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Process Overview: This document will show the process on running the class
schedule report in PeopleSoft. This is a custom process.

Navigation: Curriculum Management, Schedule of Classes, UHS Print Schedule of Classes

1. If thisis your first time running the process, you will have to create a new run
control. Click on Add A New Value.

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

j Find an Existing Value *{_Add a New Value

Search by: Run Control ID begins with

[]case Sensitive

Search | advanced Search

Find an Existing Value | Add a Mew Value

2. The run control allows you to save your settings so everytime you run the report,
they do not have to be entered. Enter a name for the report and click on Add.

Print UHS Class Schedule

{ Find an Existing Value | Add a New Value %

Run Control ID:| Class_Schedule

Add

Find an Existing Value | Add a Mew Value
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3. Schedule of Classes Page

a.
b.

e.
f.

Institution: 00759

Term: Enter the term you want to run the schedule for. You can use to
lookup to find the term.

Academic Organization Node: If you want to run the entire schedule for all
schools, enter 00759, otherwise you can click on the spyglass and select for a
specific school.

Session/Acad Group: You can leave these blank. It will print all scheduled
classes for that term.

Schedule Print: Select Yes

Print Instructor in Schedule: Select Yes

These are optional and not required.

g.

h.

Print by Campus: If you are wanting to print for a specific location, you will
need to check the print by campus box. You will enter UHCL.

Print by Location: This is only available when you check the Print by Campus
Box. Check the box to select a specific location, like UHS-Sugarland.

Class Status: Check Active to pull all Active classes

o

[/ Schedule of Classes ' Repor Options |

Run Control ID: 0001841 Report Manager  Process Monitor

Run

Academic Institution: loo759 |Q UH-Clear Lake
Term: [1750 |2, Surmmer 2008
Academic Organization Node: EDD?SEI | UH-Clear Lake
Session/Acad Group: | Q _.Q
*Schedule Print: |Yes v
3 = i et
*Print Instructor in Schedule: | Yes v| [Mactve  [lcancelled
= N [IstopEnrd [Tentative
Print By Campus: O [Cclosed [] added
Campus:
Print By Location:
Location Code:
Sﬂ'fel 5\ Return to Search | [=] Netify J = | =5 Next tab B Add | |

Schedule of Classes | Report Options

4. Click on the Report Options Page
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a. This page allows you to select more options in regards to additional class
data to be included on your report. Generally, you will select: Print meeting
Pattern, Print Sections Combined, Print Class Enrollment Limits.
5. Click Save. Then Click Run

| Schedule of Classes | Report Options |

Run Control 1D: 0001841 Report Manager  Process Monitor ST

Print Meeting Pattern/instr Report Only
[ Print Meeting Pattern Topic

[ print Class Attributes

(I Print Class Notes

[ print Global Notes

Print Sections Combined

[ Print Class Characteristics
Print Class Enrollment Limits
I Print Class Nbr for Non-Enroll
I Print Requirement Designation
[JPrint Reserve Capacities

Input/Qutput file
CATEMPY

B save | 2 Return to Search | Motify | Previuustab| S Add |

Schedule of Classes | Report Options

6. Click on the Process Monitor Link. Then Click OK.

Process Scheduler Request

User ID: 0001841 Run Control ID: 0001841

Server Name: PEUNX T Run Date: 08/04/2009 E

Recurrence: *  Run Time: 11172340 Resetto Current Date/Time |

Time Zone: Q

Select Description Process Name Process Type *Type *Format Distribution
Schedule of Classes UCSR001 SQR Report Web * PDF + Distribution

oK | Cancel |

7. You will be returned to the Report Options page. You will see a Process Instance
number under the Process Monitor Link. This indicates that your process is running.
Click on the Process Monitor Link.
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{ Schedule of Classes | Report Options |

Run Control ID: 0001841

Print Meeting Pattern/instr
] Print Meeting Pattern Topic
[ print Class Attributes

Print Class Notes

Print Global Hotes

Print Sections Combined

[ Print Class Characteristics
Print Class Enrollment Limits
Print Class Nbr for Non-Enroll
1 Print Requirement Designation
[] Print Reserve Capacities

