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Guidelines for Online Course Sections

Online courses are courses that are taught completely on the Web. Courses that combine in-
person instruction along with an “online” (Web) delivery mode should be set up as “hybrid”
courses rather than “online”.

Designating a Course with ‘Online’ Status

1. To designate course as a ‘Hybrid’, navigate to: Curriculum Management
>Schedule of Classes >Schedule New Course

2. The ‘Find an Existing Value’ page displays:

Schedule New Course
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Academic Institution: I;, IUWM”-— Q.

Term: I;, I1DGD— Q

Subject Area: IE IW Q

Catalog Nbr: |beains with =|[110

Academic Career: |: j | j
Campus: | begins with = | [uain Q
Description: |beaing with ||

Course ID: | begins with || Q

Course Offering Nbr: |: j | Q

[ Case Sensitive

Search | Clear |Elasic Search Save Search Criteria

Type the appropriate ‘Term’ and ‘Subject’ or click on the < ’magnifying glass’

. Search
to select the value. Type the ‘Catalog Number’ and click on eat
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3. | The ‘Basic Data’ page displays:
m Meetings Enrollment Cnirl ! Cap Wotes LMS Data GL Interface
L = anasa0 Course Offering Nbr: 1
Academic nstitution:  University Wisconsin-Milwaukee
Term: Fall 2006 Undergrad
. Auto Create C t
Subject Area: L&l Sl Infarmation Studies S0 LS SR e |
Catalog Nbr: 110 Intro to Information Science
Class Sections Find |
‘Session: |1 Active Regular Class Nbr: 12641 EI
Academic
— Session
<\ ‘Class Section: |202 'Start/End Date: 090572008 [ |1 211312006 [=1
‘Component: JLEC & Lecture Event ID: 000072976

'Class Type: IEnrnIIment vl
‘Associated Class: I 202
o LUpdate Feel

‘Canmbuss JI*““T ———

. jon: OMLINE Q Online course tauaht via WEB P
<‘ Location: — ! Schedule Print

Course Adminisfrator: | i [ Student Specific Permissions

*Academic Organization: |L&| SCI QU Information Studies

Academic Group: SLIS Schoal of Infarmation Studies I¥ Dynamic Date Calc Required

'Holiday Schedule: |ACAD L ‘OATES MOT USED AD ASTRA TABLE [ Generate Class Mtg Attendance
< ‘Instruction Mode: IWU'\ a Warld Yide Weh > I¥ sync Attendance with Class Mty

‘1 . T [ GL Interface Required
Class Topic
Course Topic ID: I QL I~ Print Topic in Schedule

Equivalent Course Group
Course Equivalent Course Group: ™ override Equivalent Course

Class Equivalen

2] g First El 1-4.° 4 II' Last

C'—ss Attributes Customize | Find | v

‘Course ‘Course Attribute
Attribute Value
IAFFL 0, Affiliation Codes IDISTANCE ,  Distance Learning

ILEVL Q) Course Level IU QU
IOFFC Q) Off-Campus Sectian ISOIS Q) Off-Campus Course-Infa Studies

\EEEI 2, Courses taught on the YWeb IALLONLINE L Fully taught on the YWeb

Class Section Field

Exampl e Class Section: IEEIE

The section number should fall within the ‘200-299’ range.
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Location Field

Example: ‘Location: IONUNE Q Cnline course taught via \WEB

Assign a ‘Location’ of ‘ONLINE’.

Instruction Mode Field

Example: Instruction Mode: IW‘lﬂ Q Winrld YWide Weh

Assign an ‘Instruction Mode’ value of ‘WW’.

Course Attribute Field

IAFFL L Affiliation Codes

Example:

Course Attribute Value Field

Example: IDlST’[‘-NCE C, Distance Learning

» The following three ‘Attributes’ are required on ‘Hybrid’ courses:

WEB = ALL ONLINE
AFFL = DISTANCE
OFFC = (School/College code from drop down menu)

Click on ml when you are finished completing the fields.

Create a Class Note

Click on the ‘Notes’ tab.

The ‘Notes’ page displays:
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Meetings Enrallment Cntrl Re ap LMS Data GL Interface
Course I: 005880 Course Offering Nbr: 1
Academic Institution: University Wisconsin-Milwaukee
Term: Fall 2006 Undergrad
Subject Area: L&ISCI Information Studies
Catalog Nbr: 110 Intra to Infarmation Science
Class Sections Find | Wiew All First Bl 2 o 2 [+ Last
Session: 1 Regular Academic Sesgion  Class Nbrz 12841
Class Section: 202  Component:  Lecture EventIlx 000072976
Find | view Al First 4 1 o 1 [F] Last
‘Sequence Number: |_|1 El
‘Print Location: |Aﬂer 'I [~ Even if Class Not in Schedule
Note Nbr: I2lJD1 Q Special course fee of $990.00 will be the OMLY i’
charge assessed for this lecture. Fee applies to ALL
CORYNOIE | |odents enrolled. Course delivered completely =l
Free Format Text: ;'
Clear Mote | _I

Bl save | =L Return to Search | [=] Mctify |

In the ‘Free Format Text’ field, enter a note to indicate that the course is
taught partially via a ‘technology’ mode:

Examples:

Course with Distance Ed Fee:

‘Distance Ed Delivery Fee of $xxx.xx will be the ONLY
charge assessed for this LEC. This applies to all students
enrolled in addition to tuition/fees for any other classes in
which they are enrolled. Course conducted completely
online.’

Course with per credit Distance Ed Fee:

‘Distance Ed Delivery Fee of $xxx.xx/cr will be assessed for
this section. This applies to all students enrolled in
addition to tuition/fees for any other classes in which they
are enrolled. Course conducted completely online.
Internet/computer access req’d.’

Course with regular tuition and Distance Ed Fee:

‘Add’l special course fee of $xxx.xx will be charged for this
LEC in addition to regular UWM tuition. Conducted
completely online. Internet/computer access req’d.’

Contact your Registration Specialist if you have any questions regarding the setup of Online

courses.
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