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Above the Line only
___________

Review Project and provide 
feedback to instructor on 

Project Checklist
___________

Wait for project to be 
adjusted
___________

Move to shared drive (COS 
Review folder)

___________
Sign Update Form Checklist 

(for curriculum updates)
___________

Forward checklist for 
curriculum updates to 
curiculum processors

Verifies the following matches 
in Banner:

Descriptions
Credits 
Hours

Course number
Course name

___________

Mark changes in WIDS, notify
Curriculum Processor

___________
Move file to shared drive to 

"ready to process."
______

COS review - will be notified 
via e-mail

Organize by course start date
___________

Clarify inconsistencies and 
obtain missing information

___________
Obtain missing information

___________
Modify WIDS file based on 

feedback information, format 
WIDS

Reference update toolbox for 
all forms
___________

Complete steps on 
Curriculum Update checklist

___________
Collaborate with other faculty 

as needed
____________

Get dean approval
_______

Submit to central processing 
point

Record date when update 
was received (instructor or 

curriculum specialist)
___________

Prioritize by course start date
___________

Complete the update
___________

Query instructor for 
clarification (for non-one 

version courses)
___________

Send  hard copies back to 
instructor if necessary

Student

Annually plan for updates
_________

Determined by:
new book. new technology, 

change in industry 
standards. *Note that 

textbook changes does not 
mean curriculum update.

___________
Collaborate with other 

program faculty (if 
applicable).
__________

Followupdate proces (to be 
developed).
__________

Determine Tech Prep 
coordination.

e-Reserve
___________

Run query for e-Reserve from 
Textbook Order database

___________

Electronically notify Library to
put on e-Reserve

On-line
___________

Finalize course dupe out 
for future sections (note 
date duped if questions 

arise)

Bookstore
___________

Save query of "courses 
being updated" from 

Textbook Order database
___________

Create spreadsheet and 
save to All Staff folder using 

count on provided by 
Auxilary Services Associate

__________

Order module through EP 
Direct 

____________
Record date ordered on 

Module Order List

Instructor completes Dupe 
Form by deadline

___________

Complete as time allows, 
noting start dates

___________
Full-time faculty use naster 

backup but need Dean's 
approval - no deadlines

___________
Update and remove old 

materials

All updates submitted to one 
point.

___________

Above the Line to 
Instructional Design

___________
Below the Line to Curriculum 

Processing
___________

On-Line to Instructional 
Technology

Develop Curriculum 
Update Plan Process 

Bookstore/e-Reserve
Create/format Word 

Document according to 
guidelines
___________

Insert the Bar Code
___________

Create PDF flie from Word 
Document
___________

Notifiy  dean of  finalized 
product:
___________

Move document to Existing 
Curriculum folder on shared 

drive
________

Tech Prep put on e-Reserve

On-line
Electronic notifiication of 

Finalized product:
Dean

Instructional Designer
Instructor

Web specialist 
___________

Move document to Existing 
Curriculum folder on shared 

drive

Timeline

Communications

Central Database

Electronic tracking 
of updates

Shared 
Drive
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