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Abstract 

This document is designed to provide you with information necessary to configure CAMS Enterprise to match your 

institutionôs policies and practices for course offering and tuition cost structures. The steps covered in these pages 

are necessary and must be completed prior to registering students for any classes. Each of the items listed below 

are discussed in detail.  

The following items are essential in setting up the Registration module: 

 Cost Structure Setup 

 Define Tuition and Fees 

 Establish Refund Schedules 

 Set up Course Offering
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Disclaimer 

 
Three Rivers Systems, Inc. makes no representation or 
warranties with respect to the contents or use of this guide.  
Further, Three Rivers Systems, Inc. reserves the right to revise 
this guide and make changes to its contents at any time without 
obligation to notify any person or entity of such revisions or 
changes. 
In no event will Three Rivers Systems, Inc. be liable to buyer or 
any other party for any damages, including any lost profits, lost 
savings, or other special incidental or consequential damages 
arising out of the use of or inability to use such product, even if 
Three Rivers Systems, Inc. has been advised of the possibility 
of such damages, or for any claim by any other party. 
 
© 2007 Three Rivers Systems, Inc. All rights reserved. All 
company and product names included in this site may be 
trademarks or registered trademarks of their respective 
companies. The information contained in these pages is 
subject to change at any time without prior notice. 

 
 



 CAMS Enterprise ï Registration Setup 

Page 3 of 78 

Table of Contents 

Disclaimer ................................................................................................................................................. 2 
Table of Contents ..................................................................................................................................... 3 
Set Up Cost Structure ............................................................................................................................... 5 
Configure Billing and Refund Policy ......................................................................................................... 6 

Step-By-Step: Configure Billing Mode .................................................................................................. 6 
Step-By-Step: Configure Refund Policy ............................................................................................. 11 

Determine Accounting Method ............................................................................................................... 12 
Cost Structure Elements ......................................................................................................................... 14 
Setup Refund Elements .......................................................................................................................... 19 
Tuition and Refunds Setup ..................................................................................................................... 21 

Step-By-Step: Create a Cost Center .................................................................................................. 21 
Step-By-Step:  Create Cost Types ..................................................................................................... 22 
Step-By-Step: Automatic Setup of Cost Center ................................................................................. 23 
Step-By-Step: Copy an Existing Cost Structure ................................................................................. 24 

Defining Fee Structures .......................................................................................................................... 26 
Step-By-Step: Standard Cost Setup ................................................................................................... 26 

Refund Setup .......................................................................................................................................... 28 
Step-By-Step: Create Refund Groups ................................................................................................ 28 

Additional Registration Fees ................................................................................................................... 30 
Step-By-Step: Create Registration Fees ............................................................................................ 30 

Linking Students to Cost Setup .............................................................................................................. 32 
Course Setup .......................................................................................................................................... 33 

Step-By-Step: Create a Master Course .............................................................................................. 33 
Step-By-Step: Assign Co-Requisites .................................................................................................. 35 
Step-By-Step: Assign a Pre-Requisite ............................................................................................... 35 
Step-By-Step: Assign Course Equivalents ......................................................................................... 36 
Step-By-Step: Create Course for Specific Term ................................................................................ 37 
Step-By-Step: Create a Book List ...................................................................................................... 40 
Step-By-Step: Create Course Fee ..................................................................................................... 41 
Step-By-Step: Create Time Slots ....................................................................................................... 41 
Step-By-Step: Define Standard Class Schedule ................................................................................ 42 
Step-By-Step: Assign an Instructor to a Standard Scheduled Course ............................................... 44 
Step-By-Step: Define the Flexible Class Schedule ............................................................................ 46 
Step-By-Step: Assign Faculty for Flexible Scheduled Course ........................................................... 48 
Step-By-Step: Copy Course Master or Catalog Term ........................................................................ 49 
Step-By-Step: Copy Course Offering ................................................................................................. 50 

Cross-Listed Courses ............................................................................................................................. 51 
Step-By-Step:  Cross List a Course ................................................................................................... 51 

Overlapping Courses .............................................................................................................................. 53 
Non-Traditional Registration ................................................................................................................... 55 

Step-By-Step: Define Cohort Reference Table .................................................................................. 55 
Step-By-Step: Define Cohort Refund Groups .................................................................................... 56 
Step-By-Step: Define Cohort Refund Schedule ................................................................................. 57 
Step-By-Step: Assign Students to Cohort Groups ............................................................................. 58 
Step-By-Step: Merge Cohort Groups ................................................................................................. 59 
Step-By-Step: Add a Course Sequence Group .................................................................................. 60 
Step-By-Step:  Add Courses to a Course Sequence Group .............................................................. 61 
Step-By-Step: Create Cohort Course Offering ................................................................................... 61 
Step-By-Step: Schedule Cohort Course Offering ............................................................................... 64 
Step-By-Step: Assign Cohort Course Faculty .................................................................................... 65 
Step-By-Step: Merge Cohort Offering ................................................................................................ 66 

Course Evaluations ................................................................................................................................. 67 
Step-By-Step: Create a Course Evaluation ........................................................................................ 67 

Grade Groups ......................................................................................................................................... 73 



 CAMS Enterprise ï Registration Setup 

Page 4 of 78 

Index ....................................................................................................................................................... 77 



 CAMS Enterprise ï Registration Setup 

Page 5 of 78 

Set Up Cost Structure 

CAMS offers flexible functionality in setting your institutionôs costs. Two key 
elements in this process are the Cost Center and Cost Type. Use multiple 
cost centers to set up course-based accounting (costs are associated with 
the course), cost types to utilize student based accounting (costs are 
determined by student type), or use a combination of the two. 

Cost structure must be defined in CAMS prior to setting up your institutionôs 
Course  Offerings and registering students. Because each course is linked to 
a particular Cost Center and Refund Schedule, these items should be in 
place prior to course creation. 

It is also necessary to define the refund schedule as part of this process. 
Refund schedules reflect your institutionôs refund policies. CAMS generates 
credit transactions based on the refund group linked to a course being 
dropped and the studentôs refund type. 

Following is a checklist of tasks that need to be completed in order to 
generate the automatic registration process made possible in CAMS.  Each 
of the listed items plays a significant role in the flow of transactions through 
CAMS. Following the list, you will find more detail on each.  

Define Billing Mode and Refund Policies in CAMS Manager 

Determine Accounting Method 

Define Cost Structure Elements 

Set up Transdocs Related to Cost Structure 

Establish Cost Centers 

Define Cost Types 

Populate Campuses Reference Table 

Define Term Calendar 

Set up Refund Elements 

Establish Cost Center/Cost Type Relationships 

Define Tuition Costs 

Define Refund Schedules 

Link Costs and Refunds to Students 

Set up Course Offering 

Overlapping Course Sessions 

Non-Traditional Registration 
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Configure Billing and Refund Policy 

CAMS configuration windows, located in the CAMS Manager module, deal 
with many of the operating policies and procedures set by your institution. 
This area is one of the first to be addressed in the setup process. In this 
section we look primarily at registration and billing configuration as they 
pertain to setting your institutionôs cost structure and policies. 

Configure Billing Mode 

Determine the manner in which tuition is charged on your campus--hourly, 
full time flat with part time hourly rates, rates dependent upon the number of 
hours for which a student registers, or some other configuration. Review 
each of the billing modes to determine which is the most appropriate for your 
situation. 

Automatic billing within CAMS takes place using one of the configurations. 
Each of these modes determines the billing choices and fields shown when a 
cost setup form is opened in Tuition Setup (Registration > Offering > Setup > 
Tuition and Refunds). 

The tuition billing modes: 

Standard ï Utilizes a single flat rate for full time, hourly rate for part time. 

Banded ï Three bands of hour rates can be set. 

Part-time Banded ï Uses four bands for hourly tuition rates and one 
band for a fixed single tuition rate. 

Full-time Banded ï Allows for the use of multiple flat or fixed rates. 
Offers three bands for capped single tuition rates and two bands for 
hourly tuition rates. 

Hourly ï Tuition calculation is solely based on hours. 

Standard Full-Time ï Utilizes a single flat rate for full time, hourly for 
part time.  Will account for all credit hours, regardless of what campus 
the class is on, signed up for and charge based on the Campus 
associated with the student. 

Examples and further descriptions of these billing modes have been provided 
in the following pages. Consult with your registration officials and select the 
one that is most appropriate for your institution. The actual setting will be 
placed in the CAMS Registration Options form in CAMS Manager 
Configuration. 

Step-By-Step: Configure Billing Mode 

1. From the CAMS Enterprise Home page, click CAMS Manager 
>Configuration >Registration tab. The CAMS Registration Options form 
opens. 

2. Identify the Tuition Billing Mode from the available options. 
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Figure : CAMS Registration Options window 

Standard Billing Mode 

Standard Billing Mode is based on a traditional blend of hourly, capped, 
and over load rates. These include the following: 

 A single rate for full-time tuition 

 An hourly rate for part-time tuition 

 Definition of overload credits and overload credit rates per hour 

 Special fees: add/drop, audit, incidental, insurance, and late 
registration 

 

Figure : Standard Billing Mode window 

Total credits will depend on what campus the classes are associated with 
when the student registers.  If a student takes 6 credits worth of classes at 
the Main campus and another 6 credits worth of classes at a satellite campus 
then the student will be charged the Part Time rate for those classes for each 
Cost Center associated with the campuses.  CAMS Enterprise will not 
consider the student as having a Full Load of credits.  If all classes are 
associated with the Main campus then this student would pay the Full Time 
rate.  Fees will be charged from each Cost Center the student has classes 
registered for. 
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Banded Billing Mode 

Banded Billing Mode suits institutions that have multiple hourly rates. These 
includeé 

 Three bands for hourly tuition definition and rates (plus incidental 
and insurance fees). 

 Special fees: Audit, late registration and add/drop. 

 

Figure : Banded Billing Mode window 

Part-time Banded Billing Mode 

Part-time Banded Billing Mode mixes elements of standard and banded 
modes. It includesé 

 Four bands for hourly tuition definitions and rates (plus incidental and 
insurance fees). 

 Superseded by a band of capped, single-fee tuition rate. 

 Followed by a final band for overload hours. 

 Special fees include add/drop, late registration, and audit. 

 

Figure : Part-time Banded Billing Mode window 
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Full-time Banded Billing Mode 

Full-time Banded Billing Mode fits institutions that require multiple full time 
rates surrounded by hourly and capped rates. These includeé 

 Two surrounding bands for hourly tuition definitions and rates (plus 
incidental and insurance fees). 

