
Kevin

Kevin
All should be “None selected”�

Kevin

Kevin
Pull down to choose start date for changes to take effect

Kevin
Pull down and selection Rationale

Kevin
Explain why making changes, note any specific issues addressed. If only modifying select items, note here
so later readers need not read the entire document. #3 on old form.�

Kevin
IGNORE

Kevin
IGNORE

Kevin
INGORE 
(Unless Crosslisted)�

Kevin
IGNORE

Kevin
Course Description = #26 on old form. Note: at end of Course Description should list transferability (for example, (CSU/UC Area C-1. etc.,)  This info is #15 and #14 on old format

Kevin
Your Name Here

Kevin



Kevin

Kevin
Keep as is

Kevin
Keep as is

Kevin
Keep as is

Kevin
Leave unchecked

Kevin M
Leave unchecked unless designated as auditable.  
For list, see COM website, link in instructions.

Kevin
Keep at 0

Kevin
Leave blank/Ignore

Kevin
Leave blank/Ignore

Kevin
Keep as is (should roll over to this)

Kevin
IGNORE (for now f18)

Kevin
IGNORE TWO BOXES BELOW (for now f18)

Kevin
IGNORE

Kevin
IGNORE

Kevin
IGNORE

Kevin
IGNORE

Kevin
IGNORE THIS SECTION



 

Kevin
IGNORE

Kevin
IGNORE

Kevin
IGNORE

Kevin
IGNORE

Kevin
IGNORE

Kevin
LEAVE UNCHECKED

Kevin
LEAVE UNCHECKED

Kevin
IGNORE

Kevin
KEEP ON DEFAULT PROFILE

Kevin


Kevin M
Check: for studio courses should be
3 Lecture and 3 lab. 0 for activity. 
Out of class for lecture should be double, 
but if not, don’t worry.

Kevin
If checked, will auto calculate. UNCHECK to
manually change numbers below. 

Kevin


Kevin
IGNORE

Kevin
IGNORE

Kevin
IGNORE

Kevin
IGNORE

Kevin
IGNORE

Kevin
Units section continued on next page

Kevin
Units and Hours

Kevin



 

Kevin
Units continued p2 of 2

Kevin
IGNORE

Kevin


Kevin
IGNORE THIS FIELD

Kevin
CHECK THAT UNITS ARE CORRECT.

Kevin


Kevin


Kevin
Leave at 0

Kevin M
CHECK THAT LOAD IS CORRECT
4.98 for studio courses
3.0 for lecture courses 
If incorrect and you cannot 
change it, then note correct 
load in comments box. After 
you write a comment, be sure
to click “Add comment” button.

Kevin M



Kevin

Kevin
Information for this section from #1 on old form; list 
required Pre- and Co-Requisites┉

Kevin
The most complicated section. 

Multiple screen shots 
follow. 

Look over them to understand both process and content. 

Also, look at examples of pre-reqs for all levels of Life Drawing at the end of these instructions. 

Best to create them in a Word doc before entering them here.�



Kevin
To add Pre-Requisite:


1. Click on Add Group button�

Kevin
2. These two buttons will appear. 

     Click on Add Requisite button ᔉ

Kevin

Kevin



Kevin
4. Select appropriate course from the lower
    drop down menu. 

    You will need to know the prereq course 
     in advance.陀

Kevin
3. Select Prerequisite from this drop down menu.

Kevin

Kevin

Kevin
5. Click Add Requite Button.

Kevin



Kevin
6. The appropriate/selected pre-req will appear here.

Kevin

Kevin
7. Click on Select Objectives and Outcomes button.

Kevin

Kevin



Kevin
This dialog box will appears over the previous screen. 

From here you need to select the correct and current Outcomes. 
(identified as Skill and Technique; Creativity and Design; and Critique). 

If you don’t see these, then you need to update your outcomes. Speak to Logan/Kevin

8. Check the appropriate boxes.
�

Kevin

Kevin

Kevin

Kevin

Kevin
9. Click the blue
    Add button.�

Kevin



Kevin M
All the Outcomes for the Pre-Req now appear. However, you must now explain the relationship between the outcomes from the Pre-Req course, and the skills you expect students to have in the course. This might seem over the top, but it can be useful/necessary when addressing students who wish to skip a level (or high school students seeking to enroll).

Kevin M
10. Carefully cut the first Outcome, here Skills and Techniques. Omit numbers and bullet points.

Kevin M
11. And paste first Outcome in the empty box identifed as Entrance Skills description under Entrance Skills.

