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CHAPTER 1: Introduction to Installing the EMS Campus Planning
Interface (CPI)

This guide lists the steps you must take to install EMS Campus (formerly known as the EMS Campus Web
Client). EMS Campus is a web-based tool typically used by academic departments to review course
schedule data, communicate course changes to the registrar, and set course room preferences.

To install and configure EMS Academic Planning features, you will:

1. Install and configure the EMS Campus Planning Interface (a separate web-based application con-

trolled by settings in EMS Desktop Client).
a. Install and configure the EMS Campus Planning Web Service to manage communication

between the EMS Campus database and your organization's Student Information System (SIS).

b. Install the EMS Campus Auto Sync Service to enable EMS changes to courses to update your
organization's SIS.

2. Configure Academic Planning Features (primarily in the Academic Planning menu in EMS Desktop Cli-
ent).
Contact Customer Support
o Option 1 (Recommended): Search the Knowledge Base available at Accruent Access.

o Option 2: Submit a case directly via Accruent Access.

o Option 3: Email emssupport@accruent.com.

o Option 4: Phone (800) 288-4565.

H Important!
If you do not have a customer login, register here.
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CHAPTER 2: System Requirements and Prerequisites

This topicincludes the system requirements for the successful installation of EMS Desktop Client —
Academic Planning.

See Also: EMS 44.1 System Requirements.

EMS Database Server Requirements

Compatibility Level Version DB Compatibility
110 Microsoft SQL Server 2012 = 11.00.XXXX | 110

120 Microsoft SQL Server 2014 = 12.00.XXXX | 110 (avoid CL for 2014)
130 Microsoft SQL Server 2016 = 13.00.XXXX | 130

ﬂ Important!
2017 is not yet officially supported by EMS Software.

EMS Web Server Requirements

Operating System IS VERSION

Windows Server 2016 10.0
Windows Server 2012 8.0
Windows Server 2012 R2 8.5
Windows Server 2016

Prerequisites

Application Pool Running (2.0 or 4.0 depending on the EMS Software Application)

.NET Framework 4.6.1**

Minimum System Requirements

Processor: 2.0 GHz and 4 cores or faster
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Operating System IS VERSION

Memory: 8 GB or more**
Hard-Disk Space: 1 GB or more

*For up to 100 concurrent users. Increased specs required for 100+ concurrent users.

*Requires an update to Windows Management Framework to version 3.
**= varies per EMS Software Application

EMS Desktop Client Requirements

Operating System

Windows 7 (32-bit and 64-bit)
Windows 8 (32-bit and 64-bit)
Windows 8.1 (32-bit and 64-bit)
Windows 10 (32-bit and 64-bit)

.NET Framework 4.6.1

Accruent Confidential and Proprietary © 2019 Page | 3
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CHAPTER 3: Obtain the Latest Release of EMS Campus Planning

Interface
The latest release of the EMS Campus Planning Interface can be downloaded from the online Support
Center.
1. Loginto Accruent Access.
2. Click My Products.
3. Under EMS, click Downloads.
The downloads page opens in a new browser tab.
4. Inthe Software Downloads area, click the link for your version of software, for example, V44.1
Releases & Patches.
A new page opens listing the downloads available based on your license.
5. Download the EMS Campus Planning Interface (EMSCampusPlanninginterface.msi), which is

required for both first time installations and upgrades.
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CHAPTER 4: Install or Upgrade the EMS Campus Planning Inter-

face

H Note:
Before beginning the installation process, please install or upgrade your EMS databases
' as outlined in the Installation Guide for EMS Desktop Client.

1. Manually uninstall any previous versions of the EMS Campus Web Client/EMS Campus Planning Inter-
face on your web server.

2. Verify that the System Requirements and Prerequisites for EMS Campus have been met.
Download the EMSCampusPlanninginterface.msi file onto the web server that will be running EMS
Campus Planning Interface.

4. Run EMSCampusPlanninginterface.msi.

5. The first screen welcomes you to the Campus Planning Interface Setup Wizard. Click Next to begin the
installation process. The Destination Folder screen will appear.

‘_’éf-,! Campus Planning Interface Setup _ il | .

Destination Folder
Click Mext to install to the default folder or dick Change to choose another.

Install Campus Planning Interface to:

1(::1I,II'|Et|:Iub1l,'.f'.":I"."ul".'FDDf'I,CEmpIJSP|EII'|I'|iI'|gII'ItEFfEEE"I,

Back ][ Mext ] [ Cancel
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6. Select the destination folder. The installation process will create a new physical directory on your web
server based on the destination folder path entered (“Campus Planning Interface” in the example
above.) Click Next.

H Note: .

EMS Campus Planning Interface should not be installed in the same physical :

' directory as other EMS web-based products OR under a site running another '
version of EMS Campus Planning Interface.

7. TheSQL Server and database information screen will appear.

ﬁ Campus Planning Interface

S0QL Server and database information.

Please enter a 5QL Server and database name,

SOL Instance Mame:

Database Mame:

Back ][ Mext ] [ Cancel

8. Enter your SQL Instance (i.e. Server) Name.

9. Enter your Database Name (typically named “EMS”). Click Next.

Accruent Confidential and Proprietary © 2019 Page | 6
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10. The Virtual Directory information screen will appear.

ol

=
ﬁ Campus Planning Interface s
Virtual Directory information.
Flease enter a Virtual Directory name, ~
Virtual Directory Mame:
CampusPlanningInterface
Back ][ Mext ] [ Cancel

.

11. The Virtual Directory Name will default to the destination folder specified in Step 6. It is recommended
that you keep the default setting. The installation process will create a virtual directory on your web
server based on the virtual directory entered (“Campus Planning Interface” in the example above.)

Click Next.

‘ H Note:
EMS Campus Planning Interface should not be installed in the same virtual
directory as other EMS web-based products OR under a site running another
version of EMS Campus Planning Interface.
12. The Ready to install Campus Planning Interface screen will appear. Click Install to install EMS Campus
Planning Interface.
13. The Completed the Campus Planning Interface Setup Wizard screen will appear. Click Finish.
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CHAPTER 5: Start the EMS Campus Planning Interface a‘ ' mel I l

CHAPTER 5: Start the EMS Campus Planning Interface

Verify your EMS Campus Planning Interface installation by opening a browser and entering the EMS
Campus Planning Interface address:

http://[ServerName] /CampusPlanningInterface/ (replace
[ServerName] with the name of your web server)

The first time you launch the EMS Campus Planning Interface, it might take a few extra moments for the
website to display.

For information on how to use the EMS Campus Planning Interface, please refer to the EMS Desktop Client
User Guide (V44.1)

Contact Customer Support

If you encounter any issues, please contact Customer Support below.

o Option 1 (Recommended): Search the Knowledge Base available at Accruent Access.
o Option 2: Submit a case directly via Accruent Access.

o Option 3: Email emssupport@accruent.com.

o Option 4: Phone (800) 288-4565.

n Important!
If you do not have a customer login, register here. :
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accruent

CHAPTER 6: EMS Campus Web Service and White Paper Install-

ation Guide

This guide is intended for System Administration and IT users installing the EMS Campus Web Service. The
following topics are covered in this installation guide:

EMS Campus Web Service Hardware and Software Requirements

Introduction

Obtain the Latest EMS Campus Web Service Components

Install or Upgrade the EMS Campus Web Service

Configure EMS Campus Web Service

o

Data Models

Banner Views Data Model

CAMS Views Data Model

Colleague (Oracle or SQL) Views Data Model

Colleague Unidata Views Data Model

Jenzabar (CX - Informix) Views Data Model

Jenzabar (EX) Views Data Model

PeopleSoft Views Data Model

PowerCampus Views Data Model

e Web Service Overview

e Format for Tab-Delimited Files

Accruent Confidential and Proprietary © 2019
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CHAPTER 7: Introduction to EMS Campus Web Service

EMS Campus uses a web service to manage communication between the EMS Campus database and the
Student Information System (SIS). The web service reads courses and course-related data from the SIS
database. Then, once a schedule for a term is published, the web service updates course room assignments
in the SIS. This document provides an overview of the EMS Campus Web Service and outlines the
installation process.

n Important! ;
If you are upgrading from EMS Campus 2.x, a new version of the EMS Campus Web
: Service including the queries.xml and views.sql files might be required. Tab-delimited .

file format specifications might also have changed for the Courses.txt file. Please

contact your Client Services Consultant to evaluate and discuss any potential impacts

to your installation.

Course Data: Student Information Systems (SIS)

EMS integrates with most commercial and many custom SIS/ERP systems, saving your institution time and
eliminating data entry duplication. The optional EMS Campus Web Service provides bi-directional
integration so that course data and instructor information is pulled into EMS, and rooms assigned in EMS
are then written back to the SIS. With SIS integration, you can:

o Pull course and instructor information from the SIS to create multiple scheduling scenarios.
o Quickly publish selected scheduling scenarios for students and instructors to view.

o Allow departments to collaborate online for a paperless planning process.

o Easily identify all new data moved into EMS for review.

o Report on seat fill percentage, time block availability, utilization trends, and more.

Supported SIS

You can manually or automatically synchronize your campus-specific SIS data (Instructors, Course Types,
Subjects, and Terms) with EMS, using the following supported SIS.

e Ellucian's Banner

o Ellucian's Colleague on SQL or Oracle Platform

e Ellucian's PowerCampus

o Oracle's PeopleSoft
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e Jenzabar (CX - Informix)

o Jenzabar (EX)

H Note: .

Non-SIS customers can still streamline data entry by importing tab-delimited lists of :

] people/groups, rooms, resources, reservations, and (for EMS Campus), final exam '
schedules. See Also: Importing Files To Streamline Data Entry.

Contact Customer Support
o Option 1 (Recommended): Search the Knowledge Base available at Accruent Access.
o Option 2: Submit a case directly via Accruent Access.

o Option 3: Email emssupport@accruent.com.

o Option 4: Phone (800) 288-4565.

n Important!
If you do not have a customer login, register here. :

Accruent Confidential and Proprietary © 2019 Page | 11


https://access.accruent.com/
https://access.accruent.com/
mailto:emssupport@accruent.com
https://access.accruent.com/s/login/

CHAPTER 8: System Requirements and Prerequisites for EMS Campus Web Service a' ' mel I l

CHAPTER 8: System Requirements and Prerequisites for EMS

Campus Web Service

When installing the EMS Campus Web Service on a Windows Server, please review the EMS Web Server
Requirements and ensure that the requirements listed have been met.

Accruent Confidential and Proprietary © 2019 Page | 12
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CHAPTER 9: Obtain the Latest Version of EMS Campus Web Ser-

vice

‘ n Important!

EMS Cloud Customers must contact EMS Support or their Professional Services

. Consultant to obtain the files below. All other customers can obtain the files from the
Downloads area of Accruent Access. To view the Downloads area, log into Accruent
Access and click My Products > EMS Downloads (opens a new tab) >V44.1 Releases &
Patches (in Software Downloads area).

o EMSCampusWebService.msi—EMS Campus Web Service installation file.

o Views.sql—Script that will create EMS Campus specific views in your SIS that the EMS Campus Web
Service will use to query/update data.

o Queries.xml—SIS-specific configuration file used by the EMS Campus Web Service to connect to your
SIS.

Install the EMS Campus Views

H Note:
EMS Campus clients using the tab-delimited file option can skip to the System
' Requirements and Prerequisites for EMS Campus Web Service section.

1. Obtain the Views.sql file (required for new EMS Campus installations AND upgrades.)

2. Create an EMS Campus specific account (name and password are arbitrary) in the SIS database that
has been granted permissions to execute the EMS Campus views and has update privileges on the
table used to store course meeting information. This account will be used by the EMS Campus Web
Service to connect, query, and update your SIS via the views created by the Views.sql file.

H Note:
For a list of permissions by table for your particular SIS, please contact your
Professional Services Consultant.

3. Execute Views.sql against your SIS database.
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ﬂ Note: .
Depending on your database management system, you might need to execute :
the Views.sql file using the account created in Step 2. :

4. Complete the following additional steps based on your SIS Database Management System.

Microsoft SQL Server

No further steps are required.

Oracle

’

1. Install the Oracle Client (version 11.1.x or 11.2.x) on your web server. Choose the ‘Administrator
installation type option.

2. Using the Oracle Net Manager, create a TNSNAMES.ora file.
3. Verify that the PATH Environment Variable references the location of your TNSNAMES.ora file.
4. Create a TNS_ADMIN Environment Variable to point to the location of your TNSNAMES.ora file.

5. Grant to the Authenticated Users group Read + Execute privileges on your main Oracle directory.
Make sure that permissions are propagated to all child objects.

6. Rebootyour web server.
7. Launch SQL Plus and log-in.
8. Execute the following statement to verify connectivity to your Oracle-EMS buildings view.

9. Select * from ems_vwbuildings.

IBM UniData

UniData comes with the following tools, which must be installed:

o Visual Schema Generator (VSG) — Used to build views and sub-tables for EMS Campus.

o ODBC Client Software.
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Contact Customer Support
« Option 1 (Recommended): Search the Knowledge Base available at Accruent Access.
« Option 2: Submit a case directly via Accruent Access.

« Option 3: Email emssupport@accruent.com.

o Option 4: Phone (800) 288-4565.

§ H Important! §
If you do not have a customer login, register here. :
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CHAPTER 10: Install or Upgrade the EMS Campus Web Service

_ n Important! |
Before beginning the installation process, please do the following: ;
o Install or upgrade your EMS databases as outlined in the EMS Installation

Instructions.

o Manually uninstallany previous versions of the EMS Campus Web Service on
your web server.

1. Verify that the prerequisite software has been installed.

2. Verify/confirm that the View.sql file has been executed against your SIS database. (Required for both
first time installations AND upgrades.)

3. Download the EMSCampusWebService.msi file onto the web server that will be running the web
service.

4. Run EMSCampusWebService.msi

5. The first screen welcomes you to the EMS Campus Web Service Setup Wizard. Click Next to begin the
installation process. The Select Installation Address screen will appear.
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I
ﬁ EMS Campus Web Service IZ'E"I‘

Select Installation Address r_l

The ingtaller will ingtall EMS Campuz ‘Web Service to the fallowing wehb location.

To inztall ta this web locaton, click "Nest". Ta install to a different web lacation, enter it below.

Site:
| Default Web Site *| [ DiskCost.

YWirtwal directony:

|EmsEampusWeI:uS emvice

Application Poal;

[ DefaultdppPoal -

6. Select the Site, Virtual Directory and Application Pool. It is recommended that you keep the default
settings. The installation process will create a Physical and Virtual directory on your web server
named “EMSCampusWebService” (or whatever value you entered in the Virtual Directory field.) Click
Next.

H Note: :
The EMS Campus Web Service should not be installed in the same Virtual :
' Directory as other EMS web-based products.

7. The Confirm Installation screen will appear. Click Next. The SIS Settings screen will appear.
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8.

10.

11.

Accruent Confidential and Proprietary © 2019

Get data from
"I Flat File @ SISICRM

SIS/CRM Settings

Connection Type: SQLCliert -

Data Source Name: OR Server: Your 515 Server

Database: Your 515 DB Name

User Id Your SIS User ID

Password:

EMS Settings

Server name: Your EMS Server Verify Connection
Database name: Your EMS DE Name

Cancel I I Done

In the Get data from section, choose either Flat File or SIS/CRM based on your SIS data source.
« Flat File
Choose this option if you will be outputting your SIS data to tab-delimited files. The EMS

Campus Web Service will connect to and read information from these files which must conform
to a specific format. See Appendix A for file format specifications. If you choose this option,
please skip to Step 13.

e SIS/CRM
Choose this option if EMS Campus will be tied directly to your SIS database. The EMS Campus
Web Service will connect directly to and read information from your SIS.

In the SIS/CRM Settings section, select your Connection Type based on the Database Management

System that your SIS uses:
o SQLClient—MS SQL Server

o OracleClient —Oracle
+ ODBC - Other ODBC-compliant database

Select your Connection Method.
o Data Source Name —The DSN for your SIS database if you selected OracleClient or ODBC. This

option requires an ODBC Data Source created via the ODBC Data Source Administrator.

« Server / Database — Your SIS server name and database name if you selected SQLClient.

Enter the User ID / Password for your SIS. The account created in the ‘Installing the EMS Campus
Views’ section in this document should be used.

accruent
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12.

13.

14.

15.

16.

17.

18.

19.

Click the Verify Connection button to confirm a successful connection to your SIS database.
In the EMS Settings section, enter your EMS Server Name / Database Name.

Click the Verify Connection button to confirm a successful connection to your EMS Campus
database.

Click Done. The Installation Complete screen will appear. Click Close. EMS Campus clients using the
tab-delimited file option should skip to Step 19.

Secure the Queries.xml file provided by your Client Services Consultant.

On your web server, navigate to the CustomConfig folder within your EMS Campus Web Service
directory (typically C:\Inetpub\wwwroot\EMSCampusWebService\CustomConfig).

Replace the existing Queries.xml file with the new Queries.xml file (required for new EMS Campus
installations AND upgrades.)

After following the steps above, verify your installation by opening a browser and entering the fol-
lowing URL:

http://[ServerName]/EMSCampusWebService/EMSCampusService.asmx(replace [ServerName] with
the name of your web server)

The following screen should appear:

@ hitp://localhost/CampusW543/emscampusservice.asmx L~Bcd & EmsCampusService Web Se... .

EmsCampusService

The following operations are supported. For a formal definition, please review the Service Description.

AuthenticateNetworkUser
Authenticates a user using NetworkID and returns a token to the calling client

AuthenticateUser
Authenticates a user and returns a token to the calling client

GetBuildings
Connects to a database and returns a dataset of buildings

GetCourseTimes
Connects to a database and returns a dataset of course times

GetCourseTypes
Connects to a database and returns a dataset of courseTypes

GetCourses
Connects to a database and returns a dataset of courses

GetDaysOfWeekSettings
Get Days Of Week Settings

GetInstructors
Connects to a database and returns a dataset of instructors
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CHAPTER 11: Configure EMS Campus Web Service

1. Launch EMS Desktop Client and login as a user with System Administrator-level access.
2. Go to System Administration > Settings > Parameters > EMS .
3. Locate the Campus - Web Service URL parameter.

4. Enter the URL of your EMS Campus Web Service.

http://[ServerName]/EMSCampusWebService/EMSCampusService.asmx (replace [ServerName] with
the name of your web server)

5. Go to Academic Planning > Configuration . Execute the Synchronize Buildings function to verify that
a list of Buildings is successfully pulled from your SIS. If you’re using the tab-delimited file option,
please see Appendix A - Format for Tab-Delimited Files for file formatting and placement information.

6. Refer to the Desktop Client — Academic Planning Configuration Guide for more information on how
to synchronize and configure your EMS Campus database.
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CHAPTER 12: Data Models

This section contains data models for specific integrations between other solutions and the EMS Web
Service.

e Ellucian's Banner

o Ellucian's Colleague on SQL or Oracle Platform

e Ellucian's PowerCampus

o Oracle's PeopleSoft

e Jenzabar (CX - Informix)

« Jenzabar (EX)
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CHAPTER 13: Banner Views Data Model

EMS Software will code a set of views specific to your organization’s use of Banner to allow for integration
between EMS and Banner. Outlined are the baseline tables/columns accessed in the views.

You will be provided a Campus Technical Environment Questionnaire which allows for identification of
specific fields used by EMS that tend to vary in individual Banner implementations. Following return of the
questionnaire, EMS Views will be coded for your organization and a final review will be done in EMS. Your
Implementation Consultant can assist in more detailed explanations or demonstrations of how the
information will be used in EMS to support the Academic Scheduling process, as needed for completion of
the questionnaire. Once reviewed and accepted, further view modifications will be subject to EMS
Professional Services time and materials fees.

: H Note: ]
Optionally, and on a custom basis, up to 10 User Defined Fields can be added to the set :
of views for each organization to support desired workflow. Detailed business :
requirements are needed to provide a quote for customization of the views for this
purpose.

Modification of views by the customer is unsupported and voids the Annual Service Agreement for the
integration with Banner.

Fields highlighted in BLUE are required to be unique.

Buildings

EMS View: EMS_vwBuildings
View Permissions: Read Only
Banner Tables: SLBRDEF, STVBLDG

Purpose: Used to define buildings list in EMS. Required for buildings that host academic courses; additional
buildings can be added manually to EMS if used only for non-academic purposes.

EMS Field Banner Field
SISID SLBRDEF_BLDG_CODE
BuildingCode SLBRDEF_BLDG_CODE

BuildingDescription | STVBLDG_DESC
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Room Types

EMS View: EMS_vwRoomTypes
View Permissions: Read Only
Banner Tables: SLBRDEF

Purpose: Used to define room type list in EMS. Room Types classify each room and allows for searching,
sorting, and reporting by classification. Additional room types can be added to EMS manually.

EMS Field Banner Field

SISID SLBRDEF_ROOM_TYPE

RoomTypeDescription SLBRDEF_ROOM _TYPE

Rooms

EMS View: EMS_vwRooms
View Permissions: Read Only
Banner Tables: SLBRDEF

Purpose: Used to define list of rooms and their capacities for academic purposes in EMS—related to
Buildings and Room Types. Required for rooms that host academic courses; additional rooms can be added
manually to EMS if used only for non-academic purposes.

SISID SLBRDEF_BLDG_CODE + SLBRDEF_ROOM_NUMBER
SISBuildingID SLBRDEF_BLDG_CODE

SISRoomTypelD SLBRDEF_ROOM_TYPE*

RoomCode SLBRDEF_ROOM_NUMBER

RoomDescription SLBRDEF_DESC*

Capacity SLBRDEF_CAPACITY*

*Determined by max value of SLBRDEF_CAPACITY if duplicate room records exist

Instructors

EMS View: EMS_vwlinstructors
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View Permissions: Read Only
Banner Tables: SPRIDEN, SIRASGN

Purpose: Used to define list of instructors in EMS; related to Courses.

EMS Field Banner Field

SISID ‘ SPRIDEN_PIDM

InstructorDescription SPRIDEN_LAST_NAME + SPRIDEN_FIRST_NAME

*uses SIRASGN to determine primary instructor (SIRASGN_PRIMARY_IND)

Terms

EMS View: EMS_vwTerms

View Permissions: Read Only
Banner Tables: SSBSECT, STVTERM

Purpose: Used to define list of terms in EMS; related to Courses. In conjunction with Domains, terms
separate courses into distinct lists that will go through the academic planning process (synching,
optimizing, publishing, reporting) as a unit.

EMS Field Banner Field
SISID SSBSECT_TERM_CODE
TermCode SSBSECT_TERM_CODE

TermDescription SSBSECT_TERM_CODE

StartDate STVTERM_START_DATE
EndDate STVTERM_END_DATE
Subjects

EMS View: EMS_vwSubjects
View Permissions: Read Only

Banner Tables: SCBCRSE, SSBSECT, STVSUBJ
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Purpose: Used to define list of subjects in EMS. Within EMS, subjects are divided into Domains in order to
create distinct lists of courses per term that will go through the academic planning process (synching,
optimizing, publishing, reporting) as a unit, managed by the academic central scheduler.

SISID SCBCRSE_SUBJ_CODE
SubjectCode SCBCRSE_SUBJ_CODE
SubjectDescription | STVSUBJ DESC
CampusCode SSBSECT_CAMP_CODE*
DivisionCode NULL

DepartmentCode NULL

LevelCode NULL
CustomCodel NULL
CustomCode2 NULL

*NULL if not using Campus Codes

Course Types

EMS View: EMS_vwCourseTypes
View Permissions: Read Only
Banner Tables: SSRMEET, STVSCHD

Purpose: Used to define the course type list in EMS; related to coursedates. Course Types are used to
classify coursedates for purposes of searching, sorting, optimizing, and reporting.

EMS Field Banner Field

SISID SSRMEET_SCHD_CODE

Description | STVSCHD_DESC

Courses

EMS View: EMS_vwCourses
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View Permissions: Read Only

Banner Tables: SSBSECT, SCBCRSE, SSRXLST, SSBXLST, SPRIDEN, SIRASGN

Purpose: Used to define the list of courses per term; related to subjects, instructors, terms.

EMS Field Banner Field

SISID

SISTermID
SISSubjectID
CampusCode
DepartmentCode
LevelCode
CustomCodel
CustomCode2
CRN

Course

Section
CourseTitle
SISInstructorlD
EstimatedEnroliment
CrosslistParentID
ActualEnrollment

CreditHours

SSBSECT_TERM_CODE + SSBSECT_CRN
SSBSECT_TERM_CODE

SCBCRSE_SUBJ_CODE
SSBSECT_CAMPUS_CODE*

NULL

NULL

NULL

NULL

SSBSECT_CRN

SSBSECT_CRSE_NUMB

SSBSECT_SEQ_NUMB

SSBSECT_CRSE_TITLE or SCBCRSE_TITLE
SPRIDEN_PIDM**

SSBXLST_MAX_ENRL or SSBSECT_MAX_ENRL
SSRXLST_TERM_CODE + SSRXLST_CRN***
SSBXLST_ENRL or SSBSECT_ENRL

SSBSECT_CREDIT_HRS or SCBCRSE_CREDIT_HR_LOW

Course Dates IDs

EMS View: EMS_vwCourseDateslds
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View Permissions: Update if allowing EMS to update room locations in Banner

Banner Tables: SSRMEET

Purpose: Used to identify the row number of each meeting pattern of each course in order to give each
meeting pattern a unique identifier.

SISID EMS_VWCOURSEDATES.SISID
SISCourselD SSRMEET_TERM_CODE + SSRMEET_CRN
SISBuildinglD SSRMEET_BLDG_CODE

RoomID SSRMEET_ROOM_CODE*

*Field used for updating room assignments
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CHAPTER 14: CAMS Views Data Model

EMS Software will code a set of views specific to your organization’s use of CAMS to allow for integration
between EMS and CAMS. Outlined are the baseline tables/columns accessed in the views.

You will be provided a Campus Technical Environment Questionnaire which allows for identification of
specific fields used by EMS that tend to vary in individual CAMS implementations. Following return of the
guestionnaire, EMS Views will be coded for your organization and a final review done in EMS. Your
Implementation Consultant can assist in more detailed explanations or demonstrations of how the
information will be used in EMS to support the Academic Scheduling process, as needed for completion of
the questionnaire. Once reviewed and accepted, further view modifications will be subject to EMS
Professional Services time and materials fees.

: H Note: ]
Optionally and on a custom basis, up to 10 User Defined Fields can be added to the set :
of views for each organization to support desired workflow. Detailed business :
requirements are needed to provide a quote for customization of the views for this
purpose.

Modification of views by the customer is unsupported and voids the Annual Service Agreement for the
integration with CAMS.

Fields highlighted in BLUE are required to be unique.

Buildings

EMS View: EMS_vwBuildings
View Permissions: Read Only
CAMS Tables: Buildings

Purpose: Used to define buildings list in EMS. Required for buildings that host academic courses; additional
buildings can be added manually to EMS if used only for non-academic purposes.

EMS Field CAMS Field
SISID BuildinglID
BuildingCode Abbreviation

BuildingDescription BuildingDescription
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Room Types

EMS View: EMS_vwRoomTypes
View Permissions: Read Only
CAMS Tables: RoomTypes

Purpose: Used to define room type list in EMS. Room Types classify each room and allows for searching,
sorting, and reporting by classification. Additional room types can be added to EMS manually.

EMS Field CAMS Field

SISID RoomTypelD

RoomTypeDescription Description

Rooms

EMS View: EMS_vwRooms
View Permissions: Read Only
CAMS Tables: Rooms

Purpose: Used to define list of rooms and their capacities for academic purposes in EMS; related to
Buildings and Room Types. Required for rooms that host academic courses; additional rooms can be added
manually to EMS if used only for non-academic purposes.

EMS Field CAMS Field

SISID RoomsID

SISBuildingID BuildingID
SISRoomTypelD TypelD
RoomCode Number
RoomDescription Name

Capacity MaxOccupancy

Instructors
EMS View: EMS_vwlinstructors

View Permissions: Read Only
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CAMS Tables: Faculty

Purpose: Used to define list of instructors in EMS; related to Courses.
EMS Field CAMS Field
SISID ‘ FacultylD

InstructorDescription LastName + FirstName

Terms

EMS View: EMS_vwTerms
View Permissions: Read Only
CAMS Tables: TermCalendar

Purpose: Used to define list of terms in EMS; related to Courses. In conjunction with Domains, terms
separate courses into distinct lists that will go through the academic planning process (synching,
optimizing, publishing, reporting) as a unit.

EMS Field CAMS Field
SISID TermCalendarID
TermCode TermCode

TermDescription | TextTerm

StartDate TermStartDate
EndDate TermEndDate
Subjects

EMS View: EMS_vwSubjects
View Permissions: Read Only
CAMS Tables: SRMaster (Distinct values)

Purpose: Used to define list of subjects in EMS. Within EMS, subjects are divided into Domains in order to
create distinct lists of courses per term that will go through the academic planning process (synching,
optimizing, publishing, reporting) as a unit, managed by the academic central scheduler.
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EMS Field CAMS Field

SISID Department
SubjectCode Department
SubjectDescription Department
CampusCode NULL
DivisionCode NULL
DepartmentCode NULL
LevelCode NULL
CustomCodel NULL
CustomCode2 NULL

Course Types

EMS View: EMS_vwCourseTypes
View Permissions: Read Only

CAMS Tables: SROffer (Distinct values)

Purpose: Used to define the course type list in EMS; related to coursedates. Course Types are used to
classify coursedates for purposes of searching, sorting, optimizing, and reporting.

EMS Field CAMS Field

SISID CourseType

Description CourseType
Courses

EMS View: EMS_vwCourses
View Permissions: Read Only
CAMS Tables: SROffer, CAMS_SROfferFacultyTeach_View

Purpose: Used to define the list of courses per term; related to subjects, instructors, terms.
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EMS Field CAMS Field

SISID SROfferID
SISTermID TermCalendarlD
SISSubjectID Department
CampusCode NULL
DepartmentCode NULL
LevelCode NULL
CustomCodel NULL
CustomCode2 NULL

CRN SROfferID
Course CourselD
Section Section
CourseTitle Coursename
SISInstructorlD FacultylD*
EstimatedEnrollment | MaximumeEnroll
CrosslistParentID CrossListld**
ActualEnrollment CurrentEnroll
CreditHours Credits

*uses CAMS_SROfferFacultyTeach_View to determine first instructor
**'0" if not crosslisted

Course Dates
EMS View: EMS_vwCourseDates
View Permissions: Update if allowing EMS to update room locations in CAMS

CAMS Tables: SSROfferSchedule, SSROffer, Rooms, Buildings
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Purpose: Used to define the list of meeting patterns per course; related to courses, coursetypes, buildings,

rooms.

EMS Field CAMS Field

SISID
SISTermID
SISCourselD
StartDate
EndDate
StartTime
EndTime
SISBuildingID
SISRoomID
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

SISCourseTypelD

SSROfferSchedulelD

SSROffer.TermCalendarID

SROfferID
StartDate
EndDate
OfferTimeFrom
OfferTimeTo
Buildings.BuildingID
OfferRoomID*
OfferDays (U)
OfferDays (M)
OfferDays (T)
OfferDays (W)
OfferDays (R)
OfferDays (F)
OfferDays (S)

SROffer.CourseType

*field used for updating room assignments
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CHAPTER 15: Colleague (Oracle or SQL) Views Data Model

EMS Software will code a set of views specific to your organization’s use of Colleague to allow for
integration between EMS and Colleague. Outlined are the baseline tables/columns accessed in the views.

You will be provided a Campus Technical Environment Questionnaire which allows for identification of
specific fields used by EMS that tend to vary in individual Colleague implementations. Following return of
the questionnaire, EMS Views will be coded for your organization and a final review done in EMS. Your
Implementation Consultant can assist in more detailed explanations or demonstrations of how the
information will be used in EMS to support the Academic Scheduling process, as needed for completion of
the questionnaire. Once reviewed and accepted, further view modifications will be subject to EMS
Professional Services time and materials fees.

' H Note:

Optionally and on a custom basis, up to 10 User Defined Fields can be added to the set
of views for each organization to support desired workflow. Detailed business
requirements are needed to provide a quote for customization of the views for this
purpose.

Modification of views by the customer is unsupported and voids the Annual Service Agreement for the
integration with Colleague.

Fields highlighted in BLUE are required to be unique.

Buildings

EMS View: EMS_vwBuildings
View Permissions: Read Only
Colleague Tables: BUILDINGS

Purpose: Used to define buildings list in EMS. Required for buildings that host academic courses; additional
buildings can be added manually to EMS if used only for non-academic purposes.

EMS Field Colleague Field

SISID BUILDINGS_ID
BuildingCode BUILDINGS_ID
BuildingDescription BLDG_DESC
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Room Types
EMS View: EMS_vwRoomTypes
View Permissions: Read Only

Colleague Tables: ROOM_TYPES

Purpose: Used to define room type list in EMS. Room Types classify each room and allows for searching,
sorting, and reporting by classification. Additional room types can be added to EMS manually.

EMS Field Colleague Field

SISID ROOM_TYPES_ID

RoomTypeDescription RMTP_DESCRIPTION
Rooms

EMS View: EMS_vwRooms
View Permissions: Read Only
Colleague Tables: ROOMS

Purpose: Used to define list of rooms and their capacities for academic purposes in EMS; related to
Buildings and Room Types. Required for rooms that host academic courses; additional rooms can be added
manually to EMS if used only for non-academic purposes.

EMS Field Colleague Field

SISID ROOMS_ID

SISBuildingID ROOMS_ID (parsed)

SISRoomTypelD ROOM_TYPE

RoomCode ROOMS_ID (parsed)

RoomDescription ROOM_NAME

Capacity ROOM_CAPACITY
Instructors

EMS View: EMS_vwlinstructors

View Permissions: Read Only
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Colleague Tables: COURSE_SEC_FACULTY, PERSON

Purpose: Used to define list of instructors in EMS; related to Courses.

EMS Field Colleague Field

SISID PERSON.ID

InstructorDescription PERSON.LAST_NAME + PERSON.FIRST_NAME
Terms

EMS View: EMS_vwTerms
View Permissions: Read Only
Colleague Tables: TERMS

Purpose: Used to define list of terms in EMS; related to Courses. In conjunction with Domains, terms
separate courses into distinct lists that will go through the academic planning process (synching,
optimizing, publishing, reporting) as a unit.

EMS Field Colleague Field

SISID TERMS_ID

TermCode TERMS_ID

TermDescription TERM_DESC

StartDate TERM_START_DATE

EndDate TERM_END_DATE
Subjects

EMS View: EMS_vwSubjects
View Permissions: Read Only
Colleague Tables: SUBJECTS

Purpose: Used to define list of subjects in EMS. Within EMS, subjects are divided into Domains in order to
create distinct lists of courses per term that will go through the academic planning process (synching,
optimizing, publishing, reporting) as a unit, managed by the academic central scheduler.
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EMS Field Colleague Field

SISID SUBJECTS_ID
SubjectCode SUBJECTS_ID
SubjectDescription SUBJECTS_ID
CampusCode NULL
DivisionCode NULL
DepartmentCode NULL
LevelCode NULL
CustomCodel NULL
CustomCode2 NULL

Course Types
EMS View: EMS_vwCourseTypes
View Permissions: Read Only

Colleague Tables: INSTR_METHODS

Purpose: Used to define the course type list in EMS; related to coursedates. Course Types are used to
classify coursedates for purposes of searching, sorting, optimizing, and reporting.

EMS Field Colleague Field

SISID INSTR_METHODS_ID

Description INM_DESC
Courses

EMS View: EMS_vwCourses
View Permissions: Read Only

Colleague Tables: COURSE_SECTIONS, COURSE_SEC_FACULTY, COURSE_SEC_XLISTS, COURSE_SECTIONS_
LS

Purpose: Used to define the list of courses per term; related to subjects, instructors, terms.
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EMS Field Colleague Field

SISID COURSE_SECTIONS_ID

SISTermID SEC_TERM

SISSubjectID SEC_SUBIJECT

CampusCode NULL

DepartmentCode NULL

LevelCode NULL

CustomCodel NULL

CustomCode2 NULL

CRN SEC_SYNONYM

Course SEC_COURSE_NO

Section SEC_NO

CourseTitle SEC_SHORT _TITLE

SISInstructorlD COURSE_SEC_FACULTY.CSF_FACULTY*
EstimatedEnrollment SEC_CAPACITY

CrosslistParentID COURSE_SEC_XLISTS.CSXL_PRIMARY_SECTION**
ActualEnrollment COURSE_SECTIONS_LS.SEC_ACTIVE_STUDENTS***
CreditHours SEC_MIN_CRED

*First record
**0 if not crosslisted
***COUNT of records

Course Dates
EMS View: EMS_vwCourseDates

View Permissions: Update if allowing EMS to update room locations in Colleague
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Colleague Tables: COURSE_SEC_MEETING, COURSE_SECTIONS

Purpose: Used to define the list of meeting patterns per course; related to courses, course types, buildings,

rooms.

EMS Field Colleague Field

SISID
SISTermID
SISCourselD
StartDate
EndDate
StartTime
EndTime
SISBuildingID
SISRoomID
RoomlID
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

SISCourseTypelD

COURSE_SEC_MEETING_ID
COURSE_SECTIONS.SEC_TERM
CSM_COURSE_SECTION
CSM_START_DATE
CSM_END_DATE
CSM_START_TIME
CSM_END_TIME

CSM_BLDG*

CSM_BLDG + CSM_ROOM
CSM_ROOM*

CSM_SUNDAY

CSM_MONDAY
CSM_TUESDAY
CSM_WEDNESDAY
CSM_THURSDAY

CSM_FRIDAY

CSM_SATURDAY

CSM_INSTR_METHOD

*fields used for updating room assignments
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CHAPTER 16: Colleague Unidata Views Data Model

EMS Software will code a set of views specific to your organization’s use of Unidata to allow for integration
between EMS and Unidata. Outlined are the baseline tables/columns accessed in the views.

You will be provided a Campus Technical Environment Questionnaire which allows for identification of
specific fields used by EMS that tend to vary in individual Unidata implementations. Following return of the
guestionnaire, EMS Views will be coded for your organization and a final review done in EMS. Your
Implementation Consultant can assist in more detailed explanations or demonstrations of how the
information will be used in EMS to support the Academic Scheduling process, as needed for completion of
the questionnaire. Once reviewed and accepted, further view modifications will be subject to EMS
Professional Services time and materials fees.

: H Note: ]

Optionally and on a custom basis, up to 10 User Defined Fields can be added to the new :
SQL compliant dictionaries and EMS_vwCourses view for each organization to support :
desired workflow. Detailed business requirements are needed to provide a quote for
customization of the views for this purpose.

This topic will include information on the following fields:
e Buildings
e Room Types
« Rooms
e Instructors
. Terms

e Subjects (no Campus Codes)

o Subjects (with Campus Codes)

e Course Types

e Courses

e Course Dates

In order to build the EMS views, the following are required:

1. The VSG (Visual Schema Generator), an executable that is shipped with Unidata, must be installed on
a computer that can access Unidata. If you cannot locate the .msi installer for this tool, EMS
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Software can provide a copy.

o The purpose of the VSG is to create SQL compliant dictionary files based on the dictionary files
that contain data that EMS requires. Once SQL compliant dictionaries are created by the VSG
the final EMS views can be created and permissions granted via the VSG.

2. The 32-bit IBM Unidata ODBC driver must be installed in order for the VSG to connect to Unidata. If
you cannot locate this installer, EMS Software can provide a copy.

Modification of SQL compliant dictionaries and views by the customer is unsupported and voids the Annual
Service Agreement for the integration with Colleague Unidata.
Fields highlighted in BLUE are required to be unique.

New Unidata Dictionary Legend:

o BLACK —Fields generated from VSG —no AE Editor changes required.
o GREEN — New fields that must be added via the AE Editor.
o RED —Required changes via the AE Editor.

Buildings

EMS View: EMS_vwBuildings
View Permissions: Read Only
Unidata Dictionary: BUILDINGS
New Dictionary: BUILDINGS_EMS

@ID TYPE LOC CONV NAME FORMAT SM ASSOC
BLDG_DESC D 1 Description 30L S
ID D 0 BUILDINGS 10L S
IDO D 0 BUILDINGS_EMS 10L S

Purpose: Used to define buildings list in EMS. Required for buildings that host academic courses; additional
buildings can be added manually to EMS if used only for non-academic purposes.

EMS Field BUILDINGS_EMS Field

SISID ID

BuildingCode ID
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EMS Field BUILDINGS_EMS Field
BuildingDescription BLDG_DESC
Room Types

EMS View: EMS_vwRoomTypes
View Permissions: Read Only
Unidata Dictionary: ROOM.TYPES
New Dictionary: ROOM_TYPES_EMS

@I1D TYPE LOC CONV NAME FORMAT SM ASSOC
ID D 0 ROOM.TYPES 10L S
IDO D 0 ROOM_TYPES _ 10L S

EMS
RMTP_ D 1 Description 30L S
DESCRIPTION

Purpose: Used to define room type list in EMS. Room Types classify each room and allows for searching,
sorting, and reporting by classification. Additional room types can be added to EMS manually.

EMS Field ROOM_TYPES_EMS Field

SISID ID

RoomTypeDescription RMTP_DESCRIPTION
Rooms

EMS View: EMS_vwRooms

View Permissions: Read Only

Unidata Dictionary: ROOMS

New Dictionary: ROOMS_EMS (Requires modifications via AE Editor)
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@I1D TYPE LOC CONV NAME FORMAT SM
ID D 0 ROOMS 10L S
IDO D 0 ROOMS_ 10L S
EMS
ROOM_NAME D 1 Description 30L S
ROOM_CAPACITY D 2 MDO, Capacity 7R S
ROOM_TYPE D 4 Room Type 20L S
ROOMS_BLDG_ID I FIELD Building 4L S
(@ID,”*”,].)
ROOM_CAPACITY_1 I IF ROOM_ 7R S
CAPACITY="
THEN ‘30" ELSE
ROOM_
CAPACITY
ROOM_CODE I FIELD 30L S
(@p,"*",2)
ROOM_TYPE_1 I IF ROOM_TYPE 20L S
=" THEN ‘0’
ELSE ROOM_
TYPE

Purpose: Used to define list of rooms and their capacities for academic purposes in EMS; related to
Buildings and Room Types. Required for rooms that host academic courses; additional rooms can be added
manually to EMS if used only for non-academic purposes.

EMS Field ROOMS_EMS Field

SISID ID

SISBuildingID ROOMS_BLDG_ID
SISRoomTypelD ROOM_TYPE_1
RoomCode ROOM_CODE
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EMS Field ROOMS_EMS Field

RoomDescription ROOM_NAME

Capacity ROOM_CAPACITY_1
Instructors

EMS View: EMS_vwinstructors
View Permissions: Read Only

Unidata Dictionary: FACULTY

New Dictionary: FACULTY_EMS (Requires modifications via AE Editor)

(@1]») TYPE LOC CONV NAME FORMAT SM

ID D 0 FACULTY 10L S

IDO D 0 FACULTY_ 10L S
EMS

FAC_ TRANS Faculty 35L S

FIRST _ (“PERSON”,@1D,”FIRST.NAME”,”X") First

NAME Name

FAC_ FAC_LAST NAME:’, “:FAC_FIRST 35L S

FULL NAME

NAME

FAC_ TRANS Faculty 35L S

LAST _ (“PERSON”,@1D,”LAST.NAME”,”X") Last Name

NAME

Purpose: Used to define list of instructors in EMS; related to Courses.

EMS Field FACULTY_EMS Field

SISID ‘ ID

InstructorDescription ‘ FAC_FULL_NAME
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Terms

EMS View: EMS_vwTerms
View Permissions: Read Only
Unidata Dictionary: TERMS

New Dictionary: TERMS_EMS (Requires modifications via AE Editor)

@I1D TYPE LOC CONV NAME FORMAT SM ASSOC
ID D 0 TERMS 10L S

IDO D 0 TERMS_EMS 10L S

TERM_DESC D 2 Description 30L S
TERM_START_ D 5 D2/MDY Start Date 8R S

DATE

TERM_END _ D 6 D2/MDY End Date 8R S

DATE

Purpose: Used to define list of terms in EMS; related to Courses. In conjunction with Domains, terms
separate courses into distinct lists that will go through the academic planning process (synching,
optimizing, publishing, reporting) as a unit.

EMS Field TERMS_EMS Field

SISID ID

TermCode ID

TermDescription TERM_DESC
StartDate TERM_START_DATE
EndDate TERM_END_DATE

Subjects (no Campus Codes)
EMS View: EMS_vwSubjects
View Permissions: Read Only

Unidata Dictionary: SUBJECTS
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New Dictionary: SUBJECTS_EMS (Requires modifications via AE Editor)

@ID TYPE LOC CONV NAME FORMAT SM
ID D 0 SUBJECTS 10L S
IDO D 0 SUBJECTS_EMS | 10L S
SUBJ_DESC D 1 Description 30L S
CAMPUS_CODE I v 30L S
DIVISION_CODE I v 30L S
DEPT_CODE I v 30L S
LEVEL_CODE I v 30L S
CUSTOMCODE1 I v 30L S
CUSTOMCODE2 I v 30L S

Purpose: Used to define list of subjects in EMS. Within EMS, subjects are divided into Domains in order to
create distinct lists of courses per term that will go through the academic planning process (synching,
optimizing, publishing, reporting) as a unit, managed by the academic central scheduler.

