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Introduction
The Course Catalog module details the process for entering additional course information into SIMS.  The initial course information is submitted to and entered by the Office of the Registrar (ORR).  Once the ORR has entered the basic course information into SIMS, you will then be able to enter additional details. 
This module is going to cover the Course Detail Information form (SCADETL), Course Registration Restrictions form (SCARRES),  Catalog Prerequisite and Test Score Restrictions form (SCAPREQ), and other related forms and procedures.
NOTE: Due to the nature of the Course Catalog, certain procedures are not covered in this guide.  If you need to make a change or update and you can not find instruction on it, OR, if you have any problems, questions, or issues with procedures in this guide, please contact Tom Day or Deno Tufares for assistance. 
Submitting Course Information

To submit a course to the ORR, the SIMS Course Catalog Request Form must be completed and forwarded.  This form is located in Appendix A of this guide.   

Updating Course Information

Maintenance Icon 

Once information is entered into the Course Catalog, it may be necessary to make changes to it in future terms.  The procedure detailed below is applicable to all the sections covered in this guide. 

From the appropriate form/ block:

	Step
	Action

	1
	With the cursor in the From Term field, click on the Maintenance icon.



	2
	Select Copy _______ (the applicable choice for the block you are in).  Update/ change the appropriate field(s). 



	3
	Click on the Save icon. 




Course Detail Information Form
Overview

The Course Detail Information form (SCADETL) allows you to enter additional course information once the Office of the Registrar has entered the basic course data.  Additional information includes co requisite courses, equivalent course, and fees.     

Course Detail Information Form (SCADETL)
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The required Key Block fields for this form are the Subject, Course and Term (This should be the term that you expect the changes to be effective for). 
Co-Requisite Course Block
This block is used to list what courses a student must take in the same term as the course listed in the Key Block.  

	Step
	Action

	1
	From the Key Block, click on the Next Block icon to bring the cursor to the Co-requisite Course section. 



	2
	Enter the Subject and Course of the co-requisite course. 



	3
	Click on the Save icon. 




Equivalent Course Block
This block is used to list what courses can be taken instead of the course listed in the Key Block.  This must be done for both courses.  To add any information to this block, contact Tom Day or Deno Tufares.
Other Course Catalog Forms
Course Registration Restrictions Form (SCARRES)

This form is used to enter and maintain registration restrictions for the course listed in the Key Block.  
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All restrictions are accessible through the Options Menu.  They operate in the same manner.  You must indicate Include (I) or Exclude (E).  Finally, you must enter a value for the restriction you wish to impose.  

The following restrictions are commonly used:

· Class Restrictions – Used to include or exclude students who are in a certain class level (First year, second year, etc.).  For example, “Only students affiliated with 2nd year class level may take DANA 511.”

· Level Restrictions – Used to include or exclude students affiliated with a particular level(s).  For example, “Students affiliated with Levels DP and DH may not take DANA 511.”

Catalog Prerequisite and Test Score Restrictions (SCAPREQ)

This form is used primarily for web registrations.  It allows you to set specific pre-requisites that the student must meet before being allowed to register.  Due to the complexity of this form, please contact Tom Day or Deno Tufares for assistance and/or training on use of this form. 
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Once the Key Block is completed, you will click the Next Block icon twice to access the form pictured above.  

Course Syllabus (SCASYLB)

This form is used to place the course syllabus on-line for students to view it on SURFS.  It is necessary to use HTML to format the information.  Please see your schools web department/employee for assistance.
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Long Course Title and Learning Objectives will appear on the first form.  To view Required Materials or Technical Requirements, click the Next Block icon to move to each block.  
Catalog Schedule Restrictions (SCASRES)

This form is used to restrict courses to the Fall or Spring term only.  
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Appendix A 

SIMS Course Catalog Request Form

Follow the instructions below in order to fill out the Course Catalog Request Form, which is the final page in this guide.  Once completed, it can be faxed, hand delivered or sent via campus mail to the Office of the Registrar.  The fax number is (410)706-4053.

Instructions

Section 1- New/Update

· Check one - Check whether the course is new or you are updating an existing course.

· School - The school the course belongs to. Graduate School courses belong to Medical, Dental, Nursing, etc. 

· Department - The specific department that owns this course.

· Division - This field determines where class lists are sent. Programs that are part of a larger school, i.e.; PT, Med Tech, Genetic Counseling, Graduate School, etc. should all use their own division on this form.

· Effective Dates – “From Term” is the term this course first be taught or that the change goes into effect. “To Term” is for the rare case you may already have an end term. This field is usually left blank.

· Subject Abbr.- The subject of the course, i.e.; NURS. 

