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Course Catalog: Create a new course

Step 1: Navigate to: Curriculum Management> Course Catalog> Course

Catalog

Step 2: Go to the Add a New Value tab. Leave the Course ID:000000 and

click the Add button

T‘ NUEERTSIS = Al v |Searn

Venu =]
Course Catalog a
Browse Catalog
Course Catalog
HESA Module Details

HESA Dummy Module
Details

Frint Course Catalog
Course Equivalencies
Catalog Summary
Course Catalog Search

Course Catalog

FEind an Existing Value Add a New Value

Course |D 000000

Schedule of Classes Add
Rall Curriculum Data

Step 3: Go to the Offerings tab

. Aovances Search

- Fillin Academic Group, Subject Area, Campus, Academic Career,

and Course Approval.

- Update Allow Course to be Scheduled, Catalog Print, Print Instructor
in Schedule, Schedule Print and Schedule Term Roll as appropriate.

Catalog Data Offerings Components GL Interface

Course |D: 000000

T 7 R “ B

Effective Date: 0171162015
Description:

Status: Active

Course Offering
*Courge Offering Nbr
*Academic Institution NYUNV (O New York University
*Academic Group |GB Q
*Subject Area ACCT-GE |
Campus WS Q
*Academic Organization GEACCT Q

Stern Schl of Business GR
Accounting

‘Washington Square
Accounting, Taxation and Busin

*Academic Career BUSN | Stern Schl Business-Grad Div

Course Typically Offered v
Tuition Group aQ,
Dynamic Class Date Rule a

Allow OEE Enrollment

W 1of1 U

*Catalog Nbr: 1234 ACCT-GB (# =]

*Course Approved: |Approved ¥
Approval Date [&

Allow Course to be Scheduled: ¢

Exam Only Course:

#| Catalog Print
#| Print Instructer in Schedule
#| Schedule Print
¥ Schedule Term Roll
Use Blind Grading
GL Interface Required
Split Ownership

Course Academic ltem



- If this course shares the same requisites as other courses, click on
the magnifying glass to select the appropriate requirement group.
Otherwise, a new Enrollment Requirement group will need to be
created.

Enrollment Requiremant Group

Requirement Group 037357 |Q MBA & ACCT-GE 3304 ACCT-GB Ditail

Long Desgcription Prerequisite: MBA student and ACCT-GB 3304
Mot open to students with more than 24 ACCT-GB units.

Step 4: Go to the Catalog Data tab
- The Effective Date will automatically populate as the current date.
Use the First Term Active field to update to the appropriate effective
date for the term start. Note: the course must be active on or before
the term begin date to be scheduled in that term.

Catalog Data || Offerings || Components | GL Interface

Course ID 000000

Y 117 B S

First Term Active[1156 | Q  Summer 2013 ¥ [=]
*Effective Date[05/02/2018 [ *Status| Active Ll Course Offering 10f1
*Description Test Stern Fun ACCT-GB 1234

Long Course Title| Test Stern Fun With Training Guides
e

is the best class ever that covers everything you want to know about the course \‘-/-
og

Long Description | This
catalog|

e

- Once you fill in Minimum Units, all of the other fields will
auto-populate. If it's a variable unit course change the maximum unit

values
- Course Grading: select the appropriate Grading Basis from the drop

down menu
Grading
EETE Description Notes
GB Graded Grad Stern Graded These grades are included in the GPA

Grad Stern Graded No
GB No GPA GPA Letter grades not included in the GPA.
GB P/F Opt Grad Stern Pass/Fail Pass/Falil, Fail is included in the GPA
Executive MBA grades, no included in

GB P/F Exe Grad Stern Pass/Fail Exec | GPA




Course Units/Hours/Count

Minimum Units|  3.00
Maximum Units|  3.00
Academic Progress Units 3.00

Financial Aid Progress Units 3.00

Last Course of Mult Term Seq

*Enroliment Unit Load Calc Type Actual Units v

Course Count| 1.00)

Course Contact Hours 0.00

*Grading Basis GB Gradsd

Graded Component:

Course Grading

v v

*Grade Roster Print Component

If a course can be repeated for credit, check the repeat for credit box
to make the other fields available to be updated.
You will also need to enter the total units allowed and the total

completions allowed.

- The total units will default to the number of units the course is
worth and the total completions defaults to 1. Be sure that the
total units and total completions complement each other; for
example, if a student can take a 4 unit class 3 times, the total
units allowed should be set to 12.

If you selected Repeat for Credit, you can then elect to select the
Allow Multiple Enroll in Term checkbox if students are permitted to
enroll in this course more than once in a given term.

