
 

Renewal Guide 
 
 

1) Course Archive 
 

Once a course has completed and moderated, it should be set as Archived. Archiving a course disables 

student access and placed the Production Logs into a read only mode. Logs can still be accessed by any 

supervisor. 

 

Do not archive a course if you still have active students.  You can run multiple courses/cohorts at the same 

time.  It is also possible to transfer a student between courses of the same specification. 

 

Click the ‘Coordinator’ menu link and select the EDIT / MANAGE button next to the course.  Select the 

ARCHIVE tab and click the ARCHIVE COURSE button. 

 

2) New Course 
 

Click the ‘Coordinator’ menu link. From the ALL COURSES Tab click the CREATE NEW COURSE button.  

Select the correct specification, input a title to help differentiate between different academic years and 

courses such as EPQ 2021. Select the official Coordinator which will appear on the Production Logs and 

click CREATE NEW COURSE. 

 

If students are self-registering, remember to update your resources with the new Course Code and 

Reference which is unique to each course.  This can be found from the EDIT / MANAGE course and from 

the ‘Student Status’ menu link where all supervisors can access the ‘SELF REGISTER’ button. 


