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Introduction

CurricUNET is an Internet-based software application designed to automate and enhance the development
and approval of curriculum. Faculty use simple menus and a text entry to develop course and program
proposals online. These data entry screens are supported by diverse Help resources, such as Bloom's
Taxonomy and TOP Codes.

An automated workflow process permits curriculum approvals by curriculum committees, administrators,
and other authorities included in the process (such as Library). An email notification system notifies
authorities when curriculum is in queue for their approval. Databases of course outlines and programs and
tables of recognized approval authorities are integral to the operation of the system. Articulation and
transfer to other educational institutions is facilitated by inclusion of courses required as preparation for
majors.

The system permits tracking of curriculum proposals and provides status reports on demand. It serves as a
repository for archival course outlines, as well as current ones; status reports reveal when programs and
courses were last revised, permitting improved curriculum management by the College.

What is CurricUNET?

CurricUNET is intended to replace the various manually prepared forms, review and approval processes
that are carried out by College personnel and to provide a curriculum management capability on the Web
for more accurate and expedient data entry, processing, review, and approval. In this release of the
version, the system becomes the warehouse and source for curriculum course and program information,
historical, active and proposed. It will also contain the articulation information of other colleges and
universities that have agreements with the College when it is first fully implemented.

Listed below are a number of key features of the current CurricUNET product:

» The system is fully web-based. All of the entry, review, reporting and approvals are done via web
pages that are accessible via the world wide web. Although data can be easily captured from and
downloaded to a number of Office products (such as MS Word), the data is maintained exclusively in
CurricUNET. Old cumbersome manual forms are eliminated.

* Data entry and processing is interactive. As web pages are submitted to the system, they are
immediately processed and appropriate source information is updated. Error conditions are reported
in real time.

* Data entry is table driven, i.e. specific codes, and conditions are selected from lookup tables that are
maintained in the system. This reduces the chance of error input. It also provides a ready list of
options for the user.

* All data elements are kept in a state-of-the-art relational database. This allows for easy access and
processing, especially in developing and processing reports. Databases eliminate redundant data and
make for a higher level of accuracy.

* The system provides an intelligent access to the various web pages, providing a sequenced
navigation. Not only can a user select various web pages in a random fashion, the user can follow a



system control of the sequence of web pages that provides the normal workflow steps of a given
activity.

The system provides interactive Help instructions. When a user needs help, an icon on the screen or
by the specific field can be clicked and a pop up screen with appropriate instructions are displayed.
These instructions are developed and maintained by College personnel and can contain text,
diagrams, example screens and hyperlink to other help sources such as reference manuals.

All of the review and approval processes are done within specific approval windows. That means that
approval actions for a specific function can only be accomplished in a specified window or span of
time. When a previously defined approval step is accomplished, the next step’s function must initiate
approval within a set number of work days. This window is controlled by the system and can only be
changed by the system’s designated administrator.

When various actions are taken through an approval workflow, automatic notifications are emailed to
appropriate recipients. These messages can be accumulated or sent real time according to the
recipient’s wishes.

The progress of course and program change proposals can be process tracked, i.e. as a proposal
proceeds through an established series of review and approval steps, the various steps that it has been
through and the actions taken can be viewed on a web-based workflow diagram.

The system provides curriculum version control. As course and program change proposals are
approved, they become active in the appropriate term year as approved and become history if
replaced. All versions of the course or program are maintained: active, history or pending approval.
Even if a course number is changed for a given course, the ability to track history of the course is
maintained.

As data is input, field edits are performed. Not only do data fields have to comply with specific data
requirements, other fields companion to the input field may influence the type of error checking that
is performed.

The system maintains a transaction log. Specific fields are tracked and the date/time and user that
made the change is maintained in the system. This tracking is used to alert the system of changes that
were made after various approval steps are made and provide notification of the change.

This by no means is a complete list of the system’s features. But it does illustrate the broad and robust
capability of the system that is not normally found in most web-based systems.

Basic Functions

CurricUNET was developed to replace the manual preparation of forms, review and approval
processes of the College curriculum for both courses and programs. CurricUNET is a data
warehouse and source for courses and program information; historical, active and proposed.

It provides management capability on the web to expedite data entry.

CurricUNET allows for easy access in developing and processing reports. Data entry and processing
are interactive and based on real-time development.

CurricUNET provides automatic notifications when various actions are taken through an approval
workflow.



* The process of each curricular change is tracked, and the user can check each step of the approval
flow to see where his/her proposal is at any given time.

The Three Steps of the Curriculum Approval Process

In CurricUNET the Curriculum Approval Process has three phases: Proposal Creation, Proposal Audit,
and Proposal Approval Process. The Proposal Approval Process has two stages within it, pre-launch and
launch.

Step 1— Proposal Creation

Creating a proposal is the first phase of the Curriculum Approval Process. This is where you create a new
course or program or create a proposal by modifying a course or program already in CurricUNET. There
are detailed instructions to walk you through this process. See the user guide and on-screen help to guide
you through this phase of the process. Note— Throughout this guide, the person who creates a proposal is
called an ‘originator.’

Step 2— Proposal Audit

The Proposal Audit function is the final step after creating the proposal to ensure all required data fields
have been entered. The Audit is automatically done internally by the CurricUNET program. If the
proposal passes the audit the originator is instructed how to go to the Approval part of the system to pre-
launch the proposal. If the audit fails, error messages instruct the originator what needs to be completed
in order for the proposal to pass the audit. This audit function also assigns the correct approval process to
the proposal based on the proposal type selected by the originator. Assigning the correct approval process
ensures that the proposal, when pre-launched, goes to the correct people involved in that process. There
are detailed instructions in the user guide and on-screen help to walk you through the audit phase of the
process.

Step 3— Proposal Approval Process

The approval process has two stages, pre-launch and launch. The approval process begins once the

originator pre-launches his/her proposal.
Pre-Launch:
Pre-launching sends the proposal to a group of people who are meant to review the proposal
before it continues through the process to make sure all the information is accurate and fulfills the
College’s intent. At this stage of the approval process the originator is able to make any changes
to the proposal requested by the reviewers. Note that the originator still has another step to take
in the approval process after pre-launch. Once the people who review the proposal in pre-launch
are satisfied with the proposal the originator is instructed to launch the proposal.
Launch:
Launch is the second stage in the approval process. Once the originator launches the proposal it
is sent through the rest of the approval process and is signed off by the various people required
for the proposal type. There are detailed instructions in the user guide and the on-screen help to
walk you through the approval process phase of the system. Note: If the originator does not
launch the proposal s/he will receive reminder messages to launch the proposal after 30 and 60
days. If the proposal has not been launched after 90 days the proposal will be sent back to the
originator to start the approval process over again. If the proposal is not launched the proposal
will never be approved.



Frequently Asked Questions

Do I have to log on to CurricUNET to get a course outline?

No, anyone can get an outline from CurricUNET for a course offered by Southwestern. You need not log
on. Under the ‘Search’ heading select ‘Course’ which will display the ‘Course Search’ page. Enter the
criteria for the course for which you want the outline. For a broader search select ‘All.” Once you locate
the desired course click on the ‘CO’ icon to display the Course Outline.

How do I log on to CurricUNET?

Go to www.CurricUNET.com/southwestern then log on by entering your user name and password. Note

that user names and passwords are case sensitive. Your user name and password are assigned by the
College when you are first set up as a user, but you have the option to change them at any time by going
to the Personal Info screen from the CurricUNET Home Menu. If you have lost or forgotten your user
name or password call the CurricUNET help line at 482-6340.

I've never used CurricUNET before. What do | do?

First be sure you have a User Name and Password so you can log in. If you do not have a User Name and
Password contact your dean to request access from Shelly Hess at 482-6340, Susan Soy at ext. 5487, and
Gloria Castro at ext. 5801. Once you have access to the CurricUNET system, reference this user guide to
learn how to use the system. Contact your curriculum committee chair for help. If you still have questions
contact the CurricUNET help line at 482-6340. Also look for online video tutorials that will be available
in the future to guide you through CurricUNET.

How do I get reports from CurricUNET?
From the CurricUNET Home Page select ‘Reports.” From the ‘Reports Type’ drop down menu select the
type of report you want. To view the report, click on the report number.

What are entry skills and how do | match them?

Entry skills are skills that the student will need to have in order to succeed in the course you are
proposing. Entry Skills are required when you intend to have a requisite (i.e. prerequisite, co-requisite or
advisory) for the course. The entry skills are generally the student learning outcomes of the course
required as the requisite. (See Page 18 for instructions)

What does “Audit” mean?

The [Audit] button will appear when you have completed your proposal. This
indicates that the course or program is now ready to pre-launch.How do I pre-
launch my proposal?

Welcome, Ken

Log Out

2 CurricUNET Home Once your proposal is complete you will select the [Audit] button. The
- E’%Tﬁmes CurricUNET Program will internally audit the course to make sure it is complete.

L Edit Course

Edit Course m

GEOG160 If the proposal is complete you will need to click on “NEXT”.
Geography in
California

Een Yanow Ready for launch

Tou way AUDIT your Thiz course is complete and is ready for launch.

COUrse nomw. 9 m

Links




_ Audit

Process Course Modifimation

To launch proposal click on OE.
Launch s
Overview ?
Launch Notes 2

A screen will come up that will have two textboxes for
you to type any information in that you would like
(optional). Then click on the “OK” button at the bottom
of that screen. You will be told that your Audit was
successful and you can now pre-launch your course.

You will be directed to click on ‘My Approvals’.

Audit Complete

Your proposal is complete and the audit was
successful.

Now follow the link to "My Approwvals™,

"Faculty Originator™ role,

launch.

Lpproving the pre-launch step,

next positions/steps.

select

My Approwvals

will notify the

and approwve the pre-—

Select the role of ‘Originator’ from the drop down and then select the [Next] button.

Approval Process

Select Role

|Faculty Originator

v

?

Approval Process

|Faculty Originator

The proposal you intend to pre-launch will appear

Select Role
?

v

under the appropriate heading ‘Courses’ or
‘Programs’. Select the [Action] button.

m_m_Ei_l f _‘S_(I GEQG 160 Geography in California

Pre-
Lewvel: 1

Step:
Launch

| Action |

Enter any comment you may have regarding the
proposal (optional), highlight the Action of Pre-
Launch then select the [Submit] button. Your
proposal has now been pre-launched.

