Faculty Tutorial: How to Use the Course Inventory Management Form
Quick links in this document:

e General Information, Prior to Entering Information into CIM

e Explanation of Fields on the Course Inventory Management Page
e Entering Course Information into CIM

e Propose New Course

e How to Inactivate a Course

To get to the CIM form: Login to myEFSC > under EFSC Employee Applications, click on EFSC Employee
Applications > select CourselLeaf Curriculum CIM > Launch > click under Course Inventory Management

General Information, Prior to Entering Information into CIM

Once the discipline has identified a course to create or update, the designated originator will develop the course
outside of CIM, using any format to scribe the information, including the Course Plan Template. This will be
helpful to copy and paste the information into CIM when ready.

The Academic Group/Discipline Chair will obtain a vote from the team, using the Academic Group/Discipline
Approval Form. This sheet is required to be uploaded in CIM when the originator first submits the information.
At any time, the originator can export the course to a PDF. (This may be the preferable way to share with the
discipline team for review purposes.)

Refer to the Electronic Course Plan Repository (eCPR) to obtain the latest course plan.

Explanation of Fields on the Course Inventory Management Page

All fields outlined in red on the page are required.
e At the end of the approval process, a PDF will be exported by Curriculum Development and
placed into eCPR. If a field is left blank, it will not appear on the PDF.
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https://www.easternflorida.edu/faculty-staff/academic-council/curriculum-forms-instruction.php#curriculum-forms1-2
https://www.easternflorida.edu/faculty-staff/academic-council/documents/academic-group-discipline-approval-form.pdf
https://www.easternflorida.edu/faculty-staff/academic-council/documents/academic-group-discipline-approval-form.pdf

e Search for a course to update by entering the entire course number, Course Code (prefix), number
only or Title. Use * as a wildcard. Click “Search”

e To enter a New Course, click “Propose New Course”

e Archive — courses that are archived will not appear in the search unless this field is checked. If you
want to re-use a course number, the course must be archived.

e History —if course has been processed previously through CIM, it will have a history. Click this field
if you want to view the history of a course (processed through CIM).

e Quick Searches — select Edited Courses, Added Courses, or Deleted Courses for a list of those
courses. You can do this for a specific prefix if desired. For example, enter ADV and then selected

Deleted courses.

In the search results

e Status “deleted” is a course that has been discontinued, but not archived.
e Status “edited” is a course that has been edited but is not complete.
e Status “added” is a new course that has been added but is not complete.

Export to PDF /-

Preview Workflow

See “How to Inactivate a Course” on Page 10 of this document to
learn how to discontinue a course.

Click this button to export the document to PDF.

Click this button to edit the course.

Click this link to see the workflow members for this course

Preview Workflow

current state of the proposal
Proposal Key: 532
Workflow: standard
» Curriculum Staff
Email: burnettes@easternflorida.edu

Members
o Stephanie Burnette (burnettes)

Curriculum Staff
Email: burnettes@easternflorida.edu
IMembers:

o Stephanie Burnette (burnettes)

CDC Chair
Email: burnettes@easternflorida.edu
IMembers:

o Stephanie Burnette (burnettes)

* AC Chair
Email: grimesi@easternflorida.edu

Note: The actual workflow may vary based on data within the proposal itself, such as field
fields have been modified, and other items. This workflow preview represents the workflow|

/
/

Preview Workflow
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Workflow Notes:

Once originator starts the workflow, the
page will first go to Curriculum Staff who
will add the correct Chair, PM, and
Review Team. The workflow will then be:
ADG Chair > PM Manager > Curriculum
Staff > CDC Team Reviewer 1, 2 > CDC
Chair > AC Chair > Administration >
Curriculum Director
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a D Click on the Help Bubble
for information. Click on
the red x to close the

Discipline Approval F information box.

Attach copy of discipline approval form.

Entering Course Information into CIM

STEP 1. Select Course Action: A. Course to update or B. Propose new course.

After Step 1, the required information will be the same. If updating a course, most information will default from
Banner and user will simply verify that it is correct. If proposing a New Course, user will need to provide the
information.

A. Select course to update.
a. Perform a search for the course or enter course prefix and number. Click Search.
b. *Click on the course and click “Edit Course”.
c. Note: at any time, the user can export the document to PDF by clicking the “Export to PDF” button
d. Ifinformation has defaulted, verify it is correct. To change information, type over what is there.

Search, edit, add, and inactivate courses.
Use an asterisk (*) in the search box as a wild card. For example, MATH* will find everything that starts with “MATH”, *MATH everything that ends
with “MATH”, and *MATH* everything that contains “MATH". The system searches the Course Code, Title, Workflow step and CIM Status.

