
Submitting Field Group Course Offerings (Locking)

● Field Group Curriculum Liaisons have the authority to lock course offerings for 

their field group.

● Field groups have the option of having individual faculty enter course details 

or having the Curriculum Liaison enter.  

● When the Field Group Liaison has confirmed course details and is ready to 

submit the curriculum to the Registrar’s Office, they click on the Lock icon.

● Locking a Field Group’s courses prevents further modifications by faculty.

● If any changes need to be made, the liaison contacts the Registrar’s Office to 

request it be unlocked.

Call for Courses



The Field Group Lock panel is located on the Call for Courses tab of the 

portal, above the course offerings grid.



Field Groups and Course Disciplines

● There may be more than one Course 

Discipline associated with a Field 

Group and thus see multiple rows for 

your field group.



● To lock a Field Group’s courses, click the Lock

button.

● Before locking, please verify course information. 

Once it is locked, modifications cannot be made.  

● To unlock, contact the Registrar’s Office, as they 

will need to know when changes are being made.

● The Current Status of a Field Group is displayed 

on the left. A closed padlock indicates the field 

group courses have been locked.


