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Overview Courses

UNO-Courseleaf Course Inventory Management System (CIM-Courses) courses allows users
to propose a hew course, propose edits to an existing course, or propose to delete/deactivate
an existing course. These proposals are then submitted through the appropriate workflow
approval processes where users can edit, approve, or rollback the proposal. The CIM-Course
landing page allows a user to search for and view CIM Courses. From here, you can also see
the status of a course and whether or not it is in workflow. While courses in workflow can be
modified through the workflow and approval process, they cannot be maodified from the CIM-
Course landing page until they have completed workflow

Features/Keyltems

e Sort by: course code, title, workflow status and status of course
e Changes to courses will show as track changes
e History on changes: date made to course and by whom

Responsibilities for courseapproval

Faculty & Staff — submit course change requests and new course proposals

Department Chair — review course proposal (edit, approve or rollback)

Cognizant Dean — review course proposal (edit, approve or rollback)

Graduate Dean — review course proposal (approve or rollback) for Graduate courses

only

e General Education —review course proposal (approve or rollback) for General
Education courses only

e VC of Academic Affairs/EPAC — review course proposal (approve or rollback)

e Registrar —final step in approval process

How to ProposeaNew CourselLinkto form:
https://nextcatalog.unomaha.edu/courseadmin/

1. Click Propose New Course
2. Complete the form byfilling in required information, required fields are noted in
red (see below)
3. After completing the form, click one of the following:
- Cancel to not save any changes and return to the previous window
- Save Changes to save any changes that have been made and come back
to theform at a later time. Clicking Save Changes does not submit the
proposed changes to workflow and will allow you to save without filling out
all the requiredfields. The status of the saved form will be "Added" and may
be edited at a later time by searching for the course or doing a quick search
for all added courses


https://nextcatalog.unomaha.edu/courseadmin/

- Save & Submit (Start Workflow) to save and submit all changes for
approval. All required fields must be filled out before the proposal can be
submitted for approval. The new course proposal will go to the next step in
the workflow. The next user in workflow will be sent an automated email to
notify the user the new course proposal is ready to be reviewed, edited,
approved, or rolled back.

Click here for sample form.

How to Proposean Editto aCourse

. Type the field of study abbreviation, course title, or course code that you want

to edit into the searchfield
Select the course that you wish to edit from the results window

Click the Edit Course button in the CIM window. Some of the fields in this form
will be pre- populated with text

Make your updates to the form

. After editing the form, click one of the following:

e Cancel to not save any changes and return to the previous window

e Save Changes to save any changes that have been made and come back to
the form at a later time. Clicking Save Changes does not submit the proposed
changes to workflow and will allow you to save without filling out all the required
fields. The status of the saved form will be "Added" and may be edited at a later
time by searching for the course or doing a quick search for all added courses

e Save & Submit (Start Workflow) to save and submit all changes for approval. All
required fields must be filled out before the proposal can be submitted for
approval. The new course proposal will go to the next personin the workflow. The
next user in workflow will be sent an automated email to notify the user the new
course proposal is ready to be reviewed, edited, approved, or rejected.

How to Proposeto Deactivatea Course

o s WD

Type the field of study abbreviation, course title, or course code that you want to
deactivate into the search field

Select the course that you want to deactivate from the results window
Click the Deactivate button

Complete the form

Click Submit to submit the request or Cancel to cancel the request


https://www.unomaha.edu/academic-program-assessment-and-review/_docs/cim-course-sample-course-form.pdf

Searchand View

There are several different ways to search for a course. Keep in mind that an asterisk is a
wildcard and can be used at any place within your search terms to stand in for missing
information. Searching on just an asterisk will return all courses in CIM.

1. Course Code or Program Code
¢ BIOL 115 will return BIOL 115

2. Keyword
¢ Physics will return any course with Physics in the title

3. Keyword plus asterisk

¢ *physic* will return Biophysics, Physical Education, and anything else with physic in
the title

4. Step in workflow (seen in the workflow column of the landing page)
e ACCT Chair will return all courses currently at the ACCT Chair step in workflow

5. Status (seen in the status column of the landing page)
o edited will return all courses being edited

6. Quick Search

e Drop down menu of search options located in the upper right corner of the landing page
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Course Inventory

New Course Proposal
Contact(s)
Name E-mail Phone

Effect Term | Select.. =]

Select from the established Subject Codes in the drop down menu.

Curriculum | Select.. -

Course Number |
4 characters remaining

Dual-level undergraduate/graduate courses can only be proposed as 8000-level courses. 8XX5
courses MUST be dual-level with a 3000-level course and 8XX6 courses MUST be dual-level
with a 4000-level course.

Are you proposing a cross-listed course?

