This guide will help you generate a Schedule of Classes report.

1.0

2.0

PeopleSoft Production Logon

Print Schedule of Classes

Navigate to https://cms.csupomona.edu/psp/HPOMPRD/?cmd=login&languageCd=ENG as shown below.

Enter Intranet User
ID & Password
(Case Sensitive)

ORACLE

Francais du Canada

PEOPLESOFT ENTERPRISE
Select a Language:
Enalish Espafiol
Dansk Deutsch
Francais
[taliano Manyar
Medetlands Morsk
Polski Porugués
Suomi Svenska
Cedtina BEE
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Navigate to Print Class Sched

ule

ORACLE

Main Menu = Curriculum Mansc

ﬁ Schedule of CI:

Maintain schedule of classes

= Class Search
E Yiewy the schedule of cl

= Schedule Class Mee
E Acddd, wiewy, and update
class.

Class BEvent Table
E Reviewy a class section'

roropoororpoproror

= Global Hotes Table
Define global notes.

= Exaim Code Table Report
Create & report of the exam code table.

Course Catalog
Schedule of Classes

Roll Curriculurn Ciata For,
Enrolmment Requirements
iCormbined Sections
Cwynamic Dates

Facility and Event Informs
Class Roster
Attendance Roster
Grading

iGradebook
Instructorf Advisor I

Click Here

() () () () ) ) A ) () ) () ) () )

Favarites ~ Main Menu > Curiculum Management!
- H - w

Class Search
Schedule Mew Course

Maintain Schedule of Classes

Schedule Class Mestings
Adjust Class Assodations
Lpdate Sections of a Class
iClass Event Table

Print Class Schedule
Exarn Code Table

Exam Code Table Report
izenerate Exam Schedule
Class Motes Table

Elobal Motes Table
Resource Queue Cleanup
Revieww Message Log
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https://cms.csupomona.edu/psp/HPOMPRD/?cmd=login&languageCd=ENG�

Print Schedule of Classes
3.0 Run Control ID

ORACLE

Favorites Main Menu > Curriculurn Managernent  * Schedule of Classes = Print Class Schedule

Print Class Schedule

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

Find an Existing Value

Maximum number of rows to return {up to 300 300

Run Control ID:| hegins with (]|

[case sensitive
: Search |) Clear |Elaai|: Search Eﬁave Search Criteria

Find an Existing Walue | Add 3 Mew Walue

Step 1 Click the Search button to view a list of your Run Control IDs. Select the appropriate ID from your

list. If you do not have a run control ID for ‘Print Class Schedule’ proceed to Step 2; otherwise
proceed to section 4.0.

You may use the same Run Control ID to print Class Schedules for different terms, sessions,

&
\(‘(’; academic organization (node), and class statuses.

ORACLE’

Favorites Main Menu > Curriculurn Managernent @ Schedule of Classes > Print Class Schedule

Print Class Schedule s :
“Recommendation

Eind an Existing Valug (| Add a New Value ’ The Run Control ID should reflect the type
= = S —— of report you're running. Do not include
information such as term/qtr., department
Run Control ID: “ name, etc. in your ID. We recommend one
of the following IDs for the Class Schedule
report:

{ A 1. Class_Schedule_Report
2. Print_Class_Schedule
3. Schedule of Classes_Report

Find an Existing Yalue | Add a Mew Value

Step 2 Click on ‘Add a New Value’ tab and enter a Run Control ID. A Run Control ID cannot have any

spaces; an underscore should be used in place of a space. Click on the Add button after you
have entered a Run Control ID.
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4.0

4.1

Print Schedule of Classes
Report Criteria

The Print Class Schedule tab and Report Options tab must be filled out prior to running your report.

