quick tips
TBA Page: Arranged Hours in Free Format Notes

Avoid using Free Format notes to identify arranged hours. Place the hours in a
numbered note whenever practical and continue the note text in the Free Format
field if necessary.

Arranged hours documented in a numbered note are much easier to identify and
won't require filtering in Excel to find.

Example:

Class Subject | Catalog CrsAtr Offer Session Sect Notes Start End Date Start End  Pat Pat Contact
Nhrv| vl vl Vﬂ|vmv| vl_vl Nhlvl Date vl vl_vl_vl hd N|v| vl
j0852 DMCE 1978 F 1/ GEN _%[I 1/2005-01-29 2005-05-15 21.00 21.60 TTH 1 2.00

Current Note:
Arrange 6 hours. Auditions on Saturday, 1/29 at 11:45 a.m. in O-2. The Final Performance for
the class will be on Sunday, May 15 at 2:00 p.m.

A Better Note Sequence:
Note Nbr XXXX: Arrange 6 hours.

Free Format: Auditions on Saturday, 1/29 at 11:45 a.m. in O-2. The Final Performance for the
class will be on Sunday, May 15 at 2:00 p.m.

Classes with arranged hours in Free Format Notes:

e Report: TBA Free Format Note Hrs
o Palomar Reports\instruction Services\Cls Sched

o Criteria:
= (Class has a Free Format Note that includes the term ‘hour’
= Steps

e Run the report to Excel
e Using the naming convention of your choice, save the
file to your desktop or folder, and then close the file.
e Start Excel and reopen the file
o Filter ‘Note Text’ on contains ‘hour’
o Verify contact hours include both the
scheduled and the arranged hours in the note.
e Update the class component or the TBA hours as
necessary

Run the report: TBA Free Format Note Hrs (PALIN198)
e Use the Excel (XLS) option

Class # Subj Cat # Comp Scin Assoc Type Pai Seq Hrs TBA-W TBA-D Note Text
32244 ACCT "0z LEC % é W SAT 3 400 2.00 0 Jan. 15; Feb. 5, 26, Mar. 12
32244 ACCT "0z LEC % & W SAT 2 400 2.00 0 CAMPUS MEETINGS O
32152 ACCT "104 LiL 50 50 W WED 1 200 0 0 Class Number 32252 has a
31117 AL3 "100 LEC 55 3 W TEA 3 3.00 0 0 Baturday, 1/22 from 2-3:.00
31117 AL "100 LEZ 5 3 W TBA 2 3.00 a 0 An on-campus otentation
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Formatting & Filtering in Excel
1. Click on cell A19 - Class # (the first column title)
2. Turn on AutoFilter:

ar

Sort &
Filter ~ W= Filter

3. Click on the down arrow in column ‘Note Text’ and set a Text Filter to:
‘contains’ ‘hour’

|}~:ute Text v|| Text Filters y | | Contains... _

Show rows where;
Mote Text

contains » | | hour]| W

Custom AutoFilter,

Show rows where:

Rl —
< |c0ntains j |h0ur| ﬂ >
— —

o

| [ | [~ |

Use ? ko represent any single character
Use * ta represent any series of characters

OK | Cancel

Class & Subj Cai # Co Scm Assoc Type Pat Se Hrs TBA- W TBA-D TNote Text
S e e e e | | | = -
31478 ANTH 296 LAE 3 3 W TEBA 1 2.00 1] 0 Arrange 9 hours per week)
3002z ANTH "7 LAR £ 3 w TBA 1 aon 1] 0 Arrange D hours pet weel]
31410 BOT "0 LAH 51 51 W TUE 1 300 ] 0 Arrange 32 hours with ing
ki CE "150 LAH 1 1 Wi TEA 1 10.00 ] 0 Clazs Mumber 32622 iz foy

Format for printing
1. Setrows 1 - 19 to repeat as a header at the top of each new page.

