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“Who Reviews What” For Course Proposals






CURRICULUM SUPPORT DIRECTORY
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SECONDARY UNDERGRADUATE ACADEMIC PROGRAM CHOICE

Minor

A minor is a prescribed area of academic study consisting of 15-18 semester hours. A complete
list of minor requirements is listed in this guide. A minor is a secondary academic discipline in
addition to a major and cannot be earned without a corresponding degree.

Concentration

Majors may have concentrations (required or optional), which are an approved set of courses
that upon completion indicate an in-depth knowledge of an area of the major. Due to the
additional knowledge that is expected in a concentration (with the exception of a General
Concentration), concentrations will have a set of student learning outcomes that must be met
in addition to the overall program student learning outcomes. Concentrations are recognized
on a student’s transcript. Typically, concentration coursework builds on the existing 21 required
upper-division major field hours.

Track

A track can be thought of as an alternative path towards meeting the program student learning
outcomes. Therefore, a track is a pathway through a program which may include a unique set
of requirements. A track does not appear on a student’s transcript.

Stand Alone Certificate

Stand Alone Certificates are independent prescribed programs of study. Students may be
admitted to KSU to earn a Stand-Alone Certificate without enrolling in any additional program
of study. For more information, see this guide’s section on Certificate Definitions.

Embedded Certificate

Embedded certificates are only awarded to a student upon completion of a degree and are a
self-contained set of courses embedded in a program of study. Students admitted to a degree
program may be awarded an embedded certificate based on completion of the required
certificate courses in the program provided they also apply for the certificate. For more
information, see this guide’s section on




DOCTORAL DEGREE

Doctor of Education degrees are conferred upon the completion of a practice-based program of
study focused on educational research. Doctoral degrees are conferred upon the completion of
a formal course of study consisting of at least 60 graduate semester credit hours beyond the
master's level. Some doctorate programs have additional requirements, such as a dissertation
and/or a foreign language competency.

SECONDARY GRADUATE ACADEMIC PROGRAM CHOICES

Embedded Certificate

Embedded certificates are only awarded to a student upon completion of a degree and are a
self-contained set of courses embedded in a program of study. Students admitted to a degree
program may be awarded an embedded certificate based on completion of the required
certificate courses in the program provided they also apply for the certificate. For more
information, see this guide’s section on Certificate Definitions.

Stand Alone Certificate

Stand Alone Certificates are independent prescribed programs of study. Students may be
admitted to KSU to earn a Stand-Alone Certificate without enrolling in any additional program
of study. For more information, see this guide’s section on Certificate Definitions.

NON-ACADEMIC CREDENTIALS

Micro-credential

Micro-credentials are digital records of a learner’s successful completion of educational
activities that lead to professional skills and competencies that are not reflected on a transcript.
In many cases, these digital records include archives (metadata) of the work that led to the
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grade level and subject matter of the base certificate while other endorsements authorize work
in all subjects at specific grade levels. This is the list of endorsements that Kennesaw State
University can recommend.

ACCREDITATION AND THE EXTERNAL REVIEW BODIES OF ACADEMIC
PROGRAMS

Curriculum at Kennesaw State University intersects with other national and regional bodies that
iImpact the curriculum design and review process. Below is a brief overview of those entities
and their relationship to curriculum and academic programs.

Southern Association Of Colleges And Schools Commission On Colleges

The Southern Association of Colleges and Schools Commission on Colleges (SACSCOC) is
Kennesaw State University’s accreditor. Since academic programs and student learning are core
to the mission of Kennesaw State University, SACSCOC ensures quality, alignment, and
compliance through regular accrediting reviews. Regarding curriculum, SACSCOC requires
notifications of certain types of academic degree program changes, as well as the addition and
terminations of new programs.

