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The Dashboard — 1. Create Proposal

1. Create Proposal — create
a new program or course.

~
SAC CURRICULUM MANAGEMENT SYSTEM Home Proposzals Reports rcuments Configurations Sign Out

M Son Ansonio College
DASHEOARD

MY PROPOSALS

@ Edit ) Submit for Approval &7 Archive

Last Stage

Proposal Name Type Action Revised Stage
soen oo -_ o S
a8 @ & 9 COURSE Create 08/17/2018 Authar

i




1. Creating a Proposal - Course

CURRICULUM MANAGEMENT SYSTEM Add a neW Cou rse.

e Modify a course.

WHAT WOULD YOU LIKE TO DO?

MANAGE PROGRAMS COURSF

S New # Revise H Archive © New # Revise H Archive

Program . Course .
Subject Number Title Approval Date

All b T T T
A5, Degree in Public Health

Academic Success Strategies for Students with

ACCS 30 . 06/27/2018
e Bl Disabilities
AA-T Film-Television-Electronic Media ACCS 31 Memory Strategies for Students with Disabilities 06/27/2018
Azl AD 1 Alcohol and Drug Dependency 10/11/2017
Accounting AD 10 Client Record and Documentation 02/25/2014
Accounting - Bookkeeping AD 11 Techniques of Intervention and Referral 10/25/2016
Accounting - Computerized ; ; -

AD 15A ?;Liizlcélrc;n to Laws and Ethics for Addictions 05/09,2018
Accounting - Financial Planning
Accounting - Managerial = M, Law and Ethics For Addictions Counselors 05/08/2018
Accounting - Payroll * Fi Iter b cou rse refix Physiological Effects of Alcohol and Drugs 10/11/2017
Accounting -Tax Preparation y p ) / Chemical Dependency: Intervention, Treatment and 10/11/2017

Rarrwar:

Powared by TPl title’ and number. & WsbCMS Test Account - 1. Author 3




1. Create Proposal — Course (Section 1 - Basis)

v . \ ’ 3

*You will notice comment \
bubbles next to required
fields. These bubbles will
SqesURMM Section?  Section3  Section4  Section5 St enable you view comments
from Curriculum Office and

PROPOSAL - COURSE:[]

Supplemental Forms

save Section 1 - Basis il be hichlichted wh
Print , will be highlighted when
" 1. Submitted by | webCMS Test Account o= g g
Change Log | there is a comment avaﬂablej
2. Student Learning Outcomes =
Refresh

Help 3. Attachmments: Department minutes required. Advisory minutes may be attached if available. Attach other documentation, such mrerl??/ \

consultation, here as well. © ™ E nte r
Useful Links + Upload Document detailed

Assist File Description Attachment Type Attachment

College Source ] i infO rm atiOn
Chancellor Office Mo records to display.
for the new

4. Distance Education Cenrtification

O om course
Effective Term: To be complated by Instruction Office \\ p ro posa I - /

Powered by ITPI. & WebCMS Test Account - 1. Author




1. Create Proposal — Course (Section 2 — Course Identification)

Lo -\'_\ ’ A
PROPOSAL - COURSE:[]

Section 1 [ Rl Section3  Section4 *If credit is SEIECted, Only
fields necessary for credit
will appear.

Supplemental Forms

Save Section 2 - Course ldentification

[ Select Credit.

J

5. Course Type @ ®

Refresh
C Credit
Help M Moncredit
B 6. Course ID / Enter \
Useful Links v - Course Number g ]
égﬁfée Source 7. Course Title (FULL) Course Title (SHORT) d eta I I e d
Chancellor Office om . .
information
8. Course Division 9. Course Department
Y 9w Accessibility Resource Center for Stu, fo r t h e n eW
10. Course Subject 11. Discipline (Optional for Noncredit)
TR course
[

[ Accounting \ proposal' /

| Addiction Paraprofessional Training

] Administration of Justice

| Aeronautics

| Agriculture

) Agriculture Business and Related Services

[ Agricultural Engineering 5



1. Create Proposal — Course (Section 3 — Course Attributes)

MT.SAC]

M. San Arioric College

Supplemental Forms

Save

Useful Links

Assist
College Source
Chancellor Office

PROPOSAL - COURSE : [] Enter

CURRICULUM MANAGEMENT SYSTEM Home Proposals Reports Documents Configurations

Section 1 Section 2 Section 3 Section 4 Section 5 Section 6 detailed

Section 3 - Course Attributes infO m atiO N
for the new
v course

16. Basic Skills
\_ proposal. /

Basic Skills Course
Mot Applicable

15. Course Credit Status :

17. Pre-Collegiate Level
A - One Level BEelow Transfer v | =&
18 5AM Priority Code

A - Apprenticeship (Courses offered to apprentices only)

B - Advanced Occupational (Courses taken in the advanced stages of an occupational program. Each "B" level courses must have a "C”
level prerequisite in the same program area.)

