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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: 

 
 

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: 
 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 

 Run the report to Excel 

 Using the naming convention of your choice, save the 
file to your desktop or folder, and then close the file. 

 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. 

 Update the class component or the TBA hours as 
necessary 

 
 
Run the report: TBA Free Format Note Hrs (PALIN198) 

 Use the Excel (XLS) option 

 



Revised: 04/01/08 Page 2 of 7 HB Quick Tips Free Format Notes PS9 

 
Formatting & Filtering in Excel 
1. Click on cell A19 - Class # (the first column title) 
2. Turn on AutoFilter:     

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

    =  

 

4.       
 
 

 
 
 
 

Format for printing 
1. Set rows 1 – 19 to repeat as a header at the top of each new page. 
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2. Select the entire worksheet and auto fit the column sizes 

 
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 

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

 
 
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 

 

 
 

 Arranged Hours are in total  
o Contact Hours = (Arranged Hours/16) 
o Component Contact Hours = 2.0 

 

 
 

 
 

2) Meeting Pattern does not equal 100% TBA:  adjust the TBA Page hours. 
 

 Class is not TBA and Accounting Type equals ‘W’ 
 

 Arranged hours are in a weekly format 
o TBA Page contact hours = the note hours 
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 Class is not TBA and Accounting Type equals ‘W’ 
 

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

 

 
 
 
 

 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. 
 
 
 
 
 
 
 
 
 
 

 

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

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

   8 hours Emerg Room 
   8 hours Ambulance 
 16 hours total 
 



Revised: 04/01/08 Page 7 of 7 HB Quick Tips Free Format Notes PS9 

 
 
 
 

Data entry grid: Free Format Notes with arranged hours 
 When to populate the Component Contact Hours 

 When to populate the TBA Page 
 

ACCT 
Type 

MTG 
Pat 

Hours in 
weekly 
format 

Hours 
in 

total 

Update Component 
Contact Hours 

Update TBA Page 
Hours 

Any 100% 
TBA 

Yes  No action.   The 
component contact 
hours should equal the 
default catalog contact 
hours. 

 

Any 100% 
TBA 

 Yes No action.  The 
component contact 
hours should equal the 
default catalog contact 
hours. 

 

W Not = 
TBA 

Yes   Enter the arranged 
hours. 

W Not = 
TBA 

 Yes  Divide the total hours 
by 16. 
 
Arrange 32 hours = 
2.0 contact hours 

D,P,E Not = 
TBA 

Yes   Should not occur.   
 
Modify the note:  The 
arranged hours 
should be the total 
TBA hours required 
for the class. 

D,P,E Not = 
TBA 

 Yes  Enter the total note 
hours. 

 


