How to Save a Course Outline to File

Open up the college HP system
At prompt type:  “HELLO LOOKUP.REGOFF”

Password is “Access”

Select “Curriculum”

Go to “Lookup/Reports”

Select “Course Outline”

Then go to File / Print Setup and click in the “print to file” box and then browse to where you want the file to go on your computer and give it a file name—make sure you give it a “.doc” extension. Then press “okay.”

Next, fill out the menu like this:

At next menu type:

“A” for Approved/Proposed

“F” for Abbreviated/Full

“F2003” (or whatever) for Report Term

Course desired (i.e., PSY 205) in Course Dept/Nbr
Then press the “Accept” button.

The file is now on your hard drive.
