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Introduction

e Processing a New Course or Program: Contact your
Dean before beginning the WebCMS process.

e Curriculum Support & Technical Assistance:

* Transfer & Course Articulation:

# Career and Technical Education:

Browser Requirements

* Any browser can be used ( Internet Explorer, Chrome,
Firefox , Safari )

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

Powered by ITPI.
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
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Proposal Name

EMGL 1N
SOCs 1

CHLDY 101

Dihslon

All
S0l Soences Divisior
Kinesalogy Dvision
Kinesiology Division
Visual & Perdforming Arts Division
Visual & Performing Arts Division
Visual & Performing &rts Division
Vizual & Perfarming Arts Division

Wisual & Performing Arts Divisian

Moncredit Business & Life Skills Desision

Locial Soendes Divisior
English Do
English Dvasion
Social Soences Division
English Dwasion
English Dwsion

Social Sciences Division

English Dvision
Social Sciences Division
Social Sciences Division

Depart ment

A

ECOMORAICS
THHCAL ELCATION
PHYSICAL EDUCATION
Graphic Design
Graphic Design
Graphic Design
Graphic Diesign
Graphic Design

ADULT BASIC AMD SECONDARY ED

SOCICH CHGY

Transter English
Transler English
ECOMORICS
Unspecified
Developmertal English
POLMCAL SCIENCE

Tran=fer Eniglish
SOCIAL SCIEMCE

CHILD DEVELOPRAEMT

COURSE
COURSE
COURSE
COURSE
COURSE
COURSE
COURSE
COURSE
COURSE
PROGRAM
COURSE
COURSE
COURSE
COURSE
COURSE
COURSE
COURSE
PROGRAM
COURSE
COURSE

COLURSE

Fevise
Create
Fevizse
Revis=
Revise
Revise
Revize
Revise
Create
Create
Rivits

Fevise
Revise
Create
Revis=
Revise
Create
Create
Revise
Revise

Create

Prelaunch
PreliminaryHenes

Prelsunch

Prelaunch
Prelaunch
el
-'u:lu-ur“u_, Flessvesa
FACPostFreReview
PreliminaryReaes
FACPostF reRleview
Preliminary Levies
FRCPostP reReview
Prelsunch
FIRAL
CollegeEeec

CollegeFeec

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.
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Visual & Perdforming Arts Division Graphic Design COURSE
Visual & Performing &rts Division Graphic Design COURSE
Visual & Performing &rts Division Graphic Design COURSE
Vizual & Perfarming Arts Division Graphic Diesign COLURSE
Wisual & Performing Arts Divisian Graphic Design COURSE
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CollegeFeec

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”.




(ON Non-Credit

Useful Links PROGRAM STATUS -

Assist .
College Source (®Required or elective course within GCC degree or certificate program

Chancellor Office ~
(_Not a required or elective gpurse within GCC degree or certificate program

REPEATABILITY

(1) Intercollegiate academic or vocational competition courses where the course is part of a district-sanctioned

cq)\gpetitive activity 0 0

C‘( 2 ) Intercollegiate athletics (must have ATHPE prefix and intercollegiate TOP code of 0835.50)

O

( 3 ) Courses for which repetition is necessary to meet the major requirements of CSU or UC for completion of a
bachelor's degree

O( 4 ) Non-credit courses

@®)(5)None of the above

PRECONDITIONS FOR ENROLLMENT (ENTRY STANDARDS)

The course has required or recommended preconditions for enroliment

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



L-COURSE:[ ECON 101]

Section 1 Section 2 Section 4 Section 5 Preconditions For Enrollment Section ' '
Supporting Documents And Evidence

Section 3 - Course Attributes

COURSE TYPE -
®D Credit— Degree Applicable

Oc credit— Not Degree Applicable
ON Mon-Credit

PROGRAM STATUS

IE’:'F{vauquinad or elective course within GCC degree or certificate program

OmNot a required or elective course within GCC degree or cerificate program

REPEATABILITY I}

O
(1) Intercollegiate academic or vocational competition courses where the course is part of a district-sanctioned
competitive activity

O(E JIntercollegiate athletics (must have ATHPE prefix and intercollegiate TOP code of 0835.50)

O
(3 )Courses forwhich repetition is necessary to meet the major requirements of CSU or UC for completion of a
bachelor's degree

0(4 ) Mon-credit courses
@'(5 JMone of the above

If in Section 3 you check the box to indicate that a course will have requisites or recommended preparations, i/ou 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.
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Help Oves ONo
Calculated values without override :

- IA\ (zﬂ
Useful Links Uyes UNo
Is this a variable unit course?

Assist it
OvYes @No

College Source

Chancellor Office Is this course to be approved for DE scheduling?
Oves ®No
Will this course include arranged hours?
Oves ®@No

CREDIT COURSE MATRIX
FACULTY CONTACT HOURS LECTURE
CONTACT HOURS MAXIMUM 54.00
OUT OF CLASS HOURS
CONTACT HOURS MINIMUM
TBA HOURS MAXIMUM

DISTANCE EDUCATION HOURS LIMIT

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.
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SUPPLEMENTAL DOCUMENTS

| © Add Supplemental Form  Form C (Distance Educati [

FORM C (DISTANCE EDUCATION ADDENDUM REVIEW )

# Modify @ Delete

Form pplements "¢ O a5 [T Save Changes

| Please select an zem

=
[ Meets DE Ce Hybid

[

Onfine

®| DE Committee Approval Date :

W] C & | Review Date : j

Methods of Instruction from Course Outline of Record (MOI)

Lecture

Discussion

Multimedia

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.



(1) Intercollegiate academic or vocational competition courses where the course is part of a district-sanctioned
Help competitive activity

O(2 ) Intercollegiate athletics (must have ATHPE prefix and intercollegiate TOP code of 0835.50)

Useful Links | o | |
(3 ) Courses for which repetition is necessary to meet the major requirements of CSU or UC for completion of a

Assist bachelor's degree

College Source - '
Chancellor Office (4 ) Non-credit courses

@®(5)None of the above

PRECONDITIONS FOR ENROLLMENT (ENTRY STANDARDS)

The course has required or recommended preconditions for énradiment
[] The course is a required or recommended precondition for enrollment in another course
[[] The course has required or recommended precondtions for enrollment is or can be a composite of test scores and academic background

[[]None of the above

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

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.
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O Add Supplemental Form e eteiedtc et M To fill out a form, use the drop down to

e select the type of form you need to
Form B [Repeatability’]
# Modify @ Delete  Form C (Distance Education Addendum Revies complete. Then select “Add supplemental
Form SupplementalComments form”.
h [Nc records to display.

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...

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.
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SUPPLEMENTAL DOCUMENTS

©.Add Sugplementgl 291,08 Form A (Advisory/Co/Prerequisite) .

# Modify @ Delete
Form

Form A (Advisory/Co /Prerequisite)

Form C (Distance Education Addendum Review )

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.



® Preview

For any course that is proposing a prereguisite which is not categorized as a “within a discipline in a seguence” enter information in one of the areas 18 11:52:17 AM
below to validate inclusion of requisite.

18 11:49:25 AM
UC/CSU REVIEW

List courses that correspond with the PROPOSED COURSE for at least three UC andlor CSU campuses and the corresponding Prereguiste or Corequsite
courses:

UCICSU Campus Course Number & Name Prerequisite/Corequisite Course Number &
Name

U

Evidence documents from UCs or CSUs

o Upload Document

File Description

No records to display.

You'll just need to fill out a few questions validating why the requisite or advisory is continuing to be included.
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If you have any questions about
the process of revising a course

or program make sure to contact
the Curriculum Coordinator.




