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Agenda

This session discusses administering courses and pathways.

1. Entering Course Records

2. Entering Pathway Records and Assigning Fees, Courses, Requisites & Instructors
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Pathway

N Required
Courses Schedules Pricing Instructors
Documents

Enrollments
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courses

The course is the building block for all
training activifies.

oA chademix Training Guide

|dentifies the core deliverable for
state/federal and other accrediting
agencies, as well as for transcripts

Defines the topic of study covered in the
curriculum

Establishes the hours of instruction
requirement

Allows for default settings
Provides public information

Title:

Description:

Status:

OCAS Code:

Credit Hours:

5td. Gender:

Maximum Seats:

Publish to public
farm

Versiom

CIP Code:

S0C Code:

Course Mote:

C/DC Electrical Systems

This course introduces the fundamental concepts of and computations
related to DC/AC electricity, Emphasis is placed on DC/AC circuits,
components, operation oftest equipment; and other related topics. Upon
completion, students should be able to construct, verify, and analyze
simple DC/ALC circuits.

DO NOT DELETE!

Just change the Status

| Active »|  Clock Hours: | 2000 |
| | Course Code: | ACDC20 |
| 025 | Grade Pt Reg: | 0 |
| Not Specific |  General Ed. Course: ™

25 | Minimum Seats: |5 |
r MIS Code: | 4703 |
| | Category: | Trade Technical and = |
470101 - Electronics = Publish Type | |

Impaorted Data, Pre-AX
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courses (continued)

There are a number of data fields associated with a course record, though many may
actually be hidden if they are not required. Below is a discussion on some of the most
common data elements.

Title: The Course Title is shown anywhere the course is referenced, thus is also the “public” title, therefore it is important to use
the official verbiage.

Course Code: The Course Code is simply a reference to this course and used usually for internal purposes. It is important to
note that a year (or any time related information) NOT be associated to the course.

Clock Hours: It is very IMPORTANT to enter the Clock Hours for any course that is to be part of a Career Major. This represents
the hours that the student is awarded upon successful completion of this specific course.

Description: This is a brief, or otherwise, description of the course. This is used when publishing the course to the online
registration system, thus only needs entered at that time.

Max & Min Seats: The seat count thresholds are used to help make decisions regarding whether a class will make or should be
split into two sections. This helps with automatic “wait lists” for on-line enrollments.

Status: The status allows this course to be available for creating new classes (sections in which to offer the course). This will
need to remain “Active” until it no longer will be offered (thus retired from the catalog). NEVER DELETE a course once it has
been offered even one time.

Publish Online: This is a checkbox that, when selected, will allow this course and all of its available classes to be shown online.
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Title: C/DC Electrical Systems |

Add Mew C

Create a New

Enter Course Codh

Description: This course introduces the fundam gats of and computations
related to DC/AC electricity. Eg Be sure 1.0 use CleCIr

components, operation ofteg

LRl - course fitles, as these will

CO urse Choose Add | ——— simple DE/AC cireuts. be available on student
New Course transcripts, as well as
BASICS - online.
1. Navigate to the Course : Status: |Active »|  Clock Hours: | 2000 |
Module
OCAS Code: | | Course Code: | AcDC20 |
Seorch.for the Course to = ) Credit Hours: 025 | GradePtRea: |0 |
ensure it doesn’t already
2 Std. Gender: | Mot Specific - | General Ed. Course: [
exist
Maximum Seats: |25 | Minimum Seats: | 5 |
In the Ribbon, click on “Add Publish to public
’ orm MIS Code: | 4703 |
New Course
Version: | | Category: |Trade, Technical and "|
In the DeTO," Pcmel,.en’rer fhe CIP Code: 470101 - Electronics ™| Publish Type | |
necessary information to
define this Course = SOC Code: | |
Caurse Mote: Imported Data, Pre-AX
Save
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Programs & Pathways

The Pathway in Achademix is
simply a collection of courses that
a stfudent must complete in order

lolfees Integrated Virtual

to obtain the program’s outcome, - . - el _ Clen

such as a certificate.
Instructors N[elii

The student completes the . — - - -
Pathway by enrolling in a Pathway, Pathway Pricing Services

which can be further configured to SEEEEEEED) —— _
meet specific occupationadl Required
requirements. Documents

Requisites

‘Assessmen’r
Testing

_ R Assessment
Thresholds
Schedules —
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PrOgra mS & PathWayS (Courses & Transcripts)

Gradebook Course

Course Assignments Student Transcripts

Group Activities

* All course assignments * When integrated courses * All enrollments for any
are automatically are completed by a Pathway Courses are
added to the grade student, course grades and made available when
book the associated hours are printing a transcript.

