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Getting Started

Welcome to EMS Campus Planning Interface (CPI).

You connect online by using the following URL. NOTE: You must access the CPI either while on campus
or via a web browser within All Access.

URLs:
Production: http://emsweb/CampusPlanninglnterface/

Logging In
If you follow the link above you should be automatically logged into the CPI.

Navigating EMS CPI

Home Screen
On this screen (see below) you will be able to select and see the term you want to work in.

To select the term you wish to work in, click “Term Selector.” Because a term is listed, does not mean it
is available for editing. Some information may be “read only.”

Click “Save” in the lower right-hand corner of the screen to save your term selection.
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http://emsweb/CampusPlanningInterface/

Primary
Filters

| ¢ C | D srvmet e
ems um = | ——
Campus Ems Campus b
Q7o sovee b B s P R S Moy e O S e v ] In the upper corner at
Sribae all times will give you
M LR s memmmem = L the correct term you

are working in. As well
as, the phase of edits
and the term dates.

Notes and basic information about the term (including deadlines) are displayed in the body of the page.

Academic Browser
The Academic Browser is used to search, filter, sort, and access course section data.

Note: While you may view all
information in the term you have
selected, you may only edit
information for your Academic Unit.
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There are four primary filters. Once set, the system will remember your last choice of filters and load
them automatically. You may filter by Academic Unit, Subject, Course or Course Dates, and/or Modified
Only.

Select the combination of filter settings you wish to view and click “Get Data.”

The displayed results can be filtered or sorted further. You may even reposition the columns by dragging
the column headers to a new position.

e To filter, enter data into the field just below the column header. O‘”"
e To Sort, click on the column header you wish the list to sort by. It will :
toggle between ascending and descending order. £00 AN

Groups can be created by dragging column headers into the gray box just
above the headers.

Clear Filter Full Expand Full Collapse

Instructor £

Banner ¥XList £ | Course CRN Course Titl

[ Instructor: Taylor,David
E  Instructor: TED

Academic Book

Like Search for Rooms, Academic Book is only available after a schedule is published back to EMS. This
view allows you to see what has been booked in each room.

Search for Rooms

This feature allows you to look for available space AFTER room scheduling is complete. Because EMS is
where SLCC records all campus and academic events, space information should be current and correct;
however, occasionally other considerations may prevent the booking of an event.

Always request to reserve space, or change a space reservation for any academic course or event,
through the Scheduling Office. It is critical for space utilization data and campus security that this
information be accurate at all times.

To search for available space:

1. Select the Domain “All Campus Academics”

2. Enter the Term (note that it must be a published or completed term)

3. Adjust the start and end dates, if necessary. These dates will default to the full term dates for
the term selected in step 2.

4. Enter the start and end time for the class (or event).

Select the building (or campus) from the pull-down menu.

6. Enter the planned or estimated enrollment count and click “Search.”

o
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Reports

Based on your permissions, several reports are available in the CPI.
when editing is not available.

e (Course List
e Course Changes

e Course Preferences

Midng

AAH - Academec and
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AR - ALsOwTeC and
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LB - Academic and
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AdrniEnton Suleg

AAH . Acadwnec and
Arnktratien Susddng

AR - Acadene ant
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Roam lifs frmt

e Preferences Summary
e Instructor Back-to-Back Report

e Instructor Summary
e Final Exam Schedule

In addition to these reports, data returned in the Academic

M Capacty | Mas Cpiachy

Browser can be exported to a spreadsheet by clicking on “Export”

in the lower, right-hand corn of the browser frame.

How to Edit an Existing Course Section
Click on the Academic Browser tab (Upper Left, Second Tab):

These can be run at any time, even

12:30 PM

~
~

0PM

Notice that the field “Academic Unit” will automatically be filled in with the division that you are over.
You may view other divisions, but will not have access to make changes.

Select the course you want to make changes to and select “Open” in the bottom left corner.

Page 5 of 18



ems a8

Campus Ems Campus

Acatame unt Totywet Rrpera Far
v () v | Cowrzes v | podhed Oy Get Data

- . : " - e » ]
Cogrse Shanes Space Sannes XLt (= ] Courss THe Couna Tvpw Nrucor Start Dote End Datw ooy 35t T EndY
BECY, 1010 360 037 Inwo 1w Sdogy  \sCturs THO 182018 NV 700 P 201
ni s
BIOL 30140 307 “Sarser "Yos NN ® Booyy  Leture THO 1/8/2018 SN2038 MY 194) PM 220
oy
BICL 1010 3 21086 Intyo %o Bofogy  Lecture TR 8018 532028 N 530 M 5501
)z {LS)

