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The University of South Dakota 
Division of Continuing and Distance Education 

CDE Schedule Building Process for USD Off-Campus and Distance Courses 
Summer, Fall, Spring 

Last Revised August 2010
 
 

Timetable 
 

On or Before November 1  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
November 30 
 
 

 
 
 

 
 
 

 
 

Task 
 

1. CDE Office supervisor drafts a master course spreadsheet 
for the upcoming summer, fall, and spring semesters for 
each off-campus and distance modality.  The EUC master 
course grid, degree completion advising documents, 
historical record of course offerings, and enrollment goals 
can serve as foundational documents to create the initial 
master. 
 

     2.    The respective CDE Program Managers review   

            spreadsheets and provide feedback to Office  

            Supervisor before November 30th.   

 
Program Managers Responsible for Reviewing Master 
Drafts: 
UC f2f & hybrid classes in Sioux Falls – USD at UC - 
Sarah Rasmussen; 
USD f2f & hybrid classes at Rapid City, Pierre, Ellsworth 
Air Force Base - Brad Henrich;  
Online (College of Fine Arts, College of Arts & Sciences, 
School of Health Sciences, Basic Biomedical Sciences), 
Good Sam, Externally Funded, Contract Training – Gary 
Girard;  
Online (School of Business, School of Education), 
Correspondence Study, Sioux City f2f, DDN – Michelle 
Laughlin 
International & Domestic Study Tour – Center for 
Academic Engagement – Morgan Schwartz 

 
      3.    CDE Program Managers named above meet as a group  
 and schedule group meetings with each academic  
 department (preferably the department leaders of the  
 respective academic unit) offering off-campus and  
 distance programs to discuss the schedule.   
            Each CDE Program Manager should know historical  
 enrollments per class and projected need.   
 
.  



 2 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 

 
 
On or before the first Friday of 
December 

 
 
 
 

 
 
On or before December 15 

 
 
 
 
 
 

 
 
 
 

 
      
      
 
       
 
 
 
     

 Significant dialogue between CDE Program Managers  
 and academic unit to assure all parties are clear about the  
 plan. 

 
4. CDE Program Managers submit any revisions resulting 

from meetings with academic units to CDE Office 
Supervisor. 
 

5. CDE Office Supervisor submits updated master 
spreadsheet to CDE Accountant for analysis and review.  
Discrepancies are shared and resolved with CDE Program 
Managers and CDE Program Managers deal with issuers. 
 

6. Within 3 work days, CDE Accountant provides financial 
analysis results to CDE Program Managers and CDE  
Office Supervisor.  The report will show if the schedule is 
robust enough to meet enrollment goals.  The CDE Dean 
is copied.  Program Managers need to create schedules 
which meet enrollment goals working through the CDE 
Office Supervisor. 
 

7.  CDE Office Supervisor prepares first letter from CDE 
Dean and submits the 1st draft of the off-campus and 
distance schedule to Deans, Department Chairs, and 
Program Representatives.  This is done so departments 
will have the CDE draft master in hand as they are 
simultaneously preparing their on campus course 
schedules.  This provides them a comprehensive view. 

 
8.  CDE Program Managers should jointly discuss the 

master with the respective departments again.  CDE 
Program Managers have until December 15 to address 
issues and submit revisions to CDE Office Supervisor.  
During this time frame, the CDE Program Managers as 
one unit are actively working with respective Colleges 
and Schools to address schedule changes/problems and 
complete details such as dates/times via email and phone.  
CDE Program Managers do not contact faculty directly 
about workload.  Rather, CDE Program Managers work 
with the appropriate academic leader of the discipline.  
CDE Program Managers contact CDE Office Supervisor 
about revisions to the master.  The CDE Office 
Supervisor makes revisions to the master course 
spreadsheet.  Change forms are not used yet.  During this 
time frame the CDE Program Managers and CDE Office 
Supervisor working hand-in-hand with the academic 
units, shore up the details on all classes using the master 
as the central planning document.   
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December 16 
 

 
December 30   
 
 
 
 
January 1 or after Dean 
approval 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
By February 1st 
 
 
 
 
 
 
 
 
 

CHANGES TO THE DEGREE COMPLETION PLANS 

REQUIRE  REVIEW AND APPROVAL OF CDE & 

COLLEGE OR SCHOOL DEAN. 
 
9.  CDE Office Supervisor submits revised master course   

 spreadsheet to CDE Accountant for 2nd review. 
 
 

10.  Within 3 work days, the CDE Accountant analyzes the 
schedule and provides the financial analysis report to the 
CDE Program Managers, CDE Office Supervisor and the 
CDE Dean. 