*|f the course is transferred to the class
infegrated, then enrollment record and is )
enrolled students are marked “completed”.
auto enrolled in the
matching virtual class

- Y, - J

It is IMPORTANT to make sure that all integrated course assignments have been completed before the
cohort begins class (i.e. before the start date of the program). If they are added afterwards, the
student will not be enrolled into the proper virtual class.
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Pathway Title Medical Assistant |

( re ate a N eW Description The goals of the Medical Assistant/Medical Administrative Assistant pro Testin'g / Prerquisites
are:
Requisite Enroll Status Min
Student/graduate has skills adequate to function as an entry level Medid & workKeys- Applied Mathematics | Pending _
Assistant or Medical Administrative Assistant Program. ’
W y Cturant/nracinate romnetently ascists the mbesician
Pathway Code | MA | Outcome Certificate Fenuired Docum
BAS'CS Hours Reguired |BDDDD | Maximum Seats 0 LEELETTEE _ Enrollment Status: | = |
- . BCLBackground Ched
. Billing Foint | <None> = |  BlindBilling % Confidentiality Form Additional Settings:
1.  Navigate to the Pathway — . % Drug Screen (Initial)
Module ol 510801 - Medical/Clini = | Version e e Student Type: |(Not Selected) 2
Status |Open for Enroliment V| Use Ax Attendance [» # FBI Background Check [~ Requires Expiration Date
Select “Add PGThWOY” o 7 e r ® prat‘tiswaff"‘atf"” EI Default # of days out till expiration.
# High School Transcript/GED
Q Liakility I Fa Initial Alert Lt I_
Choose the Program for which oeadeToe o gy Setto “O " : QEM;?M:ZT " ,—m I: .et :em
this Pathway should be assigned Note erio ~vpen : scolate Alert e
# Professional Reference #1
. When reda dy TO # Professional Reference £2 El # of Days till doc. is considered
In the Detail Panel, enter the Occepf enrollments % TB2-Step Vaccination delequent after this student
y . . status is set
POThWOy S IﬂfOI’mOTIOﬂ Oﬂd SOVG R RRRRERBSBBESEBBEBEEDPBEEERDRDRDRDRDDE # Tetanus Booster (Tdap) Vaccination .
# Varicella Vaccination Status Blocking: o

Choose the Courses Session and Coordinator | adnorztons | e [ =
add additional Courses noft " 1 e—r—— )
assigned at the Program level

[~ Enable Student Motification
[” Disable Alert Notifications
[~ Disable Tracking

Choose the Reg/Docs Session
and assign the proper
Assessment thresholds and
Required Documents to this
Pathway

El # of days the document is

Category Attend Hrs.  Credit Hrs. considered valid after it is received.
COS100 Sanitation & Bacteriology Cosmetology O 30.00 |_ Invalidate the received document if students
CO5110 Scalp Care Cosmetalogy 0 30,00 enroliment status is no longer current.
CO5120 Hair Technigques Cosmetology 0 30.00
COS130 Manicurin|

Course GP Required Intermal
- COS10D Sanitation & Bacteri
C0S5150 Salon Opyg | CO5110 Scalp Care

COS160 Casmetoll. o150 Hair Techniques
COS200 Cosmetol |

COS5140 Skin Care

Choose the Instructor Session
and assign the instructor(s) to this
Pathway

COS130 Manicuring

COS210 Cosmetolf | COS140 Skin Care

] R &R KRR R R R

=9- C0S150 Salon Operation and Communications

Choose the Pricing Session and
assign the proper fees (Services)
to this Pathway
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Assign Courses
to a Pathway

BASICS

1. Navigate to the Pathway
Module

Search for and select the
applicable Pathway

Click on the Courses Session

Click on “Add Courses” to
locate the desired course
records

Select the applicable
Courses and set the proper
“internal” flag, as well as the
Grade Point required for
successful completion

Save

oﬂchademix Training Guide

Remove Course

Toolbar

,ﬂ Course Selection

Course
AMET 2343 Business CommunicationI
EBAILD1 Building Business Acumen
BBAI101 Building Busniess Acumen
BFA1263 Business Math

EUS1103 Computing Fundamentals
BUS1113 Document Processing I
BUS1123 Spreadsheet Applications
BUS1133 Database Applications

KR OO K O RO e

BU51153 Business Communications

"-1rc: Resus

Attend Hrs. Credit Hrs. .

