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Introduction

This guide is for those users who maintain a full schedule of classes in Campus Solutions (lectures,
tutorials, seminars including meeting pattern information etc.), which is then integrated with
Syllabus+ to create associated ‘Activities™, including the relevant student enrolments.

It will outline how to schedule and configure classes; how to make changes to those classes and how,
in turn, those changes affect Syllabus+. Where relevant, there will be guidance on business
processes that will be carried out in both Campus Solutions and Syllabus+.

For guidance on Course Catalog Maintenance and other CS processes relating to Class Scheduling
(e.g. changing credit / titles / grading basis, enrollment control, adjusting class associations etc.)
please see the IT Service Training Guide: ‘Course Catalogue & Class Creation and Scheduling’
available on StaffNet via http://www.staffnet.manchester.ac.uk/employment/training/it-systems/

1 5+ ‘Activities’ will ONLY be created for those classe CS which have ‘Meeting Patterns’ defined witiTBi times AND
dates/days specified (e.g. 10:00 — 11:00am, Wedyed&$/09/2014 — 05/06/2015); also see Appendix Aeference
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Class Scheduling — Campus Solutions Managed

In this guide it will described not just how to schedule classes in general, but also how to maintain
Class Scheduling data; and how to make changes in Campus Solutions so that integration with
Syllabus+ will work correctly.

When discussing changes to classes to facilitate particular integration with Syllabus+, it is important
to note that there are two aspects to consider:

e Guidance for where amendments are to be made prior to the beginning of teaching (see page
15) -
NOTE: this is not exclusive to the beginning of the Academic Year — it is specific to
the session in which the class is to be delivered (e.g. once teaching is underway at
the beginning of the Academic Year (late September), you can still use this
process for Semester 2 delivered classes).

e Guidance for where amendments are to be made once teaching is underway (see page 19).
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Scheduling a Primary Class

You will firstly need to create and save your primary/graded component class (normally the lecture).
Where necessary, you will go on to create associated classes/components (e.g. tutorials, seminars,
workshops etc.) once you have saved this first class.

Guidance on Course Catalog configuration (on which class scheduling is dependent) can be found in
the IT Service Training Guide: ‘Course Catalogue & Class Creation and Scheduling” available on
StaffNet via http://www.staffnet.manchester.ac.uk/employment/training/it-systems/

Navigate To: Curriculum Management > Schedule of Classes > Schedule New Course

1. Enter an Academic Institution of ‘UMANC’, along with your chosen Term (Academic Year) for
which the Course exists. Enter the Course ID and click on the Search button. If you didn't
make a note of the Course ID Number then you can search for your course by entering the
Subject Area and Catalog Nbr.

Schedule Mew Course

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

[~ Se

Academic Institution: = 'O\
Term: = ¥ "0\
Subject Area: = - Q
Catalog Nbr: begins with ~ | ]
Academic Career: = - -
Campus: begins with + | aQ
Description: begins with + | ]
Course ID; begins with 7 Q
Course Offering Nbr: = - T Q
[[Icase sensitive

_Seari ‘ Clear  |Basic Search Save Search Crileria

2. You will be taken to the Basic Data tab of the Class Scheduling component.

: MQetings I _Enr_gllr_nelj_tc_ljzrl_ E er‘_.'ggap_ f M_ote_g Exam LIS Data

Kol Cotinteaze )

Course ID: 037106 Course Offering Nbr: 1

Academic Institution: The University of Manchester

Term: 2014415 Academic Year UGRD Auto Create Component
Subject Area: PHIL Philosophy

Catalog Nbr: 10777 Defenestration Studies

*Session: (&} Class Nbr: 0 F[=
*Class Section: [ 1 *Start/End Date: [ Eﬂ ulag
*Component: [LEC @ Lecture Event ID:

*Class Type: Enraliment »

*Associated Class: [ 1 [0} Associated Class Attributes

*Campus: AN Main Add Fea

*Location: [MAIN Q Main

[¥] schedute Print

Couse AdnmmsUater s g Q [T student Specific Permissions
*Academic Organization; |3041 @ school of Social Sciences

Academic Group: 3041 School of Social Sciences Dynamic Date Calc Required
*Holiday Schedule: [ Q, [ Generate Class ltg Attendance
*Instruction Mode: [FF a Face to Face Sync Attendance with Class Mtg

] :
Primary Instr Section: L GL Interface Reguired
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3. You will first need to look up and select the Session that you wish to schedule your primary
component/class for. Click on the look-up button against the Session field and select your
chosen value. Once you have selected a session, the Start/End Dates for that session will
default in.

Catalog Nbr: 10777 Defenestration Studies

R

EIES

Vieu/ Al Frst
*Session:

*Class Section: ( *start/End Date: | 15/09/2014 [[5[05/06/2015 Eg)

T ¥ [T =t = =

Full Year

4. You will next need to enter a Class Section. There is no set format to how you should nhame
this, however it is recommended that you choose something simple and meaningful, such as
‘LEC1’; '‘LEC2’, 'TUT1’, ‘LAB1’, etc. In the example below, as this particular component is a
Lecture, we have given it a Class Section of ‘LEC1’.

Meetings | EnrclimentCntrl || Reserve Cap || Maotes | Exam || LMSData | Textbook || GL Interface

Course ID: 037106 Course Offering Nbr: 1
Academic Institution:  The University of Manchester
Term: 2014415 Academic Year UGRD [E V= — E-}omponeﬁ |
Subject Area: PHIL Philasophy '- i -
{;atak)g Nbr: 10777 Defenestration Studies )
‘Class Sections *Fiisd | Vizw Al Frst &1 4 or1 14 Last

*Session: AYE Full Year Class Nbr: 0 =

*Class Section: *StartiEnd Date: 15/09/2014 [5(08/08/2015 5]

*Component: Lecture Event ID:

*Class Type: Enroliment -

*Associated Class: | LiER Azsociated Clags Atftributes

*Campus: [MaIN | Main | AddFes |

o [Maind Q ; '

Location: | Main Schedule Print
Course Administrator. — 5 [[] student Specific Permissions
*Academic Organization: 3041 Q. school of Social Sciences

@ NOTE: There are some further features of Class Scheduling included in the IT Services

Training Guide: 'Course Catalogue & Class Creation and Scheduling’ available on StaffNet via
http.//www.staffnet.manchester.ac.uk/employment/training/it-systems/]

5. You are currently defining the primary component/class for your course. At Component,
select the component type (as has already been defined in Course Catalog) for this class — in this,
and most cases, selecting ‘Lecture’; ensuring that Class Type is set to ‘Enroliment’.

10777 Chismeatain  dvi o

Catalog Nbr:

*Session: YR G Full Year Class Nbr: 0
*Class Section: LECH *Start/End Date: | 15/0!
*Component; LEC & Lecture Event 1D:
*Class Type: Enrollment -

—
*Associated Class: I_ 'f}& Associated Class AltribL
*Campus: (WAl Iain | Ac
Sl [AIN L6} Tain g

Page | 7



6. Now click on the next tab along — Meetings.

Basic Data | | Meetings } Enroliment Cnirl | Reserve Cap Motes [ Exam LMS Data '\ Texbook [ GL Int
Course |D [:5??105 Course Offering Nbr: 1
Academic Institution: The University of Manchester

Trrrm: FANA BIAE A mm e mnin Waae (Riaiaint

7. Next, enter the Start and End times of the class and specify the day of the week that the class is
due to run using the weekday selection boxes.

.'u" -.e, ‘ ir\;,-‘.fj_‘-": _i';': ¢
N . I F =
_Faglh_t;.l_l_t_] Capami*,[ Ei_!l ll’.'1tg _Sjart l!f.ﬂ_tg_l_Eﬁd M TWTTF S S§ : Sti_:_rtEnd__l}ﬂﬁ_& )
' & % [09:00 | [10:00 - 1 F J|1500812014 |[F |05/06/2015 |[H]
TopicID:.. "Q Free Format -
Topic:
[ Print Topic On Transcript T T——

@ NOTE: You do not enter the Facility ID — this will be attributed in the meeting pattern’s
corresponding instance in the Syllabus+ Activity (refer to Appendices A & C)

Before adding any further meeting patterns, you will need to add Instructor information...
8. You MUST complete the Instructor section with details of the class instructor/lecturer, and any

other relevant members of staff associated with the class. To do this, enter a staff ID (or click on
the look-up button to search for and select the appropriate staff member) against the ID field.

iz} {in] Hame

ring Access Contact

3983788 -Q T i Qi CostanzaGeorge

b B Design

*Room Characteristic Bb Plnstr

a

Save | |5\ ReturntoSsarch [Z] Natify

Basic Data | Mestings | Enrollment Cnolrl | Reserve Cap | Notes | lexipock| GL Interface

@ NOTE: You will notice that the Instructor information is linked to each individual Meeting

Pattern, so if more than one Meeting Pattern has been specified for a Component then you
will need to also re-enter the Instructor information for each Meeting Pattern, as appropriate.

9. The Instructor Role should be set to the appropriate role (the default is primary instructor) —
especially if the class is one that is being created in Blackboard and the staff member will

require access to this. This information will then feed through to Blackboard, creating the
necessary access rights for the required staff member.

@ NOTE: A list of Instructor Roles and their uses can be found in Appendix B

10. You can specify multiple staff members by clicking on the plus sign to insert a new row.
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@ NOTE: Only University of Manchester staff who are actually part of the academic teaching for
this course unit or a member of Administrative staff should be detailed in the 'Instructors for
Meeting Pattern’ area. If you do not want a member of staff to show on transcripts or in self-
service, please un-tick the Print box, as shown below (as it will be selected by default).

{53 i Narme SR Access Contact
Role
l9983788 QL -Q Costanza,George Prim In: = = =l

@ NOTE: If you cannot locate a particular staff member to add as an Instructor, see
Appendix B.

The error message below will be displayed if the system is unable to locate a specific staff member:

Invalid value — press the prompt button or hyperlink for a list of valid values (15,11}

Thevalue entered in the field does not match one of the allowable values. You can see the allowable values by pressing the Prompt button or hyperlink.

The Access function controls staff access within gradebook, self-service etc. At least one entry here
against the Primary Graded Component MUST have an access level detailed within this section to
ensure that the course units associated assignment, gradebook and self-service (Instructor/Student)

areas function correctly. Without this information students will be unable to view grades/assignments
within self-service.

jin} jin} Name Hnslticton Print Access Contact

Rofe

lagaz7as  q | |G Costanza George Primin: = & - |

Bacprove  [EIEEERE
*Room Characteristic |Grade aniiby

U.'{ -
]

11. There are three levels of access. These are:

Approve: Instructor can enter grades and approve the grade roster.
Grade: Instructor can only enter grades for the class.
Post: Instructor can enter grades, approve the roster, and post the grades.

@ NOTE: If your academics are not required to use gradebook within the system, the

Programme/Course Administrator MUST be listed within the Instructors for Meeting Pattern

for the Primary Graded Component. With the correct associated role and access set
against their profile in this section.

At this point, if you have more than one meeting pattern for the class, you will need to repeat this
process again...

Thus, where you have different meeting patterns for one class (e.g. a Lecture is delivered in one
room for a month, then a different room for another month and so on; or a lecture is delivered on
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two different days, etc.), click the plus sign and do as at step 7, but using the Start and End Dates

to also denote the different pattern.

