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Welcome to the COSSID Admin Guide! 
 
Below, you will find the answers to frequently asked questions and important 
information to know before using the tool. 
 
What is COSSID? 

COSSID (Course Outline Software Supporting Instructional Design) is an online tool 
that aids faculty in developing consistent Course Outlines throughout the college. 
This tool populates the Course Outline Inventory, which allows anyone in the 
Humber Community to access course outlines from any year. 
 
What are the symbols throughout the COSSID tool?   

 
Information button - If you click this button, you will find information in how to 
proceed with this step and/or examples of the completed step. 
 
ID (Inclusive Design) button - if you click this button, you will find information 
on how to develop this section of your outline with inclusivity in mind. 

 
AODA (Accessibility for Ontarians with Disabilities Act) button - if 
you click this button, you will receive information on how to make 
this section of your outline more accessible. 

 
What can you do in COSSID as an Associate Dean, Program Manager, or 
Program Support Officer? 

As an Associate Dean, Program Manager, or Program Support Officer, you have 
additional capabilities in COSSID. You can: 

 Assign outlines 
 Manage the process of who is assigned 
 Manage course information 
 Unpublish outlines (Associate Dean/Program Manager only) 

 

What are all the options in the Course dropdown menu? 

View course  
This button allows you to easily view all course information. 
 
Manage course  
This button allows you to edit course information if necessary.  
 

https://humber.ca/transferoptions/course-outlines.html
file:///C:/Users/robertjohnston/Downloads/aoda.ca
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Publish course 
Associate Dean or Program Manager only 

For an outline to appear in the course outline inventory, both the course and outline 
need to be published. The course can be easily published or unpublished by the click 
of this button.    
 
What are all the options in the Outline dropdown menu? 

View Full 
This button displays all information entered by the editor during completion of the 
course outline.  
 
View Student 
This button displays the version of the course outline that will appear in the course 
outline inventory. 
 
Manage Outline 
This button is how you will start the outline publishing process in which you assign 
an editor, reviewer, additional reviewer and publisher. This button is also an 
alternative way for an assigned editor to access the outline. 
 
View Process 
This button displays who was assigned as the most recent editor, reviewer, 
additional reviewer, and publisher. This information is available to anyone at any 
time.  
 
Upload PDF 
This button allows you to upload a PDF course outline if needed.  
 
Clear All Fields 
This button will remove all content from the course outline.  
 
Manage Process 
Appears when outline is in the edit stage 

When an outline is in the edit stage only, this button allows you to change the 
assigned editor, reviewer, or their deadlines without having to restart the process. 
 
Restart 
Appears when outline is in the edit, review, or publish stage 

When an outline is in the edit, review, or publishing stage, clicking the restart button 
will restart the publishing process. All content entered in the outline will remain, but 

https://humber.ca/transferoptions/course-outlines.html
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the editor, reviewer, additional reviewer, and publisher will be removed from the 
outline and can be reassigned.  
 
Unpublish Outline 
Associate Dean or Program Manager only; appears for published outlines only 

When an outline has been published, clicking this button will unpublish it and 
remove it from appearing on the course outline inventory website. The outline can 
then be reassigned.  
 
What are the steps of the outline publishing process? 

1. An associate dean, program manager, or program support officer will assign 
an editor, reviewer, and publisher to an outline.  

2. The editor will receive an email telling them the outline is ready for them to 
edit.  

3. The editor will complete all 14 steps of the COSSID process, then submit the 
outline for peer review.  

4. The peer reviewer will receive an email telling them the outline is ready for 
them to review. 

5. If the reviewer has edits to suggest to the editor, they will send the outline 
back to the editor with feedback, and steps 2-4 will repeat.  

If the reviewer has no edits to suggest to the editor, they will approve the 
outline, which will send it to the publisher.  

6. The publisher will receive an email telling them the outline is ready for them to 
publish.  

7. The publisher has the ability at this stage to suggest edits to the editor which 
would repeat steps 2-6, make changes to the outline themselves, or publish 
the outline.  

 
  

https://humber.ca/transferoptions/course-outlines.html
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The Tasks Page 
 
A variety of information can be gathered from the tasks page.  
 
To access the Tasks page: 

1. Go to the COSSID website. 
2. Click the Tasks button in the top right corner.  

 
Sections of the Tasks page: 

Change Requests  
If faculty have requests for modifications to the course information, these requests 
will appear here. Clicking on the Make Change button will take you to the course 
information page, which you can review for errors and connect with the Registrar’s 
Office to fix them. Once fixed, you can return to the Tasks page and select the Mark 
as done button, which alerts the change to the faculty member. 
 
Outline Edit Requests 
If you have been assigned to edit an outline, the outlines assigned to you will appear 
here.  Editors are able to navigate to the outline to begin editing by clicking on the 
Edit button. 
 
Outline Review Requests  
If you have been assigned to review an outline, the outlines assigned to you will 
appear here. Reviewers are able to view the outline by clicking on the View button, 
suggest changes using the Suggest Edits button, or approve the outline by clicking 
on the Approve button. 
 
