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Faculty Access to the PeopleSoft Class Search
[bookmark: _Toc71618483][bookmark: _Toc72141839][bookmark: _Toc72153898]Objective
[bookmark: _GoBack]To explain how to access and search for classes in PeopleSoft using Class Search.
PeopleSoft Category: Student Records
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If you have additional questions about the instructions and information in this process guide, please go to the Enterprise Applications section of the IT Department Staff page on the Sonoma State website to find a staff resource.
For other guides, visit How Tos and FAQs under the Enterprise Applications heading.
If you encounter an accessibility problem with this document, please report an accessibility problem on the Sonoma State website.
Please note: to access the hyperlinks in this document, hold down CTRL on your keyboard while you click the link.

[bookmark: _Toc19274782][bookmark: _Toc19516532][bookmark: _Toc19516660][bookmark: _Toc19772931][bookmark: _Toc19773994][bookmark: _Toc72153899][bookmark: _Toc19262018][bookmark: _Toc533230406][bookmark: _Toc163625355][bookmark: _Toc164847356][bookmark: _Toc164847396][bookmark: _Toc164847613][bookmark: _Toc165179144][bookmark: _Toc165179251][bookmark: _Toc19262833][bookmark: _Toc19274780][bookmark: _Toc19516530][bookmark: _Toc19516658][bookmark: _Toc19772929][bookmark: _Toc19773992]Lesson 1: Using the Class Search
Introduction: This lesson will show you how to use the class search feature in PeopleSoft.
[bookmark: _Hlk89676254]Navigation: Main Menu > Self Service > Faculty Center > My Schedule > Class Search 
[image: C:\Users\rosin\AppData\Local\Temp\SNAGHTMLdd2a08c.PNG]
On the Class Search page, you will want to do the following:
· Institution will default to Sonoma State University
· Select the appropriate term from the drop-down menu
· Select the Subject – If you know the subject code (e.g. MATH, ENGL, COMS, etc.), enter it in the box.  If you do not know the subject code, click the Select Subject button.  Find the discipline you want and press the Select link.
· For the Course Number, if you are searching for a specific course number (e.g. 101, 395, etc.) enter it in the box.  If you are searching for all classes within a discipline leave the course number field empty.
· For the Course Career, you can narrow the search results of a discipline search by selecting Undergraduate, Postbaccalaureate, or Extended Education from the drop-down menu.
· For the Show Open Classes Only checkbox, leave this checked to show only classes with seats available.  Uncheck it to show closed or waitlisted courses as well.
· Click the Search button at the bottom of the page.
[image: C:\Users\rosin\AppData\Local\Temp\SNAGHTMLdc633a4.PNG]
On the Class Search Results page:
· The course number and title will appear above all the sections of the class.  Within the box, you will see the section number and 4-digit class number.
· A Green Dot on the right of the box indicates the class still has seats available.  
· A Yellow Triangle on the right of the box indicates the class is in waitlist status.
· A Blue Box on the right of the box indicates the class is full, no seats are available and no waitlist is available.
· To learn more about the class, click on the section link, example: 002-DIS Regular.
[image: C:\Users\rosin\AppData\Local\Temp\SNAGHTMLdcb2803.PNG]
The Class Detail page will give you more details on the class such as: enrollment info, class availability, notes, description, and textbook info.
[bookmark: _Hlk89679754][bookmark: _Hlk89758147][bookmark: _Hlk89759779]To review another class, click on the View Search Results button at the bottom of the page followed by the New Search button on the Class Search Results page.
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MATH 104002 Introduction to Modern Mathematics
‘Sonoma State University | Spring 2022 | Discussion

Class Details
Status  Open [ Career  Undergraduate
Class Number 3328 Dates 112412022 - 5/13/2022
Session  Regular Academic Session Grading  Student Option
Units 3 units Location  Sonoma State University
Class Components  Discussion Required Campus  SSU Mein Campus
Meeting Information
Days & Times. Room Instructor Mesting Dates
MoWe 11:00AM - 12:15PM Darwin Hall 31 ‘Theresa Jackson 012412022 - 0511312022

Enrollment Information
Enrollment Requirements _ Students must be sligible for single semester GE math to register for this course.

Class Attributes  (B4) Math/Quantitative Reasoning

Faceto-Face Ciass
Class Availabiliy
Class Capacity 25 Wait List Capacity 999
Enroliment Total 13 WaitList Total 0
Available Seats 12
Notes

Class Notes Face-to-Face Class - The students meet sither on campus or off campus with the instructor If mesting on
campus the room vill be designated on the schedule.

Description
A ciass designed to explore the beauty and relevance of mathemaics. Topics may include puzzles, paradoxes, and logic:
‘axiomatic systems; biographies; infiny of the counting numbers and higher infinties: historical crses and breaidhroughs in

mathematics; and uncertainty. Satisfies GE Area B4 (Mathemaiics/Quantitative Reasoning). Prerequisites: Students must be.
eiigible for single semester GE math to register for this course.
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