
Curriculum Management 
System Guide -

Revising a Course or Program



https://ems.glendale.edu/GCCCMS/Login.aspx

This tutorial will walk you through the process of revising a course in CMS.  Before you begin, make sure to watch the video on 
creating a new course or program in CMS as it will fill in some additional information to help you get started. To begin, go to the 
CMS Login page. Use your college email info to log in.

https://ems.glendale.edu/GCCCMS/Login.aspx


After logging in to the CMS, go to “Configurations” and select “Stage” to make sure you are working in the pre-launch stage.

First follow the instructions on the C & I 
website’s meeting calendar to make sure 
we’ve got things set up for you ahead of 
time.  We can make sure the course you’re 
planning to revise is in the system and ready 
to go.  



Select “Prelaunch” as the “Stage” to start.

Working in pre-launch is like a sandbox, where you can 
work on revisions of existing courses, or create new 
courses. You can test things out here and get feedback 
from your division and department before launching 
them into the preliminary review process.



Now select “Create Proposal” from the drop-down “Proposal” menu.



Let’s get started.  Select the subject prefix and number of the course you want to revise.  

From this screen you will have options to 
manage curriculum proposals including 
creating new courses or programs, or 
revising or deleting programs or courses.  
The steps for revising a program or revising 
or deleting a course are quite similar for 
courses and programs, so this video will 
focus on courses only although the same 
general processes apply for programs.



Then click “revise.” 

Now you will be able to work on the course 
revision or proposal for your course. You may be 
automatically directed into the preexisting 
version of the course outline.



If for some reason you don’t see it, go to “My proposals”,



Find the proposal that you want to work on, and select “Edit”.



You should now be working within a course revision proposal. Once you’ve selected the “revise” button, you should 
automatically be directed into the existing, approved version of a course outline.

In the past, when you were revising a 
course, the course outline of record or 
“COR” was separated out from a form 
we called “the course revision form.”  
Now we are in a relational database.  
If you make change here in any field, 
you are initiating a change to the 
official course outline of record so 
think carefully about the changes you 
want to make. 



If you’re working on revising a course and aren’t sure how to fill in a field, use the “Tool tips” button to help get your 
question answered. Fill out the form just as you have done in the past with SharePoint or Word docs.

You can also contact the 
curriculum coordinator with any 
additional questions you may 
have.



As you are working on a course, you may want to upload support materials using the “Attach documents” field. To do this, 
select “upload document” find your file, hit “select” to find your file, select “open” then hit the check box. 

Only PDF documents are 
accepted!

Make sure 
that you 

save your 
work 

frequently! 



If a data field has an additional “save” icon, select that icon to save information specific to that field.



If you want to see a “printable” version of your course in progress at any time, you can do so by selecting the “print” icon.



You can also see the “change log” for any course revision you are completing by clicking on the ‘Change Log” button.

As you make more changes to a course, the 
changes will continue to be tracked in the 
change log. 
The change log is like the course revision 
form for a course embedded into the course 
outline.  It will instantly show you the 
changes you are proposing as well as the 
level of change equating to the review 
process required for a course such as 
whether it would require one or two 
readings at C & I or review by Academic 
Affairs, College Exec and the Board of 
Trustees.



As you continue to make changes to the course, those changes will be tracked in the change log. So if I went to section 6, to
add an out of class assignment option for my course, I would be able to see the changes that I am adding, in the change log.

You would save 
twice after this 
change.



The “Change Log” screen reflecting the new “Out of class” assignment.



If I make changes to a course that requires more substantial review (that are not simple technical changes), the 
Change Log can tell me that is a “Non-substantial Change B” and will thus require two readings with C&I.

You can use the Change Log to test 
out how many changes you want to 
make to a course depending on the 
amount of time you have for the 
revision process.



As you work on a course in CMS, selecting save will also show you error messages indicating fields that still need to 
be completed before a course can be submitted from prelaunch to preliminary review.

In a few cases, these error messages may not apply to 
your course.  For example, if your existing course does 
not have/need a course note, you do not need to fill 
one in.  You also do not need to fill out your course’s 
schedule and enrollment history as this will be done 
for you.  
If you haven’t included all required supporting 
documentation when you submit a proposal to 
“preliminary review”, the proposal will be returned to 
you and will be re-placed in your proposals at the 
prelaunch stage.



If you select the box to indicate that your course which had no requisites will now have requisites, a new tab called “preconditions for 
enrollment” will be available in the course revision proposal once you’ve selected “save”.  Enter information about new requisites or make 
changes to any existing requisites here.

As we all know, course requisites are very 
important.  Check the appropriate boxes to 
indicate if your existing course currently has no 
prerequisites but you are intending to add a 
requisite or recommended preparation or if 
this existing course will now be a prerequisite 
for other courses.  If this does not apply to 
your course revision (like if your course already 
has a prerequisite or a recommended 
preparation and you don’t anticipate any 
changes, or if your course doesn’t have any 
requisites and you intend to keep it that way) 
you don’t need to do anything to this box. .  If 
your course already had requisites, you should 
see this tab already when you’re working in 
the course revision proposal.  



Make sure that you fill out the “preconditions for enrollment” information for a course for any: New requisite which 
is being added, Any requisite which is to be deleted, or any requisites which are simply being reviewed. 

If you are working on a 
revision for an existing 
course, but don’t plan to 
change any requisites, select 
“reviewed”  This is like giving 
your existing requisite a 
thumbs up that you’ve 
looked it over and plan to 
keep it.
If you’re wanting to add new 
requisite course, you can 
drag and drop in any course 
that you intend to be a 
precondition for enrollment.



To delete a prerequisite, click on the drop-down box and choose delete.



If you’re wanting to add new requisite course, you can drag and drop in any course that you intend to be a precondition for 
enrollment. Click “save” and “Save” again. Now all of the exit standards for this course’s new requisite should have been 
automatically included as its entry expectations in section 6 of a course proposal.

To select the 
specific exit 
standards that 
apply as entry 
expectations for 
your course, select 
the “edit” button, 
then “yes” then 
“update” to include 
individual exit 
standards as entry 
expectations.



Once you’ve completed your course revision in 
prelaunch including the preconditions for 
enrollment section, make sure to fill out the 
supplemental form for all requisites courses.  More 
information about this form can be found in the in 
the “Supplemental’s” video.  If you’re adding a new 
requisite, there are some questions you will need to 
answer.  There are also a few questions for 
requisites which are merely being reviewed.  



If you are planning to have your course approved to be offered as distance education check the box in Section 4 to show that a 
course is to be submitted for DE scheduling.  Our video on developing a new course covers this process in more detail.



Once you’ve finished filling out a course and have had it approved by your division, you can select your course and hit the 
button to “submit for approval”. Hitting “submit” will move your course from prelaunch to preliminary review. You won’t be 
able to see your course in “my proposals” any more as it will now be in the queue of the preliminary review team.

From there, you’ll see a box in which you can 
enter any broad comments about your course 

outline or questions you might want to 
preemptively ask the preliminary review team.



If you have any questions about 
the process of revising a course 
or program make sure to contact 
the Curriculum Coordinator.


