Validating the class schedule

Modes — there are two modes associated in CLSS: Design and Refine Mode.

e Design mode - all changes to the class schedule are held for a scheduling unit and validated at
one time by clicking the Validate button. Data only lives in CLSS.

e Refine mode - changes to sections are validated and sent through workflow as each section is
saved. Data transfers to PSoft.

“Validate” can be selected more than once to determine if errors, warnings or workflow messages might
require action prior to generating a workflow.

*Recommended to validate your sections often to verify that you have corrected any errors.
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All Red errors must be corrected before you can approve the courses and send them into workflow.

Sample below:

For the 64 rules below there are 7 failed rule errors. Select the = by each of the offending to
view the classes that need to be corrected. The classes with the same error are grouped together i.e.,
“Sections using Non-Standard Meeting Patterns” will all show here, etc. This will open up a new window
for each error type that you are reviewing. Make your changes to the classes in the new window and

close.

| Validating Scheduling Unit
Rule Validation Complete
Total: 64 Complete: 64 Passed: 57 Failed: 7 =

@ Sections Using Non-Standard Meeting Patte quire Comments

Section Numbers 01-59 - Reserved for San Bernardino ON Campus courses

Section Numbers C ved for San Bernarding ON Campus courses

Section Number is not 60-69 - Reserved for 5B Campus online sections

-
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Know the Rules

@ UO

Error Warning Workflow
Can'tSave Can Save, but Save for
proceed with caution Approval

Rules Definition:

Jdgeld- An error needs to be fixed before the class section class can be saved, The error description will
give reasons why and possible solutions to correct. Once corrected, save the section again.

— The section/scheduling unit can be saved, but caution should be taken before completing the
schedule. The warning description will give reasons for the warning. The Save As-Is Button will appear
and this is not a workflow error. No further approvals are needed for warnings.

A section/scheduling unit that may be saved but needs to go through an approval process
before it will be sent to PeopleSoft (i.e. scheduling outside of the standard time block). Design mode
will send all classes in workflow at the same time. In Refine mode, the start workflow button will appear
and the section will be sent individually (course by course).

Caution: do not “Start Workflow” or “Submit Now” until ready to submit the schedule. and
\WWelg§ilelY validation messages will allow the scheduler to proceed with selecting “Start Workflow”

Changes in Refine Mode are real time to PSoft unless a workflow has been generated that requires
approval.

After all m have been corrected:

Select “Validate” again and receive another “Start Workflow” (if approval are needed) or “Sumit Now”
(no approvals needed) button.

Select “Start Workflow” or “Submit Now” button and this will push your classes onto either the approval
process, if there are any, or into Peoplesoft, if there are no classes that need approval.

do not need approval and are informational only.



See two examples below:

“Submit now” will send courses directly to Academic Scheduling for approval before sending to
PeopleSoft. No further approvals are needed for these sections.

Validating Scheduling Unit

Rule Validation Complete
Total: 64 Complete: 64 Passed: 61 Failed: 3 =

Sections with OL Instruction Mode without Note 89
Sections with OL Instruction Mode recommend note number 89

e Sections with OL Instructional Method without Corresponding Note 2

Section Numbers 01-59 - Reserved for San Bernardino ON Campus courses
Section Numbers 01-59 - Reserved for San Bernardino ON Campus courses
* *Section Number is 01-59, Instructional Method is not RTO,TR, or OC =

Section Number is not 60-69 - Reserved for SB Campus online sections
Section Number is not 60-69 - Reserved for SB Campus online sections .

® *Section Number is not 60-69 - Section is San Bernardino OFF campus courses [

& Export X Close ' + Submit Now

“Start Workflow” indicates that there are sections that need to be approved, i.e. class sections outside
of the standard time block.
Validating Scheduling Unit 9 X
Rule Validation Complete
Total: 62 Complete: 62 Passed: 58 Failed: 4

@ 33, Workflow: All Design Mode scheduling units go to workflow for review and approval by Academic
Scheduling.

1. Workflow: All Design Mode scheduling unitg go to workflow for review and approval by Academic Scheduling.

* All Sections - Validation [2

O standard Meeting Pattern
Standard Meeting Pattern require approval

* Show noncompliant sections [

Section Numbers 01-59 - Reserved for San Bernardino ON Campus courses
Section Numbers 01-59 - Reserved for San Bernardino ON Campus courses
« *Section Number is 01-59, Instructional Method is not BTO,TR, or OC 2

Section Number is not 60-69 - Reserved for SB Campus online sections
Section Number is not 60-69 - Reserved for SB Campus online sections

» *Secrion Number is not 60-69 - Section is San Bernardino online section =
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APPROVAL of CLSS Courses

Approving the the class schedule unit

Once you find your role, there are different items that are shown that are awaiting your review. You can
Edit Rollback (to person prior w reason/comment required) or Approve.

The course(s) will go through several approvals, If the course is at the last approval it goes onto
Academic Scheduling for final approval and then Peoplesoft. Otherwise it will go onto the next approver
in the process.
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Refine mode approvals

Each course that requires approval is sent individually. The courses will show all exceptions (section by
section) with all changes that were made (red and green markup)



view Changes By
ACC 2301-001 ACC IN ORG & SO B In Workflow

Rules Triggered

PAGE REVIEW g,

* Standard M

Section Information

Instance: 201810 - Fall 2017

Course: ALK CRN:
Title/Topic: Session
Section # 00 Campus
Credit Hrs: 3 Inst. Method
Status: Integ. Pariner: (None Assigned) {Defauh

Schedule Print: Consent: (None Assigned) {Defatt- Walue)

Section Type: Lecture Grade Mode: Student Choice tErefamit-vate)
Link To: Not linked sections Cross-list With

Section Attributes Course Attributes
Instructor Schedule

Krylova, Lyudmyta - Primary - 100% Pattern Room

M Sam-1pm W Barre-8:50arm e {Cas: 3

Enroliment 135 current, 130 prior Section Text

Maximum: Projected: Wait Cap: Long Text

135 0 0 URSE ($15 ) Are you,