Kevin

Kevin

Kevin

Kevin
12. Once you have pasted it in the box,
click on Add New Entrance Skills.�

Kevin

Kevin



Kevin M
13. Write a short rationale for the first Outcome of the Pre-Req. 

The rationale identifies with some specificity the skill students need to have at the time they enroll in the course. Which they have learned in the Pre-Req course.

Preface all rationales with the phrase” “Students need…” Rationale material might be drawn from Course Objectives section of old CORs, or Objectives in elumen. 

Note: You must write a rationale before the second Entrance Skill can be generated.�

Kevin M



Kevin M
14. Once the first rationale is has been written, cut the second Outcome above (Creativity and Design) omit numbers and bullet. 

Kevin

Kevin

Kevin

Kevin M
15. Paste it in the box labeled Entrance Skills description.

Kevin

Kevin
16. Click on Add New Entrance Skills.

Kevin



Kevin
17. Write rationale for second Outcome here.

Kevin
18. Cut and paste third outcome from list above and paste in Entrance Skills description box.

Kevin
19. Click New Entrance Skills button. 

Kevin

Kevin



Kevin
20. Write rationale for third Outcome here.



Kevin M
21. Once you have completed this section, with all three Outcomes listed as Entrance Skills, with Rationales, click Save as Draft button on the bottom of page.

Note the following:

Each Outcome is listed as a separate Entrance Skill. 

Each entrance skill has a rationale.

You will need to do this for all courses that have a pre-req. For example, Art 135 has Art 134 for a pre-req, so that will need to be addressed in the Course Outline for Art 135. The rationales need to build on each other. See the example of Art 134, 135, 234, 235 at the end of this document to understand how they relate to each other.

�



Kevin
The same process is used for advisories. 

Rather than select
Pre-Requisite in Step 3 (above), select Advisory. Follow the same procedure.

Here is an example of a completed advisory of Art 112 for Art 134�



 

Kevin
Some, but not all information in this section from #31 old form. 
Also, note sequence of three (3) steps to add info for Methods of Instruction and Methods of Evaluation
Not all information for this section on a single page (see next two pages). 

Kevin
1. Select from drop-down menu.  If you have different ways (lecture, etc), choose 
those appropriate.  Then see step #2 to right 

Kevin


Kevin
This field  is for the ways students are instructed, NOT assignments.

Kevin
#2 For each selection, you’ll have a dialog box to complete. At best, complete 
with a VERY general statement about lecture content, lab activity. Keep it general.�

Kevin
# 3 Click to add 2nd, 3rd, etc Method of Inst.

Kevin


Kevin
This field for OUT-OF-CLASS Assignments only. 

Kevin
Describe a generic assignment any instructor teaching the course might employ. Keep it general. FYI: Faculty are not obliged to use assignments 
listed here.

NOTE: NEED TO FORMAT CORRECTLY.
This field will likely roll-over incorrectly. If so:
1. Cut the entire text and paste into a word document. 
2. Then format properly. Paste back into this dialog box.
3. Click Save as Draft at bottom of this page and find your way back to this page. 

Kevin


Kevin


Kevin
Specifics continued on next page



 

Kevin
Specifics continued p2 of 3

Kevin


Kevin
For GRADED ASSIGNMENTS ONLY  (in-class and/0r take-home). Describe a generic assignment(s) that any instructor teaching the course might employ. Keep it general. FYI: Faculty are not obliged to use methods listed here.

Kevin
#1 Select from drop-down menu. Choose 
appropriate type of assignment.

Then see step #2 to right. 

Kevin
# 3 Click to add 2nd, 3rd, etc Method of Eval..

Kevin
NOTE: This course has two methods of evaluation listed. Chose/Include only what seems representative.

Kevin


Kevin
Specifics continued on next page

Kevin
#2 For each selection, you’ll have a dialog box to complete. Describe representative assignment. Be sure to format correctly.�



 

Kevin M
Specifications continued p3 of 3 
- the boxes below may appear differently, but the same info applicable.

Kevin


Kevin
Add each textbook separately.

Kevin
1. Complete individual fields
to the right.

2. Click Add New Textbook
to create/add to list above.�

Kevin
Click X to delete. I would generally keep 
this list, however.�

Kevin


Kevin


Kevin


Kevin
IMPORTANT NOTE: At least one (1) textbook must 
have been published in the last 5 years. Listing 
does not mean you are required to use it/any.�

Kevin
IGNORE

Kevin


Kevin


Kevin
List equipment above and 
beyond generic smart classroom.