University System of Georgia

The Board of Regents of the University System of Georgia (USG) are appointed by the governor
to manage the public higher education system in Georgia. The USG governs the 26 public
institutions of higher learning in Georgia. The BoR, as part of their responsibilities, governs the
academic offerings of Kennesaw State University and approves the degrees and majors we are
authorized to confer. As a result, new programs, substantial program changes, and deactivating
programs must go to the BoR for approval. In addition, as a public institution in Georgia, KSU
must also follow the transferability rules set between institutions and follow the policies for the
General Education Core Curriculum. All changes regarding Core IMPACTS must be approved by
the University of Georgia General Education Council. The USG also sets guidelines for
undergraduate program’s Core Field of Study.

Department of Education

All institutions that are Title 1V, which means they grant financial aid, require communication
with the Department of Education (DOE) regarding their academic offerings. The DOE reviews
Stand Alone Certificates to determine if they meet the requirements for Federal Financial Aid.
The DOE can also review KSU’s program types, records, staffing, or other evidence to ensure
that the institution is meeting its administrative and financial obligations.

External Program Accreditation

Kennesaw State University has many programs or an aspect of a program, such as a
concentration, which are accredited by an external body. External review bodies may have
specific criteria for the programs to adhere to and report on, including curriculum offerings and
quality.

click here to return to the Table of Contents
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SECTION 4: GENERAL EDUCATION AND THE
CORE CURRICULUM

General
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Policies Governing IMPACTS Courses
is authorized in more than one Core IMPACTS or the Core
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The following chart outlines the changes that must be reviewed and approved through



Changes that must be approved through KSU’s Curriculum Process

The following Certificate changes must be approved:
e Creating a new certificate
e Deactivating a certificate
e Changing the name of an existing certificate
« Changing any required courses or changes in an existing certificate
e Changing a list of elective courses or prefixes in an existing certificate
e Changing the description of the certificate
» Changing the credit hours of the certificate
e Changing the admission requirements or processes of an existing certificate
Modality changes do not require curriculum approval but must go through review before being
offered in an online or hybrid modality.
Additional types of changes that need approval:
e New Dual Degree Programs
* New Degree Program

The following chart outlines what types of changes may need to go through external review by
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Changes Requiring External Notification or Approval

Program Deactivation or Termination

Program Deactivation means the institution will stop admitting new students to the
program once approvals are obtained. Both the USG Board of Regents and SACSCOC must
be notified. SACSCOC requires approval deactivations prior to implementation so please
involve the SACSCOC Liaison as soon as the decision is made to stop admitting students.
Program termination means the program currently has zero students. Upon approval,
KSU is no longer authorized to grant the degree.
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THE CURRICULUM REVIEW PROCESS

Proposals follow one of two review processes, the full review process, or an abbreviated review
process.

Full Review Process

= Compliance check is completed by the Curriculum Support Office (CSO)
= Proposal is listed on the UPCC / GPCC Docket
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LIFECYCLE OF A CURRICULUM PROPOSAL

The graphic below demonstrates how the data supported by the Curriculum Support Office is
maintained and updated.
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SECTION 6: COURSE CURRICULUM
DEVELOPMENT GUIDELINES

COURSE NUMBERING CONVENTIONS

If a course number is being changed, or if a new course is being developed, the department needs
to determine a new course number. Some course numbers may not be available due to their
connection to historical data. The inactivation, discontinuation, or revision of a course number
automatically causes the Registrar’s office to remove the old number from the course inventory.

Programs cannot reuse an inactive course number for a new course as this may adversely affect a
student’s degree program, total credits toward graduation, GPA calculation and course registration.
For example, even if a number has not been used in ten years, making a new course with that
number would change it for all students past and present, thus affecting the transcripts of previous
students. Therefore, inactivated course numbers may not be reassigned to another course. If a
course is split into two courses (e.g., a combined lecture/lab course split into separate lecture and
lab courses) or vice versa, the course number should not be reused for one of those courses. If a
department is unsure if a number has been used before, please contact the Registrar’s Office at
registrar@kennesaw.edu. They can also assist in assigning a suitable course number.

COURSE NUMBERING GUIDELINES

The numbering of courses at Kennesaw State University is separated into undergraduate and
graduate courses. Course numbers correspond to the classification of students as freshman,
sophomore, junior, senior, graduate, and doctoral students.