 Three interior bands of capped, single-fee tuition rates. 

 Special fees include add/drop, late registration, and audit. 

 

Figure : Full-time Banded Billing Mode window 

Hourly Billing Mode 

Hourly Billing Mode will be chosen by colleges that compute tuition on an 
hourly basis. The mode includesé 

 Hourly rate. 

 Audit rate. 

 Special fees: incidental, insurance, add/drop, and late registration. 

 

Figure : Hourly Billing Mode window 
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Standard Full-Time Billing Mode 

Standard Full-Time Billing Mode is based on a traditional blend of hourly, 
capped, and over load rates. These include the following: 

 A single rate for full-time tuition 

 An hourly rate for part-time tuition 

 Definition of overload credits and overload credit rates per hour 

 Special fees: add/drop, audit, incidental, insurance, and late 
registration 

 

Figure : Standard Full-Time Billing Mode 

Total credits are not based on the campus associated with the registered 
classes.  If a student takes 6 credits worth of classes at the Main campus 
and another 6 credits at a satellite campus, CAMS Enterprise will consider 
this student as having a Full Load of credits.  CAMS Enterprise will then look 
at the studentôs status record to see which campus the student is associated 
with and then will charge the Full Time fee for that specific cost center.  Fees 
will only be charged from the Cost Center associated with the studentôs 
campus. 
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Refund Policy: Billing Settings in CAMS Manager 

Billing configurations in the CAMS Configuration window of the CAMS 
Manager Module are one of the first setup areas you will address in regards 
to Refund Policies. The field values entered here will determine how or if 
CAMS will award a refund or credit any of the fees listed in this form. Here in 
the configuration screen, you turn on the appropriate option and then fine 
tune actual refund rates and periods in the cost type refund forms. The 
values available in setting these refund policies are Full, None, or Pro-Rate.  

Step-By-Step: Configure Refund Policy 

1. From the CAMS Enterprise Home page, click CAMS Manager 
>Configuration >Billing tab. The Billing Configuration Form opens. 

2. Select the proper policy for each of the transaction types: 

 Flat Rate Tuition 

 Insurance 

 Hourly Rate Tuition 

 Incidental 

 Lab Fee 

 

Figure : Billing Configuration Form 
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Determine Accounting Method 

At this point in Registration Setup, you should have determined the Billing 
Mode you will be using and method in which Refunds will be applied. These 
configuration items are set in the CAMS Manger module. Prior to moving to 
the next steps of populating lookup tables relevant to tuition and refunds, it is 
important to first determine the accounting method your institution employs. 

That is, how does your institution assess tuition fees?  Do you charge based 
on the course taken, the student type, or a combination of the two? This 
information is important in determining the proper cost centers and cost type 
values to be put in place. An explanation of each approach follows. 

After evaluating and determining the method your institution will follow, we 
will continue with the setup of various elements and lookup tables essential 
to defining your cost structure.  

Course-Based Accounting  

With this method, a school charges solely on the basis of its courses. Each 
course within a department charges a fixed rate. This rate can be on the 
basis of a department-wide schedule, or it can be unique to that class. The 
only determinant that need change is the cost center. This value, by 
application to the class, means that the selection of the course by the student 
determines the amount charged. 

Student-Based Accounting  

Student-based accounting structures are used when the course itself is not 
the determining factor for tuition rate, but rather rates vary based on the 
student type. Many students sit in the same class, but are charged different 
rates based on their status: In-state, Out of State, Veteran, etc. In this 
scenario, one Cost Center is used with multiple Cost Types in place to 
accommodate the various rates. 

Compound Accounting 

The compound accounting approach is used when tuition is charged based a 
combination of the first two methods.  Thus you may have multiple cost types 
(student types) associated with multiple cost centers. 

See the diagrams on the following page for an example of these different 
accounting methods. This diagram is provided in an effort to help clarify the 
relationship between cost centers and cost types. 
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Cost Structure Chart 
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Cost Structure Elements 

This section primarily discusses the lookup tables that pertain to Registration 
and are to be populated as part of the Registration setup process. Each of 
the bulleted items plays a significant role in the flow of transactions through 
CAMS. Following the list, you will find more detailed information as to each 
itemôs impact. This should provide you with a sound understanding of the 
flow of Registration transactions through CAMS and thus the tools necessary 
to begin the setup processes for Registration.  

 Transdocs 

 Cost Center   

 Cost Type   

 Campuses   

 Term Calendar 

Setup Transdocs 

Transdocs serve as the pipelines that CAMS uses to automate the flow of 
transactions throughout the application. These pipes provide various 
definitions that make accounting processes efficient (account numbers, 
posting options, etc.).  TransDoc is a Reference table found in CAMS 
Manager >Lookup Table Options >Table Maintenance. (More specific 
information about Transdocs can be found in that section of this manual.)  
While Transdocs are generally set up by the CAMS Manager, the Registrarôs 
office and the Bursarôs office will come together to supply the appropriate 
values for the Transdocs used in defining your institutionôs cost structure. 

 

Figure : TransDoc Reference table 

In this setup process, you will need to build a set of Transdocs that will 
support the passing of charges from registration to billing. This will include 
the following items:  

 Tuition  

 Lab Fee 

 Insurance  

 Hourly Fee 

 Late Registration 

 Audit 

 Incidental Fee 

 Add/Drop 

If each cost center is to direct fees to different account numbers in the 
general ledger, then each defined Cost Center must have a separate set of 
Transdocs defined (i.e. Graduate Tuition, Undergrad Tuition, etc.). Doing so 
allows you to track revenues and other transactions by campus, department, 
etc. 
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Define Cost Centers 

The cost center houses a collection of Transdocs that supply billing pipelines 
for registration-related transactions. These Transdocs contain the necessary 
account numbers to which fees will be posted in the General Ledger. 
Transdocs can be shared across multiple cost centers if desired. However, if 
fees need to be posted to differing account numbers based on the cost 
center, each cost center then should have its own set of Transdocs, keeping 
in mind that it is the TransDoc that holds the account information and 
allocates transactions to the appropriate account numbers during posting 
processes. Cost Center is a Reference table found in CAMS Manager 
>Lookup Table Options >Table Maintenance. 

 

Figure : Cost Center Reference table 

At least one cost center must be made available and termed ñMainò. This 
value is provided with the initial installation of CAMS and should not be 
removed. Select a Transdoc for each of the categories: tuition, lab fee, 
insurance fee, hourly fee, late registration fee, and audit fee. If you created 
multiple Transdocs for accounting/reporting purposes make sure you connect 
the correct Transdoc to its cost center mate. 

Note: Transdocs can be associated with Cost Center or Cost Type. Values in Cost Type 
reference table take priority over the values in Cost Center reference table. If Transdocs 
exist for Cost Type, it is those values that will be used for transactions created during 
registration. 

Define Cost Types 

Cost types are affixed to each student (those without are supplied a value of 
ñDefaultò). Cost Type is used to build a cost structure within CAMS that 
allows for varying tuitions based on student type. For instance, in one class, 
you may have In-state students, Out of state students, senior citizens, high 
school (dual enrolled) students, veterans, etc. Each of these ótypesô are 
charged a different rate. All these students sit in the same class, but are 
charged varying rates depending on the value entered in the Cost Type field 
of their Student Status window.  These values are term specific and thus if a 
particular studentôs ñtypeò changes from one term to another, CAMS can 
easily accommodate. Upon registration, CAMS matches the registration term 
to the status term to obtain the appropriate value.   
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Figure : Student Status window 

In the Cost Type reference table, Transdocs can be entered into the table 
(same as they are added to the Cost Center reference table) so that 
transactions are posted to the proper accounts in the General Ledger, or by 
leaving these values blank, the Transdocs in Cost Center will be used.  
In the setup process, you will want to open the Cost Type table and make 
sure that a óDefaultô value has been defined.  

 

Figure : Cost Type Reference table 

The Default value is required as a minimum by CAMS in the same manner 
that ñMainò is a required Cost Center. These values serve as defaults and are 
applied to a registering student in rare instances where the Cost Type for the 
student has not been defined. This Default value is supplied with the initial 
installation of CAMS and should NOT be removed. 

The actual tuition fee amounts are defined in the Cost Types tab of the 
Tuition and Refunds window. 
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Populate Campuses Reference Table 

The Campuses reference table holds a cost center value for each Campus, 
along with Incidental Fee and Add/Drop Fee Transdocs associated with that 
Campus. These entries will facilitate accurate charging of the appropriate 
fees based on the Student Status Campus.  

 

Figure : Campuses Reference table 

Incidental and Add/Drop Fees 

Campuses, Cost Centers, and Cost Types are key in the accurate application 
of Incidental and Late Registration fees. Because incidental fees and 
add/drop fees are applied to a student only once per term, it is necessary to 
identify which amount should be charged. Some institutions employ multiple 
cost centers and students can actually take courses from varying cost 
centers. In such cases, CAMS must be able to determine the correct cost 
center-related fee to be applied.  This is done in the following manner: 

Upon registering a student for classes, CAMS looks at the studentôs Campus 
value in the Student Status window. 

This value is then compared to the Campuses reference table and the 
corresponding Cost Center is matched. 

This corresponding cost center is identified in the Cost Centers tab of the 
Tuition and Refunds window. The next item to consider is the Cost Types 
defined for that Cost Center. 

CAMS now compares the Cost Type value in the Student Status form (for 
appropriate term) with those defined in the Cost Types tab of the Tuition and 
Refunds window. 

The fee amounts set up in the cost setup form of the Tuition and Refunds 
window will be charged to the student. 

 

Figure : Student Status Entry window 
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In the setup process, it is important to check the Campuses reference table 
and make sure there is a value of Main and that Transdocs are selected for 
Incidental Fees and Add/Drop Fees for ñMainò campus. This value of Main is 
used like that in Cost Center and Cost Type as a default value. 

Fees can be custom tailored for each campus (should your institution use 
multiple campuses). Affix the cost center Main to the Main campus. If you 
need variant incidental and add/drop fees for other campuses, provide 
additional names and select those specific Transdocs. 

Note: Donôt mistake Access Campus to be the same as Campus.  Access Campus is 
found in the Student Access window and deals with security and head count. In CAMS 
Manager, users are given access to specific records based on Access Campus. This 
value is also used in determining head counts for various campusesðstudents may be 
taking multiple classes at different campuses, yet the credit for the head count typically 
goes to only one of these locations. Campus, on the other hand, deals with the charging 
of fees and is maintained in the Student Status form.   

