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Abstract

This document is designed to provide you with information necessary to configure CAMS Enterprise to match your
institutionés pol i c edferingeandduitipnrc@ststructeres.sThefseps coveved 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:
e  Cost Structure Setup
e Define Tuition and Fees
e  Establish Refund Schedules

e  Set up Course Offering
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CAMS offers flexible functionality in sett
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 pri
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 institutiont
credit transactions based on the refund group linked to a course being
droppedandthestudent 6 s 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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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 institutionds cost

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 i Utilizes a single flat rate for full time, hourly rate for part time.
Banded i Three bands of hour rates can be set.

Part-time Banded 7 Uses four bands for hourly tuition rates and one
band for a fixed single tuition rate.

Full-time Banded i 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 i Tuition calculation is solely based on hours.

Standard Full-Time T 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. ldentify the Tuition Billing Mode from the available options.
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CAMS Registration Options @ Help  Cancel
Min Full Time Hours: |1 Min Part Time Hours: |6
Max Freshman Hours: |3 Max Sophomore Hours: |60
Max Junior Hours: |9 Max Senior Hours: |120

Max 5th Year Hours: |1

5th Year College Level: | PostSenior 'I

FTE Full Time Hours: |1 GPA Decimal Positions: | 3 ']

Tuition Billing Mode: | Banded 'I Repeat Policy: | Latest 'i

Exc. Audit Hours:

T

(Banded i
Excl Transfer Hrs from Totals: |Full-time Banded Excl Transfer Hrs from Clg Lvi: [

Adm Override Add/Drop Fee:

Hourly
Part-time Banded
Enable Optional Course Fees: [Standard Transcript Comment:

Charge AddDrop by Course: [~

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:

e Asingle rate for full-time tuition
e An hourly rate for part-time tuition
o Definition of overload credits and overload credit rates per hour

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

Billing Mode: [STANDARD — Term: [FA-01 Cost Center. [1zin
Cost Type: I Default "] Registration Status: I Batch 'I

Full Time Part Time
Tuition $ [$3,500.00 [$300.00 e
Incidental Fee $ [$40.00 [$20.00
Insurance Fee $ [$250.00 [$125.00

Full Load Credits: [12

Over Load Credits: ,1000—'
Over Load Per Hour $ ISSUUT-
AddDrop Fee $ m—

Late Registration Fee $ [s1000
AuditRate § [$12500

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

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

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

Billing Mode: [BANDED Term: [FA-01 Cost Center: [ain
Cost Type: | Default v | Registration Status:
Hours Hourly Rate Incidental Fee Insurance Fee
[ 0 to | 1199, [ $300.00 | 52000 | $125.00
| 12 to | 1000 | $0.00 | $40.00 | $250.00
> I 1000 | $1,000.00 | $40.00 |

Add/Drop Fee $ | $5.00
Late Registration Fee $ | $10.00
Audit Rate Per Hour $ I $125.00

Figure : Banded Billing Mode window

Part-time Banded Billing Mode
Part-time Banded Billing Mode mixes elements of standard and banded
modes. I't includeseéeé

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

e Superseded by a band of capped, single-fee tuition rate.
e Followed by a final band for overload hours.

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

Billing Mode: [PART-TIME BANDED  Term: [FA-D1 Cost Center: [lain
Cost Type: [Commuters 7| Registration Status: [Batch _v|

Hours Rate Incidental Fee  Insurance Fee

| 0 to -0.01] | 5000 Hr | $75.00

| 0 to | 5.99| | 5000 Hr | $75.00

| 6 to | 8.99| | $450.00 Mr | $75.00

| 9 to | 11.99) | $42500 Mr | $125.00 | $75.00

| 12 to | 20| $40000 | $250.00 | $150.00

Over-Load Hours: > | 20 | $450.00 Hr | $250.00 | $150.00

AddDropFee § [sso0

Late Registration Fee $ |$2s.ou
Audit Rate Per Hour $ |$450.00

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 rate

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

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

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

Billing Mode: [FULL-T!P\!E— BANDED Term: ]F.:u.«m Cost Center: l»’ﬂ-i“‘l
Cost Type: [T ~] Registration Status: [Batch |
Hours Tuition Incidental Fee Insurance Fee
| 0 to | 11.99 | $1,100.00 Mr | $20.00 | $20.00
| 12 to | 14.99, | $1200000 | $40.00 | $250.00
[ 15 to | 17.99| | $13,500.00 [ 40|
[ 18 <= 20 [ $1400000 | 40 |
Over-load Hours: > | 20 | $1,00000 Hr | a0, | 250
AddDropFee$| #1500

Late Registration Fee $ | $25.00
Audit Rate Per Hour $ | $300.00

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

e Hourly rate.

e Audit rate.

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

Billing f‘u10|:|e:IHOURL‘fr Term:IF?“«-'I? CostCenter:IMSin

Cost Type: IDefauIt 'I Registration Status: IEIatch 'l Billing Mode: IDetaiI 'I
Hourly Rate % | §100.00 Audit Rate § | §75.00

FT Incidental Fee: I $250.00 PT Incidental Fee: $125.00

FT Insurance Fee: | $85.00 PT Insurance Fee: | §45.00
AddDrop Fee $ I $25.00 Late Fee: I $80.00
Use Clock Hours: I MNa 'I Full Time Credits: I 12

Figure : Hourly Billing Mode window

Hourly Tuition
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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:

e Asingle rate for full-time tuition
e An hourly rate for part-time tuition
e Definition of overload credits and overload credit rates per hour

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

Billing Mode: llST“H"‘I'-vJEw.Ft D Term: IFH 01 Cost Center: If'ﬂ?ﬂm
Cost Type: | Default VI Registration Status: I Batch v|

Full Time Part Time
Tuition $ |$3,500.00 [$300.00 THr
Incidental Fee $ |$40.00 $20.00
Insurance Fee $ [$250.00 [$125.00

Full Load Credits: [12

Over Load Credits: [1oo0
Over Load Per Hour $ l$300.00—
AddDropFee $ [sso0

Late Registration Fee $ [s1000
AuditRate $ [$12500

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 studentdés status record to s
with and then will charge the Full Time fee for that specific cost center. Fees
wi || only be charged from the Cost
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.

l@ 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:
e Flat Rate Tuition
e Insurance
e Hourly Rate Tuition
e Incidental
e LabFee

College Tax ID: |1 21212 Default Billing Address To: | Billing v

GL Outpart Type: | DYMNAMICS v Next Billing Receipt Ref#: {4199 @

GL Output Path: |11><mmystiqueICAMSEnterpriseIGL

Flat Rate Tuition Refund Policy: | Pro-Rate Hourly Rate Tuition Refund Policy: | Pra-Rate v

/"/ Lab Fee Refund Policy: | Pro-Fate

. /

) “""'——Insl![i!!]gg Fee Refund Policy: | Pro-Rate «

Figure : Billing Configuration Form
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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

ENG 201 UnderGrad

Cost Center

Rate 1
Students Cours,e
enroll for MTH 455 Graduate Students register for classes in
Classes Cost Center Rate 2 various categories (Cost
In Each Centers). Each Cost Center
Cateaory charges a unique tuition rate.
MTH 250
Continuing Ed Cost
Center
In-State
Student
Cost Type
Student Based Rate A
Various student types (Cost Types) Osuttlj‘t;‘tte ENG
register for the same class. The Cost Type
tuition charged is based on the type Rateyg
of student (Cost Type). Each Cost \eteran
Type charges a unique tuition rate. Student
Cost Type
Rate C
Combination
Various student types (Cost Types)
In-State register under various course
Student categories (Cost Centers). Each Cost
Cost Type Center can contain multiple Cost
Rate Al Types. The varying tuition rates are
defined by the combination of Cost
Out-State ENG 201 Center/Cost Type.
Student UnderGr
Cost Type ad
Rate B1 In-State
Veteran Student
Student Cost Type
Cost Type Rate A2
Rate C1
Out-State
MTH 455
Student
Graduate Cost Type
Coct Center Rate B2
In-State
Student Veteran
Cost Type Student
Rate A3 Cost Type
Out-State MTH 250 Rate €2
Student Continuing Ed
Cost Type Cost Center
Rate B3
Veteran
Student
Cost Type
Rate C3
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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

itembébs impact. This should provide you wit
flow of Registration transactions through CAMS and thus the tools necessary

to begin the setup processes for Registration.