EMS Field SUBJECTS_EMS Field

SISID ID
SubjectCode ID
SubjectDescription SUBJ_DESC
CampusCode NULL
DivisionCode NULL
DepartmentCode NULL
LevelCode NULL
CustomCodel NULL
CustomCode2 NULL
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Subjects (with Campus Codes)
EMS View: EMS_vwSubjects
Unidata Dictionary: COURSE.SECTIONS

New Dictionary: COURSE_SECTIONS_EMS (See Courses Below)

Course Types

EMS View: EMS_vwCourseTypes

View Permissions: Read Only

Unidata Dictionary: INSTR. METHODS
New Dictionary: INSTR_METHODS_EMS

NAME

accruent

FORMAT

SM ASSOC

@ID TYPE  LOC CONV
ID D 0

IDO D 0

INM_ D 1

DESC

INSTR.METHODS

INSTR_METHODS_
EMS

Description

10L

10L

30L

Purpose: Used to define the course type list in EMS; related to coursedates. Course Types are used to
classify coursedates for purposes of searching, sorting, optimizing, and reporting.

EMS Field

INSTR_METHODS_EMS Field

SISID ‘ ID
Description ‘ INM_DESC
Courses

EMS View: EMS_vwCourses

View Permissions: Read Only

Unidata Dictionary: COURSE.SECTIONS
New Dictionary: COURSE_SECTIONS_EMS
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IDO

SEC_TERM
SEC_SUBJECT

SEC_
COURSE_NO

SEC_NO

SEC_SHORT_
TITLE

SEC_
FACULTY

SEC_
CAPACITY

SEC_MIN_
CRED

SEC_XLIST

CAMPUS_
CODE

DIVISION_
CODE

15

17

18

40

32

MD
25

COURSE.SECTI
ONS

COURSE_
SECTIONS_EMS

Term
Subject

Course Number

Section

Short Title

Faculty

Capacity

Min Cred

XList

(This record
required

when

NOT using
Campus Codes.
Otherwise do
not include this
record.)

21L

21L

35L

40L

7L

5L

30L

10L

5R

8R

10L

40L

40L

Accruent Confidential and Proprietary © 2019

Page | 48



CHAPTER 16: Colleague Unidata Views Data Model

accruent

DEPT_CODE
LEVEL_CODE

CUSTOMCO
DE1

CUSTOMCO
DE2

SEC_ACTIVE_
STUDENT_
COUNT

CSXL_
PRIMARY_
SECTION

SEC_FIRST_
FACULTY

SEC_
CURRENT_
STATUS

SEC_STATUS

SEC_
SYNONYM

SEC_ACTIVE_
STUDENTS

SEC_SUBJ_
DESC

IF SEC_ACTIVE_STUDENTS AND
SEC_ACTIVE_STUDENTS NE "0"
THEN (((COUNT(SEC_ACT

IVE_STUDENTS, @VM)) + (1))
ELSE (0)

TRANS(COURSE.SEC.XLISTS,SEC_
XLIST,”CSXL.PRIMARY.SECTION’,
'X');IF @=ID THEN ‘0" ELSE IF
@=""THEN ‘0’ ELSE @

TRANS(“COURSE.SEC.FACULTY”,
SEC_FACULTY,
“CSF.FACULTY”,”X1");IF @="
THEN ‘0’ ELSE @

FIELD(SEC_STATUS, @VM, 1)

88

61

66

TRANS(“SUBJECTS”, SEC_
SUBJECT, “SUBJ.DESC”, “X1”)

Active Student
Count

Primary Section

Faculty

Current Status

Status

Synonym

Subject

40L

40L

40L

40L

6R

21L

10L

5L

30L

11L

6R

30L
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Description
(This record
required when
using Campus
Codes)

SEC D 6 Location 40L S

LOCATION (This record

required when
using Campus
Codes)

Purpose: Used to define the list of courses per term; related to subjects, instructors, terms.

EMS Field COURSE_SECTIONS_EMS Field

SISID ID

SISTermID SEC_TERM
SISSubjectID SEC_SUBJECT
CampusCode NULL (or SEC_LOCATION if using Campus Codes)
DepartmentCode NULL

LevelCode NULL
CustomCodel NULL
CustomCode2 NULL

CRN SEC_SYNONYM
Course SEC_COURSE
Section SEC_NO
CourseTitle SEC_SHORT_TITLE
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EMS Field COURSE_SECTIONS_EMS Field

SISInstructorID SEC_FIRST_FACULTY
EstimatedEnrollment SEC_CAPACITY
CrosslistParentID CSXL_PRIMARY_SECTION
ActualEnrollment SEC_ACTIVE_STUDENT_COUNT
CreditHours SEC_MIN_CRED

Subjects with Campus Codes (distinct values)

EMS Field COURSE_SECTIONS_EMS Field

SISID SEC_SUBJECT
SubjectCode SEC_SUBIJECT
SubjectDescription SEC_LOCATION
CampusCode NULL
DivisionCode NULL
DepartmentCode NULL
LevelCode NULL
CustomCodel NULL
CustomCode2 NULL

Course Dates

EMS View: EMS_vwCourseDates

View Permissions: Read Only

Unidata Dictionary: COUSRE.SEC.MEETING
New Dictionary: COURSE_SEC_MEETING_EMS

New Dictionary Permissions: Update if allowing EMS to update room locations in Unidata

Accruent Confidential and Proprietary © 2019 Page | 51



CHAPTER 16: Colleague Unidata Views Data Model a' ' mel I l

FORMA S
T
ID D 0 COURSE.SEC.MEETI 10L S
NG
IDO D 0 COURSE_SEC_ 10L S
MEETING_EMS

CSM_SEC_ I TRANS Term 7L S
TERM (“COURSE_

SECTIONS_

EMS”,CSM_

COURSE_

SECTION,”SE

C_TERM”,”X")
CSM _ D 1 Section 21L S
COURSE_
SECTION
CSM_ D 2 D2/MD Start Date 8R S
START_ Y
DATE
CSM_END_ D 3 D2/MD End Date 8R S
DATE Y
CSM_ D 8 MT Start Time 8R S
START_
TIME
CSM_END_ D 9 MT End Time 8R S
TIME
CSM _ D 4 Building 35L S
BLDG*
CSM_ D 5 Room 35L S
ROOM*
CSM_ D 20 (this must be blank) 1L S
SUNDAY
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FORMA S
T
CSM_ D 14 (this must be blank) 1L S
MONDAY
CSM_ D 15 (this must be blank) 1L S
TUESDAY
CSM_ D 16 (this must be blank) 1L S
WEDNESDA
Y
CSM _ D 17 (this must be blank) 1L S
THURSDAY
CSM _ D 18 (this must be blank) 1L S
FRIDAY
CSM _ D 19 (this must be blank) 1L S
SATURDAY
CSM _ D 6 Instr Method 35L S
INSTR_
METHOD
ROOM_ID IF CSM _ 35L S
ROOM="
THEN “ ELSE
CSM_
BLDG:"*":CSM _
ROOM
SUNDAY IF CSM _ Sunday (this is 1L S
SUNDAY="Y’ required)
THEN ‘1" ELSE
IOI
MONDAY IF CSM _ Monday (this is 1L S
MONDAY="Y’ required)
THEN ‘1" ELSE
IOI
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FORMA )
T
TUESDAY IFCSM _ Tuesday (this is 1L S
TUESDAY="Y’ required)
THEN ‘1" ELSE
IOI
WEDNESDA | | IF CSM_ Wednesday (this is 1L S
Y WEDNESDAY=' required)
Y’ THEN ‘1’
ELSE ‘0’
THURSDAY IF CSM_ Thursday (this is 1L S
THURSDAY="Y’ required)
THEN ‘1" ELSE
lol
FRIDAY IFCSM_ Friday (this is 1L S
FRIDAY="Y’ required)
THEN ‘1" ELSE
IOI
SATURDAY IF CSM _ Saturday (this is 1L S
SATURDAY="Y’ required)
THEN ‘1" ELSE
IOI

*Field used for updating room assignments

Purpose: Used to define the list of meeting patterns per course; related to courses, course types, buildings,

rooms.
SISID ID
SISTermID CSM_SEC_TERM
SISCourselD CSM_COURSE_SECTION
StartDate CSM_START_DATE
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EMS Field COURSE_SEC_MEETING_EMS Field

EndDate CSM_END_DATE
StartTime CSM_START_TIME
EndTime CSM_END_TIME
SISBuildingID CSM_BLDG
SISRoomID ROOM_ID
RoomID CSM_ROOM
Sunday SUNDAY

Monday MONDY

Tuesday TUESDAY
Wednesday WEDNESDAY
Thursday THURSDAY

Friday FRIDAY

Saturday SATURDAY
SISCourseTypelD CSM_INSTR_METHOD
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CHAPTER 17: Jenzabar (CX - Informix) Views Data Model

EMS Software will code a set of views specific to your organization’s use of Jenzabar (CX) to allow for
integration between EMS and Jenzabar (CX). Outlined are the baseline tables/columns accessed in the
views.

You will be provided a Campus Technical Environment Questionnaire which allows for identification of
specific fields used by EMS that tend to vary in individual Jenzabar (CX) implementations. Following return
of the questionnaire, EMS Views will be coded for your organization and a final review done in EMS. Your
Implementation Consultant can assist in more detailed explanations or demonstrations of how the
information will be used in EMS to support the Academic Scheduling process, as needed for completion of
the questionnaire. Once reviewed and accepted, further view modifications will be subject to EMS
Professional Services time and materials fees.

' ﬂ Note: :

Optionally and on a custom basis, up to 10 User Defined Fields can be added to the set :
of views for each organization to support desired workflow. Detailed business
requirements are needed to provide a quote for customization of the views for this
purpose.

Modification of views by the customer is unsupported and voids the Annual Service Agreement for the
integration with Jenzabar (CX).

Fields highlighted in BLUE are required to be unique.

Buildings

EMS View: EMS_vwBuildings
View Permissions: Read Only
Jenzabar (CX) Tables: bldg_table

Purpose: Used to define buildings list in EMS. Required for buildings that host academic courses; additional
buildings can be added manually to EMS if used only for non-academic purposes.

EMS Field Jenzabar (CX) Field
SISID bldg

BuildingCode bldg
BuildingDescription txt
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Room Types
EMS View: EMS_vwRoomTypes
View Permissions: Read Only

Jenzabar (CX) Tables: facil_table (Distinct values)

Purpose: Used to define room type list in EMS. Room Types classify each room and allows for searching,
sorting, and reporting by classification. Additional room types can be added to EMS manually.

EMS Field Jenzabar (CX) Field
SISID ctgry
RoomTypeDescription ctgry

Rooms

EMS View: EMS_vwRooms
View Permissions: Read Only
Jenzabar (CX) Tables: facil_table

Purpose: Used to define list of rooms and their capacities for academic purposes in EMS; related to
Buildings and Room Types. Required for rooms that host academic courses; additional rooms can be added
manually to EMS if used only for non-academic purposes.

EMS Field Jenzabar (CX) Field

SISID bldg + room

SISBuildingID bldg

SISRoomTypelD ctgry

RoomCode room

RoomDescription descr

Capacity max_occ
Instructors

EMS View: EMS_vwlinstructors

View Permissions: Read Only
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Jenzabar (CX) Tables: id_rec, sec_rec (Distinct values)

Purpose: Used to define list of instructors in EMS; related to Courses.

EMS Field Jenzabar (CX) Field
SISID sec_rec.fac_id
InstructorDescription fullname

Terms

EMS View: EMS_vwTerms
View Permissions: Read Only
Jenzabar (CX) Tables: acad_cal rec, sess_table

Purpose: Used to define list of terms in EMS; related to Courses. In conjunction with Domains, terms
separate courses into distinct lists that will go through the academic planning process (synching,
optimizing, publishing, reporting) as a unit.

EMS Field Jenzabar (CX) Field

SISID yr +sess +subsess

TermCode yr + sess + subsess

TermDescription yr+txt

StartDate beg date

EndDate end_date
Subjects

EMS View: EMS_vwSubjects
View Permissions: Read Only
Jenzabar (CX) Tables: crs_rec (Distinct values)

Purpose: Used to define list of subjects in EMS. Within EMS, subjects are divided into Domains in order to
create distinct lists of courses per term that will go through the academic planning process (synching,
optimizing, publishing, reporting) as a unit, managed by the academic central scheduler.
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EMS Field Jenzabar (CX) Field
SISID crs_no (parsed)
SubjectCode crs_no (parsed)
SubjectDescription crs_no (parsed)
CampusCode “

DivisionCode
DepartmentCode
LevelCode
CustomCodel

CustomCode2

Course Types
EMS View: EMS_vwCourseTypes
View Permissions: Read Only

Jenzabar (CX) Tables: im_table

Purpose: Used to define the course type list in EMS; related to coursedates. Course Types are used to
classify coursedates for purposes of searching, sorting, optimizing, and reporting.

EMS Field Jenzabar (CX) Field
SISID im
Description descr

Courses

EMS View: EMS_vwCourses
View Permissions: Read Only
Jenzabar (CX) Tables: sec_rec, crs_rec, secmtg_rec

Purpose: Used to define the list of courses per term; related to subjects, instructors, terms.
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EMS Field

SISID

SISTermID
SISSubjectID
CampusCode
DepartmentCode
LevelCode
CustomCodel
CustomCode2
CRN

Course

Section
CourseTitle
SISInstructorlD
EstimatedEnrollment
CrosslistParentID
ActualEnrollment

CreditHours

accruent

Jenzabar (CX) Field
crs_no +cat +yr +sess +sec_no
yr +sess

dept

crs_no
crs_no (parsed)

sec_no

titlel*

fac_id

max_reg

crs_no +cat +yr +sess + sec_no*
reg_num

hrs

*First record from crs_rec based on crs_no

** (0 if not crosslisted, otherwise matches on secmtg_rec.mtg_no

Course Dates
EMS View: EMS_vwCourseDates
View Permissions: Read Only

Jenzabar (CX) Tables: mtg_rec, secmtg_rec, sec_rec
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Jenzabar (CX) Table Permissions: Update on mtg_rec table if allowing EMS to update room locations in
Jenzabar (CX)

Purpose: Used to define the list of meeting patterns per course; related to courses, coursetypes, buildings,

rooms.
EMS Field Jenzabar (CX) Field
SISID mtg_no
SISTermID Sec_rec.yr +sec_rec.sess + sec_rec.subsess
SISCourselD secmtg_rec.crs_no +secmtg_rec.cat + secmtg_
rec.yr + secmtg_rec.sess + secmtg_rec.sec_no
StartDate beg date
EndDate end_date
StartTime beg tm
EndTime end_tm
SISBuildingID bldg*
SISRoomID bldg + room
RoomID room*
Sunday days (parsed)
Monday days (parsed)
Tuesday days (parsed)
Wednesday days (parsed)
Thursday days (parsed)
Friday days (parsed)
Saturday days (parsed)
SISCourseTypelD im

*Field used for updating room assignment
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CHAPTER 18: Jenzabar (EX) Views Data Model

EMS Software will code a set of views specific to your organization’s use of Jenzabar (EX) to allow for
integration between EMS and Jenzabar (EX). Outlined are the baseline tables/columns accessed in the
views.

You will be provided a Campus Technical Environment Questionnaire which allows for identification of
specific fields used by EMS that tend to vary in individual Jenzabar (EX) implementations. Following return
of the questionnaire, EMS Views will be coded for your organization and a final review done in EMS. Your
Implementation Consultant can assist in more detailed explanations or demonstrations of how the
information will be used in EMS to support the Academic Scheduling process, as needed for completion of
the questionnaire. Once reviewed and accepted, further view modifications will be subject to EMS
Professional Services time and materials fees.

' ﬂ Note: :

Optionally and on a custom basis, up to 10 User Defined Fields can be added to the set :
of views for each organization to support desired workflow. Detailed business
requirements are needed to provide a quote for customization of the views for this
purpose.

Modification of views by the customer is unsupported and voids the Annual Service Agreement for the
integration with Jenzabar (EX).

Fields highlighted in BLUE are required to be unique.

Buildings

EMS View: EMS_vwBuildings

View Permissions: Read Only
Jenzabar (EX) Tables: building_master

Purpose: Used to define buildings list in EMS. Required for buildings that host academic courses; additional
buildings can be added manually to EMS if used only for non-academic purposes.

EMS Field Jenzabar (EX) Field
SISID bldg cde
BuildingCode bldg cde
BuildingDescription building_desc
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Room Types
EMS View: EMS_vwRoomTypes
View Permissions: Read Only

Jenzabar (EX) Tables: room_master (Distinct values)

Purpose: Used to define room type list in EMS. Room Types classify each room and allows for searching,
sorting, and reporting by classification. Additional room types can be added to EMS manually.

EMS Field Jenzabar (EX) Field

SISID room_type

RoomTypeDescription room_type
Rooms

EMS View: EMS_vwRooms
View Permissions: Read Only
Jenzabar (EX) Tables: room_master

Purpose: Used to define list of rooms and their capacities for academic purposes in EMS; related to
Buildings and Room Types. Required for rooms that host academic courses; additional rooms can be added
manually to EMS if used only for non-academic purposes.

EMS Field Jenzabar (EX) Field

SISID bldg_cde + room_cde

SISBuildingID bldg_cde

SISRoomTypelD room_type

RoomCode room_cde

RoomDescription room_desc

Capacity max_capacity
Instructors

EMS View: EMS_vwlinstructors

View Permissions: Read Only
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Jenzabar (EX) Tables: name_master, faculty_master

Purpose: Used to define list of instructors in EMS; related to Courses.

EMS Field Jenzabar (EX) Field

SISID id_num

InstructorDescription last_name + first_name
Terms

EMS View: EMS_vwTerms
View Permissions: Read Only
Jenzabar (EX) Tables: year_term_table

Purpose: Used to define list of terms in EMS; related to Courses. In conjunction with Domains, terms
separate courses into distinct lists that will go through the academic planning process (synching,
optimizing, publishing, reporting) as a unit.

EMS Field Jenzabar (EX) Field

SISID yr_cde +trm_cde

TermCode yr_cde +trm_cde

TermDescription yr_trm_desc

StartDate trm_begin_dte

EndDate trm_end_dte
Subjects

EMS View: EMS_vwSubjects
View Permissions: Read Only
Jenzabar (EX) Tables: crs_comp_1

Purpose: Used to define list of subjects in EMS. Within EMS, subjects are divided into Domains in order to
create distinct lists of courses per term that will go through the academic planning process (synching,
optimizing, publishing, reporting) as a unit, managed by the academic central scheduler.
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EMS Field Jenzabar (EX) Field
SISID crs_comp_1 (parsed)
SubjectCode crs_comp_1
SubjectDescription crs_comp_desc
CampusCode NULL

DivisionCode NULL
DepartmentCode NULL

LevelCode NULL

CustomCodel NULL

CustomCode2 NULL

Course Types
EMS View: EMS_vwCourseTypes
View Permissions: Read Only

Jenzabar (EX) Tables: n/a —view returns hard coded value of zero and (none).

Purpose: Used to define the course type list in EMS; related to coursedates. Course Types are used to
classify coursedates for purposes of searching, sorting, optimizing, and reporting.

EMS Field Jenzabar (EX) Field
SISID n/a
Description n/a

Courses

EMS View: EMS_vwCourses
View Permissions: Read Only
Jenzabar (EX) Tables: section_master

Purpose: Used to define the list of courses per term; related to subjects, instructors, terms.
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EMS Field Jenzabar (EX) Field

SISID yr_cde +trm_cde +crs_cde
SISTermID yr_cde +trm_cde
SISSubjectID crs_cde (parsed)
CampusCode NULL

DepartmentCode NULL

LevelCode NULL

CustomCodel NULL

CustomCode2 NULL

CRN crs_cde

Course crs_cde (parsed)

Section crs_cde (parsed)
CourseTitle crs_title

SISInstructorID lead_instructor_id
EstimatedEnrollment crs_capacity
CrosslistParentID yr_cde +trm_cde + x_listed_parnt_crs*
ActualEnrollment crs_enrollment
CreditHours credit_hrs

*0" if not crosslisted

Course Dates
EMS View: EMS_vwCourseDates
View Permissions: Update if allowing EMS to update room locations in Jenzabar (EX)

Jenzabar (EX) Tables: secion_schedule
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Purpose: Used to define the list of meeting patterns per course; related to courses, coursetypes, buildings,

rooms.
SISID yr_cde +trm_cde +crs_cde + row number
SISTermID yr_cde +trm_cde
SISCourselD yr_cde +trm_cde +crs_cde
StartDate begin_dte
EndDate end_dte
StartTime begin_tim
EndTime end_tim
SISBuildingID bldg_cde*
SISRoomID bldg_cde + room_cde
RoomID room_cde*
Sunday sunday_cde
Monday monday_cde
Tuesday tuesday_cde
Wednesday wednesday_cde
Thursday thursday_cde
Friday friday_cde
Saturday saturday_cde
SISCourseTypelD 0—hard coded

*Field used for updating room assignments
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CHAPTER 19: PeopleSoft Views Data Model

EMS Software will code a set of views specific to your organization’s use of PeopleSoft to allow for
integration between EMS and PeopleSoft. Outlined are the baseline tables/columns accessed in the views.

ﬂ Note: .
Enhanced write back feature and stored procedure is currently only available for :
' PeopleSoft Oracle (not SQL). :

You will be provided a Campus Technical Environment Questionnaire which allows for identification of
specific fields used by EMS that tend to vary in individual PeopleSoft implementations. Following return of
the questionnaire, EMS Views will be coded for your organization and a final review done in EMS. Your
Implementation Consultant can assist in more detailed explanations or demonstrations of how the
information will be used in EMS to support the Academic Scheduling process, as needed for completion of
the questionnaire. Once reviewed and accepted, further view modifications will be subject to EMS
Professional Services time and materials fees.

' ﬂ Note: .

Optionally and on a custom basis, up to 10 User Defined Fields can be added to the set

' of views for each organization to support desired workflow. Detailed business

requirements are needed to provide a quote for customization of the views for this
purpose.

Modification of views by the customer is unsupported and voids the Annual Service Agreement for the
integration with PeopleSoft.

A stored procedure has been introduced into EMS_SPUPDATECOURSEDATES to provide additional updates
to PeopleSoft. These updates and new stored procedure accomplish the following:

1. Update the PS_CLASS_MTG_PAT record with the room ID.
2. Ifan Event ID already exists, update the existing PS_ CAMPUS_MTG records.

3. Ifan Event ID does not exist:

a. Updatethe PS_EVENT _LAST TBL table —increment by one.
b. Retrieve the EVENT_NBR_LAST value from the PS_EVENT _LAST TBL table.
c. Update the PS_CLASS TBL record with the Event ID.

d. Ifit’s acombined section then update the related combined sections in PS_CLASS TBL with the
Event ID so long as the SKIP_MTGPAT_EDIT flag is set to ‘No.’
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4. Create PS_CAMPUS_EVENT record if it doesn’t exist for the Event ID.

5. Create PS_CAMPUS_MTG records if they don’t exist for the Event ID and Meeting Number.

The Oracle account used for the integration with EMS will need to have write access to the following tables,
if it does not already:

« PS_CLASS_MTG_PAT
« PS_EVENT_LAST_TBL
« PS_CLASS_TBL

« PS_CAMPUS_EVENT
« PS_CAMPUS_MTG

e PS_FACILITY_TBL

View Modifications

Fields highlighted in BLUE are required to be unique.

Buildings

EMS View: EMS_vwBuildings
View Permissions: Read Only
PeopleSoft Tables: PS_BLDG_TBL

Purpose: Used to define buildings list in EMS. Required for buildings that host academic courses; additional
buildings can be added manually to EMS if used only for non-academic purposes.

EMS Field PeopleSoft Field

SISID BLDG_CD

BuildingCode BLDG_CD

BuildingDescription DESCR
Room Types

EMS View: EMS_vwRoomTypes
View Permissions: Read Only

PeopleSoft Tables: PSXLATITEM (‘FACILITY_TYPE’)
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Purpose: Used to define room type list in EMS. Room Types classify each room and allows for searching,
sorting, and reporting by classification. Additional room types can be added to EMS manually.

EMS Field PeopleSoft Field

SISID FIELDVALUE

RoomTypeDescription XLATLONGNAME
Rooms

EMS View: EMS_vwRooms
View Permissions: Read Only
PeopleSoft Tables: PS_FACILITY_TBL, PS_BLDG_TBL, PSXLATITEM

Purpose: Used to define list of rooms and their capacities for academic purposes in EMS; related to
Buildings and Room Types. Required for rooms that host academic courses; additional rooms can be added
manually to EMS if used only for non-academic purposes.

EMS Field PeopleSoft Field

SISID FACILITY_ID

SISBuildingID BLDG_CD

SISRoomTypelD FACILITY_TYPE

RoomCode ROOM

RoomDescription DESCR

Capacity ROOM_CAPACITY
Instructors

EMS View: EMS_vwlinstructors
View Permissions: Read Only
PeopleSoft Tables: PS_INSTR_ADVISOR, PS_NAMES

Purpose: Used to define list of instructors in EMS; related to Courses.
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EMS Field PeopleSoft Field

SISID EMPLID

InstructorDescription PS_NAMES.NAME
Terms

EMS View: EMS_vwTerms
View Permissions: Read Only
PeopleSoft Tables: PS_TERM_TBL

Purpose: Used to define list of terms in EMS; related to Courses. In conjunction with Domains, terms
separate courses into distinct lists that will go through the academic planning process (synching,
optimizing, publishing, reporting) as a unit.

EMS Field PeopleSoft Field

SISID STRM

TermCode STRM

TermDescription DESCR

StartDate TERM_BEGIN_DT

EndDate TERM_END_DT
Subjects

EMS View: EMS_vwSubjects
View Permissions: Read Only
PeopleSoft Tables: PS_SUBJECT_TBL, PS_CLASS_TBL (Distinct values)

Purpose: Used to define list of subjects in EMS. Within EMS, subjects are divided into Domains in order to
create distinct lists of courses per term that will go through the academic planning process (synching,
optimizing, publishing, reporting) as a unit, managed by the academic central scheduler.

EMS Field PeopleSoft Field

SISID ’ SUBIJECT
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EMS Field PeopleSoft Field

SubjectCode SUBJECT
SubjectDescription DESCR

CampusCode PS_CLASS_TBL.LOCATION*
DivisionCode NULL

DepartmentCode NULL

LevelCode NULL

CustomCodel NULL

CustomCode2 NULL

*NULL if not using Campus Codes

Course Types

EMS View: EMS_vwCourseTypes

View Permissions: Read Only

PeopleSoft Tables: PSXLATITEM (‘SSR_COMPONENT’)

Purpose: Used to define the course type list in EMS; related to coursedates. Course Types are used to
classify coursedates for purposes of searching, sorting, optimizing, and reporting.

EMS Field PeopleSoft Field

SISID ’ FIELDVALUE
Description ‘ XLATLONGNAME
Courses

EMS View: EMS_vwCourses
View Permissions: Read Only
PeopleSoft Tables: PS_CLASS_TBL, PS_CRSE_CATALOG, PS_CLASS_INSTR, PS_SCTN_CMBND

Purpose: Used to define the list of courses per term; related to subjects, instructors, terms.
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EMS Field PeopleSoft Field

SISID STRM + CLASS_NBR

SISTermID STRM

SISSubjectID SUBJECT

CampusCode LOCATION*

DepartmentCode NULL

LevelCode NULL

CustomCodel NULL

CustomCode2 NULL

CRN CLASS_NBR

Course CATALOG_NBR

Section CLASS_SECTION

CourseTitle DESCR

SISInstructorlD PS_CLASS_INSTR.EMPLID**

EstimatedEnrollment ENRL_CAP

CrosslistParentID PS_SCTN_CMBND.STRM + PS_
SCTN_CMBND.CLASS_NBR***

ActualEnrollment ENRL_TOT

CreditHours PS_CRSE_CATALOG.UNITS_
MINIMUM

*NULL if not using Campus Codes
**First record
**¥*¥ (0 if not crosslisted, otherwise matching on SCTN_COMBINED_ID

Course Dates
EMS View: EMS_vwCourseDates
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View Permissions: Update if allowing EMS to update room locations in PeopleSoft

PeopleSoft Tables: PS_CLASS_MTG_PAT, PS_CLASS_TBL, PS_FACILITY_TBL

Purpose: Used to define the list of meeting patterns per course; related to courses, coursetypes, buildings,

rooms.

EMS Field PeopleSoft Field

SISID

SISTermID
SISCourselD
StartDate
EndDate
StartTime
EndTime
SISBuildinglID
SISRoomID
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

SISCourseTypelD

SQL: STRM + CLASS_NBR + Row Number
Oracle: STRM + CRSE_OFFER_NBR + SESSION_CODE + CLASS _
SECTION + CLASS_MTG_NBR

STRM

STRM + CLASS_NBR

START_DT

END_DT

MEETING_TIME_START
MEETING_TIME_END

BLDG_ID

FACILITY_ID*

SUN

MON

TUES

WED

THURS

FRI

SAT

SSR_COMPONENT

*Field used for updating room assignments
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CHAPTER 20: PowerCampus Views Data Model

EMS Software will code a set of views specific to your organization’s use of PowerCampus to allow for
integration between EMS and PowerCampus. Outlined are the baseline tables/columns accessed in the
views.

You will be provided a Campus Technical Environment Questionnaire which allows for identification of
specific fields used by EMS that tend to vary in individual PowerCampus implementations. Following return
of the questionnaire, EMS Views will be coded for your organization and a final review done in EMS. Your
Implementation Consultant can assist in more detailed explanations or demonstrations of how the
information will be used in EMS to support the Academic Scheduling process, as needed for completion of
the questionnaire. Once reviewed and accepted, further view modifications will be subject to EMS
Professional Services time and materials fees.

' ﬂ Note: :

Optionally and on a custom basis, up to 10 User Defined Fields can be added to the set :
of views for each organization to support desired workflow. Detailed business
requirements are needed to provide a quote for customization of the views for this
purpose.

Modification of views by the customer is unsupported and voids the Annual Service Agreement for the
integration with PowerCampus.

Fields highlighted in BLUE are required to be unique.

Buildings

EMS View: EMS_vwBuildings
View Permissions: Read Only
PowerCampus Tables: BUILDING

Purpose: Used to define buildings list in EMS. Required for buildings that host academic courses; additional
buildings can be added manually to EMS if used only for non-academic purposes.

EMS Field PowerCampus Field

SISID BUILDING_CODE
BuildingCode BUILDING_CODE
BuildingDescription BUILD_NAME_1
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Room Types

EMS View: EMS_vwRoomTypes

View Permissions: Read Only
PowerCampus Tables: CODE_ ROOMTYPE

Purpose: Used to define room type list in EMS. Room Types classify each room and allows for searching,
sorting, and reporting by classification. Additional room types can be added to EMS manually.

EMS Field PowerCampus Field

SISID CODE_VALUE_KEY

RoomTypeDescription LONG_DESC
Rooms

EMS View: EMS_vwRooms
View Permissions: Read Only
PowerCampus Tables: ROOM

Purpose: Used to define list of rooms and their capacities for academic purposes in EMS; related to
Buildings and Room Types. Required for rooms that host academic courses; additional rooms can be added
manually to EMS if used only for non-academic purposes.

EMS Field PowerCampus Field

SISID BUILDING_CODE + ROOM_ID

SISBuildingID BUILDING_CODE

SISRoomTypelD ROOM_TYPE

RoomCode ROOM_ID

RoomDescription ROOM_NAME

Capacity MAX_OCCUPANCY
Instructors

EMS View: EMS_vwlinstructors

View Permissions: Read Only
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PowerCampus Tables: PEOPLE, SECTIONPER

Purpose: Used to define list of instructors in EMS; related to Courses.

EMS Field PowerCampus Field
SISID PEOPLE_CODE_ID
InstructorDescription LAST_NAME + FIRST_NAME

*Uses SIRASGN to determine primary instructor (SIRASGN_PRIMARY_IND)

Terms

EMS View: EMS_vwTerms

View Permissions: Read Only

PowerCampus Tables: SECTIONS, ACADEMICCALENDAR, CODE_ACASESSION

Purpose: Used to define list of terms in EMS; related to Courses. In conjunction with Domains, terms
separate courses into distinct lists that will go through the academic planning process (synching,
optimizing, publishing, reporting) as a unit.

EMS Field PowerCampus Field

SISID ACADEMIC_YEAR + ACADEMIC_TERM +
ACADEMIC_SESSION

TermCode ACADEMIC_YEAR + ACADEMIC_TERM +
ACADEMIC_SESSION

TermDescription ACADEMIC_YEAR + ACADEMIC_TERM + CODE_
ACASESSION.LONG_DESC

StartDate ACADEMICCALENDAR.START_DATE
EndDate ACADEMICCALENDAR.END_DATE
Subjects

EMS View: EMS_vwSubjects
View Permissions: Read Only

PowerCampus Tables: CODE_DEPARTMENT, SECTIONS, ORGANIZATION
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Purpose: Used to define list of subjects in EMS. Within EMS, subjects are divided into Domains in order to
create distinct lists of courses per term that will go through the academic planning process (synching,
optimizing, publishing, reporting) as a unit, managed by the academic central scheduler.

EMS Field PowerCampus Field

SISID CODE_VALUE_KEY

SubjectCode CODE_VALUE_KEY
SubjectDescription LONG_DESC

CampusCode ORGANIZATION.ORG_IDENTIFIER*
DivisionCode NULL

DepartmentCode NULL

LevelCode NULL

CustomCodel NULL

CustomCode2 NULL

*NULL if not using Campus Codes

Course Types

EMS View: EMS_vwCourseTypes

View Permissions: Read Only

PowerCampus Tables: CODE_EVENTSUBTYPE

Purpose: Used to define the course type list in EMS; related to coursedates. Course Types are used to
classify coursedates for purposes of searching, sorting, optimizing, and reporting.

EMS Field PowerCampus Field

SISID CODE_VALUE_KEY
Description LONG_DESC
Courses

EMS View: EMS_vwCourses
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View Permissions: Read Only
PowerCampus Tables: SECTIONS, SECTIONPER, ORGANIZATION, SECTIONCROSSTALLY

Purpose: Used to define the list of courses per term; related to subjects, instructors, terms.

EMS Field PowerCampus Field

SISID ACADEMIC_YEAR + ACADEMIC_TERM + ACADEMIC_SESSION +
EVENT_ID + EVENT_SUB_TYPE + SECTION

SISTermID ACADEMIC_YEAR + ACADEMIC_TERM + ACADEMIC_SESSION

SISSubjectID DEPARTMENT

CampusCode ORGANIZATION.ORG_IDENTIFIER*

DepartmentCode NULL

LevelCode NULL

CustomCodel NULL

CustomCode2 NULL

CRN SECTIONID

Course EVENT_ID

Section SECTION

CourseTitle EVENT_LONG_NAME

SISInstructorlD SECTIONPER.PERSON_CODE_ID

EstimatedEnrollment MAX_PARTICIPANT

CrosslistParentID SECTIONCROSSTALLY .ACADEMIC_YEAR +
SECTIONCROSSTALLY.ACADEMIC_TERM +
SECTIONCROSSTALLY .ACADEMIC_SESSION +
SECTIONCROSSTALLY .EVENT _ID +
SECTIONCROSSTALLY.EVENT_SUB_TYPE +
SECTIONCROSSTALLY .SECTION **

ActualEnrollment ADDS
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EMS Field PowerCampus Field

CreditHours ‘ CREDITS

CHAPTER 20: PowerCampus Views Data Model

*NULL if not using Campus Codes

** 0" if not crosslisted. Uses EMS_vwCrosslistings (definition below)

Course Dates
EMS View: EMS_vwCourseDates

View Permissions: Update if allowing EMS to update room locations in PowerCampus

PowerCampus Tables: SECTIONSCHEDULE, SECTIONS, CODE_DAY

Purpose: Used to define the list of meeting patterns per course; related to courses, coursetypes, buildings,

rooms.

EMS Field PowerCampus Field

SISID SECTIONSCHEDULE_ID

SISTermID ACADEMIC_YEAR + ACADEMIC_TERM +
ACADEMIC_SESSION

SISCourselD ACADEMIC_YEAR + ACADEMIC_TERM +
ACADEMIC_SESSION + EVENT_ID + EVENT_SUB_
TYPE + SECTION

StartDate SECTIONS.START_DATE

EndDate SECTIONS.END_DATE

StartTime START_TIME

EndTime END_TIME

SISBuildingID BUILDING_CODE

SISRoomID BUILDING_CODE + ROOM_ID

RoomID ROOM_ID

Sunday CODE_DAY.DAY_SUNDAY
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EMS Field PowerCampus Field

Monday CODE_DAY.DAY_MONDAY
Tuesday CODE_DAY.DAY_TUESDAY
Wednesday CODE_DAY.DAY_WEDNESDAY
Thursday CODE_DAY.DAY_THURSDAY
Friday CODE_DAY.DAY_FRIDAY
Saturday CODE_DAY.DAY_SATURDAY
SISCourseTypelD EVENT_SUB_TYPE

Course Crosslistings

EMS View: EMS_vwCrosslistings

View Permissions: Read Only
PowerCampus Tables: SECTIONCROSSTALLY

Purpose: Used to identify a cross list parent child relationship for crosslistings to work in EMS.

EMS Field PowerCampus Field

Crosslist1 ACADEMIC_YEAR + ACADEMIC_TERM +
ACADEMIC_SESSION + EVENT _ID + EVENT_SUB_
TYPE + SECTION

Crosslist2 ACADEMIC_YEAR + ACADEMIC_TERM +
ACADEMIC_SESSION + EVENT _ID + EVENT _SUB_
TYPE + SECTION

Accruent Confidential and Proprietary © 2019 Page | 81



CHAPTER 21: Web Service Overview a‘ ' mel I l

CHAPTER 21: Web Service Overview

EMS Campus Application Architecture

The EMS Campus Web Service communicates with the SIS database via views. An installation script is
provided during your implementation that will be executed against your SIS database to create the
necessary views. The EMS Campus Web Service interacts directly with these views to handle all querying
and updating room assignments.

EMS-SIS Data Synchronization

The EMS Campus Web Service synchronizes the following information from the SIS:

Facility Information
e Buildings (via ems_vwBuildings view)
e Room Types (via ems_vwRoomTypes view)

o Rooms (via ems_vwRooms view)

Course Related Information

e Subjects (via ems_vwSubjects view)

o Instructors (via ems_vwlnstructors view)

Course Types (via ems_vwCourseTypes view)
o Terms (via ems_vwTerms view)

o Courses and Course Dates (via ems_vwCourses and ems_vwCourseDates views)

ﬂ Note

An extra view —ems_vwCourseDates_|Ds is provided for customers using Banner and
PeopleSoft for their SIS.

When publishing your course schedule in EMS or when changing room assignments in EMS post-publish,

the EMS Campus Web Service updates course room information in your SIS. This is the only information

that the EMS Campus Web Service updates in the SIS database.
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EMS/SIS Synchronization

Synchronization functions are executed by the Domain Scheduler using the EMS Campus client application.
After changes are made in the SIS, the EMS Campus Web Service pulls that information into EMS Campus
when a syncis ran from the Manage Terms screen.

When the Domain Scheduler publishes a term in EMS, reservations and bookings are created in EMS and
updates to course room assignments are pushed back to the SIS. Post-publish changes to course room
assignments made in EMS are automatically updated in the SIS.

Other Synchronization Options

If creating database views in your SIS is not possible, the following alternative is possible:

« Ifan SIS is not available or is incompatible with the EMS Campus, you can use course-related data
from files exported from your SIS in a tab-delimited format. This method is a one-way import. EMS
Campus will not update course room assignments back into your SIS.

See Format for Tab-Delimited Files for file format information.
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CHAPTER 22: Format for Tab-Delimited Files

The EMS Campus Web Service can import your course data into EMS Campus via tab-delimited files
outputted from your SIS. The following tables outline the specifications for this option. A separate file is
required for each of these tables. By default, the EMS Campus Web Service looks

to C:\Inetpub\wwwroot\EMSCampusWebService\CustomConfig\ on your web server for your tab-
delimited files.

Buildings.txt
Column Data Type  Max. Characters  Example Notes
ID text 255 WASH must be unique
BuildingCode | text 20 WASH
Description text 50 Washington
RoomTypes.txt
Column Data Type  Max. Characters  Example  Notes
ID text 255 C ‘ must be unique
Description text 30 C e.g. Classroom
Rooms.txt
Column Data Type  Max. Characters  Example Notes
ID text 255 WA300 must be unique
RoomCode text 20 WA300
Description text 50 WASHINGTON ROOM 300
BuildingID text 255 WASH
RoomTypelD | text 255 C
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Data Type  Max. Characters  Example

Capacity

number ‘ ‘ 30

Instructors.txt

Column Data Type  Max. Characters  Example Notes
ID text 255 123456 must be unique
Description text 255 Terry Jones
Subjects.txt
Column Data Type  Max. Characters Example Notes
ID text 255 WH must be unique
SubjectCode text 10 WH
Description text 50 World History
CampusCode text 30 MAIN blank if N/A
DepartmentCode | text 50 optional, blank if N/A
DivisionCode text 50 optional, blank if N/A
LevelCode text 50 optional, blank if N/A
CustomCodel text 50 optional, blank if N/A
CustomCode2 text 50 optional, blank if N/A
CourseTypes.txt
Column DataType  Max. Characters Example  Notes
ID text ‘ 255 ‘ L ‘ must be unique
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Column DataType  Max. Characters Example  Notes
Description text ‘ 255 ‘ L e.g. Lecture
Terms.txt
Column Data Type  Max. Characters  Example Notes
ID text 255 O7FALL must be unique
TermCode text 10 O7FALL
Description text 100 2007 FALLTERM
StartDate date 9/12/2007 must be in m/d/yyyy format
EndDate date 12/15/2007 must be in m/d/yyyy format

Courses.txt

Column

CRN

CourseTitle

TermID
EstimatedEnrollment
ActualEnrollment
InstructorID
SubjectID

CrosslListParentID

text

text

text

text

number

number

text

text

text

Max.
Characters

255

255

100

255

255

255

255

Example

100001

100001

World
History

O7FALL

30

123456

WH

must be unique

must be unique

relates to ID, zero or blank if
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Max.
Characters
N/A
Course text 10 101
CampusCode text 30 MAIN optional, blank if N/A
Section text 10 01
Credit Hours number 3.0
DepartmentCode text 50 optional, blank if N/A
DivisonCode text 50 optional, blank if N/A
LevelCode text 50 optional, blank if N/A
CustomCodel text 50 optional, blank if N/A
CustomCode2 text 50 optional, blank if N/A
CourseDates.txt
Column Data Type  Max. Characters  Example Notes
CourselD text 255 100001
ID text 255 100001 must be unique
CourseTypelD text 255 L
StartDate date 9/11/2007 must be in m/d/yyyy format
EndDate date 12/15/2007 | must bein m/d/yyyy format
BuildingID text 255 WASH
RoomID text 255 WA300
StartTime time 0900 HHMM format, no colon
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Column DataType  Max. Characters  Example Notes

EndTime time 1300 HHMM format, no colon
Sunday Oorl 0

Monday Oor1l 1

Tuesday Oor1l 0

Wednesday Oorl 1

Thursday Oor1l 0

Friday Oorl 1

Saturday Oor1l 0
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CHAPTER 23: Integrate Course and Student Information with Stu-

dent Information Systems (SIS)

EMS integrates with most commercial and many custom SIS/ERP systems, saving your institution time and
eliminating data entry duplication. The optional EMS Campus Web Service provides bi-directional
integration so that course data and instructor information is pulled into EMS, and rooms assigned in EMS
are then written back to the SIS. With SIS integration, you can:

o Pull course and instructor information from the SIS to create multiple scheduling scenarios.
o Quickly publish selected scheduling scenarios for students and instructors to view.

« Allow departments to collaborate online for a paperless planning process.

« Easily identify all new data moved into EMS for review.

o Report on seat fill percentage, time block availability, utilization trends, and more.

See Also: EMS Campus Web Service and White Paper Installation Guide.

Supported SIS

You can manually or automatically synchronize your campus-specific SIS data (Instructors, Course Types,
Subjects, and Terms) with EMS using the following supported SIS:

e Ellucian’s Banner

e Ellucian’s Colleague (on SQL or Oracle platform)

e Ellucian’s PowerCampus

e Oracle’s Peoplesoft

o Jenzabar CX
o Jenzabar EX
ﬂ Note: .
Non-SIS customers can still streamline data entry by importing tab-delimited lists of :
] people/groups, rooms, resources, reservations, and (for EMS Campus), final exam '
schedules. See Also: Importing Files To Streamline Data Entry.
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CHAPTER 24: EMS Campus (Academic Planning Component of
EMS Desktop Client)

Configuration Guide

EMS Campus is an optional component of EMS software that provides all the functionality that is necessary
for Domain Schedulers to ensure that every class meets in a location and at a time that is acceptable to
departments and professors. The system provides automatic room assignment within user-supplied
parameters, integration with your SIS/ERP software, and efficient online collaboration tools. It also
simplifies final exam scheduling and offers a selection of reports to streamline and analyze the room
scheduling process. When added to the functionality that meeting and event staff already have access to, it
provides a complete campus-wide space management package referred to as EMS Academic Planning.

