CPI Training

Campus Planning Interface
cpi.utc.edu

(The link works on and off campus!)



Logging into CP1

 Go to cpl.utc.edu
« Click “Log in” in the top left corner.
« Login using your UTC ID and password.

& E M S Campus Planning Interface (CPI)

Leg In

User ID:*

Password:*

Login




Select Term

« Once logging info the system, click "Term Selector”
INn the top left corner.

 Double-click the term to edit.
o Important: note the phase for the editing term.

Managing: Chattanooga
Phase: Phase 1

Campus Planning Interface (CPI) Term Dates: 1/19/2021 - 3

Term Selector Academic r rch Fo ms Reports Manage User Options Admin Functions Log Out Help Welcome R

Select Term: Flease highlight the term you want to work with and hit the save button in the lower right corner.

20 indicates Spring 201520 = Spring 2015

30 indicates Summer 201530 = Summer 2015

40 indicates Fall 201540 = Fall 2015
Term Description | Campus | Phase | MNotes
201840 Chattanooga Campus Post-Publish
201920 Chattanooga Campus Post-Publish
201930 Chattanooga Campus Post-Publish
201940 Chattanooga Campus Post-Publish
202020 Chattanooga Campus Post-Publish
202030 Chattanooga Campus Post-Publish
202040 Chattanooga Campus Post-Publish

o



Select Term

 Once you double-click the tferm, you'll come to a
screen like this.

« Confirm the term (note the phase information)

« Select "Academic Browser” to start editing.

#?> EMS Campus Planning Interface (CP1) e s, i s

Term: 202120

: 1
Motes: Phase 1: August 31- September 16




Academic Browser

screen- but with your departments listed:

v
Z EMS

Managing:
Phase:
Term Dates:

Campus Planning Interface (CPI)

The Academic Browser should look similar to this

Chattanooga Campus - 202120
Phase 1
1/19/2021 - 5/4/2021

Term Selector Ac s Log Out Help Welcome Rebi
Options
Academic Dept: Subject: Browse For:
(all) | [l ] [Courses «| Modified only: ] | Get Data
Clear Filter Full Expand Full Collapse lew Section MNew Course Tools
Drag a column header here to group by that column
Course Shares Space Banner XList CRM Course Title Course Type Instructor Start Date End Date Days Start Time End Time Location
I I I I I I Ml Ml M| [
ACCC20000 20053 Acct/Fin Rptg: L Haun,Amie 1/19/2021 5/4/2021 MWF 10:00 AM 10:50 AM FLET FLET 2100 .~
User Persp WVN352
ACCC201001 20055 Principles of L Sompayrac,Joanie 1/19/2021 5/4/2021 TR 8:00 AM 0:15 AM DRTH DRTH
Accounting I V55574 101
ACCC201002 20056 Principles of L Haun, Amie 1/19/2021 5/4/2021 MW 3:25PM 4:40 PM FLET FLET 200
Accounting I WWVMN552
ACCC201005 21129 Principles of L Goldberg,P 1/19/2021 5/4/2021 T 5:30 PM 8:00 PM EMCS EMCS
Accounting I BTD711 203
ACC C 2010 06 20789 Principles of L Haun,Amie 1/19/2021 5/4/2021 MW 2:00 PM 3:15PM FLET FLET 200
Accounting I WVN552
ACCC201007 20949 Principles of L Davenport,Steph 1/19/2021 5/4/2021 TR 1:40 PM 2:55 PM FLET FLET 200
Accounting I FGZ949




CPI Notes

All of your departmental courses that were offered in the previous term
should be listed.

The courses will list alphabetically by subject and then numerically by
course number.

The rows can be sorted by column by dragging the column header to
the area that says “Drag a column header here to group by that
column” *Chrome does not seem to work with this function*

For departments with multiple subjects in a department (i.e. BIOL and
ESC), you can filter by department, subject and browse for courses or
course dates.

If you type anything in the second row, you can filter that way too.
You can also adjust the columns in the most helpful order.

o/
#’ E M S Campus Planning Interface (CPI)

Term Selector Academic Browser Search For Rooms Reports Manage User Options Admin Functions Log Out Help

Academic Dept: Subject: Browse For:

[(an ~| [ | [Courses | Modified Only: [] | Get Data | «qre——
Clear Filter Full Expand Full Collapse
Drag a column header here to group by that column
_g—
’@rse \ Shares Space Banner XList CRN Course Title Course Type Instructor Start Date End Date Days
\Imm | I I I I I M B2l ]|
[ATH C 1010 20181 Math in the L Ramnarine,Angeli 1/19/2021 5/4/2021 TR
Modern World NBB188




CPI Notes

 When you double click a course, you'll see the
course details page. It's the same information on

the Academic Browser page but in a different
format.

