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October 14th, 2025

Programs and Misc 
Admin Training
Sam Henderson, Office of the University Registrar
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Background
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- KU uses Courseleaf CIM/CAT, a system where all University 
course and program information is stored, edited, and 
connected to the Catalog

- Three parts to CIM/CAT: Course Management, Program 
Management, Misc Admin

- We will focus on Programs/Misc Admin today

- Rtgxkqwu"Dcem"vq"Dcukeu"vtckpkpi"qp"TgikuvtctҲu"
ұVtckpkpiҲ"ygdrcig"uqqp"

- Courses Training will be next week at same time
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Today, we will go through the following:

- How to propose a new program

- Workflow/Timeline expectations 

- How to edit a program

- How programs are connected to the Catalog 

- Course Lists, Degree Plans, etc. 

- Approving Pages/Workflow Steps  

- Misc Admin functions and when to use it 
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Proposing 
New Programs
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- Navigate to Course Management and sign in  

- https://next.catalog.ku.edu/programadmin/

- Hit Propose New Program

Kh"{qw"fqpҲv"jcxg"ceeguu"dwv"
should, please reach out to 
catalogeditor@ku.edu  to 
confirm who your designated 
CIM rep is for submitting new 
programs.

https://next.catalog.ku.edu/programadmin/
https://next.catalog.ku.edu/programadmin/
mailto:catalogeditor@ku.edu
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- From there, you fill out the form

- Initial submission needs to include info 
such as program modality offering, 
expected resources needed (faculty, 
budget, facilities, etc.), and anticipated 
graduate numbers
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Once the form is complete

 - Jkv"ұUwdokvҲ"vq"ugpf"vq"yqtmhnqy

  - Workflow is fancy term for the steps of approval

  - Once in workflow, you should be able to see the steps

 - Kh"pqv"tgcf{"vq"ugpf"vq"yqtmhnqy"{gv."{qw"ecp"ұUcxg"EjcpiguҲ

  - This saves your progress to come back to later
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Things to look out for

 - Kpkvkcn"pgy"uwdokuukqpu"iq"vjtqwij"ҵRtg-Rtqrqucn"RjcugҶ

  - Crrtqxcn"pggfgf"htqo"UejqqnҲu"Fgcp"cpf"CREE"3st Read

   *After APCC 1st Read is approved, avoid rolling back 

  to anything before that step or else form will close

 - After Pre -Proposal steps, more info is needed from initiator

  - Courses/Degree Plan, Admission, Anticipated Enrollment

   * New subject requests need to be proposed in Misc Admin

   * New course submissions need to be proposed in Course Admin
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Qpeg"vjg"hqto"ku"eqorngvg"eqpvҲf

 - Workflow example ->

 - New programs are required to 

 go through workflow for creation

 - If new program is in workflow but 

 no longer needed:

  - You can request Registrar 

  ұujtgfҲ"vjg"rtqrqucn
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Timeline Expectations

 - Given the volume of workflow steps, a new program creation 

 should be anticipated to take one year minimum

 - The timeline could take longer if a new subject or courses 

 are needed, as those have their own processes

 - Have a new program in mind and have logistical questions or 
just want some help?

  - Casey Fraites-Chapes (fraitesc@ku.edu ) with Academic
  
  Affairs is a great contact to know 

 

mailto:fraitesc@ku.edu
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Editing 
Programs
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- On Program Management, search for the program to edit

- Enkem"qp"rtqitco"cpf"jkv"ұGfkv"RtqitcoҲ
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- Also accessible through next.catalog.ku.edu

- Pcxkicvg"vq"rtqitco"qp"vjg"ecvcnqi"cpf"jkv"ҵGfkv"RcigҶ"

- Then, go to Degree Requirements and select 

    ҵGfkv"Rtqitco"TgswktgogpvuҶ

-    From there, you edit the program form as needed
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Things to look out for

- Cp{"gfkvu"vq"c"rtqitcoҲu"ewttkewnwo"yknn"pggf"vq"iq"vjtqwij"

workflow for approval 

-   OUR recently added a Learning Outcomes space

to all Lawrence program pages, copied over from catalog

 - Any changes to these would require workflow approval

- Any programs requiring MATH 365 will need to

nkuv"OCVJ"329"cu"cp"ұqtҲ"qrvkqp"uvctvkpi"vjku"ecvcnqi"e{eng"