Fill in the following required fields on the Print Class Schedule tab:

Academic Institution

Term

Academic Organization Node

Session

Schedule Print (located in the Maintain Schedule of Classes — Basic Data tab)

Print Instructor in Schedule (located in the Maintain Schedule of Classes — Meetings tab)
Class Status

ORACLE S

Favorites Maitn Mernu > Curriculum Management > Schedule of Classes @ Print Class Schedule

Print Class Schedule Eeport Options

Run Comtrol I: - Schedule_of_Classes_Report Eeport Manager  Process Monitor Run I
Academic Institution: IWCL Zal Poly Pomona
Term: ImCL Spring Guarter 2011
Academic Organization Node: 166-MHR] Q Management & Human Res
Session: |1_CL Fegular Academic Session
‘Schedule Print: All v Class Status

‘Print Instructor in Schedule: Al ] Active [l cancelled

Stop Enrl [ Tentative
Print By Campus: O]

Campus:
Print By Location:

Location Code;

Fsave | QRetunto search | tEPreviousinList | “ElnestinList | Elnatity | Eradd | Flipdateisplay

Frint Class Schedule | Eeport Options
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Print Schedule of Classes

4.2 Fill in the following required fields on the Report Options tab:
Print Meeting Pattern/Instr

Print Meeting Pattern Topic

Print Class Notes

Print Sections Combined

Print Class Enrollment Limits

Print Class Nbr for Non-Enroll

Report Only

Favorites Main Menu > Curticulum Management > Schedule of Classes @ Print Class Schedule

Print I edule (| Report Options )

Bun Control Il Schedule_of_Classes_Report Feport Manager  Process Monitor

Run I

Print Meeting Patterninstr Report Only
Print Meeting Pattern Topic

[]Print Class Attributes

Print Class Notes

LIPrint Global Notes

Print Sections Combined

[IPrint Class Characteristics

Print Class Enrollment Limits

L Print Requirement Designation

LI Print Reserve Capacities

Report Options

ORACLE

Dsave | QReturnto Search | tEPrevious inList | *Eestin List | Elnatity | Erdd | FlipdateDisplay

Print Class Schedule | Repaort Options
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5.0

5.1

Print Schedule of Classes
Run Report

ORACLE’

Print Class Schedule Eeport Options

A\

Click the Run button on

_ either the Print Class
Favovrites Main&ﬂenu > Curriculumm hvﬂanagement b Schedulevof Classes > Print Class Scheduls Schedule or Report

Options tab to run report.

Run Control I: Schedule_of_Classes_Report Eeport Manager  Process Wonitor Run I

Selection Criteria

Academic Institution: POCMP Gy Cal Poly Pormaona

Term: ’mQ Spring Gluarter 2011

Academic Organization Node: 166-MHR] Q Management & Human Res

Session: ’1—Q Regular Academic Session

*Schedule Print: All [v] Class Status

‘Print Instructor in Schedule: Al [+] Active [ cancelled
Stop Enrl [ rentative

Print By Campus: |

Campus:

Print By Location:

Location Code:

Eseve | SRetuntosearch | tEPrevious in List | *Elnest inList | Elnatity | Eredd | FlpdateDisplay

Frint Class Schedule | Eeport Options

Process Scheduler Request

ORACLE

Favc:vrites Mainflenu > Curriculurn I'-vflanagement > Schedulevc:fclasses > Print Class Schedule

Process Scheduler Request

User ID: 003975270 Run Control ID: Schedule_of_Classes_Report

Server Name: PSRN £ | run Date: 05262011 El
Recurrence: Faun Time: 12:87:51PM Resetto Current Date/Time I
Time Zone: Q

Process List

If you select a report
type of Email and
would like to send
the report to multiple
people, click on the
Distribution link.
Email addresses
should be separated
by commas.

Schedule of Classes SRz S0R Repart YWieh @ POF ﬁ] Diistrityution

ok ] canc |

Step 1
e Select “PSUNX” from the Server Name drop-down box.

e Inthe Type column, select either Web or Email. Selecting Web will allow you to return at a future date
to review this report request. If selecting Email, the report will not be saved in the PeopleSoft report
repository; therefore, you will only be able to access the report if saved in your email inbox.

¢ Inthe Format column, select either PDF or CSV.
e Click the OK button. This will return you to the Report Criteria page.

Proceed to section 6.0 if you selected a report type of Web; otherwise proceed to section 7.1 to view a sample report.

50f9

gm/AP
05/2011




Print Schedule of Classes
6.0 Process Monitor

If you have selected a Web type report, click on the Process Monitor link on either the Print Class Schedule or

Report Options tab to view status and download report. If you have chosen an Email type report, it is not
necessary to navigate to Process Monitor as the system will email you the report; check your e-mail inbox.