Be accurate here. No need to include
individual count of items.�

Kevin
Enter amount. Confirm the correct amount (may vary by class). 
If you want to change it, now is the time to do so.

Do not list materials here. We do that in a later in Workflow Step for Special Materials. �

Kevin



Kevin

Kevin

Kevin
NOTE: Each Course Objective and CSLO to be listed individually. 
See my explanation on the instruction sheet.�

Kevin
1. Type single objective here.

Kevin
2. Click Add New Course Objective

Kevin
3. Should appear on list below.

Kevin
To deactivate specific course objective(s), click corresponding X. They do not disappear, only inactive.

Kevin

Kevin

Kevin

Kevin

Kevin
Do not change. If changes needed, speak to Logan/Dept Chair



Kevin

Kevin

Kevin
This  box is for the outline of the course. It’s the same as what was called Course Content on the old form. 

Format correctly with topics and subtopics, indents, etc. Best to format in Word, then cut and in this field. 
�

Kevin
Check if you course has a Lab component.

Kevin

Kevin
This box is for what we used to call “Lab Topics” on the old form. 

Format correctly with topics and subtopics, indents, etc. Best to format in Word, then cut and in this field.  See next page for example of proper formatting.
�

Kevin

Kevin
See next page for examples of proper formatting.

Kevin



Course Outline format example: 
 

 
 
Lab Outline format example: 
 
 
 

 



 

Kevin M
Update COR

Kevin M
Transfer

Kevin M
Complies with CBA

Kevin M
No

[Unless change to any of the following: units, course content, delivery method, Pre-Requisites]�

Kevin M
WORKFLOW FOR ADD’L COURSE INFO CONTINUED NEXT PAGE�



 

Kevin M
See instructions sheet where explained. 
A generic statement is provided there that you can use. 

Kevin
No. [Because part of a program.]

Kevin M
Put the following fall term. - Same term you put on the Cover Page

[For example, if you are revising in Fall 2019 or Spring 2020, put Fall 2020. 
If revising Fall 2020, put Fall 2021, etc.]  

Kevin M
WORKFLOW FOR ADD’L COURSE INFO CONTINUED NEXT PAGE�

Kevin M
See instructions sheet, where this is explained. 
Also, a generic one is provided there that you can use.
 



 

Kevin M
Yes.

Kevin
Indicate maximum enrollment. You may need to ask Olga or look in the schedule for 
past enrollment numbers.�

Kevin
Leave Blank



 

Kevin

Kevin M

Kevin M
NOTE: If you don’t require any particular resources from the library, put “Not applicable” in all boxes.�

Kevin M
Identify specific online library resources. 

Recommended minimum: ArtStor, Grove Art Online, JSTOR
If none, write: Not applicable.�

Kevin M
Identify specific subscription periodicals. Recommended minumum: ARTnews, Art in America

If none, write: Not applicable.�

Kevin
Identify specific references resources in the library (for example, Grove Encyclopedia of 
Islamic Art and Architecture). Must be reference materials, not general collection.

If none, write: Not applicable.�

Kevin M
WORKFLOW FOR LIBRARY RESOURCES/TEXTBOOKS CONTINUED NEXT PAGE. 



 

Kevin
Identify specific database resources. 
Recommended minimum: ArtStor, JStor, Grove Art Online. 

If none, write: Not applicable.뺭

Kevin M
Answer: None.

Reason: In the Fine Arts/Architecture areas, courses do not have assigned textbooks that 
mustbe used regardless of assigned instructor. For example, Jason and Logan are not 
required to use a specific textbook for all ceramics courses.�



Kevin

Kevin M

Kevin M

Kevin M
List all special materials that MAY be purchased using materials fees.
 You do not have to use all the materials listed, but better to have a comprehensive list rather than one that is too abbreviated. 

Preface with phrase: Special Materials may include, and is not limited to:

Kevin M
Note: This field has been deleted from this part of elumen. 

Kevin M
Write this exact statement:

The materials are utilized and become components of the finished product which the students take home. 

Kevin M
Materials Fees



Kevin
IGNORE ENTIRE SECTION



Kevin
Example of Completed
Pre-Reqs for Art 134�



Kevin
Example of completed
Pre-Reqs for Art 135
Note: The Pre-Req is 
Art 134.�



Kevin
Example of completed
Pre-Reqs for Art 234
Note: The Pre-Req is 
Art 135. Compare
the language of each to 
see repeated as 
well as new content.�



Kevin
Example of completed
Pre-Reqs for Art 235
Note: The Pre-Req is 
Art 234. Compare
the language of each to 
see repeated as 
well as new content.�


