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Introduction

CurricUNET is an Internet-based software application designed to automate and enhance the development
and approval of curriculum in a multi-campus District. 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 and
administrators. An e-mail 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 District.

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 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 entries, reviews, 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 dynamic and 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.

» Dataentry is table driven, that is; specific codes, selections and conditions are selected from lookup
tables that are maintained in the system. This reduces the chance of inputting errors. 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
only 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, that is; 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 that shows all of the
process steps.

» 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.

» Asdatais input, field checks are performed. Not only do data fields have to comply with specific data
requirements, other fields linked 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 needed by each individual
campus. Data entry and processing is 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.



Choosing a Proposal Type

This section describes the different proposal types (actions) available and who is involved in the approval
process according to District Policy 5300.2. IMPORTANT: Decide before you make your proposal
what type of course or program you are creating so you can choose the RIGHT proposal type. Different
proposal types require different approval processes. Choosing the wrong type will cause you to launch
your proposal all over again resulting in long delays. Using the wrong proposal type can lead to errors in
requisites, transferability, equivalency and repeatability.

PLEASE NOTE: Once a proposal type is selected it can not be changed. If you need to change your
proposal type, you must delete the wrong proposal and start over with the correct proposal type.

Course Proposal Types

Course Activation (Currently active at another college)

This proposal type is intended to activate a course currently offered at another college only. You will be
restricted to the entry fields required to select the activation. You cannot revise a course using this
proposal type. The approval process will include only your college and Curriculum Instructional Council
(CIC). (The other colleges offering the course will be notified for information purposes only).

TIP: On the Cover/Description page, the colleges check marked indicate where the course will
be offered. Therefore DO NOT uncheck colleges from the list. (You will delete them.) Add only
your college.

Course Deactivation (Active at another college)

This proposal type is for deactivating a course at your college only. The course will remain active at one
or both of the other colleges. You will be restricted to the entry fields required to deactivate. The
approval process will include only your college and Curriculum Instructional Council (CIC). (The other
colleges offering the course will be notified for information purposes only).

TIP: On the Cover/Description page — The colleges with the check mark are the colleges where
the course will continue to be offered. Therefore if you are no longer offering the course at your
college “De-select” it on the list by removing the check mark. (A check mark will no longer
appear next to your college.)

Course Deactivation (Not at any college)

This proposal type deactivates a course from the master inventory of courses. The course will no longer
be active at any of the three colleges. (This includes single-college disciplines) You will be restricted to
the entry fields required to deactivate. The approval process will include all three colleges (since
concurrence is required) and Curriculum Instructional Council (CIC).

TIP: Select this proposal type for courses in single-college disciplines (i.e. AVIA, FIPT, COSM,
etc.) When this proposal type is selected for single-college disciplines, there is no need to remove
your college from the proposal, since the course will be completely deactivated.



Course Integration (Including Activation)

This proposal type is for integrating a course outline. It is a type of course revision, but it is specifically
for courses that require integration. You will have access to all the data entry fields so you can make
changes and updates to the course. In addition to integrating, you can also activate a course at your
college using this proposal type. The approval process will include all colleges offering the discipline
(since concurrence is required) and Curriculum Instructional Council (CIC).

TIP: If you want to incorporate aspects of an old course in a new course you can save the Course
Outline as a Microsoft Word document and then cut and paste the parts you want into the new
course proposal.

TIP: If 50% or more of the course has changed it is generally considered a new course, DO NOT
select this proposal type (Integration). If you choose Integration, when the course is actually a
New Course it causes technical and data integrity problems as well as enrollment and
repeatability problems. A new proposal will need to be created and re-submitted. If the new
course replaces the old course, you will need to deactivate the old course, unless another college
will continue to offer it.

Course Reactivation (Not currently active at any college)

This proposal type is for reactivating a historical course. You will be restricted to the entry fields
required to reactivate. You cannot revise a course using this proposal type. The approval process will
include all three colleges (since concurrence is required) and Curriculum Instructional Council (CIC).

Course Reactivation (with Integration)

This proposal type is for reactivating a historical course. You may also integrate it at the same time.
You will have access to all the data entry fields so you can make changes and updates to the course. The
approval process will include all three colleges (since concurrence is required) and Curriculum
Instructional Council (CIC).

Course Revision (Including Activation)

This proposal type is for revising a course. You will have access to all the data entry fields so you can
make changes and updates to the course. In addition to revising you can activate a course at your college
using this proposal type. The approval process will include all colleges offering the discipline (since
concurrence is required) and Curriculum Instructional Council (CIC).

TIP: If you want to incorporate aspects of an old course in a new course you can save the Course
Outline as a Microsoft Word document and then cut and paste the parts you want into the new
course proposal.

TIP: If 50% or more of the course has changed it is generally considered a new course, DO NOT
select this proposal type (Revision). If you choose Revision, when the course is actually a New
Course it causes technical and data integrity problems as well as enrollment and repeatability
problems. A new proposal will need to be created and re-submitted. If the new course replaces
the old course, you will need to deactivate the old course, unless another college will continue to
offer it.



Distance Learning — No Other Action

This proposal type is for adding distance education only to a course. This unique proposal type allows
you to create a distance education proposal regardless of whether another proposal for the course is
progressing through the system. You will have access only to the data entry fields required for distance
education. The approval process will include only your college. (Curriculum Instructional Council and
other colleges will be notified for information purposes only.)

New Course

This proposal type is for creating a new course that does not exist in the master inventory of courses. It
may share some of the features of an existing course. You will have access to all the data entry fields
required for a course proposal. The approval process will include all colleges offering the discipline
(since concurrence is required) and Curriculum Instructional Council (CIC).

TIP: If you want to incorporate aspects of an old course in a new course you can save the Course
Outline as a Microsoft Word document and then cut and paste the parts you want into the new
course proposal.

Special Topic/Experimental Course

This proposal type is for creating a special topics course or experimental course (usually 265s). If you
are proposing a special topics or experimental course, select this proposal type and NOT New Course.
You will have access to all the data entry fields required for a course proposal. The approval process will
include only your college and Curriculum Instructional Council (CIC). (The other colleges will be
notified for information purposes only.)



Program Proposal Types

Program Deactivation

This proposal type is used to deactivate a Program Title (also known as emphasis) within a Program Area.
If more than one Program Title is to be deactivated, a separate proposal is required for each Program
Title. You will have access to the data entry fields required to deactivate a Program Title. The approval
process will include your college, the other colleges at the Curriculum Committee level for concurrence
and Curriculum Instructional Council (CIC).

New Program

This proposal type is for creating a brand new Program Area or adding a new Program Title (also known
as emphasis) to a Program Area. (If you are creating a new Program Area you will need to contact the
Instructional Services office to have the new area added to the list of Program Areas before you can create
the proposal). All data entry fields for a program will be available for entry. The approval process will
include your college, the other colleges at the Curriculum Committee level and Curriculum Instructional
Council (CIC).

Program Revision

This proposal type is used when you wish to make changes to awards within a Program Title (also known
as emphasis) or change the catalog description. Award changes may include the following, adding
awards, deactivating awards, adding or removing courses to awards, etc. All the data entry fields for a
program will be available for entry. The approval process includes your college, the other colleges at the
Curriculum Committee level and Curriculum Instructional Council (CIC).

Program Reactivation

This proposal type is used to reactivate a Program Title (also known as emphasis) that is currently not
active. Only data entry fields required for the reactivation will be available for entry. The approval
process includes your college, the other colleges at the Curriculum Committee level and Curriculum
Instructional Council (CIC).



The Three Steps of the Curriculum Approval Process

Tthe 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 when pre-launched the proposal 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-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. Please 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 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.



Getting Started

To create proposals or take actions in the approval process in CurricUNET you have to be a registered
user. To get a User Name and Password, please have your School Dean contact the Instructional Services
Office at (619) 388-6963.

If you have a User Name and Password but haven’t logged in to CurricUNET before go to
www.sdccdcurricu.net/sdccd2 which will bring up the CurricUNET home page.

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

User Name

Password Log In - Enter your User Name and Password and click [OK]

I 0<
‘ CurricUNET Home

‘Welcome,

Log Cut

‘ CurricUNET Home

Admin
zsers

Look-up Data The various menu items available to you will display on the left hand side of

Approval Frocess the screen. Use them to navigate through CurricUNET to perform the
Help Screens

Reports various functions you need.
Preferences

Fersonal Info

Motification
Create/Edit Proposal

Courses

Frograms
Status

My Froposals

iy Approvals

All Proposals

Approvals By Position
Reports

Search
Course
Frogram
zsers

Help

Wal=§ullil | og Out - To log out of CurricUNET click ‘Log Out’ located above the

’W CurricUNET Home link.




Key to Icons

*

e

G

o

*

Indicates a required field

Arrow up
Moves selected item up in a list

Arrow down
Moves selected item down in a list

Calendar Grid
Click to bring up calendar

Comments

Clicking this icon (in the “My Approvals’
section) allows members of the approval
process to view comments made by
previous approvers in the process.

Course Changes Report

Click for a report on course changes. Only
available for course proposals that are
revisions of already existing courses.

m Course Outline

L

Click for a course outline report. This
provides detailed information about the
course.

Course Curriculum Report

Click for a course curriculum report. This
report gives the technical information
about the course proposal.

Delete / Cut
Clicking the scissors icon will delete or
remove the adjacent entry.

\b

Edit
Clicking the pencil icon allows editing of
the adjacent entry.

Help
Brings up on-screen help regarding the
adjacent entry.

Modify
Clicking the modify icon if you want to
modifying an active or historical course

Spell check

Click to bring up CurricUNET’s on-screen
spell check. Suggestions for unrecognized
words will display.

Supporting Documents (optional)
Click to add any supporting documents.

Syllabus Report
Click for a sample syllabus for the adjacent
course.

Program Impact Report

Click for an Impact report on a particular
program. Report lists all the courses and

programs that are impacted by a specific

course.

Program Report

Click for a complete report on a program.
The report displays all the information for
a program, including all the awards and the
courses required to fulfill the award.

Visual (Approval) Flow

Click to bring up a graphic representation
of the approval flow of a proposal that is in
the approval process. This icon is found in
the “Status’ area of CurricUNET.
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Welcome, Overview of Main Menu

Log Dot
# CurricUNET Home CurricUNET Home
Admin Returns you to main page.
Users
Look-up Data Preferences
Approval Process . . i .
Help Screens Personal Info - Allows you to add any information you wish to share with
Reports other users.
Preferences Notification — Allows you to view your email notifications from CurricUNET.
Persanal Info
Motification
Create/Edit Proposal ~ Create Proposal
Courses Lists any proposals you have created as an originator (regardless of whether it
St:trﬂirams is linked to an approval process). It also lists any proposals for which you are a
My Proposals co-contributor. This is where you would go to create and edit proposals.
by Approvals
All Proposals Status
R E’g‘ﬁgﬁ?ls By Position Lists proposals within the approval process.
My Proposals — lists all proposals you have created as an originator
Search My Approvals — lists all proposals which require you to take action
gr':'nugrfaem All Proposals — lists all proposals within the approval process.
Users Note: Courses which have not been “Audited” in the “Create Proposal” section
Help will not appear in this section of CurricUNET.
s Contacts
n User Guide
. SicYearReview ~ CPOMtS o
Criteria Allows you to view different types of reports based on data in CurricUNET
s How to Print a
Course Outline Search

® Sk-eal Review

: . Allows you to search for Programs, Courses and Users using different search
Course Revision

Instructions criteria. This is where you would search for a course or program and make a
= Dist. Ed. On copy in order to activate, deactivate, revise, etc.
Instructions
m Issues/Suiiestions H eIp
Links Links to any additional help information on how to use CurricUNET

= Approved Distance  LiNKS

Education Courses | jsts links to other helpful websites

s FAG

n Fall 2006 Flex
Presentation

n Instructional
Senvices

n Leajgue for
Innovations 2005

n New Ohwtline of
Topics Tool

n Online Training

n Users Group
Conference
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Help

Throughout the screens in CurricUNET, you will find several areas that offer help. Most help will have
icons that look like this: “* . This icon indicates that an example and/or help are available. To retrieve help
on a specific field click on the icon and a pop up window will appear that looks like this:

Help
Subject

Course subject is identified
by the four letter Subject
Indicator. Please select the
appropriate indicator from
the drop down list.

IT a new subject indicator
is needed, please contact

the Instructional Services
Department at 619-388-6963.

fields to find the course
you want to modify. A
typical search uses the
course mumber and
subject area.

In this example, the user has clicked on the " icon to the right
of the *Subject’ line under ‘Create Course.’

Read the pop-up window entirely; you may also need to scroll
down to read all the help available. This window will give you
specific instructions and/or examples for the field you selected.

Help
If you are modifiying a Also available on the right side of each screen is help that describes the
course, use the critenia particular screens functions. This help looks like this:

If you still need additional help, please call the CurricUNET Help Desk at (619) 388-6502. Our staff will
gladly help you with your questions and concerns.

12



Frequently Asked Questions

Do | have to log in to CurricUNET to get a course outline?

No, anyone can get an outline from CurricUNET for a course offered by the San Diego Community College
District by going to www.sdccdcurricu.net/sdccd2 . 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.sdccdcurricu.net/sdccd?2 then log on by entering your user name and password. Please note that
user names and passwords are case sensitive. Your user name and password are assigned by the district
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 Main Menu. If you have lost or forgotten your user name or
password call the CurricUNET help line at (619) 388-6502.

I've never used CurricUNET before what do 1 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 Instructional Services (619) 388-6963. 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 please contact the CurricUNET help line at
(619) 388-6502. Also look for online video tutorials that will guide you through CurricUNET.

How do | get reports from CurricUNET other than an outline?
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.
They are required when you intend to have a requisite (i.e. prerequisite, co-requisite or advisory) for your
course. The entry skills are generally the student learning outcomes of the course you are requiring as the
requisite. To add an entry skill click on the entry skills page. Under the *‘Add An Entry Skill” heading in the
‘Entry SKill” text box enter the skill required then select the [Add] button. Continue adding the skills you
require using the same procedure. After all skills have been entered you will need to match each skill with
course(s) that fulfill the skill requirements. The course(s) selected will ultimately be the requisite(s) for the
course. For example if you know you want an advisory of ENGL 051 you could enter one of the student
learning outcomes as the entry skill from ENGL 051 (or write your own) in the “Entry Skill” text box then
click on the [Add] button. To match the entry skill to the ENGL 051 course click the ‘Match Outcomes’
button next to the skill. Select ENGL from the drop down menu then select 051 from the next drop down
menu. On the next page that appears you have the option to select any or all of the student learning outcomes
listed by clicking the box next to the outcome. Once you’ve selected all the outcomes that match the skill
then select the [Add] button. Follow the same procedure to match all of your entry skills with student
learning outcomes.
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How do | pre-launch my proposal?

Once your proposal is complete you will select the [Audit] button. The CurricUNET Program will internally
audit the course to make sure it is complete. If the proposal is complete you will be directed to click on ‘My
Approvals’. Select the role of ‘Originator’ from the drop down and then select the ‘Next’ button. The
proposal you intend to pre-launch will appear under the appropriate heading ‘Courses’ or PROGRAMS.
Select the ‘Action’ button. Enter any comment you may have regarding the proposal (optional) then select
the [Submit] button. Your proposal has now been pre-launched.

What does “Audit” mean?

When you select the [Audit] button the proposal is internally checked by the CurricUNET program to make
sure all areas of the proposal have been completed. If the proposal is complete you will be directed to pre-
launch the proposal. If the outline is incomplete you will be notified which pages or areas require
completion.

How do | launch my proposal?

From the CurricUNET HOME PAGE select ‘My Approvals’. Select “‘Originator’ from the drop down menu
and click ‘Next’. Any course you have that is ready for launch will be listed. 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. Select 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 selecting ‘Courses’ or ‘Programs’ under
the ‘Create/Edit Proposal’ heading on the home page. Click on the pencil 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. Once you have selected a page from that list select the [Edit]
button to open that page for editing. 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 can only edit a proposal after it has been launched if the proposal has been put on Hold.
A proposal can be put on hold by the following people; College Curriculum Committee Chair, Instructional
Services Analyst or CIC Chair. Usually one of these people would put a proposal on Hold if it requires
changes. Once the person puts the proposal on hold you, the originator (and any co-contributor) will have
access to go in and edit the proposal. Once you have made any required changes notify the person who put
the proposal on Hold that you are finished and s/he can go in and take the proposal off Hold. Once the
proposal is taken off Hold you will no longer have access to edit.

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

From the CurricUNET Home Page under the *Status’ heading select ‘“My Proposals.” A list of proposals you
have pre-launched or launched will appear. 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. To hide/view the comments select the ‘Hide/View Comments’
button. To see the approval flow chart, select the *Visual’ button. You may also view the other reports
associated with the proposal (Course Outline, Program Report, Curriculum Report, Program Impact or
Course Changes) from the ‘Check Status’ area.
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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. The
proposal may have been completely signed off in the pre-launch phase and just needs for you to launch it.
The proposal may be on hold for corrections or additional information that is required. Please 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 please call the CurricUNET help
line at (619) 388-6502.
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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 by modifying a course or program already in CurricUNET.

Create a Course

Create Course Number, Title and Description

Create/Edit Proposal
Courses

menu.
Frograms

Your screen should then look similar to the example below:

After logging in, click ‘courses’ under ‘Create/Edit a Proposal’ on the main

There are three items under courses that you must choose from: Pilcourse impact Report After
? CurricUNET Home Create Course: Mew course & Experimental/Special Topics Lol course outline Report you
(ﬂeate.fEdll Ropcel Wodify Course: Rewsion, Integration, Activation, Deactivation, Dhistance m .
Courses e Course Curriculum have
Cotrses Education, etc. Report
ElEalE CalEs Wiew WMy Courses: To wew proposals already created EJCuurse Changes begun
Madify Course Report the
Yiew My Courses WARNING: Ttis important to select the correct proposal type. Different || f Edit
Help proposal types require different approval processes. Choosing the wrong || ¥ pamoveDelete process
S type will cause you to launch your course all over agam resulting i long _s_|5yllahus of a
: ﬁle delays. Using the wrong proposal type can lead to errors in requisites,
— o — . S - course

proposal, your course will be listed under ‘My Courses.” As the originator of these courses, you can view
reports, edit course proposals and review. For now, you wish to create a course, so click ‘Create Course’

under ‘Courses.’

) \ ACCT - Accountin Cic hd
Subject gl ¥)

Course

Number” I:l

Course Title |

Short Title * |

Course
Desc *

Short Desc

Prnplllsal --PFlease Select—- hd
Type

The center section of your screen changes to
the “Create Course’ heading, as seen to the
left. This is where you will give your course
its main identity — course number, title, and
description. Fields marked with an asterisk “*’
are required.

Subject

Select the Subject for the course you are
creating. The list only includes subject areas
you are authorized to create. If you need
rights to an additional subject area or a new
subject area needs to be created, please contact
the Instructional Services Department at
(619)388-6963.

Course Number
Enter the course number. Please use 3 digits
for your course number (i.e. 001). If letters are
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used please use upper case only. Using a letter will make the course 4 digits (i.e. 102A). For information on
the District’s course numbering system click on the ! help button next to the entry field.

Course Title
Enter the full title of the course as published in the catalog. The course title should accurately reflect the
course content.

Short Title
If the full title is more than 30 characters please enter a short title for the course. If the full course title is
less than 30 characters the title will automatically fill in here once you click ‘OK.’

Course Description

Enter the course description. The course description is a brief paragraph of approximately 600 characters or
less that summarizes student learning outcomes and content. The course description is the exact replica of
the description as it will appear in the college catalog and on the official course outline.

Short Description

The short course description is utilized for special reports with space limitations and may be added to the
class schedule in the future. Summarize the complete 600 character course description to 100 characters or
less.

Proposal Type

Select the appropriate action: New course - not in current or historical course inventory.

Special Topic course - experimental course not in current or historical inventory. See Procedures 5300.2 for
limitations.

Click ‘OK’ to Save and Continue

When you are satisfied with your entries, Click ‘OK’ to save the information and continue the process of
creating a course. (At this point the beginnings of your course are saved; you would now be able to retrieve
this information under the ‘My Courses’ entry under ‘Courses’ and proceed to the next steps at any time.)
The screen below appears.

If you would like to add one or more co-contributors, see the next page. Otherwise proceed to the ‘Course
Checklist’ heading, page 19.

| course checkiist |
"Use the "Course Checklist” to the right to nawigate through the Main
course proposal entry screens. To save the information you have Q Cover/Description
entered, click on "Save" on the bottom of each screen, Once all Q HoursUnits
|the information 15 included on a screen chck "finsh” to mdicate O sudent Learning
that the screen is completed and ready for the proposal audit” Outcomes
Sl Ontlne ecTsce
Course Number 888 Q Assignments
Course Title Creating a Course O Methods of Evaluation
Short Title Course O Methods of Instruction
Co-Contribitor{s)  Ihere are no Co-Contributors for this - Dislance Ed
course. O TexthooksResources
Add a Co-Contributor Q Supplies
O Entry Skills
Q Requisites
O Library
JiGeneral Ed
Q Artached Files (optional)
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Add a Co-Contributor

Click on the *Add a Co-Contributor’ link to give another user limited access to edit your proposal. The
following screen appears:

Create Co-Contributor You can specify as many co-contributors as you

Short Title Supervised Tutoring/hccounting like, and give each access (including editing

Co-Contributor | inderson, Jason v capability) to different screens/pages of the

gﬁ;ﬁ“ﬂwgms Cover proposal. The purpose of the co-contributor is to

Uncheck All B promote collaboration on the creation of
Objectives )

. curriculum.

Azzignuents

Methods of Ewaluation
Methods of Instruction
Distance Ed

Texthooks

Supplies

Entry Skill=s
Recuizsites

Library

General Ed

Attached Files

OO00O00O0000000000

oc | Concer

Co-Contributor
Use the drop down menu to find the user you want to add to your list.

Screen Rights

For each user, select the areas of the proposal you would like them to be able to edit. You can check and
uncheck all areas by using the links to the left of the list.

OK
Once you have finished entering the user information click [OK]

Cancel
Click [Cancel] to cancel your entry.

18



Course

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 | Student Learning

screen.

In order to complete your course proposal, you must enter all the information |2 Methods of Evaluation
requested under each of the headings listed under the Course Checklist. As
you complete 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 O Library
can click on each page in any order you want. This manual will follow entry
for each page in order from top to bottom.

Checklist

Cover/Description

From the Course Checklist click on “Cover/Description.” Notice the first six entries are the same as the
‘Create Course’ screen. You may make any necessary changes here.

Course Checklist

Main
U CoverDescription
O HoursUnits

Outcomes
U Outline of Topics
O Assignments

O Methods of Instruction
< Distance Ed

U TexthooksResources
O supplies

O Entry Skills

O Requisites

- General Ed
O Codes
O Attached Files {optional)

Course Cover/Description Colleges
Course
Number ° Select TIP: hold down the | college or
ettt ACCT Accounting (Miremar) colleges CTRL key to make | where the
i course m.ultllple ;elecuons will be
within a list
Course Title * |sfd offered.
Short Title ©  [sza CCC Mission
Course Desc * - . .
fds The course must fall within the California
Community College Mission:
Basic Skills/ESL.: courses that prepare students
for success in college-level courses.
| Economic Development: courses that
[100 Characters . .
or Less) contribute to continuous work force
Colleges Cleiey improvement. o _ _
[Tiesa Transfer: lower-division, major preparation,
@l general education, or elective credit.
Vocation/Occupational: entry-level job skills,
CCCMisSIonS  Fasic 3kills/ESL i i ini
fetrl] + Click Economic Development apprentlc_eshlp, work force training. A_co_urse
SelectSeselects | 1) onsrer may fulfill more than one part of the mission.
Vocational /Occupational
Tra!lsfer C3U General Education Transfer OpthﬂS . .
[?ﬂ]"i“;ick TGETE Select the transfer options for the course if any.

selectsideselects

UC Transfer Course List

The transfer options require special application

to different agencies. Consult your college Articulation Officer for guidelines.
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Proposed For
Select the way(s) that this course credit will serve student educational goals.

Course Equivalency
If this course is equivalent to another course or other courses select "Yes."

Equivalency Text

Enter the course and number to which this course is equivalent. If you are replacing an existing course with
this one and have a new number assigned, indicate the previous course discipline (subject area) and number
here. If this course is equivalent to another course in the district, identify that course here using discipline
(subject area) and course number.

Proposed Start
Year: Enter the year for the proposed start date. Please use 4 digits for the format (i.e. 2004)
Semester: Enter the semester for the proposed start date.

Need for Proposal
Please explain the reason or need for initiating this course proposal.

Goal Fulfillment

Goal fulfillment for a proposed course should be designed for lower division students to earn credit towards
the degree, and/or for purposes of transfer, occupational preparation, or career supplementation or upgrade,
rather than for a vocational use. This includes courses that develop the ability of students to succeed at the
college level.

Costs
Enter any additional expense to the present College instructional budget. Please list, to the best of your
ability, the resources needed to offer and maintain this course.

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.

Finish

Click on [Finish] when you are completely done filling out all required fields. A summary of the
information entered will display, showing in red any missing fields. 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.

Cancel Course Checklist
Click [Cancel] to cancel the entries on this page. Main

¥ CoverDescription
Successfully completed entry e g e

If all fields have been completed, notice a checkmark appears next to O Student Learning
‘Cover/Description.” You are now ready to move on to Hours / Units or any other Outcnrr_les :
Checklist entry. O Outline of Topics
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Hours / Units

From the “‘Course Checklist’ click on “Hours / Units’

Course Hours/Units

Class Hours

Lecture Hours  Min: D Mz El
Lah Hours Hin: D Mz D
Units Min: EI Max: D
Other Hours EI
Total FIPT/ADJU
Hours LEC: LAE:

Skills and/or performance lab courses may
Times Taken be repeated. (Max timez taken is 4)
Additional
information
Field Trips |[Required =l

Grade Onl -
Grade Options I = J

Tran_sferf‘[_)eg:ee { Aszsociate Degree Credit & transfer to
Applicability C5U and/or private colleges and
universities

" Aszzociate Degree Credit only and not
Tranzferahle

(" Mot Adpplicable to Associate Degree and
not a basic skills course

¢~ Not ipplicable to Associate Degree,
Occupational /Yocational basic skills

" Not Applicable to Associate Degree,
pre-collegiate basic skills - reading,
writing, computation

¢ Not ipplicable to Associate Degree,
pre-collegiate basic skills, English
as a second Language

& College noncredit course

Lecture, Lab, Units, Other Hours, Total
FIPT/ADJU Hours

Enter the lecture hours, lab hours, units, other hours
or total ADJU/FIPT hours here.

For more information about each entry field click
on the " help button next to the entry field.
Min/Max: Enter minimum number of hours per
week, for a full term, that the class will meet. If the
course has variable hours enter the maximum
number of hours per week, for a full term, the class
will meet.

Times Taken
Enter the total number of times the course can be
taken.

Additional Information

Please enter any additional information regarding
the course that doesn’t appear in any of the other
data fields.

Field Trips

If a field trip is required to fulfill course objectives,
select field trip “Required”. If a field trip may be
scheduled to supplement instruction, select field
trip “May be Required”. If a field trip will never be
scheduled to supplement instruction, select field
trip “Not Required”. Please be advised that an
instructor may not legally take students on a field
trip unless field trip “Required” or “May be
Required” is selected.

Grade Options
Select the type of grading option for the course.

As a Rule: Arts and Science transfer courses are graded. The student has the option to petition for Credit/No
Credit. Occupational courses required for the major must be Letter Grade only. All sections of a course must

have the same grading option district-wide.

Transfer/Degree Applicability

Select the statement that appropriately describes transferability or degree applicability of the course you are

creating. For more information on Transfer/Degree Applicability click on the

help button.
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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.

Finish

Click on [Finish] when you are completely done filling out all required fields. A summary of the
information entered will display, showing in red any missing fields. 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.

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

Course Checklist

Successfully completed entry .
If all fields have been completed, notice a checkmark appears next to “Hours / Kan 2o

) . 8 Cover/Description
Units.” You are now ready to move on to “Student Learning Outcomes’ or any  |g woursinits
other Checklist entry.
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Student Learning Outcomes

From the ‘Course Checklist’ click on ‘Student Learning Outcomes.’

Page Last Saved on Frnday, Apr 16, 2004 at 10:53 AT
By Steve Thyberg

Create Heading
Student
Learning
Outcomes Text
N [Erter one

outcome at 3 time]

Bookkeeping Techniques

Create Heading (optional)

Mark this box to create a heading. Enter heading in
‘Student Learning Outcomes Text’ textbox below, then
click ‘Add.” Your screen will change to reflect your
entry. Note also the screen will show when you last
saved your entries.

Student Learning Outcomes Text

Next, unmark the box to enter student learning
outcomes (enter & add one at a time.) Add additional
headings and outcomes as desired.

Note: Adding text with ‘Create Heading’ checked

creates a new heading. Adding text with ‘Create Heading’ unchecked creates entries under the last added

heading.
Add

Click [Add] after entering each heading or outcome.
After adding a few headings and outcomes, your screen will look something like this:

Page Last Saved on Thursday, Aug 5, 2004 at 950 AW
Ey Laune Van Houten

Create Heading [ ]
Student
Learning
Outcomes Text
= [Enter orne

outcome at a ti me]

Add

Upon successful completion of the course the student
mill be ahle to:
7 % C G Bookkeeping Techmiques

o m 1. Demonstrate the ability to complete the
{i & (e (= sequential steps and procedures of a hormal
payroll cycle.

with your Student Learning Outcomes, click ‘Finish.” A checkmark

appear next to ‘Student Learning Outcomes.’

Editing Tools
You may now use the editing tools next to each entry to
do any editing or re-ordering.

Edit. Click on the pencil next to any entry you need
to edit. Click “‘Save’ when finished editing.

,; Delete. Click the scissors next to any entry you
wish to delete.
' Move Up. Click this arrow next to any entry you
would like to move up in the list.
< Move Down. Click this arrow next to any entry
you would like to move down in the list.
Finish

Main
¥ CoverDescription
& HoursUnits

& Student Learning
Outcomes

0 Outline of Topics

When you are satisfied

will
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Outline of Topics

Click on “Outline of Topics’ on your “‘Course Checklist.”

