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Room & Course Scheduling (RCS) – Business Process Guides (BPGs

	Module:
	Student Records

	Business Process Name:
	How to manage Instructors for Meeting Pattern Tab

	Created By:
	Karina Valdez

	Creation Date:
	5/15/2018


Business Process Summary:
Please be aware that this BPG is only to manage the “Instructors for Meeting Pattern” under the Meetings tab. This BPG does not review how to add a whole course. For more help, go to the Office of the Registrar, Schedule of Classes Resources.
Business Process Procedures:

	Step A
	Action— Adding Instructor Post Access

	1. 
	Navigate to the course in Course Catalog. UAccess Student> Administrative Staff>Navigator>Course Catalog>Course Catalog.  
Go through Course Catalog Checklist

· Check that is Active

· Check Catalog Data

Min & Max Units

· Repeat for Credit

· Allow Multiple in Term

· Cross listings

· Check Components

· Components (Required & Optional)

	2. 
	Navigate to the Schedule of Classes. UAccess Student> Administrative Staff>Navigator>Schedule of Classes>Schedule New Course, or if sections already exist use Maintain Schedule of Classes.

Go through Schedule of Classes checklist

	3. 
	Search by Term, Subject Area, and Catalog Nbr. 
Go to the Meetings tab: 

· Facility ID
· Standard Meeting Pattern

· Instructor
[image: image4.png][image: image1.png]Basic Data || Meetings || Enroliment Cniri || Reserve Cap || Notes |

Course ID: 038343 Course Offering Nor: 1
Academic Institution:  The Universty of Arizona
Term: Fall 2015 Undergrad
Sublect Area: LA Law
Catalog Nor: 4028 American Gommon Law System |
Find | ViewAl  First (4 20117 (* Last
1 Reguiar Academic Session  ClassNbr: 0
Component: Lecture Event ID:
1 units 200
Meeting Pattern Find|ViewAl  First (0 Tor1 ) Last
Facility ID Capacity Pat  Mig Start MigEnd M TW T F S § “StartEnd Date
Q Q 0000000 [P0 |5 [0ste 5
TopicID:L__|Q  Free Format
Topic:
J print Topic On Transcript Contact Hours
Instructors For Meeting Pattern Personaiize | Find | View Al || B Fist (0 1011 @ Last
Assignment || workoas
Snstructor o Empt
n Name = Prnt  Access  Contact  ETP!  obCode
Q. 1Pilnsv] @ o
Academic Shift Personaiize | Find |20 B Fist (0 101
‘Academic shift
Q

Save |[G Retumto Search | [{] Previous in List_| [4] Nextin List | (] Notiy |







	4. 
	In Instructors for Meeting Pattern/ Under the Assignments Tab,
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Under Assignments Tab:

· ID: Enter ID for the individual teaching or person involved with the section. If you don’t have their employee ID in hand, you can also enter their last name or first name if you click on the magnifying glass. 

· Instructor Role: Once the Instructors name is listed, enter the Instructor Role which fits the individual selected. Those options are; 1-Instructor, 2- Sec Instructor, 3- TA and 4- Department Admin.

· Print: Click Print if you want to have the individuals name print in the Schedule of Classes.

· Access: Lastly, you must enter Access. One individual must always have “Post” for the section. This type of access allows grades to be officially posted for the students. If “Grade” access is given, this only allows a person to place a grade in the instructor center for students but not post them officially. 
Under the Workload Tab:
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· Assign Type: Enter Assign Type, this should always match the component of the section. The component can be found in the Basic Data Tab, Meeting Tab or Enrollment Tab.

· Load Factor: However, if the individual selected is not sharing any workload for the section, then select “Not Included”. 
· Work Load: Enter Load Factor and Work Load it should not exceed 100% for the section). If there are multiple instructors, the workload for all instructors must total 100%.


	5. 
	Save & Done!
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