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–Appendix A - Course Form Field Definitions 
Course forms are divided into primary sections with informational fields in each section. Jump to a 
definition:

Proposal Information 
Information related to who is requesting the 
change(s), change(s) being requested, and why.  

• Change Type 
• Catalog 
• College 
• Academic Unit 
• “Submitted By” 
• Term and Year 
• Changes Requested and Rationale 

Impact of Change 
Information related to possible negative and 
positive impacts of change(s).  

• Course/Program Dependencies 
• Internal Impact Statement  
• Areas/programs the course will reside  
• External Impact Statement  

Basic Course Information 
Information required in order to create a course 
(most will be prefilled on Revised Course forms).  

• Course Title(s) 
• Course Prefix 
• Subject Name 
• Course Number 
• Course number used in past 10 years 

(New Courses only) 
• Course Identification 
• Credit Hours 
• Course Description 
• Course Syllabus 

• Course Codes (Division, Department, 
CIP, Taxonomy) 

• Course Fee Information 
• Grading Type  
• Schedule Type and Contact Hours Ratio  
• Term(s) Offered and Frequency 

Additional Course Information 
Optional information for course creation (will be 
prefilled on Revised Course forms).  

• Equivalent to another course  
• Mutually Exclusive with another course  
• Repeatable  
• Prerequisites and Concurrent 

Prerequisites  
• Corequisites  
• Special Notes  
• Course Attributes  

Registration Restrictions  
Optional information to limit course registration 
from/to certain student groups (will be prefilled 
on Revised Course forms).  

• Degree Program 
• Major/Minor/Concentration 
• Student Level 
• Student Class 
• Campus 

Professional Education Council Review 
Fields required if course will need PEC review. 

Liberal Arts Council Review 
Fields required if course will need LAC review. 
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PROPOSAL INFORMATION 

 

1) Change Type (Major or Minor) 

 
a) Minor Change: A change which will have a minimal impact on any student’s program and does 

not affect other units. Only the following are minor changes: 
i) Changes in standard codes (except for changes in course fees). 
ii) Dropping prerequisites. 
iii) Changes in title and/or catalog description that does not alter the basic nature of the course 

program. 
iv) Deletion of a course not required in other programs. 
v) Adding prerequisites that are internal to the unit and do not change the number of credit 

hours in the program. 
b) Major Change: Any curriculum change not listed as a minor change is considered a major 

change. 
c) From 3-3-501(2) Curriculum Change Procedures in University Regulations. 

Return to Contents 

2) Catalog Type (Undergraduate, Graduate or both); College (Select from drop-down); 
Academic Unit (Select from drop-down) 
a) These fields are required for each form (even on existing courses) because they tell the 

workflow how to route the form - it will be sent to the selected area’s designated approvers. 

 

Return to Contents 

3) Submitted By (Must have faculty status) 

 
a) Enter the name of the faculty member requesting the update (may be different than the person 

creating and submitting the form). Faculty are responsible for curriculum development. 

Return to Contents 

https://www.unco.edu/trustees/pdf/University-Regulations.pdf
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4) Requested Term; Requested Year

 
a) Term (Fall, Interim, Spring, Summer) and Year Requested (for change to go into effect) 

i) Course and Program revisions and deactivations may only be made for Fall terms. 
ii) New Courses and Programs may be submitted for upcoming Spring term but must meet 

the earlier Spring Supplemental Catalog Deadline.  

Return to Contents 

5) Changes Requested and Rationale

 
a) Please include a description of the change(s) and the rationale (i.e., why the change is needed or 

why the new course is being proposed). This field is to provide reviewers and approvers with 
context for the update as well as to help ensure all requested updates are properly addressed 
on the form. 

 

Return to Contents 
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IMPACT OF CHANGE 

 

6)   Course & Program Dependencies (this field will only show on revised & deactivate course 
forms) 
a) Use this information to select the impacted units 

 

7) Internal Impact Statement

 
a) Include impact both within and outside of the originating unit (academic, resources, equipment, 

supplies, etc.). Internal impact includes information such as faculty workload. 