I outineorTopes |
Page Last Saved on Wednesday, Aug 9, 2006 at 10:38 AN

By Jodie Specht . . . .
The following topics are included in the framework of the course but are not intended as limits on content. C | I Ck On the o rde rEd L I St ICO n E to beg I n " A

The order of presentation and relative emphasis will vary with each instructor. RO man N u me ral I Wl I I ap pear ) Type the mai n

Outline Text

= =
Select the course outline icon 3= te create outline. Use the Decrease Indent Icon = and the Increase

Indent 1con 25 to change the level of he outine, topic. Press the Enter Key to move to the next
[Tives e Fomen ][5 12 oy o[t =11 22 line. A Roman Numeral Il will appear. Add an
Sl elianld 2= additional main topic or click on the increase
=E=E=E=|n 1I<||;::‘;,:'=.:H7I:I<>|
I Fundamentals of businesszes asz applied to accounting indent button L=_1to have a Capltal letter A to
‘];," E‘:ﬁz of businesses appear as the beginning of the subtopic. You can
. 0 3
1. Private continue to use the increase indent button to make
2. Public . .
a National further subtopics. The decrease indent button (==
b. International . . "
I. The role of accounting in business will move the cursor from a subtopic position to a
main topic position.
Path: body = ol = font » li » div.
m |Times Mew FRoman = | |3(12 pty = | |N0rma| I | ge

The outline can be further formatted using the i ; i i : :; ; : % Ei :F Ao
formatting buttons on the title bar. They function e T
similarly to the formatting buttons in Microsoft Word.
m Save
Page Last Saved on Tuesday, Aug 15, 2006 at Click on [Save] to save the mforma_tlon y(_)u have
11:07 AM entered. The data entry fields remain available for data

By Jodie Specht entry.

The following topics are included in the framework of
the course but are not intended az limits on content.
The order of presentation and relative ewmphasis will Cancel

e o e s Click [Cancel] to cancel the entries.
I. Fundamentals of businesses

as applied to accounting Fi':]iSh L o
L. Types of businesses Click on [Finish] when you are completely done filling
== Folfmz at out all required fields. This is what the Outline of
. riwvate . . . ..
> Public Topics looks like once you click [Finish]. A checkmark
a. National has also appeared next to ‘Outline of Topics’ under the

b. Internaticnal c Pt
IT. The role of accounting in Course Checklist.

business ! Edit

To make changes to the Outline of Topics click [Edit].
Eq .
Otherwise, you may move on to the next entry, ‘Course

Assignments.’
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Course Assignments

The formatting for all assignments is the same formatting as the Outline of Topics. For more information see

the on screen help as well as the “ help buttons.

Reading Assighments

Course Assignments

Reading Assignments
Optional Text | |
Assignments

Feading assignments are required and may
include but, are not linited to, the
following:

Optional Text - Please enter any additional
information regarding reading assignments other
than the set text that appears on the screen or the
actual assignments.

Assignments - List and/or provide examples of the
kinds of reading assignments that will achieve the
objectives. It should be evident that these readings
relate specifically to the topics in the outline.

If there are additional reading assignments required
for sections of this course offered through distance
education, please list types and examples here.

Appropriate Assignments that Demonstrate Critical Thinking

Appropriate Assignments that Demonstrate Critical Thinking
Optional Text | |
Assignments

Critical thinking assignments are required
and may include, but are not limited to,
the following:

e

-

 Save [ Finish J Cancel |

Optional Text -- Please enter any additional
information regarding appropriate assignments that
demonstrate critical thinking other than the set text
that appears on the screen or the actual assignments.
Assignments -- These tasks must be reflected
throughout the course outline. Show how students
will do independent, higher order thinking. Refer to
Bloom's taxonomy. Specifically explain which
assignments demonstrate critical

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. If there are additional critical
thinking assignments required for sections of this course offered through distance education, please list types

and examples here.
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Appropriate Outside Assignments

Optional Text
Assignments

Outside assigmments may include, but are
not limited to, the following:

-

-

Appropriate Outside Assignments

Optional Text - Please enter any additional information
regarding appropriate outside assignments other than the
set text that appears on the screen or the actual
assignments.

Assignments - Establish course rigor; state that students
will spend a required two hours of outside preparation
time per unit per week for each lecture unit. Outside
assignments must be sufficient to show independent
work. Identify types of tasks students will do on a

regular basis. (See above section). Identify any special semester projects. If there are additional outside
assignments required for sections of this course offered through distance education, please list types and

examples here.

Writing Assignments

Optional Text

Assignments Writing assignuents are required and may
include, but are not limited to, the
following:

-

Writing Assignments

Optional Text - Please enter any additional information
regarding writing assignments other than the set text that
appears on the screen or the actual assignments.
Assignments - Specifically identify the type of writing
assignments, such as essays, lab reports, journals,
research papers, critiques, etc. Indicate the kind of
thinking necessary to complete the assignments;
emphasize critical thinking tasks. Taking notes,
outlining, problem solving and listing are writing tasks
which are considered appropriate for outside

assignments. Written components of examinations are not identified as writing assignments. If there are
additional writing assignments required for sections of this course offered through distance education, please

list types and examples here.

Save
Click on [Save] to save the information you have entered. The data entry Main

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.

Cancel

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

Finish

@ CoverDescription
& Hours/Units

@ Student Learning
Outcomes

@ Outline of Topics

& Assignments

U Methods of Evaluation
0 Methods of Instruction

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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Methods of Evaluation

Select ‘Methods of Evaluation” from the Course Checklist and the Course Methods of Evaluation entry

Screen appears.

Page Last Saved on Saturday, Aug 7, 2004 at 12:00 PI
By Jeff Iufills
This section defines the ways students will demonstrate
that they hawve met the student learning outcomes.

4 student's grade will be based on multiple measures of
performance unless the course requires no grade.
Multiple measures wmay include, but are not limited to,
the following:

Opt Heading
Essays and research projects evaluated for: -
logic
dewvelopment
complexity of expression
accurate use of sources
JrANmAY
nechanics
In-class essays evaluated for:
content
complexity of expression
organization
JrANmAY
nechanics
Objective and short answer tests based on A
 Finish [ Cancel |
Opt Heading
1. Ezszays and research projects evaluated for:
A, logic
E. dewelopment
C. complexity of expression
I. accurate use of sources
E. grammar

F. mechanics
2. In-class essays evaluated for:
4. content
E. complexity of expression
C. organization
D. grammar
E. mechanics
3. Objectiwve and short answer tests based on
4, class readings and discussions
E. ewaluated for accuracy

B

Optional Heading — Please enter any additional
information regarding evaluation methods other than
the set text that appears on the screen.

Main entry field — Enter the methods the same
way you entered the Outline of Topics. This data
entry field uses the same auto formatting. (Flush left
is the main level. Tab once for topic. Tab twice for
subtopic.)

Note: You may also enter the text by cutting and
pasting a block of text if you have it saved
somewhere else.

Save
Click on the [Save] button often to save your work.

Finish

After you have entered all the methods click on the
[Finish] button. Once the [Finish] button is selected
you can see the auto formatting. To make any
changes to your Methods of Evaluation outline,
click ‘Edit.”

Notice the ‘Methods of Evaluation’ box is checked
on the checklist to the right and the color changes to
green to indicate that this step has been completed.
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Methods of Instruction

Select ‘Methods of Instruction” from the Course Checklist and the Course Methods of Instruction entry
screen appears. This is where you will enter/edit the methods of instruction.

Optional Heading — Please enter any additional

e e P g o s information regarding instruction methods other than
OptHeading  are not limited to, the following: the set text that appears on the screen.
| Methods — Check the box for each method of

|
Methods * L . . . .
| resuss instruction that you wish to include. If you select
[0 vaboratory ) N
] T T s ‘Other (Specify)’ enter the other methods in the text
[] pistance Education box below.
[] other (Specify)
C Az3] d I 1 - . . R
M oo Reiead Busbsnoklon Note: You need to check distance education in this
[0 recture Discussion i A ) A
Al e, St dialog box to allow you to define distance ed options
[] Learning Modules later on.
[0 audio-¥isual
|:| Collaborative Learning
[ shadowing A ) )
Other Methods 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

m m the information you have entered.

Other Methods — If you select ‘Other (Specify)’ enter the other methods in this text box.

Finish

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.

Click [Cancel] to cancel the entries.
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Distance Education

This section allows you to define the distance education requirements for a course.

Course Distance Education
¥ou have no Distance Ed. defined

City

HMeza

Miramar

dd ] Fnish ] Concol

» Select Distance Ed from the course checklist. (If
the Distance Ed option is shadowed go back to the
Methods of Instruction page and make sure Distance
Ed is selected)

« Highlight the college to offer the course through
distance education and click [Add]

Note: Distance Ed information can be different for each college therefore Distance Ed has to be entered

separately for each college.
Course Distance Education

You have no Distance Ed. defined

Delivery Video Course =
=
Methods On-line/Web Based
[etri] + Click Padio Course
selacts/deselects Correspondence
Help Desk
Other =l
Other Methods  0ther method(s) not cowered in the
ghove.
Technigues List the technigues you will use to
used0 ensureé | ensure that the same standards of course
quality fquality will be applied to this course
as to the traditional course.
Evaluation Describe how you will evaluate whether
Method the the students taking this course hawve
achieved the learning outcomes as
specified in the course objectives.
Additional Specify the additional
Resources

resources/materials/information that may
be necessary for you to provide to
ztudents to ensure that the standards of
course quality and student success are
achiewed.

Y

o

After the first time you click [Add], you will go
directly to the following screen.

Note: To add Distance Ed for subsequent colleges,
you will first be taken to a summary screen where
you will need to click on the ¥ edit pencil next to
the relevant college to add your information. Click
on the edit pencil to add the Distance Ed
information.

Delivery Methods — Select all delivery methods.
Hold down [CTRL] key to make multiple selections.
Other Methods — If you selected ‘other’ in the box
above, use this text box to enter those other
method(s).

Techniques used to ensure quality — Type the
techniques you will use to ensure quality in this box.
Evaluation Method — Enter the Evaluation
Methods you will use.

Additional Resources — Enter any additional
resources to be used.

Save

Click [Save] to save your work. This will take you
to a summary screen that looks like this:

Click “Contact Types’ to continue.

Course Distance Education

Edit/Delete College Status
F 8 iy Fending Contact Types
Colleges

Mesza
Miramar
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Contact Types

After clicking *Contact Types,” your screen will look like this:

Distance Ed - Contact Types |

You have no defined contact types.

Contact Type
Frequency *

IChat Rooms

?Lhat = e
Correspondence
E-mail

Field Trips
Group Meetings
Individual Meetings

Library Workshops
Orientation 3essions

Review ZJeszions

Supplemental Seminar
Supplemental Jtudy Jession |-

Add

Distance Ed - Contact Types |

E i’_'E—mail - a2 needed

¥ 7 chat Rooms - daily

E ﬁ Field Trips - one per Semester
b

i’-'l}rnup Meetings - twice per semester

Contact Type j

Frequency * =

Correspondence

+,

Course Distance Education

College Status Contact Types

1. E-mail as needed

Z. Chat Rooms daily
City Pk 3. Field Trips one per

SEMESTEL
4. Group Meetings twice per
FEMESLEY

EEIMEWMMhDdS 1. On-line/Web Based

Other Methods

Technigues used Virtual ecuivalent hours of study
1o ensure guality Equivalent performance requiremnents
Evaluation
Method

Additional
Resources

on-line testing

Contact Type — Click on the “‘Contact Type’ drop-
down menu to define the types of contact the
instructor will have with students and the frequency
of each contact type. Click on a contact type to
select it.

Frequency — Enter the frequency of the selected
type of contact (for example, ‘weekly’, ‘twice per
semester,” etc.) and click on the [Add] button.

Note: Each contact type is added to the table above

the entry fields. The v

. . v o
back and edit that particular entry. The '* scissors
icon allows you to delete the entry.

pencil icon allows you to go

Done
When you are finished adding contact types and
frequency click [DONE]

Additional Colleges

If you would like to enter Distance Education
information for additional colleges, click on the
desired college and proceed as you did for your first
entry. Don’t forget to also add contact types for your
additional colleges.

Finish

Click on [Finish] when you are completely done
filling out all required fields. The following screen
appears showing a summary of the Distance Ed
information entered. Make any necessary changes by
clicking the [Edit] button, otherwise you are ready to
move on to ‘Textbook/Resources.” Notice a
checkmark has appeared next to “Distance
Education’ in the ‘Course Checklist’ to show the
section is complete.
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Textbook / Resources

The section allows you to identify the textbooks and other resource materials for your course.
Select ‘Textbooks/Resources’ from the course checklist.
Click on [Add] to bring up the screen below and enter a textbook.

Course Texthooks/Resources

The recommended texts must cover the Outline of Topics
and be an appropriate instructional tool for achiewving
the objectiwves and implementing the methods of
evaluation and instruction.
Opt Heading
Texthooks
You have no textbooks defined.
Add a Texthook
Author * | |
Title * | |
City | |
Publisher * | |
©Year |:|
Manuals
¥ou have no manuals defined.
Periodicals
You khave no periodicals defined.
Software
You have no software defined.
=
Texthooks
; ﬁ? 1. Albert Stanely. Origins of Mental Tllness, 2Znd

ed. New York:McMillon, =004, ISEN: 2619034335

Manuals
You have no panuals defined.

1. Thomas McCann. Breakthroughs in the Treastment

Periodicals

3: ‘3? of Schizophrenid, Jourhal of Fsychiatry Wolume IIT
2002
Software

¥ou have no software defined.

Optional Heading — You may enter an optional
heading.

Add a Textbook — Enter the textbook information
in the available boxes and click on [Add]. All fields
with red asterisks* are required.

Note: CurricUNET automatically formats the
information to MLA format.

Add Manuals, Periodicals, Software —Perform
the same steps to add another textbook, a manual,
periodical, or software package.

If any of the information is incorrect or needs

revision than click on the 4 pencil icon to edit or
the # scissors to delete the entire reference.
Finish

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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Supplies

This is where you will enter/edit supplies needed for your course.

Course Supplies

You have no Supplies defined for this course.
Add Supplies

Description Copy of the Minnesota Multiphasic =

Perzonality Inwventory test. May be
purchased in the college bookstore.

Add

1. Copy of the Mirnmesota Multiphasic Personality

ﬁ ; Inwventory test. May bhe purchased in the college
hookstore.
Add Supplies
Description "

Description — Enter the supply item required in the
box and click on the [Add] button.

Note: Enter supplies one at a time.

After adding each entry, they appear numbered

above the entry field. To edit a supply click the v
pencil icon. To delete a supply click the
¥ scissors icon.

Finish

Click on [Finish] when you are done adding and
editing supplies. 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.

32



Entry Skills

This is where you will enter/edit the entry knowledge requirements for your course. Entry skills are only
required if you intend to add a prerequisite, co-requisite or advisory to your course.