Repeat for Credit Rules
¥| Repeat for Credit

Allow Multiple Enroll in Term

Total Units Allowed 3.00

Total Completions Allowed 1

For the Additional Course Information section, select the appropriate
values from the drop down menus if it is something other than the

defaults.

Additional Course Information

*Instructor Edit/ Mo Enrcliment Choice r

*pdd Consent/ Mo Spetial Consent Required hd *Drop Consent| Mo Spetial Consent Required v
Requirement Designation Q
Equivalent Course Group Q

Use the magnifying glass icon to search for the appropriate Course
Attribute. All Grad Stern attributes start with ‘b’. Then use the
magnifying glass to select the appropriate Course Attribute Value.
Insert additional rows using the + button as needed.



Course Atiributes =

W 1of1 W
::tf::::: Description *Course Attribute Value  Description
BSPL |Qy Grad Business Specialization BACT aQ, Accounting # | =

Override Topic Link ID

- Ifitis a topics course, populate Course Topics.
- To add more topics, use the + button to insert more rows. Each
of the three description fields are required; however, once you
populate the Description field, upon saving the page the short
and formal descriptions will populate.
- Note that you have the option of editing the short and formal
descriptions. When a course is scheduled, the topics entered
here will become available to end users as a lookup selection.

e @ s v

Description || Repeat For Credit | [&59)

*Course

Topic ID *Description *5hort Description  *Formal Description I'I'Ec.\pic Nk
1 Fun with videos Mideo Stern Fun with Training Guides: Fun w ﬂ ;l
2| |Depariment Enroliment DEPTENR Stern Fun with Training Guides: Depar [+] [=]
[E save ||=] Notify % add | 2] Update/Display %1 Include History  ||[7 Comrect History

Step 5: Go to the Components tab
- Fill in Course Component and Final Exam
- Optional: update the Default Section Size if needed

- If Yes for final exam, update the Exam Seat Spacing as
needed.

Cataleg Data Oifferings Components. GL Interface

Course ID 000000

(Course Offering 10f1
Effective Date 05/02/2015 Status Active

ACCT-GB 1224
Description Test Stern Fun

(Course Component

W 10of1 U
*Course Comp nt| Lecture v | Auto Create ﬂ j
Instructor Contact Hours #| Graded Component
Default Section Size| 30 ¢ Primary Component
Workload Hours Optional Compenent

Generate Class Mtg Attendance
OEE Workload Hours

*Final Exam|Yes hd
Exam Seat Spacing| 1 addliee
Provider for Authentication | v
LMS Extract File Type| Al

Step 6: Click the Save button
- A Course ID number will be automatically generated



Update an Existing Course

Step 1: Navigate to: Curriculum Management> Course Catalog> Course
Catalog

Step 2: Fill in the appropriate fields and click Search

Course Catalog

Enter any information you have and click Search. Leave fislds blank for a list of all valuss.

Find an Existing Value Add a Mew Value
w Search Criteria

Academic Insfitution|=_¥ MY UMY aQ,
Subject Areal= ¥ BCCT-GB
Catalog Mbrl begins with ¥
Campus| begins with ¥
Course ID| begins with ¥
Description| begins with ¥
#! Include History Correct History Case Sensitive

@
Search Clear | Basic Search 2 Save Search Criteria

Step 3: Select the appropriate course, then click the + button

Catalog Data Diferings Components GL Interface

Course D 203451

*Effective Date 02/01/2018 |[i *Status| Active Ll Course Offering 10f1
*Description ENTERTAINMENT LAW ACCT-GE 2120

Long Course Title| ENTERTAINMEMNT LAW
P

Long Description | This course focuses on the enteriainment aspects of mass media. Major topics include R‘f'
the limits of a free press and the balance between the right to publish and the right to
privacy, torts, and other laws

4 L

Step 4: Enter the First Term Active (the first term you want the change to
become effective)



- Effective Date will auto-populate based on the selected term

Catalog Data Differings Components GL Interface

Course ID 203451

First Term Active[1184 QU spring 2013 el
*Effective Date[1212/2017 |5 *Status| Active Ll Course Offering 1of1
*Description ENTERTAINMENT LAW ACCT-GB 2120

Long Course Title| ENTERTAINMEMNT LAW
A

Long Description | This course focuses on the entertainment aspects of mass media. Major topics include \_‘-‘
the limits of a free press and the balance between the right to publish and the right to
privacy, torts, and other laws

e

Step 5: Make the appropriate updates and save

Step 6: Proceed to Course Roll instructions if the course you changed has
already been scheduled for the effective term or later

Course Roll

***You only need to do this if the course you changed has already been
scheduled for the effective term or later
- Not every field on the Course Catalog can be updated via Course
Roll.
- Additional changes, ie Course Units, must be changed on the Adjust
Class Associations page.

