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Schedule of Classes

Summary

Since the Fall of 2011, classes roll from like term to like term. After the roll you may add any new
courses to your schedule, and if necessary, revise classes that are already scheduled. This document
reviews basic fundamentals for scheduling classes from the course catalog in ConnectCarolina.

Performance Outcome
At the conclusion of this workshop, you will be able to:

o Define Course Schedule Maintenance

e Schedule a single section class

e Schedule a course with multiple sections

e Update/revise a previously scheduled class

e Schedule a multi-component class

e Understand the combined sections process

e Define various fields used for scheduling classes
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Schedule of Classes

Course Schedule Maintenance
The Scheduling section of the Registrar’s office is responsible for the organization and
maintenance of the Schedule of Classes for each term.

During a time period we refer to as Course Schedule Maintenance, we open both the Connect
Carolina and Ad Astra systems to allow departmental schedulers access to enter courses for a
particular term and to choose or request classrooms.

Tentative time schedules for Course Schedule Maintenance are as follows:

Fall term Spring term Summer term
Course Schedule .
. November April October
Maintenance opens
Course Schedule
. January August November
Maintenance closes

Extended Course Schedule Maintenance

Extended Course Schedule Maintenance is the time period after room assignments have been
finished by the Scheduling Department. It begins when the courses are posted on the web for
the students to view (a date given on the Registrar’s calendar section of the Registrar’s website-
http://registrar.unc.edu). It ends when the Permanent Record of Courses is printed for the
term in question.

Departmental schedulers’ access during this time period is limited. You may enter reserve
capacities, instructors, enter notes and change enroliment.

Warning: if you do change enrollment, please make sure the new enrollment number still fits
the size of the classroom assigned.

During Extended Course Schedule Maintenance, other changes that are needed should be sent
to the Scheduling Office. We prefer you send most changes on the log sheets (Departmental
Change Request Form (Log sheet)) we have posted on the Registrar’'s website
(http://registrar.unc.edu/Classrooms/ClassroomSchedulinginformation/index.htm#forms).

Office of the University Registrar | | Training Document
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Signing in to Connect Carolina

In order to work on your schedule of classes, you must sign in to Connect Carolina.

1. Go to the ConnectCarolina portal. http://connectcarolina.unc.edu/

Home More Student Links

2. Click on the Login to
ConnectCarolina button.

= |8

Click to login as Faculty

3. Enter your username and password.

4. Navigate to the Schedule of Classes.
Go to SIA Menu > Curriculum Management > Schedule of Classes

:EVO-ﬂtES Main yEHU
11132013

- J SIA Menu

PO
=

B 3 UNC Custom »
Update Pe = ety prssers 3 Seff Service » Welcome to the ConnectCarolina Portal
(OBIEE Data Warehouse 3 campus Communi »
nfoporte =] 5t::ent Recmmn’w ' Update your bookmark to hitp /cannectcarol
£3 stud d g i connectcarolina-podaldaunches-in-october/
udent Admissions
(3 Records and Enrolment » Mo i sho £oce o T o o
1 Curmiculum Management {
3 Student Financiaks £3 Course Cataiog » on&Admin |
3 Academic Advisement 3 Schedule of Classes b
3 Set Up SACR 3 Combined Sections ¥
3 Reporting Tools ..3 Class Roster g/
|] change My Password 6 Attendance Roster , ccount
[ My Personalzations 0 Grading v
[ My system Profie C3 Instructor/Advisor Information v

Adding a Course to Connect Carolina

Schedule a New Course

4
Frvpon ¥

ConnectCarolina Login to ConnectCarolina
To help secure sensitive data, faculty and staff access to the (Faculty, staff & alumni)
ConnectCareolina application is changing:

Go

Login to Student Center

Search this site

The Schedule New Course component enables you to view all courses from the course catalog

that can be scheduled.
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How to schedule a new course for
the specified term.

Go to Curriculum Management >
Schedule of Classes > Schedule
New Course

Click on Schedule a New Course

3. Fill in the Form to Create the

a.

New Course

Term

Terms need to have 4 digits
(2=2000-the century, 11=the
year and 2 at the end means
the spring term).

Example: The Spring 2011
term is written as 2112.

(9 = Fall)(5=Summer)
Subject Area

Catalog Nbr:

Catalog number is the course
number.

4. Click on the Search button.
5. The new course will be displayed. It is not entered in the term until you give it a section

Schedule of Classes

Schedule New Course

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

Find an Existing Value
Limit the number of results to (up to 300): |300
Academic Institution:l - 'I [lunceH Q@
Term: - - [ @,
Subject Area: | = vl [ @,
Catalog Nbr: begins with =] |
Academic Career: | = j | ;l
Campus: | begins with 'I| @
Course ID: I begins with vll @
Description: I begins with :l [
Course Offering Nbr: I = El [ @,

I” case Sensitive

Search Clear Basic Search o_'q Save Search Criteria
=

Schedule New Course

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

Find an Existing Value
Limit the number of results to (up to 300). |300
Academic Institution:[= <] [UNCCH 8
Term: [== 2122 \
Subject Area: = - anth Ii«h
Catalog Nbr: | begins with [=]j99am |
Academic Career:  [= = =]
Campus: begins with VI' @,
Course ID: begins with vII @
Description: begins with v|
Course Offering Nbr: [ = - | @,

I™ case Sensitive

Click on the Search button
| Search | lclear Basi{

number and save. (Please see image on next page)
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Favortes = Main Menu > Curriculum lﬂanagement » Schedule 3f Classes > Schedule New Course

Primary Instr Section:

Basic Data Meetings Enroliment Cntrl Reserve Cap Notes Exam LMS Data
— —— —
Course ID: 023160 Course Offering Nbr: 1
Academic Institution: UNC-Chapel Hill
Term: 2012 Spring Graduate * Auto Create Component |
Subject Area: ANTH ANTHROPOLOGY
Catalog Nbr: 999M TEST COURSE
Class Sections X' ast
“Session: Q Class Nbr: 0 #E=
*Class Section: [ “StartEnd Date: | @l ]
“Component: LEC @, Lecture Event ID:
“Class Type: |Enro||menl -
“Associated Class: 1 | AddFee |
*Campus: MAIN Q' UNCCH a
" . |[sa-unccH @,
Location: —a il I Schedule Print
Course Administrator: | [" Student Specific Permissions
“Academic Organization: Eﬁl H Q Anthropology
Academic Group: CAS College of Arts & Sciences I™ Dynamic Date Calc Required
*Holiday Schedule: _ @ [” Generate Class Mtg Attendance
“Instruction Mode: P& Face to Face Instruction = A mandacwit Clase Mg

[~ GL Interface Required

Class Topic

[T I™ Print Topic in Schedule

Equivalent Course Group
Course Equivalent Course Group: [ override Equivalent Course

Course Topic ID:

Class Equivalent Course Group:

Class Attributes

1 120f4 O Last

Customize | Find | View All | El

Course “Course Attribute

;Am'lg!,gg Value

cC @, Course Career G* @, Graduate Level E W
[CC @, Course Career [P @, Professional Level # =

In Connect Carolina, each course you enter will have several tabs at the top of the page. We will begin

on the Basic Data tab.

SECTE CO Meetings | Enroliment Cntrl |~ Reserve Cap | Notes || Exam | LMS Data
— D —— ——— —

Course ID: 023160 Course Offering Nbr: 1

Academic Institution: UNC-Chapel Hill

Term: 2012 Spring Graduate | Auto Create Component |
Subject Area: ANTH ANTHROPOLOGY

Catalog Nbr: 999M TEST COURSE
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Modify a New Course

Basic Data Tab

Schedule of Classes

To create or modify a course start with the Basic Data tab. The Basic Data tab can be used to

define sections and multiple components.

