Instructions for Completing Course Data Entry (CDE) Form

The following instructions provide details on each field in the Course Data Entry (CDE) site. When a field is not applicable to a specific course, enter N/A or none. All entries should include complete sentences, without abbreviations or misspellings. The department e-mail address and/or course URL may be listed in addition to the text. All fields are required, unless marked as Optional. Avoid using any HTML formatting tags. 

*Are Required Fields
	Step 1 - General Course Information

	[bookmark: 1]Status
	A newly added course has the status of Disabled. Electronic Campus (EC) staff will review the entry to: 
· verify the course has been approved by the State Coordinator;
· verify the entry is accurate and agrees with the institution’s website, and 
· verify the entry has no abbreviations or misspellings.
If the course meets the Electronic Campus requirements, EC staff will change the status to Enabled and the course will be available to student searches. 

	[bookmark: 2]  Archive
	To remove a course from student searches, select "Archive.” This will NOT remove the course from the database, but will remove the course from search activity. If you need to have a course deleted, send an e-mail to idehelp@sreb.org, be sure to include the course record number, course name and the name of your institution. 

	[bookmark: 3]  *   State Approval
	Please indicate if the course has received approval by the State Coordinator.

	[bookmark: 4]   *  Publicly Viewable on
Electronic Campus
	If the course will be generated in student searches on the Electronic Campus and TheTeacherCenter.org websites, Check Yes.

	[bookmark: 5]   *  Publicly Viewable on
State Electronic Campus
	Check Yes if the course should be generated in student searches on your state site. For instance, 
· Online College Oklahoma
· Texas Distance Education or
· Louisiana Electronic Campus. 

	[bookmark: 6] * Full Institution Name
	Please verify the name of the institution and campus or branch as appropriate for the location of the activity. If the name of the institution is not displayed in the drop down list, stop and contact idehelp@sreb.org. 

	[bookmark: 7] * Transitional Page Website
	List the URL of the institution’s transitional web page. If you have questions about transitional page requirements, please review the information provided on the Guidelines page. 

	[bookmark: 8] * Full Course Title
100 characters
  
	Provide the full course title without abbreviations. Course titles with abbreviations or misspellings cannot be enabled. 

	[bookmark: 9] * Course Identification:
Department -10 chars 
Number – 30 chars
Section – 10 chars
	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 or individual offerings. 
· If you are offering courses in multiple primary delivery formats (i.e. by the Internet and by satellite) then you need to enter in the course for each format. Each instance should have a distinct section number.
· If a course is cross-listed with more than one department or course number, list the course for each department. Listing by more than one department allows the student to search by each subject area.

	[bookmark: 10] * Description
5,000 characters 
	Provide the catalog or other approved description for the course. 
· A written course description is required. This course description determines student search results. 
· Listings with incorrect spelling or abbreviations cannot be returned in student searches and therefore will not be enabled. 
· The more information provided in the description, the greater the chance the student will be able to tell if the course meets their needs. 

	[bookmark: 11] * Credits 
	List the number of credits for the specific course and select the appropriate school term the course is offered, e.g. on a semester basis or quarter basis. If the course is not eligible for academic credit, select non-credit. Credits may be entered as whole numbers (3) or decimals (1.5) 

	[bookmark: 12]Enrollment Capacity
Optional
	Complete the maximum number of seats available for all students. 

	[bookmark: 13] * Course Subject 
	This field equates to the search by subject area on the student side. http://nces.ed.gov/pubs2002/cip2000/index.asp. 

	[bookmark: 14] * Course Level 
	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, once for each level. 

	[bookmark: 15] * Primary Delivery 
Format
	Indicate the primary mode of delivery for the course. All courses default to "Internet" mode of delivery. Use the Other field to list a different primary delivery format. Provide details in the Modes of Interaction field (see below). 

	[bookmark: 16] * Course Delivery 
Type
	Check the delivery type for the course from the options that follow: 
· Online (100% online)
· Blended Hybrid. The course blends online and face-to-face delivery. Substantial portion of the content is delivered online, typically uses online discussions, and typically has a reduced number of face-to-face meetings.

Traditional (On campus) courses are not eligible for this initiative. 

	[bookmark: 17]On-Campus 
Requirements
Optional

2,000 characters
	Note any on-campus attendance requirement especially for Blended/Hybrid courses. 

	[bookmark: 18]Modes of
Interaction
Optional

1,000 characters 
	Indicate any additional modes of interaction in the course for student/faculty and student/student communications. Examples include: 
· Chat Room 
· Discussion Board 
· Electronic Conferencing
· E-Mail 
· Online Assignment Submission 
· Postal 
· Video 
· Voice 

	[bookmark: 19] * Course
Prerequisites
5,000 characters
	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)".
· If only the course abbreviation is listed, a link to the course catalog must be included. For example: 
· Eng 123. For additional information on this course visit the course description portion of the course catalog at http://www.yourcoursecatalog.edu

	[bookmark: 20] * Enrollment
Procedures
5,000 characters
	Briefly describe the enrollment procedures for the course, particularly what a student must do prior to registration. For example, list if a student must complete an application and be admitted prior to enrollment, seek a special status or classification through a college of continuing studies or other unit at the institution, etc. A phone number must be included for the office that handles the enrollment of students for this course. It is suggested that details be provided for transient and guest student procedures. 

