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Process - Print Schedule of Classes

Navigate to: Curriculum Management>Schedule of Classes>Print Class Schedule

Step 1 - Used to create a printed copy of the Class Schedule.

If this is not the first time you have run this report then on the first tab “Find an Existing Value” type
your three initials and click search. If it is the first time then see step 1. below:

1. Click the Add a New Value tab.

2. Enter a value into the Run Control ID field, this should be your three initials.

3. Click Add button.

Creating a Run Control ID only needs to be done once. In the future, you can use the Find an
Existing Value tab and use your three initials.

BG@100 Campus Solutions Business Process Training Documentation Page No. 2
Prepared: Modeling, Testing, and Training



Step 2 - populate field values

1. Fill out Print Class Schedule tab page with appropriate values.

Academic Org is the department, not the Subject. Always leave Session blank.
Campus should be blank.

2. Click Report Options tab.

3. Selection all boxes on this page, then press RUN button.
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4. This screen appears. Just press OK.

5. You will return back to the Main Page. Click the Process Monitor link.
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6. Click the Refresh button occasionally until the Run Status changes from ‘Processing’ to
‘Success’ and the Distribution Status is ‘Posted’.

Once the job is completed, click on the blue Details link. (If there’s more than one job, the top link is
the newest.)

7. To review the report, click the ‘VIEW LOG/TRACE’ link below.
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8. Click on the PDF file to display the report.

9. Review and/or print the Schedule of Classes report. Report displays in session order, then by
Campus and Subject. Check the end of the report for classes in a different session.
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