Getting Started with ECA

Electronic Course Approval system

1. WHAT: A university-wide initiative, sponsored by OAA.

2. WHEN: University implementation deadline: 12/31/2008
3. WHO: Each department is responsible for getting their own ECA accounts. ECA will provide training and tech support upon request.

4. HOW: Requesting Access to the System

1. Go to www.eca.osu.edu
2. On left side of screen, click on “ECA Access Request”

3. Type in name.# and OSU login password

4. Fill out form as appropriate

a. When choosing your “ECA Roles” you will be defining what you can see and approval privileges. (In “University View” anyone can see wherever a course is in the approval flow process.) Please refer to the functional definitions below to help choose the appropriate role(s):

Proposer – a faculty member who would like to initiate a course proposal (fill out the form, attach documents) and “place it into the flow” of the Initiator’s in-box. Initiator – a staff member or faculty member who typically fills out the appropriate paperwork for course requests and adds attachments such as syllabi and associated documents and forms before they go to a curricular committee (If you are a faculty member who also functions as an initiator, moving packages to the next level, you need only request Initiator status.)
Committee Member (viewing only, not necessary in ASC units)
Chair/Director – any faculty member (or designee) who needs to approve a course as a chair of a committee (i.e. undergraduate or graduate studies committee chairs within units, college curriculum committee chairs, etc.); or the chair/director of a department who would approve a course at the departmental level
Administrator – someone who needs to be able to see courses, route, or approve requests on an administrative level (i.e. curricular dean, administrative director or designee). 
Please feel free to elaborate in the comments box (“I need to be able to…”) if your roles are multiple, delegated, or particularly complex. This will help the ECA tech support team properly identify your roles. For example, “I am a department chair but also chair our undergraduate studies committee and chair a subcommittee of the CCI.”
5. Plan for implementation 
To schedule individual or group trainings write to eca@osu.edu, SUBJECT: “Schedule ECA Training.” Trainers can come to locations convenient for you.
6. Concurrence / Comment Period / Circulating Form

Concurrence: General university form available in ECA to download and send electronically; ASC Concurrence form available at: http://artsandsciences.osu.edu/currofc/resources.cfm under “Course Request Forms”
Either form is fine to use.
Comment Period: After ASC  approval, a 2-week period before OAA approval, available for interested parties in weekly digest e-mail. 

Circulating Form: Quarterly e-mail notification. Contact Jerry Vance.5 to be placed on distribution list.