e Transdocs

e Cost Center

e Cost Type

e Campuses

e 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 Transdocsar e generally set up by the CAMS M
of fice and the Bursards office will come t
values for the Transdocs used in definingyour i nstitutionds cost

-

Records of Tahle|

TransDoc ReportFlag Description Accounthlo Opposi
1 -
2 ADDIDROP Yes AddiDrop Charges 000-1200-00 000-67
gl ADDDROP P-E Yes Add Drop Fee 000-1200-00 000-57—
4 ADDIDROP-F Yes Add/Drop Fee FortBonne Campus 000-1200-00 0oo-67
a2 ADDIDROP-M Yes Add/Drop Fee Main Campus 000-1200-00 0o0-67
5} ADDIDROP-M es Add/Drop Fee Morth Campus 000-1200-00 000-57

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:

e Tuition e Late Registration
e LabFee e Audit

e Insurance e Incidental Fee

e Hourly Fee e 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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The cost center houses a collection of Transdocs that supply billing pipelines
for registration-related transactions. These Transdocs contain the necessary

CAMS Enterprise i Registration Setup

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.

Cost Type

10

11 Documert List

12 Documert Ref -
Records of Tal]-le|

CostCenter Description TuttionCharge  |LabFeeboc InzuranceFee  [HourlyFe

il Doctora .

2 EWEADULT Evening clazses for adult educstion TUITION-E LAS FEE-E INSURAMCE HOURLY ™

g Free Free Cost Certer TUITICHM-h L&B FEE-M INSURAMCE  [HOURLY -

4 LR-FT1 LR Cost Center TLITICM- LAB FEE-W INSURAMCE HOURLY

5 Main Main Cost Center TLITICM-RA LAB FEE-M INSURAMCE HOURLY

51 Masters Masters Program Across Campus TUITICN-RA LAB FEE INSURAMNCE HOURLY

i MORTH MNORTH CAMPUS COST CENTER TLITICM-R LAB FEE-M INSURAMNCE HOURLY
Figure : Cost Center Reference table
At |l east one cost center must be

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.

}f_}ﬁ 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
T 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

fi D e foa)@obt 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 enrol |l ed)

student s,

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 studentés

itypeo

to the status term to obtain the appropriate value.
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Term: |FA-02 Effective Date: W j
Enroliment Status: [ CONTINUING =l Academicstatus:[ 7]
Registration Status: I—LI
Campus: m Alert: [El
College Level: W Student Level: l_'
GB\EH?&?IWI\) Refund Type: I—L'
Student Load: [Full Time ¥ Max. Hours Allowed: |99
Financial Aid: IEI Commuter: W

GPA Grouping: I—LI Cohort Group: I_L,
Student Registered: IHH— Classification: lm
Vocational Interest: | =l charge Insurance: il =]

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 oODefaultd value has been defin

Cost Center -
10 0 pe
11 Document List
12 Documert Ref ...J

13 Enroliment Status
14 Extended Document Types
15 Fund Agents

16 Fund Document Ref v
Rl ﬂ‘J
Records of Tablel‘l (
| CostType Description Tution LabFee Insurance HourlyFe:
1 : : | |
2 Default Default Cost Type _]
3 Free Free Cost Type
ig |Graduate Graduate Programs TUITION-WY LAB FEE-W INSURANCE HOURLY!
s MDIY Master of Divinity
[ hon-Res Mon-Resident Students.
7 Outstate Foreigners who come here and expect &
g Resident Resident Students. v
R »

Figure : Cost Type Reference table

The Default value is required as a minimum by CAMS in the same manner

that AMaind is a requiassedve Bdefatltsahdard er . The
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.

Records of Table|Campuses

| ICAMPUS CostCenter IncidentalFee | AddDropFeel |DESCRIPTION

2 Forthonne Free INCIDENTAL-F |ADDDROP-F  |Incidertal Fee

3 Main Main INCIDENTAL ADD/DROP-M  |Default Campus
4 North NORTH INCIDENTAL-N | ADD/DROP-N

5 Seminar SEMINAR INCIDENTAL-W | ADD/DROP test fees

6 Seminary Doctoral INCIDENTAL ADD/DROP-M  |Doctoral Program
7 Wiest WEST INCIDENTAL-W | ADD/DROP-W

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 f or Campas ses, CA
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.

Term: [FA-01 Effective Date: [6/18/2001 =]
Enroliment Status: [ CONTINUING _:I Academic Status: mﬂ
Registrati}nsréfﬁéﬁm
\\Ca\mpusz [m/ / Alert: m
College L\eveliTJuTT_‘/—E[ StudentLevel: [1
Cost Type: lm Refund Type: m
Student Load: [Full Time _v] Max. Hours Allowed: [18
Financial Aid: [No ¥ Commuter: W
GPA Grouping: r—Ll Cohort Group: ﬁ
Student Registered: [YES Classification: IWI
Vocational Interest: I Z| Charge Insurance: @

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

I ncident al Fees and Add/ Drop Fees for #fAMai
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.

..}{:}3 Note:Dondét mi stake Access CampusActessCampusibe same as
k : 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 campusesd students 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 anot
cost structure can be put in place, the Term Calendar must be defined.

Your instituti on ddefinaddnahd €em Calertdar referencea r e
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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The following are critical elements in setting up your institut i on & s

schedules within CAMS:

CAMS Enterprise i Registration Setup

refund

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

e Populate Refund Groups Glossary Table

e Populate Refund Types Glossary Table

Term Calendar

Your instituton 6 s academi c

certain procedures such as refunds.

ter ms
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

ar e

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

def i

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.

Term: |FA-01 Cost Center: |Main

StartDate EndDate RefundGroup  |RefundType RefundPolicy ||InsertUseriD InsertTime
1 B 0 Al
2 972572001 12:00{11M8/2001 12:(]1st 5WKS Default Standard BLAINE 31972001 9:09:3
3 10072001 12:0/12/22/2001 12:(|2nd 5'WKS 1st Fresh Standard BLAINE 31972001 9:09:3
4 812372001 12:00/10/29/2001 12:(|2nd 8 VWKS Default Standard BLAINE 31972001 9:09:3

v
A >
Refund Periods

StartingDate RefundPerce |NumOfDays InsertUserD InsertTime UpdateUserlC  |UpdateTime
1 A
2 912172001 12:00/75 [MULL] BLAINE 39,2001 9:09:4 [MULL] b
a3 9/30/2001 12:00|25 [MULL] BLAINE 31972001 9:09:4 [MULL]
4 10/4/2001 12:00/0 [NULL] BLAINE 31972001 9:09:4 [NULL]

Figure : Refund Groups window

Create refund groups that describe the length of the refund period for the

ned

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.)
Term: Effective Date: [1/10/2001 _ ~|
Enroliment Status: [ CONTINUING =] acagemicstatus:[ 7]
Registration Status: [-—__:I
Campus: I-m Alert: m
College Level: [W Student Level: l—
Cost Type: m Refund Type: m

Figure : Refund Type window
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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:

e Individual entry
e Automatic setup (ideal for initial occurrences)
e 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

5!

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.

Click Add to open the New Cost Record entry form.