Course
Step
Description Pre-Launch

Geography in California 160-GEOG
Pre-Launch

Comments

Action —— Select Action —-— v | @

SJelect

Aotion ——

10 FPre-Launch |

Approval Process

-~

[Submit




How do I launch my proposal?

1. From the CurricUNET HOME PAGE select ‘My Approvals’.

2. Select ‘Originator’ from the drop down menu and click ‘Next’. Any course you have that is
ready for launch will be listed.

3. Select the [Action] button for the proposal you want to launch. In the comments text box you
have the opportunity to enter any comments regarding the proposal if desired. In the dropdown
list select “Launch” and then click the [Submit] button and your proposal will be launched.

How do | make changes to my proposals?

Prior to launch—You can go into your proposal to make changes by:

1. Select ‘Courses’ or ‘Programs’ under the ‘Create/Edit Proposal’ heading on the home page.

2. Click on the pencil icon next to the course or program you want to edit marked “Pending”. You
will now be able to access all of the pages under the ‘Course/Program Checklist’ on the right
hand side of the screen.

3. Select the [Edit] or [Unlock] button to open that page for editing.

4. Once your editing is complete select the [Finish] button at the bottom of the page. To edit other
pages continue with this same procedure.

After Launch—You cannot edit a proposal after it has been launched. If changes need to be made,

contact Susan Soy or Gloria Castro in the Office of Instruction.

How can I find out where my proposal is in the approval process?

1. From the CurricUNET Home Page under the ‘Status’ heading select ‘My Proposals.” A list of
proposals you have pre-launched or launched will appear.

2. Select ‘Check Status’ next to the proposal you want to check. When the screen refreshes you will
see a list of all the actions taken on your proposal and any comments made as well as the actions
still pending.

3. To hide/view the comments select [Hide/View] button; however, it is best to leave on View.

4. To see the approval flow chart, select the [Visual] button. You may also view the other reports

associated with the proposal (Course Outline “CO”, Program Report, Curriculum Report,
Program Impact or Course Changes) from the ‘Check Status’ area.

Why isn't my proposal moving through the approval process?

There are several reasons why your proposal may not be moving forward in the approval process.

1. The proposal may have been completely signed off in the pre-launch phase and just needs for you
to launch it.

2. The proposal may be on hold for corrections or additional information that is required. Remember
that each level of review or approval has at least a ten day period in which to sign off on the
proposal (except for the original college curriculum committee which can hold the proposal
indefinitely). Check the ‘Status’ of your proposal to read the comments, see what step the
proposal is currently on and if there have been any requests that you need to address. If you have
any questions or concerns Call the CurricUNET help line at 482-6340.
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Getting Started

To create proposals or take actions in the approval process in CurricUNET you must be a registered user.
To get a User Name and Password, contact Shelly Hess, 482-6340 at the Office of Instruction.

CurricUNET is best viewed using Internet Explorer 5.0 and higher. Make sure your cookies are
enabled.

Log In—Enter your User Name and Password and click [OK]. The screen will say “Welcome” with
your name.

The various menu items available to you will display on the left hand side of the screen. Use them to
navigate through CurricUNET to perform the various functions you need.

/3 CurricUNET - Microsoft Internet Explorer =151 x|
File Edt View Favorites Tools Help | a

@Back - @ - @ @ .(h|p53arch *Favontes @ tedia @| 8. .l_;, - ) @ @ 3

address @ bkt fvwvs, curricunet, comfSauthwestermy .ﬂ Lirks »
EENETZERO - whﬂoor seamh|TYp9 ‘Search’ Here |[EFTEE @ tnbox - MegaMoil HiSpeed QEiiiis

Southwestern
College

Southwestern Campus Recent News

Curnicunet Release 2 15
under development For
Southwestern!

“ CurricUNET Home
Preferences
Personal Info
Motification
Create
Courses
Programs
Track
My Proposals
My Approvals
All Proposals
Documents
Search
Program
Course
Users
Help
Contacts
User Guide

Links

ASSIST

Blaoms Taxonomy

California Education

Code

Chancellor's Office

Moncredit

Chancellor's Office

Prograrm Inventory |

*)Start I@ CurricUNET - Microsof... Documentl - Microsaft ... | @ Adobe Photoshop ﬂ B |« Q&“% i 1:31 PM

12



Overview of Main Menu

Log Ouf

3‘ CurricUNET Home

Preferences
Personal Info
Matification

Create
Courses
Frograrms

Track
Wy Proposals
Wy Approvals
All Proposals

Documents

Search
Frogram
Course
Users

Help
Contacts
User Guide
lssues/Suggestions

Links

= ASSIST
= Amazon.com
n Blooms Taxonarmny

Documents

CurricUNET Home— Returns you to main page.

Preferences

Personal Info—Allows you to add any information you wish to share with other
users.

Notification—Allows you to view your email notifications from CurricUNET.

Create
Courses— Allows you to create or edit courses.
Programs— Allows you to create or edit programs.

Track

My Proposals—lists all proposals you have created as an originator

My Approvals—Ilists all proposals which require you to take action

All Proposals—lists all proposals within the approval process.

Note— Courses which have not been “Audited” in the “Create Proposal”
section will not appear in this section of CurricUNET.

Allows you to view different types of documents in CurricUNET

Search

Allows you to search for Programs, Courses and Users using different search criteria. This is where you

would search for a course or program and make a copy in order to activate, deactivate, revise, etc.

Help

Links to any additional help information on how to use CurricUNET and contact people for help. In
addition, throughout the screens in CurricUNET you will find several areas that offer help. Most help

will have icons that look like this:

To retrieve help on a specific field, click on the icon. If you need

further help, call the CurricUNET Help Desk in the Office of Instruction, 482-6340. Our staff will gladly
help you with your questions and concerns.

If you should have any specific issues with CurricUNET or any suggestions that you feel would enhance
CurricUNET, you can click on the Issues/Suggestions under the Help link and enter the information. Your

message will go directly to Governet and they will address you personally.

Links

Lists links to other helpful websites.
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Step 1—Proposal Creation

Creating a proposal is the first phase of the Curriculum Approval Process. This is where you create a new
course or program or create a proposal to modify a course or program already in CurricUNET.

Create a Course

After logging in, click ‘Courses’ under ‘Create’ on the main menu.

Now, select either ‘New Credit Course’ or ‘New Noncredit Course’:

Yyelcome, Ken

Log Out

T e e After you have begun the process of a course proposal, your course will be listed
L . . .

L s under ‘My Courses.” As the originator of these courses, you can view reports and
Courses

Create - Select One: edlt course proposals

Mew Credit Course
Mew Moncredit Course

Create - The center section of your screen changes to the ‘Create Course’ heading, as seen
ModifiedfActivated/Inactivated .. . . . .o .
- Select One below. This is where you will give your course its main identity—course number,
Credit Course
Noncredit Course title, and description. Fields marked with an asterisk ‘*’ are required.
Links
s ASSIST
« Amazon.com School
» Blooms Taxonomy . School Mathematics, Science, and Engi v | @
= California Articulation USlng the pull-down menu, select the Department |Fhysical Sciences v 2
Mumber System (CAN) : !
= California Education Code approprlate school. Discipline & 2
» Chancellor's Office Course GEOG
Moncredit Department Designator
» Chancellor's Office Program . Course Title * | | ?
Inventory Using the pull-down menu, select the T

n Chancellor's Office Program

and Canrse Annreawal

appropriate Department.

Discipline and Course Designator
Using the pull-down menu, select the Discipline for the

course you are creating. The list only includes subject areas

S
?

additional subject area or a new subject area needs to be oK |

created, contact the Office of Instruction at 482-6340. Enter

the course number. Before you create or change a course number, you need to call Gloria Castro, ext.
5801 or Susan Soy, ext.5487.

you are authorized to create. If you need rights to an

Course Title
Enter the course title. The course title should accurately reflect the course content, and typed in upper-
lower case. (Example: Geography in California)

Course Description

Enter the course description in a brief paragraph of approximately 600 characters or less (typically, 50
words) that summarizes student learning outcomes and content. The course description will appear in the
college catalog, in class schedules, and on the official course outline. You must use fragmented
sentences. However, the first word should begin with an action (i.e.: “Introduces the student to”..., rather
than “Introductory course...”).

Click ‘OK’ to Save and Continue
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Course Construction Main Menu

Course GEOG10x%

Course Title test

Course Plopos.ﬂl New Credit Course Proposal
Type

Co-Contributor(s) information.)

There are no Co-Contributors for
this course.

Add s Co-Contributor

When you are satisfied with your entries,
Click ‘OK’ to save the information and
continue the process of creating a course. (At
this point, your course is saved with minimal

If you would like to add one or more co-contributors (colleagues who will be working on the course with
you), click ‘Add a Co-Contributor’ and fill in the prompts. If you decide to delete any co-contributor,
return to “Main” at the top of your Course Checklist. Otherwise proceed to the ‘Course Checklist’ below.

Course Checklist

You are now ready to enter the necessary data to complete your course proposal.
This data entry is done using the ‘Course Checklist’ menu on the right of your
screen. In order to complete your course proposal, you must enter all the
information requested under each of the headings listed under the Course
Checklist. As you finish each section, a checkmark will appear next to it on this
menu. When all sections are checked, you have completed your proposal creation
and can move to Step 2, Proposal Audit. The Course Checklist is available
throughout the data entry process and you can click on each page in any order you
want. This manual will follow entry for each page in order from top to bottom.

Course Proposal Form

From the Course Checklist click on ‘Course Proposal Form’. The following
screen will appear:

School, Department, and Discipline and Course Designator

This information should already exist when you created your course.

Interdisciplinary (Same As)

Course Checklist

Main

& Course Proposal
Form

O Entry Skills

U Prerequisite/
Corequisite/
Advisories

J Course Outline

U Course Objectives

U Core Content

U Methods of
Evaluation

O Assignments

O Methods of Instruction

U Distance Ed

O Texthooks

O Supplies

9 Library

U General Ed

U Attached Files

If the course will be common to another discipline, then select that other discipline from the pull-down

menu.

Course Title and Course Description

This information should already exist when you created your course. However, you can make changes if

needed

Transferable

Check mark all that apply. If you checked “other” please specify in the space given.
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Community College

If the course is the same course given at another community college, check this box. It is highly
recommended that the appropriate research be done to see whether or not this course exists at another
community college. Enter the name of the 2-year institution and the title of their same course. Example:
Grossmont College: CD 107-Preschool Observation and Experience

Four-Year Institution

Check-mark the box if a same course exists at a four-year institution. It is highly recommended that the
appropriate research be done to see whether or not this course exists at another community college. For
transferability purposes, it is generally necessary to include this information. Contact Veronica Burton
(Articulation Officer) with any questions.

