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CLASS SCHEDULING
Introduction
This manual will present basic instructions and definitions so that the user will be able
to load classes onto the PantherNet system. The manual has two main sections: Credit
and Noncredit. An equally important part of class scheduling is understanding the
policies and procedures of class scheduling, which is located in Section D of this manual.
It is assumed that the user has basic knowledge as to navigating in the PantherNet
system. Please note that the example screens used in this manual do not reflect actual
classes or instructor information.

CREDIT CLASSES
Overview
The class scheduling facilities in PantherNet are divided into two main functions: Credit
and Noncredit. Although the functions in loading credit and noncredit classes are much
alike, a few differences will be noted as each screen function is explained below. The
credit module consists of five panels while the noncredit module consists of six panels.
Each panel records a different type of information. This section will review credit class
scheduling.

Credit Class Scheduling

Below is an overview of each of the panels:

Panel 1 - This is the primary entry panel where most information is entered such as
the course number, campus, session, account number, facility and room,

times and dates.

Panel 2 - This is the panel where special designators, subject areas, and schedule
notes are added

Panel 3 - Special Fees
Panel 4 - “Stacked” (concurrent) classes
Panel 5 — Detail facility and room coding and class schedule exceptions
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Creating a Credit Class Schedule On-line:
What you’ll need to complete the task:

» Completed Credit Class and Schedule Add/Modify/Purge Form (as developed at the
individual campus level)

Figure 1 — Panel 1 - Primary Entry Panel for Credit Classes

STC210P1 *x%*x% PB STATE Student Information System ****x* STC210M1
Feb 26,05 - Maintain Credit Class and Schedule - 5 more >
*Action (A,B,C,D,M,N,P) __ *Course ID....: *Offered Term: _

Reference Number..: *Campus/Center: Section......:
*Session Code......: Course Title..:
Dates: - *Division/Dept: *Cls Stat.: _
Curr Enrolled...... : Max Class Size..: Time Block..:
Curr Paid..........: Min Class Size..: Stacked.....
Curr Honor Enrld...: Max Honor Size..: Tot Spcl Fee:
Curr Writing Enrld.: Max Writing Size: In State Fee:
Credit Hours.......: Non Res Fee.:
Total Load Value...: Prime Instructor 1 of More  (Y)
Act Contact Hours..:
Std Contact Hours..: Comments Exist.:
*0rg Unit..........: o
1 of 0 *Bldg *Room Room Begin End Begin End Except
Days Limit Time Time Date Date Flag
1 _______ —_
2 7777777
Direct Command:
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12-—-
help retrn quit DATES COURS V-Rst bkwrd frwrd CMNTS left right main
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STEP-BY-STEP INSTRUCTIONS FOR ADDING A NEW SECTION OF A CREDIT
COURSE:

Fields for Entry
The following fields need to be entered in the order given:

DIRECT COMMAND: CU CC MC

1. Select the ACTION CODE : A (Add)

2. Course ID — Type the course ID (course number) of the course to be loaded, press
the <TAB> key.

3. Offered Term — Type the term identifier for the class, press the <TAB> key.

4. Campus/Center — Select or type the appropriate campus that is offering the class
(Note: if the class is being offered off-site, select the appropriate off-site number for
the sponsoring campus. It will end in a 9).

5. Press the <F5> key to load the course dictionary information. Press the <TAB> key
five times.

6. Session Code — Select or type the appropriate session that the class is being held in
(e.g., Main, Express, 12-week). Please see Section D of this manual for detailed
instructions on selecting a session. Press the <TAB> key.

7. Division/Dept — No changes are needed; press <TAB> key twice.

8. Class Status — The default value is “O” for open. If you temporarily do not want
enrollments in the class, change this value to “H” for hold. Do not change to “U” for
unavailable (class add date has passed) — the system will automatically update this
field to “U” when the drop/add period for the class has expired. To cancel a class,
change to “C” for cancel. Press the <TAB> key.

9. Max Class Size — Enter the maximum class size (class limits). Please see the
academic affairs class size guidelines policy manual at
http://www.palmbeachstate.edu/academicservices/information-and-
reference/Academic-Management-Manual/ or Section G of this manual for the
assigned class size. This will later edit against the facility and room you have chosen
to see if the room can meet this capacity.

10. Time Block — This field will automatically be filled-in when the times are entered.
The values are “D” for day, “E” for evening, “W” for weekend and “O” for other
(classes with TBA in time). Note: Classes that start at 5:00 PM Monday through
Thursday are labeled as “E” Evening; classes that begin at 5:00PM on Friday are
labeled as “W” Weekend). For fully online classes, enter a “V” in this field — this will
load the information on Days, Bldg/Room and Time automatically. Press the <TAB>
key.

11. Min Class Size — The default value is 1; enter a different minimum class size if
appropriate. Press the <TAB> key.

12. Max Honor Size — Enter the maximum number of honors students for this class (if
applicable — only used for Honors Sections); press the <TAB> key.
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13.
14.
15.

16.

17.

18.

19.

20.

21.

22.

Max Writing Size — This field is currently not used; press the <TAB> key.

Credit Hours — no changes are necessary in this field; press the <TAB> key.

Load Value — this field is the equivalent of “points” for instructor load, and is loaded
from the course dictionary — no changes are needed; press the <TAB> key

STD Contact Hours — These are the standard class hours from the course dictionary
(e.g., one credit hour=16 contact hours). Remember that each hour in credit is
actually 50 minutes; press the <TAB> key.

