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Accessing CIM

® Links are available on the Undergraduate Curriculum Committee
(UGCC) Web site: http://www.uas.alaska.cdu/curriculum
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Curriculum Curriculum Committee
Committee
= NOTICE;: The Courseleaf Course Inventory Management (CIM) and Catalog [CAT)
systems are active and avallable for entéring and viewing 2018-19 catalog course and

program proposals. Please use the following links 1o access these toals (login with your
UAS username and password)

Course proposals (CIM): https://nextcatalog.uas. alaska. edu/ courseadmin

Program Propasals (CIM): kit i madmin

Edit/review next catalog (CAT) as. alaska edu

CourseLeal Traning videos: hittp. ourseheal

‘:'J-\:' The Undergraduate and Graduste Curriculum Committees develop rules for
undergraduate and graduate curticulum submission. It reviews, amends or recormmends
iy all curriculum changes and propasals of undergraduate and graduate degrees, programs,

certificates and courses.

° o+ Undergraduate Curriculum propasal deadiines are:

=<

Who to Contact

Questions/Issues Who to contact

Which form to use Your department's Curriculum Committee
How to fill out forms Representative (see UGCC Web site for a list
What various form ficlds mean of undergrad reps)

General help filling out forms

Functionality questions and troubleshooting Barbara Hegel or Colleen McKenna

Access to CIM (if you are unable to log in) Barbara Hegel

Undergraduate Proposal Deadlines

e October 1

e for consideration for the 2018-19 catalog

e approved proposals become active in summer 2018
e March 1

e for consideration for the 2019-20 catalog

e approved proposals become active in summer 2019

¢ Deadlines are also posted on UGCC Web site
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Two Main Types of Proposals

® Program ® Course
® New Programs ® New Course

* Edit Existing Programs

* Edit Existing Courses

Proposing a New Program...

cur Curriculum Committee )
Committee J
NOTICE; The Courseleaf Course Inventory Management (CIM) and Catalog (CAT)
systems are & and available for entering and viewing 2018-1% catalog course and )

program proposals. Please use the following links to access these tools (login with your
UAS username and password).

Course propasals (CIM): hitps

Program Proposals (CIM):

Edit/review next catalog ( 15.alaska.edu

C ey /pub/courcaleaf
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Program Proposal Form
® Boxes with a red outline indicate required ficlds
¢ Arrows indicate a drop down list of options

® For campus you can select one, two or all three.

Program Management

New Program Proposal

Contact{s) & Name Phone

Effective Catalog

Dapartmaent Select... T|
College Select College... j
Proposal Type Undergraduate 2 |

Cradential Type Select Credential Type..

Campus(es) & CIuAS - Junesu Campus

Target Admission Date | sele .

E-mail

[Juas - Ketchikan Campus [Juas - Sitka Campus

°|u< ram Title

Large Text Areas

® Arecas designed for larger amounts of text allow you to copy-paste text from MS
‘Word into the area.

® Avoid pasting in highly formatted text, such as tables (use toolbar within the
text area for more complex formatting).

® Blue circles with ? are help bubbles: &3

Catalog
Descriplion &

B

B I UXH=x/ E228|&:2 %
Format = || Stes B - = 0|6 M| B swuce
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Entering Program Outcomes

® Enter one program outcome (and its assessment) per text box
® Use the green (+) to add boxes &
e Use the red (x) to delete boxes @

Prodg;am Outcur:es Program OQutcome Outcome Assessment @
an ssessment
1 a
4 2
Sample:
:;?:r:e ;.;l::‘:::es Program Oulcome Oulcome Assessmenl [+ ]

| 1 Dusicribe: th 9

| 2 Analyze the effect of current events 5 ||| Capstone simulation =]

| on sup ero performance around

| 3 (Evaluate. (<}

s
Attaching Files

® Bottom of form has links to upload attachments, such as PAR form or

supplemental files.
¢ Link to a blank BOR PAR form is in the help bubble
¢ Adobe Flash 10 required to upload files

Upload Board of Uploaded Files:
FRegents' Program
Action Request
Form g

Uptoading files requires Adobe Flash 10. If you are required to attach files to

this requast, you will not ba able to submit the request. Files To Be Uploaded:

Additional

Information

Supplemental : Uploaded Flles:
Documentation

requires Adobe Flash 10. 1f yo
ou will not be able to submit the

quired to attach files to

Files To Be Uplcaded:

Saving for Later / Starting the Workflow

Options at bottom of screen allow you to:
® Cancel everything you've done in this work session
® Save Changes sO you can continue Working on it later

e Start Workflow to pass it along to the next person (or

group) in the review process

Editing an Existing Program
e Similar to proposing a new program, but you have to find the
existing program first

e Use the Program Proposals (CIM) link to access the Program
Admin area

Curriculum Curriculum Committee

Committee
NOTICE; The Courseleaf Course Inventory Management (CIM) and Catalog (CAT)
program proposals. Please use the following links to access these tools (login with your
UAS username and password).

lable for entering and

wing 2018-19 catalog course and

Course propasals (CIM): hit

Program Proposals (CIM)

Edit/review next catalog (CAT)

CourseLeaf Training videos: ht
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Searching for an Existing Program

® Scarch function allows you to use a wildcard (*) to locate kcy words, dcpartmcnts, titles etc.
¢ Click on the name of the program you want to edit, and click "Edit Program"
¢ Form prepopulated with existing data
R

Program Management

Search, edit, add, and deactivate programs.
Usa an astarisk (%) In the search box as a wild card. For axample, MATH® will find evarything that starts with "MATH", “MATH averything that
ends with "MATH", and "MATH™ everything that contains "MATH". The system searches the Program Code, Title, Workflow step and CIM Status.
Quick Searches provides 3 Bst of predefined search categorles to use,

*business* m-au-h pose Mew Progr H Quick Searches... .
Warkllow Status I
Edibed -

Buginess Adminstration, AAS,

Sl Bustiness Masagament, Cartificate

viewing: Business Administration, Minor

o J

I

Adding a New Course

¢ CIM form functionalities, searching, etc. are similar to adding a

new program — this section will focus on the differences

® Use the Course Proposals (CIM) link to access the Course Admin

area

NOTICE: The Courseleaf Course
systems are active and available

UAS username and password).

e1 Responsibilities

Curriculum Committee

Inventory Management (CIM) and Catalog (CAT)
for entering and viewing 2018-1% catalog course and

program proposals. Please use the following links to access these tools (login with your

¥ Mesting Course propasals (CIM): hitps:

nextcatalog.uas.alaska.edu/courseadmin I

b Meeting Minutes Program Propasals (CIM): hittps:
Edit/review next catalog (CAT)

CourseLeaf Training videos:

i, alaska.edu, amadmin

friextcats

uas.alaska.edu

alaska.edu/pub/courseleal

Adding a New Course
¢ Proposer's name and contact info goes at the top
® The category you choose determines the workflow and fields that will display
® Category C option is not available when entering a new course, as new courses
cannot be category C

¢ Remember to use the help bubbles if you're not sure how to complete a field

Course Inventory

New Course Proposal

Contact(s) g Name Phone E-mail 9
i ] ©

Proposal DOcategory A D category B

Category &

Effective Term Select... -
Course Subject g [ Select... vI Course
Number

Department § [ Select Department... -

eﬁlmc Select College... E|

Other Course Fields

® Some text boxes have character limits

Please ensure to
Eatalog Cours

| Felds for prerequisites, credies, contact

de these slaments in the

Catalog Course

Credits @ )¢

Default Grade Mode [ Select

Description
Instruction Types DLecture et O combined Lecture/Lab
@ DFieta D seminar D internship

Meracticum Dresearch [ zero/Nan-Credit

W
Delivery Mode [Drace to Face Dweb

Academic or
Tech
Prarequisitals)

Mesting [ audio Conferencing

Donline - wet Cother

s the Course Bves FEne
\ ross-lsted?

8/17/2017



Student Learning Outcomes
¢ Like program outcomes, each student learning outcome must
each be entered into its own text box
e Use the green plus sign to add text boxes for additional SLOs

e Upon successful completion of this course, students will be able to:

Learning
Outcomes @ 1

Sample:
i Upon successiul completion of Lhis course, students will be able Lo:
Learning Outcomes

"] 1 | Tdentify and apply b models used to analyze and create public policy.

2

Collect, analyze and synthesize information to inform the assessment of policy options.

3 » economic, political, administrative, legal and ethical aspects of alternative

[
E

4 [Ill.strate the major steps involved in policy implementation.

5 [ anakma tha neinrtias of the wariase aublic 3nd nruata actare annanad in imnlamantinn

I

Grading Criteria and Course Topics

¢ Use the green plus signs to add additional rows for grading criteria
and course topics

® In course topics, all hours must be filled in, even if it’s a zero (Ex.
If no lab, enter 0 lab hours)

List Grading Criteria Activity percentage of o

Final Grade

Totals [

Timportant mate: refer 1 curncak

B

Spedily Course
Content by Topic

Topic Lecture Hours Lab Hours ‘Other Hours b

Attachments

¢ Course syllabus must be attached to a new course proposal
(although CIM is not yet requiring it). New courses will not

be reviewed without a syllabus.