For example

I = e TN e e
Mesting Pattern

Find | View 1 First b t-2.0f 2 10 st

l_il'.;.tmctors- For Meeting Pattern
Assignment

Facility ID Capacity Pat  MtgStart MtgEnd M T W T F S §
=% |Q |om00 | [10:00 | T @ EEEEE
Topic 1D: |3, Free Format |
Topic:
Print Topic On Transcript

Contact Hours

; ﬁ'i First 4] LI b East

Zinstractor . } [ ; [ [
!m ;Q . _Iiame. Hole Print | Access | Contac‘l. . : l
imin: = F, - + |
!|9983?88 ] | @ Costanza George Prim In: Eli
: : =]
Facility 1D Capacity Pat M‘lgﬂ‘:irt MigEnd WM T W T F & § 3
a q [1100] [1zo0 B EEEE [051102014 5 31102014 5
Topic 1D: @, Free Format |
Topic;
Print Topic On Transcript R S
Instructors For Meeting Patiern Personalize | Fing | Visv Al FEV | 2 epst B g op g O gy
| ool | “instructor | e s s
im 1D Hame Role Print Access . Contact L
| imin: Fl - + |
I|§298f3_?8_8 q | 1@, Costanza,George Prim In: E|! |
Room Characteristics e E'l" Firet &1 4 o7 4 44 | ast
:‘Room Characteristic “Quantity | |
| e
! 2 1l =

In this example, two instances will be created in Syllabus+ allowing rooms to be attributed to the two

meeting patterns.

®

NOTE: You will notice that the Instructor information is linked to each individual Meeting

Pattern, so if more than one Meeting Pattern has been specified for a Class then you will
need to also re-enter the Instructor information for each Meeting Pattern, as appropriate.

Therefore, repeat steps 8 — 11.
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12. Now click onto the next tab along — Enrollment Cntrl.

Basic Data

Meetings esenve Cap _ﬂotes Exam LS Data Textbook GL Interface

s e A e e i e r e S R s Ao S S e R R e e e T

13. There is probably very little for you to amend here; however it is worth pointing out some options
that you may wish to change from time to time.

The Class Status can be altered if need be, so that it becomes effectively ‘closed’. (i.e.
Stop Further Enrolment). This would then prevent it from being seen and selected for
enroliment.

Active
Cancelled Section
Stop Further Enrollment
Tentative Section

Enroliment Status will indicate if the class is available for enrollment (this can become
‘closed’ either by cancelling the class; or by setting the Class Status to ‘Stop Further
Enrollment’ or ‘Tentative Section’; or will become ‘closed” when he Enrollment Capacity
has been reached.

The Enrollment Capacity will determine the maximum number of vacancies on the
given course.

The Auto Enroll from Wait List option can be ticked ‘on’ (default) or un-ticked, ‘off’ as
required to determine whether or not students on the waiting list for the course will
automatically become enrolled, when able.

The Resection to Section field (although left blank below) allows you to tell the system
to enroll a student on a different class if the one that they have selected is full. For
example; for a mandatory course you may wish to state that if TUT1 is full then
automatically enroll the student onto TUT2 by entering ‘TUT2' in this field.

Basic Data || Meetings & “ReseneCap ) Moles [ Exam | LWiSData | Textoook | GLinterace
Course ID: 037106 Course Offering Nbr: 1
Academic Institution:  The University of Manchester
Term: 201415 Academic Year UGRD
Subject Area: PHIL Philosophy
Catal 10777 Defenestration Studies
Session: 1R Full Year Class Nbr: 14822
Class Section: SEM5 Component: Lecture Event 1D
Associated Class: 1 Units: 20.00

@ss Status: Active ) =BanselGlass

Class Type: Enrallment @rollment Status: OpeD
*Add Consent: Mo Consent = paguested Room Capacity: | 30| Total
*Drop Consent: Mo Consent - G}rollmeat{:apaciw: 3Dn

1st Auto Enroll Section: \Wait List Capacity: [ 0

2nd Auto Enroll Section: : Minimum Enroliment Nbr:

Gesection to Section: —D
(¥ auto Enroll from Wait List ) [Tl cancelif Student Enrolled

Page | 11



14. You can now complete your class scheduling for this first class/component by clicking on the
Save button at the foot of the screen, and a Class Number is created (this number is unique in
the scheduled term only).

B save JQ Retmtosearcn | (=] oty

Oamic Misds | Mastimae | Darallrvaomd Tatel | Dacanan Do 11

[ leetings | EnrolimentCntl | Resewe Cap | Notes | Exam | LMSData | Tesbook | GLlrterfa

Course D 037106 Course Offering Nbr: 9

Academic Institution:  The University of Manchester

Ten-.n: 2014115 Academic Year UGRD i_machEaaEc;a—m
Subject Area: PHIL Philosophy I B
Cta!og Nbr'. 10777 Defenestration Studies

Fing | Viswe Al First B0 4 af

*Session: F"FR Q Full Year
*Class Section: ||—ECJI

Class Nbr:

o1 [)|05/06/2015 |5
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Scheduling Associated/Related Class(es)

15. To add in further classes of different component types to schedule (e.g, so you have one Lecture
but several different Tutorials/Seminars etc.) then click on the plus sign in the top right corner
to add in a new row to work with.

Exam [ LMSData [ Tesbook | GLintedace
- = —

Meetings [ EnrolimentCntrl | Resere Cap || Motes |
= = =
Course ID: 037106 Course Offering Nbr: 1
Academic Institution:  The University of Manchester
Terrp‘. 2014115 Academic Year UGRD [ ﬁuta.@eate.’ﬂompon_em,"
Subject Area: FPHIL Phiiosophy
7T Defenestration Studies

Catalog Nbr;

| *Segsion:

| #lasa Sactinn

Full Year

Eindt ] Vi Al et B4 or g BN st

14817

Class Nbr:
*QtartiEnd Natas |15/08/2014 |5 [05/06/2045 (]

16. As before with the primary class, enter your Session (consistent with the class you have already
scheduled) and specify a Class Section name (e.g. TUT1, SEM1, WSP1 for Tutorial, Seminar,
Workshop respectively etc.). In this example, SEM1 indicates Seminar 1.

=:bileweical | Meetings | EnrollmentGnll |\ Reserve Cap || Notes | Exam [ LWMBD:
Course ID; 037106 Course Offering Nbr: |
Academic Institution:  The University of Manchester
Term: 2014115 Academic Year UGRD
Subject Area: PHIL Philosaphy

10777 Defenestration Stie

Catalog Nbr:

*Session:

*Class Section:

[YR iy Full Year Class Nbr: 0
[SEMT *Start/End Date: | 15/C

17. You'll note that the Component will default to LEC (Lecture) — click the look-up and select the

appropriate

Course ID:

Course Offering Nbr:
Term:

Sessiom
Associated Class:
Course Component:

component.

037106

1

1141
Full Year
1

= -

| LookUp || Clear

Search Results

\Course Component
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||--Caneel - |gasic Lookup

Wigw 180 First [4] 1202 |3 Last

*Session: |1YR Q Full Year
—
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—_—
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18. As you are scheduling an associated / related class (and not a primary graded class) set the
Class Type to ‘Non-Enrol'.

“ Meetings [ EnrollmentCnirl | Reserve Cap | Motes | Exam | LMSData | Textbook || GLInterface

Course It 037106 Course Offering Nbr: 1
Academic Institution:  The University of Manchester
Term: 201415 Academic Year UGRD

FHIL Philosophy

10777 Diefenestration Studies
*Session: ’W Q Full Year Class Nbr: 0 =
“Class Section: *StartEnd Date: |15/09/2014 [5][05/06/2015 5
*Component: Event ID:
*Class Type:
*Associated Class: s Associated Class Affributes
“Campus: [man_| Wain [-AddFee |

19. Now repeat steps 6 — 15.

Page | 14



Student System Office — Operational Support & Guida  nce
Class Scheduling for Campus Solutions Managed Timet  abling

Changes to Class Schedules and Timetabling (and Integration with
Syllabus+)

Changes PRIOR TO the beginning of teaching®

@ NOTE: Do NOT use this process once teaching has commenced — see page 19 for guidance
If this is the case

There may be circumstances where the class schedule in Campus Solutions needs to be amended.
The process outlined in this section will ensure that any changes to class schedules within CS do not
result in complete activity® deletion within S+ (such as a day/time change). Instead, items which are
identified to have been changed, will instead be ‘flagged for deletion’ in S+ and moved to a ‘deletion
group’ (also see Appendix C — excerpt from CTS Syllabus+ Guidance).

Navigate To: Curriculum Management > Schedule of Classes > Maintain Schedule of
Classes

1. Enter the Term — and either Subject Area and Catalog Nbr; or enter the Course ID (this is
always located in the top left hand corner of both Course Catalog and Maintain Schedule of
Classes)

Maintain Schedule of Classes Maintain Schedule of Classes

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

Academic Institution: hd UMANC

= a Academic Institution: = = [UniANG Q
Term: =~ 1141 Q Term: _— m a
Subject Area: = - . ‘P}-!IL Q Subject Area: = Q
Catalog Nbr: begins with \ [10777 Catalog Nbr: begins with |
Academic Career: = = T Academic Caresr: = - -
Campus: begins with = ® Campus: pegins with ~ | &,
Description: begins it )| Description: beging with =
Course ID: beging with - @ Courss I0: begins with aQ
Course Offering Nbr: = L a Course Offering Nbr: = = | ) Q

[[case Sensitive
- [Flcase Sensitive

Clear |gasicsearch [E Save Search Criteria
e e . N Clear |pasic Search Save Search Criteria

r = T
Search (Alt-1) |

2 Before the session that the course unit in quegtisat to begin (i.e.S1Semester,”d Semester, Full Year)
% Please see Appendix A — Campus Solutions / Syltalntegration

Page | 15



2. You will be taken to the Basic Data tab of the Class Scheduling component. In here, use the [«
and ] buttons to move to the class you wish to make amendments to.

Meetings || EnrollmentCntdl || Reserve Cap || Notes || Exami || LMSData || Textbook |/ GL Interface |

Course ID: 037106 Course Offering Nbr: 1
Academic Institution:  The University of Manchester

Term: 201415 Academic Year UGRD

Subject Area: PHIL Philasophy

Catalog Nbr:

Defenestration Studies

0777

Find [viswe Al Bt KB 4 or5 FE I ast
T S—

i =l
YRR Full Year Class Nbr: 14820 R
[(*Class Section: SEM3 ) *Start/End Date: |15/09/2014 [5[05/08/2015 [
“Component: [FEM "L geminar Event ID:
*Class Type: Mon-Enroll =
*Associated Class: 1_5‘3{ Units: 20.00 Associsted Class Afiributes
*Campus: AN | lain =

*Location: L, 2 Iain (= PR B =i

3. Overwrite the Class Section with a new (and unique) name (max. 4 characters) — maintain a
consistent naming convention (SEM#, TUT#, WSP#, etc.)

“Weetings | EnrolimentCntrl || Reserve Cap | hofes | Exam || LMSData

Course ID: 037106 Course Offering Nbr: 1
Academic Institution:  The University of Manchester
Term: 201415 Academic Year UGRD
Subject Area: PHIL Philosophy
Cat Nbr: 10777 Defenestration Studies
Class Sections-
*Session: Full Year Class Nbr: 14820
*Class Section; *Start/End Date; | 15/09%
*Component: SEM |2 Seminar Event ID:
*Class Type: Non-Enroll -

Meetings ' Enrollment Cotrl || Reserve Cap || Mofes | Exam | LMS Dala

Course ID: 037106 Course Offering Nbr: 1
Academic Institution: The University of Manchester

Term: 201415 Academic Year UGRD

Subject Area: PHIL Philosophy

Catalog Nbr: 10777 Defenestration Studies

*Session: Full Year Class Nbr: 14820
*Class Section: *Start/End Date: m
*Component: SEM Seminar EventID:

*Class Type: MNon-Enroll
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4. Now move to the Meetings tab.

“Basicoaia (MTE0TER )Eniment Cril | Resene Gap | Notes | Ex:

Course 1D 037106 Course Offering Nb
Arademic Instifufion: The | Inversite nf Manrhacstar

5. Amend the Meeting Patterns where necessary (refer to steps 7 and 11 on pages 8 and 9
respectively). You DO NOT need to delete and redo meeting patterns — you can just amend
times, days, dates etc. that are already there. Naturally, if you need to delete or add any

meeting patterns, use the and [=! buttons accordingly.