FSA Codes

Select the appropriate FSA code. For help on selecting an FSA code, contact the Instructional Support
Services Office.

Course Classification Codes

Select the appropriate course classification codes. 0-3 will all have the same description. To locate the
description for A-D, click on the “?” to the right of the text box. If you need help on selecting the code,
contact the Office of Instruction.

Effective Date
Enter the effective date the course is to be activated. Example: Fall 2007

Catalog Date
Enter the effective catalog year (i.e., Start =2007; End = 2008).

New Course Rationale

Select all that apply. Under ‘New Course Rationale Other’, enter any rationale not found on the list in the
text box.

Stand Alone Course

Enter ‘Yes’ if the course is not part of a program. Enter ‘No’ if it is part of a program. If you have any
uncertainty, select ‘uncertain’. Stand Alone courses will have paperwork completed by the Office of
Instruction and sent to the Chancellor’s Office for approval. These courses cannot be offered until
approval has been received.

Grade/Credit Type

From the pull-down menu, select the grading type for the class. If you are uncertain, check with your
Department Chair or Curriculum Representative.
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Course Offered

From the pull-down menu, select what semester(s) the course will be offered.

Petition Required

If the course requires a petition to take, select “Yes’ (the ‘No’ box will typically be selected).

Repeatable?

If the course is repeatable, select ‘Yes’ and then (from the pull-down menu), select how many times the

course can be taken. You will have 0-4 and 99. If the course can be repeated an unlimited number of

times, click on 99. This will print out on the cover sheet as “unlimited”. If the course is not repeatable,

you must enter the ‘Rationale’ in the empty box.

Challengeable tes: O No: O

Rationale®
Required oy if
"NO"i= selected for

Challengeable s

How does this
course fit into

the student’s Degree
program? * Mon-degree
e+ ook Elective
rl] + Clic il
selectsideselacts Cert!ﬁcatu_e
Basic Skills

Please select Frecollegiste ?

all that are
applicable.

Codes

0101.00 - Agriculture Technology an il
0102.00 - Animal Science Operation
0102.10 - Animal Health Technician

TOP Code 0102.20 - Artificial Inseminatar (L
0102.30 - Dairy
0102.40 - Equine |
?
Ca - Apprenticeship
B - hdvanced Oocupational
SAM Code Select One ¢ - clearly Occupational
I - Possibly Occupational
T E - Non Qooupational
?

Save

Challengeable

If the course is challengeable by exam, select ‘Yes’.
If the course is not challengeable by exam, select
‘No’ and in the empty box provide a rationale as to
why the course is not challengeable.

How does this course fit into the students
program?

Select all that are applicable. By holding down the
“Ctr]l” button on your computer, you can click on
more than one item.

TOP Code

Select the appropriate TOP Code. For help, contact
the Office of Instruction.

Sam Code

Select one of the listed choices that best describes
your course.

Click on the [Save] button to save the information you have entered. If you should click on the “Save”

button and at the top of the page and it says that you have an error, scroll down the page until you see red

writing. This is an indication that you did not fill out this area. Complete all areas of error and click on

the “Save” button again.

Finish

Click on the [Finish] button when you have completed filling out the page. Once you have clicked

“Finish”, a check mark will appear in the checklist window.

Note— In order to edit a page after you have clicked the [Finish] button, simply click on the topic in the

Course Checklist window. Click the

button (that will be found at the bottom of the page).

You will now be able to make any changes to the page that you like.
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Entry Skills

e ————

Tom Bero oot doined cntEy RAis. FPage Last Saved on ']glwssday, Jéa.n 26, 2006 at 2:35 PIA
v Busan Sow
Add an Entry Skill
. v p_" 3: L=g Ea=sic reading
Opt Heading | | 2 Match
. Ohjectives

Entry Skill = Edit Entry Skill
Opt Heading | | ?
Entry Skill

Basic reading

S
?

:
 Add | [Save [ Cancel |

From the Course Checklist click on ‘Entry Skills’. The following screen will appear. Input the requested
information such as “Basic reading”, “Math”, or any other skill that you require and then click “Add”.
You may add an Optional Heading for the entry skill if you like, but not necessary. The screen to the
right will then come up. Click on “Match Objectives”

Select the discipline by clicking on the blue check mark. This will take you to the screen on your right
where you will select the course.

S
?

Match Skill to Objectives Match Skill to Objectives
. . . Skill Basic reading
Skill Basic reading —
Discipline
Course |- SELECT - v
?

You can then choose the objectives that match Match Skill to Objectives

the skills you are looking for by clicking on Skill Basic reading

the check boxes. At the bottom of the Discipline | ETOL 3 | 9
objectives, there is an “Add” button. Click on

. Course |BIOL 143 0OS-APR-05 #*+*Active®+* v|
the “Add” button to complete the process. If 2

you would like to add more skills, you may

. Ohjectives -
add more by going through the same process. ) [] compare and contrast primary
.. . . et 1 %s 2imilarities and differencez in
When you have finished, just click “Finish”. . .
) ) . geology, geologic history, plate

By completing this process, you will then be tectonics, and geography throughout

able to add your requisites. Baja California and Southern
California north to the 2anta Barbara
area.

[] compare and contrast the physical
oceanography of hoth coasts of Eaja
California (Gulf of California and
Pacific Ocean).

| o o o oo e s o



Course Prerequisite/Corequisite/Advisories

From the Course Checklist click on ‘Course Prerequisite/Corequisite/Advisories’. The following screen
will appear.

Course Prerequisite/Corequisite/Advisories

Fou have no defined course
Prereguisite/Coreguisite or Adwvisories.

x| ? Add

ICDrequisite

Please Eemember To Save Worl: Before Navigating Of Of Page.

Fou have no defined course
Preregquisite/Coraguisite or Advisories.

Add

ICDrequisite

Limitation on Enrollment
Freredquiszite

Recomnended Concurrent Enrollment
Fecommended Preparation

From the pull-down menu, select what you would
like to add; either Corequisite, Limitation on
Enrollment, Prerequisite, Recommended
Concurrent Enrollment, or Recommended
Preparation. Once you have selected the
appropriate designator you will be prompted to fill
out additional, necessary information. When you
have completed entering this information, you can
‘Add’ another advisory or ‘Save’ and ‘Finish’.

P aae a e e v, e an e o

You have no defined course
Prerequisite/Coreguisite or Advisories.
Add Course Requisite
_?;I;':is“e Prerequisite
When choosing a prerequisite, you will be asked Prerequisite |y v|
to select a “Type”. Once you click on the type Type ?
you will have two text boxes. The first one will El'fl'{‘l".?ﬁlz | ;IOL 143 DS-APR-DS TRTAstiveTr? v]
ask you to fill in information regarding the type Print
you have selected.
s ?

ourse Prereq

te/Corequisite/Advisories

Choose your condition. This is terminology that is
used for our prerequisites and recommended
preparation. This terminology is shown in our
catalogs. If you need help, call the Office of
Instruction.
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You have no defined course
PrereguisitesCoregquisite or Adrisories.

Add Course Requisite

Requisite .
Prerequisite
Type
Prerequisite |SEQUENTIAL COURSE v|
Type 2
Condition |an-:1 v‘ 2
Cowrse# | BIOL 143 D8-APR-05 ¥7#hcriverts v|
and Title 2




Course Outline

From the Course Checklist click on ‘Course Outline’. The following screen will appear:

Semester Units
Student Units . . . .
— Enter lecture/lab hours in minimum and maximum number
Semester Units Lecture: Min: Max: . . . . .
; Lab: Hin: Hax: area (if the maximum is not different than the minimum, you
Units: Min: Max: ? .
- S = only need to enter the maximum. If you have 1-3 lecture or
Iu'laxum_lm l— ?
Class Size lab hours, enter “1”’in the minimum and “3” in the maximum
Transfelr " Transfer to UC PPPs PPPs
Status and so on). If If you have “0” lecture/lab hours, enter a “0”.
" Transfer to C3U
. b3 ¢ . b
¢ SUC-Degree/Nontransfer Total the number of units and enter them in the ‘Units
" Non-Degree/Non-transfer WindOW.
¥ TreneEoE 6o Beh UE/EE Note: 1 lecture hour = 1 unit; 3 lab hours = 1 unit.
?

Save Finish Cancel . .
T Maximum Class Size

Enter the maximum class size. If necessary, contact your School Dean or the Office of Instruction for
guidance.

Transfer Status
Select all that apply.

Save

Click on the [Save] button to save the information you have entered.

Finish

Click on the [Finish] button when you have completed filling out the page. Once you have clicked
“Finish”, a check mark will appear in the checklist window.

Note: In order to edit a page after you have clicked the [Finish] button, simply click on the topic in the

Course Checklist window. Click the button (that will be found at the bottom of the page).

You will now be able to make any changes to the page that you like.

Course Objectives

From the Course Checklist click on ‘Course Objectives’. The following screen will appear:

Course Objectives

namo emo GEERMA 1O Eyeriaves demat Enter the requested information. When developing “Objective
ﬁ'ee]:;ﬁ.g D? Text” you must be certain that the objective is measurable. We
?J’.'l?““’ [onz =z have adopted Blooms Taxonomy. A copy of Blooms
Tora " Srudsnt will: - Taxonomy can be found under the ‘Links’ heading as well as
directly under Course Objectives in your Checklist. Note: the
term “understanding” is not measurable nor a part of Blooms
Taxonomy. You do not need to enter anything in the Create
Heading and the Objective Type area. When you type your
- 3 objective, remember “Student will” is already entered for you

above the textbox, so continue from that point on. Click on
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“Add” and continue with another course objective.

Core Content

From the Course Checklist click on ‘Core Content’. The following screen will appear:

There are currently no content defined

Create
Heading

Content Text”

Percent of
Course *

r?

[ g2

Add

that 100% is reached.

