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Introduction

Each course within Radboud University will have its own course file. This file will contain
documents such as a user guide for students (including schedule, assessment criteria, learning
objectives), exams, assignments, an assessment matrix, course evaluations and teacher
evaluations. Together they form an integral part of the faculty education quality system. The
course file has multiple purposes, but is mostly intended for the programme committee and
review committee. The file should be filled with information by (mostly) teachers and secretarial
offices but it should also be widely accessible.

The cursusdossiers@ru.nl e-mail address, which is monitored by the administrative office on a
daily basis, has been specially created for course files.

About this document

In this user guide, you will find instructions for using course files as a coordinator or secretarial
office. Information on standard user activities can be found in the course files User Manual. This
document is an extension of that manual.

The ems= jcon is often used in this document for the purpose of pointing out where certain
details need to be filled in. All accounts have been made unidentifiable for privacy reasons.

Each faculty has its own policy on the contents of the course files (number of folders) and they will
therefore differ per faculty.

The user guide on content contains specific instructions on the information that must be added to
the course file. The user guides will differ per faculty and will also be distributed as such.

Preconditions for course file use

A valid username (U-, E, or S-number) and corresponding (RU) password is needed in order to
access and use course files.

Your workstation does not need any additional software. The course files program is an online
application.

We recommend that you use Internet Explorer to access the course files program.

Your computer must have a word processor on it in order to make use of course files.

If you wish to edit a course file as a coordinator or secretarial office, you will need the proper
authorisations to do so. Please check with your administrator if you have any questions on this
matter.
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Work with COURSE FILES

Starting Cursusdossiers

Open your web browser (preferably Internet Explorer)
Open this webpage: https://cursusdossiers.ru.nl

The following window will now appear.

COURSE DOSSIERS USERS  FACULTIES LOGIN
Login.

Use your RU account to log in.

User name
Password

0 Remember me?
Login

Register as a new user

Logging in
Enter your username (your U-, E, or S-number) and (RU) password as is shown in the illustration
below and click ‘Log in’.

COURSE DOSSIERS  USERS  FACULTIES LOGIN
Login.

Use your RU account to log in.

User name [D04.9.9.4.4

Password ssssssse

0 Remember me?

Login

Register as a new user
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The home page

If you have logged in successfully, you will be directed to the home page.

From the home page, you can perform the various steps needed for managing COURSE FILES, but
only if you have been assigned with the proper authorisations for the course files system.

USERS part
This section is only accessible to Administrators. If you click on it as a user without administrative
rights, you must log in with an administrative account.

Component FACTS
This section is only accessible to Administrators. If you click on it as a user without administrative
rights, you must log in with an administrative account.

COURSE DOSSIERS part
When you select COURSE DOSSIERS and click with your mouse, you will see all course files for
which you are authorized (example user with JUR permissions).

# COURSE DOSSIERS = USERS FACULTIES

Course dossiers Alist of your course dossiers.

JUR /2016 / JUR-1ACAVA

JUR 72016 / JUR-TIEURREC
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Work with COURSE FILES

You can fill a course file in two ways, the end result is the same.
- Login from the internet browser and from there go to the file directory.
- Godirectly from the Explorer to the file directory.

Go to the course file directory from the internet browser

When you are logged in, select one of the course files for which you are authorized. You can then
fill this course file with your files.The structure within a course file is determined by the faculty
itself.

# COURSEDOSSIERS = USERS FACULTIES
Course dossiers A list of your course dossiers.

JUR f 2016 / JUR-4EURLSCR

v

Select one of the course files and you will enter the following menu:

Course dossier VUR / 2016 / ] UR-4EURLSCR" Master's thesis European Law

Docenthandleiding_Teacher manual = Go to dossier directory
TODO: instructies voor toevoegen

Tentamen Hertentamen documenten (JUR)

Essayopdracht

Docentreactie_Teacher respons

Studiehandleiding_Course manual

Antwoordmodel

O 0 0 0 0 O
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Placing documents in a course file
If you want to place a document in one of the parts of a course file, select one of the sub folders

within the course.

Radboud Universiteit 1%; Course Dossiers
kS

wwwww o

COURSE DOSSIERS = USERS  FACULTIES WELCOME U295029! LOG OFF

Dossier directory "Docenthandleiding_Teacher manual” JUr-C-ALGR /2013 / JUR-1ACAVA-V-PER3

f Back
5

There are no files in this directory. i

Click or drop files here to
upload

As you can see there are no files in it yet.

Allowed characters in a file name
The characters a to z, the numbers 0 to 9 and the special characters% are allowed in a file name.

Add files to a course file
You can drag and drop documents from a folder at your own workplace to the window in course
file:

Radboud Universiteit {@] Course Dossiers
N £

# COURSEDOSSIERS USERS FACULTES WELCOMT

Dossier directory "Docenthandleiding_Teacher manual” jur ¢ ALGR /2018 / JUR-LACAVA-V-PERS

f Back

There are no flles in this directory.

umenten om Le testen - ] X

" Beeld L2

Yotowe E3gensihappen Selecteren
o ~ee . < .