Step 1: Navigate to: Curriculum Management> Roll Curriculum Data
Forward> Course Roll



Step 2: Fill in the necessary fields to find the course and click Search

Course Roll

Enter any information you have and click Search. Leave fiskds blank for a list of all values.

Find an Existing Value

w Search Criteria

Academic Institution@
Term@

Subject Area@
Catalog Nbr| begins with ¥ |2303]

1154

MY UNY

ACCT-GB

Je¥Fe)

demic Career = LA

v

Campus| begins with ¥ |
Description| begins with ¥ |
Course ID

Courss Offering Mbr[=_____ 7|
Academic Organization| begins with ¥ |

) Case Sensitive

J-¥e

| Seach || Clear |Basic Search & Save Search Criteria

Step 3: Click the Course Roll button

Course Roll
BEFORE
Course ID 100553 FINAMCIAL STATEMENT Status  Active
Institution NYUNY Mew York University Eff Date 12/19/2017
Term 1134 2013 Spr Term Begin Date:  01/02/2015
Subject Area ACCT-GB  Accounting Career BUSM Stern-Grad
Catalog Nbr 2303 Acad Group GB Stern -Grd |Ml
Class Sections | = 3 130f3 U
Institution Career Term Session g:l?:m'c Class Nbr Subject Catalog Section Description
NYUMY  BUSN 11834 DFT GB 22120 ACCT-GB 2303 20 FINANCLAL STATEMENT AMAL
WYUMNY BUSN 1184 EFT GB 22121 ACCT-GBE 2303 30 FINANCIAL STATEMENT AMAL
NYUMY  BUSN 11834 EFT GB 22122 ACCT-GB 2303 a9 FINANCIAL STATEMENT AMAL
[F Save | [ Retumn to Search || =] Notify
Course Roll
Courge ID 100553 FINAMCLAL STATEMENT Status Active AFTER
Institution Ny LNY Mew York University Eff Date 12/19/2017
Term 1134 2013 Spr Term Begin Date:  01/02/2013
Subject Area ACCT-GB Accounting Career BUSN Stern-Grad
Catalog Mbr 2303 Acad Group GB Stern -Grd
Class Sections B B ¥ 13073 O
Institution Career Term Session écr:l?:mie Class Nbr Subject Catalog Section Description
NYUNW BUSN 1154 DFT GB 22120 ACCT-GB 2303 20 FINAMCIAL STATEMENT
NYUNW BUSN 1184 EFT GB 22121 ACCT-GB 2303 30 FINANCIAL STATEMENT
NYUNW BUSN 1154 EFT GB 22122 ACCT-GB 2303 95 FINAMCIAL STATEMENT
[Fl5ave ||[EM Return to Search  ||[=] Mofify

Step 4: Click Save



Step 5: Proceed to Class Roll instructions if students had enrolled in the
course prior to the change

Class Roll

***You only need to do this if students had enrolled in the course prior to
the change.

Step 1: Navigate to: Curriculum Management> Schedule of Classes>
Adjust Class Associations

Step 2: Fill in the necessary fields to find the course you updated

Adjust Class Associations

Enter any information you have and click Search. Lesve fislds blank for a list of all values.

Find an Existing Value

w Search Criteria

Academic Insfitution| = MY UNY Q,
Term| = ¥ 1154 3,
Subject Areal= ¥ ACCT-GB Q
Cataleg Mbr begins with ¥ || 2303
Academic Carssr = v Stern Schl Business-Grad Div v
Session| = T T
Course 1D begins with ¥ Q
Course Cffering Nbr = ¥ Q
Description| begins with ¥
Case Sensitive
e = ) o = s
Search Clear | Bagic Search & Save Search Criteria

Step 3: Select the appropriate session (if there is more than one)

= )
Search Clear Basic Search 2 Save Search Criteria

Search Results

View All First &/ 1202 ‘& Last
Academic Insfitution Term Subject Area Catalog Nbr Academic Career Session Course ID Course Offering Nbr Description
NYUNV 1184 ACCT-GB 2303 Stern-Grad GE Day FT 100553 1 FINANCIAL STATEMENT

NYUNV 1184 ACCT-GB 2303 Stern-Grad GB Eve FT 100553 1 FINANCIAL STATEMENT



Step 4: When you make changes and then “tab out” of the field, you will get

the message below if students are enrolled in the course:

- Click “OK.” To update the grading basis, you will need to navigate to

the “class components” tab. Update as necessary and click “Save”.