This guide details the synchronization of the information in your Student Information System, or SIS, with
the information in your EMS database as well as the configuration of campus-specific data items for EMS
Campus.
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CHAPTER 25: EMS Desktop Client Academic Planning Con-

figuration Guide

EMS Academic Planning is an optional component of EMS software that provides all the functionality that is
necessary for Domain Schedulers to ensure that every class meets in a location and at a time that is
acceptable to departments and professors. The system provides automatic room assignment within user-
supplied parameters, integration with your SIS/ERP software, and efficient online collaboration tools. It
also simplifies final exam scheduling and offers a selection of reports to streamline and analyze the room
scheduling process. When added to the functionality that meeting and event staff already have access to, it
provides a complete campus-wide space management package referred to as EMS Academic Planning.

This guide details the synchronization of the information in your Student Information System, or SIS, with
the information in your EMS database as well as the configuration of campus-specific data items for EMS
Academic Planning.
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CHAPTER 26: Overview of Synchronization

Your Student Information System, or SIS, contains a wealth of information about your buildings, room
types, rooms, instructors, course types, subjects, and terms. The process of importing this SIS data into
your EMS database is referred to as synchronization. When you import campus-specific data (instructors,
course types, subjects, and terms), you create the data items in your EMS database. When you import
facility data (buildings, room types, and rooms), you must either create the data items in your EMS
database, or if the facility data already exists in your EMS database, then you must link the SIS facility data
to the corresponding facility data in your EMS database.

H Note: .
Before you can carry out synchronization, the EMS Campus Web Service must be :
' installed and configured. Refer to the EMS Installation instructions for details. '

Facility Data Synchronization

When you import facility SIS data, the actions that you must carry out are different if you do not have the
facility data (building, room type, or room) already configured in your EMS database versus if you do have
the data already configured. See also: Synchronize Facility Data.

o Ifyou have not configured the necessary data items in your EMS database, then all data items that
are imported from your SIS are flagged with a status of New. To configure these items in your EMS
database, you must select the item and then click Create. (Depending on the item that you select,
another window might open with additional configuration options that are required to completely
configure the item in your EMS database.) For example, in the graphic below, the PAC-Pacific building,
the PKE-Pike building, the ROCK-Rockies building, and the LNG-Long building exist in the SIS, but not
in the EMS database. The status of the PAC-Pacific building, the PKE-Pike building, the ROCK-Rockies
building is therefore set to New. The status of the of the Long building was set to Create by selecting
the building, and then clicking Create.

= EMS Campus Buildings ’?"F|
Status: (2l -

Status (20) SIS Buidng Cade 515 Buiding EMS BuldingCode  EMS Buiking  Time Zone
Matched A, Avslanche Bldg AL AVALANCHE Mountain Time [ Coste |
Mew KEN - New Eennedy [New Bulding) —_—
Create NG Long Mountain Time (MT) - (M, | LReNetimpert |
Mew PAC Pacilic
New PKE Pike [ Pt |
Do Mot Impost R&P Flapids - CLOSED ) )
Mew ROCK Rockies | SelectAl |
Mew - Auto Matched BRNC Broncos BRNC BRNC Mountain Time [ Unselectal |
Meuw - Auto Matched EVNS Evans EVNS Evans Mourtain Time S
Synchronized ADMS Adams ADMS Adams Mounitain Time
Synchionized cooL Coolidge CooL Coolidge Mountan Time
Synchionized FRNE Franklin FRMK Franklin Mountain Time
Synchionized GRNT Girant GRNT Grant Mountain Time
Synchronized HOOW Hoover HOOV Hoaover Mouritar Time
Synchionized JEFF Jefferson JEFF Jelferson Mountain Time
Synchionized LINC Lincoln LINC Lincoln Mountan Time
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« Ifyou have configured the necessary data items in your EMS database, and you have named and/or
coded them consistently between your EMS database and your SIS, then these data items are auto-
matically matched and flagged with a status of New—Auto Matched. For example, in the graphic
above, the Evans building and the Broncos building were configured in the EMS database prior to syn-
chronization. Because the Evans building was named and coded identically as the same building in
the SIS, EMS auto-matched the record for this building. Even though the Broncos building was
named differently, it was coded identically as the same building in the SIS, and therefore, it was auto-
matched as well.

Auto-matching can occur only if each SIS facility data item can be matched to one and only one EMS
data item. For example, if Softball Field and Soccer Field are separate buildings in the SIS, they cannot
both be synchronized with Fields in the EMS database. Likewise, if Discussion Room and Conference
Room are separate room types in the SIS, then the both cannot be synchronized to Meeting Room in
the EMS database. In this case, the data items that are imported are with a status of New, and you
must select each New item and assign it to the appropriate corresponding item in your EMS data-
base. (See the bullet below.)

o Ifyou have configured the necessary data items in your EMS database, but you have not named or
coded these items consistently between your EMS database and your SIS, then the data items in
your SIS are imported and also flagged with a status of New. You must select each New item and
assign it to the appropriate corresponding item in your EMS database to set the status to Matched.
For example, in the graphic above, the Avalanche building was imported from an SIS. The cor-
responding building in the EMS database was neither named nor coded identically. As a result, when
it was imported, its status was set to New. After the record was selected and Assign clicked, and the
building matched to an existing building in the EMS database, the status was set to Matched. When
you manually match items, as is the case with Auto-Matching, each SIS facility data item can be
matched to one and only one EMS data item.

« Just as with campus-specific data, you can also flag items from the SIS with a status of Do Not Import
if you do not want the item to be configured in your EMS database, for example, a building on cam-
pus that has been permanently closed or a dormitory building that does not have space that can be
scheduled. For example, in the graphic above, the RAP (CLOSED) - Rapids building has been per-
manently closed, so its status was set to Do Not Import. After a status has been set for all facility
data, (New - Auto Matched, Matched, Create, or Do Not Import), you must click Process to complete
synchronization. If you do not click Process, then the data items are not configured in your EMS data-
base. After you create these items in your EMS database, the status of the items is set to Syn-
chronized to indicate that the SIS data has been synchronized.

You must synchronize your facility data in the following order:

1. Buildings
2. Room Types
3. Rooms

The synchronization process does not update existing facility records after they have been imported and
linked. For example, if a room’s code, description, or capacity is changed in the SIS after it has been
imported and linked, this information is not changed in the EMS database. Previously synchronized items
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can be unsynchronized by selecting the item or items, and then clicking Unsynch. You must unsynchronize
items in the reverse order in which they were synchronized. For example, you cannot unsynchronize
buildings if the buildings have rooms that are still synchronized. You must first unsynchronize the rooms,
and then you can unsynchronize the buildings. Likewise, you cannot unsynchronize room type if rooms are
still synchronized with the room type. You must first unsynchronize the rooms, and then you can
unsynchronize the room types. In addition, you cannot unsynchronize any facility data if courses that are
synchronized use the buildings or rooms.

Campus-Specific Data Synchronization

When you import your campus-specific SIS data, all the SIS data items are flagged with a status of New. To
create these items in your EMS database, you select the items, click Create, and then Process. After you
create these items in your EMS database, the status of the items is set to Synchronized to indicate that the
SIS data has been synchronized. If you do not want to create the SIS data item in your EMS database (for
example, you are importing an Instructors list and an instructor is on sabbatical and unavailable to teach
classes), then you can select the item and click Do Not Import. Previously synchronized items can be
unsynchronized by selecting the item or items, and then clicking Unsynch.

See also: Synchronize Campus-Specific Data.

ﬂ Note: .
You can select a single data item at a time for processing, you can select multiple items :
' for processing using the CTRL-click or SHIFT-click functions, or you can select all items in

a single step by clicking Select All.

= EMS Campus Instructors E ==
Status:  (&ll) -

Status (104) Instructor -

New Anderson, Scott A [ Create
New Amstrong, Lance 3

New Baldwin, e Do Nol bport
New Bates, Norman

New Bllups, Chauncey Print

Do Not Import  Bolten, Michael )

Synchronized  Bowman, Scotty Select Al
Synchronized  Braaksma, Mindy Unselect Al

Synchronized Brockbank, Christine
Synchronized Bryart, Paul
Synchronized Campenter, Susan
Synchronized Castillo. Vincent
Synchronized Chapman, Russel
Synchronized Chavez, Ceaser
Synchronized Chelios. Chris
Synchronized Clark, Matt
Synchronized Oeves. Matesn
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CHAPTER 27: Synchronize Campus-Specific Data

When you synchronize your campus specific SIS data (Instructors, Course Types, Subjects, and Terms), all
the SIS data items are flagged with a status of New. To create these items in your EMS database, you select
the items, click Create, and then click Process.

Synchronize Campus-Specific Data

H Note: .

The following procedure is written from the perspective of synchronizing Instructors, :

] but, by analogy, you can follow this procedure to synchronize course types, subjects, :
and terms.

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Configuration > Synchronize
Instructors. The EMS Academic Planning Instructors window opens.

= EMS Campus Instructors = ol ===
Status:  (all) -

Status (104) Instructor

New Anderson, Scott A Cienie
New Amstrong, Lance
New Baldwin, Alex Lo Mot inoer
MNew Bates, Noman
New Billups. Chauncey [ Print
Do Not Import Bolten, Michael
Synchronized ~ Bowman, Scotty Select Al
Synchronized Braaksma, Mindy Unselect Al
Synchronized Brockbani, Christine
Synchronized Beyart. Paul
Synchronized Carpenter, Susan
Synchronized Castillo. Vincent
Synchronized Chapman, Russel
Synchronized Chavez, Ceaser
Synchronized Chelios. Chris
Synchronized Claric, Matt
Synchronized Cleves, Mateen il

Cancel | Process

2. Select the SIS data item, or CTRL-click to select the multiple data items that you are creating in your
EMS database, click Create, and then click Process. A message opens indicating that the data items
were successfully processed.

ﬂ Note: .
If you do not want to create an SIS data item in your EMS database, select the :
' item, and then click Do Not Import. '
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3. Click OK to close the message and return to the EMS Academic Planning Instructors window. The
status of the data items is set to Synchronized to indicate that the SIS data has been synchronized.

4. Click Cancel or Close (x) to close the window.

Accruent Confidential and Proprietary © 2019 Page | 96



CHAPTER 28: Synchronize Facility Data a‘ ' mel I l

CHAPTER 28: Synchronize Facility Data

You must synchronize your facility data in the following order:

1. Buildings

2. Room Types
3. Rooms

The synchronization process does not update existing facility records after they have been imported and
linked. For example, if a room’s code, description, or capacity is changed in the SIS after it has been
imported and linked, this information is not changed in the EMS database.

Synchronize Buildings

When you synchronize buildings, the values for Building Code and Description in the SIS are used for any
new buildings that are configured in your EMS database. You can edit these values if needed in EMS. See
Configure Buildings.

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Configuration > Synchronize
Buildings. The EMS Academic Planning Building window opens.

=

= EMS Campus Buildings E@
Status: (4l -

Status [20) SIS Buildng Code 515 Building EMS Buiding Code EMS Building Time Zone Assign
Matched Ala Avalanche Bldg AVL AVALANCHE Mountain Time W‘
Mew KEMN - Mew Fennedy [New Buildng)
Create LNG Long Mountain Time (MT] - [GM.. @
New PAC Pacific
Mew FKE Pike Print ]
Do Not Import RAP Rapids - CLOSED
New ROCK Fiockies [ Selctal |
Mew - Auto Matched BRNC Broncos ERNC ERNC Mountain Time Unselect Al
Mew - Auto Matched EVNS Evans EVNS Evang Mountain Time
Synchionized ADMS Adams ADMS Adamz Mountain Time
Synchionized cooL Coolidge cooL Coolidge Mountain Time
Synchionized FRNK Franiklin FRNK Franklin Mountain Time
Synchionized GRNT Grant GRNT Girant Mountain Time
Synchronized HOOW Hoover HODV Hoover Mountain Tirme

2. Set the status of the imported buildings (New - Auto Matched, Matched, Create, or Do Not Import) as
described in Facility data synchronization. A window opens that requires you to select a time zone for
the referenced buildings.

3. Select the correct time zone, and then click Close to return to the EMS Academic Planning Buildings
window.

4. Click Process. A message opens indicating that the buildings were successfully processed.
Click OK to close the message and return to the EMS Academic Planning Buildings window.

6. Click Cancel or Close (x) to close the window.
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Synchronize Room Types

1. On the EMS Academic Planning menu bar, click Academic Planning > Configuration > Synchronize
Room Types. The EMS Academic Planning Room Types window opens.

=. EMS Campus Room Types =2 B_]
Status:  (all) -
Status (3} SISRoomType  EMS Room Type [ fsson |
Synchronized A Auditorium [ Cresie |
Synchronized  C Classroom [ = 3|
Synchronized L Lab
[ Pm ]
| selectm
| Unselect A1
= - — .

2. Set the status of the imported room types (New - Auto Matched, Matched, Create, or Do Not Import)
as described in Facility data synchronization.

Click Process. A message opens indicating that the room types were successfully processed.
4. Click OK to close the message and return to the EMS Academic Planning Room Types window.

Click Cancel or Close (x) to close the window.

ﬂ Note:
After you have synchronized the room types, you can edit the names as needed. See
Configure Room Types.

Synchronize Rooms

Before you can synchronize room data, at least one setup type must be configured in your EMS database
(for example, academic setup), or the synchronization process cannot correctly import the room capacity.
To configure a setup type, or confirm that one already has been configured in your EMS database, see
Configure Setup Types. After you have configured or confirmed this setup type, set the value for the
following EMS system parameter (Area: Campus, Description: Default Setup Type) to this setup type. See
Edit System Parameters.

1. On the EMS Academic Planning menu bar, click Academic Planning > Configuration > Synchronize
Rooms. The EMS Academic Planning Rooms window opens.
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= EM5 Campus Rooms
Status:  (all) -
Status (58) SIS Buiding

New - Auto Matched
New - Auto Matched
New - Auto Matched
New - Auto Matched
New - Auto Matched
New - Auto Matched
Synchronized
Synchronized
Synchronized
Synchronized
Synchronized
Synchronized
Synchronized
Synchronized
Synchronized

‘4

[ Concs ]

ADMS
ADMS
ADMS
ADMS
ADMS
ADMS
CooL
CooL
CcooL
CooL
CooL
CooL
CooL
CooL
EVNS

Buiding Code:
515 Room Code

A101

A102

A110

AT

A2

A-AUD

c-101

c102

c103

c104

c110

c1i

c112

C-AUD

£-201

m

(=0

515 Room
ADMS 101
ADMS 102
ADMS 110 Lab
ADMS 111 Lab
ADMS 112 Lab
ADMS Audtonum
CooL 1M
CO0L 102
COO0L 103
COOL 104
COOL 110 Lab
COOL 111 Lab
COOL 112 Lab
COOL Audiorium
EWVNS 201

EMS Building
Adams
Adams
Adams
Adams
Adams
Adams
Coolidge
Coolidge
Coolidge
Coolidge
Coolidge
Coolidge
Coolidge
Coolidge
Evans

(oo ==
E4S o -
A101 =
A110 dmport,
Al
Al12 Pat |
A-AUD
c-103
104
C-110
c-111
c-112
C-AUD
E-201 5

*

accruent

2. Setthe status of the imported rooms (New - Auto Matched, Matched, Create, or Do Not Import) as
described in Facility data synchronization.

Click Process. A message opens indicating that the rooms were successfully processed.

4. Click OK to close the message and return to the EMS Academic Planning Rooms window.

Click Cancel or Close (x) to close the window.

After you synchronize the rooms, you can edit the names as needed. See Configure

Rooms.
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CHAPTER 29: Configure Domains

A domain is a level of organization within an institution that defines scheduling responsibility. Functions
such as synchronizing, optimizing, and running reports are carried out on a per domain basis. When you
configure your domain, you must identify the subjects that are offered in the domain and you must also
specify the rooms that are controlled by the domain. The subjects that are defined within a domain
determine the courses listed for the domain. The rooms that are defined within a domain determine all
spaces that are potentially scheduled by the courses. Subjects can belong to only one domain. Rooms can
belong to multiple domains.

H Note: .
The term domain is controlled by an EMS system parameter (Campus: Domain Title :
] Singular and Campus: Domain Title Plural), and it is often changed to Campus or School

to better describe how course scheduling is divided. See Edit System Parameters.

Configuring Domains

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Configuration > Domains. The
Domains window opens. This window lists all the domains that are currently configured in your EMS

database.
= Domains o2 =]
Domains (2) [ nNew |
s o ——
[ Po |
[ e |
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2. Click New. The Domain dialog box opens on the Domain tab.
. = Domain = F.

Description:
Fost Fublsh Settngs
Cancel Status -

Cancel Reason Acndems Department Cancelsten v

T soelng [ 0K Cancel

3. Inthe Description field, enter a name or description for the new domain.

4. Onthe Cancel Status drop-down list, select the status that is to be used for canceling the room book-
ings in EMS when a course date is canceled in the SIS after publishing.

5. On the Cancel Reason drop-down list, select the reason that is to be used for cancellations after pub-
lishing.

6. Open the Rooms tab, and optionally do one or both of the following:
e On the Building drop-down list, select (all) buildings, or select a specific building.

e OntheRoom type drop-down list, leave the value set to (all), or select a specific room type.
All rooms that meet your search criteria are displayed in the Available list.

7. Onthe Available list, select the room (CTRL-click to select multiple rooms) that is to be controlled by
the campus, and then Move (>) to the Selected list.

8. Open the Subjects tab, and on the Available list, select the subject, or CTRL-click to select the multiple
subjects that are offered by the campus, and then click the Move (>) button to move the selected sub-
jects to the Selected list.

9. Optionally, click Spelling to spell check the domain before you save it.

10. Click OK. The Campus dialog box closes. You return to the Domains window the newly configured
domain automatically selected.
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CHAPTER 30: Configure Academic Units

An academic unit is a level of organization within an institution that defines responsibility for making
schedule requests for a portion of a domain. Academic units are used when assigning permissions to
academic users and when filtering reports.

When you configure your academic units, you must specify the event type that is to be used when you
publish your courses in EMS Software, LLC, an Accruent Company, the group for which the course
reservation is to be made, the rooms that the units control, and the subjects that are associated with the
units. The rooms that are defined within an academic unit give the unit the ability to require these spaces
during optimization. The subjects that are defined within an academic unit determine the courses that are
listed when filtering by the unit. Both subjects and rooms can belong to more than one academic unit.

' H Note: .
The term “domain” is controlled by an EMS system parameter (Campus: Academic Unit :
Title Singular and Campus: Academic Unit Title Plural), and typically, it is changed to :
Department or Division to better describe how course scheduling requests are divided.
See Also: Editing System Parameters.

1. Onthe EMS Campus menu bar, click Academic Planning > Configuration > Academic Units. The Aca-
demic Units window opens, listing the units associated with a specific domain.

= Academic Units o[ -3
Doman:  [[FIeTTY -

Academic Uni Code ()~ Academic Unt | | New |
CHEM Chemistry Edit

ENG Englsh Studies

HUM Humanities [ Dolels l
MATH Meth Departmert | [ Pit |
PS Poiitical Science D¢

BUS School of Business

T 3 Close

2. Onthe Domain drop-down list, select the domain for which you are configuring the units, and then
click New. The Academic Unit dialog box opens. The Academic Unit tab is the active tab.
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= Academic Unit oo

| Academic Unt | Rooms | Subjects | Audt |

Academic Unit Code: |

Academic Unit:

Domain: Main Campus -

Building Preference: (no preference) - Required
Event Type: Class -

Group: Registrar - Main Campus -

Virtual

Web User: (27 [Reset

fnone)

3. Enter the information for the new academic unit.

Option Description

Academic Required field. Abbreviated text that conveys the unit name or description. For example,
Unit Code if a unit is named Department of Life Science, then a code for the unit could be LIFESCI.

Academic Required field. The name of the unit.
Unit

Domain The domain with which the units are associated.

H Note: .
The value that is displayed here is the value that you selected :
' in Step 2 but you can select a different value if needed. :

Building You can leave the building preference set to the default value of (no preference), or you
Preference | can select a specific building, area, or view. If you select a specific building, area, or view,
then this specific building, area, or view is set to the default value for all courses that are

Accruent Confidential and Proprietary © 2019 Page | 103



CHAPTER 30: Configure Academic Units a' ' mel I l

Option Description

held in this academic unit during Set Preferences mode, but a user can select a different
value if needed. If you select Required, then the specific building, area, or view is the only
value that is allowed for all courses that are held in this academic unit during Set
Preference modes.

Event The event type that is to be used for the room bookings when publishing your courses in
Type EMS for the unit.

H Note:

You can also specify the event type at the course type level. The

' event type specified here is used if you choose not to associate
course types with event types. See Configuring Course Types.

EMS Web App

Everyday Optionally, you can select a Everyday User for this academic unit and a default process

User template. After the term is published, this Everyday User will see the courses that are
associated with this academic unit in the View My Requests section of EMS Web App.

Everyday

User To select a user, click the Search icon to open the Everyday Users dialog box and search

Process from a list of registered Everyday Users.

Template

« You can search by User Name or Email Address.

o To search a list of all available Everyday Users, leave the Search field in the Everyday
Users dialog box blank, and then click Display.

« To search for a specific Everyday User, enter a search string in the Search field, and
then click Display.

, H Note:

The string is not case-sensitive, but your search is limited to the

: exact order of characters in the string and it must begin with the
information for which you are searching. For example, if searching
by Email Address, a search string
of bob returns bob.worth@emssoftware.com but
not dbobbett@emssoftware.com.

To return these fields to their default values at any time, click Reset.
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4. Openthe Rooms tab, and optionally do one or both of the following:
e On the Building drop-down list, select (all) buildings, or select a specific building.

e OntheRoom type drop-down list, leave the value set to (all), or select a specific room type.
Allrooms that meet your search criteria are displayed in the Available list.

5. On the Available list, select the room (CTRL-click to select multiple rooms) to which the academic unit
should have access, and then Move (>) to the Selected list.

6. Open the Subjects tab, and on the Available list, select the subject (CTRL-click to select multiple sub-
jects) to be associated with the academic unit’s schedule, and then Move (>) to the Selected list. The
Academic Unit dialog box closes. You return to the Academic Units window and the newly configured
academic unit shows as automatically selected.
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CHAPTER 31: Configure Instructors

When you configure the instructors for your courses, you have the option of designating an instructor as
one of High Importance.

Configure Instructors

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Configuration >
Instructors. The EMS Academic Planning Instructors window opens.

= Instructors ||| (=0

Find: | Display ] High kmportance Only

Instructors (0) High Importance

2. Optionally, do one or more of the following:
o Todisplay a list of all your synchronized instructors, click Display.

o Tofilter the list by instructor name (last name, then first name), in the Find field, enter a search
string.

o Tofilter the list by instructor status, select High Importance Only.

' H Note:

The search string is not case-sensitive, but your search is limited to the
exact order of the characters in the string and it must begin with the
information for which you are searching. For example, a search string of
Scott returns Scott, Todd, but not Bowman, Scott.

Accruent Confidential and Proprietary © 2019 Page | 106



CHAPTER 31: Configure Instructors a‘ ' mel I l

ﬂ Note:

The optional “High Importance” designation is used during optimization.

] Courses that are taught by instructors with this designation have the
potential to be given room preference priority.

3. Select the instructor whom you are configuring, and then click Edit. The Instructor dialog box opens.
The Instructor field displays the name of the selected instructor and you cannot edit this value.

<. Bowman, Scotty o (==
[ Ems Campus Instructor -M ]

Instructor: Bowman, Scotty|

High Importance: 3

oK | [ cancel

4. Select or clear the High Importance option for the instructor as appropriate, and then click OK. The
Instructor dialog box closes. You return to the EMS Academic Planning Instructors window with the
newly configured instructor automatically selected.
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CHAPTER 32: Configure the Primary Academic Unit for a Subject

Typically, a subject is associated with a single academic unit; however, there might be times when you
must assign a subject to multiple academic units, or departments. For example, you might need to assign a
History class to a department in the College of Arts and Sciences and to a department in the College of
Liberal Arts. In this case, you must configure a primary academic unit for the subject. A primary academic
unit for a subject ensures the following:

o When EMS assigns a building preference to a course that belongs to a shared subject, it uses the
building preference for the primary academic unit.

e When EMS publishes a course that belongs to a shared subject, it uses the Group, Event Type, and
Reservation Source for the primary academic unit.

o When a course that belongs to a shared subject is displayed in the Navigator or Course Navigator, the
primary academic unit for the course is displayed on the Course Info tab.

To configure the primary academic unit for a subject, do the following:

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Configuration > Subjects. The
Subjects window opens, listing all the subjects currently configured in your EMS database for the
indicated domain.

= Subjects F=1 o
Domain: Main Campus -
Subject Code (9) ~ Subject CampusCode  Depariment Code  DivisonCode  Lev [ Edt |

AccT ACCOUNTING M

BUS BUSINESS M

CHEM CHEMISTRY M

ECON ECONOMICS M

ENGL ENGLISH M

HIST HISTORY M

HUM HUMANITIES M

MATH MATH M

PS POLITICAL SCIENCE M

« 1l 3 Close

2. Onthe Domain drop-down list, select the domain for which you are configuring the subject, select
the appropriate subject, and then click Edit. The Subject dialog box opens. This dialog box lists the
code and description for the selected subject and the code for the selected domain.
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e =3 Eof 5
| EMS Campus Subject | Aude |

Subject Code: HIST|

Subject Description: HISTORY

Campus Code: M

Primary Academic Uni: Humanities -

Lok ][ Conce

3. Select the primary academic unit for the subject. (The default value is None.)

4. Click OK. The Subject dialog box closes. You return to the Subjects window with the newly configured
subject automatically selected.
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CHAPTER 33: Configure Course Types

When you configure your course types, you have the option of assigning an event type at the course type
level. If you do not select an event type at the course type level, then the event type that you selected at
the academic unit level will be assigned to room bookings that are created for courses scheduled in EMS.

ﬂ Note: ;
For information about event types at the academic unit level, see Configure Academic :
' Units.

Configuring Course Types

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Configuration > Course
Types. The Course Types window opens. This window lists all your synchronized course types.

f

= Course Types || ==
Course Types (E) -
Purt
Independent Study
Intemet
Lab
Lecture
Satelite Course
[ Gese |

2. Select the course type that you are configuring, and then click Edit. The Course Type dialog box

opens. The Description field displays the description for the selected course type; you cannot edit this
value.
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= Discussion/Recitation =) -')'t'-
[ EMS Campus Course Type M

Description:

Event Type:

Lok ][ cmcd |

3. Onthe Event Type drop-down list, select the event type for the course type, and then click OK. The
Course Type dialog box closes. You return to the Course Types window with the newly configured
course type automatically selected.

ﬂ Note: .
If the appropriate event type is not available, you can configure it. See Configure :
f Event Types. '
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CHAPTER 34: Configure Course Types/Room Types Matches

When you configure course types/room types matches, you are indicating what room types best match
particular course types. For example, a laboratory room type is appropriate for a laboratory class, but not
for a general lecture class. Configuring these matches helps optimize room and course setup in EMS
Academic Planning. When you configure course type/room type matches, you can approach it from either
end—that is, you can select a specific course type and then select the room types that best match it, or you
can select a specificroom type and then select the course types best match it.

Configuring Course Types/Room Types Matches

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Configuration > Match Course
Types/Rooms Types. The Match Course Types/Room Types dialog box opens. By default, Course
Type is selected and all the active room types that are currently configured in your EMS database are
displayed in the Room Type list.

Room Types.

<. Match Course Types/Room Types || ==
Match
@ Course Type Room Type Course Type: finore) -

Room Types (8) [ > ] Selected (0)
Athletics
Auditonum
Qlassroom

Conference
Double

Lab
Multipupose
Single

2. Do one ofthe following:
e To match a course type to one or more room types:
o Select the course type on the Course Type drop-down list.

o Onthe Room Types list, select the room type, or CTRL-click to select the multiple rooms
types that are appropriate for the selected course type.
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o Click the Move (>) button to move the selected room types to the Selected list. For
example, if you select Discussion/Recitation for the Course Type, then appropriate room
types could be Classroom or Conference Room.

e To match a room type to one or more course types:
o Click Room Type, and on the Room Type drop-down list, select the room type.

o Onthe Course Types list, select the course type, or CTRL-click to select the multiple course
types that are appropriate for the selected room type.

o Click the Move (>) button to move the selected course types to the Selected list. For
example, if you select Classroom as the room type, then appropriate course types could
be Discussion/Recitation, Lecture, or Independent Study.

3. Click Close.
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CHAPTER 35: Configure Time Block Templates

Atime block template is an aggregate of individual, unique meeting patterns for a course, for example,
MWEF from 2:00 to 2:50 pm, TR from 1:30 to 2:50 pm, and M from 1 to 3:50 pm. You can use time block
templates to limit the meeting patterns that are available during Define & Edit mode or Dual mode, to add
weight to courses that comply with the template during optimization, and in academic reporting. You can
manually configure time block templates, or if time block patterns from a previously configured term meet
your needs, then you can import these time patterns and make a new template. During the configuration
of time block patterns, or after importing time block patterns, if any of these patterns are the ones that are
the most frequently requested and/or used for courses, then you can designate these patterns as prime
time.

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Configuration > Time Block
Templates. The Time Block Templates window opens. This window lists all the time block templates
that are currently configured in your EMS database. The window also shows the total number of class
meetings possible for each template according to the time block (day and time) pattern for the tem-

plate.

= Time Block Templates o -5 |

Time Block Templates (2) No. Class Meetings New

=
Chemisiry Freshman Lectures 3 ——

| Delete
Pt |

| Close
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2. Click New. The Time Block Template dialog box opens. The Time Block Template tab is the active tab.

=. Time Block Template = ’EI
[ Time Block Template | Day Pattems l Audit |
Description:
ok J[ coce |

3. Inthe Description field, enter a name or description for the new time block template.

4. Continue to one of the following:
o To configure time block templates

o Toimport time block patterns for a template

Configuring Time Block Templates

1. Open the Day Patterns tab and click New. The Time Block Days dialog box opens.
Time Block Days Dialog

= Time Block Days =2 R
u M T w R F 5
Day Pattem:
Course Start Time | =
Course End Time T]
Prime Time

o) (e

2. Onthe Time Block Days dialog box, select the day pattern for the course, and then select a start time

and an end time.
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3. Optionally, if the day and time pattern that you are configuring is one that is the most commonly
requested and/or used for courses, then select Prime Time.

' H Note: .
As described here, you can individually specify a day and time pattern as Prime :
Time, or after you configure multiple patterns for a course, you can select them '
on the Day Patterns tab and mark them all as Prime Time in a single step. See
Step 6.

4. Click OK. The Time Block Days dialog box closes. You return to the Day Patterns tab with the newly
configured pattern automatically selected.

= Time Block Template = |0
[ Time Block Template | Day Pattems | Audt | )
Days Start Time End Time Prime Time
—
[ Detete
[ Set Prime Time |
[ impot
[ sdecta |
[ Unseectmr |
OK || Cancel

Repeat Step 1 through Step 4 until you have configured all the needed time block patterns.

6. Optionally, if multiple patterns listed on the Day Patterns tab are the most commonly requested
and/or used for courses, and you want to set these courses as Prime Time, go to Step 7; otherwise,
go to Step 8.

7. CTRL-click to select these patterns, and then select Set Prime Time. A message opens, asking you if it
is OK to set the selected days as Prime Time. 8. Click OK. The message closes and you return to the
Day Patterns tab.

8. Click OK. The Time Block Template dialog box closes. You return to the Time Block Templates window
with the newly configured time block template automatically selected.

Importing Time Block Patterns for a Template

1. Open the Day Patterns tab, and on the tab, click Import. The Term Picker dialog box opens. This dia-
log box lists all active terms by domain.
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fi
=. Term Picker

Domain:
Tem Code:
03-5PR
OS-FALL
10-5PR
10-FALL
11-5PR
11-FALL
12-5PR
12-FALL

Description
2008 SPRING
2009 FALL
2010 SPRING
2010 FALL
2011 5PRING
2011 FALL
2012 SPRING
2012 FALL

[ ox J[ cood ]

accruent

2. Onthe Domain drop-down list, select the appropriate domain, select the term for the domain that
contains the time block patterns that you are importing, and then click OK. A confirmation message

displays.

3. Click OK to close the message and return to the Day Patterns tab. The time block template is created.
All the imported time patterns for the template are listed on the tab.

= Time Block Template

[ Time Block Template | Day Pattems M |

Days « Start Time End Time Prime Time

F 8:00 AM 11:.00 AM
F 11:00 AM 1:30PM
F 11:30 AM 230PM
F 1:00 PM 4:00PM
F 4:00 PM 700 PM
M 1:00 PM 400 PM
M 4:00 PM 700PM
MTWR  12:00PM 1250 PM
MTWR  12.00PM 1:50 PM
MTWRF  3:00 AM 10:50 AM
MTWRF  10:00 AM 1150 AM
MTWRF  3:00 PM 4:50 PM

<

o o=

4. Optionally, do one or both of the following:
o Ifany of the patterns listed on the Day Patterns tab are not needed for the template you are
configuring (for example, a non-standard pattern), you can delete them as follows:
o Select the pattern, or CTRL-click to select multiple patterns, and then click Delete. A mes-
sage prompts you to confirm that it is OK to delete the selected patterns.

o Click Yes to delete the selected patterns. The message closes and you remain on the Day

Patterns tab.

o Ifany of the patterns listed on the Day Patterns tab are the most commonly requested and/or
used for courses, you can set these courses as Prime Time as follows:
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o Select the pattern, or CTRL-click to select multiple patterns, and then click Set Prime
Time. You are prompted to confirm that it is OK to set the selected days as Prime Time.

o Click Yes to set the selected patterns as Prime Time. The message closes and you remain
on the Day Patterns tab.

5. Click OK. The Time Block Template dialog box closes. You return to the Time Block Templates window
with the newly configured time block template automatically selected.
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CHAPTER 36: EMS Campus Planning Interface (CPI) User Guide

The EMS Campus Planning Interface is the web-based interface that academic units typically use to review
course schedule data and communicate changes to the Domain Scheduler. You can access EMS Campus
Planning Interface through any standard Internet browser.

To log in to the EMS Campus Planning Interface, follow these steps:

1. Enterthe EMS Campus Planning Interface URL into your Web browser. The EMS Campus Planning
Interface Home page opens.

2. Click Log In. The EMS Campus Planning Interface Login page opens.
3. Inthe User ID field, enter your User ID, which is either your EMS User ID or your network User ID.
4. Inthe Password field, enter your password.

5. Click Login. The Term Selector page opens. This page lists all the available terms in your organization’s
implementation of EMS Campus.

6. Select the term with which to work for this session of the EMS Campus Planning Interface, and then
click Save. The Term Details page opens for the selected term opens. You are now ready to work with
the selected term.

: H Note:

If the list of available terms is extensive, you can enter a search string in one or

' more of the available search fields and search for a specific term. Your search is
not case-sensitive, but the search is limited to the exact order of the characters in
the string and it must begin with the information for which you are searching. For
example, to search for 2008 Spring, you can enter 2008, but not Spring. After you
tab out of a search field, the list of available terms that meet all your search
criteria is dynamically updated.

The New Course option is displayed on the menu bar only if Define & Edit Courses
mode or Dual mode has been set for the displayed term, and your EMS
Administrator has configured your user account with the appropriate
permissions. The Academic Book option is displayed on the menu bar only if Read
Only mode has been set for the displayed term.

7. To logout, click Log Out on the Campus Planning Interface menu bar.
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CHAPTER 37: Manage User Options in the EMS Campus Planning

Interface

When your EMS administrator configures your user account, a default password is set for your account.
You can customize your own password for the EMS Campus Planning Interface. Your EMS Administrator
might have configured custom help text that is displayed on pages in the EMS Campus Planning Interface.
You can set the options of the Academic Book or turn off/on the custom help text that is displayed on
pages in the EMS Campus Planning Interface.

This section provides information about the following topics:

e Change Your EMS Campus Planning Interface Password

o Set Options for the Academic Book Display

e Turn On or Off Custom Help Text

Change Your EMS Campus Planning Interface Password

1. Onthe EMS Campus Planning Interface menu bar, click Manage User Options. The Manage User
Options page opens. The Password Options tab is the active tab.

2. Inthe Old Password field, enter your current password for the EMS Campus Planning Interface.
3. Inthe New Password field, enter your new password.

4. Inthe Confirm New Password field, enter your new password again, exactly as you entered in the
New Password field, including spaces and capitalization.

5. Do one of the following:

a. Click Save. You remain on the Manage User Options page. An “Options saved successfully”
message is displayed at the top of the page. If you changed your password, then the next time
you log into the EMS Campus Planning Interface, you must use your new password.

b. Continue to setting other user options as needed.

Set Options for the Academic Book Display

1. Open the Book Options tab.

2. Set the options for the Academic Book display.
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Option Description

Display The information that is displayed for an event/course in the Academic Book. Options
are:

e Event Name/Course (the default value)

e Group/Instructor

Start The daily start time for the Academic Book.

Time

Tooltip The items that are to be included in the tooltip that opens when you place the cursor
Options over an event/course in the Academic Book.

3. Do one of the following:

o Click Save. You remain on the Manage User Options page. An “Options saved successfully”
message is displayed at the top of the page. If you changed your password, then the next time
you log into the EMS Campus Planning Interface, you must use your new password.

« Continue to setting other user options as needed.

Turn On or Off Custom Help Text

1. Open the Other Options tab. By default, when the Other Options tab first opens, Show Help Text is
selected.

2. Clear Show Help Text to turn off any custom help text that is displayed on any page of the EMS
Campus Planning Interface; otherwise, select Show Help Text to turn on any custom help text that is
displayed on any page of the EMS Campus Planning Interface.

3. Do one ofthe following:

a. Click Save. You remain on the Manage User Options page. An “Options saved successfully”
message is displayed at the top of the page. If you changed your password, then the next time
you log into the EMS Campus Planning Interface, you must use your new password.

b. Continue to setting other user options as needed.
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CHAPTER 38: EMS Campus Planning Interface Reports

There are six academic reports available in the EMS Campus Planning Interface to assist you in monitoring
and maintaining your academic unit’s courses and instructors. They can be accessed under the Reports
option on the EMS Campus Planning Interface menu bar. For any academic report, you can specify the
parameters, options, and format for the report, or you can generate the report according to memorized
settings. Not all reports require the same parameters, nor do they all have the same options available. In
addition, you can generate different reports in different formats.

This section covers the following topics:

o Generate an Academic Report

o Understand Report Descriptions and Options

Generate an Academic Report

1. Onthe EMS Campus Planning Interface menu bar, click Reports to open the Reports menu, and then
click the option for the report that you are generating. For example, to generate the Course List
report, click Reports > Course List.

2. On the Setup drop-down list, do one of the following:

o To generate the report according to the filter settings that you want (parameters, options, and
so on), leave user-specified selected, then go to the next step.

o Torun the report with filter settings that have been saved, or memorized, select the
memorized report, and then go to Step 5.

3. On the Date Range tab, select the domain, term, and scenario for which you are generating the
report.

4. Specify the report parameters, options, and format.

' H Note:

For brevity and ease, the parameters and options that are available for each
report are not discussed here. Instead, the options are discussed in Report
Descriptions and Options. Contact your EMS administrator if you need assistance
in generating any of these reports.

5. Optionally, in the Report Comment field, enter a comment that is to be printed on the report. The
comment can be a maximum of 255 characters, including spaces.
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6. Click Generate Report. Two tabs are opened in your browser.
One tab is named < > Report and the second tab is simply named the same as the report that you
generated. For example, if you generated the Course List report, then the first tab is named Course
List Report and the second tab is named Course List. An onscreen preview of the report opens on the
second tab. Use your browser’s scroll features to scroll through a multiple page report. To close the
report and return to the EMS Campus Planning Interface, close the second tab.

H Note: .

Unless you change the filter settings, all subsequent reports are generated and :

' printed according to the parameters and options that you have specified and in :
the format that you specified.

Understand Report Descriptions and Options
This section provides a description of every report that is available in the EMS Campus Planning Interface.

It also defines the options that are available for each report:

e Course List

o Course Preferences

e Preferences Summary

e Instructor Back-to-Back

e Instructor Summary

¢ Final Exam Schedule

Course List
Description Options
Provides a list of courses and course dates. There are options to include courses without room

assignments and to print User Defined Fields that are
associated with courses. Formats include:

e By Course
e By Instructor

e By Academic Department By Course
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Description Options
H Note: e By Academic Department By Instructor
' This report is often E « By Day of Week
sent out to academic :
units for review when ; By Location

the Domain Scheduler
is finished with room
assignments.

o By Estimated Enrollment
e By StartTime

e By Subject

e By Course Type

Course Preferences

Description Options

Used after Set Preferences mode to Format Choices:
provide a list of courses and course
dates with their preferences and

requirements. e By Academic Department By Course

e By Course

o By Academic Department by Instructor

Preferences Summary

Description Options

After running an optimization scenario, this report is used to summarize the N/A
following information:

e The number of each type of preference or requirement.

e The number of the preferences that can be met from the optimization
process.

o The number of preferences that cannot be met from the optimization
process.

You can generate this report for each different scenario that was optimized.
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Instructor Back-to-Back

Description Options
Lists the courses that have instructors who o The days of the week that are to be included in
are scheduled to teach two courses at the the instructor’s schedule.

same time (Conflicts) and instructors who are
teaching back to back in different locations
within the time gap that is specified in
Options.

e Thetime gap (in minutes) between classes on
the specified days that determines back to
back.

Instructor Summary

Description Options

This report includes the following values per instructor: N/A

Number of sections

Number of teaching hours
Number of credit hours

Total estimated enrollment

Total actual enrollment

Number of sections in Prime Time

Number of Time Block violations

Final Exam Schedule

Description Options
Displays a list of courses with their o All Assigned: All courses that have been
corresponding final exam date, time, and assigned to a room by the final exam session

room as assigned by the final exam session.

o Different Rooms: All courses that have been
scheduled in room that was not the same that
was used all semester for the course for the final
exam
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Description Options

o Unassigned: All courses that have not been
scheduled in a room for the final exam

o Final Exam Not Scheduled: All courses for which
no final exam was scheduled
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CHAPTER 39: EMS Campus Planning Interface Search Tools

The EMS Campus Planning Interface has three search tools:
1. Academic Browser: Allows you to search for courses or course dates.

2. Academic Book: Provides a week-at-a-glance graphical view of the courses that are assigned to a
specific room or instructor.

3. Search for Rooms tool: Simplifies the process of searching for classrooms.

You use the Academic Book and the Academic Browser to search for courses. The tools differ in how they
present their search results and the options that are available for working with the search results. You use
the Search for Rooms tool to search for available rooms. After a term is published, there are times when the
specific rooms that are available for a particular meeting pattern and set of criteria must be identified. For
example, you might need to add a new section for a course or you might be looking to change the times for
a course. The Search for Rooms tool significantly simplifies the process of searching for classrooms in these
situations.

This section will provide information on:

1. Search with the Academic Browser

2. Search with the Academic Book

3. Usethe Search For Rooms Tool

Search Using the Academic Browser

You can use the Academic Browser to search for courses or course dates. The results are displayed in a list
view. After the search results are returned, you have a variety of options for working with the results,
including sorting and grouping information or using the Tools menu to perform functions. The actions that
you can carry out in the Academic Browser depend upon the mode (Define & Edit Courses, Set Preferences,
Dual Mode, or Read Only) that has been set in EMS Campus for the academic term with which you are
working.

1. Onthe Term Details page menu bar, click Academic Browser. The Academic Browser page opens.
The page lists all the courses for all academic units (departments) without course dates and all
courses for all academic units with course dates (meeting patterns) that have been defined for the
selected term. “Multiple” is displayed for those courses with more than one course date. Canceled
courses are displayed with a strikethrough.
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ﬂ Note: :
Although you can view all courses for all academic units, only those courses that :
belong to your academic unit are available for editing. '

2. Optionally, to filter the data, do one or both of the following:

a. Click Filter to open the Filter popup, change the search criteria, and then click Get Data.

Option Description

Academic | Select a specific academic unit by which to filter the search.
Units

Subject Select a specific subject by which to filter the search.

Modified EMS Campus flags course changes using a field named Course State. New,
Only modified, and canceled courses are marked as “New,” “Edited,” and
“Canceled,” respectively in the State column. Select this option to limit the
search to only those course for which academic units have requested
additions, deletions and/or modifications during the Define & Edit Courses

phase.
Show Selected by default. Courses without course dates are suppressed while
Course courses with multiple meeting patterns are expanded. If you clear this option,
Dates then:

o Multiple is displayed for those courses with more than one course date.

o Courses without course dates are displayed.

b. Enterasearch string or select a specific value in one or more of the fields that are above the
search results columns. For example:

« Tosearch only for Accounting courses, in the blank field below Courses, enter ACCT for a
search string.

« To search only for courses that are taught by a specific instructor, select the Instructor
from the drop-down list at the top of the Instructor column.
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. n Important! ;
Your search is not case-sensitive, but your search is limited to the
' exact order of the characters in the string and it must begin with the '

information for which you are searching. For example, the search

string “CHEM 400" returns CHEM 4003 01, CHEM 4003 02, and so on,

but a search string of 400 does not return anything. After you tab out

of a search field in which you have entered a search string, or you

select a value from a drop-down list, the list of available courses that

meet your search criteria is dynamically updated.

