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If you have questions concerning the use of implementation of this manual, contact:

Andrew Lofters

Phone: (512) 427-6239

Fax: (512) 427-6168
Andrew.Lofters@thecb.state.tx.us



mailto:Andrew.Lofters@thecb.state.tx.us

INTRODUCTION

The Distance Education Portal allows institutions to enter, revise, and review distance education
information for existing programs in their approved program and certificate inventories. Before
beginning, an institutional representative will need to create an account with CBPass.

CBPass NEW USER SIGN UP

1. Navigate to the CBPass page: https://wwwl.thecb.state.tx.us/CBPass/

2. Click on the create one now link.

CBPass Login

Sign in with your CBPass Account

*Username: | |

*Password: | |

Forgot your Username or Password?

don't have an account? create one now!

3. The CBPass — New User Registration page displays.
4. Enter your First and Last Name.
5. Enter your affiliation (your institution’s full name) or type Other.

Note: The affiliation field shows institutions in the database as you type. Avoid typing
“the” as the first word of your affiliation. Be specific in entering your institution’s full
name in the affiliation field. For example, if your institution has multiple campuses,
enter the full name, such as University of Houston — Downtown. Your email address
will become your username for the application.

6. Enter your Physical Address.

7. Enter your Telephone Number.


https://www1.thecb.state.tx.us/CBPass/
https://www1.thecb.state.tx.us/CBPass/
https://www1.thecb.state.tx.us/CBPass/

8.
9.

CBPass - New User Registration

To create a CBPass account, enter the nformation below, then click on the Reg&ter button. Once you have
registered you wil be able to request access to applications.

Al fieds are required.

Account Information

-First Name [required]: | |

=Last Name [required]: | |

=Begin typing to enter/modify
your affiliation or type |
"Other" [required]:

~Physical Address [required]:

~Telephone Number [required]: ( ‘

Enter your E-mail Address.
Enter your User Name — Used at login.

10. Enter your Password — Used at login.

Note: Passwords must be at least eight characters in length and contain at least three of
the four following attributes:

11.
12.
13.

e an uppercase letter (ABC)

* alowercase letter (abc)

e anumber (0123456789)

» aspecial character ($%!@"N&*()?'|V{}[]~=<>-_+.,)

Enter the answer to the security math problem.

Check the box verifying that you agree to the CBPass Account Agreement.
Click register.

After you click the register button, you will also receive an acknowledgement e-mail.
Note: If you do not receive the e-mail notification in a timely manner, please check your
junk e-mail folder for this message.



~E-Mail Address [required]: | |

“Re-Type E-Mail Address | |
[required]:
-User Name [required]: | ‘ (Used for login)

~Password [required]:
Passwords must be at least eight (8) characters and contain at least 3 of the 4 following
attributes: uppercase letter, lowercase letter, number, special character.

| Password Strength: I Weakl Mediuml Strong |

“Re-Type New Password

[required]: I

=Enter the answer to the math x

problem [required]: o+8=[ |

[ [required] I agree to the CBPass Account Agreement (link opens in a hew window)

Register

14. Select three security questions to answer for password reset purposes. If you would
like a different selection of questions to choose from, Click Generate a new list of
qguestions. Once you have selected three questions, click Continue.

15. Answer the security questions you chose and click Continue to create your account.
Click Cancelto go back to the list of security questions.

What is the first name of the boy or girl that you first kissed? John

What school did you attend for sixth grade? King Middle School
In what city or town was your first job? Austin]

At this point, the system notifies the application owner for approval. After the application
OWnNer approves your request, you receive an email stating that your request status and
you can now use the application.

MY ACCESS

When you log in to your account, the My Access tab appears. From this page,
you can request access to an application. You can also search and view the
current applications you have access to.

MY ACCESS PR

Search for and view your cument applications or request acoess lo additional appications.

Instructions @

Click to Reguest Access to another application

Filters
App ID: App Name: All v Qwner:
App Status: All A Access Status: All v Role: All A
Run||Clear Filters
Record Count= 2
App ID Application Name ‘Owner(s) Delegate(s)/Admin Role App Status Access Status
P Michael.Myers@THECB. state.tx.us, - Remave
128 MAccelerate Texas Michelle.Mindieta@THECE. state. tx.ug Coteer fctive Approved Access
Diane.Eargle@THECB. state.tx.us,
Bill. Abasolo @ THECB. state.t.us, Frmm]
110 |Accountability l=an.Zhao @ THECE. state. te. us, CBUser Active Approved i;ccﬂss‘
Mark.Kirksey@THECB. state. tx.us, R
loseph.Dolan@THECE. state. tx.us




Accessing an Application

After you receive access to an application, you may access the application two ways:

1.1f you are accessing an application through an assigned URL, you can access the

application after entering your CBPass credentials.