Term Calendar  

Cost Center/Cost Type relationships are defined for each term. As you will 
see, this can be done using more than one method, such as straight, manual 
entry, or by copying from one term to another. However, before any termôs 
cost structure can be put in place, the Term Calendar must be defined. 

Your institutionôs academic terms are defined in the Term Calendar reference 
table.  It will be necessary to create a term in the reference table for the 
upcoming registration period. Term starting and ending dates are supplied in 
this table as well. 

The dates entered here are carried over to the Course Start and End Dates 
in Offering Maintenance. More is described about this under Offering Setup 
and Tuition and Refunds Setup. 
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Setup Refund Elements 

The following are critical elements in setting up your institutionôs refund 
schedules within CAMS: 

 Term Calendar Reference Table must be populated (Also discussed 
in Cost Structure Elements) 

 Populate Refund Groups Glossary Table 

 Populate Refund Types Glossary Table 

Term Calendar  

Your institutionôs academic terms are defined in CAMS in the Term Calendar 
reference table.  It will be necessary to create a term in the reference table 
for the upcoming registration period. Starting and ending dates are to be 
supplied in this table as well. These are important for they will help bound 
certain procedures such as refunds. 

Online registration from both the Faculty and Student portals can be 
restricted from here as well. 

Refund Groups 

Refund schedules are groups of time periods in which refunds can be 
granted. Refund Groups are setup in the Refund Groups tab of the Tuition 
and Refunds window. These refund groups are assigned to courses as 
Refund Schedules in the Registration Course Offering Maintenance window. 
Each Refund Setup includes Refund Group, Refund Type, and Refund 
Policy, along with a series or schedule of refund dates and amounts. 

 

Figure : Refund Groups window 

Create refund groups that describe the length of the refund period for the 
semester in the Glossary tables (e.g., daily, first 15 days, etc.). Place a name 
in the refund type glossary for each student group that will receive separate 
treatment (e.g., first-time freshmen). 
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Refund Type 

Refund types are linked with students; they create categories for all who 
differ in terms of their refund policy (first-time freshmen, continuing students, 
etc.) 

 

Figure : Refund Type window 



 CAMS Enterprise ï Registration Setup 

Page 21 of 78 

Tuition and Refunds Setup 

Once the appropriate lookup tables have been populated, its time to begin 
setting up tuition and other registration fees in the Tuition and Refunds 
window. During this process, you setup the cost center/cost type 
relationships and define the appropriate charges. Setup can occur in three 
different manners: 

 Individual entry 

 Automatic setup (ideal for initial occurrences)  

 Copying existing term information to a new term 

Each of these methods will be discussed and demonstrated in this section. 
Consider these steps as creating the outer shell, the setup of the basic cost 
structure. We will then look at the detail setup of the tuition and student fees.  

Setting up Cost Structure Manually 

This section describes the steps necessary to create an individual Cost 
Center/Cost Type structure. This method may be used to create all of your 
necessary combinations, or simply to add to an existing list that may have 
been created through either the automated or copy process. We will begin by 
creating the cost center, and then linking appropriate cost types to that cost 
center. 

Step-By-Step: Create a Cost Center 

1. From the CAMS Enterprise Home page, click Registration >Offering 
>Setup >Tuition and Refunds. The Tuition and Refunds window opens. 

2. Click Add to open the New Cost Record entry form. 

3. Select the appropriate term from the Term drop-down list (Term Calendar 
reference table). 

 

Figure : Cost Center window 

4. Chose the cost center to be added to the term from the Cost Center drop-
down list (Cost Center reference table). 

5. Click Update to save new entry or Cancel to exit without saving. 

6. Repeat these steps until all necessary Cost Centers have been added for the 
term. 
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Step-By-Step:  Create Cost Types 

1. From the CAMS Enterprise Home page, click Registration >Offering 
>Setup >Tuition and Refunds. 

2. In the Cost Center tab, double-click the cost center with which you will be 
working to select that cost center; you will be moved to the Cost Types form. 

 

Figure : Cost Center Grid window 

3. To create a new cost type for the selected cost center, right-click in the data 
grid to open a blank cost setup entry form. Note that the Billing Mode, Term, 
and Cost Center are displayed at the top of this form. Verify that you are 
working with the correct record prior to proceeding. 

 

Figure : Cost Type window 

4. Select a Cost Type from the drop-down list (Cost Type Reference table). 

Setting Cost Structure through Automatic Setup 

Automatic Setup is a process that generates a cost structure based on the 
entries made to the following reference and glossary tables:  

 Cost Center 

 Cost Type 

 Term Calendar 

 Refund Groups 

CAMS will automatically generate each possible scenario of Cost 
Center/Cost Type relationship for the term being setup. This feature is 
exceptionally helpful when first setting up a new type of term such as occurs 
in the initial setup of CAMS or when adding a summer session or other term 
unique to the existing setups. 
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Step-By-Step: Automatic Setup of Cost Center 

1. From CAMS Enterprise Home page, click Registration >Offering >Setup 
>Tuition and Refunds. The Tuition and Refunds window opens. The Cost 
Center Grid is displayed.  

 

Figure : Cost Center Grid 

2. Click the Setup button at the bottom of this form. 

 

Figure : Cost Setup window 

3. Select a term from the drop down menu (Note: this term was previously 
placed in the Term Calendar reference table). 

4. Click Update to save or Cancel to exist without saving entry. 

5. View the Cost Type Grid by double-clicking the new cost center. You will see 
a record for all cost types that have been created in the Cost Types 
reference table. 

 

Figure : Cost Type Grid 
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6. View the Refund Groups form to see that again, CAMS has generated all 
possible combinations, this time linking all Refund Types to each Refund 
Group.  As well, the start and end dates have been defined based on the 
entries made to the Term Calendar for that particular term. Note that the 
Refund Policy value will default to óStandardô for eachðyou will need to 
modify as necessary. 

 

Figure : Refund Group Setup window 

Copy Cost Setup 

The Copy Term Option allows you to copy existing cost setups from one 
term to another. Once a term cost structure has been established, it can be 
copied to any new term of your choice, so it is convenient to copy similar 
terms (i.e. Summer to Summer). Because the Term Calendar holds start and 
end dates for each term, CAMS is able to use these dates in the newly 
generated term and calculate new dates for such things as refunds, 
scheduling, etc.   

Step-By-Step: Copy an Existing Cost Structure 

1. From the CAMS Enterprise Home page, click Registration >Offering 
>Setup >Tuition and Refunds. The Tuition and Refunds window opens. 

 

Figure : Tuition and Refunds window 

2. Click the Copy button located at the bottom of the form. 

 

A refund 
group/refund 
type relationship 
is created for 
each existing 
Refund Group 
and Refund 
Type. 

 



 CAMS Enterprise ï Registration Setup 

Page 25 of 78 

 

Figure : Copy Term Options window 

3. Select the term from which you wish to copy. 

4. Identify the term you are copying to. 

5. If desired, cost structures can be copied for specified Cost Centers. 

6. Indicate whether or not you wish to also copy the courses that exist in the 
ñCopy from Termò. If you select ñYesò, additional options will become 
available. 

 

Figure : Copy Term Course Options window 

7. Determine whether or not CAMS should Copy Course Schedules ï this will 
include the course days, times, room location, and instructor. 

8. Indicate whether or not the copy process should ñInclude Courses without 
Registered Studentsò. 

9. Select whether or not to copy course fees as well as books assigned to the 
courses being copied. 

10. Click Copy to begin the process. 
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Defining Fee Structures 

As you can see, the outer shell has been created; we now need to plug in the 
detailðthe individualized fees and refunds associated with each grouping. 
These next steps will focus on the Cost SetupðRefund Groups will be 
covered later. Keep in mind that the Billing Mode should have already been 
established and indicated in CAMS Manager Configuration. For our example 
below, we have used the Standard Billing Mode. Please refer to the Billing 
Mode section presented earlier in this document to view the various options 
available. 

Step-By-Step: Standard Cost Setup 

1. Open the Cost Setup form by double-clicking the appropriate Cost Type in 
the Cost Type grid. 

 

Figure : Cost Setup window 

Note:  If you are adding a new Cost Type record, simply right-click in the data grid to bring 
up a blank entry form. 

2. Select the appropriate Registration Status: Batch, Online, or Closed.  

 Batch This is the default value and results in all registration 
transactions being automatically transferred to the Billing Batch 
where entries can be proofed prior to distributing to the student 
ledgers. This is the most common selection. 

 Online Registration fees will be transferred directly to the student 
ledger and thus not providing the opportunity for proofing and editing. 
This option is generally not the preference of most institutions. 

 Closed Selecting this option simply closes registration for this 
specific cost center/cost type for the specified term. 

Note: There must be one cost center in Tuition and Refund setup that hasn't been closed 
in this term and there must also be at least one course in the offering for the term before 
the term will appear in the term drop down field for the student and faculty portals.  
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3. Enter full time and part time fees for Tuition, Incidental Fee and Insurance 
Fee as applicable. 

4. In the Full Load Credits field, indicate the number of credits that constitute a 
full time load. Once a student reaches this level the full time fee will be 
applied. 

5. Designate the maximum number of hours a student can take before reaching 
an overload status. Anything taken beyond the limit set in the Over Load 
Credits field will be charged at the overload rate entered in the Over Load 
Per Hour field. 

6. Enter remaining fees of Add/Drop, Late Registration, and Audit Rate.  

The audit rate will be charged whenever the class has been marked as Audit 
in the studentôs Register form.   

Late Registration fees are defined in Tuition and Refund Setup process. The 
field labeled "Late Fee" will hold the amount to be charged to a student. 
These fee amounts can be different for various Cost Types (student types) 
and are assessed if the student falls within the following criteria: 

The student is registering for the first time within the specified term, and 

The date of registration falls after the last day of the 100% refund period (See 
Refund Group Setup). 

7. Click Update to save entry or Cancel to exit without saving. 

8. Repeat these steps for each Cost Type you wish to define. 

Note: Late fees that are set to $0.00 will automatically create a transaction with a 
TransType of AUDIT.  This is used to indicate that a late fee would have been charged but 
the value of the fee was 0.00. If the late fee does not need to be charged then delete the 
transaction.  

 

 
 

http://xmmystique/cent/help/hlpceRegCstTypSetup.htm
http://xmmystique/cent/help/hlpceRegRefGrpSetup.htm
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Refund Setup 

Refund Groups must be set up in order for CAMS to automatically generate a 
refund transaction when students drop classes or withdraw. You can define 
as many groups as needed. Each group contains a Refund Period, or 
schedule, detailing the timetable in which a studentôs account will be credited 
according to your institutionôs policy. You will first need to create Refund 
Groups and second, define the schedule for each group. 