Column Search Option

Course Enter a search string.
Shares Enter a search string:
Space

o To find all courses that share space, whether or not the course is a
parent, enter an asterisk (*).

o To find all courses that share space with a specific course, enter a
search string for the specific course. For example, the search string PS
would return all courses that share space with PS 521 01.

SIS Xlist To find all courses that are cross-listed in the SIS, enter an asterisk (*).
CRN Enter a search string.

Course Title Enter a search string.

Course Enter a search string.

Type

Course Select a specific instructor from the drop-down list. To search by all

Instructor instructors (the default value), select the blank value from the drop-down
list.

Start Date / Select a specific start dates/end date from the calendar. To search by all
End Date start dates/end dates, click Clear on the calendar.

Days Enter the letter that corresponds to the day of the week on which the class
meets. For example to search for all classes that meet on a Monday (be it
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Column Search Option

Locations

Est Enroll
Act Enroll

Cred Hours

State

Prefs

Final Exam
Not
Required

Reservation
ID

Monday through Friday, or Monday/Wednesday/Friday only), enter an
“M.” If you enter multiple days of the week, then the search string must be
a valid meeting pattern. For example, if you enter MW, then only those
classes that meet Monday and Wednesday are returned in the search
results. Classes that meet Monday through Friday, or
Monday/Wednesday/Friday are not returned in the search results.

Enter a search string.

Enter a search string.

Campus flags course changes using a field named Course State. New,
modified, and canceled courses are marked as “New,” “Edited,” and
“Canceled,” respectively in this column. Enter a search string to limit the
search results to a specific state; otherwise, to search for all states, under
Filter, select Modified Only.

To search for only those courses that have preferences indicated, select
Checked on the drop-down list above the Preferences column. To search for
only those courses that do not have preferences indicated, select
Unchecked. To search for both types of courses (the default value), select
the blank value on the drop-down list.

To search for only those courses that do not require a final exam, enter Y
(for Yes). To search for all courses (the default value), clear the search string.

Enter a search string.

3. The Course Details page displays a variety of information about the course, including the course
details, the course dates, the final exam settings, and if applicable, the course preferences, any cross-
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listed courses, and/or any shared space courses. Optionally, do one or more of the following:

o Toopen acourse in the Course Details page, double-click the course entry on the Results tab.
o To sort the search results, click any column heading.
o Torearrange the search results, drag a column to a new location using the column heading.

o To group results by a specific column, drag the column header as indicated on the Results tab.

H Note: ;
To return to the Academic Browser after you have viewed a course, click Back at :
the bottom of the course display. '

4. If Define & Edit Courses mode or Dual mode has been set for the term with which you are working,
then you can CTRL-click to select multiple courses, click Tools, and then select one of the following:

a. Shares Space: To apply the shared space designation to the selected courses if the courses are
not cross-listed in the SIS, have the same meeting pattern, and are meant to be held in the
same room.

b. Does Not Share Space: To reverse the shared space designation for the selected courses, or to
indicate that a cross-listed course with a matching pattern is not meant to meet in the same
room.

5. To display custom help text for the Academic Browser, under Options, click Show Help Text.
Conversely, to turn off the custom help text, under Options, click Show Help Text again.

Search with the Academic Book

Academic Book is an available option only if Read Only mode has been set for the term with which you are
working.

1. Onthe EMS Campus Planning Interface menu bar, click Academic Book. The Academic Book opens. If
you are working with a future term, then the date is set to the first Sunday or Monday of a full week
of the term; otherwise, if you are working with a current term, then the date is set to the current
day’s date.

2. On the Building drop-down list, select an Area, Building, or View.

3. From the Room drop-down list, select a Room. The Academic Book displays a week-at-a-glance
graphical view of the courses that are assigned to the specific building and room.
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ﬂ Note: :
If a minimum and/or maximum capacity has been configured for a room, then :
this information is displayed next to the room on the Room drop-down list. '

4. Select Instructor.

5. On the Subject drop-down list, select a subject. The Academic Book displays a week-at-a-glance view
of the selected subject that is assigned to a specific instructor.

6. Modify the week-at-a-glance view to better suit your working needs:

a. To start the week-at-a-glance view on a different day, click the Calendar Picker icon next to the
Date field to open the Calendar Tool and select a different date.

b. To start the week-at-a-glance view on the first day of the term, click the Start of Term button
that is to the left of the Today button.

c. To start the week-at-a-glance view on the last day of the term, click the End of Term button
that is to the right of the Today button.

d. To start the week-at-a-glance view on the current day’s date, click Today.

e. To change the week-at-a-glance view by one day at time, click the Back One Day button or the
Forward One Day button as needed.

f. To change the week-at-a-glance view by one week at a time, click the Back One Week button or
the Forward One Week button as needed.

g. Tochange the week-at-a-glance view by one month at a time, click the Back One Month button
or the Forward One Month button as needed.

H Note: .
If you make a change to the week-at-a-glance view, and the change only partially :
: refreshes the view, click Refresh to update the view. :

7. Changethedisplay for an entry in the Academic Book by navigating to Options. You can modify the
display following the steps below:

a. To turn off any custom help text for the Academic Book, click Show Help Text. Conversely, to
turn on any custom help text, click Show Help Text again.

b. Display the name of the group/instructor on a course entry by clicking Display >
Group/Instructor. (By default, the event name/course are displayed on an entry in the
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Academic Book.)

c. Tochange the starting time, click Start Time, and select a different starting time. (By default,
the starting time for the week-at-a-glance view is 7:00 am.)

d. Toremove the information from the tooltip, click Tool Tip Options, and then clear the selection
for the information that is not to be displayed. (By default, the following information is
displayed in a tooltip when you place the mouse pointer on a course entry in the Academic
Book—Date, Room, Building, Instructor, Time, Estimated Enroliment, and Credit Hours.)

H Note: .
Any selections that you make here remain in effect for subsequent login :
' sessions. '

Use the Search For Rooms Tool

The Search for Rooms tool is available only if your EMS administrator has set the correct permissions for
you.

1. Onthe EMS Campus Planning Interface menu bar, click Search for Rooms. The Search for Rooms
page opens.

2. Onthe Domain drop-down list, select the appropriate domain.
3. Onthe Term drop-down list, select the appropriate term.

4. Manually enter the meeting pattern information (start and end dates, start and end times, and
meeting days) for the course.

5. Click Time Blocks to open the Time Blocks popup, and then select a time block from a list of time
blocks that have been made available for the term.

6. Enter your search criteria.

Option Description

Building The default value is (no preference). You can select a specific building, area, or
view.

Room Type The default value is (no preference), but you can select from a list of pre-
configured types.

Enrollment Available only if Ignore Room Capacity is not selected. You can enter a specific
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Option Description

Ignore
Room
Capacity

Ignore
Term

Excluded
Dates

room capacity by which to search.

Not selected by default. Select this option to search for rooms that are available
even on dates that are marked as “Excluded” for the term.

7. Click Search. The rooms that meet all your search criteria and are available are displayed on the
Available Rooms tab. The rooms that are in academic conflict (a course has already been scheduled in
aroom for the selected day and time pattern) are displayed on the Academic Conflicts tab. The rooms
that are in event conflict (a non-academic event has already been scheduled in a room for the
selected day and time pattern) are displayed on the Event Conflicts tab.
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CHAPTER 40: Introduction to the EMS Desktop Client Academic

Planning User Guide

EMS Desktop Client -- Academic Planning is the optional component of EMS Software that provides all the
functionality that is necessary for Domain Schedulers to ensure that every class meets in a location and at a
time that is acceptable to departments and professors. The system provides automatic room assignment
within user-supplied parameters, integration with your SIS/ERP software, and efficient online collaboration
tools. It also simplifies final exam scheduling and offers a selection of reports to streamline and analyze the
room scheduling process. When added to the functionality that meeting and event staff already have
access to, it provides a complete campus-wide space management package referred to as EMS Campus.

B File Seftings Reservations Reports Biling Configuration | Academic Planning | System Administration  Window  Help

He Q@ 28 O @ EMNPE L © (¥

Book Calendar Wizard Mavigator Browser Groups Manage Services Dashboard ManageTerms Academic Browser Academic Book EMS Glance Settings Everyday User Reservations Booking Check In
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CHAPTER 41: Overview of the Academic Scheduling Process

The academic scheduling process is a multi-step process for enabling online communication between the
Domain Scheduler and academic units, optimizing academic space use, and creating reservations in EMS
Academic Planning for academic courses. To use the full functionality of EMS Academic Planning, it is
important that you understand the academic scheduling specific terms that are used in EMS Academic
Planning and that you have a high-level understanding of the academic scheduling configuration process.

Academic Scheduling Specific Terms Used in EMS Campus

While meeting/event scheduling and academic scheduling have many features in common, EMS Academic
Planning uses terms that are specific to the academic scheduling configuration process.

SIS Generic acronym that is used in EMS Academic Planning to represent a Student
Information System. A system parameter controls the term “SIS,” and typically, your
EMS administrator changes it to the system-specific term that your organization uses,
for example, PeopleSoft, Banner, Colleague, and so on.

Academic Defines a set of courses that is taught for a specific time period and is synchronized from
Term the SIS.

Instructors | Instructors areimported from your SIS. Instructors determine who is teaching a course.
They are also referred to as a “contact” after publishing.

Subject Subjects are imported from your SIS. Subjects describe the topic of the course offered,
for example, Math or English. Subjects are assigned to domains and academic units to
designate who manages the courses that are taught within a subject.

Course A course type is imported from your SIS. Course types categorize offerings, for example,
Type a lecture or a lab. Course types are used for limiting the types of rooms in which a course
can be taught and for reporting.

Domain A level of organization within the institution that defines scheduling responsibility. The
subjects defined within a domain determine the courses that are listed for the domain.
The rooms that are defined within a domain determine all spaces that are potentially
available for the courses. Functions such as synchronizing, optimizing, and running
reports are carried out on a per domain basis. (A user who has this type of access is
referred to as a Domain Scheduler.) The term “domain” is controlled by a parameter,
and in many cases it is changed to “Campus” or “School” to better describe how course
scheduling is divided.
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Term Definition

Academic Alevel of organization within the institution that defines responsibility for making

Unit schedule requests for a portion of a domain. The rooms that are defined within an
academic unit give the unit the ability to require these spaces during optimization. The
subjects that are defined within an academic unit determine the courses that are listed
when filtering by the unit. Academic units are used when assigning permissions to
Academic users and when filtering reports. The term “academic unit” is controlled by a
parameter, and in many cases it is changed to “Department” or “Division” to better
describe how course scheduling requests are divided.

EMS The web-based interface that is typically used by academic units to review course
Campus schedule data and communicate changes to the domain scheduler. Any computer with a
Planning standard Internet browser can be used to access the EMS Campus Planning Interface.
Interface

Course Equivalent to a section in the SIS. The high level descriptor of a class, such as “CHEM 101

- Introduction to Chemistry, and other associated information such as instructor and
estimated enrollment. After a course is published, it becomes the reservation-level

information.
Course A unique meeting pattern that is associated with a course, such as Tuesday/Thursday,
Date 8:00 am to 9:20 am. Courses can have multiple course dates, such as when a class has

both a lecture and a lab component that meet on different days of the week and at
different times. After a course date is published, it becomes the booking-level

information.
Cross- Courses are designated in the SIS as cross-listed for a variety of reasons; however, after
listed such designation, there are implications in EMS. If two or more courses are cross-listed
Courses and have identical course date records (meeting patterns), then these two courses are

linked and they are assigned the same room during optimization and final exam
scheduling. They, in essence, share space by default.

Shared If two courses that have identical course date records are to be scheduled in the same
Space room at the same time, but they are not cross-listed in the SIS, then they can be
designated as Shared Space in EMS. This designation links the courses so that they are
assigned to the same room during optimization and final exam scheduling. This
designation does not affect the SIS.

Academic Scheduling Configuration Process

Before academic scheduling can be even be carried out, the following must be in place in your EMS
database:
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o Core data—building, rooms, instructors, course types, and subjects—must be synchronized with the
Student Information System (SIS).

o Academic domains and academic units must be configured.
o Academic users must be configured with the appropriate security settings.

o Default values for academic parameters must be set.

H Note: .
See the EMS Desktop Client Configuration Guide for detailed instructions about :
' configuring and synchronizing this needed academic data. '

Although the academic scheduling configuration process varies from one academic site to another,
typically, the same two-phase process, the Academic Planning phase and the Post-Publishing phase, is
carried out, and each process typically has the same high-level steps.

Academic Planning Phase

The Academic Planning Phase is the first phase carried out in the academic scheduling process. This phase
typically has the following high-level steps:

1. Importing an Academic Term. See Importing an Academic Term.

2. Defining and Editing Courses. See Defining and Editing Courses.

3. Settings Preferences. See Specifying Room Preferences.

ﬂ Note: .
You can carry out Step 2 and Step 3 individually, or you can carry them out :
' simultaneously using Dual Mode. :

1. Assigning rooms and optimizing. See Review and Verify Room Preferences.

2. Publishing terms in EMS. See Publishing a Term.

3. Onceyou have published a term:
a. Anewterm is created in the SIS either by rolling forward a previous term or by creating it from
scratch. The term is synchronized into EMS.

b. The Domain Scheduler synchronizes the course schedule data from the campus SIS into EMS
Campus.
c. Academic units review the course schedule data in the Campus web client and make change

requests as appropriate for new, edited, or canceled sections and/or mark the courses that
Share Space.

d. The Domain Scheduler reviews the changes and shared space settings in EMS Campus, modifies
the data in the SIS and resynchronizes the updated course schedule into EMS Campus to syn-
chronize the two systems.
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e. The Domain Scheduler and/or academic units submit room preferences for courses.

Pre-assignments are completed and scenarios are created that apply weighted values to the
preferences in order to meet organizational criteria for room scheduling and to make the best
use of space.

g. The Domain Scheduler publishes the schedule to create reservations and bookings in EMS Cam-
pus for all academic courses and write the course location information back to the SIS.

Post-Publishing Phase

The Post-Publishing Phase is the second phase carried out in the academic scheduling process. This phase
typically has the following high-level steps:

1. Reviewing reservations and resolving room assignments.
2. Creating a synchronization schedule.

3. Creating and publishing a final exam session.

For all these tasks, see Post-Publish Processing of Courses. Once you have completed them:

1. The Domain Scheduler reviews the room reservations and resolves unassigned courses or displaced
event reservations.

2. Asynchronization schedule is created to keep EMS up to date with changes that are made in the SIS.
3. The Domain Scheduler creates and publishes a final exam session for the term.

Importing an Academic Term

o Overview of Importing an Academic Term

e Synchronize an Academic Term

o Synchronize Courses
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CHAPTER 42: Using the Academic Book

The Academic Book provides a week-at-a glance graphical view of the courses that are assigned to a specific
room or instructor. The view is for one room at a time as opposed to the Reservation Book, which shows all
rooms one day at a time. The Academic Book shows only classes during the Planning phase of academic
scheduling, but it shows both classes and events post-publish.

This topic will provide information that will allow you to do the following:

e Open the Academic Book

o Change the Date Display

o Change the View of Courses by Room

« Change the View of Courses by Instructor

« Set Options for the Academic Book

e Open aCoursein the Course Navigator

o Display the Details for a Room

Open the Academic Book

To open the Academic Book, do one of the following:

e On the EMS Academic Planning toolbar, click the Academic Book icon.

e On the EMS Academic Planning menu bar, click Academic Planning > Courses > Academic Book.

= Acadernic Book = = ==
Man Campus. = DLIFALL = Sceranc: S5 |~ Time Zone: Refresh | Options
@ Room 2 Instructor Bulldng: Jefferson -
Date: 8/20/2012Mon - Today Day 4 * | Week 4 »  Monh 4 » | Print
Room: JEFF 250
Tuesday Wednesday Thursday Fcay s
Rooms Capacity Time 2217212 222012 B22012 8242012 8/
T — T w70 T TE il S -
JEFF 251 15. & 8
JEFF 262
JEFF 253 9
JEFF 254
10
JEFF Audtomum
JEFF Audtorum 2 :
) & ] ikl Cidall
12p
1
il
3
4
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When the Academic Book first opens, if you are working with a future term, then the date is set to the first
Sunday or Monday of a full week of the term; otherwise, if you are working with a current term, then the
dateis set to the first Sunday or Monday of the current week.

H Note: ;

Whether the date is set to Sunday or Monday is determined by the setting for the Day :
Label - First Day of the Week EMS system parameter. See the EMS Desktop Client '
Configuration Guide.

In both cases, the display is filtered by Room and Building. You have many options for changing the view in
the Academic Book to better meet your working needs

Change the Date Display

1. On the Date field, click the dropdown arrow to open the Calendar. Use the scroll features (< and >) at
the top of the calendar to change the month or year. To select a different date for a month, click the
date.

Date: 1/19/2010Tue ~ T

4 January 2010 »
SM TWTF S
27 28 29 30 31 1 2

34567809
10 11 12 13 14 15 16
17 18 20 21 22 23
2425 26 27 28 29 30
31 123 456

[Today‘ [Close]

Academic Book calendar

2. Usethe scroll features at the top of the reservation book display to scroll to a different day, week,
month, year, or any different combination of these.

Day 4 » Week 4« » Month 4 P | Year 4 »
| Friday, January 29, 2010

Academic Book calendar scroll features
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Change the View of Courses by Room

If the Academic Book is in the Room view, then the default minimum and/or maximum capacities that have
been configured for a room are displayed next to the room. To change the view of courses by room, change
any and all of the available display options—Domain, Term, Scenario (SIS by default or an Optimization
scenario if optimization has taken place), the Building/Domain/View, and/or the Time Zone.

= Acadernic Book ===
Man Campus = 0115PRING = Scenaric: 515 = Time Zene:  Mountsin Tme = Refresh | Optians
@ Foom 2 Irestructor Building: Grant =
Date: 1/10/2011Mon  ~» Today Day 4 ¥ Wesk 4 *  Month 4 b | Pt
| Room: GRNT Auditorium
Tuesday Wednssday Thursday Frday
Rocms Wi 1117201 112201 1713201 114201
7
GRNT 150 AUD
GRNT 151 8 E
GRNT 152
I e sotioe | TR
GRNT Audtos.
° . . . . .
1
12p

Academic Book, courses grouped by room

Change the View of Courses by Instructor

1. Tochange the view of courses to that by Instructor, click Instructor.
2. Change any and all of the available display options—Domain, Term, Subject, and/or Time Zone. To fil-
ter the list by a specific instructor, enter a search string in the Name field, and then click Go.

3. Click the name of an instructor in the left pane to see a list of courses that are scheduled for the
instructor.

ﬂ Note:

Your search is limited to the exact order of the characters in the string, but the search is

] not case-sensitive and it can appear anywhere in the search results. For example, a
search string of and returns Anderson, Scott, Sanders, Barry, and so on.
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-~ Academic Book [E=S BoR ===
Main Campus = 012FAL = Scenaro: SIS = Time Zore: » Refresh | Optons
) Foom @ Instncior Subject: ACCOUNTING - Name: Ga

Dabe: B/2/2012Mon = Today Dmy 4 b | Wesk 4 » | Manth 4 » | Print

Toesday Wodnesday Thuraday Faday Sanuday |

B L= _ 82172012 0/22/2012 22072012 8242012 V2012
junknown | 7 1 =~
Dt Shani 8
Diaz, Lorerza
Evans, Dean

Frankin. hidd
Heman, John |
I, Moy 1 1 - |

= Ll (G e
Mudvey. Sean 112p ! |

Rassch. Kenin
VanHousen, Rebecca I 1
Wabwe, Tty |

| 10

Academic Book, courses grouped by instructor

Set Options for the Academic Book

1. Click Options in the upper right hand corner of the Academic Book to open the Academic Book
options dialog box. You use the options on this dialog box to specify such things as what is to be dis-
played in the book when it first opens, mouse actions in the book, and so on.

ic Book Optio

General | Tool Tip Display (Published) [ Tool Tip Display (Unpublished) |

Start Hour: 7:00 AM [+]
Display
@ Evert Name/Course () Setup Type () Group/Instructor

Published Booking Colors Based On
@ Status ) Event Type

Rooms Without Bookings

7] Highight Rooms Hgrigre Coor: [ ()

Room Display

) Room Code @ Room Description
Buiding Display

() Buiding Code @ Buiding Description

DGoTaTﬁayOnSlm

[] Aways Prompt For Buiding On Statup
[7] Show '(al) in Building List

[#] Show Buiding in Instructor Bookings
[¥] Show Room in Instructor Bookings

Academic Book Options dialog box, General tab
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Option Description

General tab
Start Hour The starting time for the Time grid that is displayed in the Academic Book.
Display o Event Name/Course—Display the event name/course in the course
entry.
o Setup Type—Show the setup type and count in the course entry.
o Group/Instructor—Show the group name/instructor name in the
course entry.
Published Booking For published courses, whether the fill color for a course entry is to be
Colors Based On based on the Status color palette or on the Event Type color palette that
has been determined in Configuration.
Rooms Without The color with which rooms without bookings are highlighted in the
Bookings Academic Book.
Room Display e Room Code—Show the room code in the Room list when the courses
are grouped by room.
e Room Description—Show the room description in the Room list
when the course are grouped by room.
Building Display o Building Code—Show the building code in the Rooms list when the

courses are grouped by room.

o Building Description—Show the building description in the Rooms list
when the coursed are grouped by room.

Go to Today on Startup Not applicable.

Always Prompt for Opens the Building dropdown list when the Academic Book first opens,
Building on Startup which requires that you select a building, domain, or view before you can
continue, as opposed to simply opening the building that you last viewed
in the Academic Book.

Show (all) in Building list Make (all) buildings an available option in the Building dropdown list, as
opposed to having to choose a single building.

Show Building in Show the Building Code in the course entry when courses are grouped by
Instructor Bookings instructor (space permitting).
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Description
Show Room in Show the Room Code in the course entry when courses are grouped by
Instructor Bookings instructor (space permitting).

Tooltip Display (Unpublished)—Select the information that is to be displayed when the mouse pointer is
placed on the entry for an unpublished course in the Academic Book.

Tooltip Display (Published)—Select the information that is to be displayed when the mouse pointer is
placed on the entry for a published course in the Academic Book.

1/10/2011 Mon
G-AUD
- Davis, Sharyl
ACCT 440 01
9:00 AM to 10:50 AM
. 75

Tooltip for a course entry in the Academic Book

Open a Course in the Course Navigator

1. Double-click a course entry for a non-published course in the Academic Book to open the course in
the Course Navigator.

2. Double-click a course entry for a published course in the Academic Book to open the course in the
Navigator, select the course on the Course Info tab, and then click Course to open the course in the
Course Navigator.

H Note: .
For detailed information about working with the Course Navigator, see Using the :
' Course Navigator. '
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accruent

= Course Navigator - SIS

1/10/2011 Mon  5/3/2011 Tue F 10:00 AM

9:50 AM

Independent Study
Discussion/Recitation 1/10/2011 Mon 5/13/2011 Fd  MWF

Preferences thEaunSdmgs[Hs.wm]

B:00 AM

Preference Value Required

Course Tile: Business Statistics Instructor: Larson. William
Tem 11-5PR - 2011 SPRING Est. Envollment: 30
CRN: 160202 Act. Enoliment: 0
Course: BUS 201 Credit Hours: 3
Academic Unit: School of Business Course State: Edited
Dates | User Defined Felds (0) | Hitory (1)
Course Type Start Date .« End Date Days Start Time End Time

Location

JEFF J-251

State

Edited

!

Course Navigator

Display the Details for a Room

To display details about a room, make sure that the Academic Book is in the Rooms view, and then right-
click on any room in the Rooms list to open a Room Info dialog box that provides the following information
on the appropriate tabs—the bookings for the room, the properties for the room, the pricing for the room,
any images of the room and any user defined fields (UDFs) that are associated with the room.

= Room Info

Bookngs | Room | Prcing | images | User Defined Fekds

Date = Reserved Stat Reserved End Evert Stat [Evert End
730PM 730PM MT

192012F S15PM 515PM

mm

[E=8 o8 === |

Time Zone Room Evert Name

Meetng

Room Info dialog box

Accruent Confidential and Proprietary © 2019

Page | 146



CHAPTER 43: Search with the Academic Browser a‘ ' mel I l

CHAPTER 43: Search with the Academic Browser

You can use the Academic Browser to search for courses or course dates. The results are displayed in a list
view. When you carry out a search in the Academic Browser, you can carry out a basic search or an
advanced search. A basic search is based on the basic information that you specify for a course when you
first create it, such as the domain, the term, the academic unit, the subject, and so on. An advanced search
is a field level search that is carried out at the course level, the course dates level, or the preference level or
for published terms, at the reservation, booking or booking detail levels. For example, in an advanced
search, you can specify criteria as granular as “courses with credit hours greater than 3.0.” After the search
results are returned, you have a variety of options for working with the results, including sorting and
grouping information or using the Tools menu to perform functions. The actions that you can carry out in
the Academic Browser depend upon the mode (Read Only, Define and Edit Courses, or Set Preferences)
that is enabled for the academic term with which you are working in EMS Campus.

This topic will provide the information that will allow you to:

e Search in the Academic Browser

e Perform a Basic Search in the Academic Browser

e Perform an Advanced Search in the Academic Browser

o Set Favorite Fields for an Academic Browser Search

Search in the Academic Browser

1. Do one of the following to open the Academic Browser:

e On the EMS Academic Planning toolbar, click the Academic Browser icon.

¢ Onthe EMS Academic Planning menu bar, click Academic Planning > Configuration > Academic
Browser.

2. The first time that the Academic Browser window opens, the Filter tab is set by default to a basic
search; otherwise, the Filter tab is set to the search type (Basic or Advanced) that you last carried out.
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2 Academic Browser E==r )|
Browsa For | Courses = t Mew Section Mew Course  Refresh | Opfions
(e (]

Domain: Man Campus - Advanced >

Tem: 2011 SPRING .

Scenario: 515 ¥ Adtive Scenario

Academic Uni. al) -

Subject: ) .

Instructor: (&l -

Preferences Exist: (all) -

Modiied Courses Orly: |
o)

Academic Browser, Basic Search options

3. Click the Basic/Advanced toggle to select the type of search that is to be carried out.

Perform a Basic Search in the Academic Browser

1. OntheBrowse For dropdown list, select the item for which to search.

2. Enter the search criteria.

Field Description

Domain
Term
Scenario
Academic
Unit
Subject
Instructor

Preferences
Exist

The domain for the course or course date.
The term for the course or course date.

Displays results for the specific optimization scenario selected. The “SIS” scenario
displays room assignment information from your SIS.

The academic unit for the course or course date.

The subject for the course or course date.
The instructor for the course or course date.

Used to identify the rooms for the courses/course dates that have/do not have
room preferences/requirements specified.
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Description
Edited Used during the Define and Edit mode to identify courses or course dates that
Courses have changed (new, canceled, and/or edited courses/course dates).
Only

3. Optionally, click Options and edit the default value for the additional search option Number of
Records to Return.

4. Click Get Data or Refresh. The search results are displayed on the Results tab. If you have searched for
courses, then the results include courses without course dates (meeting patterns). “Multiple” is
displayed for those courses with more than one course date. If you have searched for course dates,
courses without course dates are suppressed while courses with multiple meeting patterns are
expanded. EMS schedules rooms only for courses with course dates.

= Academic Browser (Only first 100 records are chown) @
Browse For: |Courses Print  Export Tooks Refresh | Options
[[Fker | Resubs |
Course Shares Space SISXlist CORN Course Title Course Type Instructor StartD... |End Date
ACCT 10101 120150  Intro to Accounting Lecture Raasch, Kevin 8/20/2012 12/7/2012
:lCCI' .191.0.2 lllllllllll 190151  Intro to Accounting Lecture Raasch, Kevin _— EleJEDlElZf?,‘ZDlZ:
ACCT 20101 190152  Corporate Finandal Accounting I Lecture Evans, Dean 8/20/2012 12/7/2012
ACCT 20201 190153  Corporate Fnandal Accounting 1T Lecture Evans, Dean 8/20/2012 12/7[2012
ACCT 25101 190155  Auditing I Lecture VanHousen, Rebecca  8/20/2012 12/7/2012
ACCT 25201 150156  Auditing I Lecture VanHousen, Rebecca  8/20/2012 12/7/2012
ACCT 30101 190154  Cost Management Lecture Mulvey, Sean 8/20/2012 12/7/2012
ACCT 410 01 191156  Governmental and Nonprofit Accounting Lecture Chapman, Russel 8/20/2012 1272012
ACCT 440 01 191150  Enterprise Resource Planning Systems Lechre Davis, Sharyl 8/20/2012 12/7[2012
ACCT 440 02 191151  Enterprise Resource Planning Systems Lecture: Davis, Sharyl 8/20/2012 12/7/2012
ACCT 470 01 192152  Accounting Theory Lecture Kui, Marty 8/20/2012 12/7[2012
ACCT 50801 191152  Advanced Commercal Law Lecture Langmeier, Shannon  8/20/2012 12/7/2012
ACCT 508 02 191153  Advanced Commercal Law Lecture Langmeier, Shannon  8/20/2012 12/7/2012
ACCT 510 01 101154  Accounting for Mergers and Acguisitions Lecture Frankin, Miki 8/20/2012 12/7/2012
ACCT 52101 192150  Production Cost Analysis and Control Lecture Diaz, Lorenzo 8/20/2012 12/7/2012
ACCT 52102 192151  Production Cost Analyss and Control Lecture Diaz, Lorenzo 6/20/2012 12/7/2012
ACCT 530 01 192153  Advanced Income Tax Lecture Kuip, Marty 8/20/2012 12/7[2012
ACCT 53301 191155  Accounting and Tax Research Lechre Chapman, Russel 8/20/2012 12/7[2012
ACCT 53302 192154  Accounting and Tax Research Lecture Weber, Timothy 8/20/2012 12/7/2012
100 Records .
‘ »
Co=l Ca=

Academic Browser window, Results tab

5. Optionally, do one or more of the following:

e The Results tab is an EMS browser window. See Work with EMS Windows for all the features
that are available for this tab.

o To open a course in the Course Navigator, double-click the course entry on the Results tab.
o Click Print to print the search results.

o Click Export to export the search results to a Microsoft Excel spreadsheet.
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o In Define & Edit mode or Dual mode, use the New Course and New Section options as needed.

o Select a course, or CTRL-click to select multiple courses, and depending on the mode, the
following options are available on the Tools menu:

o Set Preferences mode—Set Course Preferences (see Specify Room Preferences/Requirements)
and Clear Course Preferences. Click Clear Course Preferences to clear all the current
preferences/requirements for the selected courses in a single step.

o All Modes (including Read Only)—Shares Space, Does Not Share Space, Change Shares Space
Parent (see Work with Shared Space) and Set Final Exam Settings (see Set a Final Exam
Schedule).

o All Modes (including Read Only)—Unsync Selected Courses, which deletes the selected course
records and the corresponding reservations and bookings from EMS.

ﬂ Note: :
Use this option sparingly; however, it might be required post-publish if an
' error occurred in your SIS or during publish. :

o Inthe Browse For field, select a different item for which to search. The Results tab is refreshed
with the search results based on the item that you selected and the search criteria on the Filter
tab.

o Click Filter to return to the Filter tab, make any necessary changes to the search criteria and
repeat the search.

o Click Refresh to re-query the database based on the current search criteria.

6. Click Close. Any changes that you made to the search results columns (position, width, and so on)
remain in effect for any other searches that you carry out.
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Perform an Advanced Search in the Academic Browser

= Academic Browser = IEI
Browse For:  Courses - Refresh | Options
Fiter | Resuts
Domain Main Campus - Feset < Basic.
Tam: 2011 SPRING -
Scenario 515 | Active Scenanic
Al Felds | Favorte Fields (0) | Saved Values (0)
Fild Search - fRoySumeny
Lo ] ) [rom temesmi 21 S
‘e Tem 5
B Actual Atendance r
Addad By <«
Booking Date
Booking Day OF The Wesk
Booking IO
Booking Status
king Building
Booking Building Code
E Buiding External Reference
Building Notes
Buiding Print Motes On Confirmation
Buikding Time Zone
T b
| Add To Favorites |
. Close | | Get Data |

Browser window, Advanced search options

1. Onthe Browse For dropdown list, select the item for which to search.
2. Select adomain, term, and/or scenario to search.

3. For each field level option by which to carry out the search:
o Select the field level option, and then click the Move button (>).

: H Note: ;
To filter the list of available fields, in the Field Search field, enter a search
: string. Your search is limited to the exact order of the characters in the :

string, but the string is not case-sensitive and it can appear anywhere in the

search results. For example, a search string of add returns Added by,

Date Added, and Group Address Line 1. The list of fields that meets your

search criteria is dynamically updated as you enter your search criteria.

o When prompted, enter a value or define the limits for the option, and then click OK.

The option is moved to the Filter Summary list.
H Note: |
If you have specific fields and/or values by which you always want to carry out a :
' search, then you can set up these fields to be your Favorite fields. See below. '
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4. To view a selected field option in its entirety in the Filter Summary list, rest the mouse pointer on the
entry. Atooltip showing the complete field option information opens.

Fiter Summary

Bookn{ Booking: Booking Date between '12/17/2009' and '12/24/2009 12:00 AM' ]

- Booking Status equals ‘Cancelled’

T

Viewing a selected field option in the Filter Summary list

5. Optionally, click Options and edit the default value for the additional search option Number of
Records to Return.

6. Click Get Data or Refresh. The search results are displayed on the Results tab. If you have searched for
courses, then the results include courses without course dates (meeting patterns). “Multiple” is
displayed for those courses with more than one course date. If you have searched for course dates,
courses without course dates are suppressed while courses with multiple meeting patterns are
expanded. EMS schedules rooms only for courses with course dates.

Academic Browser window, Results tab

7. Optionally, do one or more of the following:

= Academic Browser (Only first 100 records are shown) ===

Browse For: Print Export  Todks == | Refresh | Opfions

Resuhs |
Course Shares Space SIS MList ORN Course Title Course Type Instructor StartD... |End Date
ACCT 10101 190150 Intro to Accounting Lecture Raasdh, Kevin 8/20/2012 12/7/2012
{ACCT 10103 100151 Intro to Accounting " Lectre Raasdh, Kevin 8/20/2012 12/7/2012)
ACCT 20101 190152  Corporate Finandal Accounting Lechure Evans, Dean 8/20/2012 12/7/2012
ACCT 20201 190153  Corporate Finandal Accounting I Lecture Evans, Dean 8/20/2012 12/7/2012
ACCT 25101 100155  Auditingl Lecture VanHousen, Rebecca  8/20/2012 12/7/2012
ACCT 25201 190156  Auditing I Lecture VanHousen, Rebecca  8/20/2012 12/7/2012
ACCT 30101 190154  Cost Management Lecture Mulvey, Sean 8/20/2012 12/7/2012
ACCT 41001 191156 and Norprofit Lecture Chapman, Russel 8/20/2012 12/7/2012
ACCT 440 01 191150  Enterprise Resource Planning Systems Lechure Davis, Sharyl 8/20/2012 12/7/2012
ACCT 440 02 191151  Enterprise Resource Planning Systems Lecture Davis, Sharyl 8/20/2012 12/7/2012
ACCT 470 01 192152  Accounting Theory Lecture Kulp, Marty 8/20/2012 12/7/2012
ACCT 50801 191152  Advanced Commercal Law Lecture Langmeier, Shannen  8/20/2012 12/7/2012
ACCT 50802 191153 Advanced Commerdal Law Lecture Langmeier, Shannon  8/20/2012 12/7/2012
ACCT 510 01 191154  Accounting for Mergers and Acquisitons Lecture Frankin, Nidi 8/20/2012 12/7/2012
ACCT 52101 192150  Production Cost Analyss and Control Lecture Diaz, Lorenzo 8/20/2012 12/7/2012
ACCT 52102 192151  Production Cost Analysis and Control Lecture Diaz, Lorenzo 8/20/2012 12/7/2012
ACCT 530 01 102153 Advanced Income Tax Lecture Kuip, Marty 8/20/2012 12/7/2012
ACCT 53301 191155  Accounting and Tax Research Lecture Chapman, Russel 8/20/2012 12{7[2012
ACCT 53302 192154  Accounting and Tax Research Lecture Weber, Timothy 8/20/2012 12/7/2012

100 Records =
1 »

e The Results tab is an EMS browser window. See Work with EMS Windows for all the features
that are available for this tab.

o Toopen acourse in the Course Navigator, double-click the course entry on the Results tab.
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o Click Print to print the search results.
o Click Export to export the search results to a Microsoft Excel spreadsheet.
¢ In Define & Edit mode or Dual mode, use the New Course and New Section options as needed.

o Select a course, or CTRL-click to select multiple courses, and depending on the mode, the
following options are available on the Tools menu:

o Set Preferences mode—Set Course Preferences (see Specify Room Preferences/Requirements)
and Clear Course Preferences. Click Clear Course Preferences to clear all the current
preferences/requirements for the selected courses in a single step.

o All Modes (including Read Only)—Shares Space, Does Not Share Space, Change Shares Space
Parent (see Work with Shared Space).

o AllModes (including Read Only)—Unsync Selected Courses, which deletes the selected course
records and the corresponding reservations and bookings from EMS.

n Note: .
Use this option sparingly; however, it might be required post-publish if an :
' error occurred in your SIS or during publish. '

o Inthe Browse for field, select a different item for which to search. The Results tab is refreshed
with the search results based on the item that you selected and the search criteria on the Filter
tab.

o Click Filter to return to the Filter tab, make any necessary changes to the search criteria and
repeat the search.

o Click Refresh to requery the database based on the current search criteria.

8. Click Close. Any changes that you made to the search results columns (position, width, and so on)
remain in effect for any other searches that you carry out.

Set Favorite Fields for an Academic Browser Search

If you have specific fields and/or values by which you always want to carry out an Academic Browser
search, you do not have to filter the list of fields on the All Fields tab for every search. Instead, you can set
up each of these fields to be a favorite field with a specific value or limit if needed.

1. Open the Academic Browser, and make sure that the Advanced search features are displayed.

2. Foreach field that you are setting up as favorite field, select the field on the All Fields tab, and then
click Add to Favorites. The field is added to the Favorite Fields tab.
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3. Optionally, after you define a value or define the limits for a field, click Save Value on the Filter dialog
box. The next time that you carry out a search, you can simply open the Favorite Fields tab or the
Saved Values tab to carry out a search based on your customized list of search fields.
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CHAPTER 44: Specify Room Preferences/Requirements

Set Preferences is an optional mode in which the Domain Scheduler can solicit preferences from academic
units about the type of rooms that would be suitable for each course that they teach. These preferences
can then be used to run an optimization, or to have EMS automate room scheduling based on preferences
and additional user-specified criteria. To enable and use Set Preferences Mode, the following steps are
carried out:

1. The Domain Scheduler enables Set Preferences mode. See Enable/Disable a Term for Set Preferences
Mode.

2. The academic units review courses and specify their room preferences and requirements using the
EMS Campus Planning Interface (typical) or the EMS Campus desktop client (if granted access).

3. The Domain Scheduler verifies and reviews the room preferences and requirements that the aca-
demic units have specified. See Review and Verify Room Preferences.

After you place the term in Set Preferences mode, three options that can be used in conjunction with each
other are available for completing the preferences and requirements phase. In addition, you can complete
the phase independently, or you can solicit input from the academic units.

This topic will provide information that will allow you to:

o Use the Manage Terms Copy Preferences Tool—You can use the Manage Terms Copy Preferences
tool to copy the preferences and requirements from a previous term.

o Use the Academic Browser Set Course Preferences Tool—You can use the Academic Browser Set
Course Preferences tool to set preferences and requirements for multiple courses in a single step.

o Use the Course Navigator to Set Preferences and Requirements—You can use the use the Course Nav-
igator to set preferences and requirements on a course by course basis.

ﬂ Note:

If a course must take place in a specific room that you plan to exclude from

] optimization, you can pre-assign it to a specific room. This process is outlined during
the Scenario phase. See Create Scenarios.

For any of these methods, the following caveats apply:

e An academic unit-level user can request any building, area, or view and up to three rooms that have
been defined for the domain with which it is associated.
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ﬂ Note: .

If needed, you can set the Lock Academic Unit Room Access system parameter to limit :

] the users to their specific academic units. See System Parameters in the EMS Desktop '
Client Configuration Guide.

o An academic unit can require only those buildings and rooms that have been assigned to its unit
within the Academic Planning > Configuration > Academic Units area of EMS Academic Planning. If the
academic units specify requirements, then only a single room can be specified.

o Room types can be requested or required for all courses. By default the “limit by course type” selec-
tion is designated, but you can change it to honor a specific room type.

H Note: .

Configuration of the Course Types/RoomTypes matches is carried out in the Academic :
Planning > Configuration > Match Course Types/Room Types area of EMS Academic :
Planning. See the EMS Desktop Client Configuration Guide for detailed information.

« You can set features to Preferred or Required. The # of Rooms Available label that is displayed above
the Features pane is dynamically updated based on the building, room type, and features selected.

o The Seat Fill Percentage, in conjunction with the estimated enrollment, is used to determine the size

of the room needed for the class. For example, a Seat Fill Percentage of 50% and an estimated enroll-
ment of 100 means that the course should be held in a room that can accommodate 200 people.

H Note: .
The Seat Fill Percentage is initially set to the default value that is specified in EMS :
] (Campus) system parameters, but you can update the value on a per course date basis.

See the EMS Desktop Client Configuration Guide.

o lIgnore Term Excluded Dates schedules bookings on all dates that adhere to the meeting pattern,
regardless of the Excluded Dates that are marked on the term when the course dates are published.

e Publish In SIS Room (No Optimization) allows the course dates to avoid the optimization process.
Bookings are published in the room that was carried over from the SIS.

o Require SIS Room flags buildings/rooms that come across from the SIS as Required. Courses with
requirements still go through the optimization process.

o Requires Different Room (For Courses That Share Space) identifies a meeting pattern that should be
in its own room despite the cross-listed or shared space status. You can set preferences for this room.

o Same Room (ALL Selected Course Dates are to be in the same Room) flags courses that should be in
the same room but at different times when optimized.
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Use the Manage Terms Copy Preferences Tool

1. On the EMS Academic Planning menu bar, click Academic Planning > Courses > Manage Terms. The
Terms window opens.

e o=
Domain: Mzin Campus -
TemCode (5)  Descrption  Phase Stat Date a Active Scenao  Last Sync
09.5PR 2009 SPRING  PUBLISHED 1/12/2009  Scenario 2 10/17/2008 3:40 PM [ em
D9-FALL Z009FALL  PUBLISHED 8/10/2009  Scenaro 1 1/15/2010 1:24 PM
10.6PR 2010SPRING  PUBLISHED 1/11/2010  Scenario A 2/23/20101:51 PM
10FALL 010FALL  PUBUSHED $/13/2010  Scenaro A 8/17/2010 3:16 PM Admin
11.5PR 2011 SPRING  PLANNING 1/10/2011 SIS 12/16/2010 218 PM
[ unpueion |
Update SIS
[ Copy Prefs. |
Emad
Show
V] Active
] Inactive
[ e |

2. Click Copy Prefs. The Copy Preferences dialog box opens.

= Copy Preferences ol o=
Copy Preferences From:

Domain: Main Campus -

Term Code (8) Description Fhase Stat Date .~ Active Scenano Last Sync -
09-SPR 2009SPRING PUBLISHED 1/122003 SIS 10/17/2008 3...
0S-FALL 2008 FALL PUBLISHED 8/10/2009 SIS 11572010 1:2.|
10-5PR 2010 SPRING  PUBLISHED 1/11/2010 SIS 272272010 15..
10-FALL 2010 FALL PUBLISHED 9/13/2010 SIS 81772010 3:1..
11-5PR 2011 SPRING  PUBLISHED 1/10/2011 SIS 5/18/2011 11...
11-FALL 2011 FALL PUBLISHED 51272011 SIS 5/18/2011 30.. ~
4 m "
Copy Preferences To:

Domain: Main Campus « | || Copy Preferences Only ¥ Instructors Match

Tem Code (1) Description Phase Start Date =« Active Scenano Last Sync
12-FALL 2012 FALL [17] SIS 3/8/2012 1242 FM

3. Inthe Copy Preferences From pane, select the domain and term from which you want to copy room
preferences and requirements.
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4. Inthe Copy Preferences To pane, do the following:
o Select the domain and term to which you want to copy your room preferences and require-

ments.

o Indicate if the preferences are to be copied only if the instructors match.

5. Click OK. A message opens, informing you that copying preferences will overwrite any existing pref-
erences, and asking you if it is OK to continue.

6. Click Yes. The message closes. After the preferences are copied, you return to the Terms window.

; ﬂ Note:

Preferences are copied based on the Course Section (Math 101 01) and Course Type

' information (lecture or lab). If you have added new sections or changed course type
designations on course dates within a section, then even after you complete this
procedure, some courses still will not have preferences. Be sure to review your list of
courses and set preferences where applicable.

Use the Academic Browser Set Course Preferences Tool

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Academic
Browser. The Academic Browser opens.