Org Unit — This is the organizational unit account number to which course costs will
be charged. The account and qual-1 are automatically loaded from the course
dictionary record. Type in the correct campus number. Press the <TAB> key 4 times.
Days — Type in the days of the week that the class will be held, using the following
abbreviations:

M (Monday) T (Tuesday) W (Wednesday)
R (Thursday) F (Friday) S (Saturday)
U (Sunday)

If the class is held on different times on different days, you can use the additional
lines provided. If the class is TBA on the day field, type TBA in the first three
positions for the days. For a fully online class, once the V is entered on Time Block,
this field will display as ONLINE. Please remember that you cannot use TBA in days if
you are using a “special” session (see Section D for details). Tab to the “BLDG” field.
BLDG — Type in the letter designator for the building you are choosing. If the class
building is TBA, type TBA on the building designator and room. Press the <TAB> key.
Room — Type in the room number. If the building is TBA, room field must also be
TBA. Press the <TAB> key.

Begin Time — Enter the begin time for the class. The format for time entry is
abbreviated such as 7P for 7:00PM or 820A for 8:20 AM. If time is TBA, type “TBA”
in begin time field. Please remember that you cannot use TBA in times if you are
using a “special” session (see Section D). Press the <TAB> key.

End Time — Enter the end time for the class. If the class start time is TBA, leave this
field blank.

Do not press enter until you have checked to see if the class needs any additional
panels of information filled-in.
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Checklist for Additional Data Needed for a Credit Class
Yes
1.  Should this class be restricted from auditing? Panel 2
2. Does this class require a special designator? Panel 2
3. Isthe class an e-learning class? Panel 2
4. Dol need a schedule note for the student schedule? Panel 2
5. Dol need to change the email type for the student? Panel 2 (please see page C-21)
6.  Does the class have a special fee? Panel 3
7. Isthis a stacked (concurrent) class? Panel 4
8.  Does the class meet for additional meetings or days? Panel 5
Figure 2 - Panel 2 — Special Designators and Schedule Notes
STC210P1 *x%*x% PB STATE Student Information System ****x* STC210M2
< 1 more - Maintain Credit Class and Schedule - 4 more >
*Action (A,B,C,D,M,N,P) ~_ Course ID.....: Offered Term.:
Reference Number..: Campus/Center. : Section......
Course Title..:
Credit Type.........: Class Roll Prnt(Y/N): _
Class Typ€..uoeuewnen.nt Grade Roster Print....: = Late Fee Exempt (Y/N): _
Enrld (excl W's)....: *Grade Method..........: _ Phone Regist (Y/N)..: _
Multiple Term Class...: Audit (Y/N).........: _
1 of O Stndrd/Disc/Prem Fee..: _ Schedule Prnt(Y/N)..: _
Use Email Code. . . . :IN

*Accessry Cd & Qty:

*Subject Areas.........:
*Special Designations..:
1 of O *Print
Schedule Notes..:

Direct Command:
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12-—-
help retrn quit DATES COURS V-Rst bkwrd frwrd CMNTS left right main

1. Restricting a Class from Auditing — Panel 2
Certain classes (such as college prep) cannot be audited. To restrict as class from being audited,
change the field labeled “Audit” to “Y”.

2. Class Requires a Special Designator Page C-6 contains the current special designators. For detailed
instructions on their proper usage, please see Section D of this manual.

3. Loading an Internet Class (Section Type) — Panel 2 To indicate that a class is delivered through
technology the Special Designators field(s) must be filled in. See page C-6 for a list of the current
special designators and Section D of this manual for more information on using special designators
for e-learning.

4. Schedule Notes —Panel 2
If you need a special note or comment to print on the student’s schedule, type in the comment on
the “schedule notes” line and place a “B” in the print field on the right side of the screen. The
additional fields are available for internal notes, if no “B” is indicated the note will not print on the
student’s schedule. Please see Section D of this manual for detailed instructions on class notes.
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COURSE SPECIAL DESIGNATORS (as of July 2017)

PRIVATE PILOT AIRPLANE
FLIGHT INSTRUCTOR

PRIVATE PILOT HELICOPTER
INSTRUMENT RATING AIRPLANE
INSTRUMENT RATING HELICOPTER
COMMERCIAL PILOT AIRPLANE
COMMERCIAL PILOT HELICOPTER
MULTI ENGINE

HELICOPTOR DESIGNATION
APPRENTICESHIP (PDB)
ASSOCIATED BUILDERS
AFTERNOON COLLEGE
ASSOCIATED GENERAL
ACCELERATED LEARNING
AUTOMOTIVE (REG)

ADVISOR PERMISSION REQUIRED
SUMMER YOUTH PROGRAM
AUTOMOTIVE STUDENTS
BACHELOR’S PROGRAM ADJUNCT ROLE
BAS UPPER LEVEL COURSES (REG)
ONLINE CLASS

CERTIFICATE BACHELOR’S COURSE
CHILD DEVELOPMENT (REG)
BACHELOR’S CAPSTONE COURSE
CRIME SCENE TECHNOLOGY (REG)
DIR INDIVIDUAL STUDY
DEVELOPMENT DAY

