
Beginning of Term Processes 

Purpose: This document suggests a sequential, step-by-step process for Beginning of Term 

Activities in ctcLink. 

Audience: Student Records Staff. 

Beginning of Term Processes 

Step 1 - Review Term Session Table and Academic Calendar 

• Maintaining the Term/Session Table 
• Maintaining the Academic Calendar 

Step 2 - Schedule New Classes 

• Schedule New Classes 

Step 3 - Copying the Prior Term 

• Copying the Prior Term 
• Copy Prior Term's Schedule (Fluid) 

Step 4 - Room Scheduling/25 Live 

• How to EXPORT an Academic Term from 25Live to CS using LYNX 
• How to IMPORT an Academic Term from CS to 25Live using LYNX 
• How to do a Batch Export of an Academic Term from CS to 25Live using TCS Interface 
• Using the 25Live Scheduling Optimizer 

Step 5 - Generate Dynamic Class Dates 

Dynamic Class Dates must also be generated for reporting purposes. For example, if students 
have student attributes applied to their Student Program/Plan stack and they are enrolled in 
DYN classes, the dynamic class dates will need to be generated in order for those students to 
be counted for reporting purposes. 
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http://ctclinkreferencecenter.ctclink.us/m/79558/l/971048-9-2-maintaining-the-term-session-table
http://ctclinkreferencecenter.ctclink.us/m/79542/l/1028047-9-2-maintaining-the-academic-calendar
http://ctclinkreferencecenter.ctclink.us/m/79555/l/1009251-9-2-schedule-new-classes
http://ctclinkreferencecenter.ctclink.us/m/79558/l/971000-9-2-copying-the-prior-term
http://ctclinkreferencecenter.ctclink.us/m/88854/l/1103499-9-2-copy-prior-term-s-schedule-fluid
http://ctclinkreferencecenter.ctclink.us/m/65092/l/850342-how-to-export-an-academic-term-from-25live-to-cs-using-lynx
http://ctclinkreferencecenter.ctclink.us/m/65092/l/861708-how-to-import-an-academic-term-from-cs-to-25live-using-lynx
http://ctclinkreferencecenter.ctclink.us/m/65092/l/849518-how-to-do-a-batch-export-of-an-academic-term-from-cs-to-25live-using-tcs-interface
http://ctclinkreferencecenter.ctclink.us/m/65092/l/849518-how-to-do-a-batch-export-of-an-academic-term-from-cs-to-25live-using-tcs-interface


• Configuring Courses to Use Dynamic Dating 
• Setting Dynamic Class Date Rules 
• Generate Dynamic Class Dates 
• Running the Dynamic Class Date Generation Process  (Fluid) 
• Dynamic Dates and Specific Class Sections 
• Identifying Classes Needing Dynamic Dates Calculation to be Run 

Step 6 - Student Groups 

• Setting Up Student Groups 
• Batch Assigning Student Groups 
• Adding, Updating, and Viewing Student Groups 

Step 7 - Running  Batch Term Activation 

• Running Batch Term Activation 

Step 8 -  Enrollment Appointments 

• Creating and Updating the Enrollment Appointment Table 
• Define Student Enrollment Blocks 
• Assigning Enrollment Appointments in Batch 
• Assigning and Maintaining Enrollment Appointments for Individual Students 
• Defining Appointment Enrollment Limits 

Step 9 - Class Permissions 

• Class Permissions - Batch Generation 
• Class Permissions - Student Specific 
• Class Permissions - Individual Class 

Step 10 -  Service Indicators 

• Setting Up Service Indicator Codes and Reasons 
• Viewing and Entering Service Indicator Data (Fluid) 
• Batch Processing Service Indicators 
• Entering Service Indicator Data 
• Viewing Service Indicator Information 
• View Service Indicator History 
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http://ctclinkreferencecenter.ctclink.us/m/79555/l/925399-9-2-configuring-courses-to-use-dynamic-dating
http://ctclinkreferencecenter.ctclink.us/m/79555/l/926307-9-2-setting-dynamic-class-date-rules
http://ctclinkreferencecenter.ctclink.us/m/79555/l/926301-9-2-generate-dynamic-class-dates
http://ctclinkreferencecenter.ctclink.us/m/88854/l/1103506-9-2-generate-dynamic-class-dates-fluid
http://ctclinkreferencecenter.ctclink.us/m/88854/l/1103506-9-2-generate-dynamic-class-dates-fluid
http://ctclinkreferencecenter.ctclink.us/m/88854/l/1103506-9-2-generate-dynamic-class-dates-fluid
http://ctclinkreferencecenter.ctclink.us/m/79558/l/1024344-9-2-setting-up-student-groups
http://ctclinkreferencecenter.ctclink.us/m/79558/l/1025192-9-2-batch-assigning-student-groups
http://ctclinkreferencecenter.ctclink.us/m/79558/l/1011279-9-2-adding-updating-and-viewing-student-groups
http://ctclinkreferencecenter.ctclink.us/m/79558/l/1010254-9-2-running-batch-term-activation
http://ctclinkreferencecenter.ctclink.us/m/79558/l/1022392-9-2-creating-and-updating-the-enrollment-appointment-table
http://ctclinkreferencecenter.ctclink.us/m/79558/l/1020917-9-2-defining-student-enrollment-blocks
http://ctclinkreferencecenter.ctclink.us/m/79558/l/1010261-9-2-assigning-enrollment-appointments-in-batch
http://ctclinkreferencecenter.ctclink.us/m/79558/l/1022353-9-2-assigning-and-maintaining-enrollment-appointments-for-individual-students
http://ctclinkreferencecenter.ctclink.us/m/79558/l/1022441-9-2-defining-appointment-enrollment-limits
http://ctclinkreferencecenter.ctclink.us/m/79555/l/926300-9-2-class-permissions-batch-generation
http://ctclinkreferencecenter.ctclink.us/m/79555/l/926299-9-2-class-permissions-student-specific
http://ctclinkreferencecenter.ctclink.us/m/79558/l/1009241-9-2-class-permissions-individual-class
http://ctclinkreferencecenter.ctclink.us/m/79558/l/1239852-9-2-setting-up-service-indicator-codes-and-reasons
http://ctclinkreferencecenter.ctclink.us/m/88854/l/1103483-9-2-viewing-and-entering-service-indicator-data-fluid
http://ctclinkreferencecenter.ctclink.us/m/56086/l/526652-batch-processing-service-indicators
http://ctclinkreferencecenter.ctclink.us/m/92555/l/1030579-9-2-entering-service-indicator-data
http://ctclinkreferencecenter.ctclink.us/m/79545/l/1030988-9-2-viewing-service-indicator-information
http://ctclinkreferencecenter.ctclink.us/m/92429/l/927649-9-2-view-service-indicator-history


Step 11 - Managing Waitlists 

• Managing  Waitlists 

Step 12 - Process Enrollment Cancellation - Drop for Non-
Payment 

• Enrollment Cancellation - Drop for Non-Payment 
• Enrollment Cancellation Population (aka Drop for Non-Payment) 

Step 13 - Processing Term Withdrawals 

• Processing Term Withdrawals 
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http://ctclinkreferencecenter.ctclink.us/m/79558/l/1021080-9-2-managing-waitlists
http://ctclinkreferencecenter.ctclink.us/m/79545/l/1285074-9-2-enrollment-cancellation-drop-for-non-payment
http://ctclinkreferencecenter.ctclink.us/m/92560/l/928019-9-2-process-enrollment-cancellation
http://ctclinkreferencecenter.ctclink.us/m/79558/l/1021899-9-2-processing-term-withdrawals
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