Classes

/ESTERN RESERVE
RSTTY Bk

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Academic Institution:
Term:

Subject Area:

fcaset [e}
2098 Q
BETH aQ

Catalog Hbr: | begins with |»|[415 |

Academic Career: ‘ = v| Graduate v|
Campus: ‘begins with V\ MAIN |Q
Description: ‘beglnswnn v” |

Course ID: ‘beginswitn ~ |Q

Course Offering Nbr: ‘: v| | |Q

[case sensitive

Search ‘ Clear ‘Easms‘.earch

Save Search Criteria

Search Results

|Academic Institution Term Subject Area Catalog Nbr Academic Career Campus Description
2098 BETH

2098 BETH

CASE1 2098 BETH 40
CASE1 2008 BETH 402
CASE1 20098 BETH 405
CASE1 2098 BETH a1
CASE1 2098 BETH 415
CASE1 2098 BETH 420
CASE1 2008 BETH 421
CASE1 2098 BETH 422
CASE1 2098 BETH 425

Underarad MAIN  Bioethics: Dilemmas 005451
Underarad MAIN  International Bioethics 005869
Graduate MAIN  Foundations in Bioethics | 004626
Graduate MAIN  Foundations in Bioethics 1| 004627
Graduate MAIN  Clinical Ethics Rotation 004724
Graduate MAIN  Altruism in Bigethics 005746
Graduate MAIN  International Bioethics 005869
Graduate MAIN  Critical Issue in Rsrch Ethics 010415
Graduate MAIN  Research Ethics Practicum 010416
Graduate MAIN  Clinical Ethics: Theory & Prac 010417
Graduate MAIN  Stem Cells: Ethics and Policy 010899

(B S By

116 of 18

Course ID Course Offering Nbr|

Add to Favorites

Sign out

s

New Window | Help | .5,

& Local intranet

H100% -

Step

Action

13.

sections.

315

Look at all sections of the combined section class. Determine the sections that
contain the correct and incorrect instructors. Proceed to correct the incorrect

Select a section with an incorrect instructor from the search results.
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WA CASEWESTERN RESERVE
l_':\.‘[\\ RETITT 26
=13

Home Add to Favorites Sign out

Mew Window | Help | Customize Page | 5,

BasicData | Meefings ' EnrollmeniCnirl | Reserve Cap | Noles | Exam |

Course ID: 005869 Course Offering Nbr: 1
Academic Institution: Case Western Reserve Univ
Term: Fall 2009 Undergrad
Subject Area: BETH Bioethics
Catalog Nbr: 315 International Bioethics
[Class Sections Find | View All First 4] 4 or 4 [M] Last
Session: 1 Regular Academic Session Class Nbr: 9203
Class Section: 100 Component:  Lecture Final Exam:
Find | View All First 4] 10f1 [¥ Last
Facility ID Capacity Pat Mtg Start Mtg End M T W T F § S *Start/End Date EHE
TBS TBS Q. ggg |MWF |, |10:004M] |10:50841 o o O [ |08r2412008 |5 1210472000
Req. Rm|BING 304 |Q I |

Contact Hours

Instructors For Meeting Pattern Customize | Find | View Al B First " 1ef1  Last
Assignment Y  Workload

ZInstructor

D Name Role Print Access Contact
1015200 |C,  KingNicholas ] =

Room Characteristics Custornize | Find | 8 First [1] 4 of 4 [P Last
*Room Characteristic

— C 1 ®=

& save ‘ £\ Return to Search | 4[5 Previous in List | +[5] Next in List | [=] Motify ‘

Basic Data | Meetings | Enrollment Cntrl | Reserve Cap | Notes | Exam

Done ®J Locsl intranet H 100% <

Step

Action

14.

The Meetings tab appears.

In the Instructors for Meeting Pattern group box, click the Delete row button to
remove the incorrect instructor record.

15.

Enter the EmplID of the correct instructor into the ID field, or click the Look up ID
button to search for the instructor.

16.

The instructor's information appears. Confirm that this is the correct instructor for
all combines sections of the course.

1001278 | Youngner,Stuart

17.

Click the Save button.

Repeat the process of updating the instructor record on every section of the
combined course that lists the wrong instructor.

Bl save

18.

This completes the process of resolving the Combined Sections with Different
Instructors error.
End of Procedure.
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