Undergraduate Course Numbering

0000-0999 Learning Support™
1000-1999 Freshman
2000-2999 Sophomore
3000-3999 Junior

4000-4999 Senior

*Learning Support Courses (09##) courses are designed for students deficient in the
general competencies necessary for a regular post-secondary curriculum.

Graduate Course Numbering

5000-5999 Graduate and B. ARCH courses
6000-6999 Graduate courses

7000-7999 Graduate courses

8000-8999 Doctoral courses

9000-9999 Doctoral courses
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Suggested Guidelines for Determining Course Levels
2000-level courses may be devoted to a particular area or field within a discipline. These
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Common Prerequisite Scenarios

Minimum required grade for a single course among multiple choices with additional
prerequisite courses = Grade requirement and a listing of the course prefix and
number choices

Example: A Grade of “B” or better in AADS 1000, COM 1000, or PHYS 1000; MATH
1101

Minimum required grade for a single course with additional prerequisite courses =
Required course prefix and number followed by a semicolon and course prefix and
number with grade requirement

Example: ENGL 1101; A Grade of “B” or better in BIOL 2221

Special permission = Explain who can give permission for a student to register for the
course
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Definitions Relating to Credit Hours

Clock Hour: 60 minutes (equaling 1/24 of a 24-hour day). Credit Hours are NOT computed in
clock hours.

The United States Department of Education, our accrediting body, the Southern Association of
Colleges and Schools Commission on Colleges (SACSCOC), and University System of Georgia
Policy Manual, Section 3.4.4, all define a semester credit hour as a minimum of 750 minutes of
instruction or equivalent.

The KSU Credit Hour policy states, “KSU defines a credit hour as a minimum of 2,250 minutes of
academic engagement per semester. For many courses, the time is distributed as 750 minutes
of direct, faculty-led instruction and 1,500 minutes of out-of-class academic engagement. For a
15-week semester (i.e., Spring Semester or Fall Semester), that equates to 50 minutes of direct,
faculty-led instruction and 100 minutes of out-of-class academic engagement per week. An
equivalent amount of work and a minimum of 2,250 minutes of academic engagement

per credit hour is required for credit-bearing educational activities, for which the direct, faculty-
led instruction time varies, including internship, field experience, cooperative education, and
some online courses. Thus, this definition applies regardless of type of course, term length, and
delivery mode.”

Credit hours can be earned through course lecture, applied lessons, laboratory, or
practicums/internships. The credit hours of a course should reflect the content and
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Minimum Out-of-Class

Minimum Contact Time . : Total Credit
Type of Course .. Time per Semester (in
per Semester (in min./hrs) . Hours
min./hrs)
Lecture 2,250/ 45 4,500/ 90 3
Applied Lesson 750/ 15 1,500/ 30 1

L
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approval process.

e Zero-credit courses are offered for no credit and do not incur tuition or university fee
charges; however, course fees may apply.

e Zero-credit courses have satisfactory/unsatisfactory grading and will be reflected on a
student’s transcript but will not be included in a student’s GPA.

e Zero-credit courses must have an instructor of record and a syllabus with all required
elements.

e Courses developed for zero-credit must not exceed 45 experiential hours or 15 contact
hours and must recognize faculty workload through teaching or service.

e Programs must limit the number of zero-credit courses required to prevent
overburdening of the students and the faculty/staff.

e These courses are not required to adhere to the curricular calendar and may be offered
at any point during the year.

Zero-credit courses already in the catalog are exempt from this policy. As with all courses, if a
course change is pursued, it is reconsidered under current policies. Exceptions to this policy will
be considered if a justification is included in the proposal for curriculum committee review.

CHANGING THE CREDIT HOURS OF A COURSE

Impact on other Programs

Editing the credit hours for an existing course may affect other programs utilizing the course.
Running an impact report will identify all impacted units. Impact reports are generated within
the Modern Campus Curriculum. An Impact Report shows (a) what programs use the course
and (b) courses that use the course as a prerequisite.

