9.2 Adjusting Course Catalog Components
for FWL

Purpose: Use this document as a reference for how to make corrections or adjustments to
the Course Catalog - Components tab in order to resolve issues with calculating Faculty
Workload in ctcLink.

Audience: Class Scheduling Staff, Curriculum Managers.

@ You must have at least one of these local college managed security roles:

« ZC CM Course Catalog

« ZD CM Course Catalog

« ZD CM Course and Class Inquiry
+ ZD CM Local Configuration

« ZD FWL View Cnt Calc

« ZZ CM Course Catalog

« ZZ CM Local Configuration

« ZZ FWL Contract Calc

If you need assistance with the above security roles, please contact your local college
supervisor or IT Admin to request role access.

The Faculty Workload Calculation process will read the Instructor Contact Hours and Units
from the Schedule of Class if that class was created in PeopleSoft from the Course Catalog.
If a class was converted from the legacy system the class will not have the component
hours stored in the system; therefore the FWL Calculation Process will use the Contact
Hours and Units from the Course Catalog. Before making changes to the Course Catalog, it
is important to understand the differences between the Catalog Data and Course
Component tabs: one impacts class, while the other is related to Faculty Workload. There
are 3 common reasons why the Course Catalog data may need to be adjusted for Faculty
workload:

1. Add a Missing Component
2. Correct the Units (credits) for a Component
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3. Adjust the Instructor Contact Hours for a Component

Adjust Course Catalog Components for FWL

Understand the Difference Between the Catalog Data and
Component Tabs

The Catalog Data tab, in the Course Units/Hours/Count section, contains the sum of all
component Units and Instructor Contact Hours. The Minimum and Maximum Units at
the total number of units (credits) associated with the full course. If a class is made up
of only one component, such as Lecture, then the Units and Course Contact Hours will
be the same total Units and Instructor Contact Hours on the Components tab.

@ The following queries will assist you with identifying course and class missing contact

hours:

+ QCS_CM_CLASS_MISSING_CNTCT_HRS
* QCS_CM_CRSE_MISSING_CNTCT_HRS

Navigation: NavBar > Navigator > Curriculum Management > Course Catalog > Course
Catalog

1. The Course Catalog search page displays.
2. Enter the Search Criteria.
3. Select the Search button.
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Course Catalog

Enter any information you hawe and dick Search. Leave Sields blark for a list of all valwes.

| Find an Exlsting valus || fudd & Mew Value
academic instttution | = - |-,-.,.,».,1,»_|;1 .9
Subject Area | = — o

Catalog Hbr | begins with ~ | | 101
Campue | begins with a
Courss ID | begins with | | 031433

Description | begins with -

Oinciuds History Ocorrect History [ Cass Sanattive

]
Claar Basic Search & Save Search Criteria

4. The Course Catalog page displays.

| Catslog Dats || Offering=

| Components | GL Inlerface |

Course 1D 031432

[+ af 1
*Effective Date [o7oarzora| [ “status | pcgve
Course Offering 10f 1
*Description | English Composition | CHGLE 101
Long Courss T | English Campasition |
Long Descriphion | Expesitian and argument, smphasizing critical hinking in respanss ta elactrenis and
prin? texts. Focus on exploring, develaping, and communicating ideas ina waice
appropriabe ta the audisnoe. Students strengthen skills through pre-writing, drafting, f
reyiging, and editing. In-chss and out-of-cl s writing required. [Ca,SE CTWE] w
Course Units/fHours/Count
Minlmum Units £ 00l [ Last Course of Mult Term Saq
Mazximum Units 500 “Enrolimant nit Load Calc Type | Actual Units
Academic Progress Unite 5.00 Course Count 1.00

Fimanclal Ak Progreas Linita 5.00 Courss Comtact Hours

View All

| -

5. Select the Components tab.

6. If a class is made up of only one component, such as Lecture, then the Units and Course
Contact Hours will be the same total Units and Instructor Contact Hours on the Components

tab.
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| — -

Couwrse ID 031433

Effective Date  O7/09/2018 Status  Active Course Offering 1of1

Deecription  English Composition

Course Component

Single

“Coursa Companent | Lecture Component +| -
Course
Instructor Cantact Hours

Dafault Section 3irs

Optional Component
Worklioad Hours
O Generats Class Mtg Attendance
OEE Workload Hours
*Final Exam | Yes
Exam Seat Spacing | 1 400 Fea

Provider for Authentication

LM 3 Exfract Flle Type | }ML V1.1 freq to suthenlicste)

