	ACC Curriculum Forms Instructions



All ACC curriculum forms are considered part of the ACC approval process.  
The Registrar’s Office will finalize the Banner input of forms after approval by 
ACC and the Faculty Senate.
	WHERE TO FIND THE FORMS ON THE WEB


The ACC Word Document forms and E-Forms are located at the ADMCS Web Forms Website
	HOW TO COMPLETE THE FORM


1. Open up the Word doc form
    Click on File → Save As

 → Save In → Select/give your form a folder: (e.g. New Courses AY 2009-10)

              → File Name → Give your form a name: (e.g. New Course ENG 110 - AY 2009-10)



 → Save as type → word document



 → SAVE

    Please note: Work in the word document saved in your ‘My Documents’, and not the html version
2. Begin working on the form:
    The first main section of the form is ‘protected’. 
· Place the cursor over the first text form field next to ‘Name’ so you can start typing in the details.  
· Use the tab key to get to the next text form field or check box form field.
· Check boxes are filled out by clicking the mouse over the appropriate box.

    The numbered questions or the text form fields that require you to provide text, copy or edit 
    are ‘not protected’. You must copy & paste the program/course text in its entirety (title, pre-reqs, etc).  
      To copy and paste from the WWU 2010-11 E-Catalog:
· From the E-Catalog – select the appropriate text. Right click on the mouse and choose ‘Copy’
· In your ACC word document, go to ‘EDIT’ ( Paste Special ( Unformatted Text. SAVE.
· Delete any unwanted text and extra spaces.  Continue editing your word document.

Place the cursor in the Text form field to begin typing. To move to the next question, place the cursor in the next text form field.  If you use the ‘tab’ key in this section, it automatically creates another row. If this happens, click the ‘undo’ button and place the cursor where you want to continue on the form. To delete text use the ‘strikethrough’ action. Underline new/revised text.
3. SAVE Your Document. 
4. To SUBMIT your form:

· Access the corresponding ACC E-Form, from FORMS (Online)/Web Forms

· Enter the course number or major, minor or master title in the Required Field highlighted in red

· ATTACH your required Word Documents. Be sure to click ‘DONE’
· EMAIL your form to the appropriate approver. 
    This action will create your E-Form #.
5.  ROUTING APPROVAL


Course Author → Dept Chair/Program Director → College Curriculum Committee →

Other Designated Approver or Approval Committee (e.g. CUE, TCCC, Graduate Council) → 
ACC → Faculty Senate

6.  FINAL APPROVAL OF ACC FORM:
· After your ACC form has been approved by ACC and the Faculty Senate, the Catalog and Curriculum Coordinator will enter the details in Banner Catalog and lock the E-Form.  
· The locked E-Form will automatically be sent to the original sender of the form.
	ACC CATALOG & CURRICULUM NOTES




Important Notes regarding the newly revised ACC Curriculum Forms
· Use a ‘Request for New Course’ Form to create a new course, or an x97 Experimental course.  

· X97 courses may be offered only up to three times with the same details as approved by the College. To curb illegal creation to X97 courses in Banner Schedule with different details, X97 courses will be created on a term basis only.

· When renumbering an existing course, use the ‘Request for Course Revision or Cancellation’ form to cancel the former course, AND, create the new course number using the ‘Request for New Course’ indicating the equivalency and repeatability details.  This extra step will ensure that we are recording all the appropriate course details in Banner for the new course number, including grade mode, schedule type, repeatability and equivalency.  The ‘Request for Course Revision or Cancellation’ form no longer has the course number change as an option.

· Use the ‘Request for New Study Abroad Course’ Form for proposing WWU Faculty-led study abroad courses and other Study Abroad related courses. Study Abroad courses use the department subject rubric and the x37 numbering.
· Use the ‘GUR Course Proposal Form’ to propose a new GUR Course. This form needs approval from the College Curriculum and CUE Committees before seeking ACC approval.  Use the ‘GUR Course Revision or Cancellation’ form to make revisions or cancellations to current GUR courses. These actions also need approval from the College and CUE Committees before being presented to ACC for approval.  The same process applies to FYE courses.

· For GUR courses that are cross-listed – both departments need to send the appropriate course paperwork for College Curriculum and CUE Committees approvals.  The same process applies to any revisions or cancellations of cross-listed GUR courses.

· For Combined Major/Minor offerings (within a college or between other colleges):

· First discuss and agree on the major/minor requirements so that the catalog copy recorded in either academic unit is the same format and all the required course details are exactly the same.  
· After all the departments/programs have agreed on the requirements, the department who is proposing the combined major should complete the appropriate forms and paperwork and submit to the respective college for approval.  
· For a combined major between two different colleges, route the same original e-form to the next college for approval. This step will help us to ensure that both departments, whether in the same college or different colleges, are reviewing and approving the exact same curricular details, using one e-form only.

· Following these procedures will greatly assist us to encode CAPP accurately, and in a timely fashion.
· To better assist departments and programs who wish to create new majors, minors, degrees, certificate or endorsement programs, we encourage you to first contact the Registrar, Susanna Yunker, Associate Registrar, David Brunnemer, or the Catalog and Curriculum Coordinator, Lisa Zuzarte, so that we can problem solve any concerns or issues before hand and in a timely manner to meet ACC approval, HECB approvals and notifications, and catalog publication deadlines.  Additionally, this first step is particularly important for the creation of new rubrics, major codes, converting current courses to new courses with a different rubric, or renumbering courses in a department to accommodate the need for new course numbers in a sequential manner.
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