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Overview 

Course descriptions are part of the schedule construction and college 
catalog processes in the Student Management System. Creating the course 
descriptions on the HP3000 using the Course Description screens (CM3002 
and CM3004) can be cumbersome and time consuming. And when the 
descriptions need to be edited or revised, they usually have to be 
completely retyped. 

The Course Description Upload Process described in this document allows 
you to create and maintain course descriptions using a word processing 
application on your personal computer (PC). Once you create or revise the 
course descriptions, you can transfer them to the Student Management 
System on the HP3000 using an upload process. This process moves the 
descriptions from your personal computer to the appropriate fields and 
data files on the HP3000. 

This process has many advantages: 

• You can use your favorite word processing application to create and 
maintain the course descriptions (as long as the files can be saved in 
ASCII format.) 

• You will not have to retype the same information in different 
locations. This eliminates duplication of time and effort and decreases 
the risk of error that can occur whenever a task is repeated. 

• You can take advantage of the versatility and special features of word 
processing applications to create and edit the descriptions, such as 
easy inserting and deletion of words and phrases, automatic word 
wrap, a spelling checker, and so on. 

• You can designate one or more persons to type or revise the course 
descriptions in word processing. 

• The typist who produces the course descriptions using a word 
processor does not have to be familiar with the Student Management 
System. When the descriptions are complete, the typist can save them 
on a floppy disk and give them to the individual responsible for 
uploading them to the HP3000. 

• You can create long descriptions, short descriptions, or both for each 
course and you can then select either version for use in the printed 
schedule or the college catalog. 



 

Center for Information Services  – 2 – June 2003 

This page inserted for back-to-back printing. 



 

Center for Information Services  – 3 – June 2003 

Processing Course Descriptions 

You can use two course description fields (or data elements) in schedule 
and catalog construction on the HP3000: Course Description 1 and Course 
Description 2. You will upload the course descriptions that are created on 
the PC into these fields. Therefore, you can create two types of course 
descriptions: 

• Course descriptions for use in the class schedule, which are usually 
short descriptions. 

• Course descriptions for use in the college catalog, which are usually 
long descriptions. 

The two course description fields are the same size on the HP3000. This 
means that you must determine which one you will use for your printed 
schedule descriptions and which one you will use for your catalog 
descriptions. For example, descriptions in the printed schedule could be 
designated as Course Description 1 and descriptions in the catalog course 
could be designated as Course Description 2. How these fields are 
designated and used is up to each college. Once this has been decided, you 
must use the two fields consistently. 

Use the following basic steps to create and use the course descriptions: 

1 Type or edit the course descriptions using PC word processing 
applications (page 5). 

2 Upload the course descriptions to the Student Management System on 
the HP3000 (page 10). 

3 Schedule the job that incorporates the descriptions into the appropriate 
data fields, data sets, and database on the HP3000. Use the report 
produced by this job to verify that descriptions are matched to the 
corresponding courses (page 13). 

4 Schedule the job groups that produce the files with the extracted data 
for the printed schedule or college catalog. This process inserts 
paragraph tags for use with PageMaker and Ventura Publisher along 
with the data.  

5 Download the tagged files to the PC. 

6 Load and format the tagged files in a desktop publishing application.   
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7 Print the final, camera-ready copy of the printed schedule or college 
catalog. 

8 Submit camera-ready copy to the printer for reproduction. 

This document describes steps 1 through 3. Steps 4 through 8 are 
described in detail in the user guides Desktop Class Schedule Process and 
Printed College Catalog Process which are available on the CIS Web.  
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 Producing descriptions in word processing 

The course descriptions produced in word processing will be integrated 
with other schedule construction and catalog information in the Student 
Management System. In order for the course descriptions to be matched to 
the corresponding course information, specific identifying information 
must be included in the word processing description. This information 
must match exactly the corresponding information on the HP3000. This 
data includes: 

• Department/Division 

• Course Number 

• Description Number 

• Effective Year/Quarter Begin Date 

Department Division (DEPT-DIV)  

The department/division abbreviation must match the department/division 
abbreviation used by your college in the schedule construction and catalog 
processes on the HP3000. Obtain the correct department/division 
abbreviations from your college’s SMS coordinator.  

In your word processing file, five positions are required for the 
department/division abbreviation, but this can include spaces. If the 
department/division abbreviation on the HP3000 for your English 
department is ENG, not only must you consistently use this same 
abbreviation when creating the course descriptions in word processing 
(not ENGL or some other abbreviation), you must also include spaces in 
your word processing file so that the abbreviation totals five positions, for 
example, ENG~~ or ENGL~ (where the ~ character represents a space in 
your word processing file). 