“ vYes 7 No

Are you proposing a dual-listed course?
“ ves © No

Cross-listing and/or dual-listing

Enter Course Code

‘ Select... v| ‘

Title

100 characters remaining

Short title

30 characters remaining





Crse ID

Is this a special topics course?

T -

Yes No

Rationale for proposal or description of change

The catalog description is a publishable short description (100 words or less) that provides
a student enough information to determine if they should enroll.

Course Description

100 words remaining

Prerequisites, corequisites and registration requirements

NOTE: This should not be used for cross-/dual-listings. Use in ALL instances where there is potential that
a course overlaps in content with another discipline. This feature allows the relevant chair(s)/director(s)
to review and approve early in the process. Please use if there is any potential for perceived duplication.





Is there a possibility this course overlaps content of another discipline?
“ ves 7 No

Overlapping Disciplines

Curriculum

| Select... j

Comments on possible overlap

For variable credit courses, enter the minimum value and the maximum value separated by a "-" e.g. "1-3"

Credit Hours

Can course be taken for credit multiple times?
“ Yes © No

Number of total completions

pumber of ok

Number of total hours

pmber oriot

Are non-degree graduate students excluded from enrolling?

e Yes C No

Please select primary method of instruction.

I Activity " Clinical

" Discussion " Dissertation

" Ensemble " Field Experience
I Independent Study I Internship

I Laboratory " Lecture

" Lecture/Lab (combo) " Master’s Thesis
" Practicum " Research

" Seminar " Studio

-

Workshop





Grading Basis | sekct.. -

All general education student learning outcomes are at the end of this form.

Is this course part of or being proposed for the General Education curriculum?
“ ves 7 No

Master Syllabus
Provide more detail than the catalog description to assist in review process.

Overview of content and purpose of the course

Unusual circumstances of the course






Anticipated audience/demand, how often will the course be offered, and the anticipated enrollment

Please list Student Learning Outcomes separately. Information to help developing the SLO's can be found
at, https://www.unomaha.edu/faculty-support/assessment/aac-blooms-taxonomy.pdf. Click on the
green plus sign icon to add a new row.

List of performance objectives stated as student learning outcomes

Student learning outcome

SLO
#1

List the major topics central to this course

Describe the pedagogical strategies that will be utilized




https://www.unomaha.edu/faculty-support/assessment/aac-blooms-taxonomy.pdf



Describe the typical expectations such as contributions and behaviors required of students enrolled in

this course

Describe the typical types of student projects and assignments that will be the basis of evaluating
student performance, and the typical weighting of various projects.

Use standard bibliographic format appropriate for the discipline (e.g. APA, MLA), a minimum of
10 sources required. These need to be in alphabetical order. The bibliography most importantly
should reflect the relevant and current scholarship, as well as provide historic or foundational

work as needed.

Current bibliography






Appropriate accommodations are provided for students who are registered with the Accessibility
Services Center and make their requests sufficiently in advance. For more information, contact
Accessibility Services Center (MBSC 126, Phone: 402-554-2872, unodisability@unomaha.edu) or visit
unomaha.edu/disability. This Accommodation Statement must be included in all individual course
syllabi.

Additional Information

General Education

Additional information about the General Education Curriculum requirements can be found at
www.unomaha.edu/general-education.

General Education Area

Maximum selectable: 2

Fundamental Academic Skills-Composition |

Fundamental Academic Skills-Composition Il

Fundamental Academic Skills-Public Speaking

Fundamental Academic Skills-Mathematics

Fundamental Academic Skills-Writing in the Discipline single course
Fundamental Academic Skills-Writing in the Discipline-Sequenced Course Instruction
Humanities and Fine Arts

Social Sciences

Natural and Physical Science

Natural and Physical Science (Lecture/Lab)

Natural and Physical Science (Lecture)

Natural and Physical Science (Lab)

Global Diversity

Diversity in the US
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http://www.unomaha.edu/general-education



Fundamental Academic Skills - Composition | Student Learning Outcomes
After completing the course, successful students shall be able to do the following:

SLO #1: Closely read, critically interpret, evaluate, and respond to other writers' texts.

How does the course fulfill the Comp | SLO #1 outcome?
SLO #2: Write papers with a clear thesis, logical structure, and cohesive, well-developed

paragraphs.

How does the course fulfill the Comp | SLO #2 outcome?

SLO #3: Write papers with clear, varied, well-constructed sentences, with usage and mechanics
conforming to standard edited English.

How does the course fulfill the Comp | SLO #3 outcome?






SLO #4: Demonstrate an understanding of writing as a complex, recursive process whereby ideas
are explored, developed, and commuicated to a particular audience for a particular purpose.

How does the course fulfill the Comp | SLO #4 goal?

Composition I SLO Assessment

All General Education courses must be regularly assessed for the General Education
SLO:s.

What are the proposed method(s) for assessment of this course for the Comp |1 SLOs?






