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This tutorial will walk you through the process of creating and updating supplemental forms for new and existing courses in CMS.  
Make sure to watch the video on creating a new course or program in CMS and the course revision video 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


Courses that have or will have requisites or advisories on recommended preparations, courses which are approved or are 
being submitted to be offered as distance education, and course which are repeatable or are intended to be repeatable all 
require a specific supplemental form.



For new courses and existing courses you’re revising, selecting some specific buttons will trigger CMS to know that you need a 
supplemental form. For example, if you select one of the buttons to designate a new course or an existing course as being 
repeatable in section 3 C, you will need to fill out the supplemental form on “Repeatability”.

Courses that have or will have requisites or advisories on 
recommended preparations, courses which are approved 
or are being submitted to be offered as distance 
education, and course which are repeatable or are 
intended to be repeatable all require a specific 
supplemental form.



The first type of option that will trigger the need for a supplemental form is repeatability.



If in Section 3 you check the box to indicate that a course will have requisites or recommended preparations, you must fill out a 
supplemental form on “Requisites and recommended preparations”.  You would also need to fill out this form for any existing 
requisites which are being reviewed for courses which are being revised as part of their regular cycle of curriculum review.



If in Section 4 you select the box that a new course or an existing course is to be approved for DE scheduling, fill out the 
supplemental form on distance education.  The Committee on Distance Education (CoDE) will use the information from the 
course outline and supplemental form to determine whether a course can be approved to be offered as DE.



For the form C on Distance Education, click on “Add supplemental form”. Select the type of DE modality that you are proposing 
for the course. “Hybrid” and “Online” are generally considered to be the same, but you must fill out a form for each type if this 
course will be taught in each. If you are not sure, fill out the form for both modalities.

The three boxes will be 
filled out by the CoDE
committee chair ONLY



If you are filling out the supplemental form on requisites and advisories on recommended preparations, or the form on DE 
make sure you’ve filled in all required fields in the Course Outline in sections 3, 4, 5, an 6, and the “Preconditions on 
enrollment” section. This will make sure that the forms you complete are prepopulated to save you time.

NOTE: Include information about existing and anticipated requisites or 
advisories, entry expectations, exit standards, out of class assignments 
and the like.



Now you should be within the supplemental form you need to complete.  Fill out the form and save your work when you’ve 
completed the form. 

Also please note: Fill out the form and save your work when you’ve completed it.  If 
you need to stop before you complete a form, you can save and return to your work at 
a later time.  Just make sure that you’ve completed the form and saved your work 
before you advance a proposal from prelaunch to preliminary review. For courses 
with requisites or advisories on recommended preparation, you should complete this 
form for each distinct requisite and advisory course.  So in Econ 101, you would fill out 
the form for each existing requisite and advisory being reviewed and for any new 
requisites or advisories being added…

To fill out a form, use the drop down to 
select the type of form you need to 
complete.  Then select “Add supplemental 
form”.



If you are working on a course revision for a course that has requisites or advisories on recommended preparation you will 
need to fill out this form during the course’s regular cycle of curriculum review.



You’ll just need to fill out a few questions validating why the requisite or advisory is continuing to be included.  



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


