How to Cancel a Class )Av\ CaIPon
%/ Pomona

Description: How to notify students and cancel a class in PeopleSoft with enrollment.

Step 1: Stop Further Enrollment

1. Navigate to Main Menu = Curriculum Management = Schedule of Classes = Schedule
Class Meeting and select the correct section .

Favorites = Main Menu > Curriculum Management » > Schedule of Classes » > Schedule Class Meetings

7
3 4 CalPolyPomona All = | search » | Advanced Search [5 Last Search Results

Schedule Class Meetings

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

Find an Existing Value

Search Criteria

Academic Institution[ = v | POCMP
Term[= v | 2223
Subject Area[ = v | HST
Catalog Nbr| begins with w |[1101
Academic Career| = v| [Undergraduate v
Campus| begins with v | MAIN Q
Session| = ~| [ Regular Academic Session v
ClassNor[= +|
Class Sec’[iun
Description
Course |D[ begins with v |
Course Offering NIJ'IZI

[Jcase Sensitive

eyl

oy

= )
Search Clear Basic Search 2 Save Search Criteria

Search Results

View All

First (4) 1-4of4 (k) Last

ic Insfitution Term Subject Area Catalog Nbr Academic Career Campus Session Clazs Bbr Clazsz SectionDescription Course ID Course Offering Nbr
2223 HST 1101 Undergrad MAIN  Regular 34362§ 01 \World Civilizations to 1500 013101 1
POCMP 2223 HST 1101 Undergrad MAIN  Regular 34363) 02 \World Civilizations to 1500 013101 1
POCMP 2223 HST 1101 Undergrad MAIN  Regular 34364] 03 \World Civilizations to 1500 013101 1
POCMP 2223 HST 1101 Undergrad MAIN  Regular 34365] 04 \World Civilizations to 1500 013101 1
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2. Open the ‘Enroliment Cntrl’ tab. Change the Class Status to ‘Stop Further Enrollment’ and click
‘Save’. (This will prevent new students from enrolling while you work on notifying current
students.) Note: If there isn’t enroliment go to Step 3.

Favorites = Main Menu »  Curriculum Management = » Schedule of Classes » > Schedule Class Meetings
¥
'S CalPolyPomona
W All = | search % | Advanced Search (2] Last Search Results
Meetings Enrollment Cntrl Exam
Course ID 013101 Course Offering Nbr 1

Academic Institution Cal Poly Pomona
Term  Spring Semester 2022 Undergrad
Subject Area HST History
Catalog Nbr 1101 World Civilizations to 1500
Enrollment Control

Session 1 Regular Academic Session Class Nbr 34362
Class Section 01 Component Lecture Event ID
Associated Class 1 Units 3.00
*Class Status] Stop Further Enroliment wi
Student
Class Type Enrollment Enroliment Status Closed Enrollment
No S i 8
Add Consent Requested Room Capacity 4 Total
Drop Consent| No Special Co v Enrollment Capacity 43 8
1st Auto Enroll Section Wait List Capacity 48 0
2nd Auto Enroll Section Minimum Enrollment Nbr

Resection to Section

Auto Enroll from Wait List (J cancel if Student Enrolled

[E]save ||[@h Return to Search 4= Nextin List (=] Motify

Meetings | Enrollment Cnirl | Exam
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Step 2: Inform Students of Cancellation

1. Navigate to the Class Roster page in PeopleSoft and search for the applicable class section.

*This is where we inform the enrolled students of the cancellation.

ORACLE

Class Roster

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

Search Criteria

Academic Institution| begins with v |[POCMP
Term| begins with » (2197

L Lo

Subject Area| begins with v |BIO
Catalog Nbr| begins with » {4000
Class Nbr| = A
Class Section| begins with v
‘Session| = v v
Course ID| begins with »
Course Offering Mbr| = v

= )
Search Clear | Basic Search 2 Save Search Criteria

Favorites = Main Menu - »  Curriculum Management » > Class Roster» » Class Roster

2. Click ‘Select All’ then ‘Notify Selected Students’ to send an email to enrolled students.

Favorites + Main Menu = > Curriculum Management = > Class Roster+ > Class Roster

DRACLE"

