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Job Aid: SECT SCREEN OVERVIEW
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Optional Field Auto Fill
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Job Aid: SECT SUMMARY STEPS AND INFORMATION
Procedure Information: Purpose:

Title: Creating a Course Section Use the Sections (SECT) form to create a section record from a course. You can only create a
Mnemonic: SECT section from a course that has an “Active” status.

File Name: SECT.ppt
Application: APPS-ST-CU-COU
Primary Dept:  Academic Affairs
Effective Date:

Revision Date: Rev # 1

1. Login to Datatel. Click APP, then Click ST. 12. Detail in to the Faculty Assignment screen
Type “SECT”, click GO. to assign Faculty.

2-3. Type in the Term and Section number (i.e. 13. Detail into the Offering Info screen to setup
“2007/3 MATH-101-20). the location and meeting times for the

4. Do not modify the Synonym field. section.

5. The department, cost center, and credit 14. Detail into the Requisites screen to setup
type fields default from CRSE. Section Corequisite, if necessary.

6. The Min/Max/Incr field defaults from CRSE. 15. Detail into the Restrictions screen, if
Do not change this value unless this is a necessary, to designate sections that
variable credit class. require a signature prior to registration.

7. The short title field defaults from CRSE. 16. Detail into the Billing Info Screen to verify
Change this field only for Special Topics & Billing Credits are equal to contract hours.
Issues and Art & Music classes. 17. Detail into the Additional Info screen to add

8.  Set the Status field to “Active” to open the internal notes and to add notes for the
section for enroliment. tabloid.

9. Fillin the location where the section will take
place: MC (Main Campus), LAPR (Lapeer),

SLBC (Southern Lakes Branch Campus),
NTC (Northern Tier), DL (Distance
Learning), OEOE (Open Entry/Open Exit),
MOD (Module), EXT (Extension site).

10. Fill in the Topic Code field for Special
Topics & Issues and Art & Music classes.
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Job Aid: SECT SCREEN SHORTCUTS AND GUIDE OVERVIEW

Using the Guide Task Bar
1. Actions are Bold. Quick Access vBe AX @& 7 B @
2. Datato enteris “Italic”. e
> Notes are bulleted. Enter Mnemonic Execute Save Cancel Save Cancel Delete Menu Field
) or Select from Button All Record Tree Help
. Field Codes Dropdown
3. Field Names are underlined. |ﬁ| S |§|
. ave Exit
4. Click means use the mouse. = S
5. Enter means use the keyboard.
6. Press means use the keyboard. v =
inni Course Levels 11 B eninring L | =
100 Beqinning Lewvel . L
-l: - - -:.. DROP DOWN LIST — SCROLL - Indicates more than one selection is
4|:| ﬂ H Eﬂ I Click Icon. Click item %DEU é‘ﬂd:ﬁﬁ;ﬁg Iézvﬂ allowed. Click Arrows to scroll up or down. This
First  Previous Next Last on the list. DEY Developmental example shows #1 is level 100.
Record  Record Record Record

B CALENDAR - Click CALCULATOR - Click

[ 0.
“Siat:f = 3 [ Icon. Click Arrows to lcon. Click or Dress
. ..+ ., .| scrolitomonthand year. %%%I;I calculator keys. Click
DETAILS — Click Icon to open a new window wmwon o CT‘I'LCkn[‘)EtE;“(?\r, tXdetEf Tz 2] -] Enter. Orjusttype
to display or record more details for the fieid. w o aaa | e MIMPUT TR 220D, o || |[+| numberinto fieid.
When done, click Save.

Original Function Keys

Process Function Window Window Window Field Element Cancel Exit Refresh Clear Screen

. Help Help Insert Page Back Back Back EOL Back
Shift > Jump ‘ x |

Field Detail Window Field Window Field Element Direct Finish Update Screen Screen

Help Jump Jump FWD FWD FWD Access Jump FWD

F1 @ F2 |!] F3 F4 F5 F6 F7 F8 F9 F10 |H‘ F11 F12
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Job Aid: SECT STEP BY STEP INSTRUCTION

Datatel Login

Enter a User ID and Password: Ste 1 LO |n to Datatel
Dratakel - P ’
UserID: | mgaldste - .
Password: || ™~ 1. Double Click on the Datatel Icon.
Database: | collive P | \
oK =N | 2 Enter your “User ID” and “Password”

»Database should be [collive]

