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Room & Course Scheduling (RCS) – Business Process Guides (BPGs)


	Module:
	Student Records

	Business Process Name:
	How to Enter a Meeting Pattern in the Schedule of Classes during Open Scheduling

	Created By:
	Suhina Deol

	Creation Date:
	5/4/2018


Business Process Summary
This process outlines the steps that need to be taken to enter a meeting pattern in the Schedule of Classes during Open Scheduling. This guide has directions for in-person, hybrid, and fully online meetings. For more help, go to the Office of the Registrar, Schedule of Classes Resources.
Business Process Procedures:

	Step A
	Action—

	1. 
	Navigate to the course in Course Catalog. UAccess Login. Administrative Staff>Navigator>Course Catalog>Course Catalog.  (For more details, please review BPG-How to review the Course Catalog?)

· Check that it is Active

· Check Catalog Data

· Min & Max Units

· This will let you know how to set up your meeting pattern to ensure you meet minimum contact hours. (For more details, please review the credit definitions here: http://catalog.arizona.edu/policy/credit-definitions).  

· Repeat for Credit 

· Allow Multiple in Term 

· Cross listings

· Check Components

· Components (Required & Optional)

	2. 
	Navigate to Meeting Tab in the Schedule of Classes
· To enter a meeting pattern for a non-combined section, please navigate to following in  your web browser: 

https://uaccess.arizona.edu/ > 

Administrative Staff> 

Curriculum Management> 

Maintain Schedule of Classes> 

Meetings tab 
· To enter a meeting pattern for a combined section, please navigate to following in  your web browser: 

https://uaccess.arizona.edu/ > 

Administrative Staff> 

Curriculum Management> 

Schedule Class Meetings> 

Meetings tab
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	3. 
	Complete the Meeting Pattern box. See examples 1-3 below for more details.
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1. What to do for in person (P) classes?

· To enter a meeting pattern for a Centrally Scheduled Classroom (CSC)*, 

a) Leave the Facility ID blank (the room assignment which needs to blank so RCS can assign a centrally scheduled classroom to the section)
b) Enter Pat (the days the class will meet)

c) Enter Mtg Start (the start time of the class)

d) Enter Mtg End (the end time of the class)

e) Click on Days the class will meet (Should match Pat selection)

f) Enter Start/End Date for the class (these dates must lie within the session)

*Standard meeting patterns must be utilized during prime time (9 to 3:30 pm MTWRF).

· To enter a meeting pattern for a Departmentally Scheduled Classroom,
a) Enter Facility ID (by approval of department who manages the departmentally scheduled classroom)

b) Enter Pat (the days the class will meet)

c) Enter Mtg Start (the start time of the class)

d) Enter Mtg End (the end time of the class)

e) Click on Days the class will meet (Should match Pat selection)

f) Enter Start/End Date for the class (these dates must lie within the session)

2. What to do for fully online (FO) classes?

· To enter a meeting pattern for a fully online class,  

a) Enter 999-online in Facility ID

b) You may leave the meeting time/day blank or fill them in similar to in person classes if the class will meet online at a specific time/day. 
3. What to do for hybrid (HY) classes?

· You need to enter two meeting patterns for a hybrid class, 
a) Create one meeting pattern for the in person (P) portion (See ex 1).
b) Then click the + (plus) for the second meeting pattern for the fully online (FO) portion (see ex 2).


	4. 
	Complete the Instructors for Meeting Pattern box
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4. Under the Assignment tab,  
· Enter ID for the individual teaching or involved with the section

· Enter Instructor Role which fits the individual selected
· Click Print if you want to have the individuals name print in the Schedule of Classes
· Enter Access (One individual must always have Post access for the section because post allows grades to be officially posted for the students versus grade which only allows a person to place a grade in the instructor center for students but not post them officially.)
5. Under the Workload tab,  
· Enter Assign Type, this should always made the component of the section. If the individual is not sharing teaching workload for the section, then select Not Included.

· Enter Load Factor and Work Load (should not exceed 100% for the section)

 

	5. 
	Complete the Room Characteristics box*

             *Only used to schedule Centrally Scheduled Classrooms (CSC) during Open Scheduling
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· If you would like to be scheduled in a CSC space with specific room characteristics, you may let us know by selecting the characteristics here. To add more than one room characteristic, please click on the + (plus) on the right hand side of the box. 
· If you want like to be scheduled in a CSC- Collaborative Learning Space, please select room characteristic 35 and have the instructor of the section follow the steps here to become a CLS certified instructor:     http://academicaffairs.arizona.edu/cls-courses/#howtorequest 

See Appendix below for a complete list of Room Characteristics in UAccess that goes along with ctsrooms.arizona.edu Classroom Information webpage.

 

	6. 
	Special Requests: In addition to completing the Meetings tab in the Schedule of Classes for your section, you may fill our request forms found on our website here if you have a special request. 

url:  http://registrar.arizona.edu/courses/request-forms?audience=staff&cat1=10&cat2=232 
· Priority Scheduling Request Form: 

· If your section meets one or more of the criteria below, you may complete our Priority Scheduling Request Form and email the form to rcshelp@email.arizona.edu one month prior to the end of Open Scheduling.
Criteria 1: Department has provided financial support for a centrally scheduled classroom(s) i.e. equipment or renovation.
Criteria 2: Department has a class that needs to use equipment that is not available in any other centrally-scheduled classroom or equipment travel restrictions for back-to-back classes. 
Criteria 3: Department has an instructor with a disability or travel restrictions for back-to-back classes that needs to use a centrally scheduled classroom.
Criteria 4: Department has an instructor who would like to teach in a Collaborative Learning Space at the same time and in the same room as the previous year. 

