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PeopleSoft Scheduling Terminology
Session: A period of time within a term. Session 1 (Regular Academic Session) is always the full
term and the dates for Session 1 cannot be changed. There are additional sessions with predefined
dates which can be changed on a class to any date range, including outside of the typical term
dates.
Class: It’s what a student enrolls in. It is identified by a class number, which is sequentially
assigned by the system.
Component: Indicates whether a class is Lecture or Laboratory. Each component is a separate
class. For example, ACCTG 001 is a lecture only course so when it’s scheduled there will only be
one class where the component is lecture. BIOLOGY 003, is a lecture/lab course, so when it’s
scheduled there will be two classes a student enrolls in to complete BIOLOGY 003 (one class the
component is lecture the other class the component is laboratory).
Associated Class Attributes: Attributes or “flags” that are applied to a specific Class Association
Number. These attributes include but are not limited to, Contract Code, FTES Exempt, Open/Entry
Open/Exit, Summer Session, etc.
Section: A four character field that LACCD will use to assist Staff/Faculty with identifying a class
that are paired, i.e. lecture/lab.
Reserved Capacity: functionality built into PeopleSoft that allows you to reserve seats for students
who are in a student group. Not every student group can be used with reserved capacity. The
campus scheduler can provide more information on what student groups can be used.
Facilities/Facility: Room
Meeting Pattern: Identifies the facility, times, days, and instructor details
Term Structure: 2152=Winter 2015, 2154=Spring 2015, 2156=Summer 2015, 2158=Fall 2015.
2202=Winter 2020, 2204=Spring 2020, 2206=Summer 2020, 2208=Fall 2020.
Work Load/Work Load Hours: Standard Hours
Course Catalog: Course; all the courses comprise the course catalog.
Catalog Nbr: Course Number
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Add a Class
Procedure
In this lesson you will learn how to add a new class to the schedule of classes using the SCR Workflow system
The navigation path to accomplish this is: Main Menu > Campus Solutions Menu > LACCD Custom Objects
> Student Records > Schedule Change Request > Add a Class Section
Step

Action

1.

Click the Campus Solutions Menu menu.

2.

Click the LACCD Custom Objects menu.

3.

Click the Student Records.

4.

Click the Schedule Change Request menu.

5.

Click the Add a Class Section menu.
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Step

Action

6.

Click the Look up Term button, and select the appropriate term.

7.

Click the Look up Subject Area button and select the appropriate Subject

8.

Click in the Catalog Nbr field.

9.

Enter the desired information into the Catalog Nbr field.

10.

Click the Look up Campus button and select your campus.

11.

Click the Search button.
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Step
12.

Action
Select the appropriate Class Status for the new class:
•

•

13.

Active
o

The class is open.

Tentative
o Use when you want to setup a new class but it’s not been officially approved to allow
students to enroll. Classes set to this status will not appear on the Class Search page. Note:
classes set to tentative will not appear on the camera ready report.

Will Class be combined with another? Click the Yes option if you are adding a new class to
an existing combined section. If No, skip to step 15.
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Step
14.

Action
The text “Class Number to Combine With:” will appear along with a new box where you need
to enter the class number you are combining this new class with.
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15.

Click in the Session field, and select the session this class will be in.

*Session: the session selected affects when a permission number is required for
enrollment. Use caution when selecting the session; ensure the session you select has
a start date that closely matches the start date of the class you are scheduling. This
ensures students are able to enroll up to the start of the session without using a
permission number. IMPORTANT: Beginning on the start date of the session and after,
permission numbers are required; before the start date of the session, permission
numbers are not required.
a. To see the Session Begin dates to determine when permission numbers are
required, run the query LAC_SRE_TERM_AND_SESSION_DATES. In the results
of this query, look for the column Session Begin Date
b. Session 1, full term dates, dates are locked. Should only be used for
Spring/Fall terms. (available in all terms)
c. Session 99A, full term dates, will allow for short/extended class dates. All
winter classes must be scheduled here. (available in all terms)
i. IMPORTANT: short term late start classes scheduled in 99A will not allow students to
enroll without a permission number after the first day of the regular term. Short
term late start classes should be scheduled in a session that closely matches the start
date of the class to minimize enrollment problems for students.

d. Session 99B, (Open Entry/Open Exit [OEE] Classes Only) full term dates, will
allow for short/extended class dates. (available in all terms Winter 2018 and after)
e. Additional Short term sessions. Using the sessions below will allow students to
filter their search for classes in these ranges:
i. Session 28A, 1st 8 weeks of the term (available in Spring/Fall terms beginning
with Fall 2017 and after)

ii.