Entry Skills OptlF)naI Heading — Yo_u may enter an optional
¥You have not defined entry skills. headlng for each entry skill.
Add an Entry SKill Entry Skill — Type in an entry skill and click
Opt Heading | | [Add]. Note: For help in determining entry skills
Entry Skill : - . c HTEL
f‘ble to write college papers click on the ? help button next to the “Entry Skill
data entry field. If you are not adding any requisites
leave the entry fields blank for this page and click
— [Finish].
Add
AR TET ital Match Outcom_es _
Match Ee able to write at a college level For each entry skill added, click on ‘Match
OQutcomes Outcomes.’
Match SKill to Student Learning Outcomes S_UbJECt — Use _the dl’Op-dOWﬂ list that appears to
Skill vital find the appropriate subject area to match your
s SR le"'ﬂJ entry skill. Click on the subject area.
ENGL-English T . .
| e Course — Once the subject area is selected then
Course IDQZA——Persuasive Writing--*Launched® j the course d|a|og box appears
OUtCOMeS [~ (1oe spills such as selecting and Select the appropriate course within the subject area
el S e B selected that fulfills the entry skill.
prepare for writing, and providing )
evidence as support. Outcomes — Select the appropriate outcomes to be
I Write organized essays with a clear matched by clicking in the box next to the outcome.
thezis and evidernce to support it. . i
[ Inplement the various stages of the When you are done selecting the outcomes click
Wwritithg process, including prewriting, [Add]
composing, revising, and editing. '
[T Read college-level texts for the Note: You can use outcomes from more than one
DRLDRSSHOSAC Las SRl stusaton feniblc course to fulfill the entry skill. To enter more
thinking, and writing. .
W Crecie @ mmoEe of ConEEER GEED, outcomes click “Match Outcomes” and follow the
L L L Ty above directions until all outcomes for the entry
ideas effectively and providing
transitions from one sentence to the next. skill are matched.
[T write persuasive esgays of 350+ words
in a 2-hour timed writing. Finish
ET 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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Requisites

This is where you will enter/edit the requisites information for your course.
Click ‘Requisites’ on the ‘Course Checklist’ to add an advisory, prerequisite, co-requisite or limitation on

enrollment. The following screen appears.

Course Requisites

You have no defined course Drerequisite/Corequisite or
Advisories.

Completion of or concurrent enrollment in % %

Cancel

Corequisite:

Prerequisite
Corequisite
Corequisite:
[Advizory

Completion of or concurrent enrollment in

T|&dwvisory: Concurrent enrollment in
Advisory: Completion of or concurrent enrollment in
Limitation on Enrollment:

The following screen appears.

Course Requisites

You have no defined course IPrerequisite Corequisite or

Advisories.

Add Course Requisite
Requisite Type advisory
Condition I 'I
Reqguirement lm
Type
(T:_r':ll:;se AL |[ENGL 084-Uriting Essays 7|
Min Grade
Comment -

Course Requisites

Requisite Sub Area

EditDelete Condition Min Grade
Type Course #
hdvizory ENGL-0G4 C
ma

-

click on the [Finish] button.

Note: If you are not including a requisite to your
course just click [Finish]

Click on the down arrow and select the type of
requisite you want then click [Add]

Note: For help adding the different types of
requisites select the desired requisite, then click the
? help button for that requisite type.

1. Inthis example case, the ‘Requisite Type’ is
an Advisory. Click on the down arrow for
‘Requirement Type’ and select course.

2. Select the appropriate condition for the
requisite. Please click on the ? help button
for detailed instructions and examples for
using conditions.

3. The course(s) identified on the entry skills
page appear on the dropdown menu for
“Course # and Title”. Only courses matched
on the entry skills page will be available as
requisites. Select the appropriate course.

4. The minimum grade defaults to “C” if a
different minimum grade is required then
enter it. Please use a capital letter.

Click [Add] to save the requisite.

The following screen is displayed with your
requisites as each one is added. You may edit or

delete them by clicking on the pencil or scissors icon respectively.

Note: If there is an assessment skill level associated
with the requisite course it will appear on the
display (for this example the W4 is the assessment
skill level for the course in the advisory)

Once you are satisfied with your requisites then
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Library

This is where you will enter/edit any library resource information. Click on Library and from the ‘Course

Checklist” and the following screen is displayed:

Library Resources

Page Last Saved on Friday, Jul 23, 2004 at 11:19 AW
By Jeff Mlls
Description Journal of Psychiatry —

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

List all of your resources in the one box and click
[Add]

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

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.

Library Resources
Page Last Saved on Frday, Jul 232, 2004 at 1122 AW
By Jeff 1ills
Description Journal of Psychiatry

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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General Education

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. The following screen is displayed.

General Education Requirements
Categories

Proposed For

Proposed For © | -Select-

Categories Currently No Categories

General Education Requirements

Proposed For Categories
Proposed For © | -Select- w
Categories -Helect-

District General Education
District Multiculture Requirement
American Institutions/California Go
Other Graduation Requirement.
[C3U General Education
IGETC

UC Transfer Course

Proposed For  Categories
DO Area D, Social, Political and Economic
Institutions and Eehawior, Historical

Background - Sociology and Criminoloogy

Proposed For © | -Select- -

C3U General
Education

-delect-

[District General Education
District Multiculture Requirement
American InstitutionssCalifornia Go
Other Graduation Requirement

C3U General Education

IGETC

UC Transfer Course

Categories

General Education Requirements

Proposed For Categories

Proposed For © | C3U General Education -

Categories [Jal Area . Commmication in the English

Language and Critical Thinking - Oral
Communication

[]AZ Area 4, Communication in the English
Language and Critical Thinking - Written
Communication

[]AS Area 4, Communication in the English
Language and Critical Thinking - Critical
Thinking

[]Bl Area B. Physical Uniwverse and its
Life Forms - Physical Science

[]BZ Area B. Physical Uniwverse and its
Life Forms - Life Jcience

[]BS Area B. Physical Uniwverse and its

Life Forms - Laboratory Activity
=

Proposed For Categories
D0 Area D, Social, Political and Economic

C3U General
Institutions and Behavior, Historical

Education

Background - Sociology and Criminoloogy
District
General DI Social and Behavioral Sciences
Education

B

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 - Click on the drop-down menu for “Proposed
For” to select the general education area the course is being
proposed for.

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 please
consult your articulation officer.)

When all appropriate categories are selected click [Save]

The general ed area and the categories selected will display.
Use the dropdown menu to select another area for which the
course will be proposed.

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 are
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.

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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Attached Files

This is where you will view, add or drop files which correspond to the course. This is an optional section.
You may wish to include a document which supports your course—perhaps a report which justifies the
course addition to the curriculum or information which explains in more detail a portion of the course.

Attached File Upload

Title

|Guide to Weh Researci

File

|C:\,D ocuments and Setti | Browse...

Attached Files

Attached File Upload

Title | |

Browse. . |
 add | Finish | Cancel |

File I

Attached Files

Guide to Weh Research

Title - Enter a title for your document.

File - Do not type the location of the file in the next

box, instead, click on the [Browse] button and locate

your document. Locate the file on your computer

then highlight the document you wish to attach and

click on the [Open] button. Click on [Add] to attach
it to the course proposal.

The screen to the left appears. Note that the title of
the document you selected is now displayed in blue
type under Attached Files.

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 next the file.

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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Completed Course Checklist

Course Checklist

Main
& CoverDescription
8 Hours/Units
¥ Student Learning
Outcomes
& Outline of Topics
& Assignments
¥ Methods of Evaluation
8 Methods of Instruction
8 Distance Ed
B TexthooksResources
d Supplies
& Entry Skills
¥ Requisites
& Library
¥ General Ed
& attached Files {optional)

After all the entry fields are finished and are checked off the proposal is ready

for step 2 of the process: “Audit”
Please 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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Revise a Course

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 modifying an active or historical course. The instructions below give you
a detailed example of how to revise a course.
1. Loginto CurricUNET.
2. From the home page of CurricUNET click on “Courses” under the sub-menu “Create/Edit
Proposal.”
3. Once this is completed, the screen below will be displayed. To revise a course, click on “Modify
Course.”

Welcome,

There are three tems under courses that you must choose from:

fccurricUN!ET Home Create Course: New course & Experimental/Special Topics
:%a;s:if; RIEessl Wodify Course: Bewvision, Integration, Activation, Deactivation, Distance
Courses s - This takes you to the course search
Bl GllEe View Wy Courses: To wiew proposals already created y
Madify Course screen.
View My Courses WARNING: It iz unportant to select the correct proposal type. Different
Help proposal types require different approval processes. Choosing the wrong
type will cause you to launch your course all over again resulting in long .
: 322%11';«.('9 delays. Uaing the wrong proposal type can lead to errors in recuisites, Note: You can also select a course for

= Six-Year Review transferability, equivalency and repeatability. Please IMote: Cnce a

Criteria proposal type 15 selected it can not be changed. If vou need to change your
- %& proposal type, the proposal must be input again using the correct proposal
Six-Year Review type. Course Proposal Types List. If you are uncertain of what proposal
Course Revision type to choose please contact your Curticulum Eeview Committes Co-
Instructions Chair.

m [Dist. Ed. Only
Instructions

Issues Suggestions

revision by going directly to the course
search screen

When you click on “Maodify Course,” your next screen will look like this:

Course Search

@ a11 O Active O Historical

Status
C‘ Pendineg O Launched O Approved

Course Number |:|
|

Course Title

|:| inlcuds long title =esacch
Colleges [1-a11- Oeicy [IHesa [Miranar
Subject Area -hll- L

Dﬂheck If Search Is For Distance Ed. Proposal.

1. Select the Subject Area, this field is the
most important for your search, other
fields are optional.

2. You may choose additional search criteria
by selecting the different options on this
page.

3. Click [OK]

Note: If the type of proposal you want to do is for Distance Ed ONLY. You must check the box under the

subject area drop down menu.
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When your search is complete, your result will come up like the example below.

Course Search Results
Actions % Course Area Course Number Title

Duane Short

Hanl Resirer

ACCT 044 Supervised Tutoring in

i Accounting *Active®
Cd S pil g
c.[l QI 7 City,Mesa, Miramar

Curricunet ¥ersion 2
“ ACCT D450 Applied Application and
m EI.I c.[l Software Skills *Historical*
m QI ‘7 City,Mesa, Miramar

= ACCT 0455 Applied Application and
m EIJ m Software Skills *Historical*
7

Mesa,Miramar, City

This icon indicates that the course can be modified.
You will only be able to modify subjects assigned to you
by your Dean.

For Example:

‘ACCT 102’ to the left has this icon and can be modified,
other courses that are listed but do not have this icon
cannot be duplicated.

Course Modification - When you have found the course you wish to revise, click on the modify icon.
You will come to this screen below. This screen will start the process of the “Course Modification.”

Course Modification Please edit and modify the course as needed.
Course Number
Course Title |Test. - Introduction to Oceanography | Proposal Type - Erom the drop down menu under
Short Titl Introducti o h . ,
. 0 DE T e i el Proposal Type’, please select what type of course
LISES Thiz iz an introductory course - - £ H B H .
designed to acquaint the student modification this will be. The drop down menu is
with general oceanography. The displayed below with your options. Then click
topics include history of
oceanography, sea floor [OK]
kbl S ol el el hd Note: Once a proposal type is selected it cannot be
Short Course :
e EE:,;?E;D oceanography basics Changed.
For more information on which proposal type to
Subject BIOL - Biology » choose, please see the “Proposal Types” section of
Campus Mrity the user guide.
Hesa
DHira.mar

Proposal Type

Course Reactiwvation [(not currently a »

Jok | Cancel |

Proceed by using the ‘Course Checklist’ in the right hand column. For ¥ Student Learning
detailed directions regarding the ‘Course Checklist,” consult “Creating a
Course” in this user guide.

Note: The course checklist will only display the pages that are allowed to be |® Methods of Evaluation
changed based on the proposal type you choose. @ Methods of Instruction

Main
¥ Cover/Description
& HoursiUnits

Outcomes
8 Outline of Topics
B Assignments

¥ Distance Ed

¥ TexthooksResources
8 Supplies

W Entry Skills

@ Requisites

& Library

¥ General Ed

¥ attached Files (optional)
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Distance Education Only Proposal Instructions

When you create a Distance Education Only Proposal, you are adding distance education to an active course.
The instructions below give you a detailed example of how to create a Distance Education Only Proposal.

Login to CurricUNET.

Search
Course
Frogram
lzers

Enter search

the course that
create the
education
Usually the

and subject area

NOTE: Be sure
titled “Check if
Distance Ed.

From the home page of CurricUNET click on “Course” under the sub-menu “Search.”

————

& al1 © Active [ Historical
f" Pending " Laumched Approved
Course Number |llea

Status

Course Title

I_ include long title search
Colleges r-a11- City [T HMeza [ Mirawmar
Subject Area |A|:ET - Accounting j

A list of courses that match your search criteria will display.

Course Search Results

Actions

Co
FEI&_H
I

e Be
O
=

e
S
=

y City,Mesa,Miramar

Course Area Course Number Title

ACCT 1162 Financial Accounting
*Active*

Meza,Miramar, City

Helen Webb

ACCT 116A Financisl Accounting
*Historical®

Julie Tunnell

ACCT 116A Principles of Accounting -
Financial *Historical?*

Helen TWekh

criteria to find
you want to
distance
proposal on.
course number
are used.

to check box
search is for
Proposal.”

To create the proposal click on the
“modify” icon, this looks like two

pieces of paper. NOTE: There
may be several entries listed for the
same course number. Be sure to
create your proposal on the “Active”,
s |EEEY red record.
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After you click on the “modify” icon the following page will display. Select the “Distance Learning — No

other Action” proposal type and then click “OK”

Course Modification |
Course

Number
Course Title |Finan|: ial Accounting |
Short Title |Finan|: ial Accounting

Course DESC | [1y);- inrroductory financial -

accounting course provides
instruction in the theory and
practice of accounting applicahble
to recording, summarizing, and
reporting of business transactions -

Short Course

o Introductory accounting course —
Description

which prowides instruction in the
theory and practice of accounting. =

Subject IAEET Accounting

Campus W city

FHES&
V¥ Miramar

Proposal Type IDistance Learning - No Other Actinnj

JOKJ Cancel |

The main proposal page will display. From the Course Checklist displayed on the right side of the screen

select “Distance Ed”

Course Distance Education

EditDelete College Status
ﬁ;‘? :i': Meza Pending Contact Types
Colleges City
Miramar

dd ] Finish § Concel

The following page will display
with a “pending” proposal for your
college. Click on the edit pencil to
fill out the required fields.

Fill out all required fields (marked

with a red asterisk). Then click “Finish”. NOTE: Help information is available for each entry box. Click on

the to display.

Once you click “Finish” the following page displays again. Select “Contact Types” to define how faculty

will contact students.
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| Distance Ed - Contact Types

You khave no defined contact types.

Contact Type |E—mail j

Frequency * every day. -

Add

Distance Ed - Contact Types

ﬁiChat Rooms - once a week.

W
&

W -

i ¢ E-mail - every day.
W

&

ﬁFThreaﬂed Conferencing - as scheduled, twice a week.
Contact Type Correspondence j
Frequency “

Once you click on “Contact Types”
the following page displays. Choose
the type of contact from the drop
down menu. Then type in how
frequently this type of contact will
be used. Click “Add” and the contact
type and frequency will be added to
the proposal. NOTE: Once a contact
type is selected it is removed from
the drop down menu.

Here is what the added contact
types looks like once they’ve been
added. When you have added all
the contact types you want click
“Done”.

w

Course Checklist After all the required information is added click “Finish”. You will notice

Main

& Distance Ed green.

that the “Distance Ed” page listed on the Course Checklist is checked off and

o may AIRET ¥OUE eyt click on the “Audit” button which is on the left side of the page. Clicking the
COULESe NOoTT. . . . . .

“Audit” button runs an internal audit to make sure all required fields have been
m filled out and the computer assigns the correct approval process for the distance ed

only proposal type.

After you click the “Audit” button and the audit is successful. Follow the on-screen instructions to go to the
“My Approvals” section to Launch your proposal into the approval process. Once you have “Launched”

your proposal you are finished.
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Course Six-Year Review

Criteria

Please use the criteria below in your assessment of the course.