Lecture THO 1/872018 F 1200 PM 3501

L01¢ TEO H NWE B0 AW &30
LI
BIOL 1010 403 *Parent Y= 20091 Into 0 Sofogy  Lecture TEC a0 532018 NWF 000 AM ¥50
L (\S)
BIOL 1010 402  "Parert res 21421 Intro o Bology  Lecture TH 1/8/2018 532018 NWF 1200 ™ 12:50
{0 s
BEOL LOID 402 “Parert Ve 21536 In%o 0 Sology  Lecture TRO 1/8/2012 83 ™ 1000 24 i
iy 189]
EICL L0124 “Fawt "Ves 20096 Intio tn Sology  Lecture 5 1La21n1s Sz2nis NWF 1800 A s
R 51

’

The next page will have three sections:

1. Course Details
2. Course Dates
3. Preferences

ems onm Prases

Term Dates: 1/8/20:3
Campus Ems Campus

Intro to Biology (LS) Actions
Term: 201820 Instructor: T80 o ASd New Course Ditz
Academic Unit: Siclogy Credit Hours: < o Edit Coase Detals

Crass Listec Courses- | Shared Space Cowrses

Course Dates
Start Date (1) 4 End Date Start Time End Time Location Room Days State Course Type Actions
#3/2018 Mon 57372018 The 11:30 8N 2:30FN (Unassigned) [Unassigned) F Lecturs e3e)

T Cheol Final Sxam Seitngs

Preferences

No preferences defined

Back
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Course Details

The Course Details section will focus on Term, Division, CRN, Course Number, Section, Instructor, Credit
Hours, Estimated Enrollment, and Subject. To the RIGHT of this information you will see a section named
ACTIONS with three links below. These actions only pertain to the Course Details.

intro to Business (IN,HR) :> Actions
Tern 201730 Instructor: JED o Add New Course Dein
Academic Unit: M Markating and arslegal  Ceedit Hours: 3 o Edit Couran Dwtndy
CRN: T304 Estimated Enrollment: 30 o Cancal Courss
Course Number: 1010 Actual Enrollment: 2
Section: 003 ROt Subject: Business - RO1

State: Edited

a. Add New Course Date allows you to enter a new meeting time pattern for this section.
You need to know Start and End Time, Course Typed, and Meeting Days. You may leave
Course Date Notes as well, if you wish. If you are just wanting to edit the existing course
dates please do that under the course dates section.
emsS 8

Campus

Term Sefector  Acadensc Scowser Seacch For Sooms  Reports Mamape User Optons  1og Ot Nelp Welcome Victora Mould

Managing:
Phase:

Term Dates: L'S

Ems Campus

Intro to Biology (LS)

Yerm: 201520 Instrector: ™
Academic Uait:  Soligy  Credit Heurs: 4
e 20122 Estiosated Eneellment: 30
Course Number: 1010 Actual Enroliment: &
Section: 1503501 Subject: Bloiogy - 302
State: Unzhanped
Seart Tme Course Type
i V) NOT USED - A2ms Shils Cante ¥
» Ind Tome
M T W : z s ) Time Botks
Caurse Oate Notes:
Sant Al %~ 100
Room Net Requred

Cancel | Save
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b. Edit Course Details allows you to update Estimated Enrollment, Instructor and Section.
When changing a section number, you must enter the campus code (see list on the last
page of this document).

~ Y C . Mamaging: All Campus Acadermcy - 203820
ern s —l. Phase: Raune 1 - D et
Ems Campus Term Dates;  L/A2210 - 573 o
Campus P

The section number should ALWAYS have a

campus code attached to it, and the campus

code on the section number should ALWAYS

match the campus code attached to the
Subject.

When there is a discrepancy we do not know
what campus to assign the course.

Please see the example below.

Course Details

Subject:® Credit Hours:*

Biology T |4

Course Mumber:* Estimated Enrollment:*

1010 30

Section:® Instructor:*

35 TBD v
Title:*

Intro to Biology (LS)
Course Motes:

Cancel || Save
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c. Cancel Course: a pop up will appear to make sure you want to cancel the course.
(This action can be undone later, if needed.)

« c wobtest

— . am - a B . Managmng: AF Campus Acsdermicy - 201720
ems il CRIRNCINES Shy Fhase: Dual
Campus Sy ' mmicel Wiz zouese. Cheh Camcal 8o soart Me cperaten Veswi Datans | Y01y ~Rpg/1ts
Welcome tc oK Cance : schedules!

