Annotating Public Service Course Sections in SIS

There are two places (2 different SIS screens) on which you need to indicate that a course
section satisfies the Public Service Requirement:

1. SIS screen 129 to set the standard footnote, and
2. SIS screen 143 to set the Public Service flag.

Please not that the standard footnote on SIS Screen 129 does roll forward every semester,
while the Public Service flag on SIS Screen 143 does not roll forward.

1. Procedure for setting the Standard Footnote on Screen 129 in SIS: All footnotes are
represented by one-character codes. The translation of these footnote codes will appear in both
the online and printed Directories of Classes. The footnote code for Public Service Course
sections is always a ‘Z'.

1. Access your Course Section on Screen 129 in SIS by entering the following pieces of
information:

e Enter ‘NC’ for the INST:

e Enter the appropriate AU: (DN, GU, LW, MD)

e Enter the course data in CRS: (ex. ANTHO86B0OO0O1 or ENGL999 123)
e Enter the term in TERM:

e Press the enter key to access the course section data for your course.

2. Tab to first blank STANDARD NOTES, (May be either #1, #2, or #3 field.) Enter the
footnote letter Z in the first available blank field and press the enter key to save your
footnote.
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Remember that footnotes roll forward. If that course section is not offered as a Public Service Course in a future term,
you will need to remove the ‘Z’ footnote.



2. Procedure for Setting the Public Service Flag on SIS Screen 143:

1. Access your Course Section on Screen 143 in SIS by entering the following pieces of
information:

e Enter ‘NC’ for the INST:

e Enter the appropriate AU: (DN, GU, LW, MD)

e Enter the course data in CRS: (ex. ANTHO86B0OO0O1 or ENGL999 123)
e Enter the term in TERM:

e Press the enter key to access the course section data for your course.

2. Tabtothe Public Service Flag field and enter a ‘Y’. Press the enter key to save
your change.

¢ The values for the Public Service Flag field are either 'Y’ for a Public
Service Course, or blank for not a Public Service Course.

¢ The Public Service Flag always defaults to blank and does not roll forward. This
means you will need to set for each Public Service Course section and that if the
section is offered in a future term as a Public Service Course, you will need to set
the flag again.
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