Class Associations

Associated Class 2
Minimum Un'rts Maximum Units
Acadamic Drooreee Lnite LS Ef llnite 150

Message

Warning - Students are Enrolled / \Wait Listed in class sections belonging to this Class Association. (14610,12)

Changing this data will not change the data for students already enrolled/\WVait Listed in sections in this association.

(o |t re] |

Class Associations | Class Components | Class Requisites

Step 5: Click the Class Roll button

Class Associations Class Components Class Requisites

Course ID 100553 Course Offering Nbr 1
Academic Institution  New York University
Term Spring 2018 Stern-Grad
Subject Area ACCT-GB Accounting
_Calalog Nbr 2303 FINAMCIAL STATEMENT Class Roll
Session EFT GB Evening Full Term
Class Associations W 10f2 W
Associated Class 2
Minimum Units 1.50) Maximum Units 3.00
Academic Progress Units 1.50 FA Units. 1.50
Course Count| 1.00 Course Contact Hours | 43.20
Billing Factor| 1.000 *Instructor Edit| No Enroliment Choice v
Tuition Group &}

! Use Blind Grading

Save ||[@h ReturntoSearch ||4F PreviousinList | 5 Mextin List  |[Z] Motify

Class Associations | Class Components | Class Requisites

10



Step 6: Copy the Enroliment Request ID and click OK

| class Associations || Class Components || Class Requisites |

Course ID 100553 Course Offering Nbr 1
Academic Institution New York University
Term Spring 2018 Stern-Grad
Subject Area ACCT-GB Accounting
Catalog Nbr 2303 FINANCIAL STATEMENT | Class Roll |
Session EFT GB Evening Full Term
Class Associations B} 1012 0

Associated Class 2
Minimum Units 1.5 Maximum Units 3.0

Ad Message

Enroliment Request 00277101281 has been generated. Go to the Block Enroliment page to process the reguest.
(14600,416)

Student enroliment transactions rolling from the Class Table have been generated. To process the transactions, go to
the Block Enraliment page and initiate the request.

e @

Class Associations |

Step 7: Navigate to: Records and Enroliment> Enroll Students> Block
Enroliment> Block Enroll Merge

Step 8: Paste or enter the Enroliment Request ID then click Search

Block Enroll Merge

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
w Search Criteria

Enroliment Request ID| begins with v (0027710181 Q,
|10 begins with v
Academic Career| = v v
Academic Institution| begins with ¥

felyel

Term| begins with v
Class Nbr| = v
User 0| begins with v
Campus ID| begins with v
Mational ID | begins with v
Last Name| begins with v
First Name | begins with v

I/ Case Sensitive

il
Search Clear | Basic Search [27 Save Search Criteria

11



Step 9: Click the Submit button

Block Enroll Merge Block Enroll Detail Block Enrl Detaill Block Enrl Detail2

Enroliment Request ID 0027710181 Request Status  Pending
Merge Blocks

Academic Institution NYUNV New York University
Student Block
Detail / Create
Class Block

Detail / Create

Filtering Criteria

Academic Career &} Retieve
Term Q,
Class Nbr &} Detail Status M
D Q,
[§l save ||[@r Returnto Search 4= MextinlList ||[=] Motify ||« Refresh =y Add

Block Enroll Merge | Block Enroll Detail | Block Enrl Detaili | Block Enrl Detail2

Step 10: If the Request Status is anything other than Success, use the

Filtering Criteria to retrieve the Enroliment Requests that were not
successful.

Block Enroll Merge Block Enroll Detail Block Enrl Detail1 Block Enrl Detail2
Enrcliment RequestID 0027710181 Request Status  Suc

CCess
Merge Blocks

Academic Institution NYUNV New York University

Student Block
Detail / Create
Class Block

Detail / Create

Filtering Criteria

Academic Career a, Retrieve
Term &}
Class Nbr Q Detail Status T
ID Q
[§]save ||[@ Return to Search 45| MextinList ||[=] Notify || Refresh S Add

Block Enroll Merge | Block Enroll Detail | Block Enrl Detaild | Block Enr Detail2

12



Class Search

Step 1: Navigate to: NYU Modifications> NYU Student Records> Course
Search

Course Search Help
2015-2016 2016-2017 2017-2018
Search through:
Subject, Catalog Number,Title Course Description
& Instructor Names (may take a while to process)

Search Search

¥ Academic College

¥ School

¥ Terms Offered
Uncheck all boxes for all terms

nces Po Courses (SCIP) University of Ghana Courses (UNGHG)

¥ Center for Urban Science and Progress

Ctr for Urban Sci and Progres:

Fall 2017

Tl o o January 2018

ollege of Arts and Science Spring 2018
Advanced Honors Seminars (AHSEM-UA) Africana Studies - Social and b Sessi

