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@ e Bulletin
Publication Manual

About the Bulletin

The University of Denver publishes the undergraduate and graduate bulletins, our academic catalogs, each
May. The bulletins serve as the governing document for students admitted during that academic year. The
documents are presented in both Web and PDF formats. In addition to providing information to students related
to academic programs of study and related policies, the data within the bulletins is used to update our degree
audit system. The bulletins have a variety of external audiences including prospective students, government
regulators, and accrediting bodies.

The bulletins are managed through a software program named CourselLeaf which is the program used at DU
for course and program proposals, as well. The bulletins are treated as static documents once they are pub-
lished. Significant errors and omissions discovered after publication may be noted on an errata page hosted on
the Office of the Registrar’s website and accessible via the bulletins’ tables of contents.
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Publication Timeline

The annual publication timeline for the bulletins follows:

Beginning of December Bulletin open for editing

Beginning of March Department pages submitted to dean’s offices through workflow
Early April Editing turned off and Council approval deadline

Beginning of May Bulletin published to the Web

Beginning of July Faculty listing updated with tenure and promotion

On or before the beginning of December, departmental pages are launched in workflow. Departments receive
workflow notification via email.

Departments should submit their pages to the dean’s office by the beginning of March. Dean’s offices are the
final step in workflow prior to submitting pages to the Registrar’s Office. Editing is shut off in early April in
conjunction with the Graduate Council meeting prior to bulletin publication. Any changes requiring approval
from either Undergraduate or Graduate Council need to be completed at this point.
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The bulletins are published to the Web at the beginning of May. Departments will have the opportunity to re-
view faculty listings in June after the Registrar’s Office has updated faculty to reflect tenure and promotion
in late June.

Workflow & Roles

Workflow for most academic departments follows the pattern above. The role names for the workflow are creat-
ed using the department code combined with the role description. For example, the role names for the depart-
ment of philosophy are PHIL Editor and PHIL Chair. The editor role for departments is typically occupied by the
assistant to the chair (or similar position) and the chair of the department. The chair role is occupied solely by
the department chair.

Departments can request that workflow be modified to best suit departmental needs provided sign-off from the
chair remains in place. More on workflow within this manual in the section on the approval site.

Anatomy of a Bulletin Page

Data from the Office Edited by Office Edited through the
of the Provost of Graduate program proposal
Education form

-

OVERVIEW | | FACULTY || ADMISSION REQUIREMENTS || PROGRAM OF STUDY

—} DISTINCTION IN THE MAJOR| | COURSE PLAN | | COURSE DESCRIPTIONS

t1

Direct editing Edited through the
by academic course proposal
departments form

Information is pulled from a variety of sources to create each academic department’s bulletin page. For
instance, course descriptions are not edited directly by the department. Instead, descriptions are pulled into
the page using data from the course proposal form. Similarly, the programs of study appearing on a depart-
ment’s page come from the program proposal form. Consequently, if faculty wish to edit a course (changes to
title, credit hours, prerequisites, the course description), that is done through the course proposal form. Simi-
larly, edits to any of the programs of study in the bulletins are essentially made through the program proposal
form.



Academic departments can directly edit the “Overview” tab in the bulletins directly. For undergraduate pro-
grams, the department will edit the “Course Plan” and “Distinction in the Major” tab directly, as well. Graduate
programs have and “Admission Requirements” tab that will be edited by the Office of Graduate Education. As
mentioned earlier, the Registrar’s Office updates faculty listings with input from departments.

Navigating to the Correct Editing Sites

Users will find the following URL'’s helpful in accessing various bulletin functions

Live Bulletin http://bulletin.du.edu/
Edited Bulletin Site https://nextbulletin.du.edu/

Course Proposals https://nextbulletin.du.edu/courseadmin/

Program Proposals https://nextbulletin.du.edu/programadmin/

Approval Site https://nextbulletin.du.edu/courseleaf/approve/

The live bulletin site is the bulletin for the current academic year. The edited bulletin site is a preview of how the
bulletin currently being edited will appear once it is published. The course proposal and program proposal sites
are where users will edit course descriptions and programs of study, respectively. The approval site is where
users will approve and edit other content (such as the “Overview”) in bulletin pages. Users will also approve
course and program proposals or edits at the approval site.