# Datatel - coltest - ST

File Edit Wus= Favorites Options Help 3. Click OK.
+—
mickde VT T [ V0 TEHS—*% G @ @
e CORE .
2| oo ~| 3 AC - Academic Records —At the Datatel Menu Bar, Click on Apps
= g T emic Records _J &M - Recruitment/ddmiszior
HR ;
- Student Records _J &R - Accounts Receivable 5. C||Ck ST
. S5TH - Student Terms _J CC - Communications Mana
- GRD - Grading _d CR - Cash Receipts 6 In the QUiCk AcCCess area, type SECT

Click Go

£ Datatel - coltest - 5T

QuckAccets SECT  ~| ElGo dx Q% 3 O @

5 =@ ST AL - Academic Records
B AL -Academic Reconds =AM - Recnetrent/Admizsaons Momt
% _d  AM - Recnstment/Admassions Momt 4 AR -Accounts Recervabla
# < AR -Account: Receivabls L - Commuricstion: Mansgement

Job Aid: SECT Job Aid 5of 19



Job Aid: SECT

Step 2: Enter a Course Section to Lookup/Add

B |_—1. Type in the term and name information for the section
(i.e. 2007/3-MATH-101-20). If the section already

Courze Section LookUp . . . . )
exists the information will be displayed and can be
|2007/3MATHAD1-200 «— modified. If the Section does not exist an alert will

ok | Cancel | Detail | Firish Help | appear. Fig-2

Fig — 2 2. To add a section click the “Add” button. Fig - 2a

Record nat found - Reenter ar Ad

&dd

Fig — 2a
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Job Aid: SECT

Section; MATH-101-DLTOZ

[Grade Scheme |NL|MBFI Mumernic Grades
Shart Title FEREAf=E]

[ ate

- |IF] [03/14/06

Statuz
14 Active

Step 3: Verify Start/End dates

_The Start/End dates will automatically be

Section _ Hational ID - populated with the Start and End
Tem IDD””E' 2007 b5 CLf 14 = dates for the term that the section is
Start/End BRI [El 050407 Location |DL Digtance Learn .
: offered. These fields should reflect
S_I,Innnym|44583 Courze Typez 1 ISTND Ctandard ;|:| tual ter dat | d
Depts/Pct 1 42207 00,00 [ == Topic Code | actual semester da gs only and are
Credit Type RS not to be changed. Fig - 3
Min/Masncr 5 00000 | _ _
s @ Step 4: Express Registration Code
Course Lvls 1 I1 00 Beqinning Lewvel |- :’
zad Lyl [ " The Synonym field is for a Course’s

Express Registration Code — Express
codes can be used for Web
Registration. Datatel automatically
assigns this code when

Faculty Azsignment IK_E]
Oifferitg Infa IK_E]
Requizites IK_E]

Restrictions IK_E]
Financial Ibfa IK_E]
Biling Info [ 1F)

sections are created. Do not change this
code. Fig-3

Req Dt Ranges I_E]
Crozsz-Listings I_E]
Additional Info [ ]

Fig-3
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Job Aid: SECT

Section: MATH-101-DLTO2

Section

Term |2EIEI?.-’3 Winker 2007
Start/End [IATREIH [

S yniornym W

Deptz/Pct Llw

Credit Type
kindtd audIncr

CEUs |

I 05/04/07

100,00

I ational D |

ocation |DL/D4"§Gn|:e Learn

Course Lvls 1 |1 00 Beqginning Lewvel

Acad Lyl I =)

Courze Type |5TND Standard ;|:I
Topi -:u:le|

[ @Bl @

Step 5: Depts/Pct, Cost Center, and
Credit type

Data in these fields defaults from CRSE.
Information in these fields should not
be changed. Fig -4

—Step 6: Min/Max/Incr

This field is the credits field and defaults
from CRSE. Do not change this value
unless this is a variable credit class

(such as Special Topics and Issues or
Independent Study sections). Fig -4

Statuz D ate
[ Active [-|fF] [o3/14/08
Faculty Azsignment IK_E] R estrictions IK_E] Feg Dt Ranges I_E]
Offering lnfa IK_E] Financial Infa IK_E] Crozs-Listings I_E]
Requisites [% 1) Billing Info [~ ) Additional Info [ ]
Fig—4
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Job Aid: SECT