@ NOTE: If you are adding any new meeting patterns, remember to add Instructor information
for each one (see steps 8-11 on pages 8 & 9)

Find] View Al First &1 o7 4 13 Las!

Session; YR Full Year Class Nbr: 14817
Class Section: LEC1 Component: Lecture Event ID:
Associated Class: 1 Units: 20,00

| Meeting Pattern Find | View:1 First b 42,07 204 | ast

I F 2 dal UCid Ugle

Bl F B [15209/2014 [ [0310/2014 |35

Facility ID Capacity Pat

a 09:00 | [10:00 |

Top;g;[):| @, Free Format |
Topic:
Print Topic On Transcript Ehilaniteins
Instructors For Meeting Patiern ot L3 hont
[ Hnstroctor . [ X [ [ [
!m :@ Name Role Print | Access Contact . ‘
[pesazes @ | @ Costanza,George Prim In: = - S
=
Facility 1D Capacity Pat i i i =

diEnd Date
| I
{0510/2014 51 [311002014 |

[ s
TopiciD:| /@ Freeformat |
Topic:
Print Topic On Transcript RS
Personatize | Find | View Al [ | B Fist B qor1 2 Lps!

| . e | “Instructor | : s S

iz} D Hame Role Print Access LContact

|9983?88 |G | Qi Costanza George Primin: = - E|
Room f:har&clerisncs T Fing |5 e &1 1oid b Last

i*Room Eharacteristic | Quantity | |

[ & 1 =

6. You can now click Save.
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What happens next with Syllabus+?

Please also refer to APPENDIX C (excerpt from CTS S+ Guidance)

®

Through the overnight integration, by overwriting the Class Section name, this will highlight
in Syllabus+ the original activity (based on its prior Class Section name, and the meeting
pattern information therein) to be marked for deletion (but it will not be deleted immediately,
ensuring prior room allocations are not lost)

Additionally overnight, a wholly new activity (i.e. based on the new Class Section name and
any meeting pattern amendments) will then be created in S+ to include any associated
student enrolments, without any additional administrator input

You should then tag the new activity in S+ and provide an explanation of the change via
Remedy by emailing ctschanges@manchester.ac.uk (see sections 7.2.2. — 7.2.4. of Appendix
®)

CTS will then need to reassign any room allocation in S+, from the deleted activity, to the
newly created activity, and then delete the original activity (note that it will not always be
possible to assign the same room to the new activity).

If an any error was made in updating the schedule of classes within CS (at any point), this

process additionally means that any incorrect deletions from S+ via integration, can be
reinstated, rather than data lost,

What are the implications of making these amendments?

Students and Staff will NOT see the change to the timetable until CTS have allocated space to
the new activity.

As integration from CS to S+ is a nightly process, changes to the timetable initiated from CS
cannot be actioned until the next business day at the earliest.

To reiterate, this facility is only intended to be utilised for changes to the timetable prior to

actual teaching having begun. It must NOT be used after teaching activity has already
taken place for the given course unit.
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Changes AFTER the beginning of teaching

There may be instances where changes are necessary mid-teaching. The following process will
ensure that historical data is maintained within both CS and S+. Where changes to the timetabling
are to occur AFTER teaching has already begun on a given unit, it will likely be necessary to retain
the record of prior activity (for example, if attendance rosters have been generated).

Examples of the changes which should be managed in the following way:

e Changes mid-year
» Merging of teaching groups
e Ad hoc class changes — e.g. singular changes to a teaching room/schedule

This process will involve amending end dates of a class (not just a meeting pattern) and transferring
any enrolled students to the new class (using a swap process — see section ‘Swapping Enrolments
from Old to New Class’, page 24)

@ IMPORTANT NOTE: where you are making changes to Primary/Graded Classes it is

extremely important that you exercise caution — as such things as Gradebook and Grade
Rosters will be connected to these types of classes. Please see the section on page 41, and
contact the SSO Operational Support Team on x65444 for advice.

Navigate To: Curriculum Management > Schedule of Classes > Maintain Schedule of
Classes

1. Enter the Term — and either Subject Area and Catalog Nbr; or enter the Course ID (this is
always located in the top left hand corner of both Course Catalog and Maintain Schedule of
Classes)

Maintain Schedule of Classes Maintain Schedule of Classes

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

=

Arademic nstifon = ~ a Academic Institution: = LIMANC Q

Term: = - Q Term: = - @ Q
Subject Area: = - ) Q Subject Area: = - Q.

Catalog Nbr: begins with Catalog Nbr: begins with ~ |

Academic Career: = - = Academic Career: = - -
Campus: begins with ~ Q Campus: begins with = | (5}
Description: begins with ~ Description: neging with -

Course ID: begins with Q Course ID: begins with a

Course Offering Nbr: = =< [ a Course Offering Nbr: = - ) Q

[ case Sensitive i
L [Tl Case Sensitive

Clear |Hasic Search [B)] Save Search Criteria ;
e B . s Clear |Basic Search Save Search Criteria
T

Search {Alt+1)
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2. You will be taken to the Basic Data tab of the Class Scheduling component. In here, use the [«
and ] buttons to move to the class you wish to make amendments to.

Meetings || EnrollmentCntrl || Reserve Gap MNotes | Examy || LMSData || Iexbook [ GL Interface |

Course ID: 037106 Course Offering Nbr: 1
Academic Institution:  The University of Manchester

Term: 201415 Academic Year UGRD

Subject Area: PHIL Fhilosophy

Catalog Nbr:

: 10777

Defenestration Studies

7 "
Find [viswe Al Bt KB 4 or5 FE 1. ast
— L

fnmiiar: 1R [EL=1
session A Full Year Class Nbr: 14820 Show next row (Alt-,)
|(:class Section: SEM3 ) *Start/End Date: | 15/09/2014 [5[0510612015 54
*Compenent: [EM "L saminar Event ID:
*Class Type: Mon-Enrall
*Associated Class: 1_@\ Units: 20.00 Associsted Class Afiributes
sCampus: AN | Main | AddFee |

*Location: L, Q Iain (= PR B =i

3. Remaining in the Basic Data tab, change the End Date to the effective date of the change.
Click Save.

@ IMPORTANT NOTE: before you click Save, ensure that any meeting patterns (in the Meetings

tab) do not have end dates AFTER the date you are entering here — if so, you will need to
amend those dates to correspond with the end date here in the Basic Data tab.

) lieetings | Envoliment Cnirl | Reseve Cap | Notes | Exam | LMSData |( Tedbook [ GLinterface

Course ID: 037106 Course Offering Nbr: 1

Academic Institution:  The University of Manchester

Te@: 201415 Academic Year UGRD . Auto Create Component |
Subject Area: PHIL Philosophy 4 - N

10777 Defenestration Studies

Eind | View Al First KN 4 o6 D aar

*Session: YR Q. Fyivear Class Nbr: 14820 =]
R SETie [sEMZ *StartEnd Date: | 15/00/2014 kJ[3110/2074 5

*Component: [SEM U Seminar EventID:

*Class Type: MNon-Enroll =

4. Again, in the Basic Data tab, click in the top right-hand corner of the Class Sections area.

fleetings || EnrolimentCnirl | Reserve Cap | Nofes | Exam || LMSData | Textbook [ GLInterface

Course 1D: 037106 Course Offering Nbr: 1

Academic Institution:  The University of Manchester
201415 Academic Year UGRD | M&&B&t&(&ﬂmmﬁﬁu
PHIL Philosophy g —————.

10777 Defenestration Studies

*Session: WR _Q Full Year Class Nbr; 14820
*Class Section: SEM2 +Start/End Date: |15/09/2014 [5[31/10/2015 5
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5. Click the button to add a new row in Class Sections.

“Meetings | EnrolimentCntrl | Resewe Cap | Notes | Exam | LMSData | Texbook | GLInterface
— — - — —

Course ID: 037106 Course Offering Nbr: 1
Academic Institution:  The University of Manchester

Terr_n: 201415 Academic Year UGRD |i\a_¢to&e:1tef3cgm *I
Subject Area: PHIL Philagophy ponss
atmog Hb 10777 Defenestration Studies

Find | Viewe Al Eirst B 5 o5 £ 155t

*Session: EYR S Fullvear Class Nbr: 14821
“Cligs Sartioi: SEM4 “StartEnd Date: |15/09/2014 |[5][06/06/2015 |[5]
[aton ¥ IF o

6. Create your new class using a new Class Section name (follow the process as in either the
‘Scheduling a Primary Class’ (page 6) or ‘Scheduling Associated/Related Class(es)’ (page 13)
sections of this guide). IMPORTANT: However, you MUST change the Start Date of this new
class to follow on from the end date of the Class you are changing (as described in steps 2-3,

page 20).

( Meetings [ EnrollmentCnirl || Reserve Cap || Motes | Exam || LMSData [ Texbook | GL Interface

Course ID: 037106 Course Offering Nbr: 1
Academic Institution:  The University of Manchester

TE-IT_!!: 201415 Academic Year UGRD | Auto Create Component |
Subject Area: PHIL Philosophy

Defenestration Studies

10777

Catalog Nbr:

i | Wiew Al

F_«gn Gort 1d 1as
=

[ *Session: WRIQ  EyllYear Class Nbr: 0
*Class Section: SEMS | el *StartiEnd Date:{ [03/11/2014 5/05/06/2015 |5
*Component; SEM |2 seminar Event ID: %

Mon-Enroll =

Associated Class Atributes

Enroliment Cntrl | Resenve Cap || MNotes [ Ex:

Course 1D 037106 Course Offering Nb

Arademic Instifufion: The | Inversite nf Manrhacstar
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8. Always bear in mind your Start Date of this new class as defined in the Basic Data tab when
defining the Start Date of any of your Meeting Patterns. (Refer to steps 6 — 11, pages 8 — 10 for
full guidance).

) EnrolimentCritl | ("Resenve Cap | Notes | Exam |( LWS Data | Tesbook | GLInterface

Course |D: 037106 Course Offering Nbr: 1

Academic Institution:  The University of Manchester

Term: 201415 Academic Year UGRD

Subject Area: PHIL Philasophy

Catalog Nbr 10777 Defenestration Studies

Class Sections Find | View Al First B 6 o5 L0 Last
Session: YR Full Year Class Hbr: 0
Class Section: SEM5 Component Lecture Event ID:
Associated Class: 1

‘Meeting Pattern Find | View 1 First L 4 074

Facility 1D Capacity Pat Mtg Start MigEnd M T W T F § § artgnd Date .El
a | @ logoo | [10:00 BEEBE (0311112014 |[5])[05/0612015 [

Topic ID: @, Free Format |
Topic:
Print Topic On Transcript Chataet HoUs

9. Having completed your meeting patterns, and added instructors for EACH unique meeting
pattern, move to the Enrollment Cntrl tab and configure this (follow the guidance at steps 13 &
14, pages 11 & 12).

