HOW TO SUBMIT COURSE SCHEDULES FOR YOUR DEPARTMENT:

The Registrar's office sends out an email when it's time to begin thinking about class schedules for the
next semester.

Timeline and scheduling materials, are available here CLA Resource Page (you will log in using Okta where
you will be asked for your Rollins log-in credentials when you sign in). Then alphabetical site list. Then
select. The_course scheduling materials are available on this site.

Departments typically decide what courses to offer each term. To assist them, you should:

e print out a copy of the schedule of their classes for the prior year and the prior appropriate term.
You can do this by going to R-Net for Faculty & Staff, Registrar, Course Schedules, Prior Course
Schedules, and View Schedules.

e You can then copy and paste the classes pertaining to your faculty onto a Word or Excel
document.

e Be sure to check for RCC or GenEd courses for your faculty as well.

Don't forget Holt classes too:

Go to R-Net for Faculty & Staff, click on Evening School on the bar at bottom of the page, click on Class
Schedules, then Prior Schedules, click on the term you want, select Schedule of Classes, and do the copy
and paste of appropriate classes.

Effective immediately, all rFLA schedule edits and additions can be sent directly to the Registrar's
Office. This new policy is a departure from the past procedure where all rFLA edits needed to be
submitted directly to the Associate Dean of Academics for review. The Dean's Office will work with the
Registrar's Office to review rFLA submissions to ensure we have the necessary balance of divisions and
course levels. If an rFLA course is being taught for the first time, please submit the rFLA

course proposal before sending the course to the Registrar's Office.

Please submit your new RFLA Course information for approval using this link

All proposed RCC and Honors courses should still be submitted to the Dean's Office and not included
with your other schedule materials.

When your faculty give you the schedule, The course scheduling materials online (see paragraph 2 above)
or the ones emailed to you by the dean's office will have full instructions on how to use it.

Tips: Be sure you select the proper term each time!


https://rpublic.rollins.edu/sites/ASCPS/Shared%20Documents/Forms/AllItems.aspx?RootFolder=/sites/ASCPS/Shared%20Documents/DOF%20Resources%20for%20RPublic/Scheduling%20Tools&FolderCTID=0x0120001865728D765D62408CE81DAF21A12244&View=%7b9B59D90F-2573-4E5A-B90B-0FB53DA42878%7d
https://rollins.instructure.com/courses/14216/modules#module_73133
https://www.rollins.edu/directories/faculty-staff.html
https://www.rollins.edu/registrar/index.html
https://www.rollins.edu/registrar/course-schedules/index.html
https://www.rollins.edu/registrar/course-schedules/index.html
https://www.rollins.edu/registrar/course-schedules/index.html
https://web.rollins.edu/evening/
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Frollins.co1.qualtrics.com%2Fjfe%2Fform%2FSV_cuODH8GKtBlK4q9&data=05%7C01%7CJXSMITH%40Rollins.edu%7Cfe45c63c4ef84e0ce95c08dbb391bbda%7Cb8e8d71a947d41dd81dd8401dcc51007%7C0%7C0%7C638301210725782202%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=JfZFIZY1j5idA9CeTeGaGhmr5xWivlS4VH9fCjXEfy0%3D&reserved=0
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