Enter a Section Number
Enter the section number for
the course in the Class Section
field.

Enter the number using the
traditional 3 number code. Thus
section one will be written as
001.

See Appendix A for section
numbering guide.

Schedule Print Box

Check the Schedule Print check
box.

In Connect Carolina, the
schedule print box will be
checked by default for most
courses.

This allows students to see the
course online and allows it to be
printed in the Semester Section
book and the Permanent Record
of Classes.

A Q@

‘Class Section:

001

*Component:

*Class Type:
*Associated Class:
*Campus:

*Location:

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

‘Instruction Mode:

Primary Instr Section:

LEC @,

I Enrollment = I

19,
MAIN @,
SA-UNCCH

ANTH
CAS

ACAD 4

001

Session A

Lecture

a,

Class Nbr:
*Start/End Date:
Event ID:

UNCCH

UNC Chape! Hill

Anthropology

College of Arts & Sciences
Academic Holiday Schedule

Face to Face Instruction

o ==
011092012 [3j 051042012 [

Add Fee

[ schedule Print
[ student Specific Permissions

I pynamic Date Calc Required

[~ Generate Class Mtg Attendance
™ Sync Attendance with Class Mtg
™ GL Interface Required

“Session;

*Class Section:
*Component:

‘Class Type:
*Associated Class:
*Campus:

*Location:

Course Administrator:
*Academic Organization;
Academic Group:
“Holiday Schedule:
“Instruction Mode:

Primary Instr Section:

A @
001
LEC @,

Enrcliment = I

1@,
MAIN @
SA-UNCCH

ANTH

CAS

ACAD @
P @

001

Session A

Lecture

‘JJ

@

4,

Class Nbr:
*Start/End Date:

Event ID:

UNCCH
UNC Chapel Hill

Anthropology
College of Arts & Sciences
Academic Holiday Schedule

Face to Face Instruction

ina | View Al First K1 4 ora DY Lat
o BE
01/09/2012 [1|05/04/2012 [

Add Fee

[¥ Bchedule Print

I Student Specific Permissions

™ Dynamic Date Calc Required

[ Generate Class Mtg Attendance
I~ sync Anendance with Class Mtg
[ GL Interface Required

If you don’t want students to see the course in the Semester Section book, uncheck this box.

Lecture, Lab or Recitation
Determine if the course is a
lecture, lab or recitation.

The default value is LEC.

Office of the University Registrar | | Training Document
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To change it, click the lookup icon
to obtain access to the different
choices. Click on your choice and
it will be automatically entered
and will return you to the basic
tab page.

Schedule of Classes

Find | View Al First 1011 2] Last
*Session: A @ Session A Class Nbr: '] ==
001 *Start/End Date: 01/09/2012 [3(05/04/2012 [y
“Component: LEC @ | ccnyre Event ID:
‘Class Type: Enrclimdat =
“Associated Class: N e
*Campus: MAIN._ Q) Click on the Lookup icon to
. | sa-UnccH  change the component
Location: a [¥ Schedule Print
Course Administrator: ol [ student Specific Permissions
*Academic Organization: ANTH Q Anthropology
Academic Group: cAS College of Arts & Sciences I7 Dynamic Date Calc Required
*Holiday Schedule: ACAD @ Academic Holiday Schedule [ Generate Class Mg Attendance
sinstruction Mode: P @ A ———— I7 Sync Attendance with Class Mtg
h L 861 ™ GL Interface Required
Primary Instr Section:

If you select lab or recitation and it is to be non-credit bearing, you will use the next drop down

box to choose non-enroll. If your choice is not there, contact the Scheduling Office.

Save the Course
Save the course.

Go to the bottom of the page
and select the Save button.

The Meeting Tab

[oh Retumnto Search =] Nofify

guivalent Course Group

Course Equivalent Course Group: [~ Override Equivalent Course
Class Equivalent Course Group:

Class Atiributes o | Eind | viewa | B |5 it T 12014 D Lo
‘Course 't:nurse.lnﬂhm!

Attribute Value

CC @, Course Career G @, Graduate Level # =

cc @, Course C{ i P @, Professional Level =
‘/ Click the Save button

The meeting tab contains information about room, days, meeting times and also instructor

information.

Set the Meeting Times (Meeting Pattern)

Basic Data Enrcliment Cntrl | Reserve Cap | Notes | Exam || LMS Data

U NC-CH has sta nda rd Course ID: 023160 Course Offering Nbr: 1
Academic Institution:  UNC-Chapel Hill
H H i Term: ring radual
meetlng tlmes (duratlon Subject Area: ;DI\J“I'ZHSP " fN':Hﬁm;POLOGV
. Catalog Nbr: 999M TEST COURSE
of class). These meeting g1 Viewns Frst 03061 1 Lo
. Session: A Session A Class Nbr: 0
tlmes a re Set up to make Class Section: 001 Component: Lecture Event ID:
Associated Class: 1
the best use of our
View Al First K14 of1 I [nct
general purpose Facility ID Capacity Pat  MtgStart MigEnd M TW T F S § *Start/End Date * -]
Q Q Ccoooonono 01/08/2012 i) 05/04/2012 [
classrooms. Topteip] & Free Format
Topic:
[ Print Topic On Transcript Contact Hours
omize | Find | view A1 [ B | B pi T qore O Lo
Use of these standard —— s
[} Name v | it Access  Conmct TPl yobCode

times is preferred by the
Registrar’s Office.

Q Prim Ins. "l (i} vf 0@, = =]
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Schedule of Classes

1. In the Meeting Pattern block, click the Lookup icon next to Pat to choose a standard meeting
times.

Note: Manually enter the meeting time if the meeting time is not listed.
Note: To schedule a TBA class leave the pattern fields blank.

Meeting Pattern Eind | View All First & 10£1 I [ ast

. =
Facility ID Capacity Pat Mtg Start MtgEnd M T W T F S S *Start/End Date [#=]

@, AQle— ) - [01/09/2012 [3) [05/04/2012 [[3)
Click the Lookup icon i
Topic ID:
Topic:
[ Print Topic On Transcript Contact Hours

2. Enter the Meeting Start Time.

Meeting Pattern Find | View All First & 10f1 I3 [ ast
+ —
Facility ID Capacity Pat Mtg Start MtgEnd M T W T F S S *Start/End Date #HE=
@, @ | 'l FrCrrr - 01092012 [ (05042012 5
Topicip: 4 B Enter the meeting start
] time
I- Print Toy ™ corer.t Hours
3. Enter 9:00a in the first box and select tab or enter. ConnectCarolina will complete the
meeting pattern for you.
Meeting Pattern Find | View All  First £ o1 0 Lag
1*] =
Facility ID Capacity Pat Mtg Start Mt gEnd M T W T F § S *Start/End Date & =l
' @ IMWF @ |[:00AM | 950AM T - F [ [ (01092012 [5) [05/04/2012 |[5]
TopicID:  “. Free Format |
Topic:
[ Print Topic On Transcript Contact Hours

If you do not use a standard meeting time, you must click the day individual boxes manually
and enter the time in each box.

The system will default the 2" box to an hour time block so you will have to change it. See
Appendix B for standard time blocks endorsed by the Registrar.
To add a second meeting pattern, use the + button.

Assign the Instructor for the Class
At the bottom of the page is where you place the instructor.

1. Enter the instructor’s PID in the ID field and enter. If the instructor’s PID is not known click
the lookup icon to select an instructor.

