
 

 

Rev August 6, 2007  

 

 

 

 

      

 

This guide was designed, created and prepared by 

Tina Actis-Purtee 

 

For content or design suggestions please contact me at 677-2204.  

 

 

 Booklet designed & documented by:  

Tina Actis -Purtee  

IT Training Services  

tpurtee@csun.edu  

x 2204  

Excel  Microsoft 

Excel Tips for 
Use with the 

SOC Worksheet  

Revised August 2007 by Edith Winterhalter 



 

 

Page 2 

 

 

Page 39 

 
Contact Information  

 
 
 

Contact your MAR for information regarding 

web portal access issues  
 

edith.winterhalter@csun.edu  
X 3735 

(information regarding the SOC worksheet)  
 
 

Tina Purtee  

tpurtee@csun.edu  
X2204 

(Excel Application information)  
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NOTE:  To ensure the integrity of the SOC Worksheet Template, it 

 is recommended that you use the "Save As" function and 

 rename the file. 

Excel  

 Example:  

 Program  

Code 

Program  

 1 Required Graduate and Undergraduate Majors 

 2 Required Lower Division Major Courses 

 3 Required Service Courses 

 4 High Priority Elective Courses - Majors 

 5 Lower Priority Elective Courses - Majors 

 6 G.E. Courses 

 Make adjustments as needed to update course information 

for the coming semester  

  

 Enter appropriate program codes for each course section 

(orange column "Program Codes ")  

  

 Enter projected enrollment for each course section (orange 

column "Projected Enrollment ")  

  

 Enter desired comments for each course section (orange 

column "Comments ")  

  

 Save the SOC Worksheet file 
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SOC ñlast-likeò term information can be downloaded from 

the SOLAR system.   The download will format in an Excel 

file.    

To download last-like term follow the steps below: 

Log in to CSUN Web Portal with your account and 
password. 

From the MyNorthridge Menu options on your portal 

page select SOLAR SA . 

 

 

 

 

 

 

 

From the SOLAR SA page, click on the SOLAR  SA  
APPLICATION link.  This will take you to the People-
Soft Application.  

 

 

 

Excel  

Download the SOC  

Worksheet from SOLAR 

Figure 1. 

Figure 2. 

Click on  

SOLAR SA link  

Click  
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Excel  

Procedures Checklist for 

SOC Worksheet 

V  PROCEDURES   

    

  Open the SOC Worksheet in MS Excel   

    

  Log on to SOLAR  

    

  Download SOC ñlast-likeò term from SOLAR (SOC Work 

sheet Download Link) 

    

  Copy the downloaded schedule of classes to the SOC 

Worksheet Template  

    

  Insert rows as needed and copy the formulas embedded 

in the yellow column by using COPY and PASTE 

    

  Determine program priorities appropriate for your area 

and assign program codes for each priority 
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F The formulas  will provide the following: 
 

Calculates both current and projected FTES 
based on actual enrollment (after registra-
tion) and the projected enrollment you        
entered. 

Calculates both current and projected WTU, 
FTEF, and five months of part-time faculty 
expense. 

Identifies the appropriate K-factor based on 
the course classification number. 

Summarizes the distribution of course infor-
mation and resources. 

 
F  When completing the worksheet, you may insert  
 additional rows as needed.   
 
Note:  Always insert after the first row and before 

the last row to preserve the range definition 
of the database.  

Excel  
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Click CSUN SA from the PeopleSoft menu. 
 
 

 
 
 
 
 
 

From the CSUN SA menu, click REPORTS under 
the Colleges and Departments folder. 

 
 
 
 
 

From the Reports menu , click on the SR0128ð
SOC Worksheet Dnld link. 

 

The SR0128-SOC Worksheet Dnld ð Find an     
Existing Value page will display. 

 
 
 
 

 
 
 
 
 
 
 
 

Click on the Search  button. 

The next window displayed is the SOC Worksheet 
Selection Criteria.   (See Figure 6 on page 6) 

 
 

Excel  

Figure 3. 

Figure 4. 

Figure 5. 