Attributes Q 10f1 Wizw A

*Aftribute  Juinit

5400

7. In PeopleSoft, however, a course can be made up of multiple components such as:
* Lecture/Lab
* Lecture/Lab/Clinical
* Lecture/Practicum

8. These are referred to as 'Multi-Component Courses." In those courses, each component on
the Component tab will reflect a portion of the Units and Instructor Contact Hours that
together equal the full value of the course.
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Catalog Data | | Offerings | Components | GL Inlesface
Course ID 025887
] Tof1w Wiew All
*EMective Date |g1io7zo0z] L “SLAtuE | Active ~ | -
Course Offering 1of 1
*Description | Environ Biol ConfiLab 101

Long Coures TIHE | Enviran Bid ConfiLab | M u Itl— Com PD'" ent CDUTE'E'

Long Description | Cverdew of basic con jUmans
and thair arvronment. Tapics inc 5 , s of biodiversity, glabal
climate change, arone depletion, eglngy consumplion andfariaus types af o

pellution. This courss is infended @ nen-majars and fulfillsfhe laborstory sdence

Course Units/Hours/Count

Minimum Units 5.00) O Last Courss of Mult Term Saq
Maximum LUnits 5.00 “Enrolimant Unit Load Calc Actual Units
Academic Progreas Linite 5.00
Financlal Al Progress Unite 500

Caalog Data | Offerings || Componants Il GL Interface
Couree D 025987
Q Tof1w Wierw Al
Effective Date 010772002 Status  Active Course Offering 1of 1w
Deacription  Emvron Biol ConfiLab B0y, 101
Course Component - | 102 b W View Al
Multi-Component Course
“Courss Companent | Labaratory ‘/ * =

Ingtructor Contact Hours

Default Section Size

E] Primary Companent

Optional Componant
Workload Hours
[ Ganarata Claas Mig Attandance
OEE Workload Hours
“Final Exam | Mo
Aod Fea

Provider for Authentication

LS Extract Flle TYPS | 3L 1.1 freq to autheniicate)

Attributes Q 1af1w View Al

aftribita § Unit

a0
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Catalog Dats Dffarings GL Interface

Cowres ID 025987

Q
Emective Date  01/07/2002 Status  Active Course Offering
Dencription  Erviron Biol ConfiLab B0 1
T ERET UL Multi-Component Course | == MRl ELE: !
“Courss Component | Lectune / *| =
inetructor Contact Hours [ Graded Component

Default Section Size O Primary Component

O optiona Component
Workload Hours
O Genarats Clazs M tg Attandance
OEE Workload Houre
N O Includs In Dynamic Data Calc

“Final EXam | Yes
Exam Seat Spacing | 1 Agd Fea
Provider for Authentication

LM$ Extract Flle Typs

Attributes Q

“aftribute J Lnit

9. The process to understand the difference between Catalog Data and Component Tabs is
now complete.

Use Search to View a Course in the Course Catalog

Navigation: NavBar > Navigator > Curriculum Management > Course Catalog > Course
Catalog

1. The Course Catalog search page displays.
2. Atthe Search Criteria enter the following:
+ Academic Institution: Enter the institution (e.g. WA171) or use the Look Up.
+ Subject Area: Enter the subject (e.g. BIOL), or use the Look Up.
+ Catalog Nbr: Enter the catalog number (e.g. 101). Reminder: In PeopleSoft catalog
numbers cannot start with a zero.
+ Course ID: (optional) If the Course ID is entered, the subject and catalog number can be
left blank.

w

Select the Search button.
The Search Results display.
Select the link to the desired course to open the page.

vk
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Course Catalog

Enler any informaBan you have and dick Search. Leave Sekds blank for 2 list of all values.

Find an Exlsting valus | | fadd 2 New Value

~ Search Criteria
Academic institution
Subject Aras
Catalog Nor
Campus
Courss I}

Description

regins with

begins with

NAZZD a
jBI0L o
101

a

begins with

regins with

Oinciueds History Olcorrect tistory [ case Senaitive

Save Search Criteria

1-Bof 8

Academic Inetifution Subject Area Catalog Mbr Campus Course ID Description

WAz
WAZZD

WAZ2D

o MAIN o451 Bialogy
o MAIN =] Eng Biclogy
j1ol MAIN (=213 Gen Bio
m MAIN 000451
o AAIN i)
m MAIN 008451
o AAIN =2
m MAIN 008451 General Biolagy Lab

6. The Course Catalog page displays.
7. Scroll down through each section to view.

Dasspeton | Garacs By

Long Cosran s | Ganaca Bckogy

Laog Duazspeicn

[ERE T ——r—

Bleiru Urks

Batrurs Urk.

