COURSELEAF — PROGRAM CURRICULUM EDITS

When creating or editing a program, under the Admission and Curriculum section, there is a section for the Curriculum for the Program. This is what will be
displayed in the Academic Catalog on the Washburn website.

Find the Program in Courseleaf and click the green Edit Program button. Scroll down to the Curriculum section.

Curriculum
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Bachelor of Musical Arts - 120 Hours

General Education Requirements - 39 Hours

[~ Course List

Required Courses - 12 hours

WU 101 The Washburn Experience (Course List - Double Click to Edi 3

EN 101 First Year Writing (minimum grade of C) 3

EN 300 Advanced College Writing (Teaching Emphasis Required) 3

MA 112 Contemporary College Mathematics (or above; minimum grade of C) 3

Social Sciences -9 hours 1

HI 105 Introduction to World Music and its History (required for all Music 3
Majors)

Elective 3

Elective 31 v

The following sections will outline how to make edits.



PARAGRAPH FORMAT

Click the cursor in front of the word Bachelor. In the format drop down menu (where Heading 2 is displayed), select the format you want.
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Bachelor of Musical Arts - 120 Hours
In the example below, if you selected Normal in the drop-down menu, the font would change:
B @ @ - Qb3 i) EI|B I U = xEE]E::E E = iE 99
MNormal = || Styles - K| = i = Q| B B @ source

Bachelor of Musical Arts - 120 Hours

In the example below, the first line is Heading 2, the second line is Heading 3.
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Bachelor of Musical Arts - 120 Hours

General Education Requirements - 39 Hours

If you want to add normal text after the General Education Requirements — 39 Hours, click your cursor at the end the text (Hours) and click Return. Select
Normal for the format. In the example below, you can see how the normal text is now added.
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Bachelor of Musical Arts - 120 Hours

General Education Requirements - 39 Hours

This allows you to type in normal text. |



COURSE LIST / CHANGE FORMATTING

NEW COURSE LIST
((IMPORTANT — PLEASE READ! If you are creating a new program, it is easier to edit data from an existing program that is similar and modify VERSUS
starting from scratch. Once you have clicked Propose a New Program, the New Program Proposal window will open. In the top right corner, click on
the Propose New from Existing Program. Data from that program will be pulled into the new program form. Edit this to fit your new program.))

To create a new course list, click on the Insert / Edit Formatted Table icon (as seen below, looks like an Excel table). The Insert Formatted Table window will
open. In the drop-down menu, select Course List. Click OK. A blank Course List window will open.

Curriculum
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| Insert/Edit Formatted Tablei

EDIT COURSE LIST
To edit an existing course list, hover your mouse over the Course List (inside the blue box). The cursor will pop-up a message to “Course List - Double Click to
Edit”. Double click to open the editing window.

Course List X
Curriculum
B3 E Qty =BT U xx E = = == = E 99 College of Arts and Sdences - Sum Hours
Mormal  ~ || Styles - B e &= QB @ B source English (EN) v /
EN 100 Developmental English ~ Required Courses - 12 hours  *
. ” EM 102 Freshman English Honors WU 101 The Washburn Experience
Bachelor of Musical Arts - 120 Hours EN 103 Academic Reading & Research EN 101 First Year Writing
EN 105 Introduction to English Studies EN 300 Advanced College Writing
General Education Requirements - 39 Hours EN 110 Multicultural American Literature MA 112 Contemparary College Mathematics
r Course List EM 112 Ma.zterp\leces le Amelrlc:an Literature Social Sciences - 9 hours
EN 113 Medieva FDDU ar Culture w | |HI 105 Introduction to World Music and its
Required Courses - 12 hours EN 116 Mystery Literaty Histnry
EN 131 Und g Short Fiction Comment:
Wu 101 The Washburn Experience 3 ories Around the World

|Course List - Double Click to Edit SEUEITE

. - . EN 135 Introduction to Literature Cross
EN 101 First Year Writing (minimum grade of C) 3 EN 138 Kaneas Literature Rereess
EN 300 Advanced College Writing (Teaching Emphasis Required) K EN 145 Shakespearean Afterlives