Outline Publish Requests  
If you have been assigned to publish an outline, the outlines assigned to you will 
appear here. Publishers can review the outline and suggest changes using the 
review process above, or Publish the outline. It will then appear in the course outline 
inventory instantly. 
 
Your Outlines 
All outlines you are assigned as a publisher, editor, reviewer, or additional reviewer 
for will appear in this section.  

If you are assigned to a role for all outlines in your program, this is an easy way to 
keep track of what stage of the publishing process the outlines are in. From this 
section, you can see if the course itself is published, who is assigned as the editor, 
reviewer, additional reviewer, and publisher, and the stage of publication.

https://humber.ca/cossid/
https://humber.ca/transferoptions/course-outlines.html
https://humber.ca/transferoptions/course-outlines.html
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Assigning an Outline 
 
Assigning an outline is the first step of the course outline publishing process.  
 
To locate an outline: 

1. Go to the COSSID website. 

2. Click the Courses button at the top of the page. 

3. Search the course code you would like to assign. 

4. Click Select. 

5. Locate the year you would like to assign the outline for or modify the course 
information for.  

 

To review course information: 

1. Click the Course dropdown menu. 

2. Click Manage Course. 

3. Review all information on this page and ensure it is correct before you assign 
the outline to be published. If any of the information is incorrect, contact the 
COSSID team at cossid@humber.ca. 

4. If any information was changed on that page, click Update Course.  

 
To assign the outline: 

1. Click the Outline dropdown menu. 

2. If this course outline has not been duplicated, click Duplicate from [the year 
you would like the outline to be copied forward from]. 

3. Click Manage Outline. 

4. Click Start Process at the top of the page. 

5. Enter the publisher, editor, editor deadline, reviewer, reviewer deadline, and if 
needed, the additional reviewer 

6. Click Start the Process at the bottom of the page 

7. Now the editor will receive an email telling them the outline is ready for them 
to edit, and a link to easily access the outline.  

  

https://humber.ca/cossid/
mailto:cossid@humber.ca
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Managing an Outline 
 
When an outline is in the edit stage only, this button allows you to change the 
assigned editor, reviewer, or their deadlines without having to restart the process. 
  

1.    Go to the COSSID website. 

2.    Click the Courses button at the top of the page. 

3.    Search the desired course code. 

4.    Click Select. 

5.    Locate the year you would like to manage the outline publishing process for. 

6.    Click the outline dropdown menu. 

7.    Click Manage Process. 

By clicking the grey circle, you can change the assigned editor, reviewer, or 
additional reviewer along with their deadlines. 

The Cancel Process button does the same thing as the restart button. If this 
button is clicked, all content entered in the outline will remain, but the editor, 
reviewer, additional reviewer, and publisher will be removed from the outline 
and can be reassigned. 

 

  

https://humber.ca/cossid/
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Publishing an Outline 
 
When an outline has been edited and reviewed, it is ready to publish! 
  
To publish an outline: 

1.    Go to the COSSID website. 

2.    Click the Tasks button in the top right corner. 

3.    Locate the section that says Publish Outline. 

4.    Locate the outline you would like to publish. 

5.    Click the View dropdown list, then Student. 

       Look for spelling or grammar mistakes 

      Ensure the course information is correct 

      Ensure the course description matches the course description that appears 
on the program website 

      Ensure the PLOs selected are the ones that match the program map 

      If there are edits required, please provide detailed suggestions to the editor 

      If there are no errors, please submit the outline for approval 

6.    If you identify changes to be made, you can make the change yourself by 
clicking Edit or you can send it back to the editor by clicking Suggest Edits 

If there are no changes to be made, click Approve. 

 
 
 

  

https://humber.ca/cossid/
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Generating a Program Map 
 
Once all course outlines in a program are published, a full program map is generated 
in Humber HQ for use in program alignment and quality assurance by Program 
Planning, Development & Renewal (PPDR).  
 
To access your program maps: 

1. Go to the COSSID website. 

2. Click on Program Maps in the top navigation menu. This will take you to the 
Humber log-in page for Humber HQ. 

3. Click on Program Overview in the left hand navigation menu. 

4. Search for your program by scrolling or using the search bar. 

5. Select the program. 

6. Ensure you are viewing the correct academic year, and select the Map button. 

7. You are able to review essential program information on this page, such as 
the program learning outcomes and a textual mapping summary. 

8. The program map appears at the bottom of the page. You are able to export 
the information in either PDF or Excel format. 

The program learning outcomes are identified in each course at the 
foundational (F), developing (D) or proficient (P) level. The numbers in front of 
each of the letters (if applicable) indicate the number of course learning 
outcomes in the identified course that have mapped to the identified program 
learning outcome at that level.  

For example, a course that has “F D 3P” in the cell has aligned one course 
learning outcome to the program learning outcome as foundational, one as 
developmental and three as proficient. 

 

https://humber.ca/cossid/
https://humber.ca/hq/
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