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Welcome and Introduction to Documentation

Welcome to Santa Rosa Junior College's Computing Services new .Net Curriculum Application
FOR COURSE DEVELOPMENT. This document will introduce you to the Curriculum application
program and how it is used to develop courses. The first section of the document presents an
overview of the features and functions of the curriculum application as they relate to course
development, demonstrates how to launch the data entry process, and provides an overview of
each of the data entry Tabs and the data elements that are entered for each.

The second section of the document demonstrates how to create a New Course in the system
(both from scratch and by copying from an existing course), how to create a new version of a
course outline (Revised Course), how to Inactive, Reinstate, and Terminate a course, how to
approve a course in the system, and how to freeze and unfreeze a proposal.

In addition to this print documentation, a computer-based training presentation is available at

. This presentation, a combination of on-screen demonstrations and narrative
explanation, walks you through the .Net Curriculum Application and course development process.
The presentation is divided into topical modules, allowing you the flexibility to review the entire
training presentation all at once or to access a particular topic as need arises.

Be sure to refer to the Curriculum Writer's Handbook for fundamental information regarding
policies, procedures, and instructions for developing courses, writing official Course Outlines of
Record, navigating through the process of course and program approval, and understanding the
institutional and state requirements that dictate community college curriculum.
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General Information

The .Net Curriculum Application replaces the old Speedware Curriculum Application known as
"Reflections." The new application builds on the functions of the old application, presenting them
in a user-friendly GUI interface. The data resides in an SQL database.

The data structure of the .Net Curriculum Application permits an on-line course history--that is,
every course created by SRJC is housed in the application and identified by number and version.
The computer assigns every new course a new CourselD number; for a new version of an
existing course, the computer assigns a new VersionNumber and uses an existing CourselD. All
versions of a course are linked via the computer-assigned CourselD.

You can change the name of a course by creating a new version with a different name; the
CourselD remains the same. Each version is given a VersionNumber that identifies its place in
the sequence of versions for the CourselD. Each version has its own timeframe, i.e. one or more
terms in which it is current. There can be only one version of a course for a given term.

New course proposals and proposed changes carry a ‘proposed’ status in the computer and
cannot be scheduled. After a course receives curriculum approval, its status is changed to
‘approved’. The approval process inactivates the previous approved version and makes the
newly approved version available for scheduling.

Something to think about: It is critical that as you set up courses, you are clear whether you are
creating a new course, or setting up a new version of an existing course. Although the computer
does not let you re-use a Course Discipline/Nbr (for example, "ENGL 1A") when creating a new
course, it does let you set up a new version with an unused Course Discipline/Nbr when perhaps
you should be setting up a new course.

Definitions

CourselD: a computer-assigned number associated with all versions of a course.

VersionNumber: a computer-assigned number to identify the sequence of a version of a course
within all versions of the course. A new course is assigned version number 1.

Application access and user system requirements

The application is one of many that are run from the Student Records menu. Access depends on
who you are and what duties you have. All users have lookup access to the Curriculum
Application via a menu item named Curriculum Lookup. Others have access to other Curriculum
Application functions according to their function in the curriculum approval process. This includes
proposing courses, reviewing courses, signing courses, approving courses, maintaining
articulation agreements, etc.

Access level User capabilities
Curriculum Lookup Can lookup course information.
Can never save data.
Curriculum Developer Can propose courses and modify course proposals.
Curriculum Super Can perform all developer tasks.
Can delete course proposals and freeze course proposals.
Can work with Comments.
Can enter final signature approval and approve courses.
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Can modify approved courses.
Can enter credit by examination information.
Tech Reviewer Can complete the Tech Review form.
Curriculum Reviewer  Can data-enter Curriculum Committee feedback comments.

Requirements:
The application runs on a PC. It is accessible from a Mac or a Web client via a Citrix server. In
some cases, you need right-click capability to access context menus.

New Features

Toolbar

The Student Records toolbar provides immediate access to many functions. The application
enables and disables the toolbar items as appropriate. The following describes the common
toolbar icon functions. (Not all functions are enabled in the Curriculum Application.) Icons are
listed as they appear on the toolbar from left to right.

D New button: click to create a brand new course.

= Save button: click to save your data.

%3 Cancel button: click to cancel any unsaved changes and reload the data.
2% Delete button: click to remove your course from the database.

Refresh button: click to bring in fresh data from the database.

= Validate button: click to identify errors. NOTE: in the Curriculum Application, the Save button
is not enabled until you validate. Therefore you must first click the Validate button if you want
save your data.

Print button: click to print a hardcopy report.
Menu button: toggle to hide/show the Student Records application treeview menu.
v SpellCheck button: click to spell check text.
w WebToolBox button: click to format text using HTML tags.
# Find button: click to have the application retrieve data that meets your selection criteria.
Extract button: click to extract data to a .csv file.

|_—EP~ Preview button: click to preview your data.
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More Features

Copy and paste: Text boxes provide standard Microsoft copy and paste capability. You can copy
from other documents and paste into the application. Note, however, that Word formatting is not
preserved.

Spell check: Click the toolbar SpellCheck button v to spell check text that is showing on the
screen.

Data values selection: Data value choices are presented in selection lists, checkboxes, or
buttons. You do not need to type in the values.

Tool Tips: Tool tips are hints built-in to the application that explain the use and/or purpose of
different fields and controls on the screen. To see a tool tip, hold the mouse arrow over the area
for which you want the information. If there is a tool tip, it appears shortly.

Error Provider: An Error Provider & appears on the screen if there are errors in your data. Hold
the mouse arrow over the error provider to see the error message.

Warning Indicator: A Warning Indicator i"'- appears on the screen when the data or an action
does not follow the norm. Hold the mouse arrow over the warning indicator to see the warning.

Customization: At SRJC the word "Cluster" is used for the college organizational component
more commonly referred to as "Division". This application affords easy customization of screen
labels. If you are an SRJC user, you will see the label "Cluster" on your screen.

Help: Activate the Help feature by clicking on Help, above the toolbar. The Help menu provides
instructions and examples for many data fields in the curriculum application. In addition, a user
may Contact Computing Services with an error report or feature request related to the application.
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Accessing and Running the Curriculum Application

The Student Records application has a treeview menu structure that appears in the left panel of
the screen. To access the curriculum application, Click on the plus sign next to SRJC at the top
of the tree to reveal the menu of options. Next, Click on the plus sign next to Academic Affairs.
Users with Lookup access only will select the menu item labeled "Curriculum Lookup". For
others, the menu item is "Curriculum”. To open and use the curriculum application, Double-click
the Curriculum menu item. This will open the main course maintenance screen.