Section; MATH-101-DLTO2
Section Mational |0 |
Term |2EIEI?.-’3 Winter 2007 Local 10 L|114 :I
Start/End TR (L] Im Location |DL Distance/l.zefam
Synonpm [44583 Course Types _1 [STND Standad = | =
Depts Pt W :I Topic Code |
Credit Type
MinM axlncr 500000 | |
CEUs |
Course Lvls _1_J100 Beqinning Level (=1
R O Credit
Grade Scheme IW
=1 NN Beg Algebra
Status Date
[e Active <10 [03/14/08
aculty Azzighment IK_E] R estrictions IK_E] Feg Dt Ranges I_E]
Offering lnfa IK_E] Financial Infa IK_E] Crozs-Listings I_E]
Requisites [% 1) Billing Info [~ ) Additional Info [ ]
Fig-5 {y
A Active
L LCancelled

W' Waiting to be Cancelle

Fig — 5a

Job Aid: SECT Job Aid

Step 7: Short Title

This field defaults from CRSE. The Short
Title should only be changed for sections
such as Special Topics and Issues and
certain Art and Music classes. Fig -5

Step 8: Status

. The Status field will default to “Pending”
when a section is created.

. A section should only be changed to
“Active” when it is to be opened for
enrollment. Fig-5

. “Cancelled” is used to cancel a section.
Prior to cancelling a section, run a class
roster so that enrolled students can be
informed of the cancellation. (See your
divisional policies for the specific
process.) Fig - 5a

. “Waiting to be Cancelled” is used when
there is a possibility the section could
be cancelled. This will prevent
additional students from enrolling in a
section but will not drop the students
who have already registered for the
section. Fig - 5a
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Job Aid: SECT

;. MATH-101-DLTO2

Section

Term |2EIEI?.-’3 Winker 2007
Start/End [IATREIH [
S yniornym W
Deptz/Pct Llw

Credit Type
kindtd audIncr

CEUs |

[05/04/07 ()
| 100.00 |l

5.00000 @[ @

Course Lvls 1 |1 00 Beqginning Lewvel

B |

Acad Lyl I =)

[Grade Scheme INLIMBH Mumernic Grades

=1 NN Beg Algebra

Drate

[-|fF] [o3/14/08

Statuz
1 Active

I ational D |
Local IDs 1 |114
Location |DL Diztance Learn

Course Types _1 JSTND Standard
Topic Code |

s

=1

Faculty Azsignment IK_E]
Offering lnfa IK_E]
Feguizites IK_E]

Restrictions IK_E]
Financial Infa IK_E]
Billing Info [~ )

Feg Dt Ranges
Crozs-Listings I_

Additional Info [ ]

Fig-6

Job Aid: SECT Job Aid

Step 9: Location

The Location field must be filled in using a
location code. To see a list of locations,
enter “...” in the location field and press
enter. Fig - 6

Commonly Used Locations:

MC Main Campus

LAPR Lapeer

SLBC Southern Lakes

NTC Northern Tier

DL Distance Learning
OEOE Open Entry/Open Exit
MOD Module

EXT Extension site

Step 10: Topic Code

\
The Topic Code field is used for Special

Topics and Issues sections as well as
certain Art and Music sections. The
field may be left blank if it is not
needed. A list of available topics can
be displayed by

entering “...” into the Topic Code field.
Topic Code fields are creating using TOPC.
Fig-6
10 of 19



Job Aid: SECT

ECHRNIEN Beg Algebra
Statug
18 Active

Date

-1 [oa/14/08

Section National |0 |
Tem [2007/3 Winter 2007 LocallDs _1 [14 =
Start/End EOIEARERIR IW Location |DL Distance Learn
Sporgm [44583 CowseTypes 1 [STND Standard <] =
Depts/Pet W @:’ Topic Cods |
Credit Type
Min /M adIner 5.00000 () [ @[] @&
cels[ (B
Course Lvls _1 |1 00 Beqinning Level B!
Acad Lyl [N

Grade Scheme INUMBH MHumeric Grades

Faculty Assignment IX_E] /
Offering Info IX_E]
Reguisites IX_E]

Festrictions IX_E]
Financial Info IX_E]
Eilling Info [ ]

Faculty kember rreft fleth Percent Load Teach gt
St Ot E B Pazition Cortr LoadPetiod _———
A [ e K@) f 5o @ =15
0 05,0407 | [ I
2| NS @ | =
e mme—— OB O —
Section Meeting Mo
Itk Meth Eldg Fioom St Time End Time  Daps of Week St Dt End Dt Fac
2 F) e M 1314 05:00PM 07-25PM [TR 011307 0604707 e
2 |—
it T i
Section Instr Method Instr Load Contact Hours Clock Hours
[LEC Lecture [ 500 [ & I |
Fac Comm Cd/Stat | F) | = Stu Comm Cd/Stat | F) =

Fig—7a

Job Aid: SECT Job Aid

Step 11: Faculty Assignment

Information entered here affects faculty pay and
load.

