Berl{ele)?' Student Information Systems

How to Cancel a Section Prior to Enroliment

This job aid details the process for canceling a Section prior to enroliment.

1. From the Main Menu ) Favorites Main Menu Curriculum Management Schedule of Classes Maintain Schedule of Classes

navigate to:

Curriculum
Management>Schedule of
Classes>
. . Maintain Schedule of Classes
Maintain Schedule of B _ - __ _
Enter any information you have and click Search. Leave fields blank for a list of all values.
Classes.

Find an Existing Value

Search Criteria

[
o]
==,
[

Academic Institution| = »

Term|{= v

Subject Area|= ¥
Catalog Nbr| begins with »

felyelye

Academic Career| = v v
Campus| begins with v Q

Description| begins with ¥

Course |D| begins with v

20

Course Offering Nbr| = v
Academic Organization| begins with v

Case Sensitive

= )
Search Clear | Basic Search = Save Search Criteria
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2. Enter the Term, Subject Maintain Schedule of Classes
Area and Catalog Nbr of the
class you would like to
cancel in the Search Criteria Find an Existing Value
section.

Enter any information you have and click Search. Leave fields blank for a list of all values

Search Criteria

Academic Institution| = * LCB1 (&'
Term|= ¥ 2138 (&)
Subject Area| = ¥ MATH (&'
Catalog Mbr| begins with + |l16a
Academic Career| = v v
Campus| begins with » (&)

Description | begins with
Course |ID| bagins with -

JJye

Course Offering Mbr| = v
Academic COrganization| begins with
Case Sensitive

3. Select Search.

[=l .
Search Clear Basic Search 2 Save Search Criteria
Basic Data Meetings Enroliment Control Reserve Cap Notes Exam LMS Data Textbook GL Interface
. Course ID 114546 Course Offering Nbr 1
4- From the BaSIC Data ta b, Academic Institution  UC Berkelsy
. . Term 201G Fall d
find the section you want to Subject Area WATH Fuso Create Component
. . Catalog Nbr 16A ANAL GEC & CALCULUS
Ca ncel by Cl ICkI ng the Class Sections Find | View Al First ast
arrows on right (On ClaSS "Session 1 Regular Academic Session Class Nbr 22171 ;*E
*Class Section 001 *Start/End Date D5/22/2013 12/07/2018
Sections line). “Component LEC |y Lecturs EventiD 000186757
*Class Type | Enrollment Section v
*Associated Class 1 Units 3.00 Associated Class Attributes
*Campus BERK Add Fee
*Location MAIN erkeley Mai —
. P A UC Berkeley Main Campus @ schedule Print
ourse Administrator Q Student Specific Permissions
“Academic Organization MATH Q. Mathematics
Academic Group CLS College of Letters and Science Dynamic Date Calc Required
. *Holiday Schedule UCB01 |G UCE Non-Instructional Days Generate Class Mig Attendance
5. O nce yo u are on th e Sect|0 n *Instruction Mode P |G \n-Person Sync Attendance with Class Mtg
- GL Interface Required
H Primary Instr Section D01
you want to cancel, click the
Class Topic
mlnus Slgn. Course Topic ID Q Print Topic in Schedule

Equivalent Course Group
Course Equivalent Course Group Override Equivalent Course

Class Equivalent Course Group

Class Attributes Personalize | Find | View All | = I.:_K.! First ‘4 1-20f2 » Last
;E‘Dn‘:]’j; Description =Course Attribute Velue Description

TIE @, Instructional Activ ypes LECS Q Lecture/Supplementary Activity ﬂ j
VUCC |Q,  Variable Units of Credit F Q Fixed [+ [=]

[Flsave ||Br Retum to Search ||[=] Natify

Basic Data | Meetings | Enroliment Control | Reserve Cap | Notes | Exam | LMS Data | Textbook | GL Interface
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6. You will then be prompted
to confirm the cancellation.
Select OK.

Basic Data || Mestogn | Ervofiment Controt

Comrse I 1
Acatdemic Institufio

w0 Offoring Nbx 1

Subjec X
Catalog Nbe 1A

s i Al Ve
Sension 1 Class Wb 224 + =]
“Ciass Saction 101 *StartEnd Date T

‘Component Evenl 10

“Class Typs | End

“hssociatad Class

Aasocialed Cliss Alibubes

“Camy o
“Location MAIN
! Schedub "
Courss Asmintstrator o
Student §
*Academic Orgarization MATH - i
oK Cancel
Academic Group o

“Huliday Schidute Gonesate Class Mg Atieadance

< Symc Attondance with Class Mig

Iniruction Mode

Primary instr Section 001 Gl tetertace Reguimed
Class Topic

Courss Tonic 10 Frint Topic in Scheduls

Courss Equivakent Courss Groun Dverride Equivalent Course

Cluss Equivalant Course Group
Clans Attributes

“Coursn '
Preami- BN

7. Select SAVE.

Support:

For questions or assistance, please contact SIS Production Support:

e Email: sishelp@berkeley.edu
e (Call 510-664-9000 (press option 6)

For additional SIS resources, please visit:
e  http://sis.berkeley.edu/training
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