1. Is the course content current?

2. Does the catalog description still accurately describe course content? Does it include intended
audience?

3. Are the prerequisite/co-requisite/advisory statements still appropriate?

4. Are all assignments still relevant? (Appropriate Readings, Writing Assignments, Appropriate
Assignments that Demonstrate Critical Thinking, Outside Assignments)

5. Do the required texts have accurate citations and are the publications dates no older than 5 years?

For additional information contact your curriculum review committee co-chair.

Course Revision Proposal Instructions

Even if the course changes are minor or no changes are made, a course revision proposal must be created
and completed the approval process in order to be recorded as a “Six-Year Review”. The type of proposal
you will create is a Course Revision (Including Activation). If the course you are reviewing has NOT been
integrated, you may want to choose Course Integration (Including Activation) as the proposal type and
integrate the course outline at the same time.

Create/Edit Proposal  After logging in, click ‘courses’ under ‘Create/Edit a Proposal’ on the main
Courses
menu.
Frograms

h’ CurricUNET Home
L Create/Edit Proposal
L Courses

From the menu on the left side of the screen select “Modify Course” which will

Courses take you to a screen to search for the course you want to change.
Create Course
mModify Course

Wiew by Courses

. CourseSearch

1. Enter the search criteria to
) ® 411 O hetive () Historical
find the course record Status you
'O' Pending {:} Launched 'D' Approved

want to change.
2. Select “Active” for Cowrse Number [ | Status
3. Enter the course number Course Title |
4. Use the drOp down I:l include long title =sarch menu

to find the discipline Colleges [J-a11- [Jrity [Mesa [ Miramar
5. Click “OK™ Subject Area —All- w

Dﬂhcck If Search Is For Distance Ed. Proposal.
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The course will display in a list after you click “OK”. You will see several icons to the left of the course and
course title.

Click the copy icon (). Clicking

Actions Course Area Course Number Title this icon Cr(_aate_s’ a_new proposal in the
m _S_I El.l P R e Ep—p p——— system, which is linked to the
0 Tevel II *Active* currently active record. (Once the
;[l m —I “‘? Mesa, City

= new proposal is approved the changes
Joseph Halcott will replace the currently active

record.)

After you click “OK” you will see the Course Modification Screen. This screen displays some basic
information about the course. If you are making changes to any of these items, course title or course
description you can make them here or on another screen later.

On this screen there are two important fields that need to be filled out correctly. The first is the “Proposal
Type”. Since you’ve determined that the course requires changes based on the six-year review criteria, you

Course Modification should choose “Course Revision

Course Desc

Thiz course is a continuation of
the study of American 3igm

Course (May Include Activation)” as your
SEEEN proposal type. Please note: If the
Course Title |Ameriu:an Sigm Language Lewvel II | course you are reviewing has NOT
Short Title |

been integrated, you may want to
choose Course Integration (Including
Activation) as the proposal type and

Lancuage [(ASL) at the beginning

. . - integrate the course outline at the
intermediate lewvel. Emphaszis is

on the dewelopment of A5L same time.
vocabulary and receptive skills. b
Short CoMrSe [coo 4 course in American Sign The second important field to be
Description Langquage filled out is the “Six-year review”
field. Please be sure to check the box
Subiect AM3L American Sign Language/Interpreting + | SO those reviewing the proposal know
] that the changes are in relation to the
Campus City six-year review process.
Hesa .
[Miranar Then click “OK”.
Course Bewvizion [(May Include Actiwvat »
Proposal Type

Six Year Review [¢]Check box if revision is for six FEeAar

or ] conce

rewview,
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Once you click “OK” you will be on the main data entry page. On the right side of the screen there are
several data screens listed under “Course Checklist”. Click on each title to display the different data entry

Course Checklist

screens. Make changes as needed per your six-year review criteria.

TTze the "Course Checklist" to the nght to nawigate through the
course proposal entry screens. To save the information you have
entered, click on [Save] on the bottom of each screen. Once all
the information iz inchided on a screen click [Finish] to indicate
that the screen i3 completed.

Course Number 11e

Course Title American Sign Language Level II

Short Title ha

Co-Contributor(s} There are no Co-Contributors for this

COWurse.
Add a Co-Contributor

Be sure to “Finish” each screen as you are done. This will confirm that all required fields have been filled

Main
U CoverDescription
U HoursMUnits

U Student Learning
htcomes

O Owtline of Topics

O Assignments

U Methods of Evaluation
O Methods of Instruction
J Distance Ed

U TexthooksResources
O Supplies

O Entry Skills

U Requisites

O Library

U General Ed

U Codes

U Attached Files (optional)

out. If no changes are being made on a particular screen it still needs to be marked as “finished”. Make sure
all required fields are filled out on the screen (marked with a red asterisk) and click “Finish”.

General Education Requirements

Proposed For Categories

CST General Cz Area C. Arts, Literature,

Education T
Humanities

District General

) C Humanities
Education

IGETC o
Humanities

Philoszophy, and Foreign Langquages -

Area 3. Artz and Humanities -

Proposed For © | -Select-

v]

Categories Currently No Categories
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Course Checklist

Once all the checklist screens are finished (they will be green with a check mark |, yan s
Cover/Description
in the box next to the title) you can complete the proposal process. @ Hoursinits

@ Student Learning
Outcomes

& Qutline of Topics
& Assignments

You may AUDIT vour A blue button with the word “Audit” will appear on the right side of the screen

COUrEe nom. when all required fields are finished. Click on the button to continue the proposal
process. The CurricUNET system verifies all required fields are filled out and it
m assigns the correct approval process for the proposal type you selected.

Once you click on the “Audit” button you should get a message that says the audit was successful, click on
the “My Approvals” link to start the approval flow for your proposal.

Since you created the course proposal you are the “Originator”. Select “Originator” from the drop down
menu and click “Next”.

After you click “Next” the screen will display any proposals you have created which require you to take
action. Find the course proposal you created and note that it is at “Level 1: Pre-Launch” (This is the first
step in the approval process)

Click on the “Action” button. Now you will see the course and title listed and a text box in which to make
comments if desired. The action selected is “Pre-Launch”. Then you are ready click “Submit”

Congratulations! Your course proposal has started the approval process. However you have one more step
to take in the approval process. Once your college’s librarian and articulation officer have reviewed your
proposal you will be required to launch your proposal through the rest of the approval process. CurricUNET
will send you an e-mail message when the articulation officer has reviewed your proposal indicating it is
ready to be launched; then follow these few steps:

Login to CurricUNET with your user name and password.

Click on “My Approvals” from the main menu on the left side of your screen.

Choose “Originator” as the role from the drop down menu and click “Next”

Find the course on your list of approvals (note it is at “Level 3: Launch”) to be launched and
click “Action”

Make any desired comments and click “Submit”

el N =

o

Your proposal will continue through the approval process and be reviewed by the various positions in the
approval process. It may require some minor changes or edits as your college curriculum committee reviews
it and/or when Curriculum Instructional Council reviews it, in either case you will be notified.
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Create a Program

Create/Edit Proposal | After logging in, click ‘Programs’ under ‘Create/Edit a Proposal’ on the main
Zourses

Programs menu.

‘ CurricUNET Home . ‘ ’
L« CreateEdit Proposal On the next screen click ‘Create Program.

L- Programs

Programs
Create Program
Maodify Active Program

On the next screen select your campus.

Create a New Program

Campus -Select- w»

- Select-

Your screen should then look similar to the example below:

Welcome,

Help
2 Create a New Program Zelect your college from
CurricUNET Home the dron d
" Campus I- Select- 'I e drop down menu.
L. .
(E?:E:t:;:rl:l:mpusal Enter the title for the
rogram you are
Programs e d select th
Create Program creatng and select the
Modify Active Pragram Frogram Area.
Links

1. Enter the title of the new program.
2. Select your campus from the drop down list
3. Select the program area and click [Save]. (Under Program Areas you will only be able to access the
programs that have been assigned to you as an originator.) For a new program area call Instructional
Services at (619) 388-6963.
You should then be on the Program Construction Main Menu. On the right of your screen you will see the
Program Checklist. If you would like to add one or more co-contributors, see the next page. Otherwise
proceed to the ‘Program Checklist’ heading, page 47.

Program CheckKlist

Program Construction Main Menu Main
3':“"“:”"!5]- Home Program Title How to Create a Program O Cover
E%T:;::‘nzmpusal Co-Contributor(s) There are no Co-Contributors for this O Description
L Edit Program EESE U Program Award{s}
Add a Co-Contributor U Rules/Courses
Edit Program HJ

QO attached Files {Optional)

Program Title: How to

Help
Create a Program
Program Area: English Youcan add a co-
College: Mesa contributor, someone

Driginator: Wolf, inme
Drigination Date:
0g/16/2004

¥ou give access to your
proposal to make entries
ot changes. Click the
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Add a Co-Contributor

If you wish to add a co-contributor: Click the *Add a Co-Contributor’ text link found on the previous
(“Program Construction Main Menu’) screen.

Program Checklist
Create Co-Contributor Main

3C“rriCUNET Home Title How to Create a Program O Cower

Create/Edit Proposal o

L« Programs P Co-Contributor |Abbott, Dionald v| 0 Description

L= Edit Program ScreenRights [ cover U Program Awar(s)

i Check All L U Rules/Courses

Edit Program E[J Uncheck All ] Description O Attached Files (Optional
[ awards

Program Title: How to D S Help
Create a Program [0 attached Files .
Program frea: Biology There 15 currently no
College: Mesza m help available for this
Originator: Mooney, page.
Sandy
Origination Date: m

1. Select the co-contributor from the drop down list

2. Click in the box next to each screen the co-contributor will have rights to or use the Check All text
link to select all screens, and click [OK]. This will return you to the Program Construction Main
Menu where you can continue with your program proposal.
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Program Checklist

Main

This is where you will find the basic program information that has been entered
using the Create Program screen. This is also where you will add/edit co-
contributor information. Only the co-contributor information can be edited from
this screen.

Cover

Program Checklist

Main
U Cover
U Description
U Program Award(s)
U Rules/Courses
U Attached Files (Optional)

This is where you will enter/edit program information such start year, semester, goals and needs.

Description

This is where you will enter/edit program information such as catalog description, emphasis, Top code and

OES codes.

Program Award(s)
This is where you will enter/edit program award information.

Rules/Courses
This is where you will enter/edit program rules and add courses.

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

The “Program Construction Main Menu’ is where you will continue creating the program using the ‘Program

Checklist’ located to the right of the screen.
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Cover

Program Cover is where you will enter some general program information.

Welcome, Sandy

Log out

3‘ CurricUNET Home
L Create/Edit Proposal
L Programs
L= Edit Program

Edit Program EI'J

Program Title: How to
Create a Program
Program Area: Biology
College: Mesa
Originator: Mooney,
Sandy

Links

s Instructional
Senvices

Program Title

|Honr to Create a Program |

Campus Measa
Program Areas giglogy

Proposal Information

Semester: I"SElECt" "I

Proposed Start Rt |:|

Program Goals
and Objectives

Need for
Program
Proposal

Program Checklist

Main
O Cover
0 pescription
O Program Award(s)
U RulesiCourses
U Attached Files

Help
Link to Curticulum
Standards Handbook
for the Califorma
Commumty Colleges

 Save | Finish [J Cancel |

1. Enter the year and select the semester in which you want the new program to be proposed to start.

2. Enter the goals and objectives the program will fulfill.
3. Enter the need for this program

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.

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

51



Description

The Program Description is where you will enter more specific program information.

Welcorne, Sandy o Program Checklist
=ty Main
f ggg:;’;ﬂ':;&zal Page Last Saved on Tuesday, Tul 20, 2004 at 4.06 P D Cover
L Programs By Sandy Mooney U Description
L Edit Program Catalog _ [Me progren catalog descriprien is U Program Award(s)
Edlit ProgramEI’J Description yhat iz entered in this f£ield U Rules/Courses

U Attached Files (Optional)

Program Title: How to
ar Legend
Create a Program

Program frea: Biology Program |E Spell Check
College: Mesa Emphasis * Help
Originator: Mooney,

sandy Indicates Required Field

Origination Date:

Help

Links

Enter the required
program information
here. For more help
chick the 7 help buttons.
Click [Iore] to wiew the
Taxonomy of Programs

Eareer Options R

n Instructional
Senvices

General

Program Top | 0401.10 Biology v CTQ.P) Codes, 6th
e Edion.

OES CU'.’ES 13002 Financial Managers -~ m
[etrl] + Click 13005 Persomnel, Training, and Labo

selectsideselects | ) 5nne pyyohasing Nanagers

13011 Marketing, advertising, and P
13014 Administrative Serwvices Manag
13017 Froinesring  Mathematicsl ar

1. Enter the catalog description in the text box.

2. Enter the program emphasis. Note: This field is not required for Mesa College.

3. Enter the general TOP code for the program. Note: There is a link to the list of TOP codes and their
descriptions located on the onscreen help. Click the [More] button in the onscreen help box and a
link will be available on the following screen.

4. Enter the appropriate OES codes. (If you have questions regarding TOP codes or OES codes, please
consult your Dean).

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. Click [Cancel] to cancel the entries on this page.
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Program Award(s)

The Program Award(s) screen is where you will enter the award information.

Program Checklist

Y Log Out Program Awardis) Main
CurricUNET Home . . iy
L create/Edit e Award Type Azsociate in Arts Degree A 5 DUVET_ :
L programs Award Title = | | escription
L. Edit Program U Program Awardis)
ol U Rules/Courses
Edit Program PIl Description = ) :
0 attached Files (Optional)
e a g | Legena
Create a Program Legend
Program Area: Biology Award Notes Spell Check
College: Mesza Hel
Originator: Mooney, ‘? -p
Sandy Edit
Origination Date: 33 RemoveDelete
*Indicates Required Field
Links
Specific Award = — 3 T
= Instructional [E0 LT . p
Services m m m Enter mformation for
Award Type Award Title Edit gach award one at a
time and chick [Save].
For more heln chele
1. Select the Award Type from the drop down menu
2. Enter the Award Title in the data entry field
3. Enter the Award Description in the text box
4. Enter any Award Notes you want to add to the program
5. Enter the TOP code that is specific to the Award you are creating. Note: This can be the same TOP

code as the ““General Program” TOP Code or it can be more specific.

Sk

Click [Save]

7. Enter additional Awards following steps 1-6
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After adding your awards to the program your screen should look like the one below. You are now ready to
add the Rules/Courses to the program. If you need to edit the Award, click on the pencil, edit accordingly
and save the changes. To delete an Award click the scissors.

""" ——— Program Checklist
og Ou
‘ = Program Award(s) Main
o CUTICUNET Home Page Last Saved on Tuesday, Jul 20, 2004 at 11:09 AN Q Cover
Create /Edit Proposal On .
L programs By Sandy Mooney escription
L Edit Program Award Type I Certificate of Achievenent j O Program Award(s)
Edit Program Pt/ Award Title | | U RulesiCourses
U Attached Files
Award -
Description
Program Title: How to Help
Create a Program 5
Program fArca: Biology Link to Taxonomy of
College: Mesa _ Progra..tr.ls TOP) Codes,
Originator: Mooney, P—T &th Edition.
Sandy Wl es PN m
Links
= [nstructional =
Sernvices
Top Code -- Select -- j
Award Type Award Title Edit
Azsociate in Arts Degree How to Create a Program. f? 3:
Certificate of Achiewement How to Create a Program ﬁ? 3:

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.

