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[bookmark: _GoBack]Course Repeat Changes in CIM
Overview
All undergraduate NR courses need to be updated to N3 to comply with University Policy AP.1.3.4 Repeating a Course. This enforces the policy that there is a limit of three graded attempts for all courses. Units will need to review the spreadsheet provided and update their existing NR courses to N3.  
!!All changes MUST be submitted via CIM by February 23rd, 2019!!
Instructions
1. Open a web browser and go to http://workingcatalog.gmu.edu/courseadmin
2. Login using Mason credentials.
3. Search for the course or list of courses
a. You can select a specific course ie. ACCT 204, or a series of courses like ANTH 3* to list all 300 level ANTH courses. 
4. [image: ]Click Edit Course 

5. Changing the repeat status is a simple change so you can leave the modification type as “Simple”
6. [image: ]Scroll down until you see the Repeatable label. Click the dropdown and select “May only be taken once for credit, limited to 3 attempts (N3) from the list of options. 
7. A box will then appear asking for the max allowable credits:
a. For courses limited to 3 attempts: enter the amount which is equal to the credits of the course * 3. (e.g. for a 3 credit course, 3*3=9; enter 9 credits)
b. If a course is variable credits, use the max credits and multiply by 3.
[image: ]

8. [image: ]Scroll to the bottom of the page and click Start Workflow. 
9. The course will then go through workflow and end with the Registrar’s Office where the course will be updated in banner. 

Questions?
Contact the Office of the University Registrar at catalog@gmu.edu. 
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Search, edit, add, and deactivate courses.
Use an asterisk (*) in the search box as a wild card. For example, MATH* will find everything that starts with “MATH”, *MATH everything that ends
with “MATH”, and *MATH* everything that contains “MATH”. The system searches the Course Code, Title, Workflow step and CIM Status.

Quick Searches provides a list of predefined search categories to use.

acct 204 h QuickSearches... ¥

7 Archive [ History

-OR Propose New Cor

Course Code

Title

ACCT 204

Honors Survey of Accounting

== —

. P ‘Workfl
& ACCT 204 : Honors Survey of Accounting B
Last approved: 09/13/17 10:25 am History

Vie





image2.png
editing: ACCT 204: Honors Survey of Accounting .

= You must select a Modfication Type before proceeding. Note that once you select Substantial or Specialized, you will be unable to change your
selection. If you select one of these in error, you must cancel out of this proposal and start  new Edit proposal.
= You must select the green Start Workflow button at the bottom of this form in order for the the proposal to begin cycling through all necessary

approvers.
= Select the blue circled question-mark icons next to any field for specific instructions and helpful links.
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You MUST select Start Workflow for your proposal to be sent to its irst approver.