Reviewing Bulletin Pages

Once bulletins pages are launched, users will receive an email asking them to review the page. The email will
contain a link for the approval site. After following the link, users will login with their 87XXXXXXX ID and
password. The site should open with the user’s role by default. If the approval site does not open with the
user’s role or the user has multiple roles, it may be necessary to select the role from the dropdown menu.

—
& Help User: Paul McCarty —_— =

L

| Fitter List =/ Refresh List

Your Role: | Bulletin Editor v

Page Info || Workflow Status | Attached Files | Revision History |

Title:

Paul McCarty Last Update: Nov 22, 2021 1:10pm
Template: standard

Page Authors: Registrar
Workflow: Bulletin Editor. Reaistrar

The default workflow email will state you have pending changes to review. If you are the first user in workflow
or no previous user has made any edits to the bulletin page, the page will not have any changes and will
appear as it does in the bulletin for the current academic year.




The review site will display pages pending approval. Users can edit, rollback or approve the page. The edit
button will allow you to make changes to editable content on the page.

The rollback button will allow you to send content back to a previous workflow user. If you rollback a bulletin
page, you will need to select who you are sending it to and add a comment or reason which will be visible to
the previous user.

The approve button will allow you to send the page to the next person in workflow after you review or make
changes to the page.

| Page Info | Workflow Status | Attached Files | Revision History |

Title:

Last Update: Nov 22, 2021 1:10pm
Template: standard

Page Authors: Registrar
Workflow: Bulletin Editor, Registrar
College:

Department:

Gl Gl e e,

Users are also able to view workflow status, including past and upcoming workflow, from the approval site by
clicking the Workflow Status tab.

Page Info | Workflow Status || Attached Files | Revision History |

Completed:
Paul McCarty, NM Dean

Pending:
Bulletin Editor

Update Pending Workflow




Changes made by users will appear in a red/green markup with red being a deletion and green being an
addition.

Home > Undergraduate > /undergraduate/test/

An Example Page UnderConstruction

OVERVIEW

This is just a test page.

The dropdown menu on the toolbar will allow you to filter the changes by user or hide them altogether.

u \UETASENLELREY  All Changes

Paul McCarty
Directory | A-Z | §

Getting Pages to a Final State

The goal of the review is to ensure the academic program page for each department is up-to-date
and accurately reflects curriculum requirements. Review the following areas to make sure your page
is ready to submit:

+ The program of study area should reflect current program requirements for students admitted in
that academic year.

+ If edits are made to course requirements, users should make sure credit hours total correctly
Independent of the catalog software.

+ If there are courses appearing a red box, the course either has been deactivated or does not ex-
ist. Users should resolve any of that type of error.

« If there are credit hour in a red box, the credit hours for that course need to be corrected.

+ For undergraduate programs, if the program of study has changed, users should review re-
quirements for distinction in the major for accuracy. Additionally, if program requirements have
changed, does that affect the term-by-term course plan for the student?

Though the course description tab on the bulletin page is populated by the software and users cannot
directly edit this content, the course descriptions should be reviewed.

+ Are all the courses that the user anticipated seeing present on that page?
+ Are there courses that should be deactivated?
+ Are course descriptions and prerequisite accurate as they appear in the bulletin?

A couple of other areas to review:
+ Are there any missing programs of study that should be on the department’s page?
+ Does the Overview page accurately reflect the department and program offerings?



Editing the Overview

1. Click on the edit button from the approval site.
2. Click on the page body icon.

PAGE REVIEW &,

9 Help & Course Plan & Program of Study

Directory | A-Z | Site Map  eEtSeNNITIILta

Undergraduate

Graduate

3. A new window will open up allowing you to make edits.
4. The majority of the icons in the toolbar should be familiar to anyone who has used MS Word. Users can
hover over icons with their cursor for icon descriptions, as well.

i
=l

E E 99

R @@= 1 ux x|E
Styles v||§”@ &,HE QH:”@ @HSource’

‘ Normal -

Editing the Program of Study

1. Navigate to the program proposal site.
Locate the program of study you wish to edit.
Note: You will need to scroll to the correct record. The search box will not bring up
the program. Program records are organized by college, department, and program type
(e.g., NM-GEOG-MAJOR-BA).

3. Once you find the correct program proposal, click the edit button.
4. Complete all fields on the form with red borders.
5. Double click on the blue border under program overview to make edits to the program of study.

