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Abstract 

 

Course Management, accessed via the Faculty Portal, provides faculty members (instructors, advisors, 
staff, etc.) the ability to manage individual courses and their content.   
 
It is fully integrated with CAMS Enterprise, which saves time and prevents data error from manually 
transferring grades. 
 
Faculty will be able to define course content, communicate with students, maintain grades and tests, and 
even determine which course options a student may view.     
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Disclaimer 

 
Three Rivers Systems, Inc. makes no representation or 
warranties with respect to the contents or use of this guide.  
Further, Three Rivers Systems, Inc. reserves the right to revise 
this guide and make changes to its contents at any time 
without obligation to notify any person or entity of such 
revisions or changes. 
 
In no event will Three Rivers Systems, Inc. be liable to buyer or 
any other party for any damages, including any lost profits, lost 
savings, or other special incidental or consequential damages 
arising out of the use of or inability to use such product, even if 
Three Rivers Systems, Inc. has been advised of the possibility 
of such damages, or for any claim by any other party. 
 
© 2006 Three Rivers Systems, Inc. All rights reserved. All 
company and product names included in this site may be 
trademarks or registered trademarks of their respective 
companies. The information contained in these pages is 
subject to change at any time without prior notice. 
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Course Management 
When a faculty member clicks the Course Management  button, on the 
navigation bar, the instructor’s course schedule displays. 

 
Figure 1: Courses Available for Course Management 

From here the instructor can see which courses they are scheduled to teach, 
how many students are enrolled, and the class beginning and end dates. 

To access content management for a course click the Course ID .   

Note:  Before an instructor can access Course Management courses the security for 
faculty and teachers assistants must be set up. Refer to the CAMS Manager or Faculty 
manual for these instructions. 
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Content Management 
The content management features within CE Course Management give 
instructors tools to enter and manage course information, assignment listings, 
and required materials.  Within this section, students will be able to access 
external links to pertinent information that instructors provide and will be able to 
retrieve archived documents.  Each term these functions will save faculty 
members time by eliminating duplication of work processes and improving 
document organization and accessibility. 

  
Figure 2: Content Management window 

To Return to the main Faculty portal home page click the Return to Faculty 
Portal  link. 

Announcements 
An instructor can create announcements, online, for students to view using the 
Announcement setup.  The instructor has the ability to assign the subject, the 
message, and the dates to display the message.  When the Display Until date 
has passed, the message is automatically no longer visible to the students.  
Students will see these announcements on the course’s main page when they 
access the course through the student portals. 

 
Figure 3: Faculty Add Announcement window 

Note:   Click Edit  to edit an announcement or Delete to delete it. 
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Step-By-Step: Add an Announcement 

1. Click the Add Announcements  link button. 

 
Figure 4: Add an Announcement 

2. Enter the announcement subject and the message.   

3. Enter a Display After Date  and time and a Display Until Date  and 
time.  This will automatically display the announcement and then 
automatically turn if off when it is no longer needed. 

Note:  The times must be entered in military 24 hour time with a colon between hours and 
minutes.  Example, 22:00 is 10 PM, or 09:00 is 9 AM. 

4. Click the Update Announcement  button to finish adding the 
announcement or Cancel  to not add the announcement. 
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Course Documents 
Instructors can upload documents that would normally be passed out in class.  
Student can now download these documents from any location that they have 
internet access.  Instructors can upload files other than documents for students 
to download.  CAMS Enterprise allows the uploading of all types of files.  If a file 
type is natively recognized by Windows then the student may view the file 
without additional software.  The instructors can upload all files necessary for the 
course.  Instructors can organize files into categories and sort the files to display 
in a particular order.   

 

Step-By-Step: Add a Course Document 

1. Click Course Documents .  The Add Documents Setup window opens. 

 

Click the Add Document  button. 

 
Figure 5: Document Setup window 

2. Select a Document Type .  

3. Browse for the document or file and click Add Document .  Depending 
on the size of the file, such as video files, it may take a few minutes to 
upload. 