C - Clearly Occupational (Courses taken in the middle stages of an occupational program. Should provide the student with entry-level job
skills)

D - Possibly Occupational (Courses taken in the beginning stages of an occupational program.)

— Bleem e P

Fowered by ITPIL & WebCMS Test Account - 1. Author



1. Create Proposal — Course (Section 3 — Preconditions for Enrollment)

Section 3 Section 4 Section 5 Section b

Supplemental Forms

save Section 3 - Course Attributes
Print 25 Prerequisites, Cﬂ—F{equisit_es or Advisories for Enrollment (Entry Standards) / . . . . \
Change Log Please complete Content Review Form I N Pre req u ISItES, Co_Req u ISItES
Refresh _ . — or Advisories for Enrollment:
| Adding prerequisites, corequisites or advisories 0w . . . L.
Help [[] Maintaining prerequisites, corequisites or advisories |f Add | ng’ M al nta Nl ng or
| Mene . .
|| Remaving prereguisites, corequisites or advisories RemOVI ng IS Se I eCted . A n eW
section will appear for entry.

Section 1 Section 2 Preconditions For Enrollment Section 4 Section 5

Supplemental Forms

Save Section 3 - Course Attributes

Print




1. Create Proposal — Course (Section 3 — Preconditions for Enrollment)

Show/Hide Course List

SEARCH COURSES

Course
Subject Number

ARLA ¥

ENGL 68 Preparation for College Writing

4 Units (Mot Degres Applicable)

(May be taken for opfion of letter grade or Pass/No Pass)

Lecture: 72

Prerequisite: ENGL 67 or AMLA 43W or satisfactory score on the
English Placement Test

Development of the academic essay based on critical reading of texts.
Reviews paragraph structure and introduces principles of
documentation. Continues to develop critical thinking through

AWLA Q0
_ reading of and writing about increasingly complex texts.
AMLA a0
1. Simply filter or sort for
. AWLA Q0
Subject.

AMLA 20
AWLA 70
AMLA 43W

2.Drag and drop course
into the right box.

1%

AMLA 42

Title status

Accelerated
Developmental
Writing for AMLA

Proposa

Accelerated
Developmental
Writing for AMLA

Proposa

Accelerated
Developmental
Writing for AMLA

Official

Intermediate to
Advanced Writing and
Reading

Future

Basic to Intermediate

Writing and Reading Future

American Language

Advanced Writing Propos

American Language
Intermediate Writing

Official

Preconditions For Enroliment

Section 4 Section 5

4. Make sure to Save.

REQUISITES FOR :

B Save X Cancel
And/Or Course

= Refresh

Type Req. is Being

F F

EMGL - &7 -

Writing

Fundamentals
r r r

AMLA - 43W -
Armerican
Language

nced Writing

Reviewed o

Prerequisite

3. Add And/ Or, Type and |
Requisite is being
criteria.

Reviewed o

Prerequisite

.




— Course (Section 4 — Workload Values)

*Matrix will calculate
Units based off of

Section 1 Section 2 Section 3

Section 6

Preconditions For
Supplemental Forms

Save Section 4 - Course Workload Values
- hours.
nnt
S— 25, Faculty Contact Hours @ =
= Lecture Lab  Activity/Clinical  Total
Help Minimum Contact Hours 0.00 0.00 0.00 0.00 / \
Maximum Contact Hours 0.00 0.00 0.00 0.00 E nte r
Useful Links .
Out of Class Hours 0.00 0.00 0.00 0.00 dEta | |€d
Assist
College Source 1 1
Chancellor Office TEA 0.00 0.00 0.00 0.00 ; |nf0rmat|0n
Scheduled Hours
0.00 0.00 0.00 0.00 for the new
Units Range 0.00 0,00 0.00 0.00 CO u rse
25 LabiLecturs Farty @@ YesONo \.__proposal. /
27. Methods of Instruction
Select all that apply.
Lecture 0w



1. Create Proposal — Course (Section 5 — Credit Courses Certifications)

Section 1 Section 2 Section 3 Preconditions For Enroliment Section 4
Section 6

CREDIT ONLY

Section 5 - Course Certifications m

Supplemental Forms 27. Course General Education Status .
Thig element indicales whether a course fulfills general education requiremen; I on
Save in the context of transfer, degree and cedificate programs. 2 7 Se e Ct I O n S
Print I | b I
Coding: A \\; ava I a e . J
Change Log

= Meaning

fetrach Course meets any of the following : / E nte r \

C5SU General Education Breadih Area A2 - Written Communication

Help 5 General Education Breadth Area A3 - Crtical Thinking .
UC IGETC Area 14 : English Composition d eta | I e d
UC IGETC Area 1B : Critical Thinking-English Composition
Useful Links " information
Assist Course has a education cerdification or arficulation agreement that ensures the course fulfills English composition
College Source at an accredifed four-year institution

Chancellor Office

o for the new

Course fulfills local general education requirements for English Composition as ouflined in Tifle 5 Section 55063 CO u rs e
Coding: B

