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DASHBOARD

Once you have logged into Curriculog, the first screen you will see is “My Dashboard.” This dashboard will serve as
your gateway to Curriculog and allow you to manage your proposals and see recent notifications and upcoming
events at a glance.

® My Tasks 1 » My Proposals | | Watch List All Proposals

Filter by:

My Recent Notifications
All Tasks * | Advanced Filter

CED - 111 - Critscal Thinking Completed: The proposal ACCT - 321 - niemedate
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Across the top of the page, you will find a
persistent toolbar. You will have access to the Proposals Agendas Accounts Reports
Proposals, Agendas, Accounts, and Reports
Modules.

In the upper right corner, there are options for your own user account
listed below the dropdown menu, giving you options for My Settings
(selecting My Settings will redirect you to the Accounts Module from the
top menu) and Logout.

My Settings

Administration

Logout

(“4)

Following your name are “Help” [O] and “Search” icons. Selecting “Help” will display a window featuring
symbols and colors utilized in Curriculog. The search function may be used to locate proposals based on their titles
or users throughout the system.



Note: For more effective searching, we recommend using the Advanced Filter within the All Proposals tab.

accounting x

Curriculog Help l

Listed below are the symbols and colors utilized in Curriculog:

ACCT - 501 - Accounting for

~ _ - _ Managers
= has not made a decision . = task

@ =zpproved Il =mine ACCT - 311 - Managerial
O = rejected &) =stuck Accounting

° = held o = urgent, out of date import source ACCT - 322 - Intermediate
© =suspended Accounting Il

® = cancelled

ACCT - 421 - Advanced Accounting

@ - multiple decisions
ACCT - 440 - Income Tax

“ Accounting

The right pane will display My Recent Notifications and My Upcoming Events, and the option to view the Calendar.
The left pane will update based on the tab selected. If tasks are waiting to be completed, or if any of those tasks are
marked as urgent, clickable links will appear just under the My Dashboard header. Selecting either the number
following Tasks or Urgent will display the My Tasks tab in the left pane.

My Recent Notifications

Users will receive notifications for three purposes:
system notifications, system-generated workflow

notifications (tasks and status updates), and My Recent Notifications v
reminders (alerts and deadlines). Notifications will be

e-mailed to you based on your e-mail settings — some Jun 9 Urgent: Your proposal, Biological Sciences B.A
users choose to receive an e-mail notification as soon is now urgent. It has been on your tasklist for 40

days without activity. At your earliest
convenience, click here to review this proposal
and complete your task.

as the event occurs, while others choose to compile
them into a digest to limit the number of e-mails
received. In some cases, the Administrator may
choose the e-mail settings on your behalf. The most Jun9 Urgent: Your proposal, ECE - 366 - Learning

. e s - Environments, is now urgent It has been on your
recent five notifications sent to you will display and

n ) . tasklist for 90 days without activity. At your

you may utilize the arrow in the upper r'ght corner to earliest convenience, click here to review this
scroll through previous notifications. proposal and complete your task




My Upcoming Events

Curriculum-related calendar events, such as proposal deadlines, holidays and committee meetings will show
here. Only Administrators will be able to add items to the calendar.

My Upcoming Events ]
Selecting an event will expand the window and
26 Jun Curriculum Meeting display additional details. Selecting “Show Less” will
Show More v return it to the previous view.
17 Jul Curriculum Deadline
Show More v The calendar included within Curriculog is built to

manage deadlines and track timeframes within the
14 Aug Curriculum Deadline

Show More

system. It will not export or import information, and
it will not sync with any external calendar application.

PROPOSALS

A proposal is a form that follows a workflow to receive an approval and is tied to an approval process ina 1:1
relationship. Proposals may be used to create or make changes to courses or programs. Administrators will create
an Approval Process, which you will select to act as the template to base your proposal on. Selecting the Proposals
Module from the top navigational menu will populate the left pane with options relevant to managing proposals.

From the Proposal Module in the top navigation, you will now have access to the My Tasks, My Proposals, Watch
List, and All Proposals tabs.

e My Tasks L e My Proposals ‘ ’ Watch List ‘ All Proposals L

e My Tasks - lists all proposals in which you are an active participant and awaiting action from you.

e My Proposals - lists all proposals you have created, whether they have been launched or not.

e Watch List - lists all proposals you have selected to watch. You may or may not have editing permissions or decision-
making abilities on an item you are watching, as you can watch any proposal in progress. You may choose to stop
watching a proposal at any time.

¢ All Proposals - lists all proposals in Curriculog and provides the Advanced Filter.

Below these tabs is the New

Proposal link. Selecting New CURRICULOG m Age
Proposal will open the workflow to
create a new proposal. o My ek § Ny Lroposs:
Filver bry:
There are various icons and colors sk w2 N i i Proge

associated with the proposals.



The thin colored bar that appears to the left of the proposal will change based on the relationship with the user.

¢ Blue - No action currently required as you are not an active

ECE - 455 - Early Childhood Curriculum

0!.',-',‘

participant on this proposal on the current step.

222020-2021 DigarcU - Aavanced Session Form * Green — You are the originator of this proposal, but you are not an

Last Activity:  Apr 8, 2020 1:36 PM by Heather Kelly

active participant on the current step and no action is currently required.

Generic Special Education: All-Level Special Education * Orange — You are an active participant on the current step and an

2020-202

1 Program Modification (HK)

action is required from you.

Last Activity May 7, 2020 2:05 PM by Heather Kelly

HHPS - 123 - Health & human Performance 111

Course Modification - PSM
Last Activity.  Apr 15, 2020 9:57 AM by Healher Kelly

There are numerous other icons that may be associated with proposals as well, which will be outlined below.

Urgent - Indicates a task is now considered “Urgent”. An item will be considered urgent once the urgency
threshold has been met, which is set by an administrator. After the indicated number of days has passed, a
notification will be triggered to prompt you to make a decision on the proposal. When an item is considered

“Urgent,” it will be marked in your task list by this orange icon. Unlike a deadline, the urgency threshold does not
trigger any automatic actions on a proposal.

M

><
%
w

l.-'_"‘-\.

View Summary - Will create a flyout on the right pane displaying information relevant to the proposal. The
same flyout will appear by clicking anywhere within the proposal’s row in addition to the icon. The fields
that appear in the Process Fields section will be determined by your administrator.

Send message about Proposal — Allows you to send a message to another Curriculog user. The e-mail will
be pre-populated with a link to the proposal you were reviewing, and will allow you to include one or more
users, as well as a copy to yourself. Curriculog does not store a copy of any e-mail.

Watch Proposal - Allows you to keep track of a proposal in progress by listing under the Watch List tab,
even if you are not a participant on any step.

Done Watching Proposal - Allows you to stop tracking the proposal and removes it from your Watch List.

My current decision - This icon will change based on what decision you have made on the proposal. The
empty circle shown to the left indicates that no decision has been entered. The additional decision options
are as follows:

Approved — This indicates that your decision was to approve the current step. If you were the only
O decision needed on this step, it would advance in the workflow. If there are others involved on
this step, it will wait until all needed decisions are received before advancing.

Rejected — This indicates that your decision was to reject the current step. If you were the only

o decision on this step, the step will follow the rejection route laid out by the administrator: either it
will return to the previous step, or it will return to the originator for further revisions. If there are
others involved on this step, it will wait until all needed decisions are received before proceeding
along the rejection route.

Held — This indicates that your decision was to request that the administrator place the proposal
° on hold, and the administrator has approved it. Now that the proposal is on a status of “hold”, you
may continue to work on the proposal without worry that the deadline will automatically advance



®

N

o

it to the next step. The proposal will stay on hold until the administrator manually lifts the hold
status.

Suspended — This indicates that your decision was to request that the administrator place the
proposal on suspend, and the administrator has approved it. Now that the proposal is on a status
of “suspend”, the proposal will be removed from the workflow and nobody will be able to work on
it. The proposal will stay on suspend until the administrator manually lifts the suspended status.

Cancelled — This indicates that your decision was to request that the administrator allow you to
cancel the proposal and potentially delete it. This may be due to a proposal being created in error
—such as the incorrect approval process being selected. Once the administrator has approved it,
you may choose to delete the proposal. This is the only way you can delete a proposal after it has
been launched.

Multiple Decisions — This icon is used to indicate that you have multiple decisions on this step —
such as when a step has several committees voting on it, and you are a member of more than one
of those committees, therefore providing multiple decisions.

Delete a Proposal - Deleting a proposal will permanently remove it from Curriculog and should be
considered a permanent action that cannot be undone. Proposals cannot be deleted after they have been
launched unless they have been canceled by an administrator. The delete icon is always available for
unlaunched proposals. If the proposal has been launched, you may be able to cancel it by selecting it as a
decision if the administrator has provided it as an option - or by contacting your administrator.

Step Restart — This symbol indicates that a step was restarted. A restart commonly occurs when the users
involved in the step are replaced with another user.

Edit a Proposal

Proposals awaiting a decision from you will be listed in the My Tasks tab of the Proposals Module. This tab will
display by default when logging into Curriculog.

When you hover over a proposal, several icons will appear giving you options for interacting with the Proposal.

Descriptions of each icon can be found above.

To make a decision or interact with the proposal, click the name of the proposal. The proposal form will display
allowing you to see the full proposal on the left and Proposal Toolbox on the right. The default view for the Proposal
Toolbox will be the Discussion tab, where you will see the User Tracking and any comments.

X
ART - 212 - Color Theory and Design B Fropaed Tooliex m
1. 2021-2022 Course Revision (MS) 0 =
User Tracking -
T e < Helpme see proposal changes v &
Show current -
General Catalog Information A P
Hierarchy Owner”
- Comments + Add Comment | v
Instructional Design Sk ol Decisons
Curiiculog ("4 Repty | &
Prefix* Code® 212412020 4:29 pm T
Mara Sansolo has approved this propcsal on Orignator
ART 212
Curriculog @ e
202402020 4. '.'-Jﬂpm —“ FLp Y -'!
Name’ o)
M ancii B kot g Soo il Boncaa




You may view the status of each step within the proposal by hovering over the Status

icons in the upper right of the Proposal Toolbox. Each circle indicates a step in the Proposal Toolbox
proposal. (4 ]1@)

Hovering over a circle indicates the name of the step and the decision made on that
step.