Managing: Chattanooga Campus - 202120
Phase: Phase 1

‘ E M S Campus Planning Interface (CPI) Term Dates: 1/19/2021 - 5/4/2021

Welcome Rebecca Dragoo

Term Selector Academic

Additional Information
Math in the Modern World Actions
Term: 202120 Instructor: Klingbeil, Naomi PEW262 . Ad_d New Course Date
Academic Dept: Mathematics Credit Hours: 3 * Edit Course Details
CRN: 21556 Estimated Enrollment: 40 * Cancel Course
Course Number: 1010 Actual Enrollment: 0
Section: 0z Subject: Mathematics C

State: Unchanged

[ WVt Cross Listed Courses | Shared Space Courses

Course Dates
Start Time End Time Location Room Days State Course Type
EMCS EMCS 238 TR L

Actions
[z [

Start Date (1) “ End Date
1/19/2021 Tue 5/4/2021 Tue 1:40 PM 2:55 PM

A CICGC Final Exam Settings

Preferences
Value Required

Preference (1) *
Building 1

EMCS

Back



CPI Notes

* You can also fell which term your editing by looking
INn the top right corner. The term dates will be listed
as well.

« We have set CPl to have one campus-
Chattanooga campus. This will include all C and D
campus courses.

Managing: Chattanooga Campus - 202120
Phase: Phase 1
Term Dates: 1/15/2021 - 5/4/2021

Campus Planning Interface (CPI)




How To Cancel a Course

« To cancel a course, double click the course.
« Click “Cancel Course” in the top right corner.

Managing: Chattanooga Campus - 202120
Phase: Phase 1
Term Dates: 1/19/2021 - 5/4/2021

Campus Planning Interface (CPI)

= Log Out Help

Additional Information

Math in the Modern World Actions
i Term: 202120 Instructor: Ramnarine, Angelique NEE188 - Ad_d New Course Date
¢ | Academic Dept: Mathematics Credit Hours: 3 =

CRN: 20181 Estimated Enrollment: 40
Course Number: 1010 Actual Enrollment: 0
i | Section: 0 Subject: Mathematics C
State: Unchanged

(@ W RV Cross Listed Courses | Shared Space Courses

Course Dates

Start Date (1) * End Date Start Time End Time Location Room Days State Course Type Actions
1/19/2021 Tue 5/4/2021 Tue 12:15 PM 1:30 PM EMCS EMCS 238 TR L g [

EEEIEREEN Final Exam Settings

H Preferences
Preference (1) * Value Required
] Building 1 EMCS
Back




How To Cancel a Course

* You'llreceive a message to confirm the
cancellation- click OK.

Message from webpage @

| Click OK to cancel this course, Click Cancel to abert this operation.

oK ] [ Cancel




How To Cancel a Course

« You'll be re-directed back to the Academic
Browser. The cancelled course will have a black
strikethrough.

bcademic Browser Search For Rooms Reports Manage User Options Log Out  Help

E F MNew C
ader here to group by that column
Course Shares Space Banner XList CRN Course Title Course Type Start Date End Date Days Start Time End Time Location Room Type Est Enroll Act
&
ACC 20000 - - 41421 Aeet/FinRpte: b B10/2013 12003043 MWF 0:00-AM 0:50 Ap Flek200 Academic 45
Hser Pessp Llassraem
ACCZEI0G - - 4422 Principtesof E 8453043 12543043 B Lpo-i DeEa-i Fleg31t Acaderte 45
Accounting I Llassraem
ACC20101 41423 Principles of L 8/19/2013 12/9/2013 MWF 10:00 AM 10:50 AM Flet 311 Academic 35
Accounting I Classroom
ACC 2010 2 44703 Principles of L 8/19/2013 12/9/2013 T 5:30 PM 8:00 PM Flet 100 Academic 45
Accounting I Classroom
ACC2010 4 41426 Principles of L 8/19/2013 12/9/2013 R 5:30 PM 8:00 PM Flet 110 Academic 45
Accounting I Classroom




How To Undo Cancelled Course

» |f you accidentally cancel the course, or the course
IS No longer cancelled, you can “uncancel” the
course.