4. The document will display under Files Uploaded for Course: . Click 
Edit Properties  if Comments or Sort Order need to be added or 
changed. 

Note: A file name cannot use any of the following characters when adding a course 
document:  \ / : * ? “ < > |  
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Links 
To make additional information available to students, Internet and Intranet links 
can be created to sites, documents, external course content, media files, etc. To 
create a link, instructors need to provide a name, and URL (Uniform Resource 
Locator) description and determine whether or not it is visible.  If the New 
Window column is set to Yes, then when the link is clicked it will open the page 
in a new browser window, and still keep the original student portal page open. 

 
Figure 6: Faculty Links Setup window 

Step-By-Step: Add an External Link 

1. Click Add Link . 

 
Figure 7: Add External Link 

2. Enter the Link Name  and URL. 

3. Add a Description , if necessary, change New Window  to Yes if the 
external link should be opened in a new window, and set the Sort Order . 

Note:  To edit an External Link click Edit  or to delete click Delete. 
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Faculty Contact Information 
Faculty information such as name, title, email, etc. is stored and updated in 
CAMS Enterprise.  However, the instructor can change office location, office 
hours, personal link, preferred name, and a short note within the CE Course 
Management module. 

 
Figure 8: Faculty Personal Information 

 

 



 CAMS Enterprise – Course Management 

Page 11 of 48 

Course Information 
An instructor can provide course information that a student might need or want 
to know.  Instructors can group information by subject and set dates for the 
length of time they want the information available for viewing. When the Display 
Until date has passed, the message is automatically no longer visible to the 
students.  Course Information messages are in a separate section from 
Announcements to keep the main screen from becoming too cluttered. 

Note:  Before Course Information can be added the CourseInformationSubject   SQL 
table must be populated with subject items. 

 
Figure 9: Course Information Setup window 

Step-By-Step: Add Course Information 

1. Click the Course Information  link.  Click the Add Information  button. 

 
Figure 10: Add Course Information 

2. Select a Subject , which is used to categorize information.  Enter a 
Name (title), the Text , Display After  date and time, and Display Until  
date and Times . 

3. Click the Add Course Information button to finish. 
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Note:  The times must be entered in military 24 hour time with a colon between hours and 
minutes.  Example 22:00 is 10 PM, or 09:00 is 9 AM. 
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Communication 
Students and faculty maintain optimum communications through the email and 
discussion group functions within CE Course Management.  Numerous email 
utilities enable instructors to tailor highly defined messages that allow for very 
personalized or more collective communications.  Instructors also have the 
ability to create email groups.   

Email 
An instructor can email students and assistants directly from CE Course 
Management. The instructor can email all the students of a particular course or 
all students in all courses.  The instructor can also subdivide and email students 
as a particular group or individually.  Additionally, documents can be attached to 
the email. Creating email groups is under the Utilities section of this document. 

Note:  This feature uses the student’s local address email1 field. 

Step-By-Step: Send An Email 

1. Click the Email Students or Class  link. 

2. Choose one of the following options: 

·  All students in this course 

·  All students in all my courses this term 

·  Choose individual student(s) from students in this course 

·  Choose individual student(s) from all my students in all my courses 

·  Choose a group(s) from any course I am teaching this term 

 
Figure 11: Email Options window 

3. If an instructor selects “All students in this course:” it will automatically 
display the names of the students in the class and their email addresses 
as listed in their home address form.  It will also display whether their 
email is in a valid format or if they do not have an email address. 



 CAMS Enterprise – Course Management 

Page 14 of 48 

 
Figure 12: Email List screen 

Note:  If the instructor selects the groups option, a list of all groups from the instructor’s 
term schedule will display, which allows the instructor to choose group(s) to email. 

