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Copying Experimental Course Information into a 
New Permanent Course Proposal in CIM 

 
 

1. From the Course Inventory Management screen in CIM, click on the green 
‘Propose New Course’ button. 
 

 
 
 
 

2. A separate editing A window will open. Click the green ‘Copy Current 
Course Data’ button. 
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3. A little course selection window will open. If you know the course # of the 
experimental course, type it into the ‘Quick Add’ box (with a space in 
between the subject code and number). Then click ‘Add Course’. If you 
don’t know the course # of the experimental version, use the ‘College’ 
drop-down menu to find the course. 
 

 
 
 

4. The experimental information will fill in. Scroll all the way down the very 
bottom and click ‘Save Changes.’ This saves the information and allows you 
to go back in and make edits. 
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5. After you have saved the changes, click the green ‘Edit Course’ button to go 

back in and edit. 
 

 
 
 

 
6. In the editing window, toggle the ‘Experimental’ button to NO. Update the 

Proposal Contact field (if necessary) and select a Start Term.  
 
Toggle the ‘Has been offered previously’ button to YES. Fill in the term(s) 
the experimental course was offered and the experimental course number.  
 
Assign a permanent course number in the ‘Course Number’ field (see 
screenshot on next page) 
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7. Make updates to the rest of the form as necessary. The ‘Justification for 
Request’ field should be updated to reflect why the experimental course is 
being converted to a permanent course. If there is existing language here 
that doesn’t apply, you can delete it. 
 

 
 
 

8. Save your work often by clicking ‘Save Changes’ at the very bottom. CIM 
will time you out if there is a period of inactivity. You can save your work 
and go back to it later, if necessary. 
 
 

9. When you are ready to submit to the approval workflow, click the green 
‘Start Workflow’ button. 
 

 