Attach Course Uploaded Flles:

“Attach Syllabi
Syllabus Rt
Files To Be Uploaded:
Supporting " Attach File{s) Uploaded Files:
Dot tath _—
Files To Be Uploaded:
Additional
Infermation

VN . L
Viewing or Editing an Existing Course
® ToView or Edit a course, find it first, as with a program

e Then click the course title in the list

Help @

Course Inventory Management

Search, edit, add, and deactivate courses.
(*} in the search box as a wild card, For example, MATH® will find everything that starts with "MATH®, *MATH everything that
ith *MATH?, and “MATH® everything that contains "MATH". The system searches the Course Code, Title, Workflow step and CIM

Stal .
Guick Searches provides a kst of prodefined search categanes to use.

| Search  ESLRE  Propose New Course | Quick Searches... ﬂ

Titke warkilaw Status J

writieg and Raading Strateges
Compogiten Studis Barpar Edired
Introdudtion to Collage Writing

Wrieg Across Cortexts

‘Writeg and the Humanities

Wrting and the Frofessions

Course Change Prope
Pravigw Yorkflow

viewing: WRTG $110 : Introduction to College Writing

@ Last approved: 04/08/17 12:14 am History

/
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Viewing a Course

® From there, you can browse through the course information (see
the next few slides)

® Note: if the course wasn't originally submitted in CIM, certain
fields will not be populated, such as SLOs

Course Change |

viewing: WRTG $110 : Introduction to College Writing

Last approved: 04/08/17 12:14 am Histary
Last edit: 04/07/17 1:30 pm 1. Agr 8, 2017 by
Communication (COMM) a
Catziog Fages Economics (ECON) =
referencing this Haalth ()
course Health Science [HS)
Humanities (HUM)
EBhilosophry (PHIL)

Sociclay [S0C)

Contact(s) i ot E-mail

Math Traftan Fa7-7723 mmtraftoni@alaska.adu

Proposal Category  Category A
Effective Term

Course Subiect WRTG Course Number 5110

Bresdin Workfiaw

I

Enumérate Leaming
@u(comes

Viewing a Course (continued)

Long Tithe Introduction to Collage Writing

Abbreviated Title Intro to College Writsyg

Rationale for This changa is mandatad by the Board of Regents in arder to achieve statewida alignment with GER and
Proposal PreGER composition courses 3cross the enting UA system in the followng categones: (1) cowse pref,

(2) course number, (3) course titls, (4) course description, and (5) course student leaming outcomes.

WRTG 5110 is equivalent to ENGL 5110 (both 4 credits). Therefore, for the purpose of course
requirements, students who have taken ENGL 5110 will be considered to have taken WRTG 5110,

Catalog Course Prepares students for WRTG S111. Emphasizes compaosition of essays for academic writing. Includes

bon of seurces to enhance students’ wnting, Practice m revising

Descnphion enbical reading, analysis, and integr
and aditing to improve clanty, coherance, and purpogs.

Instruction Types Lecture

Credits * ( £ + o * o ]
Default Grade Mode  Letter Grades with Plus/Minus
Dehvery Mode Face to Face
Web Maating
Academic or WRTG S0%0 or ENGL 5092 (C 2.00 or batter) or placement test.
Techmcal

Prenequisite(s)

Is the Course No

Upon successiul completion of this course, students will be able to:

Viewing a Course (continued)

Enumarate Leaming
Outcomes

Upon successiul completion of this course, students will be able to;
Critically interpret and evaluate their own and others’ texts.
Apply appropnate reading processss to assignad readings and indrvidualized resaarch for use in basic
acaderse essays.
writs briaf academic assays shaped by effactive writing processas and appropaataly supportad by
tents to achivve specific purposes.

