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CourseDog Home Screen Overview 

 

When your login TO COURSEDOG, the screen, Left side navigation has 

the following tabs  

✓ Home 

✓ Section Dashboard, 

✓ Instructors 

✓ Requests 

✓ Rooms 

✓ Reports 

** We do not use External preference forms** 
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Section Dashboard 

will take you to the department/program(s) that is set as your primary. 
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Open Scheduling Phase 
 

You will see all the department(s)) that are assigned to you. 
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Adding a Course from Inventory 
 

 

A new window populates and Search for course by typing the subject in 

the Select Course field 
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Adding a Section 
 

Adding an additional section to what has already been rolled. Click on 

the department of 
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▪ Section Number field automatically populates  

• CRN: has not been set. This will be set once CourseDog 

syncs with Banner. Section Status: Should be Active  

• Course Title: CourseDog populates the default course 

title. If you need to update the title for a special topics 

or Variable hour course. Please do let Academic Affairs 

know. 

• Course Default Grade Mode: CourseDog populates the 

default grade mode on the class 

• Instruction Mode: leave as Default 

• Schedule Type: Choose the schedule type (Like Lec/Lab) 

• Campus: Set the campus Code (Like Jonesboro, WEB, WEB Online 

course) 

• Part of Term: Choose the Part of term (1, 2, 3..)  

• Section Status: Active 
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Meeting Patterns and Meeting Times 
 

Click Meeting Patterns to set the Meeting days and Time 

 

You can improve search results, by filtering on the following: 

o Filter By Days 

o Filters by Times 
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*Please note we are not using Filter by Attribute option. 

If you want to delete the meeting pattern, hover over the meeting pattern and you 

will see the greyed circle with the line through it.   

Set Meeting details 

 

You will have to set the session credit hours and Meeting Type is Blank and then 

Meeting schedule type is typically (Lec/Lab etc..) 
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Set Instructors 
 

A new window will populate with a list of instructors. You can search by instructors 

assigned to your department or choose the toggle to show ALL INSTRUCTORS (at the 

top) 
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Once you set the Instructor , Click the SET Instructor Roles and details 

 

Instructor Percentage will be set to 100% for primary Instructor 

 

Secondary Instructor can also be set up they will  be called “Non-Primary” Instructor 
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Set Credit Hours  
 

Credit hours are basically set from Course. If the credit hours need to be updated since it is a 

variable course/ Special Topics courses, please reach out to Academic affairs or Registrar’s 

office  
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Set Enrollment and Waitlist capacity 
 

 

Additional Information 
 

Set consent (Basically if department needs to set a restriction like advisor Permit 

needed then we fill this out)  

Voice Response: Should be set to YES, this will display the section in self-service 

banner 9 pages  
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Editing an Existing Section  
 

Please note during Open scheduling phase you should be able to edit the sections  

 

There are some fields that are required and will require a response if the field is blank. To edit a 

currently rolled section 

Click on the down arrow next to the course which will expand to show current sections 

associated with the course. 

 

Click on the section to be edited. 

• Part of term 

• Campus 

• Schedule Type 

• Meeting Times 

• Meeting Patterns & Rooms 

• Instructors 

• Enrollment Settings 

• Additional settings 

  

Once the desired change has been made, click on SAVE SECTION.  


