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1.0 Overview 

Before enrollment begins, it is important to audit your class schedules to ensure accuracy and to prevent 
problems with students enrolling in classes. You should audit all aspects of your class schedules, such as 
section numbers, component types, associated class numbers, meeting patterns, APDB values, etc. By 
auditing your classes, you help to ensure the accuracy and integrity of the ERSx and APDB reporting data. 
 
This guide provides general instructions for auditing your courses. The information in this guide does not 
override existing procedures for class audits, so be sure to refer to current documentation.  The aim of this 
document is to provide a framework for auditing your class schedules.  The Appendix contains copies of 
existing procedures for sections numbers, component types, and other information.  The Appendix 
information is as current as of this document date of creation.   

1.1 Audit Process
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 Filter Spreadsheet  

These instructions will guide you in enabling the filtering feature. 

1.  When the spreadsheet opens, click the Enable Editing button.  

 

 

2.  When the spreadsheet opens, you will see all the classes offered for that term enabling you to review and edit 
your course information.   
 

 Highlight the header row (Row 2). 
 

 

3.  In the Editing group of your ribbon, click Sort & Filter. 

 

 

4.  From the drop-down menu, select Filter. Arrows will 
appear beside each column header allowing you to select 
the type of data to display.  

 

5.  To view only the information for your subject area, 

 Click the Subject arrow 

 Uncheck the (Select All) 

 Check your subject area 

 Click OK  

6.  Now you are looking at just your classes. 
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2.2 Sessions (B) 

You will need to ensure that you are only reviewing sessions (column B) for your campus, such as 1 for main 

campus/BKFLD and 10W for Extended University. 

1.  To audit your Session numbers,  

 Click the Session arrow in (Column B) of the 

spreadsheet 

 Make sure your Session numbers are either 1 for main 

campus/BKFLD and 10W for Extended University 

 

2.  If you find an error with a Section Number,  go to 
Maintain Schedule of Classes, 

 Click the Basic Data tab 

 In the Session, enter the correct session value, such 

as 1 or 10W 

 Click   
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2.4 Component and Class Types (H and I) 

You will need to audit each class for proper Component and Class Type combinations. You should set the 

enrollment class type for lectures (graded component) to E and the enrollment class type for lab and activity 

components (non-graded component) to non-enrollment, N. 

 

For single component courses, you will always use Class Type of E. However, if you have a two-component 

course, then you will use Class Type of E for the graded component and Class Type of N for non-graded 

component.  

 

Component 
(Column H) 

Class Type 
(Column I) 

When to Use 

LEC, SEM, IND E (enrollment) Graded components, such as lectures, seminar, 
activity, etc. 

LAB, ACT, etc. N (non-enrollment) 
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2.6 Associated Class Numbers (K) 

In this section, you will compare the Section numbers and the Associated Class numbers and make sure they 

match appropriately.  In most instances, the Associated Class Number will be the same as the Class section 

number. For example if the Section number is 01, then the Associated Class Number will be 1. For Associated 

Class Numbers, the system removes the leading zeroes.  

 
The associated class number is the only number you see when you are adjusting units or 
setting enrollment requirement groups (requisites) through the Adjust Class Associations 
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3.  If you need to correct the Space Type or 
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2.14 Catalog Requisites (AL)

http://www.csub.edu/academicprograms/Documents/Acadmeic%20Scheduling/newcourseapprovalchange.xls
http://www.csub.edu/academicprograms/Documents/Acadmeic%20Scheduling/newcourseapprovalchange.xls
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3.0 
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3.  When the Spelling box appears,  

 In the Not in Dictionary, determine if the word is 

spelled correctly 

 If not, continue with the step below. Otherwise, click 

Add to Dictionary 

 
 

4.  If you need to add or update your Class Notes,  go to 
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5.0 Appendix 

5.1 CSUB Academic Programs 

The following sub-
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 Meeting APDB Mapping Value: Space Type 3 Non-capacity and 
Learning Mode A 

***Hybrid (HY) course 
 

 Requires one component with two meeting patterns 

First meeting pattern  

 Meeting APDB Mapping Value: 1 Lecture with Learn Mode F:  

 Requires facility ID, day, time and instructor.  

Second meeting pattern  

 Meeting APDB Mapping Value: 4 Multimode with Learn Mode A:  

 Requires facility ID assignment of WEB,  

 Do NOT assign instructor, day or time. 

 
 
For all other APDB Mapping Value set-up refer to Learn Mode and Space Type and Building On-Line and 
Hybrid course documents.  
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 Component Unit Breakdown  

The component breakdown can be found in the Course Catalog within the components tab, course components 











http://www.gcflearnfree.org/excel2010/13
http://www.gcflearnfree.org/excel2010
http://www.csub.edu/training