· Course No.- The course number, i.e.; 301. 

· Course Title - The course title as it will appear on a student’s transcript. You have a total of 30 characters to use including spaces.

· Credit Hours - How many credits the course is worth. If the credit is variable, the connector “OR” is used if there two values, i.e.; “1 or 3”.  If there is a range, the connector “TO” is used, i.e.; “1 to 9”.

· Billing Hours - Billing Hours will normally match the Credit Hours.
· If credit and billing hours don’t match and/or one of these fields should be zero, please attach an explanation of the reason for the abnormality.

· Grade Mode - S(Standard) is used for the majority of our courses. It includes all of the normal grades including AU, P, etc. Other choices include:

· Y(Year Long) -Contact Tom Day or Deno Tufares if you want to use this and are not from the Dental School or Medical School. 

· A(Audit) if this class can be taught for audit and only for audit.
· Schedule type - The type of course it is.  The codes include:
	B
	Lab
	C
	Clinical

	E
	Experiential
	F
	Lecture/Clinical

	G
	Simulation
	I
	Independent Study

	J
	Sub-Internship
	K
	Elective

	L
	Lecture
	N
	Internship

	O
	Rotation
	Q
	Ambulatory

	R
	Research
	S
	Seminar

	SC
	Seminar/Clinical
	T
	Co-curricular

	TP
	Teaching Practicum
	U
	Lecture/Seminar

	X
	Externship
	Z
	Assistantship


· Default Instructional Method - How the material is delivered.  The codes include:

· TRAD – Traditional
· BBORD – Blackboard
· PBORD – Partial Blackboard
· PWEB – Partial Web

· WEB – Web 

· DSEL – Dental School Selectives

If you submit a value for this field it will default to all new sections of the course you create.

· Academic Hours – The number of hours per week attending this class.  This is generally used in calculating faculty workloads, which we do not use. However, Institutional Research has expressed a desire to have this information if known.

· Repeat limit - This field is used in the calculation of the student’s GPA. All courses initially count in the GPA. 
· Leave this field blank if the course should count only one time in the GPA. 
· The number in this field plus one is the number of times the course will be used in the GPA.  If a student takes a specific course more than the value in this field plus one, the grade from the first time the course was taken will automatically be excluded from the GPA. i.e.; There is a 2 in this field (the course will be counted 3 times). When the student gets a grade for the course a 4th time, the first grade will be excluded from the GPA.

· Max. Repeat Hours - This value can work together with, or independently from, the Repeat Limit. Once the value in this field is met, the grade for the first X number of hours will be excluded.

Section 2 – Inactivate

This section is to be completed when there is a course that is no longer being taught.  NOTE: Before this action can be taken, you must delete all sections of this course for the effective term forward.

· Subject Abbr.- The subject of the course to be inactivated. 

· Course No.- The course number. 

· Effective Dates – “From Term” is the term the change goes into effect. “To Term” is left blank.

Section 3 – Approval

· Approved – The form must be signed and dated by the Dean or their designee.



SIMS Course Catalog Request Form
To initiate a new course, update or inactivate a current course in the Student Information System (SIMS), complete this form and forward it to the Office of the Registrar.  See SIMS User Guide for definitions.  
	1. 
	Check one (1):  _____ ADD A NEW COURSE   _____UPDATE A CURRENT COURSE

“ * “ Indicates mandatory information
* School: ________________________   * Department Abbr.:  ___  ___  ___  ___

* Division: ___  ___  ___  ___

* Effective Dates:      From Term/ Year _________       To Term/Year ________

* Subject Abbr.:  ___  ___  ___  ___          * Course No.: ___  ___  ___  ___

* Course Title (30):  ___  ___  ___  ___  ___  ___  ___  ___  ___  ___  ___  ___  ___  ___  ___

                                ___  ___  ___  ___  ___  ___  ___  ___  ___  ___  ___  ___  ___  ___  ___

                                LOW or/to HIGH

* Credit Hours:        ___    ___    ___          * Grade Mode:  ____         * Schedule Type:  ____

* Billing Hours:        ___    ___    ___   * Default Instructional Method: ___  ___  ___  ___  ___

  Academic Hours:  ___    ___    ___   
  Repeat Limit:  ____
  Max. Repeat Hours: ____



	2. 
	INACTIVATE CURRENT CATALOG COURSE

  Subject Abbr.:   ___  ___  ___  ___        Course No.:   ___  ___  ___  ___

  Effective Dates:     From Term/Year _________       To Term/Year ________



	3.
	APPROVED:  ______________________________   DATE:  ________________

                                     Office of the Dean
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