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PROGRAM MANAGEMENT: EDITING LISTS OF REQUIREMENTS
Firefox is recommended for Courseleaf.

This documentation is for updating lists of requirements. In most cases, there will be no text
other than footnotes to edit with the lists of requirements and plans.

Concentrations are considered a part of majors.

Log into the following URL: https://nextcatalog.drexel.edu/programadmin/

Enter your username and password.

Authentication Required x|

& username and password are being requested by hktps: ) nexkcatalog. drexel . edu, The site says:
"MextCatalog"

IJser Mame: I weinbl 234

Passward: I TTIIIL]

Ik I Zancel

Click the icon in the dialog box.

Please Complete Log In |

In order to authorize your ability to
update, please click the icon to complete
n.

Throughout the process, click or mouse over the bubbles for hints.

Click or mouse over the question mark to see the hints.

Start Ter{ L2 ISEIEE’[.._ j

1]



https://nextcatalog.drexel.edu/programadmin/

Course Leaf Documentation Editing Programs Academic Information & Systems

Developed by: Harri Weinberg Last Update: October 2012 Updated by:

LIST OF COURSES TO EDIT: The majors are listed by major code and degree. For example, Design and
Merchandising is listed as DSMR-BS. You can enter the code if you know it.

HOW TO SEARCH: Use an asterisk (*) as a wildcard. Examples of how to use the asterisk (*) are below.

EXAMPLE: Enter the asterisk after the major code.

Program Management

Search, edit, add, and deactivate Programs.

EE* [ Search JDR- Add New Major or Minor

Program Code Title Worlkf
EE-BSEE Electrical Engineering BSEE

EE-MINCR Electrical Engineering Minor

EE-MSEE Electrical Engineering MSEE

EE-PHD Electrical Engineering PhD

EXAMPLE: Enter an asterisk before and after a word in the description of the major.

Search, edit, add, and deactivate Programs.

i
m oW Add New Major or Minor

Program Code Title Worki
CSDN-BS Custom-Designed Major

DMDM-BS Design Management in Design & Merchandising Concentration

DSMR-BS Design & Merchandising BS

DSMR-BSMBA Design & Merchandising BS-MBA

FASH-BS Fashion Design BS

FASH-MS Fashion Design M5

GRDS-BS Graphic Design BS

Select the major you want to edit and click Edit Program.
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fProgram Code Title Worktlow Status -
AE-BSAE Architectural Engineering
ANFX-BS Animation and Visual Effects BS L
ANTH-BA Anthropology BA i
ANTH-MINOR Anthropology Miner
Biol0giical SCIENCES BS M
Computer Engineering BSCE_J Edited
ECON-BSBA Economics BS
EDUC-BS Teacher Education-Biclogy i

Deactivate Program Edit Program

All the details from the current catalog will be pulled into the form.

EFFECTIVE TERM: Using the drop-down, select an effective START TERM for the changes. Fall Quarter
and Fall Semester are available for selection. The catalog is updated effective the fall term of the year.

Fall Quarter 2012-13 (201215} 7|

Select. ..

Fall Semester 2012-13 (201211)
Fall Quarter 2012-13 (201215)
Fall Semester 2013-14 (201311

Fall Quarter 2013-14 (201315)
Fall Semester 2014-15 (201411)
Fall Quarter 2014-15 {201415)

LOCATION(S)/CAMPUS: Click all that apply. In the example below, University City and Burlington have
been selected by clicking on the field in front of the campus name. It is possible for a campus to be
added or deleted when editing a major. Check with the Provost and the Bursar when changing or
adding a campus.

[] centercity [C] Queen Lane University City Campus [] Online

Burlington [] Sacramento

Location(s)

NAME, COLLEGE, DEPARTMENT, MAJOR CODE, LEVEL. DEGREE: When editing requirements or plans of
study, it is unlikely that these fields will have to be updated.
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Name | Computer Engineering BSCE
College | College of Engineering E |
Department | Electrical & Computer Engineering (ECE) E |
Major Code | CE |

Quarter: Graduate Quarter Undergraduate Quarter

Level
Semester: Graduate (ME) Graduate Semester Law Undergraduate Semester

Degree BSCE -

PROGRAM REQUIREMENTS AND THE TOOLBAR: The iconic toolbar appears under the other details
about the major. The toolbar is followed by the list of requirements. Use your cursor to mouse over an
icon to learn the functionality of the icon. The icon you will use to update the list of requirements is the
second from the left and looks like a little grid: INSERT/EDIT FORMATTED TABLE.