Impact on Proposing Program

In addition to the impact on other programs, the change in credit hours will affect students
currently in the program. Some students have taken the course at the previous credit hours and
some at the new credit hours, resulting in an overall discrepancy. Depending on the type of
change, different approaches will be necessary to ensure that the course functions for students
on old and new catalogs.

Scenario One: Reducing credit hours

Example: FIRE 3520 proposes to change credit hours from 4 credits to 3 credits for the 2020-

2021 catalog

e |f astudent took the original version prior to declaring their major and then declared on a
catalog with the reduced credit hour course requirement, they will have extra credit hour
that does not fall into a designated area of the program of study. For some students, this
extra hour could fall into an elective space. However, many students may not have
elective space in their program that can accommodate this extra credit. In this case, the
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Scenario One: Reducing credit hours
hours will impact the 39 hours. Regardless, if the credit hour reduction impacts a
program’s total credit hours consideration will need to be given to how the program will



DEFINING COURSE MODALITY

Courses Can be Taught in the Following Modalities:

Face-to-face: A face-to-face course is an on-campus course, the content of which is
delivered primarily in person.

Online: An online course is one where the content of which is delivered 100% through
distance learning technology.

Hybrid: A hybrid course is a combination of online and face-to-face instruction. A hybrid
course can be delivered in the following ratios: 33% online, 50% online, or 66% online.

Courses being offered in a hybrid and online modality must be approved following the
guidelines outlined within each college. A course review from
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Symbol Meaning
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ADDING OR CHANGING A COURSE FEE

A new course fee or a change to an existing course fee must go through both the curriculum
process and a separate fiscal services approval process. Special course fee proposals are noted
in MC Curriculum and must include a completed Student Elective Fees and Special Charges
Proposal form signed by the president. Please discuss course fee viability within the
department and college prior to MC Curriculum submission.

Once a proposal that includes a new fee is launched, the Academic Fiscal Affairs Officer will be
notified, and the Fee form routed through all approval bodies including the University
President. Approval of the proposal in MC Curriculum does not mean that the course fee has
been approved. That is a separate notification. If the approval of the special fee has not been
received by the time the proposal reaches the Provost/Provost designee step in the curriculum
process, then the proposal will be held until the special fee request has been approved. Please
allow up to two semesters for this process to occur.

UNDERSTANDING COURSE SUBSTITUTIONS
Course substitution permits a student to use an equivalent course for a required course in the
student's curriculum when the substituted course is not officially programmed as an equivalent.

Core Curriculum Course Substitutions
For Core Curriculum course substitution, per the Kennesaw State University catalog, students
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Current

Proposed

Explanation

FIRE 2221: Intro to Fire
Starting. Prereq: FIRE
1000

Description: In
Introduction to Fire
Starting students will
explore the methods,
safety, and best practices
for starting fires.

FIRE 2210: Intro to Fire
Ignition. Prereq: FIRE
1000 and MATH 1100

Description: In
Introduction to Fire
Ignition students will
explore the methods,
safety, and best practices
for starting fires.

Summary of Changes: Number, Title,
Description, Prerequisite.

Type of Proposal Required:
Explanation: While there are four
proposed changes the description
change is directly related to the title
change and this change is not
significantly different from the
original. The prerequisite is a
separate change; the number change
may be to reorganize courses in a
common theme and is not significant

This differs from the case below. Here the same three items are changing, but each change is

distinct.

Current

Proposed

Explanation

FIRE 2221: Intro to Fire
Starting. Prereq: FIRE
1000

Description: In Intro to
Fire Starting students will
explore the methods,
safety, and best practices
for starting fires.

FIRE 2221: Intro to Fire
Starting |. Prereq: FIRE
1000 and MATH 1100

Description: In this
course students are
introduction to the safety
measures and policies
associated with starting
fires in different
environmental settings.

