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USER QUICK GUIDE CONTINUING EDUCATION= REQUESTING COURSES
FOR THE COMBINED COURSE LIBRARY

MODULE 1: INTRODUCTION

PURPOSE OF DOCUMENT

The purpose of this Quick Review User’s Guide is to provide an abbreviated instruction for
the process of making electronic course requests to the System Office for new courses or
modifications to existing Continuing Education courses in the Combined Course Library.

The electronic process only occurs on the CIS System Office (CIS SO) server. This document
is for training purposes only and does not supersede any policy/procedures.

For complete step-by-step instructions about how to access the CIS SO system, please
contact the NCCCS training department to set up a training session.

CONTINUING EDUCATION PROCESS GUIDELINES

Requests for new courses or modifications to existing courses can be submitted by
individual colleges, external agencies, and/or the System Office. The requests are reviewed
by the Workforce Development Leadership Committee. Once approved the request is sent
to the State Board.

Note: Please contact the State Director Continuing Education to verify that the request is
appropriate.

Below are the instructions for submission of the application packet to the System Office:

Step 1. Complete all required documents for an application packet
Required documents include: CE Course Submission Form and course
plan/outline. These documents combined will be referred to as the application
packet. Check the completeness and accuracy of information contained on all
required documents. Please see the NC Community College Continuing Education
website for forms.

Step 2. Enter course information from the above form in the newly created CIS
forms in the System Office.
To access the System Office server see Access and Set up below and further
instructions in this user guide.
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Step 3. Submit the Application Packet to the System Office
Colleges should submit a_complete application packet, with original signatures
on each, to the name and address below.

STATE DIRECTOR, WORKFORCE CONTINUING EDUCATION
NORTH CAROLINA COMMUNITY COLLEGE SYSTEM

5016 MAIL SERVICE CENTER

RALEIGH, NC 27699-5016

Step 4. Process Course Request
Once the paper copy of the course request is received from the college, the System
Office staff reviews the application to ensure accuracy and appropriateness. Once
approved it is reviewed by the Workforce Development Leadership Committee.

After the WDLC'’s review the application is then prepared for NCCCS State Board.

Colleges should allow adequate time for course approval process. A typical
timeframe is two months, so plan accordingly. The State Board typically does not
meet in June or December.

Step 5. Notify College of Approval Status
An official letter from the Continuing Education Director will be mailed (or

emailed) to the college noting final approval of their request and an email
generated notification will be generated whenever a status of a course request is
updated.

ACCESS TO CIS &SET-UP

Users at local colleges must obtain access to the System Office server in order to access the
new course request forms.

User Requests:

To request System Office Colleague access, please contact the System Office Help Desk
at CISHelpDesk@nccommunitycolleges.edu or by calling (919) 807-7048 to submit a
request for support.

NOTE: Access to the System Office server is restricted to the forms accessible in this
user guide.



mailto:CISHelpDesk@nccommunitycolleges.edu

CCL FOR SYSTEM OFFICE AND COMMUNITY COLLEGE CONTINUING
EDUCATION COURSE MANAGEMENT USER GUIDE

MODULE 2: REQUESTING A NEW COURSE

ACCESSING THE XUCO-NCCCS COURSES FORM

The XUCO - NCCCS Courses form is accessible only on the System Office Colleague system.
The following functions are performed on the XUCO form:

o Community colleges’ staff request new course.

Community colleges’ staff tracks their own approval steps before submitting the
course to the System Office for approval.

System Office staff performs all approvals or denials of new courses.

e System Office staff tracks interim statuses before a final disposition is made.
If the requestor is someone other than the local college then the System Office staff
will be responsible for entering the appropriate information for the course.

Step 1: Type “XUCO” in the quick access window then click Go.

