Let's Get Technical:
Understanding Courses and
Classes in PeopleSoft

Elaine Thurmond, Curriculum Analyst
Bianca Uway, University Scheduling Analyst
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During Session, please...
v Silence Cellphones
v Save Questions to the end of the
Session
v Avoid Side Conversations
v Complete Our Survey

...Thank you!
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Learning Objectives

In this session, you will learn how to....

View courses in Cal Poly Catalog and PeopleSoft
Course Catalog

Identify key data entry areas in the Schedule of
Classes

Understand the relationship between data in the
Course Catalog and the Schedule of Classes in
PeopleSoft
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The Cal Poly Catalog

»»»»»»

The catalog is compiled, Cavpour |

2019-2020 Catalog

prepared and maintained by the | mm——m—imsms ==
Office of the Registrar

Catalog Home

* http://catalog.calpoly.edu/ X

* Look up course descriptions | ‘= |
and information & N A ;

« Use the Search field to quickly

look up a course

CPHome | Directory | Campus Maps & Directions CAL PoLy
‘Office of the Registrar i ® 5an Luis Obispo, California 93407
et Adobe Reader | Microsoft Viewer

Phone: 805-756-1111
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Course Catalog Data Creates the Course
Information in the Cal Poly Catalog

| catalog Data || Offerings || Components

Course ID 009984
Find | View All First ‘4 10f1 2 Last

*Effective Date [0824/2018 | *status Course Offering torz =

*Description (Topics in Dive

iy A Sizge_| ™ 25

Long Course Title | Topics in Diversity on the American Stage
Long Description [ Critical analysis of traditionally undemepresented groups in the American theatre, s writers, & TH 305. TOP'CS m Dlvemty on the American Stage. 4 units
practitioners, story subjects. Investigation of dramatic literature and performance trends %
relsted to special interest topics. The Class Schedule will list topicselected. Total aredit GE Area C4; USCP
limited to 8 units. 4 lectures. Prerequisite: Junior standing; completion of GE Area A with )
grades of C- or better, completion of one course in GE Area B1 with s grade of C- o better; Term Typically Offered: W
and TH 210, TH 227, or TH 228 for Theatre majors or completion of GE Area C3 for all
e i jor: HecdmimendedaH 210 Toral ofherma s Uil s GE Ried CATRI USR5 Prerequisite: Junior standing; completion of GE Area A with grades of C- or better; completion of one course in GE

Course Units/Hours/Count

Area B1 with a grade of C- or better; and TH 210, TH 227, or TH 228 for Theatre majors or completion of GE Area C3
for all other majors. Recommended: TH 210 for all other majors.

Wiriimmlinits| 1490 [OJiast course of Mult Term Seq
Maximum Units| 2.00) *Enroliment Unit Load Calc Type [Actual Units )|

Academic Progress Units| Course Count|

Course Contact Hours | 0|

Financial Aid Progress Units| &, Critical analysis of traditionally underrepresented groups in the American theatre, as writers, practitioners, story

subjects. Investigation of dramatic literature and performance trends related to special interest topics. The Class
Schedule will list topic selected. Total credit limited to 8 units. 4 lectures. Fulfills GE Area C4 and USCP.

Course Grading

*Grading Basis[Student Option <. *Grade Roster Print[Component ]

Graded Component Lecture

Repeat for Credit Rules

M Repeat for Credit Total Units Allowed | ¢
Total Completions Allowed|

DA"W Multiple Enroll in Term

Additional Course Information
R——

“nd Consent “oro Consen i SpeclCorsri agures ]

Requirement Designation [C4US |Q,  Gen Ed Area C4 & USCP
Equivalent Course Group

Course Attributes Personalize | Find | 2 | B First ‘4 140fd4 ‘* Last
;ﬁ::.rns: Description *Course Attribute Value Description

Course Level Upper Division

B &

State Support
GE Area C

State Support

GE Area C4

US Cultural Pluralism

US Cultural Pluralism
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PeopleSoft Course Catalog



The Course Catalog

Main Menu > Curriculum Management >Course Catalog >Course Catalog

You can search for a course using T | |
a ny Of th e fO l lOWi n g ite ms: Enter any information you have and click Search. Leave fields blank for a list of all values.
. | Find an Existing Value H /_\-dd aNew Value [

- Subject Area (e.g., AERO, ENGL, et

etc.)