Session 2A, Starts 2nd Week of term through end of term (available in Fall
2018 and after)

iii. Session 3A, Starts 3rd Week of term through end of term (available in Fall
2018 and after)

iv. Session 4A, Starts 4th Week of term through end of term (available in Fall
2018 and after)

v. Session 5A, Starts 5th Week of term through end of term (available in Fall
2018 and after)

vi. Session 6A, Starts 6th Week of term through end of term (available in Fall
2018 and after)

vii. Session 7A, Starts 7th Week of term through end of term (available in Fall
2018 and after)

viii. Session 8A, Starts 8th Week of term through end of term (available in Fall
2018 and after)
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Step

Action

ix. Session 28B, 2nd 8 weeks of the term, starts 9th week of term through
end of term (available in Spring/Fall terms beginning with Fall 2017 and after)
x. Session 10A, Starts 10th Week of term through end of term (available in
Fall 2018 and after)

xi. Session 11A, Starts 11th Week of term through end of term (available in
Fall 2018 and after)

xii. Session 12A, Starts 12th Week of term through end of term (available in
Fall 2018 and after)

xiii. Session 13A, Starts 13th Week of term through end of term (available in
Fall 2018 and after)

xiv. Session 14A, Starts 14th Week of term through end of term (available in
Fall 2018 and after)

xv. Session 15A, Starts 15th Week of term through end of term (available in
Fall 2018 and after)

xvi. Session 16A, Starts 16th Week of term through end of term (available in
Fall 2018 and after)

xvii. Session 25A, 1st 5 weeks of Summer (available only in Summer 2018 and after)
xviii. Session 25B, 2nd 5 weeks of Summer (available only in Summer 2018 and
after)

xix. Session 26B, 6 weeks of Summer (available only in Summer 2018 and after)
xx. Session 28C, 8 weeks of Summer (available only in Summer 2018 and after)

16.

Select a Start Date for the class. Click the Choose a date button to use the calendar function.
Note: if you selected Session 1 (Regular) in step 15, you will not be able to adjust the start date
of the class; skip to step 18.

17.

Select an End Date for the class. Click the Choose a date button to use the calendar
function. Note: if you selected Session 1 (Regular) in step 15, you will not be able to
adjust the end date of the class; skip to step 18.

18.

Click in the Component field and select either Lec or Lab as appropriate. Contact your campus
scheduler if you cannot select the appropriate component.

19.

Click in the Class Section field and enter only your campus letter.

20.

Click in the Instruction Mode field and select the appropriate value. For more information
regarding Hybrid classes see FAQ #24, “How do we handle Hybrid/Online classes?”

21.

Grading Basis field. This should remain the default value from the course unless the class is for
Credit by Exam. For Honors classes, see FAQ #19, “How do we handle honors classes?”
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Step

Action

22.

Enter the desired information into the Enrollment Capacity field.

23.

Click the Look up Location button and select the appropriate value. Classes held on the campus
and hybrid classes should use the location code of the campus. If a class is being held offsite, i.e.
High School or other facility then select OFFSITE. If it’s an online class, then select ONLINE.
For more information regarding Hybrid classes see FAQ #24, “How do we handle
Hybrid/Online classes?”

24.

Enter the desired information into the Wait List Capacity field.

25.

Most submitters will see the Academic Organization grayed out, however, if this field is
available to you it’s because you have been identified as an Alternate Department submitter.
This is used for colleges that have a program such as PACE where classes across multiple
disciplines are offered in a department outside of the default department for that course. If you
are submitting a new classes under an alternate department, ensure that you modify this field to
your department.

26.

Click the Look up Facility ID button.

27.

Enter the desired information into the Facility ID field. Enter your campus letter to filter for
rooms at your campus. See FAQ #38.

28.

Click the Look Up button. Then select the appropriate room.

29.

Click in the Pat field and enter TBA if you are creating a TBA class then skip to step 32. If it
will be a regularly scheduled class, skip to the next step.

30.

Enter the desired information into the Mtg Start field. Do not enter an end time.

31.

Select the appropriate days of the week the class will meet. Once you are finished selecting

32.

Under the Meeting Pattern heading, verify the start date matches the class start date.
IMPORTANT: While PeopleSoft allows for much more flexibility than our legacy system did,
adjusting meeting pattern dates will cause the attendance accounting method to be Positive
Attendance.

33.

Under the Meeting Pattern heading, verify the end date matches the class end date.
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Step

Action

34.