Click the details button next to “Faculty
Assignment” to bring up the Faculty Section
Assignment window. Fig - 7

Click into the Faculty Member field and type
the last name of the faculty member. If there
are multiple results, a window will appear
that allows you to select the specific faculty
member. Fig - 7a

Verify that the start and end dates are
correct. The start and end dates will
automatically populate but must match the
semester dates (i.e. 15-wk, 1%t half, 2" half,
F/W-2 Semester OR the special meeting
dates). Fig - 7a

A second faculty member can be assigned
by repeating steps 2-3 in the second Faculty
Member field. The Percent Contr fields
must be evenly balanced (50/50) between
the Faculty members assigned to the

section. Fig-7a

Press the save button to return to the main
SECT screen.

For more specific detail, please refer to the
“Assignment Contracts Procedure” available

in Human Resources.
11 of 19



Job Aid: SECT

ML Step 12: Offering Info
Section [l Mational 1D | Lo i i . . i
Termn [2007/3 Wirter 2007 localiDs _1 778 = This is where section meeting information is
Start/End [IEENG [o5/n4/07 Lozation [DL Distance Leam entered
Spnonym |44583 Course Types _1 JSTND Standard == '
Deptz/Pct 1 |422D? 100.00 ﬁ Topic D:-de|
I: d T M . [13 M ”
e o (L e @ 1. Click the details button next to “Offering Info
s [ (2 / to bring up the Offering Info window. Fig -8
Course Lvls _1 I‘IDD Beqinning Lewel B ::I
Acad LvI S 2. Enter the room number into the Room field —
Grade Scheme [NUMER Momeric Grades | ) I .
Short Titls | / to see a list of rooms type “...” in the field and
Status Date H
ress enter. Fig — 8a
[eactive [ [ozr4/8 P g
Faculty Azzignment IX_E] / Restrictions IX_E] Reg Dt Ranges 3. Enter the start ime and the end time.
Offering Info IX_E] Financial Info IX_E] Cross-Listpgs I_E] .
Requisies [ ) Biling Info X 1) Addiefia Info [ IF) 4.  Enter the days of the week the class will meet
Fig—8 by typing the first letter of the day. Fig - 8a
M — Monday F — Friday
T — Tuesday S — Saturday
Instr kethod Imstr Ld ntact Hrs act beGsure Clock Hrs
1 [ =0 =00 @/ | @ W — Wednesday U - Sunday
2 = @
R — Thursday
Schedule Print Times
Inztr Meth Bldg Foom St Time of Wweek St Date End Date
.-’-‘n.dd|t|on Meetm Infc-rrnatm Frequenu:y
A fLectwe Jov [1314 05 DDPM [o725PM [TR 05/ ||4 07 ||
2] | I E] - | | [ -I
| I 7 |
Rebuild Meeting D ates I Actual Meeting Times I_E]
Mumber of Weeks _ SecBlks _1 E]ﬁ
Schedule Type Curr OfF 1 E]ﬂ
Fac Comm Cdé5tat E] |
St Comm Cd/Stat IF =
Fig — 8a

Job Aid: SECT Job Aid
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Job Aid: SECT

%uick Access __SECT v 0 4 X ® B H :
== SDFF_SEC“mDE;mM 4 ae v & Step 12: Offering Info continued

Term dates are automatically populated as the
start and end dates. If start/end dates are

Ingtr Method Instr Ld Contact Hrz Contact Meazure Clock Hrs H .
e @ [ 0@ S : different than the Term dates (ie 1% or 2 8-weeks
LECT Lecture 2nd Assignme B @ v v or Late Start section), enter the beginning and
Schedde it Times / ending dates of the appropriate session
Ingtr Meth Eldg Room St Time End Time Days of Week StDate End Date .
Addtionsl  Meeting _ Information Frequenc Note: Actual meeting dates may not cross over term

[ Lectwe | [CM | [2139 ) [om00am | [0g.254m | [TR |

=] Il IE]jE_H | |

I Febuild Meeting Dates I:II Actual Meeting Times

dates.