Program Requirements and Description

(B4 B®(Xo | ARMEIB 7 U < = [ESTE[E]
_Forrna{ v | Style | Nomal ._®(":}’:g - .

I‘ i2 | ! Insert/Edit Formatted Table

Before clicking on the icon, select the entire list of requirements by clicking on Course List or within the
blue box. All the items within the blue box must be selected. Click Course list to select the courses and
then click on the Insert/Edit Formatted Table.

By b BB X B E:B 7 U ¢ == ==S:i= =2 = i |
: Format ~ | Style |Nomal @ VRIS &

: eneral eaucation/Liberal Studies Reguirements| v
ENGL 101 3.0
3.0
3.0
UNIV 101 2.0
3.0
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UPDATING CURRENT REQUIREMENTS: The current list of required courses will appear on the right.

Course options appear on the left.

Course List

College of Arts and Sdences - Sum Display:
Anthropology (ANTH) -

ANTH 250 Anthropology of Immigration

ANTH 3305 CULTURAL ANTHROPOLOGY ENGL 101
ANTH 350 Anthropology of Language ENGL 102
ANTH 363 Sacred Traditions of the East ENGL 103
ANTH 499 Directed Studies in Anthro

Sum Hours

UNIW 101

General Requirements
Expository Writing and Reading
Persuasive Writing and Reading

Analytical Writing and Reading

The Drexel Experience

Two Mathematics Courses

Two Science Courses

Foreign Language

DELETING A COURSE: To delete a course, highlight the course by clicking on it and then clicking the left

arrow button (<<). You can delete a heading the same way. Highlight the heading and click the left
arrow button. Click OK to see changes.

Course List

College of Arts and Scences
Anthropology (ANTH)

Sum Display:

ANTH 2350
ANTH 3305

Anthropology of Immigration
CULTURAL ANTHROPOLOGY

Sum Hours

EMNGL 101
ANTH 350 Anthropology of Language ENGL 102
AMNTH 363 Sacred Traditions of the East
ANTH 499 Directed Studies in Anthro

General Requirements

Expository Writing and Reading

Persuasive Writing and Reading

Two Science Courses

Foreign Language

ADDING A SINGLE COURSE: You can find the subject codes by college and department. You can also

type in the courses you want to add.

Use the drop down arrows to find the college and department of the courses by subject code.
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Course List

LeBow College of Business
Select Department...

Accounting (ACCT)

Business Statistics (STAT)
Economics (ECOM
Inance (FIN

General Business (BUSM)

Select the course you want to add from the list that appears. You can decide where you want the
course to appear by (1) highlighting an item from the list of requirements on the right, (2) selecting the
course that you want to add to the requirements, (3) clicking the right arrow button (>>). The new
course will appear under the item selected.

Course List

LeBow College of Business -
Economics (ECONM)
ECON 201 Economics I
ECON 202 Principles of Macroeconomics A minimum of t

. language cou |
ECCON 240 Economics of Health Care ———
Systems Humanities and Fine
Arts

LING 102 Language and Society
COM 150 Mass Media and Society

Two Humanities and Fine Arts
Courses -

Sum Hours

m

Step 3

ECON 322 Economics Seminar
ECON 326 Economic Ideas

The course you add will appear under the course or comment you highlighted on the right section of the
screen.

Sum Display: Sum Hours

LOUrs>cs

A minimum of two consecutive
language courses |

ECOM 301 Microeconomics

Humanities and Fine
Arts

LT E !

@] COoM 150 Mass Media and Society
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You can continue to move courses into the list of requirements that way or you can type the courses in
the Quick Add space.

ECOM 342 Economic Development

ECOMN 344 Comparative Economic
Systems

ECOM 348 Mathematical Economics -

Cluick

G cconom

Click OK to see changes.

“OR” CLASS: Keep the cursor on the first course in the “OR” scenario. In the example below, the first
course in the “OR” scenario is ECON 342. The “OR” course is CHIN 101.