Click on  

CSUN SA link  

Click Reports 

link  

Click Search 

button  
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Fill in the three criteria fields : Term, Session, 
Acad. Org. (figure 6 above).      

Next, click the Run button.           

The Process Scheduler Request window will  
 display (figure 7 below). 

 
 

Select ñWEBò in the Type field and ñCSVò in the   
Format field. 

 Click the OK button in the bottom left corner. 

Excel  

Figure 6. 

Figure 7. 

1) Fill in boxes; click on the  

magnifying glass icon for choices  

2) Click Run button  

1) Select ñWEBò and ñCSVò 

2) Click OK button  
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Academic Affairs  

 

Department Schedule of Classes (SOC) 
Worksheet  

 

ü White section of worksheet is available as a 

download to Microsoft Excel from SOLAR. 

ü Yellow-shaded areas contain formulas; do not type 

in these columns . 

ü Orange-shaded columns will require data entry. 

 
F Data Entry : 
 

1. Define program priorities or categories in the 
Department Summary Report section of the 
worksheet. 

2. Enter a program code (corresponding to        
program priorities or categories defined in step1 
for each course section in the Program Code 
column. 

3. Enter upcoming semester enrollment estimates 
for each course section in the Projected Enroll-
ment column. 

4. Enter comments, as needed, to reference your 
analysis and record-keeping. 

Excel  

Instructions 
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2. Formulas  
 
 
Column Title  Definition  
Current FTES Full-time equivalent students  
  (Current Enrollment (Undergrad)/15)+ 
  (Current Enrollment (Grad)/12) 
Projected FTES Full-time equivalent students  
  (Projected Enroll (Undergrad)/15)+ 
  (Projected Enrollment (Grad)/12) 
K-Factor Used to calculate faculty workload 
WTU  Weighted teaching units (CCU x               
  K-factor) 
FTEF  Full-time equivalent faculty at  
  projected enrollment  
  (FTF = WTU/12, PTF = WTU/15)  
PTF Expense Semester part-time faculty cost 
  (Base Salary x Projected FTEF x 5) 

 
 
 

3.  Keyed Information (User Defined)  
 
 
Program Code  Program code from program priorities list 

Projected Enrollment Anticipated student enrollment by section 

Comments  Department notes 
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The SOC Worksheet window will display again.  
Click on the Process Monitor link. 

The Process List window will appear; click the      
Refresh button (figure 9 below).  Watch the Run 
Status field.  This field will continue to update each 
time you click the Refresh button.  It will cycle 
through at least three processes: 

  - Initiated 
   - Processing 
  - Success 
Note:  At times, this process could be lengthy.  You may wish to check back 
every few minutes.   

Excel  

Figure 8. 

Figure 9. 

Click Process Monitor link  

Continue to click Refresh  

Watch the Run Status Field as you refresh the window  
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Continue to click the Refresh button until the Run 
Status field changes to Success .   

 

Click the Details link to download the report.  

The next window displayed is the Process Detail tab. 

Click on View Log/Trace link.  
 

 

Excel  

Figure 10. 

Figure 11. 

When the Run Status box registers SUCCESS, 

click on Details link  

Click View Log/Trace link  
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DEFINITIONS 
 

Columns in the Department SOC Worksheet  

 
1) Items Downloaded from SOLAR SA 
 
Column  Title    Definition  
 
Subject Catalog   Course and number 
Suffix    IS and XM classes 
Title    Course name 
Class Nbr   Formerly Ticket numb 
CCU    Course Credit Units 
Section    Unique 2-digit no. for class sec  
Component        Lecture or Lab 
C/S #         Course classification number 
Associated Class        Matches class section number 
Location        Building and room number 
Days         Day of week class meets 
Start Time        Time of day class begins 
End Time        Time of day class ends 
Time of Day          Day or Evening  
    (1730+ is evening) 
Class Limit         Maximum enrollment 
Current Enroll (Undergrad)   Number of undergraduate   
   students currently enrolled 
Current Enrollment (Grad) Number of graduate 
   students currently enrolled 
Instructor  First and last name of course  
   instructor 
Base Salary  Monthly base salary of part-time 
   faculty at 15 units 
Job Code  Faculty job designation 
FT/PT Faculty  F=Full-time, P=Part-time 
DeptID   Department number 

Excel  

SOC Worksheet Template 
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Descending Order - is simply the opposite of as-

cending order. 