6. Detail on Actual Meeting Times. Change
Start/End dates to reflect the actual meeting

Number of Weeks El Sec Blks t|mes Of the SeCt'on
Schedule Tupe Cure Off
Fac Comm Cd/Stat |!] v -
Fig — gtCam Cast '3 = 7. Click Save (back to SOFF tab) &
Contraller Instructional Methods Walue 1/3

QuckAccess[SECT W Bl | B @ K&, 9 @ @ 8. Enter Yesin
SECT-Sections | SOFF-Section Offering Info | SESC-SectiprSchedule Detail | - )
Rebuild Meeting Dates Yes

Times

tMeeting Dates Diay of week Start Time End Time Building  Room

[ =) (0117 [ [Tuesdayp 05: 0044 09: 2540 Ch 2139 -~ 1 1
o e Og00AM ) [osZsAM | [CM | (2139 9. Click the Save button to return to the main

L RIIEEGE Tuesday 02008k 09 25k Ch 2139

2] W] | orzoem Thursday 02008k 09 25k Ch 2139 SECT screen.

= o125 Tuesday 02 008k 09 25 b Ch 2139

&) W oezra Thursday 02:005M 09: 25840 CM 2139 3

= [ oz/mn Tuesday 02008k 09 25 b Ch 2139

= [oz/03A1 Thursday 02 008k 09 25 b Ch 2139

=] W] | oz/oedi Tuesday 02:005M 09: 25840 CM 2139

=] |[oza10 Thursday 02008k 09 25 b Ch 2139

= o215 Tuesday 02008k 09 25 b CH 2139 . 1
R UBO00AM] | USSeM | [CM_ | [2135 Note: A second room can be added by entering a
= [oz/z2i1 Tuesday 02:005M 09: 25840 CM 2139 H H H H
) o Ty L el | oL 2= room number in the second meeting field. This
% [=om)E i s e is used in a situation where a lecture would take
Controller Actual Meeting Times Walue 1/32

place in a classroom on certain days of the
week and in a computer lab on other days of the
week.
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Job Aid: SECT

MATH-101-DLTO2
Section Mational ID |
Term [2007/3 Winter 2007 LecallDs 1 [i1a =
Start/End JIgFgke [ﬂ Im Location |DL Distance Leam
Synonym [44553 Cowse Types _1 [STND Standard =]
Depts/Pct w @j Topic Code |
Credit Type
i/ e 5.00000 2] [ @] @
cels[ (@
Course Lvis _1 |10 E eginning Level (1=
CGEGIRNE O Credit
Grade Scheme |NUMBF| Mumeric Grades
LR Beg Algebra
Status Date
[ active -1/ [03/12/08
Faculty Assignment IX_E] Restrictions IX_E] Re —
Dffering Info IX_E] i T ] Crozs-Listings I_E]
Requisites [X 1T Billing Infa [% ] Additional Info [% 1]

From rule CLASS:

Corequisite Course

'S

Corequisite Section

2
3 I
Corequizite Noncourse Required
1 -
2 ||
3 L .
Fig — 9a

Job Aid: SECT Job Aid

Step 13: Requisites

Prerequisites will automatically populate from
information entered into CRSE. Prerequisite
information that is changed in CRSE will
automatically update into each course section.

Section Co requisites need to be manually
entered. To enter a Section Corequisite:

1. Click on the details button next to
“Requisites” to bring up the Requisites
screen. Fig -9

2. Enter the name of the Corequisite course
(or partial information) to pull a menu of
available courses. Fig - 9a

3. To force a Corequisite, put a “Y” in the
required field. Fig - 9a

4. To specify a particular Corequisite Section
for lecture classes where specific lecture
and lab sections must be taken together,
enter that section under Corequisite
Section.* Fig-9a

* If a student can choose from a number of
sections, the corequisite section is not
required and an “N” is to be entered in each
“Required” field.

