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This Handbook is a “companion” to the SCC Curriculum Handbook, 
and will provide with you with step-by-step instructions on how to 
develop a new course in SOCRATES.  In addition, there will be 
some instruction to Revise an Existing Course. Instruction to Create 
a New Program, and Revise an Existing Program, will follow later, 
along with details on Distance Education, Multiple Topics, and 
Changing Course Titles/Unit Values.  Should you have any 
problems or questions, always feel free to contact your area 
representative on the curriculum committee, or the Faculty Co-Chair 
of the Curriculum Committee. 



What does a curriculum proposal 
look like?

First of all, to access SOCRATES, go the 
SCC website, and click on Faculty/Staff.  
Then look for the Intranet and click on it.  
After signing in, you can go into 
SOCRATES and click on Curriculum 
Views.  Then select a discipline and start 
looking.  Take a few minutes to familiarize 
yourself with course outlines in 
SOCRATES. 



New Course

When writing a New Course, you will 
encounter the following sections in the 
course outline:



Curriculum Cycle Information

This area is automatically generated by 
Socrates after you choose your course 
designator, number, and title.  You cannot 
change any information in this section, 
unless of course, you start all over again. 



Submission Information

The only item here that is not automatically 
generated is the Explanation.  You can 
change this at any time, through 2nd Reading 
Status.  This section will not show up on the 
course outline after the course goes to 
Catalog Status. 



Basic Course Information

The faculty developer must complete each 
of the following subsections in this section: 
Prerequisite, Corequisite, Advisory, Units, 
Hours, and Description. 



Learning Outcomes and 
Objectives

At SCC, we generally include Student 
Learning Outcomes, and not Objectives.  
When completing this section in the Course 
Outline of Record, note that each bulleted 
item is the continuation of a complete 
sentence.  So, each should start with a 
lowercase letter, and end with a period. 



Course Topics

This area details topics covered and time 
spent on each topic.  Also included in this 
section are in-class exam/assessment time, 
and review time. 



Instructional Delivery 
Modalities

There are five types listed in SOCRATES: 
In-Person, Hybrid (Online and In-Person), 
Online, TV, Interactive TV. 



Instruction Methods and 
Inclass Activities

The faculty developer must complete this 
section. 



Typical Homework 
Assignments

The faculty developer must complete this 
section. 



Evaluation and Assessment 
Methods

The faculty developer must complete this 
section. 



Allocation of Instructional 
Time (Distance Education) 

The faculty developer must complete each 
requested modality of this section, if 
Distance Education has been selected. 



Regular Instructional Contact
(Distance Education) 

The faculty developer must complete each 
requested modality of this section, if 
Distance Education has been selected. 



Representative List of 
Textbooks

The UC schools want to see texts that are no 
more than 5-years old, unless the text is a 
classic. 



Additional Course Information



Prerequisite Justification

This section will be completed 
automatically, unless a “Special 
Prerequisite” was used.  In that case, the 
curriculum developer will need to “embed”
the prerequisite course when prompted, and 
then select the appropriate Student Learning 
Outcomes from the menu, when prompted. 



Corequisite Justification

This section will be completed 
automatically, unless a “Special 
Corequisite” was used.  In that case, the 
curriculum developer will need to “embed”
the corequisite course when prompted, and 
then select the appropriate Student Learning 
Outcomes from the menu, when prompted. 



Advisory Justification

This section will be completed 
automatically, unless a “Advisory” was 
used.  In that case, the curriculum developer 
will need to “embed” the advisory course 
when prompted, and then select the 
appropriate Student Learning Outcomes 
from the menu, when prompted. 



Relationship to College 
Programs

The faculty developer must complete this 
section. 



Relationship to Transfer 
Institutions

The faculty developer must complete this 
section. 



Feasibility

The faculty developer must complete this 
section. 



Digital Signatures

These signature requests are automatically sent to 
the appropriate faculty and administrators by 
SOCRATES by the time the curriculum proposal 
reaches Technical Review Status.  All four 
colleges have agreed that not submitting a digital 
signature request implies consent.  In addition, one 
can submit a digital signature with comments 
should there be commendations or concerns. 



SOCRATES

What is it, and how do I use it?

SOCRATES is a curriculum management 
system written by Phil Smith, Ph.D. from 
ARC.   SOCRATES stands for System for 
Online Curriculum Review and 
Technological Education Support.



