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Getting Started

Information on how to run a schedule of classes report to see what courses
have been rolled from the previosemester.

Building your class schedule in Cardinal
Station before the scheduling deadline

Information on how to enter course meeting pattern, capacity, room requests
and other information into Cardinal Station.

Scheduling DeadlinA.K.AFARD

Information on what you still have access to once the scheduling deadline passes,
and how to manageeaquests for changes to the schedule after this point.

Changes

What changes academic departments & schools can make after the deadline and
what changes Enroliment Services has to manage.

Registration Begins
Information on the processes and procedurbatttake place once registration
begins.
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Sprng 2015Changes &Reminders

New University Scheduling Pattern

The new university scheduling grid will be used to schedule spring@&dsesPlease check
the Enroliment Services website for complete training on compliance with this new grid.
http://enrolimentservices.cua.edu/scheduling/

Reminder about First Year Experience block scheduling

During thespring 205 semester, the First Year Experience learning community courses will be
schedulel on MWF 9 am11 am blockboth during period 2which will affect space availability
for all courses.
a. This leaves very limited availability in classrooms during these times.
b. Courses with an enrollment higher than 15 should not be scheduled during this
time block.
c. Courses serving freshmen or expecting significant freshman enrollment should
avoid this time period.
d. Courses requiring digital presentation rooms should not be scheduled during this
time block, as the rooms that hold 15 or less do not havéaretogy.

Non-Conforming Class Approval process

1 All courses that have a meeting pattern must meet according to the university scheduling grid,
including courses that meet in departmecontrolled spaces.

1 The conforming scheduling pattern does not apppff-campus courses or to summer course.

T /flraasSa GKIG R2y Qi O2YLX @& 6A0GK GKS dzy A OSNEAG
R2y QG NBOSAOGS | LILINRPOIf o6& GKS LlJzmfAdaKSR RSIFR
hidden from the coursefferings.

91 Classroom priority is given to courses that adhere to the approved scheduling pattern over
those that are norconforming. Even when the nesonforming courses are approved.

1 Approval of norconforming courses does not guarantee the abilitydgom the course. The
meeting pattern of courses may need to change in order to place them into classrooms due to
high demand during particular meeting times.

a
t A

To seek exceptions to the approved scheduling patterns, follow the below steps:
If scheduling &lass at a nostonforming day/time would not negatively impact classroom usage, and
student schedules, and has clear pedagogical reasoning, then the exception will be considered.
1. Academic schools and departments should build their course offerings to tgmply with the
university scheduling grid while keeping in mind the constraints of student schedules, instructor
availability, and known classroom limitations.
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2. After the schedule is built, if there are courses that need to be offered outside the aggbro
scheduling pattern, requests can be submitted to seek approval.
3. To seek notonforming course consideration:

i. All classes that are meeting at noonforming times should be reviewed by the
academic chair/dean for the school/department the course fered in.

ii. Academic departments should enter their entire semester schedule into Cardinal
Station before seeking approval for any rosnforming courses.

iii. All courses which you seek to offer at a romforming time should be submitted
for approval at thesame time. We ask that departments aim to submit all their-non
conforming time requests at once.

iv. Departments should complete and submin-conforming coursepproval form
listing all the norconforming courses they hope to offer during the semester. When
complete send td&nrollment Services viaaclasses@cua.edu

V. Be sure to request approval for naonforming couses in a timely manner. All
requests are due by the date published on the scheduling deadline.

Vi. Enroliment Services is happy to review and approvecarforming requests times
prior to the deadline if it will assist your department in completing the setere
schedule.

4. Enrollment Services will verify whether noonforming course time has been approved.

Class Schedule Compliance Report

The class Schedule Compliance Report is a Cardinal Station tool developesttacasimic
schools/departmentsee hav their class schedule information in Cardinal Station adheres to
the university schedule grid and constraints.

The Report is available in Cardinal Station navigate to CUA Custom > Student Records > Custom
Reports > the report name is Class SchedulinpppiRe

,2dzQf f ySSR (2 SyiGSNI @2dzNJ ! OFRSYAO hNAFYATIGA
to run the report.

Please be sure to run this report as you build your spring 2014 class offerings to ensure the
schedule is in compliance with the univigyggrid and constraints.

New Procedures for Scheduling Comprehensive Exams

The COMP and ORAL subject codes have been inactivated. Instead these exams will use
departmental subject codes.

Undergraduate aladtSNRa b Doctoral Number
Number
Comprehesive [ 498 698A- Comps with classes | 998A- Comps with classes
Exam 698B Comps without 998B Comps without classes
classes



http://enrollmentservices.cua.edu/res/docs/Non-conforming%20approval%20request.xls
mailto:cua-classes@cua.edu

Dissertation
guidance

996- Doctoral students who
are working on their
dissertation, including those
who are planning on
defending,should enroll in
their departmental
dissertation guidance course.

For examplethe Spanish undergraduate comprehensive exam would be added in Cardinal
Station as SPAN 498.

When building youspring 205 offerings be sure to add comprehensive exafor each subject
your school or department offersyou can utilize th€ourse Schedule Request Fdowequest
that the comprehensive exam offering be added to fpeing 15schedule.

Onceit is in the semester offerirgyn Cardinal Station you can add the applicable meeting
patternto the course notes to ensure students are aware of when the exam will be offered

Steps to adding the Comprehensive Exam dates indi®el Station:

Navigate in Cardinal Station to Schedule of Classes > Maintain Schedule of classes and search
for the appropriate course.

Under the Basic Data Tab:

All Comprehensive exams should be scheduling in session 1 for fall and spring. This allows
students to have accurate add/drop deadlines for the course.

Coasicous |

I |

[ otes | Exam | I | |

Course ID:

Academic Institution:
Term:

Subject Area:
Catalog Nbr:

003408

The Catholic Univ of America

Fall 2013
PaY
498

Course Offering Nbr: 1

Undergrad
Psychology
Research Apprenticeship-UG

Auto Create Component |

Class Sections

*Session:

*Class Section:
*Component:
*Class Type:
*Associated Class:

*Campus:

*Location:

RES Q. Research
Enroliment »
1Q
MAIN
MAIN Q

Under the Meetings Tab

CUA

The Catholic Univ of America

Eind | Wiews Al First n 10f1 u Last

St~Rggular Academic Session Class Nbr: 0 [+ [=]
*Start/End Date;  |08/26/2013 |[5]|12/14/2013 [H]

Event ID:

Add Fee |

[¥] erhndudn Print


http://enrollmentservices.cua.edu/facultystaffinfo/schedule-request.cfm

Basic Data Meetings Enrollment Cnitrl Resermve Cap LMS Data Textbook GL Interfag
Course ID: 003408 Course Offering Hbr: 1

Academic Institution:  The Catholic Univ of America

Term: Fall 2013 Undergrad

Subject Area: PSY Psychology

Catalog Nbr: 4498 Research Apprenticeship-UG

Class Sections

Adjust the
start/end date to

Session: 1 Regular Academic Session  Class Nbr: 0 ’ \
Class Section: 01 Component: Research Event ID: be just thg datg(s )
Associated Class: 1 the exam is being

held.