BACHELOR OF ARTS MAJOR REQUIREMENTS

(183 credits required for the degree)
40 credits. Requirements include:

~ Course List
Course List
I Code Title Credits I
RTC2 1010 Heritage and Values | 1.5
RTC2 1020 Heritage and Values Il 1.5

6. Use the course list tool will open in a new window. Use the tool to make edits to the program of study.



Using the Course List Tool

The course list tool offers a fair amount of flexibility for users in stating program requirements while validating
the requirements against course data to ensure accuracy. This section will provide instruction on a variety of
ways the program requirement can be edited starting with the most basic.

After you have opened the course list tool by double-clicking on the blue border, you will be able to add and
remove courses from the program of study.

A. Users can pull up a list of active courses by using the drop down menu to select the college and then the
department under that college.

B. Users can use the double arrow buttons to move courses in or out of the program of study.

C. Users can use the quick add button, bypassing the need to pull up a list of courses, by entering the subject
code and course number directly.

D. Users can move course in the program of study up or down with the ‘move up’ and ‘move down’ buttons.

) Course List X
ogram Overview
[ ¥ (@ (3 (@ |Hospitality Management (HOSP) v
HOSP 1100 Exploring Hospitality Mgmt RTC2 1010  Heritage and Values I
HOSP 1101 Hip Hotels: Delivering Amazing Guest RTC2 1020  Heritage and Values II
Experiences .
(109 CIourts roquiney 1y HOSP 1120 Disti ished Lect serl ITAL 1001 Elementary Italian
istinguished Lec uré eries ACTG 3019 Cost Management
40 credits. Requiremen HOSP 1200 Industry Work Experience This is an area and the
_ . HOSP 1XXX Hosp. Mgmt. Trasnfer - L
Course List _ . comment. It might say
HOSP 2201 International Experience something like select one of
HOSP 2202 Management Intern Program >> the fololowing:
HOSP 2321 Health and Food SOWK 4151 Foundation Seminar I
HOSP 2322 Cooking Well, Eating well :] - .
HOSP 2360 Managing a Restaurant Business =< Comment: b
HOSP 2361 Contemporary Cuisine Sequence: 3
HOSP 2401 Hotel and Resort Management Cross
HOSP 2501 Managing Human Capital in Hospitality Reference: 2
& HOSP 2502 Hospitality Cost Management Or Class:
& HOSP 2504 Hospitality Technology and Analytics Hours:
Hgfs 3536— E—fospfa!fy Eales -& Marketing Footnote: 4
= Quick Add: I H Add Course ] Indent Area Header
This is an area and t| 4
Add Comment Entry (®) (owe s ] (Fove poun |
Cancel ¥
The Bible as Literature ' 4
Revenue Management
Total Credits 27

Entering a Sequence of Courses

Users can enter a sequence of courses in the program of study such as this elementary Italian sequence.

ITAL 1001 Elementary Italian 12
& ITAL 1002 and Elementary Italian
& ITAL 1003 and Elementary Italian

Note that the total hours for the sequence should be displayed when a requirement is entered in this manner.



1. Enter the first course in the sequence either from the course list or through the quick add.

2. Type the subject code and course numbers for the other courses in the sequence directly into the field
labeled ‘Sequence’ separating each course with a comma.

3. Total credit hours for the sequence will need to be entered manually in the field labeled ‘Hours’ because the
credits will only reflect the initial class in the sequence.

. Course List X
pgram Overview
?D X f@ 'El L@ Hospitality Management (HOSP) V]
HOSP 1100 Exploring Hospitality Mgmt RTC2 1010  Heritage and Values I
= |HOSP 1101 Hip Hotels: Delivering Amazing Guest 1020 Heritage and Values IT
E ;
— xperiences < ITAL 1001 Elementary Italian >
HOSP 1120 Distinguished Lecture Series

[REF6-3019 _ Cost Management " |

This is an area and the

40 credits. Requiremen |HOSP 1200 Industry Work Experience

HOSP 1XXX Hosp. Mgmt. Trasnfer comment. It might say L
HOSP 2201 International Experience something like select one of
HOSP 2202 Management Intern Program the fololowing:

HOSP 2321 Health and Food

HOSP 2322 Cooking Well, Eating well

= Course List =

SOWK 4151 Foundation Seminar I

HOSP 2360 Managing a Restaurant Business Comment: I l 5
HOSP 2361 Contemporary Cuisine @IITAL 1002, TAL1003 D ) &