INtro to Business (INHK) Actions

Toroe a0 Lnstrictar. ol o Al Maw Cuurrs Tutw
0 PACRRDOG T Farmepsl Comiin Homrs) » o B Crurse Detary

SR Estimmted Enrollmsest 50 o LAk Conree

Stark Datw () = St Gare Start Vi Tl Tinovw Lo mtiwn L Lamys ~tate Colnes Typs Actinns
MO/ JELY My U7 e G0 Em SR P XY T ™ VACTure &l
Sa/P017 Tre 100 PN 158 P Cnasagread) (N Rssgaed ) . e o ture &

"o refere—ces define

bot Fralwimncms | Back

Course Dates

The Course Dates section will allow you to see the meeting times and locations. On the far RIGHT you
will see a column named Actions. The actions will be to edit or delete each meeting time and location.
To edit the course dates, you will need to know part of term (the actual dates), start and end times,
course type, and days. If the class does not require a room, please select the box Room Not Required.
When finished click “Save” in the bottom of the left hand corner.

~iats Listed Cowizes Shared Space Lourses

Start Date (2) * End Date Start T £nd Time Location Raam Days State Course Type Actions
1/9/2017 Mon 5/4/2017 Thu 5:30PM 6:50 PM BB 307 TR Lecture iz
9 17 Mon S//2017 Tha 1:00 #M 3:50 P (Unassigned) [Unassigned F New Lecture a

Preferences (ONLY available during Round Three)

The last section is used to declare room and final exam preferences. Actual space assignments are
subject to many circumstances and conditions that are evaluated campus-wide. The Scheduling Office
will consider your preferences in making space assignment decisions; however, declaring a preference
does not guarantee the space will be assigned.

Setting preferences is optional, as standard room preferences are used where no specific preferences
are noted.

Fulall Exinin SebTlingss

Mo prafererces dalined

Saf Praferances || Bach
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Click on “Set Preferences” to begin.

Use the following form to indicate specific preferences.

* St Standard Room Freferecces
Kosm hot Reaured
Pubish In Banner Rosm (Mo Ogtimeagation)
Resure Bamer Room

Seme Room (ALL Sefected Tourse Dotes

arw 1o be 1= the 3ame Room
Regurws Dffarent Aosem (For Courses Thet Share Space)
Bufdng

(no preference) -
Reom 1

Required

Pegures
Rsam 3;

Rsam 3!

Reom T

mat by ogurse type) v Requres

Featurs

witings To Be
Seat #il Purcentape

Ignoee Term Excloded Dates

hotes

Do Not Use

Deshs and Cravs

Decktop Computers (Stodent Lze )

Lab Staton {Inatryctor

Fans

If your section needs space on any campus other than the Taylorsville Redwood Campus, you must
select that campus and mark it “Required.”

Keeping your selections as simple as possible will increase the likelihood of getting those preferences in

the Optimization process.

How to Add a New Section from an Existing Course

This feature is for adding a new section of an already existing course. By adding a new course this way,
you will just have to update the information instead of creating a whole new course.

Srimes fpacs o Yo N Cowrm Tige
bl o Pedv 2 O L
L5
Pt Yw 3 oo n s s
(L]
1668 L o

Paowt Yes 1411
‘ Fanert - <
R Pt - % "
s
Span

Ems Campus

Cowrw Trpw

Ll ot Do
0 wIme
L 1 %
"o o

0 LR201
™o W30l
o a0ie

e Cow

Masagiag: M

e Raant |
Tewew Dalmss 10030

Cargnis Acacernics - 334220

1200

1000 A

10.00 A4

a7t

Make sure you
select the course
that has the correct
campus code for the
new section. The
campus code will be
behind the section
number. After
selecting the correct
course with the
correct campus
code, you will select
“New Section” in
the upper RIGHT
hand corner.
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After selecting New Section, you will be taken to the page below, where you select “Edit Course Details”
to make adjustment to the copied section.

~ T O 3 Mamaging: All Campus Acadercs - 203820
il 3 . Phase: Raund 1 - Dwe Jdy »d

Ems Campus Term Dates: L8

Campus

Term Selechor  Acateme Drowsar  Search Tor Sooms  Reports  Manage User Dation

Intro to Biology (LS)
Term: 20180 teatructor: RO o A58 New Cxarse Sate
Acadenic Uniti  Biglogy  Tredvt Hoors. 4 o A Cyurys Detwls
CRN: 20102 Estimated Enrollment: 0 o Santsl Course
Caurse Numsher: 1010 Actwal Enrnlimaest: 0
Sectian: 250 201 Sabject: Exehgy - S0L

State:

Unchanged

aled L sne Lbdce Culrene
Course Dates
Start Omte (1) = nd Oate Start Timn Locutan fioom Cwiirse Typa
s /32018 Thu 1130 AN Urassipgned) (Unassgned ) Lettire

Preferences

No preferences defnes

Nnch

You will only be able to change the

e Section Number,

e Estimated Enrollment,
e Instructor, and

o Meeting Times.