2.Use https://www1.thecb.state.tx.us/CBPass/ to return to the CBPass application.
Navigate to the My Access tab and click on the application name to log directly into
the application.

Requesting Access to an Application
1. Click on the Click to Request access to another application link.

2. The request access window opens.

3. Scroll through the Select Application dropdown list and select the desired application.

The system can only process one application at a time.

4. Click Request Access. The system acknowledges your request and adds it to your

access list with the Access Status of Requested.

Request Access

Seleet

Application:

Accelerate Texas

Request Access ancel

5. Once processed, you will receive an email with your request status. If granted, you
may then open the application by clicking on the link in the table on the My Access
tab or by directly going to the application URL and logging in with your CB ID
account.

Removing Access to an Application
You may remove your access if you no longer want or need access to an application.

Instructions 9

1. To remove your access to an application, scroll to the desired application.

2. Click on Remove Access.

Record

Count= 2

AppID

Application Name

owner(s)

Delegate(s)/ Admin

Role

App
Status

Access Status

128

lAccelerate Texas

Michael. Myers@THECB. state.t.us,
Michelle.Mindieta@THECB. state.x.us

CBUser

Active

Remove

Requested

Access
]

110

IAccountability

Dean.Zhac@THECB.state.tx.us,
Mark.Kirksey @ THECB.state.tx.us,

PBoseph.Dolan@THECE. state.tbx.us

CBUser

Active

R Remove|
£ Access

D

3. A message box will appear. Click on Ok to remove your access or click Cancelto
cancel the action.

4. The application status will change to Removed. You can no longer access the
application.

Note: If you need to access the application in the future, you may request access to the
application again.


https://www1.thecb.state.tx.us/CBPASS/
https://www1.thecb.state.tx.us/CBPASS/
https://www1.thecb.state.tx.us/CBPASS/

PROFILE

Click the Profile tab to view or change your current account information. You may also

change your password from this page.

Managing your Account Information

AC PROFILE
View or update your profie.

Your profile stores your:

* Name

* Affiliation

» Physical Address
» Telephone Number
* Email Address

* Login Name

* Login Password

» Security Questions

You may change any of the
fields as needed by
entering your current

Account Information

«First Name [raguirad]:

+Last Name [required]:

Current Affiliation:

Begin typing to enter/modify your affiliztion or type

"Other" [reguired]:
+Physical Address [regquired]:

<Telephone Number [required]:
E-Mail Address [requirad]:
Re-Type E-Mail Address [required]:
+User Name [required]:

information and clicking Save Changes.

IFDTests
User-8
University of Texas at Austin (003658)

1200 E Anderson Ln
Austin | TX Y

([512]7 -|427 |- [6274

78752

jfd.test8.thecb@gmail.com

JosyDolan0s (Used for login)

Note: If you change your affiliation, your access to your current applications will
removed. You will need to request access to the applications you need again.

Password Change

You can change your password as needed. To change your password, follow the steps

below.

1. Type your new password into the fields called Password and Re-Type New Password.
You must correctly type your new password into both fields or your password will not

be updated.

2. Click Change Password to update your password or click Clear if you do not want to
save your new password. Note: Passwords must be at least eight characters and
contain at least 3 of the 4 following attributes:

» Uppercase Letter (ABC)
* Lowercase Letter (abc)
* Number (0123456789)

Special Character ($%!@7&*()?' |V{}[]~=<>-_+.,)



3. Select three security questions and click Continue to enter your answers.
Update Password
<Passward: I

ords must be 2 et

| Password Strength: |

Re-Type New Password:

| Clear || Change Password |

Reset Security Questions (Flease sslect 3 of the security questions below to be used for password reset and personal identification purposes:)
Select
What was your childhood phone number including area code? (2.g. 000-000-0000)
In what city or town did your mother and father mest?
Where were you when you first heard about 9/117
What is your matemnal grandmaothar's maiden name?
In what city doss your nearest sibling live?
What is the name of the place your wadding reception was held?
What school did you attend for sixth grade?
Where were you when you had your first kiss?
What is the name of a college you applied to but didn't attend?
What is the first name of the boy or girl that you first kissed?

