SCHEDULING OFFICER HANDBOOK

Brief Introduction:
Welcome to scheduling!  As Departmental Scheduling Officer, you act as a liaison between the department/college and University Scheduling Office.  Chances are that your duties involve not only scheduling courses for each semester and session but also requesting room reservations, making changes to course data after publication, and communicating course cancellations and other needs to the University Scheduling Office.   I prefer that requests be sent via email to beth_self@ncsu.edu  so that a record of the request is available and I have a chance to review the request.

General Information:
The University Scheduling Office is located in the Department of Registration and Records, 1000 Harris Hall, and is responsible for scheduling all university “110” classrooms*.  

*The “110” distinction means that the classroom is maintained by the university and scheduled through the University Scheduling Office.  A “110” room list is available on our website.  

Reserving a Room:  

As stated above, you must contact the University Scheduling Officer via email or phone to reserve a classroom for a class section or room conflicts may occur.  All other non-university rooms such as labs, conference rooms, or lounges are not reserved through the Scheduling Office and the appropriate departmental personnel should be contacted to make reservations.

Room requests for events or meetings can be submitted to our Events Scheduler, Lizzy Lincoln, at lizzy_lincoln@ncsu.edu.
The scheduling website is http://www.ncsu.edu/registrar/scheduling

Here you can find training materials, scheduling forms, and campus resources to help you schedule classes each semester.

Deadline for course entry and scheduling forms:

You will need to have all necessary forms completed and returned to the University Scheduling Office and have entered all changes to the schedule by the date on the production schedule.  The production schedule can be found on the scheduling website (See page 1).

Rollover Data, Screen Access and Schedule of Courses Printout 

The CRS006 and CRS009 screens are open for updates only during the initial scheduling for the upcoming semester. (See production schedule).   Courses “roll over” from the previous semester and the data is available by entering SPRG, FALL, SUM1, SUM2 in the SEM: field and the course prefix on CRS006.  After pressing F1 (inquiry), the first course that will appear is the first course listing for your department for the upcoming semester.  These courses should be reviewed and modified as needed on CRS006 and CRS009.

The Schedule of Courses excel file reflects the same data available on CRS006 and CRS009 and will accompany the semester start-up memo from the Scheduling Office.  
I. Scheduling Materials – http://www.ncsu.edu/registrar/scheduling
Production Schedule – (Please keep nearby)
This schedule provides the course semester scheduling timeline and deadlines.

A.  Editable PDF Forms 
The following forms are located on our website in PDF format and are opened using Adobe Acrobat.  You can edit the forms directly online and print them.  

Note:  You cannot save the altered scheduling forms; you must print the form once it is edited and then clear the form if entering new data.



1. Non-Standard Meeting Time Request Form 
Please complete this form if you are requesting to offer a course at a time that deviates from the approved Campus Time Schedule located on our website.  

All sections must be offered at one of the time sequences listed on the schedule.  Any deviation from this campus time schedule will be allowed only under unusual circumstances.  Time exceptions are granted on a semester-by-semester basis.  

2.  ClassTech Room Request Form 
This form is to be used to request assignment of a course to a ClassTech classroom.  For a list of ClassTech Rooms and ClassTech Information, please click on the ClassTech link from our website.

3. Preassignment Form 

Departments may request preassignment of courses to rooms outside of their priority space for instructional needs, equipment needs, and for handicapped accessibility. A course will be assigned to the requested room based upon the room’s availability after the priority department has made room assignments.   Please keep in mind that our bulk scheduler, Ad Astra, will place courses in appropriate rooms outside of preassignment.



4. Room Block Out Request Form

In the event that a classroom should not be assigned classes at certain times, this form must be completed to request a block out. The requested block out times may be for administrative activities, such as departmental meetings, faculty presentations, or student “help” sessions.  After block outs are approved, a copy of the request will be returned to you. Block out requests should be kept to a minimum and requested ONLY for scheduled functions.  


5. Footnote Messages/Paired Labs Form 

To be completed when comments are needed to clarify a course, which are not included in scheduling restrictions, such as a paired lecture and lab, to list fees associated with a class, etc.  If pairing labs with specific course sections, please provide the course and section along with the paired lab. 



To be completed when comments are needed to clarify:

a) Information not included in a scheduling restrictions

b) Paired lecture or lab

c) Piggybacked courses. 


Please list the course and footnote as clearly as possible to avoid any confusion.   

