Reports

If the user uses Catalog - Reports - CE Course Application, the Filter drop down menu displays:

Approved

In Progress
Pending Review
Return for Revision
Saved

Submitted

A, Eror on page.

A demet. 100 -

Figure 27 — Continuing Education Course Application Filter
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Applications Pending Review

Use the Applications Pending Review menu to review or edit an application.

{'Home ) My Profile w b Catalog » [ Schedule » [ Logout

Y[ Applications Pending Review
B Reviewed Applications
¥ Applications Returned For Ravision
i & Submitted Applications
¥ Saved Applications
B Approved Applications
5

Welcome to the AGC i[RI
Y TR

Session Status: Active
Username: eaman [ Logout |

DEPT CHAIR - HUSE - PCHUS 'I

pulled for printing
pulled for printing

DEPT CHAIR HUSE PCHUS

Roturmod For Revisior —Jeubmitied Javed |

CEoERR
EEEEeR
CEeE R
EEEEeR

Figure 28 — Select Applications Pending Review

Ihaaman is maing role BEST CHATA [ legout | *v

THome L) My Profie = J% Catalog= (@ Schedule = (4 Logout

Weaman is using role DEET CHATR [ lgout ] %%

stavs_______________Jsubmitted__Jiast activity _Jaction |
12/21/2006  12/21/2006 . X N
9:57:17 AM  9:57:17 AM { Beiew ] [ Edit ]

Applications Pending Review

1331 MNEW  SLNG-1246 will be created REQUESTOR - SUBMITTED

Figure 29 — Select Course to be Reviewed

fiiHeme L) My Profile »  J Catalog » [ Scheduls » &) Logout

Theaman is using role GEPT CHATR | lpasut | =%

Application Summary

Course SLNG= 1296

Summary SLNG- 1246

Type NEW

Status REQUESTOR - SUBMITTED

Submitted By mviga

Submitted 12/21/06 9:57:17 am

Iustification 1 need this course for our deaf and blind population. .
application Details [ wigw ]

Application Comments [ Wimw

Actlon -l

|

Comments

I ‘Submit Course Application Review |
Figure 30 — Application Summary

Application Type

Departmant

Dean

Departmant Chalr
Dudget »

CIP Code 1616030000
Course Rubric - Number SLNG- 1246

Integrated Course Rubric - Number

t Hours/CE Units: 2

Hours

Credit Type N

Fees FODDC = $40,00
Maximum Students: 20

Faciion Sire Mimum Students: 19

Department Approval Required N

Prerequisite (T51) Skills 1

Ropaatable for Crodit N

Rider 50 (Rule of Three) Applies? M

Workforce Education Course Manual (WECM) Course ¥

Academlc Course Grade Manual (ACGM) Course ]

Workiorce Local Needs Course N

Certificate Only N

Published Course ¥

Prerequisites - Course SLNG 1305,

Figure 31 — Application Details

Select Applications Pending Review from
the Catalog Reports drop down menu.

Click Review to review the application. See
below for the Edit feature.

The Application Summary screen opens.

Click view to view the Application Details
and/or to view the Application Comments.

Application Details imports completed
existing course application.
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|Application Comments 6

T I 7 Application Comments will provide a review
Dec 212006 9:57AM  REQUESTOR - SUBMITTED  mvigo PCHUS I need this course for our deaf and blind population... Of a” actiV|ty on thls appl |Cat|0n.

Close

7. Use the down arrow in the Judgment section

Figure 32 — Application Comments to do the following:

e O3ty e % Cotsoge 2 Schedde = 5 Logout . — a. Return the application for revision
e — — b. Terminate the application

e S c. Approve the application

bt P T TITr 8. Add Comments about the Judgment you

Justification course for our deaf and blind population...

selected.

Application Details

Application Comments [ Wiaw ]

T ————————————ssmmm | O+ C11CK SUbmIt Course Application Review
ctin PR —)

pepulazion, B

Note: A comment is required when terminating
u or returning an application for revision.

| Submit Course Application Review 1
Figure 33 — Application Judgement Action and Comments 10. Click Edit to enter the application. The

application comments list the date the
application was submitted, status of the

e e e oo application, and the user who submitted the
. .
1331 NEW  SLNG-1246 will be created REQUESTOR - SUBMITTED 1a/zuzans  1aiauzone [ Beview ] [ Edit )