After you open the curriculum application you can hide the Student Records treeview menu by

clicking the Menu button on the toolbar. The button is a toggle. Click it again to show the
treeview menu. Hiding the treeview menu will give you more screen space and a less cluttered
perspective. The first image below shows the screen with the treeview menu. The second image
shows the screen with the treeview menu hidden.

Treeview menu
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Treeview menu hidden
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The main curriculum tabs across the top of the screen under the toolbar provide access to
different curriculum application functions. This documentation covers the user interface with the
first tab, the Course Maintenance tab. You will select this tab when you are in the course

development process.
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Selecting a Course

The Curriculum Application houses all of the historical information about every course created by
SRJC. The Application allows you access to that information by selecting a course.

Selection Criteria

The left panel of the Course Maintenance tab provides the course selection area. The panel is
labeled Selection Criteria. You can select a course in one of two ways:

1. By keying in its Course Prefix/Number;
2. By selecting its department or discipline from a list.

Select by Course Prefix/Number

To Select by Course Prefix/Number (method 1), use the " Course Prefix/Number " textbox.
e Key in the Course Prefix/Number (for example, enter "AGBUS 56" in the Course
Prefix/Number box). Case and spaces are irrelevant.

e Press the 'Enter' key or click the Find button #4 on the toolbar.

AGBUS 56 and associated versions of the course appear in the treeview panel to the right of the
Selection Criteria area in the "List of Selected Courses".
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Select the course from a list
Alternatively, you may select the course from a list.

2. To select a course from a list (method 2), use the boxes under "Search All";

e Click on the arrow at the right of the box labeled Cluster.
Scroll down to the appropriate Cluster.
As in the example below, select Educational Programs and Services.
Next, repeat the process in the Department box. Drill down to Agriculture.
Finally, drill down in the Discipline box and select Agriculture Business.

e Press the 'Enter' key or click the Find button #4 on the toolbar.
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All course versions that qualify appear in the treeview panel to the right of the Selection Criteria
area in the "List of Selected Courses". The course versions are grouped by CourselD and
appear in version number sequence within Course Prefix/Number sequence. They are numbered
vl, v2, etc. for version 1, version 2, etc. The Course Prefix/Number shown at the end of each set
of course versions is that of the most recent course version for the CourselD.
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History of Versions

This treeview will also allow you to view the History of Versions for every course.
You can see a Course Version history at a glance by widening the "List of Selected Courses".
Position the mouse over the list and right-click. A context menu appears with the option to

"Expand course list width.”
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Left-click the option to expand the list area as shown below:
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Course Maintenance | Programs of Studyl Course Signatulesl Code Maintenance | Articulation | Extracts/Reparts

Selaction Critaria List of Selected Courses = !
£ soeis . | o
—Spesific Course ~owl AG TR Co.mpuler Applications in .Agmculture; Approved new course effective Fall 1981 Lz
~w2 AG 2 Agricultural Computer Applications; Appraved course change effective Fall 1933
Course Prefix/Mumber - w3 AGBUS 2 Agricultural Camputer Applications: Approved course change effective Fall 2004 General I Desclipt\onsl Student F 4 I 4
[=-AGBUS 7
w1 A6 70 Introduction to Agriculturs Business and Economics; Approved new course effective Fall 1981 Fepeatabilty | Scheduling |
w2 AG 7 Agricultural Economics; Approved course change effective Fall 1393 Other Codesl
w3 AGBUS 7 Agricultural Economics; Approved course change effective Fall 2004 s lfiEmErET | e arelle I
OR - AGBUS 51
-1 AG 70.1 Agriculture Leadership: Approved new course effective Fall 1995 o
—SearchAll —————— - y2 AGBUS 51 Agriculture Leadership; Approved course change sffective Fall 2004 Course Discipling/Nor
Cluster -3 AGELIS 51 Agriculture Leadership: Approved course change effective Fall 2005
lﬁ AGBUS 62
Educational Program T w1 AGBUS 52 Agriculture Officer Training: Approved new course effective Spring 2005 il e
AGBUS 56
[l):paltn’:enlﬁ ~wl AG 70.2 Introduction to Agribusiness; Approved new course effective Spring 1999 Title 5 Category
griculture - w2 AGBUS 50 Introduction to Agribusiness: Approved course change effective Fall 2004
Disciplirie/Prefis i AI;EVUSS .:[GlBUS 56 Introduction to Adriculure and YWine Business Management; Approved course change effective Fall 2 CertiicateMejor Applicable
Agicte Business 7] v AG 75 Agriculture Management; Approved new course effective Fal 1381
w2 AG 79 Agriculture and Wine Business Management; Approved course change effective Fall 2002 )
- y3 AGBUS B0 Agriculture and Wine Business Management; Approved course change effective Fall 2004 Also Listed A
- w4 AGBUS B0 Agriculture and Wine Business Management: Approved course inactivation effective Spring 2007
AGBUS 61
~ w1 AG 74 Agriculbural Marketing; Approved new course effective Fall 1381 Course Approval
v2 A 74 Agriculural Markeling: Approved course change effective Fall 1933

w3 AGBUS B1 Agricultural Mark eting; &pprowved course change effective Fall 2004

= AGBUS 62

-1 AG 72 Agriculbure Sales & Communications; &pproved new course effective Fall 1981

- w2 AG 72 Agriculbural Sales and Communication: Approved course change effective Fall 1933
-3 AGBUS B2 Agricultural Sales and Communication; &pproved course change effective Fall 2004 Temporary Course
[=-AGBUS 70

w1 AG 78 Agriculbural Computations; Approved new course effective Fall 1981
w2 AGBUS 70 Agricultural Computations; Spproved course change effective Fall 2004 Formerly

v3 AGBUS 70 Mathematical Applications in Agriculture; Proposed courze change effective Spring 20068 Description

AGBUS 71 -
Ready

i#f start H o8 O “ trbox - .. | Sycumicu..| @iscraer_. | Syoce | Emeterra..[[Elsracst.. Funited .| [R@ G BB G rosem

Right-click in the expanded list area to access the option to "Restore course list width."