Office of the University Registrar | | Training Document
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Schedule of Classes

Instructors For Meeting Pattern Customize | Find | View All B First & 1 of1 n Last

Assignment Workload

“Instructor Empl
ID Name Role Print Access Contact Red# Job Code .
| @ [Prim ins =] - | =l | [ 0@ (+ =

2. Select the Instructor Role.
a. Using the drop down menu determine if the access needs to be
e Primary Instructor

e TA
Note: for grading purposes, TA’s must be listed on lecture as well as recitation
section.

e Proxy

e Dean’s Designate

“Instructor Empl
ID Name Role Print Access Contact Redé Job Code
700015425 @, BELL,DAVID R (. | [ 0@ [+ =]

Sec Instr
TA

3. Determine Access
e Approve (most inclusive access) There must be at least one approver on each
section.
e Grade (can only enter grades but not send to the Registrar’s office)

Instructors For Meeting Pattern Find ! # pirst Kl 10r1 I (st
Assignment Workload

*Instructor A Empl
ID Name ~ Role Print Red# Job Code
700015425 @, BELL,DAVID R IPrim Ins.~] r [ ol@ =+ =]

4. Select the Workload tab to set the load factor.

a. Click on the Workload tab. Please see Appendix F (page 34) for additional important
information.

Office of the University Registrar | | Training Document
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Schedule of Classes

%
=2 First 4 10f1 )] Last

Customize

Instructors For Meeting Pattern Find | View All

Assignment

Work AutoCale Assignment

1D Name Assign Type Appload Load Factor oad ETE %
(700015425 @, BELL,DAVID R [standar 7] 4 [ 100.0000 | v [+ =

5. Determine if there are more than one instructors attached to the course.

When there is only one instructor for a class (see image above) their load factor will be
100.00%. If multiple instructors are attached to the course the total workload must equal 100%.

6. Add another instructor to a class (this is where you would add yourself as proxy)
a. Click the plus button to add another instructor.
b. Click the minus button to delete the instructor.

"
#2 First 4 10f1 D Last

Instructors For Meeting Pattern Customize | Find | View All

Assignment Workload
D Name Assign e Appld Add or Delete lto Calc Ai:i%%m

700015425 @, BELL,DAVID R [Stancars] @ Instructors (] -]

Important: The load factor can then be changed manually to whatever percentage the instructors
have agreed upon.

B rirst K1 4.20r2 D Last

Instructors For Meetln_g
Assignment

Adjust the Load Factor to

Workload
equal 100.000 when

Work Assignment
D bpLoad | Load Factor Load Auto Calc FTE %
700015425 @, BELL.DAVID R [standar =] v 70.0000 2 [+ =
700021651 (@, DUENAS,CORINA [ standar =] ¥ | 300000 v [+] (=]

7. Click the Save button.

e Upon saving, you may receive a warning message if the instructor teaches more than
one course. Click the OK button and continue scheduling.

Add a Second Title to Special Topics Courses
1. Second titles can be added to special topics courses.
2. Enter atitle into the ‘Free Format Topic:’ field.

Note: The Free Format Topic space only accepts 30 characters.

Office of the University Registrar | | Training Document
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Schedule of Classes

Meeting Pattern

Facility ID Capacity Pat

| Q

Mtg Start MtgEnd M T W

MWF @, [0:00AM 950AM T rF I F I

Add a second title to

special topic courses

View Al First & 1 of1 I3 (ast

[+ (=]

TEFES S *Start/End Date

[o1/09/2012 [ 05/04/2012 |5

Free Format |
Topic:

_Q,|

Print Topic On Transcript

Contact Hours

The Enrollment Tab

The Enrollment Control tab controls enrollment capacity, wait lists and controlled enroliment.

Determine Enrollment
Capacity
1. Enter the number of
students who should be

1 Session A Class Nbr: 0
a ble to en rOI I n the Class Section: 001 Component: Lecture Event ID:
| Associated Class: 1
class. *Class Status: |Active =l Cancel Glass.
Class Type: Enroliment Enroliment Status: Closed
*Add Consent: [N° Consent j" Requested Room Capacity: = Total
*Drop Consent: No Consent =] | Enroliment Capacity: [ 998 4
1st Auto Enroll Section: Walt List Capacity: 0
2nd Auto Enroll Section: Minimum Enrollment Nbr: [
Resection to Section:
[¥ Auto Enroll from Wait List [ cancel if Student Enrolled
. . . Basic Data Meetings .E: i Eii:i. Reserve Cap Notes Exam LMS Data
Waitlist Capacity
N T Course ID: 023160 Course Offering Nbr: 1
2. Conflgu re the waitlist Academic Institution:  UNC-Chapel Hil
Term: 2012 Spring Graduate
capacity Subject Area: ANTH ANTHROPOLOGY
Catalog Nbr: 999M TEST COURSE
Enroliment Control
Session: A Session A Class Nbr: 0
a. Check Auto Enroll from Class Section: 001 Component:  Lecture Event ID:
oalle Associated Class: 1
Waitlist (Should be i = e ——
checked by de_fault) . Class Type: Enroliment Enroliment Status: Closed
"Add Consent: No Consent 7] Requested Room Capacity: 999 Total
- . *Drop Consent: No Consent :l' Enroliment Capacity: 929 4
b' Wa ltIISt ca paaty: 1st Auto Enroll Section: | Wait List Capacity: 2 o

Enter the number of
students to include.

Enroliment Control

Session: A

Basic Data | Meetings [0 Reserve Cap || Motes | Exam || LMS Data
Course ID: 023160 Course Offering Nbr: 1
Academic Institution:  UNC-Chapel Hill

Term: 2012 Spring Graduate

Subject Area: ANTH ANTHROPOLOGY

Catalog Nbr: 99aM TEST COURSE

2nd Auto Enroll Section: Minimum Enroliment Nbr:

Resection to Section:

I ¥ Auto Enroll from Wait List I cancel if Student Enrolled

Office of the University Registrar | | Training Document
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Controlled Enrollment
3. Select the Add Consent

drop down box.

a. Click on Dept. Consent.
We are not using
Instructor consent at this
time.

Once Dept. Consent is
chosen, no student may
enroll themselves in this
course.

Reserve Capacity Tab

Schedule of Classes

Basic Data Meetings Enrollment Cnfrl Reserve Cap Notes Exam LMS Data
Course ID: 023160 Course Offering Nbr: 1
Academic Institution:  UNC-Chapel Hill
Term: 2012 Spring Graduate
Subject Area: ANTH ANTHROPOLOGY
Catalog Nbr: 999M TEST COURSE
Enroliment Control Find | View Al Fist K1 1of1 I Last
Session: A Session A Class Nbr: 0
Class Section: 001 Component: Lecture Event ID:
Associated Class: 1
*Class Status: |Acttvs _zj Cancel Class
Class Type: Enroliment Enroliment Status: Closed
|"Add Consent: No Consent = Room C 999 Total
Dept Cnsnt
*Drop Consent: Inst Cnsnt Enroliment Capacity: 999 ¢
1st Auto Enroll Section: — __ Wait List Capacity: 2 g
2nd Auto Enroll Section: Minimum Enroliment Nbr:
Resection to Section:
¥ Auto Enroll from Wait List [ cancel if Student Enrolled

Reserve Capacity is a way to limit a certain amount of seats in a section to a selected group of
students. Our recommendation is that you keep them as simple as possible, relying on
department consent as an alternative method of controlling which students are able to register

for a course.

Configure a Start Date

For Reserve Capacity to work correctly a starting rule and ending rule must be configured into

ConnectCarolina.

Configure Reserve Capacity

1. Configure a Start
Date.

Click on the calendar
icon to configure a start
date.

This is the first day that
the enrollments can be
processed for this
course.

