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Business Process Summary
Submitting a Course Add Form through UAccess for courses that do not currently exist in the Course Catalog. 
Business Process Procedures:

	Step A
	Submitting a Course Add Form

	1. 
	Check the Course Catalog to make sure there are no active records of the corresponding Subject and Catalog Number being added, to ensure that the course does not already exist. 
UAccess Administrative Login> Curriculum Management>Course Catalog>Course Catalog
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Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value || Add a New Value

v Search Criteria

Academic Institution: [= v | UAZ0O Q
Subject Area: [=+] Q
Catalog Nbr: [ begins with v |

Campus: [ begins with v |

Course ID: [ begins with v |

Description: [ begins with v |

O Include History ([ Correct History [ Case Sensitive

Sasi Semrch

Save Search Criteria






	2. 
	Navigate to the Course Catalog Add Forms in UAccess. 
UAccess Administrative login> Navigator Bar> Curriculum Management> UA Curriculum Management>Course Management> UA Course Add
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Please note: department representative must request access via the “UAccess Access Provisioning Tool” before this point. 
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	3. 
	Click “Add a New Value” to start a new Course Add Form. Please have the information needed to add a brand new course to the Course Catalog. 
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Enter any information you have and click Search. Leave fields bla
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Transaction Number:[= v
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The Academic Institution will autofill to UAZ00. Make sure to check the Academic Career as the system defaults to Undergraduate. Fill out the following tabs including Academic Career (if different from UGRD), Subject Area, Catalog Nbr, and Academic Organization. 
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Proceed to the Typically Offered field and select the semesters that the course is usually taught in, corresponding to each campus (MAIN, UA ONLINE, Distance, South, Phoenix, and Community). The Typically Offered field is for with Degree Map but does not restrict the course to these semesters.
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	4. 
	If the course has a 400 or 500 catalog number and wants to have the option to be Co-Convened between undergraduate and graduate careers, the ending numbers must match and are Co-Convened on the Course Catalog here.
Co-Convened courses are two separate courses (with the same two ending numbers) with separate course ID’s, one being 400 while other is 500.

 Under the drop down next to “Co-Convened”, if Yes is selected, the Co-Convened course must be inputted under “Co-Convened With” (whether it is with an existing course or form another 400/500 course being added). The 500 level course must preserve the graduate experience and the form must explain the Graduate level requirements.
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If the course being added is neither a 400 or 500 level, or if the courses does not wish to be Co-Convened these fields can be left blank.



	5. 
	Enrollment Requirements
Course Requisite Information: 
Requisite Types can either be Co-Requisite or Pre-Requisite. 

If a Course Requisite is selected, the Course ID of the corresponding Co or Pre-Requisite must be filled in here. If multiple, click the plus sign to add more than one Requisite.
Any pre-requisite listed here that needs to be enforced MUST also have New Requirement Group information listed in Step 7.

(pre-requisites that are present in this field are not enforced and are text only).
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	6. 
	Existing Requirement Groups to be added: 
If there is already an existing Requirement Group that is needed for the course being created, this is where that can be inputted. In addition, if you are needing an existing requirement group on top of new additional enrollment restrictions, please fill out here and in New Requirement Groups to be Added. If not sure, requirement groups can be checked in UAccess. 
Administrative login>Curriculum Management>Enrollment Requirements>Enrollment Requirement Groups
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	7. 
	New Requirement Groups to be Added:
Any Enrollment Requirements that want to be enforced need to be listed here as well as in step 5. 
Requirement Groups are enrollment filters that are enforced for the course. 
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	8. 
	Provide Short Course Title, Long Course Title, and Course Description. Indicate the First Term Effective and whether this is a Permanent or Temporary add.
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	9. 
	A Course Syllabus must be attached to the Course Add Form. 
Click “Add File” to insert an attached Syllabus. The course must also have a minimum of 3 Learning Outcomes not only on the syllabus but pasted into the Add Form here. 
For questions regarding undergraduate and graduate syllabus submission please click on the corresponding links. 
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	10. 
	Course Attributes 
If there are Course Attributes associated to the course, each Course Attribute also has a Course Attribute Value that needs to be added.
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Here is a list of Course Attributes departments can utlize. For more information see BPG on Course Attributes. 
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	11. 
	If no Course Equivalency or Mutually Exclusive move on. 

	12. 
	Additional Course Information: Minimum Units and Maximum Units inputted here, whether set units or a range of units. Also input the appropriate Grading Basis (from dropdown). The Total Units Allowed should add up between unit range and number of completions allowed.
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	13. 
	Funding Analysis can be filled out if the course is associated with replacing another course or if the course is associated with a new hire.
*Fill out the rest of the boxes as needed:

· Intended Course Fees (if yes, a new Course Fee Form will need be submitted once course gets fully approved and is in the Course Catalog).
· Required for which majors?
· Field trips

If questions on these, please email courseapprovals@list.arizona.edu.