Meeting Pattern

Facility ID Capacity Pat  MtgStart MtgEnd M T W T F § § *Start/Ep
Q | Q, (8:00aM | [1200PM ORI O OO0 (10082013 #710/08/2013 [5)
Topic 1D: 20, Free Format |
Topic:
L Print Topic On Transcript Contact Hours

Instructors For Meeting Pattern Personalize | Find | View Al | 2| B First B 4 or 1 B Last
[ Assignment T Workload

Instructor

[Prminev] e |

Room Characteristics Personalize | Find | B | 28 First BN 4 051 B Last

*Room Characteristic

46 COMPUTER LAB 1 =]

We are moving away from having comprehensive exam date
In the academic calendar. Departments are allowed to sche
comprehensive exams beginning the Mondéer the add/drop
deadline for the semester through the last day of withdraw
fNEY OflaasSa oAGK | &

1 DO NOT enter the meeting start or end time. If the Comprehensive exam start/end time
conflicts with another class the student will take, the student will be uaablregister
for the comprehensive exam.

1 Fill in the room characteristic code to note thg&yof room needed for the exam.

Under the Enrollment Cntrl tab:




=
sl
=

‘( I 1@1 [ notes [ Exam | I I |
fAdjust the consent requirement t Course Offering Nbr: 1

of America

reflect your department Undergrad

preferene. Psychology
Research Apprenticeship-UG

Add Dept Cnsnt required if you Adjust the enrollment
wish all students to receive capacity and requested
permissions prior to registering el i LB room capacity to reflect the

far the axam /mem: Research Event ID: anticipated number of

/ <s status: ctive = | students taking the exams
Class Type: Enroliment Enroliment Status: Closed
*Add Consent: DeptCnsnt | Requested Room Capacity: 10 Total
*Drop Consent: Mo Consent | Enrollment Capacity: 10

Noting the Exam date & Time:
Each department should identify the day/time of their comprebime exam while building their
semester schedule.

Date limitations:

Cannot take place prior to the add/drop deadline for the semester

Cannot take place on any Administrative Class days

Cannot take place on Reading Days or university holidays

Mustbecomp SG SR o6& (GKS RSIFIRftAYS (G2 6A0GKRNI ¢
semester.

To T o To

All comprehensive exam dates will be noted in Cardinal Station, under the course notes tab.
This will allow students to be aware of the exam date at the point of registoat. Please

email your exam day/time information taEnrollment Servicesuaclasses@cua.edny the
scheduling deadline for the semester.

10
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General Academic Scheduling Guidelines
2. During the Fall and Spring semerst, the First Year Experience learning community
courses will be scheduled during the MWF 9-4ham block, which will affect space
availability for all courses.
a. This leaves very limited availability in classrooms during these times.
b. Courses with an enitlment higher than 15 should not be scheduled during this
time block.
c. Courses serving freshmen or expecting significant freshman enrollment should
avoid this time period.
d. Courses requiring digital presentation rooms should not be scheduled during this
time block, as the rooms that hold 15 or less do not have technology.
1. Classes are not permitted to take place in spaces where the space capacity is less than
the enrollment total of the course.
2. Notify Enrollment services of the specific locatiorabtlases in which students are
enrolled, even when offered off campus.
3. Classroom assignments are not applicable for any planned or emergency closings of the
university, or reading days.
4. Courses may need to be moved out of their regular classroom at cema@s @uring
the semester. Such instances include when the regular classroom/building needs
repairs, for university events that require use of the regular classroom. Enrollment
Services will communicate such needs with the academic department and instructor.
5. Courses with an enrollment of five or under are not scheduled in Enrollment Services
classrooms. Each school should arrange for office space for these courses.
6. Any course with an enrollment of zero at the add/drop deadline will be cancelled.

11
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— IGetting Started

Run Schedule of Classes Report

When it is time to begin building the Schedule of Classes for an upcoming semester, the Office

2T 9YNREftYSYyd {SNBAOSAE aNRffa 20SNE |ff 1/ ¢L:
offered in the most recentike semester. For example, prior to scheduling the spring 2009
semester, we rolled over the schedule from spring 2008.

It is a good idea to begin the scheduling process by printing a Schedule of Classes Report for the
semester in which you are schedyin

Navigation: Cardinal Studens> Qurriculum Management Scheduleof Classes Print Class
Schedule

| The Catholic University of Ameri
- . o T . Welcome, Wendy E. White!
Cardinal Station for Staff

New Window | Help | .5,

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

{ Find an Existing Value ' Add a New Value

Run Control ID:| begins with

[Ocase sensitive

Search Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

Either:

1. Click on Search and click on yalmeady existindg’rint_Class_Schedule Run Control ID
OR

1. Add a New Valuand name the Run Control ID: Print_Class_Schedule

12
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The Catholic University of America

b y - > Welcome, Wendy E. White! S
Cardinal Station for Staff searcr: |

Cardinal Station Home | Add to My Fawvorites | Sign out

Mew Window | Help | Customize Page | neh

[ Print Class Schedule ' Report Options |

Run Control ID:  Print_Class_Schedule Report Manager  Process Monitor Run

Academic Institution: CRONL|Q, The Catholic Univ of America
Term: &}
Academic Organization Node: Q
Session: Q

*Schedule Print: Yes v

*Print Instructor in Schedule: Yes v [ Active [l cancelled
print By Campus: O Stop Enrl [ Tentative
Campus:

Print By Location:

Location Code:

& save | [=] Notify B Add | Update.fDispIay|
1. Enter the term whose Schedule of Classes you wish to review

no

Enter your Academic Organization (your department)

3. Enter the Session

a. it will be 1 or DD during the Spring and Fall semesters
b. it will be 15, 16, 25, 26, or DD during the summer

c. you may also leze this field blank if you want to see all classes regardless of which
session they are currently listed.

4. The *Schedule Print is derived from the Schedule of Classes set up.
ALLgives you the option to show all scheduled classes.

b. YESwill show only thosehat have the Schedule Print box in the Schedule of Classes
checked (therefore classes that are viewable by students).

c. NOwill show only those courses th&xO NOThave the Schedule Print box in
Schedule of Classes checked (therefore not viewable by stsjden

5. Check all Class Status boxes which you wish to include in your report

13



The Catholic University of America

b ) e P, Welcome, Wendy E. White! S =
Cardinal Station for Staff search: || =

Cardinal Station Home | Add to My Favorites | Sign out

6)/ f A 01 a e S”.é]% New Window | Help | Custornize Page | .5,
_ tab
| Print Class Schedule '} Report —
Run Control ID:  Print_Class_Schedule Report Manager  Process Monitor 5 vl

Process Instance: 1540559

Print Meeting Patternfinstr Report Only
[ Print Meeting Pattern Topic
[ print Class Attributes TO0O {StSO0 «a
Print Class Hotes b
0OX
Print Global Notes
[ Print Sections Combined
[[1 Print Class Characteristics
[ print Class Enrollment Limits
Print Class Nbr for Non-Enroll 8) Select all other attributes which
[ Print Requirement Designation you wish to include in your report.
[[] print Reserve Capacities

& save | [=] Notify B Add UpdatefDispIay|

Print Class Schedule | Report Options v t Nsaa U0KS

14



The Catholic University of America

Welcome, Wendy E. White!