Search for courses 45,00 4500
and select the 500 600 H
applicable records et 100
Business & In 60,00 1.25
Computer Tra 60,00 125
Business & In 6000 125
Business & In  60.00 1.25
Computer Tra B&0.00 125
Business & In 60,00 1.25

PR X X B ¥ ¥ ¥ ¥ 3

Course
BFA1263 Business Math
BUS1103 Computing Fundamentals
BUS51113 Document Processing I
BUS1123 Spreadsheet Applications
BUS51133 Database Applications
BUU51153 Business Communications
BUS1173 Entrepreneurship & Employment Skills
BUS1183 Advanced Spreadsheet Applications
BUS1193 Internship I
BFALZLS Accoynting

GP Required Internal [§
; 7 125 .

2 o 2o o o o o o
] Kl R R K K KKK

Once ossocia’red to the
Career Major, change

these settings as
dppropriate
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r '
EN Charges Selection u

Mai
Add CI = ~Search Search Services Search ltem Inve
. Add C narges

Assign Fees to a - m— T

. [ CULHS to Adult Tuition 119200 0

P at h Way ¥ CULTuition (Semester 1) 900.00 o

[ CULhalftime tuition 119200 0

1 Dealing With Difficult People 150,00 0

BASICS W  CULTuition (Semester 2) 900.00 0

. W  CULSupplies 1st 11750 0

1. Navigate to the Pathway PRPTEs SRR
Module

Search for and select the Charges Due

applicable Pathway %| When Class Starts | CUL Supplies 1t year 117.50
sz| \When Class Starts |-CUL Supplies 2nd year
Click on the Pricing Session %| When Class Starts | CUL Tuition (Semester 1)

. 0 . ' l When Class Starts :
Click on “Add Charges” to

When Class Starts
Before Class Starts
After Class Starts

locate the desired charges

Select the Services and
change the Charges Due
option to “When Class
Starts” as applicable

Charges Due: This allows you to set the due date on the charges to something

other than the post date. This does not change when the charges are posted to

the account.

Save «  When Posted: just what it says!

*  When Class Starts: Due date will be set to this students start date. This is the one
you want to use for Term 1 charges.

+ Before & After Class Starts: A preset number of days before or after the student
start dafte.
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Instructors

Instructors must be entered first as Staff records. Marking them as Instructors will make
them available for assignment to Pathways and Classes.

Assigning them to their Pathways & Classes gives them the access rights needed to enter
grades, take attendance, contact the students, and receive related class notifications.

“Career Major (PW
[ Information
(1 Requisites

(0 Courses

(1 Pricing
L Enroliments

[ Documents

| Financials

oﬂchademix Training Guide

R3S

“areer Major List (30

<l Code Title -
[71 ITO030001  Desktop Publisher/Graphic Designer

[[] IT0020005  Desktop Support Technician

[T IT0020005  Desktop Support Technician (2013) E
[7] 170030010  Graphic Design Specialist

[7] ACO0030100 Heavy Equipment Operator CDLIIB
[T ACO0030098 Heavy Equipment OperatorI A

AC0030083 = quipment Opasato B

they are assigned.

Info: Name atus

101
Instructor: Mike Brown

Enroliments: 10 Current Enroliments; (10) Active, (11) Dropped, (20} Open Seats
Required Hours: 1050 vs 16 Courses totalling 1050 Hours.

Open Scheduling

Schedule: All Day (HE) has 194 Days for 1164.00 Hours during the 2013-2014 Term
Schedule: AM {HE} has 194 Days for 582.00 Hours during the 2013-2014 Term