[ sRIC Student Information System - [Curriculum] o [

3 Quit Window Optians  Help — =)=

OEH= XEFSAEIVRHEE

Course Maintenance | Programs of Studyl Caurse Signatulesl Cade Maintenance | Articulation | Extracts/Reparts

Selestion Criteria B I‘gl X:SSETL:E[;d Ealsss = || B
— Speific Course w1 4G 76 Computer Applications in Agricullure; Approved new course effective Fall 1381 b
w2 a6 2 Agrcultural Computer Applications; Approved course change effective Fall 1939
Caurse Prefis/Mumber ~ w3 AGBUS 2 Agricultural Computer Applications; Approved course change effective Fall 2004
[=1-AGBUS 7 Tl
=1 AG 70 Introduction to Agriculture Business and Economics: Approved new course effective Fall 1981
w2 A6 7 Agiicultural Economics: Approved course change effective Fall 1333 B
w3 AGBUS 7 Agricultural Economics: Approved courss change effective Fall 2004
OR - AGBUS &1
w1 AG 70.1 Agriculture Leadership; Approved new course effective Fall 1995
—GearchAl —————— - w2 AGBUS 51 Agriculture Leadership: Approved course change effective Fall 2004
Cluster -3 AGBUS 51 Agriculture Leadership: Approved cowrse change effective Fall 2005
-AGEBUS 52
Eduealional rogrem = | T lovl AGBUS 52 Agiculture Officer Training: Approved new course effective Spring 2005
Department AGBUS 58
lﬁ w1 &G 70.2 Introduction to Agribusiness; approved new course effective Spring 1999
Agriculture & ~ w2 AGEUS 50 Introduction ta Agribusiness; Approved caurse change effective Fall 2004
Disciplirie/Prefix - w3 AGBIUS 56 Introduction to Agriculture and Wine Business Management: Approved course change effective Fall 2007
lﬁ [=1- AGBLS B0
licUiIE B sihess vl AG 75 Agicullure Management, Approved new course effective Fall 1981
w2 AG 75 Agiiculture and Wine Business Management: Approved course change effective Fall 2002
w3 aGBUS B0 Agriculture and Wine Business Management; Approved course change effective Fall 2004
vl AGBUS B0 Agriculture and “Wine Business Management; Approved course inactivation effective Spring 2007
=-AGBUS 61

=1 AG 74 Agricultural Marketing: Approved new course sffective Fal 1381
-2 &G T4 Agicultural Marketing; Approved course change effective Fall 1333
-3 AGBUS K1 Agricultuial Marketing: Approved course change sffective Fall 2004
- AGBUS B2 —
w1 &G 72 Agiculture Sales & Communications; spproved new course effective Fall 1981
w2 AG 72 Agricultural Sales and Commurication; Appraved course change effective Fall 1993
- w3 AGBUS 62 Agricultwral Sales and Communication: Approved course change effective Fall 2004
=1-AGBLS 70
=1 &G 78 Agrcultural Computations: Approved new course effective Fall 1381
-2 AGBUS 70 Agricultural Computations; Approved course change effective Fall 2004
w3 AGBUS 70 Mathematical &pplications inAgriculure; Proposed course change effective Spring 2008

- AGBUS 71
~wl AG 73 Agrculural Records Systems; Approved new course effective Fall 1981 j =

Ready

# start “ ™ 58 O “ [ nbox - wic... | ycumicuun ...| B)scRIPT_C... | & metafram... |

@smcstud.w @unnt\ed-n.l | RP L@ BEE 2w
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From the same treeview, you will be able to Work with One Course. Placing your cursor over
the desired course brings the information about that course into view.

|®|5RJE Student Information System - [Curriculum] - |ﬁ' ﬂ
Quit  Window Options  Help - |ﬁ‘ ﬂ
DEHe XEEE2H¢R4aHRE
Course Maintenance | Programs of 5ludy| Course 5ignatu|es| Code Maintanancel Agticulation | Extracts/Reports
i 2 List of Selected Cours .
Selection Criteria ! =t
=-AG8US 2 :zi”s"
— Specific Course cvl AR 7ECo Last updated
" Mzt Tat |
Course Prefir/Number General IDescnptlonsl Student Frepl Eontentl Anplova\l Folmsl Tools I
Basic Infarmation I Haurs and Umts' Hepaatabi\ity' Scheduling | Other Cudesl
Covrse Discipline/Mbr Abbreviated Title
OR I I
—Search Al Full Title
(Tl “owd AGBUS & |
- AGBUS 52 .
E ducational Frogram .[ B-Al Title: 5 Category Grading
-1 AGBUS 5 | J
Department
Agriculure vl Certifizate/t sjor Applicable
I 1
Discipline/Prefis roduction to Agriculture and Wine Business Management; Approved cowrse change effective Fall 2007\
= Also Listed Az
Lowd AGBUSE Courze | Apprawal | Description
[=- GBS 61
vl AG74Ag
[=- 4GBUS 62
-l ARG T2AQ Temporary Course
w2 AGTZAg |
-3 AGBUS B [—
[=-AGBUS 70 —
Courge | Dezcription |
w3 AGBUS 7
- AGBUS 71 -
ol
Ready
@lstare H G 8 0 |j Dintox .| Scumc... | Bscar...| Syoce | @meter...| Esrac.. | Funte..|[oric.. [R@E BB L waiem
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To select a course, left-click an individual course version in the "List of Selected Courses".
The course version data appears in the course data area in the right section of the screen.

|®|SRJE Student Inforn n System - ulum] - = ﬂ
Qult Window  Options  Help =7 ﬂ

O XEF SB[ 2 aHER

Cowrse Maintenance I Frograms of Stud_p' Course Signatures' Code Maimtenancel Art\culat\oml Extracts/Reports