Course Number (COURSE-NUM) 

The course number must match the course number used by your college in 
the schedule construction and catalog processes on the HP3000. Obtain 
the correct course numbers from your college’s SMS coordinator.  

In your word processing file, four positions are required for the course 
number, but this can include spaces. If the course number on the HP3000 
for a course is 91, you must use the same number when creating the course 
descriptions in word processing and you must include spaces in word 
processing so that the number totals four positions, for example, 91~~ 
(where the ~ character represents a space in your word processing file). 
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Note The combination of the 5-character department/division abbreviation and 
the 4-character course number abbreviation is known as the Course ID. 
Examples of 9-character Course IDs (where a space is represented by the ~ 
character) are BIOL~100~ and ENG~~101~  

Description Number 

Two versions of the same course description can be associated with a 
Course ID. An example of when you might have two versions of a 
description for the same course is when you want a short description to 
use in a course schedule and a longer, more detailed description to use in a 
course catalog.  

The description number indicates whether the information is to be used for 
course description 1 or course description 2. One position is allowed for 
this indicator. Course description 1 is associated with screen CM3002 and 
course description 2 is associated with screen CM3004 (see page 14).  

Effective Year/Quarter Begin Date (EFF YRQ BEG) 

The effective year/quarter beginning date is optional. This option makes it 
possible to include different descriptions for the same Course ID (combi-
nation of DEPT-DIV and COURSE-NUM) in the word processing file. 

The Effective Year/Quarter Begin Date option is commonly used for 
tracking purposes. When you include this date in multiple, sequential 
versions of a course description within the word processing file, the file 
serves as a historical record of when a course description was changed. 
You differentiate the descriptions by including the year and quarter that the 
course is scheduled to begin. When you run the job that uploads the course 
descriptions to the HP3000, only the course description with the most 
recent date is uploaded.  

Four positions are used to indicate the year/quarter information: 

• Positions one and two 
An A in the first position for academic years 2000 and after, followed by 
the last digit of the first calendar year within the academic year. For 
example, use A2 in the first two positions for the 2002/2003 academic 
year.   

• Position three 
The last digit of the second calendar year within the academic year. 
For example, use A23 in positions one through three for the 
2002/2003 academic year.   
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• Position four  
The one-digit code for the quarter: 

1 Summer 
2 Fall 
3 Winter 
4 Spring 

For example, fall quarter 2002/2003 is expressed as A232. 

Description format 
The information for the course descriptions must be typed following a 
carefully prescribed format. The format consists of the following: 

• The first line consists of the code <X> to identify the start of a new 
description block, the department/division abbreviation, a space, the 
course number, a space, the description number, and—optionally—a 
space followed by the effective year/quarter beginning date. 

• The second and subsequent lines contain the narrative text for the 
course description. 

• The last line consists of the code <Z> to indicate the end of the 
current description block. 

The following example illustrates how course descriptions might look in a 
word processing document.  

Note The ~ characters in the first line of each sample description represent 
spaces. The examples shown would need the indicated number of spaces at 
the specified positions in order for the descriptions to be matched with the 
corresponding course information in the HP3000. For the upload process to 
work correctly, be sure to insert a space—by pressing the spacebar—in the 
positions indicated by the ~ character; do not type the ~ character. 
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<X>BIOL~~101~~1 
A study of the structure and function of cells. Includes molecular 
evolution, biology, cytology, metabolism, reproduction, protein 
synthesis and embryology. 
<Z> 
 
<X>ENG~~~101~~1 
Expository writing which applies principles of rhetoric to the 
analysis of assigned essays and to composition of succinct, coherent 
and idiomatic prose. 
<Z> 
 
<X>MATH~~155~~1~A232 
Differential and integral calculus of simple functions. Problems 
emphasize business and social science applications. Designed for 
students who wish a brief course in calculus. 
<Z> 
 
<X>MATH~~155~~1~A233 
Differential and integral calculus of intermediate functions. 
Designed for students who wish a complete course in calculus. 
<Z> 
 

• First line 
Type the specified codes indicating the start of a new description 
block using the following required format: 

Positions 1 - 3 <X> (indicates the start of a description block) 
Positions 4 - 8 Department/Division 
Position 9 Blank 
Positions 10 - 13 Course Number 
Position 14 Blank 
Position 15 Description Number (either 1 or 2) 
Position 16 Blank (only if positions 17 – 20 are used) 
Positions 17 - 20 Effective Year/Quarter Begin (optional) 

Note In the sample descriptions shown at the top of this page, the Effective 
Year/Quarter Begin Date designations in the last two examples 
indicate that these two descriptions have the same Course ID but 
different descriptions based on the year/quarter when they are offered. 