Click the Look up Empl ID button. Note: we are not using employee numbers. See FAQ #11,
“Why aren’t we using employee numbers when assigning faculty?” If you are assigning staff,
enter your campus letter + STAFF, example HSTAFF, PSTAFF, SSTAFF, etc. If you need to
find a faculty member, enter the last name and first name in the Look Up Empl ID search box
and press look up. If you are unable to locate the person, try using the first few letters of the first
and last name. If you still cannot find the instructor, contact your campus scheduler for
assistance.

35.

Click the Instructor Role list.

36.

Click the Access drop down.

37.

Click the Post list item.

Step

Action

38.

If you need to add multiple instructors to this meeting pattern you can click the Add a new row
button, and enter the second instructor.

39.

Click the WorkLoad tab.

40.

Click the Look up Assign Type button and select the appropriate class code. See FAQ #37,
“Why can’t I find the class code I need to assign an instructor to?”
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Step

Action

41.

Click in the Workload field and enter the appropriate standard hours of pay.

42.

Click the SFP option if and only if this instructor’s salary will be paid for using SFP funds.
IMPORTANT: You will also need to provide the Cost Center/WBS Element Data to the
Scheduler via the SCR Notes or using the Associated Class Attribute SFP Funding Code and
enter the Cost Center/WBS Element Data.

43.

If you selected the Instructor Role from step 35 as Broken, then click the Assignment Date tab
and enter the appropriate dates here.

44.

If you need to add additional meeting patterns, press the + button to the right of the meeting
pattern start/end dates. Repeat steps 26 – 43, for each meeting pattern entered.

45.

Under the Class Notes bar, enter any notes that you want to appear to the students in the
schedule of classes.

46.

Click the Class Characteristics tab. Here is where you can “flag” classes.
1.

Class Flag: Shared attribute by all colleges, not MIS. Example: PACE, STEM, Escalante, etc.

2.

Section Contract Code (MIS – XB04): Apply this attribute if the class is paid for by an outside entity
or other contract type. See FAQ #25,“How do we handle Contract Ed classes?” Default value if not
applied: Not a contract Ed section.
a.

3.

IMPORTANT: If you selected any type of Contract Ed, then you must ensure FTES Exempt
= “Yes”

Class Type: Apply this attribute for Apprentice or In-Service Training Classes.
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4.

LACCD Internal Notes: Apply this attribute to record any internal notes, these are not visible to
students. Note: if the note is related to the SCR itself, enter those on the SCR Notes tab

5.

Open Entry/Open Exit: IMPORTANT: OEE classes must be scheduled in session 99A. Apply this
attribute to classes that are open entry/open exit, this flag will force the class attendance accounting
method to PA. Default value if not applied: Not OEE

6.

Over 60% FTE Limit: IMPORTANT: contact your campus scheduler before using this attribute or
use the SCR Notes to indicate that you applied this flag.

7.

SFP Funding Code: If you checked the SFP checkbox in step 42, you must enter the Cost Center or
WBS Element here.

8.

CVU/CVC Status (MIS – XB10): This attribute applies to distance education sections related to the
instructor i.e. whether the instructor took professional development courses/workshops through the
California Virtual University (CVU) or California Virtual Campus (CVC). Default value if not
applied: Not Applicable

9.

Summer FTES Reporting: Apply this attribute only in the summer term. It identifies when the FTES
will be reported. Default value if not applied: Census

10. Summer Session: Apply this attribute only in the summer term. It identifies the summer session the
instructor is teaching in. Default value if not applied: 1
11. Work Based Learning Activities (MIS – XB09): Apply this attribute if the class included work-based
learning activities. Default value if not applied: Does not include (N)

47.

Three Associated Class Attributes are defaulted as “No”:
1. FTES Exempt
2. DSPS Special Status
3. Over 60% FTE limit
If you need any of the others from step 46 above, click the Add a new row button. Then select
the appropriate attribute from the drop down list. You will be prompted to select one of the
values for each attribute you add.
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Step

Action

48.

Click the SCR Notes tab.

49.

Enter any notes into the Description field that pertain to this SCR. For example:
• Need to reserve seats for a special population of students
• You are unable to find a room
• Any justifications required by the approver
• Or any necessary explanations or clarifications regarding your SCR

50.

Click the Related Classes tab. When adding a new class there will not be any pertinent

information displayed here, for more information, see FAQ #34, “What information appears on
the related class tab?”
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Step

Action

51.

Click the SCR Main tab.

52.

