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How to Create a Part-Time Program Pathway for an Existing Program
in CIM

Step 1: Login to the CIM Program Management System and begin proposal:

1. Open the Firefox browser. This is the vendor-recommended browser.
2. Loginto My Tri-C Space.
3. From the Main Menu, click Discover

{n} Home

Cuyahoga =

Caommunity i

College g Discover I
(> sSign out

4. Type Curriculum in the search bar
5. Click on the CIM Program Proposals link

1
Q, Curriculum %

articulation artifacts assessment cadre

Curriculum [N

Curriculum & Assessment Manual

]
3

A Curriculum Site (Kweb) /
4 CIM Course Proposals ‘ﬂ

6. This will direct you to the CIM Programs Landing Page. Click the box that appears asking

you to complete Log in.
[l Please Complete Log In 3

In order to authorize your ability to

[ ]

%]

update, please click the icon to

complete your log in.
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7. Click on the Green Propose New Program button in the upper right corner of the screen.
This will open the New Program Editing Screen.

Quick Searches provides a list ot predetfined search categories to use. l
- - Quick Searches... ~
[ History OR
Program Code Program Name Workflow Status ‘
S150-POL Conflict Resolution and Peace Studies, Short-Term Certificate

Step 2: Enter the program information:

1. Click the green Propose New from Existing Program Button.
2. A warning box will appear to let you know this will overwrite any information you’ve

already entered. Click OK to continue.

New Program Proposal

Originator: 500259891 l

3. A Program selection box will appear. Type in the name of the program you wish to
create a part-time program pathway or the major code (i.e. Accounting) to filter the
choices in the drop-down box and select the appropriate program from the drop-down
box. Click the Copy Program button.

Type program Title to
filter the list, and select
appropriate program from
drop down.

Select Program...

Accounting|

S300-ACCT: Accounting, Associate of Applied Business

S307-ACCT: Accounting/CPA Preparation, Post-Degree Professional Ce

4. This will populate in fields from the existing program. You can now edit fields
appropriately to create the part-time program proposal.

5. Edit the program Title field to add ‘Part-Time Pathway’ to the end of the title, following
this format: Accounting, Associate of Applied Business, Part-Time Pathway

6. Select the desired Effective Catalog term (i.e. Fall 2026). If you are proposing for a
future term that is not available in the drop-down box, contact Cheryl Kovach X4892 to
have an additional term added.
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7. In the Rationale, enter “Creating part-time program pathway for College Catalog.”

8. Enter the Program Description. Revise program description to include information to
communicate that this is the recommended sequence for students planning to pursue
the program on a part-time basis. Note, if the program admissions requirements can be
taken part-time, but students need to plan for full-time enrollment (or full-time contact
hour commitment due to clinicals, that may still be part-time credits) once they are
admitted to the program, include that information here.

Step 3: Edit the Semester Sequence

1. Double-click on the existing Table in the Semester Sequence box to open it up for

editing.
Plan of Study Grid x
Business, Legal Professions, and Hospitality Management Starting Term: | First Semester v
Accounting (AC v
9 (ACCT) Year: | Select Year... v
ACCT-2530 CPA Review - Auditing and Attestation
(AUD) Term: | First Semester v

ACCT-2550 CPA Review - Financial Accounting and ACCT-1311  Financial Accounting

Reporting (FAR) n n
; . BADM-1020 Introduction to Business
ACCT-2560 CPA Review - Regulation (REG) ; L .
i vsi P i MATH-1190 Algebraic and Quantitative Reasoning
ACCT-2570 Business Analysis and Reporting (BAR) - Select one of the following:

CPA Review
ACCT-2807 Special Topics in Business Analysis and ENG-1010  College Composition I

Reporting {(BAR) - CPA Review #* || ENG-101H Honors College Composition I
ACCT-1011 Business Math Applications Select one of the following:
ACCT-1020 Applied Accounting << || IT-1090 Computer Applications
ACCT-1030 Payroll IT-109H Honors Computer Applications
ACCT-1820 Indepenldent Study/Research in Comment

Accounting
ACCT-2041 Business Taxation Sequence:
ACCT-2320 Intermediate Accounting II Or Class:

ACCT-2340 Cost Accounting

ACCT-2500 Governmental/Non-Profit Accounting
e Footnote:

Credit Hours: | 5

Quick Add: Add Course Indent

Add Comment Entry Mave Up || Move Down

OK Cancel

The editing box should open to the starting term. In the example above, this is the First
Semester, but for some programs it could be “Summer Start” or “Program Admissions
Requirements”.
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Click on each course in the right-hand box that will not be included in the first semester
for the part-time program and click on the move left arrow (<<) to take them out of
that semester and move them over to the course selection box. Each course must be
moved separately, leaving only the courses you wish to recommend. See example
below:

Plan of Study Grid X

Business, Legal Professions, and Hospitality Management v Starting Term: | First Semester -
Accounting (ACCT) W .