Return to Contents 

8) What areas/programs of the catalog course will reside  
a) For course revisions and course deactivations, please use the information provided in the 

Impact of Change section to see all instances where the course is used/mentioned. Certain 
updates may require additional curriculum submissions.  

b) If the course is new, include all areas the new course will be added, such as program 
requirements (should be accompanied by appropriate program forms) or Liberal Arts 
Curriculum. 
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9) External Impact Statement 
a) Does this course impact units outside of the home academic unit? Examples of impact to other 

units may include (but are not limited to):  
i) Adding or deleting another unit’s course within your own program(s);  
ii) Revising or deleting a course being used in another unit’s program(s);  
iii) Creating a course you want to propose for addition in another unit’s program(s); and 
iv) Creating course(s) of highly similar subject matter to another area’s course 

b) See the Impact Statement Help Sheet for more information  
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https://uncoedu.sharepoint.com/sites/RegistrarsOffice/Shared%20Documents/Catalog%20&%20Curriculum/Training/2023%20Help%20Sheets/PDF's/Help%20Sheet%20-%20Impact%20Statements.pdf
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BASIC COURSE INFORMATION 
10) Course Title 

a) Courses are created with two titles: a “long” title (“Catalog Course Title”) and a “short” title 
(“Banner Course Title”).  

b) If the title you are proposing is 30 characters or fewer, the two titles can/should be the same. If 
the full catalog title is more than 30 characters, please provide an abbreviated title that will be 
used in the registration system and on transcripts that is 30 characters maximum.  
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11) Prefix  
a) Choose the prefix from the dropdown or select “New Course Prefix” if a new prefix is being 

proposed (type the new prefix in the field that appears if this option is selected). New Course 
Prefix option is only available on a New Course Form. If you are changing a prefix of an existing 
course, a New Course Form (new prefix) and a Deactivate Course Form (old prefix) should be 
submitted. 
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12) Subject Name 
a) Subject name will be the subject associated with the prefix.  

 
b) If the prefix already exists and you are not sure what the subject 

name is, you can find these in the catalog under Course 
Descriptions. 

Return to Contents 
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13) Course Number / Has # been used in 10 years 

 
a) Enter the course number to be used for the course.  
b) Note, when choosing a new number, certain numbers cannot or should not be used, or only 

should be used in certain circumstances. 
i) Designated Numbers 

(1) Some course numbers are earmarked for use with only particular types of courses. For 
example, a course number that ends with an *08 is typically reserved for “Workshop” 
courses. 

(2) Check list at https://www.unco.edu/registrar/pdf/course-numbers.pdf  
(3) If course is intended to fulfill one of these pre-determined course types, feel free to use 

its designated number. If not, please select a different number. 
ii) Number used in last 10 years (please confirm you have checked by selecting Yes or No in the 

dropdown) 
(1) We cannot reuse the same prefix/number combination for a different course within 10 

years of the course last being offered.  
(2) If reactivating the same course (i.e., you would consider the “old” and “new” course 

equivalent), the same prefix/number can be reused. Otherwise, please select a different 
number. 

(3) To confirm whether a course has been used in 
the last 10 years, run the CRS042 CRS Ten 
Years in Insight with your proposed prefix and 
number. The report will then produce an 
output listing all year(s) in which the course was offered. If the report produces no 
results, the prefix/number has never been used. If the report produces results but the 
most recent year is more than 10 years from when the course will be created can be 
used (for example, a course being proposed for 2023 can be reused if the last year it was 
offered was 2012 or earlier). 

Return to Contents 

14) Course Identification 
a) Course Identification is simply the unique identifier of the course, which is the prefix and 

number as one word. 
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https://www.unco.edu/registrar/pdf/course-numbers.pdf
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15) Credit Hours 
a) Enter credit hours for the course. If the course will have variable credits, enter the range using 

the minimum and maximum fields. If not, enter the credits in the minimum field only. 
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16) Course Description  
a) Enter the catalog description in the text box. 

 
b) Course description tips 

i) It’s recommended a clear and concise course description of 30-40 words. 
ii) Only the course description itself needs to be included (no prerequisites, course fee 

information, registration restrictions, etc.), except for the below pieces of information (if 
applicable): 
(1) Multiple Contact Hours. If a course is a combination of 2 or more schedule types, 

include the total contact hours for each at the beginning of the description. For 
example: 

  
(2) S/U Graded. If a course is S/U graded or S/U or letter graded, include that at the end of 

the description. 
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17) Course Syllabus 
a) A current/updated syllabus with changes reflected is required. 

Please upload the syllabus in Word or PDF to the form. 
b) Be sure to check the course syllabus checklist for guidance, and 

refer to your program leader, faculty/college curriculum 
committee, and/or dean for syllabus assistance. 

Return to Contents 

18) Course Codes (Division, Department, CIP, Taxonomy) 
a) Division Code 

i) This code is the 2nd level 
organization code, beneath 
college. This is often a code 
associated with the 
department or school. 

b) Department Code  
i) This code is the 3rd level organization code, beneath college and division. This code is used 

frequently for individual academic programs in reporting and used to identify both courses 
and programs. 

c) CIP Code 
i) CIP Codes should be determined by faculty and confirmed by Deans.  
ii) See all CIP codes from the National Center for Education Statistics (NCES): 

https://nces.ed.gov/ipeds/cipcode/  
d) Taxonomy Code 

i) This code is used internally for budget and purchasing, and program review.  
e) Finding codes via Insight Reports. 

i) To view all codes used at UNC (CIP, Department/Org/Division/College, and Taxonomy), view 
the CRS057 Current CIP Department and Taxonomy Codes report. 

ii) To view current course default codes (e.g., division, department, organization, taxonomy, 
and CIP codes), view the report CRS049 SCACRSE Default Codes. 

iii) To view current, active courses and all of their Banner data (e.g. codes, prerequisites, 
descriptions, restrictions, etc.), view the CRS069 Smart Catalog Report. 

Return to Contents 

  

https://www.unco.edu/registrar/pdf/course-syllabus-checklist.pdf
https://nces.ed.gov/ipeds/cipcode/
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19) Course Fees 
a) Answer yes/no to whether the course includes a fee.  

 
b) If Yes, additional fields will be shown:  

 
i) Select the type of course fee. Leave “Course Fee Code” blank if the fee needs to be created. 

If the fee exists, these fields should be filled out. Catalog description should simply be 
“Course Fee Required”; “Participation Fee Required and Differential Tuition Required,” etc. 

  

Return to Contents 
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20) Grading Type 
a) Letter graded or S/U (Satisfactory/Unsatisfactory) graded. Please see “Grade Information” for 

more definitions.  
b) Enter the default grading mode description and code. Below are the codes associated with each 

grading mode (also listed on the course form by clicking the “?” next to Grading Type). 

 
i) S – Standard Letter (A-F, I, UW) 
ii) P – Pass/Fail (S, U, I, UW) 
iii) B – Basic Skills (A-F, I, UW) 
iv) C – Basic Skills (S/U, I, UW) 

c) Only special courses such as directed study, some variable titles, workshops, professional 
renewals, etc. should have more than one grading mode. However, if appropriate, answer “Yes” 
to the question “Will this course have additional Grading Types?” and add the description/code 
for the non-default grading mode. 
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21) Schedule Type and Contact Hours Ratio 
a) Each course should include a primary schedule type and contact ratio. Contact ratios must 

follow the minimum as outlined in the Instructional Methods document (page 4). For example, a 
LEC (Lecture) must be at least a 1:1 ratio and a LAB (Laboratory) must be at least a 2:1.  
i) Note: The first number in the ratio is contact hours, the second number in the ratio is credit 

hours, i.e., how many contact hours are needed for one credit hour. For example, a Lecture 
(1:1 ratio) meets about 3 hours per week for 3 credits, but a Lab (2:1 ratio) meets about 2 
hours per week, per credit. 

b) If your course will have more than one schedule type in combination or for ratios higher than 
1:1, include the contact hours in the course description as well.  
i) Example: “(2 lecture, 2 laboratory)” 

is added in the description for a 3-
credit course that has 2 hours 
lecture (1:1 ratio) and 2 hours lab 
(2:1 ratio).  