Program Awardi(s) To edit a page after you have clicked [Finish] click
e R ELE P Al e BE ol e, on the page from the checklist and then click [Edit]

By Sandy Mooney ) )
EQ to display the entry fields.
Award Type Award Title
Certificate of Achievement How to create & program Click [Cance|] to cancel the entries on this page.
Lszociate in Arts Degree How to create a program
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Rules/Courses

The Rules/Courses screen is where you will enter the program rules and add courses. You must add the
Rules before you can add the courses.

Program Checklist

Log Out Program Rules Main
’CurricUN!ET Home Ab/RS - How to Create a Program L B Cover
L Create/Edit Proposal Program Award o lDeserntion
L Programs
'+ Edit Program Courses required for the Major: g Program Award(s)
Rules/Courses
Edit Program E[|

Program Title: How to
o Legend
Create a Program

Text Rule * U Attached Files (Optional)

Program Area: Biology Elective Optioh  Check if Recommended Electives: [ ] Spell Check
College: Mesa
Originator: Mooney, Default (ALl Tmits Calculated): G =l
Sandy Tnitz (Specify Unit Range): O ;5? Edit
Origination Date: . _ Courses (Specify Number of Courses): @ E}{' Remove/Delete
L Unit Calculation < Move tem up
ks ~ Move tem Down
Unit Range /Number Courses: I to |0 *Indicates Required Field
= [nstructional
Services
N |IEater a text rule for an
| Edit | Rule |  Award Type/Title Add Courses award, select the award
and other options for the
spectfic rule, Click

1. Select the Award Type from the drop down menu for which the rule you are creating applies.

2. Enter the Text Rule. For example: “Courses required for the major”, “Recommended Electives”,
“Select six courses (units) from the following”, “Required courses that form the Business core”. See
catalog for additional examples. Each part of the award must be entered under each text rule. For
example: “Courses required for the major” and “Plus 15 units from the following”

3. If the text rule you have entered is “Recommended Electives” check the box for “Elective Option”.
Selecting the box keeps the courses in this rule from being calculated in the total for the award.

4. Select the Unit Calculation Option you want for the rule:

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.

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

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.
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Courses required
ca ‘? x’ for the Major:

cG ‘? ‘Xj Recommended

Electiwves

Azzociate in
Arts Degree

program
Azzociate in

Select one course Arts Degree
ca ‘? Ex:' from the following

program
Azzociate in
Lrts Degree

How to create a

How to create a

How to create a

Courzes

Courses

If a rule has a range of units or courses, select Units or Courses button and enter either the Unit
Range or Number of Courses range in the boxes for total units.

Award Add
TypeTitle Courses

Courzes

Click [Add] to add the rule.

Enter additional rules as needed for each
Award Type

The list of rules will display like the
example to the left.

To Add courses to a rule, find the rule & award in which you want to add the courses and click on the
[Courses] button.

W

Traa J ore”

Program Courses:
Award Azsociate in Arts Degree
TypeTitle How to create a program
Text Rule Courses recquired for the Major:

-- 3Jelect Zubject--
Subject
Condition v
Comments
Exception
pxists vES: O wo: &
Exception
For example:

1. Select subject area using the drop down

menu. Note: You can add Active, Pending
and Launched courses to a program rule
After you select the subject area another
drop down menu displays. Select the
course number and title you want to add.
Select the condition. Conditions are used
to group courses together to fulfill the
requirements for the rule created for the
award.

If each course in the rule is required
then the condition is left blank for
each course.

If there are choices between different
courses to fulfill the requirements
then choose the “and” or “or”
conditions to define the
requirements.

If there is a choice between (BIOL 105 and BIOL 106) or BIOL 107 to fulfill the
requirement the conditions are as follows: BIOL 105 ““and”” BIOL 106 “or’” BIOL 107.
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If there is a choice between ECON 120 or 121 to fulfill the requirement the conditions are as
follows: ECON 120 “or” ECON 121.

If there is a choice between CHIL 111 and either CHIL 121 or CHIL 131 to fulfill the requirement
then the conditions are as follows: CHIL 111, CHIL 121 “or” CHIL 131.

4. Enter any comments for this course you want to display.

5. Leave Exception Exists marked as “NO” if no exception exists. If an exception does exist select
“YES”

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

7. Enter additional courses for the rule until all desired courses are selected then click [Done]

8. Continue to enter courses for all rules created.

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.

Welcome, Sandy

Program Checklist

‘ Leg O Program Rules Main
CurricUNET Home Iiﬁl ¥ Cover
L« Create/Edit Proposal @ Description
L Programs I
Ceuprovan | | W TR TTGCT | © Provm
Edlit Program Pl Associate in Arts ¥ Rules/Courses
Courzes remquired for the Major: Degree O Attached Files (Optional)

How to create a program

Program Title: How to Select one course from the PEPDEiaEe dm ARG

Create a Program
Program Area: Biology
College: Meza
Originator: Mooney,
Sandy

Origination Date: ¥ou
way AUDIT your program
now.

following

Reconmended Electiwves

Gelect two courses from the

following

Degree

How to create a program
Azzociate in Arts
Degree

How to create a program
Certificate of
Achievenent

How to create a program

Spell Check

Help

Edit
c%' Remove/Delete
=g Mowve ltem Up
= Move ltern Down

“Indicates Required Field

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.

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

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

step is optional.

Welcame, Sandy

Log ot

‘ CurricUMET Home
L Create/Edit Proposal
L Programs
L Edit Program

Edit Program E[J

Program Title: How to

Program Checklist

Attached Files

| | ¥ Cover
& Description
| H Browse... | & Program Award(s)
m m m B Rules/Courses
U attached Files (Optional)
S ——

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.

Attached Files

Sample file

Attached Files
Sample file

Attached File Upload

4. To remove an attached file click [Drop]
Title | Click on [Finish] when you are completely done
Hle filling out all required fields. When you have
| [(Browse.. | finished a page a summary of the information
 add f Finish [ Cancel |

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”.

Please 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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Revise/Modify a Program

To revise/modify a program: Click the Program text link under the ‘Create/Edit Proposal’ submenu, then

click the *“Modify Active Program’ text link or click the ‘Program’ text link from the ‘Search’ sub-menu on
the CurricUNET home page. This will take you to the Program Search screen where you will search for the

program to be modified.

= [nstructional
Senvices

Program Search

& a1l © active O Historical

Status T Pending T Launched T Cancelled
o Approved

Program Title | |

Colleges I-Selem-'l

Help
Select the critenia for
your search. For a
broader search select

'A]l".
| More |

1. Select College and Program area from the dropdown menu.

a) Select Active for Programs currently offered in the district.

b) Select Historical for Programs no longer offered in the district.

c) Select All to view active, inactive, and current proposed programs.

2. Click [OK]

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

Welcome, Sandy
Log Out
‘ CurricUNET Home
L search
Links

= Instructional

Fad

Program Search Results

Actions Program Status
Pr Biology Pending
Pt 7 Biology for Pending
Eeginners
Prl ‘? How to Create a Pending
Program

E_l Program Report
ﬁ? Edit
Copy

Help

This will take you to the Revise a Program screen where you will select the “Program Proposal Type”.
Click [Save] 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.

[ ReviseaProgam |

Program Title |Bi-:1-:-gy |

Campus Meza

Program Areas giglogy

Program

Please make a selection ¥
Proposal Type J
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Cover

Review and complete all appropriate sections on the Program Cover page.

’m [ Progamcover MR
.- CUrricUNET Home Page Last Saved on Tuesday, Tul 20, 2004 at 4:39 PM Q Cover
Create/Edit Proposal 0 L
L Programs By Sandy Mooney Description
L Edit Program Program Title |BiDngY | O Program Award(s)
Edit Program PI| Campus Mesa O RulesiCourses

Program Areas giglogy

U Attached Files

Program Title: EBiology

Proposal Information

Help

. R Tear: |2005 Semester: IFﬁll 'I .
zr:?m ]';ea' Biology Proposed Start Link to Curriculum
1] efe: (=F=1-1
o Standards Handboolk
Originator: Mooney, Program Goals [zi7] i, N . )
Sandy and Objectives for the Califorma
Commumnty Colleges
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Proposed Start

Year: 2005 Semester: Fall

Program Goals
and Objectives N/4

Heed for
Program
Proposal =

Chatge courses required for the major.

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 Catalog Description if needed.

2. Review and revise Program Emphasis if required (Program Emphasis is not required for Mesa College)
3. Review and revise Career Options if needed.

Page Last Saved on Satrday, Lug 7, 2004 at 7.01 PII

Catalog
Description *

Program
Emphasis *
Career Options ™

General Program
Top Code *

OES Codes
[ctrl] + Click
selectsideselects

By Sandy Mooney

Biology is a natural science that focuses
on physzical and chemical processes of
liwving organisms. This discipline
explores how organisms acoquire and use
energy to maintain homeostasis, how they
reproduce, and how they interact with
each other and their environment.
Scientific processes are enphasized as a
neans of answering these biological
fquestions. Biologists rely heavily on a
chenistry foundation since liwving
organisms are chemical systems.

n/a

none

0401.00 Natural (Life) Science, General 4
generalized study of life, including the
structure, function, reproduction,
growth, heredity, ewolution, behawior,
and distribution of living organisms.

4. 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.

5. Review OES Code to determine appropriateness
and change if necessary. See Dean for
assistance.

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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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 ( 5‘?) icon of the award name. Make the necessary changes and
click [Save].

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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Rules/Courses

10.

11.
12.
13.
14.

15.
16.

To add a new rule select the Award Type from the drop down menu, enter the rule in the text rule box.
If the text rule you have entered is “Recommended Electives” check the box for “Elective Option”.
Selecting the box keeps the courses in this rule from being calculated in the total for the award.
Select the Unit Calculation Option you want for the rule:
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.
If you want CurricUNET to display a specific number of units for the rule click Units button and
enter number of units in the “Unit Range/Number Courses” box.
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.
If a rule has a range of units or courses, select Units or Courses button and enter either the Unit
Range or Number of Courses range in the boxes for total units.
Click [Add] to add the rule.
To revise an existing rule click on the (ﬁ?) edit pencil to the left of the rule you want to revise. Make
necessary changes and click [Update]
To delete an existing rule click on the scissors next to the rule you want to delete.
To Add/Revise courses to an existing rule, find the rule in which you want to add the courses and click
on the [Courses] button.
To add a course select subject area using the drop down menu. Note: You can add Active, Pending and
Launched courses to a program rule
After you select the subject area another drop down menu displays. Select the course number and title
you want to add
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:
&,0r — used for non-grouping items. Example: ACCT 101 & ACCT 102 (Says that both of these are
required). Example: ACCT 101 or ACCT 102 (says that one or the other is required.)
;or, ;:and — is used for grouping items. Example: BIOL 105 & 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.
Not — is used for situations when no substitution is allowed.
Enter any comments for this course you want to display.
Leave Exception Exists marked as “NO” if not exception exists. If an exception does exist select “YES”
If you select “YES” for an existing exception describe the exception in the text box provided.
To edit existing courses for a rule, 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.
After all edits/additions are complete click [Done]
Continue to enter/revise courses for all rules.

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.
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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. Toremove 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”.

Please 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.

After you have completed your course (or program) proposal, and the Checklist is completed (all required
pages have check marks), you are ready to Audit and Pre-Launch your proposal. The icon and message in
red will be displayed on the left hand side of the screen:

Welcarme, Course Checklist

- Attached File Upload Main
CurricUNET Home B CoverDescription
L+ Create/Edit Proposal m o —
L (i:]urses Attached Files @ Student Learni
i udent Learnin
Edit Course Guide to Web Research Outcomes .
Edit Course
8 OQutline of Topics
Col PilCrl B Assignments
B Methods of Evaluation

Course & Title: 8 Methods of Instruction
e, EEE ) @ Distance Ed
LEEERIRIS, MEGHe Cmd B TexthooksResources
Technology

Originator: B Supplies

Wolf, Anne 8 Entry Skills
Proposal Type: @ Requisites

**New Course** 2 Lib

Origination Date: 2 ki

08/06/2004 General Ed

CID 9136 B Attached Files {optional)
Fou may AUDIT your

COUESE NOW. Legend
m Spell Check

Click on the [Audit] button, m 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 ready for you to pre-launch it.

Please 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.

Your proposal is complete and the awdit was successful.

When the audit is completed, you will be prompted to How follow the link to "My Approvals”, select
. " - , "Originator”™ role, and approwe the pre-launch.
click on “My Approvals.” ‘My Approvals’ takes you to Approving the pre-launch step, will notify the next
positions/steps.

the approval section of CurricUNET where you can Pre-
launch your proposal into the approval flow.

v Approvals
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Pre-Launch

Clicking on ‘“My Approvals’ will display the screen below.
Please 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)

Welcome, Roxann
f;:{lr‘i:l'lNET Home Select Role I Originator j

L approval Process m
Links

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

[ Next | originator.

Find the proposal you created and click on ‘Action.’

m‘ to Pre-launch. Notice how this proposal
is at the ‘Step: Course Pre-Launch.’

Approval Process
Select Role |Originator j

Col Ci| Cr| Vs course:  FIPT 330E FIRE COMMAND 235E

Step: Course Pre-Launch Lewvel:
1.00 | Action

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 In the ‘Comments’ field, add any comments if any
Course FIRE COMMAND 235E 330E-FIPT A )
Step T e pr— about this proposal you want to share with those
Description JT191nater Fre-launches Propasal for review involved in the approval process. If you have no

hefore Launch.

comments leave the field blank.

-

Comments When you are ready, click - to complete

h the action.

Action IPre—lau.nch "I

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

Approval Process After your proposal has been submitted, your screen
SelectRole | Originator [~ should look like this example (unless you have other

= proposals that require an action in which case they

ey /11l be displayed here)
¥ou kave no Approvals.
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Step 3 — Proposal 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 (FY1) 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.

Please 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 e-mail 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

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

h‘ CurricUNET Homme

Preferences
Fersonal Info
MHotification

Create/Edit Proposal
Courses
Frograms

Status
iy Proposals
iy Approvals
All Proposals
Approvals By Position

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.

Approval Process
Select Role | Originator w

(0riginator

(Most of the time you only hold one position. Some
City Articulation Officer .- R
City Assigned Discipline Faculty people have more than one position in the approval
City Department Chair process; therefore they need to select the correct

City Librarian/Multimedia 5Specialist
Miramar Curriculum Chair role_)
Miramar Curriculum Committee
Miramar Vice President

As an example, say the City Department Chair receives an email message to take action. He/She would then
select the City Department Chair Position and click [Next].
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Viewing/Selecting Proposals

A list of proposals ready for action by the position selected is displayed (your approval queue). Click
[Action] to take action on each proposal. Note: all positions do not take the same types of action. For
example, some positions “approve’ proposals while others “review’ proposals (see the end of this section
for more details).

Approval Process

Select Role | City Department Chair w
= Level
I TS Several positions review/approve the same proposal
ColPi|CrlCel Vs ¢ course: accTootte multiple times at different levels. Be sure to check
Step: City Department = the “Level’ of the step you are approving.
Chair Lewel: 4.00
ColPi|CrlVs (¢ course: ACCT 700 How to Count o )
Step: City Deparouent These levels coincide with the levels of the approval
Chair Lewel: Z.00 flowchart
mmm m L ¥ G Course: BIOL 107 General Biology-Lecture
5. and Laboratory
Step: City Department
Chair Lewel: Z.00 m
mmm m "S G Course: ENGL 249 Introduction to Creative
- \ATiting
Step: City Department
Chair Level: 4.00 m

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: |mmmm ‘b_(f

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 approval queue:

Before clicking [Submit] After clicking [Submit]

Note: ACCT 001 is no longer in approval queue.