Quick Searches provides a list of predefined s $as 0 use.
ADV Dadhive_op - Quickearches... v
() Hjftory

Course Code Title Workflow Status

ADV 1000 Advertising deleted

ADV 2328 Advertising deleted
ADV 2948 Service Learning Field Studies 1 Banner edited
Export to PDF - '
fal Preview Workflow
viewing: ADV 2000 : Advertising E—

*PRIOR TO EDITING COURSE, note the section “Catalog Pages referencing this course”. This information is no
longer visible when you click the Edit Course button.

This information is very important, as it identifies other courses and programs that a change to the course might
affect. For example, a course number or title change, credit, or prerequisite or discontinuing a course will need
to be reflected in all associated programs of study.

Use the scroll bar on the right to scroll through courses, prerequisites, and programs referencing the course.

Viewing: ADV ZUUU ;! Advertsing

Advertising (ADV)

Catalog Pages S 2 ; S T : v
° gres Associate in Science - Business Administration, Marketin

referencing this o
;. Specialization

course . : 5
College Credit Certificate - Business Management, International

Business Specialization
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Course Inventory Begin Editing the Course:
tdiing: ADV 2000: Advertising Select Effective Term: Use the
Sechelerm ek ] following fall term unless otherwise
Type of Change @ | Select... hd required*.
Discribe Changes (e.g. competencies update, prerequisite modification, or new course} Type Of change: Select type,
4 Describe reason for update: Be clear
Discipline Approval Form @ Uploaded Files: and explain a” Changes.
Files To Be Uploaded: Discipline Approval Form:
— 1. Attach Discipline/Group Approval
Subject Code [ a0V - a0V agvertising v|  Course Number [2000 | | Course Numbersin Use P / P APP
Course Title | Advertising ‘ Form
15 characters remaing 2. Attach a pdf of the approved CPT
Long Title [Advertiing draft used to enter information
89 characters remaining
EFSC Discipline US - Business v . . .
denter [ | Verify other information. To correct,
CF Code [05.09 \ type over what is there.
CIP Code Not Found ~ Find...
College CC - College Credit v . .
o : } *Consider the effect the change will have.
redit Level CC - College Credit (numbered 1XXX - 2XXX) v . .
Changing competencies doesn’t affect
what is in Banner or the catalog, but
changing the title, number, or credits,
does, so it is best to use effective date of
B. Propose New Course next fall..

Note: if you are changing a course number, you will need to create a new course, then discontinue the old
course. See “Propose New from Existing Course” section below.

Course number should be verified through the Florida Statewide Course Numbering System (FSCNS)

a. Click “Propose New Course”

Quick Searches provides a list of predefined search categories to use.

ADV 2000 ::: I‘:rscthcl:,? - OR - Quick Searches... v

Course Code Title Workflow Status

b. Page will default. Begin entering information.

What is this?

If you are changing a course number (e.g., changing MAC 1311 to MAC 2311) or copying from another course
(e.g., adding a new service learning (2948) course) you can copy the information from original course. Click on
this button, select the subject or add the selected course.
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https://flscns.fldoe.org/TaxonomyList.aspx

Course Inventory

New Course Proposal

Effective Term

o

Discipline Approval Form @

Describe Changes (e.g. competencies update, prerequisite modification, or new course)

Uploaded Files:

Files To Be Uploaded:

Subject Code I

vl Course Number

[ ]

Select...

Course Title I

l

30 characters remaining

Long Title I

100 characters remaining

Credit Level

Select...

Is this replacing an

existing course

O Yes

Effective Term:

Select term from drop box. Whenever possible, attempt to start new course in the
subsequent fall term.

Describe Changes:

Provide a comprehensive description of reason for creating the new course.

Discipline Approval
Form:

Attach the Discipline Approval Form and draft of the approved CPT.

Subject Code:

Select subject code from drop box. If code is not in list, notify the Curriculum Director.

Course Number:

Enter course number, as verified by the FSCNS. Once you have entered the Subject
Code, you will see the “Course Numbers in Use” button. Click to see what courses are
currently in use with the subject code. This is important if course is new.

]

Course Number Course Numbers in Use

Course Title:

30 characters. If title is longer than this, try to abbreviate logically

Long Title:

100 characters. Enter the entire title for the course.

Credit Level

Select from drop box

Is this replacing an
existing course?

