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Access CATS via ngFSC

#yEFSC

Titan Applications

In the dropdown menu for EFSC Employee Applications, select: Curriculum Approval Tracking
System (CATS) and click Launch (figure 1).
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TitanAlerts erscs Emergency Alert
teee Motification System
Mobile: (321) 917-3189
Home:
Primary email: whitec@easternflorida.edu
Alternate email:

MNon-emergency kext messaging? Mo

Update Information

EFSC Announcements

Do you think you are ready to graduate this Summer?
Then now is the time to see an advisor to check your degree
status! Submit your online intent to Graduate application on

or before:

@ For early summer graduation submit before or on
Thursday, June 9, 2016. Degrees will be posted for
students who submit the /ntent to Graduate

EFSC IT is pleased to provide free
access to OFfice 365 ProPlus ko EFSC

Faculty and staff. As part of EFSC's
campus-wide licensing agreement each active employee can
install Office on five computers and on five smartphones or
tablets. To obtain the free version of OFfice 365 ProPlus, log
on to the Microsoft Portal using your EFSC e-mail as the
username. The password is defaulted to your birthday in the
following Format: mmddyy-Efsc.

Looking For a college Form or document?
Information Technologies has implemented the
EFSC Document Center as a centralized
Da:ument
Center  repository to store and retrieve college Forms
and documents by department. The Document
Center will replace Knowledge Tree and all college Faculty
and staff have access to download documents. IF you need
access to upload documents, please submit an IT Request to
ITRequest@easternflorida.edu.

Archived Spotlights

This guide is broken down into two sections. The first section is for Cluster Chairs and those

submitting curriculum, the second section is for Reviewers. If you are a reviewer, you may choose to

skip to page 10, For Reviewers.




For Submission by Cluster Chairs
WELCOME to the CATS Main Page.

Click on the “Request for Action (RFA)” link in the left column to begin curriculum submission (see figure 2).

Read below before choosing an option (see figure 3).

Figure 2.
Eastern Florida nEFSC
/ JTATE GOLLEGE Curriculum Approval Tracking System (CATS) Titan Applications
Welcome
Main Page 'lelcome to the Curriculum Approval Tracking System (CATS)
Request for Action (RFA) Once the curriculum cluster is in agreement that the course and/or program are ready to go to CDC, the final version will

become the working document and the Originator, or designee, will attach all required documents in the CATS and

Your Requests submit.

Waiting for Your Review (14) All documents will be submitted through CATS. This process will streamline the review and approval cycle of curriculum,
ensure only the latest revisions are tracked, and eliminate some of the paper forms required to submit a complete
Returned (0) curriculum packet.

A complete curriculum packet will include the following: Course Objectives and Plan Summary, Course Outcome
Summary, Program of Study (if change affects a program), Catalog Page (if change affects the catalog page), Lab Fee or
Special Fee Justification (if applicable).

Begin by clicking on "Request for Action” in the left column.

For assistance, please refer to the "Technical Assistance Guide” in the left column.

Technical Assistance Guide

Log Out




For Submission by Cluster Chairs

Course Only: Choose this if you are submitting a course that does not belong to a program, e.g., AA
General Education courses, AA electives, orphan courses, etc.
Program Only: Choose this if you are submitting a program change only, e.g., change in hours, POS

change, catalog change, realignment of courses, etc.

Program and Courses: Choose this if you are submitting a course that is part of a program, e.g., technical
electives, core courses, course additions, changes or deletions, etc. AS, CCC, PSAYV, and BAS degrees
will usually fall into this category.

Figure 3.

Request for Action (RFA)

Course Only (separate submission required for each course)

Course Number

Course Title (limit 100 characters)
Program Only (Realignment of courses/move courses within program)

Program Title

Program and Courses (Mew Program; Course additions, changes, or deletions)

Program Title
Course Number

Course Title (limit 100 characters)

* Effective Term/Year Fal v  select - -

Use this form to justify all changes within a program. For example, if a change in the course fee for one course is requested and another
class in the program is deleted, both changes should be checked off in the section below.

** If you are submitting multiple courses under the same program, you will have the opportunity to add more classes later in this submission process.

* Action Requested (check all that apply) -

New Course

Deletion of Course

Change in Course

MNew Program

Deletion of Program

Change in Program (Minor changes affecting less than 25% of program)

Substantive Change (Substantive changes refers to 1) a change in location of a program and/or 2) 25% of the program has been changed)
Lab Fee Updates

Documents (ex. MOU's)

Other




For Submission by Cluster Chairs

Select effective Term/Year. Note- all programs should be effective in the fall term unless mandated by the

State or accrediting body.

