Course Outline Database – Reference Guide
1) To get started, go to the SVC intranet/portal using Internet Explorer as your browser. If your browser does not have this as your home page, go to the following address:  http://portal.skagit.edu  then click on “Course Outline System” in Links column on right hand side of screen.
a) If you are a department/division chair or administrator proposing and approving course outlines, enter your username and password previously submitted to IT.

b) If you are a non-department chair faculty member, a staff member, or an administrator not involved in proposing and approving course outlines, you can view the outline on the main SVC website here:  http://www.skagit.edu/schedules  (use the catalog search in the bottom half of the page).
2) Function menu appears. 
a) All users can review and print courses, and review the signature status of any proposed course changes.

b) Department/division chairs can also propose new courses, update existing ones, and start the signature process.

c) Unit administrators review and approve course submissions, with final review/approval by the VP of Instruction 
d) Contact your unit administrator or assistant if you need help with course information.
Examples of typical functions follow:

3) To review and/or print a course in the existing or upcoming catalogs, click on “Review Course”, select catalog year, dept, and course action, if desired. On next screen, select course #. To print, click on printer button on top of screen.

4) To add a new course, click on “New Course Outline”, then select the catalog year from drop-down menu.  (In the year preceding publication of the new catalog, the default year is the new printed catalog year.)
a) Select department code by clicking down arrow button. Fill in the rest of the fields on the form:  course #, title, credits, title abbreviation, effective quarter when proposal takes place (summer of catalog year, for most submissions), contact hours, intent, status, course abstract, prerequisite. Check that total contact hours = course credits per following SBCTC guidelines: 11 hours lecture = 1 credit, 22 hours lab = 1 credit, 33 hours worksite/clinical = 1 credit. 

b) Any changes /additions to SVC distribution courses must be submitted to the SVC Instruction Committee.
c)  For a transfer course, enter transfer equivalencies at other institutions (check with the transfer coordinator). If non-transfer, click “Go to Learning Outcomes”.

d) For Outcomes, click “Add Heading”, enter 1st outcome, add subheading if necessary. Before entering next heading, click “Save Heading 1 Text”. Repeat until all outcomes are entered.

e) For General Education Learning Outcomes, select choices by clicking on boxes under the values. Only selected outcomes will be displayed. 
f) Click “Continue to Course Contents” to add course contents heading and subheadings. Be sure to save after each text entry or data will not be retained. Go to step 7 below for approvals
5) To update an existing course, click on “Update Course Outline”, select catalog year and department. Click boxes for “Modification to Existing Course” and for field of information being changed. When done making changes, click “Save Course Information” at bottom of form. 

a) For Equivalencies, click on “Changed Equivalencies”, enter changes. When done, click on “Save Changed Status”.

b) For changes to Outcomes, click “Changed Outcomes”, enter changes to heading. Before entering next heading or subheading, click “Save Heading Text”. Repeat until all outcomes are entered. For General Education Learning Values & Outcomes, update by clicking on new gen ed outcomes boxes. 
c) Click “Continue to Contents” to add course contents heading and subheadings. Be sure to save after each text entry, or data will not be retained. Go to step 7 below for approvals.
6) To delete a course, click on “Update Course”, select catalog year and department, then select course number. Click on check box next to type of deletion:  from printed catalog, or from printed catalog and on-line database. Click on “Save Course Information” at bottom of form, then go to step 7 below for approvals.
7) To submit course modifications/additions/deletions for approval and approve submissions*
a) Go to Signature Process Menu, click “Start Signature Process”, select catalog year, department, and course action (modified/adding/deleting/course # changed).

b) Click on course to submit for approvals. Add notes, if applicable, and then click “submit”.

c) To approve submissions, click “Access your signature queue” from signature menu,

d) To review signature status, click “Review signature status” from signature menu, then enter info.
*Only approved course changes will be reflected in the catalog. Signature approval at all levels must be completed by the beginning of winter quarter  for inclusion in the next catalog.
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