Session:
Class Section:
Associated Class:

Basic Data | Meetings | EnrolimentCntrl BGEESWTH= BN Notes | Exam = LMS Data
Course ID: 023160 Course Offering Nbr: 1
Academic Institution:  UNC-Chapel Hill

Term: 2012 Spring Graduate

Subject Area: ANTH ANTHROPOLOGY

Catalog Nbr: 999M TEST COURSE

oo1 Component:

Find | View Al £irst KV 4.0f1 12 oot

Session A
Leclure

Class Nbr: ]
Event ID:

(=]

. - d | BV 3 it T g ot T et
B ‘requid Click on the calendar icon to set a
Start Date CapEnri
——— Srouy start date for the reserve —
06/13/2011_[ii) capacity. 0 #H =

Total: 0
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Schedule of Classes

2. Conﬁgu rea BasicData | Mestings | EnrolmentCrird  ([EFEEITRN Notes || Exem | LMS Data
Requirement Group. Course ID: 023160 Course Offering Nbr: 1
Academic Institution: UNC-Chapel Hill
Term: 2012 Spring Graduate
. . Subject Area: ANTH ANTHROPOLOGY
Click the lookup icon to Catalog Nbr: 293M TEST COURSE
choose the requirement sl
Session: A Session A Class Nbr: o
g rou p . Class Section: 001 Component: Lecture Event ID:

Associated Class: 1

Reserve Capacity

The requ.lrement group *Reserve Capacity Sequence: Enroliment Total: 0 ==
will restrict the Cursomize| Find | 8] %5 Firs KI
enrollment only to this Sitoan o capEnt

[06/13/2011 [ /000001 @,  RC CLAS FX FOREIGN EXCH STONTS o [ =

group.

Note: The requirement group defines the requirement which students must meet to be eligible
for a reserved seat.

3. Set the number of Basic Data | hieetings [ Enolment Gt ([T Notes | Exam | LMS Data
students who can Course ID: 023160 Course Offering Nbr: 1
Academic Institution:  UNC-Chapel Hill
enroll. Term: 2012 Spring Graduate
Subject Area: ANTH ANTHROPOLOGY
Catalog Nbr: 999M TEST COURSE
Use the Cap Enrl field to S—
Session: A Session A Class Nbr: 0
sett h e num be r Of Class Section: 001 Component:  Lecture Event ID:
Assoclated Class: 1

students who can enroll

Reserve Capacity

I n the course by meetlng *Reserve Capacity Sequence: 1 Enroliment Total: 0
this reserve capacity. Resarve Capacity Requirement Group
“Start Date 'Gn_r:;.—-—“ém Cap Enrt
061312011 (W (000001 @,  RC CLAS FX FOREIGN EXCH STDNTS [ 30 | @ =

Note: The Cap Enrl field specifies the number of seats that have been reserved for students who
meet a certain requirement.

The enroliment total you see Basic Data || Mestings || Enroliment Gl Notes | Exam | LMS Data
here is the total enrolled Course ID: 023160 Course Offering Nbr: 1
. ) Academic Institution:  UNC-Chapel Hill
under this reserve capaC|ty Term: 2012 Spring Graduate
Subject Area: ANTH ANTHROPOLOGY
(not the total enrolled in the Catalog Nor: 995M TEST COURSE
Class Sections
Class) . Session: A Sesslon A Class Nbr: 0
Class Section: oot Component:  Lecture Event ID:

Associated Class: 1

Reserve Capacity

*Reserve Capacity Sequence: | Enroliment Total: 0

Reserve Capacity Requirement Group

Start Date Groti Cap Enr
[08/13/2011 i 000001 @,  RC CLAS FX FOREIGN EXCH STDNTS mw = =
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Configure an End Date

Schedule of Classes

1. Click the +icon to add

Basic Data gﬁeﬂl\gl

Enroliment Cntrl Notes || Exam || LMS Data

an ending date.

Course ID: 023160
Academic Institution:  UNC-Chapel Hill
Term: 2012 Spring
Subject Area: ANTH

Catalog Nbr: 999M

Class Sections

Session: A
Class Section: 001
Associated Class: 1

Reserve Capacity

*Reserve Capacity Sequence:| 1

Course Offering Nbr: 1

Graduate
ANTHROPOLOGY
TEST COURSE

Class Nbr:
Event ID:

Session A

Component:  Lecture

Enroliment Total: 0

Start Date Group
[o6/13/2011 [ (000001 @,  RC CLAS FX FOREIGN EXCH STDNTS 0 |# =
| 5 Q [ 0 =]
2. Decide the date you _Basic Data | Mestings | Envoliment Cnit Notss | Exam | LMS Data
want this reserve Course I0: oza160 Course Offering b :
. d Academic Institution:  UNC-Chapel Hill

capaCIty group to end. Term: 2012 Spring Graduate
Subject Area: ANTH ANTHROPOLOGY
Catalog Nbr: 995M TEST COURSE

Class Sections

If you want it to

I . Session: A
a WayS remain Class Section: 001
Associated Class: 1

effective, you don’t
need to set an end

Reserve Capacity

Class Nbr:
EventID:

Session A

Component: Lecture

*Reserve Capacity Seq |1

it Total: 0

d ate . Reserve Capacity Requirement Group B First
06/13/2011 [ij 000001 @&, RC CLAS FX FOREIGN EXCH STONTS [ W @ =
Fmg 1000007 4, RC CLAS 3RD PROF THIRD YEAR N DS I

Reserve Capacity Examples

1. Restrict a course to certain majors

Basic Data Meetings

Enroliment Cntrl Notes || Exam || LMS Data

Follow the example to the right vt i et L
cademic Institution:  UNC-Chapel Hill
and use the requirement group s Araroisey
Catalog Nbr: 999M TEST COURSE
to allow students from a specified
- . Session: A Session A Class Nbr: 0
requirement group to enroll in a Class secton: 01 Companent: Lecture Event 0:

Associated Class:

Reserve Capacity

class.

“Start Date Group
CIle on the LOOkup icon to 06/13/2011 [} | (000001 @ RC CLAS FX FOREIGN EXCH STONTS a0 [ =
10132011 [1 | [000007 @,  RC/GLAS 3RD PROF THIRD YEAR | 1o+ (=]

*Reserve Capacity saquanca:: 1

Reserve Capacity Requirement Group
“Requirement

1

Enroliment Total: 0

launch the lookup page.
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Example: Click on the description
field and configure the search to
pull up all requirement groups
that contain anthropology
students. Use the drop down box
to enter the word “contains” for
best results.

Schedule of Classes

FRoKDp = =

Look Up Requirement Group

Academic Institution: UNCCH

Academic Group: | begins with || @,
Subject Area: [begins with =] | @,
Catalog Nbr: | begins with ]|

Requirement Group: | begins with = |

Description:

contains 3|amh ]

Look Up | Clear

Search Results

Cancel Basic Lookup

View 100 First 18008 Last
g;::::mic 2:.|ebaect :::_alog ?&Pgul.lirement Description

CAS (blank) (blank) 000573 RC CMB PLAN MDANTHARCH MJMN |
CAS (blank)  (blank) 000807 RC CMB UG PLAN ANTH ARCH MJMN
CAS (blank) (blank) 000581 RC CMB UG PLAN ANTH MAJ ARCHMN
CAS (blank)

(blank) 000165 RC CMB UGRD ANTH MAJ JR SR =l

2. Allow several different groups to register at the same time.

The student groups MUST have
different sequence numbers but
the same dates.

1. Add new sequences by using
the +icon.

2. Fill out the sequence using the
instructions above.

The end date on Sequence 1
will end all other reserve
capacity sequences on that
date.

