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Vendor Name: ____________________________________

Scorer’s Name
:____________________________________
Date: _________
Time:  __________

Location D260

	Session 2 Catalog/Schedule

	Scenario 2.1 New course entry– COURSE MANAGEMENT

	Setting:

	A new course has been approved and all pertinent catalog and schedule information must be entered 

	Criteria

	1. Demonstrate the creation of a course from “scratch” or by “copying” information from a course with similar information or by interfacing the college’s ECMS software. 

2. Demonstrate how requisites and/or advisories are entered.

3. Demonstrate how new a course is cross-listed with an existing course.

4. Demonstrate the systems ability to “calculate” specific items based on criteria, i.e. faculty load based on hours, units, and mode of delivery; a TBA hour does not get included in load calculation or a delivery method generates the load type.

5. Demonstrate how a course can automatically be labeled with a “Crosswalk Course Number” as long as the course number is below 50.

6. Demonstrate how “seat counts” can be automatically generated when a new course is created based on specific criteria, e.g. room size or usage.

7. Demonstrate reports by course, department, etc.

8. Demonstrate how the course catalog and the schedule of classes are produced.
9. Demonstrate how catalog data flows to schedule of classes.
10. Demonstrate the interface to the college’s Resource 25 software.

	Outcomes:

	System allows for efficient course creation;

Faculty load factors and other elements can be automatically generated based upon course information;

New course reporting generated automatically;

Course catalog information will “flow” into schedule of classes.

	Questions:

	Scenario 2.2 Course Re-numbering Entry and Reporting  – COURSE MANAGEMENT

	Setting:

	 BIOL 97 has been articulated to a UC and CSU course, and it needs to be re-numbered to reflect the articulation. De Anza College’s current course numbering system requires that a UC and CSU articulated course be numbered under 50.

	Criteria:

	Demonstrate how a course is renumbered and how the historical data is archived 

	Outcomes:

	The renumbering of courses is efficient and a historical record of the transactions is maintained

	Questions:

	Scenario 2.3 Catalog/Schedule Script

	Setting:

	Criteria:

	1.  Demonstrate the entry of catalog data, including (but not limited to) the following elements and, demonstrate and explain how the instruction and student system interface functions – what impact does the changing of data in their field have on each system? :

a. Course name (long version –provide # of characters) – Does this display on Transcript

b. Course name (short version – provide # of characters) Abbreviations/symbols? – Does this display on Transcripts

c. Course number (provide # of characters)

d. College/site/location

e. Academic division (provide # of characters)

f. Academic department (provide # of characters)

g. Prerequisites – Demonstrate the entry of prerequisites when there is more than one course; when the prerequisite can also be treated as a co-requisite; when the prerequisite is something other than a college course – skill, test, high school course);prerequisites of “C” or better; prerequisites of “D” or better; prerequisites with “and”, “or”, “and/or combinations” with single or multiple MASTER COURSE #’s; prerequisites for inactive MASTER COURSE #’s; vertical groups?

h. Mandatory co-requisites and advisory co-requisites – Demonstrate the entry of linked courses (learning communities – up to 4 or 5 courses)

i. Course description (long version – provide # of characters)  Which version shows on the catalog

j. Course description (short version-provide # of characters)  Which version shows on the schedule

k. Credit/Non-Credit status and other grading status definitions (audit, non-credit only, graded, non-graded fee based courses)

l. Number of units (including the ability to enter a range or variety of unit values for one course)

m. Type of units (variable or fixed)

n. Attendance accounting method (how is contract education coded?)

o. Transferability (UC, CSU, and AA Degree applicability)

p. Terms the course is normally offered (including intersession or other types of non-traditional terms)