Or Class:
EM 177 Science Fiction Hours:
MA 112 Contemporary College Mathematics (or above; minimum grade of C) 3 EN 178 Fantasy
" : Footnote:
. . EM 190 Film Appreciation
Social Sciences - 9 hours ? . PP -
EM 192 Literature & Film W Indent Area Header
HI 105 Introduction to World Music and its History (required for all Music 3 uick Add: T Subtatal Area Subheader
Majors)
. Add Camment Entry Move Up || Mave Down
Elective 3
Elective 3l v

| cancel
ance 4

The Course List window will open. The courses displayed are listed in the top right window. All course changes will be completed in this window. The following
sections will provide examples and steps on how to make changes to the course list.



COURSE HEADERS AND SUBHEADERS

Within the Course List, you may want Headers to call out sections of the program.

The following list are changes you may want to make in Courseleaf:

Reguired Courses - 12 hours /

Course List

| College of Arts and Sdences
| English (EM)

EN 100 Developmental English

EM 102 Freshman English Honors

EN 103 Academic Reading & Research
EN 105 Intreduction to English Studies
EM 110 Multicultural American Literature

] SumHours

Required Courses - 12 hours
WU 101 The Washburn Experience

EN 101 First Year Writing

EN 300 Advanced College Writing

MA 112 Contemporary College Mathematics

'.ﬂth 1 D 1 The -llﬂll.ashburn Experienl:e 3 | EM 112 MasT.:erple:es of American Literature Social Sciences - 9 hours
EN 113 Medieval Papular Culture |_| HI 105 Introduction to World Music and its
EM 116 Mystery Literature 2B | Histary
EM 101 First Year Writing (minimum grade of C) 3 EN 131 Understanding Short Fiction Comment: [ equired Courses - 12 hours
EN 133 Stories Around the Warld | <<|  Sequence:
. . i . EM 135 Introduction to Literature T Cross
EM 300 Advanced College Writing (Teaching Emphasis Required) 3 EN 138 Kansas Literature Reference:
EN 145 Shakespearean Afterlives Or Class:
MA 112 Contemporary College Mathematics (or above; minimum grade of C) 3 E: 1:; f:;ﬁ”‘:; Fiction Hours: | |
EM 190 Film Appreciation Foatnate: | |
EM 192 Literature & Film " [ Indent Area Header
Quick Add: | [(add course | [ subtotal (] Area Subheader
\_Add Comment Entry | | Mave Up H Mowve Down |
Cancel 4
ACTION BEFORE STEPS AFTER

- Add a new header
Required Courses - 9 Hours

wWu 101 The Washburn Experience

EXAMPLE:
Add “GENERAL EDUCATION”
above Required Courses.

e In the Course List window, click the text
“Required Course” in the top left window
to highlight / select.

NOTE: This action will also direct
Courseleaf where to place the text.

e Click Add Comment Entry button. Enter
text. Click OK.

e To move the text above Required
Courses, click the Move Up button.

o Click Area Header checkbox to make the
text bold. Click OK.

GENERAL EDUCATION
Required Courses - 9 Hours

WU 101 The Washburn Experience




ACTION

BEFORE

STEPS

AFTER

- Edit header text

EXAMPLE:
Remove 9 Hours

GENERAL EDUCATION
Required Courses - 9 Hours

WU 101 The Washburn Experience

¢ In the Course List window, click the text
“Required Course” in the top left window
to highlight / select.

¢ In Comments field, delete text.

e Click OK.

GENERAL EDUCATION
Required Courses

WU 101 The Washburn Experience

- Header not bold
- Change header text

EXAMPLE:
Change 12 hours to 9 Hours

Required Courses - 12 hours

Wu 101 The Washburn Experience

e In the Course List window, click the text
“Required Course” in the top left window
to highlight / select.

e Click the Area Header box to uncheck.

e In Comments field, change text.

e Click OK.

Required Courses - 9 Hours

Wu 101 The Washburn Experience

- Header to be BOLD and
ITALICS

Required Courses - 9 Hours

Wu 101 The Washburn Experience

e In the Course List window, click the text
“Required Course” in the top left window
to highlight / select.

e Click the Area Subheader checkbox.

e Click OK.

