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Course Descriptions: Bulletin/Banner Catalog i;f?

Starting with the Fall 2014 Bulletin, there will be a change in how
course descriptions appear and where they are stored.

Banner catalog (SCACRSE) will be the official repository for course
descriptions. Whereas previously these were in the Bulletin.

In February, dean’s offices will be mailed a listing of their course
descriptions and courses in Banner catalog. Each school will
determine their process for getting the descriptions updated. When
updates are complete, the descriptions will be updated in Banner
catalog.

There will be a link from the Bulletin to the course description in
Course descriptions on the section will continue to be used as

Banner. Exact functionality is being worked out.
before.
The rest of the Bulletin, including the process for editing and
updating department and program sections, will be the same as in
previous years.
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Important Dates- X
Fall 2014 Course Building

O Course Building Periods »3%
o

o
o CHEEE,

O Large Rooms
O Spreadsheet were sent on
O Requests due (make changes to spreadsheet)

Jan 15, Feb 12, & Feb 26
Mar 19

Apr 25




7

General Course Building Information X

O Cross Listed Courses
O The parent is responsible for course building for all child %%

courses, including inactivating.

O Reuse cross-list identifiers. Previous list of Fall cross-list
identifiers can be used for Fall 2014. Email

if you need additional cross-list
identifiers.

O Remember to update the SSAXLST form with enrollment
information.

O Use the CBASM website. Resources section has helpful
materials to assist you with building your schedule.

O Most courses should have a meet pattern when the
schedule goes to the web (avoids student conflicts and
ensures room availability)
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General Course Building Info Cont’'d X

O Follow standard course numbering schemes
O Stand alone are numeric, linked have a letter first
O IS section numbers are associated with a faculty member.
Departments maintain this list.

O Use session 7 for courses in departmental rooms and
computer pods. Independent study courses should NOT have
a session 7 code.

o

Email cfchanges@binghamton.edu for Harpur “"W"s.

o

View daily output of your schedule on the reports server

o

O Remember to use the office email accounts,
and
rather than our personal email accounts-someone is always
monitoring the departmental accounts even if we are out of
the office



New Instructional Types e

(o o

(for internships) and (for practicums) have been
added as new instructional types.

Institutional Research has been collecting this information
from departments for several years for reporting to SUNY
Central. We are now adding this to Banner.

For all courses which departments had previously notified
Institutional Research as being internships and practicums,
the instructional type has been changed to INT or PRC for
Fall 2014. When spring 2015 and summer 2015 are rolled,

courses will be updated.

When building new sections for these courses, please use
the INT or PRC designations.

Lists have been sent to departments with INT/PRC courses.
During Fall 2014, you will be asked to provide the internshi

type for all internship courses (formal paid, formal unpaid,
independent paid, independent unpaid)
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Distance Learning Courses x

O Instructional Delivery Modes for Distance Learning Courses:
O DI - distance learning taught by BU faculty
O D2Z- distance learning taught by non-BU faculty

O DZ is no longer valid and should not be used. It has been removed from
all courses.

O Distance Learning refers to courses that have an on-line component.
;I'hls should not be used for courses that are offered at off campus
ocations.

O Review your courses and make sure that all on-line courses have the DI
designation.

O DI courses should have a session 7 code and no meet pattern. The
building should be DI and the room should be LEARN.

O In Fall 2014, you will be asked to provide the On-Line Instruction Type
for active, enrolled courses with the DI designation.
O Asynchronous - Direct instruction occurs under time delay: that is, direct
instruction is recorded/stored and accessed later.
O Synchronous - Direct instruction occurs in real time without (time) delay.
O Combined - Direct instruction combines both synchronous and asynchronous
types.
O Hybrid - Direct instruction is delivered both online and in a classro m\//
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IN/DP Restrictions K

O To allow students to change their grade mode on-line, IN
and DP restrictions cannot be placed on the SSASECT %@
form.

For courses that do not have a grade mode set (where the
student can select the grade mode), the IN or DP

restriction must go on the SSARRES form so that student

can change their grade mode on-line. For courses with a ;‘i%
set grade mode, the restriction can go on the SSASECT or
SSARRES form.

When departments are registering students, if the IN/DPris
on SSARRES, an override form (SFASRPO) must be
accessed prior to registering the student.

Lists of courses that do not have a grade mode set but d
have IN or DP on SSASECT will be sent to departments as

part of the edit check process.



Rules for Cross Listing with X
Courses in Other Departments

100 level and 200 level OK to cross list
300 level and 400 level OK to cross list
100 level and 500+ level OK to cross list
200 level and 500+ level OK to cross list
300 level and 500+ level OK to cross list

O 00 OO

*Note: Itis OK to cross list courses of different levels/division if all
courses are the same subject. For example, it is OK to cross list MUS 100,
MUS 200, MUS 300 and MUS 400.



