
Using UM Reports “Course Guide Usage Class Detail” report  
to track participation and send e-mail reminders 

1. Go to http://umreports.umn.edu and log in.  
2. Search for “Course Guide” to see this screen. Then choose the “Course Guide Usage Class Detail” report. 

 

3. Select your campus, then your college, then your department. 
Note: In this handout, I’ve obscured all department-specific information with maroon boxes. 

 

 

4. In the report, you’ll see: the courses in your department; if there is Course Guide information published for that 
course (yes or no); when it was last updated; if the course is set as a “STAFF” course in the Course Guide; and the 
primary instructor’s name and e-mail address. At the bottom of the report, you’ll see your department’s total percentage 
participation. 
 

5. Skip to step 8 if you want to remind all of the primary instructors in your department to add new OR review existing 
Course Guide descriptions. 
 
Continue with step 6 to e-mail ONLY those instructors whose courses have no Course Guide information.  

 

Continued on next page… 

 

 

 



 

 

6. In the “Crse Gd Info  
Published” filter box, select  
No and hit the submit button.  

 

 

 

 

 

 

 

7. The report will now list only those classes that do not have published Course Guide information.  

 

 

 

 

 

 

 

 

8. Click on the “Email All Instructors” link at the bottom of the page. This will open another window displaying the 
distinct email addresses of the primary instructors of the classes in this list. Copy the email addresses and use to send 
out a reminder message encouraging instructors to submit Course Guide descriptions. 

 

 

For more information on ways to use this UM Report, click on the “help” link on the top right-hand corner of the page. 

 

This document was created by Academic Support Resources, with information from the UM Reports help document. For Course Guide user 
support, contact the Student Records Training Team at 612-625-2803 or srhelp@umn.edu. For UM Reports user support, contact IMS at 
reports@umn.edu.   

 