NOTE: Corequisite Noncourse is not used at this time.
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Job Aid: SECT

Section
Tern [2007/3 Winter 2007
el 01/13/07 [05/04/07 [
Synonym W
Depts/Pct W ﬁ

Credit Type
MinM axdlncr

v (@

5.00000 T @ @

Acad Lyl [EEWENT

Grade Scheme INUMBH Mumeric Grades

Shart Title JeEfpaEE)

Course Lvls _1_Jf100 Eeginning Level =2 ﬁ

Mational IO

Local IDs _1 [[112 =
Location IDL Distance Learn
Course Types _1_[STHD Standard ~|=

Topic Code

Status Date
[&Active [-1IF] [ar406
Faculy Assignment IX_E]
Offering Info IX_E]
Requisites IX_E]

Restrictions IX_E] Feg Dt Ranges I_E]
Finanhcial Info IX_E] rozs-histings I_E]
Billing Infa 52 ] Additional Info

Section Capacity
Schedule Capacity
Minirmurn Enrallment

FeqRestictions 1

Other Restrictions 1 =

Room Types _1

Reg Retake Falicy [§  Standard
Equipment/Quantity 1 -j
Supplies _1 ﬁ
Room Characternistics 1 ==

=l
Instructor Consent m /

I————

Petition Fequired [T Ao waitist [T
Allow St |7 Waitlist Masimum [ [E]
Oy Pazs/Mo Pazs fi Waitlizt Fating —
Allowe Pass/Mo Pass m Waitlist Enrall Mo D ays ’_
Waitlist Mult Sections [
Crogs-Listing I_E]
Fig — 10a

Job Aid: SECT Job Aid

Step 14: Restrictions

In SECT, Restrictions are used to
designate sections that require a signature
prior to registration.

The values for Section Capacity, Schedule
Capacity, and Minimum Enroliment all are
pre populated with information from CRSE.

To designate a Section that requires a
signature for registration:

\1. Click on the detail button next to

Restrictions to display the Restrictions screen.
Fig - 10

2.Click on the Other Restrictions Field.
3.Type in the appropriate code.

ARI Apprentice Related
Instruction

FIA Current FIA
Clearance Required

HON Honor Students
Only

4 Verify that the Instructor Consent field
displays “Yes”. If it does not, click into the field
and type “Y”. Fig - 10a

5.Click save to return to the SECT main
screen.
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Job Aid: SECT

Section
Tern [2006/3 Winter 2006
Start/End [FIERAS [05/05/08 ()
Synonym IW
Depts/Pct W ﬁ

Credit Type
MinM axdlncr

v (@

3.00000 T @] @

Acad Lyl [EEWENT

ETRNNE Diff Equations

Course Lvls _1_Jf200 Advanced Level 2 ﬁ

Grade Scheme INUMBH Mumeric Grades

MationalD [
Local IDs le—ﬁ
Location IW
Course Types _1_[STHD Standard ~|=
S

Topic Code

Status Date
[ Active =17 [1213708 Ly
Faculty Assignment IX_E] Restrictions IX_E] A/HEWE]
Offering Info IX_E] Finanhcial Info I_E] z3-Listings I_E]
Riequisites [ I Billing Infa 52 ] Additional Info [ ]
Section; MU
Title.: Irker Adult Nursing
Billing Methad Disc Max Pet E
Billing Period Type |T Term Dizc b ax At [E]
Periodic Biling [N MiscFee [ (B
Billing Credits Comments I_E]
Schedule Type
Drop Reg Ref Pol E]
‘widrw Reg Ref Fal IF
Tax Statuses/Dates _1 | =1 _ I—ﬁ
Dizcount Code Type Amount Percent b arimurn
Al | | | | =
Tuiticn
AR Code Amount CR Calc Type Fuarft tin Cred hax Cred Rule
o — B g L
2| sl I E -l
Other Charges
AR Code Armnount CE  Calc Type Forft Fin Cred b ax Cred Rule
N (OGRS [ FEFked =] | @ B B4

Job Aid: SECT Job Aid

Step 15: Billing Info

This screen is used to charge tuition based on
contact hours and to charge course fees.

1. Click on the Detail button next to Billing

Info to display the Billing Info screen. Fig -
11

2. Verify that Billing Credits = Contact Hours

NOTE: This information defaults from the
course and is not to be changed.
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Job Aid: SECT

Section Mational IO I—

Term [2006/3 winter 2008 LocallDs _1 114 =
Start/End [TEENE [o5/05/06 [ Location [MC Main Campus |
Synonym [36644 Cowse Types 1 [STND Standard ==
Depts/Pct W ﬁ Topic Code I—