Generate a new list of questions | Continue

FORGOT PASSWORD

If you have forgotten the password to your account, you can reset your password in a few
simple steps.

1. Go to the CBPass login page.
Click Forgot your Username or password?

Enter your email, affiliation, and zip code. Click Continue.

Enter the answers to the questions you chose when you first registered.

Click Continue and an email will be sent to your email address with an access code

you will need to reset your password.

6. Go to your email address inbox and click on the email from
Mailbot@thecb.state.tx.us. Note: If you do not see the email, check your spam box.

7. Click on the link in the email. It will take you to password reset page.

8. Enter the Access Code in the email in the Access Code field along with your new

password in the appropriate fields. Note: Access Code is only good for 20 minutes.

vk woN




9. Click Continue. You will be taken to the CBPass login page and you may now log in
with your new password.

Mailbot@thech.state.tx.us 2:51 PM {4 minutes ago)
to me (=
Please go to the following link and use the access code to reset your password:

AccessCode= 56369269
http://dev-sslichid_Build/ResetAccount cfm?U=TEE346EEC924016BDCE6B192DDD2D8476

*** Note: If clicking on the link fails, try copying the link and pasting it into your browser

This email is generated automatically, please do not respond, this is an unattended email address.

10



ACCESSING THE DISTANCE EDUCATION PORTAL

1. From the THECB home page, www.thecb.state.tx.us, navigate to the Academic

Quality and Workforce Division link, circled in red below.

Q

0x30TH

60x30TX Higher
Education Plan

Closing the Gaps by
2015

Communications and
Policy

Confract
Administration

Internal Audit and
Compliance Monitoring

Academic Quality and
Workforce Division

Research and Project
Grants

College Readiness and
Success

Finance and Resource
Planning

Information for

Data Resources and
Tools

Online Institutional
Resumes

Applying and Paying
for College

Student Loans

Texas has enteraed a new era in higher education. From 2000 to 2015, many of the
initiatives undertaken by the Texas Higher Education Coordinating Board and colleges and
universities were intended to achieve one or more of the four goals of Closing the Gaps.

Issues of Current Interest

2017 Higher Education Almanac
60x30TX Higher Education Plan =%

Dual Credit: Interim Report from THECB-
RAND Study Posted for Public Comment 5%
Leagislative Recommendations 85th Texas
Legislature =%

Managing the Expansion of Graduate
Education (RAND Report 2017) =%

Tri-agency Report: Prosperity Requires
Being Bold €

=>> More Topics

Upcoming Events

06/28/2017 Committee on Affordability,
Accountability and Planning
(CAAP)

06/28/2017 Spedial Called Board Meeting

NE/MOMNTT  Carmmitban fm Aeadamais and

Texas has now launched 60x30TX, the new higher education strategic plan which aims to
position Texas among the highest achieving states in the country and maintain its global
competitiveness. 60x30TX is entirely student-centered: its overarching goal is that 60
percent of young adults (25-34) in Texas will hold some type of postsecondary credential
by 2030. It also proposes that these graduates will have marketable skills regardless of
major and that, statewide, students will not graduate with debt exceeding 60 percent of
their first-year wages.

e-UPDATESS

)

Tweets » y @TXHigherEdBoard i ]

g3am TX Higher Education A

@TXHigherEdBoard extends app
deadline for loan repayment program for
mental health professionals
tinyurl.comiy7riGkw

sa3em 14X Higher Education

11
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2. Select the Higher Education Databases and Web Portals link under the General
Information heading. Select the Distance Education Portal link. An additional link to
access the distance education portal will be included on the THECB Distance, Off-
Campus, and Self-Supporting Education webpage.