[y Datatel - SO7-R18SANDBOX - ST
File Edit Apps Favorites Options Help

QuickAccessI vl EJGo | R dag X« 9 0 @

= = ST _J AC - Academic Records
[+ -4 AC-Academic Records _J &M - Reciuitment/Admissions Magmt
.  AM - Recruitment/Admissions Mamt 4 AR - Accounts Receivable
L‘_' AR - Accounts Ei_e‘(_:ﬂ_vible N CC- Communicha‘lions Management
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The XUCO form appears with a Course LookUp window on the XUCO form.
ST

File Edit Favorites Tools Help

E!uwckAccassIXUEEl | ElGo | d@d X& 7 @ @

o o || mucoweces Coulsesl
B

Subiject (Orig Crz Repl Date

Course Number _ Equate Codez _1 l ol
Start/End Dates [ﬂ Pam Impact E] I -
Effective Tem UM Transter - l .
End Tem Additional CU rfo [ IF]
corol- I
arad Lo g= ”
Defe Course LookUp —
Shot” |l 5=
DL°”9_ [ ok |  Coneel | Detal_| Einish_| Helo |
esciif

Credits |
Instr Method Contact Hrs Contact Measure CEUs

1 @ e S| E]
2 : I—@] I—_| =
Statug Status Dt ApprAgency Appr Person Appr Dt

I - |7 | I I | [E)

fe= == =T == T = == == T ==t
N o B B B Ry B BB S B B

)

‘/-[- ..J--—« P —ttan P N —— - i Ay, k-._..

Step 2: Type the course subject and number of the new course into the Course LookUp
box.

In the course look up box, enter the course subject and number. The course look up
requires that the course subject and number be separated by a space or a dash.
Ex. “CAS 3201” or “CAS-3201".

NOTE: If this course number and subject already exist, the course information will
populate on the XUCO form. An alert box will appear. The user should click ok and
choose another Course ID.

NOTE 2: If the course number and subject does not already exist, the standard
“Record Not Found” alert is displayed. The user should click Add.

The Subject and Course Number entered in the Course LookUp box are defaulted to the
XUCO form.

The user is ready to enter data in the XUCO form.
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ENTERING DATA IN THE XUCO FORM

The table below should be used as a guide to enter course data into appropriate XUCO
fields. While entering the specifics of the course, the course status should be set to
Pending. This allows the user to return to the course and make updates as needed.

Field Name | Function

Start/End Enter the projected start date of the class. Please note, the requesting
Dates college can offer this class up to 90 days without State Board approval.

If the course is requested by anyone else other than the college, the System
Office will not enter course information until the state board has approved
the course.

NOTE: End date will automatically populate after course is submitted.

Effective Not applicable to Continuing Education

Term

End Term Not applicable to Continuing Education

Course Enter a Course Level by selecting from a list of valid Course Levels from the
Levels drop-down selection box. For Continuing Education, choose “CCE”

Acad Level When correct Course Level is selected Acad Level will automatically
populate. populate.

Default Not applicable to Continuing Education. For Continuing Education, course
restrictions are entered at the Section Level.

Short Title Enter the title of the course. This field accepts no more than 30 characters.

Long Title The system will default to the same title as the short title. User has the
option of typing a more detailed title since this field has unlimited length.
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Field Name | Function
Description | Type the complete course description. For Continuing Education, there is
not a required format for course description. However the following are
suggested statements to include:
e The description should begin with "This course provides" or “This
course is designed to”
e The next 2-3 sentences would includes statements such as "Topics
include” or “Emphasis is placed on"
e The last sentence could begin with "Upon completion, students
should be able to"
NOTE: Drill down for free -form text entry
Credits Not applicable to Continuing Education
Instr This field defaults to “Class” for Classroom hours. “Class” is the only
Method instructional method used for Continuing Education.

Contact Hrs

Enter recommended hours for course. This number should always be
greater than “0”.

Contact For Continuing Education, enter “T” for Term.
Measure

CEU’s Enter “0”. This field should be populated at the local level.
Orig Crs Not applicable to Continuing Education
Repl/Date

Equate Not applicable to Continuing Education
Codes

Pgm Impact | Not applicable to Continuing Education

UNC Not applicable to Continuing Education
Transfer

Add CU Info | Not applicable to Continuing Education
Comments Detail to add comments as needed
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Field Name | Function

Course This field should be left blank. Colleges may add course types at the local

Types level.

Program Enter the appropriate program area code for the course or type “...” to

Area select from a list of program area codes for Continuing Education.