Dronnsal Toolbox

Originator: Approved

Q0

To review changes to the form of the proposal, you can review the User Tracking. The default view will be ‘Show
Current’, which will be the current version of the proposal with all modifications. You can use the drop-down
menu just under the “User Tracking” heading,
and you'll find the options for “Show original”

. Show current with marku
and “Show current with markup.” P ki
Show original

IM

If you select “Show Original”, you will see the Show current

proposal in the state it was at launch as the Show current with markup

(NIRRT R TITTENY . B e e masiimean

originator submitted it.

If you select “Show current with Markup”, you will see the original proposal with the changes layered over it and
highlighted in different colors to indicate each user who made the changes. If you hover over the changes, you’ll
see a time and date stamp as well as the user’s name.

Show current with markup .
Showing All Edits by All Users -
General Catalog Information A
iy G Comments | < AddComment |
Instructional Design Curriculog * Rent |
212412020 429 pm | V.
Prefix* Code” Mara Sansolo has approved this proposal on Onginator
212
guid) Curriculog [ Reply |

2/24/2020 4:28 pm

Name* Mara Sansolo has launched this proposal

Color Theory and Design

Description®

The of basic color theory and design as applied to the visual arts. This text has
been added for training purposes. Changes

The second drop-down menu allows you to select

which users edits you would like to see. The default SN A% Exin har v Linars v

| |

will be to show all edits by all users — but if you VisSROERTR s el

Step 1: Originator

select the menu, you can choose on a step by step

. . v Mara Sansolo
basis, to remove a user at any time to see the

proposal before and after their edits were added.



Comments will appear below the user tracking, although

your ability to see them will vary based on the

Comments | =+ Add Comment

transparency set by the administrator. If the permissions
Mara Sansolo T on the current step allow for it, you may reply to any
PSRN W0 existing comments or add new ones using the available
Comment links.
e  Reply | Depending upon how a step has been set up, you may

2/24/2020 4:29 pm

Mara Sansolo has approved this proposal on Originator

Step Details W

.

Toolbox, and click on the

In the Rules portion, you will be able to see the settings for each
step.

- Can Edit: Yes indicates that a user on this step will be able to
make modifications.

- Can Comment: Yes indicates that a user on this step will be able
to leave comments.

- Signature required: Yes indicates that a user on this step will be
required to provide a signature when they place their decision.

- Agenda Available: No indicates that this step will not allow for
committee functionality, or for the proposal to be placed on an
Agenda at this time.

- Comments viewable by: Every user indicates the level of
transparency the administrator has set.

Note: Only an administrator can modify these settings.

Knowing what permissions you have on your step will make your
work within Curriculog easier.

For example, using the step in the screenshot to the right as an
example — knowing that an ‘Agenda Available’ is set to no, you won’t
be looking to create an Agenda for this step or wonder why there are
no committee options available.

edit the proposal, provide comments, or function as an
Agenda Administrator.

To review step options and see permission levels, select the Statusicon ~~ from the Proposal

“ within any step.

¢ originator

Approved

Participants
Bl @ Mara Sansolo | 2124/2020 429 PM
Activity

Required Participation 100% required
Required for Approval: 100% required

Date Completed: 212412020 4:29 PM
Changes: hES
Comments: Mo

Originator

Participants
Onginator

Step Details

Work edit. comment

Dacisions approve 100% raguired
Requests Available: hold, cancel, custom, suspand
Agenda no

Signature: no

Ceadiine: none

Committee Review

Participants

Committes Review

Step Details

Vtork edt, comment
Dacisions approve 100% raguired
Requests Available: none

Agenda: Y&s

Signature: no

Deadine: none



Printing Proposals

You may also choose to print your proposal at any time by selecting the Print Friendly icon from the upper right corner
of the form. When you choose to print the proposal, you will be presented with a print friendly version of the form. If
you would like to include
more details, you can

Which proposal details would you like to include in the printed proposal?

. . 1 Summary Fields only 1 Crosslisting {Mame of the crosslistings)
select “Print Options”
I:l Steps I:l Signatures
and use the checkboxes
1 Files (Name of the file and author) [ pecision Summary for the Current Step

to select the information
you would like to include
in your printed version.

0 comments (only the comments you can view) | Tracking (printing in color will help the readability)

Select Options  Print Proposal Close Options

PROPOSAL FIELDS

There are several types of fields within a form that will be filled in to house information about your proposal. If you
are entering information into a new proposal - be sure to save your information regularly by using the

B Save All Changes
“Save All Changes” that appears at the top or bottom of the page. ’

If you navigate away from the page
without saving, the changes will be lost. If
you try to leave the page without saving,
you will be prompted to save the page.

This page is asking you to confirm that you want to leave - data you have entered may not be saved.

When you are ready to launch, fields will be validated to ensure

required fields have content. Any required field, which will be Could Not Launch Proposal
indicated by a red asterisk, that is left blank will fail validation —
and the prOposa| W|” be unable tO |aunCh Fle|dS mISSIng Please comect the following errors before launching the proposal

information will be highlighted in yellow, to indicate which
ones must be filled in prior to being able to move on to the
next step. Ok Show Me

Proposal has validation ermors:

If you are making changes to an existing proposal — you will need to save each field as

) ) ) Wihen Offered
you work by click the save button that appears under each field. The following types of 01 Spring
fields may be found in any proposal. O] Sumnmer
[ Fall

. . Cancel )
Smartfields =N} .
Any time a field presents the option, “Select -
an option,” you will be able to select an option sarssTyen LA
from an available list, similar to the hierarchy. -

This type of field is known as a Smartfield, and Description
the options available are designated by your

administrator. You will not be able to change

the options, and if you do not see the

appropriate option available — you will need to contact them for additional information. In addition to using your

Agricultural Mechanization

Agricultural Science and Technology



mouse to select from the list, you can also begin typing to quickly locate an item.

If the administrator allows it, you may choose more than one option.

To remove a selected option, click the “x” next to the option’s name. i < Accounting |

You can only select 1 item

Text Fields

Code, displayed here, is an example of a text field. A text field will allow you to input a small amount of text. Information
placed here will need to be entered as plain text — no formatting can be applied of any kind. (Nothing in bold or italics; no
HTML or JSON) An administrator may apply a maximum character length on the
field or apply validation rules such as ensuring it is formatted as an e-mail or
phone number — so be sure to check any help text or directions provided within
the form.

Code

v

Text Area

Text areas give you a much larger field
to work with and may include a
WYSIWYG editor. If the administrator

Prerequisites

has provided the editor, you will be B I U x x* I i I - » | %

able to format the text using the tools —— ’E‘ & 4 m| - mams

available within the editor. If you are

pasting information into the editor — it BCCT 222 - Intarmadiate Principles of Accounting and a minimum of 55 sh credit or Acet

is recommended that you paste plain
text. As the editor does not contain a
native ‘paste as plain text’ option, you
can use a tool like ‘Notepad’ (a native
tool within most PCs) to paste your
content into first, and then paste into
the editor to ensure it is entered as
plain text.

Note: permalink information brought in from Acalog as part of an import will be available for review but may not be
created nor modified within Curriculog.

Radio Buttons

Type of Program”
Some fields will provide you with an either/or type of option, or a yes/no scenario, or a list

of options in which you must choose a single answer. These selections are presented using
a radio button — indicating you may make only a single selection. The administrator may
choose to order the list vertically or horizontally on the page based on their own aesthetic
preference, but they will function the same.

* Program
Shared Core

Checkboxes When Offered
Spring

A checkbox is used to allow for multiple selections to be provided. Like a radio button, Summer

checkboxes can also be presented either horizontally or vertically on the page depending Fall

on the preference of the administrator.




Learning Objectives (Courses Only)

Learning Objectives
The Learning Objectives field will be available when your

administrator has the Assessments enabled, allowing you to ) N . _
provide objectives that may apply to your proposal. To enter a | AddNewlitem || Done Editing || Cancel |
new objective, select “Add New Item.”

No Learning Objectives

Expected Outcomes (Programs Only)

The Expected Outcomes field will be available when your administrator has the Assessments enabled, allowing you to
provide outcomes that may apply to your proposal. The workflow for adding the assessment information will follow
the same path as the Learning Objectives above.

The second feature included with the assessments tool is the program map, available at the top of the proposal near
the import icon. After you have added contents to your Prospective Curriculum and Expected Outcomes fields, you
can use the program map to determine whether the courses linked in the curriculum will line up with the outcomes
that have been provided.

The icon will launch the map in the default view, showing the Simple Matrix.

Accounting B.B.A.

Shared Core Test - with Assess

[0 ) [simple watr - || 8 adl

Expected Outcomes: Communication Skills Computer Literacy

ACCT 221 Principles of Accounting I

! @) Add Assessment for ACCT 221

The courses listed in the curriculum will appear down the left side, with an “Add Assessment” option under each one.
Selecting this option will provide the predetermined list of assessment options, allowing you to select the ones that
this course may fulfill. Once you have selected the option, it will appear below the course with a checkbox under each
of the outcomes assigned within the proposal, where you may indicate where it has been accomplished within this
program.

Changing the “Simple Matrix” ;
ging P BpetedOka e Communication Skills

drop-down menu at the top
of the page to the “Skill ACCT 221 Principles of Accounting T
Matrix” option will change ) Add Assessment for ACCT 221
the.values under the . s e Al e
assigned outcomes from just ' Demonstrate knowledge of basic computer technology
“ . ” and tools

Accomplished”, to a range
of options from “Introduced”
to “Assessed.” :

| Expected Outcomes:

The use of the program map
does require manual input;
and even when importing
information into the program

Communication Skills

|
ACCT 221 Principles of Accounting I

| @) Add Assessment for ACCT 221

—recall the course details || Computer Literacy [ 1ntroduced
. . | Demonstrate knowledge of basic computer technology L1 reint &
only import course prefix, and tools einforce
[ Mastered

code and name. [ Assassed



Note: Although the program map does include an icon in the upper right corner for exporting the map to a CSV and for
printing, there is currently and issue with these two features. The export icon will currently not deliver the file and
provide an error page; and the print version of the file contains a large amount of additional spacing. Our Development
Team is working to locate the underlying cause of this issue and a resolution as quickly as possible.

Program Type (Programs Only)

The Program Type field is used by Curriculog on program type proposals to
determine if the proposal is going to be a program or a shared core — much like Type of Program™
how Acalog uses two different tabs to differentiate between the two. In some

cases, your administrator may choose to disable this field and not require a * Program
selection. In others, they may have renamed it — the most common renaming is Shared Core
‘type of program’ —and it must be selected prior to being able to import program

information.

Shared Cores will follow the same rules within Curriculog that they do in Acalog: if you attach a Shared Core to a
program, you won't be able to edit the Shared Core within the program. It would require a separate proposal to make
changes to the Shared Core. Changes to a Shared Core will impact all programs that it is attached to.

Prospective Curriculum (Programs Only)

Curriculog structures programs using a
series of cores, sub-cores and even Prospective Curriculum’ , R

oy
shared cores — matching the format of View Conlosin Coun Yiew Comionus: Schews
Acalog so that the two Systems can COUN - 301 - Onentation lo the Counseling Profession Thiee W
easily communicate with one another COUN - 315 - Philosophy of the Helping Relationship Thiee
and allow for the easy |mp0rt of data COUN - 316 - Parent and Family Dynamics Thiee W
between them.
COUN - 317 - Introduction to Assessmeni Thraa '

Each core created can have a title, COUN - 400 - Group Leadership Three W
description, and courses attached to COUN - 410 - Introduction to Counseling Theory and Methods Thiee W
them. You can have any number of COUN - 412 - Career Developmant Thiee &
cores, multiple levels of cores — and i

. COUN - 414 - Home and Famly Living Thiee W
even shared cores which allows for data
to be shared across multiple programs. LIUN 991 SPeCIR 10PN Oneto Four W
The Prospective Curriculum field is
specific to Program type proposals and

is where you will build cores into your
program and attach courses.

The Curriculum section has two views available: View
Add Course Curriculum Courses and View Curriculum Schema.
View Curriculum Courses will be the default view, as courses
must first be attached under View Curriculum Courses to be
available for use within Cores under View Curriculum

_— Schema. You will have the options of importing courses or
Mame manually adding them.
=

If you elect to manually add a course, you will need to
provide a Prefix, Code and Name for that course. This option
should be used sparingly, ideally for courses that may be
going through a proposal at the same time and do not yet exist in your external system; especially if that system is
Acalog as it may impact the program’s ability to import.




The best practice for bringing in new

courses to use within your proposal will be
to import them. To import a course, select
“Import Course”. A pop-up window will

Import Data Into Your Proposal

Select an external system from which you would like to import courses.

Acalog: Curriculog Training Catalog

display featuring Integration Manager,
providing a list of any catalogs your

administrator has made available to you.

Cancel Import

Select the catalog you would like to import

from.

Next, you will be presented with filter options that may be used to find the course you would like to import.

The search will default to
searching through all
courses, but you may use
the “add filter” drop-down
menu to select additional
filtering options. Each option
allows you to select a field
from the courses template
that you can then enter a
value to search on.

Once you have added at
least one filter, you cannot
leave the field blank when
you search, or you will
receive zero results. It will
also not accept partial
searches — for example,
‘ACC’ will not return any
results for ‘ACCT’; but you
can use the * as a wildcard.
Entering ‘ACC*’ for example,
would return ‘ACCT’
courses.

Search Curriculog Training Catalog

Using the faceted search below, locate the course or program you would like to import into this
proposal.

Filter Courses

Prefix = ‘ACC" X
Add another filter | Filter by field v
Start Date: End Date: Sort Results By:

[] Exclude previously imported items

Prefix X | | Code X || Name X

Search Available Curriculum Select Another External System | Cancel Import

Search Results (10170 17)
ACCT 221 Principles of Accounting I
ACCT 222 Prinaples of Accounting II

ACCT 215 Managenal Accounting

T T T O TP i e &y |

The “Exclude previously imported items”

checkbox is a toggle that would remove items

ACCT 322 Intermediate Accounting II (previously imported)

that have been imported by any user from your

list of search results. If unchecked, the items

ACCT 326 Microcomputer Applications in Accounting

would appear in your results but would be
italicized to indicate that they have been

imported previously. It will not prevent you from importing the item a second time; it will just serve as an indicator.

Note: If the cache has been cleared by an administrator, the exclude previously imported items flag may be reset.



When reviewing the search results, you
can click on them to add them to the
proposal, and they will be added to the e
“Selected Courses” area at the bottom of

the page. Selected courses will be b bedied Chirees

indicated in a darker gold color.

AEC 316 Agricultural Marketing

ACCT 326 Microcomputer Applications in Accounting

ACCT 322 Intermediate Accounting II
When all the courses have been selected,

click on “Add Courses to Proposal”. Mt emeree dena

Once courses are added, they will be ACCT 215 Managerial Accounting

listed in the “View Curriculum Courses” AEC 316 Agricultural Marketing

section of the proposal. If you would like

to remove any, you can hover over them Add Courses to Proposal | Select Ancther External System | Cancel Import

and a blue delete icon will appear will
appear — clicking it will remove the course from the list.

Note: Only the prefix, code, and name of a course will appear

FIOSPOTEVG Currioulum’ within the programs in Curriculog.
View Cuariculurnr Wl L View Curriculam Schema
COUN - 301 - Onanation to the Counsealng Prolession
COUN - 315 - Philosophy of the Helping Relationship
COUN - 316 - Parent and Family Dynamics
COUN 317 Mroduction 10 Assassmaent

Now that courses have been added, they can be used within cores.

To create a core, select “View Curriculum Schema”. Next, you will Prospective Curcurn | EEIEISNEN
need to decide if you are going to create a New Core or if you are T TP R A
going to import an existing Shared Core from Acalog. I 30t Cotdtaes o e Catas ng Prolession

When you choose “Import Core”, it will launch Integration
Manager, asking you to select the catalog you’d like to use. Next,
you will be presented with a filter, allowing you search for a specific
Shared Core to import.

When you select a Shared Core, it will be added to the list of available cores on the “View Curriculum Schema” schema
tab, with a padlock symbol.

The Shared Core can be expanded for review by clicking

on it, displaying the description and any attached & X
courses or custom text that may be associated. Contents

within a Shared Core cannot be modified within the Shared Core

program. This includes modifications to the title,

description, courses associated, or any sub-cores. To

make any modification to a Shared Core, you will need

to create a new proposal and choose ‘Shared Core’ in

the Program Type field.

Core description

ART 110 Drawing |
ART 111 Two-Dimensional Design
ART 112 Drawing Nl




When you click “New Core”, a new core will be added within the “View Curriculum Schema” tab with the default title
of “New Core.” To modify the core, click on the “New Core” row. The box will expand displaying additional options,

including a title and description field.

Replacing the title will update the text in the gray bar. The description field may or may not have a WYSIWYG editor
available, depending upon the settings your administrator has selected.

Hew Coie

Titke

Description

Couriai

Mo Courses

Note: Remember that Permalinks imported from
Acalog into Curriculog within Rich Text fields will
be maintained, however you will not be able to
create or modify them within Curriculog.

When you select “Add Courses” a dialogue box
will display with courses that you may choose
from. The courses in this list are populated based
on the courses you have previously added on the
“View Curriculum Courses” tab — if you do not

see a course that you need to add, you will need

to return to that tab to add it first before you can add it to your core. When you select a course, it will be highlighted

blue. Once you’ve selected all
the courses you would like to
attach to the core, select

“Add Course” and they will COUM - 318

T

be listed under your core.

If the courses are not listed in
the order you would like
them, you may drag and drop
the courses into the correct
order. The courses will save
automatically once you
release them.

Choose courses to add

Parent gnd Famsly Dynsmds

If you wish to remove any courses,
hover over them and click on the
blue delete icon to remove them.
Removing them from the core does
not remove them from the “View
Curriculum Courses” tab, and you
may use the course within other
cores in this program.

Custom Text may be used to place
text between courses — similar to
the way that Ad-hoc text is used
within Acalog. Clicking “Add Custom
Text” will display a dialogue box
where you may enter text. If your
administrator has enabled rich text,
you will be able to format the
Custom Text using the provided
WYSIWYG editor. When you are
done entering your text, select
“Add Custom Text”.

Description

Courses
COUM - 301 « Onantabon 1o the Counsehng Prolesssin Theea
COUN - 315 - Philpsophy of the Halpang Halationship Thied
COUN - 317 - Introduction 1o Assassmeant Threae
COUNM - 40D - Group Leadéership Three
COUN - 410 - ImMioduchon 1o Counsahng Theory and The e
Mpthods

Plus 2 courses from:

Note: You must add at least one course before you can add Custom Text.



Once Custom Text has been added, it can be modified by Add custom text

»
selecting the pencil icon y to the right of it — or

Name (required, will not display on the gateway)

removed by selecting the blue delete icon m . You may Position
also drag the Custom Text up or down throughout the list
of courses to place it where you would like.

After you’ve finished making changes to a core, you may

collapse it by selecting the gray bar displaying the core Credis
title.
To the left of the core title, you will see a blue icon which allows you to drag and drop the core. To the right of the

core title, m icon which will allow you to delete the core. If you choose to delete a core, you will see a dialogue box
appear asking you to confirm if you would like to delete the core. Deleting the core will delete the title, description,
and associated courses and

Custom Text — although the

courses will remain available New Core v

[ ]
within the “View Curriculum
Courses” tab for use within Add Core J ( Import Core )
other cores in the program.
Each time you add a new core
— either manually or by importing a Shared Core, it will appear at the bottom of the list.
Selecting icon will enable drag-and-drop functionality to move the core. If you would like to create a sub-core—

meaning you would like to have a core appear below and indented under another—you will need to drag the second
core down below the desired parent core, then move it in to the right to fall below the desired core. When you release
the core, the ordering will save automatically.