6. Special Topics Request Form 

To be completed when requesting the assignment of a title and suffix to a special topics course.  Please provide the abbreviated title for the special topics course.  The abbreviated title is limited to 13 characters after the special topics prefix (i.e. SPTP- 13 characters).  


NOTE:   H, L, N, P, and Q, may not be used as a suffix on special topics courses.

7. Grading Method Change Form 

If the instructor would like to offer a different grading method than what is approved for a special topics undergraduate course, please submit a Change of Grading Method Form to the Provost’s Office for approval. All 500/700 level graduate courses are for grade only and 600/800 levels are for credit only.
ALL FORMS MUST BE SUBMITTED FOR APPROVAL TO THE

UNIVERSITY SCHEDULING OFFICE BY 

THE DUE DATE ON THE PRODUCTION SCHEDULE.
II.  Scheduling Information
A. Entering Building and Room 
Departments should assign their courses to their priority rooms directly on CRS006 in the BLDG/RM field.  In doing so, please keep in mind that you need to assign courses to your rooms that meet the minimum 50% fill ratio.  This means that if a room holds 100, you need to have an enrollment of 50 or more.  We will be checking course enrollments for the past few semesters so please put the actual expected enrollment.  Due to the Bond Buildout, space is at a premium.    

See Room List on the scheduling website for departmental control listing and max seat information.

If you have course(s) that will not fit in your department’s priority room(s), do not meet the fill ratio, or if your department has no priority rooms, we will make every effort to assign the course(s) to a classroom near your department’s location.  Please leave the BLDG/RM field blank and enter the code NSM on CRS009 in the ARMS ASSIGNMENT CODE field and any room descriptor codes needed in the ROOM DESCRIPTORS field.

C. Room List
A list of the “110” classrooms is available on the scheduling website.  The room list provides the building and room, capacity, department having priority, seat type, and room features for each classroom.  

D. Building Abbreviation List
Located on our website is a building abbreviations list.  Please check the list for new abbreviations (e.g. UST is now FOX).  Building abbreviations are limited to 3 characters.

E. Facilities Modification Request Form Link
Does your department want to change the type of seating in a classroom?


This link on our website will provide access to the Provost’s website where you will find a Facilities Modification Request Form.  It is imperative that your department complete and submit this form prior to making any changes to classrooms, including but not limited to changes in seat count, type of seating, installation of equipment, and usage.

F.  Ad Astra
AD ASTRA is scheduling software that will enhance the scheduling process and is available from a link on our scheduling website.  This website is a useful tool in searching for available rooms for courses and events.  You will receive a log in ID and password from the Scheduling Office so you can access Astra as a web client rather than a guest and submit requests directly to the Event Scheduler via Astra.

III. Continuing Scheduling Information


A.  Schedule of Courses Excel File-
This is a list of the courses that were offered by your department in the previous  semester. The building, room and instructor's name have been omitted.  This is the same information that will appear when you access CRS006 for the spring semester on-line.   Use the file as a working copy and make changes as needed.  NOTE: Please review the master list to confirm that the course you want to offer is approved.

B. Master List of Approved Courses Excel File- 

This is a listing of all courses approved to be offered for the upcoming semester.  If you have submitted a Course Action Form to be approved and the course is not on this list, please check with your departments UCCC or Graduate Administrative Board representative to find out the status of your course.



C. Special Topics Listing Excel File-
This is historical record of all special topics courses assigned a suffix and title.  Only L (Labs), P (Problem Sessions), and H (Honors) suffixes may be used on a course with the exception of special topics courses.   L, N, Q, P, and H may not be used on special topics courses.  Please refer to the Special Topics listing for a specific topic and the corresponding suffix.  Please contact the University Scheduling Officer if title changes are necessary.  It would be helpful if you could keep the topic and the corresponding suffix as consistent as possible from one semester to the next.

IV.  Time Changes and Section Changes after Publication
Since the system is interactive and students are placed directly into courses upon request, it is imperative that the Schedule of Courses publication be as accurate as possible.  This means that you must determine up-front the number of courses and sections you wish to offer, the exact times they are to be offered, and the exact number of students to be scheduled in each section. After the Schedule of Courses is published to the web, time changes and section changes can only be done by adding new sections and canceling the existing incorrect section.  Any course changes, additions, or cancellations after the Schedule of Courses is published to the web must be handled through the University Scheduling Office.  These should be submitted via e-mail to beth_self@ncsu.edu. 

