SIS Info for AAG Meeting
February 10, 2009
9:30 a.m.
1. ROLLOVER UPDATE – NEW COURSES THAT NEED ROOMS
Reminder from Leslie Chalmers, Class Schedule Office, Enrolment Services:

Any new courses that are in the process of being approved by SCTP and require rooms will not be reflected in our upload.

Once the courses have been approved and entered into Banner prior to our completion date of February 28th, room requests can be sent to classschedule.arr@mcgill.ca   After this date all room requests must be sent to the department timetable coordinator.

2. REMINDER: 200901 CHANGE TO NORMAL CLASS SCHEDULE 
Tuesday, April 14, 2009 - is a Friday 
3. WAIT LIST – UPDATE 

There was some confusion about the Waitlist over the holidays.  I am copying below information dated January 7, 2009 from Fiona Lees in Enrolment Services:
As a result of some enquiries made by units and faculties, this reminder on Waitlist functionality is being sent.  Please forward to all interested parties as appropriate.

First, this e-mail is to reassure you that the Waitlist process is running properly, students are getting their e-mail messages, and there has been significant activity (i.e. registrations from the waitlists) both yesterday and today, since the process resumed on Monday, January 5.

Second, I’d like to confirm that no waitlist processes were run over the holidays.  Like many other processes, they are suspended over periods when the University is closed as there is no staff to support the process should problems arise.  This contributed to significant vacancies in waitlisted courses by Monday morning, particularly in large-enrolment courses.

On Monday, January 5, the process resumed and functions as follows.  Shortly before midnight each weeknight, the system assigns capacity permits to students on waitlists according to seniority:  10 vacancies in the lecture at that moment in time = 10 permits granted to the first 10 students on the waitlist.  Corresponding e-mails are sent to students instructing them as to how much time they have to register.

Granting a permit does NOT immediately remove the student from the waitlist; the student must take action by either registering from the waitlist via Minerva, or dropping from the waitlist via Minerva.  If the student fails to do either, at the next run of the process and according to the rules set up by each faculty, the student is dropped from the waitlist by the system.  After this, a new set of permits is granted and e-mails sent as the process runs again.

The behaviour of course caps in waitlisted courses will vary according to the size of both the actual class and the waitlist.  Larger classes may expect that significant vacancies will resolve very quickly after the system sends out e-mails, but the students in fact have a minimum of 24 hours to register, and will not always respond immediately to the e-mails.  Meanwhile, more students may vacate the course and more students may join the waitlist, which can give the appearance that no progress is being made.  
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4. ENTERING TA INFORMATION ON BANNER (SSASECT) FOR FINAL ENROLMENT STATISTICS
The TA name should be entered on the Course Assistant page in SSASECT.  Select Course Assistant from the Options Menu or click Next Block when in the Instructor page.

The TA must be added to the credit weight section of the course.   You should also check off E (evaluate).  This will help when you are loading courses for McGill’s on-line course evaluations (MERCURY).  The system will recognize the TA information and ask if you want it to be included.  This will eliminate you having to retype it.
You can also add the TA information on the conference section.  However, this will not cause the TA name to appear on the conference section in Class Schedule (you will still need to add this as a comment in SSATEXT); nor will it allow the TA to access class list.  We are hopeful that these functions will be available in future processes.
Enrolment Services will generate the TA enrolment report for us during the last week of class.  We will separate the information and forward it to the departments. Once you have verified the information for your area, you will forward the statistics to AGSEM in order to meet their deadline.  Please note that only TA information entered on the course Assistant page of SSASECT will be picked up by the report.  
5. CLASS SCHEDULE SIMULATION – info sessions
You should have received information regarding Simulation 3 based on Fall 2008 and Winter 2009 data.  You are asked to review the information and provide feedback that will incorporated into the upcoming Simulation 4, which will use 200909/201001 data.  

You will also be receiving an invitation to attend an Information Session regarding Class Schedule Simulation.  The Arts Session will be held on Tuesday, February 17 from 2:00-3:30 in Leacock 232.  

Members of the Scheduling Project team will be there to answer your questions.  Please make sure that anyone in your department who is involved in class schedule is aware of this Information Session.  All are welcome.  

6. ROOMBOOKING DURING STUDY BREAK
There is no change in the process for booking rooms during Study Break (February 23-27).  Requests should be sent to Janet Martone, our Faculty’s Timetable and Schedule Coordinator at timetable.artsci@mcgill.ca