List Grading Critaria Acthvit P tage of Final Grade
Participation 25
Quazzes 10
Homework Assignmante 15
Journal Entnes 10
Essays 40
Specify Course
Content by Topic
Topic Lecture Hours Lab Hours Other Hours
Essay Branstorming and Draftang 12 [] 0
Essay Paer-Review 10 0 [
Writing Exer 8 ] 0
Essay Samples 10 [ [

emar and Machanics 10 0 o

ra

Viewing a Course (continued)

Spacify Coursa
Content by Topc

Topic Lecture Hours Lab Hours Other Hours
Ezsay Dranstorming and Drafting 12 o ]
Fsay Pear-Raview 10 o o
\writing Exercises B o o
Cssay Sampies w o ]
Grammar and Machanics 10 o o
1dentify Required Program approved texts that address college wiiting skills. For example, A Wnter's Reference by Diana
and Recommandad  Hacker or A Writer's Workshop by Rob Rrannan, atc.
Taxts and
Supplemental
Matenals
Additional
Resources Neadad
I this a Ganeral Na

Foucation Coursa?

Attach Course
Syllabus

Supporting
Documantation

Additional

evr:xmatmn
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Editing an Existing Course
® Find the existing course

e Click the course title in the list

¢ Click "Course Change Proposal”

430" S | -an “Proposs New Covrss | Quick Searches.

Title Warkllow Status

Ethnegraphic Mathods

Eieen

£ Commerze nd Ethics

€15 5430 (Dt and Irformation Mansgement

ECE 5430 Fine arts for the Early Years
LHGL $430 Shakesgeare: Selected Topacs

Farest Ecosvatem)

Praview Workflow

viewing: CIS $430 : Data and Information Management

Catalog Pages

/
Editing an Existing Course

® Course opens with existing data pre-populated

e Enter the proposer's name and the correct category

Course Inventory

| Eatng CIS S430: Data and Information Management

g o Name: Phone Emall )

Peigtal Catbyiny

CJuas - wetchian Campus Dluas - 5t campus

After Editing is Complete

® Click Start Workflow to pass it along to the next
person (or group) in the review process
® An email will be sent to the next reviewer

® Any reviewer can return the proposal using the
"Rollback" feature (comments must be added)

Reviewer Email

[CIM Courses] Course Changes: Undergrad Curriculum
Committee Chair Inbox
Catalog Editor <alaska@notify courseleaf.com:> Feb 3
tome [~
Colleen

There have been proposed changes to the course CT $100: Woodworking |
‘You may review these changes by visiting:
https:/inextcatalog.uas. alaska eduic ourseadmin/?code=CT%205100

Mo approval is necessary; this is for your review only.
For questions or information regarding this email, please reply

to this email (bahegel@alaska edu) or contact
Barbara Hegel at (907)796-6294

Thank you.

-- Barbara A. Hegel

- -
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Viewing Changes (for Approvers)

¢ Deleted text will show in red strikethrough font
® Added text will show in green bold font

Catalog Coursa This studis course is designed to supplement WRTG S111 and to reinforce student sutcomes through
Descrpbion addibonal guided classroom sctivibes such as extended workshop, deeper reflection on resding matenal,
and further pracbco mmplementing wiiteg 5t en at all stages of the wibting process, Pass/Fail

WRTC §111.

grading. Requires concurrent enrollment

Instruction Types Lectura

Credits 1 { 1 + o + o
Default Grade Mode Pass/Tad Grades

Delivery Mode Face to Face

Academic or T e T S

Tochnecal

Precequisite(s)

Is the Course Ho
Cross-kstod?

Reviewer Comments

e Comments will show at the bottom as "Rollbacks"

attach Course
Syllabus

Suppartng
Documentaton
Additional
Information

Reviawar Barbara Heqgel (bahegel) {07728/ 17 7:41 am): k: descrptan
Comments Barbara Hegel (bahegel) (0720717 : descnpbon
Barbara Hegel (bahegel) (07/28/17 7:2 : Course deschption

Workflow

® This shows the workflow is in progress as the Humanities Chair has it in their queue.
¢ The chair can return the proposal asking for clarification or additional information.

® The workflow indicates where a proposal is.

New Course Proposal

Date Submitted: 07/25/16 5:47 am In Werkflow

viewing: COMM $265 : Dipping into Difficult Discussions .-

Last edit: 07/25/16 B:47 am
Changes propassd by uas-alaska- admn

5.
Contact(s)
Name Phone E-mail 6
lig Dog 555-555-5555 BedogBakaska.edu
Proposal Categary 7
Categary A
LA
Effective Term Summer 2017 5. e
Course Subject COMM Course bumber 5265 e
Department Humanities
Collaga Schoot of Arts & Sciances
Campus{as) UAS - Junaau Campus

Long Title Dipping into Difficult Discussicns

e Abbreviabed Tithe D nte Dvfcult Discussions

Contacts

Barbara A. Hegel, Registrar
bahe gel(CD alaska.edu

Colleen McKenna, UGCC Chair

cjmckenna(CD alaska.edu
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