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Manual

Reviewing and Approving a Curriculum Change Dossier

CCMS login site: curriculm.concordia.ca

Note: Users working remotely must be conntected to VPN

Google Chrome is the preferred browser
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Approve a Dossier

1 Use the List of Tasks to see dossiers submitted for review (Ap-
prover Role)

This module will walk you through the steps to use the list of tasks to see dossiers submitted
for review in the CCMS.

You will receive an email notification when a dossier has been submitted for your review and
approval. To access dossier, click on the List of Tasks menu item. All dossiers submitted for
your approval will appear. Select a dossier from the list to review and approve

1.1 Viewing dossiers submitted for your review

= (m] x
B® Signin to Outlook X | Home Page - CCMS X 3 Settings x| + (-]
&« C & curriculumtest.concordia.ca T B &
T Home [Deveiopment 0] ¥ | Calendsr ¥ Dossier¥ | Resors ¥ | Templates ¥ 55s:arrr,|araglerzl List of Tasks v | Logout Chrome 82

ﬂl Click List of Tasks with the mouse.

| To view all dossiers submitted for review, hover over the List of Tasks tab located

on the blue ribbon at the top of the landing page.
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= (m] X
B® Sign in to Outlook X | Home Page-CCMS X f3 Settings x | + (-]
&« C & curriculumtest.concordia.ca W B &
¥ Home [Deveiopment -0.1]) ¥ | Calendar v | Dossier ¥ | Reporis ¥ | Templstes v | System Management Logout Chrome 92
- — m] X
Sign in to Outlook X | List Of Tasks - CCMS X % Settings x | + (-]
&« c @ curriculumtest.concordia.ca/Lot/Lot W N 2
¥ Home [Deveiopment-0.1] ¥ | Calendar ¥ Dossier ¥ | Reports ¥ | Templates ¥ | System Management ¥ Listof Tasks ¥ | Logout Chrome 32
® Please note grid defaults to all dessiers your eligibie to work on.
Use drop downs to filter dossiers.
Aczdemic Level - v
Section
Subsection
Dossier Type Dossier Type
Filter
Dossier Type Academic Level Dossier ID Title Status Submitted/Approved at
T Y
New Graduste Program (Fast Track) | Graduste AS -JOUR-1 Perding 2021-Aug-03 by Jose Mendoza -
Graduate P Regular Curricul
recuate Frogram Regulsr CUrmeuim ¢ duate AS JOUR-2 Pending 2021-Aug-03 by Jase Mendoza
change
nfomation/Senvice or Mastheaas UnderGraduate  AS -BIOL-2] Test masthead Perding 2021-Aug-04 by Julie Johnston
Graduate Program Regular Curriculum _ i )
i Graduste FA -ARTE-41 Test- please delete Pending 2021-Aug-04 by Julie Johnston
Undergraduate Program Reguar i
UnderGraduste Perding 2021-Aug-04 by ANDREA JAKOB
Curriculum Change
Underaraduate Program Minar - - - - e -
“ o« 2 3 4 5 . (»w) |10 ¥ |itemsperpage 1-100f%0items ()
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2 Use the filter to find a Dossier and select a Dossier for review

If you have a large number of dossiers submitted for your review, you may want to use the
filter. This module will walk you through the steps to use the filter to find and select a specific
dossier for review in the CCMS.

2.1 Finding a dossier using the drop-down filters

= m] X
B® Sign in to Outlook X |- List Of Tasks - COMS X f3 Settings x | + [~] ‘
&« C @& curiculumtest.concordia.ca/Lot/Lot r & 2
¥ Home [Development-0.1] ¥ | Calendar ¥ | Dossier ¥ | Repors ¥ | Templates ¥ | System Management ¥ | Listof Tasks ¥ | Logout Chrome 9z | =
@ Please note grid defaults to all dessiers your eligibie to work on.
Use drop downs to filter dossiers.
Academic Lewil I }-select Academic Level-- R I
|
Undergraduate
Section
| sraduate |
]
Subsection - Seiect SubSectio
Dossier Type
Filter
Dossier Type Academic Level | Dossier ID Title Status Submitted/Approved at
T Y Y
New Graduate Program (Fast Track)  Graduate AS -JOUR-1 Pending 2021-Aug-03 by Jose Mendoza -
Ce R n g T @ Graduate AS -JOUR-2 Pending 2021-Aug-03 by Jose Mendoza
Change
nformation/Service or Mastheads UnderGraduate  AS-EIOL-21 Test masthead Pending 2021-Aug-04 by Julie Johnston
Graduate Program Regular Curriculum _
Graduate FA -ARTE-41 Test- please delete Pending 2021-Aug-04 by Julie Johnston
Change
Undergraduate Program Regular
UnderGraduate AS -AHSC-42 Pending 2021-Aug-04 by ANDREA JAKOB
Curriculum Change
Underqraduate Program Minar L. R S — [P, T
“ o« o 2 3 4 5 . (» (M |10 ¥ |itemsperpage 1-100f90ftems ()

Hl Click the Academic Level dropdown button.