60x30TH

h

’t- ‘ 2l "
Board Members | Commissioner | Agency Info | In

60x30TX Higher
Education Plan

Closing the Gaps by Home / Division of Academic Quality and Workforce
2015

S — Division of Academic Quality and Workforce

Policy

contract e-UPDATESS"

Administration

L=l gt

Internal Audit and
Compliance Monitoring

Academic Qu_a!il_\r and
Workforce Division General Information
Research and Project

Grants Welcome from the Division | eadership & |Staff Directory &

College Readiness and Grant Programs and Other Trusteed

Academic Common Market &

Success Funds €

TreTraTt METIEs Advisory Committees €& ,—Nﬁuatien Data Rm

Planning Approximate Time to Completion of ( Higher Education Databases and WeD
. Requests and Applications =% Portals &

Information for =

Governing Board Common Calendar i i s ©

Members

Data Resources and

Tools
Online Institutional Higher Education Institutions
Resumes

- - Public Community and Technical Colleges &
Applying and Paying
for College Public Universities and Health-Related Institutions £

Degree-Granting Colleges and Universities Other than Texas Public Institutions &

Student Loans

3. This takes the user to the CBPass secure login window to enter the appropriate
username and password. Please remember that only one set of credentials is
associated with an institution.

CBPass Login

Sign in with your CBPass Account

*Username:
*Password:
[sqm |
Forgot your Usesmaime o Passwond®
don't have an account? create one now!

12



4. Within the Distance Education Portal, users may enter distance education information
on approved program offerings, edit certain information on a distance education

offering, and review their distance

education offerings.

ENTERING INFORMATION INTO DISTANCE EDUCATION PORTAL

Once the user enters the Distance Education Portal, all approved distance education
offerings may be viewed. Each institution only has access to distance education data for

its institution.

Entering Online Programs

1. To add a new online delivery modality to an existing associate, bachelor or master
level program, click the Add new distance education program button as circled

below. 01010300 AGRIBUSINESS is blocked in red for this example. Notice

that the BS in Agribusiness is already being offered off-campus face-to-face

at the Midlothian Higher Education Center at Navarro College and has a

pending request to be offered at the McLennan Community College

University Center.

‘ Add new distance education program | xcel format Show inactive programs
&
CIP Program Award 100% Online Fully Online Hybrid/Blended Electronic-to-Group Off Campus Self-
(86-90% Online) Face-to-Face
AGRICULTURAL SERVICES AND -
01000000 | EVELOPMENT ES X View/Edit | |A
e
Cent
1010300 | AGRIBUSINESS BS IcLennan Community View/Edit
“ollege University Center _
Pending Requested 6/13,/2017
AGRICULTURAL AND CONSUMER - -
01080100 RESOURCES MS X View/Edit
09010000  COMMUNICATIONS BA Southwest Metroplex Center View/Edit
ogo1oooo | COMMUNICATIONS BS Southwest Metroplex Center View/Edit
Southwest Metroplex Center
ogowoooo | COMMUNICATION STUDIES MA Southwest Metroplex Center - View/Edit
R.C. Schaffer Buildi ~
smrrrrn merama s McLennan Community

‘ Add new distance education program |

***Note: The table only displays existin

roarams offered through distance education.

This is not the institution’s approved program inventory.

2. To add a distance education delivery modality, enter the CIP code for the existing

program and click Next.

Program CIP: 01010300

=

[ERN

3




3. Use the pull-down menu to select online delivery modality (100% Online, Fully Online,
or Hybrid/Blended) for this new distance education offering and then select Add. Only
one delivery modality can be selected for each distance education program entry.

01910200 AGRIBUSTNES

Not offered by distance education

13 100% Online

Fully Online (86-99% Online)
o Hybrid/Blended
Electronic-to-Group

Off Campus Face-to-Face
Self-Supporting

***0Online Delivery Definitions: 1002 Online---no face-to-face campus

instruction required; Fully Online---86-100%0 online delivery; Hybrid Blended--
50-85%0 online delivery.

4. Enter the beginning and ending dates for the program’s new distance education
delivery modality. An ending date is not required to enter the distance education
delivery of the program into the portal. After dates have been entered, click Confirm.

o1o10300 BS AGRIBUSINESS
100% Online

Start mnnﬂ1 Start day| 27 | Start vear [EIEH v

/
End mont Endday[-_ V] Endyear[ V]

Confirm ancel

***Note: The End date field should only be used when phasing out. discontinuing.
or closing programs.

14



5. The 01010300 BS in Agribusiness program now displays an X in the column indicating
it is being offered 100% online.

| Add new distance education program

47 records
CIF Program Award 100% Ouline  Fully, Hybrid/Rlended  Electronde-to-Group  Off Self-Supporting
Omline) ﬂu?o-m
AGRICULIUEAL SERVICES AND [