Academic Institution 'SLCMP la

* = SubjectArea[= V| [ a

Course Number (PeopleSoft il :}

Catalog Nbr) Campus[segins wih <] a
- Description (Title of Course) Descrpton| begins with ]| ]

[include History [correct History [ case Sensitive

TIP for searching: Wildcards!

| Search || Clear |BasicSearch &P save Search Criteria
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Course Catalog
Data

» Course Offering (Subject Area &
Course Number)

e Status

* Long Course Title

* Long Description

* Minimum/Maximum Units
* Repeat for Credit
 Total Units Allowed
 Class Attributes

e Course Topics

Catalog Data | Offerings || Components |

Course ID 009984
Find | ViewAll  First ‘4 1of1 % Last

I - (i) course Oering .

*Description (Topics in

*Effective Date o

ey Ames.Stage ™ 305

I Long Course Title | Topics in Diversity on the American Stage
Long i Critical analysis of groups in the American thestre, as writers, 4

story subjects. igstion of and trends
relsted to specisl interest topics. The Class Schedule will list topicselected. Total cedit
limited to 8 units. 4 lectures. Prerequisite: Junior standing: completion of GE Ares A with
grades of C- or better; completion of one course in GE Area B1 with a grade of C- o better;
and TH 210, TH 227, or TH 228 for Theatre majors or completion of GE Area C3 for all
other majors. Recommended: TH 210 for all other majors. Fulfills GE Area C4 and USCP.

Course Units/Hours/Count

Minimum Units| .00 [Jiast Course of Mult Term Seq
Maximum Units|  400]  *Enrollment Unit Load Calc Type [Actusl Units |

Academic Progress Units|  4.00] Course Count| 1.00]

Financial Aid Progress Units|  4.00| Course Contact Hours | 4.00

Course Grading

“Grading Basis

Graded Component Lecture

Repeat for Credit Rules

) s o oo H“‘”' Uit Atwed 530
‘Completions Allowed

O attow muttipte Enrotl in Term

Additional Course Information

*Instructor Edit [ No Enroliment Choice ~
*Add Consent| No Specisl Consent Required *Drop Consent| No Special Consent Required

Requirement Designation |C4US | Gen Ed Ares C4 & USCP
Equivalent Course Group | la
‘ Course Attributes Personalize [ Find | (2| B Fist 4 1.40f4 * Last
;g::l':: Description *Course Attribute Value Description
[CLEV |@  Course Level 2 Upper Division + =
[E01 |@  state Support State Support & =
EC |Q GEAweaC GE Area C4 #
P |@  USCultural Plurslism |usce Ja US Cultural Plurslism = =

Ooverride Topic Link 1D
Personalize | Find [ 12 | B8 Fist ‘4 160f6 » Last

‘ Course Topics

Description || Repest For Cres
*Course *Short Topic.

Toma  *Description Eieiicl A Formal Description b
[ 8 |[Performance of Social Activism | TH305 | [Performance of Social Adivism | 4005 [+l
[8] [Contemporary Women Playwrights | TH 205 [Contemporary Women Playwrights| 3598+
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Offerings

Description
» Catalog Nbr

» Course Typically Offered
(Term Typically Offered
(TTO))

* Enrollment Requirement
Group

]*Csmlog Data -H- Oﬁering;—Hi_C_;mponents |

Course ID 009884

Find | View All First ‘4 10of1 * Last
Effective Date 08/24/2019 Status Active
Description Topics in Diversity Amer Stage
Course Offering Find | View All First ‘4 10of2 '* Last
*Course Offering Nb: j1‘ HEGIS *Catalog Nb'},@5 | =]