Orgareseren foeuw Oprew

| lege documenten om te testen

Q' teeg document om ta testenadss
8% Leeg documaent voor cunusdossien. doce
1 Leeg documant voor cunupdotsiern.pef

O T Y
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Or you click in the course file on the window

4

Click or drop files here to
upload

Select the folder from which you want to copy.

en voor uploaden X
<« Cursusdossi.. * lege documenten om te testen v O Zoeken in lege documenten 0. @
Mieuwe map ==~ [ @

~

A~ Maam Gewijzigd op Type Groot]
* @ leeg document om te testen.xlsx 22-5-2018 9:27 Microsoft Excel-w...

+ Leeg document voor cursusdossiers.docx 22-5-2018 8:58 Microsoft Word-d...

s "L Leeg document voor cursusdossiers.pdf 22-5-2018 9:00 Adobe Acrobat D...
*

n
P

A
M. < >
Bestandsnaam: | "Leeg document voor cursusdossiers.docx” "lee V| Alle bestanden (*.) w

Select the file (s) to copy to the window in course file.
Select Open and the document (s) will be copied to the folder in the course file.
You can also do this with the other folders.

View files within a course file

You can view an existing file within a course file.
Select the document that you want to view.

Radboud Universiteit g%} Course Dossiers

"'“ﬂnr‘f

# COURSEDOSSIERS USERS FACULTIES

Dossier directory "5 Hertentamen_Resit" FTr-TH /2018 / FTRINDI-TH-VJAAR

f Back

Empty document for testing.docx
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The next screen appears:

Radboud Universiteit :%g Course Dossiers
&

"'NINE

# COURSE DOSSIERS | USERS FACULTIES WELCOME

Dossier directory "5 Hertentamen_Resit" FTR-TH /2018 / FTR-INDI-TH-VJAAR

’ Back
Empty document for testing.docx! 1
m
Click or drop
uple
Wilt u Empty document for testing.docx (11,2 kB) van alesund.hosting.ru.nl openen of opslaan? Openen Opslaan |~ Annuleren

Select Open to open the document. If you want to open a document with an unknown extension
(not like DOCX, XLSX, JPG, PDF, etc), Windows will ask you with which program you want to open
the document.

Select Save to save the document on your own computer.
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Search for a course

If you are looking for a specific course, you can use the Search functionality. Open COURSE

DOSSIERS and select Search at the top right.

Type a part of a course or an attribute that has a number of courses.

For instance:

You search within FTR for all courses with SEM @ at the end then enter it in the Search field.

Then you get:

Course dossiers Alist of your course dossiers.

FTR-RS / 2019 / FTR-CC300-V-SEM2
FTR-RS / 2019 / FTR-FTRMI01-V-SEM2
FTR-RS / 2019 / FTR-OTH702-V-SEM2
FTR-RS / 2019 / FTR-OTR704-V-SEM2
FTR-RS / 2019 / FTR-RSBA107-V-SEM2
FTR-RS / 2019 / FTR-RSBA201-V-SEM2
FTR-RS / 2019 / FTR-RSBA207-V-SEM2

FTR-RS / 2019 / FTR-RSBA210-V-SEM2

o 0 0 0 0 0 0 ©

—  FTR-RS/ 2019/ FTR-RSBA301-V-SEM2

If you are looking for all courses that contain the word 4crim,

Course dossiers A list of your course dossiers.

JUR-C-STRAF / 2019 / JUR-4CRIMENG-V-MSEM1

JUR-C-IER / 2019 / JUR-4CRIMRES-V-MSEM2

v

Search

sem2

Faculty

Coordinating branch

Dossier status

v

Year

2019 v
Sort by

Course W
Sort order

Ascending v

Apply

you will see:

Search

4crim

Faculty
Coordinating branch
Dossier status

Year

2019

Sort by

Course
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For example, if you want to search more directly, you can use multiple search arguments:

Radboud Universiteit “%g Course Dossiers

M

# COURSEDOSSIERS | USERS FACULTIES WELCOME U395029! LOG OFF

Course dossiers Alist of your course dossiers.

FTR-RS / 2019 / FTR-CC300-V-SEM2 Search

o FTR-RS cc300 sem2
Faculty
4] ”

Coordinating branch
Dossier status

Year

2019 v

Sort by

Course v

Sort order

Ascending v

Apply

Comments about the Search functionality

e Searching for a file part is not possible, regardless of the role it plays and that is
correct, it only searches within cours file names, not folder names within a course.

e The search string may be a part of a word to be searched for, but that part must be at
the front of that word

e The year thatis entered at YEAR is leading, if it is 2019 and you enter 2018 in the
search string, it will come up with no result. So do not enter a year in the search string
but enter it in YEAR.

e Ifyou enter three search criteria and one of the search criteria does not exist, it will not
show the other results of the other two search criteria.

e If you make choices in the other fields and another in the search string, then he does
not display anything, eg coordinating branch you choose FTR-TH and in the search
string you enter in FTR-RS year then that leads to no result.

e The search arguments in a search string do not have to be in order, so ftr-rs year indi
produces the same search result as ftr-rs indi year and also as year ftr-rs indi.

