
Mohave Community College Reviewer ACRES Training 
Course packages 

ACRES – Academic Curriculum and Evaluation System https://aztransmac2.asu.edu/cgi-bin/WebObjects/acres 

 
If your password is still “mohave,” it would be best to change it as you have higher level access than most. To 
change your password after logging in, click “Settings” in the top right corner. Then click “Update Password 
Now.” 

 
When you first log in, you will see the course packages needing review on your ACRES home screen.  

 

https://aztransmac2.asu.edu/cgi-bin/WebObjects/acres


As a Reviewer, you will be the first to review course packages and retirements. Please ensure important fields 
have been entered correctly (See Review: Tips for Reviewing Important Fields later on in this document). The 
Curriculum Routing chain is just to determine who should receive this course package. At this point, it is still in 
its raw form.  

COURSE PACKAGE REVIEW PROCESS 

 

It may be helpful to see the Routing view instead of the Date view. To change from seeing the date submitted to 
seeing the routing chain, click “Settings” from the home screen and then click “List Display Option.” Be sure to 
save your changes. 

 

 

 

 



REVIEW: TIPS FOR REVIEWING IMPORTANT FIELDS 
1. Ensure the following is typed exactly as it stated in the current catalog (www.mohave.edu/catalog) unless it is 
indicated that there is an intended change under “Reason for Evaluation:” Course Full Title, Current Credits, 
Credit breakdown, Prerequisite, Corequisite, and Course Description.  
2. Read Writing Effective Goals, Competencies and Objectives using Bloom’s Taxonomy. 
3. Review Intended Goals: Ensure they are written to articulate what the students should be able to do, think or 
feel AFTER completing this course. They should be broad, assessable and applicable to the course. They also 
should be aligned to one or more of our General Education philosophies.  
4. Review Competencies and Objectives for spelling, mechanics**, assessability, and follow the guidelines 
described in the Writing Effective Goals, Competencies, and Objectives document. 
** ACRES uses HTML editing. This will cause “?” to show up throughout the course package submission. 
HTML code uses /,”,’ in various code language and when text is copied over from word, it is insufficient code 
and ACRES replaces these symbols with “?” These need to be cleaned up. 

 

 

http://www.mohave.edu/Assets/documents/Instruction/Blooms%20Taxonomy%20of%20Critical%20Thinking%20and%20Writing%20Effective%20Learning%20Objectives.pdf


SENDING A COURSE PACKAGE BACK TO THE ORIGINATOR FOR REVISIONS 
Open a Notepad or Word document and begin to record the necessary revisions that need made. It is best to 
number them to make it clear what is requested of them. To create a new paragraph in HTML editing, type <p> 
at the beginning of each section you want to start a new line. When you have reviewed the entire submission: 
1. Click “Submit Your Review,”  
2. Choose Needs Revision from the first dropdown box 
3. Choose First Review: Lead Faculty/Program Directors/Associate Dean so the course package will come back 
to you after the revisions are made for your approval. 
4. Copy/paste your revision requests into the Comments section and click Continue. 
5. Review your revision request for any HTML errors (?) and click edit if needed, click Submit is complete. 

 



APPROVING A COURSE PACKAGE FOR FIRST REVIEW 
Before approving, be sure to send a link to all Resident faculty letting them know that a course package revision 
is underway for this course.  

 

SECOND REVIEW: CROSS-DEPARTMENTAL MEETING 
It is now time to add this course package to the Cross-Departmental meeting agenda for discussion.  
Prior to Cross-Departmental meeting, It is your responsibility to:  
1. Determine who will be presenting this course package/retirement at Cross Department meeting.  
2. Inform the Director of Assessment and Curriculum who will be presenting so they can contact the appropriate Associate 
Dean. Associate Deans are responsible for maintaining the agenda for each upcoming Cross-Departmental meeting and 
sending calendar invites to members, originators, and reviewers. 
2. Invite originator and department resident and/or associate (when applicable) faculty to the meeting.  
During the Cross-Departmental meeting: 
1. Discuss the revised course package and assist Originator during meeting if necessary. 
2. Any revision requests during the Cross Department meeting are voluntary and changes are not required to move the course 
package/retirement to CASA.  
After the Cross-Departmental meeting, it is your responsibility to: 
1. If the reviewer did not present the course package/retirement at Cross Department meeting, they need to contact the 
person that attended. 
2. Contact the Director of Assessment and Curriculum to have the course package/retirement sent back to the originator to 
make revisions or to move it on to the CASA queue. If the reviewer does not do this in a timely manner, the course 
package/retirement may not make it to the CASA queue in time to get on the agenda and cause further delays. 
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