Page ] Margins ] Header/Footer Sheet l

Print area: | E Prirk...

Print titles

Rows to repeat at

PALOMAR COMMUNITY COLLEGE DISTRICT 203

Columns to repeat at left:

1
2
Prinit 2

4 Free Format Notes: Arranged Hours

I Gridlines I™ Row and column headings 5
6

[+ Black and white Comments:  [(hone) = 7

i 8 Update TBA Page
[ Draft guality &l s s ,—_I#N."-q = g | 2
v
Page order 10 Term 2053
11
== = - - :
O [Bamm, e e g EIE &5 12 W = comvert arranged hours o weekly hours (divide total hours by 16:
I 13 aurange 32 hors = 33/16 = 2.0 howrs onthe TBA Page)
" Ower, then down EE ElE B 14
- 15 DPE = corvert to tofal hours (multiply weekly hours by 16:
16 armange 3 hovrs per week = 3 * 16 = 43.0 hiours on the TBA Fage)
17
18
QK Cancel Class Subj Cat#f Comp Scin  Assoc, Type |Pat Cmp-Hr TBA-W TBA-D Nete Text

i

.

- -
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2. Select the entire worksheet and auto fit the column sizes

Format | Tools  Daka  Window Help  Adobe PDF

Cells... Ctrl+1 @ = - 4] 0%
Fuow »

| Calurmn 3 | = width,.,
onditional Formatting. .. | BukoFit Seleckion |

3. Reduce column widths for columns H, I, L as necessary.

4. Set column M width

to 35

5. Set column M to allow text to wrap

Format Cells

Murnber  Alignment I Fant I Border | Patterns | F‘rotectionl
Text alignment ~Orientation
Horizontal:
I j Indent: T
Vertical: I 5 e
| =l x
4
- B
ext control
Fﬂrap ket
' ID E‘ Degrees
[ Merge cells
Right-to-left
Text direction:
IContext VI
Ok I Cancel

6. Select the entire worksheet and format cells to a vertical alignment of ‘Top’

Format Cells

Mumnber  Alignment | Faonk | Border I Patterns F'ru:uteu:tiu:-nl

—Orienkakion

Texk alignment

Horizonkal;

IGeneraI

METLICAl:

j Indent:

b =
[

Ca i e |

7. Save and print the document.
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Analyzing the Results

Two keys to identify:
1) Is the class 100% TBA?
2) If not TBA, does ACCT = W?

1) Meeting Pattern = 100% TBA: adjust the component contact hours
= Arranged Hours are per week
o Contact Hours = Arranged Hours
o Component Contact Hours = 9.0

Class # # Sllll Cat# Scin Assm:

Tge Pat
J J’ J WﬂTBAﬂ

TBA-D MNote Text

|« |
|«

31478 ANTH 296 0 Atrange 9 hours per week,

= Arranged Hours are in total
o Contact Hours = (Arranged Hours/16)

o Component Contact Hours = 2.0
Class # Suhj Scin Assoc Type  Pat TEA-D Note Text

S N J >~ >~ x| = =
30323 COUN 165 LL 1 E  TBA i 0 Asrange 32 houts.

o

2) Meeting Pattern does not equal 100% TBA: adjust the TBA Page hours.
e Classis not TBA and Accounting Type equals ‘W’

e Arranged hours are in a weekly format
o TBA Page contact hours = the note hours

Scin Assoc,  Type  Pai Seq Cmp-Hr BA-W N\TBA-D Mote Texi
e R =

30440 PEYC 100 15 15 W WIS 1 0|Arrange 1 howr per week with instructor for

online activities,

TBA Contact Hours
Course ID: 002424 Term: 2053 Session: FUL
Class Nbr; 30440 Subject: PSYC 100 Class Mtg Pat; 1
Class Section: 19 Component; LEC
Acct Attrib; W Units;  3.00
Weekly Census TBA Classes (Acct Altrib =) /
Weekly Contact Hours: 1.000 ‘
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e Class is not TBA and Accounting Type equals ‘W’

e Arranged hours are the total required TBA hours for the class.
o TBA Page contact hours = the note hours/16