2. Ifneeded, open the Filter tab.
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= Academic Browser |£“i|
Browse For: | Courses - MNew Section New Course | Refresh = Options
Fiter | Resuts

Domain: Main Campus v Reset Advanced >

Tem: 2011 SPRING -

Seenanio; SIS ¥ Active Scenario

Academic Unit (all) hd

Subject: (al) -

Instructor: (all) -

Preferences Exist- (all) -

Modified Courses Only-

Close | Get Data

3. On the Domain dropdown list, select the appropriate domain and on the Term dropdown list, select
the appropriate term.

4. Set any other criteria (academic unit, subject and so on) as needed to provide assistance in locating
the courses for which you want to set preferences and requirements, and then click Get Data. The
courses that meet your search criteria are displayed on the Results tab.

ﬂ Note: .
For detailed information about searching with the Academic Browser, see Searching :
with the Academic Browser. :

5. CTRL-click to select the courses for which you are setting the room preferences and requirements.

6. Onthe Tools menu, click Set Course Preferences. The Set Course Preferences dialog box opens.
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=. Set Course Preferences
Preferences | Selected Course Dates

Room Settings

@ Set Standard Room Preferences
Room Not Required
Publish In 515 Room (No Optimization)
Require 515 Room
Requires Different Room (For Courses That Share Space)
Same Room (ALL Selected Course Dates are to be in the same Room)

Preferences

@ Ovemde Exsting Preferences Add To Exsting Preferences
Building: Building: (no preference) - Required
preference Required
ference
efers
Room Type: {limit by course type) - Required

accruent

=% {=h ==
Settings
Seat Fll Percentage: 100%
lgnore Term Excluded Dates:
Notes.
Features
Feature Selection i
Do Not Use |~
Campus Quad Area Do Not Use |+
Chalkboard Do Not Use |+
Projection System [Do Not Use |+ | =
Smart Board Do Not Use |+
TV/DVDACR Do Not Use | =
Video Conf Equipment Do Not Use |+
Whiteboard |Do Net Use | =
AREe daanda) MR i

[ ok || cancal

7. Indicate whether the preferences that you set are to override any existing preferences, or whether
they are to be added to existing preferences.

Set your preferences for the selected courses.

9. Optionally, do one or both of the following:
o Inthe Notes field, enter any pertinent or supporting information that substantiates or explains

your preferences.

o By default, the preferences/requirements that you specify are applied to all course dates for all
selected courses. If the preferences/requirements are applicable for only specific course dates,
open the Selected Course Dates tab, select the course dates for which these pref-
erences/requirements are not applicable and then click Remove.

10. Click OK. Two results are possible:

o Ifany of the selected courses are cross-listed and/or share space, and you did not select the cor-
responding cross-listed/shared space courses, then a Related Course Dates dialog box opens.
This dialog box lists all the related courses that have not been selected. Go to Step 11.

o Ifnone of the selected courses are cross-listed and/or share space, then a message opens indic-
ating whether the selected preferences will override any existing preferences, or be added to
existing preferences and asking you if it is OK to continue.
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e

= Related Course Dates = R ™=
Apply Changes To Related Course Dates (Checked tems Will Be Changed)
Course CRN Course Title Instructor Start Date End Date Start Time: End Time Location
MATH 25001 160100  Math Tools for Economics Bolten, Michael 1/10/2011 Mon 5/13/2011Fi  12.00 PM 1:20 PM {unassigned)
MATH 38001 162100  Economic Data Analysis  Bolten, Michael 1/10/2011 Mon 5/13/2011Fn 1200 FM 1:20 PM funassigned)

m »

[ SeectA | [ Unssiect s |

ok J[ comcs |

11. Optionally, select any or all of the related courses for which you want to set the same pref-
erences/requirements, or do not select any of these related courses, and then click OK. A message
opens indicating whether the selected preferences will override any existing preferences, or be added
to existing preferences and asking you if it is OK to continue.

12. Click Yes. The message closes and another message opens indicating that the preferences were set
successfully.

13. Click OK to close the second message and return to the Academic Browser.

Use the Course Navigator to Set Preferences and Requirements

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Academic
Browser. The Academic Browser opens.

2. If needed, open the Filter tab.
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= Academic Browser |Q|i|
Browse For |Courses - New Secton New Course | Refresh = Options
Fiter | Resulls

Domiain: Main Campus M Reset Advanced > |

Tem: 2011 5PRING -

Scenano: SIS v Adive Scenaro

Academic Unit (all) hd

Subject: (all -

Instructor: (all) -

Preferences Bxst: (ally -

Modified Courses Only-

Close | GetData |

3. On the Domain dropdown list, select the appropriate domain and on the Term dropdown list, select
the appropriate term.

4. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance in locating
the courses for which you want to set preferences and requirements, and then click Get Data. The
courses that meet your search criteria are displayed on the Results tab.

ﬂ Note: .
For detailed information about searching with the Academic Browser, see Search with :
the Academic Browser. :

5. Inthe search results, double-click the course for which you are setting the
preferences/requirements. The course opens in the Course Navigator.
H Note: .
For detailed information about working with the Course Navigator, see Using the :
' Course Navigator. '
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= Course Navigator - SIS EI
Course Title: Business Statistics Instructor: Larson, William =
Tem: 11-SPR - 2011 SPRING Est Envoliment: 30 [ Ean |
CRN: 160202 Act. Envoliment: 0
Course: BUS 201 01 Credit Hours 3
Academic Uit School of Business Course State Edited
Dates | User Defined Fields (0) | History (1) _
Course Type Start Date .« End Date Days Start Time End Time Location State MNew ]
Independent Study 171072011 Mon 5/3/72011 Tue F 8:00 AM 10:00 AM funassigned) New Edit
Discussion,/Recitation 1/10/2011 Mon 5/13/2011 Fi  MWF 8:00 AM 9:50 AM JEFF J-251  Edited =
e
Preferences | Final Exam Settings | History (D)
Preference Value Required Copy
Paste

[ Coe |

6. Inthe middle pane of the Navigator, select the s

pecific course date for which you are setting pref-

erences/requirements, and then click Edit. The Course Dates dialog box opens.

= Course Dates - 515

Course Dates | Final Exam Settings | Audt |

Apply Changes To Riested Course Detes (Checked Rems Wil Be Changed)

Start Date: [z] Stst Tme: .00 AM [z] Coume Type: Lacture -
End Date: 1277202 3 End Tme:  9:50 AM B SIS Rioam: lunassigned)
u M T w R F 5
M 0 ® B p (dafecks
Hesigned Faom fnassigned)
Floom Settings Sefings
@ Set Stardard Room Preferences Seat Rl Percertage: 00%
[Aoom Not Required lgnore Temm Excluded Dates:
Publish In 515 Room (No Optimization]) Hotes:
Regure 515 Aoom
Reguires Dfferent Room
Same Raem
Frefernrons
Buiding: Adams v | Fegured
Faom 1: no prefierence)} - Required
Room 2: o preference]) -
Room 3: o preference] -
Raom Type: fiemit by course type) - Reguired

Cousse CAN  CouseTtle  instuctor  SatDate  EndDate  SatTme  EndTme  locaton D Xlat
] CHEM 15001 191001  General Chemistry Lawson, Ruth  8/20/2012 Mon 127/2012F1  1-00FM 1:50PM iunassigned) MWF
CHEM 15001 191007  General Chemistry Lawson, Ruth E/20/2012 Mon 1272012 Fi 300 PM 350PM funassigned] MWF
V" Speling oK | Cancel

7. Set the preferences/requirements for the course as needed, and then click OK. The Course Dates dia-
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log box closes and you return to the Course Navigator. The preferences/requirements that you set
for the course date are displayed on the Preferences tab in the lower pane of the Navigator.

Page | 163



CHAPTER 45: Review and Verify Room Preferences a‘ ' me l I l

CHAPTER 45: Review and Verify Room Preferences

After room preferences and requirements are set, you can review the individual course preferences, verify
that the preferences are complete, and quantify these preferences. You can also run the Course
Preferences report and the Course Preferences Summary report to assist in this task.

ﬂ Note:

For detailed information about generating the Course Preferences and Course
Preferences Summary reports and the information that is contained in each report,
see Generate Academic Reports.

Prior to reviewing or reporting on preferences, you can make the term unavailable to the academic units.
See Enable and Disable a Term for Set Preferences Mode.

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Academic Browser.

The Academic Browser opens.

2. Ifneeded, open the Filter tab.

= Academic Browser Ii"i'@
Browse For: M—I New Section New Course | Refresh | Options
Fiter | Resuls

Domain: Main Campus - Reset rre—

Tem: 2011 SPRING -

Soenana: Sis ~  Aciive Scenaro

Academic Unit: (all) -

Subject- () -

Instructor: (all) -

Preferences Edst (all) -

Modified Courses Only:

Close | Get Data

3. Onthe Domain drop-down list, select the appropriate domain.
4. OntheTerm drop-down list, select the appropriate term.

5. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance in locating
the courses for which you want to review preferences and requirements, and then click Get Data. The
courses that meet your search criteria are displayed on the Results tab.
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‘ ﬂ Note: .
To identify preferences and requirements for a Basic search, you should set
: Preferences Exist to Yes. For an Advanced search, you should select the :

Preferences Exist field (a Course Dates level field), and set the Preferences Exist

filter to Yes. For detailed information about searching with the Academic Browser,

see Search with the Academic Browser.

5. Inthe search results, double-click the course for which you are reviewing the
preferences/requirements.

The course opens in the Course Navigator.

6. Inthe middle pane of the Course Navigator, select the course date for which you are reviewing the
preferences.

The preferences for the selected course date are displayed in the bottom pane of the Course
Navigator on the Preferences tab.
H Note: .
For detailed information about working with the Course Navigator, see Using the :
' Course Navigator. '

= Course Navigator - SIS =la =
Course Title: Intro to Accounting Instructor; Raasch. Kevin =

Tem 11-5PR - 2011 SPRING Est. Enmliment: 100 E
CRN 160150 Aet. Ervollment: 0 Cancel
Course: ACCT 100101 Credit Hours: 3 :
Academic Unit School of Business Course State Unchanged

| Dates | User Defined Fieds (0) [ History (1)

Course Type Stat Date .« End Date Days Start Time End Time Location State E

Lecture 1/10/2011 Mon 5/13/2011 Fa  MTWRF 500 AM 10:50 AM {unassigned) Edit

| Cancel
Preferences | Final Exam Setings | Him(ﬂ):
Preference Value Required Copy

[ O |
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CHAPTER 46: Overview of Importing an Academic Term

The first step in the academic planning phase is to import a term. Importing an academic term consists of
the following three steps:

1. Anewterm is created in the Student Information System (SIS), either by rolling forward a previous
term, or by creating it from scratch. The term is then synchronized into EMS. See Synchronizing an
Academic Term.

2. The Domain Scheduler synchronizes course data from the SIS into EMS Academic Planning. See Syn-
chronize Courses.

3. Synchronized courses are reviewed before the term is made available to academic units. See Search-
ing with the Academic Browser and Using the Course Navigator.
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CHAPTER 47: Synchronize an Academic Term

When you synchronize your Student Information System (SIS) term data, all the SIS terms are flagged with
a status of New. To create these terms in your EMS database, you select each term, click Create, and then
Process.

To synchronize an academic term, follow these steps:

1. On the EMS Academic Planning menu bar, click Academic Planning > Configuration > Synchronize
Terms.

The EMS Academic Planning Terms window opens.

=, EMS Campus Terms o |||@] =
Status: (al) -

Status (10)  TemCode  Tem

Synchronized  0SFALL 2006 FALL

Synchronized 07 SPR 2007 SPRING

Synchronized  07-FALL 2007 FALL

Synchrorized  0S-FALL 2008 FALL Ungync
Synchronized  03-SPR 2008 SPRING
Synchronized  09-FALL 2009 FALL )

Synchronized  03-SPR 2009 SPRING Select Al
Synchronized  10-FALL 2010 FALL ([nsseciid
Synchronized  10-SPR 2010 SPRING

Synchronized  11-5PR 2011 SPRING
[ Concet ]

EMS Campus Terms Window

2. Select the SIS term, or CTRL-click to select the multiple SIS terms that you are creating in your EMS
database, click Create, and then click Process.

A message opens indicating that the terms were successfully processed.
H Note: .
If you do not want to create an SIS term in your EMS database, select the term, :
' and then click Do Not Import. :

3. Click OK to close the message and return to the EMS Academic Planning Terms window.

The status of the terms is set to Synchronized to indicate that the SIS data has been synchronized.

4. Click Cancel or Close (x) to close the window.
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CHAPTER 48: Publish a Term

After the Domain Scheduler has finalized the assignment of courses to rooms, either with the help of the
EMS room optimization process or by using the scenario that was pulled from the SIS, the next step is to
publish the course schedule for the term in EMS Academic Planning. Publishing the course schedule causes
the system to book the space in EMS, creating reservations and bookings. If the EMS Academic Planning
system parameter, Manually Update SIS, is set to No, then the publishing process also updates course
location information directly in the SIS; otherwise, the Domain Scheduler must manually update the SIS.
Publishing an academic term consists of the following steps:

1. The Domain Scheduler publishes the term, which includes specifying statuses for courses in conflict
and cross-listed courses.

2. Ifneeded, the Domain Scheduler manually updates the course locations in the SIS. See Manually
Update Course Locations in the SIS.

3. Ifneeded, the Domain Scheduler can unpublish a previously published term. See Unpublish a
Previously Published Term.

After you have finalized the assighment of courses to rooms, either with the help of the EMS room
optimization process or by using the scenario that was pulled from the SIS, the next step is to publish the
course schedule for the term in EMS Academic Planning. Publishing the course schedule causes the system
to book the space in EMS, creating reservations and bookings.

Publish a Term

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Manage Terms.

The Terms window opens.
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= Terms
Domain: Main Campus

Tem Code (5) Description

03-5FR 2003 SPRING
09-FALL 2009 FALL
10-5FR 2010 SPRING
10FALL 2010 FALL
11-5PR 2011 SPRING

Phase Start Date - Active Scenario

PUBLISHED 1/12/2009
PUBLISHED 8/10/2009
PUBLISHED 1/11/2010
PUBLISHED 971372010
PLANNING  1/10/2011

Scenario 2
Scenaro 1
Scenano A
Scenario A
SIS

Last Sync

10/17/2008 3:40 PM
1/15/2010 1:24 PM
2/22/2010 151 FM
8/17/2010 316 PM
12/16/2010 218 PM

accruent

Close

2. Onthe Domain drop-down list, select the domain for which the term is being published.

3. Select the term that is being published, and then click Edit.

The Term dialog box opens. The Term tab is the active tab.

= 12-FALL - 2012 FALL

Temm Code:
Desciiption

Start Date:

End Date:

Last Synchmonization:
Phase

Motes:

Pwallable To Academic Units:

Term dialog box, Term tab

4. Do the following:

Tem  Excluded Dates | Auto Sync Settings | Audt

12FALL

2012 FALL
B/20/2012
12/7/2012
/82012 12:21 PM

Time Block Template: fhone)
Active Scenana: SIS
Enroliment Based On: Estimated
Mode
_) Define & Edt Courses ) Set Preferences _) Dual
[T] Inactive
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« Make sure that the Mode is set to Read Only and if the academic unit-level users are to have
View access to the term, make sure that Available to Academic Units is selected.

o Onthe Active Scenarios drop-down list, select the scenario that is being published.

n Note:
The SIS scenario publishes room assignments that were previously defined
in the SIS.

5. Optionally, in the Phase field and the Notes field, enter any information that is pertinent to the
published .

For example, “Published” in the Phase field.
6. Open the Excluded Dates tab.

7. Select the dates that should be excluded during the publishing process.

The Term dialog box closes. You return to the Terms window with the term that is to be published
automatically selected.

' H Note:
: This would include any dates where regularly scheduled classes do not take place,
: for example, breaks, holidays, and if applicable, final exams week.

Bookings are not created for excluded dates, which means that rooms can be
scheduled for events and meetings, if needed.

.......................................................................................................................

8. Click Publish.

The Publish Term dialog box opens. The Domain field, the Term field, and the Scenario field are
automatically populated with the values that you previously selected and you cannot edit them.
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72 publeh Tem =)o
Tem: 11-5PR
Scenario: Scenaro A
Status: Academic - Corfimed -
Conflict Status: Academic - Corflict -
Cross List Satus: Academic - Crosslist -
Ovemide Existing Bookings v
Ovemde Conflict Status: Academic - Bumped -
Domain Settings
Reservation Source: SIS -
Room for Unassigned Courses: TBD

9. Select the statuses required for publishing the term.

Status Description

Status The status that is used to book all rooms for course reservations and
bookings that are created during the publishing process.

Conflict Status If you are publishing course room placements that were assigned in your
SIS (the SIS scenario), then potentially you could have room booking
conflicts created. If a double booking is encountered during the publishing
process, then the reservation and bookings for the conflicting course are
published in this conflict status.

Cross List Status The status that is used to book all cross-listed and shared space course
reservations and bookings that are created during the publishing process.
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Status Description

Override Existing
Bookings/Override
Conflict Status

If another scheduling unit on campus, for example, the Student Union, is
allowed to book events in academic space before the publishing process
has taken place, then an event and course might be assigned to the same
space. If Override Existing Bookings is selected and this situation is
encountered during the publishing process, the event is “bumped” and its
reservation and bookings are booked into this status. If Override Existing
Bookings is not selected, then the conflicted bookings for the course are
placed into the Override Conflict Status.

H Note: :
The Override Conflict Status should be an Info Only
' type. :

10. Specify the Domain Settings for the term.

Setting Description

Reservation Select the reservation source that is used for the course reservations and

Source bookings that are created during the publishing process.

Room for Click the Search icon to open the Room Selector dialog box and select the room in
Unassigned which to book the courses that have not been assigned in the SIS or in an
Courses optimization scenario.

ﬂ Note: :
Unassigned courses are typically booked in a special To Be :

Determined (TBD) room. Some organizations create a
specific TBD building and/or room to accommodate this
situation. The room must be an override description room.
See the EMS Desktop Client Configuration Guide for
information about configuring a TBD building and/or room.

11. Click Publish.

A message opens stating that publishing the term will set the term to Read Only and asking you if it is

OK to continue.

12. Click Yes.
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A Publishing progress dialog box opens. After the term is published, the progress dialog box closes,
and a message opens indicating that the term was published successfully.

13. Click OK to close the message and return to the Terms window.

: ﬂ Note:

If any errors are encountered during the publishing process, or if the EMS Academic
Planning system parameter Manually Update SIS/ERP System After Publishing is set
to Yes, then you can access your course list and manually update the course locations
in your SIS.

See Manually Update Course Locations in the SIS.
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CHAPTER 49: Unpublish a Previously Published Academic Term

For a variety of reasons, you might need to unpublish a previously published term, for example, you
accidentally published the term using the wrong scenario, or you forgot to mark excluded dates before you

published the term.

n Important! .
Even though you might have a valid reason for unpublishing a term, do not do so :
' without great consideration. Unpublishing a term deletes all reservations and bookings '

that are associated with the term.

To unpublish a previously published academic term, follow these steps:

1. On the EMS Academic Planning menu bar, click Academic Planning > Courses > Manage Terms.

The Terms window opens.

= Terms =B (eS|
Domain: Main Campus -
Tem Code (5) Description Phase Start Date Active Scenario Last Sync Edit
03-5PR 2009 SPRING  PUBLISHED 1/12/2009 Scenario 2 10/17/2008 3:40 PM Prirt
0S-FALL 2009 FALL PUBLISHED 8/10/2009 Scenario 1 1/15/2010 124 PM
10-5PR 2010 SPRING  PUBLISHED 1/11/2010 Scenaro A 2/22/2010 1:51 PM Smne
10FALL 2010 FALL PUBLISHED 9/13/2010 Scenario A 8A17/2010 316 PM Admin
11-5PR 2011 SPRING ~ PLANNING  1/10/2011 SIS 12/16/2010 213 PM
Publish
Ungublish
Update 515
Copy Prefs
Email
4| Active
Inactive
Close

2. Onthe Domain drop-down list, select the domain for which you are unpublishing the term.

3. Select the term that you are unpublishing, and then click Unpublish.

A message opens indicating that unpublishing will remove all reserva
selected term, and asking you if it is OK to continue.

4. Click Yes. The message closes.
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After the term is unpublished, a second message opens indicating that the term was successfully
unpublished.

5. Click OK to close the second message and return to the Terms window.
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CHAPTER 50: Enable/Disable a Term for Set Preferences Mode

To enter the academic units’ room preferences and requirements, you must enable Set Preferences mode.
Additionally, if you want to solicit these preferences and requirements from the academic units, you must
make the term available to the academic units. Likewise, after the deadline has been reached for expressing
room preferences and requirements, you must make the term unavailable to the academic units.

1. On the EMS Academic Planning menu bar, click Academic Planning > Courses > Manage Terms. The
Terms window opens.

=, Terms =@
Domain: Main Campus -
Temm Code (5) Description Phase Start Date Active Scenario Last Sync Edit
03-SFR 2009 SPRING  PUBLISHED 1/12/2009 Scenario 2 10/17/2008 3:40 PM Print
09-FALL 2009 FALL PUBLISHED 8/10/200% Scenaro 1 1/15/2010 1:24 PM
10:5FR 2010 SPRING ~ PUBLISHED 1/11/2010 Scenario A 2272010 151 PM Syne
10FALL 2010 FALL PUBLISHED 571372010 Scenario A 81772010 316 PM Admin
11-5PR 2011 SPRING  PLANNING  1/10/2011 518 12/16/2010 218 PM
Publish
Unpublish
Update SIS
_ Copy Prefs
Email
| Active
Inactive
Close

2. On the Domain drop-down list, select the appropriate domain.

3. Select the term for which you are setting the Set Preferences mode, and then click Edit. The Term
dialog box opens on the Term tab.

H Note: .

Remember, if you selected Dual mode, (see Specifying Room :

' Preferences/Requirements) then the Set Preferences mode has already been :
enabled for this term.
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= 12-FALL - 2012 FALL = |5 =)
Tem | Excluded Dates | Auto Sync Settings | Audit

Tem Code 12-FALL

Description 2012 FALL

Start Date: 872072012

End Date 127772012

Last Synchronization VB20121221PM

Phase: |

Notes:

Available To Academic Unis:

Time Block Template: fnone) -

Active Scenario 515 -

Enroliment Based On: Estimated -
Mode

Define & Edit Courses Set Preferences Dual @ Read Only
Inactive % spelling | OK | Cancel

4. Optionally, in the Phase and Notes fields, enter information that indicates to the Domain Scheduler
what part of the academic scheduling process is currently taking place, for example, Enter
Preferences, or Room Information along with any supporting information or instructions.

H Note: ;
The Phase field and the Notes field are displayed in the EMS Campus Planning :
Interface. :

5. Do one of the following:

o To give academic unit-level users access to the term, select Available to Academic Units.

o Toremove the users’ access to the term, clear Available to Academic Units.

6. Ifyou did not select Dual mode, then in the Mode section, select Set Preferences.

7. Click OK to close the Term dialog box and return to the Terms window, with the term still selected in
the window.

8. On the Terms window, click Email to open an email that is pre-addressed to all academic unit-level
users that have been defined in your EMS database. Complete and send the email as you normally
would.
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CHAPTER 51: Enable/Disable a Term for Define and Edit Mode

After you have imported a term and synchronized the courses for the term, you can set the mode to Define
& Edit and make the term available to the academic units. You have the option of selecting Define and Edit
mode, or Dual mode. Dual mode enables a term for both Define & Edit Mode and Set Preference mode at
the same time. If you select Define and Edit mode, then the steps that you carry out during this mode are
distinct and unique from the steps that you carry out in the next mode, which is the Set Preferences mode.
If you select Dual mode, then you can carry out the steps for both modes at the same time.

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Manage Terms. The

Terms window opens.

= Terms

Domain: Main Campus
Temm Code (5) Description
09-SPR 2009 SPRING
09-FALL 2003 FALL
10:5FR 2010 SPRING
0FALL 2010 FALL
11-5PR 2011 SPRING

Terms Window

2. Onthe Domain drop-down list, select the appropriate domain.

-

Phase Start Date
PUBLISHED 1/12/2009
FUBLISHED 8/10/2009
PUBLISHED 1/11/2010
PUBLISHED 9/13/2010
PLANNING  1/10/2011

Active Scenario
Scenario 2
Scenario 1
Scenario A
Scenano A
515

Last Sync

10/17/2008 3:40 PM
1/15/2010 1:24 PM
/222010 1:51 PM
8/17/2010 3:16 PM
12/16/2010 218 PM

==on |

Print

Sync

Publish
Unpublish

_ Update SIS

_ Copy Prefs.

7| Active
Inactive

Close

3. Select the term for which you are setting Define & Edit mode, and then click Edit. The Term dialog box

opens. The Term tab is the active tab.
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= 12-FALL - 2012 FALL = [ @ [

Temn | Exchided Dates | Auto Sync Settings | Audit

Term Code: 12-FALL
Description 2012 FALL

Start Date 82072012

End Date 127772012

Last Synchronization: VB20121221FPM
Phase: |

Notes:

Avalable To Academic Units:

Time Block Template: {none) -
Active Scenano 515 -
Enrolment Based On: Estimated -
Maode
Define & Edit Courses Set Preferences Dual @ Read Only
Inactive 5 speling ok || Cancel

Term Tab of the Term Dialog Box

4. Optionally, in the Phase and Notes fields, enter information that indicates to the academic units what
part of the academic scheduling process is currently taking place, for example, “Course Review,” or
“Planning” along with any supporting information or instructions.

H Note: .
If you are going to select Dual mode, then make sure to note that both course ;
' review/planning and setting preferences are currently taking place. Academic

units can view this information in the EMS Campus Planning Interface.

5. Do one of the following:

o Ifacademic unit-level users are to have access to the term, select Available to Academic Units.

e Toremove the users’ access to the term, clear Available to Academic Units.

6. Optionally, if you have configured time block templates, select the appropriate template for this
term.

H Note: ;
At this stage, the only active scenario that is available is SIS, and you cannot :
' change this value.
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7. Select the enrollment that is to be compared to room capacity throughout the academic planning
process.

8. Inthe Mode section, do one of the following:

e To enable Define & Edit mode, select Define & Edit Courses.
o To disable Define & Edit mode, select Read Only or Set Preferences.

e To enable both Define & Edit mode and Set Preferences mode, select Dual.

9. Click OK to close the Term dialog box and return to the Terms window, with the term still selected in
the window.

10. On the Terms window, click Email to open an email that is pre-addressed to all academic unit-level

users that have been defined in your EMS database. Complete and send the email as you normally
would.

= Email li“i'@1

Wl Attachments

From bryan @dea.com

continuinged @dea com

Message:

LY
>
L4
i
i
1]
1
1l
mr
il
h
x,
|4
r3
¥

SMTP Email Window
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CHAPTER 52: Using the Course Navigator

The Course Navigator is a window in EMS Academic Planning that you use to view and manage all aspects
of a course. You can access the Course Navigator from the Academic Browser, the Academic Book, and the
EMS Navigator. Different tabs and panes on the Course Navigator provide different information about a
course and course dates. The actions that you can carry out in the Course Navigator depend upon the
mode (Read Only, Define and Edit Courses, Set Preferences, or Dual) that is enabled for the academic term
with which you are working in EMS Academic Planning.

You can access the Course Navigator from the Academic Browser, the Academic Book, and the EMS
Navigator.

e To access the Course Navigator from the Academic Browser, for an unpublished course, double-click
the course in the search results to open the course in the Course Navigator.

o To access the Course Navigator from the Academic Book, for a published course, double-click the
course entry in the Academic Book to open the course in the Navigator, and then click Course on the
Course Info tab to open the course in the Course Navigator.

o To access the Course Navigator from the EMS Navigator, do the following in the order indicated:

1. Onthetoolbar, click the Navigator icon to open the Open Navigator dialog box.

2. On the Open drop-down list, select Course to open a Domain drop-down list and a Term drop-down
list.

= Open Navigator [o] @ /==
Open: Course] -
Domain: Main Campus -
Tem: 2011 SPRING -
CRN: 0K
CRN Course Tile Browse |

160150  Intro to Accounting
160151  Intro to Accounting
160152 Comorate Financial Accourting |
160153  Comorate Financial Accounting |

Close

3. Select adomain and a term.
4. Inthe CRN field, enter the CRN (course reference number) for the course.

5. Click OK.
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o Ifthe courseis a non-published course, then the course opens in the Course Navigator.

o Ifthe courseis a published course, then the course opens in the Navigator. Select the course on
the Course Info tab, and then click Course to open the Course in the Course Navigator.

Course Navigator Window Layout

=. Course Navigator - SIS = |- B |||
Course Title Business Statistics Instructor Larson, William [ "
Tem: 11-SPR - 2011 SPRING Est Enollment: 30 | Edt
CRN 160202 Act. Envollment: 0 Cancel
Course: BUS 201 01 Credit Hours 3 —J
Academic Unit ‘ School of Business Course State Edited
Dates | User Defined Fields (0) | History (T)
Course Type Start Date End Date Days Start Time End Time Location State New |
Independent Study  1/10/2011 Mon 5/3/2011 Tue F 200 AM 10:00 AM {unassigned) New Edit |
Discussion/Recgation 1/10/2011 Mon 571372011 Ff  MWF 8:00 AM 9:50 AM JEFF J-251 Edited e |
e
Preferences | Fifal Exam Settings | History {0
Preference Value Reguired Copy
aste
Close |
Top pane with course Middle pane with course Bottom pane with course
information. dates information and dates details and tabs
tabs with course-level with course dates
information. information.

The top pane of the Course Navigator displays information about a selected course—the course title, the
course term, the current course state (New, Edit, Unchanged, or Canceled), and so on. The middle pane of
the Course Navigator displays information about each of the course dates for the course. To view the
indicated information for a course date, select a course date in the middle pane of the Course Navigator,
and then open the appropriate tab (Dates, User Defined Fields, Shares Spaces, Preferences, or Final Exam
Settings). The History tabs in the middle and lower pane provide audit information for course records and
course date records. To view changes made to course-level information, open the History tab in

the middlepane of the Course Navigator. To view changes made to course date-level information, select a
course date in the middle pane, and then open the History tab in the bottom pane of the Course Navigator.
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CHAPTER 53: Available Actions in the Course Navigator

The actions that you can carry out in the Course Navigator depend upon the mode (Read Only, Define and
Edit Courses, Set Preferences) that is enabled for the academic term with which you are currently working
with in EMS Campus.

Mode Available Actions

Read Only The default mode in which the Navigator is placed if you have not selected any other
mode. No actions are available.
Define and o Add course dates
Edit « Editacourse
« Edit course dates
o Cancel course dates
« Cancel courses
H Note
These changes require an update in the SIS. See Enable/Disable a
' Term for Define and Edit Mode for more information.
Set Set preferences for a course on a course date by course date basis.
Preferences
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CHAPTER 54: Add and Review Courses

After the Domain Scheduler has imported a term and synchronized the courses for the term, he/she has
the option of selecting the mode for the term. Each mode is optional, but each mode provides mode-
specific functionality so that the mode can be carried out. Organizations use the Define & Edit mode to
solicit information about new, changed, or canceled courses, or course dates for a term. Additionally,
courses that share space can be indicated. After the academic units enter this information, the Domain
Scheduler can run reports and based on the information in the reports, make the selected modifications in
the SIS.

1. The Domain Scheduler enables Define & Edit Mode. See Enable/Disable a Term for Define and Edit
Mode.

2. Academic units review the course schedule data, make change requests as appropriate for new,
edited, and/or canceled courses, and mark those courses that share space. See Reviewing and Editing
Courses and Working with Shared Space.

3. The Domain Scheduler generates and reviews the Course Change report, enters the needed modi-
fications into the SIS, and resynchronizes the courses. See Synchronize Courses.

4. The Domain Scheduler reviews and/or indicates the shared space settings. See Working with Shared
Space.

This topic will provide the information that will allow you to:

e Review Courses

o Add a New Course in EMS Campus

o Add a New Section for a Course
o Add a Course Date in EMS Campus

Review Courses

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Academic
Browser. The Academic Browser opens.

2. Ifneeded, open the Filter tab.
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= Academic Browser |Q|i|
Browse For |Courses - New Secton New Course | Refresh & Options
Fiter | Resulls

Domain: Main Campus A Reset Advanced > |

Tem: 2011 5PRING -

Scenario: sIs ¥ Active Scenario

Academic Unit (all} Rd

Subject: (all -

Instructor: (all) -

Preferences Bxist: (ally -

Modified Courses Only-

Close | GetData |

Ensure the Browse For option is set to Courses.

4. Onthe Domain drop-down list, select the appropriate domain and then on the Term drop-down list,
select the appropriate term.

5. Continue to either Add a New Course in EMS Campus, add a new section, or add a course date in
EMS Campus.

Add a New Course in EMS Campus

1. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance in locating
an existing course, and then click Get Data. The courses that meet your search criteria are displayed
on the Results tab.

H Note: .
For detailed information about searching with the Academic Browser, see Searching :
with the Academic Browser. '

2. Click New Course. The New Course dialog box opens. The Course tab is the active tab.
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= Mew Course

Courss | User Diefined Fisids

End Date Start Time

End Time

Days

Course Type

accruent

Foom Mot Reguired

3. Complete the required information—title, course number, section, subject, instructor, estimated
enrollment, credit hours, course type—on the Course tab.

4. For each course meeting pattern (days and times) that you are adding to the new course, do the fol-

lowing:

o Inthe Course Dates section, click New to open the Course Dates dialog box and on the Course
Type drop-down list, select the course type.

o Do one of the following:

o Manually enter the meeting pattern information (start and end dates, start and end times, and

meeting days) for the course.

o Click Time Blocks to open the Time Blocks dialog box, and then select a time block from a list of
time blocks that have been made available for the term.

= Course Dates

Course Type:
Start Date:

End Date:

u M T

[none)
8/20/2012
12/72M2

w R

'L] Start Time:
(]  End Time:

F ]

== <

=
[-J
=

Room Mot Required:

H Note: |
Make sure to select Room Not Required if the course does not require a room, for :
' example, an independent study class, a research class, and so on. '

Depending on how your EMS administrator has configured EMS Academic Planning, only the Time Blocks

option might be available to you.

Accruent Confidential and Proprietary © 2019

Page | 187



CHAPTER 54: Add and Review Courses a‘ ' mel I l

5. Optionally, in the Notes field, enter any information about the course that might be relevant to the
Domain Scheduler.

6. Open the User Defined Fields tab, and for any user-defined questions that are displayed on the tab,
do the following:
o Select the question, and then click Set Value to open a dialog box in which you can enter the
answer to the question.

o Click OK to close the dialog box and return to the User Defined Fields tab.

ﬂ Note: .
User-defined fields, or UDFs, are typically used by a Domain Scheduler to solicit :
additional user-supplied information about a course. '

7. Click OK to close the New Course dialog box and return to the Academic Browser.

8. Click Refresh. “New” is displayed for the course state.

ﬂ Note: .
If you have selected Dual mode for the term, then you can set preferences during this :
' step as well. See Specifying Room Preferences/Requirements. '

Add a New Section for a Course

To add a new section of an existing course, you must copy an existing course, and then edit the section
number and any other pertinent information.

1. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance in locating
an existing course, and then click Get Data. The courses that meet your search criteria are displayed
on the Results tab.

ﬂ Note: .
For detailed information about searching with the Academic Browser, see Searching :
with the Academic Browser. '

2. Select the course that is to be copied, and then click New Section. The New Section dialog box opens.
The fields are automatically populated with the information for the copied course.
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2 New Secion ===y~
Course | Liser Defined Feids |

Tide: General Chemistry

Course Mumber: 130

Secton, o

Subject CHEMISTRY

Intructor Lawaon, Ruth -

Estmated Envolmert, 140

Cret Hours 100
Hotes
Course Dates
Siadt Date Erd Date Start Time: End Time Days Course Type Room Not Requred Pew
BENANZ  27AN2 SI0AM 550 AM MWF  Lecture ™
- -

3. Edit the section number and any other pertinent information as needed, and then click OK. A mes-
sage opens indicating that the course was created successfully.

ﬂ Note:
Depending on how your EMS administrator has configured EMS Academic Planning,
only the Time Blocks option might be available to you.

ﬂ Note:
If you have selected Dual mode for the term, then you can set preferences during this
step as well. See Specifying Room Preferences/Requirements.

Add a Course Date in EMS Campus

To add a new date to a course in EMS Academic Planning, you must find the course using the Academic
Browser, and then edit the course date and other pertinent information in the Course Navigator.

1. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance in locating
the course, and then click Get Data. The courses that meet your search criteria are displayed on the
Results tab.

H Note:
For detailed information about searching with the Academic Browser, see Searching
with the Academic Browser.
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2. Inthesearch results, double-click the course to which you are adding a course date. The course

opens in the Course Navigator.

For detailed information about working with the Course Navigator, see Using the

Course Navigator.

= Course Navigator - SIS

Course Title: Business Statistics Instructor: Larson. William
Tem: 11-SPR - 2011 SPRING Est. Enoliment: 30

CRN: 160202 Act. Enroliment: 0

Course: BUS 201 01 Credit Hours 3

Academic Unit: School of Business Course State Edited

Dates | User Defined Filds (1) | History (0)|

Independent Study  1/10/2011 Mon 5/3/2011 Tue F 8:00 AM 10:00 AM

Course Type Start Date .« End Date Days Start Time End Time Location

funassigned) New
Discussion/Recitation 1/10/2011 Mon 5/13/2011 Fi MWF 8:00 AM 9:50 AM JEFF J-251

Edited

Preferences | Final Exam Settings | History (0)
Preference Value Required

Course Navigator

3. Click New. The New Course Dates dialog box opens.

!

= Mew Course Dates

Course Dates

Start Date End Date Start Time: End Time: Days Course Type Room Not Required
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4. For each new course meeting pattern (days and times) that you are adding to the course, do the fol-
lowing:
o Onthe New Course Dates dialog box, click New to open the Course Dates dialog box and on the
Course Type drop-down list, select the course type.

e Manually enter the meeting pattern information (start and end dates, start and end times, and
meeting days) for the course.

o Click Time Blocks to open the Time Blocks dialog box, and select a time block from a list of time
blocks that have been made available for the term.

=. Course Dates [£||£|@
Course Type: fnone) w | Time Blocks
Start Date: £/20/2012 -| Start Time:
End Date: 127/2012 (=]  End Time: =)

u M T w R F S

oKk | [ cence |

Course Dates Dialog Box

ﬂ Note: .
Make sure to select Room Not Required if the course does not require a room, for :
; example, an independent study class, a research class, and so on. :

Depending on how your EMS administrator has configured EMS Academic Planning, only the Time Blocks
option might be available to you.

If you have selected Dual mode for the term, then you can set preferences during this step as well.
See Specifying Room Preferences/Requirements.

5. Click OK to close the Course Dates dialog box, and then click OK to close the New Course Dates dialog
box and return to the Course Navigator. The state for each newly added course date is set to “New” in
the middle pane of the Course Navigator.
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CHAPTER 55: Edit or Cancel Courses

When you are defining and editing courses, you have the option of selecting Define and Edit mode, or Dual
mode. Dual mode enables a term for both Define & Edit Mode and Set Preference mode at the same time.
If you select Define and Edit mode, then the steps that you carry out during this mode are distinct and
unique from the steps that you carry out in the next mode, which is the Set Preferences mode. Although
these two modes are presented as distinct modes and discussed in two separate sections in this manual, if
you select Dual mode, then the steps listed in both these sections are applicable at the same time.

After a term has been made available to the academic units, the academic units can begin reviewing their
courses and requesting additions, deletions, and modifications as appropriate using the EMS Campus
Planning Interface (typical) or the EMS Campus desktop client (if granted access).

This topic will give you information that will allow you to:

o Edita Coursein EMS Campus

o Edit a Course Date in EMS Campus

o Cancel a Course Date in EMS Campus

o Cancel a Coursein EMS Campus

Edit a Course in EMS Campus

To edit a course in EMS Campus, you must find the course using the Academic Browser, and then edit the
course information in the Course Navigator.

1. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance in locating
the course, and then click Get Data. The courses that meet your search criteria are displayed on the
Results tab.

ﬂ Note:
For detailed information about searching with the Academic Browser, see Searching
with the Academic Browser.

2. Inthe search results, double-click the course that you are editing. The course opens in the Course
Navigator.

ﬂ Note:
For detailed information about working with the Course Navigator, see Using the
' Course Navigator.
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o =g
Course Title: Business Statistics Instructor: Larson. William =

Tem: 11-S5PR - 2011 SPRING Est. Enollment: 30 [E
CRN: 160202 Act. Enrollment: 0 Cancel
Course: BUS 201 1 Credit Hours 3 [—]
Academic Uit School of Business Course State Edited \avigato

Dates | User Defined Fekds (0) | History 0)|
Course Type Start Date « End Date Days Start Time End Time Location State

MNew
Independent Study  1/10/2011 Mon 5/3/2011 Tue F 8:00 AM 10:00 AM funassigned) New Edit
Delete

Discussion,/Recitation 1/10/2011 Mon 5/13/2011 Fi  MWF 8:00 AM 9:50 AM JEFF J-251  Edited

Preferences | Final Exam Settings | History (0)|
Preference Value Required Copy

!

Course opened in the Course Navigator

3. Click Edit in the top pane of the Navigator. The Course dialog box opens.

= Course =
Title Accounting The:
Course Number: 470
Section: [1]]
Subject: ACCOUNTING -
Instructor: Nash, Grahm -

Estimated Enroliment: 30

Credit Hours: 300
Reservation 1D: 1]
Naotes

4. Edit the course information as needed, and then click OK to close the Course dialog box and return to
the Course Navigator. The course state is set to “Edited” in the top pane of the Course Navigator.

Edit a Course Date in EMS Campus

To edit a course date in EMS Campus, you must find the course using the Academic Browser, and then edit
the course date in the Course Navigator.

Accruent Confidential and Proprietary © 2019 Page | 193



CHAPTER 55: Edit or Cancel Courses

accruent

1. Set any other criteria (academic unit, subject and so on) as needed to provide assistance in locating
the course, and then click Get Data. The courses that meet your search criteria are displayed on the

Results tab.

For detailed information about searching with the Academic Browser, see Searching

with the Academic Browser.

2. Inthesearch results, double-click the course for which you are editing the course date. The course

opens in the Course Navigator.

For detailed information about working with the Course Navigator, see Using the

Course Navigator.

Course opened in the Course Navigator

= Course Navigator - 5I5 (==
Course Title: Business Statistics Instructor: Larson. William [ Edit ]
Tem 11-5PR - 2011 SPRING Est. Enolliment: 30
CRN 160202 Act_ Ervollment: 0 Cancel ]
Course BUS 201 01 Credit Hours 3
Academic Unit School of Business Course State: Edited
Dates | User Defined Fieids (0) | Hitory ()]
Course Type Start Date End Date Days Start Time End Time Location State Il New )
Independent Study  1/10/2011 Mon 5/3/2011 Tue F 8:00 AM 10:00 AM funassigned) New Edit
Discussion/Recitation 1/10/2011 Mon 5/13/72011 Fi - MWF 8:00 AM 9:50 AM JEFFJ-251  Edited
Delete
Preferences | Final Exam Settings | History (0)]
Preference Value Required Copy
Paste
Close |

3. Inthe middle pane of the Course Navigator, select the course date record that you are editing, and

then click Edit. The Course Dates - (SIS) dialog box opens.
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= Course Dates - 515 ===l @
Course Dates | Final Exam Settings | Audt
Stan Date: 2 20.2012) - SEtTme 500 AM [z] Course Type: Lachue -
End Date 12/7/72M2 =] End Time: 950 AM =] SIS Roam: nassgned)
u M T w R F 5
J v 7 Time Blocks

Hmsigned Fioom fnassigned)
Rioen Settings Settinge
@ Set Standard Room Preferences Seat Rl Percentage: 00%

Aoom Not Reguined lgnors Tem Bxcluded Dates:
Fubiish In 515 Room (No Optimization) Notee:

Regqure 515 Foom
Recuires Diferent Room
ame Room

Buiding Adams v | Fiagured
Features:
Raom 1: fro preference « [ Requred
o e *) Fastire Selaction
Faom 2: o preference) - Campus (usd Area Do Not Use |+
Foom 3: Iro preference) - Frojection System |0 Mot Uas |~
3 it -
Foom Type: it by course bype) - ::‘f BM: I:::K -
Wirndow(s} |Do Mot Use |~
Apply Changes To Relsted Course: Detes (Checked hems Wil Be Changed)
Course CRN Course Title Inestructor Start Date: End Date Start Time: End Time: Locatian Days ¥l
CHEM 15001 191001 General Chemistry Lawson, Futh  /20/2012 Man 12/7/2012F1 100 PM 1:50PM furassigned)  MWF
CHEM 15001 191001  General Chemistry Lawson, Fth  8/20/2012 Mon 12/7/2012Fi 300 PM I50PM funassigned)  MWF
W Speing oK Cancel

4. Edit the course dates as needed.

o To edit the course dates, do one of the following:

o Manually edit the start/end dates, start/end times, course type, and/or the days that the course
meets.