TH
*Academic Institution [SLCMP|cy Cal Poly
*Academic Group |UGRD &

*Course Approved | Approved v

Undergraduate
*SubjectArea[TH  |Q Theatre [ aiiow Course to be Scheduled
Campus |[MAIN . Main Cal Poly Campus D Only Course
*Academic Organization [711-THD Q Theatre and Dance ECatalog —
*Academi ]
‘Academic Career |UGRDIQ Undergraduate Merint instructor in schedute
‘ Course Typically Offered [ Winter v M schedute Print
Tuition Group [ *Q E Schedule Term Roll
Dynamic Class Date Rule | Jea BUse Blind Grading
GL Interface Required
[ atiow oEE Enroliment O Split Ownershipy

Enroliment Requirement Group

Requirement erpfociﬂﬂ e GE A & 1 B1; TH 210/227/228/C3 Detail
‘ Long Dy ipti Pre isite: Junior ion of GE Area A with grades of C- or better;

completion of one course in GE Area B1 with a grade of C- or better; and TH 210, TH
227, or TH 228 for Thestre majors or completion of GE Area C2 for all other majors.

Taxonomy

CIP Code [50.0501 |@ Drama and Dramatics/Theatre Ar
HEGIS Code 1007 | DRAMATIC ARTS

% CALPOLY
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https://registrar.calpoly.edu/term-typically-offered 8 CavPour | Offce ofthe Regsrar

Course Term Typically Offered

radents Prospective Students Parents Business Community Faculty & Stafl_ Aximni

Comect Y

me  PlanYourDegree  RegisterForClasses - StudentRecords~  Forms~  Calendars~  FacultyandStaff v Contact

Displays the term(s) when a course is offered
Filters allow the user to search by Subject or
GE/GWR/USCP

Link on the webpage allows departments to
electronically request an update to a term
outside of the annual review period
Departments can request a custom table of
their courses for their websites
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Components

[ Catslog Dats ” Offerings H Components

¢ COU rse Component (MOde Of fourme o Find | ViewAll  First ‘& 1of1 * Last
I n St ru Cti O n ) Effective Date 06/24/2019 Status Active i e

TH 205

Description Topics in Diversity Amer Stage

o e Course Component Find | View All First ‘4 10f1 ‘* Last
v’ Activity —)

&=

*Course Componentl Lecture . I Dmm) Create

- Instructor Contact Hours | 4.000| M Graded Component
Discussion Detauit section size| 35 Eerimary Component

Workload Hours 1774:9@ Optional Component
T D Class Mtg
OEE Workload Hours | |

Independent Study +Final Exam vz

Exam Seat Spacing | 71" [ Add Fee CS Number

La b o ra to ry Provider for Authentication | 2]

LMS Extract File Type | |

Course Attendance Find | View All First ‘4 1of1 ‘& Last

Lecture Instruction Mode P | =

In Person

*Attendance Typel Class Meeting ~

Se m i n a r D Use Present DUse Contact Minutes.

D Use Reason DUse To and From Time

D N N N NN

D Use Tardy DOverride Template Date / Time
D Use Left Early

 [Instructor Contact Hours

Room Characteristics Required Personalize | Find | (2| First ‘4 10of1 ‘b Last

*Room Characteristic  Description *Room Characteristic
Quantity

 Workload Hours [ _—

[

% CAL POLY The Office of the Registrar Summit / 11



Schedule of Classes



The Schedule of Classes

Main > Curriculum Management > Schedule of Classes > Maintain Schedule of Classes

Codes for each term (e.g. Fall 2019 = 2198)

Course “roll” - Schedule of Classes created rolling previous “like” term
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| Basic Data || Meetings || Enroliment Cntrl || Reserve Cap || MNotes |

Basic Data e

Course Offering Nbr 1

« Class Section

Term  Fall Quarter 2019 Undergrad

Subject Area ENGL Engligh
Catalog Nbr 134

Class Sections

Auto Create C it

Writing and Rhetoric

Find | View Al First ‘4' 10f56 '» Last

*Session|1 Regular Academic Session Class Nbr 2307 =
o sectonfr_| trtcr ote oo | fznezors [
« Com pone nt *Component|LEC_|Q Lecture EventID 000248566
==  Class Type| Enroliment Section ~
==Rsociated Class| 1 Units 4.00 Associated Class Attributes