 
Restoring the Original Order of the List  

If you want to perform a series of sorts and return 

the list to its original order: 

 

1. Prior to beginning a sort, Insert a new       

column adjacent to the list. 

2. Type ñ1: in the first cell beside the first row of 

information and ñ2ô in the second cell beside 

the first row of information. 

3. Use AutoFill  to complete the consecutive 

numbering for the entire length of the list. 

4. When you have completed the series of 

sorts , and want to return the list to its     

original order, sort the numbered column in 

ascending order. 

Excel  
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Click on the SOCWS.CSV link. 

 

 

 

 

 

 

 

 

 

The File Download dialog box will appear.  Click 

Open  button. 

 

 

Excel  

Figure 12. 

Figure 13. 

Click SOCWS.CSV link  

Click Open button  
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After the file opens in Excel, select File from the tool-
bar and select Save As  from the drop-down menu. 

 

The Save As  dialog box will display.  (See figure 14 
below) 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

Save the file to the folder of your choice, rename the 
file as desired, and change the file type to Microsoft 
Excel (figure 14 above). 

 

Click the Save button.  

 

Excel  

1. Select the place    

     where you want the  

     file to be saved.  

2.  Type in the name  

     of the file.  

3. Make sure the file type is Microsoft Office  

   Excel Worksheet  

Figure 14. 
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1. Select a cell within the column that you want to 

sort.  DO NOT select the entire column. 

2. Do one of the following: 
 

ü Click on the Sort Ascending  button on your 

standard toolbar to sort the list in ascending 

order. 

ü Click on the Sort Descending  button on your 

standard toolbar to sort the list in descending 

order. 

 Excel sorts the list according to your  

 specifications.  To undo the last sort, click the 

 Undo  button on the Standard  toolbar.  You can 

 also undo the sort by clicking on the Undo Sort  

 from the Edit  menu. 

 

Sort Orders : 

Ascending Order  

Numbers from the smallest negative number to 

the largest positive number; dates and times, 

from earliest to latest. 

Text values, sorting numbers entered as text 

first, then regular text. 

Logical values, FALSE then TRUE. 

Error values, such as #VALUE! Or #NAME?, in 

the order in which they are found. 

Blanks 

Excel  
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3. Include column labels (titles) at the top of 

the list and format the labels (titles) different 

from the rest of the data in the table. 

4. Do not include any blank rows or  

columns  in the data list. 

 

How Sorting Works  
 

When you sort a list, Microsoft Excel rearranges rows 

according to the contents of a column you choose - 

the Sort By Column.   
 

Sorting the simple way  
 

The sort order is the way you want the data arranged.  

You can sort alphabetically or by value, and in as-

cending or descending order.  For example, when 

you use an ascending sort order, numbers are 

sorted from 1 to 9, text is sorted from A to Z, and 

dates are sorted from earliest to latest.  
 

To perform a simple sort of a list using the Sort     

Descending or Sort Ascending icons on the Stan-

dard Toolbar  (Figure 27 below) use the following 

steps: 
 

 

Excel  

Figure 28 - Sort Buttons 
Sort Ascending icon  

Sort Descending Icon  
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At this point, the file has been downloaded to your 

computer.  You are now ready to copy and paste this 

information to your SOC Worksheet Template . 

 

Download the SOC Worksheet Template from the 

Academic Resources and Planning website  

        (http://www.csun.edu/~ar2170/ ). 

 

Excel  
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 Getting Started with Microsoft Excel 2003  
 

Excel 2003 is a very powerful and capable program.  

However, unless you understand the basics of using 

Excel, you wonôt get much out of it.  
 