To find a dossier on the List of Tasks, you can use the drop-down filters on the up-
per half of the page.

page 3 of 11 CONCORDIA




Approve a Dossier

Sign in to Outlook X | List OF Tasks - CCMS X 3 Settings x| +
< C

& curriculumtest.concordia.ca/Lot/Lot

& Home [Development-0.1] ¥ | Calendar ¥ | Dossier ¥ | Reports ¥ | Templates ¥ | System Management ¥ | ListofTasks ¥ | Logout

® Please note grid defaults to all dossiers your eligible to work on.
Use drop downs to filter dossiers.

T N &

Chrome 92

Academic Level Graduate] x
Section EI I v I
Subsection
Dossier Type
Filter
Dossier Type Academic Level | Dossler ID Title Status Submitted/Approved at
N T
New Graduste Program (Fast Track) | Graduate AS JOUR-1 Pending 2021-Aug-03 by Jose Mendoza
CLmBHETEn I ERET | oo AS-JOU Pending 2021-Aug-03 by Jose Mendoz
Change
Infomatian/Service or Mastheads UnderGraduste | AS BIOL-21 Test masthead Pending 2021-Aug-04 by Julie Johnston
Graduate Program Regular Curriculum }
Graduate FA -ARTE-41 Test- please delete Pending 2021-Aug-04 by Julie Johnston
Change
Undergraduate Program Regular
UnderGraduate | AS -AHSC-22 Pending 2021-Aug-04 by ANDREA JAKDE
Curriculum Change
Undergraduate Program Minor - S . - R,
‘< o 2 3 4 5 . (»)(M) [10 w]itemsperpage 1-100to0ftems ()
!I Click Faculty of Arts and Science
. . - o X
Sign in to Outlook X |- List Of Tasks - CCMS X £3 Settings x | + [~]
&« C @ curiculumtest.concordia.ca/Lot/Lot W B2
T Home [Development -0.1] ¥ | Calendar v | Dossler ¥ | Repors v | Templates ¥ | System Management ¥ | Listof Tasks ¥ | Logout Chrome 92 |~
® Please note grid defaults to all dossiers your eligible to work on.
Use drop downs to fiter dassiers.
Academic Level Graduate v
section Faculty of Arts and Science v
Subsection I Bioioay v I
Dossier Type I Graduate Program Regular Curriculum Change X | ¥ I
Filter | |
30“ Academic Level | Dossier I} Title Status Submitted/Approved at
T T
New Graduate Program (Fast Track) | Graduate AS -JOUR-1 Pending 2021-Aug-03 by Jose Mendoza
Graduate Program Regular Curticulum o e AS -JOUR-2 Pending 2021-Aug-03 by Jose Mendoza
Change
nformatian/Service or Mastheads UnderGraduate | AS -BIOL-21 Test masthead Pending 2021-Aug-04 by Julie Johnston
Graduate Program Regular Curriculum ;
Graduate FA ARTE-41 Test. please delete Pending 2021-Aug-04 by Julie Johnston
Change
Undergraduate Program Reguiar
UnderGraduate | AS -AHSC-42 Pending 2021-Aug-04 by ANDREA JAKOR

Curriculum Change
Underaraduate Program Mincr

. .°‘ 3 4 5 . (»IM |10 v itemsperpage

https://curriculumtest.concordia.ca/lot/Lot¥

El
El Click Biology.
El
El
El

1-100t90ftems ()
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B® Sign in to Outlook X | List Of Tasks - CCMS X £3 Settings x| + (-]
w » a4

Chrome 92

&« C @ curmiculumtest.concordia.ca/Lot/Lot

& Home [Development-0.1] ¥ | Calendar ¥ | Dossier ¥ | Reports ¥ | Templates ¥ | System Management ¥ | ListofTasks ¥ | Logout

¥

® Please note grid defaults to all dossiers your eligible to work on.
Use drop downs to filter dossiers.