Fund Src Enter “OERB” which stands for Occupational Education Regular Budget for
Continuing Education.

Status Select the correct status from the drop down box.

While you are creating the specifics of the course you should set the status
to Pending. This allows you to return to the course and make updates to it.
Once all local approvals have been finalized, you will change the status to
Submitted for Approval.

NOTE: The System Office is automatically notified that a new course has
been submitted and the system will prevent you from making any further
changes to the course. Once submitted, the college is granted temporary
approval to offer the requested course.

Status Date

Defaults to current date and cannot be changed.

Appr Agency | Each college is assigned an approval agency number.

Appr Person | CIS approval Number Required (System Office and Local User Colleague ID
number or name).

Appr Dt If the college is the requestor then the date will be the current date. If the

System Office is the requestor then the date will be the State Board
approval date.

NOTE: Once the requestor has completed all appropriate fields and all local

approvals have been finalized, the requestor is ready to submit the information to

the System Office.
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SUBMITTING THE REQUEST TO THE SYSTEM OFFICE

The following steps should be used to submit a course request to the System Office.

Step 1: Change the course status to “S” for Submitted for Approval
HUCO-NCCCS Courses |

Course: Title: Computers for Colleges
0Tl CA5 Computer Applic Orig Crs Repl Date I—.
Course Mumber m Equate Codes _l—t]j ’
Start/End Dates m I— Farn Impact ‘*
Effective Tem UMC Transfer ﬁ
End Tem Additional CU Info I_E] )
Courze Levels Eomments
Acad Level [n=olTamy ucat Course Types ﬁj
Defaults IX_E] Pragram &rea W
BTN EN Cormputers for Colleges Fund Src W:’
Long Tile _1 [Computers for Colleges =]
Description 1 { This course will help colleges with computer use E]:I
Cediz [ (B
Inztr M ethod Contact Hrz Cantact Measure CEUz E
1 [[CLaSS Classioom .00 (@) [T Tem 3 S R )
71— =1
Status Statuz Dt Appr Agency Appr Person
5 Submitted for &on |- E] | 020509 | IKimherly Pellurn-Fe

w“ » ’l-u-ur-ll*- ’4 _J e, I r __H._l ._",
Step 2: Enter the

. . . AULL-NLLLS Lourses |
approprlate information
for Approval AgenCy, Course: Title: Comnputers for Colleges
Approval Person, and =
L CAS Computer Applic Orig Crz Repl Date I
Approval Date. Course Number [EEEERIIN Equate Codes _1 | = ’
Start/End Dates [ 03/16/09 | Par Impact
Effective Term UMC Transfer I
. . End Tem Additional CU Infa [ ]
Step 3: Cth Save 1con. Courze Levels ﬁ Comments I_E]
EGER RN CE Continuing E ducat - Caurse Types L|—;l :
An Alert bOX launCheS to Defaults IX_E] Program Area IFBD Contiruin
. AN Computers for Colleges Fund Src _1 lDEFlE Ocep Ex = I::I
adVISe that the course Lang Tile 1 || Computers for Colleges
Dezcripti 1 || Thi ill help zall i
number haS Changed' The esu:cnrpetéciutr; I——IS course =hcoeges W Changed course number ko 93333
system automatically T R
adds the number “9” at 1 J[CLASS Classroom . — [ 000
. . 2 E | -
the beginning of the ! ! B
course number, Statusz Statuz Dt Appr Agency Appr Perzon Appr Dt
5 Submitted for App | - | E] | 02/05/09 | |Kimberl_l,l Pellum-Fe 02 9
Step 4: Click OK /
s AT NN and; et T
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Step 5: The Alert box will appear, click Update button. This completes the course
submission process.

NOTE: The System Office is notified by an automated email that a new course has
been submitted and the system will prevent you from making any further changes to
the course.