• Second and subsequent lines 
Type the narrative text for the description using standard word 
processing techniques. Allow the lines to break so that words wrap 
around to the next line; do not press the Enter key at the end of a 
line unless you want the following text to start on a new line. Do 
not have justification turned on.   
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• Last line 
On a new line, type the code <Z> to indicate the end of the current 
description block. 

Saving the description file 
You can use any standard word processing software or text editing 
application to create and maintain the files with the course description 
documents. Regardless of the word processing application that you are 
using, the course description files must be saved in ASCII format. Refer to 
your word processor’s user guide for instructions on how to save your 
word processed files in ASCII format. 
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Uploading course descriptions to the HP3000 

The file transfer process (ZX4010) on the HP3000 allows you to upload 
data created on your PC to the HP3000. The same process allows you to 
download data from the HP3000 to your PC. The software application 
Minisoft or Reflection must be installed on the PC used for the file 
transfer process. (Minisoft and Reflection are software applications that 
enable PCs to communicate with the HP3000.)  

The course description upload utilizes the file transfer process and consists of: 

• Course Description Upload (CM3005) 
This process uploads the course description to the HP3000. 

• Load Course Descriptions (CM3109J) 
This job incorporates the course descriptions into the COURSE-
DESC-D data set in the SM database. 

Application security 
In order to use the file transfer process, you must be able to access the 
HP3000. You must be assigned a user identification code for logging onto 
the system. 

The user access level (established for each process accessed by a specific 
user identification code) indicates what file transfer functions you can 
perform. Valid user access levels for all file transfer processes are: 

0 Download only 
1 Upload only 
2 Upload or download 
3 Upload, download, and purge HP3000 file 

The Application Security manager determines which file transfer function 
can be performed for each user identification code.  

The recommended user access level for the Course Description Upload 
(CM3005) is 1 (Upload Only). 
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Running the upload process 
To upload the course descriptions to the HP3000, complete the following 
steps: 

1 On SMENU, select Course Description Upload (CM3005). The file 
transfer process (ZX4010) is displayed on your screen. 

 
 
ZX4010.011    COPYRIGHTED I 1989 CTC 
  
ENTER OPTION(U=UPLOAD,D=DOWNLOAD,P=PURGE,E=EXIT): U 
  
ENTER PC FILENAME TO UPLOAD  
OR PRESS RETURN TO CANCEL: A:DESCRIP.TXT  
  
HOST FILE:     CM3005S.RUN                                
CREATED:       TUE, AUG 20, 2002                          
MODIFIED:      TUE, AUG 20, 2002, 11:34 AM                
  
DO YOU WISH TO REPLACE THE FILE ON THE HP3000(N/Y)? Y 
  
UPLOAD COMPLETED 
******************** 
 
ENTER OPTION(U=UPLOAD,D=DOWNLOAD,P=PURGE,E=EXIT): E 
 

2 At the ENTER PC FILENAME TO UPLOAD prompt: 

If the course description file was saved in your Minisoft or 
Reflection subdirectory, type only the name of the file, for example, 
DESCRIP.TXT 
-or- 
If the course description file resides in some other directory, type the 
entire path and file name, for example, C:\SCHED\DESCRIP.TXT 

The course description file must be in ASCII text format before 
you begin the upload process. 

3 A file transfer dialog box is displayed on your screen, indicating 
that the upload process is occurring. 

4 When the upload process is complete SMENU is redisplayed.  

 Note User access level 1 was used in the example shown above. The 
prompts for other access levels are slightly different. 
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The uploaded course descriptions are held on the HP3000 until the Load 
Course Descriptions job (CM3109J) is run to incorporate the course 
descriptions into the course schedule and college catalog (page 13).  
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 Loading course descriptions into the SM database 

Schedule and run the Load Course Descriptions job (CM3109J) to process 
the uploaded course descriptions. This job incorporates the course 
descriptions in the COURSE-DESC-D and COURSE-DESC2-D datasets 
in the SM database where they are used in schedule construction or in the 
course catalog. All descriptions coded as Description Number 1 are 
matched to the Course Description 1 data element or field and those coded 
as Description Number 2 are matched to the Course Description 2 data 
element or field. 

Since there can be only one course description data file on the HP3000 at a 
time, be sure to run CM3109J for each upload. CM3109J produces two 
reports:  

• CM3109A: Description Upload Exception Report  
This report lists the descriptions for which errors were encountered 
or where no match was found. 

• CM3109B: Description Upload Posting Report 
This report lists all descriptions that were successfully added or 
updated to the SM database. 