HOSP 2401 Hotel and Resort Management Cross I l
HOSP 2501 Managing Human Capital in Hospitality Reference: 2

& HOSP 2502 Hospitality Cost Management Or Class: l

& HOSP 2504 Hospitality Technology and Analytics Hours: ID l
Hsz ESOGFS ﬁosp!ta!!ty Eaies -& Marketing Foomote: l A

i QuickAdd:I ” Add Course l C] Indent C] Area Header

This is an area and tl 4

Cancel ]
4

The Bible as Literature '
Revenue Management

Total Credits 27

1 Here's a footnote

Entering ‘Or’ Courses

Users can enter requirements where students may choose between two or more courses to fulfill a
requirement. Below, student can fulfill the requirement through either calculus course.

MATH 1952 Calculus Il 4
or MATH 1962 Honors Calculus Il

1. Enter the first course either from the course list or through the quick add.
2. Type the subject code and course numbers for the other courses directly into the field labeled ‘Or Class’
3. There is no need to change the entry in the ‘Hours’ field.

Note: Additional courses may be entered in this field separated by a comma; however, if there are more than
three course that would fulfill a requirement, an actual list of courses would be a better way of stating the
program requirement.



o es Course List X
Natural Sciences & Mathematics v] Sum Hours :}
Physics & Astronomy (PHYS) Vl
' Amaximum of three ( | PHYS -1 Nuclear and Particle Physics & Calculus
Astrophysics
PHYS -2 Physics, Biology & Information o ol
MATH 1952 Calculus I1

Additional Requireme | pHYS 1011 21st-Century Physics and Astronomy I
) [TATH=1053 __ Calculus III e |
PHYS 1012 21st-Century Physics and Astronomy II

- Course List

PHYS 1991 Ind dent Stud
- ndependen udy @urs: "
PHYS 1995 Independent Research

Physics PHYS 1XXX_Phvsics Transfer Footnote:
One year preferably: | Quick Add: | [ Add Course | 0 Indent  (J Area Header

7/

PHYS 1013 21st-Century Physics and Astronomy Physics
jiss One year, preferably:
PHYS 1050 Descriptive Astronomy PHYS 1211 University Physics I
PHYS 1070 Solar System Astronomy PHYS 1212 University Physics II
Callculus PHYS 1090 Cosmology PHYS 1213 University Physics 111
PHYS 1111 General Physics I Comment: I l
PHYS 1112 General Physics II Sequence: I l
PHYS 1113 General Physics III
or PHYS 1200 Physics Preparatory Refer(e;:zzses: l
PHYS 1214 University Physics III for Engineers q" Class: IMATH 1962 l

Total Credits

Entering Cross-listed Courses

Users can indicate that a course is cross-listed between two or more subject codes and that either course
number will meet program of study requirements as in the example below.

JUST/RLGS The Bible as Literature
2104

1. Enter the first course either from the course list or through the quick add.

2. Type the subject code and course numbers for the other courses directly into the field labeled ‘Cross
Reference’

3. There is no need to change the entry in the ‘Hours’ field.

Course List X
) ) Business v] Sum Hours :]
(183 credits required fo Hospitality Management (HOSP) v]

eToToT SerroTregerTTeTTT
This is an area and the
comment. It might say
something like select one of
the fololowing:

SOWK 4151 Foundation Seminar I

SOWK 4152 Foundation Seminar II

QWK.4 ourrdation S &

40 credits. Requiremen |HOSP 1100 Exploring Hospitality Mgmt

_ . HOSP 1101 Hip Hotels: Delivering Amazing Guest
Course List Experiences

HOSP 1120 Distinguished Lecture Series
HOSP 1200 Industry Work Experience
HOSP 1XXX Hosp. Mgmt. Trasnfer

