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Accessing the Application

Overview of the System

The Purpose:

The purpose of CSS - The Course Scheduling System - is to provide a mechanism for
departments to submit updates, additions or deletions via the web for future course offerings.

System Requirements

Software Requirements

Internet Browser:

Internet Explorer 10 and higher, Mozilla Firefox, Google Chrome, or another browser of the
same generation is required. For Macintosh users, IE and Safari are supported.

Javascript:

Javascript must be enabled on the browser for convenience features, such as the cursor jumping
to the next cell and deleting or copying of a meeting. Javascriptis also used in confirmation pop-
up boxes during some interactions with IMS. If Javascript is not enabled, all transactions will be
submitted to IMS without asking for confirmation.

Additional Software:
Some reportsare in PDF and Excel format; Microsoft Excel and Adobe Reader are suggested

Cookies

Cookies must be enabled for this application to work. The cookie this application writes is
memory-based (which means that it disappears when the browser is closed and can’t be read by
an outside entity), and does not contain any sensitive data. Every browser allows the user to
control which cookies to accept and which to block, though the actual means vary. In general, it
should be possible to accept cookies from Rutgers and reject all others if privacy is a concern.

Screen Printing
A PDF file can be generated for Section Listing screen. The PDF document is easier to read and
takes less paper than the screen printout.

To create a screen shot, press Alt and PrtScrn buttons on your keyboard at the same time, then
paste the captured image into any document. Windows desktops also have “Snipping Tool”
software which allows to capture arbitrary fragments of the screen.
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Application Access

The Master Course List used by CSS is available to the public. The searchable list contains
course numbers and titles for all courses offered at Rutgers, along with the last year and term in
which they were offered. It may be viewed without requesting access and without logging in at
https://sims.rutgers.edu/fco/masterCourseSelection.htm. For more information, please refer to
the Master Course List section of this User Guide.

The rest of the system requires accessto be set up.

Authorization Requirements

Access to the CSS application may be obtained by filling out a paper copy of the
Administrative Computing Services Access Form. The General Access Form can be
downloaded at https://ess.rutgers.edu/getting-access.html.

1. Access to the application will allow you to view (not update) the course information.
e It is importantthat you provide your Netld. If you do not have one, please go to
https://netid.rutgers.edu/ to create one.
e Under the heading, Oracle & Web Applications, select Course Scheduling System
(CSS).

2. In addition to access to the CSS application, access to update course information may be
obtained by filling out the paper copy of the Course Scheduling System, Course Access
Form

3. If youwork for the Scheduling Office and need permission to approve courses, please state
so on the Access Form, and obtain approval from the Scheduling director or associate
director. Your account will be created with an approverrole.
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Connecting to Application
In your browser, type in the following URL: https://sims.rutgers.edu/fco

The Welcome page will appear. Once connectedto the site, save it by using the “Favorites” or
“"Bookmarks” drop down menu located on the top toolbar, within the Internet Browser. This will
eliminate the need to retype the URL for subsequent connections.

RUTCGERS
: Requires authentication

This application is used by depgftments to schedule courses for future semesters. Course scheduling activities require net id login and Course Scheduling System
registration. Registered users ffay also edit course synopsis links via the Course Synopsis Application. All members of the Rutgers Community may search Master
Course List, a database of alf cqurses that have ever been offered by the university.

Course Scheduling System

Course Scheduljig System Options Campus Information

. Camden
Edit Course Offefinas =

Newark

Edit Course Synopsis Lin Nesw Branswick

View Master Course L h

For more information, please refer to Online Help
or the User Guide (3 MB).

Public access

mden Help Desk, Newark Help Desk, or New Brunswick/Piscataway Help Desk Kl | I G ERS

sit web sites for Online Schedule of Classes, Catzlogs Home Page, Scheduling Home Page

Bookmark the URL (optional)

Click the “"EDIT COURSE OFFERINGS” link to continue to the Login Page, or

Click “VIEW MASTER COURSE LIST” to view the master list of courses, or

Click the “EDIT COURSE SYNOPSIS LINK” link to proceed to the Course Synopsis application
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Log on to Application

CSS employs the university-wide Central Authentication Service (CAS) to authenticate users. CAS
account names are commonly known as Net id.

RUTGERS

NetID Login

NetID:
1. Enter vour Netld >
Password:
2. Enter Password (case sensitive) ——> 10

Ensure proper security — keep your password a
secret

[CJ 1 am at a public workstation, disable single sign-on. @

Forgot your NetlD or password?

First-time users, activate your NetlD.
Need more help?

For security reasons, please log out and exit your web
browser when you are done accessing services that
require authentication!

Powered by Rutgers Central Authentication Service (CAS)

e Enter your Netld and password. If you do not have a Netld, go to https://netid.rutgers.edu/
to create one. After you obtain the Netld, please refer to Authorization Requirements section
for additional steps

e Click on the Login button to continue to the Course Selection page

Establishing a Session

Logging in establishes a user session until browser window is closed, user logs out, or the
session expires. Currently the session is set to expire after two hours of inactivity, meaning that
if the user does nothing on CSS for 2 hours afterlogging in, and then attempts any action, he or
she would be asked to re-authenticate (log in again).
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The Main Menu

m_ITG ERS Course Scheduling System - Selection Screen

CSS Home  Search Course Offerings  Course Level Info  Master Course List  Course Synopsis Help User Guide Administration Q Log Out

The main menu, a red bar at the top of every application screen, contains the following items:
e (CSS Home - returns the user to the initial page, described in Connecting to the
Application section of this User Guide. This does not log the user out, and therefore
clicking Edit Course Offerings would bring the user directly to the Selection Page,
bypassing the CAS log in page

e Search Course Offerings - returns the user to the Section Selection screen, filled with
most recent search criteria used

e Course lLevelInfo - brings up the screen for looking up and updating detailed course
titles, core codes, and other course-level data

¢ Master Course List - redirects to the Master Course List section

e Course Synopsis — brings up the screen forlooking up and updating course synopsis
URLs

e Help - displays context-sensitive help for the current screen. If no context-sensitive help
is available, brings the user to the beginning of the Help file

e User Guide - downloads this User Guide

¢ Administration (if authorized) - brings up administration menu, for those authorized to
use it. Does not appear if the user is not an administrator

e Search (magnifying glass icon) - initiates Rutgers University search

e Log Out - terminates the current user session. The user will be required to log in again in
order to perform any other action
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Master Course List

Master Course List — Search

RUTGERS

'S5 Home  Master Course List  Help  User Guide

# - indicates required fields

Enter specific course information:

Subject

Course Supplement Current term

| spring 2018 ||

‘ Search MCL |

Sort Option

‘ Cno suppl.

|Subijour5e E

s contact Camden Help Desk, Mewark Help Desk, or

t w=b sites for Online Schedule of Classes, Catalogs Home Page, Scheduling Home Pags

This is the Master Course List Search page. Enter the Unit (required) and

Course Scheduling System - Search Master Course List

Sort Option
Subject/Course
(default)

Course Title
Supplement Code

RUTGERS

Subject/Course/Supplement (optional) for the course or group of courses you would like to
retrieve. Choose a semester from a dropdown box to see course status as of that semester.

Select the Sort Option according to your preferences.

is the default.

Click on the Search MCL button to continue to the Master Course List page

Sort Option - the order in which the selected courses will be displayed — Subject/Course
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Master Course List — Selection

This is a snippet of the Master Course List page. The courseslisted on this page are a result
of the selection and sort information entered on the previous page.

Include complete course history

MARKETING (630)

Available to Schedule?

‘ Available

Search Again | Top ~

Include complete course history

MATHEMATICS (640)

Available to Schedule?

Select

Unit

21

21

21

21

21

21

21

Subj

640

640

640

640

640

Unit

21

Crse

007

033

035

036

037

038

079

089

101

Subj

630

Sup

01

NC

NC

NC

NC

NC

Crse Sup Course Title Full Title Crd Prx Cred

328 01 MARKETING 030

Course Title Full Title

BASIC ALGEBRA

MATH LIB ARTS INTENS MATH FOR LIBERAL ARTS INTENSIVE

MATH DEVELOPMENT

ELEMENTS OF ALGEBRA

STUDY SKLLS MATH DEV

INTER ALGEBRA INT INTERMEDIATE ALGEBRA INTENSIVE
MATH 107 109 BRIDGE COLLEGE ALGEBRA BRIDGING COURSE - 107 TO109
MATH 108 109 BRIDGE COLLEGE ALGEGRA BRIDGING COURSE - 108 TO109

COMPUTATION &ALGEBRA

Online Cd

Crd Prx

N

Cred

020

030

010

000

060

Core Cd Last Off. Term/Yr

Online Cd  Core Cd

Last Off. Term/Yr

Fall - 2021

Summer - 2010

Spring - 2010

Spring - 2022

Spring - 2022

Spring - 2022

Spring - 2010

By default, Master Course List displays only coursesthat are available for scheduling in the
selected term. To include dropped courses, you may switch to the Course History view:

RUTGERS

Course Scheduling System - Complete Course History

Log Out

CSS Home  Search Course Offerings  Master Course List  Course Synopsis Help  User Guide _ Q

This is the full list of all courses that are currently or were ever offered matching your search criteria. Those listed as "Available" may be scheduled in the Spring 2022 semester. Those listed as "Not Available" were
dropped from the Master Course List and may not be scheduled. To change the semester, please search again and select the semester you are looking for.

To go back to the Master Course List, please click the link "Back to list of available courses”.

Back to list of available courses

EXCHANGE (001)

Last Off. Term/Yr

Available

Available

Not Available

Not Available

Not Available

Not Available

Not Available

Not Available

Not Available

Not Available

Not Available

Not Available

Not Available

Not Available

Available

Available

Search Again | Top ~

Available to Schedule?

Unit

Subj

Crse

064

Sup Course Title Full Title Crd Prx Cred
FRESHMAN ASSEMBLY BA
FRESHMAN ASSEMBLY BA
RUTGERS TECH TRAIN 000
RUTGERS TECH TRAIN 000
RUTGERS TECH TRAIN 000
RUTGERS TECH TRAIN 000
RUTGERS TECH TRAIN 000
RUTGERS TECH TRAIN 000
RUTGERS TECH TRAIN 000
RUTGERS TECH TRAIN 000
RUTGERS TECH TRAIN 000
RUTGERS TECH TRAIN 000
RUTGERS TECH TRAIN 000
RUTGERS TECH TRAIN 000
RUTGERS BROOKDALE EX BA
RUTGERS BROOKDALEXNC E BA

Online Cd

Core Cd

Fall - 1997
Fall - 1997
Fall - 1997
Fall - 1997
Fall - 1997
Fall - 1997
Fall - 1997
Fall - 1997
Fall - 1997
Fall - 1997
Fall - 1997

Summer - 2022

Spring - 2020
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To schedule a section from a course from the Master Course list for the semester specified
during search, click the “"Select” button located next to the course you would like to add. When
the Select Course button is clicked, control will be passed back to the Section Detail page (see
Section Detail). The following fields will be filled in:

- unit

- subject

- course

- supplement

- title

- credits

- credit prefix

Note: The Select button will only be displayed if you are logged in, and only next to the courses

that are available for scheduling and that you are authorized to update. See Authorization
Requirements.
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Entering and Viewing Course Data

Course Selection and Sorting

This is the Selection page. Select the term from the dropdown box, and enter the index
number of a specific section or a combination of Unit/Subject/Course/Section/Supplement codes
for the course or group of courses you would like to retrieve. You may also search for sections
by a combination of the term and activation, change, review and approved flags.

[{LITG ERS Course Scheduling System - Selection Screen

SS Home  Search Course Offerings  Course Level Info  Master Course List  Course Synopsis Help  User Guide  Administration _ Q Log Qut

Search Master Course List

Unit code, subject code or some flags are required unless searching by index number.

Enter spedific course information:

Unit Subject Course Section Suppl. Index Term/Year Sort Option Reviewed for FYS
[ | 1] | 1 | || | | | O o suppl. \ \ Fall 2022 v | Subj/Course/Sect v (Al v
Activation Status Review Status Change Status Print Notes Approval Status Included in FYS
‘ All v |AII v ‘AII v |AII v ‘AII v ‘AII v All courses v
SEARCH
Course Scheduling System, version 7.1.0 Revised: August 2022. © 2014-2022 Rutgers, The State University of New Jersey. -~
For guestions, comments or suggestions contact Camden Help Desk, Newark Help Desk, or New Brunswick/Piscataway Help Desk. l’{LI'—I—‘(J E RS

Visit web sites for Online Schedule of Classes, Catalogs Home Page, Scheduling Home Page.

Rutgers is an equal access/equal onortumty institution. Individuals with disabilities are encouraged to direct suggestions, comments, or complaints conceming any accessibility issues with Rutgers websites to
accessibility@rutgers.edu or complete the Report ibility Barrier / Provide Feedback Form.

Note: Large results sets may take a long time to retrieved; in addition, the size of result setis
limited. For faster performance and more meaningful results, use more specffic criteria — enter
as much data as you know. If you need a report on a large data set (for example, all changed
sections for a term during active editing by departments), you may requestit from one of the
administrators.

Select the appropriate term and year from the Term/Year drop down box. Select the Sort
Option, Activation Status, Review Status, and Change Status according to your preferences.

e Sort Option - the order in which the selected courses will be displayed -
Subj/Course/Sect is the default. Other options are Instructor, Summer Session Dates,
Day/Period, and Course Title. Please note:

o Instructor will sort on the first Instructor listed

o Summer Session Datesis valid only when a Summer term is selected

o Day/Periodwill sort on the day/period of the first meeting
Activation Status - select active, inactive or all (default) sections of the selected courses
Review Status - select sections that have already been reviewed by Departments, not
reviewed by Departments or all sections (default option). Reviewed sections are denoted
by +Reviewed on the Course Listing page

e Changed Status - select all sections, sections with changes, or sections without changes.

o Please note: This is different from searching by Reviewed flag, since sections may
be marked reviewed without having been changed

e Notes - select all sections, or sections with notes left by department users and/or
approvers

e Approval Status (approver and admin only) - select sections that have been marked as
approved (or not approved) by Approvers, or all sections (default option). Approved
sections are denoted by +Approved on the Course Listing page. This search option is
available only to approvers
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e Reviewed for FYS (approver and admin only) — search based on the flag indicating
whether a course has been reviewed for first-year sectioning

e Includedin FYS (approverand admin only) - search based on the flag indicating whether
a course is available for first-year sectioning

Click on the Search button to continue to the Course Listing page

Course Listing

IKL]TGE RS Course Scheduling System - Listing

Home  Search Course Offerings 1 . Add COU rse from M CL Sy sis  Help User Guide  Administration  Logout

. . PR 2. Printable Versions
Add a Course from M#&fer Course List | PDF Mersion | Excel Ver:

Meetings created using the averride flag are shown in a lighter font.