New Window | Help | Custornize Page | 15

1) Make sure that Server
blIYS Aa asSud
User ID: WHITEW oo rroass_Schedule

Process Scheduler Request

L=
Servertame: | PSNT ¥| RunDate: 12032008 |[H

Recurrence; PSCOR Run Time: 11:29:36AM Reset to Current Date/Time ‘

Time Zone:
. PS05390
Process List PEUNY

Select Description |pa777 Process Name  Process Type “Type “rormat  Distribution
chedule of Claszes SR201 S0R Report Webh  «| FDF Distribution
b al 1S { dN e —
H U al FANN P ,
2F Jfl a3538a¢ 3)28eét t_ype to 4) Set formatl 2 at
a 0 &
checked

0K ‘ Cancel

5) When finishedt NS a a a

The Catholic University of America

Welcome, Wendy E. White!

Cardinal Station for Staff

Cardinal Station Home | A

New Window | Help | Customize Page | n5

[ Print Class Schedule | Report Options ',

Run Control ID:  Print_Class_Schedule Report Manager  Process Monitor,

Run

Process Instance: 154

[¥] Print Meeting Pattern/instr [ Report Only /] fA0 ‘l 2 )/ gt N O ¢
] Print Meeting Pattern Topic
[ Print Class Attributes

Print Class Notes

Print Global Notes

[ print Sections Combined

[l Print Class Characteristics

[ print Class Enrollment Limits

Print Class Nbr for Non-Enroll
] Print Requirement Designation

] Print Reserve Capacities

B save | [=] Motify | Es Add Update/Display

15
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Welcome, Wendy E. White! i

Cardinal Station Home | Add to My Favorites | Sign out

Cardinal Station for Staff

New Window | Help | Customize Page | 2,

| Process List ' SenerList |

UserlD: WHITEW  |Q, Type: vltast | 1[Das v| Refesh /| £t A01 awSTNBaK§
Server: PSNT | Name: Q. Instance: to wdzy a Gl ddza Aa 4§
Run +| Distribution 3 Save On Refresh G5AaldNROdziA2Y |
Status: Status

Process List

Customnize | Find | Vie

Select Instance Seq. Process Type PrOcess ;.or  Run Date/Time Run Statys  iStIDUON p, o
Hame Status
1540550 SQRRepor SR201 WHITEW 12/03/2008 11:20:36A EST
154055 SQRRepor SR201 WHITEW 12/03/2008 1118:288MEST  Success  Posted

Go back to Print Class Schedule

B save | [=] Notify

Process List | Server List

16



The Catholic University of America
Cardinal Station for Staff

Welcome, Wendy E. White!

Search:

Cardinal Station Home | Add to My Favorites

Process Detail

Instance: 1540559 Type: SCQR Report
Name: SR201 Description: Schedule of Classes
Run Status:  Success Distribution Status: Posted

Run Control ID: Print_Class_Schedule Hold Request

Location: Server Queue Request

Server: PSNT Cancel Request

Recurrence: O pelete Request
Restart Request

Request Created On: 12/03/2008 11:30:53AM EST FParameters Transfer

Run Anytime After:  12/03/2008 11:29:36AM EST Message Log

Began Process At:  12/03/2008 11:31:08AM EST Batch Timings

Ended Process At 12/03/2008 11:31:22AM EST View Log/Trace

New Window | Help | Customize Page |

/| K22&a4S G+ASg [ 23k ¢ NI

Then selectthe filetia Sy Ra i

extension.

Ay

(e.g. SR201 154559.PDF)

17



Building your class schedule in Cardinal Station before
the scheduling deadhe

Scheduling a Class

Now that you have a schedule of classgsort listingthe courses that have been offered in the
past, and the associated meeting pattegou can begin to schedule for the upcoming
semester.

In Cardinal Station navigatéo Currizilum Management > Schedule of Classes > Maintain
Schedule of Classes.

The Catholic University of America

Welcome, Wendy E. White!

Cardinal Station for Staff

Maintain Schedule of Classes
Enter any information yvou have an

Enter CRDNL for Academic Institution .

[ Find an Existing Value \:\/
Academic Institution:[ = 9 CROINL a Enter the term code for th semester you are scheduling

You can use the magnify glass to search.

Term: = % 1091 r
Subject Area: = Eng Enter the abbreviation for Subject, or use magnify
Catalog Hbr: begins with [+ [101| glass to search.

Academic Career: = w w

Campus: begins with QL

Description: begins with {8 Enter the catalog number of the course you are
Course ID: hegins with |+ 2, | looking up, or leave empty to have all classes apped
Course Offering Nbr: | = v QL

[Jcase Sensitive

Search | Clear ‘Easi-:s-saru:h B save search Criteria
1 I £t A0l af
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Determining class information

Ly GKS ySEG adGSLI Aa ¢KSy @&2dz RSGSNX¥YAYyS (KS

Basic Data Tab

The Catholic University of America

Cardinal Station for Staff

p—

Welcome, Wendy E. White!

Search

Cardinal Station Ho

Mew Window

|/ Basic Data Y Lleetings )" EnrollmentCntrl ) Reserve Cap | Motes  } Exam ) LMSData ) GLInterface |

LA

Do not modify the

[fute Greate ompol - ¢art or end dates if

you are schedling in
a regular session.

(Session 1 in fall or
spring; sessions 15,

16, 25, 26 in summer)

ONLY remove the
check mark next to
d{ OKSRdz S
youDO NO'want the
course to appear in
the schedule of
classes.

Students wilNOTbe
able to view the class.

MOdlfy 000102 Course Offering Nbr: 1
location if Institution:  The Catholic Univ of America
course meets . SDF!TQ 2009 Unu:lgrgrad
2a: EMNG English
somewhere br: 101 Rhetoric and Composition
other than
CUA Campus. Q 1 Q Regular Academic Session Class Hbr: 5019
ABROAD - 01 ~StartEnd Date: | 01/12/200% [ |05/09/2004
OFF CAMPUS LEC|Q  Lecture Event ID: 000051526
ON LINE N Enrollment |+
Are all options hted class: 1 Add Fee
*Campus: CUA
*Location: MAIN Q The Catholic Univ of America Schedule Print
Course Administrator: Q Student Specific Pe)
=Academic Organization: |ENGLISH S English
Academic Group: ARTSC Ats & Sciences Dynamic Date Calc Requirg
*Holiday Schedule: ACHS |3 Acadernic Holiday Schedule Generate Class Mtg Attenc
*Instruction Mode: P InFPerson Sync Attendance with Clag
) ) [JGL Interface Required
Primary Instr Section: 01
= [&} Print Topic in Schedule
Adjust
mstrucpon lent Course Group: [J override Equivalent Course
mode if
alent Course Group: a . . , =2 © o
needed. See | LT GKA&A Aada | a¢2LIA0Oaé
below for glass to see available topics, and select the
additional appropriate one.
information. If this is a new topic, first add the topic in the
course catalog befe assigning it in the schedule

Instructional Mode

I 02 dzNJA @ién& mddg/isi rintidian the basic data tab in maintain schedule of classes.