V. Instructor Percent of Credit
Please remember to enter instructor name on CRS006 and instructor ID on CRS008. Instructors of record (as indicated on CRS008) have access to their rolls through the Registration and Records administrative website.  Information available on the rolls includes students’ local and mailing addresses, phone numbers and e-mail addresses.

The PF11 key allows you to toggle between CRS006 and CRS008.

VI.  Student Organization Requests
If a student organization comes to you to schedule a room for an event, please send them to the Registration and Records website at http://www.ncsu.edu/registrar to complete a Student Organization Electronic Room Request Form.  This allows the Scheduling Office to maintain records of classroom use by student groups.

VII. Room Assignments and Automated Room Scheduling

AD ASTRA is our new scheduling software program that works with data entered by the scheduling office and by departments during semester scheduling.   

For semester room assignments, Ad Astra renders the best utilization of classroom space on campus using certain criteria.  The Scheduling Office makes every effort to assign courses to rooms that best suit the departments’ needs using departmental location, seat counts, room characteristics requested and instructor needs.  

Since Ad Astra only assigns courses to  “110” classroom space, please be sure to enter the building and room data for courses that will be taught in lab rooms, conference rooms, offices or other non-university controlled space. 

ARMS Codes & Astra:

We use specific codes from CRS 009 to communicate classroom needs/info to Astra.

It is vital that the correct ARMS code is entered on CRS 009 (in RUMBA) for each section.  There are three possible ARMS codes:


ASM:  Use this if you are pre-assigning your own priority room on CRS 006.

AXM:  Use this if you are pre-assigning your own priority room AND piggybacking two sections (both sections in same 110 classroom).

NSM:  Use this if you need a room assigned (no bldg/room info entered on CRS 006)

BLANK ARMS CODE:  Astra WILL NOT recognize any section with a blank ARMS code.  Leave the ARMS code blank on CRS 009 if you are using a departmental room that is NOT a 110 classroom.  If you mistakenly leave this code blank, the section will not be imported to Astra, and no room will be assigned.

VIII.  Scheduling Procedures


A.  Scheduling Restrictions
By using the scheduling restriction feature, you can restrict a course to allow only those students that meet your course requirements to register.  This feature allows the  Pack Tracks program to automatically accept students who meet the course restriction(s).  You may restrict all or part of the seats available. You will use the column marked "Restr Seats" to indicate the number of seats you wish to restrict and enter the restriction in the scheduling restrictions field (ex: A CLAS JR).  For some graduate courses, restrictions will automatically appear.

NOTE:  If a lecture has a scheduling restriction and has a required lab, the same restriction should also appear on the lab section.  


DAR (Departmental Approval Required) RESTRICTION:

If the DAR restriction is used on a course, all of the seats must be restricted. The DAR restriction does not permit restricting only part of the maximum seats. 

Schedule Restriction Codes

	Restriction Code
	Example of Value
	Restriction Description

	ATH
	Y
	Athletes

	CLAS
	SR
	Student Classification

	CP
	Y
	Coop Student

	DAR
	Y
	Departmental Approval Required  

	ENST
	1
	Enrollment Status 1 or 2

	ETH
	A
	Student Ethnic Code

	GPA<
	3.500
	GPA < or =

	GPA>
	3.000
	GPA > or =

	MAJ
	17CSC
	Student major (OUC Sch/Curr Code)

	NOPH
	Y
	Course cannot be added by phone or internet

	SCH
	17
	OUC School Code

	SEX
	F
	Student Sex

	SPGP
	XX
	Special Group

	THP>
	055
	Total Hours Passed > or =



B. Waitlists
Departments have the option of allowing students to be placed on a Wait List if the course is full.  A maximum of 10 students may be placed on the wait list.  To be eligible for the wait list, the student must meet the restrictions (if any) that are placed on the course; the student must not be registered in another section of the course and must reserve the time of the wait-listed course in their schedule.  Even though a course may have only part of the maximum seats restricted, the student must meet the restriction to be placed on the wait list.  
C.  Special Topics Courses

If the Special Topics title is the same as the last title used with the suffix on the Special Topics printout, enter the course prefix, number, suffix, and section number on CRS006.

If this is a new topic and is being submitted to the Scheduling Office for assignment of a suffix using the Special Topics Request form, enter course information on CRS006 without a suffix.  The University Scheduling Officer will assign a suffix and add to the course information you have entered. 

C. Piggyback and Cross-listed courses 

(See “Piggybacking 101” attached)

Piggyback courses are courses that are offered in conjunction with each other and are taught at the same time and in the same room (ex: Hi 471/Hi 571) (ex. MDS 495A/ENG 495A).   