Schl | Subj | Crse | Sect Sup Index Tite Cred | Prefix | Exam Cd Prior Enroll Proj. Enroll | Stop Point Final Stop Pt | Term / Year Summ Sess Cd
o1 014 430 o1 0s040 SEM AFRICAM STUDIES oz0 Lo ool oz0 Fall 2019
Active/ Avail Print:Y | Sess.Print:y Rermedial: M EUTLER, K. Contact Time:
Full Titde: Honors College: N Students w/Disability: M
Subtitle: Type: LMS:
Edit | BA Day Period 11 Capacity Alt. Cap. Mode /Component
Add Section | 4 3. Edit Section Data 0070 Leq
4 0140 P - 0300 BE - 233 ooro Lec
Deactivate |
=) ibutes: LP
[ gt | 4 Add Section
Search Again | Top ™
schl | Subj | Crse | Sect | Sup Index Title 5. Activate/Deactivate Proj. Enroll | Stop Point | Final Stop Pt | Term / Year | Summ Sess Cd
o1 050 430 o1 oooog SR ESSA ] AM CLT oz0 A oog ozo Fall 2019
Active Avail Print:  Sess.Print:Y Rernedial: M
Full Titde: 6. RefreSh from IMS Ege: M Students wiDizability: M
Subtite: Tupe: LMS:
View |e See N Ote* ay Period Time Building-Room Capacity Alt. Cap. Mode /Component
CAM 0200 A - 0900 ATG - 218 o017 Lec
CiD B RAR - 024 oooo Ind Proj
Section Notes: ©OPEM TO SR, MAJORS DOIMG  IMDEPEMDEMT STUDY: SPECIFIC MEETIMG TIMES WILL BE SET OM WEDS, 10:30-11:30
Spec Perm A/D: Departrnent staff /
Search KEm TToE ™ 5. Return to Selection

This is the Course Listing page. The courses listed on this page are a result of the selection

and sort information entered on the previous page.

* Note: The Edit, Add Section and Active/Deactivate buttons will only be displayed for course
subjects that you have been authorized to edit. Refresh button will be displayed only if
you are an approver or admin, and only for sections you have been authorized to edit

IMPORTANT NOTE: This page compares a snapshot of IMS data that is loaded into CSS in the
beginning of each semester to the data entered or modified by Departments. This screen does
not reflect changes that could have been made to IMS outside of CSS. In order to see
those changes, an approver must either view Section Detail or use Refresh button to load latest
changes into CSS. Department users are always presented with the snapshot of IMS, even on
the Section Detail screen, until the snapshot is updated by approvers.

This page allows you a number of options:

1. Clicking on Add a Course from Master Course List will transferyou to the Master
Course List - Search page. Itis there that you can search fora course thatis not
scheduled to be offered this year/term and request it to be added. For instructions on
adding a course, see the section on Master Course List.
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2.

Clicking on PDF Version will display the same result set in the PDF format for printing. For
large result sets, the document will be broken into parts, with no more than a thousand
sections in each part

Clicking on Excel Version will allow the user to download the same result setin Excel
format. The Excel file contains only a subset of fields displayed on the screen and displays
each time a section meets as a separaterow. It is primarily useful in determining the
schedules of instructors

Clicking on the Edit button will transfer you to the Section Detail page. Itis here thatyou
will be able to update course information pertaining to the selected section and mark it
reviewed. For instructions on editing section information, see the instruction listed under
the heading Course Detail.

Clicking on the Add Section button will transfer you to the Section Detail page. Itis here
that you be able to add a new section to the Course Scheduling System. The following
information will be copied from the selected section and transferred to the Section Detail
page:

- unit

- subject

- course

- title

- prefix

- exam code

- special permission to add/drop

- open to major

- opento class

- prerequisite

- Co-requisite

- class restrictions

For more instructions on adding a new section, see Section Detail.

This button will be labeled Activate or Deactivate depending on the listed section’s status.
When the listed section is active the button will read Deactivate. When the button is
clicked, the status will change to inactive and all meeting times will be removed. When the
listed section is inactive the button will read Activate. Clicking the button will change the
status to active and take the user to Section Detail screen, where meeting information must
be entered and the section saved to make the status change final, because an active section
is required to have either meetings or a contact time. Both activating and deactivating will
mark the section reviewed.

The Refresh button (available only to approvers) loads a fresh copy of the selected section
from IMS into CSS. Essentially, this is the reverse of the action of the Approve All button on
the Section Detail Screen. This is useful when IMS has been changed without being
synchronized with CSS. IMPORTANT NOTE: refreshing from IMS will overwrite any changes
made in CSS, including those requested by department users. Only press this button if it is
all right to discard the current state of section!

To return to the Course Selection and Sorting page, click on the Search Again link or the
SEARCH button in the main menu.

Marking All Course Sections Reviewed

There may be times when no changes are required to any of the sections of the listed course.
To submit all sections without changes, click on the submit button. This will mark all listed
sections as reviewed.
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RUTGERS

ch

rch Edit/Full Title ™

Course Scheduling System - Listing

Help

Add a Course from Master Course List | POF Version | Excel Wersion

If no changes are required in the course listed below, please click the Submit button at the bottom of the screen

Section Motes:
Print Comments:

CoReq/PreReq:

Search Again | Top ™

PREREQS: 01:220:32320 AMD 01:220:322 OR 01:

See online schadule for prarags

2201202 AMD  01:220:322

schi| subj|crse[sect| sup | Index THe |cred|prefix| Exam cd Prior Enroll Prof. Enroll Stop Point Final Stop Pt Term / Year Summ Sess Cd
01 220 393 01 10917 FINAMCIAL | 030 @ 000 065 Fall 2019
ECOMOMICS
Active/ Avail Print:Y Sess.Print;y Remedial: N Contact Time:
Full Tile:: Honors College: M Students w/Disability: M
Subtitle: Type: LMs:
| Edit | Campus | BA | Day | Period Time Building-Room Capacity Alt. Cap. Mode /Component
c/D ™M [ 0535 P - 0655 HCK - 138 0499 Lec
c/D W [ 0535 P - 0655 HCK - 138 0499 Lec
CoReq/PreReq: (01:220:320 and 01:220:322 and 01:220:322 and 01:220:322) or (01:220:203 and 01:220:322 and 01:220:322 and 01:220:322)
of (111372:422 and 0112201322 and 0112201322 and 01:220:322) or (2112201322 and 2112201322 and 21:220:322 and
21:220:322) or (50:220:203 and 50:2200322 and 50:220:322 and 50:220:322)
Search Again | Top
Schi| subj | trse [Sect| sup | Index Te  [Cred|Prefix| Exam cd Prior Enroll o Stop Point Final Stop Pt T /e Summ Sess Cd
01 220 393 02 02965 FINAMCIAL | 030 [ 001 0ES Fall 2013
ECONOMICS
Active/ Avail Print:Y Sess.Prink:Y Remedial: N Contact Time:
Full Tite: Honaors College: M Students w/Disability: N
Subtitle: Type: LMS:
| Edit | Campus | BA | Day | Period Time Building-Room Capacity Alt. Cap. Mode /Component
CiD M 7 0715 P - 0835 CDL - 102 0120 Lec
c/D W 7 0715 P - 0835 coL - 102 01z0 Lec
Room Attributes: LP

(01:220:320 and 01:220:522 and 01:220: 322 and 01:220:322) or (01:220:205 and 01:220:322 and 01: 2200322 and 01:220:322)

or (11:272:422 and 01:220:222 and 01:220:322 and 01:2200222) or [21:220:2232 and 21:220:322 and 21:220:322 and
21:220:322) or (50:220:203 and 50:220:322 and 50:220:322 and S50:220:322)

If no changes are required in the course listed above, please click the Submit bul

Submit

Click Submit to mark
all sections reviewed

Note: For this option to be available, the selection from the Course Selection and Sorting page
must have been UNIT/SUBJECT/COURSE.
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Listing Page after Section Information Has Been Updated

&_]TG ERS Course Scheduling System - Listing

Search Course Offerings  Search Edit/Full Title  Master Course List Course Synopsis Help User Guide  Administration Logout

Add a Course from Master Course List | PDF Wersion | Excel Version

Modified Fields

Meetings created using the override flag are shown in a lighter font.

Schl Subj Crse Sect Sup Index Title Cred | Prefix Exam Cd Pricr Enrcll lop, Point Term / ear Summ Sess Cd

01 560 124 01 04018 CONVERSATION 030 C Spring 2015

Print:Y" Sess. PrintY Remedial: N Contact Time:
Full Title:
Subtitle: Type:
Edit Campus BA Day Pericd Time m Maode
CAC M 2 0950 A - 1110 SC - 221 Lec
Add Section | CAC H 2 0950 A - 1110 SC - 221 Lec
Deactivate | ReemAtingsy - Section marked Reviewed
M
+ Reviewed
Scheduling office mema: Please add 01:560:101 as prerequisite % Memo

Search Again | Top ™

When viewing the Course - Listing page after updates have been made to the section, all
information that has been modified will be bolded, underlined and highlighted in yellow. Notes
entered by departments or approvers will be displayed, underlined and highlighted, and the
screen will also indicate if there is an enhanced classroom request for a section.

+ Reviewed indicates that the section has been reviewed by the appropriate Department.
Modifications can stillbe made to all reviewed sections until the Departmental time period
closes.

+ Approved indicates that the section has been approved by the scheduling of fice.
Modifications can still be made to all approved sections until the approval time period closes.

Section Detail Page — Academic Departments

Page Overview

The Section Detail page is the main page used by academic departments to view detailed
section information and request changes. The data is initially created by ‘rolling over’ all courses
from the same term of the prior year (for example, to begin work on Spring semester 2020,
Spring 2019 data is copied). With the introduction of third-party scheduling software, rollover
data may be edited outside of CSS and then loaded back into the system. If no changes were
made to this data, the classes would be scheduled exactly as they were in the previous
semester. This data is therefore known as the scheduled course data.

Any changes entered by academic departments on the Section Detail page are requestsfor
modifications to the University Schedule of Classes. All requested changes are stored by CSS
and later reviewed and approved by the Campus Scheduling Officers. The process of approval
copies the data to the main IMS system from which the final Course Schedule is created.

This page can be accessed in three different ways. The first way is by clicking the Edit button on
the Course Listing page. The second way is by clicking the Add Section button also on the

Course Listing page. The third way is by clicking the Select Course button on the Master Course
List page.
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The following information and controls are available on this page (please refer to screen shots
under Department or Approver headings further in this section).

1. Scheduled coursedata, - this data is loaded from the IMS (the scheduling system that
serves as the source of data for registration and the student-facing schedule of classes).
It shows the section as it is currently scheduled

2. Updatable Fields - used to request changes to the scheduled course data

3. Delete Time/Building/Room/Campus ([X]) - when available, used to delete meeting
information (Javascript must be enabled; to delete a meeting without Javascript, delete
the values in all of the fields and return dropdown boxes to defaults).

4. Copy Time/Building/Room/Campus ([C]) - when available, used to insert another
meeting, exactly like the one above it; the data can later be edited (Javascript must be
enabled; to copy a meeting without Javascript, manually retype all information)

5. Request a scheduling pattern - when requesting specific meeting times is not enabled,
departments may request that section is scheduled in accordance with one of the
established patterns

6. Request Enhanced Classroom button — when clicked will transfer you to the Enhanced
Classroom Request page.

7. Memo Text box — used for prerequisite and co-requisite additions/changes and for any
other special instructions

8. Save button - When clicked will save all modifications, mark section as reviewed, and
return to Course Listing page

9. Back to Listing button — Returns the user to the Course Listing page and scrolls to the
section that was being edited. All unsaved changes are discarded
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How to Use This Page

m ITGERS Course Scheduling System - Section Detail

y arrangement”. Either campus code or bullding Is required for each meeting

] Scheduled Course Data [

177021 15:21:14 by batch_infoslm

—
21:640:104 :01 INTER ALGEBRA INT ; cast updated 09/

Exam Cd Stop Point * Final Stop Pt Status Cd Remedial

021 021,

Index

F F- Math ¥ 000 000 018 018 1 1- Active/ Avai Y

04124/ 04124
i ructor 1 Instructor 2

Prip Sess. Print Spec Perm Add Spec Perm Drop.

- Please select.. v

=~ anoroval needed)

Instructor Assignments (no Scheduing

Instructor Name  Net1d  Mode of Instruction/Component Display Name

AL - All clas v IN - Instruc v AKEELAH

ASGHAR, SHAKEELAH

sza7

Course Description

Updatable
Values

Course synopss Ink (apples to all courses for 21:640)

Subtitle: Type: - Please select TrTST rrease select.. v
Mode/Component * Pattern *** BA Room Type *** Campus/Pavilion/Room ** * Comment Delete/Copy
- Selec v Select a pattern... Vv No v Select v ¥ Tﬁ
- Selec v Select a pattern... v No v Select v v |
- Selec v Select a pattern... v No v Select v v [—
- Selec v Select apattern... v No v | Select v v [
- Selec v Select a pattern... v No v Select v v [

***Please choose a pattem, room type, pavikon/buiding, and room unless the pattem meets by arrangement. Specify any additional requests in the comment field.

Requested Time/Building/Room/Campus
Day/Period/Time* *

Bldg-Room ** Al cap Budget cd (off-campus only) Mode/Component *  Weeks  Pattern

Delete or copy
pattern request

1 NWK N M 10004 - 1055 HIL-126 0030 0006 02 15 1
2 NWK N T 10004 - 1055 HIL-126 0030 0006 02 15 1
3 NWK N W 1000A - 1055 HIL-126 0030 0006 02 15 1
a NWK N H 1000A - 1055 HIL-126 0030 0006 02 15 1
5
Lead section, if mult. sections = Contact time Room attributes (select up to 6) Cross-Listed Sections
This section is 0 - Not cross-listed | 0 - Not cross-listed v
Unit Subj Course Section Supl
A2 - Art - 2D )
Course dates (YYYYMMDD): A3 - Art - 3D
AG - AGILE ROOM
Start: 20220118 €nd: | 20220509 BI - Biology
. BR - BLU-RAY
Summer Session Dates:
CM - Cam Podium
CO - COMPUTER

DC - Dig Clasrm

Summer session i is not applicable for this tem | DL - DIST LEARN
ez A DM - DIMMER v
Students with a Disability Ind: N No Vv
[ e |
| Enhanced ClassrodCt

Request Enhanced Classroom

urse Information

Section Notes
COREQ: 21:NC:640:038:01

Print Comments

- Please select... ~ COREQ: 21:NC:640:038:01
THIS SECTION IS TAUGHT USING THE
- Please select... v THIS SECTION IS TAUGHT USING
ADAPTIVE LEARNING SOFTWARE
- Please select... w2 ADAPTIVE LEARNING SOFTWARE
(ALEKS)
- Please select... > (ALEKS)

Registration Information

Open to Unit (2-digit codes) or Major (3-digit codes) Open to Unit and Major Combination {5-digit codes) Open to Minor (3-digit codes)

Open to Major Option (3-digit major code + 1-2-character option code) Open to Certificate (3-digit codes)
Open to Class Level (select up to 3) Class Restrictions (select up to 5) Honor Codes (select up to 5)
1 - First Year Stude ~ 00 - 2000 ~ 1 - Newark College of Arts & Sciences Ho ~
2 - Sophomore 01 - 2001 2 - Camden College of Arts & Sciences He
3 - Junier 02 - 2002 3 - School of Pharmacy Honors Program
4 - Senior 03 - 2003 4 - School of Engineering Honars Program
04 - 2004 5 - Douglass College Honors
05 - 2005 6 - Livingston College Honors Program
06 - 2006 7 - Rutgers College Honors Program
07 - 2007 8 - School of Environmental & Biological ¢
08 - 2008 9 - Mabel Smith Douglass Honors
v 09 - 2009 w A - School of Arts & Sciences Honors Prog v
Non-traditional Indicator Residential College Code Honors College Indicator

N - No Restriction {default)

- Open to all ~ - Please select... v N - No Restriction (v
Prerequisites *** Corequisites ***

The course has no prereguisites Corequisite: 21:640:038:NC:01

Departmental Memo

Saveor

Return to Listing

Approver Memo (Scheduling Office use only, visible to all)

Infosilem Newark Auta: 02-LEC - nulischedule requested MTW iah Asghar NetiD: 5za7 Room type/characteristics: Computer Lab, preference for all courses taught in Spring 2022 to be

[{UTG ERS

Memo Text
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Requesting Changes

It is important to review the scheduled course data. When modifications are needed, enter the
changes in the appropriate text box or select an entry from the drop down box. When
submitted, these changes will be saved separately from the scheduled values. The Schedule of
Classes will not be modified at this time.