An example is changing a course number, e.g., MAC 1311 to MAC 2311. If Yes, the
following will appear. Click the green plus button and select the course being replaced.
Click “Add Course” or “Add Selected”, then click “Closed.”

s this replacingan @ Yes ONo
existing course
Equivalent Courses Code Title @
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STEP 2. HOURS

If you are updating the course, this information may be defaulted. Verify accuracy. To update, type over

defaulted information.

Hours

Credit/Clock Hours

i

Variable Credit & O Yes ONo

Contact hours is the sum of Lecture, Lab, and Other hours devated to course competencies. For example, a
3-credit course is usually 48 Contact Hours. When completing course competencies section below the hours

must be equal to the contact hours in this field. When variable hours are possible, use format: 16-48.

Lecture Hours
Lab Hours
Other Hours

Contact Hours

LI

Repeatable for O Yes ® No

Credit Repeat Limit @ \Il
Maximum Hours For Credit & \Zl

Credit/Clock Hours | Enter hours*

Variable Credit *Yes: If course is variable
credits use this formatin
the Credit/Clock Hours field
above: 1-3

Note: Contact Hours is the total of Lecture, Lab,
and Other Hours. These must also mirror the
Course Competencies hours later in the form. All
fields are required.

STEP 3. ATTRIBUTES

Lecture Hours Enter lecture hours

Lab Hours Enter lab hours or 0 if none.

Other Hours Enter 0 if none.

Contact Hours Total of lecture, lab and
other

Repeatable for Credit

If No:

Repeat Limit=2

Maximum Hours = Credit/Clock Hours for course
If Yes:

Repeat Limit = Maximum number of times the
course can be repeated

Maximum Hours for Credit:

Maximum number of credits student may receive
for the course

All attributes will default to No, unless course is designated with the attribute in Banner.

Attributes
Is Course a General Education Course O Yes ® No
Meets College Level Communication Skills O Yes ® No
Meets College Level Computation Skills O Yes ® No
Meets Civic Literacy O Yes ® No
Core Course O Yes ® No
Work Based Learning & O Yes ® No
Honors Course O Yes ® No

Click applicable response to each item.

If you click Yes to General Education
and/or Core Course, you must also select
the General Education discipline and/or
Core Course Type from the drop boxes.

Course Inventory Maintenance Tutorial, 11/12/2024

Is Course a General Education Course @ Yes O No

General Education Select... v

Course

Core Course ® Yes ON

Core Course Type

Select... v
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STEP 4. GENERAL INFORMATON

If you are updating the course, this information may be defaulted. Verify accuracy. To update, type over

defaulted information.

General Information

Grade Mode:

Select from drop box

Schedule Type: Select from drop box
Suitable for Online Yes or No

Suitable for Hybrid Yes or No

Suitable for HyFlex Yes or No

Lab Fee If yes, go to the

Miscellaneous Page to
create alab fee form

Prerequisites

Enter course number.
If none, leave blank

Grade Mode Select... VI
Schedule Type Select... VI
Suitable for Online O Yes O No

Suitable for Hybrid O Yes O No

Suitable for HyFlex O Yes ONo

Lab Fee © O Yes O No

Prerequisites

Corequisites? O Yes ONo

Course Description

Acceleration O None

Mechanism @ (O Credit by National Exam (CLEP, AP, IB, DSST,
etc.)

O High School Advanced Standing

(O state or College Articulated Credit

O Credit by Institutional Exam (Exam must be

on file in Collegewide Testing)

Evaluation Methodologies

O Case Study O Clinical Evaluations O Cooperative Experiences
[ Discussion O Essay ) Examination

O Final Exam O Journal O Portfolio

[ Presentation O Quizzes O Reflection

O Research Project (O Self-Assessment O Simulation

O written Assignments @ Other...

Evaluation
Methodologies
(Other)

Corequisites?
If none, click No

If Yes, a drop box will appear. Click the green
plus button, select or add the course, click Add

Course or Add Selected, then click “Close”.

ADV2948  Service Learning Field
Studies 1

dseeced] [

Enter or edit course description

Course Inventory Maintenance Tutorial, 11/12/2024

Acceleration

If student can receive

Mechanism credit through a
process other than
taking the course,
select the mechanism

Evaluation Select all methods

Methodologies students will be

evaluated for course
success. If not listed,
select “Other” and
enterin the blank
field.
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STEP 5. COURSE COMPETENCIES

Competencies will not default until the course has been through an approval cycle. They can be

manually entered or use the copy/paste process.