Cores cannot be re-parented beneath a Shared
Core, and Shared Cores and cannot be re-parented This is a Shared Core
beneath a core. The programs and Shared Cores
within Curriculog will follow the same rules and
structure that they do within Acalog to ensure that
they can send data back and forth. The system will g " o
prompt you with a reminder if you attempt to parent a
Shared Core in a way that is not permitted.

Shared Cores must always be first level cores
and cannot be subcores.

Counseling Minor

A miner in counseling consists of the following seven courses:

YOU may create as many |eVe|S of sub_cores as needed COUN 301 Orientation to the Counseling Profession Three

COUN 315 Philosophy of the Helping Relationship Three

tO develop you r progra m COUN 317 Introduction to Assessment Three

COUN 409 Group Leadership Three
COUN 410 Introduction to Counseling Theory and Methods Three

The third icon available within the Prospective

Plus 2 courses from:

Curriculum field is the Preview Curriculum icon. You TS R T e Three
. . . . COUN 412 Career Development Three
may use the Preview Curriculum icon at any time to COUN 414 Home and Family Living i

COUN 497 Special Topics One to Four

preview the Prospective Curriculum field.

Note: The Preview Curriculum tab displays ONLY the

Prospective Curriculum field — it does not display any Plus 2 courses from:
COUN 316 Parent and Family Dynamics Three
other elements of the program proposal or any of the ey e
course details beyond prefix, code, and name. COUN 414 ome anc Bamlvtving i
COUN 497 Special Topics One to Four

New Core



The preview will open a new window and display the contents of the Prospective Curriculum field with each core
expanded. You will be able to see the title and description for each core, as well as the prefix, code, and name for each
course that has been attached, and any associated Custom Text.

The preview will reflect the structure of your cores and indicate which are Shared Cores for reference.

ol
The top right corner of the preview will contain three options — print ﬂ -, Show Curriculum Preview = , and Show

¢

Curriculum Preview with Markup

Print will launch your browser’s print option to print this screen. Show Curriculum Preview with Markup — provided
your administrator has enabled the user tracking — will indicate in green anything that has been added and indicate in
red anything that has been removed. It will not specify which user performed which action in this view — you would
need to use the “User Tracking” tool to see that level of detail. To return to the preview, you would choose the Show
Curriculum Preview icon again or close the window to return to the program to make further modifications.

NEW PROPOSALS

When you need to create a new proposal, from your Dashboard you’ll need to click on the link

for “New Proposal”, and then choose from the list of available approval processes that your =< New Proposal
administrator has made available to you. There are four tabs across the top that can be used

to help narrow your selection — All Processes, Courses, Programs, and Others.

e All Processes — Displays all Approval Processes within the System

e Courses — Displays only those of the Course type

e Programs — Displays only those of the Program type

e Others — Displays only those of the ‘blank’ type. These processes will not allow you to import or export
information.

Each tab will display ten rows with “Previous 10” and “Next 10” buttons available for navigating when there are
multiple pages.

You can also use the “Sort by” drop-down menu to sort processes by either title or type to help select. Processes with
a title that is grayed out and italicized are in edit mode and undergoing revisions by the administrator — you will be
unable to select these at this time. Processes that are grayed out are deactivated and unable to be used.

If you would like to preview an approval process before starting it, you can select the preview form icon L' . This
will open a new window, previewing only the form of the proposal. None of the fields will be functional within the
preview.

To begin a new proposal, click the new proposal icon \f.

**Fast Track Proposal Options must meet certain criteria to be considered. Contact the Curriculog administrator to
determine if this option should be used.

Creating New Items

When you are filling in a proposal to create a new item, you will need to fill in
all required fields within the form. Required fields are noted with an asterisk. Name*
As you work in the form, be sure to save your work often by using the save at
either the top of the page, or the floating “Save All Changes” at the bottom. If




you try to navigate away from the page without saving your changes, the browser will prompt you to save before
allowing you to leave.

Once you have reached the end of the form, you will need to launch
the proposal to send it into the workflow. To launch it, you will need
to scroll back to the top of the page and click the “Validate and

n Please correct the following errors before launching the proposal

Proposal has validation errors
“ [ Show Me

Could Not Launch Proposal

Launch” icon from the upper left corner.

At this time, the system will verify if any required fields have been left empty.

If they have, they will be highlighted in yellow, and the proposal will be unable
to launch. A message will appear indicating that you have missing information
—if you click “Show me”, it will take you to the first of the required fields.

Hierarchy Owner*
Once all the required fields have been filled in, the proposal will be able to

Hierarchy Owner is required.
launch. As a best practice, we suggest that the first step in any proposal is the

originator — meaning the proposal would return to you. If your administrator follows this practice — you now have an
additional opportunity to further revise your proposal before sending it on to the next step in the work flow. You may
choose to review the section on Editing a Proposal, or move on to Providing a Decision.

Changes

When you are creating a proposal for revisions to a course or program that already exists

—you will begin by importing the existing catalog information. Type of Program™
2 Program

_ Shared Core

Note: If this proposal is for a program, the first step will be to indicate if this is a
program or a Shared Core in the Program Type field. This must be declared prior to
choosing the import icon.

Start by selecting the import icon from the upper left corner of the proposal.
This will open a pop-up window listing all available
catalogs you can import from. The available
catalogs are determined by your System
Administrator.

Import Data Into Your Proposal

Select an external system from which you would like to import courses.

Acalog: Curriculog Training Catalog

Next, you will be presented with filter options that
may be used to find the course you would like to

Search Curriculog Training Catalog

Using the faceted search below, locate the course or program you would like to import into this
proposal.

import.
Filter Courses
Prefix = | pcce X
The search will default to searching through all courses, but L p—
you may use the “add filter” drop-down menu to select
Start Date: End Date: Sort Results By:

additional filtering options. Each option allows you to select a
field from the courses template that you can then enter a
value to search on.

! Prefix X | Code X  Name X

[ Exclude previously imported items

Search Available Curriculum Select Another External System Cancel Import

Once you have added at least one filter, you can not leave
the field blank when you search, or you will receive zero
results. It will also not accept partial searches — for example,

Search Results (11017 of 17)
ACCT 221 Principles of Accounting I
ACCT 222 Principles of Accounting 11

ACCT 315 Managenial Accounting

Py P T Uy G e S




‘ACC’ will not return any results for ‘ACCT’; but you can use the * as a wildcard. Entering ‘ACC*’ for example, would
return ‘ACCT’ courses.

The “Exclude previously imported items”

checkbox is a toggle that would remove items ACCT 322 Intermediate Accounting II (previously imported)
that have been imported by any user from your ; R ETIIE )

list of search results. If unchecked, the items ACCT 326 Microcomputer Applications in Accounting
would appear in your results but would be
italicized to indicate that they have been imported previously. It will not prevent you from importing the item a

second time; it will just serve as an indicator.

Note: If the cache has been cleared

by an administrator, the exclude Import Data Into Your Proposal
. . . Confirm the fields that will be imported into your proposal (only fields that are mapped will be listed here). If
prewously ImportEd items f/ag you would like to prevent the imported data from overwriting an existing field in your proposal, dlick "Import

Field" to uncheck that field.
may be reset. Once you click Import, your data will be validated against the proposal. Any data that is incorrect will have a
message telling you what is wrong with the data, and it will not be imported into the form to prevent errors.

Once your search has located the Tt TR Pemwitn Enpert
item you would like to import, » Data Points: Hierarchy Owner Agricultural Sciences

. . . » Data Points: Name Wildlife Management I
click on the title. You will then be (s AG
able to preview all mapped data » Data Points: Code 335
available to import_ By default, all » Data Points: Description Introduction to wildlife management. Principal

wild birds and animals of economic importance
. . . to Florida farms, Methods and techniques of
details will be marked for import, population manipulation.
» Data Points: When Offered

» Data Points: Course OID 156952

but you can choose to uncheck

& O

any items if you do not want to

import them. To complete the =
Import This Item Return to Search Select Another External System Cancel Import

import, click ‘Import this Item’.

You may also choose to “Return to

Search” to choose another item, or “Select Another External System” to choose another catalog, or “Cancel Import” to

cancel entirely.

Once you have imported the information, the window will close, and your proposal will be populated with all of the
information from the course catalog.

Now that you have imported the existing catalog data; the best practice is that you do NOT make changes to the
existing information. Complete any remaining required fields and launch your proposal by selecting the launch icon

‘f from the upper left corner of the Proposal. This will be critical to ensuring the User Tracking function is able to
capture all edits as the tracking begins on step one.

Once the proposal has been launched, it will move to the first step in the process. As a best practice, we suggest that
the first step in any proposal is the originator — meaning the proposal would return to you. If your administrator
follows this practice — you now have an additional opportunity to further revise your proposal before sending it on to
the next step in the workflow. You may choose to review the section on Editing a Proposal, or move on to Providing a
Decision.

**If you are completing a course or program change, you must Import the existing curriculum, complete only the
asterisks fields, Launch your proposal, and then proceed to edit/enter data in the remaining fields.



Proposal Toolbox

The Proposal Toolbox appears on the right-hand side of the screen when working within any proposal and includes
several options for interacting with your proposals.

Discussion

The first icon D indicates the Discussion tab. The Discussion tab is the default view of the Proposal Toolbox that
you will see when first accessing a proposal. It is used to display the User Tracking information, as well as any
comments that have been entered on the proposal. More details about the User Tracking and comments are listed
under the Editing a Proposal section.

Status

The nexticon s for the Status tab. The status tab will allow you to review the Proposal History — a log of all of the

O originator

steps that have already occurred, the step it is currently on, and
any steps that still need to happen.

On each step you’ll find the name of it at the top along with the Working

status — for example, this screenshot indicates that the step was Participants
approved. Under Participants you will be able to see any users who . (\) Mara Sansolo
were required to take action on this step; if they performed any -

edits on this proposal you will see an edit color assigned to them | Step Details

(red, in this example), and if they provided a decision you will see
the decision in the circle next to their name (approve).

To review step options and see permission levels,

Step Details

What is this step set up to do?

click * g Your System Administrator created this proposal's workflow steps
with certain settings. These settings will determine what you can do

In the Rules portion, you will be able to see the on each step.
settings for each step.