All required fields are marked with a red *. Validations are done on these fields. If the datais
missing, an error message will be displayed stating the missing fields.

To delete a meeting or a pattern request, click on the button located at the end of the row
you would like to delete. You may also delete all entries in the row to achieve the same result.

To create another meeting or pattern request, you can click on the [C] button located at the
end of the row, and it will inserta copy of the current row below it. You can then make
necessary changes to the new pattern request data.

The following validations are done on each requested meeting. If a validation error occurs, an

appropriate error message will be displayed.

e Either a period selection or a start and end time are required for each meeting. Setting a
period loads the literal time for that period into the boxes for start and end time
automatically

o Note: Period definitions vary by campus and, in some cases, by day of the week.
Changing campus and day of the week will update start and end times accordingly, as
long as the selected period code is valid for the new campus and day. If the selected
period code is not valid for the campus and day selection, the system will remove
period code and keep the time

e Either campus code or building is required for each meeting

e Mode is required for each meeting time and BA (by arrangement) courses

The building code may be typed directly into the box or selected from the dropdown box which
appears once the user starts typing into the building code box. This feature allows, if necessary,
to enter building codes which are notin the list of available buildings. Changing the campus
selection will clear out the building and room selection, as well as literal times for the meeting if
the period is set.

Bldg-Room ** | Cap Alt.cap Budgetcd (off-cal
FH-AE ooz
S - aoso -

CI - SCH COMMUNSINFD

ED - GRAD SCHOOL OF EDUC
GRD - GRADUATE SCHOQOL QOFFI
RZC - RUTGERS STUDENT CTR
SC - SCOTT HALL

W - SCHOL OF S0CTIAL WoORK
WA - SCH OF SO0C WORK ANER

If you require an enhanced classroom, click on the Request Enhanced Classroom button. For
instruction on how to fill out the request, see Request Enhanced Classroom.
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Block Scheduling Rules (Currently Not Enabled)

Some schools and locations have special rules according to which periods are combinedin
blocks. When such rules are available for the selected sections, CSS will offer an option to
schedule all meetings at the same time.

Course synopsis link (applies to all courses for 50:220)

Subtitle: TiE=E - Please select.. w R - Please select. -

Select Block Periods

SelectBlock Type | w || Days.o
Select Blog Type
E 3.0 cedits, 2 daysiwk
2.0 credits, 2 daysiuk
! 300 credits, 1 daysiuk
3.0 redits, 1 daysiw, 7 wis

Dayj/Period/Time ** Bldg-Room ** | Wks Del./Cp.

3.0 credits, 1 daysiwk, 7 wis. start on week 8 -
3.0 oredits, 1 daysiwk, 12 wis - - - § ﬂ Si
4.0 credits, 2 daysiwk
4.0 credits, 2 daysiwk
2.0 credits, 3 daysiwk
2.0 credits, 2 daysiwk
1.0 credits, 3 daysiwk
1.0 credits, 2 daysiwk

- : yd

- . : xd
Original Meeting -
Edit Meeting N - 5 - ﬂ g

Original Meeting
Edit Meeting - - . ﬁ g

Enter lead section, if mult. sections: Contact time: Summer Session Dates:

Summer session id is not applicable for this term
Room attributes: - - - - - - - - - - R -

Submit RA I Room Search | Temporary RA I Enhanced Classroom |

To use a scheduling block, use the type of the block, based on the number of credits and
number of weeksforthe course, then select the days for meeting and times.

Select Block Periods

3.0 wedits, 2 days/wi - Select Time

Select Time

Requested Time/Building/ Room/Campus A2:08:00 AM - 02:20 AM

T BA A3 09:25 AM - 10:55 AM

Original Meeting C3: 12:45 FM - 02:05 FM

5 5 EZ: 03:15 FM - 04:35 P
Edit Meeting G2: 08:15 PM - 07:25 PM

G3:07.50 PM - 02:10 PM

Original Meeting
Edit Meeting -

Original Meeting

The meetings will be created automatically with default mode codes and no room assignments.
The user may change mode codes and select rooms or switch to the usual mode by clicking on
“Enter Meeting Data Manually” tab.

Select Block Periods

2.0 oredits, 2 daysivk - C2: 1110 AM - 1230 PM »
Requested Time/Building/Room/Campus

Campus ** BA Day/Period/Time ** Bldg-Room ** Whs Mode * Del./Cp.

=} Original Meeting

Original Meeting
Edit Meeting & - CAM M M C2 1110A - 1230 02-Lec

Original Meeting

Edit Meeting % - T N FC2 11104 - 1230 02-Lec w

Original Meeting
Edit Meeting - - «| - - - - -

Edit Meeting - Mow 1 - ~ B . - H g
Original Meeting -
Edit Meeting - M - 1 - ~ B . - ﬂ g

CSS support team can define new block scheduling rules based on requirements provided by the
Scheduling Office.
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Scheduling Pattern Requests

Scheduling pattern requests replace meeting change requests for Falland Spring semesters.

Instructor Assignments (no Scheduling Office approval needed)

Instructor Name Net Id Mode of Instruction /Component Course Role SIRS  Class time Show on S0C EAB/S5C Display Name 0
COMNN, VIRGINIA vlcs4 AL - All clas~ IN - Instruc~ ¥ 100.0 % CONN, VIRGINIA O
Add instructor

Course Description
Course synopsis link (applies to all courses for 01:105)
Subtitle: Type: - Please select... |~ CMS: - Please select..~

Pattern Requests

Mode/Component * Pattern * BA * Room Type ***  Campus/Pavilion/Room *#+ Comment Delete/Copy
02 - Lev Day 2x80min ~ | No ~ Priority |~ 1- CACv &
- Selegw Select a pattern... ~| ||No ~ Select |« ~ l:l M d
- Selecv Select a pattern... ~ | No ~ Select |~ v l:l x 4
- Selecw Select a pattern... ~| ||No ~ Select |« ~ l:l X d
- Selecv Select a pattern... ~ | No ~ Select |~ v l:l x 4

#**DPlzase choose a room type, a pavilion/building, and a room unless the pattern mests by arrangement. Specify any additional requests in the comment field.

Requested Time/Building/Room/Campus

Campus ** BA Day/Period/Time*+ Bldg-Room ** Cap Budget cd (off-campus only) Mode/Component * Weeks Pattern Del./Cp.
1 cac N T4 0110P - 0230 cI-201 0040 02 15 1
2 cAC N H 4 0110P - 0230 cI-201 0040 02 15 1
]
4
5
Enter lead section, if mult. sactions: Contact time: Summer Session Dates: Summer session id is not applicable for this term

Room attributes:

Enhanced Classroom |

Course Information

The following fields are included in a pattern request:

Field Name Description

Mode/Component Mode of instruction

Pattern Requested pattern, from the list of patterns available for the offering
unit’'s campus

Room Type Type of the room needed for the requested component (required for
meetings, prevented for BA)

BA By arrangement indicator (should be set to “Y” if the pattern request
is for a meeting that will not reserve an on-campus room)

Campus Campus for the requested component (required for meetings,
optional for BA)

Pavilion Pavilion request for the requested component (required for meetings,
preventedfor BA)
Room request for the requested component (required for meetings

Room with room type = “Restricted Room”, prevented for all other meetings
and BA)

Comment An optional message from the requester to the scheduling officer

There can be a maximum of five patternrequests per section, with no more than one pattern
request per component type.

Campus, pavilion, and room type are required for all pattern requests that are not “by
arrangement.”
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A Note Regarding Lead Sections

Sometimes several sections of the same course meet for lectures together. In this situation, the
lecture room assignment is associated with only one of those sections, called the lead section.
Other sections are linked to the lead section. The CSS system will not allow you to change a
room assignment for a lecture on a linked section. You can only change the lecture room
assignment for the lead section, and then the system will automatically update all sections
linked to it.

You can distinguish between lead and linked sections as follows:

e If the Lead Section field (located immediately under the room assignments) is blank, then
the section is neither lead nor linked. You can change any room assignments for this section

e If the Lead Section field contains this section’s section number, then this is a lead section.
You can change any room assignment for this section, and its lectures (meetings with Mode
code 02) will be copied to all linked sections, replacing any lectures they originally had

e If the Lead Section field contains a number different from this section’s number, this is a
linked section. You may change only those room assignments that are not lectures

Linking and Unlinking

If you want a new section to meet together with an existing lead section, put the lead section’s
number in the linked section’s Lead Section field and save. The lecture meetings from the lead
section will be automatically copied to the linked section.

You may unlink the lead section by making the Lead Section field blank. Doing this would
cause the system to choose a new lead section out of the sections linked to the current section.
It will be the section with the lowest section number (for example, if section 20, which is a lead
section for sections 21, 22, and 23, is unlinked, the new lead section will be 21). To completely
sever any links between sections, you have to repeatthis process until there are no linked
sections left.

If you no longer want a particular linked section to meet together with its lead section, you can
unlink it by making Lead Section field blank. Please keep in mind that the two sections will
then be independent, but still meeting in the same room. To avoid conflict, it is advisable to
specify a new lecture room assignment for the unlinked section at the time of unlinking.

Note: Deactivating a lead section will cause it to also to be unlinked. A new lead section will be
chosen among the sections linked to it and it will become the lead section.

Cross-Listed Sections

A cross-listing is a group of sections from different courses that meet together as one course. In
this situation, instructor assignments and room assignments are associated with only one of
those sections, called the primary cross-listed section. Other sections in the group are called
secondary. Cross-listed sections may also be taught by the same instructor and meet at the
same time but at different locations (multicasts). The specific mode of sharing instructor and
room assignment is determined by the cross-listing type field.

The CSS system will not allow you to change any shared assignments on a secondary section.
You may change shared room assignments and instructor assignments only on the primary
cross-listed section, and then the system will automatically update all sections linked to it. CSS
will also update the entire group if a section number changes.

To create a new cross-listing, begin by creating the sections of each course. Then, start with the
section thatis going to be primary and, in the “Cross-Listed Sections” area, add all the sections
that are supposed to be cross-listed with it. The system will automatically update all other
sections.

When you cancel a secondary cross-listed section, the primary section will automatically be
updated to remove the cross-listing. The primary section will retain control of the shared room.
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The system will not allow you to cancel the primary section, so in order to cancel the entire
cross-listed course, you will have to cancel all the secondary cross-listings first.

To make formerly cross-listed sections independent, start with any secondary section and
remove all its cross-listings from the “"Cross-listed sections” area of the screen. You may then
change meeting times, if you wish, and enter a new room if you have one available. If you do
not create an independent room assignment, the Scheduling office will try to find a new room
for your section.

Requesting Changes to Prerequisites or Co-requisites

A Memo text box is available to enter any additions or corrections to Prerequisites and Co-
Requisites. This box should also be used to enter any special instructions you have for the
Scheduling Office. The text box is limited to 2000 characters.

Saving or Discarding the Changes

When all modifications have been made, click the Save button to save the data and mark the
section reviewed. Control will be passed back to the Course Listing page, and the page will
scroll to the section you have just finished editing.

Note: if the updated section no longer meets the listing’s search criteria, it will now longer be
on the screen (forinstance, if you have searched forinactive sections and then activated one of
them, it will “disappear” from the listing)

If you do not wish to save the changes, press the Back to Listing button, to return to the same
place in the listing that you left of f from. This will discard all the changes since the last save.
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Editing Instructors of Record

The Section Detail page allows users from both academic departments and the Scheduling
office to add instructors of record. Changes to instructors entered by academic departments do
not require approval from the Scheduling office and are effective immediately.

First two display names are

Instructors assigned to

the course

e

save | swmwrrsw | swewrea | amemoveau | omel gutomatically copied to IMS, unless
] check here if the approval process for this section is complate (you m the dISpIay bOX is unchecked
1Sect * Prefix Cred Exam Cd Prior E
Lol 030 c | C - During class j 026 |026 1 | 1 - Active/ |L|
|ss. Print Spec Perm Add Spec Perm Drop Instructor 1 Instructor 2
— Yes| v - Please select... |E| |, Please select.E LITTMAN, M |Steinberg mith, Kelvin
Instructor Name Net Id Mode of Instruction Course Role SIRS  Class time Show EAB/SSC isplaf Name 0
Steinberg, Louis lou 0z - A IN - Instrua: ¥ 100.00 %% Steinberg, [Louis .
Smith, Kelvin ks1260 03 - Recit |» IN - Instrud = Y 100.00 % Smith, KeWin [ ]
AL - All cIaE |IN - Instrudﬂ ¥ 100.00 % O [ ]

Add instructor

Click to search the
emplovee database

nformation

Mo suffix A selections available

C rs

@ no decision on

© 1nclude in FYs

Course Description

© Exclude from FYs

for 01:198) http://vaw.cs.rutners.edu/undergraduate/courses/
Subtitle: Type N Net |d, |f knOWn - Please select... : CMS: - Please select‘]:

(otherwise, use Search function)

g-Room **  Cap  Budget cd (off-campus only) Mode * Weeks  Pattern Del./Cp.
1 BUS N M 5 0320P - 0440 SEC-209 0090 oz 15 1
O |z- Bua: ’N_E W'?E 0320 WE - |oaa0 SEC |209 0090 : 0z - La: 15 1-First : Ad
2 BUS N W 5 0320P - 0440 SEC-209 oos0 02 15 1
O [z-8ud~] [n[7] [wl=][s [=]loaz0 [PM[=]-[0as0 SEC |209 0030 [ =] [02-1d~] |15 [1-First[] o o
3 BUS N M 6% 0515P - 0610 ARC-105 0066 o3 15 1
O |z- Bua: ’N_E WEIFE 0515 WE - |os10 ARC 105 0066 : 03 - Ra: 15 1-First : Ad

Only individuals who have a valid record in the Rutgers employee database can be added as
instructors. As a user types in a NetID or uses name keyword search, the system will suggest
possible matches, displaying full names of matching faculty members and departments with
which they have current affiliations.

The screenshot below shows Instructor Search window with results. Click on a NetID to add
instructor to section and automatically recalculate load percentages.

