Business Information Services
bishelp@sussex.ac.uk

SSTU0081 — Course Maintenance University of Sussex

Use this screen to select the course you wish to work with or to add a new course.
To select an existing course

Enter either the Course Code or the course title. (To select a course with a particular word or string in its
title place a % in front of and after the word being searched for.)

Or you can select courses for a particular school or department, and use other criteria — levels, course
type, course timing, course status, number of credits.

Click on Find. A list of matching courses is displayed. Move the cursor to the course required and click

on the Course Title to access course details. If only one match is found that course will be opened
directly.

To enter a new course

If a new course is to be entered click on New Course and a blank course screen will be opened ready to
be completed.

To search again first press Clear

| Enter/select retrieval criteria

E%Susseu Administrative Systems

Tasks Edit Window Help

[ Exclude Withdrawn

UG or PG Level - New Course |

School: IAH Schoaols |4 ’j y Course Type j
Department: |AH Diepartments lﬂ Any Course Timing j Clear |
Code: [03% |Any Course Status j

Title: | Credits: | Level: - Eind ]"

Click once on the Course Title to view further details . .

Code Course Title Start End Department Status Le C“Ck Find to
@302 |Reading in the We 01-0CT-2006 ENGLISH conFRmED 1| Fetrieve courses
3003 Special Author: Dicken 01-DCT-2006 EMGLISH COMFIRMED 3 =T

Q3004 Maodern and Postmodern\Drama 01-0CT-2006 ENGLISH COMFIRMED 2

23005 Mowel and Nation 01-0CT-2006 EMGLIEH CONFIRMED 3

23005 Sexual Diff: Women & Writi 01-0OCT-2006 EMGLIEH CONFIRMED 3

Q3007 Creative Drama 1: Performande & Postr 01-0CT-2006 ENGLISH COMFIRMED 2

3008 Creative Drama 2: Devising Perigrmanc 01-OCT-2006 EMGLISH COMFIRMED 2

23010 Writing and the Great War 01-0CT-2006 EMGLIEH CONFIRMED 2

@301 European Cinema 01-0CT-2006 EMGLIEH CONFIRMED 3

23012 Lyric Poetry 01-0CT-2005 EMGLIEH CONFIRMED 2 =]

Exit |
|Click once on course title far futher details.

|Record: 11132 [ \ \ |<0gc= [

Click Course Title to
access course details
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Course Details - new course

1. Enter the course details.The FullTitle will be copied to the Short Title. Where the Full Title is too long

it will be truncated and manual editing will be required.

Enter the unique course Code

Select the owning Department of the course

Enter the number of Credits (although an optional field, to update it on a CONFIRMED course

requires a New Version)

Select Level

Select the Term(s) of Teaching

Select the course Type — this defaults to Programme — indicating that the course is a Curriculum

one, and can be attached to a Programme. The course Type cannot subsequently be changed.

8. For new courses: the From Date (start date of the course) defaults to 01-OCT-yyyy where yyyy is the
current academic year. The date can be changed.

9. Remove the tick in the V&E box if the course is not to be made available to Visiting and Exchange
students

pON

No o

& sussex Administrative Systems - ol x|

Tasks Edit Window Help

aintenance Nicola

Course Details
Full Title: [The Art of Laoking Busy Cods: |BISO01
Short Title: [The Art of Looking Busy] Department: [CHEMISTRY =]
Credits: |33 Lewel: |1 = Term(s) of Teaching: |SPRISUM j Type |Prugramme j
From Date: |01-0CT-2007  Closure Date: Status: DRAFT VEE: W
Detail | Wethod | History | Programmes | Contacts | Texts | Assessment | Assocs | Open CDurSESI
Course Abbreviation Iin Mo of Students:
Contact Hours per week Estimated Size: 1]
Study Time per week
JACS Code = M

Alternative Subject Area | LI New Version |
(for publication)
Reading List Key Sponsorship |

Comments: |

Add | Delete | Qccurrences Save | Back

|Recard: 111 Nl o | [<ose>

Click on Save to add new course to the database and, subsequently, to save any changes made.

For new courses the Status is set to DRAFT.
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Course Details - update and delete

All course details — barring Type — can be changed while course is in DRAFT mode unless data has
been attached to the course e.g. occurrences, student data.

You can Delete a course if no data is attached to it.