List of Selected Course |
ElAGBUS 2

Selection Criteria Wersion 3 AGBUS 56 Introduction to Agri and'wine B

Approved course change effective Fall 2007; Transferable C5U only

~Specilic Course il ey Last updated on 8/7/2007 st 16:38 by Debra Sands-Millr
_ w2 AR 2Agi " Y Nest Tab
Caurse Prefis/Number Lov3 AGBUS 2 General | Descriptions | Student Prep | Content | Approval | Foms | Toals |
E- AGBUS 7
w1 AG 70 Ink Basic Information IHours and Umitsl F\epeatabililyl Scheduling | Oither Cudesl
v2 AG 7 Agri
OR & AGBVL?S :EEUS 7 Course Discipline/Mbr Abbreviated Title
Loyl AGTO1E |AGEUS 56 |INTF|DAGW’INE EUS MGMNT
—SeachAl ——————— ¥2 AGBUSE Ful Titls
Cluster ¥3 AGBUSS Ilmtmducllnn to Agriculture and Wine Business Management
-AGBUS 52 F -
Educational Program = f Title 5 Category Grading
IMReeesk [2 Degree Applicat [Grade O |
E eoree Applicable -
Department - AEBUS 56 e

w1 4G F02N0
w2 AGBUS 5

Agriculure -

Dizcipline,/Prefix

Certificate/Major Applicable
|Buth Certificate and M ajor Applicable j

lm = A:GBUS - Ao Listed Az
vl AGTBAQ
w2 AG 75 Ag IAGEUSMINESB-AGWNEB j

¥3 AGBUSE -
i AGEUSE Course | Approval | Diescription |

- ARBUS B1 AGBUS 56 Approved  Intraduction to Agriculture and 'Wine ...
vl AG 74 Ag WINE 58 Approved  Introduction to Agriculture and Wine ...
w2 AG 74 hg
w3 AGBUSE

-AGBLS B2

w1 &G 7240
¥2 &G 72A0 |
¥3 AGBUSE p—

E-AGBUS 70 -
vl MG 78 Ag Courge | Diescription
w2 AGEUS 7 AGBUS 50 Introduction to Agribusiness
w3 ARBUS T AR T2 Introduction to Agribusiness

Ready
i#start |J 5 8 O |J hinbox ... | Sycurric... | Bscrre...| Syocs | Elmetar...| Funtte.. |[FIsrac RPE DL n1epm
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Aright click in the course data area brings up another context menu. One option of the menu
lets you change the appearance of the screen by hiding the selection area. Depending on your
user capabilities, other options may let you change the basic course information, create new
versions of the course, inactivate the course, terminate the course, or copy the course to use it as
the basis for creating a brand new course. The final option, Validate This Tab is used to check for
data entry errors in a tab (this will be discussed in detail later).

|©|SRJE Student Information System - [Curriculum] _ = x|
GQuit  Window Options  Help - = ﬂ
OH=- XE e8|y 26 ER
Course Maintenance I Programs of Stud}l' Course Signatures' Code Maimtanancel Art\culat\oml Extracts/Reports
Seleclion Cileia Lo merted US| Verion 3 AGBUS 56 Introduction toAgriculture and Wine Busi
B Tl AGTEC Appraved course change effective Fall 2007; Transferable CSU only
~Specific Course : :2 e Agz Last updated on 8/7/2007 at 16:38 by Debra Sands-Miller
H { MNext Tab
Course Prefis/Mumber fowd AGBUS 2 General |Des:ripl\0ns| Student Prepl Cunlenll Appruvall Furmsl Tools | _I
Basic Infarmation IHours and Umitsl F\epeatabililyl Scheduling | Other Cudesl
B Course Discipline/Mbr Abbreviated Title
1 AG 1A |AGEUS 56 |INTF|DAGW’INE EUS MGMNT
—Search Al (w2 AGBUS 5 Full Title
Cluster w3 AGBUS S Ilnlmducliun to Agriculture and *ine Business M anagement Hide Selection Area
Educational Program * E A;G__BVL:S .izﬁBUS 5 Title 5 Category Grading Shiow Selection Area
Bepeivet B AGEUS 56 IAA Degree Applicable Grade Only Change Basic Info
vl AE T2 - .
Agriculure = v2 AGELS 5| Certificate/Msjor Applicable Fresze Proposal
_ i pa |Buth Certificate and Major Applicable j lnfreeze Proposal
Discipline/Prefis g
- =1 AGBUS B0 Approve Froposal
Agriculture Business ™ 1 AG 75 Ag &lso Listed As
v AG75Ag |AGBUSAWINESS - AGWNES e e
w3 AGBUSE - Inactivate Course
"4 AGBUS 6 Couse [ dpproval [ Deserption Reinstate Caurse
5 AGBUS 61 AGBUS 56 Approved Introduction to Agriculture and \Wine .. .
o Lowl AG T hg WINE 56 Approved Introduction to Agriculture and \Wine e e
w2 AGTAhg Conyert Temparary. Course
i.y3 AGBUSET . Copy Course
E- AGBUS 62 i i
: Walidate This Tab
vl BE72Ag Seee e e
w2 AG 72 Ag I
f-v3 AGBUS B Eo—
E- AGBUS 7O -
Cowl AG TRAg Courge | Description
w2 AGBUS T AGBUS 80 Introduction to Agribusiness
w3 AGBUS 7 AG 702 Introduction to Agribusiness
El-AGBUS 71 -
il
Ready
i#fistart |J 5 & O | @mbox....| icuric... | Blscree...| Cyacs | Emetar... | Fontte...| FIsrac . | RPEEDE  nsem

Right click Hide Selection Area in the context menu (shown above).

17



CCCSC Curriculum Application User Documentation

This is what the screen looks like if you hide both the menu and the course selection area. This
configuration gives you the maximum screen display area for working with one course.

|®|SRJE Student Information System - [Curriculum]

_ =] x|
Quit  Window  Options  Help =7 ﬂ
O XEF SB[ 2 aHER
Course Maintenance I Programs of Stud_p' Course Signatures' Code Maimtenancel Art\culat\oml Extracts/Feports
Wersion 3 AGBUS 56 | duction to Agri and wine B
Approved course change effective Fall 2007; Transferable CSU only
Last updated on 8/7/2007 at 16:38 by Debra Sands-Miller
- Mext Tab
General |Descnphnns| Student F‘repl Enntentl Applnva\l Fnlmsl Toals |
Basic Information | Hours and Units| Hapealabi\ityl Scheduling | Other Codasl
Courge Discipline/Mbr Abbreviated Title
|AGEUS 5 |INTF\DAGWINE BLIS MGMNT
Full Title
Ilnlmductlnn to Agriculture and Wine Business Management
Title 5 Category Grading
|AA Degres Applicable IGrade Only j
Certificate/Major Applicable
|Bolh Certificate and Major Applicable j
—Also Listed Ag
|AGBUS AINESS - £5wWNTE =
Courge | Lpproval | Desciiption
AGBUS 56 Approved Intraduction to Agriculture and Wine ...
WINE 56 Approved Intraduction to Agriculture and Wine ..
Formerly
Courge | Diesciiption |
AGEUS 50 Intraduction to Agribusiness
AG T0.2 Intraduction to Agribusiness
Ready
i#start |J 5 8 O |J hinbox ... | Sycurric... | Bscrre...| Syocs | Elmetar...| Funtte.. |[FIsrac RYEGEBE 117em
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Course Maintenance Tabs

To get to the appropriate data entry screens to add and manipulate data within the Curriculum
Application, you will use the Course Maintenance tabs shown below.