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

w Cost Centers # " Cost type§ = « Refund Groups _/'-Jnl:eﬂjég

~New Cost Record -

Term: |FA-02 ~| <% cost center: [Main =
Doctoral
EVEADULT
Free

LR-FT1
Masters
NORTH
Other
SEMINAR
WEST

Figure : Cost Center window

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

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

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

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

2. Inthe 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.

& / o Cost Centers /U Cost types ./ wRefund Groups {f';)l‘egw e
Cost Center Grid CJHelp o Cancel

Term CostCenter

31 Fa-02 Doctoral Al

32 FA-02 EVEADULT

33 FA-02 Free

34 FA-02 LR-FT1

35

36 FA-02 |Masters

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.

w Cost Centers _,,u":tosttypes < Refund Groups ,gﬁa‘és ARt

Billing Mode: |5""7‘""-1E“‘~‘ﬁ'ﬂ‘ Term: IF“H;:]IJ Cost Center: [Main
Cost Type: ~ | Registration Status: m

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:

e Cost Center

e Cost Type

e Term Calendar
e 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
unigue 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.

Term CostCerter
17 4|
18 Fall 2002 Free
g Fall 2002 LR-FT1
20 Fall 2002 Main
21 Fall 2002 NORTH
22 Fall 2002 Other
23 |Fall 2002 ﬁEMINAR
24 Fall 2002 WEST
25 {Spring 2002 EVEADULT
126 {Spring 2002 Main
Spring 2002 NORTH
28 Fall @1 2001 Main
FA-01 Main
gg lSUS-EH Dactoral
SUS-01 EVEADULT
SUS-01 Free
SUS-01 LR-FT1
SUS-01 Main
E -01 Masters ot
T 5 P
of st | s | R coy | & et | TF eete |

Figure : Cost Center Grid

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

”\.; Refund Groups

/"L Cost Centers

Setup what Term: [ RN ~ |

" Setup Parameters

Figure : Cost Setup window

3. Select aterm 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.

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.

/. ;;Refund Groups

/' Cost Centers { Cost type B

Term: |F A-02 Cost Center: |Mam

Incidental

PerHour

2 ] 3 0 k 0 6 $5.00 10.00 15,00 29

3 $270.00 $270.00 $20.00 $0.00 ¥

4 |Graduste $0.00 $0.00 $0.00 $0.00 0.00 0.00 §

S IMD]V $0.00 $0.00 $0.00 $0.00 0.00 0.00 kd
Non-Res $0.00 $0.00 $0.00 $0.00 0.00 0.00 kd
Outstate $0.00 $0.00 $0.00 $0.00 0.00 0.00 kd
Resident $0.00 $0.00 $0.00 $0.00 0.00 0.00 b4

Figure : Cost Type Grid

Page 23 of 78



CAMS Enterprise i Registration Setup

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
modify as necessary.

Policy value

wi | |0 ydewillaeed to

t o

—

A refund
———
group/refund ‘ w Cost Centers /w Cost types ./ wRefund Groups
type relationship
) Refund Group Setu|
is created for B =cup QHelp o Cancel
each existing
\ 3
Refund Group ——— Tem:[fi02  costCenter:[iian
StartDate EncDate RefundGroup RefundType  |RefundPolicy |InsertUserlD  |InsertTim:
1 )
2 08/9/2002  [12/18/2002 (15-weeks Defaut— |Standard SCOTTM 552002 |
3 0BM92002  [12/182002 |15t 5WKS 15t Fresh Standard SCOTTM 5152002
4 0BA92002  [12/18/2002 |15t 5WKS Defaut Standard SCOTTM 5152002
B 08/19/72002  [12/18/2002 |15t 8WKS 15t Fresh Standard SCOTTM 5152002
B 08/92002  [12/182002 |15t 8WKS Defaut Standard SCOTTM 5152002
7| T‘n_slrzooz 121182002 |1t Week 15t Fresh Standard SCOTTM 5052002 ¥
4 »

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

From the CAMS Enterprise Home page, click Registration >Offering

>Setup >Tuition and Refunds. The Tuition and Refunds window opens.

o= Add | P Se«upl

Term CostCenter
17 ]
18 Fall 2002 Free
19 Fall 2002 |LR-FT1
20 {Fal2002 [Main
21 Fall 2002 NORTH
22 Fall 2002 Other
23 Fall 2002 SEMINAR
24 Fall 2002 WEST
25 Spring 2002 EVEADULT
26 Spring 2002 Main
27 Spring 2002 TNORTH
28 Fall @1 2001 [Mein
29 |Fa01 [Main
30 SUS-01 Doctoral
31 SUS-01 EVEADULT
32 SUS-01 Free
33 SUS-01 LR-FT1
34 SU9-01 hain
35 SUg-01 Masters ol
R} LFJ

| & Print | v Dele1e|

Figure : Tuition and Refunds window

2. Click the Copy button located at the bottom of the form.
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. Cost Centers /-: Cost types . - Refund Groups !,,"‘:‘Feres; 5

-Copy Term Options —

Copy from Term: | FA-01 ~| Copyto Term: ~|

Doctoral 4
Copy selected Cost Center(s): EVEADULT_] Copy Courses? |No ¥
Free e

Figure : Copy Term Options window

Select the term from which you wish to copy.
Identify the term you are copying to.

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

I

Indicate whether or not you wish to also copy the courses that exist in the
ACopy from Ter nYoe.s ol,f aydmionssvilddbeeame A
available.

w Cost Centers // Cost types w Refund Groups 7 OFees

—Copy Term Options

Copy from Term: | FA-01 '] Copyto Term: |FA-02 'I

Doctoral
Copy selected Cost Center(s): |EVEADULT Copy Courses? -
Free _V_|

Course Options

Copy Course Schedules: |No v
Include Courses wio Registered students: |Yes ¥ | Include Books: |Yes ']
Include Course Fees: lYes &

Figure : Copy Term Course Options window

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

8 I ndicate whether or nohcludehlCeursesonmthoutpr ocess s
Registered Studentso .

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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As you can see, the outer shell has been created; we now need to plug in the
detaild the individualized fees and refunds associated with each grouping.
These next steps will focus on the Cost Setupd Refund 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

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

the Cost Type grid.

Billing Mode: [EiTﬁ.:"vJ DARD Term: IFH 01 Cost Center: |Main

| Registration Status:IBatch vI

Full Time Part Time

Tuition $ |$4,000.00 |$300.00 Hr

Incidental Fee $ |$40.00 $20.00

Default

Cost Type:

Insurance Fee $ |$150.00 |$75.00

Full Load Credits: [12

Over Load Credits: |19—
Over Load Per Hour $ [$30000
AddDrop Fee § [$1500

Late Registration Fee $ [$1500
AuditRate $ [$125.00

Figure : Cost Setup window

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

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

e 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.

e 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.

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

A 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
k the term will appear in the term drop down field for the student and faculty portals.

]
._‘I'/
L
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Enter full time and part time fees for Tuition, Incidental Fee and Insurance
Fee as applicable.

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.

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.

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 studentédés 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).

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

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.
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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 thetimet abl e i n which a studentds

according to your institutionds policy.

Groups and second, define the schedule for each group.

Creating Refund Groups

1.

Begin the process of setting up these groups by accessing the Refund Group

\@ Step-By-Step: Create Refund Groups

7.

Setup form: From the CAMS Enterprise Home page, click Registration
>Offering >Setup >Tuition and Refunds. Click the Refunds Group tab.

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.

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

Term: Cost Center: |Main

Refund Policy: ] Standard 'I
Refund Group: v| Student Refund Type: IDefauIt 'l
Class Begin date: |1/?‘/2002 :I Class End Date: |5/8/2002 _v_|

Figure : Refund Group window

Spring 2002

Select the applicable Refund Policy (Standard, Dalily, Title 1V).

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

o 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.

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

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

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 i
Offering Maintenance Detail entry form.)