« Simply double-click the cancelled course and click
“Uncancel Course” in the top right corner.

201340 Instructor: = Ware John

Actions




How To Undo Cancelled Course

« You'llreceive another alert. Click OK to “uncancel” the
course.

« Once the course is “uncancelled,” it will no longer have
a strikethrough.

« **Please note you can only “uncancel” courses during
the same phase. Once the CPlI moves from phase 1 to
phase 2, cancelled courses will have to be re-created
(see Create New Course slides)

Message from webpage @

pr—

b e
@ Click OK to Uncancel this course, Click Cancel to abort this cperation.
A 4

oK ] [ Cancel




How to Edit a Course

There are 2 different places to edit a course.

You edit the week day and time offerings in one
place and edit the course details in another place.

On the main Academic Browser page, you'll see
the room the course is in. You can request a new
room under the course details page.



How to Edit
the Days/Times of a Course

« To edit the days/times of a course, double-click the
course to edit.

« Click the pencil icon under “Actions” on the far
right.

Additional Information

Math in the Modern World Actions
+ Add New Course Date

Term: 202120 Instructor: Ramnarine, Angelique NEB188
Academic Dept: Mathematics Credit Hours: 3 » Edit Course Details
CRN: 20181 Estimated Enrollment: 40 * Cancel Course
Course Number: 1010 Actual Enrollment: 0
Section: 0 Subject: Mathematics C

State: Unchanged

(W El-l  Crose Listed Courses | Shared Space Courses

Course Dates
Start Date (1) ~ End Date Start Time End Time Location Room Days State Course Type %‘

1/19/2021 Tue 5/4/2021 Tue 12:15 PM 1:30 PM EMCS EMCS 238 TR L

[ZE NN Final Exam Settings

Preferences
Preference (1) * Value Required
Building 1 EMCS
Back



How to Edit
the Days/Times of a Course

Change day: If the course needs to be TR instead of
MWE, uncheck all MWF boxes and check TR boxes.

**NOTE: The term start and end dates are set by the
main schedule and shouldn’t need to be adjusted.

E I IS Campus E I IS Campus
Term Selector Academic Browser Search For Rooms Reports Manage User Options Admi
Please disregard the Course Type Field. Please disregard the Course Type Field.
Math in the Modern World Math in the Modern World
Term: 202120 Instructor: Ramnarine,Angeligue NBB188 Term: 202120 Instructor: Ramnarine,Angeliqgue NEB188
Academic Dept: Mathematics Credit Hours: 3 Academic Dept: Mathematics Credit Hours:
CRN: 20181 Estimated Enrollment: 40 CRN: 20181 Estimated Enrollment: 40
Course Number: 1010 Actual Enrollment: o Course Number: 1010 Actual Enrollment: 0
Section: Subject: Mathematics C Section: 0 Subject: Mathematics C
State: Unchanged State: Unchanged
Start Date: Start Time: Course Type: Start Date: Start Time: Course Type:
1/18/2021 Tue |° [12u15PM [V [L ~] [t/19/2021 Tue | [12:00pm |V [L <]
End Date: End Time: Building: EMCS End Date: End Time: Building: EMCS
Rgom: EMCS 238 EMCS 238
DM M+ Ow Mr O Os O Time Blocks Time Blocks
e Date Notes:
Seat Fill %:+(100 | Seat Fill %:#[100 |
O room Net Required [ room Mot Required
Cancel Save Cancel Save




How to Edit
the Days/Times of a Course

« Change time: Type in the new course fime to both
start time and end fime boxes.
« NOTE: Regular course times are still required. If a

course time is not requested for a typical fime, it'll
be adjusted, as necessary, or sent back.

o/
”’ E M S Campus

Math in the Modern World

Term: 202120 Instructor: Ramnarine, Angelique NBB188
Academic Dept: Mathematics Credit Hours: 3
CRN: 20181 Estimated Enrollment: 40
Course Number: 1010 Actual Enrollment: 0
Section: o Subject: Mathematics C
te: Unchanged

Start Date: Start Time: Course Type:

[t/19/2021 Tue P [t2i5em (R [L <]
End Date: End Time: Building: EMCS

5/4/2021 Tue .

EZEETRTN & \EEY Room: emce 235

Owm Er Ow Or On L Time Blocks

Course Date Notes:

Seat Fill "/u:*

[Jroom Not Required

Cancel Save

Please disregard the Course Type Field.

