Expiring Course(s) Feature 2015-2016

In the 2015-2016 iteration of KCCMS users now have the ability to expire multiple courses (up to 50
courses at a time per page) under the “Local Course Mapping” tab, which is found on the left hand side
of the page.

Users MUST expire courses PER PAGE. The program doesn’t have the ability to select all courses beyond
the page.

Steps:

Go to the “Local Course Mapping” tab;

Welcome | State Courses = Local Course Mapping = Reports

Welcg,

ﬂJ Logout

éAppIications

o ] e to the Kansas Ca

Q User Guide nsas Course Code Management Sy

. for tMapping your local course codes to st
& Import File Layout master data management source for all o
Specifications mapped for your district will determine th
D Definitions Personnel Report and the Career and Tec
— - As you "map” a local course to a state
endorsed personnel to teach the selecte

then to “Add/Modify/Map Courses” found on the left hand side.
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If wishing to expire as many courses as possible per page change the “Items Per Page” option, found at
the bottom right corner of the page, to “50”.
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Click “Select All Courses (on this page) to Expire”;
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Individually select courses by checking the boxes in the “Select to Expire” column.
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Verify the selection of the current date for expiration (per autofill) or change the expiration date.
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The user should ALWAYS click “Mass Expire Courses” before going on to the next page. Note: This
button may be used to expire multiple courses or a single course.
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NOTE: The expiration feature will always disregard selected courses currently in an approved
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If the expiration is successful a box will pop up notifying the user how many courses were expired:
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The user may then move onto the next page and repeat the procedure until done.
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