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UNDERGRADUATE CATALOG BEST PRACTICES 

Below are new catalog guidelines and recommendations for editing the 

Undergraduate Catalog. These guidelines were created in consideration of Course 

Program of Study (CPOS) regulations as of Fall 2025. 

CATALOG CONTENT NOT IN CIM 

• Don’t forget to review catalog content not integrated into CIM. This can include 
content in the “Overview” tab of the College, Department, or School on the 
Next website (https://next.catalog.utsa.edu/index.html?homepage=true).  

 

PROGRAMS 

• Hidden Program Prerequisites: While reviewing the course requirements 

for a program, ensure that prerequisite courses listed on any required courses 

in the program are also listed as required.   

o Recommended Core Courses: If a core course is a prerequisite for a 

required course, please list it as required in the program course list. If 

it is not a prerequisite for a required course but can benefit students in 

the major, then it should be listed as a recommended core course in the 

program description. See examples below: 

 Example of a Recommended Core Course 

 
 

 

 

https://onestop.utsa.edu/financialaid/eligibility/cpos/
https://onestop.utsa.edu/financialaid/eligibility/cpos/
https://next.catalog.utsa.edu/index.html?homepage=true
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 Example of a Required Core Course 

 

 

• Electives: If the program includes an electives section, consider if the 

electives should only be major-specific. If so, the section may need to be 

renamed “Prescribed Electives” or “Major Electives.” If not, then “Free 

Electives” is the proper verbiage.  

o Verbiage recommendations for free electives: 

 “Students should select enough hours of free electives to reach 

the minimum of 120 hours required for the degree, including as 

many upper-division hours as needed to reach the minimum of 

39 upper-division hours. Students usually need at least [insert 

number or range] hours of free electives, including at least 

[insert number or range] hours of upper-division coursework.” 

 “Students should select as many hours of free electives as 

needed (usually [insert number or range]) to reach the 

minimum of 120 hours required for the degree, including as 
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many upper-division hours as needed (usually [insert number or 

range]) to reach the minimum of 39 upper-division hours.” 

• Credit Hour Ranges: Consider limiting or eliminating the number of sections 

in the program requirements with a credit hour range. See example below:  

 
o Verbiage recommendations for replacing credit hour ranges:  

 “Students can select up to 3 credits from the courses below:” 

 “Students should select at least 2 credits from the courses 

below:” 

• Bundling: If making minor updates to multiple programs within the same 

department or school, feel free to use the bundling feature. You may only 

bundle courses with minor program updates. Do not bundle program proposals 

that have different change types or non-catalog update change types with 

courses. 
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COURSES 

• “Out of Sync” Courses: Sometimes, the Catalog Editors make necessary 

updates to courses in Banner but not in CIM. We try to avoid these updates, 

but when they occur, the course will become “out of sync” with CIM. If you 

receive a notice that a course is “out of sync,” note the course subject code 

and number, review the other courses that require edits, and then send the 

list of all out-of-sync courses to the Catalog Editor (CatalogEditor@utsa.edu). 

See example below: 

 

• University Core Curriculum: University Core courses are undergraduate 

lower-division (Freshman/Sophomore or 1000/2000) courses assigned to a 

Core Curriculum Component Area. To add or remove a course from the 

University Core Curriculum or to make a substantive change to a core course, 

a new Core Curriculum Proposal must be submitted here: 

https://next.catalog.utsa.edu/curriculumadmin/.  

o Examples of substantive changes include any change to the title, repeat 

status, contact or credit hours, subject code, department or college, and 

if there are substantial changes to the course content.  

o For changes to existing core courses, please reach out to 

CatalogEditor@utsa.edu for more information about completing the 

form. 

• Equivalencies:  

o Definition of “equivalent” courses – Nonrepeatable courses that are 

similar enough to each other that a student cannot earn credit for both. 