“BasicData | Mestings WEIC LM RessweCap |( Notes | Exam || LWSData | Textbook | GLinterface

Course ID: 037106 Course Offering Nbr: 1
Academic Institution:  The University of Manchester

Term: 201415 Academic Year UGRD

Subject Area; PHIL Philosophy

Cata Nbr. 10777 Defenestration Studies

Enroliment Control
Session: VR Full Year Class Nbr:
Class Section: SEMS Component:  Lecture Event ID:
Associated Class: 1 Units: 20.00
6&155 Status: Active v) [=@anselCiassi=|
Class Type: Enroliment Gnroﬂment Status: Open )
*Add Consent: NoConsent ~  Raquested Room Capacity: |30 Total
*Drop Consent: Mo Consent - (Enroﬂment Capacity: W )ﬂ
1st Auto Enroll Section: [ ] Wait List Capacity: [ ] &
2nd Auto Enroll Section: — Minimum Enroliment Nbr: [
Cﬂesection to Section: )
i Auto Enroil from Wait List ) Cancel if Student Enrolled
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10. Once you click Save, your new class number will be generated. Make a note of this number, as
you will need this for when you swap students from the old class — see section ‘Swapping
Enrolments from Old to New Class’, page 24

Chicabngss | [Chnraleat gl S CResenie a1 CHolRs - ok IS Bl ook S CELed

Course iD: 037106 Course Offering Nbr: 1

Academic Institution:  The University of Manchester
Term: 2014115 Academic Year UGRD

Subject Area: PHIL Philasophy

: 10777 Defenestration Studies

*Session: YR Fypyear Class Nbr: 14822

*Class Section: |SEME *Start/End Date; 03112014 |[]|05/06/2015 [[5)
*Component: |LEC /& Lecture Event ID:

*Class Tvoe: Enroliment =

11. Once you have made your changes, they will become visible in Syllabus+ the next day. DO NOT
forget to tag them in Syllabus+ if they need a room allocating, and to notify CTS in the usual way
via Remedy by emailing ctschanges@manchester.ac.uk (see sections 7.2.2. — 7.2.4. of Appendix
C). Please also refer to APPENDIX C (excerpt from CTS S+ Guidance).
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Swapping Enrollments from Old to New Class

To do this you will be using the Block Enroll Merge functionality of Campus Solutions. The process
will be slightly different depending on whether the class you have amended is a Primary/Graded Class
(normally the LEC) or an Associated/Related Class (e.g. SEM, TUT, WSP etc.).

@ Primary/Graded Components will have things such as Gradebook and Grade Rosters attached

to them. It is important that you exercise caution when making amendments to such classes
— please see the section on page 41, and contact the SSO Operational Support Team on
Xx65444 for advice.

Swapping Enroliments for Primary/Graded Classes (e.g. Lecture — LEC)

In this case we will be swapping students between two primary/graded components (i.e. with a Class
Type of ‘Enroliment’)...

...from the class that is no longer running (i.e. the one you have amended to show an end
date in Basic Data):

| Meetings EnrolimentCntrd || Resenve Cap Motes Exam LMS Data Textbook | GL interface

Course ID: 037106 Course Offering Nbr: 1

Academic Institution:  The University of Manchester

Tenjr]: 2014115 Academic Year UGRD | Auto Create Component: |

Subject Area: PHIL Philosdphy e P

Catalog Nbr: 10777 Defenestration Studies N

 Class = - i Firet B g o7 D)
*Session: Full Year Class Nbr: ( 14817 ) =]

[ +Class Section: |LEC1 *StartEnd Date: |15/09/2014 [51{28111/2014 [5)

| *Component: LEC Q| arhye Event ID; \

| *Class Type: m end date you

[ sl i

*Associated Class: I Units:  20.00 Associated Class Attributes haye aqgndes
*Campus: MR Main | AddFee |

| *Location: |MA|N Q Main [T € rhadala Mt

...to the newly created class where the Activity has changed:

. Meetings Enroliment Cntrl | Reseve Cap Motes Exam LIS Data Textbook ' GL Interface

Course 1D 037106 Course Offering Nbr: 1

Academic Institution:  The University of Manchester

TEI'I'-I"I: 2014/15 Academic Year UGRD Mﬂ&feaie(}ompnnem:

Subject Area: PHIL Phitasophy =
10777 Defenestration Studies

Catalog Nbr:

*Session: [YRIQ Fyiryear Classtor:  (T14823 ) =
“Class Section: lLEc2: ~Start/End Date: |DV122014 [5[05/06/2015 [
*Component: Event ID;

*Class Type:

*Associated Class: 20.00 Associated Class Mfributes

*Campus: Main | Add Fes

“Location: o [ schedule Print
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Navigate To: Records and Enroliment > Enroll Students > Block Enroliment > Block
Enroll Merge

1. Click Add a New Value.

Block Enroll Merge

Enter any information you have and click Search. Leave

2. In the Block Enroll Merge screen/tab. Firstly, click the Detail / Create hyperlink directly
underneath the blank Student Block field.

=lsiesy W0 T Block Enroll Detail | Block Enrd Detaild | Block Enrl Detail?

Enrollment Request ID: 0000000000 Request Status: Pending | Bubmite |
Merge Blocks
Academic Institution: UMANC | Qy The University of Manchester =
| Merge |
Student Block: -.\‘ Q S S
i Cetail Create
Class Block: e a

Detail / Create

3. You will be taken to the Create Custom Student Block screen — click the Get Class List
button.

Black Enrall Merg_e
Create Custom Student Block

Academic Institution:

LIMANC The University of Manchester

\: -
Fin | View Al Erst 58 1071

*1D *Academic Career Academic Program

4. You will be taken to the Student Class List screen. Complete ALL fields with appropriate
criteria, using the original Class Nbr that you are swapping students from.

Student Class List

*Academic Institution: |UMANC G [ Getstudents |
*Academic Career. UGRD -
| Selectall |
*Term:| 1141 Q [rame———ass
| Create Student Block |

*Class Nbr: | 148173

“persanaize | Find | Vies a8 7 ot K ort B Loat |

Student . |

\Empl 1B Name Academic Career  Academic Program Enroliment’ ‘LastUpdate Select
; F TR Date Stamp i

P | | | | ] 87 |
|
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5. You now need to click the 3 buttons to the left, in order. Therefore, firstly, click the Get
Students button.

Student Class List

*Academic Institution: |UMANC G Getsty g‘__m'ga 7
*Academic Career; UGRD - Pr—.
*Term: | 1141 G

*Class Nbr:| 14817 @

6. The students currently enrolled on the class will appear below (you'll note in the Select column,
without any of the boxes selected). Therefore, you now need to click the Select All button.

Student Class List

*Academic Institution: UMANC G | GetStudents |
*Academic Career: UGRD - m
elec 2.
“Term: 1141 @ &

| en " . |
IR T || Create Student Block |

: T o =
Personalize | Eind | iew Al 2 PEE First Ellq g ora T Last
Student

. ' Empl 1D Hame ‘Academic Career | Academic Program in“:tc::ﬁenﬁ ;m&? Select ‘
| 1 10249859 E——— \ucrD 0079 Enrolled 1270012014 5 |
| 2 10340860 \Cosmo Kramer \uGRD 00479 Enrolled 1202014 5 '
i 2 10340861 Elaine Benes lUcRD 00479 Enolled [omemoia B Bl |
| 4 0083788 (Gearge Costanza UGRD (00479 Enolled [a0oi201s g 0]

7. Ensuring that ALL the select boxes are now checked, click the Create Student Block button.
Student Class List

*Academic Institution: UMANC G

“Academic Career: UGRD hd
Term: 1141 @
*Class Nbr:[ 14817 Q
_ i LA
Student
! 2 = s e Last Update.
Empl 1D Hame |  |Academic Program  Enroliment = = iSe
Empl 1D me Academic Career | A mic Program .‘Eg:;:llisment Date Stam| lect
| 110349859 Jerry Seinfeld \UGRD 00479 Enralled [12/09i2012 B =
| 210349860 Cosmao Kramer UGRD 00479 |Enrolled 12/09/2014 B &)
| 3 10349861 Elaine Benes \UGRD 00479 Enrolled 120012014
4 9983788 George Costanza ‘UGRD 00479 Enrolled [12/00/2014
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8. It will appear that nothing has happened. However, the block has been created and you can now
click OK.

Student Class List

*Academic Institation: |UMANC Gy IWM |
*Academic Career:. UGRD b e
| SelectAll |
“Term:[1141 @ S
Zreate | ] ke
*Class Nbr:|14817/Q, ndts Shudent Blovic|
.F‘arsonaﬂze}'m& I \View -’—-.!if' ]'l Firet BN qg or g 2| aef
Student |
{Empl 1B HName A mic Career Academic Program  Enroliment M Select
i e Date Stamp i
110349859 Jerry Seinfeld UGRD 00479 Enrolled 12/09/2014 [ @ |
|
| 210349860 Cosma Kramer UGRD 00478 Enralled 12109/2014 E;I: |
3 10349361 Elaine Benes UGRD 00479 Enrolled 12109/2014 5 |
4 9983788 George Costanza UGRD 00479 Enrolled 12/09/2014 [5] |

[Jcancel | Refresh

9. You will be returned to the Create Custom Student Block screen (as seen at step 3, page 25)
— your student block should now be here. Click OK on this screen.

Block Enroll Merge

Create Custom Student Block

ic Instituti Get Class List |
Academic Institution: UMAMC The University of Manchester |7 e -

Find ] View A1 Frst B 1ot op 4 03 {45t

1D *Academic Career Academic Program

(10349852 Q. seinfald Jerry UGRDIQ. yero 00479 /@ BAHOns) s
|10%4985.° e Kramer,Cosmo ’mo\ UGRD 00474 Y ;2'('&322;“’ e
10342881 A penes Efaine UGRD'Q ygrp ooa7a | Ei?ﬁﬁﬁgTy RH
|9983788 X Costanza George lm@\ UGRD WO\ Eﬂgﬁﬁﬂg?y FEE
Pillosapy,

) Cancel | Refresh |

10. You will be now returned to the original Block Enrol Merge screen/tab (as seen at step 2, page
25). Do not be alarmed that the Student Block field is blank! The block has been created.

== R UG B Block Enroll Detail || Block Enr Detail1 ' Block Enrl Detailz

Enroliment RequestID: 0000000000 Request Status: Peiidini BBt

Academic Institution: The University of Manchester — -

da notbe concemed, R

Student Block:

Class Blochk:
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11, Staying in this screen/tab, now click the Detail / Create hyperlink directly underneath the blank
Class Block field.

(8= e =GR - Block Enroll Dtail | Block Enri DetailT | Block Enrl Detail2 |

Enroliment Request 1D: 0000000000 Request Status: Pending LBt
Merge Blocks

Academic Institution: LIMANC QL The University of Manchester |7 |

Student Block: 1Q,

Detail / Create

Class Block: [ &
= M( Detaiy Create )

12. You will be taken to the Create Customized Class Block. Firstly enter your Term.

Block Enroll Merge

Create Customized Class Block

Academic Institution: LHAAMNC The University of Manch
*Term: # Action Class Nbr Grading Basis Uni
i Reason Grade In

( W Enrall - | a ‘:, |:
[ B a &

Overrides

13. Now change the Action to ‘Swap Courses’ (when you do so, you will notice that the screen
changes slightly, and an extra blank field appears).

Block Enroll Merge

Create Customized Class Block
Academic Institution: ANC e Une(ity UfManest

*Term: Action t Class Nbr Grading Basis Units Crse Count Re

ActionDt _Reas hangeTo  Gradein
[1141 @ ( swapcourses ~ ]' |a D |—|1u| ﬁ B
| H O a Ja [ ]

| Access ID: Full Enrolment Access [ 8a
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You will now need to enter the class numbers of the classes you are swapping from and fo. However,
to do this, you must follow these instructions closely.

14. Enter your original/ Class Nbr in the top field (corresponding to the field name).

Block Enroll Merge
Create Customized Class Block

Academic Institution; UMANC The Ur
*Term: Action Class Hbr*:(}l
| Action Dt Reason 41 To G

1141 @ Swap Courses  ~([14817 0 |

| Bl & [l F

Arrepcs 0. Full Earnlmant Arcace

15. Now move to the field immediately below the field in the previous step (this is the Change To
field) and enter the NEW Class Nbr you are moving your students to.