Class Roster

Fall Semester 2019 | Regular Academic Session | Cal Poly Pomona | Undergraduate

¥ BIO 4000 - 01 (73540)
Special Study for Upper Division Students (Sup)

Days and Times Room Instructor

TBA TBA Douglas Durrant

.| Enrolled v
*Enroliment Status: Class Permissions

Enroliment Capacity: 10 Enrolled: 1
Enrolled Students Personalize | Find | {2 | [ First (4 10f1 (1) Last
‘ | Select |\D Name g;i?: Units F’rﬁouiﬁlr:n- Flan Academic Level ‘Add Dt ‘Grade Dt
Undergraduate
1| W |012272169 |Cortes,Alejandro Graded | 1.00 |Baccalaureate |Junior 06/06/2019
- Biology
iSelect Alf Clear Al
Motify Selected Students
[Gh Return to Search JE| Nextin List
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3. Include CEU contact (currently: Jennifer Cousens (jlcousens@cpp.edu) in the CC box. The
system will automatically add the selected students email in the BCC box. Update the Subject
box and include a message to inform the students of the cancellation (See Sample Email Template
on Academic Planning and Resources Website).

4. When you are ready to send, click the yellow ‘Send Notification’ button, then click the ‘Return to
Class Roster’ link.

Class Roster

Send Notification

Type e-mail addresses in the To, CC or BCC fields using a comma as a separator.
Notification from Lam Le

Please include the individual
From Idle@cpp.edu listed below from College of

To ||dle@cpp.edu Extended University on the

CC: field Box to inform them

ccicowans gt o that the class section has
& been canceled for the term.

)

BCC |cortes@cpp.edu

N

All registered students’
email addresses will
automatically populate.

Subject Cancelled Class BIO 4000 Section 01

Message Text

Update the ‘Subject’ field and
provide information to the students
on the cancellation of the class
section and any other pertinent

information.

| Spell Check Message Text (Alt+5)
Send Notification

Return to Class Roster

Office of Academic Programs — Curriculum and Scheduling Rev. 09/2022 Page | 4




Step 3: Cancel the Class

1. Navigate back to Schedule Class Meetings. Search for your class and open the applicable class
section.
a. Return to the Enroliment Cntrl tab

#| Cancel if Student Enrolled

b. Select the checkbox
c. Change the Class Status to Cancelled Section to:
*Class Status| Cancelled Section v
d. Click on yellow Cancel Class button. el Class The system will cancel the
class, drop all enrolled students and automatically save. NOTE: Once you have clicked
the Cancel Class button, you will no longer have access to the students who were
enrolled.

i. Note: The total enroliment should be 0 after canceling the class.

ii. Note: If there are students still enrolled after canceling a class, set the class
status back to stop further enroliment, (no need to save) then cancel again and it
should drop all students.

Favorites « Main Menu ~ > Curriculum Management ~ > Schedule of Classes = » Schedule Class Meetings
')
\'( CalPolyPomona All ~ | Search % | Advanced Search [g] Last Search Results

Meetings

As

Auto

[5] save

Enrollment Control

Meetings | Enroliment Cntrl | Exam

Enrollment Cnirl Exam

Course ID 013101 Course Offering Nbr 1
Academic Institution Cal Poly Pomona
Term  Spring Semester 2023 Undergrad
Subject Area HST History
Catalog Nbr 1101 World Civilizations to 1500

Session A Regular Academic Session Class Nbr 31712
Class Section 01 Component Lecture Event 1D
sociated Class_1 Llpits 200
*Class Stat si Cancelled Section v E Cancel Class 0
Class Type Enrollment Enrollment Status Open
Add Consent No Special Co v Requested Room Capacity 48 Total
Drop Consent | No Special Co v Enroliment Capacity 43 0
1st Auto Enroll Section Wait List Capacity 48 0
2nd Auto Enroll Section Minimum Enrollment Nbr

Resection to Section

Enroll from Wait List Cancel if Student Enrolled @

[ Return to Search =] Previous in List ||4E] Nextin List [=] Motify
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