Center for Curriculum and Transfer Articulation (CCTA)
Procedures for Submitting Updates to the Department/Division List of Codes Report 

and SIS Academic Orgs/Groups

PURPOSE

The updates to the course elements in the student information system course catalog is dependent on a current and accurate Department/Division List of Codes resource.  The revised procedures for communicating changes and/or additions on the individual college sections of the above reports should facilitate the maintenance of the department/division information. 

Currently the MCCCD Department/Division Codes support the schedule building processes and allow for development reports based on academic orgs and groups at both the college level and district (CU-0042).  In the Student Information System (SIS), entry of courses in the Course Catalog will be dependent on: 

· The Department or Division codes entry in the Academic Structure tables.
· The placement of the Department/Division information in the appropriate SIS tables prior to entry of courses in the course catalog.  

· The placement of a subject in either a Department or Division but not both.

In effect, course entry in the Course Catalog cannot occur unless the Academic Organizations or Academic Groups (department/division codes) information is available in the appropriate table.  

It is important to note that the Department/Division information is rolled forward to the SIS Class Schedule as part of the activities in updating a class schedule.  The colleges may override the Academic Organization/Group information at the Class Schedule level. 

COLLEGE PROCESS FOR UPDATING THE DEPARTMENT/DIVISION LIST OF CODES REPORT

Generally, the colleges define the department/division codes by whatever process they deem appropriate. Colleges do have to keep in mind a several rules that must be followed by them in developing the codes and assigning them to Department/Divisions:
1. Each Department/Division must have a distinct code.
2. Colleges that choose to have departments listed under divisions have options when it comes to the placement of the numeric code on the Report.  For example:

Example 1:  On the Report a college has identified departments under a division and has assigned a code to the department.  This will allow for the CCTA to associate the department to the respective prefixes under that department.
	Department
	Subject
	Subject Formal Description
	Academic Org 
	Academic Group 

	Applied Arts/Human Sciences
	 
	 
	01APPARTHS
	APAHU

	
	CFS
	Child/Family Studies
	
	

	
	ECH
	Early Childhood Education
	
	

	
	EED
	Early Education
	
	

	
	EEP
	Early Education Professions
	
	

	
	FON
	Food and Nutrition
	
	

	
	INT
	Interior Design
	
	

	
	ITD
	Infant/Toddler Development
	
	

	
	TEC
	Textiles and Clothing
	
	

	
	Total
	8
	
	


Example 2:  On the Report a college has identified departments under a division and assigned the code to the Division.  This will allow the CCTA to associate the division code to all subjects under the different departments that nest under the division.

	Division/Department
	Subject
	Subject Formal Description
	Academic Org
	Academic Group

	BUSINESS AND INFORMATION TECHNOLOGIES 
	
	

	Business Management
	ACC
	Accounting
	03BUSMGT
	BUSIT

	 
	COV
	Covey
	 
	 

	 
	ECN
	Economics
	 
	 

	 
	EPS
	Entrepreneurial Studies
	 
	 

	 
	GBS
	General Business
	 
	 

	 
	HEC
	Management, Consumerism and General
	 
	 

	 
	IBS
	International Business
	 
	 

	 
	MGT
	Management
	 
	 

	 
	MKT
	Marketing
	 
	 

	 
	PGR
	Professional Growth
	 
	 

	 
	SBU
	Society and Business
	 
	 

	 
	TQM
	Total Quality Management
	 
	 

	 
	Total
	12
	 
	 

	Cisco Networking
	CNT
	Cisco Network Technology
	03CISCO
	BUSIT

	 
	NET
	Networking Technology
	 
	 

	 
	TLT
	Telecommunications Technology
	 
	 

	 
	Total
	3
	 
	 

	Computer
	ADA
	Advertising Arts
	 03COMP
	BUSIT

	 
	BPC
	Business-Personal Computers
	 
	 

	 
	CIS
	Computer Information Systems
	 
	 

	 
	CTP
	Computer Transaction Processing
	 
	 

	 
	DFT
	Drafting Technology
	 
	 

	 
	ITS
	Information Technology Security
	 
	 

	 
	MST
	Microsoft Technology
	 
	 

	 
	OAS
	Office Automation Systems
	 
	 

	 
	Total
	8
	 
	 

	Court Reporting 
	CCE
	Court Reporting Continuing Education
	03CRTRPT
	BUSIT

	 
	RTR
	Realtime Reporting
	 
	 

	 
	Total
	2
	 
	 


PROCEDURES FOR UPDATING THE DEPARTMENT/DIVISION LIST OF CODES REPORT AND SIS
Change requests for Academic Orgs/Groups should follow the process listed below. 
· At least two weeks before the changes are needed, the department/division codes requiring updates are identified and the process for communicating change to the CCTA begins.  While individual requests for updates to subjects can be accommodated at any time in the semester; users should remember that only one change can be made per semester as these changes are effective dated.  Note: In order for Prior Term Copy to be utilized, academic org and group changes must be effective for the current term.
· The individual at college level responsible for the updates to the Department/Division Codes Report should submit a helpdesk ticket requesting changes to the department division codes list as well as any changes that may be required to academic orgs and groups.  The details should be listed in the helpdesk ticket and also attached to the ticket.  
· The helpdesk ticket will facilitate the updates to SIS and would also support any necessary changes that may be required by the SIS Student Records team for Instructor/Advisor and HR changes.  
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Technical Notes

Customer Notes/Solution
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· The document attached to the ticket with changes noted will facilitate updates to the lists on the web and serve as the documentation for the helpdesk ticket request.  The CCTA will update the web resources and SIS accordingly.  If there are HR department and account code updates required, those should also be listed in the ticket so that the SR team can make those changes.  Once the updates are complete, the ticket will be updated and used to communicate the changes to the college.
SAMPLE FORMAT FOR CHANGE REQUESTS
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All subjects that are currently not being used by a college are placed in the catch all area entitled, All Divisions.  The CCTA takes responsibility for running the list of the All Divisions and updating the web resources with that information.  
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