
KODIAK	QUICK	GUIDE	–	Request	a	Course  

 
Courses are added to Kodiak at the request of the instructor.  The person that is listed as the instructor of a course in the Student 
Information System (SIS) can request the course be added to Kodiak.  Note that this is available starting approximately nine weeks 
prior to the start of the class.   

1. To request a course be added to Kodiak, log into Kodiak and click on Help in the upper right of screen. Then click on 
Request a Classroom (Faculty Only). 
 

 
 

2. Any courses that you are eligible to request will be listed. Simply click on the checkbox to the left of the course name and 
then click Request Selected Classrooms.   

 

This utility is the preferred method for instructors to request new Kodiak classrooms. The page displays the courses you teach for the 
semester(s) we are currently processing. Here are some notes on the process: 

 For assistance, email edtech@wne.edu or call Rich Pont at 782-1742. 
 We can only create Kodiak classrooms for the 'divisions' and semesters listed at the top of this page. (Generally, you can 

request a classroom approximately 9 weeks before the first day of its semester.) 
 Your request is emailed to edtech@wne.edu . Emails sent to that address are received by everyone in Educational 

Technology and Training. One of us will create the requested courses ASAP and then 'close' the request. Our normal hours 
are M-F 8:30 AM to 4:30 PM. 

 You can use the optional Comment/Instructions field to request, for example, that two or more course sections be combined 
into one Kodiak classroom. 

 Your new classrooms will appear on your My Home page and they'll be populated with your students. The classrooms start 
off 'inactive', meaning students can't see them. Go to 'Edit Course' --> 'Course Offering Information' to make your course 
active when you are ready to let students in. 

This utility is completely independent of the Kodiak system and so it has no knowledge of courses that have already been created. Its 
purpose is to make it convenient for faculty members to request Kodiak courses, and for us to let you know the semesters we are 
currently able to process. 