Sess|
Class Section: 001
Assoclated Class: 1

ion: A

*Reserve Capacity Sequence: 1

Reserve Capacity Requirement Group
“StartDate S

Group

Session A Class Nbr: (]
Component:  Lecture Event ID:

Click to add a new
sequence =

Enroliment Total: 0

Session: A
Class Section: 001
Associated Class: 1

Session A Class Nbr: o
Component:  Lecture Event ID:

Find | View1 Firt K 120r2 0 Loy

Reserve Capacity Requirement Group G

“Start Date ;fﬁ;fm CapEnrd
[ (000226 @,  RCPLAN GRAD ANTH MAJ g #H =
B (000227 @,  RC PLAN UGRD APPL MAJ o ==

*Reserve Capacity Sequence: 1

Enrollment Total: 0 Enroliment Group 1

Reserve

“Start Date

*Reserve Capacity Sequence: 2

Capacity Requirement Group Bl =
[j  |000225 @,  RC PLAN UGRD ANTH MAJ ol ] =]

Enroliment Total: o | d— Enroliment Group 2 ®E=
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Notes Tab

Schedule of Classes

The Notes tab can be used to link notes, special instructions or other pertinent information to

class sections

There are two ways to
add notes to a section in
order to give the
students further
information or special
instructions regarding a
class.

1. Use the lookup icon
next to Note Nbr:
to select a pre-
configured note.

2. Usethe Free
Format Text box to
enter a custom
note.

Class Sections

Session:
Class Section:
Associated Class:

Class Notes

*Sequence Number:

Basic Data | Meetings Enroliment Cntrl Reserve Cap Notes Exam LMS Data
Course ID: 023160 Course Offering Nbr: 1
Academic Institution:  UNC-Chapel Hill

Term: 2012 Spring Graduate

Subject Area: ANTH ANTHROPOLOGY

Catalog Nbr: 999M TEST COURSE

A

001 Component: Lecture EventID:

1

Session A Class Nbr: ¢

Class Sections

Session:
Class Section:
Associated Class:

Class Notes

*Sequence Number:

Aftar x [ Even if Class Not in Schedule
Note Nbr: ! a
| Copy Note
Free Format Text:
Clear Note
( Basic Data || Mestings || Enroliment Cntri || Reserve Cap m Exam || LMSData
Course ID: 023160 Course Offering Nbr: 1
Academic Institution:  UNC-Chapel Hill
Term: 2012 Spring Graduate
Subject Area: ANTH ANTHROPOLOGY
Catalog Nbr: S99M TEST COURSE

001 Component: |ecture EventID:

Session A Class Nbr: 0

*Print Location: IAﬂEf '[ [~ Even if Class Not in Schedule
Note Nbr: Q
Gopy Note
Free Format Text:
| Clear Note

Office of the University Registrar | | Training Document
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Adding More than one Section to a Course
Once you've added section one, you may decide that more sections of a particular course are
needed. It's very simple to add more sections.

Additional sections can be added from either of these pages:

e Curriculum Management > Schedule of Classes > Schedule New Course
e Curriculum Management > Schedule of Classes > Maintain Schedule of Classes

1. Fill in the Form to locate the course Schedule New Course
Enter any information you have and click Search. Leave fields blank for a list of all values

a. Terms need to have 4 digits

(2=2000-the century, 11=the year Limit the number of results to (up to 300): [300

Academic Institution:[ = ~] UNCCH Q,
and 2 at the end means the Torm: —= Y7 E— Y
spring term)_ Subject Area: = - anth Q,
. . . Catalog Nbr: [begins with =]|999m
Example: The Spring 2011 term is Academic Carcer: [ 3] | 3]
written as 2112. Campus: begins with =] | Q
. Course ID: IWEI Q
b. Subject Area Description: [5ogins win 5l
c. Catalog Nbr: Catalog number is Course Offering Nbr: | - g | A
the course number " Case sensitve
. _ Click on the Search button
Search Clear Basig

2. Click on the Search button.

This will bring you to the first section of the course that has already been scheduled.

3. Add a New Section
a. Click on the plus +iconin

) Meetings | EnrolimentCntrl |~ Reserve Cap | Notes | Exam  LMSData

. Course ID: 2: Course Offering Nbr;:
the upper right corner of R AT ! 1
Term: 2012 Sprin Graduate
the CIaSS Sections box_ Subject Area: ANTH e ANTHROPOLOGY gt Croate Compondot

co 99m TEST COURSE

iui iy T i -7 I {
X *Session: 4 ciassNbr: | Click the + icor'[ to M EHE
Note: Always use a blank section | -ciass section: “StartEnd DJ add a new section |’

box!

Important: Typing over another section number replaces that section.

Office of the University Registrar | | Training Document
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4. Configure the New Section.

Note: Refer to Modify a Course
on
page 9.

Schedule of Classes

Basic Data Meetings Enroliment Cntrl Reserve Cap Notes Exam LMS Data

Course ID: 0231860 Course Offering Nbr: 1
Academic Institution:  UNC-Chape! Hill
Term: 2012 Spring Graduate c G t
Subject Area: ANTH = = LOGY
Catalog Nbr: 999M Use the View All link or the |-
T — First/Last links to view all
sections of a course.
*Session: Class Nbr: 0 L] 1=]
*Class Section: *StaryEnd Date: I o
*Component: LEC & |uciure Event ID:
*Class Type: IEnreIImant -l
. . 1@,
‘Associated Class: - Add Fee
“Campus: MAIN @, UNECH
. . |saUNceH @,
Location: | MHochapel IR [~ Schedule Print
Course Administrator: . [™ Student Specific Permissions
*Academic Organization: ANTH 9 Anthropology
Academic Group: CAS College of Arts & Stiences [~ Dynamic Date Calc Required
*Holiday Schedule: @ [ Generate Class Mig Attendance
“Instruction Mode: P @ EG e el [T Sync Attendance with Class Mtg
[ 6L Interface Required
Primary Instr Section:

Linking recitations and labs to lecture sections

Linking recitations and/or labs to le
Data tab.

ctures is done through the Associated Class box on the Basic

Reserve Cap

Notes Exam LMS Data

Meetings Enroliment Cntri
Course ID: 023160
Academic Institution:  UNC-Chapel Hill
Term: 2012 Spring
Subject Area: ANTH
Catalog Nbr: 999M

Class Sections

’A— Ba] Session

*Class Section: |

*Session:

*Instruction Mode:

Primary Instr Section:

*Component: LEC & | ecture
*Class a: Enroliment ¥

|"Assoclated Class: 19,

*Campus: |MA|N @
*Location: [SA-UNCCH @,
Course Administrator: G‘»
*Academic Organization: |ANTH Q
Academic Group: CAS

*Holiday Schedule: |ACAD <,

Course Offering Nbr:

Graduate
ANTHROPOLOGY
TEST COURSE

Auto Create Component

Find | View1 First o 1-20f2 10 Last

A Class Nbr: 0 [+ (=]
*Start/End Date: |01/09/2012 [31) 05/04/2012 [5§
Event ID:
Add Fee
UNCCH
UNC Chapel Hill

[™ Schedule Print

[~ student Specific Permissions
Anthropology

| Dynamic Date Calc Required

[” Generate Class Mtg Attendance
[~ Sync Attendance with Class Mtg
[ GL Interface Required

College of Arts & Sciences
Academic Holiday Schedule

Face to Face Instruction

Linking or associating lectures and their recitations/labs can be thought of in three simple ways.
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Scenario 1: One lecture section, several recitations and/or lab sections.
The associated class box should have the same number in both the lecture and the recitation
and/or lab sections.