When changing the Section Number, include the correct campus code. The code must match the
campus code in the subject.

Click save in the lower LEFT hand corner.

To adjust the Course Dates, select the edit icon under “Actions” on the right side of the Course Dates
tab. You will be able to edit, delete, or create new meeting times.
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How to Add a Brand New Course

" All Carmpus Acadermics - 203820
ems il Phases . Round 1 - Due dely 38
Ems Campus Term Dates:  L8/I018 - 3/3/2018

.- 3 v (sl v Cowrser ¥ Medilied Only: Get Data O
war Fite ok

Coure Shves Spxce | Banne XUe Ry Conrse Tie Course Trpe Instructor Stat Dte 0 Daes (G ST Time Ea
800U 1010 300 20273 Into to Bology  Lecture TEO /852018 /32018 N 7:00 PN B:o|
u1 (15}

0L 1010 301 "Paent "Yes 21072 Intro to Blofogy  Lechaw =D /62015 332018 N L PN :201
01 (LS}

01000 32 21986 Into ™ Bology  Lecture TEC 1/820m8 30ie Ll 520N 6301
151 (L5}

0L 1010 380 “Pawent "Yeo 23416 It to Bology  Lecture TED i/8;2018 F 100 PR 3361
1} s

2100 1010 3 102 Do o Bology  Lecthure TED 1/8/2018 F 1130 AM 20|
s s

BI0L 1010 400  “Parent *Yes 20000 Into to Bology  Lecture TED 12018 3¢3/20%! NV 8:00 AN B30
a [s)

200 1010 401 "Paent Y 20051 Into to Bology  Lechure TED 1/B2038 $3)2018 NWF 9:00 AN 9:30
a1 LS}

BIOL 1010 402 "Parent “Yes 21421 Intro to Bology  Lecture TED UB201E /32018 NWF 13041 P 12350
L0 s

0L 1010 43 “Paent *Yeu 21536 nbo to Bology  Lecture JED L1/B2018 $/3/2018 ™" 1000 AM uan
an s

10U LOL0 &4 "Parunt Yo 20096 Intro to Bology  Lectuv T=D /82016 5/32010 MWF 1000 &M 1350
& LS}

20 (LS} =

.
...... Sxpeort

When adding a brand new course, you will select “New Course” in the upper, right-hand corner.
Include all required information.

When creating the “New Course” make sure you choose the correct campus code and make sure to
include that code at the end of the section number. A course must exist in Banner, before it can be
added to the schedule.
ems &l Phaa . Rond T O 3

Ems Campus Terin Dates: L/0/2018 - /22010
Campus p

Acedemiz Drowss

Course Details
Sunject: Credit »oury!
Course Numbert Estrmstad Enraliment
section tnstrustars - Please remember to include the
oo correct campus code with the
Course Notehy section number.
Course Dates
Start Cuats End Dats Start Tee | End T Course T Room Not Required Men o
=L e - Click “new” to add a
Delate meeting line.
Cancel Save
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Course Details for a New Section

When adding the course details to a new section, pull up a current status report to correctly enter the
information. The subject box is a drop down; make sure you choose the correct subject with the correct
campus code. When entering the section number, look for the first available section number in the
status report and add the correct campus code at the end. Enter the correct title as approved in the
curriculum process. If the instructor has not been assigned, use TBD.

Subject:

e .. Credit Hours:*
| Markebng - ROL v| [2
Caurse fumbar:* . Esumated Encollment:®
{1010 | a4
Sectioni* ~ Instructors*
|004 ROY | [TBO .
Tnler* v
[Customer Service (HR)

Course hotes:

Course Dates for a New Section

When entering course dates, select “New” and fill in the correct Part of Term (using the real dates),
Meeting Days and Times, and Course Types. Then select “OK”.

Conrim Typee
Lecture

1/0/2038

Bina Camec
2058

Bu 87 Bw B ©
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Once you complete with the Course Dates and everything looks correct, click the “Save” button in the
lower, left-hand corner.

New Course

Once you click “Save”, you will be taken to the page below and will be able to make edits if needed. If no
edits are to be made, you have completed adding a new course.