Select ALL checkboxes that apply under “Actions Requested.” If other, please check and describe in the

text box indicated below “Other.”

Figure 4 is the bottom portion of the first page of the RFA.

Select the appropriate box for the course. If other, please check and describe in the text box indicated below
“Other.”

Click Continue to page 2 of the RFA.

Figure 4.

* Briefly summarize the reason or justification for request

[[] Change to performance based language ’
[[] State Mandate

[[] Other {[summarize below)

[ Continue ] [ Reset ]




For Submission by Cluster Chairs

In Figure 5, the name of my fictitious program is “Business Entrepreneurship-test,” my fictitious
Course Number is ETY 1101, and my fictitious Course Title is “Pinterest and Etsy.” The “Notes”
box is for justifying any unusual circumstances or exceptions such as start dates. My fictitious

course does not have lab fees so | left the lab fees boxes unchecked.

Figure 5. | | |

CurriculumlSubmissinn Form l i
RFA 2015: Program and Courses: Business Entrepreneurship - test - ETY 1101, Pinterest and Etsy

Notes: (Flease limit 300 words) Use this area to provide an explanation for unusual submissions, or to justify exceptions, such as a program start in
spring or summer instead of fall.

Has Lab Fees? [ ypq

Has Special Course Fees? [ ygq




For Submission by Cluster Chairs
Keep in mind Figure 6 shows page 2 of the RFA - Programs and Courses option we selected in Figure 2. If you
choose “Course Only” or “Program Only,” not all of the boxes will be shown, such as the Program of Study and

Catalog page for “Course Only” or Fee justifications and Course Plans for “Program Only.”

Figure 6.

Attach documents

1. Click on Browse to navigate to and select your document. Make sure you attach the correct document to the correct field.

2. Enter the title as appropriate. Include document type. Example: Course Mumber (ATE 2638 COPS or ATE 2638 COS) or Program Title (AS
Business Administration POS or AS Business Administration Catalog Page)

3. Do not type in the File: box
4. COS must be a Word document. Turn on document tracking.

5. Indicate whether or not the document has been approved by the Advisory Committee (if applicable) and Cluster and date(s).

Course Objectives and Plan Summary: 1y, File:| Browse... | No file selected.

Course Outcome Summary: T3 File: | Browse... | No fle selected.

Program of Study: ;.. File: | Browse... | No file selected.

Catalog Page: 4, File: | Browse... | No fle selected.

Lab Fee Justification: 1;4.. File: | Browse... | No fle selected.

Special Fee Justification: ;. File: | Browse... | No file selected.

Click to upload other documents

You must indicate Advisory Committee approval or approval not required. Cluster Approval and date is required.

Advisory Committee Approved Date: 3 (MM/DDIYYYY)

Advisory Approval Not Required
Cluster Approved Date: j (MIM/DDYYYY)

Send to applicable persons: [0 Diversity Committee
"] Honors Committee
I Office of the Registrar

(o) (=)




For Submission by Cluster Chairs

Upload documents by clicking on the browse button next to each field required. Type in the title of the

document in the title field as shown in Figure 7. Make sure TRACKING is turned on in your Word documents.

Figure 7.
Attach documents: if you have reviewed or edited documents, attach the document with tracking to show your changes to the appropriate field.
Course Objectives and Plan Summary: 1. FTY 1101 COPS File: | Browse... | ETY 1101 COPS
Course Outcome Summary: ;ye. ETY 1101 COS File: | Browse... | ETY 1101 COS
Program of Study: ;.. BEAS POS File:| Browse... | BEAS POS
Catalog Page: 140 BEAS Catalog File:| Browse... | BEAS Catalog

Coming Soon: Newly redesigned combined COS/COPS called the Course Plan Template (CPT) will be
entered where indicated “Course Plan Template.” Also coming soon, on the second line “Cluster Voting
Results,” enter the results from cluster votes on the Title line (e.g., 10 Yea, 0 Nay) and upload the template

found on the Curriculum Forms and Instructions Page to the file (Figure 8 a and 8b).

Figure 8a. Figure 8b.

Title: 10 Yea, O Nay File: Business Cluster Votes 07-04-2016

Select the date the Advisory Committee approved (for AS, CCC'’s, PSAV’s) OR if your program does not

require an advisory committee, Select “Advisory Committee Approval Not Required.”

