Updating an Outline in ECD 
When the Outline Does Not Exist
1.
Go to Create/Edit/Reinstate
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2.
Select Update a Course
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Create / Edit A Course

Step 1: Select Type Of Change

A) Update A Course
- Update an existing ECD courS& outline

=BTk an ECD course outline for an active course at your college
- Propose course changes to data elements (title, units, hours, etc.)

B) Create A New Course
- Create a new course to the district
- Add an existing district course at your college

C) Archive A Course

D) Reinstate A Course




3.
Select the subject from the pick list (e.g. Accounting) and the course number (e.g. 1)
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UPDATE A COURSE

Step 2: Find A Course To Update

Campus: VALLEY ~
Subject Name: ACCTG-ACCOUNTING
Course Number: 1 (Optional)
Status: Active -

Go Back

~ (Optional)




4.
Then click on View Results.

Note: if you don’t know the course number, then leave that field blank and you will get a listing of all courses in the selected subject.  If you leave both the subject and course number blank, you will get all courses at LAVC and it may take a while to give the result.  You should at least narrow down your selection to a subject name.
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UPDATE A COURSE

Step 2: Find A Course To Update

Campus: VALLEY ~
Subject Name: ACCTG-ACCOUNTING
Course Number: 1 (Optional)
Status: Active -

Go Back

~ (Optional)




5.
Notice that in the Outline column it says No – this means that no outline exists in the ECD system.  To continue updating the outline, click on the “click here” link.
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6.
A new window will open up asking if you want to start with a basic template or copy a template.  Choosing basic template will start you with a blank outline except for predetermined information taken from the protocol system.  Choosing copy template will allow you to copy an outline from another campus, another course at Valley, or an outline that is in your inbox.
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Step 1: Select An Edit Template
A') Basic Template - Begin With Information Currently In Protocol

B ) Copy Template - Begin With Information In Protocol + A Copy Of An Existing Outline




7.
Basic Template:  Clicking on basic template takes you to the outline and you are ready to Edit.   Any field that is grayed out is one where you may not enter or modify information.  Any other field is available for you to edit.  Be sure to save to your ECD inbox before closing your browser.


Also, at the bottom of each section, you may do a spell check.  Please take the time to do this.

[image: image7.png]EDIT OUTLINE Main Menu My ECD Inbox Show All Notes Print This ECD View This ECD Change Outline Protocol
Refresh Report A Problem Help Logout

[ sectiont | [ sectionil | [ Sectionin | [ Sectionlv | [ Sectionv | [ secionvi | [ Sectonvil | [ Section Vil
Basic Course Course Content  Relationship To Articulation Supplemental  Approval Status  Approval Info. - Addendum
Information And Objectives ~ College Programs ~ Information Course New Or Added Documents

Information Courses

WARNING: Always Save Your Work Using

Section I: BASIC COURSE INFORMATION One of the Buttons Below

EDIT COURSE OUTLINE ACCTG 001 [ submission Options | [ Save To My ECD Inbox|
Outline Status: Pending Add Note

PLEASE NOTE: District wide attributes have

1. COLLEGE: |LA. VALLEY COLLEGE ~ Add Note underlined field titles.
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(To enter a new subject select ">> Enter New Subject <<", the
last item in the list) Add Note
3. COURSE NUMBER: [ ] Add Note
4. COURSE TITLE: Add Note
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8.
Once you save, you are taken to your inbox.  You can click “Edit It” to continue editing your outline, you may choose to “Print  It”, “Email It”, or “View Your ECD”.  Choosing “Edit It” takes you back to the ECD in Edit Mode as before.  Selecting “View Your ECD” lets you just look but not make any changes.  See below for Email and Printing instructions.  If you have made all the changes and you are ready to begin the curriculum process, then select “Send To: Department Chair”.  The Outline will go to the Department Chair that is responsible for the course outline.
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9.
Print It:  Clicking on the “Print It” link in your inbox gives the following screen.  You can either send the job to the printer or save as a PDF.  Notice, for both cases, you may choose the whole outline (all sections) or select only the sections of interest (e.g. Section I & Section II).  
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Once you have decided if you are printing or saving as a pdf, then click the “Press to Continue” button.  Since you are printing an outline that is not official, DRAFT will be printed or saved as a watermark.
If you are printing:  The outline will open, then click print like you would any other web page.  
If you are saving as a pdf: The outline will open as a pdf, then click save as and save to your computer.

10.
Email It:  First select an email list.
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Select “My Email List” and then select the ECD user(s) you wish to notify and add them to your list.  They will receive a notification to view (only) your outline and they may make notes.  But the outline remains in your inbox and only you can edit it.  This allow for you to get feedback from your colleagues before finalizing the outline.
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