Required Courses - 9 Hours

WU 101 The Washburn Experience




Course List x
|. College of Arts and Sciences R \ D Sum Hours.
COURSE CHANGES (Engen @0 2
EN 100 Developmental English ~ Required Courses - 12 hours ~ *
The following list are course changes you may want to make in Courseleaf: EN 102 Freshman English Honors WU 101 The Washburn Experience
ENM 103 Academic Reading & Research
EM 105 Introduction to English Studies EN 300 Advanced College Writing
EM 110 Multicultural American Literature MA 112 Contemporary College Mathematics
i EM 112 Masterpieces of American Literature Social Sciences - 9 hours
Required Courses - 12 hours i cla
q EN 113 Medieval I.Dopular Culture |:| HI 105 Introduction to World Music and its
EM 116 Mystery Literature S History bt
WU 101 The Washburn Experience 3 EN 131 Understanding Shart Fiction Comment | minimum grade of C |
EN 133 Stories Around the World [<<| sequence: ‘ |
. » L ENM 135 Introduction to Literature — Cross
EMN 101 First Year Writing (minimum grade of C) 3 EN 138 Kansas Literature ot | |
EN 145 Shakespearean Afterlives Or Class: ‘ |
EM 300 Advanced College Writing (Teaching Emphasis Required) 3 EN 177 Seience Fiction Hours: 3 |
EM 178 Fantasy
i . EM 190 Film Appreciation Footnote: ‘ |
MA 112 Contemporary College Mathematics {or above; minimum grade of C) 3 EN 192 Literature & Film v O ndent [ Area Header
Quick Add: | | (add Course | [ subtotal [ Area Subheader
| Add Comment Entry | | Move Up | | Move Down |
cancet |14
ACTION BEFORE STEPS AFTER

- Remove course from list. Required Courses - 12 hours

Wu 101 The Washburn Experience
EXAMPLE:

EN 101 First Year Writing (minimum grade of C)
Remove EN 101

EN 300 Advanced College Writing (Teaching Em

In the Course List window, click the
course “EN 101" in the top left window to
highlight / select.

Click the left-facing arrows I-i-to
remove the course.
Click OK.

Required Courses - 12 hours
Wu 101 The Washburn Experience

EN 300 Advanced College Writing (Teaching

- Add a new course. Required Courses - 12 hours

WU 101 The Washburn Experience

EXAMPLE:

Add AR 103 EN 300 Advanced College Writing (Teaching

In the Course List window, click the
course “WU 101” in the top left window
to highlight / select.

NOTE: This will also direct Courseleaf
where to place the text.

In the top left corner, in the college drop
down menu, select CAS.

In the subject drop down menu, select
Art.

Click on the AR 103 course in the left
window to highlight / select.

Click on the right-facing arrows . # . to
add the course. Click OK.

Required Courses - 12 hours

Wu 101 The Washburn Experience
AR 103 Introduction to Art
EN 300 Advanced College Writing (Teaching Emphasis Required)




ACTION

BEFORE

STEPS

AFTER

- Add a course that has not
been fully approved in
workflow.

- Add a course without
searching for it.

EXAMPLE:
Add AR 103

NOTE: Items in workflow
will not be available in the
drop-down menus. You
must use the quick add
feature.

Required Courses - 12 hours
Wu 101 The Washburn Experience

EN 300 Advanced College Writing (Teaching

e In the Course List window, click the
course “WU 101" in the top left window
to highlight / select.

NOTE: This will also direct CourseLeaf
where to place the text.

e In the bottom left corner of the window,
type in the course you want to add.

NOTE: Remember to add a space
between subject (all caps) and code.

e Click Add Course.
e Click OK.

NOTE: If you are adding a new course that is
going through workflow, the course will be
appear as “Course Not Found”. Once
approved, the table will automatically
update.

Required Courses - 12 hours

Wu 101 The Washburn Experience
AR 103 Introduction to Art
EN 300 Advanced College Writing (Teaching Emphasis Required)

- Add comment next to
course.

