
Creating Course Sites Manually

Will this course be tracked by OSIRIS with 
enrollment from the Registrar's office in the future 
(but not yet)?

YES NO

1.  Log into ICON
2.  Click Manage Courses
3.  Click Create a New Course Offering or Template
4.  Choose Create a new course offering based on an existing template and choose the template 
assigned to the appropriate department (note that every college has a nondepartmental option for
exception cases).  

Create a development course.

A.  Course Offering Name:  <descriptive 
title> (For Development Purposes Only) 
[e.g. Intro to Finance (For Development 
Purposes Only)]
B.  Course Offering Code:  
d_username_course# 
[e.g. d_aclarke_06f001]
C.  Choose the appropriate semester
D.  Click Next
E.  Click Create

If this is a Testing/
ICON Training 
site...

If this is an other 
site  (e.g. student 
group, multi-
semester cohort, 
staff training on 
non-ICON topics)... 

Create a Testing/Training course.

A.  Course Offering Name:  <Test/
Training:><description>
[e.g. Test:  Aprille's Experiments]
B.  Course Offering Code:  t_userid# 
[e.g.  t_aclarke01, t_aclarke02, etc.]
C.  Choose the appropriate semester
D.  Click Next
E.  Click Create 

Create an other course:

A.  Course Offering Name:  
<courseofferingcode><descriptive title> 
[e.g. UIHC001 Bloodborne Pathogens]
B.  Course Offering Code:  
<service_unit_id>### 
[e.g. UIHC001]  If you don't know your 
service unit ID, contact icon@uiowa.edu
WARNING:  it is possible to accidentally 
duplicate an existing Course Offering 
Code.  You must be certain that the code 
you are entering is unique before you 
enter it. To check, search for the code you 
plan to use in the Manage Courses area.  
C.  Choose the appropriate semester
D.  Click Next
E.  Click Create

Next step:  Enrolling users in your site.  See Enrolling Users Manually or 
Bulk Enrolling Users