Academic Level Graduate v
Section Faculty of Arts and Science v
Subsection Biology v
Dossier Type Graduate Program Regular Curriculum Change v
Filter

————

Dossier Type Academic Level | Dossier ID Title Status Submitted/Approved at

N h 4 h 4
Graduate Program Regular Curriculum ) -
Graduate AS -BIOL-169 Perding 2021-Aug-05 by IAN TONNIES

Change

Test Biology changes Pending 2021-Aug-05 by Julie Johnston

- .
raduate Program Regular Curriculum
Change

2021-Aug-05 by MADOKA GRAY-

Graduate Program Regular Curriculum | = Jr— bending
— MITSUMUNE

Change

‘4 ° » M 10 v | items perpage 1-30f3tems ()

Observe that the grid on the lower part of the page now only displays the Dossiers
based on the criteria you applied in the filters.

You can click on the Dossier ID to access the Dossier.

Click on AS-BIOL-165.

| B® Signin to Outlook X | Dossier Screen - CCMS X f3 Settings x| + (-]
< C @ curriculumtest.concordia.ca/Dossier/DossierScreen?id=165 Yt ® &

¥, Home [Development-0.1] ¥ | Calendar ¥ | Dossier ¥ | Reporis ¥ | Templates ¥ | System Management ¥ | Listof Tasks ¥ | Logeut Chrome 92

Dossier Screen (Initiate curriculum change)

Dossier Type Graduste 2rogram Requisr Curiculum Change

Dossier ID AS-BIOL-165
Dossier Title Test Biology changes

Change Request (Select an item from the following list of changes that you wish to view): |

Course Change

* BIOL 606 Change

Create Course Change

Pragram Change (title, required courses only)

Biology and Biochemistry MSc Change
Biotechnology and Genemics Graduste Diploma Delete
Test Defined Group New

Easic Science Courses Change

Biology PhD Advanced Topics or Reading Courses Delete

Create Program Change

Regulation/Requirements Change (free text)
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3 Generate a PDF of the dossier for review

You may want to review the PDF version of the dossier before submitting it to the next step.
This module will walk you through the steps to generate a PDF of a dossier for review in the
CCMS. Note that you will need to enable your pop-ups to allow for a new window to open
with the PDF. Make sure to always click ‘save’ before generating your PDF or the document
may not capture any recent changes. You may download the PDF and share it with others
before submitting it to the next step. You may also share a PDF version of the dossier with
other users before submitting it to the next step by clicking the ‘Send for review’ button.

3.1 Generate a PDF of the Dossier

= m] ps
| Dossier Screen - CCMS X | Viewer x| + (-}
&« c & curriculumdev.concordia.ca/Dossier/DassierScreen?id=18acadlevel=&unit=&subunit=8&dossiertype=&init=undefined&tod =2&status= h+g » 2 H
Resource Implications
Format v |B|I U EEFE Zi5iE oW B

Supparting Documents.

Upload Document

Save | Send forreview || Submit to nextstep Re-uperfcrpvevin encrate PDF of this Dossier | View Previous version || Impact Report | € Back

ﬂ Click the Generate PDF of this Dossier button.

| To generate a PDF of a dossier, you must already be on the screen specific to that

dossier.
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| Dossier Screen - CCMS X | Viewer X | Viewer x| + ©

C & curriculumdev.concordia.ca/api/Dossier/Document/Viewer?fileld=1363 h+¢ » 2

Undergraduate Program Regular Curriculum Change - AS-ANDRAGOGY-1

Summary and Rationale for Changes

EI Click Download icon on your browser to download the pdf file.

This action will open the PDF of the dossier on your default browser.

€ SaveAs e
N » ThisPC » Desktop » CCMS » Dossier bugs w [J] 2 Search Dossier bugs
Organize « MNew folder EE ~ 0
@ OneDrive " Viewer

MNew and deleted text not appearing on pdf

B3 This PC Issue with the display of the program name in the PDF
B 3D Objects Impact still showing on individual change forms
[ Desktop Add course deletion and new course to summary table
Documents Summary and raticnale of changes not appearing on the pdf
‘ Downloads source of impact not showing up on impact report
J" Music Summary of changes not working and issues with present text and new text
. Summary of changes not working
&) Pictures [] A few issues with the PDF dossier
B videos Course change form for deleted course not working in PDF
= 05(C) Impact report not displaying impacted areas
d Metwork W
File name: ~
Save as type: | Adobe Acrobat Document w

» Hide Folders Cancel

Save the PDF in the desired destination on your drive.
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4 Fill in Summary of Committee Discussion fields and submit the
dossier to the next step when the dossier is ready to be ap-
proved.