Methods of Evaluation

Course Methods of Evaluation

Methods of
Evalutation

[" case studies

[M Clas= Aotivity

[T Class Critigues
I_CDmpet.ency—based written and pr
- Computer Assighnments
- Essay

¥ Howework

[T Individual Activity
[N Lak ketivity

v Chijective Test

¥ oral Assignments

[ oral presentations
[T Portfolios

¥ Problem Solving

¥V cuizzes

Il Reports notebooks

- Role-playing participation in c
[ service Learning

[T Skill Demonstration
- Special projects

[ Student Enowledge

- Subjective

[ Term papers

¥ Written Azsignments

Content Text

When entering the core content, you do not need to use
the Create Heading checkbox. To enter the core
content, type in the subject matter, click on “Enter” and
“Tab” on your keyboard. This will create a bullet for
you. Begin to type in your bulleted item. After each
item, “Enter” and “Tab” to create each bullet. You will
not see the bullet until you have clicked on “Add”.
Remember to enter your percent (%) of course in the
“Percent of Course” box. Once you click on “Add” you
can enter another content. Keep adding until you have
completed your entries. CurricUNET will make sure

Select ‘Methods of Evaluation’ from the Course Checklist
window. A list of evaluation methods will appear. Click on
each of the items that will be used for your class:

Other Methods
Enter any other methods of evaluation that will be used for
this class in the text box provided.

Save
Click on the [Save] button to save the information you have
entered.

Finish
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Click on the [Finish] button when you have completed filling out the page. Once you have clicked
“Finish”, a check mark will appear in the checklist window.

Note: In order to edit a page after you have clicked the [Finish] button, simply click on the topic in the

Course Checklist window. Click the button (that will be found at the bottom of the page).

You will now be able to make changes to the page.

Course Assignments

Under the Course Checklist “Course Assignments” page you must input example(s) of course
assignment(s) U Ef,‘,':se Proposal forReading, Writing, and Critical Thinking. When typing in your
assignments, - E;’:‘; T type this as though you were talking to the student and be
specific such as; read what and how many pages, write
Optional Text | Reading E; about what and how long, etc. Do not enter anything in
Assignments = the Optional Text area as this is not used.

Reading Assignments

Assignments—Provide an example of the kind of

reading assignment that will achieve the objectives of

this course. It should be evident that this reading

§ | assignment relates specifically to the topics in the
1 ? | Gutline.
Writing

Optional Text | | 7 | Writing Assignments
- LDt = Assignments —Provide an example of the kind of

writing assignment that will achieve the objectives of

this course. It should be evident that this writing

22
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assignment relates specifically to the topics in the outline.

Critical Thinking

Critical Thinking Assignments

Optional Text |

| ?

Assignments

Assignments—List an example of a critical thinking assignment that

stresses independent, higher order thinking. Examples of words which
convey critical thinking are: analyze, appraise, calculate, experiment,
test, compare, contrast, criticize, diagram, debate, question, solve,
examine, categorize, compose, plan, propose, design, formulate, create,
construct, organize, prepare, judge, appraise, evaluate, rate, compare,
value, score, select, choose, estimate, measure, assess. It should be

-~ 0

Group Activity

evident that this other assignment relates specifically to the topics in the

Optional Text |

| ?

outline.

Assignments

Group Activity Assignments

Assignments—Provide an example of the kind of group activity
assignment that will achieve the objectives of this course. It should be
evident that this group assignment relates specifically to the topics in
the outline.

- 0

Other Assignments
Assignments —Provide an example of the kind of other assignment that will achieve the objectives of
this course. It should be evident that this other assignment relates specifically to the topics in the outline.

Save

Click on the [Save] button to save the information you have entered.

Cancel

Click on the [Cancel] button to cancel the entries on this page.

Course Checklist

Main

O Course Proposal
Form

O Entry Skills

O Prerequisite/
Corequisite/
Advisories

O Course Qutline

8 Course Objectives

@ Core Content

8 Methods of
Evaluation

B Assignments

O Methods of Instruction

d Distance Ed

O Texthooks

O Supplies

O Library

O General Ed

O Attached Files

Finish
Click on the [Finish] button when you have completed filling out the page. Once
you have clicked “Finish”, a check mark will appear in the checklist window.

Note: In order to edit a page after you have clicked the [Finish] button, simply click

on the topic in the Course Checklist window. Click the button (that will

be found at the bottom of the page). You will now be able to make any changes to
the page that you like.

23



Methods of Instruction

Select ‘Methods of Instruction” from the Course Checklist window. A list of instruction methods will
appear. Click on each of the items that will be used for your class:

Course Methods of Instruction

Methods Audiovisual

Computer Assisted
Demonstration
Discussion

Distance Education
Group hotivity
Individual Assistance
Instructional aide
Lah

Lecture

Lecture series
Lecture, discussion
Lecture/Lah

Other Methods

demonstration,

OO0 O00xOxxx

Requires a minimwuwn of three (3)
hours of work per unit, including
class tLime.

r Workshop ?

Cther -
Methois

S
- ?

checklist window.

Note: In order to edit a page after you have clicked the [Finish] button, simply click on

the topic in the Course Checklist window. Click the

found at the bottom of the page). You will now be able to make any changes to the page

that you like.

Distance Education

Methods

Check the box for each method of instruction
that you wish to include.

Note: You need to check the distance education
box in order for you to be able to define distance
education options later on.

Other Methods

If you check the checkbox for “Other Methods”,
enter any other methods of instruction that will
be used for this class in the textbox provided.

Save
Click on the [Save] button to save the
information you have entered.

Cancel
Click on the [Cancel] button to cancel the entries

Course Checklist

on this page.

Finish Main
. .. m}
Click on the [Finish] button EO"::I']SE Proposal
when you have completed Q Entry Skills
1 D Prerequisite/
filling out the page. Once you Corequisite/
Advisories

have clicked “Finish”, a check

mark will appear in the

0 Course Qutline

B Course Objectives

B Core Content

8 Methods of
Evaluation

B Assignments

B Methods of Instruction

J Distance Ed

U Texthooks

QO Supplies

Q Library

U General Ed

Q0 Attached Files

button (that will be

To access the Distance Education worksheet, you will need to click on the Distance Education checkbox
under Methods of Instruction. Fill in the appropriate information. For help with Distance Education

entries, contact the Instructional Support Services Office.

24



Samples:

Distance Education Rationale - The course addresses the online initiative to expand online courses
and degrees. It also addresses consistent wait list needs when facilities are not available.

Lab Component (how will this be handled in DE format?) —
Lab assignments will be submitted via the course management system instructor drop box.
Writing Component (how will this be handled in DE format?) —

Students will conduct research and submit a research paper using the course management system
digital drop box.

Group Interaction Component (how will this be handled in DE format?) -
Oral Presentation Component (how will this be handled in DE format?) —
Students with Disabilities —

please obtain this statement from Instructional Support Services.
Security —

The course management system is password protected with security features installed. Only
enrolled students may login with their assigned password.

Student Progress —

The course management system includes a grade book where the student can monitor his/her
grade throughout the semester.

Textbooks

Select ‘“Textbooks” from the Course Checklist window. The following window (or something very similar
to it) will appear:
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Texthooks
Y # rooceprual Fhysical Science

Manuals
¥ou have ne mwenuala defiped.

Periodicals

You khare mo peripdicals defined.

Onher Text
Fou kave Bo 2@ditiomal text Qofimad.

To add a textbook, manual, periodical, or other text click on the appropriate [Add] button. If you click on

the [Add] button for a textbook (for example), you will see the following window:

| Add a Textbook e Input the requested information. Note: CurricUNET will
Author . . .
— i K automatically format the information to MLA format. Do not
Edition 12 add punctuation at the end of your information as
SISO | ?| CurricUNET will do this for you.
@ Year I:l ?
ISBN # [ J?
LocationCiy [ ]7? Add Manuals, Periodicals, other text (including software)

: A
Requited ~ oouired Perform the same steps to add another textbook, a manual,

optional: © P
Add periodical, or other text.
Manuals
You have no manuals defined.
Periodicals If any of the information is incorrect or needs revision than
You kave no periocdicals defined. . ﬁ? . . 1] .
Other Text click on the pencil icon to edit or the '* scissors to delete
You have no additional text defined. h . f
the entire reference.

Cancel
Click on the [Cancel] button to cancel the entries on this page.

Finish
Click on the [Finish] button when you have completed filling out the page. Once you have clicked
“Finish”, a check mark will appear in the checklist window.

Note: In order to edit a page after you have clicked the [Finish] button, simply click on the topic in the

Course Checklist window. Click the button (that will be found at the bottom of the page).
: You will now be able to make any changes to the page that
You have no Supplies defined for this course. you like.
Add Supplies
Description * -

Supplies

This section allows you to input the needed supplies for
your course.
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Note: Enter supplies one at a time

Description — Enter the supply item and click on the [Add] button. You can now either ‘Add’ another
supply item or press the [Finish] button.
Note: If no supplies are required leave the entry field blank and click [ Finish]

To edit a supply click the ﬂ? pencil icon. To delete a supply click the # scissors icon.

Cancel
Click on the [Cancel] button to cancel the entries on this page.

Finish
Click on the [Finish] button when you have completed filling out the page. Once you have clicked
“Finish”, a check mark will appear in the checklist window.

Note: In order to edit a page after you have clicked the [Finish] button, simply click on the topic in the

Course Checklist window. Click the button (that will be found at the bottom of the page).

You will now be able to make any changes to the page that you like.

Library

If you have any materials on loan in the library or want to direct students to a particular resource, then
indicate it here.

Description = List all of your resources in the one box and click
[Save]. Contact your library representative for help (or,
contact the Office of Instruction).

Note: If no library resources are required leave the
entry field blank and click [Finish]

& Cancel

m m Click on the [Cancel] button to cancel the entries on

this page.

5
?

Finish
Click on the [Finish] button when you have completed filling out the page. Once you have clicked
“Finish”, a check mark will appear in the checklist window.

Note: In order to edit a page after you have clicked the [Finish] button, simply click on the topic in the

Course Checklist window. Click the button (that will be found at the bottom of the page).

You will now be able to make any changes to the page that you like.

General Education (This field in not being used at this time)

This is where you will enter/edit district and transfer general education information for your course.
Click on the General Ed screen from the checklist and fill out the necessary information.
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Note: This screen is only available if a “Transfer Option” is selected on the Cover/Description page or if

“District general education” is selected on the “Proposed For” entry field on the Cover/Description

page.

Proposed For I -Select-

Categories

Currently No Categories

—-Zelect— j

-3elect—

Iistrict General Education
American Institutions/California Go
Other Graduation Fecquirement

j Proposed For

Categories

Proposed For—Click on the drop-down menu for
“Proposed For” to select the general education area

the course is being proposed for.