EXAMPLE:
Add “Minimum grade of C”
next to AR 103.

Required Courses - 12 hours
WU 101 The Washburn Experience

AR 103 Introduction to Art

e In the Course List window, click AR 103
to highlight / select.
e In the Comment field below, type text.

NOTE: Do not add (), CourselLeaf will add
automatically.

e Click OK.

Required Courses - 12 hours
WU 101 The Washburn Experience

AR 103 Introduction to Art (Minimum grade of C)

- Add an “or” to the course.

EXAMPLE:
Add AR 140 as an optional
course.

Required Courses - 12 hours
WU 101 The Washburn Experience

AR 103 Introduction to Art (Minimum grade of C)

e In the Course List window, click AR 103
Course to highlight / select.

e In the Or Class field below, type AR 140.
NOTE: Remember to add a space
between subject (all caps) and code.

e Click OK.

NOTE: If you are adding multiple OR
courses, use a COMMA to separate the
courses in this field (ex. AR 140, AR 150)

Required Courses - 12 hours

Wu 101 The Washburn Experience
AR 103 Introduction to Art
or AR 140 Drawing |




ACTION

BEFORE

STEPS

AFTER

- Reorder courses

EXAMPLE:
Move EN 300 below WU 101
course.

Required Courses - 12 hours
WU 101 The Washburn Experience
EN 101 First Year Writing (minimum grade of C)

EN 300 Advanced College Writing (Teaching Emphasis Required)

e In the Course List window, click EN 300
Course to highlight / select.

e Click Move Up button once.

o Click OK.

NOTE: Move Up and Move Down buttons
allow you reorder ALL items in the list.

Required Courses - 12 hours

Wu 101 The Washburn Experience
EN 300 Advanced College Writing (Teaching Emphasis Required)
EN 101 First Year Writing (minimum grade of C)

- Remove the “or” course.

EXAMPLE:
Remove AR 140 as an
optional course.

Required Courses - 12 hours

WU 101 The Washburn Experience
AR 103 Introduction to Art
or AR 140 Drawing |

e In the Course List window, click AR 103
Course to highlight / select.

In the Or Class field below, remove the
text.

Click OK.

Required Courses - 12 hours
Wu 101 The Washburn Experience

AR 103 Introduction to Art (Minimum grade|

- Add an “and” to a course.

EXAMPLE:
Students must take AR 103
& AR 220 & AR 300.

Required Courses - 12 hours
WU 101 The Washburn Experience

AR 103 Introduction to Art (Minimum grade of C)

In the Course List window, click AR 103
Course to highlight / select.

In the Sequence field below, type AR 220,
AR 300.

NOTE: Remember to add a space
between subject and code.

Click OK.

Required Courses - 12 hours

WU 101 The Washburn Experience
AR 103 Introduction to Art
& AR 220 and Photography |
& AR 300 and Art Theory Past and Present

- Remove an “and” to a
course.

EXAMPLE:
Students must only take AR
103

Required Courses - 12 hours

Wu 101 The Washburn Experience
AR 103 Introduction to Art
& AR 220 and Photography |
& AR 300 and Art Theory Past and Present

In the Course List window, click AR 103
Course to highlight / select.

In the Sequence field below, removed
the text.

Click OK.

Required Courses - 12 hours
WU 101 The Washburn Experience

AR 103 Introduction to Art (Minimum grade of C)

- Add a generic “elective” to
the course list.

EXAMPLE:
Add an elective under the
Social Sciences header.

Natural Sciences and Mathematics

MA 116 College Algebra

In the Course List window, click MA 116

Course to highlight / select.

NOTE: This action will also direct

Courseleaf where to place the text (below

the highlight).

e Click Add Comment Entry button. Enter
text “Elective”.

o Click OK.

Natural Sciences and Mathematics
MA 116 College Algebra

Elective




ACTION

BEFORE

STEPS

AFTER

- Add Credit Hours to
generic Elective courses.

EXAMPLE:
Add 3 credit hours to the
Elective courses.