Criteria 5: Department has hybrid course(s) that would efficiently use a centrally scheduled classroom. 

· Common Final Request Form: 

· If your section meets one or more of the criteria below, you may complete our Priority Scheduling Request Form and email the form to rcshelp@email.arizona.edu one month prior to the end of Open Scheduling.

Criteria 1: Department has courses which have five or more sections

Criteria 2: Department has more than 200 students enrolled in its section(s)

	7. 
	Specific region preferences, may be requested at a Course Catalog Level to rcshelp@email.arizona.edu during Open Scheduling. Regions include building and room preferences you would like your classes scheduled in or NOT in. 
Please note that by defaul are programmed to be scheduled in your building 


Appendix

Definitions: 

· Centrally Scheduled Classroom: 

· Classrooms which are funded and controlled by UA Central Administration. The scheduling is controlled by Room and Course Scheduling in the Registrar’s Office. 

· Combined section: 

· A section that is cross-listed with other sections or co-convened with an undergraduate/graduate level class or both. 

· Departmentally Scheduled Classroom:

· Classrooms which are funded and controlled by individual departments. 

· Uncombined section:

· A section that is not cross-listed or co-convened. Therefore, it is not sharing its meeting pattern with another section. 
Complete List of Room Characteristics in UAccess:
	Room Characteristic
	Description

	1
	16MM Film Projector (autoload)

	2
	Assisted Listening Sys (infra)

	3
	Audience Responder System

	4
	Auditorium Style W/ Tablet Arm

	5
	Carousel Slide Projector

	6
	Cassette Tape Player

	7
	Compact Disc Player

	8
	Computer (PC)

	9
	DVD Player (standalone)

	10
	Document Camera (unkwn res)

	11
	Electronic Writing Surface

	12
	Fixed Tables W/ Fixed Chairs

	13
	Fixed Tables W/ Movable Chairs

	14
	Fixed Tablet Armchairs

	15
	Writing Surface(Dry Erase>20')

	16
	Writing Surface(dry erase)

	17
	Writing Surface(Grn chalk)

	18
	Low-Tech Room - WB

	19
	Microphone

	20
	Movable Tables W/ Mov Chairs

	21
	Movable Tablet Armchairs

	22
	Network Connection

	23
	Piano

	24
	Projection Booth

	25
	Public Address System

	26
	Seminar Room

	27
	Stage

	28
	Tiered Seating

	29
	Video/Data Proj (unknown)

	30
	Laserdisc (unknown type)

	31
	Departmentally Scheduled

	32
	Centrally Scheduled

	33
	Lect Cap - Audio + Screen Cap

	34
	Lect Cap - Webcam + Screen Cap

	35
	Collaborative Learning Space

	36
	16MM Film Projector (slotload)

	37
	Assisted Learning Sys (radio)

	38
	Assisted Learning Sys (unkwn)

	39
	Bluray Player (Computer Comp)

	40
	Bluray Player (standalone)

	41
	Bluray/VHS Combo Player

	42
	Carousel Slide Proj to Video

	43
	Cassette Tape Recorder (mono)

	44
	Cassette Tape Recorder(stereo)

	45
	Cassette Tape Recorder (unkwn)

	46
	Closed Captioning Decoder

	47
	Computer (Apple)

	48
	Computer (Sun)

	49
	Computer (unknown type)

	50
	Comp Aud Conn (1/8" mini)

	51
	Comp Aud Conn (unknown)

	52
	Comp Monitor(1024X679-Nat Res)

	53
	Comp Monitor(640X480-Nat Res)

	54
	Comp Monitor(800X600-Nat Res)

	55
	Comp Monitor(unkwn resolution)

	56
	Document Camera (1024X768 Res)

	57
	Document Camera (Video Res)

	58
	DVD Player(computer component)

	59
	DVD/VHS Combination Player

	60
	Laserdisc/Compact Disc Player

	61
	Laserdisc/Compact/DVD Player

	62
	Port Comp Conn/Inter (Apple)

	63
	Port Comp Conn/Inter(Apple/PC)

	64
	Port Comp Cn/Inter(App/PC/Sun)

	65
	Port Comp Conn/Inter (PC)

	66
	Port Comp Conn/Inter (Sun)

	67
	Port Comp Conn/Inter (unknown)

	68
	Program Audio (mono)

	69
	Program Audio (stereo)

	70
	Program Audio (surround)

	71
	Program Audio (unknown)

	72
	Projection Screen (10x10)

	73
	Projection Screen (20'+)

	74
	Projection Screen (6x6)

	75
	Projection Screen (8x8)

	76
	Projection Screen (unknown)

	77
	Transparency Projector (OHP)

	78
	Transparency Projector (stand)

	79
	Video Monitor (19")

	80
	Video Monitor (27")

	81
	Video Monitor (unknown)

	82
	Video Monitor w/Closed-Caption

	83
	Video Projector (video res)

	84
	Video/Data Proj (1024X768)

	85
	Video/Data Proj (1280X1024)

	86
	Video/Data Proj (1400X1050)

	87
	Video/Data Proj (16X9)

	88
	Video/Data Proj (2000X2000)

	89
	Video/Data Proj (640X480)

	90
	Video/Data Proj (800C600)

	91
	Videocassette Player(SVHS/VHS)

	92
	Videocassette Player(unknown)

	93
	Videocassette Player (VHS)

	94
	Wired Microphone (handheld)

	95
	Wired Microphone (lavaliere)

	96
	Wireless Microphone (handheld)

	97
	Wireless Microphone (lavalier)

	98
	Writing Surface(Blk chalk>20')

	99
	Writing Surface(Blk chalk)
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