4. If everything is correct click Continue . 

5. Select whether to send the email to the Teacher’s Assistant(s) (TA). 

 
Figure 13: Email Teacher’s Assistant screen 

6. Attach a file or files, if applicable.  First browse to the document then 
click Add Attachment .  Add additional documents as necessary. 
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Figure 14: Add Attachment screen 

7.   Click Continue . 

8. An email template will display showing the email addresses of the 
individuals who will receive the email.  Enter the subject and message, 
and then click Send. 

 
Figure 15: Email Template screen 

Note:   The email will go out separately to each individual email address so no student will 
see any other student’s email address. 

There will be no notification if the email address listed in the student’s 
record is no longer working or if the student did n ot receive the email at 
that address.  An IT administrator would need to lo ok at the SMTP folders 
to verify the email addresses. 
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Discussion Groups 
Discussion groups are an excellent venue for students and/or instructors to 
exchange ideas or discuss class related topics.  The instructor creates and 
moderates the discussion group.   

 
Figure 16: Discussion Group Setup window 
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Step-By-Step: Add A Forum 

1. Click Add a Forum .  The Add Course Discussion Group  window 
opens. 

 
Figure 17: Add Course Discussion Group window 

2. Enter the forum name and a description.  Click Add . 

The new forum displays.  Use the Update  to change the Name or 
Description of the forum. 

 
Figure 18: Course Forums window 

When a forum is no longer needed click Disconnect  and it will no longer be 
visible.  You can reinstate a forum by using the Connect/Disconnect 
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Discussions Groups  link. Click Copy  to have all the messages emailed to 
yourself. 
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Step-By-Step: Create Discussion Group 

 E ach forum can have a number of Discussion Groups (Discussion Threads). 

1. Click the hyperlink for the forum name. 

 
Figure 19: Add Discussion Group window 

2. Click New Discussion Thread .  Enter the Subject  and Message . 
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Figure 20: Post A Message window 
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3. Select E-mail me when someone posts a new message in this 
thread  if you want to be notified when someone posts a reply. 

4. Click Post Message  to post the message to the discussion group or 
Reset Form  to clear the form and restart or cancel. 

 
Figure 21: Discussion Group window 

5. Click the Discussion Group hyperlink to read the message. 
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Figure 22: Discussion Group Text 

6. To reply to the post click Post a Reply . 



 CAMS Enterprise – Course Management 

Page 23 of 48 

 
Figure 23: Reply to a Post 

7. Enter your message.  If you would like to be emailed whenever someone 
replies to the discussion group check the Email me when someone 
posts a new message in the three  checkbox. 

8. Click Post Message  to save and post your reply or click Reset Form  to 
clear the form and start over or cancel the reply. 
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Grade Book Setup 
Instructors can manage all assignments, set up grade standards and categories, 
enter individual grades, calculate mid-term and final grades, and submit grades 
from CE Course Management.  Scores can be entered by assignment name or 
by student name.  

Establishing Grade Standards 
A grade standard is used in determining what letter grade is received when a test 
or assignment score is entered.  A grade standard must be set up before 
assignments can be created. 

Step-By-Step: Add/Modify a Grade Standard 

 
Figure 24: Grade Standard window 

1. Click Grade Standards .  The Grade Standards Setup window opens.  If 
there is not already an existing grade standard click Add Standard .   
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2. In the above figure there is not a grade standard for the letter grade of 
D-.  Click Add Standard .  The Grade Standards Add screen opens. 

 
Figure 25: Add Grade Standard 

3. Add the letter grade D- to the Letter Grade field.  Enter the % Cutoff, 
which must be less than the previous grade’s % Cutoff.   

Note:  The %Cutoff  is the lower limit of that particular grade -- it is used to determine 
what a letter grade would be.  For example, if an A- has a %Cutoff of 90 and an A has a 
%Cutoff of 94 then a 90, 91, 92 & 93 are all "A-" and 94 would start the "A"'s..... 

4. Enter the Letter % Cutoff, which normally matches the % Cutoff number. 

Note: The Letter% is  the grade % that should be used for that letter. F or example, 
if a faculty member puts a letter grade on a document but has the TA enter grades into 
the grade book by percentages this lets the TA know what percentage to put for each 
letter grade.  This allows for consistent grading. 