Black Enroll Merge
Create Customized Class Block

Academic Institution: UMANC The Uni
E*Term: Action Class Nbr Gri
Action Dt Reason Change Todlrer:
11141 |Q Swap Courses v |14817 Q|
| B e C
| B T o R TR SPRRMFLTEY LAY SR E:l

16. IMPORTANT: Ensure you are still in the field where you have entered the last class number -
you must now hit [ENTER] on your keyboard... You will be taken back to Block Enroll Merge
screen/tab. DO NOT be alarmed — your work is not lost!

3 Biack Enroll Detail | Block Enrl Detaill | Black Enrl Detail2

Enroliment Request ID: 0000000000 Request Status: Pending | S B
Merge Blocks
Academic Institution: UMANG |3 The University of Manchester P
| Merge
Student Block: &8
Detail / Create
Class Block: a

Detail | Create

Filtering Criteria
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17. Click back on the Detail / Create hyperlink directly underneath the Class Block field.

(=ited= S L EE © Block Enroll Detail )| Block Enrl Detailt ) Bl
e

Enroliment Request ID: 0000000000 Request 51
Merge Biocks

Academic Institution: UMANC |3 The University of Manc
Student Block: &

Cetail ! Create

18. Your class details will now be validated. You now need to at /east check the Service Indicator
override (for advice on other overrides, for all circumstances, please contact the SSO Operational
Support Team on x65444).

Block Enroll Merge

Create Customized Class Block
Academic Institution: LIMARNC The University of Manchester

*Term: Action Class Nbr Grading Basis Units Crse Count Related 1 Related 2 . El
Action Dt Reason Change To  GradeIn
1141 @ Swap Courses - |‘1481?§Q LMK 20.00 1.00 Q | (=5
. ; — Pmmsophy m»m LEC2
| i ia a3 g ||

Overrides
Access ID:

Full Enrolment Access

Action Date Closed Class Grading Basis e -
Appointment Class Links Class Permission Unit Load
Career Class Units Requisites V¥art List Okay
[T Dynamic Dates

19. Now click OK.

Block Enroll Merge

Create Customized Class Block

A,cad Institution: UMANC Um'ritnynhter
*Term: Action Class Hbr Grading Basis Unils Crse Count Related1 Related 2 . E|
Action Dt Reason ChangeTo  Grade In

1141)Q Swap Courses = [14817/ @ [Liii] [ 2000 100 el 2
. e [ Philosephy 10777 LEC2

Defenestration Studies

14115 Year Full Year  UGRD

Access ID: Full Enralment Access Service Indicator
Action Date Ciosed Class Grading Basis Time Conflict
Appointment Class Links Class Permission Unit Load
Career Class Units Requisites Wait List Okay
Dynamic Dates

Requirement Desigration

[ElovrdRD Designation Notel:; | @
|

RD Option: | -] RO Grade: - Repeat:

independent Studies

| Instructor 1D: | |

= .
|} cancel || Refresh |
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20. You will be taken back to the Block Enroll Merge screen/tab. Click the Merge button.

Bﬁi‘i;g’:_ﬁrgéﬂ_ﬂiejﬁ'g‘é’ Block Enroll Detail | Block End Detait! | Block End Detail2 |

Enroliment Request ID: 0000000000 Request Status; Pending G amit

| Academic Institution: !U_MANC a The University of Manchester
Student Block: | a e
Detail / Create Merge Blocks
Class Block: | a

IR GREHE

Academic Career: | |

21. You will now see that the Submit button has become available — click this now.

Block Enroll Detail | Block Enrl Detailt | Block Enrl Detail2

Enroliment Request ID: 0003246123 Request Status: Pending

Academic Institution: UMANGC |3 The University of Manchester

Student Block: Q :

22, After some processing time, your Request Status should change to ‘Success’, indicating that
your students have been transferred across to the new primary/graded class (e.g. Lecture).

Favorites | Main Menu > Recordsand Enroliment > Enroll Students > Block Enrolment > Block Enroll Merge

Black Enroll Detail [ Block Enrd Detail? || Bigck Enrl Detail2

Enroliment Request ID: 0003246123

Request Status: SuUccess

Academic Institution; E'..'!.1-—! IC | The University of Manchester

@ If the Request Status returns ‘Errors’ then please contact the SSO Operational Support
7eam at cs.records@manchester.ac.uk / x65444 for advice.

Checking that Students have been transferred correctly

There are a couple of ways you can check this:
* Against the class directly: Navigate to Curriculum Management > Class Roster > Class Roster

» Against individual students: Navigate to Records and Enrollment > Enrollment Summaries >
Enrollment Summary
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Swapping Enroliments for Related/Associated Classes (e.g. Seminars, Tutorials
etc.)

This process is very similar to that outlined on pages 25-31. However, there are variants to this.

In this case we will be swapping students between two related/associated classes (i.e. with a Class

Type of ‘Non-Enroll)...

...from the class that is no longer running (i.e. the one you have amended to show an end
date in Basic Data):

U Meetings | EnrolimentCntrl | Reserve Cap | Notes || Exam | LMSData | Textbook | GLinterface

Course Dt 037106 Course Offering Hbr 1
Academic Institution:  The University of Manchester
Tem: 2014115 Academic Year UQF{D Auto Create Component
Subject Area: PHIL Philosophy = =
Catalog Nbr: 10777 Defenestration Studies !
Find | Migw All
*Session: Full Year Class Nbr: C 14820 D =
*Class Section: *Start/End Date: |15/09/2014 |3110/2014 |5
*Component: ; - EventID; ‘\,
*Class Type: Mon-Enrall 2nd date you have
amsa -

...to the newly created class where the Activity has changed:

f=ci sl Meetings [ EnrollmentGritl || Resene Cap || Motes ) Exam || LMSData |/ Textbook |[ GL Intetface

Course 1D: 037106 Course Offering Nbr: 3

Academic Institution:  The University of Manchester

TenT!: 2014115 Academic Year UGRD | Auto Create Component 'i
Subject Area: PHIL Philosophy - : =

Catalog Nbr: 10777 Defenestration Studies

fia MIETS

*Session: (YR IQ Fyilvear Classhbr: (74822 ) F =

*Class Section: |SEMS *StartEnd Date: (03/11/20714 [5[05/06/2015 [5]
*Component: Event ID:

*Class Type:

=1 I A
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Navigate To: Records and Enroliment > Enroll Students > Block Enroliment > Block
Enroll Merge

1. Click Add a New Value.

Block Enroll Merge

Enter any information you have and click Search. Leave

In the Block Enroll Merge screen/tab. Firstly, click the Detail / Create hyperlink directly

2.
underneath the blank Student Block field.

“8 | Biock Enroll Detail  Block Enrl Defaild Block Enrl Detail?

Enroliment Request I0; 0000000000 Request Status: Pending

Academic Institution: UMANC |G The University of Manchester
. Merge
Student Block: -\* Q
i Cetail Create
Class Block: Ve

Detail / Create

3. You will be taken to the Create Custom Student Block screen — click the Get Class List
button.

I_Eilock Enroll Merge
Create Custom Student Block

LIMANC The University of Manchester

Academic Institution:
e | Wiew Al st £ yory ]

*Academic Career Academic Program

*1D

@ When swapping related/associated classes using the Block Enrol Merge process, you
CANNOT just return a class list for that original class (e.g. SEM3, TUT4 etc.) — you have to
get the class list for the primary component (normally the Lecture), and then select the

students accordingly
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4. You will be taken to the Student Class List screen. Complete ALL fields with appropriate criteria,
using the Primary Enrollment Class Nbr (normally the lecture) — you can select the students
you need later, and specify the related class they are being transferred to.

Student Class List

*Academic Institution: |UMANC G [ Get Students |
*Academic Career: UGRD - -
SelectAll

“Term: (1141 Q i

— | Create Student Block |

*Class Nbr: [14817 @ Eereae |
b

naize | Find | view A1 B

Student

Emipl Hame Academiic Career  Academic Program  Enrollment’
| Empl Ib Hame Academiic Career | Academic Program “Egnhr:)‘:;mem St Select

5. You now need to follow the process in order. Therefore, firstly, click the Get Students button.

Student Class List

*Academic Institution: |UMANC G _Geiﬁtﬁents i 1,
*Academic Career; UGRD - -
SelectAl |

*Term:|1141 @ S
— | Create Student Block |
*Class Nor: [ 148170 e 8

6. Now, rather than clicking the Select All button (as at step 6, page 26), select the students who
are on the seminar, tutorial, workshop etc. class you are swapping (you can use Curriculum
Management > Class Roster > Class Roster and look up the class nhumber to confirm who these
students are).

Student Class List

*Academic Institution: UMANGC Gl | Get Students |

“Academic Career: USRD  ~
 Selectall |

*Term: 1141 |Q

Student | el
“Class Nbr: | 14817 Q, Co Lz

“personaize Feind | View a1 B {32 Fist £ 540 o7 10 1 Last

Empl 1D Hame Academic Caresr  Acad ai w Lasthodale:  ¥ooiedt a‘
-M Date Stamp

| 1110349859 Jerry Seinfeld UGRD 00479 Enrolled [15/0912014 |[F
| 210340880 Cosmo Kramer UGRD 00479 Enralled 1510012014 [5
| 3 10340861 Elaine Benes UGRD 00479 Enrolled [15/029/2014 |5
410349911 Tien Whatley UGRD 00479 Enrolled [151002014 |5} [
| 510349012 George Steinbrenner UGRD 00479 Enrolled [15/09:2014 |[5
| & 10340013 | David Puiddy \uGRD 00479 Enrglled [renezota 5| @
| 7.1U345914 .JacupnPeIerman .UGRD 00479 Enrolled .E:EQEZD‘M E{E
5 10249915 | sackie chites lueRD 00479 Enrolled [si09r2014 5| [
| 910349915 Frank Costanza UGRD 00479 Enrolled [1510012014 |[5
10 ;9933735 | George Costanza .UGRD 00479 ‘Enrolied [150012014 [

Ok | Gancel | Refresh

7. Now click the Create Student Block.
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Student Class List

*Academic Institution: [UMANC O | Get Students |
*Academic Career: UGRD -

I
*Term:|1141 @ - ;
“Class Nbr: [14817/Q) G—G‘Eﬁ&—%dﬁi& Qeegj‘D 3

‘Emol 1D Hame ‘Academic Career |Academic

8. It will appear that nothing has happened. However, the block has been created and you can now
click OK.

Student Class List

*Academic Institution: |[UMANC &

*Academic Careen: UGRD hd

*Ieml:’ﬂT.Q
*Class Nbr:[ 14817 Q) |- Greate Student Block |
Personalize | Fina |\ AL BT R Fror RS 440 o 40 L ast
Student "

Empl ID ‘Hame Academic Career  Academic Program g&mm -ﬁi‘:ﬁ Select ‘

1/10349859 | Jerry Seinfeld \UGRD 00479 Enrolled IM@ ]
2 10349850 i Rearir UGRD {00479 \Enioiled IIMEJ; |
3 10349861 ‘Elaine Benes UGRD. 00479 Enrolled 15092014 5 @ 1
£ 10349911 Tim Whatley UGRD ‘00479 Enrolied IMEJ el |

510349912 | George Steinbrenner .UGRD 00479 .Enro1led IWEJ F
§ 10349913 David Puddy \UGRD 00473 Enrolied [5mez014 @ B |
7 10249814 ' Jacopo Peterman UGRD. 00479 Enrolled 150972014 5 [
2 10349915 Jackie Chiles UGRD 00470 Enrolled IMEU 5l |
9 10349916 |Frank Costanza .UGRD 00479 .Enr01led 'MEJ F i
10 9983788 e UGRD 0479 Emoiled 150092014 [5] (4] |

| Jeancel | Refresh |
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9. You will be returned to the Create Custom Student Block screen— your student block should
now be here, containing only the students you have selected on the previous screen. Again, click
OK on this screen.