Return to Contents 

 

https://unco.smartcatalogiq.com/Current/Undergraduate-Catalog/Undergraduate-Information-and-Policies/Student-Policies-and-Procedures/Grading-Information
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22) Terms Offered and Frequency Offered 
a) Each course should include the term(s) the course is typically offered and typical frequency.  

 

i) Term(s) this course is offered – Fall, Winter Interim, Spring, and/or Summer (select all that 
apply). Select the terms the course is typically offered.  

ii) Frequency this course is offered – choose from Annually, Odd Years, Even Years, or 
Other/Check with academic unit. 
(1) Annually: This means the course is offered at least once per year.  
(2) Odd Years/Even Years: This means the course is offered every other year (select odd 

year or even year schedule) 
(3) Other – any schedule other than the 3 given choices, e.g., courses offered only as 

needed, on an every-3-years schedule, etc. 
iii) Term(s) Offered Catalog Narrative – this will be standardized language based on 

terms/frequency selected. May be left blank for Office of the Registrar to fill out. See the “?” 
pop-up to see language standards (“Generally offered [term(s)] [frequency]”). 

Return to Contents 

ADDITIONAL COURSE INFORMATION 

 
23) Equivalent to another course 

a) Equivalency is used to replace one course with another course. Equivalency will ensure the 
courses are viewed as the same within various systems, such as registration (for fulfilling 
prerequisites) and Degree Works (for fulfilling degree requirements). Equivalency also ensures 
courses are eligible for grade replacement and updates transfer equivalencies for courses being 
transferred in. 
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b) Most commonly, this is used when changing a Course Number 
and/or Course Prefix when an “old” course is deactivated, and a 
“new” course is created in its place. For example, JMS courses 
are equivalent to a previous prefix, JMC.  

Return to Contents 

24) Mutually Exclusive to another course 
a) Mutually Exclusive is used to mark two active courses as the same or highly similar in content 

and will prevent students from registering and receiving credit for the mutually exclusive course 
after they have successfully taken the previous course. Mutually Exclusive courses are not 
eligible for grade replacement, nor do they fulfill established degree or course requirements 
(though overrides and course substitutions may be provided at the programs’ discretion).  

b) Most commonly, this is used for duplicate courses that are offered under different prefixes and 
will (usually) be cross listed. 

 

Return to Contents 

25) Repeatable 
a) Repeatability is for a course that can be taken more than once for credit. (All undergraduate 

courses may be repeated for students to earn a better grade – this is not used to specify this; 
this is for earning credit more than once.) 

b) Repeatability can be set up with no limitations (not recommended) or with limits in number of 
credits, number of times taken, or repeatable only under different subtitles (in cases of variable 
title courses).  

c) Examples: “Course is repeatable for a maximum of 6 credits” or “Course is repeatable 2 times 
under different subtitles.” 

Return to Contents 

26) Prerequisites and Concurrent Prerequisites 
a) Prerequisites are other courses or requirements (such as test scores, GPA minimums, and credit 

hours completed) that must be satisfactorily completed prior to taking a course. All prerequisite 
courses should specify a minimum grade required to fulfill the prerequisite. If no minimum 
grade is specified, the minimum passing grade (D- for undergraduate courses; C for graduate 
courses) will be added.  



June 2023 
 

b) Concurrent prerequisites may be completed prior to taking a course OR be taken concurrently, 
and otherwise follow the same rules as prerequisites above. (Note: Minimum grade is still 
included but will only be relevant for students that took the course as a prerequisite).  
i) Catalog entry with both prerequisites and concurrent prerequisite: 

 
ii) Form entry with both prerequisites and concurrent prerequisite. Adding course(s) using the 

“Add Course” or “Add Proposed New Course” buttons ensures the course(s) will link in the 
catalog and open a pop-up window of the prerequisite course description. 

 
 

Return to Contents 
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28) Corequisites 
a) Corequisites are courses that must be taken concurrently. 

i) Catalog entry with corequisite: 

 
ii) Form entry with corequisite. Adding course(s) using the “Add Course” or “Add Proposed 

New Course” buttons ensures the course(s) will link in the catalog and open a pop-up 
window of the corequisite course description. 