Acaursic Frogruas e,

Firanciu A Frogruas ks,

o Grastrsy

“Grasing Basi

£ Supan

A tiskigia Exrabin Tarm

Adtdrteanad Couras Infrmatizn

-

a F
- F
ot
@
7 L o o M T S
“Carstrar ik Loas ol Type | Acaad i B
Couma o
Com Comuztiean, | 200
- Genda Rewr i | Oy Sains

sl Unks ABwnd

o Camptaers ALws

aracsce Doy | e aine Chaca
nckt D £onaare. | 42 Zoacia Camsars Facuind
o
T
[Ep———
LI
Commadmies Ducriee Comuaimitontiin Dusdse
o o +
I Cvarde Tagi Urk I
Conern Ioprcs
F oo -
wscrpsen || sparacns | b
o = Tl
& S StenDanstprin -oreeal Sascriian T
+
Pravican iz | | maminiue | | ey aot | vptmmugty | | s ey

e

8. The process to view a course catalog course is now complete.
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Add a Missing Component

Noupwdh=

@ First you will need to determine if you are adding this new component to an existing

course because it was missing to begin with or if you plan to have this new component
available in the future to align with a planned change in the course.

If you're just adding a missing component to an existing course, then you'll go directly
to the Components tab to add it.

If you're making a fundamental change to the course to add a new component, then
you'll be creating a new Effective Dated course row* and then adding the component.

*Warning: Be very careful with making changes to components, ESPECIALLY if you're
removing a component. Often times in an effort to 'clean up' the course catalog after
Go Live a college will go back (using Correct History) and remove a component to
prevent it from being offered in Schedule of Class. If a class has already been
scheduled using that component (or converted to that component) and their pay
calculated, removing the component from the Course Catalog effectively shuts off
FWL from seeing that class. While this could be a non-issue if their pay has already
been processed, if there is any recalculation performed on that instructor for that
term, their pay will rescind and cannot be brought back without adding that
component back to the course and recalculating again.

Navigate to the Course Catalog search page.
Enter the Search Criteria.
Select the Search button.
The Search Results display.
Select the link to the desired course to open the page.
The Course Catalog page displays.
Once you have selected the course to edit, if you are adding a new Effective Dated row:
+ Select the Components tab to add a missing component.
+ On the Components tab, in the Course Component section, select the Plus (+) symbol to

add a new entry.
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Catalog Data Oferings GL Interfacs

Course ID 002336

Q tefz~| B M1 ViewAl
Effective Date  12730/2018 Status  Active Course Offering 1of1~
2
Description  Principles of Accounting | ACCTE m
Course Component Q 1of1 iew All
*Course Component | Lecture b [ Auto Create -
Instructor Contact Hours 5.000 [ Graded Component

Default Section Size B Primary Companent

Optional Component
Waorkload Hours
O Generate Class Mtg Attendance
OEE Workload Hours

*Final Exam | Yes w
Exam Seat Spacing 1 Add Fee
Provider for Authentication ~
LMS5 Extract File Type | XML V1.1 (req o authenticats) b
Atiributes a 1af1 Wiz All
*Attribute | Unit w
5.00

Catalog D=ta COfferings Components GL Interfacs

Course ID 002306

Q Tef2~| b M View All

Effective Date 12302018 Status  Active Course Offering 1ofi

2
Description  Principles of Accounting | ACCTE m

Course Component Q H 4 Wiew Al

*Course Componant W O Auto Create +| =

Instructor Contact Hours O Graded Component

Default Section Size O Primary Component

O Optional Component
Workload Hours
0O Generate Class Mtg Attendance

OEE Worklead Hours
O Include in Dynamic Date Calc

*Final Exam u
Add Fee
Provider for Authentication wr
LM3 Extract File Type pe
Attributes q 1af1 Vigw Al
*Attribute | Unit i
0.00

6. Select the Course Component drop-down menu to select the new component value to be
added.
7. Add the weekly Instructor Contact Hours at the proper ratio.
a. If this is a non-credit bearing course, take the total contact hours and divide by 11 weeks
and enter result.
b. The sum of all various component hours should equal the total class hours.
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c. For credit-bearing courses, please refer to the SBCTC policy manual for contact hours to

credit ratio policy guidelines.
d. Institutions should not deviate or alter unless a full impact-analysis that includes
consideration of FWL and consultation with State Board has been completed.