Steinberg

SEARCH Cancel

Ex: Smith, Jo*n or John Smith or Van Buren, or John

NetlD
dis400
es835
25702

jenstein

steinbml

steinbmb

ps580
sls443
steinbvg

Name

Stemnberg, David
Stemnberg, Edward
Steinberg, Gabriel
Steinberg, Jennifer
Steinberg, Louis

Stemnberg, Marc
Stemnberg, Michael
Stemnberg, Ninette

Steinberg, Philip
Steinberg, Sabrina
Steinberg, Vitaly

Dept and Role

STUDENT WORKER, SA-Student Affairs, VP, SA-Recreation

TEACHING INSTRUCTOR. AY, SAS - Dean's Office, SAS - Economics

PART TIME LECTURER {INEL}. SAS - English, SAS - English Writing Program
ASST ATHLETIC TRAINER. Intercollegiate Athletics, Athletics Physician

WIS Instructor - AAUP-AFT Elig, Div of Continuing Studies, VP, NB Summer Session
ASSOC PROFESSOR. ACD YR, SAS - Dean's Office, SAS - Computer Science

ASSOC PROF-TT, RWJ-Psychiatry-Meb, RWI-Psychiatry-IMHS
PROF-CLIN-DIV CHIEF, RWI-Medicine-Chairman's Office, RWJ-Medicine-General Internal-

Clerical Asst Casual, SAS - Dean's Office, SAS - Chem & Chemical Biology
PPL CLERK BOOKKEEPER, SAS - Dean's Office, SAS - Chem & Chemical Biology

PART TIME LECTURER. {INEL}. FASC - Dean's Office, FASC - Political Science
WORK ASST, SPH-Health Ed. Center for Tobacco Studies
PHYSICIAN SPEC UNCLASSIFIED, UCHC, UCHC
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Once the user adds an instructor, he or she may edit the following information:

Mode of instruction. This can be set to “all” for all instructors, or instructors can be
assigned to specific modes of instruction that the section’s meetings has. In the latter
case, all instruction modes must have at least one instructor assigned

Course role. SIRS and EAB/SSC flags are set by default for the selected instructor role
(SIRS flag cannot be edited and is only displayed for information purposes). The
following roles are available:

o IN: Instructor/Lecturer (SIRS=yes, EAB/SSC=yes). This person is teaching in the
classroom, and is the primary (or one of the primary) individuals responsible for
the course.

o RL: Recitation/Lab Leader (SIRS=yes, EAB/SSC=yes). This person is teachingin a
classroom, typically for the recitation period or lab portion of a lecture-and-lab
course section. If there’s a Recitation/Lab Leader, there should also be an
Instructor/Lecturer for the lecture portion of the course (otherwise, a warning is
displayed, but the user may continue).

o CA: Course Assistant (SIRS=no, EAB/SSC=yes). This person assists with the
administration of the course. If there’sa Course Assistant, there should also be an
Instructor/Lecturer for the lecture portion of the course (otherwise, a warning is
displayed, but the user may continue).

o CC: Course Coordinator (SIRS=no, EAB/SSC=yes). This person is responsible for
coordinating the administration of all sections of a multi-sectioned course. If
there’s a Course Coordinator, there should also be an Instructor/Lecturer for the
lecture portion of the course (otherwise, a warning is displayed, but the user may
continue). If the Course Coordinator is also an instructor for some of the sections,
that individual should be entered twice: once as an Instructor/Lecturer, and once
as a Course Coordinator. If the person responsible for coordinating the
administration of all sections of a multi-sectioned course s the instructor for all of
the sections, that person should only be listed as an Instructor/Lecturer.

o Ul: Undergraduate Peer Instructor (SIRS=no, EAB/SSC=no0). This person is
teaching in the classroom, and may or may not be the primary individual
responsible for the course.

Class time. Generally, the load should add up to 100% for all instructors assignedto the
same mode of instruction; if the percentages do not add up to 100%, a warning will be
displayed.

Show on SOC. A flag indicating whether the instructor should be displayed on or hidden
from the Online Schedule of Classes (Note: currently, unchecking the field will result
in hiding the instructor from IMS. Other than that, it is more of a recommendation since
downstream systems may choose to ignore it). Up to two instructors may be displayed.
EAB/SSC. Checking this flag will make the information about the associated instructor of
record and course available to the EAB student information platform (i.e., RaptorSuccess
in Camden, RUN4Successin Newark, and SSC Campus in New Brunswick).

Display name for Online Schedule of Classes (the default value is the instructor’s real
name; however, occasionally departments may choose to enter a different value, such as
“Staff”). Currently, this value is submitted to IMS and picked up by the Schedule of
Classes from there.

The system will permanently store the associations between internal instructor ids (allowing the
instructor of record data to be linked to the fullemployee record) and the key of the section
(term/year, school, subject, course, supplement, section, and index number, if available). It will
also store the user’s selections for course role, instruction mode, display flags, and display
name. Downstream systems may access this information as needed.
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Request Enhanced Classroom

The Enhanced Classroom Request page is displayed when the Enhanced Classroom button
is clicked. A scheduling officer will use the information entered on this screen to locate a room
that has all the necessary equipment, in case the specific room requested by the academic
department is not available, or when the department has not requested a specific room. To
submit a request for an enhanced classroom:

1. Enter Contact Person, Phone Number and Email address of the Contact Person. These fields
are required.

2. Select the meeting times for which a Enhanced Classroom is needed. To do this, click the
appropriate box or boxes next to the Meeting Days/Times. At least one selection is required.
Note: meetings “by arrangement” are not shown on this screen, since equipment may not
be requested for such meetings

3. In the drop down boxes located after the equipment, selectthe frequency of use for the
listed equipment (Will not Use is the default). At least one selection is required

4. Click on the Request Enhanced Classroom button to submit the request. After
submission, you will be returned back to the Section Detail page. You will also see
Enhanced Classroom Requested” on the Section Detail page.

5. If youdo not wish to save the changes, or if you would like to cancel the current requestfor
enhanced classroom, click the Cancel Request button. The request will be deleted from the
system, and you will no longer see “+ Enhanced Classroom Requested”

&]TGERS ONEERE! | Fill in required fields equest

h Cal Master Course List  Help  User Guide  Logoot

01: 014: 490: 01 | SEM AFRICAN STUDIES | | Maximum Class Size (Stop Paint): 020
Instructor(s] Contact Peysop
RAMSAMY, E. Instructor

Phone Murmnber**

%, 12345 email@rutgefs.edu

*Contact person's name is required  **Either email address or phone number with area code is required,

Enhanced Classroom requested for the following meeting locations /imes [Assignment not guaranteed):

Reqg Mesting Days/Time Building/Room Requested Carnpus Mode
W TE 0640 - 0920P BE- L |
S —— 2. Select meeting times for which an enhanced
verimenitt  classroom is needed

Do T not use [ TEEETEETT T not uze L]

Cornputer Interface for Laptop PC/MAC: Wil ot use D Internet Connection: Wil not use D

Audio Cassette Player: Wil not use Personal Response System: | not use D

1| | glide Projector Rermote Contral *#; Will not use [0 1| L&érmm Film Projectar *%; ill not use [0

Request Enhanced Classroo I Cancel Request I

Newark--Instructors are/équired ta call, for information and training before using an enhanced classroom.
New Brunswick Campus|OMLY--Instructors who frequently need these pieces of equiprment can have acce

classroom. 3 SEIeCt Frequency Of Use
Many classrooms other thgn Enhanced Classrooms have WCR/Monitors permanently located in the room. Ple ° W|” not Use
445-3612 for assistance.
. is present an a maobil (defaUIt)
4. Click Request Enhanced Classroom button e Occasionally
Daily

[GERS
Carnden Help Desk, Mewark Help Desk Mew Brunswick/Piscataway Help Desk ];Q_I GE

Cnline Schedule of Classes, Catalogs Home Page, Scheduling Home Page
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Entering Course Synopsis URLs
The Course Scheduling System allows authorized users from academic departments to provide
links to department web pages that may contain course description and other information that
departments may share. This information is fed to the Online Schedule of Schedule of Classes
where it appears as Synopsis link next to every course offered by the department.

The location of the Synopsis link on SOC is shown below:

R TGERS University Schedule Of Classes

x Summer 2014 7 4
Search by: Keyword : NE UNDERGRADUATE A%

| + COMPARATIVE LITERATURE

<multiple subjects:

Filters <reset> - ©1:195:181  INTRODUCTION TO WORLD LITERATURE 3 credit(s) Sections: 212 nopsis
Section Status o , . . . .

Course Description: Classics of Western and Eastern literature. Readings may include: the Odyssey, the Tac Te Ching, Roman poetry, Beowulf, The Tale of
Open Closed ‘Genj, troubadour poetry, and Dante's Inferno.
Level of Study Course Types SAS Core Code: Arts and Literatures (AHp) Course Syn0p5|s L|nks
100 Traditional SEC INDEX MEETING TIMES / LOCATIONS EC INSTRUCTORS

oo Online:
Section B1 Notes: ONLINE COURSE VIA ECOLLEGEFULFILLS CORE LEARNING GOAL AHPDOES NOT COUNT TOWARDS MAJOR/MIMOPEN TO HIAH SCHOOL SENIORS

300 Hybrid -

Section B1 Session Dates: 05/27/2014 - 07/03/2014
400 Off-Campus ) )

Section B1 Comments: 5100 Online Course Support fee, go to hitp:/lecollege. rutgers.edu
Day & Time

y Arrangement c

Register

n 03120 How

Section H1 Notes: ONLINE COURSE VIA ECOLLEGEFULFILLS CORE LEARNING GOAL AHPDOES NOT COUNT TOWARDS MAJOR/MINOPEN TO HIGH SCROOL SENIORS
Section H1 Session Dates: 07/07/2014 - 08/13/2014
Section H1 Comments: go to hitp.//ecollege.rutgers.edu, $100 Online Course Support fee

Morning
Adfternoon
Evening

New Brunswick Sub-Campus
Busch n 03125 Hours By Arrangement c
College Ave

» 81:195:135 INTRODUCTION TO SHORT FICTION 2 credit(s) Sections: 2/2 Synopsis.
» 81:195:15@ WORLD MYTHOLOGY 3 credit(s) Sections: 2/2 Synopsis
Downtown New Brunswick &) Pl
Course Credits » 91:195:244 INTRODUCTION TO MYTHOLOGY 2 credit(s) Sections: 2/2 Synopsis.
3 credil(s)
Back to top
School

School of Arts & Sciences (NB) - 01
SAS Core Code
Arts and Literatures (AHp)

RUTGERS

Search Course Offerings Search Edit/Full Title Master Course List £ psis Help User Guide

* - Indicates required fields.
*#* . A day and either period or literal time is required for each meeting that is not "by arrangement"”. Either campu

**% _ Please request changes/additions to prerequisites and corequisites in the Department memo box. Course SynOpSIS URL

01 :195 :101 :02 INTRO TO WORLD LIT | Last updated 04/11 /2014 17:40:37 by llevkovi

save | sackTousmng |
Index | Sect | Prefix | Cred Exam Cd | Prior Enroll | Stop Point * | Status Cd |
05594 / 05594 02 02 030 O O - No final exam 026 |024 1 1 - Active / Avail
Print | sess.print | Spec Parm Add | Spec Perm Drop | Instructor 1 | Instructor 2 |
Yes Ye: w Yas Yes w - Plesse select. . - - Please select.. + LEE, 1. |LEE, 1. " |

Course synopsis link (applies to all courses for 01:195) http://comolit.rutgers.edu/index.pho?ostion=com contentbtask=cstegorvBsectionid=36Rid=79altemid=185

Subtitle: | Type: -Plesseselect.. »  CMS

- Plesse select -

Campus/Bldg-Room ** Cap Budget cd (off-campus only) Whs | Mode * Del./Cp. |

| Ba
1 N T3 1130A - 1250 CAC ED-124 oooo 15 o2

N o T - 3 v 1130 AM » -|1250 1-C~ ED [124 0050 - [15 02-lec xd
2 N F 3 1130A - 1250 CAC MU-1135 0000 00 03

N F v o2 1130 AM + -[1250 1-C~ MU [115 0045 - [oo 02 - Recit v Hd

2
9

Jh 5 [ . . o4
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Course Synopsis Data Entry

The Course Synopsis screen can be accessed from CSS home page and from the main menu.

I{L]TG ERS Course Scheduling System - Edit Synopsis URL

CSS H Search Course Offerings  Search Edit/Full Title  Master Course List Course Synopsis  Help  User Guide  Administration Logout

@ To view or edit course synopsis link for Online Schedule of Classes, enter unit and
=subject of yvour department

Offering Unit: [ Subject Code: |

act Camden Help Desk, Newark Help Desk, or New Brunswick/Piscatawsy Help Desk I z l | I GERS

for Online Schedule of Classes, Catalogs Home Page, Scheduling Home Page

By entering the unit and department codes, the users access the data entry screen, where they
can view and change the current synopsis URL for the department or enter a new URL.

];{[_]TGER\ Course Scheduling System - Edit Synopsis URL

CsS5 e arch Course Offerings  Search Edit/Full Title  Master Course List Course Synopsis Help  User Guide Administration Logout

@ Flease enter or edit course synopsis link for Online Schedule of Classes

Un'rt:Suhject| Synopsis Link (Ex. hitp:/hwww.rutgers.edu): | |

01185 | http://complit.rutgers.edu/index.php?option=com_content&task Update

Look up ancther department

sed: April 2014

t Camden Help Desk, Mewark Help Desk, or

Mew Brunswick/Piscataway Help Desk I tU I GERS

Note: SOC provides access to multiple semester schedule at a time, and for every course the
Synopsis link will point to the same location. Therefore, itis advisable that the departments

provide links to generic pages that themselves contain links to descriptions for individual
semesters.
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Entering Full Course Titles and Core Codes

Full course titles appear on the Schedule of Classes and other University sites in addition to or in
place of the brief titles, when space allows. Core codes are codes assigned to some courses by
the School of Arts Sciences to indicate that these courses fuffil certain core requirements. The
example below shows how these data elements appear on the University Schedule of Classes.

]:{LITG ERS University Schedule Of Classes

. /% -
Search by: Keyword Core Code SPﬂng 2021 NB UNDERGRADUATE FU” Course tltle

| COMPARATIVE LITERATURE (195) |
+ COMPARATIVE LITERATURE (1
alternate subject sort | search multiple subjects
v 81:195:101 INTRODUCTIO! 'WORLD LITERATURE 3 credits Sections: 0/1 Synopsis

Filters reset | hide

Section Status Course Notes: 195:101:90 IS AN INTERNET COURSE. FOR INTERNET COL T 'RUTGERS ONLINE COURSES'.

Open Closed SAS Core Code: Aris and Literatures. (Au'/ Co re Cod e

Level of Study Course Types SEC INDEX MEETING TIMES / LOCATIONS EXAM TNS [RUCTORS BOOKS REGISTER
100 Traditional

Section 90 Notes: DOES NOT COUNT TOWARDS MAJORBUT COUNTS TOWARD MINOR.

200 Ouiinelsliemaiclipstarciion Section 90 Comments: $100 Online Course Support fee, Go to http.//canvas rutgers edu

300 Hybrid

400 08335 Hours By Arrangement A HSIEH, YU Books  Register
cLOSED

Day & Time

M T W Th F Sa Sn

Unlike course synopsis URLs, titles and core codes apply to individual courses and may vary
from semester to semester. Full titles are not to be confised with section subtopics - headings
that apply to individual sections and may be edited on the Section Detail screen.

Viewing and Editing Full Titles and Core Codes

Authorized users access full titles and core codes by entering all of the identifying data for the
course (semester, unit, subject, course number, and supplement, if applicable).

I{[.]TG ERS Course Scheduling System - Search Course Information

CSS Home  Search Course Offerings  Course Level Info  Master Course List Course Synopsis  Help  User Guide  Administration Q Log Out

Search Full Title and Core Curriculum Codes

* - Indicates required fields.

*Unit | *Subject | *Course | Supplement | *Term/Year

195 101 [ ] Ono suppl. Fall 2023 v

Course Scheduling System, version 7.2.0 Revised: August 2022, @ 2014-202Z Rutgers, The State University of New Jersey. UTGERS
For guastions, comments or suggestions contact Camden Halp Dask, Newark Halp Dask, or New Brunswick/Piscataway Help Desk.

Visit web sites for Online Schedule of Classes, Catalogs Home Page, Scheduling Home Page.

Rutgers is an equal sccess/equal oppertunity institution. Individuals with disabilities are encouraged to direct suggestions, comments, or complaints concering
any accessibility issues with Rutgers websites to accessibility@rutgers.edu or complate the Report Accessibility Barrier / Provide Feedback Form.
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On the Edit Course Information screenan authorized user may add or modify the full title and
add or remove core codes associated with the course (Ctrl+click to select multiple core codes).
If the title is left blank, the short title (seen on the screen under the Title heading) will be
displayed on the Schedule of Classes and all other sites.

