
COMMS 3 GUIDELINES  
(Faculty – Course Owners) 

Logging In 
 

1. Access the COMMS 3 link: 

• On the Employee Portal webpage https://www.northerncollege.ca/employees/  

• Clicking the COMMS 3 link sent to your Northern College email 
https://ecoursemap.com/Identity/Account/Login.   

 

2. Choose “Continue with Microsoft” on the Sign In page. 
 

3. Sign in with your Northern College credentials (username and password). 
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Roles and Authorization  
               
         

Custom Roles 
COMMS 3    * NEW Usual staff Permissions 

 

Administrator IT, QA Manager, Senior 
Academic Support 
Coordinator 

Full Access 

Everyone Everyone Limited Access 

Dean Deans, Chairs Varied Access 

Program Assistant Program Assistants Varied Access 

Coordinator Coordinators, Course 
developers 

Varied Access 

LEID Support LEID  Varied Access 

 
 
 

Outline Approval Workflow / Access Authorization 
COMMS 3     COMMS 2 

equivalent 
Usual staff Max to 

assign 
Flow of activities 
 

Course Owner Course Outline 
Writer  

Faculty One Update and submit course outlines. 
 

Course Contributors N/A Faculty Multiple Additional faculty assigned to make 
changes.  NOTE:  Only Course Owners 
can submit. 

Program Owners Program 
Coordinator 

Program 
Assistants 
/Coordinators 

Multiple Review submissions and forward for 
department approval. 

Department Owners Department Chair Deans/Chairs Multiple Review – Return/Approve 
department course outlines. 

Department Owner 
Delegates 

N/A Deans/Chairs Multiple Delegate to Review – 
Return/Approve specific shared 
course outlines. 

 

 
 
 
 
 
 
 
 



Navigating the Interface 
 

Home Page/Side bar:  
• Dashboard 
• Mapping 

 

Navigation Bar:    
• The navigation bar at the top right of the COMMS interface includes a search function, help 

menu, notifications and account settings. 
 

Search Function:   
• The search function serves as the jumping-off point for many functions in COMMS. Users can 

search for academic years, courses, programs, departments and outlines. 
 

Help Menu:   
• The help menu includes “Get Support” and “Documentation” links.   
• By clicking the “Get Support” link, it will generate an email addressed to 

commssupport@northern.on.ca which is monitored by a Northern College COMMS help team.       
• The “Documentation” link directs users to a COMMS 3 user guide.  It includes detailed 

information about COMMS 3.0 features and changes as well as step-by-step instructions. 
 

Notifications:   
• All COMMS notifications are posted in this area. 

 

Account Setting:   
• The user can click on their name to view and change account settings such as user profile and 

notification settings.   
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Dashboard 
                       
The dashboard serves as the central hub of the application. Course Owners will have access to the 'My 
Course Outlines' section, where they can find the list of courses that have been assigned to them. 
 

Filter by Courses, Program and Status:    
To refine your course search, simply enter keywords in the search bar or select a program or status from 
the drop-down menus. 
 

Course Outline Status  
A status summary of the assigned Course Outlines can be found below the course search bar: 
Approved (0)     Department Review (0)     Program Review (0) 
The status of each course can also be found on the main screen listing all courses.  
 

Checkbox to Show only outlines requiring attention:   
By default, this checkbox is selected, ensuring that the user will only be presented with courses that 
necessitate further action. Courses that have already been approved will not be displayed on the list 
when this checkbox is enabled. Conversely, if you uncheck the box, all courses assigned to the user will 
be visible, regardless of their approval status. 
 

Refresh button:   
The refresh button will update the screen as needed. 
 

Context menu (3 dots):   
The three dots located at the far right of the page next to each course provide a variety of course level 
options. 
 

1. Unsubmit  
• Once a Course Outline has been submitted, it can be “unsubmitted” by clicking here.   

• The Course Outline can only be unsubmitted if it has not yet been formally reviewed by 
the Program or Department Owners.     