You will notice that there are two tiers of tabs. Tier one tabs (top tier tabs) are major headings or
categories; they alert you to a general category of data within the course outline. Tier two tabs, or
subtabs, label specific categories of data that fit under the highlighted tier one tab heading. In
some cases, such as Scheduling and Other Codes, selecting a tier two tab will reveal an
additional tier of subtabs. Each of these tabs and subtabs corresponds to, labels, and allows you
to access a distinct data entry screen.

The tab sequence roughly follows that of a printed course outline. During the initial data entry
process, it is helpful to move sequentially from left to right, selecting the appropriate top tier tab
and then moving from left to right through the related subtabs. Clicking the "Next Tab" button
allows you to move automatically to the next tab in the data entry sequence. Using this button is
optional. You may also click on any tab you wish to open.

Yerzion 3 AGBUS 56 Introduction to Agriculture and Wine Business Management
Approved course change effective Fall 2007; Transterable CSU anly
Last updated on 8/7/2007 at 16:38 by Debra Sands-Miler

Mest Tab |
General |Desc:ri|:utiu:un$| Student F'repi Eu:untentl Apprwall Fu:urrn$| Taoalz |

Bazic Information | Hourz and Unitsl Hepeatahilit_l,ll Scheduling l Other Endesl

I - R W A T
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Entering Data Using the Course Maintenance Tabs

General tab

This tab organizes introductory information and course codes. It contains five subtabs. Moving
from left to right, you will see that the first subtab is the Basic Information tab.

Basic information tab

You will see a screen where you will enter various pieces of data related to the course. You will
see the course number, or this field will be blank if you are entering a new course. Also on this
screen you will type in Abbreviated Title, Full Title (Full Course Title), and select a Grading
category. Using the drop-down arrow, you will select the appropriate Certificate/Major Applicable
category. If the course is cross-listed, you will see an indication under "Also Listed As", in this
case AGBUS/WINES6, indicating that the course is listed as both AGBUS 56 and WINE 56. A
code follows, representing the cross-listing group to which the courses belong. Only a super-user
can select the "Also Listed As" group with which a course is cross-listed. When a group is
selected, the other courses in the group appear in the listview below the selection box.

If the course has been renumbered or if the course prefix has changed, the former course
numbers appear in the "Formerly" listview. In the case of AGBUS 56, the course was formerly
numbered AGBUS 50 and prior to that revision, AG 70.2.

wlsklt Student Information System - [Curriculum] - = ﬂ
3 quit window Options Help == x|

O XEF SB[ 2 aHER

Cowrse Maintenance I Frograms of Stud_p' Course Signatures' Code Maimtenancel Art\culat\oml Extracts/Reports

Wersion 3 AGBUS 56 | duction to Agri and wWine Busi
Approved course change effective Fall 2007; Transferable CSU only
Last updated on 8/7/2007 at 16:38 by Debra Sands-Miller

- Mext Tab
General Descnphnnsl Student F‘repl Enntentl Applnva\l Fnlmsl Toals |

Hours and Units| Hapealabi\ityl Scheduling | Other Codasl

Courge Discipline/Mbr Abbreviated Title
|AGEUS 56 |INTF\DAGWINE BUS MGMMT
Full Title:
Ilnlmductlnn to Agriculture and Wine Business Management
Title 5 Category Grading
|AA Degres Applicable IGrade Only j
Certificate/Major Applicable
|Bolh Certificate and Major Applicable j
—Also Listed Ag
|AGBUS AINESS - £5wWNTE =

Courge | Lpproval | Desciiption |
AGBUS 56 Approved Intraduction to Agriculture and Wine ...
WINE 56 Approved Intraduction to Agriculture and Wine ..

Formerly
Courge | Diesciiption |
AGEUS 50 Intraduction to Agribusiness
AG T0.2 Intraduction to Agribusiness
Ready
i#start |J 5 8 O | @mbox - wic...| Sycurricum .| EjscripT c... | Syace | Epetorram... [[[Foricste.. [RPEHBLE  ziim
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Data Field

Description

Course Discipline/Nbr

A read-only box that shows the CourselD, a
computer-assigned number associated with all
versions of a course.

Abbreviated Title

An abbreviated course title found in many class
listings where space is limited. A maximum of
24 text characters can be typed in this box.

Full Title

The full-length course title found in the college
catalog or class schedule. A maximum of 60
characters can be typed in this box.

Title 5 Category

Read only box informs if course meets
requirements for certain degrees as outlined in
title 5 of the California Code of Regulations
relating to curriculum in the community colleges

Grading

Choose from drop-down box if course is a
Credit Course for Grade or Credit/Non-Credit,
Credit/non-Credit only, Grade Only, or Not
Graded Credit Course.

Certificate/Major Applicable

Choose from drop-down box if course is
Certificate Applicable, Major applicable, Both
Certificate and Major Applicable, Not Certificate
or Major Applicable, or Unknown.

Also Listed As

Different prefixes for the same course. From
the drop-down list, if the course is cross-listed,
select the "Also Listed As" group with which it is
cross-listed. When a group is selected, the
other courses in the group appear in the
listview below the selection box. (Super User
function.)

Formerly

If the course has changed names, the former
names appear in the "Formerly" listview.

(Click on the Hours and Units tab or use Next Tab button to proceed.)
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Hours and Units tab

The next sub tab is labeled Hours and Units. Using the fields on this screen, you will indicate the
course's minimum and maximum unit values and weeks duration. Check the "Full-term"
checkboxes if the weeks duration is semester-length. Deselecting either box will allow you to
change the values. For example, deselecting the Full Term check box next to "Min" will allow you
to enter a weeks duration for a non-semester length course (e.g., 8 weeks, etc.).