Categories

M irea 1. English Communication -
Group L: English Composition

M irea 1. English Communication -
Group E: Critical Thinking-English
Composition

[T irea 1. English Communication -
Group C: Oral Communication

¥ irea z. Mathematical Concepts and
Ouantitative Reasoning

[Mirea 3. Arts and Humanities - Arts
[T irea 3. Arts and Humanities -
Humanities

[" irea 4. Social and Behavioral
Sciences - Anthropology and
Archaeology

[" irea 4. Social and Behavioral
Joiences - Economics

[Mirea 4. Social and Behavioral
Joiences - Ethnic 3tudies

["irea 4. Social and Behavioral
Joiences - Gender 3tudies

["irea 4. Social and Behavioral
Sciences - Geography

["irea 4. Social and Behavioral
Soiences - History

[T irea 4. Social and Eehavioral
Soiences - Interdisciplinary, Social
& Behavioral 3Sciences

[" irea 4. Social and Behavioral
Sciences — Political Science,
Government & Legal Institutions

Mirea 4. SArial and Rehaviaral

C37T General Education

UC Transfer Course

Categories—The different categories for the general
education area will display.

Select the appropriate categories for the general
education area. (For help in determining the appropriate
category consult your articulation officer.)

When all the necessary categories have been selected
click [Save]

Note: If the course is transferable to another proposed
area (i.e., IGETC and CSU GE), use the ‘Proposed For’
dropdown menu to select another area for which the
course will be proposed. Follow the same steps as above
to fill in the ‘categories’.

To edit an area’s categories after they have been selected
use the dropdown menu to select that area again. Then
check and uncheck the categories as needed. Click [Save]
when you have finished making changes.

To remove an area you selected completely, select the area from the dropdown menu and uncheck all

categories and click ‘Save.” The area will be removed from the list.

Cancel

Click on the [Cancel] button to cancel the entries on this page.

Finish

Click on the [Finish] button when you have completed filling out the page. Once you have clicked

“Finish”, a check mark will appear in the checklist window.
Note: In order to edit a page after you have clicked the [Finish] button, simply click on the topic in the

Course Checklist window. Click the

button (that will be found at the bottom of the page).

You will now be able to make any changes to the page that you like.
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Attached Files

This section enables you to view, add, or drop files which correspond to the course (i.e., syllabi, sample
assignments, advisory board minutes, etc.). This is an optional section

Title—Enter a title for your document.

Title | | ?

File | Browse.. | 2 File—Click on the [BROWSE] button and locate your
document. Once located, highlight the document you

Attached Files wish to attach and click on the [OPEN] button.

Click on [Add] to attach it to the course proposal.
You may add another file at this point or click [Finish] to complete this section.

Note: acceptable file formats are MS Word, MS Excel, HTML (web pages), .jpg and .gif images.
If you wish to un-attach any files from your list then click on the [ DROP] button that will be found next
the file name.

Cancel

Click on the [Cancel] button to cancel the entries on this page.

Finish

Click on the [Finish] button when you have completed filling out the page. Once you have clicked
“Finish”, a check mark will appear in the checklist window.

Note: In order to edit a page after you have clicked the [Finish] button, simply click on the topic in the

Course Checklist window. Click the button (that will be found at the bottom of the page).

You will now be able to make any changes to the page that you like.

Course Checklist

Main Completed Course Checklist
B Course Proposal . . .
Form After all the entry fields are finished and are checked off the proposal is ready for
B Entry Skills ¢ 150
B Prerequisite/ the ‘Audit’ process.
Corequisite/
2 ‘gdv'so"es : Go to the “Audit to Pre-launch” section of the user guide for detailed instructions
ourse Outline
B Course Objectives on how to proceed with your proposal.

8 Core Content

@ Methods of
Evaluation

B Assignments

B Methods of Instruction

J Distance Ed

B Texthooks
B Supplies .
& Library RQVlse a Course
8 General Ed L o . ) )
B Attached Files A course revision is very similar to creating a new course. You will be required to
complete the “course checklist,” and also be required to provide the same
information.

When you revise a course, you are creating a “copy” of an active or historical course for which you have
origination rights. The required fields from the course you copy will have already been filled out; you
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have the option to edit and delete this information to modify the course as you choose. Look at the
screens below to give you a detailed example of revising a course.
1. Login to CurricUNET.
2. From the home page of CurricUNET click on “Courses” found under the sub-menu “Search.”
3. You can either enter the course number and enter the course title, and click on Department and
highlight the designator, or just click on Department, highlight your designator and click OK.
This will give you a complete list of all the courses in that designator.

Your Screen will now look like this:

& 4111  Historiecal (' Pending
Status U Launched { Inactivated

. Lpproved  heriwve 0 Tabled ?
Course I:I 9
Number
| | ?

When your search is complete, you will be

given a list of classes. If a class has the

Course Title

inlcuds long title =zarch

Department m 2 % icon (‘copy’ icon) adjacent Fo it, it
m means that the course can be copied. You
will only be able to copy subjects assigned

to you by the Office of Instruction:

Course Search Results

Actions Department'Couse Number/Title

m m El.l GEQOL 100 Principle= of Geology
09/17/2004 *hotives

‘? —— Modify ——

After you have selected your course to copy (by clicking the copy icon) from your course search listing,
you will then go through the course checklist screens as if you were creating a new course. The process
to creating a new course and modifying a course is basically the same process. Note: The course checklist
will only display the pages that are allowed to be changed based on the proposal type you choose.

Types of Proposal Reports

There are several different types of reports associated with course and program proposals. Following is a
list of the different types of proposal reports. Wherever you see the associated icon, you may click on it to
view the type of report indicated. The report will open in a new window on your browser.

Course Outline
The course outline is the official outline for the course. It provides detailed information about the
course.

Course Curriculum Report
This report gives the technical information about the course proposal or describes the
modifications that you have made in your course outline.
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Ei.l Program Impact Report
The program impact report is an important report for deans to view. It lists all the courses and
programs that are impacted by a specific course if you were inactivating a course or program.

| Eﬂ Course Changes Report
The course changes report is a new report in CurricUNET. It is only available for course
proposals that are revisions of already existing courses. The information on the course changes
report is a combination of information from the course outline and the course curriculum report.
This report shows changes from the previous course and the newly proposed course.

Now, edit and modify the course as needed.
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Create a Program

Log on to CurricUNET: Type in user name and password. Click m
After logging in, on the main menu find and click “Programs”.

On the next screen click ‘Create Program.’

Welcome, Ken

og O
Lintg Qi My Programs
‘ CurricUNET Home You have no programs to edit.
L Create

L Programs

PooEpens Co-Contributing Programs

Create F'mgram You are not a co-contributor on any programs.

Edit Frograms
Links

ASSIST
Amazon.Com
Bloorms Taxonomy
Califarnia
Articulation Mumber

The following window (or something very similar to it) will appear:

Create a New Program

Program Title | | 2 | Program Title— Enter the title of the new program.
Schoolfs)* [T school of Mathemwatica, Science, and
peeE st School(s)— Check box the school or schools that the
Discipline  [6E0G ¥] ? program will fall under (the list of schools that you see is
P S limited to those that you have “rights” to. If you do not see
the appropriate school, contact the Office of Instruction.
Discipline— From the pull-down menu, select the
program discipline.
S
- ?
Program Rational— Enter the program rational.

Click the [Save] button when you have entered the aforementioned information. You will now be on the

Program Construction Main Menu

Program Title creating a Program b lick ‘AddaC
Co-Contributor There are no Co-Contributors for contributors, click on ato-

(] this program. Contributor’ and follow these instructions:
Ldd & Co-Contributor

Program Construction Main Menu. If you
would like to add one or more co-

Create Co-Contributor Co-Contributor— Select the co-contributor
Title Using CurricUNET

from the drop down list

Co-Contributor |Alvarez, Irma = 2

Screen Rights [T cgver
Check All

Descripti Screen Rights— Click the box next to each
ption
Uncheck All

ivards screen the co-contributor will have rights to.
Aemesters Click ‘OK’. You will now return to the Program

ﬂ Construction Main Menu where you can continue
with your program proposal.

b A |
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On the right side of the screen is the ‘Program Checklist’.

Cover

On the ‘Program Checklist’ click on ‘Cover’: J Semesters

Program TitIe|TESTING | ?
Schoolfs) Aeademic Information Services A~
fetrl] + Click

Arts and Comwunication
Business and Information Systems
Continuing Education, Economic and

selectsideselacts

?
Discipline TEST v ?
Proposal Information
Proposed Year: l:l ? Semester: Fall &
Start * ?

Program Type & career’Technical

O Transfer Preparation ?

Program
Goals*
S
?
Program
Needs *
S
?
Program Explain at a general conceptual
Rational level what role the proposed
program, given its stated goals
and objectives, would fulfill in
the curriculum.
Program
Notes
Proposal Type |Hew Program v| ?

e ] Fnsh | covce

Program Checklist

Main
J Cover
O Description
O Award

U Emphasis
U Electives

Note: use the S icon to engage the spell check

Proposed Start— Enter the year and select the semester in which you
want the new program to start.

Program Type— Click on the appropriate Program Type.

Program Goals— Enter the goals of the program.

Program Needs— Enter the needs for this program.

Program Rational— Enter the rationale of the program.

Program Notes—

Enter any additional notes

Save
Click on [Save] to save the information you have entered. The data
entry fields remain available for data entry.

Cancel
Click on the [Cancel] button to cancel the entries on this page.
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Finish

Click on the [Finish] button when you have completed filling out the page.
Once you have clicked “Finish”, a check mark will appear in the checklist a Main
window. pover

O Description
Note: In order to edit a page after you have clicked the [Finish] button, simply |2 Award

3 e
. . L : nloc i
click on the topic in the Course Checklist window. Click the g E:ngpas:s
eclives

button (that will be found at the bottom of the page). You will now be able to
make any changes to the page that you like.

Description

On the ‘Program Checklist’ click on ‘Description’. Enter the requested information. Periodically, click the

[Save] button. In addition, use the S icon to engage the spell check. When you have finished entering
all of the requested information, click the [Save] button then the [Finish] button. You can press the
[Cancel] button to clear the fields. Once you have pressed the [Finish] button, a check mark will appear in
the checklist window.

Award
On the ‘Program Checklist’ click on ‘Award’.

Note: You may only add one Award Type. For additional Awards, you will have to submit another
Program Proposal.

Award Type— Select the Award Type from the
drop down menu.

