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C-2 Form for Bulk Changes 
How to make changes to a bulk of courses 

CRITERIA: 
• The change has to be IDENTICAL to all of the courses. No variation can be allowed from course 

to course. 
• Only these types of changes are allowed for bulk change format: 

o Subject code change (e.g., changing EDUC to EDRL). 
o Adding or removing a prerequisite/co-requisite/enrollment restriction/enrollment 

requirement. 
o CS Number 

STEPS: 
 

1. Start a C-2 form proposal, and import ONE of the courses being changed, for example, 
import “MDIA 403”: 
 

 
 

Follow this quick guide on how to import from the current catalog. 
 

2. In the “Course/Catalog Number” field, type in the affected course numbers: 
 

 
*If it’s a huge list, type in the range, such as “100-450” 

 

https://csusm.sharepoint.com/:b:/s/planning_and_academic_resources/academic_programs/EW4_-tuf4h9DurGxQfzxq_cBqyDKybXKekwPyRHMKFqj5Q?e=MzpJeR


3. In the Course Title field, type “Bulk Changes” in the title so that these bulk change 
proposals are searchable: 

  

 
 

 
 

4. In the “Reason for Changing” field, include the complete list of individual courses 
(Prefix & Number):  

 
• All affected courses should be listed individually, as there could be inactive 

courses within this range or courses that don't need to be changed. 
 

 
 



• We recommend adding a note in the “Reason for Changing” field that the bulk 
change(s) is/are the ONLY change(s). This way, reviewers will focus only on the 
“Types of Change(s)” and “Reasons for Change” fields. 

 
5. Indicate the change(s), which must be identical for all courses included in the bulk C-2 

proposal.  
 

 
 

6. Upload a Word doc with marked-up course catalog descriptions for every single affected 
course, to illustrate exactly how course descriptions should be modified for PeopleSoft 
and the Catalog. Please follow the steps below. 

Note: This step is not required if the course description (including registration 
conditions) is not changing (e.g. when changing CS Number). 

 
a. Go to the current published online catalog and search for courses. 

 

 
 

b. Copy and paste the entire course description into a Word doc. 
 

 
 



c. Repeat steps a & b for ALL affected courses. 
 

d. Use track changes in Word doc to modify course descriptions. (The track changes 
setting is found under the Review tab) 
 

 

e. Upload Word doc to the proposal in the files tab.  
 

 
 
 



After the proposal is approved, the Curriculum Analyst will also make an administrative notation 
in the Comments section during implementation, e.g.: 
 

 
 
Please reach out to Academic Programs if you have any questions! 
 
Rebecca Romine: rromine@csusm.edu 
______________________________________________ 
 

Additional examples of BULK CHANGES: 
 
CS Number Change: 

 
 
 
 
 
 
 
 

mailto:rromine@csusm.edu


Prerequisite Change: 
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