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A. System Overview 

- From the Schedule Affairs menu, the college dean can select the screen “Course 

Schedule (UG) / (PG)”. 

-  

- Figure 1 – Course Schedule (UG) / (PG) 
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B. Instructions 

- This screen allows the College Dean to filter sections based on many criteria, 

which help him/her to add bulk sections. 

1. Searching for sections 
- College Dean can select the search criteria. 

- Also can select to filter by the “Course Code”, “Course Type” to narrow the search, or 
use the other search criteria.  

- Then click “Search” as the system will display in the search result of the courses with 
the sections information. 
 

  
- Figure 2– Searching for sections 
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Figure 3 – Search Result 
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2.  Add Bulk Sections 
 

College Dean can press “Add Bulk Sections” button, system show pop-up screen to add bulk section. 

After entering the required information in the pop-up, press the “Add Bulk Sections”, system display 

success message. 

 
 
 
 

 
 

 

 

 

 

 

 

Figure 4 – Add Bulk Sections Button 
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Figure 5 – Add Bulk Sections Popup 