}{L]TG ERS Course Scheduling System - Edit Course Level Information

CSS Home  Search Course Offerings  Course Level Info  Master Course List  Course Synopsis  Help  User Guide  Administration Q Log Out

Edit Full Title
Unit Snbieu:t‘ Course |Supplement Year/Term Title Full Title
o1 195 101 2023/ 9 INTRO TO WORLD |INTRODUCTION TO WORLD LITERATURE
[y
Edit Online Offering Code
Unit thiett| Course |Supplement|Year/Term Online Offering Code
01 195 101 2022/ 9 |Se|ect online offering code ~
Edit Core Curriculum Codes
Unit Snbjed:|Cn||rse Supplement|Year/Term| Current Core Codes ‘ Edit Core Codes
AAT - Art, Aesthetics, and Theories of Interpretation ~
AHo - Philosophical and Theoretical Issues
AHp - Arts and Literatures
AHg - Nature of Languages
AHr - Critical Creative Expression
01 195 101 2023/ 9 AHp Art:M - Arts & Media
BM - Business Math
BS - Business Statistics
C - Civilization & Heritages
CC - Contemporary Challeges - See CCD and CCO v
Update Core Curriculum Codes

Course Scheduling System, version 7.2.0 Revised: August 2022. @ 2014-2022 Rutgers, The State University of New Jarsey. UTGERS
For questions, comments or suggestions contact Camden Help Desk, Newark Help Desk, or New Brunswick/Piscatavay Help Desk.

Visit web sites for Online Schedule of Classes, Catalogs Home Page, Scheduling Home Page.

Rutgers is =n equal access/equal opportunity institution. Individuals vith disabilities ars encouraged to diract suggsstions, commants, or complaints concarning
any accessibility issues with Rutgers websites to sccessibility@rutgers.edu or complete the Report Accessibility Barrier / Provide Feedback Form
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Approver-Only Pages

All the editing functionality available to departments is also available to the approvers. Please
see the Entering and Viewing Course Data section of this User Guide for information on
features available to both approvers and users from academic departments.

Approvers may make further change to the information entered by departments and then may
either save it in CSS staging area like department users do, or approve (submit it to IMS). It is
important to distinguish between the Save and Approve buttons. Pressing Save will not submit
transactions to IMS, and as a result the scheduled and updated versions will remain different.
Pressing Submit SM, Submit RA, or Approve All will cause the requested changesto be
applied to IMS

Scheduling Databases and Data Integrity

When working with the Course Scheduling System, itis important to understand that the
scheduling and room assignment data in fact resides across several databases. Some of these
databases are synchronized in real time, others are synchronized nightly, and some are not
synchronizedat all and rely on users to ensure the integrity of data.

The IMS database is the location of master scheduling records. Most section information from
IMS is loaded into the Schedule of Classes nightly, although the values that may affect student
registration, such as the stop point, are synchronized in real time.

CSS database is the exclusive storage of changes requested by departments and enhanced
classroom requests. In addition, CSS is the only entry point for making changes to course
synopsis URLs and expanded course titles; some of this information may be propagated to the
Schedule of Classesin real time by processes outside of the scope of CSS.

In order to highlight, on the section listing screen, the differences between department request
in CSS and IMS master record thatis the source of data for Schedule of Classes, CSS stores
snapshots of IMS data. These snapshots are not updated when an IMS record is changed outside
of CSS. Changing the IMS record in CSS will resultin incorrect highlights.

Only approvers can update the IMS snapshot. The fastest and most reliable way to do so is to
bring up the Section Detail screen.

IMS snapshots in CSS are updated in each of the following situations:
1. When a new semester is loaded into CSS for the first time and IMS snapshot s also created

2. When an approver clicks the Refresh button on the Section Listing screen, CSS overwrites
the department’s changes with a copy of IMS data and also updates the IMS snapshot (this
is the reverse of clicking Approve All on the Section Detail screen)

3. When an approver submits an SM or RA transaction, the IMS snapshot is updated with the
latest state of the section returned by IMS. Note: if an erroroccurs during a transaction, the
state of IMS snapshot may be compromised

4. When an approver brings up the Section Detail screen, the latest IMS data is shown and
IMS snapshot is updated. However, whena department user brings up the screen, thereis
no communication with IMS and the snapshot remains unchanged

IMPORTANT NOTE: When CSS synchronizes with IMS, it uses the combination of term, unit,

subject, course and section number (as well as supplement code, if it exists) as key. It does not
use registration index number. Therefore, changes to any of these fields in IMS (key changes or
section renumbering) will result in CSS being unable to find the correct section. The only way is
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to load the correct IMS snapshot in such instances is to create a new section in CSS with the
correct key. See the sections on Section Renumbering and Key Changes under the Section
Detail Page - Approvers for further details.

Master Course List makes a subset of IMS course history data available to CSS. Changes to
course history areloaded into CSS nightly.

Section Detail Page - Approvers

The following buttons appear only if the user’s account is set up with an Approverrole
(Scheduling Office).

1.

Room Search - transfers the user to the Room Search screen, which allows the user to
select a room on IMS and transfer the data to the Section Detail screen. If the day and
time of selection matches an existing meeting, that meeting’s room and building will be
replaced with the new selections, otherwise new selections will be added

Edit Preregs - transfers the user to Edit Prerequisites page. That page allows the user to
change prerequisites for all sections of the selected course

Add/Delete Coreq - transfers the user to Edit Co-requisites screen. That page allows
the user to specify a co-requisite. Delete Coreq unlinks co-requisite from the section

Approve SM - submits section maintenance transaction to IMS and updates the
scheduled section data in CSS. If IMS fills in any data that has not been submitted (such

as an index number fora new section), CSS is updated accordingly

Approve RA - submits room assignment transaction to IMS and updates the scheduled
data in CSS. If IMSfills in any data that has not been submitted (such as capacity for
room or literal times corresponding to selected period), CSS is updated accordingly

Approve All - submits section maintenance transaction followed by room assignment
transaction to IMS, and updates scheduled section data

The following pages explain the distribution of the fields on the screen between IMS transactions
and detail the functionality available to approvers.
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for Section Detail Pa

‘RS Course Scheduling Syste

IMS Transaction Mapping
RUTG

€SS Home

e

Master Course List

Search Course Offerings ~ Course Level Info Course Synopsis  Help  User (

Approval Indicator

Current IMS values are always displayed before the requested values.
| Submitting an IMS transaction will update the local record as well

* - Indicates required fields
*% - A day and either period or literal time Is required for each meeting that Is not

Arrangement”. Either campus code or bullding is required for each meeting

’ 01:220:102:01 INTRO TO MICROECONOM | Last updated 01/27/2022 13:09:08 by batch_infosim

[Sowarwa] [weemovens] [veere | [shocronsmng]

] check here i the approval pr for this section is complete (vou may stil change it ater)
Index Sect * Pref  Cred Core Codes Exam Cd Prior Enroll Proj Enroll Stop Point * Final Stop Pt Status Cd Remedial
00466 /00466 01 |01 030 ¢ C-Class Hour v 000 000 000 250 250 350 350 1 1 - Active/,v N
Print Sess. Print Spec Perm Add Spec Perm Drop Instructor 1 Instructor 2
ves [Yes v o [No v |- Please select v - Please select.. v HOHMANN | HOHMANN L] ]
Instructor Assignments (no Scheduling Office approval needed)
snirm | e bt i companone | ot | s | i e o s | ennyssc | iy 1| ©) SM Transaction

HOHMANN, ALEXANDRE  hohmann AL - All clas v IN - Instruc v Y 100.0 % HOHMANN, ALEXANDRE |

Course Description

Course synopsis Ik (apples to al courses for 01:220) httn//economics nit
06 06 - Face-to-Face

c |C - Canvas

Type:

| .

= Mode/Component * Pattern *** BA*  RoomType *** Campus/Paviion/Room *** Comment Delete/Copy
H 02-Lev Daytime - 2x80min v |No v | Generav | 1-CA(v SC || M4
H - Selec v Select a pattern... v No v |Select v v 4G
. - Selec v Select a pattern... v |[No v |Select v v ’— M4
‘ i |-selecv Select a pattern... v [No v |Select v v [ Kd
|1 [-Selecy [Selecta pattemn... v [No v |Select v v HE
‘ H **+Please choose a pattem, room type, paviion/buikding, and room unless the pattem meets by arrangement. Specify any additional requests in the comment field.
| Bl Requested Time/Buiding/Room/Campus
| T O Campus®*  BA Day/Period/Time* * Bldg-Room ** Cap Alt.cap Budget cd (off-campus only) Mode/Component * Weeks  Pattern  Del./Cp.
H CAC N T2 10204 - 1140 SC-123 0450 02 15 1 3
| o OJ1-CAtv INv [T v |2 v 1020 |AM v -|1140 <123 0450 - v 02-Llev 15 |1-Firstv M@
; H cac N F2 1020A - 1140 sc-123 0450 02 15 1
oD [1-cAv Nv [F vi2 v 00 [AMv a0 [sc (123 osso 5 v 02-lev 15 |1-Firstv W@
| HA
' H =] v Nv viv v ] = v s v = v ®@
HD B
H o ] > S -+ gg :| RA Transaction
=t
= HOIE v Nv v v v . ] & v = v = v 7]
= Lead section, if mult. sections Contact time Room attributes (select up to 6) Cross-Listed Sections.
H This section is 0 - Not cross-listed
H 0 - Not cross-listed ~
= Unit Subj Course Supl
H A2 - Art - 2D ~
H Course dates (YYYYMMDD): A3 - Art - 3D
= smm End: (Dates apply to the Raom AG - AGILE ROOM
. BI - Biology
H Assignment transaction) BR - BLU-RAY
H Summer Session Dates: CM - Cam Podium
. CO - COMPUTER
- DC - Dig Clasrm
H Summer session id is nat appicable for this term DL - DIST LEARN
- DM - DIMMER v
. Students with a Disability Tnd: u No ~
E Submit RA ‘Room Search Temporary RA Enhanced Classroom
H

Print Comments.

05 - Go to https//canvas. utgers.edu

05 - Go to http:/fcanvas.rutgers.edu
- Please select...
- Please select... v

- Please select. v

Registration Information

Open to Unit (2-digit codes) or Major (3-digit codes) Open to Unit and Major Combination (5-digit codes) Open to Minor (3-digit codes)

e e T R T D) BT E o) SM Transaction

Open to Class Level (select up to 3) Class Restrictions (select up to 5) Honor Codes (select up to 5)
1 - First Year Stude ~ 00 - 2000 A 1 - Newark College of Arts & Sciences Ho ~
2 - Sophomore 01 - 2001 2 - Camden College of Arts & Sciences Hc
3 - Junior 02 - 2002 3 - School of Pharmacy Honers Program
03 - 2003 4 - Schoal of Engineering Honors Program
04 - 2004 5 - Douglass College Honors
05 - 2005 6 - Livingston College Honors Program
06 - 2006 7 - Rutgers College Honors Program
07 - 2007 8 - School of Environmental & Biological £
08 - 2008 9 - Mabel Smith Douglass Honars
v 09 - 2009 v A - School of Arts & Sciences Honors Prog v
Non-traditional Indicator Residential College Code Honors College Indicator
H - No Restriction (default)
- Open to all b - Please select... v N - No Restriction (v
Prerequisites Corequisites
Any course EQUAL or GREATER than 01:640:111 The section has no corequisite

Approver Memo (Scheduling Office use only, visible to all)

4

v | [Summiron| [susmiran] [apeovait| [ pecere | [sackTo tisiing |

eduling System,

¢ ook o ek it RUTGERS
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Requesting Changes to Prerequisites or Co-requisites
Approvers may click on the Prereq and Coreq buttons to proceed to corresponding screens.
Note: Clicking Approve All will not update prerequisites or co-requisites on IMS.

Making Changes Outside of CSS

The CSS system is designed to support any action required in the creation of Schedule. This
includes the relatively complex scenarios of section renumbering and lead section re-linking.
There should be no need to make changes to the schedule outside of CSS, and doing
so is emphatically discouraged, because it may cause great difficulty when synchronizing the
data. While the Refresh button has been provided, it will not work in some instances, such as
when a section number has been changed.

When unsure about the best way to accomplish a task, please contact application support team
before resorting to making changes outside of CSS.

Submitting Changes to IMS

To update only room assignments, use Submit RA button. This will submitto IMS all
information in the "Requested Time/Building/Room/Campus” section except for contact time
(which is part of SM transaction). It will also submit cross-listed section data.

To update only section maintenance data, use Submit SM button. This will submit to IMS all
information that is not in "Requested Time/Building/Room/Campus” area and not in the cross-
listed sections area. It will also submit contact time.

To submit both transactions, use Approve All button. This will submit SM first, followed by RA.
Please note that it is possible for both transactions to fail, and it is possible for one of the
transactions to succeed while the other one fails. In this case the appropriate error message will
be displayed at the top of Section Detail screen. The CSS data pertaining to either transaction
will be synchronized with IMS if that transaction succeeds.

If the IMS update is successful, the user is returned to the Section Listing screen. A status
message will be displayed, informing the user that IMS has been updated. At this point CSS data
will become the same as IMS data, so highlights on the section listing will disappear.

Note about IMS Errors

If an error occurs, the Section Detail page will be redisplayed with the error message from IMS
on top. The user then may choose to resolve errors and resubmit the transaction, to abandon
the transaction and save changes on CSS (by clicking Save), or to discard all changes by clicking
Back to Listing.

It is important to understand that some IMS updates consist of multiple steps (for instance,
changing meetings really involves deleting all of them and creating new ones), and an error may
leave transaction in incomplete state (in our example, scheduled section may end up without
any meetings if deletion succeeds but update fails). If an error occurs while interacting with IMS,
the system will save the user's current work. It will also attempt to save a snapshot of latest
IMS data. However, this should not be relied on, because IMS does not always return correct
snapshot. The very least this will do is mark section "changed" and thus alert the user to the
fact that the state of sectionin CSS is inconsistent with IMS. The best way to deal with
errorsis to correct them immediately and resubmit, or immediately refresh from IMS.

When in doubt about the best way to proceed, please contact the application support team.
Take note of the section that has the problem and all the error messages that are displayed on
the screen (The best way is to print the page or to copy and paste its contents into another
document; making a bookmark to the error pageis not useful, because it will not save the
messages and will not reproduce the error).

Page 33 of 56



CSS - Rutgers University Course Scheduling System - User Guide - version 7.1

Creating New Sections and Changing Section Numbers

Both of the above tasks can be accomplished by Submitting SM transaction or by using Approve
All button. For new sections, an index number will be assigned. For sections that are being
renamed, the index number will be transferred to the new section number.

It is important to remember that when a lead section number is changed, the user needs to
change both the number in the “section number” box and the number in “lead section” box, and
use Approve All to submit both changes to IMS. After doing that, the user must verify that the
lead section number has been changed, and if nhecessary, submit an RA transaction for each
linked section separately. The highlights on the section listing will indicate which sections are
affected.

IMPORTANT NOTE: It is extremely important to update linked sections immediately, before
making any further changesto the lead section. Failing to do so will sever the link on IMS, and
cause the changes to the lead section not to propagate to the linked sections.

Key Changes
The current version of CSS does not support key changes. However, the following workaround
exists for synchronizing CSS with IMS after a key change is performedin IMS.

1. Performthe key change in IMS. This will transfer the index number, room assignment and
any registered students to the new section

2. Use the Master Course List to create a copy of the new section in CSS. To save time, this
may be a placeholder section with a "BA" room assignment. Note: If the new course did not
exist before, it will become available in MCL the day following its creation in IMS

3. Use the "Refresh" button in CSS on the new section to load all the information from the
new section in IMS. Verify that the correct index number appears. The new section can now
be changed and approved from CSS

4. Delete the old sectionin CSS (performing the key change does not delete it automatically
from CSS). Note: When accessing the Section Detail screen to delete the section make
sure that you see the message indicating that the section no longer exists in IMS. This
ensures that the correctsection is being deleted from CSS

Using Approved Indicator

At the top of the Approve screen thereis a checkbox that sets approved indicator on and off.
This helps the approverto distinguish between sections that need more work, and sections that
don’t. The approver decides when to mark a section approved based on his or her individual
preference. The approved indicator is one of the search options, and is displayed on Section
Listing. It is exclusively for convenience while searching, and does not affect the way system
treats the section.