RTC2 ) HOSP 2201 International Experience

HOSP 2202 Management Intern Program
RieL LU HOSP 2321 Health and Food

=

JUST 2104 The Bible as Literature

ITAL 10 HOSP 2322 Cooking Well, Eating well =3 or )
& HOSP 2360 Managing a Restaurant Business << Comment: I ]
& ITAL HOSP 2361 Contemporary Cuisine Sequence: l ]
HOSP 2401 Hotel and Resort Management
ACTG 3019 . >9er _ . CropsTRIGS 2104 ) 4
—_— HOSP 2501 Managing Human Capital in Hospitality F —
or ACTG 3037 HOSP 2502 Hospitality Cost Management Or Class: | ]
This is an area and t| | HOSP 2504 Hospitality Technology and Analytics @urs: ) ) ¥
HOSP 2506 Hospitality Sales & Marketing Foon -
4151 Loacnacoc ihalikes T laiai ootnote: I
52 Quick Add: I H Add Course ] Indent () Area Header

153 Add Comment Entry

Cancel 4
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Entering a List of Courses Students Choose From

Users can enter a list of courses students may choose from such as an area within a major.

Performative Courses 4

Select one of the following:

COMN 1011 Comm through Literature
COMN 1012 Speaking on Ideas that Matter
COMN 1015 Voice and Gender

Entering a list such as this will require the user to create an area headers, enter comments, and indicate that
the courses in the list should be indented so that they are excluded from the total hours in the program of
study.

Creating the Area Header

1. Click the ‘Add Comment Entry’ button to add the comment. Once added, it will appear in the ‘Comment’
field. After the initial entry, it can be edited within the ‘Comment’ field.

2. Check the ‘Area Header’ box to make the comment appear in a bold font.

3. The required hours for the area needs to be entered with the comment here so that the required hours for

the area calculate in to total hours for the program of study.

Course List X
Communication (COMN) v
40 credits, including the PO -
COMN 1100 Communication in Personal Foundations
— oo Relationships (-
Course List - COMN 1210 Foundations of Communication
COMN 1200 Small Group Communication Studies
COMN 1550 Communication in the Workplace =
Performative Courses
COMN 1600 Communication and Popular Culture .
Select one of the following:
COMN 1700 Fundamentals of Intercultural .
R Communication COMN 1011 Comm through Literature 4
COMN 1988 Study Abroad Resident Credit E] COMN 1012 Speaking on Ideas that Matter
COMN 1XXX Communications Transfer COMN 1015 Voice and Gender
Performative Course | COMN 2000 Identities in Dialogue :] __Communication Inquiry 4
COMN 2008 Stereotyping and Violence in America | << : ; D
B e e G Today yPing Comment: [performative Courses D I
COMN 2020 On the Black Panther Party Sequence:
COMN 2030 Social Movement Rhetoric Ref Cross
COMN 2100 Fundamentals of Communication i erence:
Theory Or Class:
COMN 2130 Introduction to Organizational Hours: I ) l
Communication Inqu Communication = — 3
LCOMN 2440 Tho Dol Sidg of Dglati hing ootnote: I
select o ofthe o ok Ade: Add Course () indent C  AreaHeader )

Cancel »
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Entering other comments

1. Click the ‘Add Comment Entry’ button to add the comment.
2. Check the ‘Indent’ button.

Course List X
1 | Communication (COMN) v
40 credits, including the |COMN 1100 Communication in Personal Foundations
Relationships i o
= Course List = COMN 1200 Small Group Communication COMN 1210 Foundations of Communication =

Studies
COMN 1550 Communication in the Workplace .
Performative Courses

COMN 1600 Communication and Popular Culture -
Select one of the following:
COMN 1700

Fundamentals of Intercultural .
Communication COMN 1011 Comm through Literature

L COMN 1988 Study Abroad Resident Credit B COMN 1012 Speaking on Ideas that Matter i
COMN 1XXX Communications Transfer COMN 1015 Voice and Gender
COMN 2000 Identities in Dialogue Communication Inquiry A

Performative Course —
COMN 2008 Stereotyping and Violence in America | << Comment: [Select one of the following: ) ]
Select one of the Today
Sequence:

COMN 2020 On the Black Panther Party

COMN 2030 Social Movement Rhetoric Cross
I Reference:
COMN 2100 Fundamentals of Communication )
Theory Or Class:
COMN 2130 Introduction to Organizational Hours: [ ]
— Communication
CommunicationInqu | .0 o i e pg i i Footnote: l ] 3
Select two of the|  Quick Add: [ ” Add Course I Indent () Area Header

I Move Up H Move Down ]

Cancel 4

Note that because the ‘Area Header’ box is not checked, the comment ‘Select one of the following’ appears in
a regular typeface instead of bold. Also note that checking the ‘Indent’ box has done just what the user would
anticipate. The comment is indented within the program of study. Finally, below the record for the first course in
the list is visible. While the credits for the course appear in hours, it will be excluded from the program of study
total because the ‘Indent’ box is checked.