. . ~ _ Cultural Analysis (SCA-UA_1) ession
American Studies - Social and
Cultural Analysis (SCA-UA_2) Animal Studies (ANST-UA) ¥ Class Units
Antnropalogy (ANTH-UA) Art History (ARTH-UA) ¥ Academic Career
Asian/Pacific/American Studies
- Social and Cultural Analysis (SC Biology (BIOL-UA) ¥ Component
CAS Scholars Program (SCHOL-UA) Chemistry (CHEM-UA) ¥ Instruction Mode
ChilciAdoles Mental Hith Sids (CAMHS-UA) Child/Adeles Mental Hith Stds (CAMS-UA) ¥ Course Location/Study Away Site
Classics (CLASS-UA)

) . Callege Core Curriculum (CORE-UA)
Collegiate Seminar Program (COSEM-UA)
Computer Science (CSCI-UA) Camparative Literature (COLIT-LIA)

Step 2: Select the Academic Year, School, Term, and Academic Career to
find Graduate Stern courses.
- Other available filters are session, class units, component, and
instruction mode.

Course Search Help
2015-2016 2016-2017 2017-2018
Search through:
Subject, Catalog Number,Title Course Description
& Instructor Names (may take a while to process)

Search Search

¥ Leonard N. Stern School of Business ¥ School

Leonard M. Stern School of Business

Accounting (ACCT-GB) Business & Society (BSPA-GB)
Consortium Courses (CONS-GB) Care Course (COR1-GB) * Terms Offered
Core Course, capsteone (COR2-GB) Economics (ECON-GB) Uncheck all boxas for all tarms

Finance (FINC Information Systems (INFO-GB) ¥ Fall 2017

IMaintenance (MAINT-GB) January 2018
Spring 2018

¥ Session

Interarea (INTA-G
gement (MGMT-GB)

MKTG-GEB)

Operations Management (OPMG-GB)

¥ Class Units

Stern Schl Business-Grad Div

* Component

¥ Instruction Mode

¥ OpeniClosedMWait List Classes

¥ Course Location/Study Away Site




Step 3: Select a subject, then expand a class to view the details, including

Class Status and Notes

Course Search Help
2015-2016 2016-2017 2017-2018
Search through:
Subject, Catalog Number,Title Course Description
& Instructor Names (may take a while to process) Retum to browss by subjsct

Search Search

1 - 2 results for: STAT-GB | Total Class Count: 2

¥ School

STAT-GB 2308 APPL STOCHASTIC PROC FINC
APPL STOCHASTIC PROC FINC

Leonard N. Stern School of Business

¥ Terms Offered

Leonard N. Stern School of Business
Uncheck all boxes for all terms

¥ Click here to learn more: | Term/s Filter: Fall 2017

I Fall 2017
Fall 2017 January 2018
. i Spring 2018
STAT-GB 2308 | 3 units | Class#: 21185 | Session: EFT 0%/26/2017 - 12/19/2017 | Section: 10 5
Requires Department Consent ¥ Session

¥ Class Units

Class Status: Open | Grading: Grad Stern Graded | Instruction Mode: In-Perscn
Course Location: Washington Square | Component; Lecture

09/26/2017 - 1211972017 Tue 6.00 PM - 9.00 PM at KMEC 5-00 with Lakner, Peter
Notes: PREREC: COR1-GB.1305

Stern Schl Business-Grad Div

Leonard N. Stern School of Business

¥ Click here to learn more: | Term/s Filter: Fall 2017

¥ Time Offered

Enrollment Appointments

Create a New Enrollment Appointment

Step 1: Navigate to: Records and Enrollments> Term Processing>
Appointments> Student Appointment Block

Step 2: Search for the BUSN Academic Career

Student Appointment Block

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

Find an Existing Value
w Search Criteria

Academic Institution | begins with v |[NYUNY Q
Academic Career| begins with v |BUSN &}
Description | begins with v
Short Description| begins with v

Case Sensitive

il
Search Clear Basic Search 2 Save Search Criteria

} Component
STAT-GB 3301 INTRO THEORY PROBABILITY
¥ Instruction Mode
INTRO THECRY PROBABILITY
¥ Open/Closed/Wait List Classes
¥ Course Location/Study Away Site

} Days Offered

14



Step 3: Insert a new row by clicking on the + button

Student Appointment Block || Processing Priorities

Academic Institution NYUNV New York University

Academic Career BUSN Stern Schl Business-Grad Div
Student Appointment Block DAY 1

*Description Day 1, Add/Drop

) Use Custom Selection

Step 4: Enter a name/code for the Student Appointment Block, Description,
and click Use Custom Selection. Then click Save.