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.

|

f\h
| '-‘,:.. &
\~./

Term:

FA-01 Cost Center: |M ain

StartDate EndDate efundGroup efundType RefundPolicy {InsertUserlD InsertTim:

-
09/25/2001 114872001 Itst 8 WWKS efault Standard BLAINE 3/9/2001
10/M0/2001 121222001 2nd SVWKS 1st Fresh Standard BLAINE 31972001
0812372001 1042972001 2nd §VWKS Default Standard BLAINE 3192001

£ 0 CS

Refund

Periods for T —— ot
B e i
Refund _— Refund Periods —

\ / Last Period Dat  |Refund % InsertUseriD InsertTime UpdateUserll  |UpdateTime

N

0972172001 75 |BLAINE 3/9/2001 9:09:4 MNULL] /
039/30/2001 25 |BLAINE 3/9/2001 9:.09:4 [NULL] o
140/04/2001 0 |BLAINE 30972001 9:09:4 [NULL] - - —

S —

T N =

Figure : Refund Periods window

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

~Refund Period For:
Term: |FA-01

Cost Center: Ifu‘]:a;r:
Policy: |Standard Group: |% 5weeks Type: l[‘lef.ax.m

~Refund Period Entry:

Last Day of Refund Percent: |8.Q3.f2001 :_] Refund Percentage: [ @

Created By; I Created On: |
Changed By: | Changed On: |

« Prev Period 0 Updlate I : Cancel I « Next Period

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.

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
k . freshman, etc.). You can issue varying refunds to groups of students based on these
T refund types. Link Refund Types to students in the Student Status form. Each Refund
Group must have a 100% and 0% refund period.

Page 29 of 78



[

CAMS Enterprise i Registration Setup

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.

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

Term: Cost Center: Cost Type:

Fee Document: | ADDDROP w
Fee Type: | PerHour s
Full-Time/Default Fee Amount: |$10.00
Refund Type: [ Pro-Rate »

Part-Time Fee Amount: |$10.00

Pro-Rate Schedule; | 15 weeks

Fee Max Cap: |§100.00

Figure : Registration Fees window

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.

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

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

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

e 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.

e OneTimefees:(t hese function similarly to
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
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 Thdsefeeswillbed ent 6s
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 fANoneo.

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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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

Effective Date: [1/10/2001 :|

Enroliment Status: ICONTINUIN ademic Status: ']
Registration Status:
Campué Mam l) Alert: INo v

CollegeLeveI Sophumore
CostTypp/ Defaull h RefundType Default I \

Figure : Student Status WIndOW

Default values exist within CAMS so that should this step be overlooked, the

student wil |l at | east receive a O6def au
fee in place, O6Defaultd statuses work

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

recordsremainint act as part of the student és
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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:

e Master Courses All courses your institution could possibly offer.
e Course Offering Courses being offered for a specified term.

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

Creating Master Courses

2
=

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

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

< Master Course / -+Co-Requisites — Equivalents

Sorseleconowcs X unawerfor s -
Course Name|ru1anageriaIAccounting Active ¥
Depar‘tmentlr Course I‘.Iumberl? CourseTypelL—
Credits IU— Hourly Course Fee IW Lab Fee IW
Lecture Hours IU— Lab Hours IU— Contact Hours IU—
Passing Grade ID— GPA Grouping Iﬁ Course Weight IU—
Can Repeat Mo ~ Showéi;;:: IEI Show Transcript | Yes =
Grouping[ Last Update [1:3172005 =] cpcode[
Writing Intensive: [~  Honors: [ Display in Portal [v Max Credits IU—
Course Description _I
=

Course URL: |http:frxm—storm.threerivers—cams.co miceCourses/Temp.htm

Created By: [RUSSL on: [1/31/2005 3:32:3¢ Changed By: [MATTV on: [10/3/2005 3:17:0]

3 Co-Requisite Ofli-_ Courses o Uﬂ'dﬂiﬂl . CﬂﬂDEll Equivalent Ofli-_ Courses T

Figure : Master Course Entry window
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 1 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
don6t appear on default CAMS 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.

o

<= L
2.
3.
6.

)

)

A

\@ Step-By-Step: Assignh Co-Requisites

Locate the course to which requisites will be applied.
With the desired course highlighted, click the Co-Requisites tab.

2 Master Course -~ Equivalents

Master Course Selected:

Course Type  [InsertUserlD

Figure : Add Course Requisite window

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

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

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

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.

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

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.

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. Inthe 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. Clickthe ANDbutton then the @Gpodrutpament heses,

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 «c¢l| o90e bpuatCligothe Upelatebstion. i

r~Intelli-Formula Builder
Master Course |AC-221-L htanagerial Accounting
Dept. ] Type  GPAMin
Build Course: | =l =l = el
Major | j Add | College Levell 'l Ad
AND | ORl 11 Credlits Frarm [list] | ri Credits Fram [range] | ﬂ ﬂ
Clear | Undao |
PreRequisite Formula
BIOZZT7LEC GPA Z.5 AND Major=Biology AND College Level=Junior =]
Built based on existing Master Records at time of entry
+ Upilste | ! Cancel |

Figure : Formula Builder for Pre-Requisites

(l@\' Step-By-Step: Assign Course Equivalents
e g 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.

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

Use the search icon to locate the equivalent course.

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:
e Copy Courses from the Course Master.
e Add Courses Manually to the Course Offering.
e Copy Entire Course Master or Catalog Term to a New Term

e Copy Course Offering from One Term to Another.

Copy Courses from the Course Master

\@ Step-By-Step: Create Course for Specific Term
=

5 ".‘-'":';'::\7
(5%%9 Maintenance Tab, Page 1:

1.

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

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.

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

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.

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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Term: IF Status: -
Cost Center: Iﬁ Refund Schedule: Iﬁ
Access Campus: Im Department: I—
Course ID: I— Course Type: I—
section:[ apcode[

Course Name: |

Course URL: |

Credits: |—3 Clock Hours: I—D
Maximum Enrollment: [ 99 Minimum Enroliment: | 0
Official Enraliment: I—D Unofficial Enrollment: I—D
Course Start Date: Wﬂ End Date: Wﬂ

Req. Faculty Approval: [~ Flexible Scheduled: [

Census Datel j Display in Portal [
G Addd | : Cancell @ Pagte

Figure : Offering Maintenance Page 1

6. Modify data as appropriate.

7. Select a course Statusd Open, Cancelled, Closed. If you have copied the
Of fering another term, this entry wil!/| def
exists in the glossary table. (If the value is not in the glossary table, the entry
willbe blank.) Cour ses with such statuses as fACanc
set to AOpend 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 Student 6s RelHeund Type (
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 enroliment to the classd upon 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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Term: |SP-05 Course: |AC 221-L 07 |MANAGERIALACCOUNTING
Course Division: IW
Lecture Hours: I—SB Lab Hours: |—24
Lab Fee: Im Hourly Course Fee: Im
Variable Creditindependent Study: |MNo Can Repeat: IEI
Show Course in Transcript: |ves Show on Grade Card: IEI

Weight Factor for Load: | 1 User Defined Grouping: |3
GPA Grouping: I 1atyear 'l Eval Form: I 'l

Writing Intensive: [~ Honors: [~

Accounting for Business Students ;I
Motes

Created By: IRUSSL Created On: |9I1 BI2004 9:16:00 AM
Changed Ely:l Changed On:l

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:1 f t he GPA Grouping is set on the studentds
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
\[

— .
<t=%2» 1. Onthe Offering tab highlight the course you want to add a book to. Click the
= BookList tab. The Registration Book List displays.

b /0 Offering o WaitingList

Books for Course:

7 ‘McGraw-Hill Inc

Accounting for Dummiss

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.

Course Book List B

Book List For:

ISBN Number: Publisher:
Publisher Phone: Baook Title: |
Author: Book Cost: |§0.00

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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l@—l Step-By-Step: Create Course Fee
< G.-;)

1.

6.

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

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

Fees for Course: |

Trans Doc: |
Amount: |[§0.00 Fee Type{Flat,Per Hour): W

Refunid Type: w

Figure : Course Fee window

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

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

Determine the Refund Type.