DUAL ENROLLMENT PERMITTED
DUAL ENROLLMENT AT HIGH SCHOOL
DISTANCE LEARNING

EARLY GRADE OPTION
EMERGENCY MEDICAL TECH DAY
EMERGENCY MEDICAL TECH NIGHT
EDUCATIONAL PREP INST (REG)
LIMITED TO FS2S STUDENTS
FLORIDA AIR CONDITIONING
FLORIDA ELECTRICAL

FULLY FUNDED — NO FTE

FIRE FIGHTER NIGHT

FLORIDA PLUMBING

FIRE FIGHTER (REG)
BLACKBOARD — GRADEBOOK
HONORS COURSE

HONORS PROJECT OPT. AVAILABLE
HONORS STUDENT (REG)

HIM PROGRAM STUDENT

HEALTH INFORMATION MGMT (REG)
ONLINE/INCLASS HYBRID
INTERNSHIP

WEB ENHANCED CLASS

INTERNET OPTION (PDB)

INSTRUCTOR PERMISSION REQUIRED
INTERNATIONAL COURSE

JOINT APPRENTICESHIP

COURSE CO-OP FLAG (SDB)

LPN (REG)

MEDICAL ASSISTING (REG)
MASONRY ASSOCIATION OF FL
MACHINING TECHNOLOGY
MASSAGE THERAPY

CCE ONLINE COURSE — NO BB
ONLINE ORIENTATION
INSTRUCTOR PERMISSION REQ
PROG COORD PERMISSION REQUIRD
PAINTERS APPRENCETICS

PATIENT CARE (REG)
PROFESSIONAL PILOT SCORES MATH
PROFESSIONAL PILOT SCORES
AUDIO DELIVERY, RADIO (PDB)
RESTRICTED ENROLLMENT CLASS
REGISTERED NURSING
RADIOGRAPHY (REG)
SUPPLEMENTAL INSTRUCTION

IN SPANISH - EN ESPANOL
SURGICAL TECH (REG)

SUNRISE COLLEGE

LIVE BROADCAST (PDB)
TELECOURSE (PDB)
VIDEOCONFERENCE (PDB)

CLSD BROADCAST-TV TAPED (PDB)
CLOSED BROADCAST-MULTI

CLSD BROADCAST-MULT TPD (PDB)
EDUCATION TO GO

TRAVEL ABROAD CLASS

TITLE V COURSES

VIDEO TAPES (PDB)

WRITING CREDIT

HONORS CLASS

STUDENT OPTION

WEB ENHANCED CLASS - BLACKBRD
ONLINE INCLASS HYBRID - BLBRD
WEEKEND COLLEGE

ONLINE CLASS — BLACKBOARD

DEV ED MODULARIZED — PRIMARY
DEV ED COMPRESSION — PRIMARY
DEV ED CONTEXTUALIZED - PRIMARY
DEV ED CO-REQUISITE: PRIMARY
DEV ED — MODULARIZED

DEV ED — COMPRESSION

DEV ED — CONTEXTUALIZED

DEV ED: CO-REQUISITE
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Figure 3 - Panel 3 — Special Fees

STC210P1 *x%*x% PB STATE Student Information System ****x* STC210M3
< 2 more - Maintain Credit Class and Schedule - 3 more >
*Action (A,B,C,D,M,N,P) ~_ Course ID.....: Offered Term.:

Reference Number..: Campus/Center. : Section......

Course Title..:
Special Fees

1_of 0 Table Override
*Type Description Amount Amount Required

Total In-State Fees.........:
Total Out-of-State Fees.....:
Direct Command:
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12-—-
help retrn quit DATES COURS V-Rst bkwrd frwrd CMNTS left right main

5. Class with Special Fees — Panel 3
If the class has special fees, they would be listed on panel 3. These fees cannot be modified or waived.
Please see Section N — E-learning for special instructions on e-learning fees.

Figure 4 — Panel 4 — Stacked Classes (Concurrent Classes)

STC210P1 *x%*x% PB STATE Student Information System ***** STC210M4
< 3 more - Maintain Credit Class and Schedule - 2 more >
*Action (A,B,C,D,M,N,P) ~ Course ID.....: Offered Term.:

Reference Number..: Campus/Center. : Section......

Course Title..:

*x* Stacked Classes ***

1 of O
Reference Course Section Current Paid Honors Writing
Number Id Enrolled Enrolled Enrolled Enrolled
Max Total Enr.: Totals

Direct Command:
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
help retrn quit DATES COURS V-Rst bkwrd frwrd CMNTS left right main

July 2017

Cc-7




PALM BEACH STATE
COLLEGE

Section C - Class Scheduling 2017-18

6. Stacked (concurrent classes) — Panel 4

If the class meets concurrently with another class in the same room, the system will return the message
“Time conflict found with class [ref]” ,where the [ref] is equal to the reference number of the class
meeting at the same time in the same room. [f this is the correct reference number for the concurrent
class, move to panel 4 using the <F11> key and enter the reference number of the concurrent class.