Natural Sciences and Mathematics
Elective
Elective

Elective

1’

e In the Course List window, click “Elective’
to highlight / select.

e In the Hours field, enter 3.

e Repeat process for each course.

e Click OK.

Natural Sciences and Mathematics

Elective 3
Elective 3
Elective 3

NOTE:

You can use the Add Comment Entry as another way to add course information to your list. In the example below:

- The Applied Lessons and Piano line items were added by using Add Comment Entry. You can add as much text as needed.
- The MU 070 course is automatically hyperlinked by CourseLeaf, as long as you type it with all caps and one space between subject and number.

- The credit hours were manually added in the Hours text box.

- To edit the linge, the click the line item and the information will be displayed in the Comments text box.

MU 133 and MU 134 courses have the Indent checkbox selected, this will not display the credit hours.

Music Lessons - 14 hours Course List x
1 3 5 = | College of Arts and Sciences ~ |
Applied Lessons in concentration area (MU 070 required enrollment each semester) 12 EEme w O sumtours
. . . MU 070 Performance Class ‘“ MU 325 Music History I )
Piano - Students must take at least 2 hours of Group Piano or piano lessons and pass the 2 MU 0704 Performance Class MU 326 Music History II
Piano Proficiency Exam prior to the 4th Semester Jury. Students must enroll in Group MU 0708 Performance Class MU 327 Music Histary 111
Pi til the Pi Profici E . dF t the followi ired MU 100 Enjoyment of Music Music Lessons - 14 hours
lano until the Flano Fraficiency Exam Is passed. For maost, the Tollowing are required: MU 103 Jazz History T e ————
MU 104 Movies & Music (MU 070 r_EqulrEd enrollment each
i MU 106 Introduction to World Music and its R EEmES oyl
MU 133 Group Piano | History |i| Fiano - Students must takg at least 2 &
MU 108 History of American Rock & Raoll Comment: [
. - | Applied Lessons in concentration area (MU 07
MU 134 Group Piano Il MU 109  Piano for Beginners [ — | |
) ) | << | Sequence:
MU 110  Piano for Beginners I1 —
MU 111  Guitar for Beginners Cross
. . Reference:
MU 113 Music and Religion
. Or Class:
MU 120 Fundamentals of Music Theory
MU 145  Marching Band Hours: | 12 J
MU 146 Pep Band Footnote: | |
WIS o o Ebcain Dvoen O aaressr
Quick Add: | |[‘Add course | [ subtotal [ Area Subheader
|_ Add Comment Entry | | Move Up || Move Down |

OK Cancel
A




FOOTNOTES

Within the Course List, you may want to add a footnote. The following section outlines how to add or edit footnotes.

Social Sciences - 9 hours '

HI 105 Introduction to World Music and its History (required for all Music
Majors)

Elective

Elective

Natural Sciences and Mathematics - 9 hours 2

Elective

Elective

Elective /
Arts and Humanities - 9 hours ¥

Elective in Art or Theatre (no music courses allowed)

Elective

Elective

[ Footnotes

1 AN, EC, GG, HI, IL170, PO, PY, SO - Max 6 hours any discipline
2 AS, Bl CH, GL, MS, PS, IL170, MM, PH, RG, TH - Max 6 hours any discipline

° AR, EN, HN, PH, RL, MM, ML, TH - Max 6 hours any discipline; at least 3 must be AR/TH

1. Toadd or change a footnote, in the Course List window, click on the Header or Course that
you wish to add or change a footnote. In the Footnote field, add or adjust the number for the

footnote. Click OK.