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.

l@ Step-By-Step: Create Time Slots
< _’j.\:';'y

1.

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

SlotName MeetDays StartTime EndTime InsertUseriD InsertTim
1| 1 SCOTTM 3/2/2006 P8
2 Slot 2 TR M 01:00 am 02:00 am ANITAL 31312006
3 | Slot 3 WF |wF [09:00 am [11:00 am [ANTAL [ar9r2006

Figure : Time Slot Maintenance

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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Active: v

Slot Name: [Slot 3 WF

Start Time: I-O_Q' : I—O_O' W
End Time: F : W m
[ Monday
[T Tuesday
V¥ Wednesday
[T Thursday
V¥ Friday
[ Saturday
[ Sunday

Figure : Time Slot Detail

Enter the appropriate Slot Name (40 alphanumeric character maximum).
Enter the Start Time and End Time, selecting AM or PM for both.

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

o g b~ w

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.

l@—l Step-By-Step: Define Standard Class Schedule

C g—cile
A g 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.

Registration Course Offering Help = Close

Term/Course S 1 Criteria

Term: [SP-04| Course Name: |
Department: I Course Number: I Course Type: I
2=

Dept CrsNum Type Sect CourseName Credits Instructor
1 A 0 Rus{§fy
2 AE 160 LEC 01 AMERICAN ENGLISH FOR INTERNATION, | 3.00 Hendarsc_l
3 AE 181 LEC 01 AMERICAN ENGLISH FOR INT'L STUDEN |3.00 Balto, Ca
4 AE 165 LEC 01 ORAL & WRIMTTEN COMP/INT'L. STUDENT|3.00 STAFF
4 AE 166 LEC 01 ADWVANCED COMPOSTION/ANTERNATION 3.00 STAFF

AR 155 LEC 01 ART APPRECIATION 2.00 STAFF
I AR 160 LEC 01 ART HISTORY | 3.00 McLaren,

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.)

Course Faculty Detail B
Course
Department [AC Course: [221 Type: |L Section: [0
Course Name II.I'—.II'—.GEFI-.L ACCOUNTING
Course Start Date: [1/12/2004 End Date: |5/2 ™ Remove Schedule\Faculty checking

Schedule/Room Assignment:
OfferDays StartTime EndTime Room |

1
2 WR 02:00 am 03:00 am BEA-102

H
u o

Faculty Assignment:

LastMName FirzstMame MiddleName CourzeWeight LoadStartDate LoadEndDate
1 : -
2 Johnston Stephen 0.00 01/12/2004 05/21/2004

K1 ﬂ;‘
0 Update | . Cancel

Figure : Registration Course Faculty Detail window

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

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

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

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.

Page 43 of 78



CAMS Enterprise i Registration Setup

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 rodontliss schedul
class to prevent the conflict.

Requested Schedule:
iA
Monday
Offer Days: |Tuesday Room Hame: | @
YWednesday
-
Time From: | 3:00 Pk Time To: | 9:00 P
Schedule Conflicts For Room |/ T
_— ) PR T~
D’ﬁdd requested schedule ampway? (Conflicts to be resohved later.) = Print ~~
Scheduled Activity
1 AE-160-LEC-01 AMERICAN ENGLISH FOR INTER | 3 a
[ 2 AE-160-LEC-01 AMERICAN ENGLISH FOR INTERN, 03 1
‘u\ 3 AE-160-LEC-01 AMERICAN ENGLISH FOR INTERN, [09/0:4/2003 Thursday 08:00 pm 10000 pm e
4 AE-160-LEC-01 AMERICAN ENGLISH FOR INTERN, (0941172003 Thursday 08:00 pm 10000 pm
5 AE-160-LEC-01 AMERICAN ENGLISH FOR INTERN, [09/1 5/2003 Thursday 08:00 pm 10000 pm
6. [AE-160-LEC-01 AMERICAN ENGLISH FOR INTERN, |09/25/2003 Thursday 08:00 pm 10000 pm
7 AE-160-LEC-01  AMERICAN ENGLISH FOR INTERN, |1 00242005 Thursday 08:00 pm 10000 prm
g AE-TBO-LEC-01 AMERICAN ENGLISH FOR INTERN, [10/03/2003 Thursday 0800 pm 1000 pm -
] > . o[ ]

Figure : Schedule Conflict for Room display

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

o 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
\ o message displays allowing you to cancel the assignment or to override the warning. If
i either the roomés capacity i s zeauisperothelme cour se

CAMS assumes an unlimited seating and the warning is not displayed.

Faculty Assignment i 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.

ourse SchedulinglFaculty

L

Course

Department; | Course: | Type: | Section: |

Courge Mame: | _

Course Start Date: End Date: [ Remove Schedule Faculty (:I@.Vg;l'jing>

Schedule/Room Assignment:

OfferDays StartTime EndTime Roomiame

1

Faculty Assignment:
Lasthame Firztiame Iicclletame Courzeiyeight LoadStarCate LoadEndDate

1

|
o Update ‘ ‘ Cancel ‘

Figure : Course Scheduling/Faculty window

5. Inthe 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.

I’Ql Step-By-Step: Define the Flexible Class Schedule
2 =~ 1. Ifthe 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.

v Offering /. BookList

ourse Maintenance

 WaitingList

Term: IT Status: m
Cost Center: Im Refund Schedule: lm
Access Campus: l—;l Department: IAR—
Course ID: W Course Type: IF
section:| capcode|

Course Name: |ART APFPRECIATION

Course URL: |hrlp:rrxm-storm.threerivers-cams.com!ceCoursesﬂ'emp.htm

Credits: I 3 Clock Hours: I 9
I 0

Maximum Enrollment:l 99 Minimum Enrollment:

Official Enrollmentl 9 Unofficial Enrollment:l 5
Course Start Date: [S/1612005 _&/—f’*ﬂ?nd'nmef—l—yafzu05 =

Req. Faculty Approval: [~ _Flexible Scheduled: [

Census Datel j Display in Portal [

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.

Registration Course Offering Help JCla

Term/Course Selection Criteria

Term: |SP-04 Course Name: |
Department: Course Number: Course Type:

. Findl | ) 4 Reset|
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| @ Schedule |

|U Delete |

Dept Crshum Type Sect Courseiame Credits Instructol
1 A "
2 AE 160 LEC 01 AMERICAN ENGLISH FOR INTERMATION, | 3.00 STAFF ~ |
=l AE 161 LEC ] AMERICAN ENGLIZH FOR INT'L STUDEN |3.00 STAFF —
4 AE 165 LEC 01 ORAL & WVWRITTEN COMPANT'L. STUDENT|3.00 STAFF
5 AE 166 LEC 01 ADWANCED COMPOSITIONAMTERMATION 3.00 STAFF
53 AR 153 LEC o ART APPRECIATION 3.00 STAFF
i AR 160 LEC 01 ART HISTORY | 3.00 STAFF
g AR 202 LEC 01 PAIMTING 3.00 Andersol
9 AR 240 PRT ] CERAMICS 3.00 STAFF
10 AR 260 LEC 01 ART HISTORY Il 3.00 STAFF
11 ART 161 01 CERAMICS 3.00 STAFF .
17 J:D|T | =t n COkMERTIAL ART 2nn QTJ\EE’
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Figure : Registration Course Offering window

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.

2 Offering . BookList -~ WaitingList , - Coursefees

ourse Scheduling/Faculty

r Flexible Scheduled Course

Meeting Room and Time
Building&bbr || Number Roomiame weekday Date TimeFrom TimeTo

I Llj
- De]etel

Faculty Assigned
Date

FacultyMame TimeFrom

20| 01:00 am

02:00 am

o= Return | == Delete

Figure : Flexible Schedule Course window

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

w Offering j BookList w WaitingList , - Coursefees

Course Scheduling/Faculty

Your FieldSet Legend

Date [B/23/2005 v
Time From I use up and down arrow keys
Time Tol
Room | 3

o Add | y Canoell

Figure : Schedule Room, Day, and Class Times

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

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.