ECON 342 is highlighted. CHIN 101 is in the OR CLASS field.

language courses

LING 102 Language and Society
CZOM 150 Mass Media and Society e

It is recommended that you use the “OR” class for one class but the list of classes if more than one
option is available. Click OK to save and see the changes.

This is the result of the “OR” class entry.

ECON 342 Economic Development 4.0
or CHIM 101 Chinese |

LIST OF CLASSES: Enter the rule text by clicking the Add Comment Entry Button. The rule for the
example is Complete 3 classes from the list below.
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Enter the number of credits required for the rule.

S0C 335 Sociology of Education I

Complete 3 of the following

COUrses;

m Comment: Complete 3 of the following courses:

Sequence:

FMST 260 The Western
FMST 262 Film Comedy
FMST 262 Rock - N - Roll Cinema

FMST 265 Special Topics in Cinema Studies
FMST 340 French New Wave

FMST 345 Italian Neo Realism

FMST 352 The Horror Film Cross
FMST 355 Cont i Reference:
antemporary inema OFDESSZ
Electives
-
Free Electives
Footnote:

[] Indert [] Area Header

[ Add Comment Entry ] [ Maowve Up ” Mave Down ]

Enter the list of classes by typing the classes in the Quick Add field or by selecting courses on the left
side and using the arrow keys to move them to the right. (>>) After the courses are on the right side of
the page in the list of requirements, select each course in the group individually and click indent on each
of the courses (not on the rule statement). Click OK to save and see the changes.

S0OC 335 Sociology of Education I

Complete 3 of the following

COourses:
FMST 260 The Western
FMST 263 Rock - N - Roll Cinema
FMST 240 French Mew Wawve
FMST 160 European Cinema
FMST 255 Hitchcock -

Comment: Complete 3 of the following courses:
Sequence:

Cross
Reference:

Or Class:
Hours: g

Footnote:

I [ Indent I [] Area Header

[ Mowve Up ][ Mowve Down ]
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This is the result of the list-of-classes entry.

Complete 3 ofthe following courses: 9.0
FMST 263 Rock - M- Roll Cinema
FMST 240 French Mew Wave
FM3T 160 European Cinema
FM3T 355 Contemporary Cinema
FMST 255 Hitchcock
FMST 262 Film Comedy

COMMENTS: You can add a comment by clicking Add Comment Entry. Click the Area Header field to
make your comment a new header in the list of requirements. The comment will be right below the
item which is highlighted. You can use the Move Up or Move Down button to move any course or

comment in the list of requirements.
Quick
Add: (7] Indent [ Area Header

[_Moue Up ] [ Mowve Down 1

SEQUENCE CLASSES: If you want classes to appear together, enter the first course then enter a course
in the sequence field. In the example below, BIO 107 should appear with BIO 108, the lab for the
course. When setting up a sequence, enter the first course, highlight it, and enter the second course in
the Sequence field. The combined credit for BIO 107 and BIO 108 is 4. Enter the credit hours.

BIO 473 Seminar in Biological Sciences

BIO 107

Comment:
Sequence: gig 108

055
Reference:

Or Class:
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This is the sequence with the new header.

Biology Requirements

BIO 107 Cells, Genetics & Physiology

&BIO 108 and Cells, Genetics & Physiology Lab 4.0

ADDING A COURSE COMMENT: Highlight the course. Type the comment in the Comment field. Click
OK to save and view your work.

I PHIL 251  Ethics

-

The course comment:

PHIL 251 Ethics (See Department) 3.0

FOOTNOTES: To add a footnote, highlight the course. Type an asterisk (*)n the footnote field.

Electives

Science, Technology, and
Human Affairs Elective (See -

| Indent [] Area Header

Click OK .

0]
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Select insert/Edit Formatted Table from the iconic menu bar.

Program Requirements and Description

By BB(X o o AREIB ZU < x]
: Fomat v | Style Nomal oG-
i2 | | 2

{ Insert/Edit Formatted Table

-

-

Select Footnotes from the drop down and click OK.

Insert Formatted Table

Select Type:
|7 Footnotes -

Select Type

Enter the symbol. Enter the text. Click OK.

Mew Footnote

[ Delete Footnote ]

= = = E g=— 0=
I U0 & %= Efiz i=

B s RBX - ~[H
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his is the example of the footnote

#

The footnote:

Footnotes
|- *  This is the example of the footnote

11|



