S m all C lass Re pO rt: C hair Ap p roval Please contact smallclassreport@txstate.edu
Quick Reference Guide for problems accessing reports or permissions issues.

Browser Requirements Logging on to the Portal

Through your Web browser, 1. Go to the report site: https://tim.txstate.edu/smallclassreport
logging in provides full access to On the login page, enter your NetID (e.g. zzz99) and password.
the application. 2. Click Login.

TEXASw STATE, 0
UNIVERSITY

Supported Web Browsers
VVIndO ws Comp Uters I ntern et * Net ID: |:| Use of computer and network facilities owned or operated by Texas State University requires prior authorization. Unauthorized

EXpIOre r F | refOX an d C h rome v a access is prohibited. Usage may be subject fo security lesting and monitoring, and affords na privacy guarantees or expectations

except as othenwise provided by applicable privacy laws. Abuse is subject to eriminal prosecution. Use of these faciliies implies
W agreement to comply with the policies of Texas State University

Macintosh Computers: Safari,
Firefox and Chrome

]
Navigating the Home Screen

TEXAS S STATE. After you login successfully, you will see

UNlVEksm( o the Home Screen. Important messages
icome [l Sl | Logout

regarding the Small Class Report

Welcome To Small Class Report application will be on the Home Screen.

- Home
Chair Justifications.

PURPOSE To access the report, click the Chair

1. Texas State University-San Marcos will make every effort to ensure that classes conform to the state standards for
enrollment as published in the rules and regulations of the Texas Higher Education Coordinating Board. The purpose of Justifications Ilnk In the |eft_hand menu
this PPS is to establish the policy for reporting small classes. As a general rule "small classes” should be avoided )
Program chairs/department chairs/school directors should plan class schedules for efficient use of resources. When it
becomes necessary to offer a small class it must be justified and monitored as described in this PPS

2_This PPS conforms to the rules and regulations of the Board of Regents of The Texas State University System

(BOR), Chapter 622, and the Texas Higher Education Coordinating Board (THECB), Chapter 4, Sub chapter R, Rule NOTE: From the Chair Justifications menu
4.287 and Chapter 5, Sub chapter B, Rule 5.23 . .
you will be able to not only submit classes for
DEFINITIONS 0
L e L Dean approval, you can also view classes that
(A) Undergraduate classes with fewerzhan 10 registrants; or are awaiting approval’ or have already been
(B) Graduate classes with fewer than 5 graduate registrants 5
4. Organized classes subject to these standards include all classes whose primary type of instruction is lecture approved or den'ed-

(instruction type 1), laboratory (instruction type 2). or seminar (instruction type 4). Classes categorized as independent
study, thesis, practicum, clinical, intemship, student teaching, and dissertation courses are exempt from small class
standards and are not included in the small class reporting requirements

Submitting a class (or classes) to the Dean for approval

TEXASy STATE, L

UNIVERSITY
Small Class Report

1. Use the dropdown menus to select a Term and
Status by which to search.

2. Click Get Small Classes to view all classes meeting
qualifications selected in the menus.
(see image at right)

The most recent Term and the status Submitted to Chair
are selected by default.

Chair Justifications
= Home
Chair Justifications

Report Filters ~

Term:| Fall 2014 - (ACTIVE TERM) -] status: [Submitted to Chair -] [Get Small Classes

Small Classes for Selected Term/Status A

T ] 3. Choose a Justification using the dropdown menu.
UNIVERSITY .
iccone (see image at left)
Small Class Report .
Chair Justifications 4. Click the checkbox (or checkboxes) to the left of all
T : classes you wish to submit.
o [Fai 078 GETVETER <] sus[smiwncar - [ersmramm) | 9. CliICK Submit to Dean to submit all selected classes to
the Dean using the Justification selected.
Small Classes for Selected Term/Status -~ .
(see image below)

Justification: | — Select — Submit To Dean X o
| select - ]
A required Course for graduation. The course is not offered each fepcit Dt &
semester (or term), and if canceled, may affect the date. (1)

_ A required course for majors in this field and should be completed this m Term:[Fall 2014 (ACTIVE TERM) | status: | Submited to Chair % [[Get Small Classes |
semester(or term) to keep proper sequence in courses. (2) -

Term | A course in newly establisned degree program, concentration or b
support area. (3) B Small Classes for Selected Term/Status ~
Fall 2014 Interdepartmental(cross-listed) courses taught as a single class by the Scheduler
= o ;ingz:angﬂgmilléh:ssna"r:“e;;a;:nu;)rov\ded that the combined courses red seuwz = Saly degree program, o suppalarod. (3) ',‘

| The first time offering of the course. (5)
Fan2014 Scheduer
Class size is limited by accreditation or state licensing standards. (6)  fea /sep 12