Creating Refund Groups 

Step-By-Step: Create Refund Groups 

1. Begin the process of setting up these groups by accessing the Refund Group 
Setup form: From the CAMS Enterprise Home page, click Registration 
>Offering >Setup >Tuition and Refunds.  Click the Refunds Group tab. 

2. If you took advantage of the Setup option or the Copy Option to populate this 
data grid, you will want to verify the information that was loaded (Begin/End 
dates, Refund Policy, etc.) Once done, move forward with Defining Refund 
Periods. 

3. If you are adding records to the Refund Group, right-click in the data grid to 
access a blank entry screen. 

 

Figure : Refund Group window 

4. Select the applicable Refund Policy (Standard, Daily, Title IV). 

 Standard Policy is used when the refund percentages can be set by 
specified dates. 

 Daily Policy is used for situations that are not date specific, but 
rather the refund is based on the number of days after the start of a 
class. An example would be Independent Study and some Distance 
Learning classes. 

 Title IV Policy accommodates the federal requirements for Title IV 
refunds. 

5. Choose a Refund Group Name from the Refunds Group glossary table, and 
Refund Type from the Refund Type glossary table. 

6. Enter the Class Beginning and Ending Dates. (NOTE: The dates entered 
here will be automatically populated into the Start and End Dates for a 
course when the Refund Schedule is selected during Course Setup ï 
Offering Maintenance Detail entry form.) 

7. Click Update to save new entry or Cancel to exit without saving. 

Creating Refund Periods 
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Step-By-Step: Create Refund Periods 

1. Highlight the Refund Group you wish to define. If any refund periods exist for 
that group, they will be displayed in the lower half of this form in the Refund 
Periods data grid. If none exist, you will see a blank data grid. 

 

Figure : Refund Periods window 

2. Add a new entry by right-clicking in the Refund Periods data grid to open the 
data entry form. 

 

Figure : Refund Period Entry window 

You will notice that the refund group information is displayed here (blue field 
labels), providing the opportunity to ensure you are working with the right 
group. 

3. Enter date through which the refund percentage is effective. 

4. To add another period, click Next Period. To review/edit previous period, 
click Prev Period. These two options allow you to work continuously without 
having to close and reopen the entry form. 

5. Create as many entries as necessary to complete your refund schedule. 
When finished creating or modifying entries, click Update to save your work, 
or Cancel to exit without saving. 

Note: Each Refund Group is uniquely defined with a Refund Type (i.e. Default, First time 
freshman, etc.). You can issue varying refunds to groups of students based on these 
refund types. Link Refund Types to students in the Student Status form. Each Refund 
Group must have a 100% and 0% refund period.

Refund 
Periods for 
Refund 
Group 
named 15 
weeks 
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Additional Registration Fees 

In addition to the standard fees previously set up, CAMS provides ability to 
customize the fee structure by creating any number of fees to be assessed at 
the time of registration. This setup takes place in the Fees tab of the Tuition 
and Refunds window. Fees are grouped by Cost Type, so various fees can 
be applied to students based on their category. 

Step-By-Step: Create Registration Fees 

1. Prior to going to the Fees form, you will first need to select the Cost 
Center/Cost Type under which these fees will fall. From the Tuition and 
Refunds window Cost Centers tab, double-click the desired cost center. The 
Cost Types grid will be displayed. 

2. Highlight the appropriate Cost Type and click the Fees tab to access the 
Fees Definition form. 

 

Figure : Registration Fees window 

3. To add a new fee, right-click in the data grid to open the entry form. You will 
note that the top of this form displays the Term, Cost Center and Cost Type 
that the fee will be applied to. 

4. Select the Fee Document; a Transdoc previously set up in CAMS Manager. 

5. Select Fee Type: Flat, Hourly, One Time and set fee amounts for both full 
time and part time students. 

 Flat fees: student load is based on the load defined in cost setup.    

 Hourly: fees are charged based on the number of registered hours. 
If per hour fees are selected, the Fee Cap Max. field becomes 
available, allowing you to provide a dollar amount cap.  For example, 
if the student's load is 12 hours, and the per hour fee is $10 per hour, 
setting the cap at $100 would cause the student to be charged only 
$100.  If the fee cap max field is left blank or is set to $0.00, the 
student would be charged $120. 

 One Time fees: (these function similarly to incidental fees), studentôs 
load is based on the overall load which is the institution's overall load 
definition. Changes in fees are due to changes in student's overall 
load. One time fees are generated based on the studentôs cost 
center which is determined by the assigned Campus in the Student 
Status form (Cost Center is linked to Campus in the Campuses 
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Reference table) and the studentôs cost type.  These fees will be 
charged even if the student doesn't register for courses in the cost 
center.  One time fees will only be charged from student's cost 
center/student cost type. Refunds will not be generated if the refund 
type is set to ñNoneò.  

6. Select the Refund Type. Indicate whether or not this fee will be refunded in 
case of a withdrawal, and if so, specify that the fee will be refunded in full or 
that it will be prorated.  If Pro-Rate is selected, the system requires that a 
refund schedule (Refund Groups glossary table) also be selected. If no 
refund schedule is selected, or that refund schedule refund periods have not 
been defined, the system will not generate any refund. 

7. Click Update to save entry or Cancel to exist without saving.  

8. Add as many fees as needed for each cost type. 

Note:  If the Enable Reg Fees for Audit checkbox in CAMS Manager >Configuration 
>Registration Options is checked, the system includes any defined Registration Fees 
associated with the cost center cost type to be charged for audited courses (courses with 
AU grade designation). When this flag is disabled, the fees are not charged (audited 
courses only). 
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Linking Students to Cost Setup 

Thus far, we have created our cost centers, cost types, refund groups, and 
registration fees, linking these elements to each other as applicable to build 
the fee structure in employed by your institution. Now that these essential 
components have been put in place, the next step is to link these setups to 
the students so they are properly charged at the time they register. 

To assign the proper tuition rates, fees and refund policy to students, the 
right triggers must be set in the Student Status window.  That is, the 
Campus, Cost Type, and Refund Type values must be identified for each 
student. 

 

Cost Driving Statuses  

 

 

 

Figure : Student Status window 

Default values exist within CAMS so that should this step be overlooked, the 
student will at least receive a ódefaultô charge. If your institution only has one 
fee in place, óDefaultô statuses work fine. However, should you wish to 
deviate from default settings, it will be necessary to maintain these three 
status values in the Student Status window. This feature provides an 
excellent opportunity for you to customize your fee structures within CAMS. 
You will note too that a status record is maintained for each term. These 
records remain intact as part of the studentôs history. 
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Course Setup 

Once Cost Centers and Refund Schedules have been defined, they can then 
been attached to the courses. This section will look at the creation of your 
course offering. In CAMS, there are three categories your course listing may 
fall under:   

 Master Courses  All courses your institution could possibly offer. 

 Course Offering  Courses being offered for a specified term. 

 Catalog  Storage area for Master Course Catalogs no longer in use. 

Creating Master Courses 

While you could go directly to Course Offering and set up a list of courses in 
an effort to expedite your registration implementation, it will be necessary to 
set up your Master Courses in order to have CAMS run automatic checks for 
such things as prerequisites, course equivalents, etc. We will begin here by 
looking in detail at the creation of Master Courses. From the Master Courses 
window, you can set up course detail, assign prerequisites and co-requisites, 
and define course equivalents. 

Step-By-Step: Create a Master Course 

1. From CAMS Enterprise Home page, click Registration >Master Courses. 
The Master Courses window opens. 

 

Figure : Master Course Entry window 

2. If you are modifying an existing record, CAMS provides selection criteria 
options to be used in searching for the course to be updated. To Add a new 
record, right-click in the data grid.   
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Note: That while the Course Name field can hold a fairly lengthy title, you will want to 
keep in mind that this will be used in grade reports, transcripts, etc. and thus you may 
wish to keep it concise.  

3. Supply Course Division, Course Name, Department, Course Number and 
Course Type. The course ID used to identify courses in CAMS for such 
purposes as meeting prerequisites consist of the Department, Course 
Number, and Course Type.   

4. Check the Require Approval field if the student must have faculty/ 
instructor/advisor approval to take the course.  When you register a student 
for this course, a prompt will be displayed, asking if the student received the 
necessary approval.  If Yes is selected in the prompt, you may continue with 
the registration of the course.  If No is selected in the prompt, CAMS will not 
allow registration of that course. 

5. Active must be selected for the course to display for selection when setting 
up Course Offering, Degree Audit, etc.  Obsolete courses can be unchecked 
and will filter the selection lists to only active courses. 

6. Enter course details, Credits, hours, course-related fees, minimum Passing 
Grade, GPA Grouping. 

7. Enter the Course Weight to be used in the calculation of Faculty course load. 

8. Can Repeat ï Indicate whether or not the course can be repeated, meaning 
that the repeat policy will be ignored and all grades received for this course 
will be used in academic calculations. Normally, this will be No. 

9. Indicate whether or not the course should appear in the grade report and in 
the student transcript. 

10. Enter Grouping information (free-form field to further categorize courses) and 
the CIP Code (Classification of Instructional Programs) if appropriate. 

11. Check the Writing Intensive and Honors fields, if desired.  While these fields 
donôt appear on default CAMS transcripts, you can customize the transcripts 
to include these fields, which will display if checked on this screen. 

12. This course will display in the Faculty Portal Master Courses link if Display in 
Portal is checked. 

13. Max Credits - Used in Degree Audit, this is the maximum number of credits 
for which this course can count toward a group's requirements when 
Summarize is selected. Such courses would be those that are taken more 
than once like Band or Choir. 

14. Enter Course Description. This can be used to store information that can 
later be used in your course offering catalog produced for registration.  You 
can also add the Course URL, the web address dedicated to the course. 

15. When all desired fields are populated, click Add to save entry or Cancel to 
exit without saving. 

Note:  No duplicate courses may be entered into CAMS Master Courses, whether by 
adding a new course or modifying an existing course.  CAMS will not save a course that 
has the same Department, Course Number, and Course Type as another course already 
in the Course Master table.  If you enter duplicate Department, Course Number, and 
Course Type, and then click the Add/Update button, the following message displays:  "A 
course with the same Department, Course Number, and Course Type already exists.  
Cannot have duplicated courses in the Master Listing".  If you get this message, you can 
either change any of the Department, Course Number, and Course Type fields, and then 
save, or you can click Cancel to exit the window. 
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In Course Name, Department, Course Number and Course Type you cannot use a period 
as part of the entry.  CAMS Enterprise uses the period to separate these fields when using 
the quick registration entry field.  You can use a hyphen. 