GETILT AM SiETIT AM

11. Make changes to the application. See the
Course Field Definitions for definitions of the
course detail fields.

Figure 34 — Select Edit to Change Application

12. Click Continue Course Application.

13. Review the Course Type Questions and click
Continue.

T Home L My Profie » % Catalog v (3 Schedule » (=) Logout

e cuaTE | lnnmut ] *

oo e Jieer e Jooue Joommens

[E3256 - FUMAN SERVICES

[ o (TE1) skitis [~ FReading Writng & Special Appraval =
 for Cradit © vas ®
Rider 50 (Ruls of Three) Applies? © vas ®

Student Evaluntion

K s g e g g

T,
Torm: % Offerreed

=
In =1
Pubilishad Hotes
5 =
Add Ancther Tae I
Cortms Cowni Agrpbe anon 1

Figure 35 — Enter Changes in the Edit Course Application
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N

ual (WECM) Course |7

ACGM) Course n

( N

- n

o =LNG 1305
Student Evaluation T |I
Tithe w ET——
Termns Offared i

Dascription

Futslis b Mot

Justification

Figure 36 — Complete Justification

14. Review the changes and add a justification.
15. Click Submit Application.

16. This application will now be available in the
Reviewed Applications report.
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Reviewed Applications

The Reviewed Applications menu lists applications the Dean and Instructional Support Services have reviewed.
Department Coordinators will be able to view only their submitted applications.

IBaaman is using role DERT CHATR [ loagut ] 47

padled for printang
pulled for printing

DEPT CHATR  HUSE  PCHUS

oohbbbg

CekiEkB

Figure 37 — Reviewed Applications

Home &) My Profile » o Catalogw [ Scheduls » (=) Logout

Ieaman is using rale DEPT CHATR [ lnagut | =%

plications Reviewed By Lynn Beaman

N ) [Roviewed

. - . 8/24/2006
649 CMSW- 1323 will be modified DEFT CHAIR - APPROVED 4:40:00 PM [ Wiew ]
651 DAAC-1307 will be modified DEPT CHAIR - APPROVED &/29/2006

san:po [ e ]
1 nasd this courss bacauss we need mara artistic
interpreters.

12/21/2006 .
9:35:00 am [ e ]
Our dapartment has basn asked to provids graduates that 13/21/2006 . o
can interprat for the arts. 9:38:00 aM | i
e CaE - 131E s re ot CrntE - AP Adclescent prablems in our saciety ars forcing us to study  12/21/2006 .
1329 CMSW-1319 will be created DEPT CHAIR = APPROVED y70 **** Seasrom am [ view]
12/21/2006

94700 am e ]

1327 SLNG-1240 will be created DEPT CHAIR - APPROVED

1328 SLNG- 1206 will be created DEPT CHAIR - APPROVED

ms that wa nead to

This course will graatly add to our cu

1330 EMEW- 1300 will b created DEPT CHAIR - APPROVED | ™o this courss just bacause thars ars chidun with

m o our degres  13/21/2006

1331 SLNG- 1246 will be created DEPT CHAIR - EDITED 10:26-00 am L Xidee ]

This

1331 ELNC-1246 il Ba craatad  DEST CHAIR - APPROVED ourse will greatly 3dd ke our e m o our degres  13/21/2006

plan. - 10:26:00 am - 2 ]
652 DAAC-1319 will be modified DEPT CHAIR - APPROVED ﬂ"’:;"’:‘:“{:‘ [ Miaw ]
654 DAAC-1391 will be modified DEPT CHAIR - APPROVED ﬂff:’:ﬁ‘m:” [ Wisws ]
655 DAAC-2341 will be modified DEPT CHAIR - APPROVED 2.:’5:,:;&:1;1” [ Wisws ]
691 PSYT-1313 will be modified DEPT CHAIR - APPROVED S24/2008

sa1poem [ Mew]

Figure 38 — Applications Available for Review

1. Select Reviewed Applications from the Report
drop down menu.

2. Click View to view an application.
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[Courne Details
Application Type

Department

Dean

Department Chair

Budget &

CIP Code

Course Rubric - Number
Integrated Course Rubric - Number

Hours

Credit Type
Fees

Section Slze

Department Approval Required

Praraquisite [TST) Skills

Repaatalle for Cradit

Rider 50 (Rula of Thraa) Applins?