 

2. Manage course contributors  
• A Course Owner can manage Course Contributors in this area by assigning or removing 

other users as needed.  

• To add a course contributor, simply start typing the person’s name and select from a list 
of possible options.  

 

3. Attachments / Upload CSI  
• This section is where CSIs and other course files can be uploaded (any files of any 

document type). 

• CSIs are no longer uploaded based on a course section, allowing for multiple CSIs to be 
uploaded to a single course outline.   

 
 
 
 
 



4. Compare  
• The comparison tool allows the user to easily compare course outlines, whether it be 

against the previous academic year or another course from a different year.   

• A color-coded legend will indicate any changes made, whether something has been 
modified, added or removed.  

• The tool opens in a separate tab, allowing the user to seamlessly compare it with the 
current outline being edited.   

 

5. Course Details:  
• Assigned Course Owner and Course Contributors  

• Current Course Outline and any uploaded documents (CSI) 

• The list of programs linked to the course 
o The Program Details page is available by clicking on the program code.  Additional 

program information and reports can be accessed in this way. 

• Historical Course Outlines 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Mapping 
 
Course mapping occurs directly on the Course Outline edit screen and not in this area.   
This Mapping section offers a program overview of the Program Learning Outcomes (PLO) mapping. 
(Also known as VLO – Vocational Learning Outcomes)  
 

Maps:  
• Select Map Type, Academic Year and Program sections and then click the “Load Map” button. 
• This will generate the PLO program mapping by semesters.   
• The complete list of Program Learning Outcomes and Assessment Level options are available for 

reference at the bottom of the page. 
• Three icons are found on the top right corner of this report:   

▪ Filter:  Include/exclude electives and general education courses. 
▪ Lock:  Indicate if outline mapping is locked or unlocked for changes. 
▪ Download:  Option to download the mapping as a CSV file (Excel). 

 
 

 
 

 
 

 
 



COURSE OUTLINES 
 

A) Update and Submit an Existing Course Outline 
 

Retrieve and Navigate a Course Outline 
• Select the course outline(s) assigned to you from the Dashboard and open it by clicking on the 

course code.   

• This will bring you to a data entry version of the page. Scroll down or use the right-hand side 
menu to navigate through each section to edit or input information. 

• Course Outlines now function as web pages, making them more accessible and easier to update. 
Web-based outlines allow for in-place editing without the need to generate them first to view 
changes.   

• Outlines may still be downloaded as PDFs by clicking “Print” at the top right of this page.   

• At the bottom right, you will find icons to compare two course outlines, attach a document (CSI) 

and change the course outline template (found under the settings icon). 

 

Edit a Course Outline 
• Choose or change your document template by clicking on the Document Properties/Settings Icon 

located at the bottom right of the screen, next to the submit button.  Choose a “Contribution to 
Program” template.   

• To edit a section, click on the pencil icon aligned with the section title (top of each section).  Click 
the Cancel or Save button at the bottom right when finished.   

• Department and College Related Information sections are locked and cannot be edited by Course 
Owners. 

▪ If changes are required to the Department Information section, please email your 
Program Coordinator or Program Assistant who have access to edit this information. 

▪ If changes are required to the College Related Information section, please email the 
COMMS support team as only an Administrator can edit this information.   

• Mapping 
▪ Course Owners are responsible for mapping the following sections in the Course Outline 

edit screen: 
➢ Essential Employability Skills (EES) 
➢ Vocational Learning Outcomes (VLO/PLO) 
➢ Indigenous Learning Outcomes (ILO) 
➢ Evaluation /Earning Credit 
➢ Course Content 

▪ VLO/PLO changes should be approved by the Deans and Quality Assurance department.    
Program Assistants and Administrators have access to enter and edit this list. 

▪ EES and ILO are managed at the institutional level.  The Quality Assurance department 
(Administrator) has access to enter and edit this list. 

 

• Copy Course Mappings / Copy Course Outline 
▪ Course mappings can be copied to an existing course.   
▪ This feature copies all the outline section data from course A to course B.  Course B must 

already exist.  
▪ The target course outline data will be permanently deleted and replaced with the new 

course data.  This action is irreversible. 
▪ This task can only be performed by an Administrator. 