Step-By-Step: Assign Co-Requisites 

1. Locate the course to which requisites will be applied. 

2. With the desired course highlighted, click the Co-Requisites tab. 

 

Figure : Add Course Requisite window 

3. To add a co-requisite course right click in the data grid.  A blank co-requisite 
page opens. 

4. Use the search icon to locate the co-requisite course. 

5. After selecting the course click Add to save the entry or Cancel to exit 
without saving. 

6. Add as many co-requisites as needed. 

Step-By-Step: Assign a Pre-Requisite 

Course pre-requisites are set in the Master Courses window. All pre-requisite 
courses must first exist in Master Courses in order to link them to each other. 
Courses linked through this process will be checked for 
completion/enrollment at time of registration.  

The Intelli-Formula Builder features a list of courses available from the 
master course list.  Use the Intelli-Formula Builder to create conditional pre-
requisite statements.  For example, Art-255 Commercial Art  may have a 
prerequisite of Art History 101 and one of the following courses:  Art Theory 
111, or Drawing 121, or Painting 131.   

Major and College Level may be added as pre-requisites in the formula. 

You may also add a single pre-requisite to a master course.   

To add one Pre-requisite course: 

1. From the CAMS Enterprise Home page, click Registration > Master 
Courses. Highlight the course to which you will be assigning a pre-requisite 
and click the Pre-Requisites tab.  The tab opens with the selected master 
course displayed. 

2. Click the Formula button to access the pre-requisite entry form.   

3. In the Build Course fields, first select the appropriate Department (Dept.), 
then 
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4. (Course) ID, and then (Course) Type from the appropriate drop down lists.   

5. You may enter a GPA Min (Minimum) which must be met in order to count 
the pre-requisite as complete, or you may leave it blank and any grade 
recorded will count the pre-requisite as complete. 

6. Click the Update button next to the Build Course fields to link the pre-
requisite to the master course. 

To create a formula for multiple Pre-requisite courses: 

Using the example above for Commercial Art, ART-255, from the CAMS 
Enterprise Home page, click Registration > Master Courses. Highlight 
ART-255 and click the Pre-Requisites tab.  The tab opens with the selected 
master course displayed. 

1. Click the Formula button to access the pre-requisite entry form.   

2. In the Build Course fields, first select the appropriate Department, AR, then 
(Course) ID, 101, and then (Course) Type, LEC, from the appropriate drop 
down lists.  You may enter a GPA Min (Minimum) which must be met in order 
to count the pre-requisite as complete, or you may leave it blank and any 
grade recorded will count the pre-requisite as complete. 

3. Click the Add button next to the Build Course fields to link the pre-requisite to 
the master course. 

4. Click the AND button then the open parentheses, ñ(ñ button. 

5. Select the appropriate info for the Art Theory Class (AR 111 LEC).  Click 
Add. Click the OR button.  Select the appropriate info for the Drawing class 
(AR 121 LEC). Click Add. Click the OR button.  Select the appropriate info 
for the Painting class (Art 131 LEC). Click Add. 

6. Click the close parentheses, ñ)ò button.  Click the Update button. 

 

Figure : Formula Builder for Pre-Requisites 

Step-By-Step: Assign Course Equivalents 

The Course Equivalents screen displays a list of courses that are equivalent 
to the highlighted course.  This feature is designed to link courses at your 
institution that may have had changes in course ID, description, etc.  CAMS 
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will then look at these courses as identical when checking for repeats and 
prerequisites during registration, degree audit and rebuilding repeats.   

1. In the Master Courses, Master Course tab, highlight the desired course and 
click the Equivalent Courses tab. 

2. Use the search icon to locate the equivalent course. 

3. Click Add to save the entry or Cancel to exist without saving. 

Assign a Grade Group to a Master Course 

See Grade Groups on page 73. 

Creating Course (Term) Offering 

After the Course Master has been created, select courses can be easily 
copied to a specified term offering. In Offering Setup, you will be able to tailor 
the courses on a term basis to meet the needs of your institution.  

There are four ways to create a Course (Term) Offering: 

 Copy Courses from the Course Master. 

 Add Courses Manually to the Course Offering. 

 Copy Entire Course Master or Catalog Term to a New Term  

 Copy Course Offering from One Term to Another. 

Copy Courses from the Course Master 

Step-By-Step: Create Course for Specific Term 

Offering Maintenance Tab, Page 1: 

1. From the CAMS Enterprise Home page, click Registration >Offering 
>Offering Maintenance. The Registration Course Offering form opens. 

2. Select the term you will be adding to and click Find. If any courses already 
exist for the term, they will be displayed in the data grid. 

3. Right-click in the data grid to open the course entry form.  

4. You will be prompted with an option to copy from Master.  If the course you 
wish to add exists in the Course Master and you wish to copy it, click Yes. 

5. Select the desired course by double-clicking it. The course information that 
exists in the master setup will populate the fields in the course offering setup 
forms. 
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Figure : Offering Maintenance Page 1 

6. Modify data as appropriate. 

7. Select a course StatusðOpen, Cancelled, Closed. If you have copied the 
Offering another term, this entry will default to ñOpenò if the ñOpenò value 
exists in the glossary table. (If the value is not in the glossary table, the entry 
will be blank.) Courses with such statuses as ñCancelledò or ñClosedò will be 
set to ñOpenò in the new term.  

8. Select a Cost Center for the course. This value will determine which fees will 
be applied (in conjunction with the Cost Type), and how the charges will be 
accounted for in the GL. 

9. Chose a Refund Schedule for the course, identifying which Refund Group is 
to be applied. The Studentôs Refund Type (set in Student Status) for the 
registering term will further determine how tuition will be refunded. 

10. Identify Access Campus for this course.  This value is used for reporting 
purposes only.  

11. Enter Course URL, if applicable, to will be used with the Student and Faculty 
Portals. 

12. Enter the Minimum and Maximum Enrollment counts. The maximum value 
will be used to limit enrollment to the classðupon registration a prompt will 
be displayed indicating that the class if full. Use the minimum level to 
determine when a class should be cancelled. 

13. Verify Course Start and End Dates. 

Offering Maintenance Tab, Page 2:  

14. Move to the second page of the offering setup by clicking the Page 2 button. 
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Figure : Offering Maintenance Page 2 

Like Page 1 of the Offering Maintenance tab, many of the values are 
already populated if the course was copied from the Course Master (i.e. 
Lecture and Lab Hours, Lab and Course Fees, etc.). You will want to take the 
time to validate these entries and modify where necessary for the specified 
term. 

15. Identify Variable Credit or Independent Study courses. 

16. If students are required to complete an online course evaluation before they 
can view their final grade an evaluation must be associated with the course. 
Click Eval Form to add a predefined course evaluation form. See Course 
Evaluation on page 67 for set up information. 

17. The remaining fields are carried over from the Master Courses and can be 
changed for the designated term if necessary. 

Note: If the GPA Grouping is set on the studentôs status record that setting will overwrite 
the setting in the offering when the student is registered.  

18. Click Add to save entry, Cancel to exit without saving changes, or Page 1 to 
return to the first page of the Offering tab. 

Note: Lab Fees and Hourly Course Fees have corresponding Transdocs that can be set 
in either Cost Center reference table or Cost Type reference table.  If Transdocs have 
been defined for the Cost Type reference table, specifically the Tuition TransDoc, then 
TransDoc values for the Lab and Hourly fees will also be pulled from the Cost Type table.  
If the Tuition TransDoc is left blank in Cost Type reference table, then the Cost Center 
values will be used. 
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Registration Book List 

The second tab in the Registration Offering Maintenance window keeps a list 
of books used for the specified class, tracks basic information such as ISBN 
number, Author, Cost, etc. 

Step-By-Step: Create a Book List 

1. On the Offering tab highlight the course you want to add a book to.  Click the 
BookList tab.  The Registration Book List displays. 

 

Figure : Registration Book List window 

2. To edit an existing book double click on the book in the data grid.  To add a 
new book right click in the data grid.  The Course Book List window opens. 

 

Figure : Course Book List window 

3. Fill in the fields and click Add. 

Registration Waiting List 

At any time, you can view all students on the wait list for a particular class. 
The Registration Waiting List is automatically generated at the time of 
registration when the user opts to place a student on the wait list when the 
class is full. Students may be added or deleted from the waiting list.  See 
online help for complete details.   

Registration Course Fees 

In addition to the lab fees and hourly course fees that can be set in the 
Offering tab forms, course-related fees can be added through the 
Registration Course Fees form. This function provides you with incredible 
flexibility in setting various fees for courses. Fees can be assessed on an 
hourly or flat rate, and can be designated as optional at time of registration. 
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Step-By-Step: Create Course Fee 

1. From the Registration Course Offering Maintenance window, click the 
Course Fees tab. 

2. A list of existing fees will display if present. Right-click in the data grid to 
open the fees entry form. 

 

Figure : Course Fee window 

3. Select the appropriate Trans Doc to be used for this transaction. 

4. Enter rate and choose either Flat or Per Hour for the manner in which the fee 
is to be charged to the student. 

5. Determine the Refund Type. 

6. Repeat these steps for all fees related to course. 

Time Slot Maintenance 

Time Slot Maintenance allows you to define specific time slots consisting of 
time and days. Each time slot can be individually named, and then used in 
Offering >Offering Maintenance. Select course and click Schedule. This 
saves time when creating course schedules. Note that this feature is not 
available with Flexibly Scheduled courses. 

Step-By-Step: Create Time Slots 

1. To open the Time Slot Maintenance window, click Registration >Offering 
>Setup >Time Slot Reference. Existing time slots display in the data grid. 

 

Figure : Time Slot Maintenance 

2. Right-click in the data grid to add a new time slot. The Time Slot Entry detail 
form displays. Active must be checked in order for the time slot to be 
selected during the schedule process. To disable a time slot, remove the 
check from the Active option. 
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Figure : Time Slot Detail 

3. Enter the appropriate Slot Name (40 alphanumeric character maximum).  

4. Enter the Start Time and End Time, selecting AM or PM for both.  

5. Click the check box next to each day to which this time slot applies. 

6. Click Add to save this record, or Cancel to exit without saving. 

To modify an existing time slot, double click the appropriate one to open the 
Time Slot Entry detail form, enter changes, and then click Update to save. 
Modifying a time slot will NOT automatically apply changes to courses to 
which the time slot is assigned. 