Math in the Modern World

Term: 202120 Instructor: Ramnarine,Angelique NEB183
Academic Dept: Mathematics Credit Hours: 3

CRN: 20181 Estimated Enrollment: 40

Course Number: 1010 Actual Enrollment: o

Section: 1) Subject: Mathematics C

Anale: Unchanged

Start Date: Course Type:
1/19/2021 Tue | L |
End Date: o End Time: Building: EMCS
__5{4/2D21 Tue = ¥

(c2:50 v S EMCS 238

Mun O MBw IN Hr O On Time Blocks

Course Date Notes:

Seat Fill %:’

Oroom Not Required

Cancel Save



How to Edit
the Days/Times of a Course

« When your day/time edits have been made, click
save.

* Your edits will be shown on the course details page

Course Details

Rhetoric and Composition T Ad
Term: 201340 Instructor: Evans,Matthew . A
Academic Dept: English Credit Hours: 3 B E F R E ERE
CRN: 40171 Estimated Enrollment: 20 * C
Course Number: 1010 Actual Enrollment: 19
Section: 01 Subject: English

State: Unchanged

(oI EN T Cross Listed Courses | Shared Space Courses

\:UI.II o DCI L=
End Time Location Room Days
8:50 AM Holt Hall Holt 307

Course Type

Start Date (1) “ End Date
L

8/19/2013 Mon 12/9/2013 Mon

FEEEEEEE Final Exam Settings

Drafarancac

Course Details

Rhetoric and Composition I Ad
Term: 201340 Instructor: Evans,Matthew * A
Academic Dept: English Credit Hours: 3 =05
CRN: 40171  Estimated Enrollment: 20 A FTE R * C
Course Number: 1010 Actual Enroliment: 19
Section: 01 Subject: English

State: Edited

[N ELT S Cross Listed Courses | Shared Space Courses

Course Type
L

End Time Location Room ook
10:40 AM Holt Hall Holt 307 TR Edited

End Date
12/9/2013 Mon

Start Date (1) *
/19/2013 Mon

[ LWLl Final Exam Settings

Preferences




Adding/Editing an Extra

Meeting Time

* |f you have an extra meeting to a course-i.e. a
recitation section- you can “add a new course
date” to the existing course.

 |f multiple meeting dates already exist, the
Academic Browser page will show this:

Term Selector Academic Browser Search For Rooms Reports Manage User Options Log Out  Help

Clear Filter  Full Expand Full Collapse

Drag a column header here to group by that column

iala s " Sligiood PENREToE)

Course Shares Space Banner ¥List ‘ CRN Course Title Instructor Course Type ‘ Start Date ‘ End Date Days Start Time ‘ End Time Location ‘
SPAN | I I I I | I , )|
SPAN 1010 0 41527 Elementary Jimenez,Carmen (multiple)
Spanish I
SPAN 1010 01 41528 Elementary Browder, Hilary (multiple)
Spanish 1
SPAN 1010 02 41530 Elementary Browder Hilary (multiple)
Spanish I
SPAN 1010 03 41531 Elementary Stuckwisch, Matth (multiple)
Spanish 1
SPAN 1010 04 41533 Elementary Jimenez,Carmen (multiple)
Spanish 1
SPAN 1010 05 41535 Elementary Stuckwisch, Matth (multiple)
Spanish 1
SPAN 1010 06 41536 Elementary Jimenez,Carmen (multiple)
Spanish I
SPAN 1010 07 41538 Elementary Saintus,Gabriel (multiple)
Spanish 1
SPAN 1010 08 41540 Elementary Ragon,Regina L 8/19/2013 12/9/2013 ou 4:00 PM 5:45 PM Bro 202
Spanish 1




Adding/Editing an Extra
Meeting Time

« When you double-click a course with “multiple”
days and times, it'll show both meeting times in the
Course Details page.

« To edit the extra day, refer to the “edit day/time”
slides.




Adding/Editing an Extra
Meeting Time

 |n order to add an additional date to a course, click
“Add New Course Date” and add a new date and
time as you were edifing it.