Using Override Flag

Sometimesitis necessary to submit an RA transaction despite any errors that occur. For
instance, an approver may submit a room assignment before the room numberis known,
schedule cross-listed sections in the same room or schedule multiple sections to meetin the
same room fora lab in addition to the lecture (in which case designating one of them a lead
section will not help). In order to override warnings from IMS and update anyway, one can puta
check in the Ovr. box to the left of the selected meeting time. For users familiar with the IMS
interface, this is equivalent to putting an “X” in the change code.

Notes:
e Overriding is not needed for scheduling lectures for the lead section and sections linked
to it
Meetings created with an override indicator are shown on the listing screen forapprovers and
administrators in a lighter color and further marked by the word “Ovrd.”
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Deleting a Section

Pressing Delete button purges the section from IMS and CSS. After that, the section number and
index can be reused (a user may choose to reuse the section number; he or she may not,
however, force IMS to reuse the index).

Notes Regarding Lead Sections

When an RA transaction is submitted which updates lecture times or locations on IMS, the linked
sections will be automatically updated, so it is not necessary to submit RA transactions for them.
It is sufficient to press Refresh to make the highlights on the Course Listing screen disappear.
However, in cases when a lead section number is changed (because of a key change, or because
the lead section was unlinked or deactivated), IMS may not automatically update linked
sections, even though CSS does. Therefore, the user may still need to submit RA transaction for
each linked section.

Deactivating and Deleting Sections and Freeing up Rooms

Deactivating a section normally deletes all its meetings and frees up all rooms. However, if the
section is a lead section, some special steps are required. When a lead section is deactivated or
deleted, its lecture room assignment is passed on to the next active linked section.

However, if the lead section is the only active section with nothing linked to it, and it is
deactivated, it retains the room and there is no way to free it. Deleting the section while it is
active avoids this problem. Deleting a section without deactivating it is the most reliable
way to free up the room.

The following workaround should always be used when a lead section needs to be deactivated.

1. Whenyou have to deactivate a lead section, firstmake sure thereis another active
section in IMS that will become lead section (click Edit and make sure IMS data comes
back!). If there is ong, it is safeto deactivate the lead section; all linked sections will be
automatically updated

2. If thereis no linked section, or if you need to deactivate all linked sections as well, do the
following:
a. Remove all lecture meetings from lead section (if the system does not allow to
remove all meetings, add a “by arrangement” meeting)
b. Submit RA transaction. Because this was the lead section, all linked sections will
be taken out of the room as well. The room is freed up at this point
c. Deactivate sections in any order

3. When a lead section is deactivated, CSS will put the new lead section number (which it
tries to guess) on all linked sections. However, since itis not possible to guarantee that
IMS will choose the same lead section, the user must verify it

a. Open each section with highlighted lead section number for editing

b. Verify (on the edit screen) that IMS has the same lead section number

c. If the datais not the same, choose the versionyou would like to keep. In order to
keep the CSS version, click “"Approve All”. To keep the IMS version and discard
CSS changes, return to listing and click "Refresh”. This will synchronize the data
and remove the highlights

Renumbering Sections

Occasionally, it becomes necessary to change numbers of a section or a group of linked
sections. A “placeholder”section number may be used if two sections need to switch numbers.
For instance, to switch sections 01 and 02, change 01 to T1, then 02 to 01, then T1 to 02. Each
section number change must be immediately submitted to IMS using "Approve All”
button ("Submit SM” may be used if the section is not a lead section and does not have a lead
section).
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CSS will automatically update all the cross-listed sections if you change the number forone of
them. It is advisable to submit SM to update the database with new numbers before making
changes to room assignments.

Special care is needed when renumbering a group of sections, in order to keep the links intact.
The following sequence is recommended:

1. Startwith the lead section. Change the number of the section AND the number in "lead
section number" box. Make sure you are not choosing a number thatis already in
use! You may makeany other changes, just don't deactivateit. Approve All. This will
change and highlight the lead section number on all linked sections, so they will be easy
to spot.

2. For each linked section, change the number of the section and verify that the number in
"lead section number" box is the new lead section number. You may makeany other
changes, as long as you don't change the lecture meetings. Approve All. The highlights
should disappear.

Notes Regarding Cross-Listed Sections

In simple cross-listings (when all sections meet together all the time) the primary section fully
controls the room reservation, and secondary sections hold no rooms. Therefore, thereis no
need for overrides with cross-listings.

CSS will try to update the entire group of cross-listings when section numbers or room
assignments change; however, care needs to be taken to work from the right direction: link
from the side of the primary section, unlink from the secondary.

To change a room assignment on an existing cross-listing, edit the primary section. CSS will
automatically update RA for all secondary sections.

To create a new cross-listing, start with the section thatis going to be primary and add all the
sections that are supposed to be cross-listed with it. The system will automatically update all
other sections. Once you submit RA, the rooms held by secondary sections will be freed up, and
all sections will be updated with the same meeting times and room assignments as the primary
section. It is also possible to add more secondary sections to an existing cross-listing, as long as
you work from the primary section.

If the primary section needs to be cancelled, all its cross-listings first need to be either also
deactivated or unlinked (become independent sections).

To make formerly cross-listed sections independent, start with any secondary sections and
remove all its cross-listings from the “"Cross-listed sections” area of the screen. You will then
need to find a new room and submit RA, because the prior room assignment will be held by the
former primary section.

A Note Regarding Contact Time

Contact time in IMS can only be updated if a section has a room assignment with a BA indicator
setto “"A”. However, CSS will set BA indicator to "A” only if there is a value for contact time. For
this reason, in order for contact time to work correctly, the user will have to submit RA
transaction before SMin case the section has contact time. This will be problematic for sections
which had been requested in CSS but do not yet exist in IMS. For such sections, the user will
have to submit SM first (this will create section in IMS without contact time), then submit RA
(this will create room assignments with *A” BA indicator), and then submit SM again (this will
update contact time)

Page 36 of 56



CSS - Rutgers University Course Scheduling System - User Guide - version 7.1

Using Room Search

Conducting a Search

Room Search for 01:195:135:01

2. Verify search parameters

Course Information

Unit: |01 YriTerm: | Fall 2019 e

Owerride Calendar Dates:

3. Choose

Sassiom L6l || b -] override datesiif
Start date (VYMMDD ) End date (v MMDD: necessary

Room preferences:

Campus: [ 1 - CA(~ | Building: Capacity: W 3a. SpeCIfy capacity,alternate
—eapacity, room types, and room

Ctrl+click to select or deselect as many room types andfor attributes as you need. attributes if necessary
Roormn type: | 106 - 106 {1 rooms exist # Roorm atbtributes: | DM - DIMMER ~
110 (610 rooms exist) DOF - DATA PROJ
111 - 111 (2 rooms exist) DR - DATA MONTR
120 - 120 (13 rooms exist) DS - DISBLD S5TU
201 - 201 {1 rooms exist) v 0% - DVD PLAYER

Enter day /ime search criteria or select them from the meetings

@Ignc\re l:::'Il'u:ll.n:ha in search: | T |~ | & |~ [02E50 PM s | - 0410

1. Select meetings for which

@I nore DII‘lClLIdE irgseareh—H L= B2 50 Rpa B4310 .
? to find a room

l:i‘:'Iu;u'u:\re (Jindude in search: |5 |~ |9 |~ 0910 |PM ~ -|1030

@ Ignaore D Include in search: = = | -
@ Ignaore D Include in search: = = | -
SEAMRCH

4. Start the search

This is the Room Search page. Approvers access it by clicking Room Search button on Section
Detail screen. Initially, the screen is populated with the meeting data from the section currently
being edited (if any such data has been entered). The section’s stop point is used to populate
capacity value in the search criteria

1. First, the user selects for which meetings to find a room. If multiple meeting times are
selected, they will all be assigned the same room. The user may change the preferred times
of meetings, or add new meetings on this screen

2. Campus information from meetings is transferred to "Course Information” area at the top of
the screen (if selected meetings currently have different campus codes, the first selection
will be used).
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3. The user verifies selections in the "Course Information” area and makes changes or chooses
additional parameters, such as building, literal dates (to override the term selection), room
types, and room attributes (multiple selections are supported with Ctrl+click).

4. The user clicks Search. The search results are returned, or, if an error occurs during room
search, the Search Screen is redisplayed with an error message on top. The user may then
modify search criteria to correct the error.

Notes:

¢ Academic departments may not add room attributes to sections directly. Approvers need
to choose room attributes based on the information supplied by the requesting
department through the Enhanced Classroom screen or the Department Memo

e Room search limits the maximum capacity of selected rooms depending on the minimum
values specified. For example, if the minimum capacity value is less than 50, only rooms
accommodating less than 100 persons will be returned

e IMS RS screen allows the user to specify a single room type code, defaulting to“110” if
the selection is left blank. CSS room search simulates this behavior and additionally
allows to select more than one room type at a time
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Selecting a Room and Updating Room Assignments

Available room assignments for 01:195:135:01

You have searched for:

Carmpus: 1-CAC
Capacity: 0020
“ear and terrn: 9-2019

Foom Attributes: DV-DVD PLAYER  IT-INTERMET  WM-VCR

Room Types: 110-110 (610 rooms exist)

S Time: 0910P - 1030P

Select | Bldg - Room | Capacity | Alt. Capacity | Restrictions / Notes

®  no selection

O MuU-207 ngzz
o mMu-112 noze
O SC-101 agd40
o 5C-120 o040
O SC-221 agd40
o CI-101 0045
O c1-103 0045
D CI-201 0045
@] c1-203 0045
o CAAZ ag49
@] ca-Az 0065
o MuU-212 [aluf=i)
@] caad 0090
o CACAT ag20
O mu-z1o 0093
o MuU-211 [aluk-lc)
@] c1-z12 0095

onzo

GRADUATE ENGLISH PRIORITY**R* | SEMINAR ROOM EFFECTIVE FALL ZOOg###

TABLES AND CHAIRS EFFECTIVE F'O8***

COURSES REQUIRING SPECIAL EQUIPMENT®*#p#* | SMART CLASSROOM*DATA PROJECTOR*FLOOR 15 CARPETED®

PRICRITY FOR LAMGUAGE CLASSES**R*

COURSES REQUIRING SPECIAL EQUIPMENT**R* | SMART ROOM*FLOCR IS CARPETED®*

SCILS UNDERGRAD PRIQRITY-SP EQUIP*7S01*P* | BUILT-IN DESKTOP COMPUTER IM PODIUM, WIRELESS ACCESS*FOR EQUIPMENT PROBLEMS CALL THE
HELP DESK @ 2-7500,EXT. 8902 **

SCILS UNMDERGRAD PRIQRITY-5P EQUIP*7S501*P* | BUILT-IN DESKTOP COMPUTER IM PODIUM, WIRELESS ACCESS*FOR EQUIPMENT PROBLEMS CALL THE
HELP DESK @ 2-7S00,EXT.§90Z **

GRADUATE SCILS PRIORITY*#p#* | BUILT-IN DESKTOR COMPUTER IN PODIUM, WIRELESS ACCESS*FOR EQUIPMENT PROBLEMS CALL THE HELP DESK @
2-7500,ERT. 8902 *#*

GRADUATE SCILS PRIORITY-SP EQUIP**P* | BULIT-IN DESKTOP COMPUTER IM PODIUM, WIRELESS ACCESS*FOR EQUIPMENT PROBLEMS CALL THE HELP
DESK @ 2-7S00.EXT. 8902 *#*

COURSES REQUIRING SPECIAL EQUIPMENT**R* | SMART ROOM*+*

COURSES REQUIRING SPECIAL EQUIPMENT**p#

COURSES REQUIRING SPECIAL EQUIPMENT**P* | HAS A WIRED AMD WIRELESS INTERMET COMMECTICN***
COURSES REQUIRING SPECIAL EQUIP*2-55555%P* | SMART CLASSROOM***

COURSES REQUIRING SPECIAL EQUIPMENT**R* | SMART ROOM*+*

SCILS PRIORITY, SMART CLASSROOM*7S01*P* | SMART CLASSROOM¥HAS AN INTERMET CONMECTION**

SELECT

This is what room search results may look like. On this screen the user may select a room for
the selected meetings by using the radio button next to the preferred room number. The user is
then transferred to Section Detail screen, where the selected room would be attached to the
selected meeting times. To perform the actual room assignment, the user will press Submit RA
or Approve All on Section Detail screen.

Note: Clicking Select on Room Search Results does NOT submit the room assignment
transaction and does not update IMS!
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This is a part of Section Detail sci

IMS still has old room
assignment

ected a room.

Requested Time /Building/ Room /Campus

Ove. Campus ** BA Day /Period /Time** Bldg-Room ** C#p Alt.cap Budgetcd (off-campus only) Mode/Component # Weeks  Pattern Del./Cp.
1 CAC N T 3 0z250P - 0410 FH-AE @oso oz 15 1

L [1-calv [N |v| |T |v||5 |v||ozs0 |[PM |~ -|od410 | [FH a6 0050 - ~ 02 - Lev 15 1-First |~ [&] [g
2 CAC M H 5 0250P - 0410 FH-AE aoso oz 15 1

O |1-catv [N |v| |H |v||5 |v||ozs0 |PM |~ -|od410  [FH a6 00%0 - v 03 - REv 15 1-First|v | [x] [¢]
] CAC M S 9 0910P - 1020 o040 0021 04 13 1

O |1-cace| [N~ |5 |~/|9 v |ost0 |PM ~| - 1030 0045 0020 - ~ 04 - S 15 1-First |~ | [x] [¢]
4

O FMNETFF v - > - - M HE
B

OF BNE|| B B - - - F - M HE
Enter lead section, if mult, sections: Cont. NeW room seIeCtion Summer 5ession Dates: Summ Subm It RA tr-a nsaCtlon

Roorn attributes: Dy | DY-DWD PLEw v | IT-INTERME WM-YCR ~ - .
Submi o Saarch | | Temporary RA | | Enhanced Classroom | in order to update IMS

In the above example, the user has selected HH-B4, and on Section Detail screen the existing
room assignment for the 4" period on Monday and Wednesday will be replaced with this room.

Note: If a search selection does not match any of existing meeting times, a new meeting will be

added with the selected room.

Page 40 of 56



CSS - Rutgers University Course Scheduling System - User Guide - version 7.1

Working with Temporary Room Assignments

The Temporary Room Assignment screen allows approvers to create temporary assignments
in IMS. The controls on this screen work exactly the same way as in the room assignmentarea

on Section Detail screen.

I{LITGERS Course Scheduling System - Temporary Assignments

ome h Cou rch Edit/Full Title  Master Course List  Cou sis  Help User Guide  Administration  Logout

The data on this screen comes directly fram the scheduling database, and all updates are submitted directly to the database.

Check Prat. checkbox, and then Save to make an assignment permanent
Make sure that the box is unchecked when creating a temporary assignrnent

* - Indicates required fields.,
*#* - Ejither period selection or literal time is required for each meeting. Either campus code or building is required for each meeting

Requested Time /Building / Room /Campus for 01 :195 :135 :01 INTRO SHORT FICTION

Pmt. Campus BA Day /Period /Time** Bldg-Room *#* Del. /Cp.
1 [1-cadv] N [s]]] [~ |o44s [Pm[~ -[osen 101 K
2 [1- cadv] N [m[v |2 [ |ooso [am[v]-[1110 ElEE=] & &
3 v M [ I ’— [ [~- ’— l:l K
a [ ® N (BB T B[ [ ] ELC
3 ™ N (B[ T ™[ L] ELC

Course Scheduling Syster, version £,1,0 Revised: August 2020, mJTGERS

For questions, comments or suggestions contact Carmden Help Desk, Newark Help Desk, or Hew Brunswick/Pizcataway Help Desk.

