
 
 

Administrative Functions - Courses 
 

 
 

 
 
You can edit up to 25 courses at once. You can also delete courses. 



Courses, Upload Course 
 
The fields here are self-explanatory.  The Departments are taken from the same list that is 
used with the other functions. The important step here is to Upload a Course first. 

 
 

 
 
The action of uploading a Course pdf file will add an entry to the Course table. 
 
I suggest you use the Course code you use in GPI and the official MELS Subject number; 
but this is not required as can be seen in the example on the first page. 
 
Although the Subject is a number it is stored as text and therefore leading zeros are 
displayed. 
 
If you make a mistake or  change a course description- just upload the new version using 
the same SUBJECT number (including leading zeros). 
 
As you can see in the Courses example on the first page, the Document URL has the 
Subject number as part of the file name. You should NOT change this. 
 
You can view the document at any time. 



The External URL is a link to the appropriate MELS document- you can change this at 
any time. 
 
While you can edit any of the fields, I suggest you only edit the Course, Department, 
Description and External URL. 
 
I suggest you proceed as follows: 

1. Upload the courses 
2. Edit the courses (if required) and add the External URL. 
3. Click on the Update button 

 
The result(s) will be displayed below the update 
button. 
 
 
 

 
When you have updated you should refresh 
the page by clicking on one of the page 
numbers, or using the browser refresh button.  


