Instructions for Completing the Online Addendum Word Document Form
1.
Save both the online addendum and the sample to your computer because you may be able to copy and paste some items from the sample form.

2.
Go to the Q-drive and save the Course Outline of Record as a Word document.        Q/research/databases/courseoutlines

3.
The Course Outline of Record needs to be up-to-date because it will also be looked at when reviewing the Online Addendum (for example, well written objectives and textbook version within 5 years)

4.
Go to the Word document you created of the Course Outline and then copy and paste the objectives into the table under #3 on the Online Addendum form. If you need additional boxes for objectives, hit “Tab” when in the lower right box of the table. 
5.
Under number #3 complete the “Sources of Content, Assignments, Assessment” column as appropriate.

6.
Complete all 8 areas of the Online Addendum form.

7.
If your completed form is 2 pages, you may be able to reduce it to one page by adjusting the column widths of the table or deleting any unused table boxes. To adjust columns click on the vertical lines and drag. 

8.
The Online Addendum needs to go through Technical Review and meet all the deadlines of Course Outlines in CCI.