Wizt web sites for Online Schedule of I N talogs Horme Page, Scheduling Home Page.

When the screenis initially accessed, it will contain all existing temporary room assignments.
The user may modify them, delete them, make them permanent, or add new temporary
assighments. All changes submitted on this screen are sent directly to IMS and are not retained
by CSS, except when creating a permanent room assignment.
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Editing Prerequisites

RUTGERS

CSS Home Search Course Offerings Search Edit/Full Title Master Course List Course Synopsis Help User Guide Ad

01 :640 :103 :02 | Fall 2015 | Maximum Class Size (Stop Point): 040

Course Scheduling System - Edit Prerequisites

ministration Logout

Pleaze =select the desired pattern for this course's prereqguisites. Then, enter the prerequisite courses below in the
The logic operators will be filled in by the system.

Select format

Number.

MOTE: Changes to prerequisites will apply to all sections for thefourse.

01 02-(ossAoss|Cosel -

{ (01 | 640 +|024  AnD |01 | 640 +|025 ] OrR |01 | 640 +|026 ]
OR

{ (/01 640 0z7 AND OR 1
oR

( AND

= Enter changes to prerequisites

(BN AND
OR

(( AND ) oR )]
OR

(BN AND ) OR 1
OR

0 : : AND : : ) OR )
OR

(( AND ) OR )]
OR

(( AND ) OR )]

Delete from IMS Submit to IMS

‘Current Prerequisites As Text

01:640:024 or 01:640:025 or 01:640:026 or 01:640:027

Camden Help Desk, Mewark Help Desk Mew Brunswick/Pi taway Help Desk

hedule of Classes talogs Home Page

Online heduling Home Pags

Prereauisites in IMS

RUTGERS

This screen allows approvers to make changes to prerequisites in IMS. Once the prerequisite
transaction is successfully submitted, CSS is updated with the most recent prerequisite data.

When the user selects a format code for prerequisites, the screen is refreshed to reflect it. The
user may change or add courses, while the Boolean operators are generated automatically

based on the selected format code.

The prerequisite information entered on this screen will be used to determine students’ eligibility
to register for courses. Any changes entered on this screen apply to all sections of the selected

course.

The Prerequisites as Text section shows a preview of the current prerequisites as they appear
on Online Schedule of Classes (if already published). In some rare cases, when the list of
prerequisitesis very long, the formatted string does not match the actual prerequisites entered,
resulting in a situation when some of the courses that fulfill prerequisite requirements are not
shown on Schedule of Classes. Students who have taken these courses are still eligible to

register.

Any departmentusers’ notes will be displayed on this page in case they contain requests related

to prerequisites.
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Editing Co-requisites

RUTGE R

C55 Home Search Cours= Offerings Search Edit/Full Title Master Course List Course Synopsis Help User Guide Administration Logout

Course Scheduling System - Edit Corequisites

01 :/ %0 :101 :02 | Fall 2015 | Maximum Class Size (Stop Point): 020 CO -re q uisite

Corequisite:

-

Unit: |01 Sulgld20 —eoorssT 103 Section: |01 Suppl: Index:

Would you like to link this corequisite to any other sections of this course? Check the boxes for the sections that you would like to link this corequisite to

01:420:101:03

[C] 01:420:101:20 Other sections for the
4
selected course

[C] 01:420:101:30

] check this box to link this corequisite to all sections of 01:420:101

Submit to IM 5 |

Camden Help Desk, Newsrk Help Desk

New Brunswick/Piscataway Help Desk m_ITG ERS

Online Schedule of Classes. Catalogs Home Page. Scheduling Home Page

This screen allows approvers to add co-requisites in IMS. The user may assign a co-requisite to
the section currently being edited by using either index number or
unit/subject/course/section/supplement.

If a course has more than one section in CSS, the user will be offered an option to link the same
co-requisite to some or all of the additional sections. In the example above, several introductory
French language sections are being linked to one section of language lab.

Once the co-requisite transaction is successfully submitted, all affected sectionsin CSS are
updated with the most recent co-requisite data.

Co-requisites are listed on the listing and section detail screen.

Remedial: N I

Prerequisites Corequisites.

The course has no prerequisites Corequisite: 01:420:103:01

EDNT PREREQS DELETE |
Approver Memo (Scheduling Office use only, visible to all)

Co-requistesare
listed near the
bottom of the screen

SAVE SuUBMIT SM SUBMIT RA APPROVE ALL DELETE BACK TO LISTING |

Camden Help Desk, Newark Help Desk New Brunswick/Piscataway Help Desk m_] I G ERS

Online Schedule of Classes, Catalogs Home Page, Scheduling Home Page

To unlink a co-requisite, press “"DELETE"” button under the co-requisite heading on Section
Detail screen.

Note: Unlike adding a co-requisite (when all sections are updated automatically), unlinking
must be repeated foreach section. For example, if both 01:420:101:02and 01:420:101:03 list
section 01:420:103:01 as co-requisite, IMS will physically link it to only one of these sections.
In order to unlink it from both sections, the user must bring up 01:420:101:02 and delete the
co-requisite, and then bring up 01:420:101:03 and delete the co-requisite. 01:420:103:01 will
be updated automatically as soon as it is unlinked from the section to which it had been linked
(in the screen shot above, itis 01:420:101:02).
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Adding Information for First Year Sectioning (Admin Only)
Approvers with admin-level privileges may use CSS to find courses that are available for first
year sectioning, to determine which sections should be included in the first year sectioning
process, and to edit certain data elements for First Year Sectioning.

Section Search screen has two additional filters for admin-level approvers:

Enter specific course information:

Unit | Subject | Course | Section Suppl. Index Term/Year * Sort Option Reviewed for FYS
| [ No suppl. [Fall 2017 [+] |subj/course/sect  [=] [al [=]
Activation Status| Review Status Change Status Notes Approval Status Included in FYS

Al =] [an [=] [ Al [=] [l [=] [ Al [=] | All courses [=]
SEARCH |

To select all sections that belong to courses that are part of First Year Sectioning process for the
upcoming Fall semester, choose the “All courses in FYS” in the Included in FYS filter. Other
options in the dropdown box let the user further filter the results based on whether a specific
section has been chosen for FYS or excluded from FYS, or find sections for which the decision
has not been made.

Section Detail screen for sections of the courses that are part of First Year Sectioning process
has additional controls for including or excluding a specific section from first year sectioning, for
assigning title and suffix A values (use control key to select multiple or unselect all) to it, and for
entering the number of seatsto reserve for first-year students:

01:255:101 :01 EXPOSITORY WRITING I | Last updated 04/21/2017 15:21:15 by llevkovi

SAVE | SUBMIT SM | SUBMIT RA | APPROVE ALL | DELETE BACK TO LISTING

[T] check hera if the approval process for this section is complete (you may still change it Iater)

Index Sect * Prefix Cred Exam Cd Prior Enroll Stop Point * Status Cd
11012/ o1 |01 030 A |A- By arrange;[ 018 |018 1|1 - Active/ i
11012

Print Sess. Print Spec Perm Add Spec Perm Drop Instructor 1 Instructor 2

Yes |Yes : Yes |Yes : - Please select... : 1- |1 - School Dean:

Reviewed for FYS ) No decision on FYS Suffix A (Ctrl+click to select multiple) Seats reserved for FYS: Display name for FYS:

@ Include in Frs B-Business
BD-Business Discovel
I-355:101 Hybrid Sections
L-Law/Leadership

LD-Law/Leadership Discovery House

Course Description

Course synopsis link (applies to all courses for 01:355) http://wp.rutners.edu/course

Subtitle: Type: - Please select... : CMs: - Please select.]:
Requested Time/Building/ Room/Campus

Ovr. Campus ** BA Day/Period [Time** Bldg-Room ** | Cap Budget cd (off-campus only) Mode * Weeks Pattern Del./Cp.

5 01 355 EXPOS

m|»

) Exclude fram F¥s

For sections belonging to courses included in the First Year Sectioning process, this information
will be shown on the Search Results screen:

Schl | Subj | Crse | Sect| Sup Index Title Cred | Prefix Exam Cd Prior Enroll Stop Point Term f Year | Summ Sess Cd
01 | 355 | 101 | 01 11012 EXPOSITORY WRITING I | D20 A oie Fall 2017
Active/ Ava Print:¥ Sess.Print:Y Remedial: N Contact Time:
Full Title: Honors College: N | Students w/Disability: N
Subtitle: Type: CMS:
Edit | Campus BA Day Period Time Building-Room Capacity Mode
Add Section CAC T 2 0850 A - 1110 MU - 112 ooze Lec
BA o000 Hybrid Section
Deactivate
Refresh
+ Reviewed
Saction Notes: HYBRID SECTION: MEETS ONE DAY A WEEK: INVOLWVES WEEKLY PARTICIPATION ONLINE AT ¥YOUR CONVENIENCE
Spec Perm A/D: / School Dean
CoReq/PreReq: 01:355:100 or 01:355:101 or 01:355:103
FYS Info: +" Reviewed for FYS Display name: 01 355 EXPOS Include in FYS: Yes Seats reserved: 5 Suffix A: M LD BD

Search Again | Top ™
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CSS Administration

Several administrative functions are available in CSS for a limited number of authorized users.
These include access administration and data-intensive reports. To access the screens described
in this section of the User Guide one needs an “administrator” account, which has more
privileges than the “approver”account.

Upon logging in, administrators see "Administration” button in their main menu which appears
on every screen. Clicking this button brings up the menu of all administrative functions.

m_]TG ERS Course Scheduling System Administration

CS5 Ho Search Course Offerings  Search Edit/Full Title  Master Course List Course Synopsis Help  User Guide  Administration Logout

This application is used by administrators of Course Scheduling System.
Please select one of the options below.

Course Scheduling System Additional Links
Administration Help Using Administration Features Clicking this menu
Course Scheduling System User Guide . . .
item brings up this
screen

Manage users of the Course Scheduling System

Manage access dates for CM « | Fall 2015 -

Generate section difference reports

Generate enhanced classroom report

Run room assignment check

Run room availability report

Administer systemn messages

RUTGERS

Managing Users

Administrators control the permission levels for all other users. Note: a user must obtain a net
id prior to being given access to CSS. To locate a user, type in the user’s name or netid and
click Look up. This searches the People database - the database of Rutgers students, faculty
and staff. Only users who have netid will be included in the search results.

I{L]TGERS Course Scheduling System Administration - Access Setup

CSS Home  Search Course Offerings  Master Course List  Help  User Guide  Administration  Logout

Enter the user's net id

Select User to Edit

Fleaze fill in either ar both fields. You may search for the last narmne by entering the first few lettars.

User's net id |trecord Uset's last narme (or substring) |

Look up I

If there are multiple users matching the selection criteria, a list of names to choose from will
appear. If only one user matches, the User Information and Permission Screen will come up.
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Using this screen, an administrator may add user to the system, change user’s privileges, or
delete the user, revoking his or her access to CSS.

Note: Deleting a user only revokes CSS access. It will not affect the user’s Netid account or
record in People database

There are various parameters that determine a user’s privileges in the system.

1.

2.

3.

The role — determines what this user may and may not do. There are three roles: requestor
(from an academic department), approver (Scheduling Office), and administer. Department
users (role code DPT) may only request changes to section. They may not update the
schedule on IMS and may not see IMS data in real time. Approvers (APP) - may submit
changes to IMS. Because of that, each approver needs an IMS account in addition to the
Netld (see Creating Approver Accounts in this User Guide). Administrators (ADM) - have
the same access as approvers, and also may use the Administration module

The campus code - associates the user with a campus. Doing so will grant the user
permission to edit sections during time windows specified by administrators for the particular
campus, and revoke this right once the window is over. See Managing Access Datesfor
more information on access windows

The unit and subject codes - determines which sections the user may edit. Users with no
units assigned have read-only access.

I{L]TGERS Course Scheduling System Administration - Access Setup

e Offerings  Master Course List  Help  User Guide  Administration  Logout

User information and permissions

Uzer informmation

Full name | FMAME TRECORD Role | DPT-Depatment D Campus | HB D
IMS credentials
If you would like to change IMS login and passwaord, enter the new values below,
IMS name IMS Password

Unit All Subjecs? Subjects Add

01 O o4 0 add a subject

[ add a unit
Add units or subjects I Delete user I Update user I

Enter the user's netid

Select User to Edit
Pleaze fill in either or both fields, vou may search for the last name by entering the first few letters,

User's net id |trecord User's last name [or substring)

Look up I

I 4
Zamden Help Desk, Mewark Help Desk Mew Brunswick/Pizcataway Help Desk N_I GERS

online Schedule of Classes. Catalogs Home Page. Scheduling Horme Page
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Creating Department Accounts

To create an account for a requestor from an academic department, locate the user and use the
User Information screen to do the following

1. Typein the full name, as you would like it to appear in the “updated by” field when he or
she edits sections

2. Choose DPT role from the dropdown box
3. Choose the campus where the user works

4. Use the access request form submitted by the user to assign units and subjects. For each
unit requested, check “"Add unit” and click “Add units or subjects”. If the user is allowed
to edit any section offered by a specific school, select “"All Subjects” for the unit,
otherwise, check “"Add subject,” click "Add units or subjects,” and type in subject codes;
repeat these steps as necessary. If you do not add any units, the user will have read-
only access to all sections

5. Click “"Update User.” This will create the CSS account

Creating Approver Accounts

To create an approver account, you need to perform the same steps as fora department user,
but also type in IMS user name and password. IMS username and password must be obtained
from EAS prior to creation of CSS approver account. The system will not allow an account with
approver privileges to be created if the IMS user id and password are not supplied.

Note: The IMS accounts used to access IMS terminals (with user names starting with the letter
“U") will not work for this purpose!

It is necessary to contact CSS support and request the access to the following five IMS
transactions to be granted: SM, RA, CQ, PR, and RS, and mention that the account is needed for
the CSS application and must be able to access the mainframe without Secureld. Also mention
that Shadow Web access is needed (Shadow Web is the technology that enables the web
application to invoke IMS transactions).

Once you receive the username and password from EAS, you are ready to create the account

with APP role and to grant access to units and subjects. CSS support can also create the account
if provided the new user’s Netid.
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Managing Access Dates

Access dates determine when certain groups of users may edit sections. Access dates are
specified by an administrator for each term and each campus. Itis also to create exceptions for
specific schools and departments. If a user is logged in outside of the access period specified for
his or her role, all sections will appear read-only regardless of the user’sindividual privileges. To
edit access dates, choose campus and semester, and then click Manage Access Dates on the
administrators’ menu.

m_]TG ERS Course Scheduling System Administration

55 Home Search Course Offerings Search Edit/Full Title Master Course List Course Synopsis Help User Guide Administration Logout

This application is used by administrators of Course Scheduling System.
Please select one of the options below.

Course Scheduling System Additional Links
Administration Help Using Administration Features

Manage users of the Course Scheduling System
Manage access dates for MB « Spring2015
Generate section difference reports

Generate enhanced classroom report

Run room assignment check

Administer systemn messages

t Camden Help Desk, Newark Help Desk, or Mew Brunswick/Piscataway Help Desk I {U l GERS

=5 for Online Schedule of Classes, Catalogs Home Page, Scheduling Home Page

Access dates are set separately for academic departments and approvers, but the time periods
may overlap if needed, i.e. departments and approvers may be making changes at the same
time.

m_ITG ERS Course Scheduling System Administration - Access Dates

m Search Course Offerings Search Edit/Full Title Master Course List Course Synopsis Help User Guide Administration Logout

Enter date selections for NB Spring 2015. A coursze will be editable if there iz at least one open window that applies to it (i.e. if editing is open for the course's school,
department or campus).