Term Selector Academic Browser Search For Rooms Reports Manage User Options  Log Out  Help Welcome Rebecca Dragoo

Course Details

Rhetoric and Composition I ctions
Term: 201340 Instructor: Evans,Matthew
Academic Dept: English Credit Hours: 3
CRN: 40171  Estimated Enrollment: 20
Course Number: 1010 Actual Enrollment: 19
Section: 01 Subject: English
State: Unchanged

(oW ETGEN Cross Listed Courses | Shared Space Courses

Course Dates
Start Date (1) End Date .
8/15/2013 Mon 12/5/2013 Mon

Days State Course Type Actions

Term Selector Academic Browser Search For Rooms Reports Manage User Optiol MWF L g @

[AEENILEES Final Exam Settings

Course Details

Preference (1) * Required

Rhetoric and Composition I

Term: 201340 Instructor: Evans,Matthew
Academic Dept: English Credit Hours: 3
CRN: 40171 Estimated Enrollment: 20
Course Number: 1010 Actual Enrollment: 19
Section: 01 Subject: English
State: Unchanged
Start Date: Start Time: Course Type:
[8/19/2013 Mon {*  [8:00 AM |® L v
End Date: End Time: Building: Holt Hall

12/9/2013 Mon [ [g:50 AM (Y room: Holt 307

Mm Or Mw Or Mr Os Ow
Seat Fill %:+{100]

[T room Not Regquired




Cancelling an Extra
Meeting Time

« To cancel an extra meeting time within a course,
double-click the course in the Academic Browser.

Click the small icon with the red X under Actions for
the meeting days/times you want to cancel

Rhet & Comp I w/Wrtg Tutorial

Actions
Term: 201440 Instructor: Meadows,Carrie . Ad_d Mew Course _Date
Academic Dept: English Credit Hours: 4 * Edit Course Details
CRN: 44959 Estimated Enrollment: 0 e Cancel Course
Course Number: 1011 Actual Enrolilment: 1]
Section: 02 Subject: English
State: Unchanged
oMo E | Cross Listed Courses | Shared Space Courses

Start Date (2) *
8/18/2014 Mon

Course Dates
End Time Location

End Date
12/8/2014 Mon

Start Time

Room Days State Course Type Actions
9:00 AM S:50 AM Fletcher Hall Flet 316 MWF L 2l
8/18/2014 Mon 12/8/2014 Mon 5:25 AM 10:40 &AM Davenport Hall Dav 133 R
= SCUTEEN Final Exam Settings

Preferences
Preference (1) *

Value
Building

Required
Holt Hall
Back




Cancelling an Extra
Meeting Time

* You'llreceive this error message. Click OK.




Days/Times Edit Notes

« Note that once the day and/or time has been edited, the
“state” will be updated to “edited.”

« The “course type” is pulled from information in Banner and
doesn’t need to be updated.

Course Details

Rhetoric and Composition I Ac]
Term: 201340 [Instructor: Evans,Matthew . A
Academic Dept: English Credit Hours: 3 =0E
CRN: 40171 Estimated Enrollment: 20 * C
Course Number: 1010 Actual Enrollment: 19
Section: 01 Subject: English

State: Edited

Cross Listed Courses | Shared Space Courses

Course Dates

Course Dates
Start Date (1) * End Date Start Time End Time Location Room Days
8/19/2013 Mon 12/9/2013 Mon 9:25 AM 10:40 AM Holt Hall Holt 307

Course Type
L

[ME SO WG Final Exam Settings

Preferences

Course Details

Rhetoric and Composition I

Term: 201340 Instructor: Evans Matthew
Academic Dept: English Credit Hours: 3
CRN: 40171 Estimated Enrollment: 20
Course Number: 1010 Actual Enrollment: 19
Section: 01 Subject: English
State: A

Start Date: Start Time: Course Type:

[8719/2013 Mon | [s:258M | ) °

End Date: End Time: ilding: Holt Hall Don t edlt
L]

ke
12/9/2013 M L : (V)

/ on 10:40 AM 2} Room:
[Om Mt Ow Mer Of Os O

Seat Fill %
[ room ot Required




Days/Times Edit Notes

« When editing the days and times of a course, the
system will automatically fill the “Seat Fill %" to 100.

Course Details

Rhetoric and Composition I

Term: 201340 Inmstructor: Evans,Matthew
Academic Dept: English Credit Hours: 3

CRN: 40171  Estimated Enrollment: 20

Course Number: 1010 Actual Enrollment: 19

Section: 01 Subject: Englizh

State: Edited

Start Date: Start Time: Course Type:
8/19/2013 Mon [ [e:25aM (W) [L v

End Date: End Time: Building: Holt Hall

12/9/2013 Mon | [10:40 AM (P Room: Holt 307

Lm M+ Ow Mr OrF Os Ow
Seat Fill %:* 100 (

[ | room Mot Required

| Cancel | Save |




Days/Times Edit Notes

« We've discovered that checking ‘Room Not
Required’ can cause double booking issues.