Workforce Fducation Coursa Manual {WECM) Coursa
Academic Courss Grade Manual (ACGM) Course
Workdorce Local Needs Course

Certlificate Only

Published Course

Prerequisites - Course
Prerequisites - Noncourse
Corequisites - Course
Corequisites - Noncourse

Student Outcomes and Objactives

Student Evaluation

Terms Offered

Descriptios

Published Notes

CMS Application D 1327

Description SLNG- 1240 will be craated

Type NE

Status DERT CHAIR - APPROVED

Justification I nead this Course because W nNead More ArtiSTc INterpraters.
Submitted By Iraman

Submitted 6 9:35:15 am

Approved

Closed

Last Activity 1704 9:35:15 am

Figure 39 —

Tegeut o]

Romaman i wsing robs DEFT CHATR [ kgout ] 7

NEW
HUSE
DWATM
PCHUS
64200
1616030000
SLNG- 1240

Semastar Cradit Hors/CF Units:
Lacture Howrs: 7

Lactura Contact Hours: 33
HoneLecture Haur
HNorLecture Contact Hours:
Total Cantact Haurs
N

Maximum Students: 20
Mitwnutm : 14

N

rE<zEz =

W<z
z

Eingerspeliing of 80 wpm

Tests

luiding performance in front of group sudience

Interprating Artsstic Taxts 11

First Torm: 2076000
Final Ter

ation of Interpreting Ar
thes mterpratation.

Students nead

ba prepared to attend

Reviewed Application

3. Sample of the application review screen.
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Applications Returned for Revision

The Applications Returned for Revision menu lists the applications that have been sent back to you for

revision. You can review and edit the application.

QHome & My Profile » S Catalog » W Schedule » (5] Logout

# Appicaton » J
e b I Apphcations Panding Review
Welcome to the ACC Cil o Catalan, | B AP 2

o ""‘Jr,ﬂi fegost), W Reviewsd Applications
session Status: Active Wl 3 Appkeations Raturrad | Far Rawissan
Usarnama: tbaaman [ Lagout ] ubted Apphcatans
(Active Rola N Saved Apphcatons pulled for printing
DEFT CHAIR - HUSE - PCHLIS o 4N Approved Appications Pullad for peinting

E_In Progress Applications

MyRoles ]

DEPTCHAIR  HUSE  PCHUS [Rubric_Jrending Review __TReturned For Revision ____Jsubmitted _Jsaved ]
Msw 0 [ 2 2
RAAC 13 2 2 2
BSYT 2 2 U o2
BECT 2 2 i 2
SCWEK o 2 @ @
SLNG 2 2 o o

Figure 40 — Applications Returned for Revisions

Ibaamnan i waing rals DEET CHATH | fagout ] 5

SHome L5 My Profile » b Catalog » W Schedule » o) Logout

Retuened Applcations ]
[0 Trvpe fsummary ————— Tootes — Toubmitiod Juost Actiiy_[ciion |

12/21/2006 12/21/2006 - .
1327 MEW  SLNG-1240 will be created DEAN - RETURN FOR REVISION 9:75:15 AM 11:40:54 ap | Bavew ) [Edic]

1328 NEW  SLNG-1206 will be created DEAN - EXECUTIVE REJECTION RV 1TY08

9:38:36 AM  11:30:46 AM
. - _ " 12/21/2006  12/21/2006

1329 NEW CMSW-1319 will be created DEAN - RETURN FOR REVISION 34356 AM 1138136 AM

1331 MEW  SLNG- 1246 will ba craatad DEAN - RETURN FOR REVISION 1/21/2006  12/21/2006

10:26:07 AM 11:43:17 AM

Figure 41 —Applications Returned for Revisions

loeaman s using ro e BEPT CHATR [ bt | *7

1. Select Applications Returned for Revision from
the Report drop down menu.

2. Click Review to view an application or Edit to make
changes.

a. If the status states “Executive Rejection” the
application is no longer valid for submission.

b. If the status states “Return for Revision” the
appropriate changes to the application need
to be made before the application is
resubmitted.

Submitted Applications

The Submitted Applications menu lists the applications you have submitted.

