
Program of Study Block Guide 

New Programs 

If you are creating a new program, 
you will need to select the 
'Insert/Edit a Formatted Table' icon 
from the toolbar. 

You will select Course List from the 
dropdown menu of choices. 

Existing programs 

If you wish to edit the program of 
study block for an existing program, 
you simply need to double-click 
anywhere on or within the blue 
border. 

This guide provides technical assistance for developing or modifying the program of study section within a 
program proposal form. For formatting concerns, please refer to the separate document titled Program of 
Study Style Guide. Users are encouraged to explore additional resources on the Curriculum Development 
site, such as Proposal Requirements, to aid in completing the remaining sections of the proposal form for 
new programs. 



Adding Courses 

Alternately, users can add courses by 
entering a vaild subject code and course 
number in the 'Quick Add' area of the 
form. 

The Course List tool allows users to 
select courses from an inventory 
arranged by college and subject code. 
The double arrows will move the course 
into the program of study block. The 
double arrows can also be used to move 
unwanted courses or comments out of 
the program of study block. 

Adding Courses via the 
Course Inventory 

Adding Courses via Quick  
Add 

Indented Courses 

When the 'Indent' check box is checked, 
the course will not total in the 'Sum 
Hours' function for the course list. The 
indent checkbox should only be used 
when students are being given a list of 
electives   from which to choose. 



Course Entry Features  
Course Sequences  

Course Cross List 

Or Courses 

Courses that are required to be taken as a 
sequence or series may be entered in the 
sequence field. Note: both subject code 
and course number must be entered. The 
hours will need to be manually update to 
appear correctly. In this example, the 4 in 
the hours field was manually updated to 
12. 

Cross list courses maybe entered in the 
cross reference field. Note: both subject 
code and course number must be 
entered. 

When students have a choice in meeting 
a requirement by taking one of two 
courses, this may be entered as an 'or 
course. Note: both subject code and 
course number must be entered. 



Comment Entry and  Editing 
Comment Entry 

Comment Editing 

Area Headers and Comments 

Any information other course must be 
entered as a comment. Users will click 
the 'Add Comment Entry' button to 
launch a window that will allow comment 
entry into the program of study block. 

Comments are edited in the comment 
field. 

The 'Area Header' checkbox will make 
the comment appear in a bold font. 



Footnote Entry 
Target Course 

Creating the Footnote 

Select the course that is the target for 
your footnote and then enter the footnote 
number or symbol in the footnote field. 

You will probably need to create a space 
below the program requirements block 
for your footnote. To do this place your 
cursor below the blue outline until a red 
arrow and dotted line appear. Click on the 
arrrow or line to create more space. 

Go back to the toolbar and click on the 
Insert/Edit Formatted Table icon. 

You will select Footnotes from the 
dropdown menu of choices. 



You can either click the symbol icon 
(the Greek letter omega) to bring up an 
interface that will allow you to select 
numbers or common symbols in the 
footnote area. You can also simply type a 
number or symbol in the field labeled 
'Symbol'. Obviously, the footnote entered 
here should match the number or symbol 
for the course in the program of study 
block. 

Once you have created the footnote 
number or symbol, you can enter content  
for that footnote. 

Your footnote will look similar to this 
example. 



Additional  Notes 

The 'Sum Hours' box should always be 
checked and the field shoud be left blank. 

Do not enter numbers in the hours field 
unless you are correcting an error in 
credits for a sequence of courses or 
entering a fixed number of credits for a 
variable credit course. 

October 1, 2025 


