
Curriculum Management 
System Guide -

Creating a New Course or 
Program



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

This tutorial will walk you through the process of creating a new course (or program) in Glendale College’s 
Curriculum Management System. To begin, go to the CMS Login page. Use your college email info to log in.

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


To create a new proposal, click on the green “Create Proposal” section.



To start with the new course creation process, you will first want to move yourself into the prelaunch stage. Go to 
“Configurations”, “Select stage”.



Then select “Prelaunch”.



Once you’ve checked the box, it should show that you’ve selected “Prelaunch” as your current stage. At Prelaunch, your proposal will be 
available to you and to CMS site administrators, but it’s not yet placed on a C & I agenda. You can work on proposals and keep it at this stage as 

long as you want before advancing them to get to the next stage called “Preliminary Review”.

Use this prelaunch stage to get approval of a new course from your 
division/department and integrate feedback from your division and 
department colleagues. 



Now once you are at the correct stage, you are able to select the button to create a new course. Go to “Create 
Proposal”.



Once you’ve selected the “new” button, you should automatically be directed to an empty, new course proposal. You can work on proposals in 
prelaunch and keep it at this stage for as long as you want before advancing them to the next stage called “preliminary review.”

Your proposal will be available to you and to CMS site administrators, but it’s not yet placed on a 
C & I agenda.  You can work on proposals in prelaunch and keep it at this stage for as long as you 
want before advancing them to the next stage called “preliminary review.”  Use this prelaunch 
stage to get approval of a new course from your division/department and integrate feedback from 
your division and department colleagues. 



If you’re working on developing a new course and aren’t sure how to fill in a field, clicking on the little question mark 
buttons that show the tool tips can help get your question answered. Fill out each field with text, and check each box.

The default font for CMS is Ariel 9 point.  Please use 

this font for any text you paste in.



Save your work frequently by selecting the tab on the side of the screen. If a data field has an additional “save” icon, 
select that icon to save information specific to that field.

The college’s curriculum coordinator should be able to provide 
you additional assistance if necessary as should your division 
chair.  However, before your division votes on a new course or 
program, all fields should be completed and filled out.  This 
doesn’t mean that you can’t make a change based on ideas or 
discussion later on, but, rather that your division should only 
vote on completed proposals.



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.



As you work on a new 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 do not apply to 
new courses.  For example, a new course may not 
have C-ID information and it’s virtually impossible to 
know its schedule and enrollment history.  If you see 
an error message about either of these things, know 
that these will not stop a new course from 
advancing even if you see an error message



In some cases, you will be required to upload additional supporting information as pdf documents.  To do this, 
select “upload document” find your file, hit “select” to find your file, select “open” then hit the check box.

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.



Check the appropriate boxes to indicate if the new course will have prerequisites or if this course will be a prerequisite for other courses.  If 
your course meets neither criterion, select neither. If you select the box to indicate that your course has requisites, a new tab called 

“preconditions for enrollment” will be available in the new course proposal once you’ve selected “save”.



Make sure that you fill out the “preconditions for enrollment” information for a course..



You can drag and drop in any course that you intend to be a precondition for enrollment.



Select type of requisite. 



In this case, since it’s a new course, select that the requisite is being added. If you were doing a course revision, you 
would select buttons such as “Reviewed” or other options to suggest that the requisite is merely being reviewed.



Then select save. Hit save again on the left-hand tab. Now all of the exit standards for this proposed new course’s 
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. You can also develop your own entry expectations for a 
course. However, GCC's standard of practice recommends that these be developed sparingly.  

Once you’ve completed 
your course in prelaunch 
including the 
preconditions for 
enrollment section, make 
sure to fill out the 
supplemental form for all 
requisites course.  More 
information about this 
form can be found in the 
in the “Supplemental” 
video.



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.

Once you’ve completed your course in 
prelaunch including the supplemental DE 
form covered in the “Supplementals” video 
and have it approved by your division, 
contact the college’s Distance Education 
coordinator to make sure your new course is 
on a forthcoming agenda to be approve by 
the Committee on Distance Education, CoDE.



The DE Coordinator will select “yes” or “no” after action is taken by CoDE. Remember, you won’t fill this out as a C & 
I representative, or a faculty member, this section is only to be filled out by the CoDE committee chair.



It’s also important to let you know that in CMS you will enter information about a course’s units and hours in a few different 
places.  In section 4 of the course proposal you will enter the faculty contact hours associated with a course.  You can enter 
lecture, laboratory, and/or studio hours or some combination thereof.



Most standard 3 unit courses are 3 unit lecture courses which meet for 54 hours.



When you enter these hours, CMS will automatically include the number of out of class hours associated with the course. If you 
enter laboratory hours into your course,  because laboratory is conducted in class, there will not be laboratory hours added to 
your out of class hours. CMS will also give you the unit value for the course based on the number of hours entered.  



CMS will also give you the unit value for the course based on the number of hours entered. Your unit value will be 
visible below based on the Carnegie units maximum and minimum.

Please note: When you enter the course’s content by topic 
in section 6, the hours will need to match the total number 
of hours you selected for your course in section 4.  If the 
hours do not match, you will receive an error message the 
course will not be able to advance from prelaunch to 
preliminary review until this error is fixed.



In section 6, in this example, I’ve created my content. The content area shows only 40 lecture hours, but order for the course to 
be approved and moved from prelaunch to preliminary review, I would need to make sure that my hours matched the total that 
was in section 4.



So, in this case I would need to add 14 hours of lecture and 27 hours of laboratory content. Click the pencil and add 
the hours. C & I does not recommend having 29 hours of content.



You could also create different sections to solve the issue by clicking on “Add’ and filling out the new section info. Once I’ve 
gotten to the correct number of hours to match section 4, I would no longer get the error message that my hours did not 
match.



Make sure that you’ve worked with the Articulation Coordinator while your proposal is in the “prelaunch” stage to 
get these areas filled out.

Finally, in section 5 you will enter information on course transferability 
including IGETC and CSU Breadth status should be filled out in consultation 
with the college’s articulation coordinator who will suggest course 
placement in these areas.  Make sure that you’ve worked with the 
Articulation Coordinator while your proposal is in the “prelaunch” stage to 
get these areas filled out. 

If you are confident that your course will not be applicable for these areas 
such as in the case of a developmental English course or a noncredit lifelong 
learning course it’s not necessary that you contact the Articulation 
Coordinator.  The articulation coordinator may also give additional feedback 
on your course in the preliminary and technical review stages.  The 
Articulation Coordinator also provides guidance and recommendations as 
to course placement in our local graduation requirements and general 
education pattern.



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”.



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. 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.



Please contact the Curriculum Coordinator 

if you have any questions about 

creating a new course or program.