5. Click Update Grade Standard  to add the new grade standard. 

 
Figure 26: Updated Grade Standard 

Note:  To edit a Grade Standard click the ID hyperlink next to the grade. 

Setting Up Assignment Categories 
An instructor can set up different categories of assignments.  Each category can 
be given a weight percentage towards final class grade.  Total of all categories 
must equal 100% Weight.  A category list that equals 100% must be set up 
before assignments can be created.  The list of available categories is defined in 
the SRTestAssignCat  glossary table.  
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Figure 27: Category Setup window 

Note:  Click Edit  to edit the category or Delete to delete it. 
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Step-By-Step: Add/Modify a Category 

1. Click Add Category .  The Category Add window opens. 

 
Figure 28: Add a Category 

2. Select a Category  from the dropdown list. 

3. Enter the weight percentage for this category in the % Weight  field.  All 
categories for a course must total 100 percent. The Percent Remaining 
field indicates how much is left in reaching that total.  An instructor 
cannot specify a number more than the percent remaining. 

4. Use the # Drops  field to indicate how many of the lowest graded 
assignments can be dropped from a student record. For instance, 5 
papers have been assigned in the Reaction Papers category and “1” 
entered in # Drops allowed, then the 4 highest scoring papers per 
student will be counted in that students grade calculation. 

5. Click Add Category . 

Percent 
Remaining 
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Creating Assignments 
Before grades can be entered the assignments must be created.  Assignments, 
homework, exams, etc. can all be entered into the grade book.   

Step-By-Step: Create an Assignment 

1. Click the Assignment  link. The Assignments Setup window opens. 

 
Figure 29: Assignment Setup window 

2. Click Add Assignment . 

 
Figure 30: Add Assignment window 

3. Select a Category  (SRTestAssignCat glossary table) enter a 
Description , enter the Date, fill in the Total Points  that the assignment 
is worth and the option to allow the student to view the grade. 

4. If the student can turn in the document electronically (upload) click 
Allow Uploads .  

5. Click Update Assignment . 

Note:  To Edit or Delete an assignment use the Edit or Delete links to the left of each 
assignment. 
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Grades 

Entering Grades 
Entering grades for assignments can be done several ways.  From Assignment 
Setup, Assignment Grade Entry, Grade Entry By Student, and Online Testing.   

Note: Before grades can be entered the SRTestGrdAssignStat  glossary table 
must be populated.  This field is used to set the status of an assignment grade, 
for example, excused, incomplete, late, etc. 

Step-By-Step: Grade an Assignment from Assignments 
Grade Entry 

 
Figure 31: Assignment Grade Entry screen 

1. Click the Assignment Description  link for the assignment to be graded.   

 
Figure 32: Assignment List Of Students screen 
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2. A list of students will display. If the assignment was allowed to be turned 
in electronically and the student has uploaded the assignment the 
instructor can click View to view the document.  The document will open 
up in a new window. Any type of document may be uploaded but the 
instructor must have a way to view the document.  For example, if the 
student uploads a WordPerfect file the instructor would need 
WordPerfect installed to view the document. 

 
Figure 33: View Uploaded Student Assignment 

Instructors can select Stop uploads for this assignment  if they no longer 
allow students to upload that assignment. The instructor can also view the 
Insert Date  field for the date and time that the student uploaded the 
document to verify that an assignment was turning in on time. 

If the instructor annotates the assignment, adds comments, highlights items 
or manually writes on the document, the instructor can save or scan the 
modified document and upload it as the graded assignment for the student 
to view electronically. This allows the student to see their turned in original 
and the modified instructor’s version at the same time. 

 
Figure 34: Annotated Student Assignment 

3. To upload a graded assignment click View/Upload Graded Doc .  
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Figure 35: Upload Graded Assignment 

4. Browse to the saved graded assignment and click Upload Document , 
enter a Comment  if necessary, and click Close . The student will be able 
to view graded documents immediately. 