Program Award

Award Type  |[HEEE
Award Title * | | 2 . L
Award Note — Award Title— Enter the Award Title in the data
entry field.
_ g Award Note— Enter any Award Notes you want
to add to the program.
[Save | P

Save
Click on the [Save] button to save the information you have entered. The data entry fields remain
available for data entry.

Cancel
Click on the [Cancel] button to cancel the entries on this page.
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Finish
Click on the [Finish] button when you have completed filling out the page. Once

you have clicked “Finish”, a check mark will appear in the checklist window. Wi
aln
Note: In order to edit a page after you have clicked the [Finish] button, simply click 3O cover
. L . Unlock ... Description
on the topic in the Course Checklist window. Click the button (that will O Award
be found at the bottom of the page). You will now be able to make any changes to DD ?r‘?gm m Block
. efnnitions
the page that you like. O Attached Files
U Codes

Program Block Definitions

The Program Block Definitions screen is where you will enter the program rules and add courses, i.e.,
prerequisites, semesters, emphasis, electives, etc. Click on ‘Program Block Definitions’ from the

Program Checklist:
Soplw Bl Wi Program Block Definitions— Type in your program

block definition to define the courses taken within the
program. Admissions Requirements are requirements
needed to enter the program. Prerequisites are

S ? prerequisite courses need for the program. Common

Default (L1l Units Calculated): @ C C H

nits (Specify Unit Renge): O ore Courses are courses common to all program
emphases.

nit Renge Courses: Default (All Units Calculated)— Click here for all of

g te |0 ? the course units to be calculated in the total number of

Add [J Finish .
— units for the program.

Units (Specify Unit Range) Click here to select a unit range for the courses.

Unit Range Courses Click on ‘Add’ to add a program block definition.

Finish

Click on the [Finish] button when you have completed filling out the page. Once you have clicked
“Finish”, a check mark will appear in the checklist window.

Note: In order to edit a page after you have clicked the [Finish] button, simply click on the topic in the

Course Checklist window. Click the button (that will be found at the bottom of the page).

You will now be able to make any changes to the page that you like.

Save
Click on [Save] to save the information you have entered. The data entry fields remain available for data
entry.

Program Block Definitions List

The Program Block Definitions list will display the areas that you have added from the ‘Program Block
Definitions’ window . In order to access a page,

Edit Block Definition Add Courses

/ 4 [Prerequisites Courses click on the page of choice (using the example

/ %  |[fecond Semester Courses below, the next page that we will open is the ‘First
/ % |[sumer Session Courses Semester’ course listings):

J R Third Semester Courses

;}7 ‘}{, Fourth Semester Courses

J 2 First Semester I Courses 35




To add a course, click on the [Courses] button. You can cancel at anytime by pressing the [Cancel]

button.

First Semester

Discipline |aceT_facer) 5 ? Discipline— Select the discipline from the drop down

Course [101 Principles of Accounting I Active 4 ~|

Condition 2 menu.

22‘1ﬁ§?§5MESTER|" felect Semester—- v ? Courses— Select the course from the drop down
menu.
Condition— Select the condition (relationship the

s 7 new course has to the one below it). If this is the first

ggﬁewigiefiﬁ;Effeabigrfﬁé E:ﬁ:is course in a series, leave the condition box empty. For
R g:;"gﬁzzgmmcg? e additional courses choose:

[ Jwl | e ‘and’: Example: ACCT 101 and ACCT
vy ) 102 (Says that both of these are required).
Exception y q

e ‘or’: Example: ACCT 101 or ACCT 102
(says that one or the other is required.)
s? Comment— Enter any comments. For example:

Total Hours = 0

“Courses required for the major”, “Select six courses
(units) from the following”, “Required courses that form the Business core”. See catalog for additional
examples.

Exception exists— Click ‘No’ if there are no exceptions to the aforementioned rule. Click ‘Yes’ if there
is an exception. If you click ‘Yes’ describe the exception in the Exception text box.

Add— Click on the [Add] button when you are finished adding the course entries.

Second Semester Courses

You can now either add another course to the list:
Edit‘Delete Disc'\Course # Hours Condition| s ; . .
7Y G pus 101 5 and Add Course’ or ‘Done’. Continue through each

Total Hours 3 section of ‘Block Program Definitions’ until you have

Add Course finished the entire section.

Attached Files

The Attached Files screen is where you will view, add, or drop files which correspond to the program
(i.e., syllabi, sample assignments, advisory board minutes, etc.). This step is optional.

1. Enter the file Title in the text box Attached File Upload

2. Click [Browse...] to search your computer Title | K
for the file you want to attach then click [Open]

. Cila [ | == — ]
to select the file. . Attached File Upload
3. Click [Add] to add the file to the .
Title | | ?

proposal. The title will display on
the screen as a hyperlink in blue. File | [ Browse.. | ?

[ |
Attached Files




4. To remove an attached file click [Drop]

Click on [Finish] when you are completely done filling out all required fields. When you have finished a
page a summary of the information entered will display. Also a check mark will appear in the checklist
that shows that this page is complete.

To edit a page after you have clicked Attached File Upload

[Finish] click on the page from the
Unlock
checklist and then click [Unlock] to -
Attached Files

display the entry fields.
test

After all the entry fields are finished and are checked off the proposal is ready for phase 2 of the process
“Audit”. Refer to the “Audit to Pre-launch” section of the user guide for detailed instructions on how to
proceed with your proposal.

Revise/Modify a Program

To modify a program:
1. Click the Program text link under the ‘Search’ submenu.
2. Select Program area from the dropdown menu. Select Active for Programs currently offered. Select

Historical for Programs no longer offered. Select All to

view active, inactive, and current proposed programs. ® n11 O active O Historical
. . Status ) Pending ) Launched ) Cancelled
3. Type in the Program Title d
yp g @] Approwved O Hold ?
4. Click [OK] Program Title | | ?
[oK

5. Click the copy icon (B2) that corresponds to the program you will be modifying.

Course Search Results

Actions Program Status
m ‘? test Pending

This will take you to the Revise a Program screen where you will select the “Program Proposal Type”.
Click [Copy ] to continue or [Cancel] to cancel your action. You will then be taken to the Program
Construction Main Menu where you will continue modifying the program using the Program Checklist
located to the right of the screen.
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Suul:hwesl:e_r-n

College

Program Checklist
Program Construction Main Menu Main

‘ CurricUNET Home Program Title test U Cover
L-E?Eate Co-Contributor There are no Co-Contributors for g Description
Er%%r_ams (s this progeam. a Award

it ngram Add a Co-Contributor Semesters
Edit Program U Emphasis
i ;d U Electives

O Attached Files
O Codes

Hess, Shelly
Cover has not heen

Cover

Click on [Cover]

Review and complete all appropriate sections on the Program Cover page.
1. Enter a proposed start semester (effective term).

2. Enter the program goals and objectives

3. Enter the rationale for the revision. Use [Help] buttons for assistance.
4. Enter any additional notes.

Program Fill ir]
Rational
S
?
Proposal TypelPngrarn Revizion v| ?
[Save |

Click on [Save] to save the information you have entered. The data entry fields remain available for data
entry. The [Save] icon will appear throughout the checklist pages with the same purpose, to save the
information you have entered.

Click on [Finish] when you are completely done filling out all required fields. When you have finished a
page a summary of the information entered will display. Also a check mark will appear in the checklist

that shows that this page is complete.

To edit a page after you have clicked [Finish] click on the page from the checklist and then click [Edit] to
display the entry fields.
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Description

Review and complete all sections on Program Description page

1. Review and revise Program Emphasis if required

2. Review General Program TOP Code for appropriateness and change if necessary. Note: There is a
new edition for TOP Codes, which is available by clicking the [More] button from the onscreen help
area.

3. Select OES code if known.

Program Checklist
Program Description Main

Page Last Zaved on Frday, Iar 18, 2005 at 240 FIJM g EWET
iption
By Shelly Hess escrip
— ¥ Y O Award
Elll|]l|l'ﬂ$I5 Recommended Electives: . U Semesters
BITS 148 Developihg & Starting a '} Emphasis
HNew Business O Electives
BETS 149 Operating & Managing a o .
Fusiness S Attached Files
Certificate of Achiewvement - bl ? D Codes
- none - v
Top Code o
S spell Check
OES ':"3_"('95 13002 .00 Financisl Managers F P
ettt = il 12005.00 Persconnel, Training, and L Help
selectsideselects | )2 nna 00 Purchasing Managers '.Indi[:ates Required
13011.00 Marketing, bLdvertising, an Field
13014.00 Adwinistrative Services Ma +
? Help
There is currently no
help avalable for this
Page.

Click on [Finish] when you are completely done filling out all required fields. When you have finished a
page a summary of the information entered will display. Also a check mark will appear in the checklist
that shows that this page is complete.

To edit a page after you have clicked [Finish] click on the page from the checklist and then click [Edit] to
display the entry fields.

Program Award(s)
1. Add additional Awards by filling out the required fields and clicking [Save]

2. To edit an existing award click on Edit ( J ) icon of the award name. Make the necessary changes and
click [Save].
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Click on [Finish] when you are completely done filling out all required fields. When you have finished a
page a summary of the information entered will display. Also a check mark will appear in the checklist
that shows that this page is complete.

To edit a page after you have clicked [Finish] click on the page from the checklist and then click [Edit] to
display the entry fields.

Program Block Definitions List

1. To add a ‘Program Block Definition’, type in the new definition and click on the [Add] button.
2. To edit an existing ‘Program Block Definition’ click on the scissor icon.
3. To edit an existing ‘Program Block Definition’ click on the pencil icon.

Rules/Courses

1. To add new ‘Program Block Definition’ click on the “Program Block Definitions’ hyperlink from the
drop down menu, enter the rule in the text rule box.
2. Select the Default (All Units Calculated):

e If you want CurricUNET to display the total number of units of all individual courses entered for
the rule leave the Default option selected. Leave “Unit Range/Number Courses” boxes blank.

e If you want CurricUNET to display a specific number of units for the program block definition
click Units (specify unit range) and enter number of units in the “Unit Range/Number Courses”
box.

e If you want CurricUNET to display a specific number of courses for the rule click [Courses]
button and enter the number of courses in the “Unit Range/Number Courses” box.