Please note that in order to facilitate the transition to a paperless system, uploading
sighed department and faculty cover memos is no longer required. The summary of ra-
tionale and summary of committee discussion fields below serve to replace these cover
memos and can be easily updated as needed if further detail is required.

Instructions for each field:

Summary of Rationale: This field should already be completed by the Curriculum Change
Initiator who prepared the dossier for your review. This field should provide a summary (one
or two pages in length maximum) providing an overview of the proposed curriculum changes.
The Approver may edit this field if further detail is required. For more complex curriculum
change proposals that require supporting documents such as curriculum maps, market anal-
yses, or detailed proposals in case of major curriculum overhauls, these may be uploaded as
supporting documents.

Resource Implications: If there are costs associated with the proposed changes, you may
summarize these here.

Summary of Discussion: This field allows for a summary of any key items discussed at the
department or faculty curriculum committee when the dossier was reviewed and approved.
The summary should be concise, highlighting key points of the discussion, such as any
changes that the committee recommended before approving the dossier.

4.1 Filling in the Summary of Discussion fields

% Sign in to Outlook x Dossier Screen - CCMS X £ Settings x | + [-]

&« C @ curiculumtest.concordia.ca/Dossier/DossierScrean?id=165 T B2

Supporting Documents

Upload Document

Summary of Discussion

For Submission to:

Name of Committee Chair:

Title of Committee Chair:

Name of Committee:

Date of meeting: Date of meeting:

A
A

Summary of Discussion

Format v| B I Ull=E==|=EE ea B

HI Click Next.

page 8 of 11 CONCORDIA




Approve a Dossier

Observe that these fields require information about the committees at the current

and next level.

EI Click Next continue.

EI Click the Summary of Discussion input field.

’_El in to Outlook X | Dossier Sereen - CCMS X £3 Settings x | + [~] - g t3 ‘
&« C @ curiculumtest.concordia.ca/Dossier/DossierScreentid=165 Yt B o2

it or Lomminee Lrair 1 or Commirtee Lrair: N

Dfpariment Chair Associate Dean, Academic

Narfe of Commitie: Name of Commitiee:

Dfpartment Curriculum Committee Faculty Curriculum Committes
Date of meeting: Date of mesting:
8/9/2021 Bl | srerz0z21 B

Summary of Discussion

e w H

Format | B IT U

The committee recommends removing the course prerequisites.

EL- ISerdﬁEI Submit to nextstep | | Re-open for previews step || View PDF with most recent edits || View PDF {including previous versions) || Impact Report || < Back

ll Click the Save button.
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| B® Sign in to Outlook X | Dossier Screen - CCMS X £3 Settings x | +

« = C & curmriculumtest.concordia.ca/Dossier/DossierScreen?id=165

Submit dossier to the Next Step ?

Test Biology changes
(AS-BIOL-165)
Current Step Mext Step

FCC/FAPC Approval (3)

Send this dossier and notify your Graduate Curriculum Commitee

1 have been authorized by the Chair of the Faculty Commitee to approve this dossier

EI Click the Yes, Submit button.
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5 Send the dossier back to the previous step if the dossier needs

further edits (Approver role)

In some cases, the curriculum committee may decide that the dossier requires further edits
before it may be submitted to the next step. To allow the Curriculum Change Initiator to make
further edits, you must re-open the dossier to the previous step. Please note that department
level users must send the dossier back to the Curriculum Change Initiator Step, even if they
have been granted both the Approver and Curriculum Change Initiator roles in the CCMS.

5.1 Dossier Screen

= (m] x

B® Signin to Outlook X | Dossier Screen - CCMS X 3 Settings X | +
&« Cc @ cumiculumtest.concordia.ca/Dossier/DossierScreen?id=165 w B &

1T/e O LOMMmTIEE LNalr: 11T€ OT LOmMITEee LNair: .

Narne of Committes: Name of Committee:

Date of mesting: Date of mesting:

i} &=
Summary of Discussion
Format v/B I U ESEE|EEE eow B
a
save || Send forreview || Submitto nlu View PDF with most recent edits || View PDF (inciuding previous versions] || Impact Report || < Back

- o — m] X
B¥ Signin to Qutlosk X | Dossier Seresn - CCMS X 1 Settings x| +
&« c @ curriculumtest.concordia.ca/Dossier/DossierScreen?id=165 i » =

Submit dossier to the Preview Step ?

Test Biology changes
(AS-EIOL-165)

Preview Step Current Step

Department approval (2)

Re-Open dossier and notify your Department Curriculum Commitee

EI Click Yes, Submit in the dialog box.
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