- Can Edit: Yes indicates that a user on this Participants

step will be able to make modifications. Originator

- Can Comment: Yes indicates that a user on

this step will be able to leave comments. Conditions

- Signature required: Yes indicates that a Mandatory: Yes
user on this step will be required to provide a

signature when they place their decision. Rules

- Agenda Available: No indicates that this Can Edit Yes
step will not allow for committee Can Comment: Yes
functionality, or for the proposal to be placed | signature required: Yes
on an Agenda at this time. Agenda available: No

- Comments viewable by: Every user
indicates the level of transparency the
administrator has set.

Comments viewable by
any fime

Note: Only an administrator can modify these settings.

Every user involved in the proposal at



Knowing what permissions you have on your step will Decisions
make your work within Curriculog easier. Using the step
in the

screenshot to the right as an example — knowing that an

Required Participation: 100%
Required for approval: 100%

Additional requests: hold, cancel, custom route, suspend
‘Agenda Available’ is set to no, you won’t be looking to If rejected, return to: Previous Step
create an Agenda for this step or wonder why there are
no committee options available. Deadlines

Deadline: No

Reminders: Every 3 days

Signatures
If your administrator chooses to require a signature, they will be recorded on the signature Signatures
" Originator
tab when a user makes a decision on a proposal. Depending upon the settings — a user Statue A S
. . . . . o . Status:Approve
may provide their signature in one of two ways. They may either provide it via a signature Diana Prince07/15/2020

pin, or through a paper document that is scanned and uploaded. Both types of signatures will
be recorded in the signatures tab, and if the paper signature is used, it will be available for download.
As a best practice, we recommend using the signature pin.

Files Upload File
File Browse.. No file selected.
The Files tab will allow you to attach documentation o
relevant to your proposals. Any user who is an active | Upload |
participant on a step may upload files to a proposal, and
although the maximum file size limit is 20 MB for each file — Attached Files
there is no limit to the number of files that may be attached to Curriculog - Project Start Documentation 2020.pdf .

uploaded by Mara Sansolo, 7/7/2020 11:19 am

the proposal. ,
‘ Show File Markup

Once files have been attached, they will be visible to all users.
The file markup will indicate who uploaded each file and when through an activity log.

Note: In older versions of browsers, uploading files as attachments that contained spaces in the file names may have
resulted in difficulty when downloading the file later. Although newer versions of browsers are no longer experiencing
this issue, as a best practice, when uploading attachments, we recommend that you ensure there are no spaces in the
file name.

Decisions

Once you have completed your work on the proposal and you are ready for it to move to the next step, you will need

to enter a decision. To provide a decision, select the Decisions tab vfrom the Proposal Toolbox.

The decisions that are available to you will vary based on the settings your administrator has selected for each step,
but this manual will cover all options available.



Approve - Selecting Approve is indicating that you are
approving the proposal in its current state and are Your Decision

signing off on it to move to the next step in its What would you like to do with this proposal?
workflow. If you are the only participant on the step,

the proposal will advance automatically. Entering a @ el
comment is optional when selecting Approve. O Refect O Suspend
) Cancel

o If you are not the only participant on the step,
and the step requires 100% approval in order
to advance, then the step will wait until all
participants unanimously agree to approve or
reject.

o If you are not the only participant on the step,
and the step requires any other threshold
lower than 100% approval in order to advance,
the proposal will remain on the step until all
participants have voted even if it has received
enough votes to be approved. This means that if the vote is set to require 75% approval and three of the
four participants have already approved, the proposal will remain on the current step until the fourth
participant makes a decision.

o If this is a committee step but you are a non-voting member, the step will not move on until the Agenda
Administrator has placed their decision.

o If thisis a committee step and you are the Agenda Administrator, when you place the decision to approve

O Custom Route

Please comment on your decision below.

the step — you will be placing it on behalf of the committee, and it will advance to the next step.

Reject - Rejecting a proposal indicates that you are not approving of it in its current state. You will be required to
enter comments in order to submit the decision to reject, and as a best practice we would strongly suggest using
the comments to explain the reasoning behind submitting a rejection. Depending upon the settings an
administrator chooses — a proposal may take one of two paths when it has received a rejection.

o Originator — If the originator chooses to send a proposal back to the originator, the proposal will create a
new step titled ‘Originator’, followed by each step from the beginning. This effectively causes the
workflow to start over.

o Previous Step — If the originator chooses to send a proposal back to the previous step, the proposal will
return to the previous step only and then resume the normal workflow.

Hold - Submits a request for the proposal to not advance in the workflow. The request is sent to the administrator,
who will approve or reject the request. If the administrator approves the request and places the proposal on hold,
the users on the step will be able to continue to work on the proposal, however, it will not advance in the
workflow until the hold is removed. This would typically be used to ask for additional time for revisions on a
proposal when a deadline is approaching, as the item will not trigger the deadline when it has been placed on
hold. Only an administrator can lift the hold on a proposal.

Suspend - Submits a request for the proposal to be suspended from the workflow. Like the request for ‘Hold’, it is
sent to the administrator, who will approve or reject the request. If the administrator approves the request and
suspends the proposal, no work may be done on the proposal, and it will not advance in the workflow until the
suspension is removed.

Note: In the case of both Hold and Suspend, if you were to place a proposal on either status after it had been in
progress for 6 days, and it had an upcoming deadline after 10 days — and the proposal stayed on its status of Hold
or Suspend for another 10 days — the day that you return it to the workflow the deadline will trigger as it has now
passed its original 10 day deadline.



e Cancel - Submits a request to cancel the proposal and delete it from Curriculog. The request is sent to the
administrator who will approve or reject the request. If the administrator approves the cancel request, the
proposal will be referred to the originator. The originator may then re-launch the proposal or cancel it, which will
delete the proposal from Curriculog. If the administrator rejects the cancel request, the proposal will remain on
the current step awaiting a decision. This is the only way you can delete a proposal after it has been launched.

e Custom Route - A Custom Route is an additional ad hoc step outside the steps in the approval process that the
administrator originally provided and require administrator approval. They will allow you to invite additional users
or committees into a workflow for additional feedback. Custom Routes are covered in more detail in the next
section.

Custom Route (requested by Mara Sansolo)

Custom Routes
|f Remove Step |
Custom Routes have a tab within the Proposal Toolbox where you will

establish your Custom Route but starting them begins as a decision. Sop Hama: Sop Noma

Custom Route

To begin a Custom Route, you will need to select the Custom Route option

as a decision from the decision tab, and then select “Make My Decision.” Who is involved on this step?
This will direct you to the Custom Route tab to configure the options for v Role Types

your Custom Route. The first option available will be for you to decide if you ~ Hierarchy

would like to re-name the step. It will default to “Custom Route” but if you ~ T Acalog University

would like to change it you can click in the field and replace the text. « & Acalog Catalog Manager

v & Acalog University Registrar

The next option is to indicate who you would like to bring into the workflow
by choosing the participants. Select the grey arrow to the left of
“Participants” and the option will expand. Select “Add Participant”.

This will launch a new window titled “Who is involved on this step?” and will
display two options initially — Role Types and Hierarchy.

v & Custom Route Committes &

~ & Digarc Curriculog Administrator

Heather Kelly

& Honors Curriculum Commitiee Review
~ 10 College of Arts & Humanities

v T Art

In most cases, when adding a participant to a Custom Route, you would be

looking for a specific user. To locate a user, you can use the v symbol to ‘ﬂ\
expand Hierarchy, then again to expand a specific entity, and then a role

until you see the user. Click on the user — or users - to select them and their row will be highlighted blue.
Next select “Add Role(s”).

Note: When creating a Custom Route, you can only select a user if they already have a role within the Hierarchy. You
will not be able to search the User Accounts module.

Once the users have been added, they will be listed on the step under “Participants.” If you need to remove a user,
you can click “Add Participant” again, then click the user you would like to remove which will remove the blue
highlight from their name and click “Add Roles” again and the user(s) will be removed.

Note: You may also choose users based on Role Types; however, the users that are brought into the proposal will be
based on the Hierarchy selection made on the form at launch.



Once you have determined the participants for the

Custom Route, the next step will be to determine what Rules -
they will be allowed to do by setting the Rules. To view What work is allowed on each Proposal?
the options available under Rules, click the arrow to the [] Edit Proposal

left to expand the section. Make Comments

Is a signature required?
There are four options you will need to determine [ Yes
within the Rules section. Is agenda available? Does this step involve a committee situation
where one person will vote on behalf of others?
First, you will need to decide if the users you are Yes
bringing into the proposal on Custom Route will have Who can view the comments during this step?
the ability to edit the proposal and/or make comments.
When making this decision, consider the reason for the
Custom Route: it may be that you only need feedback

from another individual and a comment is sufficient — or it may be that you need to extend editing rights to a new

Every user (login not required) -

committee.

Next, you will need to decide if this step requires a signature from the user. If you require a signature from a user, they
will need to enter either their signature pin or provide a scanned paper copy of their signature in order to approve the
step.

The next option is related to committees — and is only available if you have chosen a role type associated with a
committee as your participant. If this option is available and selected — it indicates that this step will function as a
committee step; the user elected as the Agenda Administrator will vote on behalf of the group and be able to create
an Agenda as needed. If you’ve not selected a role type associated with a committee — this option will not be
accessible.

Who can view the comments during this step?

The last option is a drop-down

menu allowing you to determine Every user (login not required) v

who may view comments made Every user (login not required)
during this step. You may allow all Every user who has a login

users (including guests without Every user in the hierarchy branch that owns the item

logins) to view comments, or you
may restrict it to one of the other

options available from the drop-
down men.. Only those involved on the current step

Every user involved in the proposal at any step

Every user involved in the current step PLUS the originator

Note: The transparency level of the system selected by the administrator may override the setting you select here.

For example, if the administrator sets the transparency of the system to Restricted and you set the step to Every User —
the Restricted settings will override the Every User settings.

The Decisions section is where you will determine the types of decisions users can provide, and the direction the
proposal will move in.