To get to SOCRATES -

Log into the Intranet; this is where you 
submit grades.



You should see this:   If so, click on SOCRATES Curriculum 

Services, and then Go to Service.



Most of you will have this screen.
Click on Curriculum Developer.



Note:

If you have already started revising a course 
or program, or have started writing a new 
course or program, you would click on the 
options under “Continue Working on a 
Proposal:”
We are going to see how to Create a New 
Course.  You will follow similar paths to 
Revise an Existing Course.



Under Begin a Curriculum Proposal, click on Create a New 
Course, and then click on Continue, shown at the bottom. 



You will see this next.



Choose your subject, and Click Save/Next. 



Choose a Thematic Block, and click Save/Next.
Type in your desired course number, as seen below.  Click 

Save/Next. 



Type in a Course Title.



You should see the following, then click Save/Next.



Choose the number of units, and write a course description.



Use the Spell Check.  If this is what you want, click on 
Save/Next.



If this is what you want, click Save/Next. 
If this is NOT what you want, click on BACK, and edit.  

Then click continue.



Now, click on Continue Outline.



Click on Course Outline.  You may click on one of the tabs, if 
you prefer.  It really does not matter.  The important thing for

you to remember is that you will not ruin anything if you 
make a mistake. 



Now, click on Complete Section at the bottom.



Taking a Break

If you need to break, it is fine.  SOCRATES 
will make you “sign in again” every 2-
hours.  When you come back, click on 
SOCRATES, then go to Curriculum 
Developer.  You will see the screen below. 



You will see the screen below. This time, you would click on 
My Course Proposals and the first Continue box. 



Click on TEMP 362, and then Open Course Proposal.  Notice 
that there there may be other course proposals at various 

Status. 



You will see this next.



You have several options.

If you are writing a completely new course or 
revising a course, click on “Outline”.  If you want 
to copy a course already in SOCRATES, click on 
“>>Import>>”. At this point, you might be able to 
figure out how to import a course. 

So, click on “Outline”.   You will see the actual 
Course Outline. 



Shown here are just the first two sections.  Notice that the 
Explanation is blank.  Put your cursor over the word, 

“Explanation:” It will make a “green lantern/highlight”
effect.  Click on it. 



Now type in the Explanation.  This is also shared with the 
Board of Trustees!



After completing this section as shown below, click on 
Save/Next.



If this is what you want, click on Return to Outline>>.  If not,
click on <<Back and make edits, repeating this process.  



How many edits can I make?

You can edit most sections at any time 
while the course is in the curriculum 
process at the college.  That would be 
Draft Status up through 2nd Reading 
Status.



Notice that the Hours are blank.  Place your cursor over the 
word, “Hours:”, and click. 



Please enter the overall contact hours for the lecture and 
laboratory.  At this time, we are not using the TBA hours.



How many hours should there be?

Make note:
One unit of Lecture must have 18 hours.
One unit of Lab must have 54 hours.

That is, 
18 hours = 1 Lecture unit
54 hours = 1 Lab unit

Let’s make this course have 2 units of Lecture and 1 unit of Lab.

Enter 36 in Lecture: and 54 in Lab: 



Please enter the overall contact hours for the lecture, 
laboratory and TBA portions of the course.

Then click on Save/Next.



Please verify the hours of instruction. If incorrect, press the 
back button to edit them.  If correct, click Save/Next.



You will come to this screen next.



Since this course has a Lecture Component, it may be taken 1 
time for credit, in most cases. 

Let’s just make this a Pass/No Pass Only Type of Credit.  
Click Save/Next.



Verify the credit information for this course. If incorrect, 
press the back button to edit.
If correct, click Save/Next.



Now, you must select a Faculty Discipline.  There are rules 
regarding which discipline can teach which courses.  If you 

are unsure, check with your division dean. Select the 
appropriate discipline(s) for faculty who will teach this 
course. After making your selection(s) click the DONE

option and press the Next button. 



By the way . . .

I’ve selected DONE since there is no faculty discipline for curriculum.  
Later, I may make up something.
Click Save/Next.

Please verify the faculty disciplines below. If incorrect, press the back 
button and edit the list of faculty disciplines.

There are none, which is what I wanted.  Remember, when you are 
writing your course, you MUST select at least one.

Click Save/Next.