School(ex: 00) or | Departmant aditing vindow | Approval window | Delate
Edvs B = 00000}| Start (MM/DD/YYYY) | End (MM/DD/YYYY) | Start (MM/DD/YYYY) | End (MM/DD/YYYY) |
Entire campus: NB | |08/19/2014 [12/19/2014 [08/19/2014 [08/19/2015
01640 08/19/2014 02/15/2015 08/19/2014 06/19/2015

Look up another term / campus

Campus: NE - Term: Spring 2015

RUTGERS

or Online

In the example above, the end date for department changes is 12/19/2014 for all schools in
New Brunswick but Math departmentin SAS (01:640), allowed to make changes until
02/15/2015. The Scheduling Office may make real-time IMS changes through the end of
semester.

Page 48 of 56



CSS - Rutgers University Course Scheduling System - User Guide - version 7.1

Managing Scheduling Patterns

Definitions of scheduling patterns are storedin the Timetabler. However, since thereis currently
no way to receive pattern definitions from Timetabler, a subset of information about patterns,
which CSS needs for recording scheduling requests, must be manually synched with Timetabler
by using the Pattern Management screen in CSS.

];{LITG ERS Course Scheduling System Administration - Manage Scheduling Patterns

CS55 Home  Search Course Offerings  Search Edit/Full Title  Master Course List  Course Synopsis  Help  User Guide  Administration  Logout

Manage scheduling patterns

@ Thig iz the list of all scheduling patterns for CM. You may disable or hide existing patterns or create new ones.

Change campus to | CM : Load patterns

Pattern Name Pattern Description o Master Grid o Available 0 Active e
E 1x160 |E 1x160 pattern |Night i
E 1x330 |E 1x330 pattern |Night i
E 2x110 |E 2x110 pattern |Night i
D 1x110 |D 1x110 pattern |Prime i
D 1x160 |D 1x160 pattern |Prime i
O 1x180 |D 1x180 pattern |Prime i
The fields are defined as follows:
PATTERN Pattern name as shown in
Yes 30 Text .
NAME Timetabler
The name of the master grid the
MASTER GRID griat
Yes 30 Text pattern belongs to, as shownin
NAME .
Timetabler
Optional description to be shown
DESCRIPTION No 35 Text P P

to users in CSS

A flag that indicates to CSS
SHOWTO whether this pattern should
DEPARTMENTS | '©5 1 Y/INTlag | Jnpear in the dropdown box for
department usersto select

A flag that allows administrators
to “archive” a pattern by making
it inactive when it is impossible to
delete it.

ACTIVE Yes 1 Y/N flag
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Creating Section Difference Reports

Section difference report has the same format as the PDF view of the course listing (see Course
Listing section of this User Guide). The only difference is that the Administrative Reporting module
does not limit the number of sections that can be viewed, which allows it to produce a report that
includes every section in the system. To access Section Difference reports, click Generate Section
Difference Reports in administrators’ menu.

The first set of criteria on the screenis for generating the Construction Sheets reportin PDF, which
contains all section fields. The second option shows a comparison of a limited set of fields in CSV.
Both reports use the IMS snapshot in CSS rather than access IMS directly.

m_ITGERS Course Scheduling System Administration - Section Difference Report

CS5 Home  Search Course Offerings  Search Edit/Full Title  Master Course List  Course Synopsis  Help  User Guide  administration  Logout

Construction Sheets

Select the criteria for which to run report; all selections but term are optional

Select year and term™ Unit Subject Reviewed Changed

| [Fall 2019 v o1 195 Lall v all v
|

Sections Pending Approval by Campus

Select the criteria for which to run report

Year and term Campus Unit Subject Reviewed Approved Changed

|\Fa|l2019 v| [camden v m 195 | all v [an v| [al v
|

Course Scheduling Systern, version 6,1,0 Revised: August 2020,

For questions, cormnments or suggestions contact Camden Help Desk, Mewark Help Deck, or Mew Brunswick/Piscatawsy Help Desk, m} I GERS

Visit web sites for Online Schedule of CI . Catalogs Horme Page, Scheduling Horme Page.

If the Construction Sheet report (PDF) contains more than a thousand sections, it will be split into
files of a thousand sections each, which need to be printed or downloaded separately.

m_]TGERS Course Scheduling System - Section Difference Report

Home erings  Search Edit/Full Title  Master Course List  Co apsis  Help  User Guide  Administration  Logout

Multiple files have been generated for this request.
These documents are large and may take a while to download,
Flease click on a link to view

* Zection Difference Report Part 1

* Section Difference Report Part 2
* Zection Difference Report Part 3
* Section Difference Report Part 4

Gourse Scheduling Systemn, version 61,0 Revisad: August 2020,

For questions, cormments or suggestions contact Camden Help Desk, Mewark Help Desk, or Hew Brunswick/Piscataway Help Desk, m_} I GERS

Visit web sites for Online Schedule of Classes, Catalogs Home Page, Scheduling Horme Page.
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Creating Enhanced Classroom Reports

The Enhanced Classroom Report produces, in Microsoft Excel format, a list of all sections that have a
enhanced classroom request, and indicates the meetings for which enhanced classroom equipment has
been requested during a specificterm. The data can be further filtered by school / subject / course /
section / supplement code.

To create this report, click on Enhanced Classroom Reportin Administration menu, select desired
criteria (only year and term is required), and click Generate Report. A pop-up window should appear
offering you to view the report (requires MS Excel) or save it on your computer.

I{[.]TGERS Course Scheduling System Administration - Report Selection

urse List  Help  User Guide  Administration  Logout

Unit | Subject | Course | Section | Supplement | Term/rear * |
o1 198 Fall 2009 [+]
Generate Report |

*vear and terr are required

Courze Scheduling Systern, version 2.6.0, Revised: 04/17/2009, UTGERS
For questions, cormments or suggestions contact Camden Help Desk, Mewark Help Desk. or Hew Brunswick/Piscataway Help Desk,

Wisit web sites for ©nline Schedule of Classes, Catalogs Horne Page. Scheduling Horme Page.

Administering System Messages

Occasionally, it becomes necessary for the Scheduling Office to communicate a message to all other
users of the system. The System Messages screen, accessible from Administration menu, serves
for creating and administering such messages.

Note: System messages are cached on the serverin order to improve system performance, and the
cache is refreshed periodically. For this reason, it may take up to an hour for a new messageto
appear, for a deleted message to be removed, or for changes to an existing message to become
visible.

[{[.]TGE RS Course Scheduling System Administration - Create A New System Message

55 Home  Search Course Offerings  Search Edit/Full Title  Master Course List Course Synopsis Help User Guide Administration Logout

Manage system messages

@ This is the list of all messages for this application. Messages will be shown only during the period defined by effective dates (the end date may be left blank). You may
update the text and effective dates for current messages below; to change message type and placement, please delete the original message and create a new one.

From: | 02/16/2014 To: | 04/25/2014 The system will be unavailable because of schedule maintenano | Update this message ] [ Delete this message

Create a new system message

I@ You may set up new application messages below. Messzages will be shown only during the period defined by effective dates (in order to display a message indefinitely,
the end date may be left blank). Fields marked with * are required.

Type Placement = | Display from = | Stop displaying on | Text of the message * | |

| InformationE | Home page 0n|y|Z| | 04/17/2014 | | Create message

contact Camden Help Desk, Mewark Help Desk, or Mew Brunswick/Piscataway Help Desk I z l | I GERS

for Online Schedule of Classes, Catalogs Home Page, Scheduling Home Page
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The following options are available when creating a message:

1. Type: a message can be created as “Information”or *“Warning.” Warning messages are
displayedin a red font on a pink background; information messages are displayed on grey
background

2. Placement: a message may be placed only on the home page or on every page

3. Startand end dates; the start date is required and the end date is optional. If the end date is
omitted, the message will be displayed until it is deleted

An example of a warning-type message on the Home page:

m_]TG ERS Course Scheduling System

The system will be unavailable because of scheduled maintenance on the morning of April 25, 2014

This application is used by departments to schedule courses for future semesters. Course scheduling activities require net id login and Course Scheduling System

registration. Registered users may also edit course synopsis links via the Course Synopsis Application. All members of the Rutgers Community may search Master Course
List, a database of all courses that have ever been offered by the university.

Course Scheduling System Options Campus Information
Edit Course Offerings Gamezn
Newark

Edit Course Synopsis Link

Mew Brunswick

View Master Course List

For more information, please refer to Online Help
or the User Guide (3 MB).

tact Camden Help Desk, Mewark Help Desk, or New Brunswick/Piscataway Help Desk I z l | I GE IIS

s for Onling Schedule of Classes, Catalogs Home Page, Scheduling Home Page
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Validating Room Assignments

Because data pertaining to room assignments is distributed over three databases, some of which
may be updated independently from others, CSS provides to administrators a report that detects
most of the discrepancies between these databases.

The “"Room Assignment Integrity Check Report,” accessed through Administration menu,
compares the snapshots of IMS data stored in CSS with room reservations on room scheduling
database (the database against which the Room Search runs and where room assignments are
checked for conflicts). Discrepancies between these two databases usually point to incorrect room
availability data (an available room shown as unavailable or a reserved room shown as free). This
may resultin a situation in which muiltiple courses claim the same room or a situation in which
sections cannot be scheduled in a room thatis free.

IQ_]TG ERS Course Scheduling System Administration - Validate Room Assignments

CSS Home  Search Course Offerings  Search Edit/Full Title  Master Course List  Course Synopsis Help User Guide Instructor Management Administration Logout

Room Assignment Integrity Check
This report detects two kinds of data integrity problems:

1. Activities that are slated to appear on the Schedule of Classes but do not have the specified room reserved for them, and
2. Rooms reserved by activities that do not exist according to the Schedule of Classes

Select the Criteria for the Report

Year and Term: |Fall 2014 : Unit: Subject:

for Online Schedule of Classes, Catalogs Home Page, Scheduling Home Page

Note: For large data sets, such as a unit or an entire semester, the report may take several
minutes to run.

A sample fragment of a report is shown below:

Room Assignment Integrity Check
This report detects two kinds of data integrity problems:

1. Activities that are slated to appear on the Schedule of Classes but do not have the specified room reserved for them, and
2. Rooms reserved by activities that do not exist according to the Schedule of Classes

Select the Criteria for the Report

Year and Term: |Fall 2014 : Unit: |01 Subject: | 220

The following scheduled meetings do not have room assignments:

01:220:102: :01 H 5C-123 11:30 AM - 12:50 PM between 2014-09-04 and 2014-12-04
01:220:102: :01 M 5C-123 11:30 AM - 12:50 PM between 2014-09-08 and 2014-12-08
01:220:102: :01 TSC-1232 11:30 AM - 12:50 PM on 2014-11-25

01:220:102: :02 M 5C-123 01:10 PM - 02:30 PM between 2014-09-08 and 2014-12-08
01:220:102: :02 W 5C-123 01:10 PM - 02:30 PM between 2014-09-03 and 2014-12-10
01:220:102: :04 H BE-AUD 10:20 AM - 11:40 AM between 2014-09-04 and 2014-12-04
01:220:102: :04 M BE-AUD 10:20 AM - 11:40 AM between 2014-09-08 and 2014-12-08
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How to read the "Room Assignment Integrity Check Report”

The report may contain up to three sections (those containing no data will not be shown). The
following table explains what should be done about the recordsin each section.

Note: If a room assignment is updated in IMS outside of CSS, the snapshotin CSS will be out of
sync with the room scheduling database, even though IMS will be in sync with it. In this case,
refreshing the IMS snapshot for the affected section (please see the corresponding section in the
Approver chapter) is usually sufficient to remove its meetings from the report. For this reason, itis
important to compare CSS data with IMS data before taking any action.

Section Heading

Possible Reason

Suggested Actions

“The following
scheduled meetings
do not have room
assignments”

This section contains the list of
meetings that appear in a specific
room on the Schedule of Classes but
do not have the room reserved. As a
result, the room may be taken by
another acivity, creating a conflict.
Certain valid room sharing
arrangements, such as cross-listings
and lecture sharing are excluded
fromthe report to avoid false
positives, however, shared labs may
appear.

An approver should examine the
section and its lead, linked and cross-
listed sections to determine whether
the absence of room reservationis a
result of a valid sharing arrangement.
If it is not, the approver should
resubmit the affected section to
reserve the room and make sure no
error messages are received. Any
errors or warnings should be reported
to the supportteam.

“The following room
assignments do not
correspond to any
scheduled
meetings”

This section shows course meetings
that have room reservations but do
not show up on the Schedule of
Classes. This situation usually arises
as a result of a systemerroror an
incorrect sequence of actions when
deactivating sections.

An approver should verify that the
datain CSSis correct and attempt to
resubmit the affected section. If the
update succeeds, the approver should
rerun the report and verify that the
section no longer appearsonit. Any
errors or warnings should be reported
to the supportteam.

“The following are
temporary
assignments”

Temporary assignments take up

rooms, but do not appear on the

Schedule of Classes unless made
permanent.

At some point before the Schedule of
Classes is finalized, an approver needs
to decide whether the room
assignment is needed. If itis needed,
it should be made permanent. If the
assignmentis no longer needed, it
should be deleted to free up the room.
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Using the Room Availability Report

The Room Availability report shows all rooms available on a selected campus for the standard
period combinations defined by the scheduling office. It includes room capacities, a list of
attributes, and any scheduling notes.

Note:
For this report, results are not filtered by capacity. All available rooms are displayed. The report
uses the default room type of 110.

P{UTG ERS Course Scheduling System - Room Availability Report

(CSS Home  Search Course Offerings  Search Edit/Full Title ~ Master Course List  Course Synopsis  Help  User Guide  Administration Logout

Room Availability Report

1. Select semester
This report finds rooms on selected campus that are available for standard period combinations throughout the selected term.

and campus
Please note that semester dates may differ for some offering units. This report will include only rooms that are ifable for all units that-rrerr—por=rmrem T

at the selected location. For this reason, searching for a room within the context of a specific section leld additional matches.

Select the Criteria for the Report

< 2. Click “Run the Report”. Results
“Year and Term: | Fall 2015 |Z|Campus: BUS |z| FluntheEE\ may take about a minute to appear

Click on a period combination to see rooms available for it. Click again to collapse.

3. Click on headings to
expand or collapse sections

ARC-212 0012 | SEWI I

SMH-221 0015

CEB-122 0025 PT SE NW DS DT CA

BME-122 0030 SE

HLL-254 0030 ACSCSEDPDSLP

HLL-423 0030  AC 5C NW DS LERAUN@MATH.RUTGERS.EDU™WE DO NOT HAVE TO CHECK WITH LYNN DURING THE SUMMERD:O
NOT USE FOR SUMMER EVENTS"

HLL-525 0030 AC 5CNWDS 5-2393 XG021*
NH-AZ3T 0030 MUST CONTACT SHALENE AT MONTGOMERY@BIOLOGY.RUTGERS.EDU*~
BME-1268 0032 DP HE111===

HLL-101 0100 AT DP BRDS
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Requesting Reports from CSS Data

The CSS application has been designed and optimized for comparing and reconciling the
scheduled sections with the requests made by academic departments. It must always be

understood that the data stored by CSS is a work in progress and not the official schedule of
course offerings, and that it may change without notice.

For this reason querying this database from outside CSS is generally not supported, with the
exception of Section Difference Report and Enhanced Classroom Report described in the
Administration section of this User Guide, which can be run as needed by authorized users.
Those interested in receiving copies of these reports should contact the Scheduling Office.
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