Figure 5 - Panel 5 — Schedule Exceptions

STC210P1 **x%% PB STATE Student Information System ***** STC210M7
< 5 more - Maintain Credit Class and Schedule - 9:18 PM
*Action (A,B,C,D,M,N,P) ~_ Course ID.....: Offered Term.:

Reference Number..: Campus/Center. : Section......
Course Title..:
1 of 0
Room Begin End Begin End Except
Day *Bldg *Room Limit Time Time Date Date Flag
1 of 0 *** Class Schedule Exceptions ***
- Exceptions for schedule line 1 -
*Code Day Date Comment

Direct Command:
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12-—-
help retrn quit DATES COURS V-Rst bkwrd frwrd CMNTS left right main

7. Class meets for Additional Days — Panel 5

If a class meets for additional days outside the normal meeting days or on a closed day, fill in the dates
and times of the additional class meetings. Use an “N” code to indicate the date on which the class will
not meet, or use a “V” to indicate a variance in the meeting day (example — class will meet on a Tuesday
instead of Monday).

Final Steps for Credit Class Entry:

After you have determined that all additional information has been entered on the panels (or that no
additional information was necessary), press <ENTER>. The data you have entered will then be edited for
accuracy using the programmed logic. Correct any data that the program edits as invalid. When all the
data have passed the edits, you will be transported to the screen where you will make the instructor
assignment. By default, the instructor schedule associated with the class has been loaded as TBA; you can
leave the class as TBA or you can choose an instructor. Once you hit enter, the screen on page C-8 is
displayed. Information on how to change an instructor once the class has been loaded is on page C-18 of
this section.
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Adding an Instructor to a Class (initial class entry)

Figure 6 — Maintain Class Instructor Schedule

Curr Enrolled.......:
Curr Paid...........:

Total Load Value....:
Std Contact Hours...:
Act Contact Hours...:
Max Load Cal.......:
Inload Position....:
Inload Load Factor.:
Inload Assgn Seq NO:
1 of 1
Schd Days

X MTWR

Direct Command:

STC685P1 ***x%x PB STATE Student Information System ****x* STC685M1
Feb 26,05 - Maintain Class Instructor Sched - 9:21 PM
*Action (A,D,M,P,R) ~ Course ID.....: ACG2022 Offered Term.: 19991
Reference Number....: 002079 Campus/Center.: 1 Section......: 001

Division/Dept.: DEG ACC Class Status.: O
*Instr ID......: TBA
12.00 Primary Instr.: Y Number of Instr...: 01
64.00 Org Unit......: 11250100 250101 10
65.00 Act Load Value: 12.00
OL Position....: OL Split:
12.00 OL Load Factor.:
OL Assgn Seqg No:
Assgn
Bldg Room Beg Tm End Tm Beg Date End Date Seqg
BA 00307 8:30AM 9:20AM 08/24/98 12/17/98

Course Title..: FINANCIAL ACCOUNTING

help

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12-—-
retrn quit

CLSLD bkwrd frwrd main

1. Select the ACTION CODE : R (replace); press the <TAB> key

2. Onthe field INSTR ID, press the <F1> key and select the appropriate instructor; if the instructor on
the form is not listed, then the instructor has not been approved through Instructor Resource
Management to teach the class then the class must remain TBA.

3. Iftheinstructor’s name is found, move your cursor and place it on the same line as the instructor’s
name and press <ENTER>. Press <ENTER> again to replace the instructor. (For detailed instructions on
how to replace an existing instructor, see page C-18).

THAT’S IT - YOU HAVE NOW SUCCESSFULLY LOADED A CREDIT CLASS

SCHEDULE!
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NON-CREDIT CLASS SCHEDULING

Below is an overview of each of the panels:

Panel 1 - This is the primary entry panel where most information is entered such as
the course number, campus, session, account number, facility and room,

times and dates.

Panel 2 - This is the panel where coordinator codes, special designators, subject
areas, and schedule notes are added

Panel 3 - Special Fees

Panel 4 - “Stacked” (concurrent) classes

Panel 5 - Calculated session dates for classes

Panel 6 — Detail facility and room coding and class schedule exceptions
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Creating a Noncredit Class Schedule On-Line:
What you’ll need to complete the task:

» Completed Noncredit class and Schedule Add/Modify/Purge Form (to be developed
at the individual campus level)

Figure 7— Panel 1 — Primary Entry Panel for Noncredit Classes

STC215P1 **x*%*x PB STATE Student Information System ***** STC215M1
Feb 26,05 - Maintain Non-Credit Class and Schedule - 5 more >
*Action (A,B,C,D,M,N,P) _ *Course ID....: *Offered Term:
Reference Number...: o *Campus/Center: Section......:
*Session Code......: Course Title..:

Dates: - *Division/Dept: *Cls Stat.: _
Curr Enrolled......: Max Class Size..: Time Block..:
Curr Paid..........: Min Class Size..: Stacked.....:
Curr Honor Enrld...: Max Honor Size..: Tot Spcl Fee:
Curr Writing Enrld.: Max Writing Size: In State Fee:
Equiv Credit Hours.: Non Res Fee.:
Total Load Value...: Prime Instructor 1 of More  (Y)
Act Clock Hours....:
Std Clock Hours....: Comments Exist.:
*Org Unit..........: -
1 of 0 Room Begin End Begin End Except
Day *Bldg *Room Limit Time Time Date Date Flag
l 7777777
2 _______ _
Direct Command:
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
help retrn quit DATES COURS V-Rst bkwrd frwrd CMNTS left right main
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STEP-BY-STEP INSTRUCTIONS FOR ADDING A NEW SECTION OF A
NONCREDIT CLASS:

Fields for Entry
The following fields need to be entered in the order given:

DIRECT COMMAND: CU CC MN

1. Select the ACTION CODE : A (Add)

2. Course ID — Type the course ID (course number) of the course to be loaded, press
the <TAB> key.

3. Offered Term — Type the term identifier for the class, press the <TAB> key.

4. Campus/Center — Select or type the appropriate campus that is offering the class
(Note: if the class is being offered off-site, select the appropriate off-site number for
the sponsoring campus).