To delete an existing time slot, highlight the appropriate one and then click 
Delete. A Confirm Delete message displays. Click Yes to confirm delete. This 
permanently removes the time slot from selection in the course schedule, but 
does not automatically delete the course times and days out of courses 
assigned that time slot. 

To print a list of time slots, click Print. A Confirmation Data Saved message 
displays. Click Yes. A Crystal report displays which includes the time slot 
name, meeting days and times, and whether the time slot is active. 

Course Schedule/Classroom Assignment  

 Course schedules can be assigned in either the traditional manner or by 
utilizing a flexible format.  While standard scheduling typically follows the 
structure of same days/times each week, it may be necessary in some cases 
to schedule course times, classrooms, and faculty for different days each 
week, with varying times, and possibly different instructors for each of those 
sessions. Flexible Scheduling is available for this need and is described in 
greater detail later in this section. 

Step-By-Step: Define Standard Class Schedule 

1. From the CAMS Enterprise Home page click Registration >Offering 
>Offering Maintenance.  The Registration Course Offering window opens. 
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2. Use the selection criteria to display a list of courses with which you wish to 
work. Highlight the course you wish to schedule. 

 

Figure : Registration Course Offering window 

3. Click the Schedule button at the bottom of the window to open the Course 
Schedule/Faculty form. (The top portion of this form will display the course 
information.)  

 

Figure : Registration Course Faculty Detail window 

4. Right click in the data grid to add a new record, or double-click on an existing 
record to make changes. 

5. Select Offer Days. If you need to include more than one day in your 
schedule, hold the <Ctrl> key while clicking the mouse on each day you wish 
to include, or hold the <Shift> key while clicking the mouse to select a range 
of days (click first desired day, hold <Shift> key and click the last day in the 
list you wish to include). Or, click the appropriate Time Slot, and  

6. Choose the room location using the search icon and selection filters.  

7. Enter the time the class will be meeting in the selected room for the selected 
days. You'll need to use the Up/Down arrows on your keyboard in order to 
enter the time in this field.  Click Update. 

Use the Time Slot 
feature to speed 
course schedule 
data entry.  The 
Offer Days, Start 
Time, and End 
Time are 
automatically 
populated based 
on the Time Slot 
selected. 
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8. If the times you select conflict with another scheduled class or meeting room 
the Schedule Conflicts for Room section displays in the lower half of the 
screen. You can click Add requested schedule anyway? (Conflicts to be 
resolved later.) checkbox to keep the schedule and later change this 
schedule or the conflicting roomôs schedule or change the schedule for this 
class to prevent the conflict. 

 

Figure : Schedule Conflict for Room display 

9. Click Add/Update to save changes or Cancel to exit without saving. 

Note: If the Maximum Occupancy of the room (set in the Rooms reference table) assigned 
to the Course is less than the Maximum Enrollment value of the course then a warning 
message displays allowing you to cancel the assignment or to override the warning. If 
either the roomôs capacity is zero or the courseôs maximum enrollment value is zero, then 
CAMS assumes an unlimited seating and the warning is not displayed. 

 

Faculty Assignment ï Standard Schedule 

Faculty are assigned to courses through the Course Offering Maintenance 
window. Multiple instructors can be linked to a course. In addition to many 
reports that can be generated (term teaching reports, schedules, rosters, 
etc.) once linked, CAMS will be able to calculate faculty load based on the 
value supplied in the Weight Factor for Load in the Course Maintenance 
form, page 2.  

Step-By-Step: Assign an Instructor to a Standard Scheduled 
Course 

1. From the CAMS Enterprise Home page click Registration >Offering 
>Offering Maintenance.  Registration Course Offering window opens. 

2. Use the search filters to produce an appropriate list of courses from which to 
select. Highlight the course you wish to schedule. 
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3. Highlight desired course and click the Schedule button at the bottom of the 
form. The Course Scheduling/Faculty form will open. The top of this form 
displays the course information for viewing purposes only. 

4. If you wish to assign faculty to the course without first assigning a room and 
time schedule, check the box labeled "Remove Schedule\Faculty checking". 
Without this checked, CAMS first looks for the existence of a room and time 
schedule for the course. If non existent, you will not be able to go any further 
in assigning faculty.  

Warning: Checking the "Remove Schedule\Faculty Checking" option 
disables this feature and you will not be notified of any scheduling 
conflicts prior to saving the record.  

 

Figure : Course Scheduling/Faculty window 

5. In the Faculty Assignment data grid, right-click to add a new record or 
double-click on an existing record to make changes. 

6. Select a faculty member using the search icon and filters to produce a faculty 
list.  

Note: Faculty must have been previously added through the faculty module in order to be 
available for selection here. 

7. Enter the Course Weight. 

8. Supply the starting and ending dates during which this instructor is assigned 
to the course. 

9. Enter the instructor's office hours. 

10. Click Add/Update to save the record or Cancel to exit without saving. 
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Flexible Course Scheduling 

The Flexible Schedule Course detail form is used to specify the class 
meeting location, dates and times and instructors for non-traditional classes.  

Step-By-Step: Define the Flexible Class Schedule 

1. If the Flexible Scheduled field is checked on the Course Maintenance 
screen in Registration Course Offering, then multiple days, times, rooms, and 
instructors can be set for the class schedule. 

 

Figure : Flexible Scheduled option 

2. Use the selection criteria to display a list of courses with which you wish to 
work.  Highlight the course you wish to schedule. 
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Figure : Registration Course Offering window 

3. Click the Schedule button at the bottom of the window to open the Course 
Schedule/Faculty form. The top portion of this form displays the course 
information.  The Flexible Schedule Course window opens with the upper 
data grid displaying the classrooms, days, and times.  The lower section 
displays the faculty assigned to teach during the selected period in the upper 
grid. 

 

Figure : Flexible Schedule Course window 

4. Right click in the data grid to add a new record or double-click an existing 
record to make modifications. 

 

Figure : Schedule Room, Day, and Class Times 

5. Enter the class Date, and the From and To times.  Choose the Room 
location using the search icon and selection filters. 

6. Click Add or Update to save the record or Cancel to exit without saving the 
changes. 
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Step-By-Step: Assign Faculty for Flexible Scheduled Course 

1. Highlight the specific schedule record in the upper grid that the faculty will 
teach. 

2. Right click in the Faculty data grid to add a new faculty member or double 
click an existing entry to edit a current faculty record. 

 

Figure : Schedule Faculty for Flexible Schedule Course 

Multiple faculty members can be scheduled for the same schedule record.  
Specific days and times can be set for each faculty member.  The time fields 
are auto populated with default values of the schedule times previously 
defined. However, these times may be modified to accommodate various 
scheduling needs (ex. a faculty member is only going to teach for half of the 
courseôs scheduled time).  These fields do not change or conflict with the 
corresponding fields that were set in the schedule record. 

3. Select a faculty member using the search icon and filters to produce a faculty 
list. 

4. Click Add or Update to save the record or Cancel to cancel the change. 

5. Click Return to return to the Registration Course Offering data grid.  
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Add Courses Manually to the Course Offering  

Manually adding courses to the Course Offering is similar to Copying from 
the Course Master above except when you are prompted to copy from 
Master you will click No.  You will need to enter course data specific to the 
defined term. 

Note: If you want this course to have CAMS run automatic checks for prerequisites, 
course equivalents, degree audit, etc. you will need to add it to Master Courses. 

Copy Entire Course Master/Catalog Term to a New Term  

Step-By-Step: Copy Course Master or Catalog Term 

1. From the CAMS Enterprise Home page, click Registration >Offering 
>Setup >Offerings. The Offerings Setup Options window opens. 

 

Figure : Offerings Setup Options window 

2. In the Select a Source field you can choose either Copy From Master List, 
which will copy the entire current Master Course list to the New Offering 
Term, or Copy From Catalog Term, which will allow you to copy the Master 
List as it was in a previous term (if youôve previously copied the Master List to 
a Catalog). 

3. If you selected Copy From Master List you will then need to select the term 
you want to copy to in the New Offering Term. If you selected Copy From 
Catalog Term an additional field, Which Catalog, will appear and you must 
also select the term you want to copy from. 

4. Click Generate.  The courses are copied to the new term. 
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Copy Course Offering from One Term to Another.  

This process is accomplished using the Copy feature in the Tuition and 
Refunds window and will allow you to copy only those classes that were 
offered from a previous term. 

Step-By-Step: Copy Course Offering 

1. From the CAMS Enterprise Home page, click Registration >Offering 
>Setup >Tuition and Refunds. The Tuition and Refunds window opens. 
The Cost Center Grid displays. 

2. Click the Copy button. 

 

Figure : Copy Terms Option window 

3. Select the Copy from Term and the Copy to Term. 

4. To copy courses select Yes in Copy Courses.  When you select yes several 
additional options appear relating to courses. 

 

Figure : Copy Term Course Options window 

You have the option of copying the Course Schedules, Courses without 
Registered Students, Course Fees, Faculty and Books from the Copy from 
Term.  

5. Select those options that will apply to the new term. 

Note: It might be quicker to select all the options you want if the majority of them will be 
correct.  Then change the few courses that might have changed for the new term. 

6. Click the Copy button.  A message will pop up and if you are sure then click 
Yes. Courses will be copied with the attributes currently assigned to them in 
the existing term. Course status to will be set to "Open", provided this value 
exists in the glossary table (Offering Status). If the value does not exist, the 
field will be left blank. 
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Cross-Listed Courses 

Cross-listed courses are courses which are actually the same course that 
have different names in different departments.  For example, the Mechanical 
Engineering Department may offer a Dynamics course on Tuesdays and 
Thursdays from 8 AM to 10 AM taught by Professor Jones in Room 112, and 
the Electrical Engineering Department may offer a Thermal Dynamics course 
on Tuesdays and Thursdays from 8 AM to 10 AM taught by Professor Jones 
in Room 112.  Because you may wish to get a total enrollment count on this 
course, you will want to cross list it. 

When generating a roster, you have the option to combine cross listed 
courses (enrollment for meaning all courses cross listed will be summed 
together) or to leave them uncombined in order to get enrollment counts for 
each class individually.  More information on rosters is available in the 
Registration Processes PDF.  

Step-By-Step:  Cross List a Course 

1. From the CAMS Enterprise Home page click Registration >Offering 
>Cross Listed Courses. The Cross List Setup window opens. 