Block Enroll Merge
Create Custom Student Block

Academic Institution: URMANC The University of Manchester

Find | Wit A1l Firsl
1D *Academic Career Academic Program
(10249852 QU seinfeld,Jerry UGRD'A, ygro 00479 |3, BA(Hons)
| Philosophy =
103429800 Q KramerCosmo UGRD QA ygrp 00479 |, BA(Hans)

_ Philosophy =
10348861 A Benes Elaine UGRD'Q ygrp 00478 @ BA(Hons)
———— = Philosophy #F[=]
|o983788 A CostanzaGeorge UGRD Q. jgrp 00479 | BA(Hons)

Philosophy

(oK ) cancel | Refresn |

N

10. You will be now returned to the original Block Enrol Merge screen/tab (as seen at step 2, page
25). Do not be alarmed that the Student Block field is blank! The block has been created.

=g =il 8 Block Enroll Detail | Block Enil Detailt [ Block Enrl Detail2. |

Enroliment RequestID: 0000000000 Request Status: P Bttt

Academic Institution: The University of Manchester |—-|
d e
Student Block: D T— ?mm%mmm
Class Blochk:
Detail / Create

Filtering Criferia
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11. Staying in this screen/tab, now click the Detail / Create hyperlink directly underneath the blank
Class Block field.

= S 08 - Black Enroll Detail | Block EnrlDetailt ) Block Enrl Detailz |

Enroliment Request 10: 0000000000 Request Status: Pending |ﬂ|
"Merge Blocks:
Academic Institution: LIMANC QL The University of Manchester |7.|
Merge |
Student Block: e}

Detail / Create

:Ciaﬁsﬁiock: N l—.q

Detailf Create

12. You will be taken to the Create Customized Class Block. Firstly enter your Term.

Block Enroll Merge

Create Customized Class Block

Academic Institution: LIMAMC The University of Manch
Action Class Nbr Grading Basis Uni
Reason Grade In -

Enrall - | @ | | |

B & &

13. Now change the Action to ‘Swap Courses’ (when you do so, you will notice that the screen
changes slightly, and an extra blank field appears).

Block Enroll Merge

Create Customized Class Block
Academic Institution: e Uneri of I'vne __

*Term: Action * Class Nbr Grading Basis Units Crse Count Re

ActionDt _Reas hangeTo  Grade In
1141 2 Swap Courses - Q r T

| | I [ Ja [ ]

| Access ID: Full Enrolment Access [ 8a
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Firstly, you will now need to enter the SAME class number in the Class Nbr and Change To fields —

this is because, the primary class will be remaining the same — it is the Related class that we are
changing (which is done in a further field).

14. Enter your primary Class Nbr (normally the Lecture) in BOTH the top and bottom field
(corresponding, respectively, to the headers Class Nbr and Change To).

Block Enroll Merge
Create Customized Class Block
Academic Institution:

LIMAHE

The University of Manchester

Eind | View Al First K1 4071 a5t
*Term: Action Class Nbr arading Basis Units Crse Count Related 1 Related 2 El
Action Dt Reason ChangeTo  Qradein
[a1le Swap Courses |» [14817Q [ oo | | e | |
| Bl &

(14817

Access ID: Full Enralment Access [ service Indicator
Action Date Closed Class | Grading Basis [#[Bme Conflict
Appointment Class Links Class Permission

D

Unit Load

= el

15. Now enter (or use Look Up to select) the class number of the class you are transferring your
students fo (i.e. the new class you have created in Class Scheduling for the change of Activity) in

the Related 1 field (for any scenario where you need to change two related classes — i.e. also
use the Related 2 field — please contact the SSO Operational Support Team on x65444).

I%I_Uck Enrol_[ Mer_ge - -
Create Customized Class Block
Academic Institution: .

heUn'r'u'esity of Machester

Eind | Visw Al Frat B 4 orq K s

2 Class Nbr Grading Basis Units Crse Count Related1 Related 2 E|
Action Dt Reason ChangeTo  Gradeln
lﬁﬁ i Swap Courses - | 14817 Q@ |r|_|r,-';!~,1

[ i 2._‘|_-;|;:-| | 1.00] | Q
- Philosophy 10777 1
| Eﬂl Q 48] |_| Defenestration Studies
14115 Year Full Year UGRD

16. You now need to at /east check the Service Indicator override (for advice on other overrides,
for all circumstances, please contact the SSO Operational Support Team on x65444).

TG Al T T R WAL

Access [D: Full Enrolment Access

Sewtce Indicator
[ rlacad Clace Tl Eradina Dacic by ra

[ Artinn Data
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17. You can now click OK.

Block Enroll Merge
Create Customized Class Block
__ stion: UM Te Unjtgruf M'str

e ] View Al First B o7 (12 | og

*Term: Action Class Nbr Grading Basis Units Crse Count Related1 Related 2 E]
Action Dt Reason ChangeTe  Gradeln
I‘HT@, Swap Courses = |_1'4E‘1T’0\ |ﬁ| | 20.00 |lﬂ| L Q
] 1 ’— Philosophy 10777 1
| = Eﬂ' -:Q‘ T B, lj Defenestr:ﬂm Studies
14415 r Full Year UGRD
‘Overmdes
Access |Dn Full Enralment Access Service Indicator
Action Date Closed Class [ Grading Basis [#] Time Conflict
Appointment Class Links Class Permission Unit Load
[Fcareer [Fclass Units Requisites [#] wvait List Okay
Dynamic Dates
Reguirement Designation
OVrdRD  Designation; | Note: | @
RO Option: - RO Grade: - Repeat l—f@.

Independent Studies

instructor 1D
L}

18. You will be taken back to the Block Enroll Merge screen/tab. Click the Merge button.

Sl d= LGB (Block Envoll Detail \( BlockEnd Detail1 [ Block Enrl Detail2_|

Enrollment Request ID: 0000000000 Request Status: Pending

Merge Blocks

Academic Institution: UMANC |G The University of Manchester —
Student Block: _ la ——f—

Detail f Create Merge Blocks
Class Block: a

Detail / Create

Filtering Criteria

| Academic Career:
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19. You will now see that the Submit button has become available — click this now.

) Block Enroll Detail || Block Enrl Detail1 || Block Enrl Detail2

Enrollment Request ID: 0003246126 Request Status: Pending | S”

ost Enroliment §

Iarge

Academic Institution: |UM»\NC Q The University of Manchester

Student Block; | Q
Detail / Create

23, After some processing time, your Request Status should change to ‘Success’, indicating that
your students have been transferred across to the new related/associated class (e.g. seminar,
tutorial, workshop etc.)

) Black Enroll Detail | Block Enil Detaild Block Enrl Detail2

Enroliment Request ID: 0003246126 Request Status: Success

| Academic Institution; ;I.'i.!;.i':ii' The University of Manchester —

P PR e T | |

@ If the Request Status returns ‘Errors’ then please contact the SSO Operational Support
Team at cs.records@manchester.ac.uk / x65444 for advice.

Checking that Students have been transferred correctly

There are a couple of ways you can check this:
» Against the class directly: Navigate to Curriculum Management > Class Roster > Class Roster

* Against individual students: Navigate to Records and Enroliment > Enrollment Summaries >
Enrollment Summary
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Important Considerations when Creating New Classes

The following scenarios must be considered when creating new classes after teaching on a particular
Course Unit has started.

If any of these scenarios apply, please contact the SSO Operational Support Team at
cs.records@manchester.ac.uk / x65444 for advice.

e If the class is a Primary / Graded Component

o Where there are any existing Gradebook entries (including marks), for the original
primary / class.
o Inturn, if Grade Rosters have been created (whether they contain marks or not)

e For all types of classes

o Where Attendance Rosters are being used — any already created rosters for the
old unit will no longer be of use. New ones will need to be created.
o Implications for integration of the new class(es) into Blackboard

Other Guidance

For training guidance on other Course Catalog and Class Scheduling related functionality (e.g.
amending titles; rolling classes forward to subsequent terms, etc.), please see the IT Service Training
Guide: ‘Course Catalogue & Class Creation and Scheduling’ available on StaffNet via
http://www.staffnet.manchester.ac.uk/employment/training/it-systems/
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APPENDIX A — Syllabus+ Campus Solutions Integration

[excerpt from the Integration Services Guide — this is not intended as a 'training guide’ but can be used for
reference]

Activity Object
Data included in Activity
Activities from Integration are sourced from Courses and Classes that have had any Class Section

scheduled for the relevant Academic Year for Organisations within the Activity integration stream
(“"Campus Solutions Managers” for timetabling purposes).

Activity Object

Source System = Campus Solutions |

Data Item Source/Navigation

Activity Host Key Composite of Course ID, Course Session, Class
e.g. 004316-1SE-TUT1-1 Section and first Meeting Number in activity
pattern:

1) Curriculum Management > Schedule of
Classes > Maintain Schedule of Classes; Basic
Data, Course ID (from Course Catalog)

2) Curriculum Management > Schedule of
Classes > Maintain Schedule of Classes; Basic
Data, Class Sections, Session

3) Curriculum Management > Schedule of
Classes > Maintain Schedule of Classes; Basic
Data, Class Sections, Class Section

4) Curriculum Management > Schedule of
Classes > Maintain Schedule of Classes;
Meetings, Meeting Pattern (number in header
bar)

Activity Name Composite of Subject and Catalog Number,
e.g. ECON20401/LEC/LEC1/01 Component Code, Class Section and first Meeting
Number in activity pattern:

1) Curriculum Management > Schedule of
Classes > Maintain Schedule of Classes; Basic
Data, Subject Area (from Course Catalog)

2) Curriculum Management > Schedule of
Classes > Maintain Schedule of Classes; Basic
Data, Catalog Nbr (from Course Catalog)

3) Curriculum Management > Schedule of
Classes > Maintain Schedule of Classes; Basic
Data, Class Sections, Component

4) Curriculum Management > Schedule of
Classes > Maintain Schedule of Classes; Basic
Data, Class Sections, Class Section

5) Curriculum Management > Schedule of
Classes > Maintain Schedule of Classes;
Meetings, Meeting Pattern (number in header
bar)

Activity Description Curriculum Management > Course Catalog >
e.g. Yoghurt Weaving Course Catalog; Catalog Data, Long Course Title
OR Description where Long Course Title is
missing. If Title changes are made post-
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scheduling, consult Course/Class guide re Course
Roll

Activity Department

Curriculum Management > Schedule of Classes >

e.g. 3088 Maintain Schedule of Classes; Basic Data, Class
Sections, Academic Organization
Activity Type Curriculum Management > Schedule of Classes >

e.g. LEC — Lecture

Maintain Schedule of Classes; Basic Data, Class
Sections, Component

Activity Day Pattern
e.g. 1010000 (Monday and Wednesday)

Composite of days checked in Meeting Pattern:
Curriculum Management > Schedule of Classes >
Maintain Schedule of Classes; Meetings, Meeting
Pattern M+ T+ W+ T+F+S+S

Activity Start Time
e.g. 10:00:00

Curriculum Management > Schedule of Classes >
Maintain Schedule of Classes; Meetings, Meeting
Pattern, Mtg Start

Activity Duration
e.g. 120

Minute value calculated by subtracting Start Time
from End Time:

1) Curriculum Management > Schedule of
Classes > Maintain Schedule of Classes;
Meetings, Meeting Pattern, Mtg Start

2) Curriculum Management > Schedule of
Classes > Maintain Schedule of Classes;
Meetings, Meeting Pattern, Mtg End

Activity Availability Pattern
e.g. SEM1.NOT.W06 (READING WEEK)

See below for how Patterns are identified. Once
meeting pattern groups have been identified, the
following data items are used:

Curriculum Management > Schedule of Classes >
Maintain Schedule of Classes; Meetings, Meeting
Pattern, Start/End Date

Activity Module Code

See Modules Object

Activity Integration Functional Specification

Integration will perform the following actions based on data in Source System(s)

Data Item Insert | Update | Delete
Activity Host Key Y Y Y
Activity Name Y Y Y
Activity Description Y Y Y
Activity Department Y Y Y
Activity Type Y Y Y
Activity Day Pattern Y Y Y
Activity Start Time Y Y Y
Activity Named Availability Y N Y

When Activities are deleted, SPDA will attempt to delete any associated Enrolments.