 

The following pages present a brief introduction to  

selected features in Excel 2003. Those who use an  

Apple Macintosh computer for Excel can also utilize 

this documentation.  There is very little difference  

between platforms once the application is open.  Just 

remember that this document is written for Excel 2003 

and may contain updated features that may not exist in 

previous versions.  Note that the document is not  

intended to cover all ways in which the basic features 

can be used or accessed.  
 

Have fun Excelling at work and remember that with 

practice, this program will become very simple to use. 

 

 

Excel  

Getting Started with Excel 
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Sorting Data ðWorking with data in a list  
 

In some cases, the order of the rows in your list  

doesnôt matter.  But in the case of the SOC schedule, 

you may want the rows to appear in a specific order.  

 

Rearranging the order of the rows in a list is called 

sorting.  Excel is quite flexible when it comes to    

sorting lists, and you can often accomplish this task 

with the click of a mouse button. 

 

Excel automatically treats any worksheet list as a  

database, allowing you to perform any of the        

commands on the data menu.  The rows  serve as 

records , with columns  serve as fields.   When you 

have a data list in Excel, you can sort the list and filter 

the list to show only specific data. 

 

There are a few simple rules  when creating your 

data list that you need to follow. 

1. Include only one list per worksheet.  

2. Include one blank column and one blank 

row between the list and any other data in 

the worksheet. 

Excel  

Sorting Data 
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3. Click and hold the mouse button down while 

you drag the Fill Handle to highlight the range 

you want to copy the formula to. 

 

4. Release the mouse button. The formula is    

copied into the cells in the selected range. 

Excel  
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When you start a new learning experience, the first 

task is to learn the language. You need to know what 

the basic elements are and where to find them. This 

document will help you learn the language of Microsoft 

Excel 2003 by understanding the basics of spreadsheet 

functions, capabilities, and the tools necessary.  
 

 

A spreadsheet program uses worksheets and work-

books. A worksheet is like a traditional accounting 

ledger. It is divided into a grid of columns and rows. 

You can use an array of numbers and text on a work-

sheet. Spreadsheet programs have the ability to  

perform an assortment of functions. They are popular 

because they represent a better alternative to manually 

computing mathematical calculations and can be more 

accurate and time saving. In addition, with Excel  

numerical data a spreadsheet can be converted easily 

into a chart for graphical presentation of the data. 

 

 
 

 

 

Overview 

Excel  



 

 

Page 14 

 
 

Excel is a spreadsheet program. Spreadsheet  
programs have the ability to perform an assortment of 
functions.  These programs use worksheets and 
workbooks.   
 

Understanding the Excel Environment  

What is a Workbook?  
A workbook is a file that contains worksheets.  
A single workbook can contain many, many work-
sheets.  It is the normal document or file type in  
Excel.  It is the electronic equivalent of a three-ring 
binder. 
 

What is a Worksheet?  
Think of a worksheet as a page within a binder.  A 
worksheet is divided into a grid of columns and rows 
in which you input your data.  
 

The Workbook Window  

An Excel workbook window is shown in Figure 15 on 
page 15. 

The Worksheet Window  

The worksheet window displays the Excel worksheet. 
It is comprised of rows and columns. The columns are 
labeled with the letters of the alphabet, i.e., A, B, C, 
etc. The rows are numbered down the left side. Rows 
and columns intersect to form cells. Each cell can be  

Excel  

Workbook Basics 
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Using AutoFill to continue Cell Content  

The AutoFill function will allow you to quickly and 

easily continue a formula or cell content down and 

across a range of cells relative in a worksheet. This 

function can save a lot of time where you would have to 

manually input the information otherwise.  

1. Click the cell or cell range that contains the for-

mula you want to copy or continue. 

 

2. Move the mouse pointer over the small black 

box , called the Fill Handle (see Figure 27 be-

low), located in the lower right corner of the ac-

tive cell. The mouse pointer will turn into a 

black plus sign  shape when you are properly 

over the handle. 
 

