Course and Laboratory Fees Help Document — Updated 8/30/13
Course and Laboratory Fees Request Form
Help Document

Individuals make requests for changes, deletions or new course and laboratory fees through this secure
NUgrant module. Individuals can create new course and laboratory fees forms, or view and modify a
saved form.

Following are step-by-step instructions on how to create a Course and Laboratory Fees Request Form. If
you have additional questions, please contact the Office of Academic Affairs at 472-3751 or
academicaffairs@unl.edu.

Log into NUgrant at
nugrant.unl.edu using

your MyUNL
WElCUme tO NU rant (BlaCkboard) |0g|n neme
g and password.
Username

NUgrant is a secure electronic research administration system developed by the Office of
Research to help UL faculty, staff and administrators manage research projecis. NUgrant's ,
paperless environment; If you don t knOW your

« allows you to submit forms online | in |nf rmation

« stores faculty information for ease of use in creating future forms Password og o atio , 80 to

+ sends you automated naotices and provides up-to-date information on your form status my u nl ed u There W|”

« streamlines and automates the routing process * * *

 increases the efficiency of review processes i i i

» provides for realtime reporting be a lln k to Obtaln th IS
The Office of Research has created MUgrant as part of its mission to enhance and promote Login Informatlon-
UNL's research programs and to help faculty succeed in their research and creative efforts.

- . Don't know your account information?
¥ NUgrant Training Sessions

b Dffice of Research Homepage

Welcome Suzanne Tamerius | logout

NUgrant

Under the Academic
Affairs — Course and
Laboratory Fee Forms
section, select add new.

Main Menu  Search Preferences Help

Academic Affairs - Course and Lab Fee

Forms
[add new]

Awards Snapshot

Internal Competitions [ada new

IRE Projects [add new]

Alerts from the Office of Research
lIACUC Projects [add new]

Interest and Activity Management

[add new]

Funding Opportunities

IBC Protocols [add new]
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Course and Lab
Fees

Tasks

I Form Preparation

Form Pages
I Instructions

Course and Laboratory Fee
Request Form

!' PDF Version
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e ) e @ - |

Form Routing Committee SVCAAI Board of
Preparation Review Chancellor Regents
Review Review

Form 1D: 160 Page 1of2

Name: Suzanne Tamerius
Course: -

*indicates a required fieid

Instructions

Welcome to the Academic Affairs — Course and Laboratory Fee Request Form process. Use this form to request changes
or deletions or to add new course-associated fees. After you submit this form, itis routed to the department chair,
dean/director and Office of Academic Affairs. A committee of students and faculty reviews the requests. Once
recommendations are made at the University level, the fees will be forwarded to the Board of Regents for approval at their
April meeting.

Approval of fees indicates that a course has been approved to collect fees but does not mean that a fee will be collected
automatically. It is the department's responsibility to indicate, per semester, when fees are collected on Registration and
Records’ Schedule of Classes worksheet

In preparing your request, keep in mind the following definitions and guidelines:

The Board of Regents Policy 5.9.3 states that a “laboratory fee, is defined as a charge made to students to underwrite, in
whole orin par, the cost of sewvices, rentals, and consumable supplies utilized in a laboratory environment.”

Laboratory is defined as any space in which students work with equipment and materials to enhance their skills.
Examples include but are not limited to writing labs, non-general use computer labs, design labs, studios, chemistry
labs, biological abs and engineering labs.

Fees may be charged for: (1) unique costs, that is, unusual and particular costs associated with that course or (2)
physical materials which the student consumes during or takes away from the course

Fees may not be charged for: (1) Personnel outside the context of the subject being taught, 1.e. salary of instructor. (2)

Food purchased for human consumption outside the context of the subject being taught, i.e. lunch purchased for students
while on field trip. (3) Expenses for computers, printers, general purpose software and other equipment used in general
use |aboratories. Colleges are expected to utilize either the student technology fee or the equipment funds distributed by
the Senior Vice Chancellor for these types of expenses

Professional fees are distinctfrom course-associated fees. Please contact Academic Affairs acade
regarding technology or professional fees

next >

The steps in the
Course and
Laboratory Fees
process are
displayed at the top
of the page.

Use this button to
return to a previous

page.

Read the
instructions and
additional
information
provided about
allowable course
and laboratory fees.

Click Next to
continue.
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NUgrant

Your name will

MainMenu Search Preferences  Help .
automatically appear
on the next page. If
you’re completing the

Course and Lab 1 . e e e fTrm fﬁrljor:"eone
Fees ) ﬁ else, click the x next to
Form Roufing Commitias ‘F;_.-_.a-- ) Board -'.| your ownh hame and
Praparatien Review Chancello 1age
Review : type the person’s
Form I 150 Page 2012 name into the search
_ Mamie: Suzaning Tamsrius
Fom COUrse: - box.
Preparabon
. B Your primary
department in
" Primary contact .
Tasks NUgrant will also

Suzannie Tamanus - slamenius2@unl edu - 402 477 5245 ¥

automatically appear.
You can and should
* Primary deparimsnd of the COTTEE
Wice Chanoslor fae Acsdemss Allais @ Change the
department to match

I Form Preparalion

Form Fages .

