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September 15, 2026

CIM Courses Training
Sam Henderson, Office of the University Registrar
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What is CIM?
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- CIM stands for Curriculum Inventory Management, where all 
University course and program information is stored and 
edited

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

• We will focus on Courses today

• Previous Back to Basics training available on Faculty 
and Staff Resources webpage now!

- Program Management/Misc Admin training on 
September 22!
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Today, we will go through the following:

• How to propose/edit a course

• Reactivations/Inactivations

• Workflow/Timeline expectations

• When to make a new course vs edit an existing course

• Core 34 courses and what to know

• Reports to be aware of (deadlines and requirements)

• Upcoming policy changes and updates 
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Proposing 
New Courses
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- Navigate to Course Management and sign in  

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

- Hit Propose New Course

If you don’t have access but 
should, please reach out to 
catalogeditor@ku.edu

https://next.catalog.ku.edu/courseadmin/
https://next.catalog.ku.edu/courseadmin/
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- From there, you fill out the form

- Include course info, anticipated pre-
reqs, grading basis, etc. 
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Things to look out for

• Be sure to attach supporting documentation

• Typically a syllabus and/or details about assignments

• If the course is intended to be online, a part of Core 34, or a Capstone 

course - extra steps of approval might be needed!

• If the new course is replacing another course or has an honors 

equivalent:

• Please include that in the rationale (it helps us anticipate needs 

and makes the transition smoother!)
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Once the form is complete

 - Hit ‘Submit’ to send to workflow

  - Workflow is fancy term for the steps of approval

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

 - If not ready to send to workflow yet, you can ‘Save Changes’

  - This saves your progress to come back to later
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Once the form is complete cont’d

 - Workflow example ->

 - New courses are required to 

 go through workflow for creation

 - If course is in workflow or edited but 

 edits are no longer needed:

  - You can request Registrar 

  ‘shred’ the proposal
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Course Through CIM 
Workflow

New Courses 
Added to 
Schedule

Effective Term

Spring September 15 October 15 Spring – cannot be required course

Summer March 1 April 1 Summer – cannot be required course

Fall March 1 April 1 Fall / Next Catalog Year
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Editing 
Courses
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- On Course Management, search for the course to edit

- Click on Course and hit ‘Edit Course’

- From there, you edit the form as needed
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Minor vs. Substantive Changes 

- Changes to courses are defined as either ‘minor’ or ‘substantive’

- ‘Substantive’ means the original course proposal no longer 

reflects same scope. ‘Minor’ keeps same original course integrity

- Some ‘minor’ changes can be made mid-year, some have to 

wait for next catalog cycle 

- ‘Substantive’ changes require a new course to be made. 

New required courses have to wait for next catalog cycle, new elective

courses can sometimes be made mid-year
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Type of Request Substantive vs Minor Action Effective Term

Course Number Update Substantive New course needed Required course: Next 
Catalog Year

Elective: Term Deadline
Course Topic Change Substantive New course needed Required course: Next 

Catalog Year

Elective: Term Deadline
Course Title Change Minor Update existing course Next Catalog Year

More/Less Restrictive 
Pre-req

Minor Update existing course More: Next Catalog Year

Less: Term Deadline

Grading Basis Minor Update existing course Term Deadline

Adding/Removing Core 
34

Minor Update existing course Next Catalog Year 

Course Components Minor Update existing course Term Deadline
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Things to look out for

 - New courses can only be created for Spring/Summer after 

Fall term has already started if not a required course for a degree

  * If course is intended to be a program requirement, you 

 must wait for following catalog year to require it 

 - If updating or changing a course that is listed on the 

catalog requirements, be sure to update the Program on CIM!

 



T
h
e

 U
N

IV
E

R
S

IT
Y

 o
f 

 K
A

N
SA

S
T
h
e

 U
N

IV
E

R
S

IT
Y

 o
f 

 K
A

N
SA

S

Reactivating a Course 

 - To reactivate a course, hit the reactivate button on the 

 course’s page

- In the rationale, state when the course will 
 
 be taught and who will be teaching it 
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Inactivating a Course 

 - To inactivate a course, hit the inactivate button on the 

 course’s page

* Things get complicated if course is crosslisted, so

please reach out to us if dealing with a crosslisted course
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Redbox Errors



T
h
e

 U
N

IV
E

R
S

IT
Y

 o
f 

 K
A

N
SA

S
T
h
e

 U
N

IV
E

R
S

IT
Y

 o
f 

 K
A

N
SA

S

Redbox Errors

•  Occasionally, you will encounter these:

• Several possibilities:

o Course is inactive, 
o It is listed as a 'comment' or entered incorrectly
o Credit hours are listed incorrectly
o It is a new course that hasn't progressed through workflow

• If you see one and have questions, reach out to us!
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Approving
Workflow Steps 



T
h
e

 U
N

IV
E

R
S

IT
Y

 o
f 

 K
A

N
SA

S
T
h
e

 U
N

IV
E

R
S

IT
Y

 o
f 

 K
A

N
SA

S

What happens when you get these emails?

That means there is something in your workflow queue!
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Steps to approving 

- Click on the link in the email

- After reviewing page, you have three options:

- Edit (pencil) is for any changes to make before moving to 
next step

- Rollback (red arrow) is to move back to prior step

- Approve (green checkmark) is to move forward to next 
step 
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Things to know 

- In many cases, several people are receiving the same email

you are and can approve without you having a chance to look

 * Be sure to coordinate with your team on this so there’s no

 confusion 

- Rollbacks: Email the person in the step that the workflow 

is on to send it back to you if needed

 * If rolled back to initiator, the course is no longer in workflow
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Things to know cont'd.

• Workflows can take some time

• Anywhere from a week or two to several months!

• We recommend you get courses into workflow ASAP to allow 
them to get through workflows in time

• Some Schools have their own internal deadlines, so be sure to 
double check with your School's CIM/CAT rep!

If you run into any issues, please reach out to us!
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Things to know for 
Core 34 courses
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Course Reports
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ERGs

• Stands for Enrollment Requirement Groups

• Shares what pre-reqs that courses are currently enforcing

• Review and notify us of any changes

• Sent out twice a year (August and January)

• Deadlines are in September (fall; last Friday!) and February 
(spring)
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Courses Not Offered in 5+ Years

• Meant to keep the active course list as up to date as possible

• Report is sent out to each School with list of courses

• Two options: Teach course within 4 terms (summer 
included; this year – up to Spring 2028) or inactivate course

• If planning to keep, let us know when it will be taught and 
what instructor

• Sent out in August with a late December due date
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Stalled/Stale Courses

• Identifies courses stuck in workflow or not yet put into workflow 
that could be

• Report is sent out to each School with list of courses

• Meant as a reminder on what courses are still hanging out there

• Maybe you forgot about it, or the person in the workflow step 
did!

• Sent out in October, with the deadline being the catalog 
deadline in February
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Stale

Stalled
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Course Policy Updates



01 02 03

What? Why? When?

FRACTIONAL, VARIABLE, AND ZERO CREDIT 

HOUR COURSES
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Registrar Course Review Workflow Step

• Added this summer to all course workflows

• Not meant to be a burden – instead meant to catch 
things earlier to allow for more successful 
edits/proposals!

• Britany is monitoring it daily

• If a course is not within policy, it will be caught during 
that step and sent back to the initiator

• In the past, these types of things wouldn't be caught 
until the end of the workflow!
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Questions?
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Thank you!
Contact:

catalogeditor@ku.edu
samhenderson@ku.edu
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