5. Press the <F5> key to load the course dictionary information. Press the <TAB> key
five times.

6. Session Code — Select the appropriate session (see Section D of this manual for
detailed information on selecting sessions). Press the <TAB> key.

7. Division/Dept — No changes are necessary; press <TAB> key twice.

8. Class Status — The default value is “O” for open. If you temporarily do not want
enrollments in the class, change this value to “H” for hold. Do not change the class
to “U” for unavailable — the system will update the class to “U” once the drop and
add period has expired. To cancel a class, change to “C” for cancel. Press the <TAB>
key.

9. Max Class Size — Enter the maximum class size (class limits). This will later edit
against the facility and room you have chosen to see if the room can meet this
capacity.

10. Time Block — This field will automatically be filled-in when the times are entered.
The values are “D” for day, “E” for evening, “W” for weekend and “O” for other.
Enter “V” for an online class, which will automatically then populate the Days,
Bldg/Room and time fields. Press the <TAB> key.

11. Min Class Size — Enter “1” or a different minimum class size if appropriate. Press the
<TAB> key.

12. Max Honor Size — (This field is not used at Palm Beach State); press the <TAB> key.

13. Max Writing Size — (This field is not used at Palm Beach State); press the <TAB> key.

14. Equiv. Credit Hours — no changes are necessary in this field; press the <TAB> key.

15. Load Value — this field is the equivalent of “points” from the course dictionary — no
changes are necessary; press the <TAB> key

16. STD Contact Hours — These are the standard class hours from the course dictionary;
press the <TAB> key.
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17.

18.

19.

20.

21.

22

23.

Org Unit — This is the organizational unit account number to which course costs will
be charged. Please complete the account number that loads from the course
dictionary by adding the campus indicator. Press the <TAB> key 4 times.

Days — Type in the days of the week that the class will be held, using the following
abbreviations:

M (Monday) T (Tuesday) W (Wednesday)
R (Thursday) F (Friday) S (Saturday)
U (Sunday)

If the class is held on different times on different days, you can use the additional
lines provided. If the class is TBA on the day field, type TBA in the first three
positions for the days. Please remember that in order to use the “special” sessions,
you cannot have TBA in days — see Section D of this manual. Tab to the “BLDG” field.

BLDG — Type in the letter designator for the building you are choosing (A complete
list of building designators and new building designators at each campus can be
found in Appendix B). If the class building is TBA, type TBA on the building designator
and room. Press the <TAB> key.

Room — Type in the room number. If the building is TBA, leave room field blank.
Press the <TAB> key.

. Begin Time — Enter the begin time for the class. The format for time entry is

abbreviated such as 7P for 7:00PM or 820a for 8:20 AM. If time is TBA, type “TBA”
in begin time field and end time field. Please remember that in order to use the
“special” sessions, you cannot have TBA in days — see Section D of this manual. Press
the <TAB> key.

End Time — Enter the end time for the class. If the class has TBA in the begin time
field, you may leave this field blank.

Do not press enter until you have checked to see if the class needs any additional panels
of information:
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Checklist for Additional Data Needed for a Noncredit Class

Yes

1. Dol need to capture the coordinator’s code? Panel 2

2. Does this class require a special designator? Panel 2

3. Is the class an e-learning class (i.e., TV, Internet)? Panel 2

4. Dol need a schedule note for the student schedule? Panel 2

5. Dol need to change the email type? Panel 2 (please see page C-21)

6.  Does the class have a special fee? Panel 3

7. Isthis a stacked (concurrent) class? Panel 4

8.  Does the class meet for additional meetings or days? Panel 5

Figure 8- Panel 2 — Special Flags and Designators
STC215P1 **x*x%*x PB STATE Student Information System ****x* STC215M2
< 1 more - Maintain Non-Credit Class and Schedule - 4 more >
*Action (A,B,C,D,M,N,P) __ Course ID.....: Offered Term.:

Reference Number...: Campus/Center. : Section......
Course Title..:
Credit Type........: Class Roll Prnt(Y/n): _
Class Typ€.........: Grade Roster Print..: _ Late Fee Exempt (Y/N): _
Coordinator Code...: *Grade Method........: _  Phone Regist (Y/N)..: _
Cont. Ed. Units....: Multiple Term Class.: Audit (Y/N).........: _
Enrld (excl W's)...: Stndrd/Disc/Prem Fee: _ Sched Print (Y/N)...: _
*Use Email code . ..:PR Continuing Ed (Y/N).:

1 of 0
*Acessory Cd & Qty.:
*Subject Areas.........:
*Special Designations..:

1 of 0 *Print
Schedule Notes..:

Direct Command:
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12-—-
help retrn quit DATES COURS V-Rst bkwrd frwrd CMNTS left right main

1. Coordinator Code — Panel 2
Enter the coordinator’s code number in the field, if applicable (for CWE or Avocational classes only).

2. Special Designator - Page C-6 contains the current special designators. For detailed explanation on their
proper usage, please see Section D of this manual.