1Home  £J My Profile » S Catalog w3 Schedule » [ Logout

Besamnun s usiag role DLET CHAIR | [sasut ] 7

thed Apphcations
aved Applications pulled for printing

GEFT CHAIR . HUSE - PCHUS B 4 ppreved Applications pulled for printing
n Progress Applications

DEFTCHAIR  HUSE  PCHUS [Rubric__[Panding Review ___Jketurned For Ravision _____Tsubmitted_Jsaved |

2

SMEW
s
pEYT
BECT
SOWE
SLNG

ook
L]

DEkEeR

colioioo

Figure 42 — Submitted Applications

1. Select Submitted Applications from the Report
drop down menu.

JHome (3 My Brofie = % Catalog = [ Schedule = _[5) Logout

lowamas is usio robe DEFTCHADH [ gt 147

T
o _Tivee Jsummary, _____________ Jstaws________________[submitted JLostactivity Jaction ]

1326 EMPIRE RECT- 1341 will ba avpirad (J07U000). DEAN - APPROVED ;);;13';0:': ;i"i:lfuw:M [ viaw )
1337 NEW  SLNG- 1240 wil ba crasted DEAN - RETURN FOR REVISION ;‘;:1,:0:': :ii;'fﬁ“:n [ view ]
1328 NEW  SLNG-1206 wil be created BEAN - EXICUTIVE REJECTION JHAA00G A0 [ view ]
1329 NEW  CMSW-1319 will be created DLAN - RETURN FOR REVISION N ey e S| Eivine]
1330 NEwW CMSW- 1309 will be created DEAN - AFPROVED 17_’2[!7005 12/21/2006

9471 AM 14 am L MEw]

Figure 43 — Submitted Applications

2. This screen displays the status of all applications

submitted, their current status, when they were
submitted and the last activity taken on the
application.

Note: If an application has not been approved,
the system will generate a reminder message to
the next supervisor to approve the application
after a designated period of time.

3. The user may view the application from this screen,

but no other action may be taken from this screen.
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Saved Applications
The Saved Applications menu lists the applications you have saved to complete at a later date.

| Home L3 My Profile »

wlcome to the ACC C
S5

tatus: A

saErname:

ActiveRole |
DEFT CHAR - HUSE - PCHUS 5]

My Rolos

DEPT CHAIR ~ HUSE  PCHUS

[¥ Schedule » (5] Logout

¥ Catalog »
Z App

¥ Applications Panding Review
B Reviewed Applcations
& Applicabons Retumed For Revision

h pulled for printing
c4 ¥ Approvad Appucations  pulled for prntng

K In Progre:

55 - ations

Catalog Activity

LMW 0
DaAC @
BSYT o
BECT '}
SOWE ']
SLNG 2

sEReEE

Figure 44 — Select Saved Applications

2

sEeE R

g rale DEPT CHATR [ lpgout] ¥

[Rubric_TPending Review _JReturned For Revision _Tsubmitted _Jsaved ]

sEReEe

{Home () My Profile » o Catalog » % Schedule = (&) Logout

Ibeaman is using rebe GEPTCHATR [ logout ]~V

SLNG-1309 will be created REQUESTOR - SAVED

Figure 45 — Your Saved Applications

12/ 21/ 2006
1:59:08 PM

Select Saved Applications from the Report drop
down menu.

This screen displays all applications that have been
saved and not submitted.

The application opens with the information you
entered previously already filled in. Make changes
to the application. See the Course Field Definitions
for definitions of the course detail fields.

Click Save and Close to finish the application at a
later date, or click Continue Course Application.

Review the application for changes and enter a
justification for the application. Click Submit
Application. The application is submitted for
review.

Note: Saved courses will be deleted from the
system after 60 days.
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Approved Applications

The Approved Applications menu lists all approved applications in your purview.

Home L3 My Profile » o Cotskg» [ Schedule» [ Logout
£ a i

ation 0

K Applications Pending Review

(Welcome to the ACC talng,
o J‘L‘; Bepoizh | B Reviewad Appications
ity K Agphcatians Retumed For Revision
Username: Ibeaman [ Logoat ] E Submitted Applcations
[active Rote ] a8 Saved Applications pulled for printing
TR €4l Approvad Appicaticns h pulled for grntng
DEPT CHAIR - HUSE - PCHUS i In Progress Apphcations ‘

iy Rotes G g neivity
DEFTCHAIR  HUSE  PCHUS frubric_JPending Review _JReturned For Revision  [Submitted _Jsaved |

CHSW @ o 2 o
DAAC D o a o
BSYT 2 2 2 2
BECT o o 1 o
SOWK o2 o2 2 o2
SLHG @ ' 2 o

Figure 46 — Select Approved Applications

[ g rele DEDT CHATR [ lngout ] =5

1. Select Approved Applications from the Report
drop down menu.

Home (3 My Profile v Catabog » [ Schedule » (=] Logout

Ihaasman is using rols HTET CHATA [ lpaout] "%

[Approved Applications
[io_Trvpe ] States ________________JSubmitted __Juast Activity __Jaction ]|