Course Details - Details tab

g
Tasks Edit Window Help
¥ra SSTUO0ST Cour:
Course Details
Full Title: (eEer N Code: [CE002
Short Title: [Reading in the YWest Department: [ENGLISH &
Credits: [12 Level |1 - Term(s) of Teaching IAUTUMN =] Type Ingrammg |
Fram Date: |01-0CcT-2005  Closure Date: | Status: CONFIRMED YRE: W
Detail | Method I Histary I Programimes I Contacts I Texts I Assessment | ASE0CE |Open Coursasl
Course Abbreviation: | Ifin Mo of Students:
Contact Hours: |2 perweek Estirnated Size: 240
Study Time: | 10.00 perweek
JACS Code: [C300 | #| English studies M

Alternative Subject Area:

New Version |
(for publication)
Reading List Key: |6933 Sponsorship |

Comments: |

Add | Delete | Occurrences | Save | Back |

|1

|Recard: 1/ ] . | |<o8c-

Enter the number of Contact Hours per week and the Study Time (NB the number of contact hours
added to the number of hours study time should equal the credit for the course divided by 10).

The Estimated Size field is derived from data input via the ‘Method’ tab.

New Version

New versions of courses need to get created when a significant piece of data has been altered — e.g. the
terms of teaching, assessments.

For new versions of courses the Start Date defaults to the Closure Date + 1 of the previous version and
the status is set to DRAFT.

There is now a validation when a course end date is entered, to warn that the course will be
disassociated with programmes; these courses will then be archived

& Thig course will he disassociated from 27 programimes.
Do you wish to continue?

Yes
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Occurrences
JI=IE|

Tasks Edit Window Help

— Course Details

BIS001 How to become an Airline Pilot in 3 days Calendar Type: UGYR

Course Start Date: 01-0CT-2007 End Date

— Course Occurrences

Curtence
Calendar Type . of Students

Calendar Type: UGYR

Select Occurrence:

UGYROBMDD
Cancel | 0K |

add | Delete | Relink save | Back |

| I

|Recard 11 [ | [ [ELENS [

An Occurrence indicates that the course is going to run / has run for the selected academic year. Many
occurrences are system-generated. Once an occurrence exists details of the course can become
viewable via the web.

You will not be able to delete an occurrence if students have been attached to it.

Method tab
A Sussex Administrative Systems - E|| X|
2|

Tasks Edit Window Help

arted 15-FEB-2

Course Details

Full Title: [Reading in the West Coder 03002
Short Title: [Reading in the West Department: [ENGLISH &
Credits: |12 Level |1 vI Term(s) of Teaching: |AUTUMN =l Type IPrUgrammg =l
From Date: [01-0CT-2006 @ Closure Date | Status: COMFIRMED WEE W
Detail Method | History | Progammes | Comtacts | Texts | mssessment | mssocs | openCourses |

Estimated Size: I_M
3 4 El B 7 8 9 10

Term [sUTUMN =] Method [SEMINAR 2| A F'attem |_|_|_|_|_|_|_|_|_|_
Duration(faurs) |1 vl Comments [raom . hax lﬁ Mo of Groups l_

Dept Owen Room [7 ar Room Type IGTS Seminar Room ﬂ Metwork [T Projector [ FC = Twivideo [T

4 5 & 7 & a 10

Term [AUTUMN =] Method [CECTURE il Al |_ pa“em l_ l_ |_|_ l_ l_ |_|_ l_ l_

Duration(hours) |1 vl Comments |the 1-| hlax Mo of Groups l_
Dept Own Room [7 ar Room Type IGTS Lecture Theatre J Metwork [ Projector [ PC [ Twhvideo [T —
Add | Delete | Save | Back |
\ |
|Record: 111 ] | [ |<05c= |

All field: Enter the number of sessions per week in this field then tab or enter — the number you entered
will then be copied to each of the boxes in the Week pattern 1-10. You can then edit the values in the
boxes if different numbers of groups are required in some of the weeks.