Lecture Section: ANTH ‘Associated Class: 11Q Recitation: ‘Associated Class: 1|Q
999m001 ANTH 999m601 ‘

It’s easiest to use the same number as the lecture section (i.e. section 001 link number is 1,
section 002 is 2, etc) but not mandatory except at least one associated class number must be 1.
We are reserving 990 and up for Part time classroom studies and the Friday Center.

Scenario 2: More than one lecture section and several recitations and/or lab sections.
This scenario addresses an instructor that needs specific recitations to go with specific lecture
sections.

ANTH999mMO001 (lecture section) ksacctated Cliass 1a

Students will see and be able to register for the following sections:

ANTHI99m601 ‘Associated Class: 11Q BT ‘Associated Class: 1|Q

**%* Create the associated class number for the second lecture section a different number.
*** Create the associated class numbers on the specific recitations for that lecture the same
number.

ANTH999mMO002 (lecture section) ‘esoctitid Clage: 2la

Students will be able to register for the following recitation sections:

ANTH999m 603 ‘Associated Class: 2Q ANTH999M604  associated Class: 21Q

Scenario 3: Multiple lectures — students can register for any recitation
ANTH999mMO001 (lecture)

‘Associated Class: 1Q
ANTH999mMO002 (lecture) ‘Associatod Class: 2lQ
ANTH999mM601 *Associated Class: 9983
ANTH999mM602 ‘Associated Class: 9993 Q
ANTH999mM603 ‘Associated Class: 9993|Q
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Using the number 9999 allows students to mix and match lectures and recitations and/or labs.
Because future changes may be necessary, you must always using different Associated Class
numbers for each lecture section.

Combined Sections

Combined sections are two courses that are from different departments but are taught
together as one. Courses listed as combined in the Course Catalog should be offered as
combined. If they will no longer be offered as combined, they must go through the Course
Request Approval system to be unlinked.

One course (usually the department providing the instructor) is considered the sponsor course.
You can find the sponsor course by looking in the course catalog (see Appendix C).

The other course is considered the non-sponsor course.

The sponsor course is responsible for contacting the non-sponsor course department to request
they set their section up in Connect Carolina. They tell the non-sponsor department how many
students can enroll in that section.

Both departments should set up their course with only the section number and the enrollment
number.

All further information should be included on the Combined Section Form that the sponsor
course submits to the Scheduling Office. This form is found at the following link:
http://registrar.unc.edu/Classrooms/RoomRequestForm/index.htm (combined section request

form)

The Scheduling Office will then do the work of actually combining the courses. You can view
the combined sections by choosing the meeting tab and clicking the link.

Facility ID Capacity Pat Mg Start Mg End (8] T W T F S S Staut End Date

32

Alumni 0203 Topic ID: Fréee Format Topic:

Print Topic On Transcript Contact Hours l Combined Secbon [

After clicking the link you will see the combined courses. If this link is not here, the courses have
not been combined yet. If this happens more than 2 days after you have requested it, please
notify our office.
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Schedule of Classes
Combined Section Detail

Acaderic Instmmion: UNCCH UNC-Chapel Hill

Tetme 2109 2010 Fall
Session: & Session A
Combined Sections 02 0099 ANTH 230F OLK 230 001 Skip Mg Pantern & instr Edn

Satus: A class may be closed @ studerts are on the wal kst
Ercoliment restrictions mary aggdy 10 open classes

Combined Ena ollimernt Capacities

Requested Room Capacly Enroliment Capacity Enroliment Total Avallable SeMs

0 32 29 3
WWait List Capacity Wait List Total

0 0

Customize [Fing | B8 s2a2
Subgect Catalog Section Class Nbw  Description Status Ewwl Tot Wait Tot
ANTH 230 001 2741 NATIVE AMERICAN CULTURES Closed 8 0
FOLK 230 001 5069 NATIVE AMERICAN CULTURES Open 1 0
Scenarios

Scenario 1: Schedule a Course with Multiple Sections
To add multiple sections of a course (Example: 001, 002, 003), complete the following steps:

O N A WDN R

Curriculum Management > Schedule of Classes > Schedule New Course
Complete steps from the previous Scenario: Schedule a Single Section Class.
From the Basic Data tab, click the + sign to add a new Class Section.

Enter a new Class Section number.

Add any information on the Basic Data tab if needed.

Add any information on the Enroliment Requirements tab if needed.

Add any information on the Class Notes tab if needed.

Select Save.

Scenario 2: Revise a Previously Scheduled Class That is Not Combined

1.

2.
3.
4

b

Curriculum Management > Schedule of Classes > Maintain Schedule of Classes
Enter Term and Subject Area and Catalog Nbr.

Select the Meetings tab.

To add a new meeting click the “+” button to add a new row in the Meeting Pattern
area.

Enter the required row information.

To delete a meeting click the “-“ button to delete the row from the Meeting Pattern
area. Do not delete parts of the meeting pattern.

To add an instructor click the “+” button to add a new row in the Instructor For Meeting
Pattern area.

Enter the required information such as Instructor Role and Access.
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9. To delete an instructor click the “-” button to delete the row in the Instructor For
Meeting Pattern area.

10. Add/revise any information on the Basic Data tab if needed.

11. Add/revise any information on the Enrollment Requirements tab if needed.

12. Add/revise any information on the Class Notes tab if needed.

13. Select Save.

Scenario 3: Schedule a Multi-Component Class

When scheduling multi-component classes (such as classes with labs, recitations and
correspondence), it is important to use class association numbers to link all class sections that
constitute a single offering.

With a common association number you can control the sections of classes in which a student
must enroll and also control elements of the sections including components

Curriculum Management >Schedule of Classes>Schedule New Course.
Complete steps 1-22 in the previous Scenario: Schedule a Single Section Class.
Click the “+” sign to add a new (2nd) Class Section.

Enter Class Section number (example: 002).

ik wnN e

Select the Lookup icon to choose another component (Example: lab, recitation,

correspondence, etc.).

6. Enter a number in the Associated Class field. The class number must be the same for all
of the components if you want it to be associated to the same lecture. If a component
should be associated to any lecture you can enter 9999.

Note: the Lookup icon is only available to choose a number after you save.

7. Click the “+” sign to add a 3rd Class Section.

8. Select the Lookup icon to choose another component (Example: lab, recitation,
correspondence, etc.).

9. Select the Lookup icon to choose the Associated Class. Note this class number must be
the same for all of the components.

10. Select Save.

Scenario 4: Viewing Combined Sections (Cross Listed Classes)
There are two ways to find out if your combined sections classes have been completed by the
Registrar’s office.

The first way to identify if the class has been combined is to go to:
Curriculum Management> Schedule of Classes >Maintain Schedule of Classes.
Enter Term and Subject Area and Catalog Nbr if known.

P wnN e

Select the Meetings tab.
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Schedule of Classes

In the Meeting Pattern section select the Combined Section link.

This will bring you to the Combined Sections page to view the cross listed courses.
The second way to identify if the class has been combined is to go to:

Curriculum Management > Combined Sections > Identify Combined Sections.
Select the term and session to get the list of all combined sections being offered.
This will bring you to the Combined Sections page to view the cross listed courses.

Scenario 5: Revise a Previously Scheduled Class That is Combined

1.

2.
3.
4

10.
11.
12.
13.

Curriculum Management > Schedule of Classes > Schedule Class Meetings.

Enter Term and Subject Area and Catalog Nbr.

Select the Meetings tab.

To add a new meeting click the “+” button to add a new row in the Meeting Pattern
area.

Enter the required row information

To delete a meeting click the “-“ button to delete the row from the Meeting Pattern
area. Do not delete parts of the meeting pattern.

To add an instructor click the “+” button to add a new row in the Instructor For Meeting
Pattern area.