655 MODIFY  DAAC-2341 will ba modifiad C5 - RECONCILATION FRROR ﬁiﬁfﬁc}m ‘:-;f:-:gg“ﬂ" { wigw ]
691 MODIFY PSYT-1313 will be modified €5 - FULL APFROVAL :fﬁif%ﬂfm 2;2::’23;“’“" [ wiew )
692 MODIFY  PSYT-1345 wil be modfied €S - FULL APPROVAL :‘:;:‘:?:M T‘Fz]:sm [ view ]
693 MODIFY PEYT-1394 will be modified CS = FULL APPROVAL ::;;:;’;‘:H T‘;JI;JIE'J’(;\M [ Miew ]
694 MODIFY PEYT-2339 will be modfied CS - FULL AFPROVAL :-';;’-':;KL&M ':‘;):‘;)2:‘;‘"‘ [ wiew 1
695 MODIFY  RECT-1301 will be madifed €5 - FULL APPROVAL e, Shaeone o [yum)
696 MODIFY  RECT-1341 will ba modified C5 - FLAL APPROVAL f’;f:‘}”‘f’m ‘:125:;23?;-” { wigw ]
697 MODIFY  RECT-1342 will be modified €5 - FLLL APPROVAL :"’]':"%ﬂfm ?:23:,2%“},” [ iew )
711 MODIFY  RECT-2431 will be modified €S - FULL APPROVAL :z;’;‘:n T’;fg’;fggﬁm [ yige: ]
713 MODIFY SCWK-1301 will be modified CS = FULL APPROVAL ::‘i::‘i;n:u ?‘;?.2‘;‘?.?‘”'9” [ wiew ]
714 MODIFY  SCWK-1305 will be modifed €5 - FULL APPROVAL e e [vuw)
716 MODIFY  SCWK-1309 will be modified €5 - FULL APPROVAL I e . [uaw)
717 MODIFY SCWK-1321 will be modified CS - FULL APFROVAL :”::”:‘:U‘?M ?125;239“}"“ [ Miew ]

Figure 47 — Approved Applications

2. The screen will list all applications that have been

approved with the current status and activity date.
The user may view any application by selecting the
View link. These applications will appear in the
online catalog/schedule when they have a status of
“Closed.”

In Progress Applications

The In Progress Applications menu lists all applications in your purview.

N Applications Pending Review

¥ Reviawad Applications

N Applications Returmed For Revision
Bl Kl Submittad Applications

c W Saved Applications pulled for printing
4 B Approved Applications  pulled for printing
Kl In Progress Appiications

payroles ________________[ilillcatalog Activity

DEPT CHAIR  HUSE  PCHUS [rubric _lPending Review _Jieturned For Revision __[submitted __[saved |
CMoW D Q 2 2
DAAC 0 0 o P!
BSYT 0 a 2 g
BICT '} '} 1 2
0 o P!

SCWK ']

Figure 48 — Select In Progress Applications

Boasman is using rols DEPT CHALR | lgagut ] *5

1. Select In Progress Applications from the Report
drop down menu.

MO Ty FIUIE e ALy e (Y SURUY » ) LUGURIL

Imaenan i using robe DERT CHATH [ kgt 5
In Progress Applications
i Tivpe ] [Sraw-_________________Jsubmitted __JLast activity _Jaction ]

1326 XPIAN RICT-1341 wil be expred (2070000). DEAN - APPROVID bty vy TS =

12/21/2006 12/21/2006

1327 NEW  SLNG-1240 will be created DEAN - RETURN FOR REVISION i3I AM  11:40:64 aM [ yiEw]
. e 12 . . 12/21/2006
1328 NEW  SLNG-1206 will be created DEAN - EXECUTIVE REJECTION 1139045 am [l
1329 NEW  CMSW-1319 will be created DEAN - RETURN FOR REVISION 12/21/2006 [ v ]
w cred W:43:56 AM  11:38:35 AM e
e b eraare e 12/21/2006  12/21/2006 X
1330 NEW  CMSW-1308 will be created DEAN - APPROVED 047171 AM  1ltaseioam  Lusew]
s . § 12/21/2006  12/21/2006
1331 NEW  SLNG-1246 will be created DEAN - RETURN FOR REVISION 102807 AM  11vage17 am [ e

Figure 49 — In Progress Applications

2. This report will show the status of all applications

and the applications progress through the approval
chain.

3. The user may view the application but may not

make further changes.
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