Credit Type
Min/Mas/Incr 300000 [ @B @

v (@

Course Lvls _1 |2DD Advanced Level - | ﬁ

Acad Lyl [EEWENT

ETRNNE Diff Equations

Grade Scheme INUMBH Mumeric Grades

3

Status Date
[&Active - 1IF] [12r3/m04
Faculy Assignment IX_E]
Offering Info IX_E]
Requisites IX_E]

Restrictions IX_E] Reg Dt Ranges I_E]
Finanhcial Info I_E] Cross-Listings I_E]
Billing Infa 52 ] Additional Info [ ]

Global Capacity I

Crozs-List

Sectiona/Title
1_[MaTH-101-m1 fF]

Beg Algebra
2 il
3 il
1 il

Tatal

E quate
Section Codes  Addnl
Capacity Frimary Match  Sched Sponsored
[ 3@ R | I o -
O Ty
| I | |
| I | | o

24

W aitlist All After First Woaitlizted Section I

Global waitlist Mawimum |

Job Aid: SECT Job Aid

Step 16: Cross listings

This screen is used when two or more sections are
meeting in the same place, at the same time, with
the same instructor.

Only the Vice President of Academic Affairs (VPAA)
office is authorized to Cross List (link) sections.
Contact the Curriculum Systems Coordinator for
assistance.
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Section: MATH-273.01 Step 18: Additional Info
Section Mational IO I
Tem |2DDB.-"3 “inter 2006 Local IDs _1 |114 ﬁ 1 1 1fi

Start/End JUFg eI IDS.-"DS.-"DB LocationIME Main Campus Thls screen Is used for nOteS SpeCIfIC to eaCh

Synonym |38844 Course Types 1 ISTND Standard vlﬁ Sectlon

Depts/Pct W ﬁ Topic Code I— '
Credit Type

it ,—3'”” ' ' 1. To access the Additional Info screen, click the

Couse L i’ detail button to next to Additional Info. Fig - 13

Grade Scheme INUMBH Mumeric Grades

Shar Tie [ETITEETEE 2. The Comments field will be stored in Datatel
— O [ N and can only be viewed within Datatel. This

can be used to store notes pertaining to a

Faculty Assignment IX_E] Restrictions IX_E] Reg Dt Ranges I_E] .
nyferig Info IX_E] Financial Info I_E] Egross-Listiigs I_E] SeCtlon that can be Shared between Staff
Riequisites [ I Billing Infa 52 ] Additional Info [%

members, and its use is required for historical
purposes. Fig - 13a

3. The Printed Comments field will be visible in
both the printed Course Catalog and the Web
Registration screens. Fig - 13a

Purpose =
STfathleF'_Status =l 4. To enter comments, click into the desired
k .
peEsTIERE comments field and type the comments. Be
Comments 1 Yl seat count et to O per J. Brown. E]d sure tO use the TIme/Date Stamp feature at
2 |[0ct 10 2008 0%.04am LUREM IF] the end of the comments.
3 |
4 o 5. Click Save to exit this screen and return to the
: / Lkl SECT main screen.
Frinted Comments 1 J|EXTRA INFO: Students pick up materials and take E -
2 | To start this course, students need ta attend a D E]
3_|| Leaming course orientation. E]
4 |t ost arentation IF
5 _|[==ssionz will be held E]j

Job Aid: SECT Job Aid 18 of 19
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I Quick Access SECT v | ElGo = I ..a o 5 = @ |I
Section: MATH-101-DLT0Z2
Section Matiohal IB
Term | 200743 ‘winter 2007 Local [0 114 :I
Start/End [N [05/04/07 Lacation [DL Distance Leam Step 18: Save Your Work
Sunarymn |44583 Courss Types _1 |STND Shwj@;.j ;'::I
Depts/Pet 1 I422D?’ : ::I Topic Cods | .
Cradit Type 1.  Verify your entry
Min/M axdlner 5.00000 [ [ N 2. Correct as needed.
CEUs ) 3. Click the Save button.
Course Lvls _1 J[100 Beginning Level B |
Acad Lyl [ =al
Grade Scheme |NUMEF| Murnenc Grades
= LRNIEN Beg Algebra
Status Date
[ dctive -1/ [03/14%6
Faculty Azsighment IX_B Reztrictions IK_E] Req Dt Ranges I_E]
Oifferitg [rba IX_B Financial Info IX_E] Cross-Listings I_E]
Requisites [ 1T Billing Info [X~ 1] Additional Info [ 1T

Job Aid: SECT Job Aid 19 of 19



	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19