8. Select the Save button.

Course Component (o M4 4 2oz

“Coursa Companent I Independent Study I O auto Create

Ingtructor Contact Hours 10000 O Graded Component

Default Section 3ize O Primary Campansnt
O optional Compenent
Workload Hours
O Generats Class Mtg Attendance

OEE Workload Hours
O include In Dynamic Cate Calc

“Final Exam
Add Fee
Provider for Authentication
LM Extract Flle Typa
Attributes Q 1of 1 T —
“Aftributs § Linit
3.00
Course Attendance Q 1of1 ienw A
o +| -

Instruction Mode |1 Indeperdent Studies

“Attendancs TYp8 | swdy Group

El use Prasent E] use Contact Minutse
El Use Reason El Use To and From Time
Bl Upe Tardy O Owerride Template Date § Tima

[ Use Laft Earty

9. The process to add a missing component is now complete.

Correcting the Units of a Component

Navigate to the Course Catalog search page.

Enter the Search Criteria.

Select the Search button.

The Search Results display.

Select the link to the desired course to open the page.

The Course Catalog page displays.

Select the Components tab to update the Attributes section with correct Unit information.

Select the Save button.

ONoOU AWM=

9.2 Adjusting Course Catalog Components for FWL Page 10


https://www.sbctc.edu/colleges-staff/policies-rules/policy-manual/chapter-5.aspx

Courge ID 003326

Q 1of LI |
Effective Date  12/30/2013 Stabus  Active Course Offering
ACCTE 20
Deecription  Principles of Acoounting
Course Component q, 4 4 |20f2
“Courzs Component | Independent Study O aute Craats + =
Inatructor Cantact Hours 10,000 [ Graded Component

Default Section Size O Primary Companent

O optiona Compaonent

Workload Hours
O Ganarats Class Mbg Attendance
OEE Workload Hours
O inelude In Dynamic Cate Calc
“Final Exam

Add Fasa
Provider for Authentication

LM$ Extract Fils Typs

“Attribute | Linit

| 500

The process to correct the units of a component is now complete.

Adjust the Instructor Contact Hours for a Component

Noupwh=

Navigate to the Course Catalog search page.

Enter the Search Criteria.

Select the Search button.

The Search Results display.

Select the link to the desired course to open the page.

The Course Catalog page displays.

Select the Components tab to update the weekly Instructor Contact Hours in the Course

Component section.

a. If thisis a non-credit bearing course, take the total contact hours and divide by 11 weeks
and enter result.

b. For credit-bearing courses, please refer to the SBCTC policy manual for contact hours to
credit ratio policy guidelines.

c. Institutions should not deviate or alter unless a full impact-analysis that includes
consideration of FWL and consultation with State Board has been completed.

Select the Save button.
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Catalog Datay Offerings GL Interiace

Cowree 1D 003356

Effective Date  12720/2013 Status  Active Course Offering 1of1

ACCTE 2m
Descriplion  Prnciples of Aczounting =

Course Componant Q 4 4 [2qf2-

“Courss Companant | Independent Study - O aute Creats + -

Inatructor Contact Hours E O Graded Companent

Dedault Section Size O Primary Campanent

O optional Component
Workload Hours
O Generate Class Mbg Aftendance
OEE Workload Hours
O inciude In Dynamic Dats Calc

*“Final Exam
Agd Fea

Provider for Authanfication

LM Extract Flls Type

Attributes Q 1af1 Wiz A

*Aftributa | Unit

9. The process to update the instructor contact hours is now complete.
10. End of procedures.

@ Tip: Don't know what is meant by a component? While in PeopleSoft the word

'‘component' can mean a page or group of pages, in this instance a component is like
the method of instruction. Common methods of instruction are Lecture, Lab, Clinical
and Independent Study. PeopleSoft also supports a multitude of other components,
though not all are currently explicitly defined under State Board Policy. Pictured below
is the list of available components within the Course Catalog and highlighted are those
in current practice, though only those mentioned above are part of the conversion
process as the legacy system does not contain fields that track instructor contact hours
for Practicum and Seminars separately, though they are defined in the collective
bargaining agreements at a number of colleges.
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! Clinical

| Continuance
Dizcussion
Field Studies
Independent Study
Laboratory
Practicum
Re=search
Seminar
Supervision
Thesis Research
Tutorial
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