Curriculum Inventory Management [CIM]
Quick Start Guide for Programs (Major, Certificate, Option, or Minor)


TO START A NEW COURSE PROPOSAL:

1. Go to https://nextcatalog.oregonstate.edu/programadmin/

2. Log on with your ONID username and your standard password.  DUO is required.

3. Click the green Propose New Program button.
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4. Complete all required fields (outlined in red) before submitting your proposal. CIM forms are dynamic, so fields open and close based on selections you make early in the form. To save you time and effort, it is essential that you complete the following fields at the start of every new program proposal:
· Program Level
· Program Type
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To upload your budget information and external letters of support, click the appropriate green Attach File button at the bottom of the form. A Browse file box will open and you can select the file(s) to upload.
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5. To save the information you have entered, without submitting the proposal, scroll to the bottom of the form and press the Save Changes button. You can do this as often as you like.
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6. Once your proposal is complete, press the green Submit button to enter it into workflow (start the review process).
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Tips:
· Hover or click on help bubbles [image: ]on the form for more information.
· Required fields are outlined in red. 


Questions?  Contact cim.help@oregonstate.edu 



RETURN TO A PROGRAM PROPOSAL THAT YOU HAVE SAVED BUT NOT YET SUBMITTED: 

1. Go to https://nextcatalog.oregonstate.edu/programadmin/

2. Log on using your ONID username and your standard password.  DUO is required.

In the field to the left of the Search button, enter the name of the course proposal (e.g., French*) you wish to edit and press the green Search button.
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3. If there is a list of programs, click on the program you want to edit. If there is just one program, it already will be selected.
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4. Click the green Edit Program button to open the form.

[bookmark: _GoBack][image: ]

5. Save changes before leaving the form or press the green Submit button to enter it into workflow (start the review process).


Questions?  Contact cim.help@oregonstate.edu
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Sample curriculum plans are added to the Catalog and MyDegrees templates to assist students with degree
‘planning. They are optional for programs other than undergraduate majors. Sample plans should include
term-by-term courses. Contact CIM Help for assistance creating your sample plan.

Letters of Support
External Letters of Uploaded Fil
Support

Files To Be Uploaded:

Accessibility Form

Disability non-discrimination laws and OSU policy require that no qualified person shall, solely by reason of
disabillty, be denied access to, participation in, or the benefits of; any program or activity operated by the
University. Each qualified person shall receive the reasonable accommodations needed to ensure equal
access to employment, educational opportunities, programs, and activities in the most integrated setting
Jeasible.

Accessibility 1 have reviewed the listed documents in the  Accessibility Guidelines

Faculty Guidelines L1 have reviewed the listed documents in the  Faculty Guidelines

Information 1 have reviewed the listed documents in the  Information Technology Guidelines
Technology
Guidelines

By submitting this form, we affirm that we have reviewed the listed documents and will apply a good faith
effort to ensure accessibility in curricular design, delivery, and supporting information.

Library Evaluation
Your proposal will be sent to the library for evaluation once submitted to workflow. Do not wait for them to

provide an evaluation before submitting. The purpose of the evaluation is to assess the library's collections
and services to ensure that there will be adequate support for the proposed degree or certficate program.
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Course changes, program changes, and program terminations go into effect the following catalog year. May 1 is the deadline for final approvals for
proposals to change courses or to alter or terminate academic programs. Those changes approved after the May 1 deadline become effective the
catalog year following the upcoming catalog year. New courses and programs become effective the first term following their approval for which
the seventh week of the current term has not yet begun, unless the specified start date of the course/program is later than the subsequent term.

Read the full Catalog Year Policy

Search, edit, add, and inactivate programs.
Use an asterisk (*) in the search box as a wild card. For example, MATH* will find everything that starts with “MATH”, *MATH everything that ends
with “MATH?, and *MATH* everything that contains “MATH". The system searches the Program Code, Title, Workflow step and CIM Status.

Quick Searches provides a list of predefined search categories to use.

rch RIS Propose New Program Quick Searches...  |¥

s
ProgramSisCode  Program Name Workflow Status
Clinically based elementary added a
Student Services Administration added
Undergraduate Certificate in Urban Agriculture added
Software Engineering added
1006 Water Conflict Management and Transformation Graduate Minor

103 Resource Economics Minor
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Course changes, program changes, and program terminations go into effect the following catalog year. May 1 is the deadline for final approvals for
proposals to change courses or to alter or terminate academic programs. Those changes approved after the May 1 deadline become effective the
catalog year following the upcoming catalog year. New courses and programs become effective the first term following their approval for which
the seventh week of the current term has not yet begun, unless the specified start date of the course/program is later than the subsequent term.
Read the full Catalog Year Policy

Search, edit, add, and inactivate programs.

Use an asterisk (*) in the search box as a wild card. For example, MATH* will find everything that starts with “MATH”, *MATH everything that ends
with “MATH?, and *MATH* everything that contains “MATH". The system searches the Program Code, Title, Workflow step and CIM Status.

Quick Searches provides a list of predefined search categories to use.

French* rch [RITPWMIRLLE  Propose New Program Quick searches...  |v
Program sis Code  Program Name. Workflow status
925 French Undergraduate Major (BA, HBA) edited

925 French Minor
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These peaple can be contacted for more information about the proposal or course/program content. This list
s not pre-populated with all OSU faculty and staff. I you cannot find someone in the st contact CIM Help.

Liaisons @ Academic Unit (]

Select... o (<)

Ligisons are academic units that may be impacted by your request or can provide cross-campus feedback.
Proposals must have a minimum of three liaisons with at least two from outside the academic home of the
program.

Program Information

Program Level @

Program Type @

Program Name @ ‘

Program (SIS) Code ‘

CIP Code

T field may be left blank or you may recommend a CIP code. APA will make the final decision.
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