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.

u Offering / JBookList -~ WaitingList s Coursefees

Course Scheduling/Faculty

Your FieldSet Legend

Date [E7232005_#]
Time From [100 AN o up and down arraw keys
TimeToIZ:Uu AM

Faculty | Russ Lee )

-‘- Updatel ! Canoe\l

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
c o ur schedlided time). These fields do not change or conflict with the
corresponding fields that were set in the schedule record.

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

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

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

k-:ﬁ-‘-'-

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

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

!‘  Options

Generate New Course Offering Records

Create New Term Offering
Select a Source: | Copy From MasterList  »

New Offering Term: -

Figure : Offerings Setup Options window

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 y o preiously copied the Master List to
a Catalog).

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.

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.

<

Copy Term Options

Copy from Term: || NN ~| copvto Tenn: v

Doctoral &
Copy selected Cost Center(s): | EVEADULT Copy Courses? Mo
Free A7

Figure : Copy Terms Option window

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.

Copy Term Options
Copy from Term: | FA-03 v | Copyto Term: | FA-04 w

Doctoral &
Copy selected Cost Center(s): |EVEADULT Copy Courses? |ves w
Free v

Course Options

Copy Course Schedules: | Yes w Copy Faculty: | gz
Include Courses wio Registered students: | vYes + | Include Books: | vYes «

Include Course Fees: |Yes

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
k__ . 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 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 enroliment counts for
each class individually. More information on rosters is available in the
Registration Processes PDF.

“Tj] Step-By-Step: Cross List a Course
4’:

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.

Term |FA-|33 6 Find |
Department | Course Number | Course Type I

Master Course

Department Course CourseType  |Section CourseName | Credits Instructor 13

1 AC 221 L 01 MANAGERIAL £3.00 Graham, Huber E_AJ'

2 AC 221 L 02 MANAGERIAL ¢/3.00 Arnold, William =]

3 AE 160 LEC 01 AMERICAN ENC |3.00 Bowles, Pete |5
AE 161 LEC 01 AMERICAN ENC | 3.00 Bowles, Pete  |€

5 e

[ AE 166 LEC 01 ADYVANCED CC|3.00 STAFF <

7 AR 155 LEC 01 ART APPRECIA |3.00 Mathew, Bruce |2

8 AR 160 LEC 01 ART HISTORY | |3.00 ‘allabhaneni, R |€ |
] I

Cross Listed Courses

Department Course CourseType  |Section CourseName  |Credits Instructor 13

1 1=
a0 o

&= Delete I

Figure : Cross List window
4. Highlight the course you wish to designate as the master course.

oy

T the master course.

(}'"‘ Note: If a course is already designated as a cross-listed course, it cannot be designated
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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.

Term |FA-03

& rira |
Department l Course Number I Course Type I

Master Course [ID: 14637 AE 165 LEC 01
Course

Department Course CourseType  |Section CourseName  |Credits Instructor h
12 AR 240 PRT 01 CERAMICS 3.00 Allen, Thomas | -:_I
13 ART 161 01 CERAMICS 3.00 STAFF Sunl
14 ART 255 01 COMMERCIAL £]3.00 Aragon, Miches |©
15 AST 170 01 INTRO TO ASTF|3.00 Aragon, Miches |€
16 PERSO A
1z__|sio 103 01 PROBLEMS IN E|3.00 STAFF <
18 B0 104 01 GENERAL BIOL [3.00 STAFF <
19 BIO 221 LEC 01 NUTRITION 2.00 STAFF Cw

Ri| >

Select a course and then click on Add to add a cross listed course

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. Toremove a cross listed course, simply highlight the course and then click
Delete.
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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
As many groups as necessary can be created
from the dropdown list (Refund Groups Glossary Table), the dates were

automatically populated.

Term: Cost Center: |Main

—Refund Policy: ] Standard ¥ I ~
<': Refﬁﬁii-(fgum Student Refund Type: IDefaultw; ]::j )
Class Begin date: [1/7/2002 _v|  Class End Date: [5/8/2002  ~]|

Figure : Refund Group and Dates window

Spring 2002

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 i thewalges preséndiretiedRefind 6 f or m
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.

Term: |FA-01 Cost Center: |m ain

StartDate EndDate RefundGroup RefundType RefundPolicy {InsertUserlD InsertTim:
1 -
2 09/25/2001 111872001 1st 8WKS Default Standard BLAINE 31952001
3 10/M0/2001 1212272001 2nd 5WVWKS 1st Fresh Standard BLAINE 31972001
4 0812372001 1042972001 2nd §VWKS Default Standard BLAINE 3192001

%
R ’
Refund Periods

Last Period Dat  |Refund % InsertUseriD InsertTime UpdateUserll  |UpdateTime
1 B
2 092172001 75 [BLAINE 31972001 9:09:4 [MULL]
3 09/30/2001 25 |BLAINE 3/9/2001 9:09:4 [MULL])
4 100472001 0 |BLAINE 3/9/2001 9:09:4 [NULL]

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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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.

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:
e Setting up of Cohort Reference Table
e Establish Cohort Refund Schedule
e Assigning Students to Cohort Groups
e Defining Cohort Course Sequences
e 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

[l

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.

{j;/ Step-By-Step: Define Cohort Reference Table

1. Access the reference table through CAMS Manager >Lookup Table

Options >Table Maintenance >Reference Tables tab >Cohort.

= Glossary Table # _Reference Tables ~ Generate SSI Files

Cohort 2]

[~ Cohort Detail

Cohort Name lGrnup‘I—
Active [
Conort Description [First Group Sequence |
Per Credit Fee Rate IZYE—
Cohort start date [S/6/2005 |
Cohort end date [E723/2007 |
Refund Group lm
Extended Doc Type lﬁ

Created By: [5ystem on: [8/3/2005 10:16:51 AM

Changed By: [FANIG on: [10/712005 4:47:06 P

o update : Cancel

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).

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.

l_,"flié”thi{éé"' T

Refunds Help w Cancel

Refund Groups
InsertUSerlD
PAMG

IngerTime UPdateUSerll |Upda
1047/2005 4:55: [NULES|

Description
Daily Refund Schedule

RefundGroup

i Llﬂ
== Delete |

Refund Schedule (days since course start date)

Days RefundPerce || InsertlseriD IngertTime Updatellserll | UpdateTime
1 =
2 = 80.00 PANMG 10/7/2005 4:55: [HULL]
3 10 50.00 PANG 10/7/2005 4:56: [NULL]
4 15 0.00 PAMG 10/7/2005 4:56: [NULL] =
=l LlJ

Mote: You must have a days=0 refund in arder for the student to get a refund if they drop the first day of class. The last

refund should be where the percent refund is zero
- Dele‘tel

Figure : Cohort Refunds

2. Right-click in the Refund Groups data grid to add a new record.
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1 v Refunds

Refund Setup
Refund Group I_ 'I

Description |
Created By: | on: |

Changed Bv:l 0n:|

Figure : Cohort Refund Group

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.

Provide Description as appropriate.

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

Step-By-Step: Define Cohort Refund Schedule

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

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

o Refunds

Refund Schedule

Days from course start date
Refund percent

Created By: | on: |

Changed By:l 0n:|

Figure : Cohort Refund Schedule

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

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

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

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

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

5 Days i 80%: Drops occurring from the start of class to 5 days into the class
will receive an 80% refund.
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9. 10 Days i 50%: Drops occurring from Day 6 of the class to Day 10 of the
class will receive a 50% refund.

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

}f_}i Note:Youmust have an entry of fA00 Number of Days for
Ll 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 #A00.

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,
ﬁ students can be added to those groups.

{'_f;/ 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.