« Do not check this box.

s Reports Manage User Options Log C

Term Selector Academic Browser Search For Room

Rhetoric and Composition I

Term: 201340 Instructor: Ewi Matthew
Academic Dept: English Credit Hours: 3
CRN: 40171 Estimated Enrollment: 20
Course Number: 1010 Actual Enrollment: 19
Section: o1 Subject: English
State: Edited
Start Date: Start Time: Course Type:
[8/19/2013 Mon | [g:25 AmM |® [L v
i Building: Haolt Hall

End Date: End Time:

fsm
m 10:40 AM @ Room: Haolt 307
Owm Mt Ow Mr Orf Os Ow Time Blocks
e Y [-F.




How to Edit Course Details

« To edit the room, instructor, capacity, location,

campus and/or waitlist- you'll need to edit the
course details.

« Double-click the course to edit and then click “Edit
Course Details” in the top right corner.




How to Edit Course Details

The top part are edits from the way the course was
offered in the previous semester.

Edit the section number, capacity and instructor.

Only edit the credit hours if the course is a variable
credit hour course.

Term Selector Academic Browser Search For Rooms Reports Manage User Options Log Out Help

Course Number:* Estimated Enrollment:=

1010 | [20 |

on:* Instructor:*
01 wEvans,Matthew
Title?




How to Edit Course Details:

Listing the Instructor

« When instructors are new, they won't be listed in the
drop down for “Instructor.” Please select TBD for
iInstructor and enter the instructor information below
before saving.

« |f you still don’t know the instructor Nome and
UTCID, please leave as TBD.

Term Selector Academic Browser Search For Rooms Reports Manage User Options Log Ou

Subject:= Credit Hours: *

|Eng|ish Vl |3 |
Course Number:* Estimated Enrollment:*

1010 | za— —
Section:=® /Instructnr:*

o1 | [0 \D
Title:® e — e
|Rhet d Composition I |

Not




How to Edit Course Details

« Indicate the modality, term, and mulfiple instructor IDs.
» Click Save when finished

User Defined Fields
What is vour planned modality for Spring 20217+

ot
Full Term, Part of Term 1, or Part of Term 27:

ot

If instructor is not listed above or there are multiple instructors, please list instructor name and UTC ID.:

Cancel Save



How to Create a New Course

« When adding a new course to the schedule
(whether new course or another section), click
“Create New Course” in the top right corner of the
Academic Browser.




How to Create a New Course

« You'll be directed to a page which are all of the pages you've

already seen in the edit slides.

o #1: Change section number, capacity and instructor in the top section

o #2: Click New

« Enter the meeting days and times in the middle section.
o #3: Answer necessary questions in the last section and click save.

Term Selector Academic Browser Search For Rooms Reports Manage User Options Log Out |

Course Details
Subject:= Credit Hours:*

v| |

Course Number:* Estimated Enrollment:=

Instructor:*
| | v]

Section:*

Title:*

Course Dates

Start Date End Date Start Time End Time Days Course Type Room Not Required

New

Mo data to display

Edit
Delete

#2

Motes:

User Defined Fields
What is your planned modality for Spring 2021%:#

~
Full Term, Part of Term 1, or Part of Term 27:

e

If instructor is not listed above or there are multiple instructors, please list instructor name and UTC ID.:

Cancel Save

£3




How to Create a New Course
Notes

« When creatfing a new course, it must be a course

that has already been approved through the
curriculum process.

« The course fitle information will be programmed in
Banner so you can short hand the course fifle.



How to Create a New Course

« When the course has been created, and saved,

you'll be directed to the Course Details page.
o The state of the course is “New”

Term Selector Academic Browser arch For Rooms Reports nage User Options Log Out Help

(e el Additional Information

Testing French Course

Term: 201340 Instructor: TBD

Academic Dept: Modern / Classical Languages Credit Hours: 3

CRN: Estimated Enrollment: 30

Course Number: 1011 Actual Enrollment:

Section: 0 Subject: ren:
State: New

(& TN CE  Cross Listed Courses | Shared Space Courses

ourse Dates
Start Date (1) ~ End Date Start Time End Time Location Room Days State Course Type
8/19/2013 Mon 12/9/2013 Mon B:00 AM 8150 AM (Unassigned) (Unassigned) MWF (none)