Course List X
( 1 Communication (COMN) v
40 credits, including th¢ | COMN 1100 Communication in Personal Foundations
Relationships . o
~ Course List ™ |comN 1200 Small Group Communication COMN 1210 Egﬂgiiast'ons of Communication ]
COMN 1550 Communication in the Workplace -
Performative Courses
COMN 1600 Communication and Popular Culture .
Select one of the following:
COMN 1700 Fundamentals of Intercultural =
) Communication COMN 1011 Comm through Literature
_ COMN 1988 Study Abroad Resident Credit 55 ] COMN 1012 Speaking on Ideas that Matter ¢
COMN 1XXX Communications Transfer COMN 1015 Voice and Gender
. COMN 2000 Identities in Dialogue Communication Inquiry
Performative Course A
COMN 2008 Stereotyping and Violence in America | << Comment: l I
Select one of the Today S )
COMN 2020 On the Black Panther Party equence: | |
COMN 2030 Social Movement Rhetoric Cross |
[ Reference:
COMN 2100 Fundamentals of Communication .
Theory Or Class: l
COMN 2130 Introduction to Organizational Hours: (4 3 l
—— Communication —
Communication Inqu COMN 2140 Tha Darl Sida of Dalatianching Foolnote: l 8
Select two of the|  Quick Add: I ” Add Course l Indent [J Area Header

Cancel b
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Editing the Course Plan

Departments that offer undergraduate majors need to maintain sample term-by-term course plans. If changes
are made to major requirements, departments should make any necessary edits to the course plan so that it
remains accurate.

To get the course plan tab on the department’s page, it may be necessary to scroll through the editing
toolbar at the approval site.

1. Click on the blue edit button to access the toolbar.
2. Use the blue arrows directly below the edit, approve and rollback buttons to access tabs that are not
currently visible.

PAGE REVIEW = ﬁldeChanqs LY \EIASENCERNE All Changes v dit M Rollback = Approve &

§ Owners / Workflow = Manage Tabs Set Up & Page Body @ Accuracy Report

Scroll Tg

The course plan tab will become visible as the user scrolls to the right.

-

& Course Plan

PAGE REVIEW &, Hide Changes L] VTR ENLERREA All Changes v

=
tUp & Page Body @ Accuracy Report . Show Differences M View as PDF ! Banner L% Help

]
& Course Plan

Once the user click on the course plan button, a new window will open up.

Plan of Study Grid

First-Year Seminar (FSEM) 4  WRIT 1122

Common Curriculum 4  Common Curriculum
Foreign Language 4  Foreign Language
ARTH 2801 4  ARTH 2802

Second Year
Fall Credits Winter
ARTH 3300 4  ARTH 3823
SI-Natural 4 SI-Natural
Common Curriculum 4  Common Curriculum
Elective 4  Elective

16

Total Credits: 96




The course plan can be edited after the user double-clicks on the blue line to open up the editing tool.

1. Courses and requirement need to be entered by term. Year and term controls are at the top right of the tool

as drop-down lists.

2. Courses can be added through course lists controlled by college and department as they are when editing

the program of study. Hours for courses should populate automatically.

3. Requirements such as common curriculum must be entered using the ‘Add Comment Entry’ button. Because

these are not actual classes, the ‘Hours’ field must be populate with the correct credits.

4. First-Year Seminar (FSEM) must always be listed for fall under First Year. That course should be the first

course listed under that term.

nd-y

insfe
atio

Plan of Study Grid

Arts and Humanities

Art History (ARTH)

ARTH 1010 Images of Culture

ARTH 1020 Highlights of Medieval Art
ARTH 1030 Highlights of Renaissance Art
ARTH 1040 Sacred Spaces in Asia

ARTH 1050 Highlights of American Art
ARTH 1060 Contemporary Art Worlds
ARTH 1988 Study Abroad Resident Credit
ARTH 2814 Medieval Art

ARTH 2840 Survey of Asian Art

ARTH 3400 Portfolio* Professional Development
and Creative Practices in Art History