There are three instruction mode options.

P= Class is offered in person. This is the most common instructional mode.
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Ol=
BL=

Class is offered online.
Blended, class is a mixtusgéonline and in person instruction.

Blended instructional mode is a new option that departments can now select.

A\

Class Sections

*Session:
*Class Section:
*Component:
*Class Type:
*Associated Class:
*Campus:
*Location:
Course Administrator:
*Academic Organization:
Academic Group:
*Holiday Schedule;

: *Instruction Mode:
\

oo Q Dynamic Date Session

01

LEC & | ecture

Enroliment
0 ynits:

MAIN Q,
Y
RELSTUDIES

RELST

ACHS Q)
CINISY

Primary Instr Section:

O

Course D: 006465 Course Offering Nbr:
Academic Institution: The Catholic Univ of America

Term: Summer 2012 Graduate

Subject Area: TRS Theology and Religious Studies
Catalog Nbr: T43A Liturgical Catechesis

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

3.00
CUA

The Catholic Univ of America

Theology and Religicus Studies
Theology and Religious Studies
Academic Holiday Schedule

Blended (in-person and online)

1 L

Auto Create Compaonent |

n 1 of1 n Last

2251 =

04/02/2012 [H)[071302012 |[H

Add Fee

[] schedule Print
Student Specific Permissions

Dynamic Date Calc Required
[ Generate Class Mtg Attendance
Sync Attendance with Class Mtg
] GL Interface Required
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&

The Catholic University of America

Meetings Tab

Welcome, Wendy E. White!

===

Cardinal Stati l"_}_’?_ff:.-] r .\rhn’”i

Cardinal Station Home | Add to b

Mew Window | Help | ¢

Class Sections

Session: 1

Class Section: Component:

[ BasicData | Meetings YV EnrolimentCntrl ) Reserve Cap | MNotes ' Eyxam ) LMSData ) GLInterface |
Course ID: ooo102 Course Offering Mbr: 1 DO nOt mOdIfy the i
Academic Institution: The Catholic Univ of America start or end dates |f
Term: Spring 2009 Undergrad yOU are SChedUHg in
Subject Area: EMNG English .
Catalog Hbr: 101 Rhetoric and Compaosition a |’69U|ar session.

Regular Academic Session
Lecture

I AR I (Session 1 in fall or
spring; sessions 15,

16, 25, 26 in summer)

Class Mbr:
Event ID:

6018
000051526

First 1 of1 [¥] ast

Find | View All

FHE

Room Characteristics
*Room Characteristic
46 Q

COMPUTERLAB

&l save | 4\ Return to Search | [=] Motify

Basic Data | Meetings | Enrclliment Cntrl | Reserve Cap | I

ote

Facility ID Capacity Pat ltg Start Mtg End I T W T F 5 5 *Start'End/Date

MARI 208 Q oa [MWF QL 51040 | |2:00AM E E O [ [91A12/2008 [ |os/0arz009 (=]

Marist 208 Topic ID: Q Free Format Topic:

1 erint Topic On Transcript Contact Hours
HH
J."Assignment Y Werkload ‘.I
10 Hame Znstructor Erint Access Contact
Role

2301827  |QL ullivan, Kathleen | Frim In: Approve w =

s | B

First [4] 10f1 [¥] Last

Customize | Find | &
*Quantity
1 =

m | LME Data | GL Interface

I
Facility 1D:

DO NOTenter facility ID (Classroomn
unlessyou are assigning departmentall
controlled rooms €.g. labsdepartmental
classrooms, or departmental eminar
space). Our scheduling software ha
departmental preferences built.in

If the class is taking place off camp
departments can enter the facility ID (
OFF CAMPUSdesired.

™ Instructor

Enter primaryand secondary instructor information an
OKSOl UKS FLILINPLINRIFGS alL
to find instructor information.

IfyourRS&ANBR AyaildNdHzOG2NI Aa
the Instructor/Advisor table. Please refer to section
Adding an Instructor to the instructor/Advisor Tabldt
is very important to list an instructor on each class
this allows access to class t@s throughout the
semester and grade rosters at the midterm and end
the semester
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Meetings Tab- Meeting Pattern Information

- The Catholic University of America .
Welcome, Wendy E. White!

Cardinal Station for Staff SoE| |

Cardinal Station Home | Add to i

===

/ BasicData § Meetings Y EnrollmentCntl | Reserve Cap j  MNotes | Exam ' LMSData j GLInterface

Course IOt 000102 Course Offering Mbr: 1
Academic Institution: The Catholic Univ of America
Term: Spring 2009 Undergrad
Subject Area: EMNG English
Catalog Mbr: 101 Rhetaric and Compaosition
Class Sections Find | View All First H] 10t 14 B | ast
Session: 1 Regular Academic Session Class Nbr: G019
Class Section: o Component:  Lecture Event ID; 000051526
ind|View Al First 1] 1o 4[] 1 ast
Facility ID Capacity Pat PMtg Start Mtg End M T W T F 5 5 *Start/End Date F =
IARI 208 Q {00AN 0 0 O 0O [otn2rzo09 B [osnaz008 |H
Marist 208 Topic ID: Topic: I>\ |
[ Print Topic On Transcript Contact Hours
[ Assignment Y Workicas Meet|ng Pattern
D Name Hnstructor Print Acg ]
_ — —| Click the days of the week the course W
Q Sullivan, Kathleen I Appr .
meet. Be sure you enter a conforming

Room Characteristics

*Room Characteristic meetlng pattern-
46 | COMPUTER LAB —

B zave | £\ Return to Search | [=] Notify |

Basic Data | Meetings | Enrallment Cotrl | Reserve Cap | Motes | Exam | LIS Data | GL Interface

Additional Instructions for Meeting Patters
1 If the class has more than one meeting pattern, click (] Again, do not enter
facility ID unless you are assigning departmentally controlled rooms. Enter the
additional meeting pattern making sure that the meeting pattern and checked days
match.

1 If the course is only meeting a few days during the semedtés,dan be correctly noted
in Cardinal Station. On the meetings tab, enter the start/end date as the first day of the
class (it will be the same date for start and end). Click=*Land enter the second
meeting pattern information and the start/end as tlsecond day of the class (same
date for start and end). Continue with tH*] for the amount of days class is being held
during the semester.

