Working with the Online Course Catalogue,

AGNES

This leaflet explains the following steps for wiog with AGNES in your courses:

1. Accessind Login
2. Viewingyour course
3. Managingregistrations andassigningplaces

1. Access and Login

Log in ahttp:// agneshu-berlin.de with yourHU accountand password.
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3. Managing registrations and assigning places
Once you have logged in and found your coums&GNESyou will seevarious functions
listed under the title. By clicking oASsignmenrityou canmanage the registrations.
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Assignment guidelines

Theassignmentf placesshould becarried out according to the regulations under 8 90-ZSP
HU. If theassignments automated by the AGNESam, the algorithm GABI ensures
compliance with the allocation guidelines. Exceptions are cases of hardship, which,
depending on the organization in the institution, are documented by the lecturers
institution administrators.

Automatic place assignmenand manual changes

Werecommend usgthe online registration via AGNES andtsgfa maximum number of
participants especially for courses where a high number of registrations is expected
Sudents arethen subject to an enrollment deadline, whichdsplayed on the course page
in AGNES

After the enroliment deadline you will have on®re dayto make manual changes to the

list of registrationgthe Thursday beforéhe start of the lecture period After that from

Friday to Sundathe algorithm willautomaticallyallocatefree places. During this period
AGNESends out automated emails to the students, informing them of whether they have a
place on the courseThe AGNES team asks that youmot make any manual changesring

that time. You will receie a notification email as soon as the allocation is done.

During the first week of lectures, there igeace periodor your course during which
students can apply for places that are still available or become avail@nieg this time
placescan alsde assigned manuallifter the end otthe graceperiod, any remaining
places will be allocated by the algorithm.

Overbookinga course

It is recommended that a slight oversubscription be made (e.g., 25 peréspgrience
shows that noteveryonewho decides not to take the course will also unregister in AGNES,
and not all registered people will actually participate regularly and actively.

If your course is heavily overbooked, the following points can provide guidance for the
selection of partigants. If necessary, these should be communicated to students in a timely
manner:

- Experience has shown that there can be a relatively high turnover during the first two
weeks. However, by the third week of lectures, instructors should have a binding list
of participants.

- Students who cannot attend the first two weeks of lectures for compelling reasons
should informyou.

- Studentswho decide to not attend the course should also deregister in AGNES so
that the places can be reallocated to other students.

- In the manual allocation cddditionalplaces, priority is given to Gender Studies
students, international guest studentand students with special burdens (e.g. family
obligations even beyond the formal "hardship cases").



