How to complete a CEC for Changing or Adding new Credit Value Version.
There are two types of requests that we usually receive for changing a credit value:
1. Scenario 1: A 3.00 credit value version course already exists, and the proponent wants to add another version for 6.00 credit value.
2. Scenario 2: A 3.00 credit value version course already exists. The proponent wants to retire the 3.00 credit version and apply for a new 6.00 credit version.
For Scenario 1:
The proponent needs to submit a CEC ticking the credit value in the type of change:
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Description automatically generated]
Please provide updated learning outcomes, evaluation methods, course relevancy, and required reading lists and if needed the course descriptions to address the change. Please show how the new version has been adjusted in terms of above-mentioned options. 
[image: Graphical user interface, text, application, email

Description automatically generated]

In the Academic Rationale section please provide your rationale for this change.
Course Description Section: It is usually not expected that the course description would change in terms of the credit change. However, in some cases, in order to convert a 3.00 credit value course to a 6.00 credit value course, new learning outcomes and contents might be added. In that case, please add a sentence or a two in the course description in order to reflect the extra elements that the students will learn in this 6.00 credit version. It is important to indicate the difference between the two versions.
How to Submit the request in CMS:
In order to create a new credit version in Kuali, the proponent needs to duplicate the existing course first. Click on the ‘duplicate’ option in the right-side bar of the course form.      
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Description automatically generated]
A duplicate of the course is created, in draft mode (note orange color header) where changes can be made. 
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Description automatically generated]            

Update the course number. If course components are changing, create a course number that is different from the original. For a new credit value, update the course credit number by adding the credit value with the number (for example, for a course number 2020 3.00 credit course, write 2020 Cr=3.00 and change in credit value.      
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Description automatically generated]               

Then update the learning outcomes, evaluation, and other things accordingly and then click “leave Edit mode” and then submit the proposal. 
Scenario 2: If the existing version needs to expire and a new credit version needs to be created, then the proponent needs to submit an NCP for creating the new version and an CEC for retiring the existing version. In both cases, a new course needs to be created in CMS. But for this scenario, the existing one has to be retired.                                               
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If the changes are to the year level or credit weight, provide updated course learning
outcomes, evaluation methods, course relevancy, and required readings to address the
change.

If a 3.00 or 6.00 partner course is being added to an existing course, please detail how the
credit versions will be differentiated by the following criteria (e.g. adding a 6.00 version
should have learning outcomes that address an expanded scope, more assessments, an
expanded reading list):

Course Learning Outcomes:
Assessments:

Bibliography:

Topics:

Note: This information is needed by the committee to understand the purpose and
scope of the course. These components are subject to change by individual course
instructors and may not be reflected on course syllabi.
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