Submit a Course Outline  
• Once your changes are finished, click ‘Submit’.  

• If a section is incomplete, a validation error will occur.   

• The incomplete section will be highlighted in pink, and the validation error message will specify 
the missing or incorrect information to be addressed before submission for review.   
 
 

 
 

 
 
 



 
 
 

 
 

 
 
 
 
 
 
 
 



B)  Enter a New Course Outline 
 
A new course code must first be generated in MIS following the “New Academic Program Development” 
or “Program and Curriculum Modification” procedures.   

   

Create Course  
• Daily uploads occur from MIS to COMMS.  Any new course codes in MIS would be uploaded into 

COMMS during this process.   

• The Course Outline shell is then automatically created in COMMS but requires attention.   

• A Course Owner must be assigned the course. 

• When opening a new course outline for the first time, the user will be prompted to choose a 
Course Outline Template. 

• The Course Owner must then enter, map and review the course outline content.   
 

Copy Course Mappings / Copy Course Outline  
• Course mappings can be copied to an existing course.   

• This feature copies all the outline section data from course A to course B.  Course B must already 
exist.  

• The target course outline data will be permanently deleted and replaced with the new course 
data.  This action is irreversible. 

• This task can only be performed by an Administrator, upon request. 
 
 

C)  “Returned” Course Outlines 
 
If the Department or Program Owner returns a course outline for editing: 

• The Course Owner will receive an email notification with course details and reason for return.   

• The Course Owner will have a notification in COMMS. 

• The Status of the returned course outline will change to ‘Draft’. 
 
The Course Owner must re-open the draft Course Outline, make the required changes and re-submit it 
for approval. 
 
 

 

 

 

 

 

 

 

 



Search Function 
 

a) The Search function is located at the top right of the screen. 
b) Enter a Program Code, Course Code or Program Name in the search field and press ‘enter’ to 

open the Search Results page. 
c) The Search Results screen provides the opportunity for additional search refinement.   
d) Search Types include: 

a. Course Outline 
b. Course 
c. Program 
d. Department 
e. School 
f. Academic Year 

 

 

 

 

 

 

 

 

 



Searches and Reports 
 

• Enter a Program Code, Course Code or Program Name in the search field to open the Search 
Results page. 

• Most common reports/searches are: 
 
 

 
 
 
 
 
 
 

 
 
 

1. Course Outline Search 
 
Academic Year /Course Outline / course code in the search field 
 

 

A course outline search will find course outlines which can then be viewed, edited, printed or saved. 

 

 

 

 

 

 

 

 

 



2. Course Search  
 

Academic Year / Course / course code in the search field 
 

 
 
A course search provides the following information: 

• Course details 
• Assigned course owner and course contributors 
• Current Course Outline and any uploaded documents (CSI) 
• The list of programs linked to the course 

• Historical Course Outlines 
 

 

 

 

 

 

 

 



3. Program Search  
 

Academic Year / Program / program code in the search field 

 
 
A program search provides the following information: 

• Program details  

• Assigned course owner 

• Reports (Program Level) 
• Program Information wording (view only) 

• The list of courses linked to the program 
• Historical program details 

 

 
 

 



a) Program Overview Report  
 

 
 

 
 

 



 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



b) Course Outlines Report  
 

 
 
 
 

c) Indigenous Learning Outcomes ( ILO) Program Summary Report  
 

 
 
 
 
 
 
 
 
 
 
 



d) Learning Resource Summary Report  
 

 
 
 
 

e) CONTENT -  PLO Map  
 

 
 
 
 
 



 
 

 
 

 
 
 
 
 
 
 
 
 
 



4. Academic Year Search 
 

Academic Year / Academic Year / search field blank 
 

 
 
 
An academic search provides the following information: 

• Reports (Institutional level) 
• College Related Information wording  (view only) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



a) Program Completion Rates  
 

 
 
 
 
b) Department Completion Rates  
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