Electronic Campus File Transfer Instructions - Courses
It is possible to provide Electronic Campus staff courses and programs in an electronic format as an Excel file transfer instead of using the EC web interface. Files may be sent from individual colleges and universities, an organization, or from a state agency. 

Meeting the following conditions (policy and formatting) will speed up the processing of the file. 
· Approval forms from the State Coordinator need to be on file with EC staff– prior to the course being included as part of a bulk upload. 
· Each college or university submitting courses must have an Electronic Campus coordinator with an active EC account. 
· Colleges and universities must have an approved EC transitional page residing on their server. 
· College and university EC coordinators agree to make any necessary edits (if required) via the EC web interface. SREB will not accept courses from colleges and universities who do not make required edits for two consecutive feeds. 
· The attached documents include information regarding field content and the size of the field. 

Two tables of data are required for each approved course. Data must be transmitted electronically in separate Excel spreadsheets (in the same workbook is acceptable): one for the course data (Courses) and one for the each semester’s course offering data (CourseOfferings). All required field information must be provided for feed to be accepted. 
Courses Table
Course information must be provided in the format and order as specified by the course table information provided. Prior to data submission, EC staff will provide the corresponding ID’s for Institutions, Institution Contacts, upon request. 
The CourseID must have a sequential unique identifier ID number. This is necessary to enable staff to link-up the course offerings (CourseID) to the respective courses. Any provided IDs will be replaced by Electronic Campus IDs when uploaded. 
The “Approved” field is defaulted to TRUE. This indicates courses have approval by the state coordinator for listing on the Electronic Campus. 
The “Enabled” field is defaulted to FALSE. 
The “Publicly” field is defaulted to TRUE. If a course is not to be publicly available, set field to FALSE and be sure to mention this with the field submission. If the course is to be viewable only to residents of a specific state, the State field should be set to TRUE. If the institution is submitting course information only for tracking census data – and the course will NOT be viewable to students in any state, the field should be set to FALSE. 
CourseOffering Table
This table contains the specifics for when a course is being offered. It is a many to one table, where many course offerings can be related to a single course. In order to match these up when uploaded, we require the sequential identifiers in the Courses table (Each of these records in the courseoffering table must have this same sequential identifier tying it back to the course (CourseID). 
If data for more than one term is provided, it is necessary to separate the data being offered by term (Fall 20xx, Spring 20xx, Summer 20xx) on separate courseoffering spreadsheets for the data feed. Otherwise, this information cannot be uploaded 

Common Errors 
The most common mistakes that can delay data uploads include: 
· Missing data: If you do not have an InstitutionID, Coordinator or StateID codes etc, obtain this from EC Staff before submitting the spreadsheet. Send an e-mail to idehelp@sreb.org for this information. 
· Missing or incorrect Transitional page URLs: URLs must point to the EC Transition page on the institution’s Website. Do input the institution’s homepage URL or Distance Learning homepage URL unless it meets the transitional page requirements. URLs MUST begin with ‘http://’. 
· Incomplete data fields. Complete sentences are required. If the field does not apply to a specific institution or course, complete the field using N/A (not applicable) or None. The field requirements for file transfer uploads are the same as the web interface requirements. 
· Incomplete CourseOffering data: there must be either a date, or a noting that the date is open for the course beginning, ending, and enrollment ending. 
· Random or useless IDs: Unless there is a 1:1 relationship between Courses and CourseOffering, some form of sequential numbering needs to be provided to link the two data sets together. If it is a 1:1 relationship for records, then make sure the linking ID is there, though it is not required that they be sequential. 
· Incorrect Classification of Instruction Program s (CIP) Codes: CIP codes take the form of ##.##.## and the first two sets of double digits are used (XXXX). The full list of CIP codes is available at http://nces.ed.gov/ipeds/cipcode/default.aspx?y=55 
· Note: Be sure to spell check all text fields in order to remove all abbreviations (except for course department) and misspellings prior to upload. 