Click the Submit button. If you want to save your work and submit later, you can press Save
and come back later using the “Find or Approve” page to open and submit.

53.

Congratulations, you have successfully completed Adding a Class.
End of Procedure.
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Modify a Class
Procedure
In this lesson you will learn how to Modify a Class using the SCR Workflow system.
The navigation path to accomplish this is: Main Menu > Campus Solutions Menu > LACCD Custom
Objects > Student Records > Schedule Change Request > Update or Cancel a Class

Step

Action

1.

Click the Main Menu.

2.

Click the Campus Solutions Menu.

3.

Click the LACCD Custom Objects.

4.

Click Student Records.

5.

Click the Schedule Change Request..

6.

Click the Update or Cancel a Class.

7.

Click the Term look up button and select the appropriate term

8.

Click in the Subject Area and enter the appropriate subject.

9.

Click the Catalog Nbr field and enter the appropriate course number and letter.
SCR Workflow Handbook
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Step

Action

10.

Click the Campus field and enter your campus code.

11.

Click the Search Button.

12.

Select the appropriate class to modify, or if there is only one class based on your search criteria
the class will appear.

13.

Make any necessary changes, refer to the Add a Class instructions for information on each field.

14.

When you have completed all modification, click the Submit button.

15.

Note: You may receive warning messages for room conflicts with other classes, missing data for
an instructor, or duplicate class attributes entered.
Click the OK button if you receive any and you will be able to submit.

16.

Congratulation, you have successfully completed Modifying a Class.
End of Procedure.
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Cancel a Class
Procedure
In this lesson you will learn how to Cancel a Class using the SCR Workflow system.
The navigation path to accomplish this is: Main Menu > Campus Solutions Menu > LACCD Custom
Objects > Student Records > Schedule Change Request > Update or Cancel a Class

Step

Action

1.

Click the Main Menu menu.

2.

Click the Campus Solutions Menu.

3.

Click the LACCD Custom Objects menu.

4.

Click the Student Records menu.

5.

Click the Schedule Change Request menu.

6.

Click the Update or Cancel a Class menu.
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Step

Action

7.

Click the Look up Term button and select the appropriate term.

8.

Click the Look up Subject Area button and select the appropriate subject.

9.

Click in the Catalog Nbr field and enter the appropriate course number and letter.

10.

Click the Look up Campus button and select your campus.

11.

Click the Search button.
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Step
12.

Action
Click the Class Status drop down. Select either:
•

•

Cancelled
o The class is cancelled, students will be dropped. In addition you may need to make an
adjustment to the instructor assignment role. IMPORTANT: you must check the box
“Cancel if Student Enrolled”, it appears to the right of Location. Note: students are not
automatically notified if you cancel a class.
Stop Further Enrollment
o Use this status to halt enrollment by students. The class is still “Active” with respect to the
students who are enrolled and instructor pay purposes.
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Step

Action

13.

If you selected Cancelled, the Assignment Date tab will be brought forward for you to indicate if
the instructor taught any portion of the class, click the Did Instructor teach drop down and
indicate “Yes” or “No”.

14.

If the instructor did teach any portion of the class, indicate the last date taught.

15.

Click the Submit button.

16.

Note: You may receive warning messages, click the OK button to bypass.

17.

Congratulations, you have successfully completed Cancelling a Class.
End of Procedure.
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Find an SCR
Procedure
In this lesson you will learn how to Find an SCR.
The navigation path to accomplish this is: Main Menu > Campus Solutions Menu > LACCD Custom
Objects > Student Records > Schedule Change Request > Find or Approve an SCR

Step

Action

1.

Click the Main Menu.

2.

Click the Campus Solutions Menu.

3.

Click the LACCD Custom Objects menu.

4.

Click the Student Records list item.

5.

Click the Schedule Change Request menu.

6.

Click the Find or Approve SCR menu.
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Step

Action

7.

Click the Look up Term button and select the appropriate term.

8.

Click in the Subject Area field and enter the appropriate subject.

9.

Click the Look up Campus button and select your campus.

10.

You can enter or select any other search criteria to narrow your search results.

11.

Click the Search button.

12.

Click the desired SCR number link.

13.

Congratulations, you have successfully completed Finding an SCR.
End of Procedure.
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Approve an SCR (Option 1) and Denying an SCR.
Procedure
In this lesson you will learn how to Approve an SCR using (Option 1).
The navigation path to accomplish this is: Main Menu > Campus Solutions Menu > LACCD Custom
Objects > Student Records > Schedule Change Request > Find or Approve SCR

Step

Action

1.