1 All scheduled courses must adhere to the approved scheduling pattern

1 To seek exceptions to the approved schedupagern:

o0 Complete thecourse approval fornand return it toEnrollment Servicegsua
classes@cua.edu
0 Please be s to reference theNon-Conforming course approval instructions
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http://enrollmentservices.cua.edu/res/docs/Non-conforming%20approval%20request.xls
mailto:cua-classes@cua.edu
mailto:cua-classes@cua.edu
http://enrollmentservices.cua.edu/res/docs/no-conforming%20approval%20process%201138.pdf
javascript:submitAction_main(document.main,'$ICField34$new$0$$0');
javascript:submitAction_main(document.main,'$ICField34$new$0$$0');
javascript:submitAction_main(document.main,'$ICField34$new$0$$0');

o If scheduling the class would not negatively impact classroom usage and student
schedués, and has a clear pedagogical reasoninggans will be considered.

1 Any courses scheduled outside the approved scheduling pattern that did not receive
approval by the published deadline will not receive classroom space, and will be hidden
from the a@demic schedule until:

0 The meeting pattern is changed to be a conforming one

o0 Theexception is approved.

1 The approved scheduling pattern does not apply to summer courses.

1 Classroom priority is given to courses that adhere to the approved schedulingrpatter
over those that are norwonforming. Even when the neconforming courses are
approved.

1 There is an First Year Experience Scheduling block during the fall and spring semesters
from 9 am¢ 11 am on Monday, Wednesday, and Friday

o This leaves very limited aNability in classrooms during these times.

0 Courses with an enrollment higher than 4ould not be scheduled during this
time block.

o Courses serving freshmen or expecting significant freshman enrollment should
avoid this time period.

o Courses requiringigital presentation equipment should not be schedule during
this time period, as the rooms that hold 15 students or less do not have digital
presentation equipment.

1 The meeting pattern of courses may need to change in order to place them into
classrooms de to high demand during particular meeting times. This need will be
communicated to academic schedulers by Enrollment Services.
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The Catholic University of America Approved Scheduling Patterns

t SNANTp aAyadpn aAydziS /€t avpn aAy
[ £ 84853 It a4aSa
M F Yy YRONHDP |y YRDN NN FYE Claes y YgwaYn
H pYwmnYpRpYmnYo 9:10a,$]/'\£/§0:10am Y QgMH Y M
0] MMY¥YWHITY HH MM YCWUH Y N1 MM YCWUJY N
n MH ¥YMIYIPp Pp|MH YCMJY O N MH YCOJY M/
p HY®RNHpP HY®aNnn HYmmYnn
C oYmNpp |[oYmNon oYgalYMn
T pPpYRNHP [pY®RNAA pY®RMYnn
VYFF |[CYTmMNpp |[cYmNODN cYgdqyYwmn
F/tlFhaasSa ORYSao0SRERNBYEBNI gAUGKAY
O@&YbNO
FFECKSNBE A& y2 O2yF2NNXAY3I GAYSYD
LIY &

1 Classesnust begin and end according to the grid. All classes meeting forifbte
sessions must begin at the start times in the first column and those in the 50 minute
sessions must start at the times in the second column.

1 Meeting patterns:

o Monday/Wednesday/Fday- for 50-minutes classes that meet three times a
week
o Monday/Wednesday, Wednesday/Friday, Monday/Friday and
Tuesday/Thursdayor 75-minute classes that meet two times per week
o One day per week classes may be scheduled on any day of the week at the 150
minute class times.
Notes: courses that meet for 50 minutes, three times a week must meet on MWF.
Unfortunately allowing any other threday combinations would lead to extensive
complications in student schedules.

Distribution Constraints:
Constraintsare applied to all classes that have a meeting pattern. The constraints are applied to
courses that meet in department spaces. Independent studies and courses without meeting
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LI GG SNy a ¢ 2y QCampus colredafdindt Robnted,raifd the abovedsdh does
not apply.

T

= =4

Departments may schedule UP TO 50% of all their classes during peldgside
time).
o Classes that span multiple periods will be counted multiple times.
Departments may schedule UP TO 50% of their courses in the T/TH meetemy pat
Of the classes offered two days per week on any combination of MWF, departments can
only have up to 50% offered on MW. Departments must balance MW offerings with an
equal number of MF and/or WF offerings.
Onceper-week classes must start accordirggthe 156minute meeting blocks.
o If the onceper-week class starts prior to period 7 it must be paired in a-tiay
per week meeting pattern (MW, WF, TR) indicated above. For example, a M class
starting in period 2 must be balanced with another W claastisig in the same
period. This matching provision does not apply to classes offered on Friday,
beginning with period 6 and later.

Additional clarifications:

l

= =4 4

Departments offering 6 or fewer courses per semester do not have to meet this or other
percentageconstraints, but they are expected nonetheless to provide a reasonable
spread of courses over the day and week.

Classes can start atiyne before or within period one as long as they end by 9:30 am.
There is no conforming time requirement for classeststgrafter 7:30 pm

FYE sections will continue to meet at the 9:10 and 10:10 time on MWF.
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Four or Five day a week courses

} Courses that meet more than three days a week can continue to do so. Courses should

begin according to the 50 minute class timasd can meet on any day combination.

} Courses that meet four or five days a week are only counted once when calculating the

T/TH 50% constraint.

} Courses that meet four or five days a week and are scheduled in the prime time (periods

3-6) are counted twiceExample, a course meets MTWR in period 2. The courses is
counted as meeting tweeduring prime time, once fohe MW primetime pattern, once
for the TR prime time pattern.

Meetings Tab- Room Characteristic Information

The Catholic University of America

o . . . - Welcome, Wendy E. White! S
Cardinal Station for Staff search: [N
h - Cardinal Station Home | Add to )

===

New Window | Help | Cust

[ BasicData | Meetings Y Enrollment Crirl } Reserve Cap |  Notes | Exam Y LMSData | GLInterface |

Course ID: ooo102 Course Offering Nbr: 1

Academic Institution: The Catholic Univ of America

Term: Spring 2008 Undergrad

Subject Area: EMG English

Catalog Nbr: 101 Rhetoric and Composition

Class Sections Find | View All First [«] 1014 I Last
Session: 1 Regular Academic Session Class Nbr: 6019
Class Section: 01 Component:  Lecture Event ID: 000051528

Find | View Al  First [4] 4 or 1 [¥] Last

+

Facility 1D Capacity Pat ltg Start NMtg End I T W T F 5 5 *Start/End Date FE=]

[Mamizos  JQ gy [MwF | [a:10am | 0040 | 0 0 O [ [ov1zizo0e |5 (0509008 |5

Marist 208 Topic 1Dt I:IQ Free Format Topic: | |

[IPrint Topic On Transcript Contact Hours
#
{Assignment\{ VWerklead \I
jIn] Name Instructor Print Access Contact
Role

Q Sullivan Kathleen I |.i.|3|3r-:|'v'e v| | | [=]
e ——— Room Characteristic
*Room Characteristic R .
s |a COMPUTER -sn Enter the room characteristic that best describ

Bl save | S\ Return to Search | [=] Notify Scheduled

Basic Data | Meetings | Enrcllment Sntrl | Reserve Cap | Motes | Exam |LME D

have ONEprimary room characteristic entered!