& the course for which
Ins¥ruchons you are submitting the
Course and Laboraiory Fag Course Information form.

Request Form

* Wil ia the course prafix and numiss?

ENGL 101
nﬁ POF Version

* What s the course Stie [2.g. inlermediate Sculpture) 7
Iniroduciary Cnrr'pnsllsan

Click the x and search
for the correct

B department.
" Is s 3 oW COUrSET
No =
* ls this course ooss-ksied n another depafment™
Ne =
= Complete the

course information.

nformation

Use the blue
guestion mark

* Fee Request Trpe

F—
Neew fee | boxes to see more
Remova les . .
— Increaza foe veral J information to help
= Degraasefes | VeI LS

you answer the
questions.

* Piease be spedfic and wiile jusifications for someone not tam aih the course

Select the type of
R ARO0R 18 O Fee request.
m Depending on your
selection, you’ll
have additional
questions to
answer.
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Fee Information

*Fee Request Type

Mew fee |z|

*Whatis the proposed fee per student?
50.00

Estimated Revenue

Fall
Mumber of sections 10

Mumber of students expected per 30
section

Total students 300

Total estimated students enrolled yearly
750

Estimated revenue
$37500.00

Costs and Justification

Supplies Transferred to Students
Mane listed

Supplies Consumed
Mone listed

Supplies Rented/Leased
Maone listed

Specialized Software (license/upgrades)
Maone listed

Transportation (rental’gas)

Mone listed

Other

Mone listed

Course and Laboratory Fees Help Document — Updated 8/30/13

As an example, for
all fee types, except
remove fee, you'll
be asked to answer
questions about
estimated revenue.

Spring Summer
10 10

30 15

300 150

If you selected, new
add new fee, increase fee, or
decrease fee, you'll
be asked for a
add new breakdown of costs
and justification for

the fee request.
Click add new in the
appropriate

add new category for your

fee and answer the
next set questions.

add new
You can add new
costs in a single

add new category or multiple

categories.
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Add/Edit Supplies Transferred to Students

*indicates a required figld
Answer the
* ltem Mame .
: guestions about
Manuscripts
your Course and

* Annual Cost Laboratory Fee

20.00 request in the
opup window.
* Description/Justification popup
The department is able to purchase the manuscripts at a
gignificantly reduced rate for students. The curriculum of this Be sure to provide a

course relies heavily on the manuscripts.

clear description
and justification.

Click on Save.

* Replacement Cycle in Years
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Costs and Justification

Supplies Transferred to Students add new Now your item,

cost, and

Editview X Remove replacement cycle

Manuscripts - $20.00 - 1 year(s) listed h
are listed here.

Supplies Consumed add new . .
\ You can edit/view

Maone listed the item or remove
the item this screen.

Supplies Rented/Leased add new

Mone listed

Specialired Software (license/upgrades) add new

Mone listed

Transportation (rentaligas) add new

Mone listed

Other add new

Mane listed

Comments and Overall Justification Please provide an
overall justification

for your request and
any comments that
would help the
committee in
making a
recommendation.

* Please be specific and write justifications for someane not familiar with the course.

@heck ifpageis complete <€ Check this box to

indicate that the
< previous ‘ save ’ 

page is complete.

Select Save to save
the form.
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Welcome Suzanne Tamerius | logout

NUgrant

Main Menu Search Preferences Help

STEP |0y

Course and Lab 1\ e e e e 2
Fees
Form Routing Committee SVCAA/ Board of
Preparation Review Chancellor Regents
Review Review
SEP 1Yy Form
-1 Preparation Task Completed
| Click the "Mext button at the right hand side of this message box to continue.
® co nplete
Form ID: 160 Page 2 of2
Name: Suzanne Tamerius
Tasks Course: ENGL 101 - Introductory Composition

Welcome Suzanne Tamerius | logout

NUgrant

Preferences

Main Menu  Search Help

Course and Lab e 2 y @ e e .
Fees

Committee SVCAAS Board of
Review Chancellor Regents
Review Review

Form Routing
Preparation

Form ID: 160
MName: Suzanne Tamerius

= .
TP \L Routing Course: ENGL 101 - Introductory Compasition

@ Incomplete Route Setup

Tasks Primary Contact Routes

Name Email Phone
I Route Setup
4024725245

Suzanne Tamerius stamerius2@unl.edu

Review and Sign Off
Special Fee Routes Add Special Fee Route

Form Pages X Remove Route

English
v Instructions Name Email Phone

402 472 1857
402 472 2891

Susan Belasco sbelasco@unl.edu

v Course and Laboratory Fee
Request Form

! _ PDF Version

Sunil Narumalani snarumalanil@unl.edu

Start Routing

"

Once you have
completed the page
and checked the box
at the end of the
page, you will see a
green bar at the top
of the page that says
“Task Completed”.

