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Coursebuilder 
 

Coursebuilder is DCU’s application for documenting the academic 

structure of programmes and modules. 

 

Coursebuilder is available to all staff within DCU, available through Staff 

Apps on dcu.ie  

 

*(https://dcu.akarisoftware.com/curriculum/) 

 

 

 

The following guide is specific to completing outstanding 2024/2025 modules 

(outstanding due to Coursebuilder freeze and larger DCU systems projects) and 

updating 2025/2026 modules. 

 

Faculties advise not to upload any extracts/.pdf’s to Loop or send via email to 

students as they are point in time and may result in legacy/outdated 

information being available to students that cannot be retrieved. 
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Modules 

Draft 2024/2025 Modules 

Open My Modules - ‘My Draft Modules’ in order to review any outstanding 

2024/2025 modules still in Draft Status. 

 

 

Verify all aspects of the module that may require additions/updates. Any changes 
required should have been approved during a previous Programme Board/School 
Teaching Meeting (2024). 
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Once completed, Save your changes. 

 

 
 

Once all modules have been updated, return to ‘My Modules’ and ‘My Draft 
Modules’ 

 

Choose the correct module and ‘Set to Pending Approval’ 
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This option will only be available to the academic noted as ‘Module Coordinator’ 

or ‘Administrator’ on the relevant module. 

Email your Teaching Convenor or relevant Faculty contact to advise them that 

your modified module is pending approval.  

Pending Approval module descriptors will be approved by Teaching Convenors or 

selected approvers as set out within your Faculty. 

Once approved you can then create the 2025/2026 version as below. 
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Creating 2025/2026 Modules (if not already existing) 

*The Change or Modify option will only be available if you are selecting the 

latest approved version 

 

Add a description outlining why a change is required to the module and click 
Create. 
 

 
 

Update all relevant areas of the module, ensuring that the correct ‘Valid From’ 
option is selected. 
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Verify all aspects of the module that may require additions/updates  that relate to 
the upcoming academic year. Any changes required should have been approved 
during a previous Programme Board/School Teaching Meeting (2025). 

 

 
 

Once completed, Save your changes. 

 

 
 

Once all modules have been updated, return to ‘My Modules’ and ‘My Draft 
Modules’ 
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Choose the correct module and ‘Set to Pending Approval’ 

 

This option will only be available to the academic noted as ‘Module Coordinator’ 

or ‘Administrator’ on the relevant module. 

Email your Teaching Convenor or relevant Faculty contact to advise them that 

your modified module is pending approval.  

Pending Approval module descriptors will be approved by Teaching Convenors or 

selected approvers as set out within your Faculty. 
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Updating 2025/2026 Modules (if existing) 

Modules can be searched within Coursebuilder as shown below 

All Modules allows a search of programmes within DCU 

 

Modules can be searched using a single field or combination. 

 

My Modules will list modules that you have been assigned to. If you are 

incorrectly assigned to a module, please refer to your faculty administrator. 
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If there are no changes required to your module descriptor, you do not need to do 
anything. It is, however, advisable to review your current year module descriptor 
to ensure any previous updates have been captured correctly.  

 

If there are changes to your module, you can prepare a draft descriptor for the 
academic year. To do this, access the existing approved descriptor and choose the 
Change/Modify option. You can only choose this option on your latest approved 
module. 

 

 
 

These changes can include: 
 
• Module Description  
• Learning Outcomes   
• Indicative Content   
• Workload  
• Assessment Type  

• Resources   
 
These changes do not include: 
 

• Module Title*  
• Module Credits*  
• CA/Exam Split/Assessment Breakdown*  
 
*This information is added to Coursebuilder from Banner 

 

 

Add a description outlining why a change is required to the module and click 
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Create. 

 
 

Update all relevant areas of the module, ensuring that the correct ‘Valid From’ 
option is selected. 

 

 
 

Verify all aspects of the module that may require additions/updates. 

 
 

Once completed, Save your changes. 
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Once all modules have been updated, return to ‘My Modules’ and ‘My Draft 
Modules’ 

 

Choose the correct module and ‘Set to Pending Approval’ 

 

This option will only be available to the academic noted as ‘Module Coordinator’ 

or ‘Administrator’ on the relevant module. 

Email your Teaching Convenor or relevant Faculty contact to advise them that 

your modified module is pending approval.  

Pending Approval module descriptors will be approved by Teaching Convenors or 

selected approvers as set out within your Faculty. 

 

 

 

 

 

 


