
2024-25 CIM OVERVIEW 
CO U R SE  I N A CT I V A T I O N  R EQ U EST



STEP ONE
COURSE INACTIVATION CHECKLIST
Collect all course inactivation requests (i.e., deletions of 
existing courses) that have been approved by your 
department or school’s internal curriculum review 
process. Remember to check if inactivating a course 
impacts an existing program/plan or another course as 
additional curriculum submissions may be required. 

Confirm that you have a clear rationale for the 
inactivation. 



STEP TWO
 Navigate to the Curriculum Submission webpage linked below 

https://www.queensu.ca/artsci/staff-and-faculty/support/curriculum-submission




STEP FOUR
 Once you have successfully logged into the Course 

Form, you may begin searching for the course(s) you 
plan to inactivate this cycle. 

 To look for a specific course – the easiest way is to 
type the existing course code into the search bar 
(example: MATH 121). 

 To search more broadly you may use an asterisk (*) in 
the search box as a wild card. For example, MATH* will 
find everything that starts with “MATH”, *MATH 
everything that ends with “MATH”, and *MATH* 
everything that contains “MATH”. The system searches 



STEP FIVE
 After you have pulled up the course code you would 

like to inactivate in the search bar, the bottom of the 
Course Form will populate the current course 
information on file within PeopleSoft (SOLUS). 

Search for Course

Check out the CIM Ecosystem – This section will 
indicate everywhere this course is referenced in 
the Calendar. Try to make note if the inactiy5.7733(a)3.5 (te8.234 (c7 l
h
f))6.7 7



STEP SIX
 Once you press the Inactivate button a separate window will open. 

 You will be prompted to enter an End Term (please select Summer 2025) and a rationale for the inactivation. 

 To begin the curriculum review process, press the Start Workflow button (CIM may prompt you to bundle proposals – do not bundle). 

 Note: There is no Save Changes button on this menu. 
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