Course List X
| College of Arts and Scences v | [ Sum Hours
| Mathematics (Ma) v |
MA 090 Preparation for Quantitative Reasoning Elective ~
Pathway Elective
MA 095 Preparation for College Algebra Elective
Fathnay Arts and H ities - 9 I
. S an umaniues - nours
MA 108 College Algebra Preparation | . h .
MA 116 College Algebra Eoici‘;i IarhoASeod;T eatre (no music
MA 117 Trigonometry Elective
MA 123 Pre-Calculus | o ‘ Elective v
MA 131 Topics in Trigonometry and —
Intreduction to Calculus Comment: | arts and Humanities - 3 gpurs
MA 140 Statistics | << \ Sequence:
MA 141 Applied Calculus T Cross
MA 151 Calculus & Analytic Geometry 1 Reference:
MA 152 Calculus & Analytic Geometry 11 Or Class:
MA 200 Number & Operation for Elementary Hours: |
Teachers
MA 201 Geometry, Proportion & Data Analysis Footnote: |3 |
for Elementary Teachers
MA 94 Mimmbher Thenm: 2n A Micnrate Math far " [ indent Area Header
Quick Add: | || Add Course | [ subtotal [0 Area Subheader
| Add Comment Entry \ | Maove Up | | Move Down |
Footnotes
A
| Mave Up | | New Footnote |
| Move Down | | Delete Footnote |
v
- o

EXAMPLE: In the example above, each Header has a footnote, so we have added a 1, 2, and 3
in the Footnote field for each of the headers. You can add a footnote to any line item.

2. To edit the existing footnote message, hover the mouse over the footnote section. Double

click the section to edit. The footnote window will open. In the top left corner, click on the
footnote number you wish to edit. In the Footnote Content section below, edit the message.

Click OK when completed.

NOTE: From the Footnotes window, you can add, remove or reorder footnotes.

Footnote Content:

[ERGT] % BB I U *x x| =
K| = i ||= QB | [ source

AN, EC, GG, HI, IL170, PO, PY, SO - Max 6 hours any discipline

Ccancel



SUM HOURS / TOTALS / SUBTOTALS

Within the Course List, you may want to add or adjust how the subtotals or totals of credits are displayed. The following section outlines how to edit these.

Core
Bl 102 General Cellular Biology B
Bl 103 General Organismal Biology 5 Course List X |
Bl 301 General Microbiology 4 SR 3 = ] sumtours
| English (EN) v |
Bl 333 General Genetics 4 EM 100 Developmental English N Required Courses - 12 hours  *
EN 102 Freshman English Honors WU 101 The Washburn Experience
} - EN 103 Academic Reading & Research i it
Bl 390 Biology Seminar (Capstone Course) 1 i i ; EN 101 First Year Writing
EN 105 Introduction to English Studies EN 300 Advanced College Writing
EM 110 Multicultural American Literature M4 112 Contem i
= . . porary College Mathematics
Bl 395 Research in Biology (Capstone Course} 1 EN 112 Masterpieces of American Literature Social Sciences - 9 hours
EN 113 Medieval Fopular Culture |;| HI 105 Introduction to World Music and its
Subtotal 20 EN 116 Mystery Literature =~ ) Histary bt
EN 131 Understanding Short Fiction Comment:
EN 133 Stories Around the World |:| Sequence:
EN 135 Introduction to Literature [ Cross
EM 138 Kansas Literature Reference:
EM 145 Shakespearean Afterlives Or Class:
EN 177 Science Fiction Hours:
EN 178 Fantasy ’
EN 190 Film Appreciation Footnote:
EN 192 Literature & Film W Indent Area Header
Subtotal 28-30 - -
Quick Add: | || Add Course | Subtotal Area Subheader
Additional Courses | Add Comment Entry | / | Move Up || Move Down |
Select additional Bl courses 18

m Cancel
Subtotal 18 - —/4

Total Hours 66-68

NOTE: The hours field is automatically populated with the credit hours assigned to the course.



ACTION BEFORE STEPS AFTER

e In the Course List window, click the

- Subtotal hours for a course “MA 112" in the top left window
section of classes Required Courses to highlight / select. Required Courses
WU 101 The Washburn Experience 3 NOTE: This will also direct CourselLeaf o) T AT E e 3
EN 101 First Year Writing 3 where to place the text. EN 101 First Year Wrtting 5
EN 300 Advanced College Writing 3 e Click Add Comment Entry button. Enter B
3 “ ” . EN 300 Advanced College Writing 3
EXAMPLE: MA 112 Contemporary College Mathematics 3 Subtotal”. Click OK. ‘
Add a Subtotal below the o With “Subtotal” highlighted / seIected, MA 112 Contemporary College Mathematics 3
four courses of 12 hours. click Subtotal checkbox. Click OK. sl 12
- Add Total Hours e In the Course List window, click the Sum
Hours checkbox in to the top right
corner.