ARTH 3652 Internship

ARTH 3656 Curatorial Practicum

ARTH 3661 Learning in Museums
ARTH 3701 Topics in Art History

ARTH 3702 Topics in Contemporary Art
ARTH 3813 Arts of the American West

ADTIL 204 C Dok Claal Lliedl Mokowial

Quick Add: | || Add course |

4 Elective

X
Sum: ’ I
— B
AT | First Year v
QIm: [ Fall VI

risi-1ear Seminar (FSEM)
Common Curriculum
Foreign Language

ARTH 2801  World Art I: Prehistory to c. 1000

Comment: | First-Year Seminar (FSEM)
Sequence:

Or Class:

Hours:_b) I

Footnote: I I

| Move Up || Move Down |

Cancel »

4  Elective

sty
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Editing Distinction in the Major requirements

Departments offering undergraduate majors need to maintain distinction in the major requirements as a part
of their bulletin page. If major requirements are changed in a way that affects distinction in the major require-
ments, the requirements should be updated as a part of that bulletin publication cycle.

To get the distinction in the major tab on the department’s page, it may be necessary to scroll through the edit-
ing toolbar at the approval site.

1. Click on the blue edit button to access the toolbar.
2. Use the blue arrows directly below the edit, approve and rollback buttons to access tabs that are not

currently visible.

PAGE REVIEW = m \EIAS L ENLESEEA All Changes v

£ owners / Workflow “~ Manage Tabs L.J' Set Up & Page Body \f) Accuracy Report

Qernll Tanlhar Riaht

The distinction in the major requirements tab will become visible as the user scrolls to the right.

/

& Distinction in the Major
/| View as PDF @Esnner Y Help & Program of Study & Courses =

Once the user click on the distinction in the major button, a new window will open up.

Like the Overview tab, the requirements for distinction in the major are just edited through text. The same
toolbar as used on the Overview tab will be available for making edits.

Editing Course Descriptions

Edits to course descriptions can only be made through the course proposal site. Users should be aware that
edited courses will not be updated immediately. Course changes must be manually processed by the Office of
the Registrar, and courses must be refreshed in the bulletin editing environment.

1. Navigate to the course proposal site.

2. Search for the course using the subject code and course number.
3. Click the edit button.

4. Complete all the fields on the form with red borders.

5. Make any needed updates to the course description.

6. Click ‘Save and Submit.’

15



Correcting Common Errors

As mentioned in the section on getting pages to a final state, the bulletin page:

+ Red boxes around credits (indicating an error in credit hours) should be corrected and resolved;
* Red boxes around courses should be resolved;

+ Credits in the program of study should total correctly independent of the software.

Here is an example of a program of study with these types of errors:

(183 credits required for the degree)
20 credits. Requirements include:
Course List
Code Title Credits
CHIN 1001 Elementary Chinese E
& CHIN 1002 and Elementary Chinese
& CHIN 1003 and Elementary Chinese
ACTG 3019 Cost Management 4
or ACTG 3037 Cost Management
This is an area and the comment. It might say something like select one of the fololowing: 4
HOSP 2402 Revenue Management '
JUST 2104 The Bible as Literature 4
COMN 1100 Communication in Personal Relationships
|Course COMN 1650 Not Found|
COMN 2471 The Social Construction of Travel
INTS 2715 Introduction to Comparative Politics 4
GEOG 2430 World Cities 4
Total Credits 24

The example program of study above has several errors that need to be resolved.

+ The credit hours for the Elementary Chinese sequence has a red box around it indicating that there is an
error.

+  The course COMN 1650 has a red box around the course number and title. The title indicates that the
course is not found.

+ The total credit hours are incorrect.

Red Box around Credits
The red box around the credits indicates that there may be an error related to credits associated with a course.

In this example, the error is generated because the program of study specifies a sequence of courses but only

the credit for the first course in the sequence is included. To resolve this error,

1. Navigate to the program proposal site and find the program proposal for this program of study.

2. Click edit and complete all the fields on the form with red borders.

3. Double click on the blue border around the program of study so that the course list tool opens in a new
window.

4. Manually enter the correct credits for the sequence in the ‘Hours’ field.
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20 credits. Requiremen Course List X

