
Instructions for using the data entry system for the course database 
Access to the system 
The data entry system can be found on DTU Inside under "Educational administration". When you 
click on ‘Educational administration’, a mega menu will appear that features a guide on revising 
courses in the course database. 
 

 
 
 

 
 
 
 
 



Description of the data entry system 
 

 
 
On the first page, select the year. When we open for editing of the new year, you will still be able to access 
the old year, as the courses in the 3-week periods in June, July, and August belong here. You must make sure 
that you are working in the correct year group. 
 

 



After selecting the year, you can see an overview of the courses you are responsible for and which you, 
therefore, can correct. If more than one person is responsible for a course, it should be agreed who is 
responsible for editing the course.  
 
At first, the course database is empty, but all the courses from last year's course database are set up. The 
courses must be sent in flow and approved by the board of studies to be visible in the new course 
database. 
 
Click on a course and continue to the "flow page". Here you can send the course to the department for 
approval by clicking the link "Send to the studyboard". 
 

 
 
 
Once you forward the course, a pop-up image will appear, giving you the chance to send an information email 
regarding forwarding the course. It can be agreed at the department whether the board of studies shall 
receive information emails. By default, no information emails are sent. 
 



 
 
 
By clicking on "Show email", you can see the text that is in the information email, and you can alter the text 
according to your wishes.  
 
Please note that only courses that comply with all the rules can be published in the course database. 
 
Once back on the flow page, you can see what the course will look like in the course database by clicking on 
"Show" (Danish or English). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 



If you click on "Edit the course description", you will come to a page with all the spaces. Corrections can be 
made here. Fields marked with * are mandatory.  

 
 
 

New course 
You can set up a new course on the overview page. 
 

 
 
 
 
 
 



First, you will be shown a page where you have to decide whether the course should be started all over again 
(a blank course) or whether an existing course can be used as a template. 
 

 
 
 
Next, you have to decide on some basic information, first and foremost the course's education level, and the 
course number. You can set up a course with a temporary course number if you have not yet been assigned a 
number. The board of studies is responsible for assigning course numbers.  
 

 
 
Lastly, you enter the form. Note that the error list is always located in the center-right of the screen and that 
any missing mandatory space's names are shown in red writing. See "template for creating new courses" for a 
more detailed description of the individual spaces. 
 
Please contact Arcanic Support (4525 7443) if you have any questions. 
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