Field Information 
Further explanation about the kind of data sought for the data fields is listed below. The complete field requirements are detailed on the Guidelines page, but the items below provide a sample of the information required 
· CourseDept, CourseNo, SectionNo: text boxes under Course Identification on the Web. Provide the course prefix, course number and section (if used) as listed in your institutional catalog or course inventory (e.g., ENGL 102 S101, MGT 5012). It is not necessary to fill in all three boxes, but many institutions use section numbers to help track enrollment. If you are offering courses in multiple primary delivery formats (i.e. by the Internet and satellite), you need to enter the course for each format. If a course is cross-listed with more than one department or course number, list the course for each department, course number and/or section number. 
· CourseTitle: Provide the full course title without abbreviations and with correct spellings. Listings with incorrect spelling or abbreviations will NOT be generated in student searches and therefore will not be activated. 
· CourseDescription: Provide the catalog or other approved description for the course. The greater the detailed description, the greater the chance the student will be able to tell if it is the course for which they are searching. This course description determines student search results. Listings with incorrect spelling or abbreviations will NOT be generated in student searches and therefore will not be activated. In addition to text information, you may list a department e-mail address. Unless it is a field asking only for the URL, include a text explanation with the URL.
· CoursePrereqs: Prerequisites— Indicate the background or experiences that a prospective student should possess to enroll in the course. List specific course(s) by title, or provide a brief description of the required background. For example, a cost accounting course may have as a prerequisite statement "background in the fundamentals of accounting, accounting experience”. A Spanish literature course might state "reading and writing proficiency in Spanish (coursework at the intermediate level or above)”. Do not list only the course abbreviation; be sure to include the course titles as students outside your institution will not know what 
Tuition Information 
There is space to include four different types of tuition charges based upon the institution’s practices. The institution may charge different tuition and fee amounts for courses within an institution. 
· If in-state and out-of-state rates are used (TuitionIS, GSFIS, TuitionOS, GSFOS): DO NOT use the electronic rate fields (TuitionE, GSFE). Make sure both Tuition and fees are filled in. 
· If in-state and out-of-state tuition and fee rates are the same: use electronic rate(e-rate) (TuitionE, GSFE). 
· If the e-rate field is used (TuitionE, GSFE): DO NOT use in-state and out-of-state fields (TuitionIS, GSFIS, TuitionOS, GSFOS). 
· If out-of-district rates are used (TuitionD, GSFD): Be sure the in-state and out-of-state rates are completed (TuitionIS, GSFIS, TuitionOS, GSFOS). 


Courses Table: Field Names and Requirements (General)
	CourseID
	Matches record on Course Offerings File

	CourseExtID
	Leave blank

	ContactID
	Provided by EC Staff

	InstitutionID
	Provided by EC Staff

	CIPChoiceID
	This field equates to the search by subject area on the student side. If you do not know the institution's CIP code for the course, see http://nces.ed.gov/ipeds/cipcode/default.aspx?y=55

	StateChoiceID
	Provided by EC Staff

	DeliveryID
	1=Internet and 2=Blended

	Status
	EC Staff Use

	Approved
	Indicate if the course has received approval by the State Coordinator. 

	Archive
	EC Staff Use

	Publicly
	If the course will be generated in student searches on the Electronic Campus and TheTeacherCenter.org websites, check Yes. 

	StatePublicly
	Check Yes, if the course should be generated in student searches on your state's specific Electronic Campus site, if applicable. 

	Blank
	EC Staff Use

	URL
	Institutional Transitional Page URL

	CourseTitle
	Title of the Course

	CourseDept
	Course Department Abbreviation

	CourseNo
	Course Number

	SectionNo
	Course Section Number

	CourseDescription
	Course Description

	ForCredit
	TRUE

	Credits
	List the number of credits for the specific course. Credits may be entered as whole numbers (3) or decimals (1.5) 

	CreditType
	S = semester basis and Q = quarter basis.