Class & Subj Cat# C Scin As T Pat 5 Cmp-Hr TEA-D MNoie Text
B I B N N I =l

3140 BOT 110 LAB 31 51 W TUE 1 3 0| Arrange 32 hours with instractor for recuired

field trips. For more information go to
httpfferayne sword. palomar echbotlOspr.htm

e Class is not TBA and Accounting Type does not equal ‘W’
o Accounting Type equals P, D, E

= Arranged Hours are a total for the session
o Contact Hours = The total of the arranged hours in the note.
o Arranged hours should not be identified by the week. P, D, and E
classes are not weekly attendance classes.

B T N R R I W R

33831 DHNCE |197F  |LiL _3 3 P THU 1 2.00

1100 glrrange 11 houss with instructor,

The full 11.0 arranged hours are input on the TBA Page.

Home = Manane Student Recards = Establish Courses = Use = Schedule Class Meetings

TBA Ceontact Hours

Course ID: 001673 Term: 2053 Session: GM1

Class Nbr: 33831 Subject: DNCE 187F Class Mtg Pat: 1
Class Section: 3 Component: UL

Acct Aarib: P Units:  1.00

Weekly Census THA Classes (Acct Attrib = v

Weekly Contact Hours:

Daily Census/Positive Attendance TBA Classes (P.D, and E)

Contact Hours: 11.000 (

(If'¥Weekly, do not enter # of class meetings)

Number of Class Meetings:
QWhen known -- Contact Hours must be "daib™
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ACCT = ‘W’: adjust the TBA Page hours.
= Arranged Hours are a total for the session

o Contact Hours = The total of the arranged hours in the note.

Multiple arranged hours within a single note:
Add all of the arranged hours together and enter them as a single total on the

TBA Page.
Class # Suhj Cat # Co Scin Assoc Type Pat Seq Cmp-Hr TBAW | TBA-D Note Text
I e - I B N -
32881 EME 1081 LAB 1 1 P FRI 1 3.0 16.00 Group 1 - Skills lab dates: 274, 354, 408, 56,

Pluz & howrs Emergency Room observation
atud & hours ambulance ride-along, Skills final
ot 5017 ot 3/19. This class haz a material fee
of $32. Jee instructor first day of class for
information.

Home = Manage Student Becords = Establish Courses = Use = Schedule Class Meetings

TBA Contact H
ontactHours 8 hours Emerg Room

Cowrse ID: 02900 Term: 2053 Session: GMN1 MS Ambulance
16 hours total

Class Nbr: 22981 Subject: EME  106L Class Mtg Pat: 1
Class Section: 1 Component: LAB
Acct Attrib: P Units:  1.00

Wieekly Census TBA Classes (Acct Attrib =%

Weekly Contact Hours:

Daily CensusiPositive Attendance TBA Classes (P,D, and E)

Contact Hours: 16.000 | <"
(If'vWeekly, do not enter # of class meetings)

Number of Class Meetings:
MWhen known -- Contact Hours must be "daily
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Data entry grid: Free Format Notes with arranged hours

When to populate the Component Contact Hours
When to populate the TBA Page

ACCT | MTG | Hours in Update Component Update TBA Page
Type | Pat weekly Contact Hours Hours
format
Any | 100% | Yes No action. The
TBA component contact
hours should equal the
default catalog contact
hours.
Any | 100% No action. The
TBA component contact
hours should equal the
default catalog contact
hours.
W Not = Enter the arranged
TBA hours.
W Not = Divide the total hours
TBA by 16.
Arrange 32 hours =
2.0 contact hours
D,P.E | Not = Should not occur.
TBA
Modify the note: The
arranged hours
should be the total
TBA hours required
for the class.
D,P,E | Not = Enter the total note
TBA hours.
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