Select Cluster Approval Date.

If the course is needs to be reviewed by the Honors or Diversity Committees, Check the applicable box(es)

in addition to the Office of the Registrar.

Click Submit

If you are submitting more than one course for the same program, after you click Submit, you will see a

confirmation screen and the option to add more courses (See Figure 9).



For Submission by Cluster Chairs

After clicking Submit, a screen will appear that allows you to submit more courses for the program. These

courses MUST be for the same program. Click on either link at the top or bottom shown below in figure 9 to

add more courses. When adding more courses, a catalog page and POS are not required again for the same

program.

To submit a new program or courses for a different program, begin the process again (see figure 3).

Figure 9.

Main Page

Request for Action (RFA)
Your Requests

Waiting for Your Review (15)
Returned (0)

RFA Approved by You

Technical Assistance Guide

Log Out

You have submitted curriculum packet below.
Click to add more courses for the program

Original Submission

Approval History

RFA ID: 2015
Submitted Date: 07/20/2016
Submitted By: Your Name
Program and Courses:
Program Title: Business Entrepreneurship - test
Course: Number: ETY 1101, Title: Pinterest and Etsy
Effective Term/Year: 201640
Action Requested
» MNew Course

Briefly summarize the reason or justification for request
» Change to performance based language

Note:
Document:
Course Objectives and Plan Summary: ETY 1101 COPS

Advisory Approval Not Required
Cluster Approved Date 07/19/2016
Sent To: Office of the Registrar

« 07/20/2016 04:41 PM: Pending - waiting for Office of the Registrar

Click to add more courses for the program




For Submission by Cluster Chairs

Click on “Your Requests” to review RFA’s you have submitted through the CATS system.

Figure 10.

Request for Action

Your Requests

Waiting for Your Review (14)
Returned (0)

RFA Approved by You

Welcome to the Curriculum Approval Tracking System (CATS)

Once the curriculum cluster is in agreement that the course and/or program are ready to go to CDC, the final version will
become the working document and the Originator, or designee, will attach all required documents in the CATS and
submit.

All documents will be submitted through CATS. This process will streamline the review and approval cycle of curriculum,
ensure only the latest revisions are tracked. and eliminate some of the paper forms required to submit a complete
curriculum packet.

A complete curriculum packet will include the following: Course Objectives and Plan Summary, Course Qutcome
Summary, Program of Study (if change affects a program), Catalog Page (if change affects the catalog page). Lab Fee or
Special Fee Justification (if applicable).

Beain bv clicking on "Reauest for Action” in the left column.

Eastern Florida nEFSC
|/ JTATR GOLLEGE Curriculum Approval Tracking System (CATS) Titan Applications
Welcome
Main Page

Choose how to search for the submission.

Figure 11.
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Main Page

Request for Action (RFA)
Your Requests

Waiting for Your Review (15)
Returned (0)

RFA Approved by You

Your Requests
Submitted Date From J To

Type [¥ Course Only
Program Only
Program and Courses

& (mmopayyyy)




For Reviewers

Here you will find brief instructions for reviewing curriculum.

If a course is ready for your review (Office of the Registrar/Diversity/Honors/Reviewer/CDC Chair/AAC
Chair), this will be indicated by the RED numbers on the “Waiting for Your Review” line in the left side
column.

Select “Waiting for Your Review” and a new screen opens with the documents waiting for you to review.

If a course was forwarded to you, this will be indicated by the RED numbers on the “Waiting for Your Review”

line. Select the applicable option. There you will find a summary of what has been returned/forwarded.
Select the item to view the notes and access the documents submitted.

Figure 12.
@ Eastern Florida . EFSC
/ STATE COLLEGE Curriculum Approval Tracking System (CATS) Titan Applications
Welcome
Main Page Welcome to the Curriculum Approval Tracking System (CATS)

R t for Action (RFA) . . . .
equest for Action ( ) Once the curriculum cluster is in agreement that the course and/or program are ready to go to CDC, the final version will

become the working document and the Originator, or designee, will attach all required documents in the CATS and submit.
Your Requests

» o will be submitted through CATS. This process will streamline the review and approval cycle of curriculum,
Waiting for Your Review (1) e latest revisions are tracked, and eliminate some of the paper forms required to submit a complete
curriculum packet.