q. Fees (mandatory or optional) – Demonstrate how your system handles non-credit fee based courses – e.g. community education services.
r. Instructional methodology, e.g. lecture, lab and is this linked to instructor payroll/contracts/overload?
s. Cross-listings and equivalencies 
t. Status (e.g., active, inactive, obsolete, pending approval) 
u. Open entry/exit designation and how it relates to attendance accounting 
v. Grading method (e.g., CR/NC, P/NP audit) 
w. Links with other courses (e.g., lectures with labs and learning communities with more than 2 courses in a group)
x.  Special designations (e.g., Honors course, special topics, etc.) 
y. Special note(s) – Demonstrate the ability to enter notes on a course level and/or section level that will be included on the printed scheduled and displayed on a web schedule; also demonstrate how “division specific” notes can be included in the schedule body – e.g. PE wants a note to all students about PE course requirements) 
z. Restrictions (e.g., nursing students only, high school students only, placement test level). Is this the same as a prerequisite? 
aa. Rules for repeating the course; repeat ‘group’ or ‘individual’ repeats
ab. Special codes (e.g., TOPS, SAMS, MASTER COURSE # - unique course identifier – provide # of characters) Demonstrate your ability to code VATEA funded courses and the ability to interface with the registration system to prompt students who enroll in these courses to answer and record additional data regarding economic status, etc. General Ed information, matriculation, IGETC, if course applies to a certificate.  Ability to change # of characters on Static ID
ac. Restrictions (e.g., high school students only, nursing students only, sufficiently high placement test scores) Is this field the same as #z?
2. Demonstrate your ability to identify all courses and/or programs that are affected by a change to a course or a deletion of a course (how do you flag other courses that use the changed or deleted course as part of their program or prerequisite requirements?)

3. Describe how an online version of the class schedule can be generated –provide samples

4. Demonstrate how classes can be coded so that they will appear (or not appear) in the online class schedule or printed class schedule

5. Demonstrate the ability to cancel a class and automatically drop all of the students, including a notification to the students that they have been dropped

6. Demonstrate the ability to “cluster” several classes (e.g., Art 101, Art 102, and Art 103 all offered at the same time and location  …  and with the same instructor) Demonstrate how this is reflected on the instructor’s contract/overload sheet.

7. Demonstrate how a particularly large section (i.e., a class with excess enrollment) can be divided into multiple smaller sections

8. Demonstrate the ability to designate the department/college(s) that are approved to offer a particular course/class

9. With respect to the management of classes, please address the following:

a. Demonstrate the ability to search for the availability of a suitable room/facility for a class/section

b. Demonstrate the ability to forecast likely enrollment for a tentative schedule of classes, including FTES and apportionment
c. Demonstrate the ability to track full-time faculty load across all of the District’s institutions

d. Demonstrate the ability to track adjunct faculty load across all of the District’s institutions

e. Demonstrate the ability to generate reports that identify courses that are over/under user-specified enrollment levels – provide samples

f. Demonstrate the ability to generate reports that detail class capacity, actual enrollment, seats remaining, size of wait list, etc.

	Outcomes:

	The system provides an efficient process for creating a catalog and schedule of classes.

Faculty load is managed

	Questions:

	Scenario 2.4 Revised course approved– COURSE MANAGEMENT

	Setting:

	There are many instances where a course is changed, e.g. units, hours, method of instruction

	Criteria:

	Demonstrate how changes to an existing course are recorded in the system.

Demonstrate how the history information such as title, number changes, repeats, units, degree and transfer status, TOP and SAM codes, and GE status are maintained.

Demonstrate the ability to update effective dates for an approved course, including beginning and ending dates..

Demonstrate the ability to maintain course link to discipline/department/instructional division.

	Outcomes:

	System allows for efficient course revision, maintaining history information

	Questions:

	Scenario 2.5 Displaying and Calculating Full Time Equivalencies (FTES) and Weekly Student Contact Hours (WSCH)

	Setting:

	Currently we are able to view the current FTES and WSCH on the same screen where the individual course information is located.  This information is used to make enrollment decisions and to produce the information to submit for state revenue reporting.

	Criteria:

	Demonstrate how your system calculates FTES and WSCH.

Demonstrate how your system displays FTES and WSCH information.

Demonstrate the ability for your system to calculate FTES for California

State reporting.

	Outcomes:

	The system is able to provide enrollment and faculty management data.

The system is able to generate the state reporting requirements.

	Questions:

	Scenario 2.6 Part-Time Faculty Load

	Setting:

	There are two colleges in the same district, and part-time faculty load must be monitored from both schools to insure that part-time instructors do not exceed 60% for the year. A part-time instructor has been hired at school (A) with a load for the term of 50%. He has accepted an assignment from school (B) for the same term with a load of 40%. 

	Criteria:

	Demonstrate how the system would alert (and prevent) the divisions/colleges that this instructor will/has exceeded 60 % for each term/year.

Demonstrate the screen that would show the instructor’s class assignments and load for both campuses. As well as the effect in the HR and FR modules.

	Outcomes:

	Provide an alert system to prevent an overload and to provide the appropriate communications. 

	Questions:
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