Student Appointment Block || Processing Priorities

Academic Institution NYLUMNY Mew York University
Academic Career BUSN Stern Schl Business-Grad Div
o Ve Fm L
*Student Appointment Block SFUN [+ [=]

*Description [More Stern Fun

1#| Use Custom Selection

=D Display Name

Q [+ [=]

Save ||[@h Returnto Search ||[Z] Motify

Student Appointment Block | Processing Priorities

Step 5: Navigate to: NYU Modifications> NYU Student Records> Load
Students into Appt Blocks

Step 6: Go to the Add a new value tab (or find an existing if already set up)

Load Students into Appt Block

Find an Existing Value Add a New Value

Run Control 1D/SFUN|

Add

15



Step 7: Enter Academic Career and the Student Appointment Block
Appointment Block Load

Run Control ID SFUM Repart Manager Process Monitar Run

Required Parameters

*Academic Career: BUSN |Q

*Student Appointment Block: SFUN Q

Step 7: Population Selection
- If you select external file, it needs to be a .csv and the first column
must be emplid with no header

Population Selection

¥| Population Selection

Selection Tool | External File v
Attached File UY_Spring_2018_PERC_20180105 csv Upload File Delete File View File
File Mapping (STONT_BLOKS Q  Edit Fils Mapping Praview Selection Results

- If you select PS Query, use the magnifying glass to select the
appropriate query

Population Selection

#| Population Selection

Selection Tool | PS Query v

S [ 0
Query Name |NYLL_SR_CSCI 0.8 Q Launch Query Manager Preview Selection Results

[E) save ||[=] Motify £+ Add #7 Update/Display

Step 8: Click Run, then click OK, and then click Process Monitor

Appointment Block Load

Run Control ID SFUN Report Manager Process Maonitor

Process Instance: 14401549

16



Step 9: Click Refresh until the Run Status= Success and Distribution

Status= posted. Then click the Details link.

View Log/Trace
ReportID 10409159 Process Instance 14401540 Message Log
Name NYU_APFT_BLK Process Type Application Engine

Run Status  Success

NYU_APPT_BLK

Distribution Details

Distribution Node  ps-hitps Expiration Date ~ 03/18/2018
File List
Name File Size (bytes) Datetime Created
AE_MNYU_APPT_BLK_14401548 log 220 01/17/2018 8:55:31.784248AM EST
Student Appointment Block 1T 40 B-EE-T4 TRATAD AN T
Insert_ ERRORS fxt 4 315 D1/17/2018 8:55:31.784248AM EST
Student Appointment Block T8 G-EE-4 oA AS -
Insert_SUCCESS et 243 01/17/2018 8:55:31.784248AM EST
Distribute To
Distribution ID Type *=Distribution 1D
User ms10172

Return

Step 10: View the success file and the error file

————— Student Appointment Block Insert —-————-
————— ERROR Report ————=

LA RS R RS AR AL SR SRS EEEE SRR EEMESEELESEEEEE RS EEERREE R RS

————— Run control parameters: -—————
Caresr: BUSN | Appointment Block: SFUN

R R L R Rl R L R g R

————— Bun controcl paramsters: —————
Career: BUEN | Apr_:!:lrLLmurlL Block: EFUN

Carear: BUSN | Student: 1001%%05 | Name: Deminie V. N-id: - EUCCESS.
Career: BUSN | Student: | Hame: ;Shante L. | N-id: - SUCCESS.
Career: BUSHN | Student: | Hame: +Ilkhalid | W-id: - BUCCESS.
Career: BUSN | Student: | Hame: sChristina T. M-id: SUCCESS.
Career; BUSN | Student: | Hams; i,Alan A. | N-id: = SUCCESS.
Caraar: BUSN | Studant: 10051941 | Hama: yKiachua | N-id: | = SOCCESS.

Caresar: USH | Student: 10052287 | Hame: Young | H-id: SUCCESS.

The number of students in the success file should match the number
of students in the file or query you used.

17



Step 11: Return to the Student Appointment Block to validate (Records and
Enrolliments> Term Processing> Appointments> Student Appointment
Block)

*Continue to Appointment Table

Student Appointment Block Processing Pniontes

Aeademic Institution NYLINY MNew York Linreersity

Academic Career BLISHN Stern Schl Business-Grad Div
Student Appointment Block SHUM
“Description More Stern Fun

¥ Use Custom Selection

| )R D 1-595 of 595
I Dizplay Naime
u | Daominic W .
Q, Shante L LHE
Q Ihiahd + -

Find an Existing Enroliment Appointment

Step 1: Navigate to: Records and Enroliments> Term Processing>
Appointments> Student Appointment Block

Step 2: Check the Use Custom Selection box and upload a file or use ps

query
- Once the process is run, any students previously in the block will be

removed and replaced with the new students from the file or query.
Appointment Table

Step 1: Navigate to: Records and Enroliment> Term Processing>
Appointments> Appointment Table



Step 2: Fill in the appropriate fields and click Search

Appointment Table

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

Find an Existing Value

Academic Institution| = v NYUNY Q
Academic Career| begins with v |BUSN Q
Term | begins with v | 1184 Q

Description| begins with »

Short Description| begins with
Term Begin Date| = v =]

Case Sensitive
]

Search Clear | Basic Search & Save Search Criteria

Step 3: Determine which session will be the appointment control session.