Instructor Percent Responsibility

O Use % responsibility on SIAASGN or
SSASECT to reflect instructor’s

res p 0 n S I b I Ity Instructor’s %
’ responsibility for section -

O 100% for sections with 1 instructor

O Prorated for sections with multiple
instructors

O Total of all instructors’
responsibility must equal 100%

O Percent of Session should be 100%
for each instructor, regardless of
the number of instructors

% responsibility of
each instructor




Adding Instructors to IS Course

O To add instructor on Independent Study courses,
rather than enter*0000” and "0001” in the start
and end time, put a “"0” in the hours per week field
(on the Meeting Location and Credits tab), SAVE,
do a next block and then add the instructor.
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Winter 2014 Classroom Renovations

O Enhancements to UU 120
O New light switches will be added near the instructor station

This will not be completed by the start of the spring
semester, but will be done during the semester.

O The screen will be adjusted so that the bottom of the screen
will be visible to people seated in the back of the room.
This will decrease the overall size of the image.

O FA 209 and 212 will be upgraded to hybrid laptop ready

O Rooms will be painted, chair rail will be installed, and new
blinds will be installed.

O Capacity will be at 36 for FA 209 and 80 for FA 212. New
furniture will be installed at a later date.
U7 . N
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Spring 2014 Classroom Renovations P

« 8 Rooms will be upgraded to hybrid laptop ready
« 2 rooms will be off-line at a time, each set for 4 weeks
« During this process, classes will be moved (classes in FA 24
and 247 will move into renovated SW 321 and 323, classes in
FA 244 and 246 will move into renovated 245 and 247, etc.
« In addition to upgraded AV, rooms will be painted, chalr ra%%}%
will be installed, new blinds will be installed, and new
furniture may be installed.

Jan 27-
Feb 21

FA 245 Upgrade classroom (Feb 24-Mar 21) Feb 24-
FA 247 |Upgrade classroome (Feb 24-Mar 21) Mar 21

FA 244  (Upgrade classroom (Mar 24-Apr 18) --
FA 246  |Upgrade classroom (Mar 24-Apr 18) 29 HL Apr 18
FA 242 |Upgrade classroom(Apr 21-May 16) 20 HL | Maylé




Standard Meet Patterns %

%

O Follow standard meeting patterns
for courses to be held in general

9:40-10:40 urpose classrooms
10:05-11:30 p p
10:50-11:50 .
2 20 3:20
1:40-4:40 2:50-4:15

330430

4:40-5:40 425550

5:50-8:50 5:50-8:50 6:00-9:00



Scheduling Guidelines for %
Courses with Non-Standard e
Meet Patterns

O Courses with non-standard times should be held outside of pri
time hours

O If held within prime time hours, the department can schedule in
their own room

O If departments want to offer courses during prime time in a
general purpose classroom, they should off-set courses so the ;i%
meet patterns are fully utilized

O For example, 3 courses being offered, each meeting one day per:week
following standard MWF meet patterns for two hours during prime
time (one class meets on M, the second on W and the third on F).

O 3 hour classes meeting one day per week during prime time that
need a general purpose classroom will be scheduled at the
University Downtown Center and should follow the establishe
meet patterns.




Large Room Requests

O Courses of 80 or more students %é&

O Spreadsheet was sent out
O Make corrections to spreadsheet, add technology requests

(o
O Send updated spreadsheet to classrooms@binghamton.edu

COURSE_ — = =
. COURSE_ _ _ _| XLIST_| MAX BEGIN_ stand MEETING_ _|
NUMBER |SUBJECT |[NUMBER NUMBER ENROLLMENT _ENRL TIME TIME meet HOURS [no. days COLLEGE_DESC DEPARTMENT_DESC |T_NAME

| 2fu
11396 _ 2 /
10543 2|uGHarpur __ [Psychology  [Morrissey |
2 1 P
94734 _ _ T N 2
94742 _ T 2
2 1 P l!--_-/
12269 _ F Ny 1 /
12273 _ F L

2 9 B
201220 [12293 _ _ T svchologv
201220 [94746 _ T UG Harpur Psychology




Large Room Assignments x

O Once all requests are received, CBASM will assign
courses to rooms and send assignments to department%,xf/ﬁ%% N

O CBASM will add rooms to Banner, correcting days/times
according to information provided by departments on
the large room requests.




Technology Requests

O For courses of 80 or more, if multi-media or other
special technology is needed, indicate on the large room ™
request form. PR

O For courses under 80 seats, use the Instructor ®

Classroom Request Form (or the spreadsheet) to request O
multi-media or other special technology. Y

No form is needed to request laptop ready rooms,
unless:

VHS is needed
Newer style digital connections are needed
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Back to Back Requests x

O Please include the entire meet pattern for each course
when requesting courses to be taught back to back.

O For example, if one course is being offered MW 8:30-9:30
and is back to back with another course being offered MWF
9:40-10:40, include MW 8:30-9:30 and MWF 9:40-10:40 on

the request.
O We have run into some problems where the request onl




Computer Pod Reservations x

O Please send a copy of the pod reservation that you
receive to

O Departments should put the session 7 code on courses
in computer pods and put the pod location on the
course.




Questions *