Approval Frocess

Course te 001-ACCT
Step City Department Chair
Description City Department Chair

Select Role

Approval Process

City Department Chair

Courses
Comments m El_l ;_[I W Course: ACCT 700 How to Count
Step: City Department
Chair Levyel: 2.00 m
m El.l m m \S (f Course: BIOL 107 General Biology-Lecture
Action Feviewed -* and Laboratory

Step: City Department
Leyel: =2.00

Chair
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DETAILS ON APPROVAL POSITIONS:

Following is a list of each approval position and what level(s) each position signs off at and what happens
when each action type is taken.
* Levels with an asterisk are optional (not required).

Alphabetical Order

Avrticulation Officer:
Level 2.5

Reviewed: Proposal moves to Level 3: Originator Launch. If no action is taken, the proposal will
remain at Level 2.5 (there is no default for this step).
Hold with Changes Made for Later Approval: Proposal goes back into Originator’s approval
gueue and into a pending status for editing (proposal remains in the Articulation Officer’s approval
queue until the “Reviewed” action is taken). Once the originator edits the proposal and takes action
with comments; the Articulation Officer then reviews the proposal again and if satisfied, takes the
“Reviewed” action. Note: The proposal can go back and forth between Originator and Articulation
Officer an infinite number of times and will not move to level 3 until “Reviewed” action is taken.

Assigned Discipline Dean:
Level 2 *
Reviewed: Optional sign off, proposal moves to Level 2.5: Articulation Officer (once the
Librarian/Multimedia Specialist signs off at Level 2) whether or not action is taken.

Assigned Discipline Faculty:
Level 2 *
Reviewed: Optional sign off, proposal moves to Level 2.5: Articulation Officer (once the
Librarian/Multimedia Specialist signs off at Level 2) whether or not action is taken.

CIC:
Level 11 *
Reviewed: Optional sign off, proposal is ready for final approval and implementation — both done

administratively (once CIC Chair signs off at Level 11) whether or not action is taken.

CIC Chair:
Level 11

Approved: Proposal is ready for final approval and implementation — both done administratively. If
no action is taken, the proposal will remain at Level 11 (there is no default for this step).
Approved with Modifications Made: Proposal is ready for final approval and implementation —
both done administratively. Modifications are noted in the comment box. If no action is taken, the
proposal will remain at Level 11 (there is no default for this step).
Disapproved, Return to Originator: Proposal is taken out of the approval process and placed into
a pending state for editing by the Originator and any Co-Contributors. Once the Originator makes
edits, they have to re-audit and start the approval process over (including Pre-Launch).
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Hold for Later CIC Agenda: Proposal goes into a pending state for editing by the Originator
and/or any Co-Contributors assigned to the proposal (proposal remains in the CIC Chair’s approval
gueue until another action is taken). Once the proposal is edited, the CIC Chair must be notified
(outside the CurricUNET system) to place the proposal back on the CIC Agenda (proposal does not
go back through Level 2-10 approval positions). Once the CIC position takes another action, the
proposal will no longer be in a pending state and can no longer be edited.

Curriculum Chair:

Level 7
Approved and Forwarded: Proposal moves to Level 8: Other College’s Curriculum
Committees/Chairs and Vice Presidents. Proposals that do not require concurrence (ex. non-aligned
subject areas, activation, distance education, special topic courses) will move to Level 9: Curriculum
Chair (Originating College). If no action is taken, the proposal will remain at Level 7 (there is no
default for this step).
Reviewed: Proposal moves to Level 8: Other College’s Curriculum Committees/Chairs and Vice
Presidents. Proposals that do not require concurrence (ex. non-aligned subject areas, activation,
distance education, special topic courses) will move to Level 9: Curriculum Chair (Originating
College). If no action is taken, the proposal will remain at Level 7 (there is no default for this step).
Approved with Modifications Made: Proposal moves to Level 8: Other College’s Curriculum
Committees/Chairs and Vice Presidents. Modifications are noted in the comment box. Proposals that
do not require concurrence (ex. non-aligned subject areas, activation, distance education, special
topic courses) will move to Level 9: Curriculum Chair (Originating College). If no action is taken,
the proposal will remain at Level 7 (there is no default for this step).
Disapproved, Return to Originator: Proposal is taken out of the approval process and placed into
a pending state for editing by the Originator and any Co-Contributors. Once the Originator makes
edits, they have to re-audit and start the approval process over (including Pre-Launch).
Hold with Changes Made for Later Approval: Proposal goes into a pending state for editing by
the Originator and/or any Co-Contributors assigned to the proposal. Note: The proposal remains in
the Curriculum Chair’s approval queue until another action is taken by Curriculum Chair. Once the
proposal is edited, the Curriculum Chair must be notified (outside the CurricUNET system) to take
action and move the proposal to Level 8 (proposal does not go back through Level 2-7 approval
positions). Once the Curriculum Chair takes another action, the proposal will no longer be in a
pending state and can no longer be edited.

Level 8
Approved and Forwarded: Proposal moves to Level 9: Curriculum Chair (Originating College)
after ALL Level 8 positions sign off. If no action is taken after 20 days, the proposal defaults to
Level 9.
Note: This is an optional (FY1) step for some types of proposals (ex. non-aligned subject areas,
activation, distance education, special topic courses); these will move to Level 9: Curriculum Chair
(once Curriculum Chair signs off at Level 7) whether or not action is taken.
Reviewed: Proposal moves to Level 9: Curriculum Chair (Originating College) after ALL Level 8
positions sign off. If no action is taken after 20 days, the proposal defaults to Level 9. Note: This is
an optional (FY1) step for some types of proposals (ex. non-aligned subject areas, activation,
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distance education, special topic courses); these will move to Level 9: Curriculum Chair (once
Curriculum Chair signs off at Level 7) whether or not action is taken.
Return to Originating College Committee Chair: Proposal moves back to Level 7: Curriculum
Committee/Chair and is placed into a pending state for editing by the Originator and any Co-
Contributors. After the edits are done, the Original College Curriculum Chair takes action to move
the proposal to Level 8. Once the Curriculum Chair takes another action, the proposal will no longer
be in a pending state and can no longer be edited.

Level 9
Approved and Forwarded: Proposal moves to Level 10: Instructional Services Analyst. If no
action is taken, the proposal will remain at Level 9 (there is no default for this step).
Approved with Modifications Made: Proposal moves to Level 10: Instructional Services Analyst.
Modifications are noted in the comment box. If no action is taken, the proposal will remain at Level
9 (there is no default for this step).
Disapproved, Return to Originator: Proposal is taken out of the approval process and placed into
a pending state for editing by the Originator and any Co-Contributors. Once the Originator makes
edits, they have to re-audit and start the approval process over (including Pre-Launch).
Hold with Changes Made for Later Approval: Proposal goes into a pending state for editing by
the Originator and/or any Co-Contributors assigned to the proposal. Note: The proposal remains in
the Curriculum Chair’s approval queue until another action is taken by Curriculum Chair. Once the
proposal is edited, the Curriculum Chair must be notified (outside the CurricUNET system) to take
action and move the proposal to Level 10 (proposal does not go back through Level 2-8 approval
positions). Once the Curriculum Chair takes another action, the proposal will no longer be in a
pending state and can no longer be edited.

Curriculum Committee:

Level 7 *
Reviewed: Optional, sign off proposal moves to Level 8: Other Colleges Curriculum
Committees/Chairs and Vice Presidents (once Curriculum Chair signs off at Level 7) whether or not
action is taken.

Level 8 *
Reviewed: Optional sign off, proposal moves to Level 9: Curriculum Chair (once Other College’s
Curriculum Chairs and Vice Presidents signs off at Level 8) whether or not action is taken.

Department Chair:
Level 2 *
Reviewed: Optional sign off, proposal moves to Level 2.5: Articulation Officer (once the
Librarian/Multimedia Specialist signs off at Level 2) whether or not action is taken.
Level 4
Reviewed: Proposal moves to Level 5: School Dean and Industry Advisory Committee. If this
action is not taken within 10 workdays after Launch, the proposal will default to Level 5.
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Discipline Faculty:
Level 4 *
Reviewed: Optional sign off, proposal moves to Level 5: School Dean and Industry Advisory
Committee (once Department Chair(s) sign off at Level 4) whether or not action is taken.

Industry Advisory Committee:
Level 5*
Reviewed: Optional sign off, proposal moves to Level 6: Vice President (once School Dean signs
off at Level 5) whether or not action is taken.

Instructional Services Analyst:
Level 10

Reviewed: Proposal moves to Level 11: CIC. If no action is taken, the proposal will remain at
Level 10 (there is no default for this step).
Hold for Later Agenda: Proposal goes into a pending state for editing by the Originator and/or any
Co-Contributors assigned to the proposal (proposal remains in the Instructional Services Analyst’s
approval queue until the “Reviewed” action is taken). Once the proposal is edited, the Instructional
Services Analyst must be notified (outside the CurricUNET system) to take action and move the
proposal to Level 11 (proposal does not go back through Level 2-9 approval positions). Once the
Instructional Services Analyst takes another action, the proposal will no longer be in a pending state
and can no longer be edited.

Librarian/Multimedia Specialist:
Level 2
Reviewed: Proposal moves to Level 2.5: Articulation Officer. If this action is not taken, the
proposal will remain at Level 2 (there is no default for this step).

Originator:
Level 1

Pre-launch: Proposal moves to Level 2. If this action is not taken within 30 workdays after an
Audit, the proposal will be removed from the Approval Process and default back to the originator
who will have to re-audit.

Level 2.5
Originator to Articulation: Proposal moves to Level 3. If the Articulation Officer holds the proposal
with “Changes Made for Later Approval”, then the proposal goes back into Originator’s approval
gueue and into a pending status for editing (proposal remains in the Articulation Officer’s approval
gueue until the “Reviewed” action is taken). Once the originator edits the proposal and takes action
with comments; the Articulation Officer then reviews the proposal again and if satisfied, takes the
“Reviewed” action. Note: The proposal can go back and forth between Originator and Articulation
Officer an infinite number of times and will not move to level 3 until “Reviewed” action is taken by
Avrticulation Officer and Originator.
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Level 3
Launch: Proposal moves to Level 4. If this action is not taken within 90 workdays after sign off by
the Articulation Officer the proposal will default back to Level 1 to pre-launch and re-start the
approval process.

School Dean:
Level 2 *
Reviewed: Optional sign off, proposal moves to Level 2.5: Articulation Officer (once the
Librarian/Multimedia Specialist signs off at Level 2) whether or not action is taken.
Level 5
Reviewed: Proposal moves to Level 6: Vice President. If this action is not taken within 10
workdays after Department Chair signs off at Level 4, the proposal will default to Level 6.

Tech Review Liaison:
Level 2 *
Reviewed: Required sign off, proposal moves to Level 2.5: Articulation Officer (once the
Librarian/Multimedia Specialist signs off at Level 2) the proposal will default to Level 2.5 after
5 days.

Vice President of Instruction:

Level 6
Reviewed: Proposal moves to Level 7: Curriculum Committee/Chair. If this action is not taken
within 10 workdays after the School Dean signs off at Level 5, the proposal will default to Level 7.
Return to Originator: Proposal is taken out of the approval process and placed into a pending state
for editing by the Originator and any Co-Contributors. Once the Originator makes edits, they have to
re-audit and start the approval process over (including Pre-Launch).

Level 8
Reviewed: Proposal moves to Level 9: Curriculum Chair (Originating College) after ALL Level 8
positions sign off. If no action is taken within 20 workdays after the Curriculum Chair signs off at
Level 7, the proposal will default to Level 9.
Note: This is an optional (FY1) step for some types of proposals (ex. non-aligned subject areas,
activation, distance education, special topic courses); these will move to Level 9: Curriculum Chair
(once Curriculum Chair signs off at Level 7) whether or not action is taken.
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Chronological Order

Level 1:

Level 2:

Level 2.5:

Level 3:
Level 4:
Level 5:
Level 6:
Level 7:
Level 8:
Level 9:
Level 10:

Level 11:

Originator

Assigned Discipline Dean, Assigned Discipline Faculty, Department Chair,
Librarian/Multimedia Specialist, School Dean, Tech Review Liaison

Atrticulation Officer, Originator

Originator

Department Chair, Discipline Faculty

Industry Advisory Committee, School Dean

Vice President of Instruction

Curriculum Chair, Curriculum Committee

Curriculum Chair, Curriculum Committee, Vice President of Instruction
Curriculum Chair

Instructional Services Analyst

CIC, CIC Chair
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Check Status

How to Check the Status on Your Proposals

Welcome,

& CurricUNET Home
L status

All Proposals

n Six-Year Review

My Proposals

Courses

Status Check Status PSYC 431 Art Therapy Technidques 9063
hiy Proposals
My Appravals MLEGL 789 Managing a Lawyer 9032

Historical Proposals PSYC 333 Natiwve American Psychology
Approvals By Position G985
Help
n Contacts
n User Guide Mo Prograrms.

Login - Login to CurricUNET.

Status - From the CurricUNET home page select “Status’.’

My Proposals — Select “My Proposals.’

Check Status - Once the screen refreshes select the *Check Status’ button next to the course or program

proposal you want to check.

ACCT 0018 TEST --- Supervised Tutoring in Accounting

Origination 2004-05-06 09:30:41

Process Yersion Distance Ed

Visual m Hide/¥iew Comments

Step: Launch Lewel:1.00
Action: Launch Done 08/06/2004

Laurie Yan Houten: 06-Aug-04 09:30 At

Step: City Discipline Faculty Lewel:Z2.00
Awaiting Approval

Step: City Department Chair Lewel:Z.00
Action: Rewiewed Done 08/06/2004
Laura van Houten: 06-Aug-04 09:31 Ak

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.

Hide/View Comments -To hide/view the
comments by those who have signed off on the
proposal select the “‘Hide/View Comments’
button.

o__ W

v

-D_ Slideta zoom PSYC 431 Art Therapy Techniques (City) (ID S063)

Visual - To view the approval flow
chart, select the “Visual’ button.
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How to Check the Status on All Proposals

’ CurricUHMET Home
L Status

Status
iy Proposals
iy Approvals
All Proposals
Histarical Proposals

Links

= [nstructional
Services

All Proposals

Courses
ALCCT 0010 TEST --- Supervised
Check 5Stat
'T‘utoring in Aecounting S§9352
MBIDL 107 General Biology-Lecture and
Laboratory 9035
EIOL 110 Test - Introduction to
Check Stat
Dcemggraphy a10l1
IWBIDL 131 test-Introduction to
Biotechnology 9102
Check Status  j:ai)H

Check Statuz  [3i[eH
[~Chock Status L

| Chock Status [
2106

9999 Teszt-Biology course 9027
0924 Persuasive Writing 2095
0924 Persuasiwve Writing 9100

101 Basics of English Writing

Status - From the
CurricUNET home
page select ‘Status.’
All Proposals -
Select “All
Proposals.’

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.

BIOL 107 General Biology-Lecture and Laboratory

2004-07-26 11:58:22
Distance Ed

Origination
Process Version

Hide/View Comments -To hide/view the
comments by those who have signed off on the
proposal select the ‘Hide/View Comments’

Action: Launch

Distance Ed approval 7r30m4 LyvH

Laurie Van Houten: 30-Jul-04 1019 ARl

Visual [ Visual |
Cal Pil Crl Co button.
Step: Launch Lewel:l.00

Done 0773072004
the “Visual’ button.