CHOOOO00 | Ty APEST B3 "'."lnwidu_
Midlothian Higher
Education Cenler af ¥avamo

caciogoo | AGRIBUSENESS BS X McLemman Commemity ViewEdd
College Unsversity Cenler e
Pending Requested
&'uyiaT

- ~ | AGRICULTUBRAL AXD :

CIOBNDD | nacer o IFR RESOURCES M3 X _"."lnled!

ogeacooa | COMDSLINICATIONS B4 Soutirwest Metroplex Center ViewEda

poodoonn | COMDILTNICATIONS ES Soutkwest Metroplex Center v.gw-'E.jq.
Soutkrwest Metroplex Center -

ogoaoedn | COMMITNICATION STUDIES Y Soutiwesn Metmoplex Camler Wigw/Eda
- B.C. Srhaffor Budldi - —

Add now distance education program

| Certly

Entering Electronic-to-Group, Off-Campus Face-to-Face, or Self-Supporting
Programs

1. To add a new online, electronic-to-group, off-campus face-to-face, or self-supporting
delivery modality to an existing associate, bachelor or master level program, click the
Add new distance education program button as shown below. 01080100

AGRICULTURAL AND CONSUMER RESOURCES MS is being used for this
example. Notice that the MS in Aagricultural and Consumer Resources is

already being offered 100%6 online.

15




Add new distance education program

xcel format Show inactive programs

CIP Award 100% Online Fully Online Hybrid/Blended Elecironic-to-Group Off Campus Self-Supporting
(86-99% Online) Face-to-Face
01000000 AGRICUI'TLE%'}TL SERVICESAND | pg X View/Edit
Midlothian Higher Education
Center at Navarro Coll
01010300 | AGRIBUSINESS ES McLennan Community View/Edit
College University Center
Bendine Requesied 6ua/zon
AGRICULTURAL AND CONSUMER. - "
01080100 RESOURCES M3 | X | View/Edit
00010000 = COMMUNICATIONS BA Southwest Metroplex Center View/Edit
09010000 = COMMUNICATIONS BS Southwest Metroplex Center View/Edit
Southwest Metroplex Center
ogo1o000 | COMMUNICATION STUDIES A Southwest Metroplex Center - View/Edit
R.C. Schaffer Buildi
A mITTED IeTADA L ATTANT MeLennan Commmnity

Add new distance education program

Mot offered by distance educabon
100% Online
Fully Online (36-99% Online)

o1o|Hybrid/Blended

2. Enter the CIP code for the existing program to be added through a distance delivery

modality and click Next.

M o i ittt ittt
Program CIP: (01080100 || Next |

3. Use the pull-down menu to select the off-campus delivery modality (Electronic-to-

Group, Off-Campus Face-to-Face, or Self-Supporting) and select Add.

Electronic-to-Group
Off Campus Face-to-Face
Self-Supporting

| Add || Retumn to list

4. Enter the beginning and ending dates for the program'’s new distance education

delivery modality. An ending date is not required to enter the distance education
delivery of the program into the portal.

16




01080100 MS AGRICULTURAL AND CONSUMER RESQOURCES
Off Campus Face-to-Face

Start month [ June /] Start day[27 /] Star year 2077 ]

Endmonth [ v|Endday[- V] Endyear[- V]

Location: | Select Location v|
| Confirm Cancel
***Note: The field should only be used when phasing out

discontinuing, or closing programs.

5. For Electronic-to-Group, Off-Campus Face-to-Face, or Self-Supporting delivery, the
location of the program is also required.

01080100 MS AGRICULTURAL AND CONSUMEER. RESOURCES
Off Campus Face-to-Face

Stat month [ June ] Sartday 27 V] Strt year 2077 ]

End month |- v|Endday|- WV E.Ild‘j’EEII

T —

ct Location
Confirm i




6. A list of your institution’s Electronic-to-Group, Off-Campus Face-to-Face, or Self-
Supporting delivery locations that have been previously approved for other distance
education programs will populate the location pull-down menu. If the desired location
is included in the pull-down menu list, select the location and click Confirm.