The first selection indicates the type of decision your Participant(s) will have; there are three different types of
decisions to designate:



e Approve / Reject 100% for
approval — This option indicates
that all users on the step must
come to a unanimous decision for
the step to be approved or
rejected. If all users provide a
decision and it is not unanimous,
the step will not advance until
users either change their votes to
reach 100%, a deadline is reached
an automatic decision is triggered,
or an administrator force
approves/rejects.

e Vote: ___ % for approval — This
option indicates that a threshold
must be reached for the step to
advanced, however it still requires
that all users on the step provide
a decision. For example, if the
step has 4 users, and the
threshold is set to 75% - then only
3 of the 4 users must vote
“approve”. If 3 of the 4 log-in and
vote right away — the step will not

Decisions A

" Whattypeofdec|s|on|sth|s‘? S S U O

® Require 100% participation and unanimous approval.

O Require 100% participation and % for approval

O Require % participation and majority approval

What kind of decision flags will you allow to be used on this
proposal?
[ Hold

[ Cancel

] Suspend

Where will the proposal go after the custom route?
O Proposal should come back to this step.

® Proposal should advance to the next step.

Who should be notified when the step is completed?

If Approved: If Rejected:

-

Add Participant -

. Add Participant '

\

advance to the step immediately. It will wait and allow the fourth user
the opportunity to log in, review the proposal and changes, provide comments, and provide a decision — even if
their decision cannot change the outcome. Only when all users on the step, and the vote threshold have been

reached will the step advance.

e Quorum Vote: Require ___ % participation — This option indicates that a threshold must be reached for the step
to advanced, however it does not require that all users on the step provide a decision. For example, if the step has
2 users, and the threshold is set to 50% - then only 1 of the 2 users must vote to “approve”. Once the 1 user votes,
it then meets the 50% threshold and will advance the step without the other user’s vote.

The next option allows you to offer decision flags to the users on the Custom Route, which will provide the users
on this step options on their decision beyond Approve and Reject. The options that you can offer users are limited
to Hold, Cancel, and Suspend — you will not be able to provide Custom Route as an option from a Custom Route.
You can read the full descriptions for the decision options under the Decisions section.

Note: You will only be able to create one Custom Route per step, and you may not create a Custom Route from
within another Custom Route.

The next option determines the path the proposal will take once the Custom Route has been approved. There are
two options available and the path you choose will vary based on your needs for the Custom Route.

¢ Proposal should come back to this step. This option is often chosen when the reason for a Custom Route is to
invite a feedback loop. When you select this option, the proposal will advance to the Custom Route step when the
administrator approves it. Once the Custom Route step has been completed and approved, it will return to you for
further revisions and a decision. Once you provide your decision, it will then advance to the next step in the



workflow.
Note: You cannot create an additional Custom Route as a decision, as you may only create one per step.

¢ Proposal should advance to the next step. This option is often selected when you are inviting a user into the
workflow to make additional changes or comments and allow the workflow to progress after with no additional
revisions on your part. This means that once the administrator approves the request for a Custom Route, you will
still need to complete your step by providing your final decision. At that time, the proposal will move on to the
Custom Route, and then on to the next step in the workflow.

The last option on the Decisions tab is an additional
notification that you can choose to provide, if the Deadlines/Reminders
proposal is either approved or rejected. This notification

L. . . Would you like to set a deadline for this step?
is in addition to the one automatically sent to the users

. ~ Set Deadline
on the step and may be different based on the approval
or rejection. To add a user to send a notification to, click Move Step after days

W
on “Add Participant”, then use the to expand

Hierarchy, then the Role, and finally the user. When you
have selected the user, they will be highlighted in blue,

Send reminder days(s) before deadline

What should happen if the deadline passes?

Automatically Reject

then click “Add Role(s)” to add them to the step. ® Automatically Approve
The last section of the Custom Route that you can set is Who should you Rotily when the deacline I pessed?
the Deadlines/Reminders option. This option allows you (" ada Participant '
to set a number of days to be allowed for the step h '

before an automatic action will occur and you can

choose if reminders are to be sent to the users involved Would you like to set a timed reminder for this step?
on the step.

Send every days(s)
The first option is for setting a deadline on the step. A Send after days(s)

deadline is a threshold set in a number of days for the
step; and if that threshold is passed an automatic action
will occur. If you would like to set a deadline, check the
box labeled “Set Deadline.”

Once this has been checked, the next two options become available.

® Move Step after ___ days. This requires a whole number to be entered — for example “30.” Once 30 calendar
days have passed with no decision on the step, this deadline will be triggered.

Note: Curriculog does not observe holidays or weekends and will continue to count towards the deadline.

¢ Send reminder ___ day(s) before deadline. This will also require a whole number to be entered, and ideally a
smaller option than one that was used for the deadline. If your deadline was set to 30 as our example above, then
perhaps this option may be set to “15”. On the 15th day on this step with no decision, a reminder will be sent to
the user that the deadline is approaching, and they need to take action to avoid the automatic decision.

The next option is to choose which of the two automatic actions should occur when the deadline passes. If either
of these actions were to occur, the step will follow the path the administrator has outlined. For approvals, this
means advancing to the next step of the workflow. For rejections, it may either return to the originator or return
to the previous step.



e Automatically Reject
e Automatically Approve

You may also add users to be notified if the deadline passes without action. This notification is in addition to
notifying those on the step and separate from the approve/reject notification. To add a user to send a notification
to, click on “Add Participant”, then use the to expand Hierarchy, then the Role, and finally the user. When you
have selected the user, they will be highlighted in blue, then click “Add Role(s)” to add them to the step.

The last option of the Deadlines/Reminders section will be to include timed reminders. These reminders may be
sent to the users of this step regardless of if you choose to use the deadline feature.

e Send every ___day(s). This option requires a whole number, for example, “10”. This would send a reminder to
the user every 10 days until the step has received a decision.

e Send after ___day(s). This option requires a whole number, for example, “5”. This option would send a
reminder to the user after 5 days have passed with no decision having been provided on the step.

After selecting all the options associated with your Custom Route, you will be required to enter a comment. The
comment is usually used to provide explanation to the user being invited and requires a minimum of two

characters to be entered.
Please comment on this custom route

Below the comment box are three buttons: Please let me know what you think about this proposal so far|

o Edit Custom Route You will be able to review all
the selections you have made on the Custom Route,

. . . Note: By selecting the button below, you are requesting a custom route
and if you are unhappy with any of the selections — v 9 ¥ q g

o on this proposal. This request is pending and must be approved by an
you can choose to edit it further. Administrator. During this time, you may make changes to your custom
route request.

* Request Custom Route Selecting Request Custom If your route is approved, the proposal may leave the current step

Route will send this request to the administrator for immediately to begin its custom route. Depending on the options you

. . . . selected, this item may return to you when the custom route is complete,

review. The Custom Route will remain as pending . : _
or it may continue in the workflow.

until the administrator has either approved or

rejected the request. | Edit Custom Route |

While this is pending, you can continue to revise the | Cancel Custom Route \
proposal. Once it has been approved — depending

upon your selections within the Custom Route, it may advance to the Custom Route immediately and be returned
to you later — or it may continue in the workflow.

e Cancel Custom Route If you decide you no longer want to proceed with the Custom route, you can choose this
option to cancel and continue working on the proposal and provide your decision.

AGENDAS

The Agendas module provide functionality to create a meeting agenda for discussing proposals that require a
committee as a part of the approval process. A committee may be made up of several individuals which Curriculog
will split into two groups: non-voting members and Agenda Administrators.

¢ Non-voting member Users on the proposal may edit or comment if the step allows, however rather than
providing a decision you are providing an opinion. You may place the opinion to indicate your preference



for an approval or a rejection, however your vote is not counted towards the final approval or rejection.
Only users serving as the Agenda Administrator will have their votes counted.

¢ Agenda Administrator If you are designated as an Agenda Administrator, your name will appear with an
asterisk beside it on the step and you will now be responsible for placing a vote on behalf of the
committee and have the option for creating an agenda if one is needed. Non-voting members may place
opinions on the step, but only the votes of the Agenda Administrator will be counted. There may be more
than one Agenda Administrator on a step if the administrator chooses, and in that case all users
designated would be required to vote for the step to advance.

Note: An Agenda Administrator does not have all the rights and permissions of a system administrator and will not
have access to the Administrator Dashboard.

Only Agenda Administrators can create, edit, publish and make decisions upon an agenda, and only when a
proposal has reached a committee step.

When you navigate to the Agendas Module, you will see four tabs available across the top:
¢ My Agendas This tab will house
Ag‘erldas that you have created and are CRRCILE  Proosals ros oot
still in progress or are completed but
not yet marked as archived. All Agendas
¢ All Agendas This tab houses Agendas
by all users that are still in progress or
are completed but not yet marked as
archived.
¢ My Archived Agendas This tab r_1 L
houses all Agendas that you have —
created that are
completed and marked as archived.
Marching them archived moves them to this tab to be housed indefinitely to alleviate clutter on the My
Agendas or All Agendas tab.
¢ Archived Agendas This tab houses all Agendas by all users that
are completed and marked as archived. Marching them archived

My Agendas

4 New Agenda

My Archived Agendas Archived Agendas

moves them to this tab to be housed indefinitely to alleviate EEL?SEZ M?E“ng
clutter on the My Agendas or All Agendas tab. Created: 22 May 2020 by Mara Sansolo

On each tab, you will see 10 Agendas at a time listed. You can use the
“Next 10” or “Previous 10” to navigate through the list. Each row will
indicate the name of the Agenda, the number of proposals included,
the date it was created, and the name of the Agenda Administrator

Tuesday Curriclum Meeting

Agenda Information

Name

who created it. .
Tuesday Curriclum Meeting

Status

If the Agenda is open, still has active proposals and you are the Agenda
Administrator who created it, you will see three icons when hovering

o m .. &
over the name of it: View Agenda Summary “—", Edit Agenda * , and
Print Agenda Q
View Agenda Summary will provide a flyout on the right side of the

screen allowing you to view an overview of the Agenda including the
name, current status, committee involved, associated notes, and

Published

Committee
Instructional Design Review Committee

Notes

time, location, pizza will be provided

Proposals

O ASTR - 101 - Astronomy of Solar System



attached proposals.

Print Agenda will launch a new window containing a print friendly version of the Agenda. This view will feature the
details of Agenda and forms of each attached proposal.

