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INTRODUCTION AND PURPOSE.   

This form shall be used by a Course Director, or designee, to request additional users (other than students) to be enrolled into a course in the Desire2Learn (D2L) Learning Management System. All enrollment request forms must be filled in completely and sent to D2L@rosalindfranklin.edu for processing. 

The Course Director may request a change to the Classlist for any of the non-Student roles. Students to be enrolled into Curriculum courses are processed by the Registrar’s Office. All enrollment requests will be combined for weekly batch processing. Please plan accordingly to allow enough time to process the enrollment requests. 
The enrollment of non-student users into D2L courses is at the discretion of the Course Director in accordance with university enrollment policies. A temporary user account may be required for anyone involved with the instruction of a course who does not have a university email account and CARS ID number. The non-student
Submitting a User Enrollment Request does not imply the list will be processed without verification. The requestor will be notified if further clarification is needed to process the request. 

TERMINOLOGY & DEFINITIONS.  

COURSE OFFERING CODE – The course offering code is a unique identifier used for enrollment purposes.  It can be found in the Course Management Console using the Edit Course link in the course or the Edit Course icon preceding the course name on your My Home page. It is an incorporation of the Course Number with a four character temporal code assigned. The temporal code will differ depending on the type of course it identifies. 

e.g. PSUR702-06WI –  
P 
= Scholl College of Podiatric Medicine
SUR
 = Surgery Department
702
 = Course Number
WI
 = Winter Quarter
05 
= Academic Year offered
The temporal reference for a Curriculum course equals the quarter and year offered. If the Curriculum course is offered for open enrollment throughout the academic year with no assigned quarter, the reference would be AY followed by the last two digits of the calendar year created. 

e.g. 06FA (offered fall 2006) or 06AY (created January 2006)

A Non-Curriculum course will be assigned the four digit calendar year created after the course number. 

e.g. 2006 (created any time during 2006) 

Continuing Education courses will also be assigned the four digit year of creation. 

e.g. 2006 (created any time during 2006)

Class Courses are assigned the quarter and academic year the class references. 

e.g. 06FA (M1 student starting fall 2006) or 06FA (M2 student starting fall 2006)

COURSES

Curriculum Course 

A course on the Registrar’s list of courses offered for a grade as part of an academic program.

It is identified by the four letter prefix to the three digit course number. The first letter of the prefix designates the school or college from which it is offered; 
M = Chicago Medical School
H = College of Health Professions
P = Scholl College of Podiatric Medicine
G = School of Graduate and Post-Doctoral Studies. 
The next three letters designate the department within the school or college. 

e.g. HNUT595 – College of Health Professions, Nutrition Department 

Non-Curriculum Course 
This type of course is offered for information and training purposes without assigning an official grade. 

The course, workshop, or informational site is identified by a three letter designator derived from the course title, followed by the course number. 

e.g. DSI101 – Distance Student Information
Continuing Education Course 
A course designed for working professionals to keep current with the latest guidelines, regulations, and techniques. A certificate may be presented upon satisfactory completion. 

The course identifiers will be a four letter prefix to the course number and a “CE” designator in the course title. 

e.g. MCPR100  – CE-CPR-1 Board Review
Class Course
This type of course is primarily offered for communication with students in specific academic programs, e.g. P1 (first year podiatry students). No grades are assigned. 

The course site is identified by a three to five letter prefix to identify the school or college:

CMS = Chicago Medical School, 
CHP = College of Health Professions, 
SCPM = Scholl College of Podiatric Medicine, and 
SGPDS = School of Graduate and Post-Doctoral Studies. 

Following the prefix is a designator to identify the current class affiliation or curriculum in which students will be enrolled. A temporal code is added to indicate the beginning quarter of the academic year.
e.g. SGPDS-AP-05FA or SCPM-P2-05FA  

ROLES
Course Management
Master Course Director – Incorporates the role of Course Director with additional permissions to manage course navbar links. 
Course Director – Incorporates the role of Course Administrator with additional permissions to manage all course activities and administer students’ final grades. 
Course Administrator – Combines the roles of Designer and Faculty, but includes some course management and grade input permissions. 

Faculty – Able to manage course content, access users’ progress, and use all the communication tools.
Teaching Assistant – Similar to permissions afforded Faculty to assist with instructional responsibilities, reserved for students. 

Course Development 
Designer – Involved with the initial development of the course offering and structure but not the ongoing course management.
Site Administration (these roles have university and course level permissions)
System Administrator – Access to all permissions and screen of the site. Can change permission and has full access to the DOME.

Site Administrator – Access to all permissions and screens on the site. Does NOT have access to the DOME.

Registrar/Admissions – Create student D2L accounts, Enroll students into Curriculum courses, and export grades.

End Users
Student – The role into which users are enrolled into a course as a learning participant.

Guest – Able to be enrolled into a course to view content. There are no permissions to participate in the course, download content or print material. This role is for other faculty to view the work of their peers upon the approval of the Course Director.

Student Auditor = Able to be enrolled into a course to view content, upon the approval of the Course Director. There are no permissions to participate in the course, download content or print material. 
Performance Auditor – Allows administrative monitoring of students’ academic progress, view reports, and export grades, but cannot participate in the course.
__________________________Return only the bottom portion of this form_______________________
PROCEDURES.

Use Excel, or other appropriate application, to create a list of users to be enrolled into the course. Always assign the role with the highest level of permissions needed. Indicate the role each will be assigned; remember that an individual can only occupy one role within a course. The following tables may be used and copied to a new document for email purposes. 
Fill in the required information, add rows as needed for more users, and save the file to your computer. Submit the list to D2L@rosalindfranklin.edu for processing.
NOTE: A CREATE list must accompany an ENROLL list if new users are being added to D2L.
Enroll Existing users

ENROLL an existing user into the specified course
	ENROLL
	CARS
ID
	User
Name
	Course Offering Code
	Role
Name

	ENROLL
	123456
	ronald.herbig
	D2L102-SU05
	Student

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Create Temporary users

If a temporary user has not been assigned a D2L User account, use the table below to provide the information required to create the account. This must be done prior to any enrollment process. All user accounts, except Students’, are created as a D2L User, then enrolled into courses under various roles available above. An enroll list will also be required for all users being created.
CREATE a new user. If the user already exists, no change will be performed.

	CREATE
	CARS
ID
	User
Name
	First
Name
	Last
Name
	Password
	IsActive
	Email
	Role
Name

	CREATE
	123456
	ronald.herbig
	ronald
	herbig
	he.98765
	TRUE
	ronald.herbig
@rosalindfranklin.edu
	D2L_User

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Send the completed form to D2L Support at d2l@rosalindfranklin.edu for processing.
Requestor Information. 
Course Director: _______________________________ Title: _________________ 
Department: __________________________________ Phone ________________
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