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5. Under theCourses main tab, select theBook Entry sub-tab.
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8. TheCourse Selected pane will give a full description of the course, including Term,
Instructor, CRl, SubjectSubject Number, and Section.

9. TheAll Courses Taught pane lists all courses that the Instructor teaches, with the currently
selected course on top.

10.TheCourse Attributes pane will allow you to select whether the selected course uses
clickers and whether or not a book is required. Selectivigs'or “Nao’ will automatically
update the class to reflect these changes.
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11.TheAdd Books pane presents you with the options to add a new book. After filling in the
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12. TheCourse Materials pane on the rightside of the page allows for any required
miscellaneous items (such as a calculator, portfolio, etc.) to be added to the course as a list
of materials. Like thAdd Books pane, theCourse Materials pane allows for the materials
to be added to the selected course with the “Add Materials
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13. At the bottom of the page there are thrgeanes that summarize books and materials
already added to the course: Books AddeBooks Rolled to Next Term, and Materials
Added.

14.The first paneBooks Added, lists the books assigned to the selected cotinse are
currently Active Thesebooks can be edited by clicking on their respective “Edit” button.

Inactive books that are assigned to the selected course can be seenkirygctiee “View
Inactive” button, which makes thi@active Books pane appear.Inactive Books are
otherwise hidden from view, but their data still exists within the application.
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15.By clicking on a book’s “Edit” button, the screen will show two new pasptate Books
andRoll Book to Future Course(s). The Update Bookgpanewill allow you to change any
fields that were entered on the Add Booksane (see Step 11)The Update Bookgane
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17.1f you are a departmerttead or deanyou have access to the Mass Entry tabhis isa sub
tab locatedunder theCourses main tab (see Step 4).

While theBook Entry tab allows for an instructor to add boskand material$o one or
more of their courses, thiass Entry tab will allowa department head or dean to add
books and materials to all course secti@is specific Term, Subject, and Course Number.
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18. After clicking on the Mass Entry tabyou will be taken to a page much like the course
details page described in St&p
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19.Under the Course Informationpane, you can specify a group of caisectiondy
selecting their Term, Subject, and Course Nunibehat order. This will show the affected
courses in th€ourses That Will Be Updated pane. You will only be able to see courses
that belong to your department-er college, if you are a dean.
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