To enter multiple codes: and only one secondary characteristic.

the type of room in which the course should I

Every class scheduleth Cardinal Station must

Please eter only one primary room characteristig
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After entering theprimary room characteristicglick the button to add a new row.

Room Characteristics Customize | Find | i First [ 4 or4 [ Last
*Room Characteristic *Quantity
47 QL DIGITAL PRESENTATION ROOM 1 =

Save

&\, Return to Search | +E] Previous in List | +[E] Mext in List | [=] Motify ‘

Then enter the code associated with the secondary room characteristic you would like.
Remmber: Only enter one secondary code. Any features beyond two will be removed before
rooming occurs.

Below are the availabl@oom characteristics to choose from.

Primary Codes
Primary codes are the core classroom features available. These are codes that most schedulers

are very familiar withYou can enter onlgne primary classroom code per class.

Every class scheduled in CaaliStation for a given semestgrust
have one primary room characteristic assigned toRailure to enter a
primary characteristic will result in the class being hidden from the
course schedule and no space assigned.

46 | Computer LabThese classroomseaequipped with individual PCs for each student and an instructor's PC
projector.

47 | Digital Presentation These classrooms are equipped with a projector, computer, DVD, VCR and som
audio or recording capabilities. They are best suited forlfgeuho use a wide range of media.

48 | No Classroom NeededPlease list 48 on any department controlled room assignments). (To comply wit
Department of Education and D.C. laws, we need to know the location of -atmifus classes. Please en
thisinformationto Enrollment Servicesuaclasses@cua.edda 2 A G OFy o6S f AaG§SR |

49 | Regular Roong No Technologyneeded Standard classroom

50 | TV/VCR/DVD RoonThese classrooms are equipped with ave®on, VCR and DVD player.

51 | Smart BoardAn interactive whiteboard, providing touch control of computer applications. A projg
RA&GLI Fea O2YLWzi SNDa @GARS2 2dzillzi 2y GKS 41
board comes with digitgéens which allow you to write on the board.

(Note: this technology is only available in MC&W#basement.The Argest room with a smartboar
holds 16 students.

52 | Document CameraA reattime image capture device for displaying an object to a larghesnce. Car]
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be used to project an object, transparencies, and papers/books with text onto a screen.

(Note: this technology is only available in Maloney 175)

Secondary Codes
Schedulergan choose to request ONfecondary space feature for each classagdeonly

request one secondary feature. Any features beyond two will be removed before rooming
occurs.

Seating| 53 | Auditorium Style SeatingTo request classrooms that have tiered seating as in large
Style auditoriums.

54 | Tablet Desksto request classroms with tablet desks. This may be valuable for instruct
who prefer to have their students move desks during class.

55 | Table and Chairgo request classrooms with tables that seat multiple students.

57 | Blackout window coverings to request clasrooms with blaclout curtains, necessary for
showing films.

58 | Chalkboard To request a classroom with chalkboard space.

59 | Whiteboard: To request a classroom with whiteboard space.

60 | Lab Demonstration Spacdo request a classroom with the feats necessary to conduct
lab demonstrations.

61 | Close to the Metro Used for evening courses in which-offmpus students are traveling {
campus for classes. This feature can be used to request a classroom with proximity tc
metro.

This feature ioonly available to courses that are offered after 5 p.m. during the week, ¢
anytime on Saturday. If this feature is entered for any courses that begin before 5 p.m
will be removed.
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Software needs

Standard Image

Any courses that will utilize the sefaire included in the standard image do not need to request
that the software be available in their classroom since these softwares are on all computers in
Enrollment Services classrooms.

Any software needs above ahéyond those listed in the stalard image need to be requested
via Cardinal Station by the scheduling deadline.

CUA Classroom Computer Standard Image
The below software are in the standard image in CUA classrooms:

1 Windows 7 Enterprise

1 Microsoft Office Professional Plus 2013 (Word, Excel, Powerpoint, Outloo
OneNote, Publisher, Access)
Adobe Acrobat (full)
Adobe Flash Player
Apple Quicktime Any Faulty requiring access to
Microsoft Forefront Client Security these software do not need to
Google Chrome Enterprise submit a special request, these
Microsoft Internet Explorer software will be on all computers
Microsoft Silverlight in Enroliment Services classroom
Mozilla Firefox ESR
nVision drilldown for PeopleSoft Financials
Pidgin
AutoDesk Suite 2014 (AutoCAD and Revit Architecture)
DeepFreeze Agent
Read/Write Gold
SPSS & AMOS
The Instructor PC in all classrooms also has:
1 Panopto
1 Turning Point

=4 =4 -8 48 -8 -8 _9_4_9_2°._-2._-2°_-2-2_-2-

Additional Software
Any software needabove and beyond those listed in the standard image need to requested via
Cardinal Station by the scheduling déad.
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The following software are programmed in Cardinal Station and available to be requested for

courses:
7-Zip Infanview Microsoft Project

Adobe Design/Web Premium Labview Microsoft Visio

CS6

Audacity (Audio Editor) Lanschool MOSS

DSST Prometric $&ng Mathematica MultiSIM

FEKO Metlab OnScreen Estimating

Java JDK (for developing Jay Medcin Microsoft Visual Studio Pro

programs)

(Visual Basic, Visual J#, Visu
C#, Visual C++)

JAVA JRE (for running Java
programs)

Microsoft Expression Web

Oracle @ystal Ball

JAVA Netbeans

Microsoft MovieMaker

Oracle Databse 10g Express
Edition

Qbasic/DOC Box SAP2000 SolidWorks
SyncToy Timberline Turning Point
WInRATS Xilinx
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requirements in the room characteristic field.

Basic Data Meetings Enrollment Cnirl Reserve Cap N X LMS Data Textbook GL Interface
Course ID: 000098 Course Offering Nbr: 1

Academic Institution:  The Catholic Univ of America

Term: Spring 2014 Undergrad

Subject Area; CsC Computer Science

Catalog Nbr: 108 Introduction to Computers Il

Class Sections

Find | View Al First B0 1 of 1 BN Last

Session: 1 Regular Academic Session  Class Nbr: 3755
Class Section: 01 Component: Lecture EventlD: Q00072650
Associated Class: 1 Units: 300

Meeting Pattern Find | view Al First KN 4 of 1 B Last

. ) [+ [=]
Facility ID Capacity Pat  MtgStart MigEnd M T W T F S S *Start/End Date
PANG 301| Q  3pR O [640PM  (910PM | ) [ [ @] T ] ] (011372014 [ [0510/2014 )

Topic ID: Q, FreeFormat |
Topic:
[“] Print Topic On Transcript

Pangborn 301

Contact Hours

Instructors For Meeting Pattern Personalize | Find | View A1 | 1] B8 First B0 4 o1 ¥ Last

[ Assignment T Workload

x|
Name nstructor Print Access Contact
Role

L Prim In: - Approve - [+ [=]
rwum Characteristics Personalize | Find | B0 | B First Bl 4.0 op2 IO Last
*Room Characteristic *Quantity

COMPUTER LAB
92 Q VISUAL BASICS 1 =]
— el

B save | £l Return to Search | +E Previous in List | #HE| Nextin List | (=] Notify |

1 First enter the primary classroom code for computer lab (46).

1 Add a second row to request a secondary classroom code with the necessary computer

software.
1 The software requirement will be cated as the secondary classroom code.