Activity Creation Criteria

Activity creation criteria is identical to Module criteria, save for specific Organisations within the

Activity Integration Stream:

« 3016 Manchester Business School (Undergraduate Only)

3031 School of Law
3034 School of Mathematics
3041 School of Social Sciences
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e 3088 School of Arts, Languages and Cultures

Modules owned by these organisations with UCOL Subject Codes will be handled in the Activity
Template integration stream

Activities must fall within the day and time constraints as defined in the relevant Syllabus Plus image
Institutional setup. Activities will not be created if the source data breaches the following constraints:

» Start Time is not between 08:00 and 21:00
 End Time is not between 08:00 and 21:00
e Start Time is equal to End Time

Activity Week Pattern determination

For an Activity within a Module, week pattern determination is based on the following data items
having the same day pattern, start time and end time within the Class Meeting Pattern
information (see above for item navigation):

e Term

e Course ID

»  Course Session,
« Class Section

The Start and End Dates of the Meeting Pattern are used to determine in which weeks the Activity is
taking place. Meeting Start and End Dates should reflect full weeks, starting on the
Monday of the week pattern, not the actual Activity day. The Day Pattern should be used to
record which day(s) the Activity takes place. See the examples below of how Class Meeting data is
interpreted in to Syllabus Plus Activities.

Activity Notes
Activity notes are identical to Module notes, except:

« Where a Class Section is Cancelled in Campus Solutions, it will be moved to the Activity
Deletion Group in Syllabus Plus
e See note for UCOL subject Modules above

Activity Week Pattern determination examples

All examples are based on the 2013 Academic Year. For Timetabling purposes, this begins with week
zero on the 16th of September. Week numbers given are raw week numbers from this point, not
adjusted for vacations as in the timetabling calendar.

For a given set of Class Meetings within the same Term, Course ID, Course Session and Class Section,
a pattern group is identified by meetings having the same day pattern, start time and end time.
Once the pattern group has been established, the named Availability calculation compares the start
date of each week of the timetabling year with each Meeting Start and End Date within the group. If
the week start is between the Meeting start and End Dates, the activity is taking place within that
week.
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Example 1 — one weekly activity

The Activity takes place on the same day and at the same time throughout the academic year

Course | Session | Class Meeting | Start End Date | Start End Day Primary

ID Code Section | Number | Date Time Time Pattern | Meeting
Number

001234 | 1YR SEM3 1 30/09/2013 | 27/10/2013 | 12:00:00 | 13:00:00 | 0000100 | 1

001234 | 1YR SEM3 2 04/11/2013 | 15/12/2013 | 12:00:00 | 13:00:00 | 0000100 | 1

001234 | 1YR SEM3 3 03/02/2014 | 06/04/2014 | 12:00:00 | 13:00:00 | 0000100 | 1

001234 | 1YR SEM3 4 28/04/2014 | 04/05/2014 | 12:00:00 | 13:00:00 | 0000100 | 1

Activity Host Key = 001234-1YR-1

Activity takes place in weeks 02,03,04,05,07,08,09,10,11,12,20,21,22,23,24,25,26,27,28 and 32

Activity Named Availability = SEM1.W02-05&07-12&SEM2.W02-11

Example 2 — one activity, not weekly.

The Activity takes place at the same time, for the same duration on the same day. It does not take

place every week.

Course | Session | Class Meeting | Start End Date | Start End Day Primary

ID Code Section | Number | Date Time Time Pattern | Meeting
Number

001234 | 1SE SO08A 1 30/09/2013 | 04/10/2013 | 13:00:00 | 14:00:00 | 0001000 | 1

001234 | 1SE SO08A 2 14/10/2013 | 18/10/2013 | 13:00:00 | 14:00:00 | 0001000 | 1

001234 | 1SE SO08A 3 04/11/2013 | 08/11/2013 | 13:00:00 | 14:00:00 | 0001000 | 1

001234 | 1SE SO08A 4 18/11/2013 | 22/11/2013 | 13:00:00 | 14:00:00 | 0001000 | 1

001234 | 1SE SO08A 5 02/12/2013 | 06/12/2013 | 13:00:00 | 14:00:00 | 0001000 | 1

Activity Host Key = 001234-1SE-1

Activity takes place in weeks 02,04,07,09 and 11

Activity Named Availability = SEM1.W02,04,07,09&11

Example 3 — change of time in second semester, activity split in to two.

The Activity takes place on the same day of each week, but at the beginning of Semester two

changes time slot

Course | Session | Class Meeting | Start End Date | Start End Day Primary

ID Code Section | Number | Date Time Time Pattern | Meeting
Number

001234 | 1YR LECT 1 23/09/2013 | 27/10/2013 | 12:00:00 | 14:00:00 | 1000000 | 1

001234 | 1YR LECT 2 27/01/2014 | 06/04/2014 | 13:00:00 | 15:00:00 | 1000000 | 2

001234 | 1YR LECT 3 04/11/2013 | 08/12/2013 | 12:00:00 | 14:00:00 | 1000000 | 1

001234 | 1YR LECT 4 09/12/2013 | 15/12/2013 | 12:00:00 | 14:00:00 | 1000000 | 1

First Activity, Monday 12:00 — 14:00, Semester 1: Meetings 1, 3 and 4 are grouped
Activity Host Key = 001234-1YR-1
Activity takes place in weeks 01,02,03,04,05,07,08,09,10,11 and 12
Activity Named Availability = SEM1.NOT.W06 (READING WEEK)
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Second Activity, Monday 13:00 — 15:00, Semester 2:

Activity Host Key = 001234-1YR-2

Activity takes place in weeks 19,20,21,22,23,24,25,26,27 and 28
Activity Named Availability = SEM2.W01-10
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APPENDIX B - What to do if you cannot locate your chosen
Instructor

[excerpt from the IT Services Training Guide. 'Course Catalogue & Class Creation and Scheduling’ available on
StaffNet via hitp.://www.staffnet. manchester.ac.uk/employment/training/it-systems/]

The role of ‘Instructor’ is taken from the ResourceLink HR system. There is an ‘Advisor Enabled’ tick
box which if selected allows the staff member to be attached to courses/classes/students in a
supervisory capacity, for specified schools. If you find that the Instructor you are looking for does
not appear to be available, it may be necessary to activate this persons ‘Instructor Role’ for a
particular school or faculty.

Navigate To: Curriculum Management> Instructor/Advisor Information >
Instructor/Advisor Table

1. Enter the EmpIID of the Instructor (if you do not know the EmplID enter First/Last Name details)
and click the Search button.

Lirnit the number of results to (up to 300); (300
10: begins with »
Campus ID:| begins with |w

National ID: | begins with |»

Last Name:| begins with s Jlmaradona

First Name:| begins with |+ |[diego

Oinclude History []Correct History || Case Sensitive

Search Clear |Basic Search Save Search Criteria

2. Their details are returned. The Advisor check box should already be ticked, if not you need to
select it.

*Effective Date: 270772012 B [+status: ’j'e | #[=]
*Instructor Type: - V .
*Academic Institution: UNANG Q The University of Manchester [ supervisor
*Primary Acad Org: . a

] Assessment Unit:.

*Instructor Available: | Available

A L ast

Advisor Number: . 1 Percent of Appointment: . E| E
*Academic Career: [ “@

Academic Program: Q

Academic Plan: [ Q

Academic Sub-Plan: Q

Supervisor Number: 1 Percent of Appointment: E| E
*Academic Career: Q
Academic Program: Q

Academic Plam: Q
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3. You will also need to ensure that the Effective Date on this record is earlier than the Effective
Date on the relevant Course/Class record, to which you are trying to add the Instructor to. This
can be amended using the Correct History option.

4. Click on the Approved Courses tab.
Instructor/Advisor Table

5. Here it is possible to see which Academic Orgs (faculties/schools) a staff member is available to
act as an instructor/advisor for. Click on the Include History button to ensure that you can see
all of the Academic Orgs that have ever been attached to this staff member.

[natructaciAdadcr Takle

SEff Details Withheld S Demils Withheld

Wi | e a3 ¥enl T 90 O lse

Effectre Date: 240072008 Stanus: Adhe
Instrecion Type: Omer AAS0r Advisor
Academic Institution: UnLatic The Unsersay of Manchesiar
Primary Acad Org: 3049 IT Seraces Dnision

E: LF] incade ralany | [F* Cornect Histary

@ NOTE: In the rare case that duplicate rows of Academic Org data appear — some listed as

being 'Inactive’, simply delete these 'Inactive’ ones from the list ( by using the minus sign to
remove them and then clicking on the Save button).

6. To add an Academic Org to the list (so that the person can be assigned as an instructor/advisor
within a particular school) it is necessary to add a new row. Click on the Add a Row button

(plus sign).

7. In the new row, enter the Academic Org value that you wish to add, by clicking on the
magnifying glass to search.

customize | Find | T ¥ First K 13073 I Last

Seq Nbr *Acad Org Subject Area Course ID Offer Nbr Catalog Nbr Campus
1 Q =
24 Q =
3| Q| Q| Q| Q [ la®EE
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8. Select the Academic Org from the results listed (remember you can modify the results by
adding criteria or by sorting the columns by clicking on their headers). Note that the list has
been cropped in this screenshot.

Look Up Acad Org

Academic Institution: LIMAMC
Academic Organization: | hegins with |

Description: hegins with |

j Loak Up Clear Cancel :BagichgkuE

Search Results
Wigwy 100 First [4] 1-158 of 152 [i] Last

Academic Organization Description
1004 The University of Manchester

2000 Faculty of Eng & Phys Sci
2001 Faculty of Humanities
2002 Faculty of Life Sciences
2003 Faculty of Med and Hurm Sci
2005 Lniversity Administration
2006 Other University Activities
2007 Fayroll Service Recipients
3000 Centre for Cont Education

9. The new Academic Org is now added to the Approved Courses list meaning that the staff
member is now able to act in an advisory capacity for this particular school.

