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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
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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: 

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. 
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. 
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The XUCO form appears with a Course LookUp window on the XUCO form. 

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 
Dates 

Enter the projected start date of the class.  Please note, the requesting 
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 
Term 

Not applicable to Continuing Education 

End Term Not applicable to Continuing Education 

Course 
Levels 

Enter a Course Level by selecting from a list of valid Course Levels from the 
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:   

The description should begin with "This course provides" or “This 
course is designed to” 

The next 2-3 sentences would includes statements such as "Topics 
include” or “Emphasis is placed on" 

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 
Method 

This field defaults to “Class” for Classroom hours. “Class” is the only 
instructional method used for Continuing Education.  

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

Contact 
Measure 

For Continuing Education, enter “T” for Term. 

CEU’s Enter “0”.  This field should be populated at the local level. 

Orig Crs 
Repl/Date 

Not  applicable to Continuing Education 

Equate 
Codes 

Not  applicable to Continuing Education 

Pgm Impact Not  applicable to Continuing Education 

UNC 
Transfer 

Not  applicable to Continuing Education 

Add CU Info Not  applicable to Continuing Education 

Comments Detail to add comments as needed 
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Field Name Function 

Course 
Types 

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

Program 
Area 

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

Step 2: Enter the 
appropriate information 
for Approval Agency, 
Approval Person, and 
Approval Date.  

Step 3: Click Save icon. 

An Alert box launches to 
advise that the course 
number has changed.  The 
system automatically 
adds the number “9” at 
the beginning of the 
course number. 

Step 4: Click OK 
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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.  

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 

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. 
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Step 3: Click Update button. 

. 



C C L F O R S Y S T E M O F F I C E A N D  C O M M U N I T Y  C O L L E G E C O N T I N U I N G

E D U C A T I O N C O U R S E M A N A G E M E N T U S E R G U I D E

12 

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

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

The Alert box will appear; click 
Update button. 
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Step 4:- Click Finish to exit the XUCC form. 
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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 

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.  
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XUCO form displays 

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

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. 

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). 

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. 

If 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. 