For all other sessions, set the appointment control session.
- Display in Self Service Enroliment Appointments checkbox controls

when the student can see the appointment in Albert.
- 1 of 2 (First picture below): Session to which all appointments will be

assigned

Appointment Table Enrollment Appointments Walidation Appointments

Academic Institution NYUNY  MNaw York University
Academic Career BUSN  Stern Schl Business-Grad Div

Term 1184 Spring 2018

I B 1072 IC

Session Regular Academic Session
Appointment Control Session
Display in Self Service #| Enrollment Appointments

Validation Appointments

Session Dates

Session Beginning Date 01/23/2013 Session End Date 05/15/2018

First Date to Enroll 11/2272017 Last Date to Enroll

Open Enroliment Date 11/22/2017

[5] save ||[@h Return to Search =] Motify

Appointmant Table | Enralimant Appointments | Validation Appointments

19



2 of 2: shows how remaining sessions will be configured
*Note that Appointment Control Session is populated

Appointment Table || Enroliment Appointments || Validation Appointments

Academic Institution NYUNVY  New York University

Academic Career BUSN  Stern Schl Business-Grad Div

Term 1134 Spring 2018
1 AP 7 of 2 W4
Session S Special

Appointment Control Session | Regular Academic Session A

Display in Self Service #! Enroliment Appointments

I Validation Appointments

Step 4: Go to the Enrollment Appointments tab

For the Appointment Control Session: enter an appointment block
and a description

- You can create one block with three appointments (Day 1, 2, 3) OR
three blocks with one appointment each

Step 5: Use the + button to add appointments

- For each appointment, enter an Appointment Number, Start

Date/Time, End Date/Time, and the Number of Students per
Appointment. Then click Save.

Appointment Table Enroliment Appointments Validation Appointments

Academic Institution NYUNY  New York University

Academic Career BUSN Stern Schl Business-Grad Div

Spring 2018

| ) 1012 €

Session 1 Regular Academic Session

Appointment Blocks W 1of1

*Appointment Block DAY 1

Term 1124

*Description Day 1 of Enroliment

[+ [=]

} Create Appointments

Appointments

Appt Number of Number of
ngp Start Date Start Time End Date End Time Students per  Students
Appt Assigned
0001 017262018 |}_'i] 3.00AM 0272372018 E{J 1500 1DDE| |£| |:-|

Save ||[@h Returnto Search ||[=] Notify

Appeintment Table | Enroliment Appoiniments | Validation Appointments
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Assign Appointments to Students

Step 1: Navigate to: Records and Enroliment> Term Processing>
Appointments> Assign Appointments

Step 2: Enter an existing Run Control or Add a New Value

Assign Enrollment Appointment

Find an Existing Value Add a New Value

Run Control 1DSFUN|

Add

Find an Existing Value | Add a New Value

Step 3: Fill in Academic Institution, Academic Career, Term, Process Mode.

Step 4: Then select the Appointment Control Session from the Session
dropdown menu.

- Select the ‘Do not Allow Multiple Appts’ checkbox

Assign Appointments

Run Ceontrol ID SFUN Report Manager Process Monitor Run

*Academic Institution NYUNY |G
*Academic Career BUSN |G

Term 1134 |& gpring 2018
*Process Mode | Add Appointments v

New York University

Stern Schl Business-Grad Div

Create Communications

I D 10f1 G

*Session | Regular Academic Session v [+][=]

#| Do not Allow Multiple Appts.
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Step 5: Enter the Student Appointment Block
- Check the ‘Use Program Term/Session Limit

Step 6: Enter the Appointment Block, Appointment Number From, and
Appointment Number To.

- Insert additional rows as necessary. For example you could add Day
2 and Day 3 blocks to this run control.

| ¥ 10f1 G

*Student Appointment Block SFUN Q, More Stern Fun ﬂ j
Override Block Priorities
Priority Ranking 1 v
Priority Ranking 2 v
Priority Ranking 3 v

*Appointment Type | Enrollment. v
¥ Use Program Term/Session Limit

*Appointment Block DAY 1 Q, Day 1of Enraliment

Appointment Number From {0001 01/26/2018 &8:00AM  Find Appointment From
Appointment Number To 0001 Find Appointment To
[§ Save ||[=] Notify [Es Add || & Update/Display

Step 7: Click Run, then click OK, and then click Process Monitor

Step 8: Click Refresh until the Run Status= Success and Distribution
Status= posted. Click the Details link then View Log/Trace.