Returned (0)
A complete curriculum packet will include the following: Course Objectives and Plan Summary, Course Qutcome

RFA Approved by You Summary, Program of Study (if change affects a program), Catalog Page (if change affects the catalog page), Lab Fee or
Special Fee Justification (if applicable).

Technical Assistance Guide Begin by clicking on "Request for Action” in the left column.

Log Out For assistance, please refer to the "Technical Assistance Guide” in the left column.




For Reviewers

Select a document to review to be redirected to the “Approval” form page.

Figure 13.
Eastern Florida n EFSC
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Welcome _
Main Page Below is a list waiting for your approval. Please click on a submission to submit your approval.

Request for Action (RFA)
Your Requests
Waiting for Your Review (16)

Returned (0)

Technical Assistance Guide

Log Out

Course Only

- 07/06/2016: RFATID: 1759 - CJE 1671 - Latent Fingerprint Development
Action Requested: Lab Fee Updates
Forwarded by:

- 05/19/2016: RFA ID: 1495 - CJE 1770 - Crime Scene Photography 1
Action Requested: Change in Program
Forwarded by:

- 05/19/2016: RFA 1D 1497 - CJL-1610 - Courtroom Presentation of Evidence
Action Requested: Change in Program
Forwarded by:

- 06/09/2016: RFA ID- 1301 - PRNC 0061 - Fundamentals of Mursing 1
Action Requested: Change in Course
Forwarded by:

- 06/09/2016: RFA 1D- 1302 - PRNC 0062 - Fundamentals of Mursing 2
Action Requested: Change in Course
Forwarded by:

- 06/09/2016: RFA ID: 1304 - PRML 0003 - Fundamentals of Nursing 1 Clinical
Action Requested: Change in Course
Forwarded by:

- 06/09/2016: RFA ID: 1306 - PRNL 0069 - Fundamentals of Nursing 2 Clinical
Action Requested: Change in Course
Forwarded by:

=]

[}

.

o

@

-

Program Only

Program and Courses l

1. 07/06/2016: RFA ID: 1815 - A_S. in transportation and Logistics: TRA 2010 - Transportation
Action Requested: New Course
Forwarded by:

2. 05/23/2016: RFA ID: 1835 - BUAS Business Administration: MKA 1021 - Principles of Selling
Action Requested: Change in Course




For Reviewers

Look for the most recent version indicated by the date and time stamp. The most current document will be
on the right side in the “Approval History” column (or as the case may be in the “Re-Submission” column, see
figure 14.) If no document appears in either of those columns, the most current documents are the originals on
the left.

Figure 14.
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Whkloome
Main 23ge orginal Submizsicn Ra-3ubmiasion Appraval History
i - A IO: 59 - CRDAIZ0HS 0309 PM - OS01/2015 0234 P Retumed o Originator by~ ©
Request far Actian (RFA] Submitted Dake: 0S/27/2015 Mots: | have adoed tha corsguisite I
submitted By- t the CIOS. Commenis: The OO ks missing the corequishs ndicaied
¥aur RagusEls Program and Coursea: an T2 COPS. Plesss updals the COS.
Frogram Tiie: Wetsnnary Technol 1. Course OUlcome SUMITENY: | | gony moqs 03:35 PM: Re-S
WaIRIng for Your Review (44 Course: Mumber, ATE 1110, e ATE 1110 205 e e e L

Animal Anatommy = O5001./2015 04:05 PM:. Foraand by
Returmsd (0] Effactive Term/Year: 201540 Comiments: Reviewad
Action Requested = O%01/2015 04:05 P: Pending - walting for
= Change in Couree

Briefly summarize tha reason or '

Juztincation for reguest

= Other (EUMmartza balow)
Warkus changes aE Indicated on
Iniial course reqguest

Technizal Assktance Sukde Mots:
Documant:
Log Cut CouwEe Ogjectives and Flan Summary:

ATE 1110 CORS

CouEe Cuicome SummaEry: ATE 1110 -
cos

Advisory Appraval Mot Reguied

Clusier Approved Dabe 052102015
Sant To: Cefice of e Registrar

Approval Form

* Status: F=iurnad 1o Criginasor {commets raguired)
i@ fForsard (comments requirsg) -
f ferwand, please uss following Ank ta search far nams [Lookug)]

B Mumber: | Firat Hama: - Lant Namsa:

: C__l:'m_“"a'm_: I reviewed and marked up the 003 with my -

(it 300 worda) chesrvration. Plea=se review and forward to Jan= -
Smith.