Run

Report r-;1anauer®1onitor

Process Instance: 2901634

Report Only

Input/Output file
CATEMPY

Bl save | L\ Return to Search | [=] Notify Previous tab S Add

Schedule of Classes | Report Optians

8. You will click refresh until the Run Status shows Success. Click on the Details link.

[ Process List | SemerList )

UserID: 0001841 2 Type:

Server: * HName:

Run ~ Distributiy
Status: Status

Process List

Select Instance Seq. Process Type

3699807 SQR Report UCSR001

9. Click on the View Log/Trace

Process Name User

0001341 06/04/2009 11:17:04AM COY Success

* Last: 10 Days ~ Refresh
L Instance: to
- Save On Refresh

e oy o
Customize | Find | View All ] &=

Run Date/Time Run Status

rirst [4] 1-12 of 12 [ Last
Distribution
us
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Process Detail

Process

Instance: 3699307 Type: S0R Report
Hame: UCSRO01 Description: Schedule of Classes
Run 5tatus:  Success Distribution Status: MN/A
Rop |
Run Control ID: 0001841 Hold Request
Location: Server Queue Request
Cancel Request
Server: PSLINK ed
Delete Request
Recurrence: Restart Request
Actions |
Request Created On: 06/04/2009 11:17:204M CDT Farameters Transfer
Run Anytime After:  06/04/2009 11:17:04AM CDT Messaqge Log
Began Process At:  06/04/2009 11:17:50AM COT Batch Timings
Ended Process At:  06/04/2009 11:17:50AM COT View Log/Trace
QK | Cancel |

10. There are two reports that are available for viewing, one is sorted by Instructor and
the other is sorted by Subject. Click on the PDF link to view the report.
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View Log/Trace
Report 1D: 1503735 Process Instance: 3699307 Meszage Log
Name: LCSRO01 Process Type: S0OR Report

Run Status: Success

Schedule of Classes

Distribution Node: PSUMNX Expiration Date:
Hame File Size ibytes) Datetime Created
SOR UCSRO01 3699807 log 1,701 06/04/2009 11:18:03.000000AM CDT
Sort by Instructor 3699807 pdf 4,395 06/04/2008 11:18:03.000000AM CDT
Sort by Subject 3699307 pdf 4,401 06/04/2009 11:18:03.000000AM CDT
ucsrd01 3699807 out 3,509 06/04/2008 11:18:03.000000AM CDT
Distribution ID Type *Distribution ID
User 0001841

Baturn
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Example of Class Schedule Report

teport ID: UCSRO01A Page No. 1
TUH-Clear Lake Run Date 8/1/2008
Run Time L:51 PM
Schedule of Classes for Summer 2008
Clas: Subj Nbr  Sec  Coumrse Tidle SCH DC SP Roomm Ewrl  Eorl  Seats Blig Rosm  Days Time Instrucesr Prie
Nhbr Topic: Size Cap Tot Open
School of Business
9 HADM 3232 01  Finc Mgmt of Healthcare Crgs 3 82 36 § 30 TBA TBA TBA TBA T
Smidents regiztering for Online ¢ Y from UHCL' bookstare at www.uhclearl ncollege.com
Please sz2 the Web
WEB-based coursa.
10085 ECON 331 m TEA TBA 24 TBA Belova Eugenia Borisovma T
Smidents registering for Online coursas VERY from UHCL' bookstare a1 www.uhe ncollege.com
Please sz2 the Web es section of the class schedule for Web orjentation and access information.
WEB-based coursa.
Prereguisite must be completad prior to enrolling in clas:
10088 ECON 3131 02 Mo d Banking TEA TBA 24 TBA Belova Eugenia Borisovma T
Smidents registering for Online coursas LIVERY from UHCL's bookstore at www.ubclearlake bncellege. com
Please sz2 the Web es section of the cla
WEB-based coursa. %
Praraguisite must be completad prior to enrolling
15760 LEGL 4031 01 Gelectsd T 0 a n TTh T
17548 EADM 02 ] TEA TBA TBA TBA Black Kenneth U T
CELIVERY from UHCL's bookstore at www.ubcleariake bocollage com
13765 MGMT 4131 03 Bodensteiner }an Muir T

noollzge. com

WEB-based coursa.

CONTROLLE]

CLASS: Obmin permission of the Academic Advising Office of the School off

Pratag

isite must be completed prior to enrolling in clas:

2 Camlog).




