Instructions

Curriculum Application for Course Approval/Revision
When you click on the CCI form link a dialog box appears with an option to open or save; select save and choose an appropriate folder for the form.

When you open the saved document it is a “Form” and many of the usual Word formatting features will not be available to you.  To navigate the document the options are: click, tab, arrow keys, print, save and save as.
To fill out application form:

1.
After the document opens, the first field should be a darker shade than the rest of the fields on the form.  If not, position your cursor inside a form field (should be shaded), and click.
2.
For Text fields, select the field then begin typing. When finished, move to the next field by either using the tab key on your keyboard or selecting the next field with your cursor.

3.
Some fields can be “check boxes.” To mark a box, either click on the box with your cursor, or tab to the box desired and hit the space bar on your keyboard. Clicking the box with your cursor and hitting the space bar act as a toggle to mark a “check box.”

4.
After entering text or selecting an item, check box, do one of the following:

· Press Tab to accept the form field change and go to the next field.

· Press Shift+Tab to accept the form field change and go to the previous field.

5.
In a multi-line text form field, Enter or Return goes to the next line in the same form field. You can use Enter on the keypad to accept a change and deselect the current form field.

6.
Once you have filled in the appropriate form fields, print the form and send it to the appropriate address, and if required, attach the appropriate forms i.e Materials Fee, Pre-requisite/Co-requisite/Advisory, Content Review. 