01080100 MS AGRICULTURAL AND CONSUMER RESOURCES
Off Campus Face-to-Face

Start month [June ] Start day[27 ] Startyear 2077 /]

Endmonth- v|Endday[- V]Endyear[- V]

Grand Prairie Independent School District Houston
McLennan Community College University Center
Midlothian Higher Education Center at Navarroe Coll
Southwest Metroplex Center

Southwest Metroplex Center - R.C. Schaffer Buildi
THECB

Add a new location

7. If the off-campus location is not contained in the pull-down menu, select Add a new
location.

01080100 MS AGRICULTURAL AND CONSUMER RESOURCES
Off Campus Face-to-Face

Strt month [Tune ] Star day (27 7] Stare e (2077 V]

Endmonth [ V]Endday[- V]Endyear[ V]

@ Grand Prairie Independent Sch{:ol_Dislr_ict Houston
McLennan Community College University Center
Midlothian Higher Education Center at Navarro Coll
Southwest Metroplex Center

Southwest Metroplex Center - R.C. Schaffer Buildi

Add a new location >

———

***Note: Please avoid using duplicate names for the same location address.
Institutions do have the ability to remove location names from the list of

18



locations. send an email to Dr. Andrew Lofters

(Andrew.Lofters@thecb.state.tx.us to request the removal of a location name
from the list.

8. Click Confirm.
L

o1010300 BS AGRIBUSINESS
Off Campus Face-to-Face

Stat month [ Tune ] Startday 27 V] Strtyeax 2077 ]

End month Endday[- V|Endyear

9. Enter the new off-campus location into the portal and click Add location.

Add a new location:
Iﬂcatiun:l Example Location |

Streat Address:| 123 Demonstration Way |
City: Austin | State: TX | Zip{78752
S)|

Add location

10. Click Confirm.

01080100 MS AGRICULTURAL AND CONSUMER. RESOURCES Off Campus Face-to-Face
: ample Location V|

Confirm

19
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11. The Off-Campus Face-to-Face column for the 01080100 MS in Agribusiness program
now displays the name of the off-campus location where a pending request to deliver
the distance education instruction has been submitted. After the required area
notifications have been confirmed by THECB staff, the program will be formally
approved and an approval letter will be generated.

| Add new distance education program | Excel format Show inaective programs
47 records
CIP Program Award 100% Online Fully Online Hybrid/Blended Electronic-to-Group Off Campus upporting
(86-99% Online) Face-to-Face
AGRICULTURAL SERVICES AND "
01000000 [T S T BS X View/Edit ~
Midlothian Higher
Ed\ulcaﬁon Center at Navarmo
Caol
01010300 AGRIBUSINESS BS X McLennan Commmunity View/Edit
College University Center
Pending Requested
6/13/2017
AGRICULTURAL AND Ex; le Locatis mfmg:jﬁon
A E ample Location BT
01080100 | =ONSTMER RESOURCES MS X Pending Request ol
0go1o000  COMMUNICATIONS BA Southwest Metroplex Center View/Edit
00010000 = COMMUNICATIONS BS Southwest Metroplex Center View/Edit

Southwest Metroplex Center

EDITING INFORMATION IN THE DISTANCE EDUCATION
PORTAL

Institutions only have access to distance education data for their institution.

1. To edit distance education program information, select the View/Edit button for the
program to be edited, as circled.

Add new distance education program | Excel formai Show inactive programs
47 records
CIP Program Award 100% Online Fully Online Hybrid/Blended Electronic-to-Group Off Campus Self-Supporting
(86-00% Online) Face-to-Face
AGRICULTURAL SERVICES AND -
01000000 | EvET OPMENT BS X View/Edit ~
Midlothian Higher
Education Center at Navarro
Coll
01010300 | AGRIBUSINESS BS X McLennan Community View/Edit
College University Center
Pending Requested
6/13/2017
AGRICULTURAL AND Example Locati Lﬂfmﬁun
E L rample Location e
01080100 | OGN (ER RESOURCES Ms X Pending Requested 7/5/2017 T
09010000 | COMMUNICATIONS BA Southwest Metroplex Center View/Edit
ogo10000 | COMMUNICATIONS BS Southwest Metroplex Center View/Edit
v
Southwest Metroplex Center -




2. The next screen will display all distance education information for the selected

program and buttons in the View/Edit column that will permit editing of distance
education program information. Programing delivered at the Example Location is

circled for this example.

View/Edit

Date

01080100

Edit |this record

Add |another
mode/Tocation

Mark as inactive

Delete |this record

AGRICULTURAL AND CONSUMER S 100% Online nfa 12/16/1985

RESOURCES

01080100

3.