 

 

 

 

 

 
 

 

Excel  

Using AutoFill 

Figure 27 - AutoFill 

AutoFill Handle  



 

 

Page 26 

 

Deleting extra rows from the SOC work-

sheet  

 

Blank rows at the bottom of the SOC worksheet must 

be deleted in order for the Excel formulas to properly 

calculate.  To delete blank rows: 

 

1. Select the group of rows to be deleted.  Be sure to 
select the row from the numbered grey row column. 

2. Right-click within the highlighted range of rows. 

3. Select Delete  from the short cut menu. 

4. Excel will delete the entire range of rows and their 
contents, if any. 

 

 

 

 

 

 

 

 
 

 

Excel  

 

 

Menu Bar. The Menu Bar at the top of the screen 
gives you access to different commands that are 
used for such tasks as opening and closing files, 
printing documents, formatting data, and other op-
erations.  

Toolbars.  On the sample window in Figure 15 
(above), there is a row of icon buttons called the 
toolbars immediately below the Menu Bar. There 
are two toolbars that provides quick access to a 
number of the most commonly used Excel features. 
The first bar is the Standard Toolbar ; the second 
is the Formatting Toolbar .  By positioning the 
mouse pointer on a toolbar icon (without clicking), 

Page 15 

referenced via its column name followed by its row 
number. For example, the intersection of row 2 and col-
umn B is cell B2 (as shown in Figure 15). 

 
Figure 15 - The Excel Workbook Window 

 
 
 
 

Excel  
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A Row - runs horizontal on the worksheet.  Each 
row heading begins with a number i.e., 1, 2, 3, 
which is found in the far left hand side of the work-
sheet. 

 

A Column - Columns run from top to bottom on the 
worksheet.  A column heading is identified by the 
letters A, B, C, etc.  

 

A Cell - is the intersection of a row and a column 
and has a unique address or reference. 

 

Active Cell -  The active cell is the currently        
selected cell. A thick border block, called the Cell 
Pointer , surrounds the active cell. Data is entered 
in the active cell. 

Active Sheet - Often a file consists of more than 
one worksheet. Each sheet contains a tab you click 
to move from one sheet to another. You can re-
name sheets to make it easier to remember what 
each one contains. You may do so by double-
clicking the sheet name, e.g., Sheet1, typing a new 
name, and tapping the ENTER key. 

Excel  

a yellow box will appear next to the icon with a brief 
description of that iconôs purpose. 

Formula (or Function) Bar. The Formula Bar      
displays the contents of the active cell or the active 
block. It includes text, numbers, formulas, and func-
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You may need to insert additional rows to your SOC 

worksheet in order to accommodate your departmentôs 

offerings.   To insert a blank row into your worksheet:  
 

1. Move the mouse pointer to the row heading 

where you want to insert the blank row or col-

umn.  The row heading area is the grey area 

where the row numbers are to the left of the 

worksheet.   

2. The mouse pointer will turn to a black arrow 

pointing down the row once you are in the cor-

rect area.  See Figure 25 below.  

 

 

 

 

 

 

3. Click on the row heading.  

 

The row  will highlight.  See Figure 26 below. 

 

Excel  

Inserting  & Deleting Blank Rows 

Insert row 

indicator  

Figure 25- Insert Row  

Figure 26 - Row Insert  

Row highlights to 

indicate selection  
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7. Under the Paste category, Select ñValuesò.  

8. Click OK. 

 

Excel will paste the copied cell contents but not 

over -ride the formatting in the worksheet . 

  

 

Excel  

Figure 24 - Paste Special dialog box  

Paste Values  
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Make a Quick Copy or Duplicate of your  

Entire Worksheet  
 

It is important to make a copy of the SOC work-

sheet template and to work off the copy.  By doing 

this, you will always have a clean copy of the work-

sheet to return to when needed.   
 

To make a complete copy of a worksheet: 
 

1. Single click on the active sheet tab at the bottom 
left of the workbook. 

 
 
 
 
 
 
 

 
 
 

 
 
 

2. While holding the left mouse button down also 
hold the Ctrl key down.   

 

Excel  

Copying a Worksheet 

Active Sheet Tab  

Figure 16 -  Active Worksheet Tab 


