ACADEMIC SCHEDULING

Sessions, Dynamically-dated Courses, and Instruction Modes




AGENDA

Definitions of “term” versus “session”

Summer sessions

Dynamically dated courses
How to determine course add/drop and withdrawal deadlines

Instruction mode: in person, online, and blended courses

Course topics



TERM VS. SESSION

TERM: The full date range of a semester, from the start of classes to the

end of exams (in fall and spring) or the last possible class day
(summer).

SESSION: A range of dates within* the term.

*A session can be the entire length of the term.



HOW TO TELL WHAT SESSION A
COURSE IS SCHEDULED IN

In Maintain Schedule of Classes: In Class Search (student view):
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DYNAMICALLY DATED COURSES

Q: What is a dynamically dated course?

A Class dates fall within the regular term
dates but class length is shorter than the

full term.



SESSION 1 (first day of classes to last day of exams)

Session DD (6-week elective)

Session DD (6-week elective)

Session DD (Spring Break trip)

Sample Spring Semester




DYNAMICALLY DATED COURSES

Add/drop and withdrawal deadlines are calculated to be different than full-
semester classes.
» Dynamic date rule is set in the course’s Course Catalog entry.

» Most commonly, class deadlines are set based on PERCENT OF TIME--deadlines
for DD courses follow the same proportion as full-semester courses.

» Fully-online programs (MSPS, NCSSS, School of Nursing) have special DD rules.
Courses for these programs need to be scheduled DD with the appropriate
dates from the appropriate online program’s academic calendar.



http://enrollmentservices.cua.edu/Registration-and-Records/onlineprograms.cfm
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SUMMER SESSIONS

e Several pre-made sessions exist for departments to slot classes into. One
benefit to using these is that the add/drop and withdrawal dates are uniform
for all classes in the session and posted online!

* You can still schedule courses as Dynamically Dated if the course dates
don’t fall within the dates of any sessions.

« WHATEVER YOU DO, PLEASE SCHEDULE COURSES WITH ACCURATE DATES. It is
confusing and detrimental to students otherwise.

» Note that class meetings do not have to match the session dates exactly. For
example, a course starting May 17 and ending June 21 would be scheduled in
session 16, since its start and end dates fall within the start and end date ranges
for session 16. It should NOT be scheduled DD.

» Instruction needs to start when the class dates start so that students are able to
drop or withdraw from the course by the appropriate deadline.



http://enrollmentservices.cua.edu/res/docs/2017-Summer-Term-Dates.pdf
http://summer.cua.edu/calendar/index.cfm
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SUMMER SESSIONS

IMPORTANT GUIDELINES

« All internships, independent study and research courses, and thesis or
dissertation guidance courses MUST be scheduled in session 114.

 Any undergrad online offerings must be at least 7 weeks long (and we
strongly encourage the use of the ON1 and ON2 sessions). Grad online
offerings have no minimum length restriction.

» Exception: Deltak/Wiley fully online courses must meet for either seven or 14
weeks, in accordance with the appropriate Fully Online Program Calendar.

 On-campus courses MUST end at least one week before the last day of
summer term. (No on-campus courses can take place in session 114.)



http://enrollmentservices.cua.edu/Registration-and-Records/onlineprograms.cfm

FINDING A COURSE’S DEADLINES

Favorites | Main Menu Class Search / Browse Catalog Class Search

o N aVI g ate tO C ard I n a.l C.amfjuc UNIVERSITY

of AMERICA & Cardinal Students
]

StUdentS > ClaSS Search for Classes
SearC h/ BrOWSG CatalOg > Enter Search Criteria
Class Search

e Select the correct term from
the “Term” drop-down box.

* Enter the subject and
course number of the class
and click Search.




FINDING A COURSE’S DEADLINES

* On the results page,
identify the course section
you are seeking dates for
and click the “Academic
Calendar” icon next to it.

Favorites | Main Menu

THE
CATHOLIC UNIVERSITY .
of AMERICA & Cardinal Students
|
Search for Classes

Search Resulis

PRINT

2 class section(s) found

Acaq_jer'mc Class |Section Days & Times |Room
Calendar

TBA OMLINE

Acai_:ier'mc Class |Section Days & Times |Room
Calendar

203 TBA OMLINE

PRINT

Class Search / Browse Catalog Class Search

Instructor Meeting Dates

Susan Wessel

Instructor Status

Susan Wessel



FINDING A COURSE’S DEADLINES

Favorites | Main Menu Class Search / Browse Catalog Class Search

THE

CATHOLIC UNIVERSITY
of AMERICA ;gl Cardinal Students
i |

Search for Classes

* The screen will display
the course start and
end dates, the
add/drop deadline, S

Academie Calendar Deadlines

. Class Start Date: 05/08/2017 End Date: 06/24/2017
and the withdrawal L e
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deadline. T e ety

Drop with Penalty: 06/11/2017 If the class is dropped on or before this date it
will appear on vour transcript with the grade of
W

(Mote: Academic Calendar dates are subject to change)

Return to Search for Classes




FINDING A COURSE’S DEADLINES

Favorites | Main Menu Campus Community Student Services Center
« Alternatively, if you are helping a P —
student, you can navigate to of AMERICA g Cardinal Students
the student’s Student Center, Student Services Center
look at their schedule, and use Enter any information you have and click Search. Leave fields blank for a list of all values.

the Same Academlc Calendar Find an Existing Value
icon to view deadlines.