1 Departments can only request that these secondary software codes with classes that

are also requesting a computer lab.
1 These requirements should be entered for each class by the scheduling deadline.
1 If there is a sdfvare need that is not included in the list above, please efaibliment
Servicezuaclasses@cua.edwith that need by the scheduling deadline.

Requesting New Software:
Complete theNew Software Reast Formby the scheduling deadline for the semester the
software is required.
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Enrollment Cntrl Tab

The Catholic University of America

Cardinal Station for Staff

Welcome, Wendy E. White!
! b Search: .

Cardinal Station Home |

Mew Window | Hel
[ BasicData | Weetings § EnrolmentCntrl | Reserve Cap Y MNotes ) Exam Y LMSData | GLInterface |
Course I0: ooo102 Course Offering Nbr: 1
Academic Institution: The Catholic Univ of America
Term: Spring 2008 Undergrad
Subject Area: EMG English
Catalog HNbr: 101 Rhetoric and Campaosition

2nd Auto Enroll Section:

Resection to Section:

Auto Enroll from VW

B save

&, Return to

Consent

Enroliment Control First 4] 1 or 14 B Last
Session: 1 Regular Academic Session Class Nbr: 6019
Class Section: 01 Component: Lecture Event ID; 000051526
*Class Status: Active 4
Class Type: Enrcliment Enroliment Status: Qpen BOth Requested Room
*Add Consent: Mo Consent % | Requested Room Capacity: 18| Tota Capacity and Enroliment
*Drop Consent: Mo Consent % | Eprpliment Capacity: 18] ¢ Capacity numbers should b
1st Auto Enroll Section: Wait List Capacity: 0 the same.

Minimum Enroliment Nbr:

[[Jcancel if Student Enrolled

b | Motes | Exam | LMZ Data |

Requested Room Capacity/Enrollment Capacity

Consent type defaults fra the catalog
set up. If you wish to require departmer
consent, click on the down arrow an
OK22a$S a5SLIi / yayl
is not currently supported, so please ¢
not select it.

Consent is only monitored on th
WSYNREfYSYdQ asaly]
the lecture portion.

Please keep in mind that you can ass

permissions to override the Departmer
Consent

Departments must set requested nellment
capacities based on historical enrollment figurg
Do not exceed the average historical enrollme
by more thanthree students.

Adjusting Cap to reflect historical figure

When we roll class data from the previous like semest:

we automatically populated the endtiment capacity
field for the class to match thactual enrollment for the
DOET O |1 EEA OAiI AGOAO8 )OO EO

edit this figure ifnecessary.

For example, if during spring 11 the actual enrollment
for LC 101, was 10 students, thamen we roll spring 11
classes to start spring 12 scheduling the enrollment cap

for LC 101 will be 1@n the spring 12 schedule.




Using Historical Enroliment when setting Enrollment Capacities

T

Enrollment Services requires academic departments to base requested enrollment
capacitesfor@2 dzNAES 2y (KI G O2dzZNASQa KAAG2NAOKE S
the average histodal enrollment by more than threstudents.

Historical Enrollment Query

1 To assist with this, we have developed the following query: 9 IR_OFF_CLASS_ JERABEK
 WhenyouNdzy GKS 1jdzZSNEX @2dzQff 0SS LINRPYLIWISR G2 S
then pull up all courses scheduled for that semester
f .2dz Oy SELRNI GKS jdzSNe (2 SEOStf:= IyR (KS
courses.
The query will list the subg, catalog number and section number of all the courses
scheduled for that semester.
o It will also include the enrollment cap currently listed in maintain schedule of
classes.
o Additional columns list the historic enrollment figure for past semesters.
Tem | Subjec| Catalo| Sect | EnrlCal Curre | 1121 | 1118 | 1111 |1108 | 1101 | 1098
t g p nt_En | Enrl Enrl Enrl Enrl Enrl Enrl
rl
1131 | MEG | 342 01 25 0 14 0 22 0 19 0
1131 | MEG | 362 01 25 0 16 0 25 0 19 0
1131 | MEG | 442 01 25 0 23 0 18 0 15 0
1131 | MEG | 503 01 25 0 22 0 25 0 19 0
1131 | MEG | 392 01 25 0 18 0 24 0 0 0
1131 | MEG | 392 31 12 0 12 0 12 0 0 0
1131 | MEG | 392 32 12 0 6 0 2 0 0 0
1131 | MEG | 529 01 15 0 12 0 0 0 0 0
1131 | MEG | 510 01 25 0 4 0 0 0 6 0
1131 | MEG | 530 01 25 0 9 24 0 22 0 17
1 Departments must set request enrollment capacities based on the historical enrollment
figures.
o Do not exceed the average historical enrollment by more tfheee studerts.
o If a higher enrollment capacities is needed for a particular reason, please just
email cuaclasses@cua.edu with a description of the need.
o For example, if a larger freshman class has been accepted for a particular
program, and larger firsgear classs are needed
1 Beginning with Fall 2013, if an enroliment cap for a course exceeds the average

historical enrollment by more than three students and justification has not been sent,
Enrollment Services will adjust the enroliment capacity down to be eéwith historical
figures.
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Create Waitlist
Students can register for a waitlist of a course once the course fills up.

Waitlists capacities are generally set to zero for all classes, if you wish to use the wait list
functionality, follow the below direabns.

In Cardinal Station navigate to Curriculum Management > Schedule of Classes > Maintain
Schedule of Classes.

Go to theEnrollment Cntrl. Tab

The Catholic University of America

—~ . Sy e e Welcome, Wendy E. White! R |
Cardinal Station for Staff search: ||

Cardinal Station Home | Add to My Favorites | Si

o

New Window | Help | Customize Page | 5

[ BasicData | Meefings | EnrolimentCntrl % Reserve Cap | Motes | Exam Y LWSData j GLInterface |

Course II: 000102 Course Offering Nbr: 1
Academic Institution: The Cathalic Univ of America
Term: Spring 2009 Undergrad
Subject Area: EMG English
Catalog Nbr: 101 Rhetoric and Compaosition
Enroliment Control i i First [4] 1014 B L ast
Session: 1 Regular Academic Session Class Nbr: 6012
Class Section: 01 Component  Lecture EventID: 000051526
*Class Status: Active b .
Enter the maximum number
Class Type: Enroliment Enroliment Status: . K
*Add Consent: Mo Consent ¥ | Requested Room Capacity: Of StUdentS you WI“ permlt on
*Drop Consent: Mo Consent | Enroliment Capacity: the wait list.
1st Auto Enroll Section: | Wait List Capacity:
2nd Auto Enroll Section: Minimum Enroliment Mbr:

Resection to Section:

[¥] Auto Enroll from Wait List [Jcancel if Student Enrolled

E!]Sﬂ\'EA S\ Return te Search| [=] Motify d | le:l 2 9 y‘ N\E f f '_F
Basic a | Meetings | Enrallment Cntrl | Reserve Cap | Motes | Exam | LMS Data | G defaUIt tO Chede' UnCheCk |f

; L desired.