Ol Final Exam Settings

Preferences
Mo preferences defined

Clear Filter New

a column header her

Course CRN Course Title Instructor Course Type Start Date End Date Days Start Time End Time Location Room Type Est Enroll Credit Hours

=
WSTU 4450 0 Major American  Noe,Marcia B 8/18/2014 12/8/2014 R 5:30 PM 8:00 PM (Unassigned) 15

Figures: Chopin,
Cather, Jewstt

WSTU 4550 0 Gender, Power,  Pzlmer,Heather B 8/18/2014 12/8/2014 w 5:30 PM 8:00 PM (Unassigned) 15
Rhetoric, and
Ideslogy




CPI Note

 When editing course details or adding a new
course, please be sure to answer all “required

questions’- indicated with a *. If you don't answer
the information, you'll receive an error message like
below- and you won't be able to save the
Information.

Message from webpage @

/ l; Instructor is required




CPI Reports

* There are 2 reports available to departments within
CPI.

o One reportis the “Course List.” This report will list all of your courses for your
department.

o The otherreportis “Course Changes” which is a report of all of the
changes you've made while using CPI.

« NOTE: When we move from Phase 1 to Phase 2, this report will “reset”
and only reflect new changes made in Phase 2.

 To access the reports, click Reports on the top
toolbar and select either “Course List” or “Course
Changes”



CPI Reports:

Course List

« Once you select “Course List” report, enter the term
you're editing, “Banner,” and select the format of
the report (or what the report is sorted by).

* The report reads best in the “PDF” output format.

Ems Campus

Campus

Term Selector Academic Browser Academic Book Search For Rooms Reports Manage User Options Log Qut Help

DEICRELGEN Academic Departments | Course Types | Buildings | Room Types | Options

Campus:

Chattanooga Campus hd

Term:

[z01340 v

Scenario:®

|B nnnnn v| Active Scenari
Format:

v

Report Comment:




CPI Reports

Click the next tab, Academic departments. Move all
departments listed on the left, to the right side.

If you only want to view one of your departments, click the
single arrow, if you want to move all, click the double arrow.

Academic Book Search For Rooms Reports Manage User Options Log Out Help

Term Selector Academic Browser

urse Types | Buildings | Room Types | Options

Selected Academic Departments:
A| >> | € Multiple Departments

= <\ One Department

B




CPI Reports:

Course List

« Always move all “Course Types” to the right side.
« This is Banner information for reporting purposes.




CPI Reports:

Course List

 Move all “Building Types” and “Room Types” to the
right side as well.

rm Selector Academic Browser Academic Book Search For Rooms Reports Manage User Options Log Out Help

Report Setup: | (user specified) %

Date Range | Academic Departments | Course Types [EUIGIGGEN Room Types | Options

Available Buildings: Selected Buildings:
Building - Aquatic and Recreation Center (ARC)
== |Building - Arena (McKenzie)
Building - Bretske Hall

= __|Building - Brock Hall

= Building - Cadek

View - Cadek

== |Area - CampusRec

View - CampusRec
Building - Challenger Cente:

Area - Chapel Services Report Setup: | (user specified) v

elector Academic Browser Academic Book Search For Rooms Reports Manage User Options Log Out Help

Wiew - Classrooms |
Date Range | Academic Departments | Course Types | Buildings Options
Available Room Types: Selected Room Types:
(none)

Qutput Format:

== |Academic Classroom ~
FDF Vl Generate Report Auditorium

Computer Labs

= Conference Room

Individal Study Lab

=< ||l aboratory

Luncheon Reom

Meeting Room

Multi-purpose Room v
Dffice

Qutput Format:

PDF hd l Generate Report




CPI Reports:

Course List

On the options tab, make sure Course Dates and
Unassigned Rooms are checked.

Unassigned Room:s lists all Infernet courses and other
courses that weren't scheduled in a room

User Defined Fields are for schedule edits only.

Term Selector Academic Browser Search For Rooms Reporis Manage User Options Log Out  Help

Date Range | Academic Departments | Course Types | Buildings | Room Types m

Show Course Dates
W] show Unassigned Rooms

[l show User Defined Fields

Qutput Format:




CPI Reports:

Course List

e Once all of the information is moved from
“available” to “selected”, click the “Generate
Report”

* |f you missed any information, you'll receive the
following error message:

Message from webpage @

j l Mo data to print,




CPI Reports:

Course List

If everything is selected, when you click “Generate
Report,” you'll receive this message:

Click "open” and a new tab or window will open
with the report.