Set up the hours per week for the maximum units and weeks in the section labeled Values for
Maximum Units and Weeks. The program calculates Units and crosschecks the type of
instruction vis-a-vis the type of hours. It shows a warning if the Units do not match your
maximum units.

Indicate the Methods of Instruction for the course by checking the appropriate Code in the
Code column of the Methods of Instruction box. Please note that methods of instruction 50-72 are
Distance Ed codes. When one of these codes is selected, the course must also have the
appropriate CVU/CVC code indicated in the Distance Ed subtab (discussed in detail later).

|8 srac student Information System - [Curriculum] == x|
[ Quit Window Options  Help _ = x|

OEHY X3 &S E[ ¥ Ra R

Caurse Maintenance I Frograms of Study' Course Slgnatures' Code Mamtenan:el Art\culat\oml Extracts/Reports

Wersion 3 AGBUS 56 Introduction to Agri and Wine Busi
Approved course change effective Fall 2007; Transferable CSU only

Last updated on 8/20/2007 at 14:33 by Debra Sands-Miller
Mext Tab
General |Desc|int\oms| Student Prepl Eontantl Applova\l Folmsl Taols |

Basic Information  Hours and Units I Hepealablhtyl Scheduling | Other Eodesl

Units ‘weeks
Min I3_UU Min B Fultem [175
Max I3_UU Max b Fultem [175

Values for Maximum Units and Weeks

Course Hours per Week Course Hours Total —Methods of Instruction

Lec Hrs Sched I .00 Lec Hrs Sched I F2R0 Eod? I Description

02 Lectue
Lab Hrs Sched I o0 Lab Hrs Sched I .an DU3 LecturedLaboratory
Contact DHR I an Contact DHR I .an 004 Laborator

O11  Tutoring

Contact Tatal I 3.00 Cantact Tatal I 5260 O20 work Experience
Nor-Contact DHR I o Man-Contact DHR I Ji] 40 Diected Study

50 Distance Education, Delayed Interacti...
O5  2%ay Interactive Video and Audio
Urits [3.00 52 14ay Interactive Video & 24way Inte...
O53 2wWay Interactive Audio

054  Other Simultaneous Interactive Medium
61 Text 14way [Ex Mewspaper): Passive
O62  Audio 14 ay [Ex. Radio]; Passive
Os2  TWAideo 14ay; Passive

&4 Other Passive Distance Education M...
071 IntemetBased, Simultanaous nteracti..
072 Intemet-Based. Delayed Interaction

Loading Form
i#fistart |J M5 8 J K] Inbox: - Micros. .. | Curriculum DO I SCRIPT,Curric...I & MataFrame Fr.., II|E‘,} SRIC Studen... |@g GBS nzam
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Data Field

Description

Units

A unit is a measure of the amount of study
required to complete a course. Type in the
maximum (Max) and Minimum (Min) units for
which the course may be offered. Values are
.25, .50, or multiples of whole and half
numbers less than 100.

Weeks

Check the "Full-term" checkboxes if the weeks
duration for the course is semester-length.

Methods of Instruction

Check the appropriate box or boxes to indicate
the method of instruction for the course.

Units

This box shows the Carnegie units--the
number of hours per unit in which a course is
taught. The basic formula in hours per week is
1 unit = 1 lecture hour, or 2 hours lab with
homework, or 3 hours lab without homework.

Hours per Week

Enter the Scheduled Lecture and Lab hours for
the course. If there are additional lecture
and/or lab hours that are not scheduled at
particular days and times, enter the hours
under the "Contact DHR" category.

Contact Total

A read-only box showing the number of hours
per week of lecture and/or lab hours that the
student is required to attend.

Non-Contact DHR

Enter other (non-contact) days and hours to be
arranged per week required of the student.
Key in 1-2 digits and optional .0, .25, .5, .67,
75.

Course Hours Total

Read only boxes that display the values
chosen under the Course Hours per Week
category to the left.

(Click on the Repeatability tab or use Next Tab button to proceed.)
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Repeatability tab

The next subtab is labeled Repeatability. The fields in this tab allow you to select the Repeat
Code for the course. The Repeat Code governs the designated repeatability of the course by

itself--in other words, the code designates how many times the course can be legally repeated by
a student.

To select a repeat code, use the drop down arrow in the Repeat Code box and scroll to select the
appropriate code. Valid repeat codes appear at the top of the list.

[ SR IC student Information System - [Curriculum] =121
[ Qut Window Options  Help = x|

O XEFSE|vRéaER

Course Maintenance | Pragrams of Study | Couse Signatures | Code Maintenance | Aticulslion | Eracts/Repers |

Wersion 3 AGBUS b6 i
Approved course change effective Fall 2007; Transferable CSU anly
Last updated on 8/20/2007 &t 14:33 by Debra Sands-Miler

Hest Tab
Renersl | Desoriptions | Student Pre | Content | Approval | Fomms | Tools |

Basic Infomation | Hous and Units  Reneatabilly | Scheduing | Other Codes |
Repeat Code
22- 8 Times in any Camb cf Levels
2516 Units Total
27 - Exempt From Repeat Provisions
33 - 3Envoliments Tolal
34 - 4 Emvollments Tolal
36 - Independent Study(43898). 6 Units Total 7
R A m r
Oeabetssn Active ]
[ AgHorNmiweldsE Active a:
Ol AgmecDETS4 Active ]
Oagmechetae Active [ =l
Courses in Riepeat Group Clear Selections
I Show all courses
Course | Approval | Description [ Effective_[ Inactive |
FReady
hstan||| 1 5 & © || Bt - miros... | ‘—yewricim po. . | @jserIT currie.. | & eteFramepr. . [[E]sRoC Studen... [RY GBS 217am

Invalid repeat codes are followed by the note in parenthesis "(no longer used)" and should not be
selected for a course. A warning symbol will appear.