= ACTVE| Class size is imited by availability of laboratory or clinical faciliies. (7) |7 2014
TERM) 1205P1

~ Course voluntarily offered by a faculty member in excess of the ] ] —
[ ][ <] insttutional teaching load requirement and for which the facutty 2iems in 1 pages Frem: o | Doparnan: ourse Title: Enollment  Justification  Status Updatea Byl ¢
member receives no additional compensation. (8) e : I o
Fall 2014 Scheduler /
: o x . y SOWK3M0 | SOCWK Submitied to
3 [ wemve 1 Sociiwork | 50 socwK e s Sibm sepr2

TERM)
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Browser Requirements Logging on to the Portal

Through your Web browser, 1. Go to the report site: https://tim.txstate.edu/smallclassreport
logging in provides full access to On the login page, enter your NetID (e.g. zzz99) and password.
the application. 2. Click Login.
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Firefox and Chrome

Navigating the Home Screen

TEXAS9 STATE, O After you login successfully, you will see
il oo, .. the Home Screen. Important messages
: Welcome To Small Class Report regarding the Sma” ClaSS Report

e et application will be on the Home Screen.

1. Texas State University-San Marcos wil make every effort to ensure that classes conform to the state standards for enroliment as published in ine rules and reguiations:
of the Texas Higher Edueation Coordinating Board. The purpose of this PPS Is to establish the policy for reporting small classes. As a general rule 'small classes” should

be avoided. Program chalrs/depaniment chairsischool direciors should plan class schedules for efficient use of resources. When i becomes necessary to offer a small Te th rt. click the D
class f must be Juskfed and monored as descrived In this PRS O access (ne report, CliC e bean
2 ms to the rules and regulations of the B d of Regents of The Texas State University System (BOR), Chapter 6.22, and the Texas Higher Education

Coordinafing Board (THECS), Chiapter 4. Sub chapler R, Rule 4,267 and Chapler 5. Sub chapier B, Rule 5,23 Ap provals link in the |eft_ha n d menu.

DEFINITIONS

From the Dean Approvals menu you can
(A) Undergraduate ciasses with fewer than 10 registrants, or
e O P e 5 T W e 1, Sy (0 S 2500 not only approve classes, you can also

seminar (nstruction type 4). Classes calegorized as independent study, thesis, practicum, clinical, intemship, student teaching, and dissertation courses are exempt from

el il i ot s view classes that are have already been

PROCEDURE H
6. EACN fall and $piing Semester, Texas State prepares a Small Class Report of all organized small ciasses. Using enroliment data as of the official census day, e OfMice a pproved or d en |ed
of Inslitutinal Research submils a drafl Small Class Report by callege to Office of Cumriculum Services. The drafl Reporl contains he course SUbJECUprefix and number,
section number, instructor, and enroliment.

7. The dran Smail Class Report the Report Instructions, and Deadiines for the final Repor are sent from the Office of Curriculum Services 10 college deans

8. In consultation with the facully and the program chairs/department chairs/scnool irectors, each college dean wil finalize the Repart by providing the justification code:

Small Class Report

NOTE: You will have access to both the Chair Justifications and Dean Approvals menus, make sure to click on Dean Approvals.

Approving (or Denying) a Class (or Classes)

TEXASSTATE n 1. Use the dropdown menus to select a Term and
UNIVERSITY s .
e R—_ St_atus by which to search. .
Dean Approvals 2. Click the Get Small Classes to view all classes
Pl Report Filer 5 meeting qualifications selected in the menus.
Term:‘Fa\I 2014 - (ACTIVE TERM) v‘ SIaIus:lSqu\lled fo Dean - Get Small Classes (See Image at /eft)

- Home.

[EEEETEED—_—___esesesesss—— The most recent Term and the status Submitted to Dean
]
are selected by default.
Selected Small Classes A

3. Select the Approve or Deny button before clicking
© Approve © Deny the checkbox to the left of the class (or classes)

to submit. A table will open above the class listing

J containing all classes selected. (see image at left)

Noss-isteay | 4. Enter comments in the box provided for each class.
Enter Comments .
To reset the comment box, click Remove to clear
RESEARCH station, provided that the each individual boX
combined courses do not

consitute 2 smal dass. ) 5. Click Submit to approve or deny the request.

courses taught as a single class

50C WK by the same faculty t the same
SOWK 3340 001 5

Requests marked Approve will be included on the report
with a status of Approved by Dean.

Requests that are marked Deny will be sent back to the
Chair for justification and resubmittal.

Interdepartn
listed)
courses.