Faviorites Mair Menu > Curriculurn Management > Schedule of Classes > Print Class Schedule
Print Class Schedule Report Options
Run ControlID: - Schedule_of Classes_Report Report Manauer( Process Mnnitob Run I
~
~
Selection Criteria
Academic Institution: FPOCHMP & Cal Paoly Pormona ~ ~
Term: 2113 Q Spring Quarter 2011 N ~
Academic Organization Node: 166-MHR| Q Management & Human Res S ~
. N
Session: 1 &} Regular Academic Session ~
*Schedule Print: All Class Status
“Print Instructor in Schedule: All Active [cancelled
stopEnrl [ Tentative
Print By Campus: o
Campus:
Print By Location:
Location Code:
Bseve | Cmeturnto search | *EpreviousinList | “EesinList | Slwotity | Errdg | FlipdsteDisplay "
Frint Class Schedule | Eeport Options

Favorites Main Menu > Curriculunn Management > Schedule of Classes » Print Class Schedule

Process List

View Process Request For

Server: Name: Q Insiance:| to |

Run Distribution [¥] Save On Refresh

Status: Status:

Process List Customize | Find | view 41 | ) 8 moo BB - 0| oy

9946949 SAR Report SR201 003975270 0502672011 1:07:37PM PRT Success Fosted Details

ORACLE e ——

User ID: 003875270 Q) Type: | | Last | 1 Days

)

v

Step 1

e Click on the Refresh button periodically until the Run Status shows “Success” and Distribution Status shows

“Posted”.
e Click on the Details link to view report processing details.
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6.1

Print Schedule of Classes

Report Process Detail

ORACLE

Favarites Main Menu > Curriculumn Management > Schedule of Classes @ Print Class Schedule

Process Detail

Instance: 9946949 Type: S0R Report
Name: SR2M Description: Schedule of Classes
Run Status:  Success Distrilntion Status: Posted

R
Run Control I Schedule_of_Classes_Report Holil Request
Location: Server Oueue Request
Server: BELIN , ~Cancel Request

iDelete Request

Recurrence: Restart Request
Request Created On: 058/26/2011 1:07:44FPM PDT Farameters Transfer
Run Anytime After:  05/26/2011 1:07:37FPM PDOT Message Log
Began Process At:  05/26/2011 1:07:59PM PDT Batch Timinags
Ended Process At:  05/26/2011 1:08:21PM PDT

Click here

(0] 4 Cancel

7 of 9

gm/AP
05/2011



Print Schedule of Classes
7.0 View Report

ORACLE' N |

Favorites Main Menu > Curriculum Managerment > Schedule of Classes @ Print Class Schedule

View LoglTrace

Report ID: 1094 Process Instance: 934599 Message Log
Name: SR201 Process Type: S0OR Repaort
Run Status: Success

Schedule of Classes
Distribution Details
Distribution Node: HAPOMTRM Expiration Date: 05282011

File Size es Datetime Created

SGRE SEZ01 95946(99.10 1,625 05/26i2011 1:08:21.441064FPM POT
< Sr201 9946399.PDF 29,115 05/26i2011 1:08:21 441064FPM PDT
Sr201 99469900t 1,372 05/26i2011 1:08:21 . 441064FPM POT

Distribute To

Distribution ID Type *Distribution ID

User 003875270

Return |

If you selected the PDF report format, your file extension will end with “.PDF”. If you selected the CSV report format, your
file extension will end with “.CSV".

If no information meets your report criteria, you will not see a link to your report in the file list.
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Print Schedule of Classes
7.1 Report File

If you chose a PDF report format, your report will look similar to the sample report below.

L 2y I}@https:HcmsdevS-repDrts.ca\state‘edufusreuurtsfHAPOMTRNi109915r201,994699.PDF

|j sr201_994699.PDF {application/pdf ... | +

@ e @ an - @) colaboae - s

Eeport ID: CR201 Cal Poly Pomona Dage No. 1 of 11
8chedule of Classes for Spring Quarter 2011 Run Date: 05/26/2011
Regular Academic Session Run Time: 13:07:59

Business Administration - Management & Human Resources - Subject: Management & Human Rescurces

