When setting up the instructor(s) for a class, it's important to be aware that PeopleSoft considers them all 'primary instructors' by default. All primary instructors will show up then in Faculty180, MyInsights, and other reporting tools as receiving credit for teaching the class and on the course evaluation for the class.

[bookmark: _GoBack]If someone needs administrative access to the class, which allows them to view the roster and enter grades, but is not actually teaching the class, they should be set up as a secondary instructor. Secondary instructors will not show up in Faculty180 and the like or on course evaluations. (All instructors, primary and secondary, will be added to the Blackboard instance for the course and will have identical permissions there.) 

Making an instructor secondary is done by including a message asking for this change in the highlighted box in the image below as you get ready to add the class.
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Note that the term "secondary instructor" is specific to PeopleSoft. It has nothing to do with someone being a co-instructor for the class and carrying a lighter load than the other instructor. All instructors actually teaching the class should be left as primary instructors. 

If you need to add a class or make a change to a current class, use the links below. There are two forms, one for on campus classes (our class sections are 3 characters for sections and an alpha for labs) and one for classes that Extended Studies sections (their sections are always 4 characters).

https://secureforms.boisestate.edu/registrar/schedulechange-fallandspring/ for on campus sections.
https://secureforms.boisestate.edu/extendedstudies/change-request-form/ for Extended studies sections.
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ANTH Anthropology
ANTH 297 ‘Special Topics

Session: Regular Academic Session

Review 1 for fall 2018 will close at
noon on Wednesday, January 17,
2018,

Term: Fall 2018 Course ID: 101237

Class Nbr Subject Catig Nbr Sect Description Units Comp
o ANTH 207 | 001 | [Special Topics 4| LEC

Start Date: 0812012018 | End Date: 12107/201

Enroliment Capacity: |5 proyious Year EnriTotal: | O Location: Boise Campus

Instr. Mode: In Person

ClassType  Grading Basis
Envolimet -] [REGULAR [<]
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Consent: No Consent + Course Fee: 000 | Class Fee: (0.00

Last Updated:
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** Changes are not final until approved by the Registrars Offce.

Meeting Patterns and Fees will be available for edit after the class is added.
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