Click on the Next

Nete> & putton.

You’ve moved to the
Routing step, where
you’ll route the form
to the department or
unit chair and college
dean’s office.

A route will
automatically
populate based on
your department
selection in the form.
To change the
department
selected, return to
form preparation.

If the correct route is
not listed or
available for your
department, please
contact Academic
Affairs at 472-3751.

Click on Start
Routing. This sends
an e-mail notification
to those people
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Welcome Suzanne Tamerius | logout

Main Menu  Search Preferences

Help

STEP |0

Course and Lab e 9\ . ® ® = Slgn the form by
Fees i - ‘_- N . o using your NUgrant
orm outing ommittee ! oard o H
Freparation Review Chan;ellur Reggnls |0g|n and password'
Review Review The ﬂdecision” W|||
Form ID: 160 default to “approve”
=t i Name: Suzanne Tamerius N
Routing Course: ENGL 101 - Intraductory Composition and cannot be

changed. You can
&-nassword, decision angarf comments. leave notes for those
on your route in the
comment box.

®inco mplete

z-doTument enter your login 3

Tasks
Your Login Name:

+ Route Setup Your Password:

I Review and Sign Off

Decision: Approve

Form Pages

¢ Instructions

'/ Course and Laboratory Fee
Request Form

lﬁ: PDF Version P Click on Submit.
T @
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Other Helpful Hints:

Welcome Suzanne Tameril

Main Menu Search Preferences Help

Course and Lab Fee RequeS‘t FOm‘IS Academic Affairs | academicaffairs@unl.edu | Deadline November 1st

Add New Form ( Academic Year 2014-15 )

Submitting multiple
forms? Duplicate a
similar form like one

Welcome to the Academic Affairs - Course and Laboratory Fees module!

Forms effective for the 2014-2015 academic year are due Friday, November 1, 2013.

’
From this page, you're able to start a new Course and Lab Fees form, view and modify a saved form. Use this form to make requests for changes, you ve already
deletions or new course associated fees. If you have questions aboutthe Course and Lab Fees module, please contact Academic Affairs project .
specialist, Suzi Tamerius at 402-472-5245 or stamerius2@unl.edu. For information about the Board of Regents policies on course and |ab fees, the Subm |tted by
master list of approved course and 1ab fees, a help document outlining the NUgrant process, and timeline for the course and lab fees approval, visit
http:iigo.unl.edu/course-lab-fees hovenng over the
Eat magnifying glass on

the main Course and
Laboratory Fee
Request Forms page.

1D Primary Contact Department Academic Year

-

Course Number Course Title Status Fee Type

switch to basic search

Page: n 2| (3| (4] [5]|6

Course y Primary Proposed Academic
D Number Course Title Contact mary Department Type Fee Status Year [}
Q 160 ENGL Introductory uzanne Department of English Remaove $0.00 Preparation
1n4 Composition Tamerius fee &
View Course and Lab 402 472
grorm 5245
Duplicate Course and
Lab Fee Form Suzanne Vice Chancellor for $0.00 Preparation
Tamerius Academic Affairs !
402 472
Course and Lab i |/ e e e e |
Fees <
Form Routing Committee SVCAAI Board of
Preparation Review Chancellor Regents
Review Review

Save a PDF of the

Task Completed form you've
Click the ‘Next button atthe right hand side of this message box to continue. 7
Ned <5 completed by

downloading the PDF
version.

Form ID: 160
Name: Suzanne Tamerius
Tasks Course: ENGL 101 - Introductory Composition

*indicates a required fisid

I v Form Preparation
Instructions

Welcome to the Academic Affairs — Course al oratory Fee Request Form process. Use this form to request changes

Form Fages or deletions or to add new course-asg T fees. After you submit this form, itis routed to the department chair,

I L Instructions atthe University level, the fees will be forwarded to the Board of Regents for approval at their
"’ Course and Laboratory Fee

omatically. Itis the depatments responsibility to indicate, per semester, when fees are collected on Registration and
Records’ Schedule of Classes worksheet

In preparing your request, keep in mind the following definitions and guidelines:

"3 POF version

The Board of Regents Policy 5.9.3 states that a “laboratory fee, is defined as a charge made to students to underwrite, in
whole orin part, the cost of services, rentals, and consumable supplies utilized in a laboratory environment.”

Laboratory is defined as any space in which students work with equipment and materials to enhance their skills
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