« Class Type

‘ *Campus MAIN

*Location[5L0 @ (a) poly-San Luis Obispo & senedute print
o Course AdministratorlIlQ 0 u 3 ""ir
- Associated Class hcademic Organzaion BRENGL 0, gngen pectic Per
Academic Group UGRD Undergraduate m==) ' Dynamic Date Calc Required
o S C h ed u le P ri nt *Holiday Schedule [ars | Acadenic Holiday Schedule O Class Mtg
#nstruction ModeElQ In Person | Sync Attendance with Class Mtg
Primary Instr Section OGL interface Required
° COU rse TOpIC ID Class Topic

« Class Attributes

- Student Specific Permission

Course Topic 1D I:lQ

EantCourse Group

Course Equivalent Course Group

Class Equivalent Course Group

| Print Topic in Schedule

D Override Equivalent Course

Class Attributes Personalize | Find | View All | E‘I @ First ‘4 1-20f3 '}’ Last
(Department Consent) Course 0 N I —

Q Course Level Q Lower Division H =

Q State Support Q State Support [+ =]

Llﬂ Save | ||_q"' Return to Search
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Meetings

- Facility ID

- Pat

« Mtg Start

 Assignment Information (Faculty)

« Room Characteristics

Basic Data || Meetings || Enrcliment Cntrl ” Reserve Cap || Notes |

Course ID 003832
Academic Institution Cal Poly
Term Fall Quarter 2019 Undergrad

Course Offering Nbr 1

Subject Area ENGL English
Catalog Nbr 134 Writing and Rhetoric
Class Sections Find | View Al First ‘4 1of56 '* Last
Sessiom: 1 Regular Academic Session Class Nbr: 2307 Class APDB Mapping val
Class Section: 01 Component:Lecture EventID: 0002435656
Associated Class: 1 Units: 4.00
Meeting Pattern Find | Wiew Al First ‘4 1of1 '» Last
+ -
Facility ID Capacity Pat™Mtg Start MtgEnd M T W T F § S *Start/End Date H=
= (022 -0220 |? 24 WTRF | [@10aM |:00a | O A0 [reneeere [il2ee0me |5
022 0220 Topic ID:l:lQ Free Format | |
Topic:
O erint Topic On Transcript Contact Hours

Meeting APDB Mapping Values

Instructors For Meeting Pattern Personalize | Find | View All| £2/| B First ‘4" 10of1 '} Last

| Assignment " Workload |
*Instructor Empl

[n} Name Print Access Contact Job Code
Role Rod#
— 2 [ | oa #
Room Characteristics Personalize | Find | & First ‘4" 10of1 ' Last
*Room Characteristic *Quantity
A # =
Academic Shift Personalize | Find | &2 | @ First ‘4" 10f1 ‘»' Last

Academic Shift

[ H =

% CALPOLY
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Enrollment Cntrl

Basic Data || Meetings || Enrollment Cntrl || Reserve Cap || Notes |
- Add Consent
Course ID 003832 Course Offering Nbr 1
Academic Institution Cal Poly

(No Consent vs Department Consent) ferm Fal Quarter 2019 Undergrad

Subject Area ENGL English

Catalog Nbr 134 Writing and Rhetoric
. Requested Room Ca paCity Enroliment Control Find | View Al First (4’ 10756 (* Last

Session 1 Regular Academic Session Class Nbr 2307
. Enro [ l ment Ca pacity Class Section 01 Component Lecture Event ID 000248566
Associated Class 1 Units 4.00
*Class StatusiActive | Cancel Class
L]
Wa It LISt Ca pa Clty Class Type Enrolment Enrollment Status Closed
= :pdd Consent| No Special Consent Required o | ==) Requested Room Capacily Total
*Drop Consent| No Special Consent Required w | == Enroliment Capacilylzl 23
1st Auto E Il Secti TR o
StAURD Enrol lonl:l == Wait List Capaclly 0
2nd Auto Enroll Section l:l Minimum Enroliment Hbr| |
Resection to Section| |
[ Auto Enroll from Wait List [J cancel it Student Enrolled
||ESave | ||gi1" Return to Search
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Reserve Cap

