
Editing/Updating Course Outlines in COMMS 3 
Access: Course Owner or Course Contributor 

NOTE:  Course Outline, Course Description, and College Related Information can only be edited 

in BANNER by the Registrar’s Office. To make changes to these sections, contact the Registrar’s 

Office. 

From the Course Outline page, locate the sections you want to edit. You can only edit sections 

where a pencil icon appears. 

Essential Employability Skills 

1. Select the pencil icon at the top right corner of the section.  

 

2. Select the boxes for the Assessment Levels -- T: Teach, P: Practice, E: Evaluate, C: 

Culminate that pertain to each skill. 

3. Select Save to keep your selections and exit the section. 

 

Course Learning Requirements (Course Learning Outcomes) 

1. Select the pencil icon at the top right corner of the section. 

 



2. Select Add Course Learning Requirement button. 

 

3. Enter information in the text box. 

4. Select Add. 

 

5. To edit, delete, or reorder items, choose the icons (pencil, trash can, or up and down 

arrows) to make your changes. 

6. Select Save. 

 

Learning Activities, Learning Resources, or Course Related Information 

1. Select the pencil icon at the top right corner of the section. 

2. Enter your information in the text box. 

3. Select Save. 

 



Pre-defined Evaluation / Earning Credit 

NOTE: Every course learning requirement/outcome needs to be evaluated at least once in the 

"pre-defined Evaluation" section, and so do all EES where the E (evaluate) or C (culminate) 

boxes are checked. 

1. Select the pencil icon on the top right corner of the section to add or edit course 

learning achievements that validate course outcomes. 

 

2. Select Save at the bottom right of the browser window to apply any changes. 

 

Prior Learning Assessment and Recognition 

1. Select the pencil icon at the top right corner of the section. 

 

2. Select an option for PLAR eligibility.  

3. Select Save at the bottom right of the browser window to apply the change. 

Grade Scheme 

NOTE: A passing grade is 50% unless you have approval from the RO for something else. 

1. Select the pencil icon at the top right corner of the section. 



 

2. Choose from the Grade Scheme Display dropdown menu. 

 

3. Select Save at the bottom right of the browser window to apply the change. 
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