IM W. Jansen
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Go from the Explorer to the course directory

You can also go from the Explorer to the directory where the folders with files are located in the
course file. Then you do not have to log in via a browser and from there go to the folders.
Select My Computer with your mouse and double click on it.

My Computer opens:

o, o] cdencom.

(Elsiaajsusiy | e F—
Organi - Syst i happ Een p ijd of wijzi Metwerkverbinding maken Configuratiescherm openen
=5 477 Favorieten 4 Hardeschijfstations (2)
o
N B Bureaublad 0SDisk (C) Data (DY)
(Easiltaalsel u Downloads - — 1|

g . 110 GB van 178 GB beschikbaar 58,1 GB van 53,4 GB beschikbaar
1= Recente locaties

4 Apparaten met verwisselbare opslagmedia (1)

- Verwisselbare schijf (E:)
-

4 Netwerklocatie (6)
— _ (Wenas.runl) (U:)

‘?_ 2,88 TBvan 11,9 TB beschikbaar <& 975TBvan60,0 TB beschikbaar

Here you will see your favorites on the left with links you have created yourself.

P~ 8+ Computer » - R e — - H Zoeken in Compu
w = = -— ee— S—n — == - = 3 —
0] - Syt happen Eenp ijd of wij Netwerkverbinding maken Confi tiescherm openen

==l 45¢ Favorieten 4 Hardeschijfstations (2)

i

@ I Bureaublad 05Disk (C:) Data (0:)

|| Downloads ) — | == |

ettt 110 GB van 178 GB beschikbaar E;ﬁ 59,1 GB van 59,4 GB beschikbaar

(i-'] Recente locaties

<+ Apparaten met verwisselbare opslagmedia (1)

- Verwisselbare schijf (E)
-—

4 Netwerklocatie (6)

— . (Wenas.ru.nl) (Uz)

xy_ 2,88 TB van 11,9 TB beschikbaar -z 9,75 TB van 60,0 TE beschikbaar

Select Computer so that it becomes colored.

[l Computer

Organiseren = Systeermeigenschappen

Type over it: \\cnas.ru.nl

1M \ena s.ru.r1||

Organiseren * Systeerneigenschappe

© IM W. Jansen


file://///cnas.ru.nl

Press the Enter key. You will then see CURSUSDOSSIERS.
e—

' vlu!l » Netwerk » cnas.ru.nl »
‘ Organiseren v In Active Directory zoeken Netwerkcentrum Externe printers weergever

4 5.7 Favorieten

s wws
CURSUSDOSSIERS «
P Bureaublad e ! Share

Open COURSUSDOSSIERS

then you will see all the folders where you are authorized to fill them

13

QOrganiseren v Nieuwe map = @ |
& CURSUSDOSSIERS (cnas.ru.nf) Naam : Gewijzigd op Type Grootte
L. Tijdschriften :

1. Antwoordmodel 14-9-2016 13:15 Bestandsmap

g 1. Docenthandleiding_Teacher manual 24-8-2016 18:05 Bestandsmap

4 Bibliotheken :

3 1. Docentreactie_Teacher respons 24-8-2016 1805 Bestandsmap
&=/ Afbeeldingen
= 1. Essayopdracht 24-8-2016 1805 Bestandsmap
| *] Documenten : i
J‘ Muziek . Evaluatie Studenten 24-3-2016 1805 Bestandsmap
21€!
8 Vr: '. ‘ 1. Mondeling 24-8-2016 18:05 Bestandsmap
(-]
¢ = 1. Normering en beschrijving beoordeling 24-8-2016 18:05 Bestandsmap
. Papers 24-8-2016 1805 Bestandsma
1% Computer & Pap X . P
. Studiehandleiding_Course 24-8-2016 1805 Bestandsmap
— i Tentamen Hertentamen 16-9-2016 14:50 Bestandsmap

€ Netwerk :

] jurbt 24-8-2016 1805 Tekstdocument 1kB
] 11 items
i

The content with specific information about which data should be placed in the course file, will
differ per faculty and will also be distributed per faculty.

Make a favorite

You can easily create a favorite (shortcut) of the actions just performed, select CURSUSDOSSIERS
with your mouse, hold down the left mouse button and then drag it to Favorites.

|u-,;| v Computer b

Organiseren *

Systeemeigenschappen

T —

Een prograr

45¢ Favorieten
M8 Bureaublad
|| Downloads

':E_-'ﬂ Recente locaties
& CURSUSDOSSIERS (cnas.ru.nl)

If you click on it with your mouse, you will immediately enter course files and you can fill the

correct folders with documents.
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