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Course Guide Information and Quick Steps 

What is the Course Guide? 

 The Course Guide (CG) is a Web application that is available for students at 

http://onestop.umn.edu 

 The CG is used by students and advisers to understand how a specific instructor will 

teach a class 

 The intent of the CG is for the student to make a more informed choice when selecting a 

course 

 The CG also gives instructors and departments the ability to more actively promote 

courses  

 The new entry system replaces the old Web form. CG information is now entered directly 

into the system and is available to students on the Web the next day 

 The new CG is available for graduate and undergraduate courses, and for fall, spring, and 

summer terms 

 Course guide information rolls forward to future terms! 

Who Enters Course Guide Information? 

 Primary Instructors of record may enter their own course guide information on the 

web at http://onestop.umn.edu. Select “Faculty,” then “Course Guide” 

 CG access has been granted to Departmental Scheduling Coordinators/DSC who 

currently schedule through E-Course Scheduling (ECS).  New DSC staff access will 

be granted CG access upon completion of ECS training and the Access Request 

Form. Staff will enter Course Guide information directly into PeopleSoft at 

Curriculum Management>UM Course Guide 

Training documentation and production support are provided by the Student 

Records Training Team:  

 E-mail: srhelp@umn.edu  

 Phone: 612-625-2803 

 http://training.asr.umn.edu/records/ 

 

http://onestop.umn.edu/
mailto:srhelp@umn.edu
http://training.asr.umn.edu/records/


Student Records Training Team/OTR – http://training.asr.umn.edu  Page 2 of 9 

(612) 625-2803 or srhelp@umn.edu 

Initial Course Guide Set Up  

All classes that previously had course guide information entered into the old course guide have 

been converted to the new Course Guide.  

If a course is set up as a staff only course, on the “UM Course Guide Staff Setup” page, primary 

instructors will –not- have access to enter course guide information. This may be overridden to 

allow a particular section/s to have information entered by the instructor on the UM Course 

Guide – Dept/Admin page provided the instructor is set up as the primary instructor of the 

course. 

 

UM Course Guide Staff Setup page: 

Curriculum Management> UM Course Guide> UM Course Guide Upgrade> UM Course Guide 

Staff Setup 

 

 Checked allows only staff entry unless overridden on UM Course Guide – Dept/Admin 

page. 

 Unchecked allows entry by instructors set up as “primary” instructors. 
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UM Course Guide – Dept/Admin page: 

Curriculum Management> UM Course Guide> UM Course Guide Upgrade> UM Course Guide 

– Dept/Admin  

UM Course Guide – Dept/Admin search page 

 

 

 

 

 

 

 

  

Staff only 

setup 

Primary instructor ID# and name will appear here.  
 Instructor not set up for 

course guide entry 

 If setup for entry by primary 

instructor staff override flag 

will be set to “Y” 
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To override staff set up for primary instructor entry into course guide: 

1. Select course with associated instructor  

2. Check the Staff Override Flag check box on the Description page 
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Course Guide Entry - Quick Steps 

Navigation from the homepage in PeopleSoft: 

Curriculum Management> UM Course Guide> UM Course Guide Upgrade> UM Course Guide-

Dept/Adm  

 

Course Guide – Description page: 

 

On the Description page: 

1. On Description page: Enter Course Guide description 

a. NOTE:  Catalog Description is there for reference, but will not display on Web 

2. Click on Spell Check icon, if needed 

3. If applicable, Enter Course URL  

4. Click Save as Draft, Submit to Course Guide, or continue to next page tab 
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Course Guide – Class Time/Workload page: 

 

On the Class/Time Workload page: 

1. Enter percentages for how Class Time is spent and workload requirements 

2. Enter information into the other optional fields 

3. Save entry as Draft, or Submit for upload to Course Guide or continue to next page tab 
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Course Guide – Grading page: 

 

 

On the Grading page: 

1. Enter percentages related to grading evaluation.  Should not exceed 100% 

2. Use optional fields for additional grading information or unique exam format 

3. Save entry as Draft, Submit for upload to Course Guide, or continue to next page tab 
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Course Guide – Media Upload page: 

 

On the Media Upload page: 

1. Make sure the pop-up blocker in your browser is turned off. 

2. Click on the Upload button to upload the object – this will bring up the Browse window, 

where you can find and attach the object 

3. Select the Test URL link to check the Web link 

4. Or, select the Delete button to delete the object 

5. Select the links in the Media Upload column, to learn more about each type 

6. Save entry as Draft or Submit for upload to Course Guide 

 NOTE:  For consultation to assist in developing video clips, contact the Digital Media 

Center at 5-5055 or dmc@umn.edu  

 

mailto:dmc@umn.edu
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Course Guide – Combined Sections page: 

 

On the Combined Sections page: 

1.  Check the „Copy‟ box to copy the information to other courses 

2. Check the „Do Not Copy‟ if you do not want to copy the course guide info to that course 

3. Save entry as Draft or Submit for upload to Course Guide 

NOTE:  The Combined Sections page tab, will only display for courses that are in a 

combined status. 

 

 

 