3. Torevise an existing rule click on the ( v ) edit pencil to the left of the course/program block
definition you want to revise. Make necessary changes and click [Update]

4. To delete an existing course/program block definition click on the (3{' )scissors next to the area you
want to delete.
5. To Add/Revise courses to an existing block program definition, find the program definition in which
you want to add the courses and click on the [Courses] button.
6. To add a course select subject area using the drop down menu. Note: You can add Active, Pending
and Launched courses to a program block definition.
7. After you select the subject area another drop down menu displays. Select the course number and title
you want to add
8. Select the condition (relationship the new course has to the one below it). If this is the first course in
a series, leave the condition box empty. For additional courses choose:
e and,or—used for non-grouping items. Example: ACCT 101 and ACCT 102 (Says that both of
these are required). Example: ACCT 101 or ACCT 102 (says that one or the other is required.)
e or, ;and—is used for grouping items. Example: BIOL 105 and BIOL 106; or BIOL 107 (says
that BIOL 105, BIOL 106 are required or you can take BIOL 107 and meet both of these
requirements.

e Not —is used for situations when no substitution is allowed.
9. Enter any comments for this course you want to display.
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10. Leave Exception Exists marked as “NO” if not exception exists. If an exception does exist select
“YES”

11. If you select “YES” for an existing exception describe the exception in the text box provided.

12. To edit existing courses for a program block definition, use the [Arrow] buttons to move courses up
or down in the series. Use the pencil icon to edit the course or the scissors icon to delete the course.

13. After all edits/additions are complete click [Done]

14. Continue to enter/revise courses for all program block definitions.

Click on [Finish] when you are completely done filling out all required fields. When you have finished a
page a summary of the information entered will display. Also a check mark will appear in the checklist
that shows that this page is complete.

Attached Files

The Attached Files screen is where you will view, add or drop files which correspond to the program.
This step is optional.

1. Enter the file Title in the text box

2. Click [Browse] to search your computer for the file you want to attach then click [Open] to select the
file.

3. Click [Add] to add the file to the proposal. The title will display on the screen in blue.

4. To remove an attached file click [Drop]

Click on [Finish] when you are completely done filling out all required fields. When you have finished a
page a summary of the information entered will display. Also a check mark will appear in the checklist
that shows that this page is complete.

To edit a page after you have clicked [Finish] click on the page from the checklist and then click [Edit] to
display the entry fields.

After all the entry fields are finished and are checked off the proposal is ready for phase 2 of the process

“Audit”. Go to the “Audit to Pre-launch” section of the user guide for detailed instructions on how to
proceed with your proposal.
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Step 2—Audit to Pre-Launch

Audit

The Proposal Audit function is the final step after creating the proposal to ensure all required data fields
have been entered. The Audit is automatically done internally by the CurricUNET program when the
[Audit] button is pressed. If the proposal passes the audit the originator is instructed how to go to the
Approval part of the system to pre-launch the proposal. If the audit fails error messages instruct the
originator what needs to be completed in order for the proposal to pass the audit. The audit function also
assigns the correct approval process to the proposal based on the proposal type selected by the originator.
Assigning the correct approval process ensures that when pre-launched the proposal goes to the correct
people involved in that process.

Edit Program After you have completed your course (or program) proposal, and the
test ﬁ!l Checklist is completed (all required pages have check marks), you are
Hess, Shelly ready to Audit and Pre-Launch your proposal. The following icon and

Tou may LUDIT your
Program now.

—m— Click on the AUDIT icon, Audit for CurricUNET to do an internal

audit of your proposal. If the audit is successful, your proposal will be assigned an approval flow and be

message in red will be displayed on the left hand side of the screen:

ready for you to pre-launch it.

Note: If the audit is unsuccessful, you will receive an error message indicating what needs to be done to
have a successful audit. Make the necessary corrections and try your audit again. You can not pre-launch
a proposal if it has not successfully passed the audit.

Audit Complete

When the audit is completed, you will be Your proposal is complete and the audit was

. ¢ . successful.
prompted to Cth on My Approvals. Now follow the link to "My Approvals"™, select
‘My Approvals’ takes you to the approval section TreEulEy Originawr"lzirl;;l THEl CRRETTR Eh2 BEe-
of CurricUNET where you can Pre-launch your Approving the pre-lasunch step, will notify the

. next positions/steps.
proposal into the approval flow.
Hy Approwvals
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Pre-Launch

Clicking on ‘My Approvals’ will display the screen below.
Note: You are now in the ‘Status’ section of the CurricUNET program, where all approval actions are
taken. (Pre-launch is considered an approval action)

Approval Process

Select |Facult5r Originator V|
Role 2

MNext

Click on the [Next] icon, m to see the list of proposals that require an action by you as the

.. . ) ) Action .
originator. Find the proposal you created and click on ‘Action.’ - to Pre-launch. Notice how

this proposal is at the ‘Step: Course Pre-Launch.” After you click on [Action], the following screen will
display. As you can see, the course title, the step you’re taking action on and a description is displayed on
the screen.

Approval Process |

Child Dewvelopment Field Practicum Z5Z.4-
CD

Step Pre-Launch

courses_id

Description Pre-Launch

Comments

S
?

Action -- Select Letion —- v| ?

In the ‘Comments’ field, add any comments if any about this proposal you want to share with those
involved in the approval process. If you have no comments leave the field blank.

When you are ready, click to complete the action. Your proposal has now successfully
been Pre-Launched and will be sent to the next level of approvals before you are required to Launch.
Note: When the proposal is ready to be Launched (you will be notified by email) you will go to “My
Approvals” in the “Track” section of the program to Launch your proposal. (See the Approval Process
section of the user guide for more information).

Track
My Proposals
My Approvals
All Proposals
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After your proposal has been submitted, your screen should look like this example (unless you have other
proposals that require an action in which case they will be displayed here).

Approval Process

ginator

ﬂ[lﬂ!iEIJ f e Course: CD 282A Child Development
A -5 Field Practicum

Step: Pre-
Launch Lewvel: 1

. _ Course: ESL 27B ESL for Child
;[I_m_EI_I ? _‘S Development: Positive Guidance &

Ohservation

Action

Step:

Launch Lewvel: 3
m_m_Ei_l f M Course:  ESL 27CESL for Curriculum |

Step: z

Launch Lewvel: 3
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Step 3-Proposal Approval Process

The approval process in CurricUNET is separate from the proposal creation process, which allows for

faster approval screens and the comments/workflow will now be saved/archived. Pre-Launch and
Launching by the proposal originator takes place in the approval process.

Email notifications are sent out to positions in the approval process. Proposals that require your attention
will be in red text. Black text messages are for your information (FYI) only. FYI messages update you of
actions taken. You do not take action on these proposals and they will not be in your approval queue.

For example after the Department Chair approves a course, they will be notified of approvals by other
positions (ex. School Dean) further down the approval process.

Note: The best way to know if you have an action to take on a proposal is to login to CurricUNET when
you get an email message to check the Status and go to “My Approvals” to see if there are proposals in
your approval queue.

Following are the general instructions/features of the approval process, which will be followed by more
specific information for each individual approval position.

My Approvals

Track To take action on a proposal, login to CurricUNET and click on ‘My Approvals’
My Proposals under ‘Track’ from the main menu.
My Approvals
All Proposals

Selecting Your Position/Role

Click the “Select Role” drop down menu on the ‘Approval Process’ screen and select the position you
hold for the proposal you are taking action on. (Most of the time you only hold one position. Some people
have more than one position in the approval process, therefore they need to select the correct role.) As
an example, say the Department Chair receives an email message to take action. He/She would then select
the Department Chair Position and click [Next]:

I— TN viewing/Selecting Proposals
Select Faculty COriginator [V . . )
Role ssmmaaaaaannnnww | A list of proposals ready for action by the position

selected is displayed (your approval queue). Click

Loademic Senate President Elect

icademic Technology Committes [Action] to take action on each proposal. Note: all

Articulation Officer .. .
IﬁCurriculu:m Committes Co_Chairs positions do not take the same types of action. For
Crl Col Pil|curriculun committee Resource Members example, some positions “approve” proposals while

Curriculuwrn Commwmittes Voting Merbers « . " .

Curriculum Representive others “review” proposals (see the end of this

Dean

bepartment Chair section for more details).

ﬁ[lmELl Instructional 3upport Zervices

Librarian Level

Matriculation Specialist
Vice President for Academic Affairs
Pl Pal Dl 7 Al . Bl AT ECE £ et 1 multiple times at different levels. Be sure to check

the ‘Level’ of the step you are approving. These levels coincide with the levels of the approval flowchart
45

Several positions review/approve the same proposal




Viewing Reports/Visual/Comments

Note that you have access to various reports [i.e. course outline, curriculum report, program impact,
course changes (if applicable), comments and the approval flowchart]. The flowchart will show you the
dates of previous approval steps.

To access reports, click on the appropriate icon:

Cr/ CalPil V' s

Types of Proposal Reports

There are several different types of reports associated with course and program proposals. Following is a
list of the different types of proposal reports. Wherever you see the associated icon, you may click on it to
view the type of report indicated. The report will open in a new window on your browser.

Co Course Outline
The course outline is the official outline for the course. It provides detailed information about the
course.

m Course Curriculum Report
This report gives the technical information about the course proposal.

Ei_| Program Impact Report
The program impact report is an important report for deans to view. It lists all the courses and
programs that are impacted by a specific course.

| .Cﬂ Course Changes Report
The course changes report is a new report in CurricUNET. It is only available for courses
proposals that are revisions of already existing courses. The information on the course changes
report is a combination of information from the course outline and the course curriculum report.
This report shows changes from the previous course and the newly proposed course.

Selecting Action, Making Comments, and Submitting Action

Click on the ‘Action’ drop down menu for a list of possible actions you can take. (If you can only take
one action it will be displayed). Select the appropriate action, type any comments you wish in the
‘Comments’ text box, and then click [Submit].

Once action is taken, the course is no longer in your

Bl gt

approval queue:

(Banes - @yinio B Custonizo

2 ] M - 4 G a8
Links
Screer faria More®
Southwestern a
College )/
el




Check Status

How to Check the Status on Your Proposals

Login—Login to CurricUNET.
Track—From the CurricUNET home page select ‘Status’.’
My Proposals—Select ‘My Proposals.’

Lo

Track
hly Proposals
My Approvals
All Proposals

Check Status—Once the screen refreshes select the [Check Status] button next to the course or program

proposal you want to check.

All Proposals

Courses

Mo Courses.