Depending on how your EMS administrator has configured EMS Campus, only the Time
Blocks option might be available to you. (You cannot manually edit the course days and
times.)
The Seat Fill Percentage is initially set to the default value that is specified in EMS (Campus) system
parameters, but you can update the value on a per course date basis. See System Parameters in the EMS
Desktop Client Configuration Guide.

o Click Time Blocks to open the Time Blocks dialog box, and select a time block from a list of time blocks
that have been made available for the term.

o Theroom assigned to this course in the SIS is listed in the SIS Room text box. You cannot edit this
value; however, make sure to select Room Not Required if this course date does not require a room
(for example, independent study, research, and so on).

o The Seat Fill Percentage, in conjunction with the estimated enrollment, is used to determine the size
of the room needed for the class. For example, a Seat Fill Percentage of 50% and an estimated enroll-
ment of 100 means that the course should be held in a room that can accommodate 200 people.
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o Ifyou are editing a course date for a course that is cross-listed or sharing space with another course,
you are provided with an option in the bottom pane of the Course Dates dialog box to apply your
changes to the related course dates. To apply changes to the cross-listed courses, check the appro-

priate course date listings.

Apply Changes To Related Cousse D ates (Chacked lems \Will Be Changed

Course CRN Course Tile Irvstnachor Start Date End Date Start Time End Time Location Days
CJeusamo 10008 Busness Statishcs Evons. Sefir 171472008 Mon S//2008Fn  200PM 250PM EWVNSEIDN  MwF
[ MATHSO1 01 10009 Business Statistics (Grad) Evans. Sefior 171472008 Mon S/V2008Fni  S00AM 1000 AM [unassgned) U
] MATH SO 01 10009 Business Statistics (Grad] Evars, Sefor 171472008 Mon S/V2008Fn  800AM 10:00 AM EWSEWR S

>

© soo (o) (oo ]

<

5. Click OK to close the Course dialog box and return to the Course Navigator. The course date state is
set to “Edited” in the middle pane of the Course Navigator.

ﬂ Note:
If you have selected Dual mode for the term, then you can set preferences during this
step as well. See Specifying Room Preferences/Requirements.

Cancel a Course Date in EMS Campus

To cancel a course date in EMS Campus, you must find the course using the Academic Browser, and then
cancel the course date in the Course Navigator.

1. Set any other criteria (academic unit, subject and so on) as needed to provide assistance in locating
the course, and then click Get Data. The courses that meet your search criteria are displayed on the

Results tab.

H Note:
For detailed information about searching with the Academic Browser, see Searching
with the Academic Browser.

2. Inthesearch results, double-click the course for which you are canceling a course date. The course
opens in the Course Navigator.

H Note:
For detailed information about working with the Course Navigator, see Using the
' Course Navigator.
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= Course Navigator - SIS o =]
Course Title: Business Statistics Instructor: Larson. William I =
Tem: 11-SPR - 2011 SPRING Est Ervolment: 30 [ En |
CRN: 160202 Act. Errollment: 0 Cancel
Course: BUS 201 01 Credit Hours: 3 —J
Academic Unit School of Business Course State Edited 0
Dates | Liser Defined Fields (1) | History (0)
Course Type Start Date « End Date Days Sart Time End Time Location State ‘ New ]
Independert Study  1/10/2011 Mon 5/3/2011 Tue F 8:00 AM 10:00 AM fnassigned) New [ Edit ]
Discussion/Recitation 1/10/2011 Mon 5/13/2011 Fi  MWF 8:00 AM 9:50 AM JEFF J-251  Edited ( Deiet |
&
Prefersnces Final Exam Settings | History {CI]
Preference Value Required Copy
Paste
| Gee |
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In the middle pane of the Course Navigator, select the course date record that you are canceling, and
then in the top pane of the Navigator, click Cancel. A dialog box opens, asking you if it is OK to cancel

the selected course.

Click Yes to close the dialog box and return to the Course Navigator. The course date state is set to

“Canceled” in the middle pane of the Course Navigator.

Navigator, and then click Uncancel.

To reverse a course date cancellation, select the canceled course date in the Course

Cancel a Course in EMS Campus

To cancel a course in EMS Campus, you must find the course using the Academic Browser, and then cancel
the course in the Course Navigator.

1. Setany other criteria (academic unit, subject and so on) as needed to provide assistance in locating
the course, and then click Get Data. The courses that meet your search criteria are displayed on the

Results tab.

with the Academic Browser.

For detailed information about searching with the Academic Browser, see Searching
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In the search results, double-click the course that you are canceling. The course opens in the Course

Navigator.

For detailed information about working with the Course Navigator, see Using the

Course Navigator.

= Course Navigator - SIS =2 RoR ==
Course Title: Business Statistics Instructor: Larson. William [ Edit ]
Tem 11-5PR - 2011 SPRING Est. Enroliment: 30
CRN: 160202 Act. Enoliment: 0 Cancel ]
Course BUS 2011 Credit Hours 3
Academic Unit School of Business Course State Edited
Dates | User Defined Fields (0) | History (1)
Course Type Start Date End Date Days Start Time End Time Location State | New )
1/10/2011 Mon 5/3/2011 Tue F 8:00 AM 10:00 AM funassigned) New Edit
Discu: /Recitation 1/10/72011 Mon 5132011 F  MWF 8:00 AM 550 AM JEFF J-251  Edited
IS0, n on n ’W}
Preferences | Final Exam Setings | History (0)
Preference Value Regquired Copy
Paste

In the top pane of the Navigator, click Cancel. A dialog box opens, asking you if it is OK to cancel the

selected course.

Click Yes to close the dialog box and return to the Course Navigator. The course state is set to
“Canceled” in the top pane of the Course Navigator. The state for every course date that is displayed

in the middle pane of the Course Navigator is also set to “Canceled.”

To reverse a course cancellation, open the canceled course in the Course Navigator, and

then in the top pane of the Course Navigator, click Uncancel.
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CHAPTER 56: Synchronize Courses

After you synchronize terms, the term record that is created in EMS is initially empty. You must
then synchronize the courses.

To synchronize courses, complete these steps:
1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Manage Terms.

The Terms window opens.

= Terms =@ |.
Domain: Main Campus -
Term Code (5) Description Phase Start Date Active Scenario Last Sync Edit
09-SPR 2009 SPRING  PUBLISHED 1/12/2009 Scenario 2 10/17/2008 3:40 PM Piirk
DS-FALL 2009 FALL PUBLISHED &/10/2009 Scenario 1 1/15/2010 1:24 FM
10-5PR 2010 SPRING  PUBLISHED 1/11/2010 Scenaro A 2/22/2010 1:51 PM L Syne
10-FALL 2010 FALL PUBLISHED 9113/2010 Scenario A 8/17/2010 3:16 PM Admin
11-5PR 2011 SPRING ~ PLANNING  1/10/2011 515 12/16/2010 218 PM
Publish
Unpublish
Update SIS |
Copy Prefs
Email
/| Active
Inactive
Close

2. Onthe Domain drop-down list, select the domain for which you are synchronizing the term.

3. Select the term for which you are synchronizing the courses, and then click Sync.

A Synchronizing Courses dialog box opens that shows the progress of the course synchronization.
When the courses are synchronized, a dialog box opens with the message that the courses were
synchronized.

4. Click OK to close the message and return to the Terms window.

After you synchronize the courses, you can review them in the Academic Browser.
See Searching with the Academic Browser.
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CHAPTER 57: Identify New, Edited, or Canceled Courses

After the academic units have made their modifications to the course schedule, you must identify and
compile a list of modifications and enter the approved changes in the Student Information System (SIS).
EMS Academic Planning flags course changes using a field named Course State. New, edited, and canceled
courses are marked as “New,” “Edited,” and “Canceled,” respectively. Typically, you generate the Course
Changes report to view and identify the requested course changes; however, if further clarification is
needed, then you can use the Academic Browser and/or Course Navigator.

ﬂ Note: .
For detailed information about generating the Course Changes report, and the :
' information that is contained in the report, see Generating Academic Reports. '

H Note: .
Prior to reviewing the modifications, you can remove access to the term from your :
academic units. See Enable/Disable a Term for Set Preferences Mode. :

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Academic
Browser. The Academic Browser opens.

2. Ifneeded, open the Filter tab.

= Academic Browser [olla =
Browse For: |Courses I New Section New Course | Refresh = Options
Fiter | Resuts

Domain- Main Campus A Resst Advanced >

Tem: 2011 SPRING -

Scenario: SIS ¥ Adiive Scenario

Academic Unit: (all) -

Subject (all) -

Instructor: (all) -

Preferences Exist (all) -

Modified Courses Only:

Close | Get Data

3. On the Domain drop-down list, select the appropriate domain and on the Term drop-down list, select
the appropriate term.
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4. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance in locating
the courses that you are reviewing, and then click Get Data. The courses that meet your search
criteria are displayed on the Results tab. Use the information in the State column to identify the
change made to each course that is listed.

For detailed information about searching with the Academic Browser,
see Searching with the Academic Browser.

= Academic Browser (Only first 100 records are shown) == " =], ]@
Browse For.  Courses = Print Export  Tools Refresh | Options
[ Fiter | Resulls
StartD... End Date Location Est Envol Act Enroll Credit Hours State

win 8/20/2012 12/7/2012 (unassigned) 3 |

win 8/20/2012 12/7(2012 " (urassgned) PR

n 8/20/2012 12/7/2012 MWF 11:00 AM 11:50 AM (unassigned) 30 0 3

in 8f20/2012 12/7/2012 TR 3:00PM 450 PM (unassigned) ) 0 3 Edited

), Rebecca  8/20/2012 12/7/2012 MWWF 11:00 AM 11:50 AM (unassigned) 0 0 4

I, Rebecca  B/20/2012 12/7(2012 L3 5:00PM 6:20 PM (unassigned) 30 o 4

an B8/20/2012 12[7{2012 MWF 2:00PM 250 PM (unassigned) E 0 2

Russel Bf20/2012 12/7{2012 ™" 5:00PM 6:20 PM JEFF 3253 20 o 3

ol Bf20/2012 12/7/2012 MTWRF 5:00 AM 10:50 AM GRNT G-ALD 73 1] + Cancelled

s 8/20/2012 12/7/2012 MTWRF 3:00PM 450 PM GRNT G-ALD 75 0 4

¥ B/20/2012 12/7j2012 MWF 11:00 AM 11:50 AM JEFF 3-250 30 1] 3

Shannon  8/20/2012 12/7/2012 MWF 8:00 AM 8:50 AM (unassigned) 30 0 2

Shannon  8/20/2012 12/7/2012 TR 9:00 AM 10:30 AM (unassigned) 30 Q 2

] B/20/2012 12/7(2012 MWF 11:00 AM 11:50 AM (unassigned) 30 o 3

170 8/20/2012 12/7/2012 MTWRF 10:00 AM 11:50 AM (unassigned) 100 i} 3

170 8/20/2012 12[7/2012 MTWRF 3:00PM 450 PM {unassigned) 100 0 3

v 8/20/2012 12/7/2012 ® 3:00PM 450 PM {unassigned) 0 [} 4

Russel Bf20/2012 12[7j2012 MWF 11:00 AM 11:50 AM JEFF 3-251 30 o 3

oty Bf20/2012 12/7{2012 MWF 2:00PM 250PM (unassigned) 30 a 3

q b
Com ) Ce )

Academic Browser search results with State column shown

5. Optionally, double-click a course to open the course in the Course Navigator and view more detailed
information about the course. See Using the Course Navigator.

6. After generating the list of course modifications, you must manually enter the approved course
changes in the SIS. After data entry is complete, the scheduler must carry out the Sync Courses
process (see Synchronize Courses) to ensure that EMS Campus and the SIS are synchronized.
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CHAPTER 58: Review and Verify Room Preferences

After room preferences and requirements are set, you can review the individual course preferences, verify
that the preferences are complete, and quantify these preferences. You can also run the Course
Preferences report and the Course Preferences Summary report to assist in this task.

ﬂ Note:

For detailed information about generating the Course Preferences and Course
Preferences Summary reports and the information that is contained in each report,
see Generate Academic Reports.

Prior to reviewing or reporting on preferences, you can make the term unavailable to the academic units.
See Enable and Disable a Term for Set Preferences Mode.

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Academic Browser.

The Academic Browser opens.

2. Ifneeded, open the Filter tab.

= Academic Browser Ii"i'@
Browse For: M—I New Section New Course | Refresh | Options
Fiter | Resuls

Domain: Main Campus - Reset rre—

Tem: 2011 SPRING -

Soenana: Sis ~  Aciive Scenaro

Academic Unit: (all) -

Subject- () -

Instructor: (all) -

Preferences Edst (all) -

Modified Courses Only:

Close | Get Data

3. Onthe Domain drop-down list, select the appropriate domain.
4. OntheTerm drop-down list, select the appropriate term.

5. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance in locating
the courses for which you want to review preferences and requirements, and then click Get Data. The
courses that meet your search criteria are displayed on the Results tab.
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‘ ﬂ Note: .
To identify preferences and requirements for a Basic search, you should set
: Preferences Exist to Yes. For an Advanced search, you should select the :

Preferences Exist field (a Course Dates level field), and set the Preferences Exist

filter to Yes. For detailed information about searching with the Academic Browser,

see Search with the Academic Browser.

5. Inthe search results, double-click the course for which you are reviewing the
preferences/requirements.

The course opens in the Course Navigator.

6. Inthe middle pane of the Course Navigator, select the course date for which you are reviewing the
preferences.

The preferences for the selected course date are displayed in the bottom pane of the Course
Navigator on the Preferences tab.
H Note: .
For detailed information about working with the Course Navigator, see Using the :
' Course Navigator. '

= Course Navigator - SIS =la =
Course Title: Intro to Accounting Instructor; Raasch. Kevin =

Tem 11-5PR - 2011 SPRING Est. Enmliment: 100 E
CRN 160150 Aet. Ervollment: 0 Cancel
Course: ACCT 100101 Credit Hours: 3 :
Academic Unit School of Business Course State Unchanged

| Dates | User Defined Fieds (0) [ History (1)

Course Type Stat Date .« End Date Days Start Time End Time Location State E

Lecture 1/10/2011 Mon 5/13/2011 Fa  MTWRF 500 AM 10:50 AM {unassigned) Edit

| Cancel
Preferences | Final Exam Setings | Him(ﬂ):
Preference Value Required Copy

[ O |
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CHAPTER 59: Specify Room Preferences/Requirements

Set Preferences is an optional mode in which the Domain Scheduler can solicit preferences from academic
units about the type of rooms that would be suitable for each course that they teach. These preferences
can then be used to run an optimization, or to have EMS automate room scheduling based on preferences
and additional user-specified criteria. To enable and use Set Preferences Mode, the following steps are
carried out:

1. The Domain Scheduler enables Set Preferences mode. See Enable/Disable a Term for Set Preferences
Mode.

2. The academic units review courses and specify their room preferences and requirements using the
EMS Campus Planning Interface (typical) or the EMS Campus desktop client (if granted access).

3. The Domain Scheduler verifies and reviews the room preferences and requirements that the aca-
demic units have specified. See Review and Verify Room Preferences.

After you place the term in Set Preferences mode, three options that can be used in conjunction with each
other are available for completing the preferences and requirements phase. In addition, you can complete
the phase independently, or you can solicit input from the academic units.

This topic will provide information that will allow you to:

o Use the Manage Terms Copy Preferences Tool—You can use the Manage Terms Copy Preferences
tool to copy the preferences and requirements from a previous term.

o Use the Academic Browser Set Course Preferences Tool—You can use the Academic Browser Set
Course Preferences tool to set preferences and requirements for multiple courses in a single step.

o Use the Course Navigator to Set Preferences and Requirements—You can use the use the Course Nav-
igator to set preferences and requirements on a course by course basis.

ﬂ Note:

If a course must take place in a specific room that you plan to exclude from

] optimization, you can pre-assign it to a specific room. This process is outlined during
the Scenario phase. See Create Scenarios.

For any of these methods, the following caveats apply:

e An academic unit-level user can request any building, area, or view and up to three rooms that have
been defined for the domain with which it is associated.
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ﬂ Note: .

If needed, you can set the Lock Academic Unit Room Access system parameter to limit :

] the users to their specific academic units. See System Parameters in the EMS Desktop '
Client Configuration Guide.

o An academic unit can require only those buildings and rooms that have been assigned to its unit
within the Academic Planning > Configuration > Academic Units area of EMS Academic Planning. If the
academic units specify requirements, then only a single room can be specified.

o Room types can be requested or required for all courses. By default the “limit by course type” selec-
tion is designated, but you can change it to honor a specific room type.

H Note: .

Configuration of the Course Types/RoomTypes matches is carried out in the Academic :
Planning > Configuration > Match Course Types/Room Types area of EMS Academic :
Planning. See the EMS Desktop Client Configuration Guide for detailed information.

« You can set features to Preferred or Required. The # of Rooms Available label that is displayed above
the Features pane is dynamically updated based on the building, room type, and features selected.

o The Seat Fill Percentage, in conjunction with the estimated enrollment, is used to determine the size

of the room needed for the class. For example, a Seat Fill Percentage of 50% and an estimated enroll-
ment of 100 means that the course should be held in a room that can accommodate 200 people.

H Note: .
The Seat Fill Percentage is initially set to the default value that is specified in EMS :
] (Campus) system parameters, but you can update the value on a per course date basis.

See the EMS Desktop Client Configuration Guide.

o lIgnore Term Excluded Dates schedules bookings on all dates that adhere to the meeting pattern,
regardless of the Excluded Dates that are marked on the term when the course dates are published.

e Publish In SIS Room (No Optimization) allows the course dates to avoid the optimization process.
Bookings are published in the room that was carried over from the SIS.

o Require SIS Room flags buildings/rooms that come across from the SIS as Required. Courses with
requirements still go through the optimization process.

o Requires Different Room (For Courses That Share Space) identifies a meeting pattern that should be
in its own room despite the cross-listed or shared space status. You can set preferences for this room.

o Same Room (ALL Selected Course Dates are to be in the same Room) flags courses that should be in
the same room but at different times when optimized.
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Use the Manage Terms Copy Preferences Tool

1. On the EMS Academic Planning menu bar, click Academic Planning > Courses > Manage Terms. The
Terms window opens.

e o=
Domain: Mzin Campus -
TemCode (5)  Descrption  Phase Stat Date a Active Scenao  Last Sync
09.5PR 2009 SPRING  PUBLISHED 1/12/2009  Scenario 2 10/17/2008 3:40 PM [ em
D9-FALL Z009FALL  PUBLISHED 8/10/2009  Scenaro 1 1/15/2010 1:24 PM
10.6PR 2010SPRING  PUBLISHED 1/11/2010  Scenario A 2/23/20101:51 PM
10FALL 010FALL  PUBUSHED $/13/2010  Scenaro A 8/17/2010 3:16 PM Admin
11.5PR 2011 SPRING  PLANNING 1/10/2011 SIS 12/16/2010 218 PM
[ unpueion |
Update SIS
[ Copy Prefs. |
Emad
Show
V] Active
] Inactive
[ e |

2. Click Copy Prefs. The Copy Preferences dialog box opens.

= Copy Preferences ol o=
Copy Preferences From:

Domain: Main Campus -

Term Code (8) Description Fhase Stat Date .~ Active Scenano Last Sync -
09-SPR 2009SPRING PUBLISHED 1/122003 SIS 10/17/2008 3...
0S-FALL 2008 FALL PUBLISHED 8/10/2009 SIS 11572010 1:2.|
10-5PR 2010 SPRING  PUBLISHED 1/11/2010 SIS 272272010 15..
10-FALL 2010 FALL PUBLISHED 9/13/2010 SIS 81772010 3:1..
11-5PR 2011 SPRING  PUBLISHED 1/10/2011 SIS 5/18/2011 11...
11-FALL 2011 FALL PUBLISHED 51272011 SIS 5/18/2011 30.. ~
4 m "
Copy Preferences To:

Domain: Main Campus « | || Copy Preferences Only ¥ Instructors Match

Tem Code (1) Description Phase Start Date =« Active Scenano Last Sync
12-FALL 2012 FALL [17] SIS 3/8/2012 1242 FM

3. Inthe Copy Preferences From pane, select the domain and term from which you want to copy room
preferences and requirements.
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4. Inthe Copy Preferences To pane, do the following:
o Select the domain and term to which you want to copy your room preferences and require-

ments.

o Indicate if the preferences are to be copied only if the instructors match.

5. Click OK. A message opens, informing you that copying preferences will overwrite any existing pref-
erences, and asking you if it is OK to continue.

6. Click Yes. The message closes. After the preferences are copied, you return to the Terms window.

; ﬂ Note:

Preferences are copied based on the Course Section (Math 101 01) and Course Type

' information (lecture or lab). If you have added new sections or changed course type
designations on course dates within a section, then even after you complete this
procedure, some courses still will not have preferences. Be sure to review your list of
courses and set preferences where applicable.

Use the Academic Browser Set Course Preferences Tool

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Academic
Browser. The Academic Browser opens.

2. Ifneeded, open the Filter tab.
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= Academic Browser |£“i|
Browse For: | Courses - MNew Section New Course | Refresh = Options
Fiter | Resuts

Domain: Main Campus v Reset Advanced >

Tem: 2011 SPRING -

Seenanio; SIS ¥ Active Scenario

Academic Unit (all) hd

Subject: (al) -

Instructor: (all) -

Preferences Exist- (all) -

Modified Courses Only-

Close | Get Data

3. On the Domain dropdown list, select the appropriate domain and on the Term dropdown list, select
the appropriate term.

4. Set any other criteria (academic unit, subject and so on) as needed to provide assistance in locating
the courses for which you want to set preferences and requirements, and then click Get Data. The
courses that meet your search criteria are displayed on the Results tab.

ﬂ Note: .
For detailed information about searching with the Academic Browser, see Searching :
with the Academic Browser. :

5. CTRL-click to select the courses for which you are setting the room preferences and requirements.

6. Onthe Tools menu, click Set Course Preferences. The Set Course Preferences dialog box opens.
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=. Set Course Preferences
Preferences | Selected Course Dates

Room Settings

@ Set Standard Room Preferences
Room Not Required
Publish In 515 Room (No Optimization)
Require 515 Room
Requires Different Room (For Courses That Share Space)
Same Room (ALL Selected Course Dates are to be in the same Room)

Preferences

@ Ovemde Exsting Preferences Add To Exsting Preferences
Building: Building: (no preference) - Required
preference Required
ference
efers
Room Type: {limit by course type) - Required

accruent

=% {=h ==
Settings
Seat Fll Percentage: 100%
lgnore Term Excluded Dates:
Notes.
Features
Feature Selection i
Do Not Use |~
Campus Quad Area Do Not Use |+
Chalkboard Do Not Use |+
Projection System [Do Not Use |+ | =
Smart Board Do Not Use |+
TV/DVDACR Do Not Use | =
Video Conf Equipment Do Not Use |+
Whiteboard |Do Net Use | =
AREe daanda) MR i

[ ok || cancal

7. Indicate whether the preferences that you set are to override any existing preferences, or whether
they are to be added to existing preferences.

Set your preferences for the selected courses.

9. Optionally, do one or both of the following:
o Inthe Notes field, enter any pertinent or supporting information that substantiates or explains

your preferences.

o By default, the preferences/requirements that you specify are applied to all course dates for all
selected courses. If the preferences/requirements are applicable for only specific course dates,
open the Selected Course Dates tab, select the course dates for which these pref-
erences/requirements are not applicable and then click Remove.

10. Click OK. Two results are possible:

o Ifany of the selected courses are cross-listed and/or share space, and you did not select the cor-
responding cross-listed/shared space courses, then a Related Course Dates dialog box opens.
This dialog box lists all the related courses that have not been selected. Go to Step 11.

o Ifnone of the selected courses are cross-listed and/or share space, then a message opens indic-
ating whether the selected preferences will override any existing preferences, or be added to
existing preferences and asking you if it is OK to continue.
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e

= Related Course Dates = R ™=
Apply Changes To Related Course Dates (Checked tems Will Be Changed)
Course CRN Course Title Instructor Start Date End Date Start Time: End Time Location
MATH 25001 160100  Math Tools for Economics Bolten, Michael 1/10/2011 Mon 5/13/2011Fi  12.00 PM 1:20 PM {unassigned)
MATH 38001 162100  Economic Data Analysis  Bolten, Michael 1/10/2011 Mon 5/13/2011Fn 1200 FM 1:20 PM funassigned)

m »

[ SeectA | [ Unssiect s |

ok J[ comcs |

11. Optionally, select any or all of the related courses for which you want to set the same pref-
erences/requirements, or do not select any of these related courses, and then click OK. A message
opens indicating whether the selected preferences will override any existing preferences, or be added
to existing preferences and asking you if it is OK to continue.

12. Click Yes. The message closes and another message opens indicating that the preferences were set
successfully.

13. Click OK to close the second message and return to the Academic Browser.

Use the Course Navigator to Set Preferences and Requirements

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Academic
Browser. The Academic Browser opens.

2. If needed, open the Filter tab.
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= Academic Browser |Q|i|
Browse For |Courses - New Secton New Course | Refresh = Options
Fiter | Resulls

Domiain: Main Campus M Reset Advanced > |

Tem: 2011 5PRING -

Scenano: SIS v Adive Scenaro

Academic Unit (all) hd

Subject: (all -

Instructor: (all) -

Preferences Bxst: (ally -

Modified Courses Only-

Close | GetData |

3. On the Domain dropdown list, select the appropriate domain and on the Term dropdown list, select
the appropriate term.

4. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance in locating
the courses for which you want to set preferences and requirements, and then click Get Data. The
courses that meet your search criteria are displayed on the Results tab.

ﬂ Note: .
For detailed information about searching with the Academic Browser, see Search with :
the Academic Browser. :

5. Inthe search results, double-click the course for which you are setting the
preferences/requirements. The course opens in the Course Navigator.
H Note: .
For detailed information about working with the Course Navigator, see Using the :
' Course Navigator. '
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accruent

= Course Navigator - SIS EI
Course Title: Business Statistics Instructor: Larson, William =
Tem: 11-SPR - 2011 SPRING Est Envoliment: 30 [ Ean |
CRN: 160202 Act. Envoliment: 0
Course: BUS 201 01 Credit Hours 3
Academic Uit School of Business Course State Edited
Dates | User Defined Fields (0) | History (1) _
Course Type Start Date .« End Date Days Start Time End Time Location State MNew ]
Independent Study 171072011 Mon 5/3/72011 Tue F 8:00 AM 10:00 AM funassigned) New Edit
Discussion,/Recitation 1/10/2011 Mon 5/13/2011 Fi  MWF 8:00 AM 9:50 AM JEFF J-251  Edited =
e
Preferences | Final Exam Settings | History (D)
Preference Value Required Copy
Paste

[ Coe |

6. Inthe middle pane of the Navigator, select the s

pecific course date for which you are setting pref-

erences/requirements, and then click Edit. The Course Dates dialog box opens.

= Course Dates - 515

Course Dates | Final Exam Settings | Audt |

Apply Changes To Riested Course Detes (Checked Rems Wil Be Changed)

Start Date: [z] Stst Tme: .00 AM [z] Coume Type: Lacture -
End Date: 1277202 3 End Tme:  9:50 AM B SIS Rioam: lunassigned)
u M T w R F 5
M 0 ® B p (dafecks
Hesigned Faom fnassigned)
Floom Settings Sefings
@ Set Stardard Room Preferences Seat Rl Percertage: 00%
[Aoom Not Required lgnore Temm Excluded Dates:
Publish In 515 Room (No Optimization]) Hotes:
Regure 515 Aoom
Reguires Dfferent Room
Same Raem
Frefernrons
Buiding: Adams v | Fegured
Faom 1: no prefierence)} - Required
Room 2: o preference]) -
Room 3: o preference] -
Raom Type: fiemit by course type) - Reguired

Cousse CAN  CouseTtle  instuctor  SatDate  EndDate  SatTme  EndTme  locaton D Xlat
] CHEM 15001 191001  General Chemistry Lawson, Ruth  8/20/2012 Mon 127/2012F1  1-00FM 1:50PM iunassigned) MWF
CHEM 15001 191007  General Chemistry Lawson, Ruth E/20/2012 Mon 1272012 Fi 300 PM 350PM funassigned] MWF
V" Speling oK | Cancel

7. Set the preferences/requirements for the course as needed, and then click OK. The Course Dates dia-
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log box closes and you return to the Course Navigator. The preferences/requirements that you set
for the course date are displayed on the Preferences tab in the lower pane of the Navigator.
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CHAPTER 60: Overview of Room Assignments and Optimization

After the Domain Scheduler reviews and verifies the room preferences and requirements, room
assignments must take place. If the room assignment process has already occurred outside of EMS within
the SIS, the Domain Scheduler could simply publish the course schedule in EMS without any further effort.
In most situations, however, courses will need to be assigned a room through the optimization process
before the term can be published. To optimize the room assignments, and then assign rooms, the Domain
Scheduler carries out the following steps either separately or in any combination as necessary to best suit
their working needs:

1. Pre-assignment—The Domain Scheduler manually assigns a selection of courses to rooms. Typically,
the manual assignment takes place if these rooms are to be excluded in an optimization scenario
after pre-assignment. For instance, if only a swimming course should be assigned to “Pool,” then the
Domain Scheduler could manually pre-assign Swimming and then exclude the pool in the optim-
ization scenario. See About Creating Scenarios and Optimization and Create Scenarios.

2. Optimization—The EMS system automatically assigns rooms to courses based on room preferences,
requirements, and weighted criteria. See About Creating Scenarios and Optimization and Create Scen-
arios.

3. Locking In Assignments—After carrying out an optimization scenario, the Domain Scheduler locks in
desired room assignments, and then re-optimizes the remaining portion of the optimization scen-

ario. See Assign Rooms.

. ﬂ Note: .
The information in this section is presented as an ordered series of standalone
' procedures; however, the Domain Scheduler can carry out any of the procedures either '

separately or in any combination as necessary to best suit his/her working needs. This

allows the Domain Scheduler to test a number of potential scenarios and compare

placement results using various tools before choosing the final scenario for publishing.
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CHAPTER 61: Assign Rooms

After you have completed pre-assignment of rooms and/or room optimization, four options are available
to resolve room assignments:

1. Assign—the Assign option lists all rooms regardless of availability or preferences. It is intended to
provide a means for you to quickly assign a room without going through the search process.

2. Search—the Search option initially lists any preferences and requirements that were specified during
the Set Preferences mode. You can use these preferences as a basis for a room search or you can spe-
cify and/or clear other criteria to complete the room search.

3. Unassign—the Unassign option removes the Assigned status for a course. You can then use the
Assign option or the Search option to assign a different room to the course. The Unassign option is
available after you assign a room to a course, or search for aroom, and then assign it to a course.

4. Swap—the Swap option allows you to swap the room assignments of two courses. The swap option
is only available after selecting two courses that have identical meeting patterns and that have been
assigned to rooms.

This topic will provide information that will allow you to:

e Assign Rooms to Courses

e Search for Rooms to Assign to a Course

Assign Rooms to Courses

1. Select the course, or CTRL-click to select the multiple courses to which a room is to be assigned.

2. On the Preassign Rooms window, or the Resolve Room Assignments window, click Assign. The Room
Selector dialog box opens.

.-Roodemol =8 EcE ="
Buiding Building: -

FRoom Code (0) Room Name

* Room Excluded From Scenario

V| Limt To Est. Envolment 0K | | Cancel
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Room Selector Dialog Box

3. On the Building drop-down list, select (all) buildings or select a specific building that contains the
rooms that you are considering for assignment. The rooms are displayed in the dialog box. By
default, only those rooms that can meet the enrollment expectations, regardless of availability are dis-
played. Rooms that are excluded from the scenario are marked with an asterisk (*), but you can over-
ride these rooms.

4. Optionally, to display all rooms in the Room Selector dialog box, clear the Limit to Est. Enrollment
option.

5. Select a room, and then click OK. If the room could not be assigned to one or more courses because
of a conflict, then a message opens indicating this. Click OK to close the message, and repeat this step
until you successfully assign a room to the courses.

6. Repeat Step 2 through Step 5 until you have successfully assigned rooms to all courses for the term.
After you have assigned a room to a course, at any time, you can do any of the following:

o To change aroom assignment for a course, select a course for which a room has been assigned,
and then click Unassign. You can then repeat Step 2 through Step 5 to assign a room to the
course.

o Courses that were pre-assigned are listed as Locked In. To re-optimize any portion of the course
assignments, select one or more assigned courses (CTRL-click to select multiple courses), and
then click Lock In to lock in these additional courses, and then rerun your optimization scen-
ario.

o To swap the room assignments of two courses, CTRL-click to select two courses with identical
meeting patterns, and then click Swap.

' ﬂ Note:

You can open the Resolve Room Assignments window at any time by clicking Resolve
on the Scenarios window. The system does not require all courses to be assigned to
rooms. Those courses that are left unassigned are placed in a special TBD room when
publishing and can be assigned post-publish.

Search for Rooms to Assign to a Course

1. Select the course to which a room is to be assigned.

2. On the Pre-assign Rooms window, or the Resolve Room Assignments window, click Search. The Room
Search dialog box opens. The preferences or requirements that the academic unit specified for the
selected course during the Set Preferences mode are displayed at the top of the dialog box. By
default, these preferences are included in the search criteria.
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< Room Search
Original Preferences

Preferences:

Estimated Enrollment :

Actual Enroliment:
Search Preferences

Building:

Room Type:

Seat Fill Percentage:

Faatures:
Fovailable (5)
Chalkboard
Projection System
Smart Board
Whiteboard

lgnore Room Capacity:

accruent

[E=8 EoH 5
Prefarence Valus Required
Building JEFF Yes
Foom Type Classroom
30
0
Building: Jefferson -
(Classmoom -
100%
a - Selected (T) -

3. Inthe Search Preferences (lower) pane of the dialog box, edit the search criteria as needed, and then
click Next. The Room Search dialog box is updated with a list of rooms that meet your search criteria.
Rooms that have been excluded from the scenario are marked with an asterisk (*).

= Room Search [F=3 HoB ==
" Available |
Building « Room Code Room Min Capacity Max Capacity
Jefferson J-250 JEFF250 15 40
Jefferson J-251 JEFF251 15 40
Jefferson J-252 JEFF252 15 40
Jefferson J-253 JEFF253 20 40
Jefferson J-254 JEFF 254 20 40
* Room Excluded From Scenario Room Info
Corcel | | Prevous | [ Sdeat ]
|
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Room Search Dialog Box

4. Optionally, to view information about a room, select the room, and then click Room Info; otherwise,
go to Step 5. The Room Info dialog box opens. The dialog box displays information about the room,
including the room’s properties, the setup type, the room’s features, and so on. After you are done
viewing the room’s information, click Close to close the Room Info dialog box.

5. Onthe Room Search dialog box, select the room that is to be assigned to the course, and then click
Select. The room is assigned to the course. You remain on the Pre-assighment window or the Resolve
Assignments window. If the room is assigned from the Preassigned window, then it is also marked as
Locked In.

H Note:
If there are rooms that meet your search criteria, but they have already been scheduled
by other courses, then a Conflicts tab opens. Open the tab to review a list of these
rooms.
6. Repeat this procedure as needed to assign rooms to courses. After you have assigned aroom to a

course, at any time, you can do one or both of the following:
o Ifyou want to change a room assignment for a course, select a course for which a room has

been assigned, and then click Unassign. You can then repeat Step 2 through Step 5 to assign a
room to the course.

o Courses that were pre-assigned are listed as Locked In. If you would like to re-optimize any por-
tion of the course assignments, select one or more assigned courses (CTRL-click to select mul-
tiple courses), and then click Lock In to lock in these additional courses, and then rerun your
optimization scenario.

o To swap the room assignments of two courses, CTRL-click to select two courses with identical
meeting patterns, and then click Swap.

: ﬂ Note:

You can open the Resolve Room Assignments window at any time by clicking Resolve
on the Scenarios window. The system does not require all courses to be assigned to
rooms. Those courses that are left unassigned are placed in a special TBD room when
publishing and can be assigned post-publish.
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CHAPTER 62: Using the Search for Rooms Tool

After you publish a term, there are times when you need to identify which rooms are available for a
particular meeting pattern and set of criteria. For example, an academic unit might need to add a new
section for a course or an instructor might be looking to change the times for a course. The Search for
Rooms tool significantly simplifies the process of searching for classrooms in these situations.

1. On the EMS Academic Planning menu bar, click Academic Planning > Courses > Search For
Rooms. The Search For Rooms dialog box opens.

<. Search For Rooms (o] @ |(uk]
Domain: [Main Campus| -
Tem: 2012FALL « [ Time Blocks
Start Date: 8/20/2012 m Start Time: m
End Date: 127772012 [z End Time =

u M 1 w R F s

Search Preferences
Buildng: (no preference) -
Room Type: ino preference) -

Ignore Room Capacity: v
Ignore Temm Excluded Dates:

Features:
Avaiable (3) - Selected () -
Buit in Sound/Video
Campus Quad Area
Chalkboard
Projection System
Smart Board =

Concel |

2. On the Domain dropdown list, select the appropriate domain and on the Term dropdown list, select
the appropriate term.

3. Do one ofthe following:
o Manually enter the meeting pattern information (start and end dates, start and end times, and

meeting days) for the course.
o Click Time Blocks to open the Time Blocks dialog box, and then select a time block from a list of
time blocks that have been made available for the term.

4. Enter your search criteria.

Option Description

Building ‘ The default value is (no preference). You can select a specific building, area, or view.
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Option Description

Room Type

Enrollment

Ignore Room
Capacity

Ignore Term
Excluded
Dates

The default value is (no preference), but you can select from a list of pre-configured
types.

Available only if Ignore Room Capacity is not selected. You can enter a specific room
capacity by which to search.

Not selected by default. Select this option to search for rooms that are available even
on dates that have been marked as “Excluded” for the term.

5. Inthe Available list, select the feature, or CTRL-click to select the multiple features that the rooms are
to have, and then click the Move button (>) to move the selected features to the Selected list.

6. Click Next. The Search for Rooms dialog box opens with up to three tabs displayed:
o Available Rooms tab. By default, the Available tab is always displayed and it is always the active
tab.This tab displays all the rooms that meet all your search criteria.

o Academic Conflicts tab. The Academic Conflicts tab is displayed only if there are rooms that
meet all your search criteria but they are in academic conflict (a course has already been sched-
uled in a room for the selected day and time pattern). Optionally, you can open the Academic
Conflicts tab to view the list of rooms that are in academic conflict.

o Event Conflicts tab. The Event Conflicts tab is displayed only if there are rooms that meet all
your search criteria but they are in event conflict (a non-academic event has already been sched-
uled in a room for the selected day and time pattern). Optionally, you can open the Event Con-
flicts tab to view the list of rooms that are in event conflict.
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TR = ey
| Avatable Rooms |
Buidng « Room Code Room Min Capacity Max Capacty -

Adams A101 ADMS 101 0 40

Adams A102 ADMS 102 10 35

Adams A0 ADMS110Lab O 20

Adams AN ADMS111Lsb 0 20

Adams A2 ADMS112lab 0 20

Adams A-AUD ADMS Audtorium 100 200 =

Cooldge  C-101 CooL 101 0 40 1

Cooldge c-102 COoOL 102 0 40

Coolidge C-103 COOL 103 0 40

Cookdge  C-104VC COOL14VC 0 40

Coolidge C-110 COOL110Lsb O 20

Cooldge c1m COOL111b O 20

Cookdge  C-112 COOL112Lsb 0O €

Coobdge C-AUD COOL Audtorium 100 200

Evans 201 EVNS 201 0 )

Evans E202 EVNS 202 0 40

Evans E-203 EVNS 203 0 40

Evans E-AUD EVNS Audtorium 75 150

Frankin  F-101 FRNK 101 20 %

Frankdin F-102 FRNK 102 15 40

Frankdin F-AUD FRNK Audiorium 100 200

Grant G150 GRNT 150 AUD 75 150 I
L A . £~ AR S DAT AE n Aan

Search For Rooms dialog box, Available tab

7. Optionally, you can do one or more or all of the following on this tab:

accruent

o Use the Scroll feature to scroll the list of available rooms, and then click Close to close the dialog

box.

o Click Previous to return to the Search For Rooms dialog box, modify your search criteria, and

repeat the search.

o Click Print to open an onscreen preview of the list of available rooms. The preview window con-
tains options for printing a hard copy of the room list, emailing the list, and so on.

= Available Rooms EEREER ==
[ | Email | Bepat | (Pt |33 |36 88 1n e
[ e - 1 ' EREE R ' s ' v 7 ' 5 | o
]

. Dean Evans & Associates, Inc. (Development) Available Rooms

. Building  RoomCode  Room Min Capacity  Max Capacity

H adame 2 DN 101 [ r

. Adams Ao 2 ADMS 102 10 »

. Adams A1 ADMS 110 Lab [ 20

- Adams 111 ADMS 111 Lab '] 20

. Adams A2 ADMS 112 Lab 0 20

B Adamg A iUD ADMS Auditorum 100 200

3 Caoaldge G101 COOL 101 0 40

- Coologe C-102 cooL0e o -0

B Caaldge C-103 COoOL 103 0 40

- Coologe C- 104V COoL1MVT o -0

- Caaldge C-110 COOL110Lab o 20

B Cooldoe c-1m COOL 111 Lab 0 20

- Coaldos c-112 COOL112Lab ] 20 e
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CHAPTER 63: Review Reservations and Resolve Room Assign-

ments

After a course has been published, you can use the EMS Navigator (referred to simply as the Navigator) or
the Reservation Book (referred to simply as the Book) to manage it just like any other EMS reservation
and/or booking. The Course Info tab on the Navigator displays the course and the course date records for
the course as it exists in your SIS. If you open a course in the Navigator that is cross-listed or shares space
with another course, the Navigator displays both sets of reservations and bookings. You can review the
reservations that have been made for a course and if needed, change the course room (location) for one or
more of its bookings. If courses have an identical meeting pattern, you can also swap rooms (locations)
between courses.

If you select a course date record, on the Course Info tab, and then click Course, the
course opens in the Course Navigator. :

This topic will provide information that will allow you to:

e Change the Course Rooms (Locations) for One or More Bookings

« Swap Rooms Between Courses

= Navigator - ACCT-251-01 Auditing I (Resenvation No.896) =
Open Reseryation Print Refresh = Settings
= W ACCT-251-01 Audting | (Reservation « | [ 7 pttachments (0) | % User Defined Fields (0) | () T 0 | © Hstoy' | = Emais@ |
luf /1172006 Mon 11:00 AM - 325 | [ 11" eqervation Summary. | ¥ Course Info . Propaties |, (9. Renindens )| €. G )
Tem: 2006 FALL Academic Unit School of Business
______ CRN 10155 Instructer VanHousen, Rebecca
Course ACCT 25101 Enroliment 7
----- SatDate  ~ EndDate Start Time End Time Location [ come |
9/11/2006 Mon  12/15/2006Fi  11:00 AM 11:50 AM JEFF J-254 Updte
Bookings (39)
_____ Date Sat  End  Buldng  Room  Event Al New ]
9/11/2006 Mon  11:00 AM 11:50 AM JEFF J-254 ACCT-251-01 Auditing ||
------ 9/13/2006 Wed  11:00 AM 11:50 AM JEFF J-254 ACCT-251-01 Auditing |~
9/15/2006 Fi  11:00 AM 11:50 AM JEFF J-254 ACCT-251-01 Auditing |—
[ 9/18/2006 Mon  11:00 AM 11:50 AM JEFF J-254 ACCT-251-01 Auditing | Tools
""" 9/20/2006 Wed  11:00 AM 11:50 AM JEFF J-254 ACCT-251-01 Auditing |
9/22/2006 i 11:00AM 11:50 AM JEFF 1254 ACCT-251-01 Auditing |
9/25/2006 Mon  11:00 AM 11:50 AM JEFF J-254 ACCT-251-01 Auditing |
9/27/2006 Wed  11:00 AM 11:50 AM JEFF 4254 ACCT-251-01 Auditing |
"""" 9/29/2006 i 11:00AM 11:50 AM JEFF 1254 ACCT-251-01 Auditing |
_____ 10/2/2006 Mon  11:00 AM 11:50 AM JEFF J-254 ACCT-251-01 Auditing |
10/4/2006 Wed  11:00 AM 11:50 AM JEFF J-254 ACCT-251-01 Auditing | =
< m F] 11 L [Tl

Course Navigator
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' ﬂ Note:
After a term has been published, you can continue using the Academic Browser, the
' Academic Book and/or the Course Navigator to locate courses; however, for
automation reasons, after a term is published, you should make room changes in EMS
Academic Planning and not in your SIS.
In a typical process, you would want to locate and review the following types of courses immediately after
publishing:

o Courses in conflict—Use the Browser to search for bookings in the academic conflict status that you
designated, for example, Academic Conflict (see Search with the Browser). You can change the
location to resolve the conflict (see Change the course rooms (locations) for one or more bookings),
or if the conflict was intentional, you can change the status to the academic share status that you
designated, for example, Academic Shared (see Edit a Booking in the Navigator).

' H Note:

When you manually update the status to Shared, the courses are not linked in
the same way as when marking them as Shared Space prior to publishing;
however, manually updating the status does not result in these course being
“cleared” from your Conflict list.

o Courses or events that were overridden by publishing—Use the Browser to search for bookings in
the status that you designated for override bookings, for example, Academic Bumped. (See Search
with the Browser.) You might want to move these bookings to another location.

o Courses that were left unassigned—Use the Browser to search for bookings in the TBD room
(See Search with the Browser.) You might want to move these courses to an actual room.

H Note:

You can also use the Advanced search features in the Academic Browser to locate and

] review the three types of courses that are listed above after publishing. See Search with
the Academic Browser.