	[bookmark: 21]Online Registration
	Answer all three questions based upon the specific course. 
· Do students need to be admitted to the institution prior to course registration?
· Can students apply for admission via the Internet?
· Can students register for this course via the Internet?

	[bookmark: 22]Admissions Office
Website
Optional
	List the URL for the Admissions Office that admits online students. 

	[bookmark: 23]Registrar's Office
Website 
Optional
	List the URL for the office that handles registration for this course. 

	[bookmark: 24] * Technical
Requirements and
Resources
5,000 characters
	List any special enrollment issues that a student should know before registration. Include the need for: 
· specialized software or equipment,
· laptop requirements,
· access to a particular network,
· licensure status or requirements.
· high-speed network connections,
· required social media sites (Facebook, Twitter, etc.) 

	[bookmark: 25]* Library Website 
	List the URL for the portion of the library website that services online students. 

	[bookmark: 26]* Bookstore Website 
	List the URL for the portion of the bookstore website that services online students. 

	[bookmark: 27] * Adult Learner
Resources
2,500 characters
	Describe the institution's strategy for providing learning resources and other support services to Adult Learners and accelerated degree course information. 

	[bookmark: 28] * Student Support and Learning Resources
5,000 characters
	Describe the institution's strategy for providing learning resources and other support services to students. Include the following: 
· library access for online students
· bookstore access for online students
· mentoring or advising services 
· specific provisions made for adult students, etc.

	[bookmark: 29]Other Considerations
Optional

5,000 characters 
	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. If an exam proctor is necessary, list the requirement. If your institution offers credit by examination, please note this information here. 

	Continue to Step 2 
	Use this button to save course information, proceed to Step 2, and enter in term and tuition information. 

	Save As A New Course 
	If you are editing a course, you may use this button to save your edits as a new course and go on to Step 2 to enter in term and tuition information. This takes the place of having to enter in a new course record from scratch. 

	Reset 
	Use this button to remove all previously entered data in the fields on this CDE form (new empty fresh form). Your changes will not be saved, but you will remain in the form. 

	Cancel 
	When editing, use Cancel to drop the edits (not save) and proceed to step 3 (i.e., Oops I did not mean to add a term). This brings you back all the way out of the form. 

	
Step 2 - Add Term and Tuition Information

	[bookmark: 30]Term 
	Select the Term and year from the drop down lists for which this course should be listed. If a student may start a course at any time during the year, (it is not tied to a specific term), then check the box labeled Term has no specified start and end dates. If the course has specific start and end, dates leave this box blank. 

	[bookmark: 31]Dates 
	Enter the course start and completion dates and the registration deadline date. Students are able to search for courses by dates. It is important that students have accurate information to make decisions about course participation. Please use month/day/year format. (For example, 09/09/2012.) 

	[bookmark: 32]Census Dates
Optional 
	If your institution is tracking course enrollment data, indicate how many days into the course the census will be taken. You will be able to use the Edit function to enter the census data, additional information can be found on the Census Information Page. Otherwise, leave as 0. 

	[bookmark: 33]Course Cost 
	List the tuition, fees and material charges that will apply to a student enrolling in this course, use the TOTAL course amounts and not a per-credit-hour charge. For example, if tuition is $150 per credit hour and it is a three-hour course, please show tuition as $450. If your institution uses out-of-district tuition this information is entered in addition to in-state and out-of-state information. Courses must have either in-state AND out-of-state tuition and fees, OR electronic rate tuition and fees.

Electronic Rate: If the in-state AND out-of-state charges are the same, check the electronic rate (e-rate) box.

	[bookmark: 34]Additional Cost Information
Optional
1,000 characters 
	Please provide additional information related to tuition, fees and materials for the course. Included tuition classification information, course materials to include textbooks and required software, etc., for a student enrolling in the course. 

	Save and Review 
	If you have completed adding terms, use this button save the term information and review entire course entry. 

	Save and Add Another Term 
	Use this button to add additional terms to the course record. 

	Continue to Step 3
	If you have completed adding terms, use this button to save the term information and review entire course record.

	Reset 
	Use this button to clear all the data in the fields on this CDE Terms and Tuition form (generates a new empty form and deletes all current information). 

	Cancel 
	When editing, use Cancel to drop the data (not save) and proceed to step 3 (i.e., Oops I did not mean to add a term). 

	Step 3 - Review Course Information

	General Instructions 
	Your entry has been saved. Review the course information. If you need to change any information, check “Edit this information” or check “Add Terms” to add terms to this course record. Course and term information can be adjusted at any time by using the “Edit” function. 

	Submit
	Entry is complete.

	Add Another Term
	Add another term to this course record



For questions, comments or help, e-mail idehelp@sreb.org, include the name of the institution, any specific details or error message. 
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