BCCOUTTg Year | Select Year... v
ACCT-2041 Business Taxation Term: | First Semester ~

ACCT-2320 Intermediate Accounting II
ACCT-2340 Cost Accounting

ACCT-2500 Governmental/Mon-Profit Accounting
ACCT-2510 Auditing

ACCT-2812 Special Topics: Introduction to
Investments

ACCT-2820 Independent Advanced Study/Research
in Accounting

BADM-1020 Introduction to Business

MATH-1190 Algebraic and Quantitative Reasoning

==

ACCT-2830 Cooperative Field Experience <
ACCT-1311 Financial Accounting
Select one of the following:
EMG-1010 College Composition I
EMNG-101H Honors College Composition I
Select one of the following: Or Class:

IT-1090 Computer Applications Credit Hours: |5

IT-109H Honors Computer Applications Footnote: [1 5

Quick Add: Add Course

Comment: | gr higher Approved Ohio Transfer 26 Mathem:

Sequence:

Indent

Add Comment Entry Move Up || Move Down
OK Cancel

Next in the right-hand column, click on the Term drop down, and select the next
appropriate semester (i.e. Second Semester. Leave the Year field blank.)

Plan of Study Grid X
Business, Legal Professions, and Hospitality Management Starting Term: | First Semester -
Accounting (ACCT) v .
ACCOUNTNg Yeak | Select Year.. v
ACCT-2041 Business Taxation Term:'| Second Semester v

A/,eT ATAN Tebmeme mdimba & mmmae. i TT
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Click on each course in the right-hand box that will not be included in the semester you
are working on. Click on courses from the left-hand box that should be included in the
semester you are working on for the part-time program and click on the move right
arrow (>>) to move them from the course selection box to the semester box.

Repeat these steps for each semester until you have built out all of the required
courses. Pay attention to pre-requisites when creating the part-time sequence. It is
recommended to have 6-9 credits per semester. Note: For requirements that have an
“or choice” (i.e. ENG-1010 OR ENG-101H), you will need to recreate the “select one of
the following” comment entry. This is detailed in step #6 below. If this is not the case,
you can skip this step and move to step #7.

Click Add Comment Entry. Enter “Select one of the following:” for the Comment Entry.
List credit hours of choice in credit hours box. Select the desired courses from left hand
column and click the (>>) button. Select Indent button on each course that should

appear under the “select one of the following heading.” This allows the credit hours to

calculate correctly for the “or choice” (prevents double counting).

Course List

Liberal Arts

Philosophy (PHIL)

¢

PHIL-1000
PHIL-1010
PHIL-101H
PHIL-1020
PHIL-179H
PHIL-1820

PHIL-182H

PHIL-2010
PHIL-2031
PHIL-2040
PHIL-2050
PHIL-205H
PHIL-208H
PHIL-279H
PHIL-280H

Critical Thinking ~
Introduction to Philosophy

Honors Introduction to Philosophy
Introduction to Logic

Honors Contract in Philosophy

Independent Study/Research in
Philosophy

Honors Independent =
Study/Research in Philosophy

Comparativ World Religion
Philosophy of Science
Philosophy of Art
Bioethics

=

Honors Bioethics

Honors Social Justice

Sophomore Honors Contract

Honors Spec Topics-Philosophy “

Quick |
Add:

Add Course

Add Comment Entry

Add Comment Entry

b

[ sum Hours

BADM-1020 Introduction to Business ~

requirements~aab_math~MATH-
1xxx:: 1000-level Math course
or higher

Select one of the following:

ENG-1010 College Composition I

ENG-101H Honors College Composition T
Select one of the following:

ACCT-1011 Business Math Applications

ACCT-1020 Applied Accounting v
Comment: |Selact one of the following:
Sequence:
Cross Enter Comment
Reference:
Or Class: TeXt

Credit Hours: |3 ‘

Footnote: | ‘

[ Indent [ Area Header

Move Up | Move Down Enter Credits

OK [ |
ancel |

Click indent button on each
“or course” listing.
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7. Click OK to save your table.

|
Add Course [] indent

Quick Add:

Add Comment Entry Move Up Move Down

Cancel
= )

8. Scroll down to bottom of form and click Save Changes. This will save the changes and
close the program editing box.

9. To continue editing, click the green Edit Program button from the Program
Management Home page. Completing Steps 8 and 9 ensure that the table you built has
been saved before you go on editing the next field.

Step 4: Submit to Workflow
When you are done entering changes to the table, scroll down to the bottom of the edit

form and hit the Save and Start Workflow button. This will submit the button into the
approval process and trigger the email for it to go to Faculty Counterparts for vote.
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