Click the Campus Solutions Menu menu.

2.

Click the LACCD Custom Objects menu.

3.

Click the Student Records menu.

4.

Click the Schedule Change Request menu.

5.

Click the Find or Approve SCR menu.
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Step

Action

6.

Enter Academic Institution as LACCD, Term, and Campus. You may enter/select any other
search criteria to find the appropriate SCR you need to approve.

7.

Click the Search button.

Step

Action

8.

On SCR Main page you will see the changes you are approving in Red Highlight.

9.

You can review each tab to see modifications you are approving.

10.

Click the Approvals tab.
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Step
11.

Action
Click the Approve or Deny button. If you:
Approve – the SCR will be forwarded to the next appropriate approver. If you are the final
approver, the submitter will receive an email that the SCR was approved
Deny – The SCR routing will end and the submitter will receive an email that the SCR was
denied.
Pushback (if available) – The SCR will be pushed back one step to the previous person in the
routing.
Note: You may receive warning messages, click the OK button to bypass.

12.

End of Procedure.
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Approve an SCR (Option 2)
Procedure
In this lesson you will learn how to Approve an SCR using your Worklist.
The navigation path to accomplish this is: Main Menu > Campus Solutions Menu > Worklist > Worklist

Step

Action

1.

Click the Main Menu.

2.

Click the Campus Solutions Menu menu.

3.

Click the Worklist menu.

4.

Click the Worklist menu.
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Step

Action

5.

Click the Request ID link you would like to approve. You will be taken to the SCR to approve.
Note: The Worklist only shows items from the SCR Workflow that are pending your approval.
Once you approve or deny an SCR, it will be removed from the list.

6.

Go to the Approvals tab, and press the Approve button to approve, Pushback button, or press
the Deny button to deny.
Congratulations, you have completed Approving an SCR (Option 2).
End of Procedure.
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Reassign for a Time Period (Vacation)
Procedure
If you will be out of the office for an extended period of time, you can follow these instructions to identify
someone who you want to approve SCRs on your behalf.
The navigation path to accomplish this is: Main Menu > Campus Solutions Menu > My System Profile

Step

Action

1.

Click the Main Menu.

2.

Click the Campus Solutions Menu menu.

3.

Click the My System Profile menu.
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Step

Action

4.

Under the Alternate User heading, click in the Alternate User ID field.

5.

Enter the username (in ALL CAPS) of the person you want to approve SCRs on your behalf
during vacation.

6.

Enter the From Date.

7.

Enter the To Date.

8.

Click the Save button.

9.

IMPORTANT: Contact your campus scheduler and confirm that the person you are entering in
step 4 is set as a reviewer for the entire campus. If that person is not set as a reviewer for the
entire campus they will not be able to see or approve.

10.

Congratulations, you have successfully completed Reassigning for a Time a Period.
End of Procedure.
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Searching for an Available Facility
Procedure
If you need to find a room for a class or a meeting, follow these instructions.
Main Menu > Campus Solutions Menu > Curriculum Management > Facility and Event Information >
Search for a Facility

Step

Action

1.

Click the Main Menu.

2.

Click the Campus Solutions Menu.

3.

Click the Curriculum Management menu.

4.

Click the Facility and Event Information menu.

5.

Click the Search for a Facility menu.
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Step

Action

6.

Enter LACCD into the Academic Institution field.

7.

Click the Search button.

8.

Under Meeting Criteria, enter the From and End Dates you are searching for.

9.

Enter Meeting Start and End time. Using the following format 9:00AM or 12:30PM

10.

Select the Days of the week you are searching for. Note: If your date range is less than a full
week, you must select the days of the week that fall within the date range. For example, you
select 2/24/17 through 2/25/17, you must select the exact two days of the week.

11.

Under Facility Criteria, select a specific Facility type or leave blank for all.

Step

Action

12.

Leave General Assignment, as Ignore Fld

13.

Enter the Room Capacity From and To values, or you can leave them blank to see more
results.

14.

Enter Location Code, if you are searching for rooms on another campus you can select
the appropriate campus. If you leave this field blank you will see all rooms district wide.
Note: if you select a campus here, you will not be able to indicate a specific building.
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Step

Action

15.

If you left the Location code from above blank, you can select a specific building to
search in or leave blank. If you are unsure of the building code, use the magnifying glass
to search. In the Building Search box, enter your campus letter then press Look Up to
see all buildings at your campus.

16.

Click the Fetch Facilities button.

17.