	EnrollCapacity
	The maximum number of seats available for all students

	CourseLevel
	Mark the appropriate level (undergraduate or graduate) of the course. If the course can be taken for undergraduate and/or graduate credit, enter the course twice, one for each level. 

	FormatChoiceID
	Internet = 9  Contact EC staff if not Internet

	FormatChoiceOther
	

	OnCampusRequirements
	Note any on-campus attendance requirement especially for Blended/Hybrid courses.

	ModesOfInteraction
	Indicate any additional modes of interaction in the course for student/faculty and student/student communications 

	CoursePrereqs
	Indicate the background or experiences that a prospective student should possess to enroll in the course. 

	EnrollProcedure
	Briefly describe the enrollment procedures for the course 

	Admitted
	Do students need to be admitted to the institution prior to course registration? 

	AdmissInternet
	Can students apply for admission via the Internet?

	RegInternet
	Can students register for this course via the Internet?

	AdmissionsURL
	List the URL for the Admissions Office that admits online students 

	RegistrarURL
	List the URL for the office that handles registration for this course. 

	TechRequirements
	List any special enrollment issues that a student should know before registration 

	LibraryURL
	List the URL for the portion of the library website that services online students. 

	BookstoreURL
	List the URL for the portion of the bookstore website that services online students. 

	AdultLearner
	Describe the institution's strategy for providing learning resources and other support services to Adult Learners and accelerated degree course information 

	SupportResources
	Describe the institution's strategy for providing learning resources and other support services to students 

	OtherConsiderations
	Please use this block to list any other considerations that would be instructive or helpful to a student in determining whether to enroll in this course including: if exam proctor is necessary, CLEP opportunities, etc. 

	InputDate
	Date submitted

	DateEdited
	Leave blank

	IP
	Leave blank

	BulkUpload
	TRUE

	ActivationDate
	Leave blank

	ActivationBy
	Leave blank

	ActivationComment
	Leave blank

	CourseComment
	Leave blank

	StatusComment
	Leave blank

	StatusInitials
	Leave blank

	StatusDate
	Leave blank

	CreatedOn
	Leave blank


	ModifiedOn
	Leave blank



Note: Be sure to spell check all text fields in order to remove all abbreviations (except for course department) and misspellings prior to upload. 



CourseOfferings Table: Field Names and Requirements (General)
	EC2011
	Sample

	CourseOfferingID
	Leave blank

	CourseOfferingExtID
	Leave blank

	CourseID
	Matches CourseID

	EnrollEnd
	Last Date of Enrollment

	EnrollEndOpen
	Open Course (defaults to False)

	CourseStart
	Date Course Starts

	CSOpen
	Open Course (defaults to False)

	CourseEnd
	Date Course Ends

	CEOpen
	Open Course (defaults to False)

	Offered
	Course is Offered (defaults to True)

	SchoolTerm
	Term Course is Offered

	TermYear
	Term Year Course is Offered

	TermChoiceID
	Term Choice ID (Obtain from EC staff)

	TuitionIS
	In-State Tuition Rate for course

	GSFIS
	In-State Fee Rate for course

	TuitionOS
	Out-of-State Tuition Rate for Course

	GSFOS
	Out-of-State Fee Rate for Course

	TuitionE
	e-Rate Tuition for Course

	GSFE
	e-Rate Fee for Course

	TuitionD
	Out-of-District Tuition Rate for Course

	GSFD
	Out-of-District Fee Rate for Course

	Materials
	Average Cost of Materials for Course

	AdditionalCostInfo
	Any Additional Course Cost Information

	DTS
	Date Submitted

	CensusDate
	Leave blank

	CensusEnroll
	Leave blank

	CensusEnd
	Leave blank

	CreatedOn
	Leave blank

	ModifiedOn
	Leave blank



For detailed field requirements, review the document “Instructions for Completing Course Data Entry (CDE) Form”
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