 
11. CDE Dean approves the draft master course spreadsheet 

and provides written notice to CDE Program Managers 
and CDE Office Supervisor only if the schedules are 
robust enough to meet goal. 
 

12. CDE Office Supervisor prepares second letter from CDE 
Dean and again, cascades master course spreadsheet to 
Deans, Department Chairs, and/or Program 
Representatives.  Review of the 2nd master draft is 
requested.  Any final issues between Colleges and School 
and CDE are to be resolved during this time.  The CDE 
Program Managers at the various sites should have had 
considerable discussions with Chairs and Program 
Representatives by this time.  Again, CDE Program 
Managers do not contact faculty about teaching courses 
unless they are requested to do so by the department 
chair. 
 

13. CDE Dean and respective College and School Dean 
provide final review and approval. 
 

14. CDE Dean submits the final approved off-campus and 
distance master schedule to all Deans, Chairs, and 
Program Representatives.  CDE Program Managers and 
CDE staff are copied. 
 

15. From approved master course spreadsheet the  
following occurs: 
 Courses are built in Datatel by CDE Program 

Assistant for Registration & Student Services and 
SYN numbers and census dates will be relayed to 
CDE Office Supervisor 
 
Staff Responsibility: 
CDE Program Assistant for Registration & Student 
Services – Linda Schoenberner 
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Before the end of February 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Weekly until complete 
 
 

 
 
 
 
 
 
 
 

 
  
 
 

 Courses marketed.  CDE Office Supervisor provides 
all foundational materials to CDE Information 
Specialist. 
 

 Courses on website.  CDE Program Assistant for 
Registration & Student Services updates website. 
 

16.  CDE Office Supervisor prepares (types) course approval 
forms from master course spreadsheet.  All details should 
be as complete as possible. 
 

17. Course approval forms are signed by CDE Program 
Managers from all sites for a final check for accuracy and 
returned to CDE Office Supervisor.  CDE Office 
Supervisor prepares a cover letter from CDE Dean 
(include OL language).  CDE Dean signs the letter. 
 

18.  CDE Office Supervisor cascades batched course 
approval forms out to department Chair and Dean and/or 
select program representatives.  (Summer & Fall: before 
end of February; Spring: before end of April).  From this 
point on through the census date of each course, change 
forms are used to document changes to the schedule, etc.  
All changes should be managed through the central 
processes at CDE and within the Colleges & Schools.  
CDE Program Managers should request changes to 
appropriate department leaders and Deans should remain  
informed. 
 
(Completed and signed change forms for courses will be 
shared with the CDE Program Assistant for Registration 
& Student Services and with the Accountant and 
respective Program Managers.) 
 

19. CDE Office Supervisor continues contact with 
departments to collect signed course approval forms; a 
status report will be sent to Deans, Chairs, and secretaries 
weekly with information regarding the status of course 
approval forms; CDE Program Managers, Affiliates, & 
CDE Dean will be copied.  Each Dean will also receive 
periodic copies of master schedules showcasing their 
courses offered off-campus and distance.  CDE Dean is 
copied.  These status reports are semester based.  CDE 
Office Supervisor is the central point of contact for the 
workload section (contract type) of the course approval 
form.  The Office Supervisor works closely with the CDE 
Dean and College/School Deans to finalize workload. 
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Approximately 30 – 45 days 
prior to commencement of any 
semester (summer, fall, spring) 
 
 
 
 
 
 
Accountants track weekly 
 
 
 
 

 
 
 
 

Before open registration 
 
 
 
 
 
 

 
20.  Course approval forms are returned to CDE Office 

Supervisor.  Deans’ signatures represent final approval.  
After CDE Office Supervisor (Dean’s signatory) signs, a 
copy will be made for the CDE Accountant, appropriate 
college/school Dean & Chair, appropriate CDE Program 
Manager, and secretarial staff (for book information).  
CDE Dean should sign change forms dealing with 
workload change, any overload situation, and course 
cancellations. 
 

21.  Via information gleaned from returned course approval 
forms and change forms, the semester master course 
spreadsheet is updated and maintained by CDE Office 
Supervisor.  Again, periodic updates of the masters are 
sent to each college/school Dean.  The master spreadsheet 
is located and maintained on the CDE shared file under 
the direction of the CDE Office Supervisor.  CDE Office 
Supervisor maintains regular communication with course 
builder.  The website will also be updated.  CDE Office 
Supervisor is responsible for the master grid through the 
contract type entry.   Then, the process is passed along to 
the CDE Accounting staff. 
 