Edit |this record

Add |another
mode;/location
Mark as inactive

Delete |this record

Example Location
123 Demonstration
Way,

6/27/2017

AGRICULTURAL AND CONSUMER S
URCES -

If the Edit button is selected, the user will be able to edit the program’s delivery mode,
location of off-campus delivery, and start and ending dates. Once the information has
been edited, click Save. The Return to list button can be used to return back to the

original listing of distance education offerings for your institution.

Program . Start End "
Cip Program Name Award Mode Location Status Date Date View/Edit /
Edit |this reco
Add |anoth:
01080100 AG%CU%I}ERAL AND CONSUMER MS 100% Online nfa 13/16/1985 mode;Tocatic
Mark gaffnactive
this record
Example Location Edit | this Zgord
AGRICULTURAL AND CONSUMER Off Campus Face-to- 323 Demonstzation Pending Requested er
E A i ipus Face-| Way ending Requs o=/ i
01080100 URCES MS Face Austin T 7872 7/5/2017 6/27/2017 mnde.’lnraufm i
= Mark as inactive
Edit address
Delete |thisrecord

| Location: | Example Location

01080100 MS AGRICULTURAL AND CONSUMER RESOURCES Mode: | Off Campus Face-to-Face

Stat month Tune 7] s;ldaystama:
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4.

If the Add another location button is selected, the user will be able to edit the
program’s delivery mode and location of off-campus delivery. Once the information
has been edited, click Add. The Return to list button can be used to return back to
the original listing of distance education offerings for your institution.

Program - Start
Cip Program Name Award Mode Location Status Date
AGRICULTURAL AND CONSUMER : /- 116/ 1aRe
01080100 RESOURCES MS 100% Online nfa 12/16{1985
Example Location
AGRICULTURAL AND CONSUMER Off Campus Face-to- 123 Demonstraion Pending Requested
A A N ipus Face Way ending Requ forrf
01080100 OURCES MS Face Anstin TX 78752 7/5/2087 6/27/2017
Edit address -
Delete | this record

01080100 MS AGRICULTURAL AND CONSUMER RESOURCES Off Campus Face-to-Face Example Location
Additional Mode: | Off Campus Face-to-Face

Other existing modes,locations:

5.

| Additional Location: | Select Location

Add Return to list

If the Mark as inactive button is selected, the user will be able to deactivate the
program by clicking Confirm deactivate. The Return to list button can be used to
return back to the original listing of distance education offerings for your institution.

Pm(;’l')im Program Name Award Mode Location Status gl;l;l DE;'}! View/Edit
Edit |this record
Add |another
01080100 AGR]CU%‘CI}‘:[‘SFRAL AND CONSUMER MS 100% Online nfa 12/16/1085 mode/Tocation
Mark as inactive
Delete | this record
Example Location
AGRICULTURAL AND CONSUMER Off Campus Face-to- 323 Demonsiraion Pending Requested
£ AND CON ipus Face- Way ending Requi for .
01080100 OURCES M5 Face Anstin TX 8752 7/5/2017 6/27/2017
Edit address

01080100 MS AGRICULTURAL AND C

Confirm deactivate || Return to list

Other exis

100% Online

ITMER RESOURCES Off Campus Face-to-Face Example Location
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6. If the Delete button is selected, the user will be able to deactivate the program by
clicking Confirm delete. The Return to list button can be used to return back to the
original listing of distance education offerings for your institution.

Program - Start End e
P Program Name Award Mode Location Status Date Date View/Edit
Edit |this record
Add |another
01080100 AGMCU%CTE'SRﬂ AND CONSUMER M5 100% Online n/a 12/16/1085 mode/Tocation
Mark as inactive
Delete |this record
Example Location ity this reog
AGRICULTURAL AND CONSUMER pOff Campus Face-to- 123 Demonsiration Pending Requested m u
E AND CON pus Face- Way ending Requ for
01080100 RESOURCES M5 Face Anstin TX ~8rss 7/5/2017 6/27/2017 mode,loca
Edit address e
Delete |thisgecord

01080100 MS AGRICULTURAL AN
Confirm delete || Return to list

ONSUMER RESOURCES Off Campus Face-to-Face Example Location

Other e
100% Online

7. If the Edit address button is selected, the user will be able to edit the program’s off-
campus delivery location information. Once the information has been edited, click
Save changes.