Summary of Changes: Title,
Description, Prerequisite. Type of
Proposal: New

Explanation: While the changes to
the title and prerequisite appear
minor, combined with the content
change evident in the new
description, it is clear this new
version differs from the current.

Revising Learning Outcomes and Content Changes

If the revised course results in different learning outcomes or significant content differences,
the course should be reconsidered as a new course. Below are two examples involving content

changes at different levels.

| Current
FIRE 2225: Programming
for Fire Makers. Prereq:
FIRE 1000

Description: Students will
use SAS to map simulate
wildfire expansions.

|

Proposed
FIRE 2225: Programming
for Fire Makers. Prereq:
FIRE 1000

Description: Students will
use R Programming to
map simulated wildfire
expansions.

|

Explanation




Current Proposed Explanation

FIRE 2225: Programming | FIRE 2225: Programming | Summary of Changes: Description.
for Fire Makers. Prereq: | for Fire Makers. Type of Proposal: New

FIRE 1000 Prereq: FIRE 1000
Explanation: Like the above example,
Description: Students will | Description: Students will | the programming language is

use SAS to map simulate | use R Programming to updating, however, what students
wildfire expansions. simulate the cost to are exploring with the course has
county and state shifted.

governments for the cost
of wildfire damages.




Course Changes and Course Equivalency

When proposing a course change, a general rule of thumb is to consider if students who
previously took the course have gained the same knowledge as students who will take the new
version. Another way of thinking about this is to pose the question, would you award the
revised version of the course to someone who took the previous version of the course?

If unclear if the content shift constitutes a new or change course, faculty may justify change to
course proposal to reviewing bodies.

CHANGING A COURSE'’S LEVEL

When making changes to a course, it is important to consider the impact on students who have
previously taken the course. Below are scenarios that should be considered for each type of
change. When reflecting on the impact for past students, you may consider creating a new
course that is equivalent, rather than changing the course.

Changing a Course Number Scenarios
All course number changes require justification for the change in rigor, including content,
readings, or assignments to explain the request for a level change.

\ Scenario One: Changing from upper-division course number to lower-division number
Example:



UNDERSTANDING COURSE CIP CODES


https://nces.ed.gov/ipeds/cipcode/Default.aspx?y=56
https://nces.ed.gov/ipeds/cipcode/Default.aspx?y=56

SECTION 7: PROGRAM AND CERTIFICATE
CURRICULUM DEVELOPMENT GUIDELINES

ORIGINATING CHANGES TO A PROGRAM

Only one program change, abbreviated or full review, may be submitted for each catalog cycle.

At the undergraduate level, program changes that cannot be abbreviated must follow the
prescribed program curriculum revision cycle (PCRC) that was submitted by each Associate
Dean for Curriculum. Therefore, Associate Dean for Curriculum should be consulted prior to
making any significant changes to the program. Typically, program changes should occur in
response to the KSU Academic Program Review (APR) or the submission of accreditation report,
in which the findings in these reports serve to inform the proposed changes.

Once all the changes have been conceptualized, it is highly recommended that the curriculum
changes are discussed with a member of CSO prior to originating the proposals in MC
Curriculum. The CSO will provide support to ensure the desired curriculum is in compliance
with SACSCOC, BOR, and KSU policies and also ensure that the proper procedures are followed
for submitting the curriculum revisions.

0.00

213.PROGRAM NAME CHANGES

The USG keeps a log of all active programs offered at KSU on the Degrees and Majors
Authorized (DMA) List. Therefore, the USG must be contacted with any program name changes
and the DMA must be updated prior to the degree being awarded. The DMA will update the
previous title to the newly proposed program name. As a result of this change, all current and
newly accepted students must be updated in the KSU Banner Student Information System to
the new program major code and follow that program of study requirements for the catalog
year that the program name change was approved. To reduce the impact on students, changes
to a program name should occur independently of any other curricular changes. A
communication plan should be included with the MC Curriculum proposal that demonstrates
how the students will be notified of this change and details regarding options for students to
graduate under the current program name should be included. The last date to graduate under
the current program name will be the sum