22. CDE Accountant develops adjunct, overload, and summer 
pay contracts from signed course approval forms as well 
as paperwork for graduate assistants and shared 
employees.  Contracts are reviewed by CDE Dean and 
forwarded to the Provost at least 30-45 days prior to the 
commencement of the semester.  The CDE master course 
spreadsheet is attached each time contracts are forwarded 
to the Provost.  Data fields are complete. 
 

23. Provost reviews contracts and forwards to the President 
for signature or signs as his proxy. 
 

24. President or proxy signs and returns contracts to CDE 
Accountant for distribution.   
 

25. CDE Accountant sends faculty contracts to faculty 
(preferably electronically).  CDE Accounting staff assure 
all contracts are signed and returned. 
 

26. Again, CDE Accounting Staff provide necessary follow 
up for the return of contracts and accompanying 
paperwork. 
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Ongoing 
 
 
 
 
 
 
 
 
 
 
 
 
Weekly 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
24. CDE Accountant prepares necessary paperwork for  
 financial reports and payment including inload and MOU  
      payments to departments. 
 
26.  CDE Program Managers work with various academic  
      department Chairs to maintain up-to-date advising  
      documents.  The Graduate School/CDE Information 
      Specialist is responsible for updating and uploading  
      these documents to the website.  The CDE  Program  
      Assistant for Registration & Student Services  

maintains the EUC master grid on the shared file.  Any 
changes to these documents are authorized by the CDE 
Dean and Dean of the respective College or School.  
 

     27.  The CDE Information Specialist is responsible for  
 keeping the CDE website up-to-date, relevant, and  
 meaningful based on data from various sources. 
 



Revised 9-09 

The University of South Dakota 
Division of Continuing Education 

Course Approval Form 
(Required for all Self-Support Off Campus & Distance Courses) 

20        
 Fall Semester      Spring Semester     Summer Session 

 
COURSE:                 
                 Prefix Number  Course Title      

                
CE Section # Credit Hours 

 
Term:    Standard Term  

 Nonstandard Term (dates)                Block class within Standard Term (dates)                                   
 Summer Session (dates)                       

 
Method of delivery (check all that apply):   Face-to-Face (identify site)             Rapid City              Sioux Falls          Sioux City  

Other site (not listed above)                          
 Telecourse  Correspondence   DDN      Online       Blended –  e-learning/face-to-face (identify site)    
 Other – Please Define                 Web Conferencing (Elluminate) 

(If a course includes even one face to face experience, the delivery code defaults to face to face class at that site.  If a course includes even one  
DDN experience, the delivery code defaults to the appropriate DDN code.)     
 
This course will be funded:  Self-Support     Externally Funded   Other- Please Explain        

 
DDN/Web Conferencing (Elluminate) Sending Site:   On-campus  Off-Campus Please list site:             
 
DDN/Web Conferencing (Elluminate) Receiving Site (check all that apply):      Rapid City    Sioux Falls    Sioux City  
   Other (Please identify)          
 
Reason for Offering:  Elective  Program of Study (Identify Program Name:                    ) 
 

Class Time:                    Class Day:  (check all that apply)   M  T  W  R  F  Sa  Su  
  
Course Capacity:               Course Minimum:             Anticipated Enrollment:       
 
Will this course permit open registration through web advisor?  Yes  No    If no, what instructions shall the student receive? 
 
       
 
Is this course available for audit?   Yes   No 
 
Textbook:                 
  Author       Date 
                
Publisher ISBN # 
 
Equipment needs:     LCD    TV/VCR      Overhead          Other       
 

If a special course description is required for publication, please provide on a separate sheet of paper. 
 
Instructor Identification:   
 
Instructor:        
 
Contact Information: 
 
Office Telephone:       E-mail address:          
 
APPROVAL SIGNATURES: 

CDE Program Manager:                                Date:                
 
Contract type:  Inload      Overload      Adjunct/Temporary       Externally Funded         Graduate Assistant  
   CE FT/PT Line        Shared Employee     Summer Pay for Fulltime 9 Month Faculty  

  MOU Contracted Faculty (FT or PT) 

 
 Department Chair or Program Director:              Date:         
 
              College/School Dean:              Date:         
 
 Dean (or Designee) of Graduate and Continuing Education:                        Date:         
Please Return to:         

Vicki McDonald, Graduate School and Division of Continuing Education   SYN#            
677-6926 – (800) 233-7937 – email Vicki.McDonald@usd.edu    
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