AF Campus 42z

AV Managing:
clllo | . Phase:

Ems Campus Verm Defese=

Welcome Viconz Mould

Intro to Biology (LS) Actions

Term: 201520 Instructor: 8D ¢ =5d few Couse Dat=
Academic Unit: Swlgy Credit Hours: L . §dt5m Detais
CRN: 0172 Estimated Enrollment: 32 o Tancel Course

Course Dates

Start Time End Time Location Room Days State Coers= Type Actions
11330 aM 2:20 PR (Unassignzd) (Unassigned) F Lechirs B

Preferences

For new classes the CRN’s will be assigned once the new course is put in Banner.
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Final Exam Settings

A final exam or assessment does not always require space in a classroom. For example, one course may
use a written essay in lieu of a seated-exam. To help us make the most of space assignments during final
exam week, it is helpful to know which sections do NOT need classroom space during that week.
Identifying those sections, in the CPI is easily done. Here are the steps.

1. Open aview of your courses in the Academic Browser for the appropriate term by setting the
primary filters as follows and click on Get Data.
a. Academic Unit: (yours)
b. Subject: (all)
c. Browse for: Courses
d. Modified Only: (unchecked)

8'1}8 .. Manmaging! ~:".'r:.x| Acyderics - 2001720
- . Torss Datea: 402017 - S0
Cam Ems Campus

Adadarris vt betpeit
Cainary Az . o ® | | Courses * | Fociled Owy Get Oata

Caane Thares Spees | Bawer Mt am Care Yo It Course Type Start Dute trd Dats
OFF 1110 W01 e Sartaten Sarvbie sodiea  Lectre Ve W7
e

O€F 11 bt P Istreducted by Seteiekl e extare sy SWar
w Hoipealty

e 1200 001 e Camre & Garbeiodine Lacuane s SN
u Calture

ORF 1210 80 19468 Feag and Tewbsit ow ecTare wane N7
(541 Serarage

Corace

2. Click once to select the section (or sections) that do NOT need space during final exam week,
and then click on Tools in the upper, right-hand corner of the Academic Browser.
a. NOTE: to select multiple adjacent sections at a time, single click on the first section, hold
down the Shift Key and click on the last section. To select non-adjacent sections, hold
down the Control Key and click on the desired sections.
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3. Click on Set Final Exam Settings.
4. Under the Preferences tab, check the box Final Exam Not Required and click on Save.
a. NOTE: This does not mean that there is no final assessment for the course, only that
classroom space is not required during final exam week.
5. All done!
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Quick Cheat Sheet

List of Campus Codes
Campus Code

International Airport MHI
Jordan Jo1
Library Square SHL
Meadowbrook Mo01
Miller LO1
SLCC Online E
South City S01
Taylorsville Redwood RO1
West Pointe WPC
Off Campus 0ocC
West Valley Center WVC
Concurrent Jordan clJ
Concurrent Miller CMR
Concurrent Taylorsville Redwood CRR
Concurrent South City Cso
Concurrent West Valley cwv

Section Numbers

Section Number Range Campus
001-049 Meadowbrook (M01)
050-099 Library Square (SHL)
100-149 West Pointe (WPC)
150-199 International Airport (MHI)
200-249 West Valley Center (WVC)
250-299 Miller (LO1)
300-349 Jordan (J01)
350-399 South City (S01)
400-499 Taylorsville Redwood (R01)
500-599 Online (E)
600-699 Off Campus (OC)
700-799 Concurrent Off Campus (at High Schools)
800-899 Concurrent On Campus
e May not align with regular cross-listed e Taylorsville Redwood (CRR)
(parent) section e South City (CSO)
e Jordan (CJJ)
e Miller (CMR)
e West Valley Center (CWV)

Approved by Associate Deans Council on 12/08/2016
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Part of Term Dates for Fall 2017 Part of Term Dates for Spring 2018

Full Term: 8/23/2017 - 12/14/2017 | Full Term: 1/8/2018 —5/3/2018
First Term: 8/23/2017 — 10/11/2017 | First Term: 1/8/2018 —3/3/2018
Second Term: 10/16/2017 —12/14/2017 | Second Term: 3/5/2018 - 5/3/2018

Accelerated Block 4:  8/07/2017 —10/13/2017 | Accelerated Block 1: 1/8/2018 —3/16/2018
Accelerated Block 5: 10/16/2017 —12/22/2017 | Accelerated Block 2:  3/19/2018 —5/25/2018
Concurrent Enrollment: 1/15/2018 —6/6/2018

Key Things to Remember:

e Use or Edit with correct section numbers
e Add the correct campus code to all section numbers
e Courses must exist in Banner before being added to the schedule

If you encounter problems or need help using the CPI, contact the Scheduling Office at ext. 4044 or via
email at schedulingoffice @slcc.edu.
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