Programs

Remove Proposal

Check Status

Familvy Support
Fpecialist 250

Remove Proposal
Check Status

test Z52

Check Status

The next screen will show you which

levels in the approval process have been signed off and which levels are still pending. Comments made
regarding your proposal are visible to read. The course reports and visual are available to view.

test
Grigination 2005-03-18 16:11:24
Process Version Program Modification

Visual Hide/Yiew Comments

L 1:1
Step:Z43 Pre-Launch EVE

E
Action: Pre-Launch Done 03/18/2005

Faculty Originator

Shelly Hess: 18-Mar-05 04:40 P
Fre-Launch

Lewvel:2
R

Matriculation Specialist

Step:Z44 Matriculation Specialist




Hide/View Comments—To
hide/view the comments by
those who have signed off on
the proposal select the
[Hide/View Comments]
button.

Visual—To view the
approval flow chart, select the
[Visual] button.

{_ Slide to zoom

test Frint

=

cadem ¢ Teehnology Arfleulation Cmesr CurmeUium Reprssenfive
Commlthe

How to Check the Status on All Proposals
Track—From the CurricUNET home page select ‘Status.’
All Proposals—Select ‘All Proposals.’

Artieulation Crfizer

Cean Cepartmant Chalr nstrugtional support Lioranans
Services

031805

Launch

Librarlans Matriculation Spaciall it

1

Departm ant Chalr

Check Status—Once the screen refreshes select the [Check Status] button next to the course or program

proposal you want to check.

The next screen will show you which levels in the approval process have been signed off and which levels
are still pending. Comments made regarding the proposal are visible to read. The course reports and

visual are available to view.

All Proposals

Remove Proposal

Check Status

Remove Proposal
Check Status
Remove Proposal
Check Status
Remove Proposal
Check Status
Remove Proposal

Check Status

Remove Proposal

Check Status

L,J 1588 Comounity
Felation=s 6245

AJ 216 Latent
Fingerprint Examiner
6206

ART 100 Drawing I 6243

ART 101 Design I 6249

ART 102 Drawing IT
62584

ART 103 Design II 6321
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Hide/View Comments —To hide/view the comments by those who have signed off on the proposal select
the [Hide/View Comments] button.

Visual—To view the q:_ slide to zoom test Frint
approval flow chart, select the 3‘
[Visual] button.

cademic Technology Arfleuiation CTcsr Curmeuium Reprassntive Cean Cepartm snt Chalr nsfructional support Liranans
Committes Servlees

¥313/05 -|-

riiculation Crficer Librarians Matrieulation Specialst

Cepartm ent Chalr

Historical Proposals

Historical Proposals is where the original approval work flow for proposals that have been sent back to
the originator are stored until the new approval flow is completed and the course or program is
implemented. Proposals are stored in order to have a record of why the proposal was sent back to the
originator. To view the work flow and comments follow the same procedures as stated above for My
Proposals and All Proposals.

Places to view Proposal Reports

The reports associated with course and program proposals can be viewed from several different places in
CurricUNET. After navigating to the screens detailed below you may view an available report by
clicking on the corresponding icon. There is a legend on the screen to help. Here is a list of the various
places:

Create/Edit Proposal > Courses (or Programs) > My Courses (or Programs)
Search (logged in) > Course (or Program) > Search Results

Search (not logged in) > Program (or Course) > Search Results

Track > My Proposals (or All Proposals) > Check Status
Track > My Approvals > Select Role

Searching

Search Function

The search function is used to locate course(s), program(s) or user(s) based on certain criteria. Usually
searches are done for a course or program in order to copy it to create a new proposal. A user can search
to locate other CurricUNET users. You can be very specific in your search or broad. Following are
instructions on how to search for courses, programs or users.
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Search for Course(s)
From the CurricUNET Main Menu select ‘Course’ under the ‘Search’ menu heading.
Note: The search function is available whether you login to CurricUNET or not.

After clicking ‘Course’ the following screen appears:

*® 111 O Historical O Pending
O Launched D Inactivated
Status
{::' Approved ':::' Lotive {::' Tabhled
'D Hold ?
Louse ?
Number

| | ?

inlcude long title =szarch

Department v ?

Course Title

oK

Select the criteria to narrow your search by filling in the corresponding fields. For a broader search select
‘All’ for the criteria you want to use.

Status—Indicates what type of proposal you are looking for in your search. For example if you only want
to view historical proposals (no longer active) click “Historical”.

Course Number—If you know the course number you are searching for enter it here. This field is usually
used with the Subject Area field and/or Course Title field

Course Title—If you want to include the course title in your search enter it here. Check the box if you
want to include the long course title in your search

Department—To search for a course by Subject Area click on the drop down menu to select the specific
subject area for your search. This is the most popular way to search for a course.

Search Results—Your results will display the course(s) that are found based on the criteria you select
From the list of displayed courses you are able to view the proposal reports.

Search for Programs
From the CurricUNET Main Menu select ‘Programs’ under the ‘Search’ menu heading.
Note: The search function is available whether you login to CurricUNET or not.

After clicking ‘Program’ the following screen appears:

Program Search

® 111 O ietive O Historieal
Status (0 Pending ) Launched O Cancelled
O ipproved () Hold

Program Title | | ?
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Select the criteria to narrow your search by filling in the corresponding fields. For a broader search select
‘All’ for the criteria you want to use.

Status—Indicates what type of proposal you are looking for in your search. For example if you only want
to view historical proposals (no longer active) click “Historical”.

Program Title—If you know the title of the program you are searching for you can enter in the data entry
field.

After you select the college the page will refresh and you will be able to select a Program Area by using
the drop down menu. Select the Program Area and click [OK]

A list of proposals based on your search criteria will display. You can view the available proposal reports.

Course Search Results

Actions Program Status
m ‘? Business
Management : Fending
eBusiness

m ‘? Central

Service Fending
Technology

m g? Legal Office
Professional
(MOUS) Word Fending
Processing
Specialty

m ‘;l-'\ Baja
California Fending
S3tudies

Searching for User(s)
From the CurricUNET Main Menu select ‘Users’ under the ‘Search’ menu heading.
Note: The search function is available whether you login to CurricUNET or not.

After clicking ‘Users’ the following screen appears:

Name—If you know the name of the user for

Name ? which you are searching enter it in the data entry

System Role |ALL v ? field.

Positions ALL v System Role—If you are searching for a user that
? has a specific system role use the drop down menu

m to select the system role for your search.

Positions—If you are looking for users that hold
specific positions in the approval process select the position type by using the drop down menu.
Select the criteria for your search then click [OK].

User Search Results—A list of users that meet the select criteria will display as well as any information
they have made available about themselves.

To download a ‘Vcard’ for a specific user to your Outlook Contacts click on [Download] for that user.
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Note: a ‘vCard’ is a type of virtual business card. Supported by most email programs including Microsoft
Outlook, it is the Internet standard for creating and sharing virtual business cards.

Personal Profile

All CurricUNET users have a personal profile, which stores a user’s personal information (ex. name,
email address, CurricUNET password, phone number, etc).

To add, edit, or change your personal profile:
Log in to CurricUNET

Preferences > Personal Info
Click the ‘Personal Info’ link under the ‘Preferences’ menu item on the CurricUNET homepage:

The following ‘Personal Information” Screen is displayed:

Personal Information

First N\ame  [shelly | ?
Last Name  [Hess | ?
Preferred
Shell ?
Name | z |
Job Title |Directu:ur of Instructional Serwvices | ?
E-Mail
shezzsldawe. co. ca.us ?
Address | @ |
User Name  [shess | ?
Password ||-|-|-|||- | 2
Paﬁword |.-----..-- |
Confirm
Address 900 Otay Lakes Road
Chula VWista, Ci 91910 s
?
£l [619-arz-6340 | 2
Phone

Add or edit/change any text box and then click “OK.” For typing conventions, click on help fields
(question mark icons) next to each, individual text box. Note: Some of the personal information you enter
on your profile will be shared with other users who may search for your information. The fields that
display during a user search include: Name, Job Title, Address, Business, Fax, Home and Mobile Phone
numbers, Web address, IM Service name and Email address. If you do not want this information shared
with other users DO NOT enter these on your profile.
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Contact Information

Office of Instruction

619-482-6340
619-421-6700 ext. 5801
619-421-6700 ext. 5487

Shelly L. Hess, Director of Instructional Services
Gloria Castro, Instructional Operations Technician

Susan Soy, Instructional Operations Technician

Curriculum Committee

Bob Gauvreau

Vice President for Academic Affairs

Curriculum Committee—Co Chair

bgauvreau @swc.cc.ca.us
x6337

Alma Aguilar

President Elect, Academic Senate

Curriculum Committee—Co Chair

aaguilar @swc.cc.ca.us
X5641

Joan Stroh Curriculum Committee jstroh@swec.cc.ca.us
School of Business and Information Representative x5513

Systems

Todd Caschetta Curriculum Committee tcaschetta@swc.cc.ca.us

School of Arts and Communication

Representative

X5820

Diane Gustafson

Academic Information Services

Curriculum Committee

Representative

dgustafson @swc.cc.ca.us
x6433

Sylvia Felan-Gonzales

Curriculum Committee

sfelan @swc.cc.ca.us

School of Counseling & Personal Representative x5387

Development

Janet DeLay Curriculum Committee jdelay @swec.cc.ca.us
School of Technology and Human Representative x5613

Services

Walt Justice Curriculum Committee wjustice @swc.cc.ca.us
School of Health, PE and Athletics Representative x5868

TBA Curriculum Committee

School of Math, Science, and Representative

Engineering

Leslie Yoder Curriculum Committee lyoder@swc.cc.ca.us

School of Languages and Humanities

Representative

x5806

Barry Horlor
School of Social Sciences and

International Studies

Curriculum Committee

Representative

bhorlor@swc.cc.ca.us
x5835

Patricia Flores-Charter

Academic Senate

Curriculum Committee

Representative

pflores@swec.cc.ca.us
x5300

Veronica Burton
Articulation Officer

Curriculum Committee

Representative

vburton @swc.cc.ca.us
x6383

Diane Branman

Disability Support Services

Curriculum Committee Resource
Member

dbranman @swcc.cc.ca.us
x5235
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Michele Fenlon

Curriculum Secretary

Curriculum Committee Resource
Member

mfenlon@swec.cc.ca.us
x6442

Andrew MacNeill Curriculum Committee Resource amacneill@swc.cc.ca.us
Academic Technology Member x5890
Robin Franck Curriculum Committee Resource rfranck@swc.cc.ca.us

Presiding Chair, Council of Chairs

Member

x5586

Viara Giraffe
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