Edit Agenda will return you to the Manage Agenda screen. The upper right side of the screen contains a print icon

gand a help icon 9, and the upper left may contain the unpublish icon IDor the Complete Agenda icon @
will not be able to change the name, committee, status, or created by options of a published Agenda but you are
able to edit the notes field. This will allow you to use the notes field to enter relevant details from discussions
surrounding your proposals, or minutes from a meeting.

.You

At the bottom you will find a list of all attached proposals. Hovering over them will provide the View Proposal

Summary ED’, and View Proposal icons C}" and clicking anywhere in the row will expand the proposals summary
in the right pane to allow for a quick review. Although you can navigate to the proposal using the

View Proposal icon E}’. in the event changes are needed — you are also able to provide decisions — =
directly from the Agenda by hovering over the decision drop-down arrow. This will provide you
with all available decision options on the step

The unpublish icon I‘:)will only be available on Agendas until a decision has been made on at least one of the
attached proposals. If no decision has been provided on any proposal, you can select this icon to change the status
of the Agenda back to unpublished, allowing you to modify the proposals that have been attached, the Agenda’s
name, or the committee associated. Once a decision has been provided for any attached proposal, this icon

becomes the Complete Agenda icon v When the Complete Agenda icon is selected, any proposals without a
decision will be removed from the Agenda to be able to be included in other Agendas; this Agenda becomes
completed, and you will have the option to archive the Agenda.

Note: There is no option to delete Agendas once at least one decision has been provided on them.

Create a New Agenda

T ... [P
The Agenda Administrator will have the ability to create
a new Agenda when a proposal has reached a step in
their workflow that is a committee step. To create a
new Agenda, you will need to navigate to the Agendas
module and then select “New Agenda.”

My Agendas All Agendas My Archived Agendas Archived Agendas

Select a Committee

The next step will be to fill in the form for the Agenda,
starting with the Agenda name. This is typically the
name of the meeting being held or named after the Instructional Design Review Committee
committee conducting it. Once the agenda name is ) ) )

entered, click “Add Committee.” The new window will Library Science Review Committee

provide a list of all eligible committees. A committee

will be considered eligible if you are the Agenda —_——
Administrator for that committee. Once your ‘ Cancel
committee is selected, click “Done Selecting E—
Committees” to add it to the Agenda.



The notes field allows you to enter notes for this Agenda. You may choose to include additional information that
may be covered in this meeting or notes about when and where it should take place.

Note: Although there is no limit to the amount of text you can place in the notes field, there are no attachments
available within the Agendas.

Next, click on Add Proposals to add the proposals to the agenda for review. A dialogue box will open displaying
any eligible proposals.

Select the proposals to add to the Agenda and then click “Done Selecting Proposals.” The proposals will now

appear in the Proposals section of the Agenda. You may view the Proposal Summary m or the Proposal C}’l from
the appropriate icon displayed when hovering over
the proposal within the Agenda. Select Proposals for this Agenda
Sort by:
Publishing the Agenda will make the Agenda Propasal Name -
available to all users within Curriculog and will include Select: Frst anListeg |1 None Listes
a link on the current step of each proposal currently ART - 100 - Introduction to Ar
associated with the Agenda. To publish the agenda,
=3

navigate to the ‘f icon in the upper left.

HIERARCHY

The first item will be the “Hierarchy Owner” field, which designates the owner
of the information within Curriculog, and is used to assign the appropriate
users to steps.

Many institutions choose to rename this field to something more relevant to
their needs — such as department, school, or college — but the default title within Curriculog is “Hierarchy Owner”. This
is a required field within Curriculog that cannot be removed, must be selected prior to launch, and cannot be changed
once the proposal has been launched.

By clicking in the field, you will be able to choose an item
from the populated list — you can also begin typing in the
field to quickly locate options; the dataset available is the
entity list from your Hierarchy module. Your administrator - Academic Programs and Services
may choose to limit this list further by choosing to restrict Prefix College of Arts and Sciences

it by an entity type, allowing you to select only

departments, for example.

The primary purpose of the hierarchy is to indicate the user who will Originator
be brought onto the step — so if you have selected an entity and there o
is a step unable to locate a user within that entity — you will be unable
to launch the proposal.

Step Summary

This step requires 100% approval from all participants to move forward
Participants

. . . . . [l () Heather Kelly | 5/26/2020 9 58 AM

Your options will be to either choose a different entity from the -
hierarchy, or to contact an administrator for assistance.

Totals

Users Approved: 0
Users Rejected 0



ACCOUNTS

Users My Settings
Users =
Sort by:
This tab will display a list of all users within Curriculog. Name ~ A B CDETFGHI I JKLM
You can sort results by Name, Role Type, or Entity using Role Type All Users
Entity

the drop-down menu in the upper left.
¢ Name Sorts users alphabetically by last name

* Role Type Sorts users based on the role types that have been assigned to them by the administrator. For
example, department chair.

e Entity Sorts users based on the hierarchy entities in which their roles fall. For example, if Diana Prince is the Art
Department Head then selecting the Art department as the entity would return her user account.

You can also use the alphabet links to filter the list of users ° panciol Margaret
displayed. Selecting a letter will jump to the first section of users From:  no-reply@curriculog.com
whose last name begins with that letter. Users will be displayed ten
at a time on the page, and you can use the “Next 10” or “Previous
10” options at the bottom of the page to scroll through them. Message

Subject:

When hovering over a user, a Send Message icon a will appear to

the far-right end of that row and indicates that you may send a

message to that user. When you select the icon, a flyout will appear
in the right pane with the user’s name

Bancroft, Margaret populated in the “To” field.

i & C h i
Personal Information You may choose more than one user to opy me on [his emal
First Name send a message to at a time. The
Margaret

“From” e-mail will be auto-generated by the system and cannot be modified. You can

;:?c:;‘me provide any subject or message, and if you would like a copy of the e-mail to be sent
Email to you — be sure to click the checkbox for “Copy me on this email” at the bottom
mbancroft@adigarc.com before clicking “Send Message.” When the e-mail is sent a copy will not be maintained
Coles within Curriculog.

Education Committee Member &
e mommree Tenber When you select a user’s name from the list, the flyout on the right will display the

Counseling Committee Memher 2 , i . i i L .
Counseling Faculty user’s personal information including their first and last name and e-mail address, and
Curriculum and Instruction Faculty any roles or committees that have been assigned to them by the administrator. You
Education Faculty will not be able to modify another user’s account in any way unless you are an

administrator.

My Settings

My Settings will allow you to review the settings for your own account. You can access this
information in two ways: you can either hover over your name in the upper right corner of

Curriculog and choose “My Settings” from the drop-down, or you
can navigate to the Accounts module and choose the “My CRICAS.  Propamiz  Ageedes Ko
Settings” tab.

Users



Sansolo, Mara

This tab will populate only your user account in the left pane, and when you select

it you will see your information appear in the flyout on the right.

Personal Information

First Name The first portion, Personal Information, will contain your first and last name, e-mail

Mara

Last Name Information.”
Sansolo

Email

msansolo@digarc.com
Password

‘f Change Password |

——
Save Personal Information | Cancel

Roles

Library Science Review Commitiee Chair f
Library Science Department Chair

Instructional Design Review Committee Chair 2
Instructional Design Department Chair

Library Science Review Commitiee p
Marketing Commitiee Review 2

Accounting, Economics, Finance Committee Review I

Committees

Library Science Review Committes * agenda administrator

Instructional Design Review Commitiee * agenda administrator

address, and password information. If you make any changes, click “Save Personal

Note: WCU uses remote authentication or SSO to provide credentials to log in to
Curriculog, you will use your network credentials to login.

The next section will detail the roles that have been
assigned to you. Roles are listed first, and any committees
you may serve on will be listed after, and if you are an
Agenda Administrator it will be noted with an asterisk. You
will not be able to modify any of the roles that have been
assigned to you.

The last section will be User Rights and will indicate some
permissions you will have within the system as well as
notification and signature preferences.

The first portion will be labeled “Permissions” and will be set by the administrator.

¢ Can Originate Proposals This setting indicates that you will be able to

act
as an originator and create new proposals.

Permissions

Can Originate Proposals

e Can Import This setting allows you to import content when creating a Can Import

new
proposal.

System Administrator

¢ System Administrator This setting indicates whether you are a System
Administrator. System Administrators have the highest level of authority across the Curriculog system and

cannot be restricted in any way.

The next three options will pertain to preferences regarding notifications.

e Originator This setting controls how often

you will receive notifications for proposals
you have created.
* Receive all messages for User’s
proposals — You will
receive notifications for all actions
taken on proposals
you originate.

Originator

Get all messages for user's proposals -
Email Options

Weekly Email Digest -
Process

Send messages for the steps in which | am invalved only

* Receive messages for comments only for User’s proposals — You will receive notifications when
there has been a comment on a proposal you originated.

* Receive messages for comments and edits only for User’s proposals — Users will receive
notifications when there have comments or edits on a proposal they originated.



¢ Email Options Determines how often emails from Curriculog will be sent. Choosing the “All Emails”
option will send an email to you each time a notification is triggered. The other options will send a digest
of all notifications that occurred since the last email; and digest emails are sent out each night at midnight.
As a best practice, we recommend using the digest option because Curriculog generates a lot of
notifications that could quickly fill a user’s inbox if “All Emails” is chosen.

Note: All notifications will still appear on the User and Admin dashboards as they are triggered even if a different
digest option has been chosen for the emails.

* Process Determines how often you will be included in notifications for proposals that you are a part of
on at least one step.
* Send messages for the steps in which | am involved only — be notified only for steps that you are
directly a part of.
* Send messages for proposals in which | am involved only — be notified for actions on all
proposals you are involved in, even if you’re not involved on the current step.

The last two options indicate the preference for how the signature pin will be provided should it be required on a
step, and a way for you to view your provided pin.

¢ Upload paper signatures for signature steps —
The proposal will provide you a print friendly
document to sign

and upload to the proposal.

¢ Use Electronic PINS for signature steps — Personal |f View Pin t|
identification numbers given to you to use in place

Signature Steps

Use Electronic PINS for signature steps

Signature Pin

of a paper-based signature; this is recommended as a best practice.