Subject Catalog Nbr Section Class Nbr Course Title Component Units Topics
MHR 201 0 30108 Lvrgng Yourslf Twrd MHR Careerlecture 2
{Face-to-Face)
Bldg: 15 Room: 1807 Days: Tu Time: 15:00 - 16:50 Instructor: Almaraz,Jeanne A
Class Enrl Cap: 45 Class Enrl Tot:42 Class Wait Cap: 50 Class Wait Tot: 14 Class Min Enrl. 0
MHR 201 02 33156 Lvrgng Yourslf Twrd MHR Careerlecture 2
(Online)
Bldg: TEA Room: TEA Days: TEA Time: TBA Instructor: Almaraz,Jeanne A
Class Enrl Cap: 30 Class Enrl Tot: 28 Class Wait Cap: 30 Class Wait Tot: 19 Class Min Enrl: 0

You MUST attend one of the following orientation class meetings on: March 29 from 5-6épm OR March 30 from 11:45am-12:45pm. In 6-204.

MER 301 01 30107 Principles of Management Lectuze 1
{Hybrid)
Bldg: 15 Room: 1807 Days: Tu Time: 08:00 - 02:50 Instructor: Sharifzadsh,Mansour
Bldg: TEA Room: TEA Days: TEA Time: TEA Instructor: Charifzadeh,Mansour
Class Enrl Cap: 117 Class Enrl Tot:113 Class Wait Caps 117 Class Wait Tot:4 Class Min Earl: o

This is a H¥BRID class and will meet face to face on Tuesdays.

MR 301 02 30881 Principles of Management Lecture 1
(Face-to-Faca)
Bldg: 9 Room: 333 Days: MWF Time: 09:15 - 10:20 Instructor: Delgado, Ruben
Class Enrl Cap: 40 Class Eanrl Tot:32 Class Wait Cap: 40 Class Wait Tot: & Class Min Enrl:

If you chose a CSV report format, your report will look similar to the sample report below.

sr201_994700.csv [Read-Only] - Microsoft Excel - =
Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat ‘Q) - =
;E:;y Calibri -l A= \‘@/_'l = Wrap Text General - ij?‘ % _’_;‘ﬂl EE- ?‘ ’E\ j ::Itfium - % lﬁ
EE S romatpainter | [B 4 L |[E[ 9 A ERdMerge & Center | |8 -1 2 |1 4] | o e sytes~ | o e T | Qe e seear
Clipboard I Font I Alignment ] Mumber [ Styles Cells Editing
DD B 70 O BB H-39-¢ K- TFHed -
1 - |
A B o D E F G H I 1
1 |Report ID: Cal Paly Pomana Page No. 1 of 11
2 |schedule Run Date: 5/26/2011
3 Regular AtRun Time: 13:34:57
4 Business Administration - Management & Human Resources - Subject: Management & Human Resources
5
6 Subject Catalog Nbr Section Class Nbr Course Title Component  Units Topics
7 |MHR 201 1 30105 Lvrgng Yours!f Twrd MHR Career  Lecture 2
8 (Face-to-Face)
9 Bldg: 15 Room: 1807 Days: Tu Time: 15:00 - 16:50 Instructor: Almaraz,Jear
10 | Class Enrl 45 Class Enrl Tot: 42 Class Wait Cap: 50 Class Wait Tot: 14 Class Min Enrl: 0
11
12 |MHR 201 2 33156 Lvrgng Yourslf Twrd MHR Career  Lecture 2
13 {Online}
14 |Bldg: TBA Room: TBA Days: TBA Time: TBA Instructor: Almaraz,Jear
15 Class Enrl 30 Class Enrl Tot: 28 Class Wait Cap: 30 Class Wait Tot: 19 Class Min Enrl: 0
16
17 You MUST attend one of the following orientation class meetings on: March 29 from 5-8pm OR March 30 from 11:45am-12:45pm. In 6-204.
18
19 |MHR 301 1 30107 Principles of Management Lecture 4
20 {Hybrid)
21 |Bldg: 15 Room: 1807 Days: Tu Time: 08:00 - 09:50 Instructor: Sharifzadeh,|
22 |Bldg: TBA Room: TBA Days: TBA Time: TBA Instructor: Sharifzadeh,|
23 Class Enrl 117 Class Enrl Tot: 113 Class Wait Cap: 117 Class Wait Tot: 4 Class Min Enrl: 0
24
25 |This is a HYBRID class and will meet face to face on Tuesdays.
26

Your report will provide information included in the report criteria.
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