Modify Course

Use this form to change an aspect of a current course in the ACC CE catalog/schedule. Examples of changes
could include: change in course description, change in the course title, or maximum enrollments, etc. This
application is also used when adding or deleting a topic in special topic course.
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Figure 15 — Modify Course
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Figure 16 — Select Course to Modify

Select Modify Course from the Catalog
Application menu.

The Course Search screen opens. Use the
down arrows to select the Rubric of the
course you want to modify.

A list of courses will open applicable to the
role chosen on the home page.

Click Select for the course you want to
modify.
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Figure 18 — Modify Application Review with Justification

5. The Modify Course Application screen
opens.

Note: Not all of the fields are editable. You
will not be able to modify the Department,
Dean, Department Chair, Budget #, CIP code,
or Course Rubric-Number

6. Modify data as needed to reflect the modified
course. (See Course Field Definitions for
making changes to the fields.)

7. Click Save and Close Application or
Continue Course Application.

8. Review the application and enter a
justification for the changes. Part of the
justification will need to state what was
changed and why

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

Once you click Submit, the application will be
submitted to the next approval level(s) and then
processed by Instructional Support Services.
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