Note: Note all options may be available for you to modify. WCU uses SSO authentication and does not allow PIN
signatures.

REPORTS

Global Reports
Reports

Pending Proposals Report - provides a list of all proposals within the system sorted by

status.
Global Reports

User Activity Report - provides a detailed view of a single user’s participation within
Curriculog by proposal, including comments, edits, decisions and time spent.

Pending Proposals

Aging Report - provides a list of all active proposals sorted by the greatest time in the User Activity

system.

Bottleneck Report - provides a list of the largest lag times for changes by user, role and

entity (such as department). Bottleneck Report

Participation Report

I Aging Report

Participation Report - provides a list of all steps that involve a selected participant and
will include the proposal name, decision made (if any), proposal URL, and the

committee/entity those proposals belong to.



Detail Reports

Proposal Detail Report - provides the complete details of a single proposal, with the

ability to include a summary of user activities (edits, comments, decisions, time),

comments, import source, files and crosslistings.

Proposal Progress Report - provides the history of a proposal (its steps) in a flow
diagram with user activity including comments, edits, time and decisions.

Impact Report - provides all dependent elements of the curriculum for an item, such
as prerequisites, corequisites, crosslistings, programs and campuses. This will look for

Detail Reports

Proposal Detail Report

Proposal Progress Report

Impact Report

any reference of the course — whether it is a permalink, dynamically linked into a

program, or plain text within the description.

Historical Change Report

Note: Results of the Impact Report may look surprising in how thorough they are. For example, a search for a
course may provide a program in the results — even though the course does not appear to be listed in the programs
description or dynamically linked at first glance, because it is listed as a prerequisite to one of the dynamically

linked courses within the program!

Historical Change Report - provides the change log of all proposal versions of a curriculum item over time.

Note: All reports are delivered to your WCU email address.

HELP

In the event you need assistance, Curriculog has a built-

in help available in two ways: a help form and Curriculog

University.

At the very bottom of the Curriculog system,
from any page, you will find two links available
to you.

The first one will be “Contact System
Administrator.” This will launch a short form
that will direct inquires to your System
Administrator and may be used for any
questions regarding your use of the Curriculog
system.

Help Email: Curriculog@wcu.edu This account
will be managed by Suzanne Melton X3016.

She will respond to emails and work with our
vendor on issues, problems, and questions that
cannot be resolved at the campus level.

Contact System Administrator - Curriculog University

Curriculog & 2020, Digital Architecture

Question™

Briefly describe your gquestion
Details”

Fill in the details here. Please try to be as specific as p
Url

fyou encounterad an error, include the page ur
Name*

Your full name
Email”

Your ema

Submit Support Request | Cancel .

ossible



The second link will direct you to
“Curriculog University”. Curriculog
University is an online resource that CURR'CULUG
allows you to quickly search through an

online User Manual, Knowledge Base,

Video Library, and Frequently Asked =

Questions section for additional

information about the use of Curriculog.

You will also find information about our SRR R

newly introduced Community feature,
Curriculog clients to see how they’ve

been using the system within their own veees s osonts Ao Gacatios

Institutions.

REVIEW CHECKLIST

https://intranet.wcu.edu/academicaffairs/Documents/WCU REVIEW%20CHECKLIST.pdf

EMERGENCY ACTIONS

When emergency action is needed on a curriculum proposal, the power to take such action is vested
inthe Associate Provost, in consultation with the relative dean, as appropriate. Please contact your
Curriculog administrator (x3016) to inquire.

CONSULTATION FORMS

Many academic programs consist of courses offered by departments other than their own. Changes
that are planned to curriculum might have an impact on other departments. Department Consultation
forms must be submitted via Curriculog from any other department affected by the course proposal or
change.

The UCC will serve as a consultative body early in the development process for significant
curriculum changes (i.e. new programes, significant program changes, changes to interdisciplinary
programs, etc.) prior to input into Curriculog.

The Curriculum Committee will consider all new programs and new courses, as well as significant changes
including:

eCourse changes that affect multiple departments

eProgram changes that affect multiple departments

eChanges to course prefix/new prefix

eProgram changes with 5+ course changes to the curriculum
*New/additional resources needed to administer course/program
eAddition of program concentration/minor

eChanges in course activity, credit hours, and contact hours
eCo-requisite/Pre-requisite changes to courses outside of department



eEmbedded/Co-Curricular Experiences

Departmental, University, and PEC Consultations Forms along with other resources are located on the following
page: https:// intranet.wcu.edu/academicaffairs/AA%20Curriculum/Home.aspx

PROGRAM STRUCTURE

It is important to follow the appropriate Program Structure. Organizing program requirements across programs helps
readability and helps others find and compare requirements between programs. Curriculog uses the concepts of cores
to facilitate organization. Using a common set of core titles and a common order of presentation is beneficial.

You may utilize drag/drop to reorganize your Core programs.

An example of Shared Core, Program Core, and Indented Cores, along with Suggested Titles for Program Cores can be
found in the Program Structure Style Guide on page 28.

After you have added courses to a program, they will appear in as a list in the Curriculum Courses view. Hovering over
a course will highlight it white and a blue ‘x’ will appear to the right. A dialog box will open prompting you to confirm
that you would like to remove the course by selecting “Remove Item”.

Select the “Preview Curriculum” icon to ensure the curriculum shows as desired. Note: this information will import to
the catalog as shown in this view. Once the proposal is in approval step process, there is no way to import.

Program Structure Style Guide

Organizing program requirements across programs helps readability and helps others find and compare
requirements between programs. The Curriculog uses the concept of cores to facilitate organization. Using a
common set of core titles and a common order of presentation is beneficial.
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Suggested Titles for Program Cores

Detailed Description The program description field in Curriculog does not display to Curriculog
users when they preview the curriculum. Recommended practice is to
think about the Program Description field as a “brief description” and add
a more robust description into a program core.

Admission Standards

Retention Standards

Accreditation

Major Requirements If the major is organized into different groups of courses that do not rise to
the level of a concentration those groupings should be managed as
dependent cores.

Program Electives

Concentrations in Each concentration would be in a unique core.

Language Requirement

General Electives General Electives

Liberal Studies If any LS courses can be reused in the major or in a concentration list them

Recommendations in their own program core and indent the program core below the shared

Liberal Studies core.
Required Second Program

Additional Requirements

Other program cores to consider.

e Comprehensive Exams
e Thesis Requirement
e External Engagements

Examples Liberal Studies Recommendations

Example 1 Liberal studies courses that must be taken for the major are the following: P1 - ECON 231, C5 -
GEOL 310, C2 - MATH 146, P1 MKT 409 (this course is required for the major and also counts as an upper level
perspective), C5 PHYS 130.

Example 2 Some SAC’s can count toward Liberal Studies and can affect the total number of hours to complete
your degree.

Additional Requirements

Example 1 To graduate students must have a cumulative GPA of 2.2 or higher for all courses in the major taken at
Western Carolina University.



Take

Take

Example 2 Majors must earn a C or better in the following courses: COMP 1010, COMP 2020, OMGT 2540, and all
courses within the major to graduate.
Course Descriptions

Course descriptions should be no more than 100 words. This length does not include prerequisites,
corequisites, or S/U grading, or other wording not pertaining to the description. Keep the description brief.
Detailed descriptions can go into the Core details of the curriculum.

Course List Style Guide

Course lists must be precise and have a single meaning. Consider the

c id his i list to the left.
onsider this list Do the conjunctions (and & or) apply to
1. the Individual courses they separate?
The following are required
or,
* PR dond 2. the blocks of courses they separate?
*  WATR 4660
: ::”R e Parentheses do not display well in the catalog.
& WATR 4260
& WATR 4220

= WATR 4520
and

*  ATMO 4520

#  ATMO 4519

= WATR 4675

Suggestions

ENGL 312
ENGL 414
ENGL 319
AND EITHER
ENGL 413
OR

ENGL 416

ENGL 312, or
ENGL 314

Twelve hours are required. Choose from the following:

Course 1
Course 2
Course 3
Course 4
Course 5
Course 6
Course 7



CONSIDERATIONS AND FAQ’S

Items to aid in maintaining consistency in style throughout the catalog:
> Do not include parentheses around credit hours, including credit hour ranges.
> Do not use special characters, bold, italic, underlining, or special formatting
> Do not add “PREQ” or “COREQ” to course description. This is automatically added in Acalog when
these fields are populated with the designated prerequisites or co-requisites.
> When identifying prerequisites or co-requisites, include BOTH course prefix AND number.
> ALWAYS include the schema for program changes. If no schema is included, the program changes
import into Acalog as empty.
> Impact reports should be included as necessary. This is especially important for course number or
prefix changes; otherwise, it is difficult to identify the old course number or prefix.
> When considering appropriate course titles, be mindful that the Banner field for entering course
namesonly allows for 30 characters. Course titles that significantly exceed 30 characters, require extensive
abbreviation, which can diminish the specificity of the course title.
> When entering changes in Curriculog, use the proper program tools in Curriculog to do so.
Copying and pasting changes over existing program information can corrupt or erase all existing
program information!

Where do | start? https://intranet.wcu.edu/academicaffairs/Documents/WCU STEPS.pdf

Why doesn’t my proposal show the curriculum? When making a change to an existing program or
course, you will always choose to import the current curriculum prior to making any changes. Be sure
to check your prospective curriculum before accepting your approval step.

How do | know my change will impact other departments? Run an impact report. You will need to provide this
in the proposal form.

Why can’t | add an approver step? Once a proposal is launched, the approval steps are set and cannot be
changed.

Can | receive additional training? Absolutely. Contact Suzanne Melton, X3016
to set up a time that is convenient.

Of Note:

**Curriculog is inactive from the middle of May until the end of July. No proposal processes are active at
this time.

**A program change proposal must be submitted along with any new course/course change(s) that impact
the program.

**Effective dates: Approved changes are effective fall term of the following academic year. Approved course
changes will not be implemented until the related program change has also been approved.

Additional resources for Curriculum can be found on the following page:
https://intranet.wcu.edu/academicaffairs/AA%20Curriculum/Home.aspx