Click Save

RecommendationEnrollment Services strongly encourages the use of waitlists to capture
students irterested in taking classes. While we want to use historical enrollment figures to
make educated estimates as to the number of students who will enroll in a course, we do not
want these figures to prevent interested students from being able to registea taurse.

Utilizing the waitlist will allow us to capture students interested in taking a caurse

34



Utilizing Reserve Capacities

Explanation:Reserve capacities can be used to cap enrollment in a particular section of a class

for students belonging to apecific enrollment requirement group. Capping the enrollment of
d0dzRSyia Ay 2yS SYyNRtfYSyld NBIldzZANBYSyYy(d 3INERdz)
remaining seats in the section for students not in that enrollment requirement group.

If, for example, &lass has a total enrollment capacity of 25 students, and you want to ensure

that at least 15 seats are availaldelyto majors (or students with a particular number of

credits, or students in the honors program, etc.), then the reserve capacity fuatitypnan be

used to cap the enroliment of nemajors at 10. The effect of this cap is that 15 seats are

available only to majors.

Using this functionality is essential to providing a transparent registration process as students
are able to see that sesatare capped for students who fall into certain enrollment groups.

The first step to utilizing Reserve Capacities is to define an enrollment requirement group.

The enrollment requirement groups used to assign reserved capacities are the same as those

used to assign pre co., or antirequisites to courses in the catalog. These groups can be built to

look at academic plans (majors, minors, gléns, etc.), class standing, credits earned, GPA,

student group membership, etg.o I & A Ol f £ & | yhich @&sfudent3ni@ bekog. (G 2 &
Enrollment requirement groups can NOT be built to include specific students (i.e., a department
OFyQi LIAO] YR OK22aS GKS aLISOATAO aiddzRSyida
seats in a class).

When usingeserve capacities, the department must first define the category of students for

which they wish to cap seats. Since capping seats for one category of student effectively
GNBaSNBSae GKSY F2NI I Yy20KSNE Al YI Rdoagby SI a4 SN
identifying, instead, a category of students for which they wish to reserve seats.

The second step is to then apply a reserve capacity to a class.

L 2dzQf Yy S@Bassef@cédidiréquesta reserve capacity for a class section. You

should indicate the course and section number, the number of seats you wish to cap, and for
gK2Y @&2dz gAaK (G2 OFLI GKSY® LT AdlQa SIFaASNE &2
FOGSYLIWGAY I (2NIBEBRESNDER BPROFY SG &2dz 1y26 A
them by assigning a cap to another category of students.

Things to keep in mind:

Reserve capacities only take into consideration enrollment transactions occafteérghey are
added to the @ss section. If an enrollment cap is added to a class to limit enroliment ef non
majors to 10 but 5 nomajors were already enrollepkior to the addition of that reserve cap
then a total of 15 normajors could conceivably enroll. For this reason, it &eesal to add
enrollment caps to class sections prior to the start of enroliment. Enroliment caps can,
however, be added or removed or adjusted at any time.
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Reserve capacities are effectively dated and can be inactivated or changed at any doint. If,
SEFYLX S5 &2dz KIS | Oftlaa 2F¥ mnn aSraa yR 61
do so by assigning a reserve cap of 60-freshmen students to the class. Once freshmen
SYNRftftYSYyld KFa 0S3dzy> AT (K SouNdh¥€ither serhovethen n & S|
cap (effectively opening those seats up to anyone) or you can drop the cap so that some seats
continue to be reserved for freshmen but some of the seats previously reserved for freshmen
become available to upperclassmen. You cao glan ahead and set up this sort of staggered
enrollment cap at the very beginnirggust let us know the future dates when you want the cap

to be changed (or removed) and what you want to change it to

Class Notes Tab
Class notes include information altca course that is not otherwise conveyed in the Cardinal
Station system, or information that students should be aware of at registration.
The most common use of class notes include:
0 The specific location of courses when they arecaiinpus. i.e. the blding and address

where the class meets.
o Information like, the course is only open to freshman.
o If a course that meets in person has additional online work.

Information to Know

o Class notes roll each semester. When Enrollment Services rolls curricuiarfoieard,
class notes will roll. So if ENG 101 during the spring 2011 semester had a note
associated with it, this note will appear in the spring 2012 schedule when the data is
rolled.

o Class notes appear on the printed schedule of classes and online.

o Chss notes araot free format text. They are prprogrammed notes managed by
Enrollment Services that schedulers can choose to apply to a course they are scheduling.

0 You can apply multiple notes to a course.

Adding a course note:
In Cardinal Station navigato Curriculum Management >Schedule of Classes > Maintain
Schedule of Classes.
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The Catholic University of America

Welcome, Wendy E. White!

Cardinal Station for Staff

Maintain Schedule of Classes
Enter any information vou have an

Enter CRDNL for Academic Institution.

[ Find an Existing Value

Academic Institution:| = v cRoNL | ’ Enter th_e term code for the semester yolear

Term: B 1001 == scheduling. You can use the magnify glass t.o seal
Subject Area: = ¥ eng Enter the abbreviation for Subject, or use the
Catalog Mbr: |hegin5with v||1c|1| ~ | magnify glass to search.

Academic Career: |: v| | »

Campus: |hegin5with v|| |Q

Description: | begins with (v | Enterthe catalog number of the course you are
Course ID: | begins with v | 2| looking up, or leave empty to have all classes
Course Offering Nbr: | = v| | [

[Jcase sensitive

Search | Clear ‘EIasicSearch B save Search Criteria

|
l1ta01 @

r4 e A o4 o4 P y 4 A v r A o )
blIrdA3Il 0SS 02 U0UKS dab2udSacé FTAOL ol
BasicData | lleetings ' Enrollment Cnirl | Reserve Cap Notes%.o_ﬁﬁ'_Y LWS Data " Texthook '\ [¥

Course ID: 000408 Course Offering Nbr: 1

Academic Institution: The Catholic Univ of America

Term: Summer 2011 Graduate

Subject Area: CPOL Folitics: Off-Campus

Catalog Nbr: 528 Caongressional Internship

Class Sections Find | View All First [4] 10of1 [ Last
Session: DD Dynamic Date Session Class Nbr: 1088
Class Section: 01 Component:  Internship Event ID:
Associated Class: 70 Units: 3.00

Find]View Al First [1] 4 op4 [7] Last
[+ [=]

*Sequence Number;

“Print Location: [ Even if Class Not in Schedule

Hote Hbr: 0074 |3, Hall of States ~
Copy Note 444 M. Capital St., MW
2 ‘Washington, DC 20001 b
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To—
Click the magnify glass to look |

the note number that you would
like to apply to the course.

\J Click the

button to add a
new note.

——

Enter the note number you want

o

Or look for the number
associated with the text the

——

Click on the note that you would

like added.
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