Please be sure to coordinate with the other department involved when scheduling to insure the course data listed is the same and seat counts reflect the desired number when combined.  Enter the building and room number if assigning the two sections to the same priority room. 

If requesting a room assignment for piggybacked sections, leave the room field blank. Enter the piggyback section on the CRS009 screen so the courses will be assigned to the same classroom.   

Cross-listed courses are courses approved to be offered between departments (ex: CSC 571/ECE 571) and are taught at the same time and in the same room.  

Please be sure to coordinate with the other department involved when scheduling to insure the course data listed is the same and seat counts reflect the desired number when combined.  Enter the building and room if assigning to a priority space or leave the room field blank if a room is to be assigned.


E. Distance Education and Evening Courses

In an effort to better track distance education course information, the first column has been changed and is now labeled EVE/EXT SECT.
Evening courses (beginning 4:00pm or later) will be listed in the Adult Credit Programs listing and is noted by EVE.  Please place a Y next to “EVE CLASS” on CRS 006 if offering an evening section.

Courses noted by EXT are distance education sections.  THESE COURSES HAVE A SECTION NUMBER IN THE 600 SERIES AND SHOULD NOT BE DELETED OR ENTERED INTO THE SYSTEM BY DEPARTMENTAL SCHEDULING OFFICERS. The Office of Distance Education will review these sections and the DE office will enter all information relating to these sections.  These will remain in the system but WILL NOT appear in the printed version of Pack Tracks.  If you have questions about any of the distance education sections, please contact Angela Chiatello (513-1532).


F.  Internet Courses

Courses to be taught on the Internet for inclusion in the Schedule of Courses:



1.   Course information should be entered on CRS 006.


2.   Enter “IN” beside “Delivery” to indicate Internet course.

3. Complete footnote message form giving information on name, address and/or phone number of contact person for the course.

4. Add DAR under scheduling restrictions if students are not to add through Pack Tracks.
IX. Entering Course Data through CRS Screens

Once you have coordinated with your department and determined the schedule for the upcoming semester, the data must then be entered on-line using the course scheduling screens.  As stated earlier, the courses that were offered the previous spring have been rolled over and can be accessed on the scheduling screen (CRS006).  So, when you look at the Schedule of Courses excel file, the information in this file is the same as what will appear on CRS006.  You will add, modify, or delete sections in CRS 006.

If you have any questions, please contact the University Scheduling Office at 515-2577 or email beth_self@ncsu.edu. 

HOW TO ACCESS CRS006 and OTHER SCHEDULING SCREENS:

1. Go into RUMBA and access the IDMS application from the menu.

2. Another menu should appear and request IS03, Course Inventory System Menu.

3. The following choices should be listed:


CRS006 
(Course Section Inquiry/Update)


CRS008 
(Instructor Percent of Credit)


CRS009
(ARMS Data Update)


CRS010
(Section Room Assignment Inquiry)


CRS011
(Registration Total Inquiry)


CRS014
(Departmental Course Section Inquiry/Update)

If you do not have access to all of these screens, please send an email to the scheduling office requesting access to the missing screen(s) and include your Rumba login ID.

4. Choose CRS006 for updating your course data.  This screen is only available for update during a restricted window of time as listed on the Production Schedule.

5. The first entry is asking for the semester (SEM:) which, depending on the semester you are updating, is FALL, SPRG, SUM1, SUM2.


6. After entering the semester, the prompt will take you to CRS ABBR.  Enter the prefix for the course you are updating (e.g. MA or ENG).  Press the F1/Inquiry key.  (The function keys you need are listed at the bottom of the screen).  The first course on your Schedule of Courses printout will appear.  Pressing F10 will take you to the next course in sequence.

HOW TO CHANGE INFORMATION ON A COURSE:

Once you have pulled up the course that you want to change, you can then tab to the field you want to change and type in the new data.  Once you have completed making changes to the applicable fields then press the F3 key to update.  

Remember, if you are only making changes to an already existing course section, you are modifying the section and F3 is used to update.  Make sure the message at the bottom of the screen says “Record has been modified”.  If the message does not appear then the changes were not saved and there was an entry error (highlighted in red).  Fix entry and try again.  