3. Loading a TV or Internet Class (Section Type) — Panel 2

To indicate that a class is delivered through technology or is being tagged in some way, the Special
Designators field(s) must be filled in. The class must be pre-approved at the course dictionary level for the
delivery method. The listing of current special designators is on page C-6 of this section. Please see
Section D for more information on e-learning and special designators.

4. Schedule Notes — Panel 2

If you need a special note or comment to print on the student’s schedule, type in the comment on the
“schedule notes” line and place a “P” in the print field on the right side of the screen. The additional
fields are available for internal notes, if no “P” is indicated the note will not print on the student’s
schedule. Please see Section D of this manual for detailed instructions on class schedule notes.
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Figure 9—Panel 3 — Special Fees

STC215P1 *x%*x% PB STATE Student Information System ****x* STC215M3
< 2 more - Maintain Non-Credit Class and Schedule - 3 more >
*Action (A,B,C,D,M,N,P) ~_ Course ID.....: Offered Term.:

Reference Number...: Campus/Center. : Section......

Course Title..:
Special Fees

1_of 0 Table Override
*Type Description Amount Amount Required

Total In-State Fees.........:
Total Out-of-State Fees.....:
Direct Command:
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12-—-
help retrn quit DATES COURS V-Rst bkwrd frwrd CMNTS left right main

5. Special Fees
If a class has a special fee attached, it will show on this panel, and cannot be modified or changed.

Figure 10— Panel 4 — Stacked Classes

STC215P1 **x%* PB STATE Student Information System ***** STC215M4
< 3 more - Maintain Non-Credit Class and Schedule - 2 more >
*Action (A,B,C,D,M,N,P) __ Course ID.....: Offered Term.:

Reference Number...: Campus/Center. : Section......

Course Title..:

*x*% Stacked Classes ***

1 of O

Reference Course Section Current Paid Honors Writing

Number ID Enrolled Enrolled Enrolled Enrolled
Max Total Enr.: Totals

Direct Command:
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12-—-
help retrn quit DATES COURS V-Rst bkwrd frwrd CMNTS left right main
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6. Stacked (concurrent classes) — Panel 4

If the class meets concurrently with another class in the same room, the system will return the message
“Time conflict found with class [ref]” where the [ref] is equal to the reference number of the class
meeting at the same time in the same room. If this is the correct reference number for the concurrent
class, move to panel 4 using the <F11> key and enter the reference number of the concurrent class.

Figure 11— Panel 6 — Class Schedule Exceptions

STC215P1 *x%*x% PB STATE Student Information System ****x* STC215M6
< 5 more - Maintain Non-Credit Class and Schedule - 10:38 AM
*Action (A,B,C,D,M,N,P) __ Course ID.....: Offered Term.:

Reference Number...: Campus/Center. : Section......
Course Title..:
1 of 0
Room Begin End Begin End Except
Day *Bldg *Room Limit Time Time Date Date Flag
1 of O *** Class Schedule Exceptions ***
- Exceptions for schedule line 1 -
*Code Day Date Comment

Direct Command:
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
help retrn quit DATES COURS V-Rst bkwrd frwrd CMNTS left right main

7. Class meets for Additional Days — Panel 6

If a class meets for additional days outside the normal meeting days or on a closed day, fill in the dates
and times of the additional class meetings. Use an “N” code to indicate the date on which the class will
not meet, or use a “V” to indicate a variance in the meeting day (example — class will meet on a Tuesday
instead of Monday).

Final Steps for Noncredit Class Entry:

After you have determined that all additional information has been entered on the panels (or that no
additional information was necessary), press <ENTER>. The data you have entered will then be edited for
accuracy using the programmed logic. Correct any data that the program edits as invalid. When all the
data have passed the edits, you will be transported to the screen where you will make the instructor
assignment. By default, the instructor schedule associated with the class has been loaded as TBA; you will
need to assign an instructor now, or later when the instructor has been assigned.
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Figure 12 - Maintain Class Instructor Schedule

Direct Command:

STC685P1 **x%* PB STATE Student Information System ****x* STC685M1
Mar 21,05 - Maintain Class Instructor Sched - 10:41 AM
*Action (A,D,M,P,R) o CWOO0115 Offered Term.: 20051
Reference Number....: 068715 Campus/Center.: 1 Section......: 001
Curr Enrolled.......: 10 Course Title..: EXCEL INTRO
Curr Paid...........: 10 Division/Dept.: CTE CCTE Class Status.: U

123456789 EXAMPLE, EXAMPLE,N
Total Load Value....: 1.41 Primary Instr.: Number of Instr...: 01
Std Contact Hours...: 8.00 11250300 250301 95 10
Act Contact Hours...: 8.00 Act Load Value: 1.41
Max Load Cal.......: PARTTIME
Inload Position....: HTC2ADJU OL Position....: OL Split:
Inload Load Factor.: 1.41 OL Load Factor.:
Inload Assgn Seq NO: OL Assgn Seq No:
1 _of 1 Assgn
Schd Days Bldg Room End Tm Beg Date End Date Seqg

X S TC 00104 1:00PM 09/18/04 10/02/04

help retrn quit

Enter-PFl1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12-

bkwrd frwrd main

1. Select the ACTION CODE: R (replace); press the <TAB> key

2. Onthe field INSTR ID, press the <F1> key and select the appropriate instructor; if the instructor on
the form is not listed, then the instructor has not been approved through Instructor Resource

Management to teach the class and the class must remain TBA.