Use the Facility Search Results page to review the search results. If you would like to change
your search parameters, click the Facility Search Criteria tab.

18.

Congratulations, you have completed the facility search process.
End of Procedure.
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Contacting Students in a Class
The class roster page allows you to see who is enrolled in a class or who has dropped (if applicable).
From this page you can contact the students through PeopleSoft, or you can copy and paste the student
email addresses into your Outlook email.
Navigation: Campus Solutions Menu > Curriculum Management > Class Roster > Class Roster
1.

Enter search criteria and press search
a. IMPORTANT: you can see and communicate with students from all campuses, confirm
you are on the correct class before communicating with the students.

2.

Select the Enrollment Status of the students you want to communicate with

3.

If you want to communicate with select students, click the checkbox next to each student.
a. If you want to communicate with all students, scroll to the bottom of the page and press
the “Select All” link

4.

Press the “notify selected students” link

5.

Enter your email Subject

6.

Enter Message Text

7.

Press Send Notification
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FAQs for Schedule Change Request Workflow
1.

How do I log in?
In the address bar of the browser, enter mycollege.laccd.edu your username is the same as you
use to log into the SAP/SAP Portal.

2.

How do I look at course information?
You have the ability to see the Course Catalog through PeopleSoft just as students can.
The navigation is: Campus Solutions Menu > Self Service > Browse Course Catalog
Through this navigation, you can only see basic information including the Units, Title, and
Description. However, part of Go Live 3 functionality will include a “Curriculum View Only”
access. This will allow users to see all the data elements stored for each course at each
campus. It is currently being determined how users who need this access will be identified. In
addition, there will be separate training for “view only” access. Stay tuned! In the meantime, our
legacy systems (Protocol/DEC) are being maintained with the same information as PeopleSoft.
So, you can get up to date information about your courses using ECD.

3.

How do students see the schedule of classes?
The campus may still create a pdf version of the printed schedule and post it. However,
students will be directed to the PeopleSoft system to log in and view the schedule in real time.
You can preview what the students will see by navigating to:
Campus Solutions Menu > Self Service > Class Search
At this time, you will not be able to see any classes. Each term has a district wide “display date”
setup indicates when a term is “public”. For Fall 2017 that date is April 12, 2017. On that date
you can navigate to the Class Search page and you will see exactly what students will see.

4.

How do I see the schedule of classes?
As a workflow user, you have access to see the same schedule of classes’ page that the
schedulers use to maintain it. Except that you can only view it. The navigation is: Campus
Solutions Menu > Curriculum Management > Schedule of Classes > Maintain Schedule of
Classes
Training for how to read this information will be included as part of a separate training for “view
only” access. Stay tuned!

5.

How do students know what the prerequisites are?
In addition to being published in your printed/online catalog, when a student is searching for
potential classes to enroll in, they will see text informing them of the prerequisites for that
course. Prerequisite setup in PeopleSoft is handled by the campus. The text displayed to
students is a local decision.
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6.

I used to be able to see enrollment numbers or students who are enrolled in classes or student
email addresses or standard hours/FTEF data in ESC. How do I see that information in
PeopleSoft?
Part of Go Live 3 functionality will include a “Curriculum View Only” access and other “view only”
access for A&R. It is currently being determined how users who need any “view only” access will
be identified. In addition, there will be separate training for “view only” access. Stay tuned!

7.

When will students see the updates to classes or new classes being added from the SCR
system?
It depends on the term for the SCR in question and the date it was posted. If the SCR was
posted after the “display date” setup for that term has passed, students will see the updates
immediately after. Otherwise, students will see them as soon as the “display date” for that term
has passed. See “How do students see the schedule of classes?” for more information about
the “display date”.

8.

Is there a way to see historical SCRs or those in process?
Yes, use the Find or Approve page to search for SCRs. You can only see SCRs where you are a
submitter, approver, or reviewer for a particular department/subject.

9.

Are there any reports available for the SCR system?
At this time, there are not any reports available. Reports for the SCR system will be identified in
the coming months and developed as quickly as possible.