[@ 5RIC Student Information System - [Curriculum] oy [ |
[ Quit  Window Options  Help =18 x|

OE» XEEE 0% TéER

Course Maintenance | Programs of Study | Course Sianatures | Cade Maintznance | Aricultian | Extacts/Pieparis |

Version3  AGBUS 56
Appioved cours changs effective Fall 2007 Transferabls CSU only
Last updated on 8/20/2007 2t 14:33 by Debra Sands-Miler

Hewt Tab
General | Desciplions | Student Prep | Content | Approval | Foms | Toois |

Basic Information | Hous and Units Fiepeatabily | S cheduling | Otter Codes |
Repeat Code
03 - 6 Units Within & Semesters [ne longer used) 5 10
05 -6 Uil Within 4 Smesters [no longer usad)
108 Units T otal (o longer used)
11 -8 Urits within 4 Semesters (1o lorger used)
12 -3 Units Total (o longer used)
1310 Units Within 2 Semesters (e langer used]
13-12 Units Totel fno longer used)
15-12 Units Witin 4 Semesters (no longer used)
16 - 12 Units Combined T atal (o longer used]
MLIROTE e T o
D bgbeise 1 Active o
[ bHortHimivweld56 Active 3
[ amecDETa4 Active o
O bamecDetos Active 0 =l
Courses in Repeat Group Clear Selections
AcHenthimi/eld58 I Shaw all caurses
Couse | Appioval | Descripton | Effective [ Inactive |
Ready
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The course may additionally be assigned to one or more repeat groups, each with its own repeat
code. (Creating and maintaining Repeat Groups is a Curriculum Super function that will be
provided under the main tab "Code Maintenance".)

Where repeat groups already exist, the Curriculum Super can add the course to the appropriate
repeat group by checking the box to select the Repeat Group from the existing list. Uncheck
the box to remove the course from the group. Please note that while unchecking the box
removes the course from a repeat group, the action does not clear the Courses in Repeat Group
from the screen below. You must click the Clear Selections button.

i 50 Student Enformation System - [Curriahim] =18 x|
Dl wndow optors Hel 18] x|
O XRERamEy =R

Courte Mantensece | Progroms of Sty | i | Code Mai | duticudation | |

Wertion 1 AGBUS 56 z i
Agpeeed cowse change ellective Fall 2007; Translesable C5U orly
L. o 1638 by

Newt Tab
Genweal | Descricbions | Student Prep | Contert | Appeovl | Fouma | Took | ¥
| Hous and Unts R | Schdidng | Ot s |

Flepest Code

|00 - O Reegaat # Grads vas 0. F. o NC
Fepest Groups.

et [ fuctive Stahu | Repest Code

CIADMINISTRATION OF JUSTICE 61 Active 10

[ Active 00

= i w

At m
Aeten

-]
Courtes in Flepeat Gioun Clear Selections
AgHorNmiw/ekFE ™ Show ol couries
Coure | Approval | Diescrpion | Effecive | inaciive
AGRISS  Approved  Agicuburel Enieeprice Fromet F200
HORT 5% Appioved  Homcuhuasl Entermiine Prosect $2003
WAMSS  Approved  Agicuburel Eniserise Prowet F2003
WELD 56 Appioved  Agicubuedl Entesgrise Propct F2003
Frty
start| | 10 5 8 © | Bt - .. | Cdcuri... | 81scawr.. | Cdocs | @mesoa..|[E3sac st Flutted...| [RPEF2LE 2nm

All users may view the courses in any repeat group by scrolling through the list of Repeat Groups
and clicking on a group to highlight it. This will allow you to see which courses are already
included in the group. The courses appear in the "Courses in Repeat Group" listview below the
list of Repeat Groups. Click the Clear Selections button to remove the list of courses from the
Courses in Repeat Group screen.
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0 58U Student Information System - [Currioubum] =l xl
[Clow window oprons ek =181
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Ready
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By default, only the course versions that are offered in the same timeframe as your course
version appear in listview. To see all course versions in the Repeat Group, check the "Show all
courses" checkbox that appears above the "Courses in Repeat Group" listview.

To deselect, remove the check from the box. To remove the list, click the Clear Selections button.
When a course is in a repeat group, its repeatability is checked beyond the restrictions of its

individual repeat code. Its repeatability is also considered along with enrollments in any of the
other courses in the group.

Data Field Description

Repeat Code The repeat code indicates the limit on the
number of times a student may enroll in a
course. Select a code that applies from the
drop-down list.

Repeat Groups (Super User only.) You may also assign the
course to one or more repeat groups, each
with its own repeat code. Add the course to the
repeat group by checking the Repeat Group.
Uncheck to remove the course from the group.
Click the group to see what courses are in the

group.

Courses in Repeat Group After clicking on a group, the courses appear
in the "Courses in Repeat Group" listview. By
default, only the course versions that are
offered in the same time frame as your course
version appear in listview.

Show all courses Check the "Show all courses" checkbox to see
all the course versions in the Repeat Group.
Clear Selections Click the Clear Selections button to remove

courses from the listview.

(Click on the Scheduling tab or use Next Tab button to proceed.)
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Scheduling tab
Clicking on the Scheduling tab opens an additional tier of subtabs.

Options tab

The Options tab contains parameters that control how sections of the course can be offered.
Indicate whether Audit is allowed by selecting or deselecting the check box. Indicate whether the
course has an open entry/open exit option, and finally, whether credit by exam is an option. A
course must first be approved for a credit by exam option by the Office of Admissions and
Records and a Date Approved entered into the system.

L8l
Quit ‘Window Options Help =13 x|
O XEFEEY R 6 ER
Course Maintenance |Proglams ulStudyl Course S\gnalulesl Code Maintenance Articulat\onl Estracts/Reports
Version 3 AGBUS 56 Introduction teAgri andWine Busi
Approved course change effective Fall 2007; Transferable CSU only
Last updated on 8/7/2007 at 16:38 by Debra Sands-Miller
General IDeschl\onsI Student Frepl Conlentl Approvall Formsl Toolsl M
Basic Information | Hours and Urits | Repeatabilty {2 g Other Codes |
Optians | Acoount Class |
I~ Bud sllowed
OpenEnty/Est — | [ CreditbyEsam ——————
' Never ™ Credit by exam allowed
 Almays Date Appraved Change Date
® @y | [ne/0s/2007 =]
Rieady
i#fjstart |J 5 & O H ncox- .. | Sycumical.. | Bscreer... | Suace | Emetarra.. [T sroc st.. ﬁunt\tled.‘.l | RYGRad 235m
Data Field Description
Audit allowed Courses eligible for auditing will be determined
by the individual departments at SRJC with
concurrence from the Office of Academic
Affairs. Check box if auditing the class is
allowed. Leave unchecked if auditing the class
is not allowed.
Open Entry/Exit The Open Entry/Exit self-paced courses

enable students to begin the course
throughout the semester and to exit the course
when completed. Select a course Open
Entry/Exit status by choosing from the Never,
Always, and Optional radio buttons.