IMPORTANT NOTE ABOUT LECTURE HOURS, LAB HOURS, AND OTHER HOURS:

Course Competencies

Competency Lecture Hours  Lab Hours

Loxx 13 5 0
2 16 0 0
3. ccc 10 4 0

Other Hours

Lecture Hours
®
Total Contact ... Lab Hours D
18 & 9 Other Hours D
16 s
Contact Hours 48
14 <8

Users will enter hours for each competency for the course. CIM will total the hours for “Total Contact Hours”, but
that is for the specific competency only. CIM does not add the totals for each competency to create a true total
for the course. What this means is that the user will need to add each type of hours to get the totals to enter the
fields in the “Hours” section, with the sum of each mirroring the “Hours” section fields. In the example above,
the Lecture Hours total 39, Lab Hours total 9, Other total 0, and Total Contact Hours equal 48, which is the true

contact hours for the course.

Building the Course Competencies

Course Competencies

Lecture Hours  Lab Hours

Competency 1. Describe new technology

List each Course Competencies with Objectives, separately. Number the Course Competencies sequentially.
Use the Number bullet to number objectives.
Linked Core Ability Not Linked v
Domain and Level Cognitive-Applying «
Lecture Hours 48

Lab Hours 0

Other Hours 0

Total Contact Hours

g RhiEctey B X @ X « BI1uxx|Blzss/B:= * 3
Format - || Styles B e & = Q |6 M | @ Source
1. Identify red
2. Identify green
3. Identify yellow
4
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1. Click the green + button to begin.

Enter the competency number. (this does

not default in CIM)

Enter the competency.

Linked Core Ability: Select from drop box.

Domain and Level: Select from drop box.

Enter Lecture, Lab, and Other Hours for

the competency. See “Important Note”

information above. One example of

“Other Hours” is simulation hours.

7. Enter Learning Objectives. When finished
entering these, you can use the
numbering widget to number each
objective, if numbers are not brought in
through the copy/paste process.

8. Click the green “Save” button when done.

9. To add another competency, click the
green + button and proceed.

o @
TO EDIT A COMPETENCY:
Click the pencil next to applicable
competency.
To DELETE A COMPETENCY:
Click the red X next to applicable competency.

N

o v kW
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STEP 6. FACULTY CREDENTIALING

If needed, refer to the Course Credential Verification System (CCVS). Website:

https://webapps.easternflorida.edu/credentials/

FACULTY CREDENTIALING INFORMATION

Faculty Credential Select... hd
Option

Copy and paste the applicable faculty cre jaling option information from the CCVS application. To
. .

review faculty credentialing for existing courses see: http://webapp:

CCVS Advisory B I USxX

x = = = =
Notes
Styles - B Q

Select Faculty Credential Option from
drop box.

Enter Advisory Notes. This can be
done manually or copy and paste
from other source

STEP 7. FINALIZE PROCESS

After all information is entered, the Originator will click one of three buttons:

Cancel: this will remove all edits

Save Changes: This will save all edits but will not start the Workflow. One reason for doing this is to export a PDF
to see if information is correct, or to send the PDF to team for review. The review will be done outside of CIM,

and originator will return to enter updates or start the workflow.

Note: If there are any errors or omitted information, CIM will alert the user and will not save
information. User will need to make corrections and Save Changes again.

Start Workflow: When originator is confident that all information is correct, click “Start Workflow”. This will save
the information and start the workflow. The first person in the workflow will receive an email informing them

that they have a document that needs review.

Course Inventory Maintenance Tutorial, 11/12/2024
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How to Inactivate a Course

Notes: Following this procedure does not automatically inactivate the course. It must go through the workflow
approval process to be finalized.

*PRIOR TO DISCONTINUING COURSE, note the section: Catalog Pages referencing this course. This information
is no longer visible when you click the Inactivate button.

This information is very important, as it identifies other courses and programs that discontinuing the course
might affect.

Use the scroll bar on the right to scroll through courses, prerequisites, and programs referencing the course.

Viewing: AUV ZUUU  Adverntsing

Catalog Pages

referencing this

Specialization

course

After approval by the discipline/group:
1. Select/highlight the course in CIM Inventory Management.

Course Code Titl

GER 2220 Ge

2. Click the Inactivate button.

B

Export to PDF /-

You will see the following screen:

Inactivating: GER 2220
End Term 2025 Fall vl

Justification for this Course no longer offered
request

Cancel

3. Enter the End Term (should be the following fall).
4. If you need to restart the proposal, click the Cancel button.
5. If everything is okay, click the Start Workflow button.

Note: There is no availability to attach the Academic Group/Discipline Approval form. This is not an issue.
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