 Navigation: Cardinal Students >
Campus Community > Student
Services Center

e Enter student ID and click
“Search.”

Search Criteria

begins with ~|[2202982

Search Clear Basic Search |2 Save Search Criteria




FINDING A COURSE’S DEADLINES

Favorites | Main Menu Campus Community Student Services Center
THE
CatHOLIC UNIVERSITY
 On the next page, of AMERICA gn Cardinal Students
|

In the Academics
section, click the
academic student center || general info
calendar icon next
to the course for
which you want to
know the
deadlines.
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admissions || transfer credit academics

Stacy Lynn's Student Center
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finances financial aid
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FINDING A COURSE’S DEADLINES

 The deadlines will be displayed on
the next page.

Favorites | Main Menu Campus Community
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(Note: Academic Calendar dates are subject to change)

Student Services Center

Spring 2017

mic Date

03,




INSTRUCTION MODE
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INSTRUCTION MODE

 Instruction mode defaults to P for in-person unless set
differently in the course catalog. Courses that are ALWAYS
taught online or blended should have “OL” or “BL” as their
default mode.

> If you wish to offer a course online that’s normally in-person,
change the instruction mode from “P” to “OL.”

e Some instruction modes are department-specific and affect
course fees.

» Education, Nursing, NCSSS, and Psy have codes that attach
course fees to cover students’ malpractice insurance
and/or clinical fees

» Other departments can and should ignore these modes.
« Other modes such as “EX” or “DR” are set in the catalog and

applied automatically when courses are scheduled. Some
confer full-time status based on the Graduate Enrollment

Policy.



http://policies.cua.edu/academicgrad/enrollgradfull2.cfm#iii

COURSE TOPICS

GENERAL NOTES

« Course topics are set in the course catalog.
 Departments ALWAYS maintain the abillity to edit them.

« Topics can be used to allow a course to cover different material during
different semesters.

« Study Abroad courses use topics to indicate where a course is taking place.
ALL study abroad courses should have a topic assigned. The topic should be
the city and country of where the course is held.



COURSE TOPICS

EXAMPLE OF A SPECIAL TOPICS COURSE: DR 202 - “Theatre Topics”

Topic
Link ID

First 10f1
*Effective Date:
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ng Course Title:

ng Description:
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*Grading Basis: *Grade Roster Print:
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Repeat for Credit Total Units Allowed:

] Allow Multiple Enroll in Term Total Completions Allowed: - g n Theatre




Catalog Data
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Requirement Designation:

Equivalen urse Group:

e Attributes
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COURSE TOPICS

Independent study
courses can also
benefit from having
course topics.




COURSE TOPICS

Favorites | Main Menu Curriculum Management Course Catalog Course Catalog
THE
ADDING COURSE TOPICS iy e
of AMERICA r Cardinal Students
|
Cata )ata Offerings C nents G

1. Navigate: Cardinal Students >
Curriculum Management >
Course Catalog > Course
Catalog

2. Search for the course.

3. Click the plus sign button to
add a new row (effective

date WI” Change) " Personalize | Find | Y | ._s.'DVE”li:it:tTopic I|_m|\f“:I S as
4. Scroll to the bottom of the ot evon

“Catalog Data” tab. Click the
plus sign to add additional
rOWs.

5. Click save when finished.




ADDING COURSE TOPICS TO A
SCHEDULED CLASS

1. Navigate to the course in
Maintain Schedule of Classes.

2. On the “Basic Data” page,
click the magnifying glass next
to the “Course Topic ID” field.

3. Select the topic from the list in
the pop-up.

Basic Data

Course ID: 01
Academic Institution:  The
Term:

Subject Area:

Catalog Nbr:

*Session:

*Class Section:

*Component:

*Class Type:

*Associated Class:
MAIN
MAIN
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*Academic Organization:
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*Instruction Mode:
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Course Topic ID:
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Cancel
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1 Test t I
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Description

PICS

Auto Create Component

Add Fee

[ Schedule Print
Student Specific Permissions

Dynamic Date Calc Required

[ Generate Class Mtg Attendance
Sync Attendance with Class Mig

LIGL Interface Required

Print Topic in Schedule




COURSE TOPICS

The “Print Topic in Schedule” checkbox on the Basic Data tab controls
whether the topic is listed in student class search.

Class Topic

Course Topic 1D: A Test topic | Print Topic in Schedule

To make the course topic print on the student’s transcript, check the “Print
Topic On Transcript” box under the Meetings tab.

Facility ID Capacity Pat Mtg Start Mtg End M TWTF S S

ate
|:| |:| D D |:| |:| D 01/09/2017 |[= 05/06/2017 [

Topic ID: Free Format

Fopier
Print Topic On Transcript Contact Hours




FOR THE FUTURE

Keep an eye out for information on our website about forthcoming Enrollment
Services training sessions!

Dates and times are TBA based on room availability--we’ll know more after
1171 add/drop.

AUDIENCE POLL: WHAT KINDS OF TOPICS WOULD YOU LIKE US TO COVER?


http://enrollmentservices.cua.edu/facultystaffinfo/Facultystaffinfo.cfm
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