TO VERIFY COURSE SUBMISSION; GO TO THE XUCO FORM:
Step 1: In the XUCO form, enter Enter “9” + course subject and number; click OK

The status of the course should have automatically been updated to a “T” status for

temporary approval.
XUCO-NCECS Courses  $UCO-NCCES Courses |

-
using HCOURSEES, VWiew: COURSES II
J Beg: Cours Bhort Title
Cr=s ID Credit Hrs Contact Hr Max Hrs Start Dt End Dt Bt
=
I_ l: Cas 293333 Computers for Colleges
SEE433 26,00 42,00 02705709 OE/OG/09 T ’I
r )

If the status is not a “T” then go back to the XUCO form and follow the instructions for
submitting the course to the System Office. This completes the process for the local users.
Exit the System Office CIS server account.

NOTE: Record the S# (which is known as the Course State Id Number) prior to exiting
the SO CIS server account.
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IMPORTING COURSES TO LOCAL LIBRARY

In your local account, access the XUIC form to import the temporary approved course.

Step 1: Enter the ellipsis (...) in the first blank field; click Save icon.
The resolution form should launch

HIC-mport Courses |

Irport Contral 1| j
3 {
=
A
5 = f
a3

Step 2: Choose the Course ID Number (S#) to import the temporary approved course.
Click Save icon.

NOTE: The status on this resolution form is not the course status.

wUIC-Import Courses #HIC-Import Courses |

using ¥MC_HFER_IN.CTL, Wiew: XNC.XFER.IN.CTL }
JI Seq: Stat Date Inst File Cr=s Id Cr=s Name ’
F I 1: W 0z/05/,03 351 COURSES BEZ433 ?

10
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Step 3: Click Update button.

wUICmport Courses  #UICmport Courzes I

MELL_51E45 15012

k4
E=ecute in Background mode? IND )
oo TN

Ilpdate record, Cancel record or Return to editing

Cancel | Return | |

Schedule Process to Run Every/Fram | =] | =]
Schedule Process on 'weekdays anly
Schedule Process to Start After

Stop Automatically Scheduling Proceszs on [ﬂ
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MODULE 3: MODIFYING AN EXISTING COURSE

The XUCC - Course Change form is accessible only on the System Office Colleague system.
A change to an existing, approved course may be requested using form XUCC. This process
should only be used to request an increase to the course recommended hours. Colleges are
still required to follow the Continuing Education guidelines for course approval as
described in Module 1. Below are the steps for making a request to modify an existing
course. To begin the process of requesting a modification to an existing course for
Continuing Education, the user should log on to the System Office server and access the
Student Module (ST).

ACCESSING THE XUCC-COURSE CHANGE FORM

Step 1: Enter the existing course subject and number; click OK.
Course LookUp dialog box is displayed:

HUCC-Course Change |

Copy from C:

Copy Course |

Course LookUp
|cas 3tz

K I LCancel Detail Firiizh

‘.\ "\ u“"i—‘.‘_, M

|
o
b=

NoA -4

.#L'—#-"’_'.‘I—r“-‘"}-ﬂ‘

12



CCL FOR SYSTEM OFFICE AND COMMUNITY COLLEGE CONTINUING
EDUCATION COURSE MANAGEMENT USER GUIDE

Step 2: Select the appropriate Course ID with an “AB” status; click Save icon.

#UCC-Courge Change  #UCC-Course Change |

using XCOURSES, Wiew: COURSES '
J Seq: Cours Short Title J
Cr= ID Credit Hrs Contact Hr Max Hrs Start Dt End Dt =14 I’I
=
I_ 1l: Cas  31E0 Introduction to Microsoft
BzEz410 S0.00 log.00 Q03709 0570409 T
-
F Z: CaAS  31Z0 Integrated Software: Conp ]
= R S0.00 102.00 05717794 AR ]
— L

Step 3: In the field Copy Course, enter Y for Yes; click Save icon.

#UCC-Courze Change |

Copy from Cours 2 Integrate: nare; Computer

Copy Courze |_|,|

e I
il 8 __r'—*- --’ wm =ICC-Courze Ehangel

Copy from Cen Integrated S oftware: Cornputer

The Alert box will appear; click
Update button.

Copy Course W

Ipdate record, Cancel record or Return to editing

Cancel | Return |
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Step 4:- Click Finish to exit the XUCC form.

FICC-Courge Change I

Copy from Course:;

Copy Cowrge I

Courze LookUp
[
ok | Cancel | Detal | Finish | Help |

W oW A M.

