
Records and Registration’s 

CIM: NEW UMBRELLA COURSE 
 

Logging In: 

See CIM: Logging In & Out training materials. Use any internet browser, to access CIM. 

Click on the Umbrella Topic Form login button (requires UWL network user id/password log 

in).  

 

This guide provides instructions on how to create a new umbrella course. First, some 

definitions. 

 

Umbrella course: course used by a department to try out temporary topics in their field, 

allowing faculty to teach a specialized subject once or twice without having to create a whole 

new course. The “parent” or over-arching course still has a general course description and set 

number of credits (though it can be a range of credits). There can be a prerequisite set for the 

overall course while additional prerequisites for individual topics can be added for that 

section only. 

 

Umbrella course topics: Umbrella course topics are the specialized sections that are 

scheduled on a term by term basis. Per university policy, topics with similar course content 

may be offered a maximum of three times within an unlimited number of years or an 

unlimited number of times within three calendar years. If the department wants to offer the 

topic more than that, they must create the topic as its own course. 
 

Creating a NEW Umbrella Course   
 

 

 

 

 

 

 

 

 

 

 

 

1. Click on Propose New Course. A new window will open up.  

 

2. Start filling in the form with the new course information. A field with a red box around it is a 

required field. Refer to the CIM Guide: New Courses for specific details.  

 

3. In the Course Details section, there is an Is this an Umbrella Course? field. Select Yes.  

 

Note: When creating a new umbrella course, you must create the course and get it approved 

before any topics can be offered under this umbrella course. Thus, on the new course form, 



you only need to mark that it is an umbrella course. See CIM Guide: Umbrella Course Topics 

Adding/Revising for more details.  

 
 

4. Complete the rest of the form. Refer to CIM Guide: New Courses for specific details.  

 

5. After completing the form, select one of the following: 

a. Save Changes if you want to save your work and come back to the form at a later time. 

This save does NOT submit the proposed changes to workflow and will allow you to 

save without filling out all of the required fields. 

b. Save & Start Workflow to save and submit all changes for approval. ALL required 

fields must be filled out before the proposal can be submitted. When you hit this button, 

the form saves and notifies the next person in the approval process. The next user in the 

approval process received an automated email explaining that they can now review, 

edit, approve, or reject the course proposal. 

c. Cancel if you don’t want to save any data in your form and return to the previous 

screen. You will lose all of your work. Form will not be submitted to workflow. 

 

Start Over: Contact the curriculum administrators in the Records and Registration office 

(curriculum@uwlax.edu) to delete/shred a new course proposal or course revision that has been 

saved but NOT submitted to workflow. 

 

For tips on how to edit, click on the “Help” button ( ) at the top right corner of the 

Course or Program Management screens. Or refer to the other help documents on 

http://www.uwlax.edu/records/faculty-staff-resources/curriculum-resources/. Or contact the 

curriculum administrators in the Records and Registration office for curriculum@uwlax.edu. 
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