~ Course List =™ [Natural Sciences & Mathematics v Sum Hours :} M

Geography (GEOG) v
GEOG 1201 Environmental Systems: Weather CHIN 1001  Elementary Chinese
GEOG 1202 Environmental Systems: Hydrology ACTG 3019  Cost Management
GEOG 1203 Environmental Systems: Landforms This is an area and the i
& GEOG 1216 Our Dynamic Earth I comment. It might say
& GEOG 1217 Our Dynamic Earth II something like select one of
GEOG 1218 Our Dynamic Earth III the fololowing:
GEOG 1264 Global Environmental Change 1 HOSP 2402 Revenue Management #
or GEOG 1265 Global Environmental Change 11 >> ||JUST 2104 The Bible as Literature
Thiss dt GEOG 1266 Global Environmental Change III COMN 1100 Communication in Personal A
15 15 an area an GEOG 1410 People, Places & Landscapes = Relationshins
) i Comment: I I
GEOG 1988 Study Abroad Resident Credit
GEOG 1XXX Geography Transfer Sequence: [cHIN 1002, CHIN 1003 | l
GEOG 2000 Geographic Statistics Cross l
GEOG 2020 Computer Cartography Reference:
GEOG 2030 Field Method OrClass: | |
ICOMN 1650 leld Methods —
GEOG 2100 Introduction to Geographic @Si |4 ) |
Information Systems (GIS)
e ana e Foolnote: | |
4
Quick Add: | |[ Add course | (O Indent () Area Header
4
Total Credits 4

Cancel 4

This is only one source of errors for credit hours. The same solution, manually overriding credits by
entering the correct credits in the ‘Hours’ field is generally the solution to this type of error. Other scenarios
may generate this error as well.

Red Boxes around Courses

Red boxes appear around courses in the program of study or course plan when the course cannot be found.

There are several possible solutions.

« The course number was entered incorrectly. Users should double-check the course number listed.

+ The course number is associated with a course that has yet to make it through the course proposal pro-
cess.

+ The course has been deactivated and needs to be reactivated.

If the course was entered incorrectly, users need to navigate to the program proposal site and edit the proposal
using the correct number.

If the course needs to either be proposed or reactivated, the error will resolve in the program of study after the
course proposal has been processed and courses have been refreshed in the bulletin environment.
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Credits in the Program of Study Total Incorrectly

Credit hour totals can be caused for a number of reasons. The most frequent source of errors in credit hour
totals is the failure to indent a course or courses that are listed within an area. In this scenario, both the credits
entered for the area and the non-indented course are being picked up in the total. In the example program of
study, this is visually evident for the courses JUST 2104, INTS 2715, and GEOG 2430.

To resolve this error,

1. Navigate to the program proposal site and find the program proposal for this program of study.

2. Click edit and complete all the fields on the form with red borders.

3. Double click on the blue border around the program of study so that the course list tool opens in a new
window.

4. Check the ‘Indent’ box to exclude the course or courses in the area from being added into the total for the

program of study.

Course List b 4
(183 credits required for| | Natural Sciences & Mathematics v Sum Hours [ I
) ) Geography (GEOG) v
20 credits. Requirement GEOG 1201 Environmental Systems: Weather smm
= Course List ™ |GEOG 1202 Environmental Systems: Hydrology the fololowing: ™
GEOG 1203 Environmental Systems: Landforms HOSP 2402 Revenue Management
GEOG 1216 Our Dynamic Earth I JUST 2104 The Bible as Literature
GEOG 1217 Our Dynamic Earth 11 COMN 1100 gg{:g;‘;g"ﬁ;tsmn in Personal
GEOG 1218 Our Dynamic Earth III COMN 1650 *** Course Not Found ***
& GEOG 1264  Global Environmental Change I COMN 2471 The Social Construction of Travel
& GEOG 1265 Global Environmental Change II [=> ] INTS 2715 Introduction to Comparative Politics
GEOG 1266 Global Environmental Change III GEOG 2430 World Cities
GEOG 1410 People, Places & Landscapes E] pro— I I
or GEOG 1988 Study Abroad Resident Credit
o GEOG 1XXX Geography Transfer Sequence: [ I
This is an area and th GEOG 2000 Geographic Statistics Cross l
GEOG 2020 Computer Cartography Reference:
GEOG 2030 Field Methods Or Class: | |
GEOG 2100 Introduction to Geographic Hours: [4 |
o InffrmationASystems (GIS) Footnote: I l
R Quick Add: | |[ Add Course | (J Area Header
[ Move Up |[ Move Down |

Cancel "
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