Enter the Taxonomy of Programs (TOP) code and the Student 
Accountability Model (SAM) code for this course.  



TOP and SAM codes????

If you do not know TOP and SAM codes, you can click on 
Search TOP Code Database for ideas.  You may inquire at 
the Office of Instruction and complete this part later, 
and/or receive help during the Tech Review meeting.  So, 
click on Outline, at the top. 



Place your cursor over Section 4: Learning Outcomes and 
Objectives and click. 



Now you can enter the Student Learning Outcomes.  At SCC, 
we do not need to include the Objectives.



I want to add a few more SLOs, so I clicked on Add More, 
then must click on Save/Next.



That looks good, so let’s click on Save/Next.  Notice that 
each outcome is the continuation of a sentence that started, 
“Upon completion of this course, the student will be able 
to “.  So, begin each outcome with a lowercase letter, and 
end each with a period.



If this is what you want, click on Save/Next (at the very 
bottom).  Remember, that you can always go back and edit 
while the outline is in the curriculum process at the college. 



You will also see this.  Consider it an FYI.



Next, you may indicate if the distance education delivery 
modality may also be used for this course.

Click Save/Next.



I have marked in In-Person Modality only.  If you were to 
select Distance Ed, there would be 4 options in which you can 

choose as many as you like.   Click Save/Next.



Instruction methods apply for all instructors of the course.  
Make sure that there is departmental agreement.



Enter the Instruction methods.  Mine are quite terse – a 
minimum level of acceptable.  Click Save/Next.



Punctuation

I did not put a “period” at the end, because this is not a 
complete sentence.  I could make it a complete sentence 
and then include the “period”.  The only reason why it 
matters is that other institutions (especially transfer 
institutions) may read this course outline.  Complete 
sentences are generally nicer, but not necessary.



If this is what you want, click Save/Next.



Now it is time to describe typical homework assignments. 



If possible, give an example.  If your class is a lab class with
no lecture component, there may not be homework.  A 

Lecture unit is 1 classroom hour and 2 out-of-classroom 
hours.  A Lab unit is 3 classroom hours.  Click Save/Next.



If this is what you want, click Save/Next.  If not, click Back 
and edit making sure that you click Save/Next each time you 

move to the next step.



Remember that this area must work for all instructors, 
according to departmental agreements.  Type in the 

Evaluation and Assessment Methods.



Repeat analogous processes to complete Evaluation and 
Assessment Methods as done for Instruction Methods, etc.



If this is what you want, click Save/Next.



You will come to the screen below.  Most courses are single 
topic. 



You will also see this text.



I have selected a single topic.  Click Save/Next.  Most courses 
will be this way.  The SCC Curriculum Handbook and the 

Tech Review Team can provide you with more information.



Next, you will see the Screen below. 



It is time to enter the Course Topics.

We need 36 hours of lecture, and 54 hours of lab.  You 
should allot time for new material, review, 
exams/assessments, and the final exam/assessment.  The 
UC system is looking for lecture and lab topics to be listed 
explicitly and clearly.  By now, you can probably figure 
out how to complete this section, so I will now show you 
the completed section.  Remember, that the topics must 
complement the SLOs and the Description.  As I look back 
on the Course Description and the SLOs, I notice a few 
mistakes and problems.  The Course Description needs to 
include more to coincide with the SLOs.  I will fix those as 
well. 



I also notice that the Course Title is too limited.  So, this is
how to change it.  Select Course Title and Click Complete 

Section. 



Changing a Course Title

If you are revising an existing course, you will not be able 
to change the course title at this point.  It must be done at 
the time you begin the course revision/proposal.



After following all of the prompts and making more edits, 
click on the Course Outline to view the edits in  Sections 2 

and 3 as shown.



Now, we can write the Course Topics in Section 5. 



There is still much to do.  But, this should get you started.  

I recommend that you go to the outline and click on blank 
sections and complete them.  

Read through the entire outline to see what sections need 
to be completed.  Most likely, they will be the later 
sections that have to do with GE, Feasibility, etc.

You should have a taste of working with SOCRATES, 
now.



Where do I get help?

You can call/email the following people:
• your division representative on the 

Curriculum Committee (check online).
• the Curriculum Faculty Co-Chair (Virginia 

May)
• the Curriculum Liaison (Marilyn Keefe 

Perry)
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