- Page Managed by University

. | Basic Data || Meetings ” Enroliment Cntrl " Reserve Cap || MNotes |
Scheduling
Courze ID 003832 Coursze Offering Nbr 1
Academic Institution Cal Poly
Department mUSt prOOf Term Fall Quarter 2019 Undergrad
Subject Area ENGL Englizh
- Reserve Cap = Hold seats for Catalog Nbr 134 Writing and Rhetoric
Session 1 Regular Academic Session Class Nbr 2307
. StartDate= On[y one lift date Class Section 01 Component: Lecture Event ID 000248586
Aszsociated Class 1 Units 4.00
O Enrollment Total = Seats used ReseweCaDﬂCitY Find |UiEW Al First ‘4 4 of1 "} Last
out of Reserve Cap *Reserve Capacity Sequence| Ii]  gnroliment Total ~ 23 =
Reserve Capacity Requirement Group Perzonalize | Find | E‘l @ First ‘4’ 1-20f 2 '}’ Last
* Start Date :;:sﬂ:imm Cap Enrl
logrez01e ) poi3s3 @ NFTForATUA [ o H =
losMo/z01e |5 001383 @ NFTF or RTUA H=H =
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Notes

Sequence
Note Nbr

Note Text

Basic Data || Meetings || Enroliment Cntrl || Beserve Cap ” Notes |

Course ID 003832 Course Offering Hbr 1
Academic Institution  Cal Poly
Term Fall Quarter 2019 Undergrad

Subject Area ENGL Englizsh
Catalog Nbr 134 Writing and Rhetoric
Class Sections Find | View Al First ‘4" 1of56 ‘* Last
Session 1 Regular Academic Session Class Hbr 2307
Class Section 01 Component Lecture EventID 000243565
Associated Class 1 Units 4.00
Class Notes Find | View Al First ‘4’ 10f1 '*' Last
=) *Sequence Humber EIE
*Print Location| After v | [leven if Class Not in Schedule
== Note Hhrq == |Seats are reserved for new freshman or transfer ~
students. Any remaining seats will be made available to ,
| Copy Note | all students on the firzt day of the second round of

Free Format Text:
| clearnote |

% CALPOLY
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Update Section of a Class

Main Menu > Curriculum Management > Schedule of Classes > Update Sections of a Class

Update Sections of a Class
« Class Status

Course ID 003832 Course Offering Nbr 1
H Academic Institution
-« Associated Class Cal Poly
Term Fall Quarter 2019 Undergrad
Subject Area ENGL Engligh
- Add Consent Catalog Nbr 134 Wiriting and Rhetoric
Class Sections Perzonalize | Find | Wiew Al | E‘l E First ‘4 1-80of56 '* Last
. SChedule Print Class Status || Class Enrollment Limits
. . Class Enroliment *Class *Class Auto Auto . *Add *Drop Schd
EEED) e | BT Status Type st [ 550% (prq (Enz [RooeoB00 menk|Consent| Print
Regusr 01 2007 leewre Cossd  E @A JQ =] | ][ =il ila={

Regular 02 5535 Lecture Closed E ok o 2| I[ I
Regular 03 7427  lectwe  Closed E Jalh Ja 3| | | e N e
Regular 04 2343 Lecture Closed E Jalh Ja 4] I I N Jja N e

| e N e

|

|
Regular 05 1471 Lecture Closed E Jak Ja 5 I[ I | e N ]e

|

|

|

Regular 06 5529 Lecture Closed E Jalh Ja 5 I | N]a N ]a
Regular 07 2531 Lecture Closed E Jak o 7 I I N o v e
Regular 08 7426 Lecture Closed E laklh Ja al I || N]a N ]a

M A AR EE
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Update Section of a Class

Update Sections of a Class
- Enrollment Cap
Course ID 003832 Course Offering Nbr 1
Academic Institution
) E nro l l me nt TOta l Term EZIII I:lﬁuh;rter 2019 Undergrad
Subject Area ENGL English
O Wa |tl|$t Ca p Catalog Nbr 134 Writing and Rhetoric
Class Sections Perzonalize | Find | Wiew All | E‘l E First ‘4" 18 of 56 '* Last
. Waltllst Total Class Status || Class Enrollment Limits
Session Section Class Nbr Component Enrl Cap Enrl Tot [au— Wait Cap Wait Tot Min Enrl
Regular 01 2307 Lecture - | 22 = 23 [ ]
Regular 02 5535 Lecture [z 22 =2 |
Regular 03 7427 Lecture [ 2 73 3]
Regular 04 2343 Lecture [ 22 22 1]
Regular 05 1471 Lecture [ 2 22 [ ]
Regular 06 5529 Lecture [ 2 s 1]
Regular 07 2531 Lecture [ 2 23 3]
Regular 08 7426 Lecture [ 22 23 2[ ]
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Class Associations