Assign students to Cohort @ Help & Cancel
Cohorts
Cohort Description ActiveFlag Startdate EndDate FeeRate
1 p D v -
2 Group2 Second Group v [MULL] [MULL] 0.00
3 Grougd Third Group Se v [NULL] [NULL] 0.00
4 Group4 Last Group Sec v [MULL] [MULL] 0.00

K1 Llﬂ
& Merge |

Students in Cohort

LastNams FirstName MiddleMame StudentD GradeCatalot || InsertUseriD InzertTime L

1 Aal =]
2 Adams Emily K AD000089606 PANG 10/10/2005 113
3 Ferquson Anna A0000089590 PANG 10/10/2005 113
4 Gibson Angela J AD011111341 PANG 10/10/2005 113
5 Richards Amy 1234 PANG 1010/2005 113

K Llj
== Delete |

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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r Your FieldSet Legend
Cohortl-arcum

Cohort Description |First Group Sequence

First Name |

Middle Name |

LastNamel

StudentIDl
Student UID | 15
Grade catﬁlogl 'l

Created By: | on: |

Changed By: | on: |

o= Add | i 4 Canoell

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.

(W]

\

<

2 Step-By-Step: Merge Cohort Groups

1. Open the student cohort assignment window by clicking Registration >Non-
Traditional >Setup >Students.

Assign students to Cohort Help a
Cohorts
Cohort Description ActiveFlag Startdate EndDate FeeRate
1 p p w
2 Group2 Second Group v [NULL] [MULL] 0.00
3 Group3 Third Group Se W [NULL] [MULL] 0.00
4 Groupd Last Group Sec W [NULL] [MULL] 0.00
Al I

Students in Cohort

StudentiD
Al111111111

InsertlseriD

GradeCatalog
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Figure : Assign Students to Cohorts

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

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

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.

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.

{f/‘/ Step-By-Step: Add a Course Sequence Group

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

Traditional >Setup >Course Sequences.

Course Sequences Help s Close
Course Sequence Groups
SequencelD Name De=scription InsertUseriD InzertTime Upda
1 B p -
2 3 Core Classes General Core Classes PANG 10/10/2005 221 PAKI
3 |Program Track 2 [maTTw [10//2005 8:23:[PAM
-
ki 2
== Delete |
Courses in sequence
Department CourselD CourseType CourseName Credits ShowGri
1 BIO R OLO -
2 BL ki LEC ANATOMY & PHYSIOLOGY | 4.00 Yes
3 BL 120 LAB ANATOMY & PHYSIOLOGY | 0.00 No
4 BTM-1 101 LEC Basic Math Tutorial 3.00 Yes
-1 MAT 125 COLLEGE ALGEBRA 3.00 ‘es
NR 202 oL ALTERATIONS IN ADULT HEALTH 0.00 No =
ETN| T
== Delete |

Figure : Course Sequence Setup

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.

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

‘e(;}\/ 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.

- Course detail

Sequence Group |Biology Major

Departmentl
Course ID|
Course typel

Course name |

Srmaster ID | @

Created By: | on: |

Changed By: | on: |

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.

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.

i@ Step-By-Step: Create Cohort Course Offering

< -,.'-"'-::"
L 1. Open the Cohort Offering window by clicking Registration >Non-Traditional

Setup >Course Offering.
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Cohort Offering ] Help . Close

Conort | - &

Cohort Offering

S}=)=]=1=1=1=g=Y ==Y

" o

" Merge two cohorts

Master Cohort 'I Cohort to merge fo master cahanl - g Merge

& Schedule | & Load Sequenoel - Deletel

Figure : Cohort Course Offering

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.

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

To add new a course sequence, click Load Sequence.

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

r Load Course Sequence

Course Sequence I Biology Major = l

Department CourselD CourseType | CourseName || Credits ShowGradef | ShowTransc |c
1 BIO R 0 :I
2 BL 117 LEC ANATOMY &PI[4.00 Yes Yes
3 BL 120 LAB ANATOMY &PI{0.00 No es
4 BTM-1 101 LEC Basic Math Tutc|3.00 Yes Yes
3 MAT 125 COLLEGE ALGI|3.00 es es 4
NR 202 CL ALTERATIONS [0.00 No Yes

K1 Llﬂ

of  Add | 4 Canoell

Figure : Load Course Sequence
Click Add to add these courses to the cohort offering or Cancel to exit

without making changes.

Add individual courses to this offering by right-clicking in the data grid.
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— Offering Record
Department l— Course ID l—
Course Type I— Section I—
Credits I— Cost center lm
Course Name |
Show on transcript v Show on grade reports v
Course start date I—j Course end date I—j
Flexibly scheduled [~ Campus lm
epagrop| 7| cpcode[
Created By: | on: |
Changed By: | on: |
o Add | F cance |

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

< _,__.;‘:_-.",
ZG*‘(// 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.

Room Schedule
Abbreviation |Number |RDDmName |0fferDays |0ffer'|'|meFru |0fferﬂmeTu |0f‘

a

Al of
== Delste

Faculty Schedule

s oo Jraf—

bcmccc.
-
4

-‘- Returnl == Delete

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.

r Room Schedule Details

Time From I use up and down arrow keys

TimeTol
Room | 3

Figure : Standard Room Schedule
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Flexible Room Schedule detail

Date [10/10/2008 ]
Time From I use up and down arrow kKeys

TimeToI
Rooml @'

Figure : Flexible Room Schedule

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

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

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

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

Step-By-Step: Assign Cohort Course Faculty

1.

N o o &

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.

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

r Faculty Schedule Detail

Schedule weight |
Load Start Date | -
Load End date | -
Faculty | m
Office Hours info

Figure : Faculty Schedule Detail

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

Supply Load Start and End Dates.
Select Faculty using the search icon to access a faculty list.
Supply Office Hours as desired.

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.

)IQ;\ Step-By-Step: Merge Cohort Offering
o d

K2 1. Open the Cohort Offering window by clicking Registration >Non-
Traditional >Setup >Course Offering.

Cohort Offering Help J Close

Cohort - G Find |

Cohort Offering

= B0 B 0N e R 0 e
oD

=]

i b o

",Hﬁlgﬂmmgfﬁff .

___ Master Cuhor‘tl 'l Cohort to merge to master cohon:l vl & Merge | e D

Schedule oad Sequenoel == Delete |

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.

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

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

‘a(—:‘}?') 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.

/S Form List

Active: & ves " No

Form Name: |Genera| Evaluation Form

Use with all departments ;I
Description:

Max Number of Questions: I 10

g Cancel |

Update

Figure : Course Evaluation Set Up

Enter the Form Name and Description of the evaluation.
4. Setthe Max Number of Questions and click Update to save the form.

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

/SForm List

QuestionD | QuestionText [iharr [smc [istium [rumbertt
|
B
I I v
g oeee |

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.

.+ = Form List Fi - Questions - MC Items
Question|D:

Question Type: | Minimum Maximum

Multiple Choice
Narrative =l
Mumeric

Section Heading

Question:

[ |

r"l-'i add ‘ m Cancel |

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.

< Form List /s Questions - MC ltems

CluestionlD:
Question Type: | Section Heading «

Choose only one answer for each of the following multiple choice J

Question: guestions.

[ |

Figure : Section Heading

The student would see:

Choose only one answer for each of the following multiple choice questions.

1 Was the information provided what you expected when registering for the course?

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

 Form List i . Questions -2 MC [tems

QuestionID:

Guestion Type: | Mumeric * | Minimum |1 Maximum |5
How would you rate the course material?| J
Question:

Figure : Numeric Question

The student would see:

How would you rate the instructor's knowledge of the course?

L = L R =
4

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.

. Form List ':ﬁﬂé'ﬁiuns -2 MC [tems

QuestionlD:
Question Type: | Marrative -

What would have made the course more interesting and/or
Question: productive for you? Please provide as much detail as possible.|

[ |

Figure : Narrative Question

The student would see:

What would have made the course more interesting and/or productive for you? Please provide as much detail as possible.