Aflach documerts: B you have reviewsd or adiisd documents, aiach the document with racking 1o shaw your shangse bo the appropriata Nels
Courss Objectives and Flan SUMMENY: T4e. Fma:| ) ) Browse .|
- Coures QULCOMS SUMMANY: Tihe: ATE 1110 COS Flle: [C:Wsers DeskiopghCAT  Browse .. |

Program of Study. Tihe: Flle: Browse_ ..
Catalog Page: Titie: Flla: | " Browse.. |
Lab Fee Justificatlon: 1. Flla: | Browss .

Special Fee Justification: Ta- Flla: | Browse.. |

[ swemn | [ meset |

You can send a note and re-upload updated documents to forward to another reviewer or for approval by
CDC/AAC. If you would like to mark up the document, you will need to save it to your desktop first and then re-
upload it.

Make sure to turn on “Track Changes” by selecting the “Review” tab on the MS Word document ribbon. PDF’s
and Excel documents will not have tracking at this time. You will need to be specific in the comments as to
what needs to be or has been corrected. Note: Only documents that have been edited need to be re-uploaded.
If no changes have been made, there is no need to re-upload the document.



For Reviewers

If you are forwarding, you will need to choose the “Lookup” option to search for the person to populate the
information requested. In the “Lookup” pop-up box, type in the last name of the person you are searching for
and click “Search.” When the person’s name appears, click on their name to continue.

Rename the document as XXX 1234 COS or COPS (e.g., ETY 1101 COS) and upload the file back to CATS
making sure to also type the title of the document in the Title section of CATS as shown in Figure 4.

Since only the COS had edits- only the COS was re-uploaded.

Figure 15.

Course Objectives and Plan Summary: Title:

Course Outcome Summary: iye

Lab Fee Justification: Title:

Special Fee Justification: Title:

3

* ETY 1101 COS rev 1

File:

File:

File:

File:

Browse...

Browse...

Browse...

Browse...

MNo file selected.

ETY 1101 COS rev 1.docx

MNo file selected.

MNo file selected.

Once you have selected “Submit,” a confirmation page will generate with your RFA ID at the top in RED.

Figure 16.
Eastern Florida _ ) wmyEFSC
T . S e Curriculum Approval Tracking System (CATS) Titan Applications
Welcome -
“Your approval has been submitted as below
Main Page

Request for Action [RFA)
“four Requests
Waiting for Your Review {33}

Returned (0}

Technical Assistance Guide

Log Out

/__Dr.g.i.u_@hmissinn

Re-5ubmission

Approval History

Submitted Date: 08/27/20185
Submitted By:

Program and Courses:

Program Title: Veterinary
Technology

Course: Mumber: ATE 1110, Title:
Animal Anatomy

Effective Term/Year: 201840
Action Requested

& Change in Course

Briefly summarize the reason or

justification for request

® Other (summarize below)
Various changes as indicated on
initial course reguest

Note:

Document:

Course Objectives and Plan
Summary: ATE 1110 COPS
Course Qutcome Summary: ATE
1110 COS

Advisory Approval Mot Required
Cluster Approved Date 08/21/2015
Sent To: Office of the Registrar

* 09/01/2015 03:02 PM
Mote: | have added the
corequisite to the COS.

1. Course Qutcome
Summary: ATE 1110 COS

08001/2015 02:34 PM: Returned to Originator by

Comments: The COS is missing the corequisite
indicated on the COPS. Please update the COS5.

0900 1/2015 03:35 PM: Re-Submitted by

09/01/2015 04:08 PM: Forward by
Comments: Reviewed

08401/2015 04:058 PM: Pending - waiting for




For Reviewers

Click on “Returned” to view submissions that have been returned to you for edits or questions.

Figure 17.
| \ Eastern Florida : ‘ nmyEFSC
 / STATE COLLEGE Curriculum Approval Tracking System (CATS) Titan Applications

Welcome |

Main Page Below is/are returned submission(s). Please review and resubmit.

Request ko Action (REA) 1. DO/01/2015: - Veterinary Technalogy ATE 1110 Animal Anatomy - Returned by:

Your Requests '

Waiting for Your Review (31)

Returned (1) l

Technical Assistance Guide

Log Out

If you have questions about submitting or reviewing curriculum in CATS after reading this document, please
contact Christi White @ whitec@easternflorida.edu or 321-433-7135.
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