 

Return to Contents 
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30) Special Notes 
a) This field appears in the catalog only and is used to expand upon course requirements or 

expectations, typically for requirements that are not formally enforced within our Banner 
registration system. For example: Instructor Consent required (this may be set up individually on 
sections, not permanently at the catalog level); High School GPA or courses; and other 
experience needed to be successful in the course.  

b) Form: 

 
c) Catalog:  
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31) Course Attributes 
a) Various codes are added to courses to identify them in our systems as having certain categories 

or attributes. For example, attributes are used to identify a course as a Variable Title (VTTL) and 
for courses approved for the Liberal Arts Curriculum and/or Guaranteed Transfer Pathways 
(GTP). 

 
b) Enter the catalog narrative  
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32) Registration Restrictions  
a) Courses can be restricted so only certain student groups can register without requiring an 

override from an instructor. 

  
b) Degree Program: This is for specific programs, such as bachelor’s degrees, master’s degrees, 

certificates, etc. The “Program Code” is used to identify these. Please see the Insight report 
CRS062 Curriculum Guide for the list of active program codes or contact the Registrar’s Office if 
you are not sure of the correct program codes.  
i) CRS062 Curriculum Guide:  

 
ii) Curriculum Form: 
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iii) Catalog: 
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c) Major: This is for specific majors, minors, or concentrations. Major/Minor codes often are added 
to multiple degree programs, so can therefore be a good option to have just one code used for 
multiple programs, such as “ARTD – Art & Design” in the example below. Please see the Insight 
report CRS062 Curriculum Guide for the list of active major codes or contact the Registrar’s 
Office if you are not sure of the correct codes. 
i) CRS062 Curriculum Guide: 

 
(1) Minor codes are found on the second tab of the report: 

 
ii) Curriculum Form: 
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iii) Catalog: 
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d) Student Level: UG (Undergraduate) or GR (Graduate) 
i) Note: “Include GR” restriction should be added to all 600-level and higher courses to restrict 

them to graduate students only. 500-level courses may have “Include GR” or “Exclude 
Freshman and Sophomore” (see Class Restrictions below). 

ii) Curriculum Form: 

 
iii) Catalog: 

 

Return to Contents 
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e) Student Class: Freshman, Sophomore, Junior, or Senior 
i) Note: “Exclude Freshman and Sophomore” restriction should be added to all 500-level 

courses unless “Include GR” (see Level Restrictions above) is specified instead to restrict the 
course to Graduates only. 

ii) Curriculum Form: 

 
iii) Catalog: 

 

Return to Contents 

f) Campus: Used only for courses exclusive to the Denver Center for Urban Education. Enter “O” 
for off campus / Urban Education. The catalog description will be customized. 
i) Curriculum Form: 

 
ii) Catalog: 

 

Return to Contents 
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33) Professional Education Council Review 
a) Selecting “Yes” will open additional fields to 

provide information to PEC and will prompt the 
Curriculum Management System to include PEC 
and the CEBS Dean in the curriculum review 
workflow.  

b) Provide additional narrative and/or documents requested by PEC for their review. See the PEC 
website for curriculum guidelines and information https://www.unco.edu/education-
behavioral-sciences/for-faculty/professional-education-council/  

 

Return to Contents 

34) Liberal Arts Council Review 
a) Selecting “Yes” will open additional 

fields to provide information to LAC and 
will prompt the Curriculum 
Management System to include LAC in 
the curriculum review workflow.  

b) Select the Liberal Arts Curriculum Area(s) the course does or will reside in, which will ensure the 
proper LAC Curriculum Committee reviews the proposal. If the course is also seeking GTP 
(Guaranteed Transfer Pathways) designation, select the area from the drop down, or leave blank 
if the course is not GTP.  

https://www.unco.edu/education-behavioral-sciences/for-faculty/professional-education-council/
https://www.unco.edu/education-behavioral-sciences/for-faculty/professional-education-council/
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c) Provide additional narrative and/or documents requested by LAC for their review. See the LAC 

website for curriculum guidelines and information https://www.unco.edu/liberal-arts-council/  
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