Enter the required information.

To delete an instructor click the “-” button to delete the row in the Instructor For
Meeting Pattern area.

Add/revise any information on the Basic Data tab if needed.

Add/revise any information on the Enrollment Requirements tab if needed.
Add/revise any information on the Class Notes tab if needed.

Select Save.
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Scheduling Terminology

Associated Class: This feature links two different components of the same class, for example a lecture
and a lab. A class association can be a single lecture section with multiple labs/recitations or it can be
multiple lecture sections, each with one or more labs/recitations.

Catalogue: The full list, with detail, of course descriptions such as component options. Schedule of
Classes: Uses catalogue information to schedule a class for a specific term and session.

Class section: Multiple sections of a class can be offered within a session and/or term. Lecture classes
are numbered 001+ sequentially. Recitation sections are number 601+ sequentially.

Combined Sections: Called cross-listing in SIS. It’s a single class that meets the needs of different
programs.

Component: Class delivery format, such as lecture, recitation, or lab.
Enrollment Capacity: The largest size class allowed for that instructor/class/facility (required).

Instruction Mode: This is an optional field. The information does not show up in the screens viewed by
students.

Meeting Pattern: The day(s) of the week and time that a class meets.
Requested Room Capacity: Not used at UNC Chapel Hill.
Requirement Group: This drop down box defines the approved groups for reserved capacity.

Reserve Capacity: PeopleSoft allows seats to be saved based on certain criteria. UNC Chapel Hill will use
program/plan and standing. Seats for more than 1 group can be reserved for any single class.

Schedule of Classes: Uses catalogue information to schedule a class for a specific term and session.

Session: Terms can be subdivided into multiple sessions of different lengths, with different beginning
and ending dates. Sessions can begin before the actual term starts but must end within the established
end date of that session. Most careers will have a single session per term, but some, like Medicine, will
have many sessions.

Term: An administrative time period within which sessions are defined, students are billed, and statistics
are accumulated for individual students and the entire academic institution. UNC Chapel Hill will assign
terms by career and use 3 terms per academic year: Fall, Spring and Summer. (Term is equivalent to
semester.)

Waitlist Capacity: How many students can be allowed on the waitlist at a given time (optional).
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Appendix

Appendix A -- Standard Section Numbering System effective Fall 2011

001-299 On-campus Lecture sections

300-399 Lecture sections: Summer Bridge, SPCL
400-599 | Laboratory sections

600-850 | Recitation sections

S:cf::gzu],sabs, and 01M-09M | Maymester sections
Recitations 01S-09S Faculty-led Study Abroad courses
(see Registrar’s Policy Memorandum 14)
On-campus web delivery courses (Lecture)
01W-09W | Established by departments with minimal or no classroom attendance intended
rimarily for on-campus degree-seeking students.
Self-paced Courses through the Friday Center
Correspondence 851-860 851 = Correspondence Self-paced Courses
855 = Online Self-paced Courses
Inter-Institutional 900-950 Inter-Institutional courses (Registrar Only)
Part-time Classroom 951-955 Part-time Classroom Studies
Studies (Evening sections, Friday Center)

Departmental Distance Learning

(Depts needing additional section #s for these delivery modes may add a
single letter to the end of the section #, i.e. 956a, 956D, etc.)

Principal Method of Delivery codes (screen 137, SIS)

956-974 P Face-to-face instruction, includes
; internships, clerkships, fieldwork (956-960)

02 Interactive real-time video (961-963)
03 TV, VHS, CD, DVD (non-web) (964)
05 Web delivery asynchronous  (965-972)
06 Web delivery synchronous (973-974)
Friday Center Distance Learning
Principal Method of Delivery codes (screen 137, SIS)

P Face-to-face instruction, includes internships,
clerkships, fieldwork

Distance Education

975-989 02 Interactive real-time video
03 TV, VHS, CD, DVD (non-web)
05 Web delivery asynchronous
06 Web delivery synchronous
Friday Center Distance Learning
Carolina Courses Online
990-994
990, 994 Regular term (for UNC campus students)
991, 992, 993 Off-campus Studies students
Reserved 995-999 Reserved for future use by Registrar
997 Formerly used for Summer Study Abroad sections
998 Formerly used for “By Exam” credit
999 Formerly used for “Placement” credit

Revised 2/11/2011
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Appendix B -- Standard Time Periods

The Standard Time Periods listed below consist of 75 minute periods to be used on TR or MW, and 50
minute periods to be used on MWF, for three credit hour courses. These standard class schedule periods
must be used for all lecture classes of one hundred fifty (150) minutes per week unless some special

arrangement has been approved by the University Registrar for use of one of the non-standard periods.

Monday/Wednesday/Friday Tuesday/Thursday Monday/Wednesday
8:00-8:50 am 8:00-9:15 am 3:30-4:45 pm
9:00-9:50 am 9:30-10:45 am 5:00-6:15 pm

10:00-10:50 am 11:00-12:15 pm

11:00-11:50 am 12:30-1:45 pm
12:00-12:50 pm 2:00-3:15 pm
1:00-1:50 pm 3:30-4:45 pm
2:00-2:50 pm 5:00-6:15 pm
3:00-3:50 pm
4:00-4:50 pm
5:00-5:50 pm
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Appendix C -- Locating Combined Courses in the Course Catalog
1. Go to Curriculum Management > Course Catalog.
2. Enter the Subject Area
3. Enter the Catalog Nbr:

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

Find an Existing Value Add a New Value

Limit the number of results to (up to 300): |300

Academic Institution:[= =] UNCCH Q
Subject Area: =~ [INTS 1o,
Catalog Nbr: | begins with ||210 |
Campus: | begins with x| @
Course ID: [begins with =] |

Description: | begins with x|

[™ Include History [™ correct History [ case Sensitive

Search Clear  Basic Search [aF Save Search Criteria

4. On the catalog data page locate the Course Offering Box.

Catalog Data Offerings Components

Course ID: 012948

Find | View All First 4 1o0f1 n Last

*Status: IACWQ ]' Course Offering

*Effective Date: IJEIH 912008 [

*Description: GLOBAL ISSUES

Long Course Title: IGIobaI Issues in the 20th Century

5. The Course Offering Box displays all of the courses combined with INTS 210.

Note: Since INTS 210 is listed first in the Course Offering box it is the sponsor course.

INTS 210 Use the arrows to see
the rest of the courses
in the combination
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Appendix D- Access a Class Roster

Background
This access will allow staff to print, E-mail and view important details.

Steps
Navigation:
Curriculum Management > Class Roster > Faculty/Staff View of Roster

o Faverites 5 8 Suggested Stes » @] GetMore Add-ons ~ 8 Status.
1 Maintain Schedule of Classes BB -3 @~ Pagee Sty Tock~ @+ "

] = »
(J()m]ut{ rsherman on PRD

A RO L I N A Home | AddioFavontes | Signout

Favorites  Main Menu  cumiculum Management > Schedule of Classes » Maintain Schedule of Classes

(@ New Window (2) Help [ http
(3 Course Catalog
Waintain Schedule of [ Schedule of Classes
3 Roll Curriculum Data Forward
Enter any information you h (] Enrollment Requirements
(3 Combined Sections
Find an Existing Value (3 Facility and Event Information
(] Class Roster -
Limit the number of results | [ Instructor/Advisor Informe ﬂ Class Roster
Academic Institution: = [~} UNC Course Requests [7] Faculty/Staff View of Roster

values.

v v v v v >

Term: = = - [ Print Class Roster
Subject Area: = - [ ; @

Catalog Nbr: begins with ~ [

Academic Career: = - -
Campus: begins with - | @
Description: begins with -

Course [D: begins with ~ @

Course Offering Nbr: = - @

| Case Sensitive

Search Clear |Basic Search (¥ Save Search Criteria

Locate the Class Roster

1. Identify the Class Nbr. of the
roster you want to view.

Faculty/Staff View of Roster
Enter any information you have and click Search. Leave fields blank for a list of all values.