5. Enter the Original Score  and the press <Tab>. The Adjusted Score  
and Letter Grade  will be automatically filled in. You can override the 
entries by manually changing them.  The cursor will move down to the 
next student. 

6. Click Update Grades  to save the changes. 

Once an assignment has been graded the student can no longer edit,  delete 
or upload another document for that assignment. Removing the grade from 
the Letter Grade field will reverse this restriction.  Grading of uploaded 
assignments can only be done from the Grade by Assignment option. 

Step-By-Step: Grade an Assignment from Grade Entry by 
Student 

 
Figure 36: Grade Entry By Student list 
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1. Click the Student Name of the student to be graded. 

2. Enter the Original Score  and then press <Tab> to move to the next 
assignment. The Adjusted Score % and Letter Grade are automatically 
calculated. 

 
Figure 37: Grade Entry by Student window 

3. Enter another assignment score or click Update Grade to save the 
changes. 

Online Testing 

For entering grades from online testing refer to the Online Testing manual. 

Utilities (Grade Book) 
The utilities option under the Grading and Testing allows the instructor to set up 
a grade scale.  Grades and grade reports can be recalculated if the grade scale 
is changed.  Grade scales can be copied from other courses and grades can be 
submitted to registrars and also viewed. 
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Figure 38: Grade Book Utilities screen 

Step-By-Step: Copy Default Grade Scale 

1. Click the Copy Default Grade Scale  button.  The copy window opens. 

 
Figure 39: Copy Default Grade Scale window 

The Default Grade Scale  and the Current Grade Scale  are displayed. 

2. Click Process Copy .  The Default Grade Scale is copied to the Current 
Grade Scale. 
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Step-By-Step: Copy Grade Scale from Another Course 

An instructor may already have a preferred grade scale in use in another course 
that they are teaching.  CAMS Enterprise allows the instructor to copy this grade 
scale instead of the Default Grade Scale. 

1. Select the course that has the desired grade scaled and click the Copy 
Grade Scale From Another Course  button. 

The grade scale from the selected course is displayed along with the current 
grade scale.   

2. Click Process Copy . 
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Viewing Grade Book 
The instructor can view grades several different ways.  The first is by 
assignment, which will show all students and corresponding grades for a 
particular assignment.  The second is by student, which will show all 
assignments and grades for a particular student.  The third is by detailed 
information, through reports, which will show more detail for each grade.   

 
Figure 40: This window displays the student view of an individual grade snapshot 

Calculating Grades 
When clicking the by Assignment  link there are two buttons at the top of the 
screen, Calc MidTerm Grades  and Calc Final Grades , which will automate 
grade book grade calculation. 

Step-By-Step: Calculate Mid Term Grade 

1. Click the Calc MidTerm Grades button. 

 
Figure 41: Cut-Off Date screen 

2. A prompt will appear.  Enter the cut-off date for grade calculation using a 
MM/DD/YYYY format.  Click OK. 

Note:  These calculations can be run anytime and using the cut-off date can provide the 
instructor with the option of providing students with a current grade as of that date.  This 
could help students gauge how they are doing in class. 
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CAMS Enterprise will display the students and their course assignments that do 
not have grades entered. 

3. Click the View The Grades  link to view the current GPA and grade. 

 
Figure 42: View Grades window 

Step-By-Step: Calculate Final Term Grade 

1. Click the Calc Final Grades  button. 

 
Figure 43: Missing Assignment Grades 

A list of assignments that are missing grades is displayed.  Before final grades 
can be submitted for a student all of that student’s assignments must have a 
grade. 

2. Click View The Grades . 

 
Figure 44: View Final Grades window 

The last column in the display shows whether the final grade has been submitted 
already to the registrar. 