Change the Course Rooms (Locations) for One or More Bookings

1. Openthe course reservation in the Navigator.

2. Do one of the following:

Accruent Confidential and Proprietary © 2019 Page | 222



CHAPTER 63: Review Reservations and Resolve Room Assignments a‘ ' me l I l

« Toupdate a course location for a single booking, see Edit a Booking in the Navigator.

o To update course locations for multiple bookings, see.

. H Note:

The course location in the SIS does not update automatically unless all bookings

. that are specific to a meeting pattern within a reservation are changed to an
identical alternate location. If for some reason, you want to manually update the
SIS with a new location that was not assigned to all bookings, select the course
date record on the Navigator Course Info tab, and then click the Update button.

Swap Rooms Between Courses

If courses have an identical meeting pattern, you can also swap rooms between courses.

1. Openthe Reservation Book. See View and Edit Reservations in the Reservation Book.

2. Inthe Reservation Book, locate your course bookings.

3. Right-click one of the two bookings that you want to swap, and on the context menu that opens, click
Swap Rooms With Another Course.

4. Select the second of your two bookings. A message opens asking you if you are sure that you want to
swap rooms for the two courses.

5. Click Yes. The message closes. After the locations are swapped, the Reservation Book is updated to
reflect the swap.
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CHAPTER 64: Work with Shared Space

The shared space designation is used for two or more courses that are not cross-listed in the SIS, but that
have matching patterns and are meant to be held in the same room. The shared space designation links
the courses together for the set preferences, optimization, publishing, and final exam scheduling functions.
Shared space is assigned in a parent-child relationship. If needed, you can change the parent designation.
In addition, if a course that is cross-listed in the SIS is not meant to be held in the same room, or if courses
that are marked as shared space are no longer meant to share space, then you can reverse the shared
space designation. You can also review shared spaced designations.

Academic units that have the appropriate permissions can indicate shared space using the EMS Campus
Planning Interface. You might want to review these shared space settings before working with shared
space.

This topic will provide information that will allow you to:

o Assign Shared Space to Courses

o Change the Parent Designation for Shared Space/Cross-listed Spaces

o Reverse the Shared Space Designation

o Review Shared Space Designations

Assign Shared Space to Courses

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Academic
Browser. The Academic Browser opens.

2. Ifneeded, open the Filter tab.

= Academic Browser E@
Browse For: | Courses ' L o ools Mew Section Mew Course | Refresh | Opiions
Fiter | Resulis |

Domain: Main Campus i Reset Advanced >

Term: 2011 SPRING -

Scenano; 515 ¥ Active Scenario

Academic Unit: (all) -

Subject {all) -

Instructor: all) -

Preferences Exist: (all) -

Modfied Courses Only
G
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3. On the Domain dropdown list, select the appropriate domain and on the Term dropdown list, select
the appropriate term.

4. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance in locating
the courses that are to share space, and then click Get Data. The courses that meet your search cri-
teria are displayed on the Results tab.

H Note: .
For detailed information about searching with the Academic Browser, see Searching :
with the Academic Browser. '

CTRL-click to select the courses that are to share space.

6. Onthe Tools menu, click Shares Space. A message opens asking you if you are sure that the selected
courses are to share space?

7. Click Yes. The message closes and you return to the Academic Browser. The Shares Spaces des-
ignation is indicated in the browser. The parent item is indicated with *Parent, and the child item is
indicated with the parent’s Course Number and Section Number.

Change the Parent Designation for Shared Space/Cross-listed Spaces

When you set the shared space designation for courses, EMS Academic Planning arbitrarily specifies one of
the courses as the parent course. The academic unit that controls the parent course is the unit that sets the
preferences for the shared courses in the Set Preferences mode. If the academic unit that you want to set
the preferences in the Set Preferences mode is not currently the parent course, then you can change the
parent designation for the courses. Also, after you publish courses, you can change the room only for the
parent course and the child course “just follows along.” If the course on which you want to base the room
change is not currently the parent course, then you can change the parent designation for the courses.

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Academic
Browser. The Academic Browser opens.

2. If needed, open the Filter tab.
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= Academic Browser =N Ecn @
Browse For: | Courses l Mew Section New Course | Refresh | Options
Fiter | Results |

Domain Main Campus * [ Resst | [ Advanced>

Tem: 2011 SPRING -

Scenario: SIS ¥ Adive Scenario

Academic Unit: {all) v

Subject fall) -

Instructor: all) -

Preferences Bxist: {all) -

Modified Courses Orly

Close | GetData |

3. On the Domain dropdown list, select the appropriate domain and on the Term dropdown list, select
the appropriate term.

4. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance in locating
the shared spaces courses, and then click Get Data. The courses that meet your search criteria are dis-
played on the Results tab.

ﬂ Note: .
For detailed information about searching with the Academic Browser, see Searching :
with the Academic Browser. 5

5. CTRL-click to select the parent course and the child courses.

6. On the Tools menu, click Change Shared Space Parent. The Shares Space Change Parent dialog box
opens. This dialog box lists the parent class and all its child classes that share space.
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= Shares Space Change Parent
Course  «  Shares Space 515 Xlist CRN
HIST 30001 “Parent “fes 160304
HUM 31001 HIST 30001 Yes 160350
HUM 330 01 HIST 30001 Yes 162350
P i
Cancel

Course Tile Cowrse Type
Greek History Lecture
Greek History Lecture

Impact of Litersture on the Renaissance Lecture

Instructor

Knex, Aaron
Knox, Aaron
Knce, Aaron

=le)=

Days
MWF
MWF
MWF

accruent

Start Time
11:00 AM
11:00 AM
11:00 AM

7. Select the course that is to be the new parent, and then click Set Parent. A Set Parent dialog box

opens, indicating that the selected course will be set as the parent for all the listed courses, and ask-
ing you if it is OK to continue.
8. Click Yes. The Set Parent dialog box closes. You return to the Academic Browser with the new parent
designation indicated in the browser.

Reverse the Shared Space Designation

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Academic

Browser. The Academic Browser opens.

2. Ifneeded, open the Filter tab.
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= Academic Browser o & ===
Bowse For |Courses B ° - - Mew Section MNew Course | Refresh | Options
Fiter | Resuts|

— = - o) ()

Tem: 2011 SPRING -

Scenario: SIS ¥ Agive Scenario

Academic Unit: {all .

Subject {all) -

Instructor: {all) -

Preferences Exist: {all) v

Modified Courses Only

Close Get Data

3. Onthe Domain dropdown list, select the appropriate domain and on the Term dropdown list, select
the appropriate term.

4. Setany other criteria (academic unit, subject, and so on) as needed to provide assistance in locating
the courses that are to no longer share space, and then click Get Data. The courses that meet your
search criteria are displayed on the Results tab.

H Note: .
For detailed information about searching with the Academic Browser, see Searching :
with the Academic Browser. :

CTRL-click to select the courses that are to no longer share space.

6. On the Tools menu, click Does Not Share Space. A message opens asking you if you are sure that the
selected courses are to no longer share space.

7. Click Yes. The message closes. You return to the Academic Browser, with the Shared Space des-
ignation removed for the selected courses.

ﬂ Note: .
Academic units might designate shared space that they can review in the EMS Campus :
Planning Interface. '

Review Shared Space Designations

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Academic
Browser. The Academic Browser opens.
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2. If needed, open the Filter tab.

= Academic Browser = >
Browse For: | Courses l it o ools Mew Section Mew Course | Refresh | Opiions
Fter | Rets|

Daomain: Main Campus hd Reset Advanced >

Term: 2011 SPRING -

Scenario: Sis ¥ Active Scenario

Academic Unit; (all) hd

Subject (all) v

Instructor: (al) -

Preferances Exist: (all) -

Modfied Courses Only
e

3. On the Domain dropdown list, select the appropriate domain and on the Term dropdown list, select
the appropriate term.

4. Setany other criteria (academic unit, subject, and so on) as needed to provide assistance in locating
the courses that you are reviewing, and then click Get Data. The courses that meet your search cri-
teria are displayed on the Results tab. Use the information in the Shared Space column to identify
and review the courses that share space. You can also click the column heading to sort by shared
space.

H Note:
For detailed information about searching with the Academic Browser, see Searching
with the Academic Browser.
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Academic Browser search results showing Shared Space designation

Accruent Confidential and Proprietary © 2019

= Academic Browser E@
Tools lew Section  Mew Course | Refrech | Options
=
Course | Shares Space | SISXList  |CRN Course Title CourseType | Instructor
CHEM 102 02 CHEM 10207 150002  Lab Lab Braaksma, Mindy
CHEM 102 03 CHEM 102 08 160003  Lab Lab Lipscomb, Jennifer
CHEM 10204 150004  Lab Lab Rich, Jennifer
CHEM 102 05 160005  Lab Lab Myers, Jesse
CHEM 102 06 160006  Lab Lab Hormuth, Kelly
CHEM 102 07 CHEM 10202 160007  Lab Lab TED
CHEM 10208 CHEM 10203 160008 Lab Lab TBD
CHEM 150 01 161001  General Chemistry Lecture Lawson, Ruth
CHEM 15102 161002  General Chemistry Laboratory Lab Bryant, Paul
CHEM 15103 161003  General Chemistry Laboratory Lab Chelios, Chris
CHEM 151 04 161004  General Chemistry Laboratory Lab Armstrong, Lance
CHEM 151 05 161005  General Chemistry Laboratory Lab Carpenter, Susan
CHEM 15106 161006  General Chemistry Laboratory Lab Taylor, Lawrence
CHEM 20101 161009  Analytical Chemistry T Drager, Kris
CHEM 201 01 160008  Organic Chemistry T Mowak, Ed
CHEM 20102 160010  Organic Chemistry [ Nowak, Ed
CHEM 20201 160011 Organic Chemistry IT Meyers, Chris
CHEM 202 02 160012 Organic Chemistry IT Meyers, Chris
CHEM 212 02 161010  Analytical Chemistry T Draper, Kris
CHEM 21301 161011 Analytical Chemistry 1T Wiliams, Amy
213 Records =
< 5]
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CHAPTER 65: Manually Update Course Locations in the SIS

If any errors are encountered during the publishing process, or if the EMS Academic Planning system
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parameter Manually Update SIS/ERP System After Publishing is set to “Yes,” then you can access your

course list and manually update the course locations in your SIS.

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Manage Terms. The
Terms window opens.

= Terms

Domain: Main Campus
Temm Code (5) Descripiion
09-SPR 2003 SPRING
09-FALL 2009 FALL
10-5PR 2010 SPRING
10FALL 2010 FALL
11-5PR 2011 SPRING

-

Phase Start Date
PUBLISHED 1/12/2009
PUBLISHED 8/10/2009
PUBLISHED 1/11/2010
PUBLISHED 9/13/2010
PLANNING 171072011

Active Scenario
Scenado 2
Scenano 1
Scenadio A
Scenadio A
SIS

Last Sync

10/17/2008 3:40 PM
1/15/2010 1:24 PM
2/22/2010 1:.51 PM
81772010 316 PM
12/16/2010 2:18 PM

555 Eo8 =

Edit

Print

Publish
Unpublish
Update SIS

Copy Prefs,
 Emad

v Active
Inactive

Close

2. On the Domain dropdown list, select the domain for which you are manually updating the course loc-

ations.

3. Select the term for which you are manually updating the course locations, and then click Update
SIS. The Courses Not Updated in SIS window opens. This window lists all the courses that were not
updated in the SIS along with an accompanying reason. If the reason is an error, you must resolve
the error before you can continue with the manual publishing. If “Manual Publish” required is listed,
then you can continue with this procedure.
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. Courses Not Updated In SIS

Cowse & CRN

ACCTIM O
ACCT 101 02
ACCT 20101
ACCT 20201
ACCT 2510
ACCT 2520
ACCT 30101
ACCT 41001
ACCT 44007
ACCT 440 02

‘

History:

Date + Changed By

[ e ]

160150
160151
160152
160153
160155
160156
160154
161156
161150
1R1151

Course Title
Intro to Accounting
Intro to Accounting
Corporate Financial Accounting |
Comporate Financial Accounting Il
Auditing |
Auditing Il
Cost Management

Governmerital and Nongrofit Accounting
Enterprise Resource Planning Systems
F niernnse Besnce Planninn Sustems

1

Field Old Value New Value

Courses Not Updated in the SIS window

Instructor Days
Raasch, Kevin MTWRF
Raasch, Kevin MTWRF
Evans, Dean MwF
Evans, Dean TR

VanHousen, Rebecca MWF
‘WanHousen, Rebecca TR

Mubvey, Sean MWwWF
Chapman, Russel TR
Davis, Shard MTWRF
MNaviz Shand MTWRF

Start Time
300 AM
300 PM
11:00 AM
300 PM
11:00 &M
500 PM
200PM
5:00 PM
200 AM
3N PW

Update:

Update 2l
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4. Select the course record or CTRL-click to select multiple records that you are updating, and then click
Update, or click Update All to update all records in a single step. A message opens indicating that the
updates were successful.

5. Click OK to close the message and return to the Terms window.
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CHAPTER 66: About Creating Scenarios and Optimization

You create scenarios to test room assignments that have been given to courses for a term. In EMS, you can
create two types of scenarios—a pre-assignment scenario and an optimization scenario. A pre-assignment
scenario is a scenario in which a selection of courses are manually assigned to rooms, typically because the
assigned rooms are to be excluded in an optimization scenario. In pre-assignment scenarios, the
assignments are automatically considered “locked in.” An optimization scenario is a scenario in which EMS
automatically assigns rooms to courses based on room preferences, requirements, and weighted criteria.
The EMS optimization process can support 100% optimization, incremental optimization by academic unit,
and/or a combination of pre-assighment and automated optimization.

This topic provides information on the following:

e Scenario Settings

o Standard Weights

o Preference Weights

o Evaluating Optimization Scenarios

The optimization process assigns rooms to courses in three passes.

1. Thefirst optimization pass queries the term for all courses with requirements. These courses are
scored based on the weightings (importance) assigned to the requirements and processed in order of
highest to lowest score. Any course with a requirement that cannot be accommodated remains
unassigned and the room assignment must be manually resolved.

2. The second optimization pass queries the term for all courses with preferences. Courses are
processed from highest to lowest score. If an available room cannot be identified for a course with
preferences, the optimization process begins to drop preferences (lowest weight first) from
consideration in an effort to find and assign an available room. Using the Ignore Requirements option
demotes a requirement to a preference and sends any class with the dropped requirement to this
second optimization pass.

3. Thethird and final optimization pass assigns rooms to all remaining courses without preferences. If
the Include option for a preference is cleared, then any class with this preference is demoted to this
third optimization pass.

Throughout the optimization process, the optimizer considers room capacity (the course’s adjusted
enrollment must fit within a room’s capacity), looks for the best seat fill (a room with a capacity that most
closely accommodates the estimated enrollment), and the best room utilization (completely filling one
room before moving on to another) to achieve the best room optimization possible. You use the options
that are available to you on the Scenario dialog box to create scenarios.

Accruent Confidential and Proprietary © 2019 Page | 233



CHAPTER 66: About Creating Scenarios and Optimization a‘ ' mel I l

Scenanio | Excluded Rooms | Audit
Description:
Locked:
Back To Back Gap Minutes:
Boost Requirement Weights:

Cptimize Around Mon-Course Bookings:

—— Standand Weights
Factor Exclude Weight Weight

Instructor Impartance ||

Time Block Corformance
Enrollment
Course Length

—— Preference Weights
Include  Preference Exclude Weight Weight Weight lgnore Requirements
Instructor Back To Back
Same Room 10
Building 10
Room 10

Scenario Dialog Box

Scenario Settings

+ Locked—When this is checked no users will be able to use the "Optimize" or "Preassign" buttons on
the Scenarios screen for the corresponding scenario. Once unchecked those functions become
available again.

« Back To Back Gap Minutes—When an instructor has back to back courses, the EMS Campus
Optimizer can be weighted to try to keep instructors in the same room. What determines whether an
instructor is back to back is the amount of time in between the courses. With the optimizer, the
amount of time required for courses to be considered back to back can be designated in minutes.
This allows users to control the amount of time between courses that would be considered important
for instructors to remain in the same room.

« Boost Requirement Weights—When checked, this will increase the specified weight on courses with
requirements by 50 percent for each applicable slider criteria. For example, if a feature of Whiteboard
has a slider weight of 500 and Course 1 has whiteboard marked as a preference, its score would result
in 500 points. If Course 2, has whiteboard as a requirement, it’s score would result in 750 points (50%
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higher).

o Optimize Around Non-Course Bookings—This option will force the optimizer to take into account
bookings that are already in EMS when finding rooms. This feature will only work with bookings in a
“Booked Space” status-type. Searching or assigning rooms after the optimization has run (or during
pre-assign) with this option checked will also show the spaces as in use.

Standard Weights

« Instructor Importance — Instructor Importance is assigned in the Academic Planning (Configuration
> Instructors) area of EMS Academic Planning. Preferences belonging to those instructors who are
marked as “Important” receive priority over those instructors who are not marked as important.

o Time Block Conformance — Ranks those courses that conform to the time block template for the
term higher than those courses that do not.

o Enrollment — Enroliment uses a combination of the assigned weight and the following EMS
Academic Planning system parameters to determine the courses that are assigned rooms first.

o Course Length — Course Length factors in the number of meeting occurrences for a class. For
example, a class that meets five times per week might be given room assignment priority over a class
that only meets twice per week.

Preference Weights

o Instructor Back to Back — Instructors who are teaching back to back courses (two or more classes in
the same day) are ranked higher than instructors who are not teaching back to back courses.

o Same Room — Ranks courses that have been identified as using the same room during Set
Preferences mode higher than those courses that do not use the same room.

o Building — Any courses that have a building preference will receive this weight.
¢ Room — Any courses that have a room preference will receive this weight.
o Small Class Size (if less than xx students) — Determines what constitutes a “small” class.

« Small Class Size Weight Adjustment — Adds/subtracts this number from the Enroliment weighting
that is set in the optimization scenario.

o Large Class Size (if more than xx students) — Determines what constitutes a “large” class.

o Large Class Size Weight Adjustment — Adds/subtracts this number from the Enrollment weighting
that is set in the optimization scenario.
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For example, with all other weightings set to zero, consider the following configuration for these four

settings:

o Weight assigned to Enrollment in scenario =

o Small Class Size (if less than xx students) = 10

500

o Large Class Size (if more than xx students) = 750

« Large Class Size Weight Adjustment =+100

e Instructor Importance =400

The following three courses would be scored and ranked for room assignment as shown below:

Course Instructor Instructor E stimated Class E nrollment Class Final Room
Importance Importance Enroliment Size Score Adjustment Score Assignment
Score Size Rank
A Yes 400 100 Large 500 +100 1000 1
B No 0 50 Medium 500 +0 500 3
C Yes 400 5 Small 500 -100 800 2

Also, when you are creating a scenario, all the rooms in your domain are eligible to hold a course. If there
are rooms offline for the term that you are scheduling, or there are rooms that should not be considered
for the scenario, you can exclude them from the scenario on the Excluded Rooms tab of the Scenario dialog

box.

= Scenario
Scanas | Exchuded Fooms | Aude
Building = Foom Type: ) -
Aoaslable: (T} Descapticn Buldng

Descrption Selected (T)

Finally, although the process for your organization might vary, a typical approach for using scenarios to
optimize room assignments is to first create a pre-assignment scenario to partially complete the
assignment of rooms to courses for a term. You would then copy this pre-assignment scenario and edit the
weighted values as needed to make an optimization scenario, and then run this optimization scenario to
continue with the assignment of rooms to courses. You can create as many optimization scenarios as
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needed (either by copying an existing scenario or creating one “from scratch”) and then use various tools to
compare placement results before you choose your final scenario for publishing.

See Also: Evaluate Optimization Scenarios (below)

Evaluate Optimization Scenarios

You can test an unlimited number of potential scenarios and compare results using various tools before
you choose your final scenario for publishing. Both the Academic Browser and the Academic Book contain
an Scenario drop-down list from which a specific scenario can be selected for viewing and evaluation.

See Also: Search with the Academic Browser and Use the Academic Book.

The Scenarios window contains a Print option that provides access to the following reports that can be
used to for evaluating scenarios—Scenario Results, Scenario Exceptions, Unmet Preferences, and
Preferences Summary. Additional reports within the Academic Planning > Reports area are also available,
including Classroom Optimization, Hourly Classroom Utilization, and Course Preferences.

See Also: Generate Academic Reports.
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CHAPTER 67: Create Scenarios

Although the process for your organization might vary, a typical approach for using scenarios to optimize
room assignments is to first create a pre-assignment scenario to partially complete the assignment of
rooms to courses for a term. You would then copy this pre-assignment scenario and edit it as needed to
make an optimization scenario, and then run this optimization scenario to continue with the assignment of
rooms to courses. You can create as many optimization scenarios as needed, either by copying an existing
scenario or creating one “from scratch.”

This topic provides information on the following:

o Create a Pre-assignment Scenario

o Create an Optimization Scenario

Create a Pre-assighment Scenario

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Optimization Scen-
arios. The Scenarios window opens. This window lists all the scenarios (pre-assighment and optim-
ization) that are currently configured in your EMS database.

= Scenarios o @
Domain Main Campus -
Tem 2011 SPRING -

Scenaros (2) Active Scenario | New
Scenario A Ede |
Scenario B —]

_\
Print
Copy
( Optimize
Preassign
Resolve
Close

2. Onthe Domain drop-down list, select the domain for which you are creating the scenario, and on the
Term drop-down list, select the term.
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3. Click New. The Scenario dialog box opens. The Scenario tab is the active tab.

&, Scenario A [m] x

Scenano  Excluded Rooms  Audé
Description Scenario A
Locked: a
Back To Back Gap Minutes: " 1 |
Boost Requirement Weights: M
Optimize Around Non-Course Bookings: O
standard Weights
Factor Enciude Weight Weight Weight
B -
Time: Block Corformance a ' 0
Enmlment O ' 0
Course Length O [ ] 10
Preference Weights
inchide  Preference Exchude Weight  Weight Weight Ignare: Requirements
B | instuctor Back To Back O ' 10
[  Same Room 0 ]
B | Buidng ] [ ] 10
|
o /e

H =
ogjoono

B | Feature: Smart Board

ol

4. Inthe Description field, enter a name or description for the scenario, for example, Pre-assignment.

The description can be a maximum of 30 characters, including spaces. Because all
assignments in a pre-assignment scenario are manual, you do not need to set any
weighted criteria or exclude any rooms.

5. Click OK. The Scenario dialog box closes. You return to the Scenarios window with the newly created
scenario automatically selected.

6. Click Preassign. A message opens informing you that preassigning will set this term to Read Only and
asking you if it is OK to continue.

7. Click Yes. The message closes and an Initializing Scenario progress dialog box opens. After the scen-
ario is initialized, the progress dialog box closes, and the Preassign Rooms window opens. This win-
dow lists all the courses for the selected term and domain. Any courses that were previously pre-
assigned are listed as Locked In.
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=. Preassign Rooms I?F‘@
Acadami Lnt: il «  Subjact: il -
Course (219 Shares Space CAN Course Tile Course Type Irtnuctor Days Siart Time: End Tim = HAgsign
PS5 23502 192801  lssues in Global Poliics Lectue Evans, Bob MWF T10PM 400PM 5 ?|
ACCTSI00 192153 Advanced ncome Tax Lecture Kuip, Marty R HOPM s [T —
ECON DN 150050  Inbo fo Economics Lecthue Wall, Chris: MWF 10:00 AM 1050 A .
ECON 21101 191050 Princiaes of Microscancmics Lesture Walker, Chlsea MWF 1000 AM 1050 A
ECON 304 11 152050 Introduction ta Financial Markets and Insthutiors Lecture Wikama, Afred MWF 10:00 AM 1050 A Lock In |
ECON 01 02 190051 Intro to Economics Lecture ‘Wall, Chns TR 100 PM 250PM ml
ECON 211 02 151081 Principles of Microsconomics Leciure Walker, Chelsea TR 100 PM 250PM . .
BUS 101 02 190201 Introduction ta Businaes Lecture Brockbank, Chrisine TR 00PM 450PM || Open |
BUS 22502 191201  Peronal France Lectue Wallace, Tira il 300PM L 1 I ——— |
BUS 330 02 1520 Human Rescurce Managament Lecture Peterson, Martha TR 300PM 450 PM -
EMGL 20201 150255 Mastepieces - Bish Lechure Newlan, Wendy TR 12:00 PM 1:20PM
EMGL 202 02 150257  Mastemiaces - Brtish Lescture Newlon. Wendy MW 1200 PM 1:50 PM
BUs 20001 190202  Business Statistics Lecture Larsan, Willam MWF 500 AM 50 AM
BUS 201 03 152202 Busiess Statistics Lecture Walsh, Wiliam MWF  200PM Z50PM
ECON 201 01 150062 Prin of Macmeconomics Lecture Newell, Brad MWF 500 AM 550 AM
ECON 20201 190053  Prn of Microaconomics Lascture Newell, Brad MWF 11:00 AM 1150 A
ENGL 201 01 150254 Masterpieces - Amesican Lecturs Pasish, Susannsh TR 500 AM 050 A
ENGL 20102 190255  Masterpieces - American Lecture Pamsh, Susannah TR 1200 PM 1:20PM
ECON 31201 191052 Inbemedite Macroeconomics Lecture Glbetson Camen MWE SO0 AM 350 AM
ECON 31202 191053  Intarmediaste Macroacocnomics Lescture Gibertson. Cameron ~ MWF 11:00 AM 1150 A
BUS 32001 191205  Financial Managemert Lecture Kar, Gearpe MWF 1100 AM NS0 A <
‘l v
[ Unassigned Cinly:
o

8. Optionally, do one or both of the following; otherwise, go to the next step.
e Toview a course in the Course Navigator, double-click the course.

For detailed information about working with the Course Navigator,
see Using the Course Navigator. :

o To filter this list, do one or more of the following:

e On the Academic Unit drop-down list, select an academic unit.
e On the Subject drop-down list, select a subject.

o At the bottom of the window, select Unassigned Only.

e Click on a column heading to sort by the heading.

9. Ifyou do not want to copy pre-assignments that you have carried out in a previous scenario, con-
tinue to Assign Rooms; otherwise, do the following:
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« Click Copy Locations to open the Import Room Assignments dialog box.

= Import Room Assignments o |- O]
Domain: Main Campus R
Tem. 2011 FALL| -
Scenario (2)
Scenario 4
Scenario 5
[ Comcd | [ seea ]

o Select the appropriate Domain and Term from which you want to copy the pre-assignments.

o Select the appropriate scenario to copy, and then click Select.
Where possible, the locations are copied for the courses that are displayed in the Preassign
Rooms window. If a location was successfully copied for a course, then (unassigned) is no
longer displayed in the Locations column. Instead, the copied room assignment is displayed. If

a location could not be copied for a course, then (unassigned) is still displayed in the Locations
column.

10. Continue to Assign Rooms.

Create an Optimization Scenario

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Optimization Scen-
arios. The Scenarios window opens. This window lists all the scenarios (pre-assignment and optim-
ization) that are currently configured in your EMS database.
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= Scenarios = FcR
Domain Main Campus -
Tem: 2011 SPRING -

Scenarios (2) Active Scenario  New
Scenario A [ Ek ]
Scenario B r 3

w (_Deee ]
e
._ Optimize
Preassign
f Resolve
Close

2. Onthe Domain drop-down list, select the domain for which you are creating the scenario, and on the
Term drop-down list, select the term.

ﬂ Note: ;
The remainder of this procedure describes how to create an optimization scenario
' “from scratch.” You can also create an optimization scenario by copying an '
existing scenario. Select the scenario that you want to copy, and then click Copy.
Remember, a common approach for using scenarios to optimize room
assignments is to first create a pre-assignment scenario to partially complete the
assignment of rooms to courses for a term. You would then copy this pre-
assignment scenario and edit it as needed to make an optimization scenario.
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3. Click New. The Scenario dialog box opens. The Scenario tab is the active tab.

Scenario | Bxcluded Rooms I Pudit

Description:

Locked:
Back To Back Gap Minutes:
Boost Requirement Weights:
Ciptimize Around MNon-Course Bookings:
—— Standard Weights

Factor Exclude Weight Weight
Instructor Importance | | _,

Time Block Conformance
Enrolment
Courze Length

—— Preference Weights

Include  Preference Exclude Weight Weight Weight lgnore Requirements
Instructor Back To Back J | |
Same Room [}
Building
Room

4. Inthe Description field, enter a name or description for the scenario, for example, Scenario A.

5. Do one or more of the following to set the weighted criteria:
o By default, all preferences are included in the scenario. Clear the Include option for the pref-
erences that you are excluding from the weighted criteria.

Only the features that were selected during Set Preferences mode are
displayed—this is not an exhaustive list of all your features.

o Forthe preferences that you are including, use the Importance slider bar to specify a weight for
each preference, or enter a number in the Importance field.
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' ﬂ Note:

Weights are arbitrary numbers that simply indicate the relative importance
of one criterion to another. The importances do not have to add up to a
particular “whole,” for example, 100. For a detailed discussion about setting
weighted criteria, see About Creating Scenarios and Optimization.

o Some preferences might have been marked as Required by some academic units during the Set
Preferences mode. Select Ignore Requirements as needed for any and all of the preferences.

6. Open the Excluded Rooms tab, and specify the rooms that should not be assigned to a course in this
scenario (for example, rooms that have previously been assigned using a pre-assignment scenario) by
doing the following:

o Onthe Building drop-down list, select (all) buildings, or select a specific building.

e Onthe Room Type drop-down list, leave the default value of (all), or select a specific room type.

o Inthe Available list, select the room, or CTRL-click to select multiple rooms, and then click the
Move (>) button to move the rooms to the Selected list.

n Note:
If needed, you can repeat these steps for specific buildings until you have
: selected all the rooms in specific buildings that should be excluded.

If a room assignment has been previously “locked in” on a course, the room
assignment is maintained for the course, even if the room is excluded from
the scenario.

7. Click OK. The Scenario dialog box closes. You return to the Scenarios window with the newly created
scenario automatically selected.

8. Click Optimize. The Run Scenario dialog box opens. This dialog box lists all the academic units that
have courses for the selected term and domain.
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9.

10.

11

12.

= Run Scenario - Scenario A [o@ =
Select Academic Unis
Avaiable (6) Description > Selected (0) Description
CHEM Chemistry
ENG English Studies
HUM Humaniies
MATH Math Department
<<
PS Poltical Science Department
BUS Schoal of Business
Optimized (0)
<<
Cancel Run |

In the Available list, select the academic unit for which to run the optimization scenario, or CTRL-click
to select multiple units, and then click the Move (>) button to move the units to the Selected List.

Click Run. A message opens informing you that optimizing will set this term to Read Only for the selec-
ted academic units and asking you if it is OK to continue.

Click Yes. The message closes and an Initializing Scenario progress dialog box opens. After the scen-
ario is initialized, the progress dialog box closes. An Optimization Results dialog box opens on top of
the Resolve Room Assignments window. This dialog box indicates that the optimization was complete
and it also indicates the number of courses assigned, the percent of total courses assigned, and the
number of exceptions (the number of courses that could not be assigned).

Click OK. The Optimization Results dialog box closes and the Resolve Room Assignments window is
now the active window. By default, this window lists only those courses for which rooms could not be
assigned. Courses can remain unassigned for the following reasons:
o Conflicts with another course: A course or courses that were ranked higher in preference criteria
was assigned the room that this course required. Select the course to review the list of con-
flicting courses.

o No space can hold course: The course had requirements that were so specific, no room was
available that met the criteria either because the room does not exist, or it was excluded from
the scenario.
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= Resolve Room Assignments [= & =]

Reademic Lint: @ - Subject: ™ -

Couse (50}  ShamsSpace  CRN  Goume Tl Couwe Tyipe  structor Days  RatTe  EndTme  EdE * Hesign
CHEM 150 01 191001 Ganeral Chematry Lecture Lawsan, Ruth MWF 300 AM 50 AM 140 [r——
CHEM 101 01 130001 intro to Chemistry Lacturs: Nelsan. Sean MWF 1200 PM 1250 PM 140 Lincasgn '
CHEM 401 01 192001 inorganic Chemstry Lacture Thomas, Martha MWF S00 AM 950 AM 140
CHEM 102 02 190002 Leb Lsh Brasksme, Mndy M 100PM 4D0PM €
CHEM 151 04 191004 General Chematry Laboraory Lab Amatrong, Lance W T00PM 400PM ] Lock b
CHEM 151 05 191005  General Chematry Laboratory Lab Carpertter, Susan R 100PM 400 PM [ Goe Locstions
CHEM 202 01 190017 Crgaric Chemistry | Lectire Meyers, Clrs MWF  300PM 350 PM ]

CHEM 202 02 190012 Orgaric Chemistry | Lachre Meyers, Chvia MWF  S00AM 950 AM 2 Open
CHEM 201 01 130003 Orgaric Chemtry | Lechse Nowak. Ed MWF  BODAM 850 AM ] ik
CHEM 201 02 190010 Organic Chamstry | Lachrs Mowak, Ed TR B00AM 320 AM 2
CHEM 201 01 130003 Orgaric Chemistry | Lsb Mowale. Ed T 800 AM W0 A
CHEM 201 02 190010 Organic Chemetry | Lechse Nowalk, Ed w T0PM 4D0PM n
CHEM 21301 191017 Anahybical Chemistry | Lecture: Viikams, Amy MWF I00PM I50PM 2
CHEM 213 02 191012 Anaytical Chemistry I Lactre Viikarms, Amy MWF  SO0AM 450 AM 0
CHEM 201 01 191003 Anahtical Chamistry | Lacture Schools. Dawe  MWF  B00AM 850 AM €
CHEM 435 01 192013 introduction to Guartum Chemistry Lecture Houser. Michael MWF 100FPM 1:50 PM n
CHEM 473 01 192011 Pénciples of Chemical Ocenagraphy Lechee Qevens, Sieve  MWF 300PM IE0PM 2
CHEM 473 02 132012 Prnciples of Chemical Oceanography Lacture Sevens, Sieve  MWF  300AM 350 AM 0
CHEM 21202 199010 Aratical Chemiaty | Leche Schoola.Dave TR 00 AM 20 AM o
CHEM 437 02 192010 Prysicel Chemistry for Engneers Lectue Nguyen. Tran MW 800 AM 520 AM a
CHEM 21302 191012 Anahtical Chemistry I Lsh Viikams, Amy F 400PM T00FM 2

4 ) v

| Exceptions Only
Close

Resolve Room Assignments Window

13. Optionally, you can do one or more of the following:
o Ifacourseis unassigned because of a conflict, click once on the course to open a Conflicts tab in
the lower part of the window. This tab lists all the courses that are in conflict with the selected
course.

e To view a course in the Course Navigator, double-click the course.

For detailed information about working with the Course Navigator,
see Using the Course Navigator.

o To filter this list, do one or more of the following:
e Onthe Academic Unit drop-down list, select an academic unit.
e Onthe Subject drop-down list, select a subject.

o Click on a column heading to sort by the heading.

You can also clear the Exceptions Only option at the bottom of the window
to view a list of all courses (assigned and unassigned) for the selected
domain and term. (Courses that were pre-assigned are listed as Locked In).
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ﬂ Note: .
If you are carrying out incremental optimization by academic unit, you :
' must repeat this procedure for every academic unit that is to be optimized.

14. Continue to Assign Rooms.
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CHAPTER 68: Set a Final Exam Schedule

At some point after a term has been published in EMS Academic Planning, you must schedule the final
exams for the term. EMS Academic Planning provides the functionality to automate the final exam
scheduling process using templates. You create a final exam schedule template based on all unique course
schedule patterns (for example, MWF 9 am-9:50 am, TR 1 pm-2:20 pm, and so on), and their corresponding
final exam days and times. In addition to creating a template, you have the flexibility to define common
exams, specify the final exam schedules for specific courses, specify the final exam for multiple courses,
and/or exclude certain courses from the final exam scheduling process.

' H Note: .
Unless otherwise specified in Final Exam Settings, EMS Academic Planning attempts to :
schedule the final exam for a course in the same room that the course has been using
for the term. The final exam session publishing process adds the final exam as a
separate booking in the course's reservation.

This topic will provide the information that will allow you to do the following:

e Create a Final Exam Schedule Template

o Manually Create a Final Exam Schedule Template

o Import a Term to Create a Final Exam Schedule Template

o Import a File to Create a Final Exam Schedule Template

o Specify Final Exam Settings for a Specific Course

o Specify Final Exam Settings for Multiple Courses

Create a Final Exam Schedule Template
1. On the EMS Academic Planning menu bar, click Academic Planning > Courses > Final Exam Schedule

Templates. The Final Exam Schedule Templates window opens. This window lists all the final exam
schedule templates that are currently configured in your EMS database.
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= Final Exam Schedule Templates E@@
Final Bxam Schedule Templates (1) o [ New ]
Standard [ Em
[osse )
[ Pm |
[ Cose

2. Click New. The Final Exam Schedule Template dialog box opens. The Final Exam Schedule Template
tab is the active tab.

= Final Eam Schedule Template o O/
| Final Exam Schedule Tempiate | Schedue | Audt |

Description:

[ Conce |

3. Inthe Description field, enter a name or description for the final exam schedule template, for
example, Fall Finals. The description can be a maximum of 50 characters, including spaces.

4. Open the Schedule tab.
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= Final Exam Schedule Template o [

| Final Exam Schedule Template | Schedule | Audt
Days Start Time End Time Final Exam Day Of Week Final Exam Start Final Bxa [ New

m 3

5. Continue to one of the following procedures to create a list of unique course schedule patterns.

Manually Create a Final Exam Schedule Template

1. Click New. The Final Exam Schedule Days dialog box opens.

2. Enter the information for a unique course schedule pattern and the corresponding final exam day
and time, and then click OK. The Final Exam Schedule Days dialog box closes. You return to the Sched-
ule tab with the pattern displayed on the tab. Final Exam Schedule Days dialog box (shown with
information for a final exam schedule)

-

= Final Exam Schedule Days o] a2 =)
Day Fattem (UMTWRFS): MWF
Course Start Time 9:00 AM ~)
Course End Time 9:50 AM B
Final Bxam Day Of Week: M @ [Fist| Second
Final Exam Start Time 9:00 AM [+)
Final Exam End Time 11:00 AM [+
OK || cancel |

3. Repeat this procedure as many times as needed to create a final exam schedule template for each
unique course schedule pattern in the term.

4. Click OK to close the dialog box and return to the Final Exam Schedule Templates window, where you
will see the newly configured final exam schedule template automatically selected.
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ﬂ Note: .
If any meeting patterns are left without a corresponding final exam time, then courses :
that fit that meeting pattern in the term will not have a final exam scheduled for them. '

Import a Term to Create a Final Exam Schedule Template

1. Click Import, and on the dropdown list that opens, select Term. The Term Picker dialog box opens,
listing the terms currently configured in your EMS database.

=~ Term Picker folle ==
Domain: iz Campus] -
Term Code Description

095PR 2009 SPRING

03FALL 2009 FALL

10-5PR 2010 SPRING

10-FALL 2010 FALL

11-SPR 2011 SPRING

T1-FALL 2011 FALL

125PR 2012 SPRING

12FALL 2012 FALL

ok [cmos

2. Select your Domain and Term for which you are creating the final exam schedule template, and then
click OK. EMS Campus scans the term and identifies unique meeting patterns to begin the template
building process. After the import is complete, a message opens indicating this.

3. Click OK to close the message and return to the Schedule tab, which shows the imported patterns on
the Schedule tab.

4. Select an individual pattern, or CTRL-click to select multiple patterns, and then click Edit to open the
Final Exam Schedule Days dialog box and assign the final exam day of the week and the final exam
start and end times.

Click OK to close the Final Exam Schedule Days dialog box and return to the Schedule tab.

6. Click OK to close the Final Exam Schedule Template dialog box and return to the Final Exam Schedule
Templates window with the newly configured final exam schedule template automatically selected.

ﬂ Note: .
If any meeting patterns are left without a corresponding final exam time, then courses :
that fit that meeting pattern in the term will not have a final exam scheduled for them. '

Accruent Confidential and Proprietary © 2019 Page | 251



CHAPTER 68: Set a Final Exam Schedule a‘ ' mel I l

Import a File to Create a Final Exam Schedule Template
You can import your course schedule patterns from a tab-delimited text file.
H Note: .
See Course Schedule Import File Specifications in the EMS Desktop Client Configuration
Guide for a table that details the Course Schedule Patterns import file specifications. '

Campus Final Exam Template Import Format
(import file must be tab delimited)
Sequence Column Type Required Unique Max Chars.

1 Sunday True/False Yes

2 Monday True/False Wes

3 Tuesday True/False Yes

4 Wednesday True/False Yes

5 Thursday True/False Yes

6 Friday True/False Wes

7 Saturday True/False Yes

8 Start Time Text (HHMM) Yes 4

9 End Time Text (HHMM) Yes 4
10 Final Exam Day Of Week Text (UMTWRFS) Wes
11 Final Exam Start Time Text (HHMM) Yes 4
12 Final Exam End Time Text (HHMM) Yes 4

Course Schedule Patterns import file format

Click Import, and then on the dropdown list that opens, click File. The Open File dialog box opens.

2. Browse to and select the import file, and then click Open. The Open dialog box closes and the course
schedule patterns are imported. After the import is complete, a message opens indicating this.

3. Click OK to close the message and return to the Schedule tab. The imported patterns are displayed
on the Schedule tab.

4. Select an individual pattern, or CTRL-click to select multiple patterns, and then click Edit to open the
Final Exam Schedule Days dialog box and assign the final exam day of the week and the final exam
start and end times.

Click OK to close the Final Exam Schedule Days dialog box and return to the Schedule tab.

6. Click OK to close the dialog box. You return to the Final Exam Schedule Templates window with the
newly configured final exam schedule template automatically selected.

ﬂ Note: .
If any meeting patterns are left without a corresponding final exam time, then courses :
that fit that meeting pattern in the term will not have a final exam scheduled for them. '
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Specify Final Exam Settings for a Specific Course

1. Open the specific course in the Course Navigator through either the Academic Browser, the Academic

Book, or the Navigator.

= Course Navigator - SIS

Course Title Businesz Statistics
Term. 11-5PR - 2011 SPRING
CRN 160202

Course: BUS 201 01

Academic Unit School of Business

Dates | User Defined Fieids (1) | History (1)

Instructor.

Est. Enrclment: 30
Act_Enrolment: O

Credit Hours
Course State

Course Type Stat Date = End Date
Independent Study  1/10/2011 Mon  5/3/72011 Tue F
Discussion/Recitation 1/10/72011 Man 51372011 Fi MWF

Days Start Time

8:00 AM
8:00 AM

Preferences | Fnal Exam Settings | Hstory (0) |

Preference: Value Required

[E=8 Bl ==
Larzon. William
[ cance ]
Edited

EndTme  Locaon  State [ tew |
1000AM  unassigned) New [ Ex ]
SS0AM  JEFFJ251  Edted -m )

Copy

Paste

2. Inthe middle pane of the Navigator, select a course date record, and then click Edit. The Course Dates
dialog box opens. The Course Dates tab is the active tab.

3. Open the Final Exam Settings tab.

= Course Dates
Course Dates | Fral Bxam Settings | Audt

Final Exam Required (&
Final Bxam Settings
Special/Common Exam: L
Seat Al Percentage: 100%
Room Required: o preference)
Require Current Room: L

Netes

(2] (Bt ]
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4. Do any of the following:

ﬂ Note: .
Typically, courses with multiple course dates, lab components, or short-term courses :
' are marked as “No Exam Required." '

o Ifafinal exam is not required for the course, then clear the Final Exam Required option, and go
to Step 5.

« Ifthe courseis having a final exam at a day/time other than what is specified by the template, select
Special/Common Exam, and then enter the date, and start and end times for the special/common
exam.

o Optionally, if you would like the seat fill percentage to be a different value than the default value,
update the seat fill percentage for the exam.

o Ifthe exam is to take place in a different room (not the same room that the course has been using all
semester), click the Search icon next to Room Required to open the Room Selector dialog box and
select a different room for the exam.

o Ifthe exam is to take place in the same room that the course has been using all semester, then select
Require Current Room.

ﬂ Note: .
During publishing of the final exam session, if the same room is unavailable, EMS leaves :
the course unassigned for a manual search. '

5. Optionally, in the Notes field, enter any information that is pertinent to the course or final exam.

6. Click OK. The Course Dates dialog box closes. You return to the Course Navigator with the course date
still selected.

Specify Final Exam Settings for Multiple Courses

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Academic
Browser. The Academic Browser opens.

2. Ifneeded, open the Filter tab.
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= Acadernic Browser |ﬂ|ﬂ|
Browss For: | Courses l New Section New Course | Refresh = Options
Fiter | Resuls

Domain: Main Campus - Reset Advanced > |

Tem: 2011 SPRING -

Scenario’ SIS *  Active Scenario

Academic Unit: (all) -

Subject: (all) -

Instructor: (all) -

Preferences Bxist: [all) -

Modified Courses Only:

Close |_GetData_ |

3. On the Domain dropdown list, select the appropriate domain and on the Term dropdown list, select
the appropriate term.

4. Set any other criteria (academic unit, subject, and so on) as needed to provide assistance in locating
the courses for which you want to set preferences and requirements, and then click Get Data. The
courses that meet your search criteria are displayed on the Results tab.