\*w““\*
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ENTERING DATA IN THE XUCO FORM

Once the course copy process is complete, the user is ready to modify the fields related to
the course request. The user must access the XUCO form to complete this process.

Step 1: Access the XUCO form to the verify course was copied correctly

WUCO-HMCCCS Courses |

Course:
subject | Orig Crs Repl Date |
Courze Murnber - Equate Codes _1 l !]::I
Start/End Dates it I Parn Impact I |
Effective Termn UMC Transfer - I
End Term Additional CU Info [~ IF]
Course Levels 1 ::I Comments I_B
Acad Level Courze Types _1 | = ::I
Defaults I_!] Program &rea I
ShurtTitIeF - e A 1 =1
Lona Tile _1 | B
Description Ll Course LookUp
Credits | [cas 3120
Ity b ethiod
A ok | Cancel | Detsill | Firish | Help
2] | =] = JI57|
Statusz Statuz Dt ApprAgency Appr Perzon Appr Dt
I | | | -
— e el | ——

Step 2: In the Course LookUp box; enter the course subject and number; click OK.
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Step 3: Choose the appropriate Course subject and number that displays the “P “status;
click Save icon.

16
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XUCO form displays
HUCD-MCCCS Courses |

Course: 522435 CAS-3120 Title: Integrated Software: Computer
Subject _ Orig Crs Repl Date I—
Course Mumnber Equate Codes Ll—t]ﬁ
Start/End Dates Fam Impact 1] ﬂ |
Effective Term M Transter ﬁ
End Tem Additional CU Info [ ]
Courze Levels Commerts I_E
Acad Level Course Types Ll =] :I
[refaults Proaram Area I—
Shart Tite ! FundSrc _1 J0OERE Dccp, Ex =]
Long Title 1§ Integrated Software: Computer ::I
Description 1 fl Integrated programs which combine functions E]j
Credits I_— E
Inztr b ethod Caontact Hrz Cantact tMeasure CEUs
1_JJCLASS Classtoom 30.00 T Tem =14 [ ooo(@
2 BE
Status Statuz Dt Appr Agency Appr Person
F Pending - Local 0205409 Kimberly Eellum-Fe 2/05/03
e B L L N ) ZEI R

Step 4: Modify hours only in the Contact Hrs field.

17
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SUBMITTING THE REQUEST TO THE SYSTEM OFFICE

The following steps should be used to submit a course request to the System Office.

Step 1: Change the course status to “S” for Submitted for Approval.
HUCO-WCCCS Courses I -

Title: Inteqrate fhware: Computer

Cours

Subject ter Applic Orig Crz Repl Date I
Caourse Nurnber Equate Codes LI—E]::I
Start/End Dates i i FPam Impact 0 ﬂ | i
Effective Term UMC Transfer ﬁ
End Tem Additional CU Info [~ IF]
Course Levels iR [ - | ﬁ Camrmemts I_E]
Acad Level B ik ucat Courze Types Ll ;l::’
Defaults IK_ Program Area
AN [ntegrated Sofbware: Computer Fund Sz LlDEFIB Ocep. Ex ;Iﬁ
Long Title 1l Inteqrated S oftware: Computer j
Description 1 || Inteqrated programs which combing funchions E]:I
Credits I__ ]
Ity M ethod Contact Hrz Contact Measure CEUs *
1 [[CLASS Classroom 30.00 (@] [7 Tem -] [ ooo P
2 ==l
Statuz Statuz DF Appr Agency Appr Perzon Appr Dt #

S Submited for oo I R D2 I -@

3

’

%arﬂtiinw-ﬂu‘ .L___.‘.,'_“__J_'."' W o """" m,“"

Step 2: Enter the appropriate information for Approval Agency, Approval Person, and
Approval Date; click Save icon.
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The Alert box will appear, click Update button.