View Log/Trace

ReportID 10409172 Process Instance 14401552 Message Lag
Name SRAPPT Process Type SQR Report

Run Status Success

Assign Students Appointment
Distribution Details

Distribution Node  ps-https Expiration Date ~ 03/18/2018

Name File Size (bytes) Datetime Created

sQ PT_14401552.log 1,733 01/17/2018 1:36:55.392531PM EST
i 2,878 01/17/2018 1:36:55.392531PM EST
srappt_02.pdf 20,138 01/17/2018 1:36:55.392531PM EST
srappt_14401552.0ut 459 01/17/2018 1:36:55.392531PM EST
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Step 9: View the .pdf files and the .out file to determine if there were any
students that did not get appointments assigned

Peopledoft
Report ID: SRAFFT ASSIGN APPOINTMENTS Page No. 1
Run Date 01/17/2018
Run Time 13:36:41
Instituticon: New York University
ZAcademic Career: Stern Schl Business—Grad Div
Texrm: Spring 2018 Appointment Assignment Mode: Add Rppointments
Session: Regular Academic Session Do not Zllow Multiple Appointments for a Student in This Session
Student Block: SFUN Mcre Stern Fun Custom Student Selecticn
Zppointment Type: Enrollment Appointment
ZAppointments assigned to 585 students
No RAppointments found for Q students
Appointments exist for 0 students
PeopleSocft
Report ID: SRAPPT ASSIGN APPOINTMENTS Page No. 1
Run Date 01/17/2018
Run Time 13:36:41
Institution: New York University
Academic Career: Stern Schl Business—Grad Div
Term: Spring 2018 Zppointment Essignment Mode: Rdd Eppointments
Session: Regular RAcademic Session Do not Allow Multiple Appointments for a Student in This Sessicn
Student Block: SFUN More Stern Fun Custom Student Selecticn
Appointment Type: Enrollment Appointment
10015305 Appointment assigned: DRY1 0001 Deminie V. Casamento
10051941 Appointment assigned: DRY1 0001 ¥iachua Liu
10123325 Appointment assigned: DRY1 0001 Neville Commissariat
102326582 Appointment assigned: DRY1 0001 Susan B. Rornfeld
10377756 Appointment assigned: DRY1 0001 Joana Kung
10500751 Appointment assigned: DRY1 0001 Raymond F. Conger
10643845 Appointment assigned: DRY1 0001 Guido F. Ditteo
10726956 Appointment assigned: DRY1 0001 Engela M. Null

SRAPPT
Assign Appointments

Begin SEAPPT

Program Start: 17-JAN-2018 01:36:41.000000_PM
Add Appointments

Student Block: SFUN More Stern FunCustom Student Selection
Appointment Type: Enrcllment Appointment

Appointments assigned to 595 students

No Appointments found for 0 students

Appointments exist for 0 students

Program End: 17-JAN-2018 01:36:48.000000_FPM

End SRRPET
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View/Change a Student’s Enroliment Appointment (optional)

Step 1: Navigate to: Record and Enrollment> Term Processing>
Appointments> Student Enrollment Appointment

Step 2: Search for a student
- To change an existing appointment, change the Appt Nbr using the
Find Appointment link
- To add an appointment, click the + button

Student Enrollment Appointment

Jonathan N’ *
Academic Career Stern Schi Business-Grad Div New York University
Term Fall 2017
Session Limits ¥ 1ofe 0
Session 1 Reguiar Academic Session FH=

I/ Only Use Term Limits

! Override Maximum Units
Max Total Units Max No GPA Units
Max Audit Units Max Wait List Units

Max Total Courses

Enrollment Appointments ¥ 10f1 K

*Appt Block *Appt Nbr Start Date Start Time End Date End Time Find Appointment [#[=]

OPEN 0001 0412472017 9:00AM 0gr01/2017 11:59PM

Select Limits for Appointment

® Use Program Term/Session Limit

- Use Appointment Limit 1D Limit ID
-~ Set Maximum Units Max Total Units Max No GPA Units
Max Audit Units Max Wait List Units

Include Wait List in Total

alidation Appointments A 1071 W
*Appt Block *Appt Nbr Start Date Start Time End Date End Time Find Appointment =

Save ||[Gh Returnto Search ||4E PreviousinList |45 NextinList ||[=] Notify
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