Step-By-Step: Recalculate Grades and Grade Reports 

1. Click Re-Calc Grades & Grade Reports . The Assignment Grade Entry 
window opens. 
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2. Use the Calc MidTerm Grades or Calc Final Grades  button to 
recalculate grades.  (See Calculate Grades section for more in-depth 
instructions.) 

Step-By-Step:  Edit Final Grades 

1. Click Edit Final Grades  to manually change a calculated grade.  The 
list of students and their grades displays. 

 
Figure 45: Edit Final Grades 

2. Click Final .  The Edit Final Grades window displays. 

 
Figure 46: Edit Final Grades window 

3. Change the Final GPA and/or Final Grade .  These fields are 
independent of each other.  Changing one will not automatically change 
the other. 

4. Click Update Final Grade .  The grade has now been changed. 

Step-By-Step: Submit Grades 

1. Under the Grading and Testing  section click Utilities . 

2. Click Submit Grades . 



 CAMS Enterprise – Course Management 

Page 38 of 48 

 
Figure 47: Submit Final Grades window 

Students who are missing assignment grades will be displayed here.  Any 
student who is missing an assignment grade will not be submitted to the 
registrar. 

3. Once all assignment grades have been entered you will need to 
recalculate the final grade.   

 
Figure 48: All Assignment Grades Entered 

4. Those students who are not missing any assignment grades will display 
after clicking Continue . 

 
Figure 49: Grades to Submit to the Registrar 

5. Select the students who’s grades you want to submit and click Submit 
to Registrar . 

You will receive notice that the grades have been successfully submitted to the 
registrar. 

An email can also be sent to selected individuals notifying them of the grades 
submission.  This option is set up in CAMS Manager >CAMS Portal >Portal 
Configuration >Grades  tab. 
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Step-By-Step: View Submitted Grades 

1. Click View Submitted Grades . 

 
Figure 50: Submitted Grades 

A list of submitted grades displays along with the date they were sent to the 
registrar and by whom they were sent. 

Resubmitting Grades 
Once grades have been submitted to the registrar they cannot be resubmitted 
without authorization from the registrar. 

Grades that have been submitted will display a “Y” in the Sent To Registrar  
column. 

 
Figure 51: Submitted Grades 

Grades with an “N” in the Sent To Registrar field can still be submitted.  Those 
with the “Y” will not be resent. 

If grades need to be resubmitted to the registrar from the Faculty Portal the 
registrar will have to authorize permission to resubmit.  If a grade has been 
authorized to be resubmitted it will display an “R” in the Sent To Registrar 
column. 
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Figure 52: Authorized Grade to Resubmit 

Step-By-Step: Resubmit Grades 

1. If the grade needs to be changed, click Enter Missing Grades  and 
recalculate the grades or click Edit Final Grades  to manually change 
the grade as described above. 

2. Once the grade has been changed the grade can be resubmitted. 

3. Click Submit Grades . 

 
Figure 53: Resubmit Changed Grade 

4. Verify that the grade is correct and click Continue .  New grades being 
submitted at the same time will be displayed on the next page to allow 
the instructor to verify them before being sent. 

5. Click Continue  again.  The resubmitted grade will display. 
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Figure 54: Resubmitted Grade Process window 

6. Click Process  and enter a reason for the resubmission. 

 
Figure 55: Resubmission Reason 

7. Click Process Re-Submittal .  The instructor receives notice that the 
grade has been successfully resubmitted. 
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Utilities 
Through the different utilities offered in CE Course Management, instructors 
have several pathways in which to redefine teaching practices.  Opportunities for 
active collaboration are easily created through various student groups.  
Managing the contributions and control of teaching assistants is handled through 
the TA access portal.  Sharing course content and eliminating redundancy is 
achieved through the course copy utility.  Together these tools allow instructors 
to enhance a student’s overall learning experience. 

Defining Student Groups 
If a course utilizes groups of students for projects, assignments, or other needs, 
instructors can create individual groups and assign students to one or more 
groups.  This provides the ability to keep track of students working together or 
send email to only a group of students. 