Max field: Enter the maximum group size for the specified teaching methods. It is defaulted to the
‘Estimated Size’ for lectures, but can be specified for all other teaching method types. This number will
be used to divide the ‘Estimated Size’ to give the ‘No. of Groups’

Click Save.
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History tab

& Sussex Administrative Systems

Tasks Edit Window Help

Dretail I Method History | Programimes | Cortacts I Texts I Agsessment I

Effective Fram Effective Ta Course Status Active  Last changed
[25-FEB-2008 00:00 DRAFT 2| Yes 25FEB-2008 JANEM
[28-FEB-2008 00:00 CONFIRMED B

+

*]

x|

]

*]

&

Add | Delete | Update Active e

= =]
=
Azzocs | Cpen Coursesl
Comments
1=
=]
Back | =

4

‘FRM-4D4DD. Tragactmn complete: 1 records applied and saved

Record 2z~ \ | | o | l<05C>
\

Click Add to create a new status row.

You should add a new entry in this History every time the status of the course changes.

The Effective From and Course Status fields must be entered.

A Course Status becomes active via two methods:

- by clicking on the ‘Update Active’ button and a row exists where the Effective From date is less than or
equal to today’s date, or by the system when an Effective From date is reached.

The Active field shows which row contains the active status of the course (which will match the Status

field in the Course Details section above).

Double click on the Comments box to invoke the text editor. This is a free flowing text field. This field is
extremely useful in recording what you have done to the database. This ensures a proper audit record.

Page 5 of 6



Programmes tab

This tab lists all the programmes to which this version of the course is attached.

By default it excludes Withdrawn programmes from Syllabus list. You can include withdrawn

programmes by amending the list of values

& Sussex Administrative Systems
Tasks Edit Window Help

Course Details
Full Title |Concepts in International Relations Code: |L2004
Short Title: [Concepts in Interational Relations Department. [INTERNATIONAL RELATIONS il
Credits: |18 Level: |1 = Termi(s) of Teaching |SPHfSUM j Type Ingramme j
From Date: [01-0CT-2005  Closure Date: [30-SEP-2007 Status: WITHDRAWN VERE:
Detail | Method | History Programmes | Cortacts | Texts | Assessment | A330C5 | Open Courses |
IAII Years T IAII Programimes ‘I |Excude Withdrawn Programmes ﬂ
Year  Prog Code Per MoA AcYr o Syllabus Aweard Title Departrnent
2008 L20010 1 FT 0BAO7 Core Intermational Relations INTERNATIONAL RELATIONE &
2008 L2R1TIU FT 0807 Core International Relations with French INTERNATIONAL RELATIONS

INTERNATIONAL RELATIONE
INTERNATIONAL RELATIONE
INTERNATIONAL RELATIONE
ECONOMICS

FOLITICS

2006 [ZR21U FT 0607 Core
2006 [2R31U FT 0607 Core

1

1 International Relations with German
1

20068 L2R4IU 1 FT 0BMO7 Core

1

1

1

1

International Relations with Ralian
International Relations with Spanish
Economics and International Relations
Politics and International Relations

2006 LL1Z1U FT 0BM7 Core
2006 L=z FT 0BM7 Core
2006 LL23zuy FT 0607 Core International Relations and Sociology INTERNATIONAL RELATIONE

2006 LL2a1U FT 0807 Core Intermational Relations and Anthropology INTERNATIONAL RELATIONE =l

Archive Save | Back |
\ I

|Recard: 1/31 [ [ |=05¢c-

If any programmes have been archived (ie disassociated with the course) you can view archived

records by clicking on the Archive button

You can click on the Programme Code to view the syllabus details.

£ Sussex Administrative Systems =|0] x|

Tasks Edit Window Help

Course Details
Full Title: IRace, Ethnicity and Nationalism Code: W
Short Title: IR‘aEE, Ethnicity and Nationalism Departmant: IDE\/ELOPMENT STUDIES - CDE ﬂ
Credits IF Level m Termis) of Teaching ISPR,’SUM j Type IF‘rogramme j
From Date: [11-0CT-2007 | Closure Date: [ | Status: COMFIRMED VRE: @

— Syllabus Detail
Programme Year: 2007 CONFIRMED
Programme Code: FE002U Environmental Science with Development Studies
Programme Patiod: 1 LUGYRO7/08 (01-0CT-07 to 20-JUN-08)
Programme Element: MINOR DEVELOPMENT STUDIES - CDE Crwiner; SOCCUL
Syllabus Rule: 1C 1 from this group
Pass Mark:

Cormments:

View Programme | Back |

| I

|Recard: 11 [ [ [ |z0sc= |

From the syllabus details you can view the Programme details by clicking ‘View Programme’
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