https://apps.ds.usg.edu/ords/f?p=118:9:0::NO::P9_INSTITUTION_LKP,P9_INSTITUTION_NAME:001577,���⴫ý+State+University
https://apps.ds.usg.edu/ords/f?p=118:9:0::NO::P9_INSTITUTION_LKP,P9_INSTITUTION_NAME:001577,���⴫ý+State+University



https://kennesaw.curriculog.com/
https://apps.ds.usg.edu/ords/f?p=118%3A9%3A0%3A%3ANO%3A%3AP9_INSTITUTION_LKP%2CP9_INSTITUTION_NAME%3A001577%2C���⴫ý%2BState%2BUniversity
https://apps.ds.usg.edu/ords/f?p=118%3A9%3A0%3A%3ANO%3A%3AP9_INSTITUTION_LKP%2CP9_INSTITUTION_NAME%3A001577%2C���⴫ý%2BState%2BUniversity
https://cia.kennesaw.edu/curriculum-development/resources.php
https://www.usg.edu/academic_affairs_handbook/section2/C738/#p2.4.4_details_regarding_areas_af
https://www.usg.edu/curriculum/area_f_guidelines
https://www.usg.edu/curriculum/area_f_guidelines
https://www.usg.edu/academic_affairs_handbook/section2/C731



https://apps.ds.usg.edu/ords/f?p=118%3A9%3A0%3A%3ANO%3A%3AP9_INSTITUTION_LKP%2CP9_INSTITUTION_NAME%3A001577%2C���⴫ý%2BState%2BUniversity
https://apps.ds.usg.edu/ords/f?p=118%3A9%3A0%3A%3ANO%3A%3AP9_INSTITUTION_LKP%2CP9_INSTITUTION_NAME%3A001577%2C���⴫ý%2BState%2BUniversity

its admittance modality, the program must complete a Program Modality Change form as a
proposal form in MC Curriculum.

MINOR REQUIREMENTS

The University System of Georgia Academic & Student Affairs Handbook Section 2.3.1 requires that
a minor must contain 15 to 18 semester hours of coursework with at least 9 hours of upper- division
coursework. Courses taken to satisfy Core Areas A through E may not be counted as coursework in
the minor. Core Field of Study courses may be counted as coursework in the minor. Kennesaw State
University lists the minor requirements in the catalog. They are also listed in the chart below.

Minor Requirements

A minor program is a prescribed area of academic study consisting of 15-18 semester hours.

At least nine of the required hours must be at the upper-division level, i.e., courses numbered
3000 or above.

The prescribed courses for a minor may be taken from one or more academic disciplines.

Courses taken in Core Field of Study may be counted as coursework in the minor.

Courses taken to satisfy the Core Curriculum Areas A through E may NOT be counted as
coursework in the minor.

Students must earn a grade of at least "C" in all course work applicable to a formal minor.

When a student's major and minor require the same courses, there is no limit on duplicative
credit. 100% sharing between the major and minor is permitted. A course may satisfy the
requirements of a major, a first minor and a second minor.



https://kennesaw.curriculog.com/
https://kennesaw.curriculog.com/
https://www.usg.edu/academic_affairs_handbook/section2/C731
http://catalog.kennesaw.edu/content.php?catoid=54&navoid=3973#minorrequirements
https://apps.ds.usg.edu/ords/f?p=118%3A9%3A0%3A%3ANO%3A%3AP9_INSTITUTION_LKP%2CP9_INSTITUTION_NAME%3A001577%2C���⴫ý%2BState%2BUniversity

The following guidelines are provided to assist institutions with the development of Stand
Along Certificate programs. The Board of Regents of the University System of Georgia Academic
& Student Affairs Handbook note the following Certificate Guidelines requirements:
- Certificates proposed and offered by an institution should be consistent with the
mission of the institution.



https://www.usg.edu/academic_programs/changes/certificates_guidelines
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=537526b2-1d71-4e4f-b80b-147144a560fc&env=na3-eu1&acct=13ea5