10. How can I see where an SCR is in the approval process?
You can use the Find or Approve page to search for the SCR, in the search results, there is a
status column to see if it’s pending. You can also go into that SCR and click on the Approvals
tab; look for a box with the heading “Pending” and it will indicate who is next to approve.
11. Why aren't we using employee numbers when assigning faculty?
PeopleSoft uses a single ID regardless of the type of user. That is, you will have a single ID in
PeopleSoft even if you were once a student or are a current student and staff or faculty. Some
faculty will see their PeopleSoft ID as an 88 number, which was their previous student ID in the
legacy system. Faculty/Staff who were never an LACCD student will have a PeopleSoft ID
beginning with a 9.
12. How do I see the majors we offer at our campus in PeopleSoft?
Part of Go Live 3 functionality will include a “Curriculum View Only” access. This will allow users
to see active majors at each campus. It is currently being determined how users who need this
access will be identified. In addition, there will be separate training for “view only” access. Stay
tuned!
13. I’m trying to make a change to a particular class and it’s not showing up for me to change. I see
other classes for the same course and term. Who do I contact?
The class you are trying to change may be coded in a different department. Your campus
scheduler is the point of contact for any issues related to the SCR workflow.
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14. I should be able to make changes to all classes of a particular course but none of those classes
appear for me. Who do I contact?
You may not be setup to see those courses, contact your campus scheduler to determine the
proper setup you need.
15. Why can’t I change a full term class to a short term class?
In order to preserve the attributes applied to the class you want to change, the scheduler will
have to make that particular change manually. Using the SCR Note tab, indicate that you want
the class to be short term along with the start and end dates.
16. I want to add a lab class as an additional choice for students to select from, is there anything
special I need to do?
Yes, in the SCR Notes section, inform the scheduler that this is an additional lab choice for a
particular lecture. Provide as much information as possible, so they can properly post it to the
schedule.
17. How do I change the class section, I was able to specify it when I add a class?
Using SCR, you cannot adjust the class section. The class section must maintain a very specific
format that can only be adjusted by the scheduler. Even though you entered a value when
adding a new class, it most likely will be changed by your scheduler. Since students enroll in a
specific class number, the class section is used by staff to quickly identify classes paired
(associated) to each other.
18. How do I add reserved capacity?
Reserved capacity cannot be added or modified using SCR, indicate any changes for reserved
capacity using the SCR Notes tab.
19. How do we handle honors classes?
There are a couple different ways honors classes can be setup. Each option has its advantages
and disadvantages, work with your scheduler to determine which option fits the needs of your
campus.
20. How do we handle Credit by Exam classes?
Credit by Exam classes will be scheduled with 0 enrollment limit. These classes must also have
their grading basis updated to CBE (Credit by Exam). Using the SCR Note tab, indicate that this
class will be a Credit by Exam class. You also need to ensure the FTES Exempt attribute is set to
“Yes”.
21. How do we handle In Progress classes?
Classes that span more than one semester only need to be setup once in the term where the
class starts. Students will be graded normally at the end of the class. Must use session 99A.
22. How do we handle Illegal Repeat classes?
Setup a special class with 0 enrollment and ensure the FTES exempt attribute is set. Also,
ensure workload for instructor is set to 0.
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23. How do we handle Health Fee Exemptions?
Health Fees are determined by the Location a class is taught at. On the SCR Main tab, select
either OFFSITE or ONLINE for the location. These are the only two codes that will not charge
health fees. If you select either of these codes as the location of the class, you must ensure that
the room is identified as an online or offsite room.
24. How do we handle Hybrid/Online classes?
Hybrid Classes:
Lecture only course/Lab only course: For this type of course you will have to schedule at
least two meeting patterns, first one for the on campus portion and second one for the
online portion. For this class the settings are as follows:
o Location = campus code (LAHC, LAMC, WLAC, etc.), Method of Instruction = 72 – if the inperson portion will be taught on the campus.


Or

o Location = Offsite, Method of Instruction = 72 – if the in-person portion will be taught at
another location.
Lecture/Lab course: For this type of course you will schedule a lecture and lab class.
Determine which class will be online and which on campus. For the online class the settings
are as follows:
o For the online class the settings are as follows: Location = ONLINE, Method of Instruction =
72.
o For the on campus class the settings are as follows:


Location = campus code (LAHC, LAMC, WLAC, etc.) Method of Instruction = 02 or 04.
•



or

Location = Offsite, Method of Instruction = 02 or 04.

