Preparing Your DESR for Online, MOP, ITVP/Online Synchronous and Hybrid

Step 1. Accessing the DESR (Department Enrollment Status Report) on MyReprts

Link to MyReports: https://myreports.unm.edu/ibi_apps/signin

This report is updated daily, unusually after 12:00 a.m. If this report does not have the current date at the bottom of the report, please check

http://it.unm.edu/alerts/for the most recent IT outages.

Step 2. Under Student reports, select Department_Enrollment_Status_Report

Once you are logged in you will need to select the following options:

1) Student
2) Student_Reports
3) Department_Enrollment_Status

If you do not have access to this report you will need to submit a BAR (banner authorization request)
through MyUNM.
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MyReports

myreports.unm.edu

w | Student

# || 5_Extended_Learning

g D Student_Reports
@ Academic_Study_Aggregate_Guided_Adhoc
'_@ Academic_Study_Census_Guided_Adhoc
@ Academic_Study_Detail_Guided_adhoc
@ Admissions_Applicants_Detail Guided_Adhoc
@ class_List_Guided_Adhoc
@ Fil_Rate_Frozen_Guided_Adhoc
@l Fil_Rate_Report
@ Freshrman Cohort Guided Adhoc
@ Freshman_Cohort_Demographics_Major_Degree
@ Graduates_and_Pending_Graduates_Guided_Adhoc
@ Regstats_2_Day_Comparison
@ Regstats_Day_Of Semester

@ Schedule_Build_Reports
&l student Activities Guided Adhac


https://myreports.unm.edu/ibi_apps/signin
http://it.unm.edu/alerts/for

I Step 3. Pull your DESR I

1) Move ALL fields under “sort field(s)” and “select field(s)” from the left to the right column as seen below.

I
W ENROLLMENT MANAGEMENT

THE UNWMmES}?I‘C% REPORTING TEAM
4 Questions should be directed to emrt@unm.edu

Department Enroliment Status

Term Desc
College
College Desc

Prim D
Prim Inst Last
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2) You will need to update the following fields below depending on what semester you are pulling for and what instructional method’s your department
offers (ONL, ITVP, MOPS or HYB)

Spring 2020

ET-Taos Bachelors/Graduate
Ew-Albg Westside (UNM West)
GA-Gallup

LA-Los Alamos

TA-Taos

TAP-Taos/Penasco

VA-Valencia

AP-School of Arch. and Pla
AS-College of Arts and Scie
ED-College of Education
EN-School of Engineering
FA-Colege of Fine Arts
GP-Graduate Programs
HC-Honors College

LL-Univ Libraries & Learn S
LwW-School of Law

ACCT-Accounting

AFAS-Air Force Aerospace Studies
AFST-Africana Studies

ALB-Arts Leadership & Business
ALBS-Arts Leadership & Business
AMST-American Studies
ANTH-Anthropology

APMS-Music - Applied
ARAB-Arabic

ARBC-Arabic

ALL

CBR-Community-Based Research
ENH-Web Enhanced
HYB-Hybrid

TV

A-Active

C-Canceled

R-Reserved
S-Canceled/Reschedy y

- Make Selection -

Run Report Save Selections

R —

a. Academic Period: For the first submission choose last year’s semester and year (ex: Spring 2019) and the final submission choose the semester
and year you are building for (ex: Spring 2020)

b. Campus: (Will vary on department and what instructional methods they offer)
If you are running a report for ONLY Online Sections (which will include Managed Online Program sections-MOP) - Select EA — Online &

1)
2)

3)

ITv

If you are running a report to include Online and ITVP sections (ITVP: face to face sections that are cross-listed with online synchronous
sections)- Select both ABQ — Albuquerque/Main and EA-Online and ITV
If you are running a report for ONLY Hybrid sections- Select ABQ — Albuguerque/Main (Hybrid will need to be pulled separately in its

own report)

c. College: Select your college

d. Subject: Select your department subject code

e. Course #: Select ALL
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Course Status: Active
Part of term: leave as -Make Selection

Instructional Method: (Will vary on what the department offers)
By holding down the CTRL key select the following instructional methods for your online/ITVP DESR:

ITV/ITVE/ITVPE/ITVP — Instructional TV Parent
ONL — Online

MOPS- Managed Online Programs
By holding down the CTRL key select the following instructional methods for your hybrid DESR:

HYB-Hybrid
***Remember you will need to pull your hybrid DESR separately from your online/ITVP DESR.***

Select the Excel format and run report. Your resulting Excel spreadsheet should appear.
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Step 4. Edit the Report

Make necessary corrections highlighting with yellow; highlight only the fields with corrections. Do not delete columns, hide the columns you do not need to see

by highlighting the column, right click and select Hide.

1) To ADD sections: at the bottom of the report, indicate in the CRN Field “NEW” and highlight this field in yellow. Make sure to provide all of

the new class information in the correct columns. REMEMBER: departmental fees are your responsibility.

If you are adding the following courses they will need to be added on a scheduling form. They cannot be added by DESR:

e Adding a new managed online program (MOP) section that did not roll over
e Adding a course that has never been taught online before (we will also need a new course proposal form)

1) To REMOVE sections: To indicate a course should be removed, select the row and strike through. Please make sure you also highlight the CRN.

2) To CHANGE Faculty: on your DESR, simply change the banner number and faculty name and highlight it yellow on your DESR. Please do not update

faculty for any online, MOP, ITVP or HYB course. Instructor updates for these instructional types are done by the online scheduling office.

o v u c r o n ) n L u N w A T z

SuBJ CR3E# SECT# CRN  FT STATUS |SECT_TIMLE MIN_CR MAX_CR TOTAL_HOURS SP_AFPR MAX_ENROLLED ENROLLED ~ SEATS_AVAIL INST_METHOD PRIM_INST_ID PRIM_INST_LAST
r r r r r r r

M3ST 407 002 45766 | 1 A Museum Practices 3 3 000 12 o 12 ONL 101827572 Snow
r r r r 4 r r

M3ST 407 002 45766 | 1 A Museum Practices 3 3 000 12 0 12 ONL 101827972 Snow
r r r r v r r

HesT 407 802 457EE 4 A Hussum Praclicss 2 2 400 2 4 42 oL 404227972 Saew
r r r r r r r

MSST 407 002 45766 | 1 A Museum Practices 3 3 000 12 0 12 ONL 101827572 Snow
r r r r 4 4 r

MSST 407 002 45766 | 1 A Museum Practices 3 3 000 12 0 12 ONL 101827572 Snow
r r r r 4 4 r

MSST 407 002 45766 | 1 A Museum Practices 3 3 000 12 0 12 ONL 101827872 Snow
r r r r . 4 4

T: BusinessPlanning

MSST 429 002 67114 1 A fortheArs 3 3 000 OP 2 0 2 ONL TBA

r r r r . r r
T: BusinessPlanning

MSST 429 002 67114 1 A fortheArs 3 3 000 OP 2 0 2 ONL TBA
r i T: BusinessPlanning r

MSST 429 New 1 A fortheArs 3 3 000 DP 2 0 2 ONL TBA

Step 6: Email the full spreadsheet in excel format (not PDF) directly to onlinescheduling@unm.edu.

Helpful notes from the Registrar’s office:

*Class capacity is indicated in the MAX ENROLLED column.

*Some CRNS will show on the report multiple times. DO NOT strike through the duplicated CRNS or the section will be deleted.
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PRIM_INST_FIRST
Rachel

Rachel

Rachsl

Rachel

Rachel

Rachel

TBA

TBA

TBA

A


mailto:onlinescheduling@unm.edu