H Note: .
For detailed information about searching with the Academic Browser, see Searching :
with the Academic Browser. '

5. Inthe search results, CTRL-click to select the multiple courses for which you are setting the final exam
schedule.

6. On the Tools menu, click Set Final Exam Settings. The Set Course Final Exam Settings dialog opens.

Accruent Confidential and Proprietary © 2019 Page | 255



CHAPTER 68: Set a Final Exam Schedule a‘ ' mel I l

e Ser Griir=e Firial Exaemi Setfiriys folla ==l

Final Exam Seftings | Selected Course Dates

Final Bxam Mot Required:
Final Bam Settings

Special/Common Exam Time:

Common Exam Room [ (Final Exams for ALL Selected Course Dates are to be in the same Roon

Seat Fil Percentage: 100%

Room Required: {no preference) U ﬂ
Require Curent Room: [l

[ ok ][ Caneel

7. Do one of the following:

o Ifafinal exam is not required for the courses, then select Final Exam Not Required, and then continue
to the next step.

ﬂ Note: .

Typically, courses with multiple course dates, lab components, or short-term courses

' are marked as “No Exam Required. :

o Ifthe courses are having their final exams at a day/time other than what is specified by the template,
select Special/Common Exam, and then enter the date, and start and end times for the spe-
cial/common exam.

o Ifthe final exams for all the selected courses are to be in the same room, then select Common Exam
Room.

o Ifthe exam/exams are to take place in a different room (not the same rooms that the courses have
been using all semester), click the Search icon next to Room Required to open the Room Selector dia-
log box and select a different room for the exams.
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o Ifthe exams are to take place in the same rooms that the courses have been using all semester, then
select Require Current Room.

If no room is requested, or Require Current Room is selected, then each course will
have the final exam in its own room. During publishing of the final exam session, if the
same room is unavailable, EMS leaves the course unassigned for a manual search.

8. Optionally, do one or both of the following:

o Ifyou want the seat fill percentage to be a different value than the default value, update the seat fill
percentage for the exam.

o Inthe Notes field, enter any information that is pertinent to the course or final exam.
9. Click OK.

The Related Courses Dates dialog box opens. This dialog box lists all the courses that you selected on the
Results tab of the Academic Browser.

= Related Course Dates o [@
Apply Changes To Related Course Dates (Checked Rtems Will Be Changed)
Course CRN Course Title Instructor Stat Date End Date Start Time: End Time Location
CHEM 10202 160002 Lab Braaksma, Mindy 17102011 Mon 51372011 F  1:00PM 4:00 PM cooLc-nz
CHEM 10203 160003 Lab Lipscomb. Jennder 1/10/2011 Mon 5132011 Fi  1:00 PM 4:00 PM CooLCc112
HIST35001 161802 Amencan Mittary History Fields. Valene 171072011 Mon 51372011 F 1:00 PM 250PM GRNT G-151
HIST 35101 161803 U.5. Naval History Kelley. Gene 171072011 Mon 5132011 Fi 3.00 PM 450 PM ADMS A-102

Select Al Unselect Al

OK | Cancel

10. Select the courses to which the final exam settings are to be applied, or click Select All to select all the
courses in a single step, and then click OK. A message opens indicating that any final exam settings
that exist for the selected courses will be overwritten, and asking you if it is OK to continue.

11. Click Yes. A second message opens indicating that the final exam settings were successfully set.
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12. Click OK to close the second message and the Related Course Dates dialog box. You return to the Res-
ults tab of the Academic Browser, with the courses still selected on the tab.
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CHAPTER 69: Publish a Final Exam Session

After you have created the final exam schedule template for the term, and updated any final exam settings,
you must publish the final exam session. Publishing a final exam session is a two part process. First, you
must create a final exam session and specify a start date for the session. Second, you must then apply a
final exam schedule template to the final exam session and then you can publish the session.

Create a Final Exam Session

1. Onthe EMS Academic Planning menu bar, select Academic Planning > Courses > Final Exam Ses-
sions. The Final Exam Sessions window opens. The window lists all the final exam sessions that have
been published in your EMS database.

= Final Exam Sessions o | @)=
— s Campus] -
Tem 2011 SPRING -
Final Bxam Sessions (0) k New
Publish
View
Close

2. Onthe Domain dropdown list, select the campus for which you are publishing the final exam session,
and on the Term dropdown list, select the term.
3. Click New. The Final Exam Session dialog box opens. The Final Exam Session tab is the active tab.
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= Final Exam Session o [|=E IE'

Final Exam Session | Rooms | Awdit

Description:
Start Date [=

Published On: Unpublshed

0K || Cancel

4. Inthe Description field, enter a name or description for the session, for example, Fall Finals 2018.

ﬂ Note: .
The final exam session will start on this date. Use the final exam template day of the :
' week to schedule specific final exam dates. EMS can accommodate up to a two week

final exam session.

6. Open the Rooms tab and select the rooms that are available to host final exams by doing the fol-
lowing:
e Onthe Building dropdown list, select (all) buildings, or select a specific building, area, or view.
e Onthe Room Type dropdown list, leave the default value of (all), or select a specific room type.

o Inthe Available list, select the room, or CTRL-click to select multiple rooms, and then click the
Move (>) button to move the rooms to the Selected list.

ﬂ Note: ;
If needed, you can repeat these steps for specific buildings until you have selected all :
the rooms in specific buildings that can host a final exam. '

7. Click OK. The Final Exam Session dialog box closes. You return to the Final Exam Sessions window with
the newly configured session automatically selected.
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8. Continue to “Publish the final exam session” below.

Publish the Final Exam Session
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1. Ifyou have not already done so, open the Final Exam Session dialog box and select the session that is
to be published.

2. Click Publish. The Final Exam Scheduling window opens. This window lists all the unique course sched-
ule patterns for the term for which you are publishing the final exam session.

=. Final Exam Scheduling - Spring 2011

Schedule

Template:

Ignore Room Capacity

Days

ZTmmmmm

MTWR
MTWR
MTWRF
MTWRF
MTWRF
MW

x

Start Time
8:00 AM
11:00 AM
11:30 AM
1:00 PM
4:00 PM
1:00 PM
400 PM
1200 PM
1200 PM
9:00 AM
10:00 AM
300PM
8:00 AM

A4.00 AN

{none)

End Time
11:00 AM
1:30PM
230PM
4:00 PM
700 PM
400 FPM
700 PM
1250 FM
1:50 PM
10:50 AM
11:50 AM
4:50PM
9:20 AM

PEN ST

Final Exam Date

Final Exam Start

Final Bxam End

=% HoR =

3. Onthe Schedule Template dropdown list, select the final exam template that is to be used for the
term, and optionally select Ignore Room Capacity if you do not want EMS to consider room capacity
when assigning final exam sessions. The Final Exam Date, Final Exam Start, and Final Exam End
columns are automatically populated based on the applied template.

4. If necessary, do one or more of the following:
o Select a unique course schedule pattern and click Set Date to open the Final Exam Date dialog

box and edit a pattern setting, or create a course schedule pattern that was not in the selected
template.
o Select a unique course schedule pattern and click Clear to clear the pattern setting, and then
click Set Date to open the Final Exam Set dialog box and edit the pattern as needed.

5. Click Next. The Final Exam Scheduling window lists the summarizing information for any spe-

cial/common exams that have been set for specific courses.

Optionally, select a course, and then click Open to view the course in the Course Navigator.

7. Click Finish. A message opens, indicating that you are about to publish the final exam schedule, and

asking you ifit is OK to continue.

Accruent Confidential and Proprietary © 2019

Page | 261



CHAPTER 69: Publish a Final Exam Session a‘ ' mel I l

8. Click Yes. The message closes. After the final exam session is published, a second message opens indic-
ating this.

9. Click OK. The second message closes and the View Bookings window opens. By default, the window
initially shows only those final exam bookings for which a room could not be scheduled.

<. View Bookings
Date Res Start Res End Event Start Event End Time Zone Room Event Group
2/7/2012 Tue  8:00 AM 12:00 AM 8:00 AM 12:00 AM MT F-101 ENGL-104-01 Academic Writing and Research Registr
2/8/2012 Wed 8:00 AM 9:20 AM 8:00 AM 9:20 AM MT F-101 CHEM-437-02 Physical Chemistry for Engineers Chemis
2/8/2012 Wed 9:.00 AM 9:50 AM 9:00 AM 9:50 AM MT i HIST-101-01 Word History | Ragistr:
2/8/2012 Wed 10:00 AM 10:50 AM 10:00 AM 10:50 AM MT F101 MATH-201-01 Caleulus | Math D
2/8/2012 Wed 11.00 AM 11:50 AM 11:00 AM 11.50 AM MT C HIST-570-01 Impact of Literature on the Renaissance Registr
2/8/2012 Wed 11:00 AM 11:50 AM 11:00 AM 11:50 AM MT F-101 HIST-300-01 Greek History Registr:
2/8/2012 Wed 12:00 PM 1250 PM 12:00 PM 12:50 PM MT F-101 MATH-202-01 Calculus Il Math D
2/8/2012 Wed 1:00 PM 4:00 PM 1:00 PM 4:00 PM MT F-101 CHEM-437-02 Physical Chemistry for Engineers Chemis
2/8/2012 Wed 2:00 PM 250 FM 200 FM 250 PM MT c-1m HIST-101-02 Word History | Registr
2/9/2012 Thu  8:00 AM 9:50 AM 8.00 AM 5:50 AM MT F-101 MATH-202-02 Calculus II Math D
‘ m
Export

10. Optionally, do one or more or all of the following:
o To view all final exam bookings, clear the Show Unassigned Only option.

o To view a course in the Navigator, select the course, and then click Open.

o To export the course list to a Microsoft Excel spreadsheet, click Export.

Unless the option to require the same room was selected for a course, course
preferences can be considered and the final exam for the course can be scheduled in
another room through optimization. Courses can be assigned to TBD if no rooms were
available. Those courses that are in a different room than they were all semester have
the NO flag in the same room column.

11. Click Close to close the View Bookings window and return to the Final Exam Sessions window. The
final exam session publishing process adds the final exam for each course as a separate booking in the
course's reservation. After you publish a final exam session, you can find the final exam booking for a
course by opening the course in the Navigator and expanding the reservation and scrolling to the bot-
tom of the Reservation (left) pane, or to the bottom of the Bookings (lower right) pane. You can use
the Final Exam Schedule report to review the final exam schedule or the Final Exam Settings report to
view optional settings. (See Generate Academic Reports.) To open the View Bookings window again,
click View on the Final Exam Sessions window. If you delete a final exam session, then all final exam
bookings that are associated with the session are deleted.
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Using the Academic Tools

¢ Search with the Academic Browser

e Use the Academic Book

e Usethe Course Navigator

e Usethe Search for Rooms Tool
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CHAPTER 70: Post-Publish Processing of Courses

In most cases, courses are added, changed, or canceled in the SIS after the course schedule has been
published in EMS. You can manually resynchronize and process these courses, or you can set options in
EMS Academic Planning to automatically resynchronize these courses. After these course are automatically
resynchronized, they can be automatically processed as well, or you can manually process them. Also, at
the point that actual enrollment should determine room assignment (that is, can a room’s capacity handle
the actual enrollment), you can process courses post-publish so that the courses are updated with the
actual enroliment.

H Note: .
For automatic synchronizing to occur, the EMS Academic Planning Auto Sync Service :
' must be installed and configured. Refer to the EMS Installation manual for details. :

Manually Process Courses Post-publish

1. On the EMS Academic Planning menu bar, click Academic Planning > Courses > Manage Terms. The
Terms window opens.

= Terms [E=5 Fos 5
Domain: Main Campus -
Temm Code (5) Description Phase Stat Date Active Scenario Last Sync [ Edit
09-SPR 2009 SPRING  PUBLISHED 1/12/2009 Scenario 2 10/17/2008 3:40 PM -
D9-FALL 2003 FALL PUBLISHED 8/10/2009 Scenano 1 1/15/2010 1: 24 PM
10-5PR 2010 SPRING ~ PUBLISHED 1/11/2010 Scenario A 2/22/2010 151 PM Sync
T0-FALL 2010 FALL PUBLUISHED 9113/2010 Scenario A 8M7/2010 316 PM Admin
11-5PR 2011 SPRING ~ PLANNING  1/10/2011 SIS 12/16/2010 2:18 PM
Publigh
Unpublish
Update SIS
_ Copy Prefs.
Email
/| Active
7] Inactive
Close

2. Select the term which requires post-publish processing, and then click Sync.

The Course Updates window opens. The Course tab is the active tab. This tab displays all the new
courses, new course dates, changed courses, or canceled courses from the SIS. After processing, it
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also lists Room Capacity Violations, or courses in which the designated
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enrollment (estimated or

actual) has surpassed the capacity of the room. The Course Updates window also has a Crosslist
Validation tab. When EMS changes a cross-list parent to accommodate a new course, course date, or

change that is being processed, the cross-listed courses are displayed o

n the Crosslist Validation

tab. The Crosslist Validation tab is for informational purposes only so that you are kept abreast of

parent changes.

If you are satisfied with the parent assignments, you can simply click Reviewed and the cross-listed

courses are cleared from the tab; otherwise, a Set Parent option is available.
+ Course Updates [ = " [= @
| Couses | Ciosshist Valdation |
Change Status [3) Holes Course Shates Space SIS HList CRN Cousse Title Irestiaction Days Start | | Process
Mew Cousse PS 20503 152760 Law sndJustice  Reid, Dan " 913 [ open |
Cancelled BUS 22502 151201 Personal Fnance  Wallace, Rasheed TR W13 A—]
Changed Roam not avalable. BUIS 201 01 150202  Business Statisties Larson, Wiliam  MwF  a/13/ | S
hase
[ Selectal
Unzelect Al
[ it
Refresh
" = V
History | Prefesences |
Date ChangedBy  Field Ok Vahe New Value
5/20/20108524M BryanPeck  Stant Time 300AM 200PM
6/28/20010 352 &M Brpan Peck End Time 3504M 250PM
5/20/2010817 M BryanPeck  Room JEEF 251 JEFF 754
Cloze

Course Updates Window, Courses tab

3. Continue to one of the following:

e Process a canceled course post-publish

Process a changed course post-publish

Process a new course date post-publish

Process a new course post-publish

Process a Room Capacity Violation post-publish

The following procedures are presented in the order in which the post-publish
processing should be carried out—cancellations, changes, new course dates, new

courses, and then Room Capacity Violations.
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Process a Canceled Course Post-Publish

Select the canceled course, or CTRL-click to select multiple courses.

Click Process. A message opens asking you if you are sure that you want to process the selected
course dates.

Click Yes. After processing is complete, the message closes and the canceled courses are removed
from the Course Updates window. The bookings are canceled in EMS.

Process a Changed Course Post-Publish

A courseis listed as changed if there has been a change to the start or end date, a day of the week, the start
or end time, and/or the room in the SIS.

1.

Select the changed course, or CTRL-click to select multiple courses. The change history for the
selected courses is displayed on the History tab in the lower pane of the Course Updates window.

Click Process.

A message opens asking you if you are sure that you want to process the selected course dates.

Click Yes. Two results are possible:

« Ifthe changes were successfully completed for the reservations and bookings, then the courses
are removed from the Course Updates window.

o Ifthe changes resulted in a room conflict, Room Not Available is displayed in the Notes column.
Go to Step 4.

Click Conflicts to view the conflicts for the course. The View Conflicts dialog box opens. Each course
and/or event that is causing the conflict is displayed.

If the conflict was caused by the switching of the rooms in the SIS, select the two course dates that
are in conflict, and then click Swap to swap and process the rooms in the same step; otherwise, go
to Step 6.

Do one of the following:
« Click Process again to process the course with conflicts.

A Warning message opens asking you if you are sure that you want to process with conflicts.
Click Yes to close the message and complete the processing.
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ﬂ Note: .
If needed, at a later date, you can use the Browser to manually search for :
these conflicts and resolve them. '

= Select A Room ol -2 =

Building Buiding: (al) -
Room Type: (al) -
Features Feature

Built in Sound/Video

Chalkboard

Projection System

Smart Board

TVW/DVDACR

Whiteboard

Windowi(s)
Ignore Room Capacity:
Cancel Next >

7. Specify your search criteria, and then click Next. A list of rooms that meets your search criteria is
displayed.

8. Select the room that is to be assigned to the new courses, and then click Finish. The Select a Room
dialog box closes and you return to the Course Updates window with the new courses still selected.

9. Click Process. Amessage opens asking you if you are sure that you want to process the selected
course dates.

10. Click Yes.

After processing is complete, the message closes and the changed courses are removed from the
Course Updates window. If a Day of the Week change has been made, then processing course
changes deletes and recreates the bookings that were previously made in EMS.

H Note: |
If bookings are deleted and recreated, then any manual changes that have been made :
to these bookings and/or any services that have been added to the booking are lost. '

Process a New Course Date Post-Publish

1. Select the new course dates, or CTRL-click to select multiple new course dates.

2. Ifrooms have already been assigned to the course dates in the SIS and you want to keep these
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rooms, then go to Step 5; otherwise, click Assign to open the Select ARoom dialog box, and then go

to Step 3.
= Select A Room = | ==
Building Building: (al) -
Room Type (] -
Features Feature
Buik in Sound/Video
Chalkboard
Projection System
Smart Board
TV/OVDACR
Whiteboard
Windowi(s)
lgnore Room Capacity:
Cancel Next >

3. Specify your search criteria, and then click Next. A list of rooms that meets your search criteria is
displayed.

4. Select the room that is to be assigned to the new courses, and then click Finish.

The Select a Room dialog box closes, and you return to the Course Updates window with the new
courses still selected.

ﬂ Note: .
Rooms can be processed without a room assignment. In this case, the course :
' date is published in the TBD room that was specified when the term was

published.

5. Click Process. A message opens asking you if you are sure that you want to process the selected
course dates.

6. Click Yes. Two results are possible:

o Ifthe changes were successfully completed for the reservations and bookings, then the courses
are removed from the Course Updates window.

o Ifthe changes resulted in a room conflict, Room Not Available is displayed in the Notes
column. Go to Step 7.

7. Click Conflicts to view the conflicts for the course.

The View Conflicts dialog box opens. Each course and/or event that is causing the conflict is
displayed.
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10.

11.

12.

13.

If the conflict was caused by the switching of the rooms in the SIS, select the two course dates that
are in conflict, and then click Swap to swap and process the rooms in the same step; otherwise, go
to Step 9.

Do one of the following:
o Click Process again to process the course with conflicts.

A Warning message opens asking you if you are sure that you want to process with conflicts.
Click Yes to close the message and complete the processing.

ﬂ Note: :
If needed, at a later date, you can use the Browser to manually search for :
these conflicts and resolve them. '

o Click Assign to search for a new room.

The Select a Room dialog box opens. Go to Step 10.

= Select ARoom o=@
Buiding: Buiding: (af) -
Room Type (al) -
Features Feature
Buit in Sound/Video
Chalkboard
Projection System
Smart Board
TV/DVDACR
Whiteboard
Windowis)
Ignore Room Capacity
Cancel Next >

Specify your search criteria, and then click Next.

Alist of rooms that meets your search criteria is displayed.

Select the room that is to be assigned to the new courses, and then click Finish.

The Select a Room dialog box closes and you return to the Course Updates window with the new
courses still selected.

Click Process.

A message opens asking you if you are sure that you want to process the selected course dates.

Click Yes.
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After processing is complete, the message closes and the changed courses are removed from the
Course Updates window. If a Day of the Week change has been made, then processing course
changes deletes and recreates the bookings that were previously made in EMS.

CHAPTER 70: Post-Publish Processing of Courses

If bookings are deleted and recreated, then any manual changes that have been
made to these bookings and/or any services that have been added to the 1
booking are lost.

Process a New Course Post-Publish

1. Select the new course, or CTRL-click to select multiple new courses.

2. Do one ofthe following:

o Ifrooms have already been assigned to the courses in the SIS and you want to keep these
rooms, then go to Step 6.

o Ifaroom has already been assigned to the course (the first course) in the SIS, but it is meant to
share a room with another course (the second course), then click Share to open the Course
Selector dialog box, and then go to Step 5.

. Course Selector [E=5(Hon| <~
Course Shares Space SIS XList CRN Course Title: Course Type Instructor o
ACCT 10101 140150 Intro to Accounting Lecture Myers, Jesse E
ACCT 10102 140157 Intro to Accourting Lecture Raasch, Kevin [
ACCT 2011 140152 Comporate Financial Accounting | Lecture Evans, Dean !
ACCT 20201 140153  Comorate Financial Accounting || Lecture Evans. Dean 1
ACCT 25101 140155 Audting | Lecture VanHousen, Rebecca |
ACCT 25201 140156 Audiing Il Lecture VanHousen, Rebecca ~
ACCT 3011 140154  Cost Management Lecture Mulvey. Sean I
ACCT 41001 141156 Govemmental and Nonprofit Accounting Lecture Chapman, Russel
ACCT 44001 1471150  Enterprise Resource Planning Systems Lecture Davis, Shand I
ACCT 44002 141151  Enterprise Resource Planning Systems Lecture Davig, Shand J
ACCT 47001 142152 Accounting Theory Lecture Nash, Grahm J
ACCT 50801 141152  Advanced Commercial Law Lacturs Langmeser, Shannon |
ACCT 508 02 141153 Advanced Commercial Law Lecture Freeman, Morgan
ACCT 51001 141154 Accounting for Mergers and Acquistions Lecture Franidin, Nildd )
ACCT 5210 142150  Production Cost Analysis and Control Lecture Diaz, Camenon ]
ACCT 52102 142151 Production Cost Analysis and Control Lecture Diaz, Cameron !
ACCT 53001 142153 Advanced Income Tax Lecture Mash, Grahm
ACCT 53301 141155 Accounting and Tax Research Lecture Chapman, Russel !
}:CCT 533 02 = 142154 Accounting and Tax Research Lecture Weber. Chris < [| A
==

o Ifaroom has not been assigned to the course in the SIS, and you want to search for a room,
then click Assign to open the Select ARoom dialog box and then go to Step 3.
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ﬂ Note: .
Rooms can be processed without a room assignment. In this case, the :
' course date is published in the TBD room that was specified when the term '

was published.

<. Select A Room

Room Type

Features

Ignore: Floom Capacity

Building: (a)
(al)

Feature

Buit in Sound/Video
Chalkboard
Projection System
Smart Board
TV/DVDAVCR
Whiteboard
Windowi(s)

3. Specify your search criteria, and then click Next.

Alist of rooms that meets your search criteria is displayed.

4. Select the room that is to be assigned to the new course, and then click Finish.

The Select a Room dialog box closes and you return to the Course Updates window with the new

course still selected.

5. Ifthe courseis not meant to share a room with another course, go to Step 6; otherwise, if the course
is meant to share a room with another course, then do the following:
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o Click Share to open the Course Selector dialog box.

-

= Course Selector fo @ =]

Course 4 Shares Space SIS XList CRN Course Title Course Type Instructor |~
ACCT 10101 140150  Intro to Accounting Lecture Myers, Jesse E
ACCT 107 02 140151 Intro to Accourting Lecture Raasch. Kevin [T
ACCT 2001 1 140152  Comporate Financial Accounting | Lecture Evans, Dean !
ACCT 202 01 140153 Comorate Financial Accounting || Lecture Evans, Dean T
ACCT 2511 140155 Audting | Lecture VanHousen, Rebecca |
ACCT 2521 140156 Awditing I Lecture VanHousen, Rebecca ~
ACCT 3N 140154 Cost Management Lecture Mulvey. Sean !
ACCT 41001 141156  Govermmental and Nonprofit Accounting Lecture Chapman, Russel

ACCT 440 01 141150  Enterprise Resource Planning Systems Lecture Davis, Shard !
ACCT 44002 141151  Enterprise Resource Planning Systems Lecture Davis. Shard I
ACCT 47001 142152 Accounting Theory Lecture Mash, Grahm !
ACCT 508 01 141152  Advanced Commercial Law Lecture Langmeier, Shannon |
ACCT 508 02 141153  Advanced Commercial Law Lecture Freeman, Morgan I
ACCT 51001 141154  Accounting for Mergers and Acquistions Lecture Franklin, Mikdd !
ACCT 5211 142150  Production Cost Analysis and Control Lecture Diaz, Cameron !
ACCT 52102 142151 Production Cost Analysis and Control Lecture Diaz, Cameron !
ACCT 53001 142153  Advanced Income Tax Lecture Mash, Grahm

ACCT 53301 141155  Accounting and Tax Research Lecture Chapman, Russel I
ACCT 53302 142154  Accounting and Tax Research Lecture ‘Weber. Chris r*
4 m ’

_ Caned

o Enterthe appropriate search criteria (CRN, Course Title, Subject and/or Instructor) to search for
the second course.

o Select the second course, and then click OK.

You are returned to the Course Updates window.

6. Click Process.

A message opens asking you if you are sure that you want to process the selected course dates.

7. Click Yes.

After processing is complete, the message closes and the new courses are removed from the Course
Updates window.

Process a Room Capacity Violation Post-Publish

If the enrollment for a class violates the minimum or maximum capacity for its assigned room, then the
course is displayed on the Course Updates window with a change status of Room Capacity Violation.

1. Select the course, or CTRL-click to select multiple courses.

2. To assign the course to a new room, click Assign to open the Select a Room dialog box, then go
to Step 3; otherwise, to leave the course in the same room, go Step 5.
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= Select ARoom o | ==

Buiding “Buiding: (a1) -
Room Type: ) v
Features Feature

Buit in SoundVideo

Chalkboard

Projection System

Smart Board

TV/OVDACR

Whiteboard

Window(s)
lgnore Room Capacity:
Cancel Next >

3. Specify your search criteria, and then click Next.

Alist of rooms that meets your search criteria is displayed.

4. Select the room that is to be assigned to the new course, and then click Finish.

The Select a Room dialog box closes and you return to the Course Updates window with the new
course still selected.

5. Click Process. A message opens asking you if you are sure that you want to process the selected
course dates.

6. Click Yes. After processing is complete, the message closes and the new courses are removed from
the Course Updates window.

H Note: .
If you did not assign a new room to the course, then clicking Process merely :
' acknowledges the room violation. The course remains in its same room. :

Automatically Process Courses Post-Publish

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Manage Terms.

The Terms window opens.

Accruent Confidential and Proprietary © 2019 Page | 273



CHAPTER 70: Post-Publish Processing of Courses

accruent

= Terms

Domain: Main Campus

Tem Code (5) Description

03-5PR 2009 SPRING
05-FALL 2009 FALL
10-5FR 2010 SFRING
10FALL 2010 FALL
11-5PR 2011 SPRING

-

Phase Start Date .« Active Scenario

PUBLISHED 1/12/2009
PUBLISHED 8/10/2009
PUBLISHED 1/11/2010
PUBLISHED $/13/2010
PLANNING 171072011

Scenario 2
Scenanio 1
Scenaro A
Scenario A
SIS

Last Sync
10/17/2008 3:40 PM
1/15/2010 1:24 PM
2/2272010 151 PM
81772010 316 PM
12/16/2010 213 PM

==

A

[ Update SIS |
;CwyPlU&

2. Select the term which requires post-publish processing, and then click Edit.

The Term dialog box opens. The Term tab is the active tab.

3. Open the Auto Sync Settings tab.

=. 10-FALL - 2010 FALL

[Tem | Excludsd Dates | Auto Sync Setings | Publsh Setings | Audt |

Automatically Sync Courses:

Automatically Process Course Updates:

Auto Sync Only Once Per Day

4. Specify your auto sync settings.
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Setting Description

Automatically | Select this option to automatically synchronize courses in your SIS.
SyncCourses |
§ H Note: g
To automatically synchronize courses, a user who can :

carry out this function must be created, and this user

must be specified for the Auto Sync User EMS (Campus)
system parameter.

Automatically | Select this option if EMS is to automatically process new courses, changes, and

Process cancellations if possible. Leave the option blank to manually process new
Course courses, changes and cancellations from the EMS Dashboard. (See To manually
Updates process courses post-publish.)

; H Note: :
If this option is selected, and EMS cannot automatically
: process new courses, course dates and/or changes 5

because of a conflict (for example, a room is not available),

then you must manually process these courses. You must

open the Course Updates tab on the EMS Dashboard, and

then open the Courses sub-tab to view the courses in

conflict that you must manually process. The Courses sub-

tab is identical to the Course Updates window. See EMS

Dashboard for information about working with tabs on

the Dashboard window.

In addition to this setting, three Campus system
parameters determine the specific types of updates that
you are auto-processing.

Auto Sync If you do not select this option, then EMS automatically synchronizes the

Only Once courses in your SIS according to the settings for the EMS Academic Planning

Per Day Auto Sync service.

Last Date of Required value. Enabled after Automatically Synch Courses is selected. Select
Auto Sync the last date on which synchronization is to be automatically carried out by EMS

for this term, which typically corresponds to the last date of the term.

5. Click OK.
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The Term dialog box closes. You return to the Terms window.

= Dashboard = BN ==
Gptions
Desciption (1) Last Sync Courses | Crosslist Validation
Change Status (0) Motes Course Shares Space SIS HList CAN Course Tile Process
Open
Assign
Share
Unshare
Select Al
& Hotifications®
| Unsgleat
Tlcou
—
& Reminders Refresh

&J Web Reservations*
@ Web Requests®

[ wait List

@ Building Houre Exceptions
il Analytics

[E= At A Glance

Dashboard window, Course Updates tab

Process Courses Post-Publish for Enrollment

Typically, you publish your term in EMS prior to registration beginning. As a result, estimated enrollment is
the most relevant value for searching for rooms with appropriate capacities. Closer to the start of the term,
however, actual enroliment might become more relevant and you might need to change the setting so that
EMS uses this value when searching for new rooms in the Navigator wizards and Course Updates window.

1. Onthe EMS Academic Planning menu bar, click Academic Planning > Courses > Manage Terms.

The Terms window opens.
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= Terms
Domain: Main Campus

Term Code (5) Description

03-5FR 2003 SPRING
DSFALL 2009 FALL
10-5FPR 2010 SPRING
10FALL 2010 FALL

11-5PR 2011 SPRING

Phase Start Date
PUBLISHED 1/12/2009
PUBLISHED 8/10/2009
PUBLISHED 1/11/2010
PUBLISHED $/13/2010
PLANNING 171042011

Active Scenario
Scenario 2
Scenaro 1
Scenano A
Scenario A
SIS

Last Sync
10/17/2008 3:40 PM
1/15/2010 1:24 FM
2/22/2010 1:51 PM
8/17/2010 316 FM
12/16/2010 2:18 PM

accruent

e

Publish
Ungpublish

' Update SIS
Copy Preis.

(V] Active

[] Inactive

Close

2. Select the term which requires post-publish processing, and then click Edit.

The Term dialog box opens. The Term tab is the active tab.

= 12-FALL - 2012 FALL

Tem | Excluded Dates | Ao Sync Settings | Audt

Tem Code:
Desciiption:

Start Date:

End Date:

Last Synchronization:
Phase:

Notes:

Available To Academic Units:

T2FALL

2012 FALL
B/20/2012
12772012
VB20121221 FM

Time Block Template: fhone) -
Active Scenano: 518 -
Enoliment Based On: Estimated -
Mode
_' Define & Edt Courses _) Set Preferences _) Dual @ Read Only
[ Inective

Voo ok ] [ coal |

3. Onthe Post Publish Enrollment drop-down list, select Actual, and then click OK.

The Term dialog box closes. You return to the Terms window with the term still selected.

4. Click Sync.
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A Synchronizing progress dialog box opens. After the synchronization is complete, the Course
Updates window opens. If the actual enroliment for a class violates the minimum or maximum
capacity for its assigned room, then the course is displayed on the window with a Change Status of
Room Capacity Violation.

= Course Updates oo ==
Courses | Crosslist Vslidation | _

Change Status (122) Notes  Course Shares Space  SISXUst  CRN  Course Tie || [_Process |
Changed BUS 201 01 150202 Busiess Stalstics =l| [ open |
Changed/Room Capacty Violation P520503 152760  Law and Justice r
Room Capacity Viclation ACCT 10101 150150 o to Accourting [ feon |
Room Capacity Violation ACCT 10102 150151 Intro'to Accourting
Room Capacity Vialation ACCT 20201 150153 Cormorate Financial Accourting I
Room Capacity Violation ACCT 25201 150186 Awditing I
Room Capacity Violation ACCT 30101 150154 Cost Management
Room Capacity Violation ACCT 41001 15115  Govemmental and Nonprofit Accounting |
Room Capacity Viclation ACCT 44001 151150  Erterprise Resource Planning Systems [ seeant
Room Capacity Vidlation ACCT 440 02 151151  Enterprise Resource Planning Systems [ noelect A1
Room Capacity Violation ACCT 47001 162152 Accouniing Theory -

Room Capacity Viclation ACCT 508 01 151152 Advanced Commercial Law [ P
Room Capacty Violation ACCT 51001 151154 Accountingfor Mergers and Acquistions | Refresh
Room Capacity Violation ACCT 52101 152150  Production Cost Anaysis and Corérol -

q

Hstoey | Prefesences

Date Changed By Field Oid Value HNew Value
5/28/2010 52 AM  Bryan Peck Start Time 300 AM 200PM
5/28/2010 3:52 AM  Bryan Peck End Time: 950 AM 250 PM
S/28/2010 317 AM  Bryan Peck Room JEFF 251 JEFF 254

Course Updates window showing rooms with capacity violations

5. To assign the course to a new room, click Assign; otherwise, go to Step 8.

The Select ARoom dialog box opens.

6. Specify your search criteria, and then click Next.

Alist of rooms that meets your search criteria is displayed. The list includes any TBD rooms that have
been configured.

7. Select the room that is to be assigned to the new courses, and then click Finish. The Select a Room
dialog box closes and you return to the Course Updates window with the new courses still selected.

8. Click Process. A message opens asking you if you are sure that you want to process the selected
course date.

9. Click Yes. After processing is complete, the message closes and the courses are removed from the
Course Updates window.

If you did not assign a new room to the course, then clicking Process merely
acknowledges the room violation. The course remains in its same room. :
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CHAPTER 71: Generate Academic Reports

For any academic report, you can specify the parameters, options, and format for the report, or you can
generate the report according to memorized settings. (For detailed information about a memorized
report, See Also: Work with Saved Reports.)

Not all reports require the same parameters, nor do they all have the same options available. In addition,
you can generate different reports in different formats. All subjects must belong to an academic unit to be
displayed on an academic report. See Also: Configure Academic User Templates and Synchronize Campus-

Specific Data.

This topic will provide information on setting up each type of report:

e Course List

o Course Changes

o Course Preferences

o Preferences Summary

e Unmet Preferences

e Instructor Back to Back

e Instructor Summary

o Time Block Violations

e Time Block Room Availability/Usage

o Academic Class Meeting Utilization

o Classroom Utilization

o Hourly Classroom Utilization

e Over/Under Utilization

e PrimeTime Usage

o Academic Class Meeting Utilization

o Course Type Analysis

e Final Exam Settings

¢ Final Exam Schedule

e Trend Report

1. On the EMS Academic Planning menu bar, click Academic Planning > Reports to open the Reports
menu, and then click the report you want to generate. For example, to generate the Course List
report, click Academic Planning > Reports > Course List.
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|Academicplanning System Administration  Window  Help

Configuration  » E -
Courses »

reme A A pe B A ) ie Daml- CRAC
| Reports 4 I Course List
Course Changes

Course Preferences Report
Preferences Summary

Unmet Preferences

Instructor Back To Back Report
Instructor Summary

Course Conflicts

Time Block Violations

Time Block Room Availability/Usage
Academic Class Meeting Utilization
Classroom Utilization

Hourly Classroom Utilization
Over/Under Utilization

Prime Time Usage Report
Academic Unit Statistics

Course Type Analysis

Final Exam Settings

Final Exam Schedule

Trend Report
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2. On the window that appears, set up your report.

r o

- o || B ER
Setup: | (user specified) m Save
Date Range Academic Units Course Types Buidings Room Types Options
Academic Domain: Main Campus v
Tem: 2017 SPRING v
Scenario: :SIS \ Active Scenario
Format: :B)' Start Time v
Report Comment:
Close Copies ToPint: |1 || prnt it Preview

H Note: ;

In the Setup field, you can leave it as user-specified, however, if there are saved :

' reports available in this drop-down for this type of report, you can select one and
streamline the reporting process. See Also: Work with Saved Reports.

In the Report Comment field, you can enter a comment to print on the report (maximum 255
characters).

You can click Print Preview to see an preview of the report.

You can print a hard copy of the report: specify the number of copies that you are printing, and then
click Print.

If you want to save settings so that you do not have to adjust them every time you run this type of
report, you can click Save. The option will appear in the Setup field drop-down list next time you open
this type of report.

3. When you have specified all options, click Close. Unless you change the setup, these settings will be
used as defaults (which you can change) for all subsequent reports you generate.
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Course List
Description Options
Provides a list of courses and course dates. There are options to include courses without room
e assignments and to print User Defined Fields that are
5 ﬂ Note: : associated with courses. Formats include:
This report is often o By Course
sent out to academic : e By Instructor

units for review when

the Domain Scheduler .
o ) o By Academic Department By Instructor
is finished with room

' assignments. . o By Day of Week
R : « By Location

o By Academic Department By Course

e By Estimated Enrollment
e By StartTime

e By Subject

e By Course Type

Course Changes

Description Options

Used during Define and Edit Mode to capture + Show Changes

changes made by the academic units to courses and « All Changes For Term—If selected, all
course dates so that the Domain Scheduler can data changes for the term (even changes that
enter these changes into the SIS. have possibly already been data-entered

into the SIS) are included in the report.

o Changes Since Last Synchronization—If
selected, the report includes only
changes that have been made since the
last time that the term was synchronized.

o Show Room Changes—If selected, the
report includes changes to rooms (post-
publish only).

o Show Canceled Courses Only—If selec-
ted, the report includes only can-
cellations.

o Show New Courses Only—If selected,
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Description Options

the report includes only new courses.

o Show Edited Courses Only—If selected,
the report includes only changes.

« Show Latest Changes Only—If this
option is selected, and a single value has
been changed multiple times, the report
includes only the most recent change for
the field.

o Hide Change Details—If selected, audit
trail details are hidden on the report.

o Show All Courses—If selected, all
courses, even those without changes, are
shown in the report.

o Show User Defined Fields—If selected,
the report includes any user defined
fields that have been completed.

o Show Notes—If selected, any user-sup-
plied notes are shown in the report.

§ H Note: |
: The options that are

marked with an asterisk
(*) are the recommended
options for the most
inclusive reports.

Course Preferences

Description Options

Used after Set Preferences mode to provide a Format Choices:
list of courses and course dates with their

. e By Course
preferences and requirements.

o By Academic Department By Course

o By Academic Department by Instructor
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Preferences Summary

Description Options

After running an optimization scenario, this report is used to N/A
summarize the following information:
o The number of each type of preference or requirement.

e The number of the preferences that can be met from the
optimization process.

o The number of preferences that cannot be met from the
optimization process.

You can generate this report for each different scenario that
was optimized.

Unmet Preferences

Description Options

After running an optimization scenario, this Format Choices:
report is used to list the courses that had
preferences or requirements that were not
met during the optimization process. You
can generate this report for each different « By Academic Department by Instructor
scenario that was optimized.

e By Course

o By Academic Department By Course

Instructor Back to Back

Description Options

Lists the courses that have instructors who are o The days of the week that are to be
scheduled to teach two courses at the same time included in the instructor’s schedule.
(Conflicts) and instructors who are teaching back to « The time gap (in minutes) between
back in different locations within the time gap that is classes on the specified days that
specified in Options. determines “back to back.”
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Instructor Summary

Description Options

This report includes the following values per instructor: N/A

o Number of sections.

o Number of teaching hours.

o Number of credit hours.

o Total estimated enroliment.

o Total actual enrollment.

o Number of sections in Prime Time.

¢ Number of Time Block violations,.

Time Block Violations

Description Options

Lists the courses that are in violation of the Time Block template. In the Format options:
Summary format, the following values are included:

e By Course
o Total number of course dates « By Instructor
« Totalin violation « By Academic Unit
e Percent in violation By Course
o Total that meet the Time Block template « By Academic Unit
« Percent that meet the Time Block template By Instructor
« Percent of total violations per academic unit ¢ Summary

¢ Chart - Violation

Count

o Chart - Violation
Totals

o Show All Courses

¢ Include Courses
Not Assigned To
Rooms

e Show User
Defined Fields
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Time Block Room Availability/Usage

Description Options

Displays the number of rooms that are either available or in use for « Format options:

each room size (Small, Medium, or Large) for each time block. « Availability
B . e Usage
H Note: « Indicate Low Availability
' To generate this report, a Time Block template : and High Availability
' must be indicated on the term. 5 Thresholds
e Include All Active Scen-

arios in other Domains

Academic Class Meeting Utilization

Description Options

Used after publishing to view the percent utilization of your rooms based on the number of N/A
class meetings that you specify. For instance, if you hold 50 minute courses from 8:00 - 5:00
(9 meetings) and have one evening course from 6:00 - 9:00 (1 meeting) Monday through
Friday (x5), you would have 50 class meetings per week.

Classroom Utilization

Description Options
Used to analyze the percent that your rooms are utilized compared to a « Format Options:
number of hours and the percentage of seats full (selected enrollment « Detail
compared to room capacity). « Chart - By Build-
3 ing
5 H Note: e Chart-By Room
5 In Manage Terms, you can specify either estimated : Type
enroliment or actual enrollment. The value that you 5 « Chart-By Room
selected is the value that is used to calculate the : Size

values for this report. o Thedays of the

week that are to
beincluded in the
report
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Description Options

e The Hours Per
Day that are to
be considered

¢ Include All Active
Scenarios in
other Domains

Hourly Classroom Utilization

Description Options

Calculates the percent that a room is used during each hour of the day. Formats e« Format
include detailed (percent for each hour of each room specified) and chart (a chart Options:
of each hour for overall). « Detail

e Chart

o Thedays of
week that
are to be
reviewed

o Include All
Active Scen-
arios in
other
Domains

Over/Under Utilization

Description Options

Displays those courses that have an adjusted enrollment that is To show or not to Show All
either over the maximum capacity for the room or under the Courses (regardless if they fall
minimum capacity for the room and seat fill. outside capacity thresholds)
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Description Options

ﬂ Note:
In Manage Terms, you can specify either :
estimated enrollment or actual enrollment. :

The value that you selected is the value that is
used to calculate the values for this report.

Prime Time Usage

Description Options

This report displays the number of sections (course dates) Format options:
with room assignments that fall within the specified time
range (Prime Time) or that have been indicated as Prime
Time on the Time Block template.

¢ Detail
e Chart - Sections

e Chart - Class Meetings

H Note: e Chart - Class Hours
In Manage Terms, you can specify o The days of the week that are to
‘ i be included in the report

either estimated enrollment or actual
enroliment. The value that you ¢ Include courses that have not
selected is the value that is used to been assigned into a room

calculate the values for this report. '

Academic Unit Statistics

Description Options

Displays the following statistics for course dates that have Format options:

been scheduled into rooms: « By Academic Unit

o Number of sections per unit « By Academic Time Block
 Percentage of the total sections « The days of the week that are to be
o Number of class meetings included in the report

o Percentage of the total class meetings o Include course dates that have not
« Number of class hours been assigned into a room

o Percentage of class hours
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Options

o Average estimated enrollment
o Average actual enrollment

o Average seat fill

In Manage Terms, you can specify
either estimated enrollment or
actual enrollment. The value that
you selected is the value that is used
to calculate the values for this
report.

Course Type Analysis

Description

Options

Displays the following statistics indicated by
course type:

Number of sections

.
o Percentage of the total sections
Number of class meetings

Percentage of the total class meetings
Number of class hours

Percentage of class hours

Average estimated enrollment

Average actual enrollment

Format options:

Detail

Chart - Sections

Chart - Class Meetings
Chart - Class Hours

Chart - Actual Enrollment

The days of the week that are to be included
in the report

Include course dates that have not been
assigned into a room

Final Exam Settings

Description

Options

Outlines any final exam settings that are marked
on courses for preparation of publishing the final
exam schedule.

o Show All Courses - Displays all courses and
their corresponding settings

o Show Final Exam Not Required - Limits the
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Description

accruent

Options

report to those courses that had “No
Exam Required” specified
« Show Special/Common Exams - Limits the

report to only those courses with spe-
cial/common exams settings

Final Exam Schedule

Description

Options

Displays a list of courses with the
corresponding final exam date, time, and
room as assigned by the final exam session.

All Assigned - All courses that have been assigned
to aroom by the final exam session

Different Rooms - All courses that have been
scheduled in room that was not the same that
was used all semester for the course for the final
exam

Unassigned - All courses that have not been
scheduled in a room for the final exam

Final Exam Not Scheduled - All courses for which
no final exam was scheduled

Trend Report

Description

Options

Shows how the following statistics are
trending term by term:
o Percent utilization
o Percent estimated seat fill
o Percent actual seat fill
e Percent sections in Prime Time
e Percent sections over maximum capa-
city
o Percent sections under minimum capa-
city
o Percent Time Block violations

Format options:

By Term
By Term By Academic Unit
Chart

The days of the week that are to be included in
the report

e The number of hours per day that are to be

used to calculate utilization

¢ Include course dates that have not been

assigned into a room
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