Visual - To view the approval flow chart, select

-U_ Slide to zoom

Step: City Discipline Faculty

Lewel:Z.00 ® E—

Arrai ting Approval

Step: City Department Chair

Lewel:Z.00

Ayaiting Approwval iR R

Step: City Schiool Dean

Lewel:3.00 -
Arraiting Approwval

Historical Proposals

BIOL 131 test-Intreduction to Bietechnelogy (City) (ID 9102)

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.
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Reports
Compiled Reports

The *Reports’ menu gives you access to various reports of compiled data from the CurricUNET system.
They are in addition to proposal/approval screen reports (ex. course outline, program report, curriculum
report, visual, etc.). You have to be logged in to access the ‘Reports’ menu.

Selecting Compiled Reports
Click on the “‘Reports’ link from the list of menu items on the CurricUNET homepage. The “Reports
Main” screen comes up.

’ CurricUNET Home
L Reports

Reports Main

Report Types --Select- A

eler

Reports ' CD
Help SDIS | 5D District Instructional Serdces
ORIG | Origination Process
= Contacts APVL | Approval Process
n User Guide

STND | Standard Report

= Six-Year Review OTHR | Other

Criteria
= How to Print a

Compiled Report Types - Click on the drop down menu to view the report types for stored reports. Most
system reports can be found under STND (Standard Reports). The SDIS (San Diego District Instructional
Services) report type is for special, customized reports created with Crystal Reports software. These
reports are mainly for Instructional Services use.

Select the Report Type for a list of available reports. A list of reports appears:

Reports Main
Report Types |—Se|e|:1— ﬂ
0000015 Course Catalog
0000020 Program Catalog
0000025 Fules Report i A i
0100010 Curriculum Instructional Council CIC Click on the report number that you wish to view
L : : (for example, click on ‘0000015’ to view ‘Course
0100015 Curriculum Instructiohal Council College s
Proposals - Programs Catalog )

Curriculum Instructiohal Council Course
Proposal Packet

0100025 curriculun Instructiconal Council Prograw || Contact Instructional Services at 619-388-6963
Proposal Packet . .
for an explanation of any compiled report.

Curriculum Instructichal Council Course

0100020

0100026
Outlines Proposal Packet
0100030 Curriculum Instructional Council Actions
Taken
0100035 Curriculum IyStructlonal Council
Programs Actions Taken
0100040 Curriculum Instructional Council Agenda
0100045 Curriculum Instructional Council Agenda

of Curriculum for Review/ipprowval
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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.

D

\'b

Attached Files (optional)
Click to add any supporting documents.

Comments
This icon is available in the ‘My Approvals’ section of CurricUNET. Comments are made by
members of the approval process when they review proposals before taking action.

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.

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

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

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.

Program Report
The program report displays all the information for a program, including all the awards and the
courses required to fulfill the award.

Syllabus
Click for a sample syllabus for the adjacent course.

Visual (Approval Flow)
The visual is only available for proposals that are in the approval process. They can only be
accessed from the ‘Status’ area of CurricUNET.

Some examples of Proposal Reports:
Program Report |E|’_| Course Curriculum Report ;ﬂ

Report Run Time: 08/07/2004 Applicable College: City

Air Conditioning, Refrigeration, and Environmental Control Technology {Prog ID:245)
Need For Change:

SAN DIEGO COMMUNITY COLLEGE DISTRICT

MESA AND MIRAMAR COLLEGES

CURRICULUM REFORT

Change units in Certificate and Degree Programs SECTIONT
Description: A, Subject Area: Blo::gl(
The Air Conditianing, Refrigeration, and Environmenrtal Contral Technology program offers a f“ :_::':#;:';r:;dtflm {0 the Biclogical Seienesall
progran in refigeration, ai and heating, including soler enerqy and e e e et l]
ventilation, dealing with the of controlled far . and F. Originsting Campus: City
processes from water fountains to large central air conditioning systems. Altemative energy systems . Action Frepesed: Couse D o (sctive 88 amothes Collegs)

such as solar and wind systems are explored
Statement of Goals:
MiA

Program Emphasis: . N

The program has a seties of I which, with the appropriate general education SECTIONN

and graduation requirements, lead o an Associate in Science degres. The program offers Certificates COURSE ENROLLMENT ISFORMATION
in Basic Refrigeration and Contral Systems; Air Conditioning, Heating, and Advanced Refrigeration; A, Heguisites:

Heating, . and Air Co R Systems Design; Stationary Engineering

. Distanee Edweation Offered HE
1. Proposal Orlginating Date: 05042004
Computer Title: Inteo To The Disl Sciences i

ir

Hospital and General e s and an te Degree in Air Conditioning, Frerequarte will a grade of "C* or betier, or quivalent
Refrigeration, and Emvironmental Control Technology. E.P.A. Examination preparation is included in
AIRE 100 and AIRE 103 courses. The college program is an authorized E.P.A. testing center. Exams
are offered a number of times during the year,

Career Options:

Starting Semester: 051
. Field Trip: May be requured

. Proposed Transfer Degree Applicabllity: Associste Degres Credit & transfer to C5U and/or
povate colleges and unrreretios

an contractor, : 's semice , sales

. Current Transfer Derree Avslicabilite: Hore
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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) > View My Courses (or Programs)

mm ACcCT 1 test *Pending*
_ S5y cary
‘ CurrlcUH!ET Home E|_| Sandy Mooney
L'E:?:HIEJEI’I[ Proposal mm ACCT 1 testi *Pending*
olUrses L ﬁ? c'l% City
Courses EI.Im Sandy Mooney
Create Course ACCT 1282 Smwall Business Accounting
Modify Course ﬁﬂﬁﬂ Jy - Fecordkeeping *Pending*
Wiewe My Courses PilCel ELEERGENE 5 EALEY
H'Elp Sandy Mooney
BIOL 215 Introduction to Zoology
Contact m;ﬂ ‘? c'l% *Pending*
" M Ei_lm City,Meza, Miramar
n User Guide e
n Siv_ ¥oar Rawviaw

Search (logged in) > Course (or Program) > Search Results

Welcome, Course Search Results

Logc Actions Course Area Course Humber Title
"CurricUHET Home m Ei_l m CHEMlDH Superx.rlsed Tutoring in
L. Chemistry *Active*
Search ) :
m City,Mesa, Miramar
Search Stewve Thyberg
Course -
. CHEM 100 Fundsmentals of Chemistry
Frogram m E|_| ;ﬂ *Aotive*r
Users m City,Mesa,Miramar
Zteve Thyberg
Links * CHEM 100 test *Pending*
m El_l m City,Mesa, Miramar
Pauls cGustin

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

Program Search Results

Actions Program Status
H’J Behawioral Sciences
Anthropology - City Pending
Stewve Thyberdg
H’J Air Conditioning, Befrigeration,
and Enwironmental Control
Technology
Air Conditioning, Refrigeration, Pending

and Frwrivrormental Contral

" CurricUNET Home
L Search

Links

79



ame,

‘ CurricUNET Home
L status

Status
iy Froposals
iy Approvals
All Proposals
Histarical Proposals
Approvals By Position
Help

Contacts

User Guide

Six-Year Review

Criteria

= How to Print a
Course Outline

= Six-Year Review

Course Revision

Status > My Proposals (or All Proposals) > Check Status

ACCT 102 Basic Accounting

ACCT 102 Basic Accounting *Pendiig*

city
**Distance Learning - No Other
Course
Action**
Origination Date: 03/11/2005
dJulie Tunnell City
Prnc_ess Distance Ed
Version

) Vit | ftviow Comments
Cal Pil Crl Gl DI

Step: Launch 1171 Lewvel:1.00
Action: Launch Done 0371172005

Julie Tunnell: Launch 11-Mar-05 03:56 Ph
Reviewead 311105

‘ CurricUNET Home
L status
L ppproval Process

Help

= Contacts

n User Guide

u [:Six-‘r’ear Review

riteria

» Howi to Print a
Course Outline

= Six-Year Review
Course Revision
Instructions

n Dist. Ed. Only
Instructions

n [ssues/Suggestions

Approval Process

|Instruct,ional Services Analyst

Select Role

]
e |

mmmm‘s_a_gliloll 107 General Biology-—

ecture and Laboratory
*Launched*

Mirsmar

**Distance Learning - No Other
Action**

Dan Trubovitz Miramar

Step: Instructional

Services Analyst for m

CIC Lewvel: 6.00

Status > Historical Proposals > Check Status

“ CurricUNET Home
L status

Status
hiy Froposals
iy Approvals
All Proposals
Historical Proposals
Approvals By Position
Help

Contacts

User Guide

Six-Year Review

Criteria

= How to Print a
Course Outline

= Six-Year Review
Cowrse Revision
Instructions

n Dist. Ed. Only
Instructions

= Issues/Suggestions

Links

ACCT 045L Applied Application and Software Skills [

ACCT 045L Applied Application and
Software Zkills *Historical*
City, Mesa, Mirsmar

Course **Course Deactivation [(Not at any
College) **
Origination Date: 01/23/200¢&
Duane Short Miramar

Process

Version

TP visua | ideien comments |
Cal Pil Gl G DI

Step: Course Pre-Launch 1412 Lewel:1.00
Action: Pre-launch Done OL/Z23/2006
Duane Short: Pre-launch 23-Jan-06 03:38 P

Course will no longer be offered at any campus. Deactivation requested
by District Instructional Services with concurrence from college YPIs.

Course Deactivation (hot at any other College)

Step: Miramar Assigned Discipline

Level:2.00
Faculty 1449 SV

m Awaiting Approval
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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 or broad in your search. The following are
instructions on how to search for courses, programs or users.

Search for Course(s)

— Log o
From the CurricUNET Main Menu select ‘Course’ Password # curricUNET Home
under the “Search’ menu heading. I (0K Preferences
Note: The search function is available whether you & CurricUNET Home E‘Z;fﬁig?:)':m
login to CurricUNET or not. Search Create/Edit Proposal
Program Courses
Course Programs
LEers Status
Help My Proposals
Usor Guide IR
After clicking *Course’ All Froposals
. Documents
the following screen appears:
Reports
o ® a11 O Active ) Historical se;rg;'r.lam
C‘ Pending O Launched O Approved Course
Course Number |:| Uszers
| HElp
Course Title Contacts
D inleude long title =earch User Guide
Colleges [(1-211- [city [Mesa [Mirapar Issues/Suggestions
Subject Area -hll- w
Dcheck If Fearch Is For Distance Ed. FProposal.

Prior to Logging In

User Name

After Logging In

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 &/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

Colleges — To search for courses at a specific college or colleges check the box next to the college or

colleges

Subject Area — 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.

Please Note: If the purpose of your search is to create a Distance Education Only proposal, please check
the box under Subject Area. You will not be able to create a Distance Education only proposal if you do
not check this box.
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Once you have chosen your search criteria click [OK].

Search Results - Your results will display the course(s) that are found based on the criteria you select
(For this example, the search included Status — All, Colleges — All, Subject Area — Astronomy) From the
list of displayed courses you are able to view the proposal reports.

Course Search Results

Actions Course Area Course Number Title

AZTR 044 Zupervised Tubtoring in

m Ei_l ;ﬂ Astronomy *Active®

m City,Mesa, Miramar
Stewve Thyherg
AZTR 109 Practice in Chserwving

m El.l c.[l *Active*
m City,Mesa
Ztewve Thyberg
. AZTE 111 Astronomy Leboratory
m El.l ﬁﬂ *Active*
m Mesa,Miramar

Stewve Thyberg
m Ei_l m ASTR 290 Independent Study *Active*

m Mesa
John Jievers

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

® a11 O active O Historical

Status O rending O Lauwnched O Cancelled
O Approved

Program Title | |

Colleges

Jok |

Prior to Logging In

User Name

Password

i
‘ CurricUNET Horme

Search
Frogram
Course
Users

Help
Contacts
User Guide

After Logging In

‘ CurricUMET Home

Preferences
Fersanal Infa
Motification

Create/Edit Proposal
Courses
Frograms

Status
My Proposals
My Approvals
All Proposals

Documents

Reports

Search
Frogram
Course
Uzars
Help
Contacts
User Guide
IssuesiSuggestions

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.

Colleges — Select the college associated with the program for which you are searching
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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. (For this example the Program Area is Child Development) Select the Program
Area and click [OK]

Program Search |

® a11 O Ahcrive O Historical
Status L@ Pending & Launched  Cancelled
L@ Approved

Program Title |

Colleges I Miramar 'I

D T Chi 1d Devel opment

[0k

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

Program Search Results

Actions Program Status
Pr Child Development
Child Dewelopment - Miramar Pending

Sally Nalwen

Prior to Logging In After Logging In
Searching for User(s) User Name :
From the CurricUNET Main Menu select ‘Users’ p—
‘ ) : I CurricUNET H
under the ‘Search’ menu heading. I < ae ome
Note: Th hf ti . ilabl heth Preferences
| ote: € searcn runction Is avatlable whetner you ‘CurricUNET Home E‘Z:fﬁigfﬂ;ﬁm
ogin to CurricUNET or not.
9 Search Create/Edit Proposal
Frogram Courses
Course Pragrams
Users Status
Help Wy Froposals
Contacts Wy Approvals
User Guide All Proposals
After clicking ‘Users’ Documents
the following screen appears: Reports
Search
Frogram
Course
Uzars
Help
Contacts
User Guide
IssuesiSuggestions

Name — If you know the name of the user for which you are searching enter it in
the data entry field.

System Role — If you are searching for a user that has a specific system role use the drop down menu 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]. (For this example, the search is for all users who have
the position “City Curriculum Committee”™)

83



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.

User Search Results

User

Hame: Andrew Hoffman
Title:

Address:

Home Phone: Mobile:

Teh:

IM:

Email: ahoffmanfsdccd.net
Hame: Armando Abhina
Title:

Address:

Home Phone: Mobile:
Teb :

m: |

Email: asbinafzdccd.net
Hame: Cathi Lopez
Title:

Address:

Home Phone: Mobile:
Teh :

Im:

Email: clopezfizdccd.net

Business Phone: 335-Z367 Fax:

Business Phone: 355-3459 Fax:

Business Phone: 355-3775 Fax:

vCard

To download a “Vcard’ for a specific user to
your Outlook Contacts click on [Download] for
that user.

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.
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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

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

Fersonal Info

Matification

The following ‘Personal Information’ Screen is displayed:

Personal Information

First Name |Dax:lene |
LastName  [shumake: | Add or edit/change any text box and then click
Preferred Name [Dar lene | “OK.” For typing conventions, click on help
Joh Title | | fields = (question mark icons) next to each,
E-Mail Address |[dshunake@sdccd. ner | individual text box.
User Name  [darlene |
Password [eoesesesee | Please Note: Some of the personal information you
Ezﬁz:'r:'d [seeccsenee | enter on your profile will be shared with other users
Address " who may search for your information. The fields that

- display during a user search include: Name, Job Title,
AT | | Address, Business, Fax, Home and Mobile Phone
Phone numbers, Web address, IM Service name and Email
Business Fax | | address. If you do not want this information shared
Home Phone | | with other users DO NOT enter these on your profile.
Mobile Phone | |
Web Address |
IM Service | |
IM Address | |

JOK J Cancel |
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