If a student has already taken one of the courses, they cannot be 

required to take the equivalent, even if that is the preferred course for 

the program.     

mailto:CatalogEditor@utsa.edu
https://next.catalog.utsa.edu/curriculumadmin/
mailto:CatalogEditor@utsa.edu


5 
 

o Inactive course equivalents will not show in the “Equivalent Courses” 

section of the CIM proposal. However, they will show in the “Other 

Courses Referencing This Course:” under “As a Banner Equivalent:” 

section in the course ecosystem and should show in the course 

description under “Formerly.” See the example of inactive equivalencies 

below:  

 

 

o If a course equivalent is not showing in either of the three locations, 

contact the Catalog Editor (CatalogEditor@utsa.edu) to confirm which 

courses are considered equivalent. Courses inactivated over 12 years 

ago may not show in either of the three locations. 

• Credit/No Credit Courses: Please note in the course description courses that 

do not use the “Normal” letter grading mode and instead use a pass/fail or 

credit/no credit grading mode.  

 

mailto:CatalogEditor@utsa.edu
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• Differential Tuition: Upper-division (Junior/Senior or 3000/4000) 

undergraduate courses in Alvarez College of Business, Klesse College of 

Engineering and Integrated Design, and College of Sciences have Differential 

Tuition (https://catalog.utsa.edu/policies/tuitionfees/tuition/). These courses 

should mention that they have differential tuition in the course description.  

 
• Minimum Grade Requirements for Course Prerequisites: If a course 

requires a student earn a minimum grade other than D- (for example, C- or 

higher) in another course for it to be applicable as a prerequisite, please note 

it on the course with the prerequisite. See example below: 

 

• Course Numbering: Courses are numbered with four digits. The first digit 

represents the academic level. Lower-division courses start with a 1 for 

Freshman or a 2 for Sophomore. Upper-division courses start with a 3 for 

Junior or a 4 for Senior. The last number represents the course credits and the 

two numbers in the middle act as wild cards and for sequencing.  

o Course Renumbering: Each subject code has limited available course 

numbers. For this reason, we are not able to change the course 

number if the academic level and course credits are not also changing.  

 Course number sequencing may be considered when creating a 

new course, but it cannot be a reason for renumbering an existing 

course or reactivating an inactive course.  

 We are unable to reassign inactivated course numbers to new 

course content since this may cause potential problems with 

student records. 

 Course numbers should maintain their original content and intent 

with minor updates based on verbiage and industry standards. 

https://catalog.utsa.edu/policies/tuitionfees/tuition/
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 If a course changes its academic level or credits, it should be 

inactivated, and a new course proposal should be created 

separately. We cannot override the course number on the CIM 

proposal due to technical issues. Please reference the inactivated 

and new courses in each proposal and consider if the two courses 

are equivalent.  

o Pre-Assigned Course Numbers: Some course numbers are only for 
certain course types. Make sure to review this list on the CIM 
instructions. 

• Course Title Changes: Please consider pre-existing courses when changing 

the title of a course. If the title is substantially changed, the former title should 

be noted in the course description as below: 

 
• Repeatable Courses: When changing a course from “not repeatable" to 

"repeatable” or when proposing a new repeatable course, the “number of 
repeats” should be the total number of times the course can be taken for credit 
other than the first and the “maximum credits” should be based on the credits 
a student can earn for each re-completion of the course. For example, if a 
student can take a 3-credit course twice and earn credit each time, then they 
can repeat the course once and earn a maximum of 6 credits. See example 
below: 

 

o Repeatable courses must mention they are repeatable in the course 

description with the maximum number of earnable credits if applicable.  

 

o Repeatable courses cannot have course equivalents, it limits how many 

times the course can be repeated. 
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• Bundling: We highly recommend bundling courses within the same 

department or school so they can move through the workflow together and 

reduce emails received by approvers. After editing all courses or creating their 

new proposals, you can select “start workflow” on one course, create a relevant 

bundle title, select the other courses ready for the workflow, and click “start 

workflow” again.  

o Do not bundle courses with program updates other than minor catalog 

updates.  

o Inactivated courses can be bundled with other courses, but only after they 
have already been sent to the first step of the workflow alone. 

See below: 
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