 

 

 

 

 



 

Center for Information Services  – 14 – June 2003 

 Viewing course descriptions (CM3002, CM3004)  

The Course Description screen (CM3002) reflects data that resides in the 
COURSE-DESC-D data set in the SM database. Course Description 
screen CM3004 reflects data that resides in the COURSE-DESC2-D data 
set in the SM database. Uploaded course descriptions are stored in these 
data sets. After the Load Course Descriptions job (CM3109J) has run, you 
can check the accuracy of course descriptions by viewing them with these 
screens.     
 

 

CM3002-003                    COURSE  DESCRIPTION            Eff YRQ Beg [    ] 
                                          
 Dept Div/Course Number [ENGL ][101 ]   Course Title [ENGL COMP-I             ] 
    [In English 101 students will learn to write clear, unified, coherent, ]  
    [and well-developed essays of increasing complexity. Through reading, w]  
    [riting, and discussion, they will critically examine their own assumpt]  
    [ions and opinions and consider the facts and reasoning of others. Stud]  
    [ents successfully completing English 101 should be adequately prepared]  
    [ to succeed in the second college-level composition course, English 10]  
    [2. Prerequisite: ASSET score 44 or above, English 075 with a minimum g]  
    [rade of S, or ESL 102 with a minimum of B+. (C) F/W/S/  AR,C          ]  
    [                                                                      ]  
    [                                                                      ]  
    [                                                                      ]  
    [                                                                      ]  
    [                                                                      ]  
    [                                                                      ]  
    [                                                                      ]  
    [                                                                      ]  
    [                                                                      ]  
    [                                                                      ]  
    [                                                                      ]  
 Copy Dept Div/Course Number [     ][    ]                       
 

Course Description screen CM3002 
 
 
 
 
 
 
 
 
 

 



 

Center for Information Services  – 15 – June 2003 

 CM3004-002                  COURSE  DESCRIPTION 2           Eff YRQ Beg [    ] 
                                          
 Dept Div/Course Number [ENGL ][101 ]   Course Title [ENGL COMP-I            ] 
 Course Title2 [ENGLISH COMPOSITION-I                           ]  
 
    [This is a distance learning course. Through reading, writing and discu]  
    [ssion, they will critically examine their own assumptions and opinions]  
    [ and consider the facts and reasoning of others. Students successfully]  
    [ completing English 101 should be adequately prepared to succeed in th]   
    [e second college-level composition course, English 102. Prerequisite: ]  
    [ASSET score 44 or above, English 075 with a minimum grade of S, or ESL]  
    [ 102 with a minimum of B+.                                            ]  
    [                                                                      ]  
    [                                                                      ]  
    [                                                                      ]  
    [                                                                      ]  
    [                                                                      ]  
    [                                                                      ]  
    [                                                                      ]  
    [                                                                      ]  
 Copy Dept Div/Course Number [     ][    ]                     
 

Course Description 2 screen CM3004 
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 Using the course descriptions 

When the course descriptions have been transferred and incorporated into 
the appropriate data fields and data sets on the HP3000, you can use them 
with the printed class schedule and college catalog processes. To generate 
either the printed schedule or the college catalog, schedule the job group 
with the Job Scheduling System: 

• Desktop Class Schedule: job group SG073R 

• Desktop College Catalog: job group SG074R 

Special codes are used to extract only the desired data items and to 
indicate the sequence or order in which the data items are to appear. Use 
the Desktop Class Schedule Set-up Form or College Catalog Set-up Form 
to determine the appropriate codes to use for the desired data items and 
their sequence. The following codes are designated for the two types of 
course descriptions: 

• 28 - Course Description 2 

• 29 - Course Description 1 

The system generates an ASCII-formatted text file which resides on the 
HP3000. The text file contains paragraph tags, which are special codes 
utilized by desktop publishing software to format the text. 

The “tagged” text file is transferred (or downloaded) from the HP3000 to a 
PC. Optionally, this text file can be edited in word processing to insert 
additional information as required. 

The text file is loaded into a desktop publishing application and formatted 
with the style sheet established for that purpose. The final, camera-ready 
copy of the class schedule or college catalog is printed on a laser printer. 

Refer to the following documents for detailed information and instructions 
for producing the printed class schedule or college catalog: 

• Desktop Class Schedule Process, which includes the Desktop Class 
Schedule Set-up Form on our website 

• Printed College Catalog Process, which includes the College Catalog 
Set-up Form on our website 

• Job Group documentation for Desktop Class Schedule (SG073R) and 
Printed College Catalog (SG074R), available on the CIS Web site  
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For help 
CIS staff can assist you at any point in producing the printed class 
schedule or college catalog: 

• Creating and uploading course descriptions 
• Scheduling job groups 
• Downloaded the “tagged” files to a PC 
• Creating style sheets in a desktop publishing application 

For help, please call CIS Customer Support at (425) 803-9721. 
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