Main Menu > Curriculum Management > Schedule of Classes > Adjust Class Associations

« Minimum Units
« Maximum Units

« Course Contact Hours

| Class Associations ” Class Components ” Class Requisites |

Course ID 003832 Course Offering Nbr 1
Academic Institution  Cal Poly

Term Fall Quarter 2019 Undergrad

Subject Area ENGL Englizh
Catalog Nbr 134 Writing and Rhetoric |
Session 1 Regular Academic Session

Class Rol

Class Associations

Find | Wiew All First ‘4 1 of 56 ‘P Last
Associated Class 1
#mimum Units #aximum Units
Academic Progress Units FA Units
Course Count &ayrse Contact Hours
Billing Factor “Instructor Edit| No Enrollment Choice

S

rutonGrovp| |

Uuse Blind Grading

% CALPOLY
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Class Associations

| Class Associations || Class Components || Class Requisites

- ContactHours

. Workload Hours

Course ID 003832
Academic Institution Cal Poly
Term Fall Quarter 2019
Subject Area ENGL
Catalog Nbr 134
Session 1

Class Association Components

Associated Class 1

Course Offering Nbr 1

Undergrad
English
Writing and Rhetoric
Regular Academic Session

Find | View All First ‘4 10f56 '» Last

*Grading Basis [OFT | syygent Option

Graded Component | Lecture

Requirement Designation O aEAl

*Grade Roster Print| Component o

Primary Component LEC

Associated Class Attributes Find First ‘4 1of1 '* Last
HE
*Attribute | ]
Class Components = Perzonalize | Find | View Al | @I E First ‘4" 10f1 ‘*' Last
5 . Workload .
Course Component Contact Optional Hours *Final Exam Auto Create
[ Lecture v| [ 4.000] O [ 400 [ves | O # =
Class Sections Personalize | Find | View Al | @I E First ‘A’ 10f1 '} Last
Section Class Mbr Component Class Type Class Status
01 @ 2307 Lecture Enroliment Section Active
Class Association 9939 Personalize | Find | View Al | E‘I E First ‘4" 10f1 »' Last
Section Class Mbr Component Class Type Class Status

@

% CALPOLY
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Class Associations

- Catalog Requisite

| Class Azsociations ” Class Components ” Class Reqguisites |

Course ID 003832 Course Offering Hbr 1
Academic Institution Cal Pohy
Enforced from Catalog Term Fal Quarter 2018 Undergrad
Subject Area ENGL Englizh

- Class Association Requisites

Session 1

Enforced at Section Catalog Requisite

Requirement Group

(e.g. ME 470 taken concurrently
with ME 471 during Winter term)

Long Description

Class Association Requisites

Associated Class

Requirement Group

Lc;n;g Description

Catalog Nbr 134

Writing and Rhetoric
Regular Academic Session

0041710 Dretail EPT or GE A1 eligible Writ Com

Prerequisite: Satisfactory score on the English Placement Test or GE A1 eligibility
for Written Communication placement upon admissions.

Find | Wiew Al First ‘4’ 1of56 “*' Last

1 Ehlso Use Catalog Requisite

2 Detail

% CALPOLY
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RECAP

What we learned in this session....

View courses in Cal Poly Catalog and PeopleSoft
Course Catalog

ldentify key data entry areas in the Schedule of
Classes
Understand the relationship between data in the

Course Catalog and the Schedule of Classes in
PeopleSoft
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Contact Us

Catalog, Curriculum and Scheduling

Elaine Thurmond, Curriculum Analyst
| (805) 756-5811

University Scheduling
| (805) 756-2461
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