2. Enter the Term for which you want to create cross listed courses. 

3. Locate the master course, or the course to which you want to link other 
courses.  Use the Department, Course Number, or Course Type fields to 
narrow the list, and then click Find.  Any courses matching the search criteria 
display in the Master Courses data grid. 

 

Figure : Cross List window 

4. Highlight the course you wish to designate as the master course.   

Note:  If a course is already designated as a cross-listed course, it cannot be designated 
the master course.            
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5. Any courses already cross listed with the master course display in the Cross 
Listed Courses data grid.  Right-click to cross list a new course.  A window 
displays the term and master course name.  Use the Department, Course 
Number, or Course Type fields to narrow the list, and then click Find.  Any 
courses matching the search criteria display in the Courses data grid. 

 

Figure : Add Cross Listed Courses window 

6. Highlight the course you wish to cross list, and then click Add.  The Cross 
List Setup window displays with selected course in the Cross Listed Courses 
data grid. 

7. To remove a cross listed course, simply highlight the course and then click 
Delete. 
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Overlapping Courses 

In many cases, a need arises to have multiple start and end dates for classes 
that are offered within the same term. Classes such as distance learning, 
inter-sessions, independent study, etc., may differ from your standard course 
offering. Accommodating this type of situation is a fairly simple process within 
CAMS. The primary components of setting up this scenario so that charges 
and refunds are appropriately applied consist of setting the course beginning 
and ending dates, and establishing the appropriate refund policy to these 
types of courses. 

Setting Course Date Ranges 

Course dates appear in the Offering Maintenance form and are derived from 
the setting in the selected Refund Group. (See Refunds Group in the Tuition 
and Refunds Setup section of this document.) In the example below, the 
Begin and End dates have been set for the Refund Group titled ñ15 Weeksò. 
As many groups as necessary can be created. Upon selecting ñ15 Weeksò 
from the dropdown list (Refund Groups Glossary Table), the dates were 
automatically populated. 

 

Figure : Refund Group and Dates window 

Each Cost Center can have its own set of Refund Groups/Refund Type 
combinations. For instance, you can set up a Cost Center for Distance 
Learning. This cost center will have its own Refund Group set up with course 
begin and course end dates. These dates may differ from that of another cost 
center or group of classes. 

These dates come in as a ñdefaultò form the values present in the Refund 
Group Setup, and can be modified at this point if necessary.  
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Applying Refund Policy 

In addition to setting the date ranges, a potentially more crucial step is to 
define the appropriate refund policy for the various course offerings. For 
instance, the distance learning may start at a different time during the 
semester than the rest of the courses offered. During this period, it is 
necessary to know when and how much if any funds should be refunded to a 
student dropping the class. Therefore one standard refund policy will not 
work across the board. 

Note in the sample window below, that there several Refund Groups within 
the same term. 

 

Figure : Refund Groups and Periods 

Each of the groups have different start and end dates. In addition, each of 
the Refund Group/Refund Type combinations can has its own Refund Period 
defined to accommodate required refund scenarios. See Tuition and Refunds 
Setup for more detail on creating Refund Groups and Policies. 
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Non-Traditional Registration 

The non-traditional functionality is designed to provide a means in which 
courses and students can be processed in a date-driven rather than term-
driven manner. Students are grouped together in various cohorts. Course 
sequences can be defined so that they are easily added to an offering 
designed for specific cohort groups. The studentôs academic path can be 
preset and quickly applied. In addition, Transcripts, Student Schedules, and 
Grade Cards can be produced for non-traditional students, displaying records 
chronologically by date rather than term.  

The setup includes the following aspects: 

 Setting up of Cohort Reference Table 

 Establish Cohort Refund Schedule 

 Assigning Students to Cohort Groups 

 Defining Cohort Course Sequences 

 Creating Cohort Course Offering and Schedule 

Once the basic setup is complete, Registration can take place. See 
Registration Processes documentation for detailed instructions on the 
registration process. 

Setup Cohort Reference Table 

Before students can be assigned to a particular cohort group, those cohort 
values must be defined in the Cohort Reference Table. Cohorts are used to 
group students into a specific program path. Sequences of courses can be 
defined for a group and students within the group can be registered 
simultaneously for these classes. 

Step-By-Step: Define Cohort Reference Table 

1. Access the reference table through CAMS Manager >Lookup Table 
Options >Table Maintenance >Reference Tables tab >Cohort. 

  

Figure : Cohort Reference Table 
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2. Right-click to add new value or double-click existing entries to make 
modifications. 

3. Supply Cohort Name. This label is the value that appears in the drop down 
list when later selecting cohort groups. 

4. Indicate whether or not the cohort value is Active. Only active values will 
appear in drop-down lists (with the exception of reporting areas). 

5. Enter the amount to be charged upon registration in Per Credit Fee Rate.  

6. Provide Cohort start and end dates. These fields are used as reference 
information only. 

7. Select Refund Group that applies to this cohort. The refund policy will be set 
up in the cohort Refunds window. 

8. Click Add or Update to save record or Cancel to exit without saving 
changes. 

Defining Cohort Refunds 

Cohort refunds are configured as a Daily refund, meaning that refunds are 
applied based on the number of days elapsed since the course start date. 
Refunds will be automatically calculated at the time a course is dropped and 
will be based on the setup here. The process of setting refund policy consists 
of first defining the Refund Group and then setting the Refund Schedule. 

Step-By-Step: Define Cohort Refund Groups 

1. Access the reference table through Registration >Non-Traditional >Setup 
>Refunds. 

 

Figure : Cohort Refunds 

2. Right-click in the Refund Groups data grid to add a new record. 
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Figure : Cohort Refund Group 

3. Select a value from the drop down list for the Refund Group (required). 
These values are previously defined in the Refund Groups Glossary table in 
CAMS Manager.  

4. Provide Description as appropriate. 

5. Click Add or Update to save the record, or Cancel to exit without saving 
changes. 

Step-By-Step: Define Cohort Refund Schedule 

1. Highlight the Refund Group in the upper data grid for which the schedule is to 
be defined.  

2. Right-click in the Refund Schedule data grid to begin setting up the schedule. 

 

Figure : Cohort Refund Schedule 

3. Enter the number of Days from course start date (required) for which the 
Refund Percent will be applied.  

4. Supply the Refund Percent (required) amount to be applied.  

5. Click Add or Update to save record or Cancel to exit without saving 
changes. 

6. Repeat these steps until the schedule is complete. Note that the refund 
percentage will be applied to drops occurring in the day ranges defined as 
depicted in the example below 

7. 0 Days ï 100%: Drops up to and including the day before the class starts will 
be refunded at 100% 

8. 5 Days ï 80%: Drops occurring from the start of class to 5 days into the class 
will receive an 80% refund. 



 CAMS Enterprise ï Registration Setup 

Page 58 of 78 

9. 10 Days ï 50%: Drops occurring from Day 6 of the class to Day 10 of the 
class will receive a 50% refund. 

10. 11 Days ï 0%: Any courses dropped after day 10 will receive 0% refund. 

Note: You must have an entry of ñ0ò Number of Days for each refund schedule in order for 
students to receive a refund if they drop prior to the first day of class. The last entry for a 
schedule should include a Refund Percent of ñ0ò. 

Assigning Students to Cohort Groups 

Cohorts are designed to allow students to be categorized into a specific 
group such as a program track that will follow a specific curriculum path. 
Once the Cohort Reference table has been defined in CAMS Manager, 
students can be added to those groups. 

Step-By-Step: Assign Students to Cohort Groups 

1. Open the cohort assignments window though Registration >Non-
Traditional >Setup >Students. The Cohorts (upper) data grid in this window 
displays the Cohorts list and is auto populated based on the setup of the 
Cohorts Reference table.  

 

Figure : Assign Students to Cohorts 

2. Highlight the cohort group that you wish to assign and right-click in the 
Students in Cohort (lower) data grid to add a student to the group. 
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Figure : Student Selection 

3. Use the search icon next to the Student UID field (required) to select the 
student to be added to the cohort group. 

4. If the Grade Catalog for this student is different than the default grade 
catalog, select the appropriate one from the list. 

5. Click Add to save the record or Cancel to exit without saving. 

6. Use the Delete button to remove students from the list. 

7. Use the Merge button to merge cohort groups. See Merging Cohort Groups. 

Merging Cohort Groups 

The merge process allows for the combination two cohort groups. In cases 
where it becomes necessary to consolidate groups, perhaps due to decline 
of enrollment in one, the merge process can be a beneficial tool. 

Step-By-Step: Merge Cohort Groups 

1. Open the student cohort assignment window by clicking Registration >Non-
Traditional >Setup >Students.  
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Figure : Assign Students to Cohorts 

 

2. Highlight the cohort group that is to remain. This will be designated as the 
Master Group. 

3. Click the Merge button. A prompt displays asking for confirmation that the 
selected group is to be set as the master cohort.  

4. Click Yes to accept Master Cohort assignment, No to cancel. Another prompt 
displays directing you to select the cohort to be merged to this master record. 
Click OK. 

5. Select the cohort group to be merged to the previously selected Master 
record and click the Merge button. A prompt displays indicating the merge 
that is about to take place. Click Yes to accept. All students previously 
assigned to the second cohort selection will now be assigned to the Master 
Cohort group. 

Defining Cohort Course Sequences 

Course Sequences consist of courses that fall within a specific group. Setting 
up sequences will expidite the building of Cohort Course Offering and thus 
enable the simultaneous registration of multiple courses for multiple students. 
Defining cohort course sequence is a two-step process consisting of first 
adding a course sequence group, and then adding courses to that course 
sequence group. 

Step-By-Step: Add a Course Sequence Group 

1. Open the Course Sequences window by clicking Registration >Non-
Traditional >Setup >Course Sequences.   

 

Figure : Course Sequence Setup 

2. Right-click in the upper data grid to add a Course Sequence Group. This 
value is used to categorize the group of courses you are building. These 
groups can be added to multiple Cohort Course Offerings as needed. 

3. Enter a Course Sequence Name (required). 
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4. Provide a Description as appropriate. 

5. Click Add or Update to save the changes or Cancel to exit without saving. 

Step-By-Step:  Add Courses to a Course Sequence Group 

1. Now that course sequence group names have been created, highlight that 
group in the upper data grid and right-click in the Courses in Sequence 
(lower) data grid to add courses to this Course Sequence Group. 

 

Figure : Course Sequence Course Detail 

2. Use the search icon next to the Srmaster ID field to access the Course 
Master from which the course will be selected. 