S Decails Withheld Seaf Deciis Withhsle

EMective Date: 24072006 Status: Adte

Instructor Typea: Cifer Addsar Advisor

Acadamic Instituthon: LA The Lnkagrady of Lanchasiar

Primary Acad Ong: 1049 IT Serdces Dskon

sealibc Acad Qrg Rubiest Aren Courss il Dffer Nor Catnbog Uk Carmgis
1 3020 1 F =
23040 = E =
33021 =4 Q o Q Q[+ [=]

B Saes L Aeturmio Zesron ] Nobdy #| UpsamTacmy 5] noude Hatny I

10. Click on the Save button.

-E Save | .Q Return to Search | .E Nutif)r.
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11. It is now possible to attach this staff member as an Instructor, for the selected school(s). If you
continue to have problems, please contact the SSO Operational Support Team

Instructor Roles

Instructor Role Blackboard Role / Usage
Academic Staff / Primary Course Unit Leader
Grants Academic Instructor access in Campus Solutions
Grants Designer and Instructor rights in Blackboard
(Build & Teach tabs)
Academic Staff / Secondary Course Unit Leader
Grants Academic Instructor access in Campus Solutions
Grants Instructor rights in Blackboard
(Teach tab)
Teaching Assistant
Grants Academic Instructor access in Campus Solutions
Grants various rights in Blackboard, as designated by
the system or faculty administrator and will therefore
vary between courses/schools/faculties
(Teach tab with any applied restrictions)

- Blackboard Course Designer
Bb Design - Grants Designer rights in Blackboard

+ (Build tab)

Prim Instr

Sec Instr

TA

« Primary Learning Technologist
Bb PInstr - Grants Designer & Instructor rights in Blackboard
+ (Build & Teach tabs)

« Secondary Learning Technologist
Bb SInstr - Grants Instructor rights in Blackboard
« (Teach tab)
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APPENDIX C — excerpt from CTS Syllabus+ Guidance

7. Changes required from Yellow Timetable onwards: Making Changes Post CTS room allocation
Syllabus+ will be reopened for School PSS Staff use once CTS have dealt with the room requests as
presented (after 1st August) and rooms that have been allocated for all Activities can then be viewed.
Where changes to room bookings are necessary (e.g. sequential teaching for a member of staff
prevents an allocated room from being feasible), it will then be possible to request changes to room
bookings from CTS. CTS will collaborate with schools to resolve:

- Class Size Changes

= Tutorial Requests

- Student Options

- Staffing

- Disability

- Course Cancellations

Changes should be made and “tagged” in Syllabus+ (using the tag *CTS_CHANGE_REQUIRED*) and
a job should also be submitted to CTS, via Remedy, where a reason for the change will need to be
stated. Please note that you will not be required to complete the user text field on Syllabus+ as
information regarding the change will be in Remedy request.

7.1. Applying the *CTS_CHANGE_REQUIRED* tag in Syllabus+

The tag should be applied to any change activity that requires a change made to it. It is most easily
applied in Syllabus+ classic, but can also be applied in the ET view, when dealing with jointly taught
or variant activities. The following sub sections will describe the types of change requests that can be
made.

7.1.1. A new request for CTS room

1. Create and schedule the activity in the usual manner
2. Tag the activity *CTS_CHANGE_REQUIRED*

3. Remember to write-back your changes

7.1.2. Cancelling a booking entirely

NOTE: It is imperative that you DO NOT reschedule the activity as your allocated location
will be immediately lost and will affect necessary room usage statistics.

1. If it is a complete deletion of an entire activity/room booking then DO NOT delete the activity from
the system. Once again tag the activity **CTS_CHANGE_REQUIRED*’

2. Press the ‘Modify’ button and write-back your changes.

7.1.3. Reducing the number of weeks for a room booking
NOTE: It is imperative that you DO NOT reschedule the activity as your allocated location
will be immediately lost and will affect necessary room usage statistics.

1. If it is a change to the teaching week-pattern (i.e. removing of weeks) from an activity, then
complete the necessary changes to the Activity to take out the unneeded weeks and tag the activity
“*CTS_CHANGE_REQUIRED*".

2. Press the ‘Modify’ button and write-back your changes.

7.1.4. Increasing/changing the number of weeks for a room booking

NOTE: It is imperative that you DO NOT reschedule your activity as your currently
allocated location may be immediately lost and do not alter the room allocation on the
Resources tab.

1. Amend the activity to show the revised weeks for teaching and then tag the activity
“*CTS_CHANGE_REQUIRED*".
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2. Press the ‘Modify’ button and write-back your changes.

7.1.5. Changing the time for a room booking

NOTE: It is imperative that you DO NOT reschedule the activity as your currently
allocated location may be immediately lost and do not alter the room allocation on the
resources tab.

1. Amend the activity to the new time/day and tag the activity **CTS_CHANGE_REQUIRED*'.

2. Press the ‘Modify’ button and write-back your changes.

7.1.6. A request to change to a different room

NOTE: It is imperative that you DO NOT reschedule the activity as your currently
allocated location may be immediately lost and do not alter the room allocation on the
Resources tab.

1. Tag the activity with *CTS_CHANGE_REQUIRED*’,

2. Press the ‘Modify’ button and write-back your changes.

7.1.7. Swapping rooms between activities

NOTE: It is imperative that you DO NOT reschedule the activities as your currently
allocated location may be immediately lost and do not alter the room allocation on the
Resources tab.

1. Tag both activities with **CTS_CHANGE_REQUIRED*'.

2. In your Remedy request regarding both activities, provide an explanation to CTS to explain that
you wish to swap the room allocations between the two activities. (Please specify the other activity
name in your Remedy Request.

3. Press the ‘Modify’ button and write-back your changes.

7.1.8 Cancelling independent room bookings and requesting a new larger room when
creating a joint activity.

NOTE: It is imperative that you DO NOT reschedule the activities as your allocated
location with be immediately lost and will affect necessary room usage statistics.

1. For any existing activity/activities which already have rooms booked (to be cancelled), tag the
activity *CTS_CHANGE_REQUIRED*".

2. Create the new jointly taught activity as described in the Syllabus+ Training Manual (Section 11,
Page 39), and schedule the activity in the usual manner.

3. Tag the new activity “*CTS_CHANGE_REQUIRED*".

4. Remember to write-back your changes.

7.2. Submitting the job request to CTS.

All change requests made by schools will now be done so via email (ctschanges@manchester.ac.uk.)
and logged in the University’s Remedy system. CTS will then process the change request via remedy,
making the necessary changes to the activity in Syllabus+. The remedy system will document all
communication between CTS and the schools as well as providing a medium for CTS to inform
schools that a change request is being worked on or has been successfully dealt with.

N.B. — One off ad hoc requests will still need to be sent to cts@manchester.ac.uk and any
timetabled change requests will need to go via ctschanges@manchester.ac.uk. Requests
sent through to the wrong email address will be replied too but not dealt with.

7.2.1. Schools Tag Activities in S+ and amend where necessary

Schools will tag any activity in Syllabus+ that requires a change with the tag
“*CTS_CHANGE_REQUIRED*'. They will also amend the activity if necessary (remembering to NOT
reschedule).

7.2.2. School then submit request via email to Remedy

Schools then summarise their change requests and submit them via email to
ctschanges@manchester.ac.uk which then automatically logs a request in Remedy. Each email MUST
contain the following information:

- Activity name (multiple activities can go on same request)
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- Reason for Request
- Action required (i.e. larger room, change in time/day etc.)

7.2.3. Remedy Acknowledgement and request history

As per the screenshot on the next page schools will receive automated confirmation that their request
has been received and a member of CTS has been assigned to deal with it as soon as possible. For
each request made they will receive a unique reference number that can be quoted when contacting

CTS along with a web link that can be clicked on to view the progress/history of the request. Both are
highlighted in the following example:

ST G Service Desk Request ID: 1431164 - Message (Plain Text) [E=RE=al ]

58

Message Mcifes E-mail Scan

Ignore x ) 3 [ Meeting A3 gemedy Request
. o 4 - -
G junk - Delete | Reply  Reply Forward
o lunk Yy _F‘ B Mare -

s i< To Manager k1 16D Rutes - N ,,J Y ath 4 Find
& Dane ’ | onetiote | e Related
Move Mark

[P Categorize Follow | Translate
Create Hew = Up~ & Y

Tags % Editing Zoom

Delets Respond

M
University of Manchester Service Desk <servicedesk-reply@manchester.ac.uk> Sent: Mon 19052014 13:19
To: # Matthew Casey

Subject: Service Desk Request ID: 1431164

Thank you for your submission to the Service Desk. Your request has been assigned to a support feam and will be dealt with promptly.

If you are replying to this email please do not alter the subject line,

View History

Use the following link to open the Knowledge Base and then select 'Open Requests’:
https://servicedesk.manchester.ac.uk/portal/ss/

Description:
Dear CTS

Please canyou amend the size of the above activity as we need a room for 60 people instead of 40. All other details of the room remain the same. | have tagged the relevant activity in Syllabus+,
Kind regards,

Matthew Casey

Central Timetabiing Unit
Teaching Support Services Unit
Directorate of Estates
University of Manchester
Oxford Road

Mil3gpL

TEL: 0161 275 7305
FAX: 0161 275 B443

EMAIL: cts@manchester.ac.uk<mailtoicts@manchester.ac.uk>

P\ Windows Desktop Search is not available.

| &

Please note that when clicking on the web link you may be taken to a log-in page where you will
need to log-in using your regular University username and password and then you can click on ‘Open
Requests’ on the left hand side of the page. An example of the request history can be seen below:
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* C i [1 remedy.manchesteracuk/c

Scientis Enterprise L. [ The A

siew.cgi?RequestiD=000000001431

VC=YKPeQBztv:

kuvLghkuhN

Knowledge Base

The University of

NOTE: If you submit a message to a clased cal, then the incident will automatically be re-opened.

The message text may contain email system characters.

History For 000000001431164

Date Action Taken Message
on May 19 13:18:46 2014) Description [Dear CT5

Please can you amend the size of the above activity as we need a room for 60 people instead of 40. All other details of the room remain the same. I have tagged the relevant activity in Syllabus+ |

kind regards,
Matthew Casay

Central Timetabling Unit
[Teaching Support Services Unit
Directorate of Estates
University of Manchester
Oxford Road

13 9PL

[TEL: 0161 275 7305
FAX: 0161 275 8448

EMAIL: cts@manchester.ac.uk

[Max. 4,000

shown. This message is displayed as plain text and may have been truncated for the incident history.]
lon May 19 13:22:32 2014 Email to User |Hi Matt

[Thanks for your email.

[The change has now been made, please chack syllabus+ for room allocation.
ind regards,

Matt

Matthew Casay

[Timetabling Co-ordinatar
lon May 18 13:22:51 2014 _Solution _|change made and room allocated

7.2.4. Open and Resolved Requests
Once the change request has been looked at by a member of CTS and action has been taken, you will
receive an automated update (as per the example below) either letting you know that the change has

been successfully made, the request will be marked as ‘resolved’, or a member of CTS will request
further information.

A O - v t Service Desk Request ID: 1431164 - Message (Plain Text) - [
|| Message | Mchfee E.mail Scan o @
& igaor x y S ",izrmuna (23 Remedy Requests (5 To Manager 3 ,;;* Rz | 3_,\_' | Y atﬁ # Find e_‘;
- w - - (34 Team E-mail & Done 3 Al onente 4 2y, Retated -
& junk - Deletz  Reply Hﬁy Farward B niois - | |Gy RepaDeiete 5 CreateBiewe Move B ko u'::e’:n Categerize F;ﬁ;ﬁ_w Transiate K et oom
Delete Respond Quick Staps 5 Mave Tags 7 Editing _Zoom
From: University of Manct Service Desk <servi e Sent:  Mon 13/05/2014 13:35
Tor ® Matthen Casey
Ce
Subject: Service Desk Request 10: 1431164 i
&
From the Service Desk regarding submission reference: 1431164 j
The Service Desk consider this request I
|
If you are still experiencing this issue please reply to re-open this submission.
|
|
| Ithange made and runma\inca‘edl
View history:
| | fpttp://remedy.manchester ac.uk/cgi-bin/contactassigneekbview.cgi?RequestiD=0000000014 311 64&u=mewxsmcB &N C=YKPe OBztvgODvovkuvighkuhNpgbpF =
If you want 1o leave thanks or feedback please complete our short, anline multiple cholce questionnaire:
hitps://remedy.manchester.ac uk/ITSFeedback cgi?Requestis 14311648V C=YKPeQBztvgODvovkuvlghkuhNpgbpF
If you would like to make 3 new submission please click on the following link and select ‘Knowledge Base';
www.manchester.ac.uk/servicedesk
| e
|
|
Ml | Description: (19/05/2014 13:18:45)
Dear CTS
|
Please can you amend the size of the above activity as we need a room for 60 people instead of 40. All other details of the room remain the same. | have tagged the relevant activity in Syllabus+.
]
Kind regards,
Matthew Casey
b |
/A Windows Deskiop Search is ot available, iy -

If you would like to re-open a resolved request you can simply reply to the automated email you
receive.
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