
How to edit the Planning Sheet in the Catalog 
 

1. Go to the catalog page. Example: https://nextcatalog.csupueblo.edu/sample/index.html 
2. Click Edit Page in the top right corner 

 
3. A toolbar will expand on the top of the webpage and an ‘Edit ____’ with a pencil next to 

it will appear below the page tabs. 

 

https://nextcatalog.csupueblo.edu/sample/index.html


4. Use the tabs to navigate each section of the page. Use the Edit “Tab Name” to edit each 
tab. 

  
5. An editing box will open with the Planning Sheet disclaimer: 

 



6. Select the Grid button. (If updating an existing planning sheet, click on the planning 
sheet, then select the grid button.)

 
7. A drop-down box will pop up. (For new Planning Sheets)

  



8. Click on ‘Course List’ and select ‘Plan of Study Grid’. Click the geen Ok.

 
9. If navigating an existing planning sheet, use the Year and Term drop down menus to go 

to the correct term. If building a new planning sheet, select the year and term. 

 



10. To add courses, enter the subject and course number in the Quick Add box. 

 



11. To remove courses, select course and use arrows to move it out of the right hand box. 

 



12. Add a placeholder course select Add Comment Entry (ex. Elective) 

 



13. Use the fields below your entry to adjust the credit hours and add or remove footnotes. 

 
14. Use ‘Add Comment Entry’ to title a ‘Choose from’ section. Use indent to remove the 

individual courses from the total sum. 

 



15. For 3+2 Programs, you can add a ‘Year 5’ from the Year drop down. 

 
16. Press OK when you are done. 

 



17. The planning sheet will appear in a blue framed box in the editor window. Click OK. 

 
18. The Planning Sheet will appear as follows in the catalog: 

 

 

If you have questions or need additional assistance please submit the request to 
csup_courseleafrequests@csupueblo.edu.  
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