CourselLeaf CIM Tip Sheet

Filling out a Course List (Core and Support Courses)

Prefer video? Scroll to the bottom of this tip sheet for a link!

This tip sheet is for faculty users who are filling out the Narrative section of their new
degree/certificate, after their Proposal has been approved by CCC. For full information about
the process to create a new degree/certificate, visit the CCC’s Degree or Certificate Process &
Resources webpage.

Course Lists are used in the Core Courses and Support Courses fields, to select the courses for your
new degree or certificate. When editing your new degree/certificate and filling out the Narrative
information, open a Course List by double-clicking it. The Course List will appear as a pop-up window
within the form.
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Course List Functionality
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Basic Functionality

To add a course to a Course List:
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a. Use the drop-down menu (1) to select the subject code for the course
b. Click the course in the results box (under the drop-down menu) to select
c. Click the right-arrows button (2) —the course will appear in the Course List box on the right, at
the bottom of the list
o To add a course to a specific place within the existing Course List, first locate that place in
the Course List box (on the right) and select the course that's above where you'd like the
new course to appear. With that course selected, follow steps a-c, above, to add the new
course—the course should appear in the Course List box exactly where you want it

To remove a course from a Course List:

a. Click the course in the Course List box (on the right) to select
b. Click the left-arrows button (3)—the course will disappear from the Course List box

To move a course or row of text/comment up or down within a Course List:

a. Click the course or comment in the Course List box (on the right) to select
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b. Click the "Move Up" or "Move Down" button (9) to move the course or comment to the desired
place within the Course List

Note: We generally list courses in alphabetical order by subject code, and then in numerical order
within each subject.

Advanced Functionality
In most cases, you will not need to use any of the following when filling out a Course List
To add a row of text/comment to a Course List (e.g., "Select 10 units from the following:"):
a. Click the "Add Comment Entry" button (4)—a pop-up field will appear
‘Add Comment Entry - |
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b. Enter your desired text and click the "OK" button—the comment will appear in the Course List

box on the right and will be added to the Course List as plain text, for example:
WIAIM rvepL AFrLICD LINCARN AL

Select 10 units from the following:
AAATLI FNA4nNn ClI CAMCANITADV OTATION

Note: To edit an existing comment, click it to select, and edit the text in the "Comment" box (5).

To list multiple courses on a single row—"or" relationship:

a. Add the first course to the Course List (see steps, above)—or, if the course is already listed,
click it to select

b. Inthe "Or Class" box (7), enter the course code (subject + number) of the second course

o You may add multiple courses by separating the course codes with a comma and a space
(e.g., "ECON FO09H, POLI F009., POLI FOO9H")—please note that Banner formatting must
be used for course numbers (see below for tips)

c. The courses will appear in the same row of the Course List, with "or" between each, for
example:

ECON F009. INTERNATIONAL POLITICAL ECONOMY 4
or ECON FO09H HONORS INTERNATIONAL POLITICAL ECONOMY
or POLI FO09. INTERNATIONAL POLITICAL ECONOMY
or POLI FOO9H HONORS INTERNATIONAL POLITICAL ECONOMY

Important Note: When using this feature, if the courses do not carry the same unit value, you must
manually update the "Hours" box (8) and enter the range of units across the courses listed. For
example, if one course is 4 units and one is 5 units, enter "4-5" in the box.

To list multiple courses on a single row—"and" relationship:

a. Add the first course to the Course List (see steps, above)— or, if the course is already listed,
click it to select

b. Inthe "Sequence" box (6), enter the course code (subject + number) of the second course

o You may add multiple courses by separating the course codes with an ampersand (e.g.,
"PHYS F002B & PHYS F002C")—please note that Banner formatting must be used for
course numbers (see below for tips)
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c. The courses will appear in the same row of the Course List, with "&" between each, for
example:

PHYS F002A GENERAL PHYSICS 15
& PHYS FO02B  and GENERAL PHYSICS
& PHYS F002C  and GENERAL PHYSICS

Important Note: When using this feature, you must manually update the "Hours" box (8) and enter
the total combined units for the courses. In the example, above, you would enter "15" in the box, as
each is a 5-unit course.

Additional Tips

Course Lists pull course information directly from the CORs in Courseleaf, and symbols are used to
indicate the following:

e New Course ¥ = this course is currently in the proposal stage of being created and is not yet
active. This may impact the activation timeline for the new degree/certificate

o Edited Course ® = this course either has edits in progress for a future term or is a new course
in the later stages of being created and is not yet active. This may impact the activation timeline
for the new degree/certificate

e Deleted Course * =this course is either currently inactive or is in the process of being
deactivated. It needs to be either reactivated or removed from the Narrative

Special formatting is used for course numbers in CIM, to match the Banner system. Any time you’re
typing in a course number manually, keep the following in mind:

e Course number must begin with “F”
e For course numbers that do not end in a letter, a period (“.”) must be appended
e Course number must contain five characters (including the “F” and, if applicable, a period)
e For example:
o ENGL 1A > ENGL FOO1A
o MATH 105 - MATH F105.
o SOC 1 -> SOC Fo001.

o If you make a typo in the course number, you’ll see an error message within the Course List, for
example:

ENGL 1A |[Course ENGL 1A Not Found|

Don't forget to enter the Core Course Units and (if applicable) Support Course Units, just above your
completed Course Lists, within the Core Courses and Support Courses fields, for example:

Core Course Units:

I' Course List

Prefer video training? We offer a video version of this tip sheet! For it and other tip sheets and videos
related to CourselLeaf, please check out our full slate of training resources, available on the CCC's
CourselLeaf Resources webpage. If you have any questions about editing a Course List that are not
addressed by this tip sheet or the video version, or need any additional guidance on this process,
please email courseleaf@fhda.edu.
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