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Course Offer procedures

Purpose

Requesting instructor for courses and assigning corresponding instructor for the requested

courses is done using SIMS. Hence, this user manual is dedicated to show comprehensive

procedures on how to perform these activities.

Components

1) Request Instructor

2) Assign Instructor

3) Special Instructor Change

Who this part is for

This manual is for those who have been given to request instructor for courses and for

those who have been given the right to assign instructor for requested course.

Depending on the structure of the institute these might be Department Heads, College

Program Officers, or some other bodies.

Component 1):- Request Instructor

Description: - As far as course grade is submitted to SIMS by the corresponding instructor,

the instructor should get his/her assigned course on time. To do this, first instructor

requesting should be done. Hence, this component is used to perform such request.

Pre-requisite

 The courses to be offered by instructor should be available in the corresponding curriculum.

 Appropriate section information should be available.

 The request instructor time frame must align with the academic calendar of the University.
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Complete the following steps for Request Instructor task :

1. In side navigation menu click Request Instructor under Course Offer and You will be

provided to the SIMS Request Instructor page, we get the interface which looks like the

following

A. Select appropriate values for the following fields/parameters/

 Faculty- the Faculty where students are placed.

 Admission Classification – Select students’ admission classification from the given

option in the selected faculty / Possible options are Regular, Extension, Distance,

Kiremt, etc/

 Program – Select students’ program from the given option in the selected faculty /

Possible options are Degree, Masters, PhD, etc/.

 Stream- Select the student stream/department/ from the given option.

 Curriculum Type /sometimes the legislation type/ - Select the type of the

students’ curriculum.

 Curriculum- Select the student ‘curriculum. These are list of curricula in the

selected Stream for the selected program and Admission classification.

 Ac Year – Select the current academic year where students are currently registered

for.

 Semester- Select the current semester where students are currently registered for.

 Year –Select students’ year of study in the given Ac Year.
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B. If it is the first time that we are going to request course(s), click the

button so that all none elective courses in the selected curriculum at the specified year

and semester will be proposed for request by the system. If the proposed courses are

not displayed, click to display the proposed courses in the grid.

C. To see the where the request goes to and the request status of each course, scroll to the

end of the grid and see accordingly
Owner of the course Shows the status of

the request
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 Request Send to: - shows information about the owner academic unit (may be

department, etc) of the course during request time. This academic unit is

responsible to assign instructor for the course.

 Request Status: - shows the request status information. Possible values are

o Not Requested – the course is not requested yet.

o Requested – the course is requested for instructor but instructor is not

assigned yet.

o Assigned – Instructor is assigned for the course.

D. If we want to change some information for each course or remove from the request

proposal, we can use the links.

E. Sometimes we may need to request courses that are found in the specified curriculum

but not at the given year and semester (out of batch courses), or those courses that are

elective. In this case select the option and click

the button.
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 Click link, so that all courses from the curriculum will be available

 Select the course and click link. Thus the course can be requested.

F. To request one or more courses

 Select the courses (by dragging the mouse over the courses, or by holding down

Ctrl key you can click on the course you want to request). Below orange color

shows the selected courses.

 Click on button to request instructor

for the selected courses.

 If the request is successful, the Request Status will be changed from Not

Requested to Requested state. Click to see the effect.
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G. We can request other courses the same way.

H. If we want to revert an already requested course

Pre-requisite:- First the request status should be requested. If the status is Assigned,

the one who assigned instructor for the course must remove the assigned instructor

for that particular course.

 Select the course(s) to be reverted

 Click the button

 Then the course will be reverted to the Not Requested state
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Component 1):- Assign Instructor

Description: - As far as course grade is submitted to SIMS by the corresponding instructor,

the instructor should get his/her assigned course on time. To do this, instructor(s) should

be assigned for course(s). Hence, this component is used to perform such assignment.

Pre-requisite

 The courses to be assigned should be requested by the curriculum owner academic unit.

 Instructor information should be available in the system.

 The Assign instructor time frame must align with the academic calendar of the University.

Complete the following steps for Request Instructor task :

1. In side navigation menu click Assign Instructor under Course Offer and You will be

provided to the SIMS Instructor assignment page, we get the interface which looks like

the following.

A. Select appropriate values for the following fields/parameters/
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 Faculty- the Faculty holding the academic unit (like department) which owns the

requested courses.

 Department- the department where requested courses are owned by.

 Current Academic Year – Select the current academic year where courses are

going to be assigned for instructors.

 Current Semester- Select the current Semester where courses are going to be

assigned for instructors.

 Admission Classification – Select admission classification from the given option

for which the courses are requested for instructor assignment/ Possible options are

Regular, Extension, Distance, Kiremt, etc/

 Program – Select students’ program from the given option for which the courses

are requested for instructor assignment/ Possible options are Degree, Masters,

PhD, etc/.

B. Click the button to get list of instructor requests waiting for

instructor assignment.

Some explanation about the information displayed in the grid’s column

 Faculty – the faculty of students who registered the requested course
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 Stream – the particular department/stream of students who registered the

requested course

 Curriculum – the specific curriculum of the students who registered the

requested course

 Year – the current year of students who registered the requested course

 Section – shows students’ section

 The detail of the requested course (course code, title, credit, etc…) is also

displayed. Drag the scrollbar back and forth to see other information about the

requested course.

 The course owner academic unit, the requester, the requested date are also

available.

 The Instructor column is used to assign instructor for the requested course.

C. To assign instructor for the course,

 Click the link corresponding to each course and select instructor .

 Click link to save the assignment.

 Do the same step to assign others.

D. To remove the assigned instructor
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Pre-requisite – the instructor must not start to assigning assessment weight for the

course. If so, the instructor should remove what he/she has set the weight

assessment.

 Click the link next to the assigned instructor.

 Click link to save the removal.

Component 3):-Special Instructor Change

Description: - Once we assign an instructor for a given course to a section on SIMS, you

might face a challenge that the instructor is unable to continue to handle the course and

submit the course grade so we need to change the instructor. To do this, first there should

be an already assigned instructor. Hence, this component is used to perform such special

instructor change.

Pre-requisite

 The new instructor should be available within the academic unit/department.

 Appropriate section information should be available.

Complete the following steps for special instructor change task :

2. In side navigation menu click Special Instructor Change under Course Offer and You

will be provided to the SIMS Special Instructor Change page, we get the interface which

looks like the following.
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3. To change the instructor for the course,

 Click the link corresponding to the course you wish to change the instructor

and select instructor .

 Click link to save the assignment.
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