3. Iftheinstructor’s name is found, move your cursor and place it on the same line as the instructor’s
name and press <ENTER>. Press <ENTER> again to replace the instructor. (For detailed instructions
on how to replace an existing instructor once assigned, please see page C-18).

THAT’S IT — YOU HAVE NOW SUCCESSFULLY LOADED A
NON-CREDIT CLASS SCHEDULE!
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SPECIALIZED PROCEDURES FOR CREDIT AND NONCREDIT CLASSES

How to Replace an Instructor
The PantherNet system allows you to replace an instructor on a class with another instructor, or change
the instructor to TBA. Please note that the procedure outlined here must only be used if the instructor
being replaced has not taught any hours of the class. If the instructor has taught some hours of the class
but someone else is finishing the class, refer to “Assigning Multiple Instructors” below.

el N

Credit Direct Command: Cu ccMC
Noncredit Direct Command: CU CC MN

Figure 13 — Browse on Class Instructors

Find the class schedule you need to change by using browse or typing in the reference number.
Change the ACTION CODE field to M (modify)

Tab to the MORE field; type “Y” in that field and press< ENTER>.
A screen will appear (Figure 13) that shows all instructors currently assigned to that class; move your
cursor to the line adjacent to the instructor you wish to replace and place an “R” in that field. This can
be a person’s name or a TBA instructor.
The Maintain Class Instructor Screen is displayed (Figure 14); tab to the INSTR ID field and select
another instructor or change the field to TBA by clearing the field using the <END> key and typing

STC685N1 *x%x% PB STATE Student Information System *****
Mar 21,05 - Browse On Class Instructors - 10:43 AM
Prim Cls Cls Schd
Act Instr ID Instructor Name Ind Ty Course ID Term Campus Sect Seqg#
123456789 EXAMPLE, EXAMPLE, N Y N CWwo0115 20051 1 001 1

*** End of Data ***

Class Instr Ky: N CWO011l5 200511 001
Direct command...:
Add Display Modify Purge Replace
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Figure 14 — Maintain Class Instructor

STC685P1 *x%*x% PB STATE Student Information System ****x* STC685M1
Mar 21,05 - Maintain Class Instructor Sched - 10:45 AM
*Action (A,D,M,P,R) R Course ID.....: CWO0115 Offered Term.: 20051
Reference Number....: 068715 Campus/Center.: 1 Section......: 001
Curr Enrolled.......: 10 Course Title..: EXCEL INTRO
Curr Paid...........: 10 Division/Dept.: CTE CCTE Class Status.: U

*Instr ID......: 123456789 EXAMPLE, EXAMPLE,N
Total Load Value....: 1.41 Primary Instr.: Y Number of Instr...: 01
Std Contact Hours...: 8.00 Org Unit......: 11250300 250301 95 10
Act Contact Hours...: 8.00 Act Load Value: 1.41
Max Load Cal.......: PARTTIME
Inload Position....: HTC2ADJU OL Position....: OL Split:
Inload Load Factor.: 1.41 OL Load Factor.:
Inload Assgn Seq NO: OL Assgn Seq No:
1 of 1 Assgn
Schd Days Bldg Room Beg Tm End Tm Beg Date End Date Seqg
X S TC 00104 9:00AM 1:00PM 09/18/04 10/02/04

Direct Command:
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12-

help retrn quit CLSLD bkwrd frwrd main

Assigning Multiple Instructors to a Class

There are many instances in which you will need to have more than one person assigned to a class: team-
teaching (more than one person teaching at the same time), multiple instructors (when several different
people teach parts of the course) or when an instructor is replaced after having taught some hours in the
class.

i

Credit Direct Command: Cu cCcMC
Noncredit Direct Command: CU CC MN

Find the class schedule you need to change by using browse or typing in the reference number.
Change the ACTION CODE field to M (modify)

Tab to the MORE field; type “Y” in that field and press enter.

A screen will appear (Figure 13) that shows all instructors currently assigned to that class; move your
cursor to the line adjacent to the instructor you wish to replace and place an “A” in that field. This can
be a person’s name or a TBA instructor.

The Maintain Class Instructor Screen is displayed (Figure 14). On the field INSTR ID, press the <F1> key
and select the appropriate instructor.

If the instructor’s name is found, move your cursor and place it on the same line as the instructor’s
name and press <ENTER>. Press <ENTER> again to add the instructor.

Only one instructor can be the “primary” instructor (instructor of record). If you want the person who
was originally assigned the class to the primary instructor, press<ENTER> to finish the transaction. If
you want the additional added instructor to be the primary instructor, tab to the PRIMARY INSTR field
on (Figure 14) and type a “Y” in the field.

The last step is to select the standard days and times of the original class schedule, or select the
actual days that the secondary instructor is teaching. For example, a secondary instructor may be
teaching on Wednesdays of a Monday- Wednesday class. If you want to select the default schedule,
place and “X” on the line next to the schedule (Figure 14). If you want to create a specialized
schedule, type in the days and dates that the secondary instructor is teaching.
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9.

Remember to adjust faculty loads (if required) through the IRM process outlined Section E of this
manual.

