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For questions concerning course offerings, please contact 
The Office of the Registrar, ext. 2239 

 
For questions concerning the application or technical support, please contact  

The Office of Information Systems, ext. 2303 
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Accessing Course Offerings Module 
• Log onto WPConnect 
• Go to the Employee Tab 
• Click on the Employee Applications Link 
• Click on the Production — Faculty Load Module Link under the heading of Mis-

cellaneous Online Services 
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• Click on the Course Offerings Module Link 

*NOTE: Depending on access privileges, The Faculty Load & Course Scheduling Tools Menu 
may appear slightly different. 
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Accessing Review/Edit/Add Course Sections 
• Select Term from drop down list 
• Click “Go” 

• Select Subject from drop down list 
• Click “Modify Menu” 
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Review Existing Course Sections 
• All existing courses and sections will be displayed 
• Scroll down to review course details 

• Course instructors will be defaulted to “A. Staff” 
• No rooms will be assigned 

• If there is no change to a section, than no action is required 
 

Number of course records found 
is displayed 

Edit Existing Course Section  
• To edit an existing section, click “Edit” 



7 

Course Offerings Module  

• After update, a message will appear confirming date and time of the change 

Edit Existing Course Section  
You can: 

• Change Time and or Days 
• Assign an Instructor (if known), otherwise choose A. Staff  Note: Check “Primary 

Instructor” if you are assigning an instructor to the course  
• Add Comments: i.e. Honors, Cross Listed, Q1 or Q2 course, Request a special  

classroom or lab, Permission Required, Selected Topic (599) or Seminar Course 
names 

• When finished, click “Update” 

To return to the review 
screen, click “Modify Menu” 

If you are assigning an in-
structor, check “Primary 

Instructor” 
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• A message will confirm the creation of the course 
• To return to the course list, click “Modify Menu”. 

Add New Course Section 
• Select “Add (New) Course Section” 

• Select Course number and Section Category 
• Click “Go” 
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Delete Course Section 

• Select “Delete”  
• A message will appear to confirm deleting the course section 

• Click “OK” 
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Overview of Applications and Available Reports 

*Reports will continue to be developed based on department need 

The Faculty Load and Course Scheduling Tools Menu 
• Reports 

• Faculty Load Approval Status displays a report that shows how far along 
in the process each instructors FLM is 

• Comparative Faculty Load Assignment displays a comparison based on 
two selected terms for faculty in a department 
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Faculty Load Approval Status 

• Choose Classification, Department and term   
• Click “Go”  
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Comparative Faculty Load Assignment  

• Select Classification (Optional) 
• Select Department 
• Select two terms to compare 
• Click “Go” 

• Displays Work Load Comparison across two terms, with totals 
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