Credit by Exam Check box if the course can be taken for units
by examination The date approved for credit
by exam may be changed in the change date
drop-down box.

(Click on the Account Class tab or use Next Tab button to proceed.)
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Account Class tab

The final tab in this tier, the Account Class tab, lets you select the default budget values that are

used when a section of the course is scheduled.
when necessary.

Choose the proper value from the selection box.

Schedulers can override these default values

The values you see should be appropriate for

your course; the curriculum application prescreens them based on the college's organizational

structure.

|8 sRIC Student Information System - [Curriculum]

3] quit Wwindow Options  Help

=l&lx]
=l&lx

O XE&ESE|¥ R R

Course Mairtenance | Programs of Study | Course S\gnalulesl Code Maintenance Artlculat\onl Extracts/Reports

‘Yersion 3 AGBUS 56 Introducti andWine Busi
Approved course change effective Fall 2007; Transferable CSU only
Last updated on B/7/2007 at 16:38 by Diebra 5 ands-Miller

General IDeschl\onsl Student Frepl Conlentl Approvall Formsl Toolsl

Next Tab |

Eas\clnlormalionl Hoaurs and Umlsl Repeatabilty  Scheduling IDlher Codesl

Options Account Class |

Fu Lo Rs Pog  Acv  Object

Budget Code 50 ;o [63 [ooo0 [oior fesense

Budget Code: Program

0000 - Unrestricted

Budge! Code: Activity
01071 - Agriculture

Ready

igfiStart |J a8 0 “ Inbux—.‘.l acUm:ul‘..l &)5CRIPT... | Jace

| &etabra.|[Esrac st Funtited...| [B@W G P2 EH  zasem

Data Field

Description

Account Class

Budget values that are used when a section of
the course is scheduled. First appears as
default values

Fu Fund: box holds two numeric digits

Lo Location: box holds two numeric digits

Re Responsibility: box holds two numeric digits
Prog Program: box holds four numeric digits
Actv Activity: box holds four numeric digits
Object Object: box holds 4 object and 2 sub object

numeric digits

Account Class Program

Default program values can be overridden by
selecting from drop-down box

Account Class Activity

Default activity values can be overridden by
selecting from drop-down box.

Now that we've entered data for all of the tier 3 tabs under Scheduling, we move back up to tier

two tabs.

(Click on Other Codes tab or use Next Tab button to proceed.)
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Other Codes
The Other Codes sub tab has five subtabs of its own.

Disciplines tab

The Disciplines tab contains the State Academic Senate Discipline List. Check the appropriate
check box in the Disciplines area of the screen. A Discipline comprises the academic area(s) in
which an instructor is qualified to teach the course. One or more Disciplines may be associated
with each course.

[@]5RIC Student Information System - [Curriculum] =1 x|
[ Quit window Options Help =1 x|

OE» XEFSE Y 2 ER

Courss Maintenance | Programs of Study | Course Signatures | Code Maintenance | Atticulation | Extracts/Repotts

Version  AGBUS 56 Introduction to Agriculture and Wine Business Management
Approved course changs effective Fall 2007; Transferable C5U nly

Lastupdated on 8/7/2007 of 16:36 by Debra Sands hiler
Newt Tab
General | Descritions | Student Prep | Content | Approval | Foms | Teols |

Basic Information | Hours and Units | Repeatabilty | Scheduling  Dther Cadesl

Disciplies | Instructional Level | Funding | Distance Ed | Miscellansous |

Disciplines Applicable Disciplines

Discipine | Req A | Description a Discipline | FeqMé | Description [
Oeacct. N Aecounting Moncredi AGBUS N A0 Business & Related Ser.
Oacct... v Aecounting

Oacts.. W Adaptive Computer Tech
Oeactse v Adaptive Computer Tech
OeERD N Aeranautics
AGBUS N fg Business & Related §
OecE.. N Agricultural Engineering
Oecr.. N Agricultural Production
Oe N Administration of Justice
CJéMT.. N Arithropology Noncredit
OemT... v Arithropology
¥
N
N
N
¥
N
N
N
N

O Fe Adaptive FE
D#FenC Adaptive PE Noncredi
O 4FGR Graphic Arts
Architecture

At

Art Mancredit

Sign Language

O &rRcH
OsrT
O &RTHE
OasL
Oauto
O&Fs Banking and Finance .

f = |

Auto Mechanics

Feady

il start H G =N G H ko ... | Cycwricul. | Biscrier., | Cuoce | Emeterra..[[EIsRoc st untited....| [R@ D BB L 2enem

Once a selection is checked on the left panel in the screen, the Applicable Disciplines
automatically appears on the right side of the screen with the correct related information:
Discipline prefix, whether the discipline requires an MA (ReqMA -- yes or no), and a description of
the discipline. Uncheck the boxes to remove these Disciplines from the list.

The lists of Disciplines on the left panel of the screen and the Applicable Disciplines that appear
on the right panel of the screen can be sorted alphabetically by Discipline, by Req MA (MA
Required) or by Description. Simply click a column heading in both the Disciplines and
Applicable Disciplines panel to sort values according the column values. The list order changes.

In addition, the relative size of the two screens can be adjusted. Place your cursor over the gray
dividing line between the screens until the double-sided arrow (or hand for Mac users) appears.
Hold the cursor down and slide the vertical divider between panels to the right or left to see
more or less of one list.

Data Field Description

Disciplines Faculty are assigned to one or more
Disciplines for which they meet district
competency requirements and minimum
gualifications. Check one or more
Disciplines associated with each course
(left panel) to add them to the
"Applicable Disciplines " (right panel);
uncheck to remove them.
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(Click on Instructional Level tab or use Next Tab button to proceed.)

Instructional Level tab

The Instructional Level tab collects data related to course level, including Basic Skills,
Precollegiate Basic Skills, and level below transfer.