2. Locate the Roster

{ Find an Existing Value )

Instructor ID: begins with ~
Using the Search page enter: Academic Institution: begins with ~

Term: begins with ~

Class Nbr: E -

a. Class Nbr:

Search | Clear |Basic Search a8 Save Search Criteria
b. Term

3. Click the Search button
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Appendix E- Canceling a course from a term

Background

This will allow a staff member to delete a course that has rolled from a previous term that will not be
used in the current term.

Steps

Navigation:

Curriculum Management > Schedule of Classes > Maintain Schedule of Classes

1. Enter term and course information and click search.

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

Limit the number of results to (up to 300): [300

Academic Institution: = [unccH @
Term: = - [2119 Q@
Subject Area: = - [ANTH @,
Catalog Nbr: begins with + [999M
Academic Career: = - -
Campus: 'b-egins“'r'ilh v.|
Description: ‘begins with |
Course ID: begins with ~ | Q,
Course Offering Nbr: = v | @,
[Ccase sensitive

Search | Clear |Basic Search & Save Search Criteria

3. Use the Navigation below.

onnect

AROLIN rsherman on PRD

Favorites  Main Menu > Curriculum Management > Schedule_quhses > Maintain Schedule of Classes

4. Navigate to the Enrollment tab.

‘avorites  Main Menu > Curriculum Management > Schedule of Classes > Maintain Schedule of Classes

BasicDala | Meetings G CL R B Reserve Cap || Notes || Exam [ LMS Data

Course ID: 023160 Course Offering Nbr: 1
Academic Institution:  UNC-Chapel Hill

Term: 2012 Spring Graduate

Subject Area:

Catalog Nbr: i TEST COURSE

Enroliment Control

Session: A Session A Class Nbr: 13780
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5. Use the drop down box and select canceled section.
Class Nbr: 0

on: Component:  Lecture Event ID:

Class: 1

I8t Active _ 1~ Cancel Class
Active

Cancelled Section t Status: Closed
Stop Further Enroliment

ol Tentative Section d Room Capacity: | 999 Total
mnt: No Consent ~  Enroliment Capacity: 999 ¢
SN et | Wait List Capacity: [ ] 0
RO | Minimum Enroliment Nbr: [ ]

6. Save.

(o) save |[chRetumtoSearch % | PreviousinList 4 | Nextinlist (=] Notify

Basic Data | Meetings | Enroliment Cntrl | ReBlerve Cap | Notes | Exam | LMS Data

You will only have the ability to do this during the Course Schedule Maintenance period. After
that time, cancellations must come through the Scheduling Office.
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Appendix F—Instructor Role, Access and Workload (College of Arts &

Sciences)
Component Types

Lecture A class in which an instructor presents the main body of course material.
Section numbers 001-299 (on-campus sections); section numbers 300-399
(summer bridge, SPCL).

Laboratory (Lab) Applies lecture material in small-group situations such as experiments,
assignments, and projects. Labs usually meet for two to three hours per week.
Section numbers 400-599.

Recitation Small discussion classes designed to reinforce main ideas from lectures and

offer more individualized attention to students. Section numbers 600-850.

Instructor Roles

Primary Instructor

Instructor with primary teaching responsibility for a component. This includes
a lecture, lab, or recitation component. Graduate students with primary
teaching responsibility for a lab or recitation should be coded as a “primary
instructor,” not a “TA.”

Secondary Instructor

Used infrequently when an instructor has less than 50% of the overall
teaching and grading responsibility for a component. May be used when a
guest professor teaches less than half of the classes.

TA

Teaching assistant with grading and administrative responsibilities for a
component.

Proxy

Used infrequently. Note: Student Services Mangers (SSM) should not be listed
as proxies. SSM can access class rolls through the Curriculum Management
tab in ConnectCarolina. Instructors can add SSM to the Sakai class site if
necessary. Sakai provides the following user roles: auditor, coordinator, guest,
instructor, student, teaching assistant, tech support.

It is not necessary to include graduate students as TA’s on the lecture class if
they also have responsibility for recitation sections; in that case, you may
want to include them as proxies.

Access

Approve

Most inclusive access. Ability to enter and approve grades. There must be at
least one approver on each graded section.

Grade

Ability to enter grades.
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Scenarios

Lecture with 1 instructor

Schedule of Classes

Instructor Role

Access

Workload

Lecture instructor 1 (001)

Primary instructor*

Approve

100%

*Graduate students with primary responsibility for instruction and grading, also known as a “Teaching

Fellow (TF), should be coded as “Primary Instructor,” not “TA.”

Lecture with 1 instructor and at least 1 TA

Instructor Role Access Workload
Lecture instructor 1 (001) Primary instructor Approve 100%
TA 1 (001) TA Grade 10%
TA 2 (001) TA Grade 10%
Lecture with recitations (non-graded component), no TA graders

Instructor Role Access Workload
Lecture instructor* Primary instructor Approve 100%
Recitation 601 instructor Primary instructor Grade 100%
Recitation 602 instructor Primary instructor Grade 100%

*If the lecture instructor wants access to recitation sections, they should be listed on the recitation as
“Secondary instructor” with “Approve” access and a .0004% Workload.

Lecture with recitations (non-graded component), with TA graders

Instructor Role Access Workload
Lecture instructor 1 (001) Primary instructor Approve 100%
Lecture TA 1 (001) TA Grade 10%
Lecture TA 2 (001) TA Grade 10%
Recitation 601 instructor Primary instructor Grade 100%
Recitation 602 instructor Primary instructor Grade 100%

Lecture with recitations (non-graded component), with TA graders who are different than the

recitation instructors

Instructor Role Access Workload
Lecture instructor 1 (001) Primary instructor | Approve 100%
Lecture TA 1 (001) TA Grade 10%
Recitation 601 instructor Primary instructor | Grade 100%
Recitation 602 instructor Primary instructor | Grade 100%
Lecture TA 2 (recitation 601 instructor)* | Proxy Grade .0004%

* It is not necessary to include graduate students as TA’s on the lecture class if they also have

responsibility for recitation sections; in that case, you may want to include them as proxies.
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Lecture with 2 (primary) instructors, each contributing 100% (co-teaching)

Instructor Role Access Workload
Lecture instructor 1 (001) Primary instructor Approve 100%
Lecture instructor 2 (001) Primary instructor Approve 100%*

*ConnectCarolina gives a warning for exceeding 100%, but this can be bypassed.

Lecture with 2 or more instructors (with different teaching contributions)

Instructor Role Access Workload
Lecture instructor 1 (001) Primary instructor Approve 75%
Lecture instructor 2 (001) Secondary instructor Grade 25%

Lab (graded course) with multiple sections

Instructor Role Access Workload
Lab 1 instructor (401) Primary instructor Approve 100%
Lab 2 instructor (402) Primary instructor Approve 100%
Lab 3 instructor (403) Primary instructor Approve 100%

Lab (graded course) with Lab Director and multiple sections

Instructor Role Access Workload
Lab 1 Director (401) Primary instructor Approve 50%*
Lab 1 instructor (401) Primary instructor Grade 100%
Lab 2 Director (402) Primary instructor Approve 50%
Lab 2 instructor (402) Primary instructor Grade 100%

*The workload percentage total for the Lab Director should equal 100%. For example, if there are two
sections of the lab course, then the workload for the Lab Director should be 50% for each section.
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