3. Double-click the appropriate course in the Course Master list to add it to the 
group. 

4. Click Add or Update to save the change, Cancel to exit without saving. 

5. Continue to add courses in this manner until all appropriate courses have 
been added to the group. 

Creating Cohort Course Offering 

After building the sequence course sequences, the next step is to create the 
Cohort Course Offering. This offering will be defined for the specific cohort 
group. Note that courses can be added to the offering individually without the 
use of sequences if necessary. 

Step-By-Step: Create Cohort Course Offering 

1. Open the Cohort Offering window by clicking Registration >Non-Traditional 
Setup >Course Offering. 
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Figure : Cohort Course Offering 

2. Select Cohort from the dropdown list and click Find. If courses have already 
been added to this group, they will be displayed in the Cohort Offering data 
grid.  

3. Courses can be added either by loading a previously defined sequence (See 
Defining Cohort Course Sequences), or by adding individual courses to the 
group.  

4. To add new a course sequence, click Load Sequence. 

5. Select the Course Sequence you wish to add from drop down list. The 
courses belonging to the group will display in the list. 

 

Figure : Load Course Sequence 

6. Click Add to add these courses to the cohort offering or Cancel to exit 
without making changes. 

7. Add individual courses to this offering by right-clicking in the data grid. 
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Figure : Add Individual Course to Offering 

8. Supply Course ID information of Department, Course ID (course number), 
Course Type (Lec, Lab, etc.), Section number, and Course Name.  

9. Enter the number of Credits (required) for this course. 

10. Select the Cost Center (required) from the drop-down list (Cost Center 
Reference table). 

11. Indicate whether or not this course should Show on transcript and Show on 
grade reports. 

12. Supply Course start date and Course end date.  

13. Indicate whether or not this is a Flexibly Scheduled course. 

14. Select Campus from the drop-down list (Campuses Reference table). 

15. If this course belongs to a specific GPA Grouping, select GPA Group from 
the drop down list (GPA Groups Reference table). 

16. Supply CIPCode for the course as applicable. 

Note: The course attributes applied to each course when Loading Sequences will copy 
from those in the Course Master when the sequence is created. Open the course detail for 
these courses to make changes and to set Offering specific information such as cost 
center, course start and end dates, etc. 
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Scheduling Cohort Course Offering 

The Scheduling section is used to assign course time, days, location, and 
faculty. Standard scheduling allows for the days to be set where as Flexible 
scheduling permits specific dates to be defined.  

Step-By-Step: Schedule Cohort Course Offering 

1. Open the Cohort Offering window by clicking Registration >Non-Traditional 
>Setup >Course Offering. 

2. Select the course to be scheduled by highlighting it and then click the 
Schedule button. 

 

Figure : Schedule Cohort Offering 

3. Right-click in the Room Schedule data grid. The views below display the 
difference between Standard and Flexible Room Scheduling. 

 

Figure : Standard Room Schedule 
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Figure : Flexible Room Schedule 

4. Select either the Days or Dates based on the scheduling option selected for 
this course. 

5. Enter the Time From and Time To that this class will be meeting. 

6. Use the search icon to access room listing and select the Room in which the 
class will be held during this time frame. 

7. Click Add or Update to save the entry or Cancel to exit without saving. 

Step-By-Step: Assign Cohort Course Faculty 

1. From the Cohort Offering window, highlight the course for which faculty is to 
be assigned and click the Schedule button. The upper data grid is the Room 
Schedule which holds meeting time and location information. 

2. Highlight the appropriate room schedule record. Right-click in the lower data 
grid to access the Faculty Schedule Detail form. 

 

Figure : Faculty Schedule Detail 

3. Supply the Course Weight to be assigned for this faculty member. This will 
affect the Faculty Load calculation. 

4. Supply Load Start and End Dates.  

5. Select Faculty using the search icon to access a faculty list. 

6. Supply Office Hours as desired. 

7. Click on Add or Update to save the entry or Cancel to exit without saving. 
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Merging Cohort Offerings 

In the same fashion that cohort groups can be merged, placing multiple 
groups (cohorts) of students into one cohort group, so Cohort Offerings can 
be merged. This merge process will take courses from two separate offerings 
and merge them into one. 

Step-By-Step: Merge Cohort Offering 

1. Open the Cohort Offering window by clicking Registration >Non-
Traditional >Setup >Course Offering. 

 

Figure : Cohort Offering 

2. Select the Master Cohort group. This is the group that will remain intact and 
will have the second group of courses added to it. 

3. Select the cohort group that will be merged into the master group. 

4. Click Merge. A prompt displays asking for confirmation to continue with the 
merge. Click OK. 
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Course Evaluations 

Students can be required to complete a course evaluation before they view 
their grades on the Student Portal. The evaluation can include Narrative, 
Multiple Choice, and Numeric questions. There can be mulitple course 
evaluations developed with different question sets and standard answers. 
After students complete the online evaluation the summarized data can be 
viewed immediately. 

Step-By-Step: Create a Course Evaluation 

1. From the CAMS Enterprise Home page, click Tools >CRS Evaluation 
Setup. The Course Evaluation Setup page displays. 

2. Right click to create a new evaluation. 

 

Figure : Course Evaluation Set Up 

3. Enter the Form Name and Description of the evaluation. 

4. Set the Max Number of Questions and click Update to save the form. 

5. Ensure the new evaluation is highlighted in the data grid and click the 
Questions tab. 

 

Figure : Add Question 
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6. You must create a list of questions for the new evaluation. 

7. Right-click in the data grid to add a new question or double-click to edit 
existing questions. 

Note: The Question ID is a CAMS-supplied value. 

 

Figure : Add Evaluation Question 

8. Select the Question Type from Multiple Choice, Narrative, or Numeric or 
select Section Heading to separate a group of questions and provide 
directions for answering the questions. 

If the selection is Section Heading the section information and/or instructions. 
Sections and questions cannot be rearranged directly from CAMS Enterprise 
so ensure that you have all sections and questions in the order you want 
them before you create the evaluation. 

 

Figure : Section Heading 

The student would see: 

 

Figure : Evaluation Section Heading 
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If the question is Numeric, enter the minimum and maximum values. 

 

Figure : Numeric Question 

The student would see: 

 

Figure : Evaluation Numeric Question 

If the question is Narrative create the question. The test will display a text 
box for the student to fill in the answer. 

 

Figure : Narrative Question 

The student would see: 

 

Figure : Evaluation Narrative Question 
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If Multiple Choice is selected, the answer options must be set up in Multiple 
Choice Items Setup form and then linked to the multiple choice question.  

Enter the question. 

 

Figure : Multiple Choice Questions 

9. Click Add or Update. 

10. Ensure the multiple choice question is highlighted in the question data grid 
and click the MC Items tab. 

 

Figure : Multiple Choice Questions 

You may see existing multiple choice questions from previously created 
evaluations. These questions can be used in your new evaluation. This 
allows the creation of a pool of questions that are available to all evaluations. 
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Figure : Multiple Choice Selections 

The Mulitple Choice Group field groups similar answers and when selecting 
an item in this field will then only display those multiple choice answers in 
that group. 

At the bottom of the screen you will see the question that you will associate 
the answer to. 

 

Figure : Multiple Choice Answers 

11. Highlight the answer and click Select. Confirm your question and answer 
association when the dialog box appears. 
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Figure : Confirm Multiple Choice Link 

The student would see: 

 

Figure : Evaluation Multiple Choice Answers 

12. Create the remaining question and answer sets. Then close the setup 
window to save all the information. 

Once an evaluation is created it can be applied to the specific course in 
Offering Maintenance. See page 39 for information on attaching the 
evaluation to the course. 

Note: To receive a report of the course evaluations go to Print Offering and select your 
criteria and use the Course Evaluation report. 

 

 

 



 CAMS Enterprise ï Registration Setup 

Page 73 of 78 

Grade Groups 

Institutions may limit the mid-term and final grades that can be applied to a 
course by using Grade Groups. A course may require only a Pass / Fail 
grade or an institution may not allow plus or minus grades. The grade groups 
will display only those grades in the grade field dropdowns, which will also 
reduce data entry errors. 

Additionally, the Grade Catalog that is assigned to a student, including the 
blank (default) catalog, must have the same grades that are in the assigned 
grade group or they will not display. Only those grades that match in the 
grade catalog and the grade group will display. For instance, if the grade 
group has A, B, C, D, F and the studentôs assigned grade catalog has A+, A, 
A-, B+, etc then only the A, B, C, D, F will display in the grade field 
dropdowns. If the studentôs grade catalog didnôt have the A grade then it 
would not display in the grade field dropdown even though it is in the grade 
group. 

Step-By-Step: Define a Grade Group 

1. From the CAMS Enterprise Home page, click CAMS Manager >Lookup 
Table Options >Grade Groups. The Grade Groups page displays. 

 

Figure : Grade Groups 

2. Right click in the data grid. Enter a name for the new grade group and a 
description. Click Add. 
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Figure : Select Grades for the Grade Group 

3. Select the grades that will define the grade group. Check Allow for each 
grade that will be in the grade group. Click Update when finished. 

Step-By-Step: Assign a Grade Group to a Master Course 

1. Grade groups are assigned to a course in the Master Course list.  

 

Figure : Assign a Grade Group 

2. Highlight the course that you want to assign the grade group to and then click 
Allowed Grades. 
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Figure : Select Grade Group 

3. You can select the previous created grade group or select Custom. 

The Custom grade group allows you to create a custom set of defined grades 
for a specific course. If your institution has various grades for several 
different courses it may be easier to assign the grades on the fly vs. creating 
a grade group for each one. You can use the Custom option on more than 
one class and each class will have its own custom grade list. 

4. Click Show Grades. 

 

Figure : Show Grades 

5. If you selected a defined grade group then a list of all grades from all grade 
catalogs displays with the selected grades for that group displaying at the top 
of the list. If you selected Custom then a list of all grades from all grade 
catalogs displays and you will have to select the allowable grades for the 
class and then click Update. 

Grade Fields using Grade Groups 

In CAMS Enterprise grades can be entered from Registration >Academic 
>Grades > Grade Entry screen and from the studentôs online transcript 
(Registration >Academic >Maintenance) screen. 
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Figure : Entering Grades 

Only grades that are in the grade group will display in the Final and Mid-Term 
dropdowns. The exception to this is if the student already has a grade that 
was entered before the grade group was assigned to the course or the grade 
came from the facutly portal. In Figure : Entering Grades the E- grade was 
submitted from the faculty portal. 
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