Program P a - Start End n
bl 5 * Hode Location Status Date Date View/Edit
Edit |this record
Add |another
01080100 AGRJ%L.R-II‘:%S-RAL AND CONSUMER MS 100% Online n/a 12/16/1985 mode/Tocation
Mark as inactive
Delete | this record
Example Location, Edit |this record
123 Demonsirat ) m another
01080100 AG%%%S-RAL AND CONSUMER M8 gfcecampus Face-to- . q' . 5?;9;‘5%7““5 ted 6/27/2017 mode/location
Edit address Mark as inactive
Delete | this record

Lccation:| Example Location / |
Strest Address:| 123 Demon %tion Way |
City] Austin / |State{TX |Zip{78752 |

1T 1o

Save changes




REVIEWING DISTANCE EDUCATION OFFERINGS

1. Once the user enters the Distance Education Portal, the Home screen allows all
approved distance education offerings for existing programs in the institution’s
program inventory to be viewed. To view all distance education offerings for a
particular program, select the View/Edit button contained in the row with the
program. 01080100 AGRICULTURAL AND CONSUMER RESOURCES MS is
bordered in red for this example.

Add new distance education program | Excel format Show inactive programs

47 records
CIP Program Award 100% Online Fully Online Hybrid/Blended Electronic-to-Group Off Campus Self-Supporting
(86-09% Online) Face-to-Face
AGRICULTURAL SERVICES AND -

01000000 | DEVET OPMENT BS X View/Edit ~
Midlothian Higher
Education Center at Navarro
Coll

01010300 ~AGRIBUSINESS BS X McLennan Community View/Edit
Pending Requested
PPy

AGRICULTURAL AND Example Location
01080100 CNGIMER RESOURCES Ms X Pending Requested 7/3/2017 e >
09010000 COMMUNICATIONS BA Southwest Metroplex Center View/Edit
ogo1oo00 | COMMUNICATIONS BS Southwest Metroplex Center View/Edit

W
Southwest Metroplex Center

I.n.ftiun *
; -

2. The next screen displays all distance education delivery information for the selected
program and buttons in a View/Edit column that will permit editing of distance
education program information.

Pm(;':;im Program Name Award / Mode Ln% Status smml d S View/Edit
e y :
/ Edit | this record
AGRICULTURAL AND CONSUMER Add | another
A AN A : J. IiE iR :
01080100 RESOURCES M 100% Online nfa 12/16/1985 mode/location
Mark as inactive
Delete |thisrecord
Example Location Edit | this record
123 Demonstration . n:l another
01080100 %RSS%CU%CI}‘:LS'RAL AND CONSUMER M gi;;:ampus Face-to- ‘i‘;‘m X852 SF;?;‘%RN“&GM 6/27/2017 mode/ lnraﬁfm i
= Mark as inactive
Edit address
Delete |thisrecord

3. Click Home at the top left side of the screen to return to the institution’s home
screen.
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CERTIFYING INSTITUTIONAL DISTANCE EDUCATION

INVENTORY

1. To complete and certify the institution’s distance education inventory, click the Certify
button on the lower left-hand corner of the screen. THECB staff will be notified once
an institution has certified that the distance education program inventory is accurate.
Institutions must certify their distance education program inventory each time an

update is made.

ogoi1oo0o | COMMETNICS

00010000  COMFIUNICATIONS

09010000  CQBMMUNICATION STUDIES

OITTTD TTADA CaTTesT

BA

BES

MA

Southwest Metroplex Center

Southwest Metroplex Center

Southwest Metroplex Center
Southwest Metroplex Center -
R.C. Schaffer Buildi

JMcLennan Community

CIP Program Award 100% Online Fully Online Hybrid/Blended Electronic-to-Group Off Campus Self-Supporting
(86-90% Online) Face-to-Face
AGRICULTURAL SERVICES AND - "
01000000 | [EVET OPMENT BS X View/Edit
Midlothian Higher Education
Center at Navarro Coll
01010300 | AGRIBUSINESS BS X McLennan Community View/Edit
College University Center
Pending Requested 6/13/2017
AGRICULTURAL AND CONSUMER —
01080100 RESOURCES MS X View/Edit

View/Edit

View/Edit

View/Edit

istance education program
Certify
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