=

|

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.

/a2 Form List \ /. MC ltems

QuestionlD: |“
Question Type: |rv1u|tip|e Choice 'l

\Was the information provided what you expected when registering =~ |

] 7
T for the course?

[ |

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.

+/ «»Form List

QuestionlD | QuestionText IsNarr IzMC IsNum [
1 70 What would have made the course more interesting : [Yes No No ;I
2 il Pick only one answer for questions 2 - 5. Answers |No No No
3 72 How would you rate the instructor’s knowledge ofth|No No es
4 73 Were the course materials easy to understand? No No Yes
3 74 Was the student portal helpful to the course? Mo No es
75 Were the course books up-to-date? No No Yes
76 Choose only one answer for each of the following m |No No No
8 v Vias the information provided what Ho Yes Ho
] T8 Which of the following would you be your first choic |No res }E
-
K LIJ

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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‘,’ < Form List 4w MC Items

Multiple Choice ltems Setup Help . Cancel

Multiple Choice Group: I - I
MCResponse || Comment IMC1 Resp MC1\WWeight MC2Resp MC2Weig
1 14 Much riAve Lower |Much Hi 6.00 0.00 ;I
2 15 Hours Per Week Under 2 0.00 23 1.00
3 17 Audit Selection In your major_ [5.00 In your minor__ [4.00
4 18 Instructor Evaluation Excellent 5.00 Good 4.00
A ﬂJ
[ seect | [ Cgoeee |
CGuestion:
Instructors effectiveness in meeting objectives as outlined in syllabus.

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.

l,. «»Form List

/o MC Items

Aultiple Choice Iltems Setup Help - Cancel

Multiple Choice Group: I - l

MCR Comment MC1Resp MC1VWeight MC2ZResp WMC2Weig
2 5 Comment 1 resp 1 5.00 Resp 2 5.00 ﬁ

3 8 Low to High 1 1.00 2 2.00

4 11 Excellent-Very Poor Excellent 5.00 Very Good 4.00

5 12 Always/HalfiNever Always 5.00 0.00

13 Great/Averas one Great 6.00 0.00

ri 14 Much Higher/Average/Much Lower Much Higher  [6.00 0.00

8 15 Hours Per Week Under 2 0.00 2-3 1.00

5 16 Expected Grade A 4.00 B 3.00

10 i Audit Selection In your major_ |5.00 In your minor _ |4.00

11 18 Select a Value Fair 1.00 Good 2.00

12 19 Yes/No Yes 0.00 No 0.00
-
1 ﬂJ

[ seect | [ Tgoeee |
Question:

‘Was the information provided what you expected when registering for the course?

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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Aultiple Choice Iltems Setup Help . Cancel

MllﬁpleChoiceGroup:l 'l

MCR Comment MC1Re=p MC1Weight MC2Re=p WMC2Weig
2 5 Comment 1 resp 1 5.00 Resp 2 5.00 ;I
3 8 Low to High 1 1.00 2 2.00
4 A1 Excellent-Very Poor Excellent 5.00 Very Good 4.00
5 12 Always/HalfiNever Always 5.00 0.00

13 Great/Avera one Great 6.00 0.00
ri 14 Much Higher/Average/Much Lower Much Higher  [6.00 0.00
8 15 Hours Per Week Under 2 0.00 2-3 1.00
5 16 Expected Grade A 4.00 B 3.00
10 17 Audit Selection In your major __ [5.00 In your minor__ [4.00
11 18 Select a Value Fair 1.00 Good 2.00
12 19 Yes/ No Yes 0.00 No 0.00

-
I VBScript: Multiple Choice Setup x|
\ ? ) Link Response 19 to Question 77
[sees | [ Cgoe
oo |
Question:

‘Was the information provided what you expected when registering for the course?

Figure : Confirm Multiple Choice Link

The student would see:

1 Was the information provided what you expected when registering for the course?

 Yes
© No

2 Which of the following would you be your first choice to do online?

" Course Quizes
' Homework
" Download Assignments

" Video Lectures

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.

"h-_-j@ Note: To receive a report of the course evaluations go to Print Offering and select your
_— - criteria and use the Course Evaluation report.
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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 studentods
A-, B+, etc then only the A, B, C, D, F will display in the grade field

dropdowns. | f the student 6 sraderthaite cat al og
would not display in the grade field dropdown even though it is in the grade
group.

l@\l Step-By-Step: Define a Grade Group

< 53
=
1. From the CAMS Enterprise Home page, click CAMS Manager >Lookup
Table Options >Grade Groups. The Grade Groups page displays.

‘_ =~ Groups

Grade Groups < save Help % Cancel
GroupName |Descriptiun |AIIOwedGradeList
il Online Courses |Grades for onling courses |,A,E|,C,D,F,I, ||
] N
g Delete

Figure : Grade Groups

2. Right click in the data grid. Enter a name for the new grade group and a
description. Click Add.

Page 73 of 78



CAMS Enterprise i Registration Setup

Grade Group

Grade Group: |On|ine Courses

Description: |Grades for online courses

Allows Grade |
5 A -
[+] A
i A= =
3 AD
9 Al
10 B
11 B+ SelectMNone
12 B-
13 BA
14 C
13 C+
16 r T
Kl LlJ
Update g Cancel |

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.

\'_Q«’I Step-By-Step: Assign a Grade Group to a Master Course
< i
1. Grade groups are assigned to a course in the Master Course list.

. /s Master Course /s Equivalents

@ save [ Help % Cancel

Course Selection Criteria

-
Course Name: | Course Department: I
Course Number: I Course Type: I
o | Cgreset |
Department Courze Number Course Type Courze Name Creditz LabF
294 | sSpan 0100 LEC Stoney Spanish 0100 0.00 0.00 4
295 | Span 0110 LEC Stoney Spanish 0110 0.00 0.00
296 |Span 1010 LEC Stoney Spanish 1010 0.00 0.00
287 Span 11 BEGINNING SPANISH | 3.00 0.00
258 Span 2010 LEC Stoney Spanish 2010 0.00 0.00
TR 110 LEC INTERPERSONAL COMMUNICATION 3.00 0.00 e
300 100 AR Underwater Breathing 3.00 0.00

WET
Al

Frerequisite of

3

Department |Cnur.'seD |CuurseTyue |CuurseName |Cred'm; | |
|
-

Kl 3

4 pint | [ Atowed Grades

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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 Master Course / -+ Co-Requisites )  Equivalents -+ Pre-Requisites

Define Allowable Grades

WET100AIR
Underwater Breathing

Grade Group: |Cust0m j

Online Courses - Grades for online courses |

Update ‘ @Reset ‘ mCancel ‘

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.

w Master Course / -+ Co-Requisites — Equivalents , - Pre-Requisites

Define Allowable Grades

WET100AIR
Underwater Breathing
Grade Group: |On|ine Courses - Grades for online courses ﬂ
Allow Grade DizplayCrder

1 v [i] -
2 v A 0 =
3 v B 0
4 v 2] 0
5 v 1] 0
3] ¥ F 0
L v | 0
8 [ - 0
9 [ +1 0
10 [ 0 0
11 [ A 0
1 | o A n |L

Update ‘ @Rese{ ‘ mCancel ‘

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 screenandf r om t he studentds onl
(Registration >Academic >Maintenance) screen.
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w Grade Entry

Course Roster for FINAL grades

Term: FA-10 ¥ Auto-Prefill Previous Grade
Course Mame: Underwater Breathing
Course ID: WET 100 AIR 01 Instructor: Lee, Russ

Update m Cancel
Student ID Student Name Final Mid-Term Previous Last Day of Attendance
A 5.
AOCCO0TIEY J Marsh. Marilyn ’E‘ A ’_ ’7 ]

Total Student Count: 1

—TmoowrEm

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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