®UCO-MCCES Cowrses | p

Cours Title: Integrated Software: Computer

Orig Crz Repl Date I
Equate Codes LI—E]::I

Courze Mumber

Stat/End Dates [ i Parm Impact 1] E] |
Effective Term UM Transfer ﬁ
End Term Additional CU Info [ ]
Course Levels CC Comments ’_@ '
Acad Level [0S Course Types _1 | | ﬁ
Drefaultz IX_ Program Area I
Shot Title i Fund Sre _1 J0OERE Ocop. Ex |
Long Title 1§ Intearated Software: Commputer :I
Descrption 1 |l Integrated prograrms which combing functions E]j
Credis [ (&)
Irstr bethod Contact Hrs Contact Meazure CEUs
1 |[CLASS Classioom 50.00 (@] [T Tem == [ om (
2 o
Status Status Ot Appr Agency Appr Perzon

S Submitted far App | - | E] |02/05/09 | |Kimberly Pellum-Fe

|lpdate record, Cancel record or Fleturn to editing

—_U dak [ | | Ret |
".-* - " "'"'L“‘pae _ ' '%#J-ﬁ‘ﬁ-—j

NOTE: This completes the transmission process. The System Office is automatically
notified that a new course has been submitted and the system will prevent you from
making any further changes to the course.
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To verify course submission, go to the XUCO form and enter course subject and number in
the Course LookUp box; click OK.

NOTE: The status of the course should have automatically been updated to a “T” status
for temporary approval. Record the Course ID or S # (same as in module 1).

%UCO-NCOCS Courses  #UCOMCCCS Courses |

. 4
|
using HCOURZES, View: COURSES
J Seq: Cours Short Title
Cr= ID Credit Hrs Contact Hr Max Hrs Start Dt End Dt =3
F
I7 1: CAE 3Z1z0 Integrated Software: Comp
BEE432E 20,00 lo2.00 0zs0L8/09 0B 08,05 T ; i
I_ Z: CAS 32120 Introduction to Microsoft )
BEE410 Q0,00 l0s.00 0Z/03709 05/04,09 T H
I_ 3: CAZ 3Z1z0 Integrated Software: Comp {
BElElze 20,00 10200 0&/17/94 AR (
v;
Controller LookUp Besclution Page 1/1 = .
Seq Mumber, (F)lag, (8)ortsSelect, (4)dd: I |H| |¥

If the status is not a “T”, then go back to the XUCO form and follow the instructions for
submitting the course to the System Office. This completes the process for the local users.
Exit the System Office CIS server account.
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IMPORTING COURSES TO LOCAL LIBRARY

Refer to the previous section Importing Courses to Local Library section for instructions.
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MODULE 4 SYSTEM OFFICE APROVAL PROCESS

The System Office is automatically notified by CIS generated email that a request has been
made for the approval for a new course or modification for an existing course. System
Office staff will review the course data entered into System Office CIS and ensure that it
matches the course information on the Continuing Education Course Submission Form. The
System Office staff will also verify that the course has a “T” status. This will allow the
requesting college to offer the course request for 90 days without State Board approval. An
end date of 90 days will automatically be generated.

[f there are no issues during the preliminary review of the information submitted; the
official System Office approval process will be initiated. Additionally, the CIS system will
send an email to the requesting college verifying receipt of course request.

PRELIMINARY REVIEW STEPS

The System Office reviews the Continuing Education Course Submission Form to ensure that
all required documents and data entry requirements are complete. The course request will
not be sent forward to the Workforce Development Leadership Committee (WDLC) until all
requirements are met. Once the requirements are met, the System Office will prepare any
additional supporting documentation needed for the WDLC review process. This includes
background information on the course, any similar course offerings in continuing education
and curriculum, and any external agency requirements that govern the occupational course.
All course requests will be compiled into a “course review packet” and sent to the WDLC
prior to their monthly meeting.

LEADERSHIP COMMITTEE REVIEW PROCESS

The committee must follow two time sensitive requirements when considering course
requests. First, all course requests should be processed and/or reviewed within 30 days of
the course submission date. Secondly, a final recommendation (approved/not approved)
must be communicated to the requester within 90 days of the course submission date. The
WDLC will review all course requests using a standard set of criteria. If the course meets all
criteria, the System Office will submit the necessary documents to the State Board for final
approval. If approved, the course is officially placed in the Combined Course Library.
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