HOW TO ADD A COURSE:

If there is a course that you want to add and the course does not appear on the Schedule of Courses excel file or screen CRS 006, then all the data must be entered on CRS006 and by pressing the F2/Add function, the course will be added.  Be sure the message “Record has been Added” appears at the bottom of the screen.  It is best to use the tab key when moving from field to field to make sure data is entered correctly.  

When adding a course, you may use an existing course as a “shell” for the course you want to add.  Typing over the data in the “shell” course may save you some time since you may only be making a few changes to a course.  Remember to change the section number and/or course number before hitting F2/Add key.

HOW TO DROP A COURSE:

If there is a course listed that you do not plan to offer for the upcoming semester, you must delete the course.  After typing in the course and section and pressing F1/Inquiry, tab to the bottom left of the screen and next to “Delete Code”, type in DEL and press F4/Delete.  Be sure the message reads “Record has been Dropped”.  If the course has a lab or problem session, they must also be deleted.  

If you have a cross listed or piggybacked course to drop, please send an email to the corresponding department letting the scheduling officer know they should delete their section.  A list of scheduling officers and email addresses is provided on our website.

HOW TO ENTER BUILDING AND ROOM:

a) BLDG/RM – Please enter the building and room on courses you are assigning to your department’s priority rooms and for lab and arranged courses.  

b) In the BLDG/RM field on CRS006, enter the building abbreviation and 5-digit room number (ex:  HA  00221).  Press F3 to update.  If not entered correctly, field will be highlighted in red.  Check building abbreviation and 5-digit number again and retry.  Contact the scheduling office if the field will not accept the building and room number.

c) Go to CRS 009 and enter the appropriate ARMS code.

HOW TO REQUEST A ROOM ASSIGNMENT:


A course needs a room assignment:

If you have a course or courses that will not fit in your department’s priority space, does not meet the fill ratio, or if your department has no priority space, we will make every effort to assign the course(s) to a classroom near your department’s location.  

Please leave the BLDG/RM field blank on CRS006 and enter the code NSM on CRS009 in the ARMS ASSIGNMENT CODE field and any room descriptor codes needed in the ROOM DESCRIPTORS field.

**IMPORTANT:  Please keep the room descriptor codes to a minimum.  It is sufficient to enter just the code for seat type and one code for technology (for instance, “91” for teaching computer).  If the instructor prefers a white board, you can enter a “61” for that as well.  Entering too many descriptors will severely limit the number of available rooms and may cause Astra to “kick out” the section as “impossible to schedule.”  Astra tries to fulfill all descriptor preferences.

Once the room assignments are made, departments will be notified via email.  Room assignments will appear on CRS 006.

If a course needs a preassignment or ClassTech room, please complete the proper forms located on the scheduling website and submit to the Scheduling Office by the deadline listed on the production schedule.
***Important Reminders When Entering Data

· Always be sure you enter the semester as SPRG, FALL, SUM1, SUM2.  If you do not specify a semester, the system will default to the current semester and problems with the current semester will result.

· Section numbers on a course should be used in sequence 

i.e. 001, 002, 003…   

-Course sections are listed beginning 001…


-Lab sections are listed beginning with 201…


-Problem sessions with 401…


-Distance Education (DE) with 601…(to be entered by the DE Scheduling Officer)

· Course additions, deletions, changes, and bldg/rooms are entered on CRS006.

· Room descriptors, ARMS codes, and piggyback information are to be entered on CRS009.

· Instructor percent of credit is entered on CRS008.  Don’t forget to enter instructor names on CRS006.  There is no link between data on the Instructor Percent screen CRS008 and instructor name field on CRS006.



FINAL CHECKLIST

· For all ARRANGED courses, please enter a building and room number.  A room must be designated so please enter the departmental or instructor’s office number for arranged courses.

· Review the changes to building abbreviations, room descriptors, and seat counts before entering data on CRS006 and CRS009.  Do not use any room descriptor codes from previous lists.

· Make sure your courses have a seat count.

· Check the master list to be sure your courses are approved to be offered for the spring semester and the grading method and credit hours match the course listing on CRS006.

· Try to list section numbers in sequence.

· Make sure that the correct time and days have been entered.  Check campus time schedule and submit Non-Standard Meeting Time Request form for courses listed at non-standard times.

· Enter instructor ID’s on CRS008 and instructor names on CRS006.

· Do not delete any course from CRS006 that has a section number of 601 (Example:  FLF 201-601)

· If your department has a cross listing or piggyback course listing, please coordinate course data with the appropriate department to insure proper listing in Pack Tracks and room assignment.  Please be sure section numbers match.