Click “save” and the PDF file will be saved to your
computer.

¥y ant to open or save Course List.pdf (358 KB) from cpiutc.edu?




CPI Reports:

Course List

L] L] L]
 The reports Il be formatted like this:
erep Wi m | IS:
University of Tennessee at Chattanooga Course List
202120
Est/Act Credit

Course/CRN Course Title/Instructor Course Type Start Date End Date Days Start Time End Time Enroll Location Hours XList State
ACCC 20000 AcctiFin Rptg: User Persp L 1M X2021 5472021 MWF 10:00 AM 10:50 AM 30 FLET FLET 210 3
20053 HaunAmie  WWN552 1]
ACCC2010 01 Principles of Accountingl L 1M X2021 S/472021 TR 800 AM 315 AM 90 DRTH DRTH 101 3
20055 Sompayrac,Joanie o

WS5574
ACC C 2010 02 Principles of Accountingl L 1M X2021 S/472021 MW I25PM 440 PM 38 FLET FLET 200 3
20056 HaunAmie  WWN552 1]
ACC C 201005 Principles of Accountingl L 1M X2021 S0 T S30PM 5:00 PM 35 EMCS EMCS 203 3
21129 Geldberg,P  BTDT11 1]
ACC C 2010 08 Principles of Accountingl L 1M X2021 S/472021 MW 2200PM 315PM 35 FLET FLET 200 3
20789 HaunAmie  WWN5S52 1]
ACCC 201007 Principles of Accountingl L 1M X2021 S/472021 TR 140PM 255 PM 32 FLET FLET 200 3
20949 Davenport, Stephan o

FGZ948
ACCC20108 Principles of Accountingl L 1M X2021 S/472021 MW I25PM 440 PM 30 FLETFLET 213 3
21130 McEwen, Warrsn 1]

LWT383



CPI Reports:
Course Changes Report

« The “Course Changes” report is set up the same as
the “Course List” report without the Buildings and
Rooms tals.

Term Selector Academic Browser Academic Book Search For Rooms Reports Manage User Options Log Out  Help

Epo ety
ate Ran
Campus
Chattan
Term:
| 000000 v|
Scenario:*
Banner v| Active Scenari
Report Comment




CPI Reports:
Course Changes Report

With the “Course Changes” report, you can pull a report of
“YAll" changes, “New" courses, “Edited” courses or “Canceled”
COurses.

The “Show Changes” drop down should always read
“Changes Since Last Synchronized”

All boxes checked below should be checked as well.

Date Range | Academic Departments | Course Types el

Show Changes;
|Changes Since Last Synchronize vl

Course St —

sl Onew Oedited O cancelled >

_—

Show Room Changes

W] Show Latest Changes Only
[ Hide Change Details

Wl show Unchanged Courses
V] Show User Defined Fields

VI Show Motes




CPI Reports:
Course Changes Report

The report will look something like this below, with edits in red
and the “state” on the right side.

202120
Reporting Period: 9/1/2020

Estimated Actual Credit
Course CRN Course Title Instructor Enrollment Enrollment Hours  XListf State
HHP C 0021 01 21084 Concepts of Wellness Hannah,Jenny  WMW281 40 o 1 Course Edited
Course Notes:

Course Modality 100% Online- Synchronous (Set Schedule Code-inactive Lecture
Meefing Days/Times)
Term Part-inactive Part of Term 1 Term Part Part of Term 1
Course Type Start Date End Date Days Start Time End Time Location State
L 1192021 382021 MW 10:00 AM 10:50 AM METR Metr 109 Course Dafes Edited

Course Dates Notes:

HHP C 0032 01 22474 Acrobic/Cardio Activities Underwood, Steven TPB913 a5 1] 1 Course Edited
Course Notes:
Course Modality Face-fo-Face Non-Rotating Schedule Schedule Code-inactive Lecture
Term Part-inactive Full Term Term Part Full Term
Course Type Start Date End Date Days Start Time End Time Location State
L 112021 5412021 T 925 AM  10:40 AM ARC ARC 137

Course Dates Notes:



Thank you!

You have now completed the CPI
fraining. Please contact the Registrar’s
Office If you have any problems or
guestions:

o schedule@uic.edu Is managed by Rebecca
Dragoo, Nick McCampbell and Joel Wells

Phase dates will be announced through the
CPI user listserv.

NOTE: The system can time-out after ~20
minutes... save as often as possible!



mailto:schedule@utc.edu