SEE NOTE BELOW!

Mon-Biology Courses

Select one of the following physics
sequences:

PS 261 College Physics 1
i . i PS 281 General Physics [
Note: Total Hours is automatically calculated by Courseleaf. If a requirement has a range of hours (3-5 for example), you  |cH1st Fundamentals of Chemistry 1

may need to specify which number should be included in the total hours with a colon (e.g.,3-5:5 will add 5 hours to the CH.340_Organic Chemistry 1

Cumment:|
total hours). | seauence | "
con
Using the colon function allows the catalog to display the correct hours required for the degree, rather than a range. “‘gf::: e y 4
Hours: | 3.5 l
antnnte:|
] Indent [[] Area Header

[[] Subtotal [7] Area Subhsader




INDENT / SELECT X COURSES or CREDITS

If you want to create a pick list of possible options a student can choose from (Example: select X number of courses or select X credits of the following), select
the Indent checkbox when the courses are added to the list. This will remove the credits from the courses.

Select one of the following: 3
Bl 314 Statistics for Biologists
MA 140 Statistics
~
Subtotal ~ Subtotal " Zumtil.t tive C
. . uantitative Course uantitative Course
Quantitative Course Q A .
- - - - Select one of the following: Select one of the following:
Select one of the following: Statistics for Biologists BI 314 Statistics for Biologists
BI 314 Statistics for Biclogists MA 140 Statistics MA 140 Statistics
MA 140 Statistics Subtotal Subtatal
Subtotal | Additional Math Course Additional Math Course o
i T v R TS DR TR S R T S S
Adldlltlﬂnal Hliﬂ.:h Course W Comment: | | Comment: | |
- - :_ : Sequence:
Comment: |select ane of the following: t)  Sequence:| | | |
Cross Cross
Sequence: Reference: | | Reference: | |
Cross Or Class: | | Or Class: | |
Reference: Hours: 3 | Hours: |3 |
Or Class: Footnote: | | Footnote: | |
Hours: |3 | Indent ] Area Header Indent [ Area Header
Footnote: | | [] subtotal  [] Area Subheader [ subtotal ] Area Subheader

NOTE: For the example, the credit hours are manually added to the “Select one of the following” line, under the Hours field.
- The “Select one of the following” line is added by clicking Add Comment Entry.
- You must also manually add the credit hours in the Hours field for this entry.



PLAN OF STUDY

To create a plan of study, click on the Insert / Edit Formatted Table icon (as seen below, looks like an Excel table). The Insert Formatted Table window will
open. In the drop-down menu, select Plan of Study Grid. Click OK. A blank Plan of Study Grid window will open.

Curriculum
E & @ Q b3 =B I U x|l & = s||i= = = 99
Format - || Styles - K| = 1= Q82 BT @ soure
[Insertf'Edit Formatted Table ~
1. Inthe top right corner, in the drop-down menus, select the Year and Plan of Study Grid X
Term you wish to start the Plan of Study. (o A —— 2
2. Once the time range is select, in the top left corner, in the drop-down |' -
menus, select the College and Courses you want to add.
3. Once the course list displays, click the course to select / highlight.
Click the right arrow button.
4. Continue to add your courses to the appropriate year and term.
5. Follow the instructions in the sections above to customize as you =S
need. T
6. Click OK. (<)
7. The Plan of Study will preview. o S:T::;:
Cross
Or Class:
FALL HOURS Hours:
AR 103 Introduction to Art 3 Footnate:
AR 101 Survey of Art History, Prehistoric to Medieval 3 Quick Add: | |[ Add course |
AR 141 Drawing II 3 [M] [M] [m]
AR 219 Introduction to Printmaking 3 -
Hours 12 Cancel
SPRING
AR 223 Graphic Design | 3
AR 226 Video Editing: FinalCut Pro 3
AR 231 Basic Multimedia 3
AR 240 Painting | 3

Hours 12