· Remember to correctly pair lectures and their corresponding lab sections (See attached sheet titled, “What a Pair” for detailed instructions.)

· Check to be sure the proper ARMS code was entered on CRS 009.

CONTACT INFORMATION FOR THE SCHEDULING OFFICE:

University Scheduling Officer



Beth Self

515-2577

beth_self@ncsu.edu 

scheduling@ncsu.edu
Assistant Registrar-Scheduling, Communication & Training

Holly Swart

Events/Student Group Scheduler

Lizzy Lincoln

513-2382

lizzy_lincoln@ncsu.edu 

rr_events@ncsu.edu
holly_swart@ncsu.edu


Piggybacking 101

Why piggyback classes?

We piggy back classes that will be scheduled in a 110 classroom (university classroom, not a lab or other room not open for university scheduling) so that the scheduling system will allow the sections to be double-booked in a room that is large enough for both sections.
When to piggyback


If you are assigning the section to a 110 classroom, or if you need Astra & the Scheduling Office to find a 110 classroom for the sections.

How to piggyback

· Be sure that both sections to be piggybacked have the same section number.

· Be sure each section’s max seat count is correct (in other words, remember to allow for the students in the other section when you are choosing a room).
· Enter course information for each section on CRS 006

· Enter ARMS code and piggyback information on CRS 009.  The piggyback information is entered on the lower-level class.  (Ex: OR 601/OR801 information would be entered on OR 601.)
· If you are assigning one of your priority rooms, the ARMS code  on CRS 009 should be “AXM”
· If you need Astra to find a 110 room, the ARMS code on CRS 009 should be “NSM”
· Tab to the piggyback fields, near the bottom of the screen, and begin with your cursor on the parentheses symbol beside the number 1.  TAB. Enter the following:  “a” (cursor will move to next field) enter “course abbrev,” TAB, enter “course number,” F3 to update.  See example below.


[image: image2.wmf] 


(Excerpt from lower portion of CRS 009 screen)    TAB



WHAT A PAIR!
How to Pair Lectures & Labs So Students Must Register For Both…

The Lecture:

1. Enter lecture data on CRS 006.

2. In the Lab/Problem Sess field, enter an “L” if the lecture has a lab component or a “P” if the lecture has a problem session component.
The Lab or Problem Session:

1. Enter the lab data on CRS 006.

2. Do not enter an “L” or a “P” in the Lab/Problem Sess field on the lab section.
3. Tab to the field that asks for paired lecture…

“PAIRED LECT (ACT CD/CRS/SECT):”

4. Place cursor on the colon.  Tab.

5. Enter an “a” for add

6. The cursor will automatically move to the next field.

7. Enter the course abbreviation and course number for the lecture.

“PAIRED LECT (ACT CD/CRS/SECT): 
a 
bio181    
001”

You can pair multiple sections of lectures with a lab.  Either continue to tab across and enter data as above, or after pressing F2 (or F3), go back in and overtype the information for the next section in the “paired lect” field as above.  Once you press F3, all of the lecture sections will appear.

8. Tab

9. Enter the section number of the lecture.

10. F2 to add

(F3 to update if you are returning to this section in order to pair the lecture, and not adding it as a new section.)

Pairing ensures that a student can only register for those specific lecture/lab combinations.
Why Pair Lectures & Labs & Problem Sessions?

If students are required to register for both the lecture and a lab section, pairing them in CRS 006 will limit the available lecture/lab combinations a student can register for.  When the student registers for the lecture, (s)he will be instructed to also choose a lab section. During the scheduling process, lectures and labs that are paired are grouped together and given footnotes in the online schedule of courses.   The Scheduling Office does this.  Submit a footnote form for your sections that require pairing/footnotes so we know which sections should be grouped together.  These forms are available at: http://www.ncsu.edu/registrar/scheduling

If students need to take a lab section with a lecture, but can choose any lab section that fits their schedule, you will want to pair all sections of the lab with that lecture.  If there are multiple sections of lectures, and students can mix and match the lectures/labs, you will want to pair all lectures with all labs.
Delete Pairing:

To delete a lecture section from a lab, thereby removing the pairing, enter a “d” for delete in the “paired lect” field and F3.

If you are removing all lect/lab pairings, remember to return to the lecture section and remove the “L” or “P” from the lab/problem sess field, and F3 to update.

Can Labs and Problem Sessions be Paired with Lectures?

Yes.  You would enter the lecture section to be paired on both the lab and the problem session sections.
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