Meaning \_ proposal. /

Course meets any of the following :

5L General Education Breadth Area B3 - Mathematics/Quantitative Reasoning
UC IGETC Area 2 : Mathematical Concepts and Quantitative Reasoning

oR

Course has a education cerdification or arficulation agreement that ensures the course fulfills English composition
at an accredifed four-year institution

om 10

Course fulfills local general education requirements for Analvtical Thinking or Mathematical Competency as



1. Create Proposal — Course (Section 6 — Course Outline)

Section 1 Section 2 Section 3 Preconditions For Enrollment Section 4 Section 5
Supplemental Forms Saction 6
Save Section 6 - Course Outline Information
Print

33. Catalog Description

e | e

Refresh o™
" B 7 Uiz = EEE
elp
/" Enter )
Useful Links .
Assist detalled
Chancallor Office formation
for the new
course
34. Schedule Description \\ propgsaL )
om
B 7 U := 1%: ;E i=

11



1. Create Proposal — Course (Section 6 — Text Entry #1)

R

N
*There are fields that

require for the author

35 Course Qutline with Information
tO ”add” text. ) ©% Lecture Tﬂpc%?)' SeleCt Save' ]

(] . \ |
= Add E.ia-ve X Cancel 2- Add Descrlpthn. v+ Refresh
Description .
/ rSimpI],r provide a description 1 ‘ *to add more) Slmply
[ 1. Select Add. ] description 2 select add again.

efc.

LAE Topical Hours @

4+ Add B Save X Cancel = Refresh

Description

12



1. Create Proposal

+ Add

*There are other
fields that contain
additional text
boxes.

— Course (Section 6 — Text Entry #2)

Category 1.5u

hstantial written assignments for this course include:

# Refresh
[ 2. Make entr ]
Make your entries here, * y. i)
I B U =E=EZ=E=E
Select Add to keep adding entries as needed.
v X o

AN

H o A (3. Select checkmark

If the course is

+ Add

|

degree applicable, substantial writien assignmenis in this course are inappropriatL to Save
L]

= HREerresn

Description

Mo records to display.

Make sure to om
save! + Add

Mo recomk

*Repeat this process jun
as necessary for
additional entries.

13




' Submit for Approval

14



Submitting for Approval

DASHBOARD

2. Submit for
MY PROPOSALS dpprova | .

=l Y S '-m ' L'ﬂ.“-
T —

@ Edit ¢ Submit for Approval

Proposal Name

[

ACCS 30

T T ¢ & ©
E, @ L,
@ & & & @©

1. Locate

proposal on
dashboard.

Type
PROGRAM
PROGRAM
COURSE
COURSE
COURSE
COURSE

Action

Create
Create
Create
Revize
Create

Create

Last
Revised

07/18/2019
07/18/2019
07182019
07/16/2019
07/16/2019

07/1e/2019

Stage
#

1
1
1

Stage

1. Author
1. Author
1. Author
1. Author
1. Author

1. Author

My Proposals

i

15



Submitting for Approval
A ¢ AL 3. New Window will populate.
If any issues are found, the
/ proposal cannot be submitted

to next stage. J = T T

Proposal(s) to be submitted :

ACCS 30 ( This proposal has errors and cannot be submitted to the next stage. )

Please provide any additional information (notes) that you wish to attach to the proposal. These notes will be visible on the proposal's audit trail.
When you have finished, click "Submit’.

Motes :

B/ Ula-o- B-EE|D-C-

4. Ability to add
comments.

/" Design K43N Q, Preview
Subrnit

5. Select
submit.

W, 16




Select Stages - Author

X iy
T CURRICULUM MANAGEMENT SYSTEM
MT. SAC

M. Son Ardomis Collags

N 1. Select

*Authors will have access to

Configurations.

Home Proposals Reports Documents Configurations Sign Out

Stages 1, 5 and 9 in the
WebCMS process.

/

2. Select stage. ]

Stage

1. Author Create Propasal My Proposals

1. Author

Type Action Relfii d St;ge
8 9 = 9 PROGRAM  Create 07/18/2019 1
(= I ) PROGRAM Create 07/18/2019 1
8 9 = 9 COURSE Create 07/18/2019 1
|
= 3 @ D COURSE Create  07/16/2019 1
(= I COURSE Create 07/16/2019 1

identify what stage

FPowered by ITPI.

you are currently in.

\ & WehCMS Test Account - 1. Author

1. Author
1. Author
1. Author
1. Author

3. Bottom of page will )

17



Select Stages - Author

4. Select the
CURRICULUM MANAGEMENT SYSTEM ChECkma rk tO be able Configurations Sign Out
to work in that stage.

SELECT A STAGE

Stage

1-1. Author v
5 - 5. Prescreening Comments to Author L
9 -9, EDC Comments to Author v

You have selected 5. Prescreening Comments to Author as your current stage.

/5. Bottom of page will

update the new stage
s you selected.

& WebCMS Test Account - 5. Prescreening Comments to Author 18