Online Classes:
Location = ONLINE, Method of Instruction = 72
25. How do we handle Contract Ed classes?
Contract Ed classes are setup on the schedule just like any other class except that you must
select the appropriate Associated Class Attribute for Section Contract Code and indicate the
class is FTES Exempt ‘Yes’. Setting these values does not exempt enrollment fees. See “How do
we handle Enrollment Fee Exemptions?”
26. How do we handle Enrollment Fee Exemptions?
Exempting enrollment fees is no longer handled on the schedule of classes’ side, rather the
campus Business Office handles all the proper processing to offset enrollment fees for
students. The student financials side of PeopleSoft will go live May 7th 2017; therefore they will
not be able to setup the system to offset any fees until after that date.
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27. Can I see what a particular value on the class was before I submitted a change?
If the SCR was posted already, you won’t be able to see the previous values, otherwise see
“How do I see the schedule of classes?”
28. How do I know if an SCR I submitted was approved or denied?
You will receive an email when your SCR was approved or if it was denied. You can also search
for the SCR using the Find or Approve page, in the search results it will show the status of the
SCR.
29. How do I know if an SCR I submitted was posted?
You will receive an email when the campus scheduler approves it. While there is an additional
step the scheduler has to take to post it, in general, when you receive an email indicating a
specific SCR was approved the scheduler will post it immediately after.
30. Why do I get an error message that a request is already pending?
The SCR system only allows one change at a time for each class. The reason is that when you
begin an SCR, the system copies the schedule into that SCR then allows you to make changes.
When that SCR completes its approvals and the scheduler posts it, the system populates all
values you see on the SCR back into the schedule. Multiple SCRs for the same class would
cause the loss of previous requests’ data.
31. I submitted an SCR to update a class but forgot to change one more thing, how do I proceed?
You can wait until the SCR completes all of its approvals and is posted to the schedule then
submit another SCR. Or, you can contact the next approver and request the SCR to be denied
then you can submit again.
32. How do I retract an SCR I submitted?
You cannot retract an SCR however, you can contact the next approver and request the SCR be
denied.
33. Who can see the notes entered into an SCR?
There are three types of notes you can enter into an SCR. Class notes, which are on the SCR
Main tab at the very bottom, appear to students in the schedule of classes. SCR Notes on the
SCR Notes tab are internal only and should be used to communicate to approvers and the
scheduler any pertinent information related to the request. Lastly, an LACCD Internal note that
can be added using the Class Characteristics tab which should be used when the note pertains
to the class itself rather than just a note pertaining to the SCR. Your campus scheduler can
provide additional guidance on when to use the SCR Notes tab vs the LACCD Internal notes.
34. What information appears on the related class tab?
If the class you are updating is part of a combined section, the class number you are working on
will appear under the Combined Section heading. It will not display all the other classes it’s
combined with. If the class you are updating is a lab associated to a lecture, you will see the
lecture class listed under the Related Class Sections heading.
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35. Why am I getting a message about a class being over/under scheduled?
In most cases the system will automatically determine the appropriate end time based on the
dates and days selected. If you override the end time, the system will warn you if it exceeds the
10% threshold. Also, in rare cases a class may be scheduled in such a way that 5 a minute
change in either direction will yield the opposite error message. You can click the LACCD
Contact Hours link to review detailed information on the calculations.
36. Why isn't LAB available when trying to schedule a lab class?
Contact your campus scheduler, they will contact the appropriate office at the District to fix the
problem.
37. Why can't I find the class code I need to assign an instructor to?
All class codes are imported from our HR system (SAP). If you do not find an instructor or you
cannot find the class code you are looking for, it may be that the assignment is in process (PCR)
or has not been initiated. Each campus will have a different process on how these issues are
resolved.
38. Why can't I find the room I need?
Each Facility ID will start with the campus letter to make it easy for users to identify the rooms at
their location. If you cannot find the room you need after searching with your campus letter,
contact your campus scheduler to assist or you can leave a note on the SCR tab.
39. What do the Red highlights mean when I'm looking at an SCR I'm approving?
Red highlighted fields indicate that it will be changed to the value you see if approved and
posted.
40. Can I choose someone else to approve SCRs on my behalf while I'm on vacation?
Yes, follow the instructions to “Reassign for a Time Period”.
41. What does the pushback button do?
When you press the pushback button, the SCR moves one step back (the previous approver) in
the approval chain.
42. What does the deny button do?
The deny button will end the approval routing for the SCR. The submitter will receive an email
that it was denied.
43. How can I see a history of changes to a particular class?
If you are a submitter, approver, or reviewer for a particular department/subject, you can search
using the Find or Approve page by entering the term, campus and class number. The search
results will show each SCR that is either been posted or currently pending in the approval
process.
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44. How do I get to the SCR I’m approving when I click on the link in the email I received?
When you click on the link in the email to approve/deny an SCR, you will be taken to the login
screen for PeopleSoft. You must enter your username and password then login. Then, leaving
PeopleSoft open, go back to your email and click on the link again and you will be taken to the
SCR.
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