 
Figure 56: Group Setup window 

Set TA (Teaching Assistant) Access  
There are several steps in assigning a Teaching Assistant (T/A) or a person who 
is to have partial access to a course in Course Management in the Faculty 
Portal. 

·  Create a faculty record. 

·  Set the faculty Type. 

·  Set the Security for the specific faculty Type. 

·  Assign the TA to the course. 

·  Set permissions for the course in Course Management. 
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Step-By-Step:  Create A Faculty Record and Set Type  

1. Refer to the Faculty  manual for the steps to create a faculty record for the 
T/A. 

2. Set the Type field to the type that is assigned for T/As. 

 
Figure 57: Set Faculty Type 

Step-By-Step:  Set the Security for Specific Type 

1. Open Enterprise Manager and navigate to the 
CourseManagementSecurityLevels  SQL table.  By default this table 
should have two levels. 

·  Level 1 has full access to Course Management 

·  Level 0 has partial access to Course Management and only to specific 
areas set by Level 1 faculty. 

2. Close this table. 

3. Open the CourseManagementSecurity  SQL table. 

 
Figure 58: CourseManagementSecurity SQL Table 

4. The FacultyTypeDesc  field must exactly match the Type that is set in the 
faculty record.  It only needs to be entered once in the table, not for each 
person with that specific type.  In Figure 57: Set Faculty Type above TA is 
already set.  The SecurityLevelDesc  must say Full or Partial and the 
SecurityLevelID  must match what was entered in 
CourseManagementSecurityLevels  SQL tables.  In this case it is zero (0), 
which gives this type only partial access to Course Management. 

5. Close this table. 
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Step-By-Step:  Assign the T/A to Course 

1. Refer to the Registration Setup  manual, Faculty Assignment section for 
the steps in assigning this T/A to the course.  

2. Once the T/A is assigned to the course the instructor can set the permissions 
in Course Management. 

Step-By-Step:  Set Permissions for Course 

1. The instructor assigned to the course should log into the Faculty Portal  and 
open the course in Course Management. 

2. Click Set TA Access  under Utilities . 

 
Figure 59: Portal Menu Access For T/A 

3. Select the items to which the T/A should have permissions.   
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Copying Course Content 
Once the course content is set up, an instructor can copy all related information, 
settings and documents to another term and course, which saves the faculty 
significant time preparing for each term.  The information in the copied term can 
be edited as necessary. 

Step-By-Step:  Copy Course Content 

1. From the Utilities  section click Copy Content To Another Course . 

 
Figure 60: Course Copy window 

2. The Course  Copy window displays.  Select the term to which the course 
content will be copied. 

3. Click Copy Course . 
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Figure 61: Select Course To Copy To 

4. Select the destination course to which materials should be copied.  

5. Click Copy . 

6. The contents of the course are copied to the new course. 

 
Figure 62: Copied Course Contents 

Note:  If the course you are copying content to already has content this could result in 
duplicate items being displayed. 

Course Books 
Books required for a class are entered in the Offering Maintenance section of 
CAMS Enterprise.  Faculty can select the Books option in the Course Student 
Access Options list and then students will be able to see the books required for 
each class.  
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Student Access Control 
Once the content and communication standards have been established, 
instructors can clearly define the parameters for access and delivery through the 
Student Access Control options.  CE Course Management provides for flexibility 
and consistency with regards to course content, but the instructor always 
maintains complete control over what students ultimately are able to see and 
retrieve.   

Course Student Access Options 
There are several student access options available through CE Course 
Management.  But for each class all options might not be necessary or desired.  
The instructor will have the ability to choose which options are available for a 
student to access.  Additionally, after setting up items, such as Announcements, 
Assignments, or other features, the instructor can preview the web page the 
student will see when they log in. 

 
Figure 63: Course Student Access Options window 

Select those options that will be available to the student.  The instructor can use 
the “Preview what students see” link to view a webpage representation of what 
will be seen by the students when they log in.
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