Removing an Instructor from a Multiple Instructor Class

If you need to remove an instructor from a class, follow the procedure below. Please note that an
instructor should not be removed from a class if they have been paid any money associated with the
course. An instructor should only be removed if they did not teach any hours of the course.

el

Find the class schedule you need to change by using browse or typing in the reference number.
Change the ACTION CODE field to M (modify)

Tab to the MORE field; type “Y” in that field and press enter.

A screen will appear (figure 13) that shows all instructors currently assigned to that class; move your
cursor to the line adjacent to the instructor you wish to remove and type a “P” (purge).

The Maintain Class Instructor Screen is displayed (figure 14). The instructor you wish to purge is
displayed on the screen, press <ENTER> to confirm the purge. Please note that you cannot purge a
primary instructor when other instructors are attached to the class.

Remember to adjust faculty loads (if applicable) through the IRM process outlines in Section E of this
manual.

Scheduling Rooms for E-learning Courses

Some e-learning courses only meet a few times during the semester on campus. These rooms can be
reserved through class loading.

To reserve rooms for specific days, follow the example below:

1. Typein all required class information
2. Inthe bottom of the schedule, on line 1, type in the building, room, begin time, end time, and dates
of the first meeting. Continue using as many schedule lines as are necessary to schedule all needed
class meetings.
3.  When all class meetings have been entered, add one additional schedule line with TBA in days, TBA in
building and room, TBA in time and the full class begin and end dates.
STC210P1 **x** Student Information Systems ****x* STC210M1
Mar 21,05 - Maintain Credit Class and Schedule - 4 more >
*Action (A,B,C,D,M,N,P) _ *Course ID....: SYG2000 *Offered Term: 20053
Reference Number..: 075318 *Campus/Center: 1 Section......: 012
*Session Code......: 1 Course Title..: INTRODUCT SOCIOLOGY_
Dates: 05/17/05 - 08/10/05 *Division/Dept: DEG_ SOCS Class Status: O
Curr Enrolled......: Max Class Size..: _ 35 Time Block..: E

Curr Paid..........:
Curr Honor Enrld...:
Curr Writing Enrld.:

Min Class Size..:
Max Honor Size..:
Max Writing Size:

1

Stacked.....:

Tot Spcl Fee: 20.00

Credit Hours.......: _ 3.00 More _ (Y)

Total Load Value...: 9.00 Prime Instructor 1 of 1

Act Contact Hours..:  9.90 Y 123456789 EXAMPLE, EXAMPLE, W

Std Contact Hours..: 48.00 Comments Exist.: N

*0rg Unit..........: 11172200 172200 10
1_ of 4 *Bldg *Room Room Begin End Begin End Except
Days Limit Time Time Date Date Flag
T w AH 00208 _ 50 6:00 P 8:45 P 05/19/05 05/19/05
2 W AH 00208_ 50 6:00 P 8:45 P 06/30/05 06/30/05
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Figure 15 — Scheduling E-learning that meets at least one time on campus

STC210P1 *x*%* Student Information Systems ***** STC210M1
Mar 21,05 - Maintain Credit Class and Schedule - 4 more >
*Action (A,B,C,D,M,N,P) _ *Course ID....: SYG2000  *Offered Term: 20053

Reference Number..: 075318 *Campus/Center: 1 Section......: 012
*Session Code......: 1 Course Title..: INTRODUCT SOCIOLOGY
Dates: 05/17/05 - 08/10/05 *Division/Dept: DEG_ SOCS Class Status: O
Curr Enrolled......: Max Class Size..: _ 20 Time Block..: E
Curr Paid..........: Min Class Size..: 1 Stacked.....:
Curr Honor Enrld...: Max Honor Size..: - Tot Spcl Fee: 20.00
Curr Writing Enrld.: Max Writing Size:
Credit Hours.......:  3.00 More  (Y)
Total Load Value...: _ 9.00 Prime Instructor 1 of 1
Act Contact Hours..: 9.90 Y 12345678 EXAMPLE,EXAMPLE, W
Std Contact Hours..: _ 48.00 Comments Exist.: N
*Org Unit..........: 11172200 172200 10
3 of 4 *Bldg *Room Room Begin End Begin End Except
Days Limit Time Time Date Date Flag
3 w_ _ AH__ 00208_ 50 6:00 P 8:45 P 08/04/05 08/04/05
4 TBA _  TBA TBA TBA 05/17/05 08/10/05

All rooms have now been reserved on the days and times needed for the e-learning class. It is critical that
e-learning courses be scheduled in this manner for state reporting purposes. Please use the appropriate
special designator code on page C-6 to indicate what type of e-learning class is being held, or see Section
D of this manual for detailed instructions on e-learning.

Special Procedures for using Student Email address in Classes

Credit Classes:

Palm Beach State College added an additional field on panel 2 that controls the type of student
email address used on a class. The default email address for students in credit classes is “IN” for
Institutional Email Address (Palm Beach State assigned student email address). The email
address for students may be changed to “PR” for personal email address with permission of the
appropriate academic dean or their designee. Value can only be changed if no students have
registered for class.

Noncredit Classes:

Palm Beach State College added an additional field on panel 2 that controls the type of student
email address used on a class. The default email address for students in noncredit classes is “PR”
for personal email address. The email address for students may be changed to “IN” for
Institutional Email Address (Palm Beach State assigned student email address) with permission
of the appropriate academic dean or their designee. Value can only be changed if no students
have registered for class.
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