Instructor Type

Tyrone Moore

Instructors can only access information related to the classes in which

ACHADEMIX: COURSES & PATHWAY ADMINISTRATION




Choose Add Course
Instructor to select from a

Assign
Instructors to a

Remowve Course Instructor

list of available Instructors

Toolbar :
P h —— _ﬂ Select Instructor
at Way [ Information SEZEEL .
0 Reg/Docs L Mike Adel Choose the instructor(s)
BASICS & Teadiess [ TandyBanks that are eligible to teach
.| Wh.l P 'I'h d . I._— Pricing 2 Ed Bannan This course
o lle ard WOy recordis | Mark Bradway C eewwm i
selected, choose the A O Benjamin Brown Regular/Standard
Teachers Session Choose the (] Marco Chantres Regular/Standard
. TeOCherS SeSSion | Craig Cooper Regular/Standard
From the Ribbon, choose (] RustyDamel PR ——
Add Instructor I O rinouggns Regular/Standard
. O Thomas Duggins Regular/standard
From the list of Instructors, O & .
obert Gardine Regular/Standard
check the boxes next to - Reqular/Standard
et e T
ALM
Mani Ka iah
Choose OK - B " Il Thomas Hudson Regular/Standard
O Mancy Kenney
O Diavid Kimber 7
Se’r. one Instructor as the _ Set one of he selecied
“PrlmOry” Il Chris Koester i ¥
O william Lant Instructors as “Primary
(if only one, make them
Sove ﬂ( “Primory”)
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Required Documents

Should be used when a Pathway has specific documents, or other tasks, that the
student is required to submit/complete in order to be registered/enrolled or otherwise.

Pathway Pathway Req. Student
Document Types Doc. Setup Documents

Pathway
Documents

Users must select and setup the document requirements for each Pathway for which
the requirement exists.
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Document Title

P R R —

# Driver's License

Add a Required
Document * st saeemer

& Ohio Means Jobs Registration Farm
BASICS Select Document High School Diploma or Transcript/GED Certificate

Types that are
required by this

Enrallment Status: |Active - |

Additional Settings:

Student Type: |[I‘~l-ot Selected) - |

[] Requires Expiration Date
III Default # of days out till expiration.

Initial Alert Level

[w| Escalate Alert Level

# of days offset

Navigate to the Class Module

Click on the Requisites Session

Click on “Required Documents

fab” to expose cumrent - © st Syt
required doc properties.

q p p e Gooi -] {~ Use as days before class starts, after

q i cceptance Confirmatio ACCEPT which this doc. is considered delequent
%gglal?enmér?fq DOC vl  BCIBackground Check BCICHK

L] | Confidentiality Form cae [] Enable Student Motification
Check the documents that i gtii Eectication GHGR (] Disable Alert Notifications
you want to be required. They LI | S e it (] Disable Tracking
will already be checked if they . Drugsaeenfoel L st e o tre cocument |
1 v/  Enroliment Agreement EAGREE ofdays acument is

hOVe OlreOdy been InClUded' M FistAld Certification FAIDCERT EI conmsidered valid after it is received.

o o Invalidate the received document if students
C“Ck on “OK’.’ Ond The DeW b | FELBackarotnd Check FRECH - enrollgant status is no longer current,
document will appear in the ¥ FluShot FLUSHOT
||S1'. lvl  General Physician's Release GPHYREL

. vl  Hepatitis B Vaccination HEPBVAC Set DOC ume nt
Set the _documen’r requwemen’r ¥ High School Transcript/GED HSTRAN : :
properTleS Ond SOVe- [2] Immunization Documentation IMMUNIZ na requlrement propertles
| : i for each document
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Required Documents (continced

Enroliment Status is the most important L Required Document Status for Megan Stover e
property. This sets the primary trigger point as e O it st s
fo when fhis document is expected fo be "On T e s T
File". 153 Days Past Due ST |
of davs till doc is consider 153 Days Past Due st [T
ielzgufr;;:tgrthisstudeflt = 153 Days Past Due ST
status is set On File ST
Days till considered delinquent sets a grace B e = missing Application. oote " i
period allowing more time to get the "] Kristen Wright is missing FERPA Release. i g
documents on file before Alert Nofifications (1 Zachary Taylor is missing FERPA Release.
are friggered. Zochary Taylor is missing Emer ,
99 (e ey Student Required
You want to make sure you set the - Nikkia Shipman is missing High School e cUment oiaius
appropriate frigger points and grace periods N
so that you are not overwhelmed with L e (Al
e . . equired document.
notifications. Review your process and allow
acceptable tfime for the student to submit the

documents/forms, as well as to allow the staff
time to record their receipt.
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This concludes your training exercise.

Achademix: Course and Pathway Reference Documents
Administration N/A

This material presented here is brief look
at some of the basic concepts and
processes in dealing with the setup and
administration of both courses and
programs.

Please practice setting up your own
courses and pathways and let us know if
you have any questions.

www.Achademix.net

All processes shown and presented are subject to change

without noftice. QOdeLevel
ASe rvices
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