CurricUNET Quick Start Guide for Program Revisions
CurricUNET site;: www.curricunet.com/fullerton

For assistance during this process, contact your division curriculum representative.
Your rep can either help you, or will contact someone who can.

Creating the Proposal
1. Enter your LOGIN information (case sensitive):

» Username is (first initial+last name unless changed)
» Password is (changeme, unless you changed it)
» Click on OK.

2. Left-hand column, under “ Create/Edit Proposal”

» Click “Program Proposals”

» Click “Program Search”

» Click “Active” at the top and select your “Discipline” from drop-down menu and click “OK” to pull up
existing “Active” files.

» Click on next to the desired program to copy the current active file.

» Under “Program Proposal Type,” select “Program Revision” from drop-down menu (we do not use
Program Minor Revision)

» Click Save

3. Click on “Add a Co-Contributor”
» Select any Faculty co-author/Department Coordinator/Chair AND your Curriculum Division Rep.
» Under “Screen Rights” on the left side, click “Check All”, unless you want to limit access to specific
sections using checkboxes, and click “OK.”
» Repeat for additional co-contributors.

4. Program Checklist (column on the right side) See instructions below for each form/page
» Click each form/page (on the right column) to open and complete the data fields as they are presented.
» Click on " for HELP.
» SAVE saves information, but keeps the page open for reentry.
o **Note: the system does not save automatically when leaving a page. Please save document
periodically to avoid losing information.
» FINISH saves information and completes that section. When you click Finish, a check will appear in the
box. You can always go back later to “unlock” and edit, then “finish” again.

5. Under Program Checklist, click Cover
» Proposed Start — Contact your division rep for the appropriate date.
» Program Justification
0 Begin with either “Six-Year Review,” or an explanation of the purpose of the revision.

o Note all revised items. Just before pre-launch, you will use the i report to find all changes and
be sure each change is noted.
» TOP Code and CIP Code
o Confirm with your dean that the codes are correct
0 Check the “TOPS Codes CIP Code Crosswalk” (posted on
http://curriculum.fullcoll.edu/Courses&Programs/Courses&Programs.html
to verify that the codes match (matching codes will be next to each other).

6th Edition TOP 2010 CIP
TOP Code TOP Title CIP Code CIP Title
1013.00 * Commercial Art 50.0402 Commercial and Advertising Art.
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> If State Control # field is blank, re-enter the number.

0 Click on i report within the working pending program.
o In the right corner will be approval dates along with State Control #

CC Approved: 0272072073

DCCC Approved: 04/05/2013

Board Approved: 05/14/2013

State Approved: 04/04/2014
EFFECTIVE TERM: Fall 2013
-._.—-—) STATE CONTROL #: 18742
TOP CODE: 1013.00

PROGRAM OF STUDY

o If there is a number please reenter into your PENDING working version in the COVER page within
the field .

= Click pencil icon / , and click “ Cover”

nusuiiel
Discipline ART Art [=]

Program Title  lliustration Cerlificate |
Award Type | Certificate of Achievement (18 or more) j
Proposal Information

Proposed Start  Year: E013 Semester: | Fall -

Prml'll ) Six-Year Review; re-numbering of some
Justification courses within the program to reflect
removal of course repeatability and

dropping the "A,B,C" designation of
SOMe Courses.

¥
TOP Code 1013.00* - Commercial Art -
CIP Code 500402.00 - Commercial and Advertisin -
State Control # (18742 |

o Ifthe e report does not show the number, contact your division rep or Rachel Roschel.
0 Click Save or Finish

6. Under Program Checklist, click Description.

» Format: Begin with a sentence naming the program and describing its intended purpose. End with
the number of units required.

» Example: “The Engineering Associate in Science Degree is designed to develop the skills
necessary to facilitate transfer to a university for a Bachelor of Engineering. Students with
a degree in engineering may pursue careers in the engineering and engineering technology
industries, such as manufacturing, defense, medical equipment, automotive, power,
communications, and civil infrastructure. This degree requires a total of 24-28 units, of
which 16 units are in required courses. The remaining 8-12 units must be chosen from the
restricted electives listed below.”

» Certificates typically add an additional sentence: “A minimum grade of C or better is required
for each course taken.”

» Click Save or Finish

7. Under Program Checklist, click Program Block Definitions

» To edit the Definition of an existing block of courses, click the pencil icon ¥ to the left of the block.
» Units must be expressed as a range (e.% 6-8 units), not as “a minimum of 6 units.”

.b
PProgram Block Definitions *
Required Art Courses: 18 units

.b
Footer

» Then click on the bubble which applies for this section of units.
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Default (All Units Calculated):
Units (Specify Unit Range): '®

» Update “Units Range Courses” for this section.

Unit Range Courses:
18 to (18

|
» When finished, click Update.

» To edit the courses within the block, click Courses to the right of the block.
» To delete an existing course, click the scissors icon # . Click OK in the dialog box.

= To edit an existing course, click the pencil icon¥ . When finished, click Update.
» To add a course, fill in the fields at the top.
1. Either select a Course from the drop-down menu, or type in a Non Course
Requirement.
2. Typically the Active version of the course should be chosen from the drop-down, but
select the Pending version only if there is a course revision in progress that includes
a title or unit revision.
3. Condition field is used only for “or” or “and” if applicable.
4. Unit Range, Exception ldentifier, and Exception fields are usually left blank.
5. When finished, click Add.
» |f needed, use the arrow buttons € & to change the order in which courses appear in
alpha order.
= When finished, click Done.
» Check that all courses are current for the semester of the proposed start.

e You may want to use the B view (left side of Curricunet page) to check the courses.
Changes cannot be made in this view — you will need to return to the Curricunet screens if
needed.

= Are any courses in the program proposed for deletion, or have already been deleted?
Delete from the Program Block by clicking on the # icon.

= Do any courses have pending a title or unit change? Be sure the pending version of the
course is selected in the Program Block.

= |f any changes were made, be sure any resulting unit changes are reflected in the unit
totals of the program.

=  When finished with the screen, click Finish.

8. Check that unit totals are correct and all match.

> On the left side of the Curricunet page, click R]. Changes cannot be made in this view — you will
need to return to the Curricunet screens if needed.

» Check that the unit count of each block of courses is correct in the block header. For example, if
the header is Required Courses (18 units), check that the units for the courses in the block add
to 18.

» Check that the total of each course block header is correctly reflected at the bottom of the course
list.

» Check that the units stated at the end of the program description match the units in the course
blocks and the total at the bottom of the course list.

9. Under Program Checklist, click Program Level Student Learning Outcomes and Assessments
» Use the pencil icon /1o revise, the scissors icon & to delete, and the arrow buttons € & to
change the order.
» Check that existing PSLOs are in the correct format, which is to begin with a measurable verb
(capitalize the first letter).
o Example: “Evaluate the relationships between various components of an ecosystem.”
» To add a new PSLO, complete the Outcome and Assessment fields.
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» Format for Outcome: See above.

» Assessment: For a list of suggestions, click the help screen "= or contact your division SLO rep.
» Click Add.

» When finished with the screen, click Finish.

10. Pre-launch updates - To return to your proposal before pre-launch to make more changes:
» Log into CurricUNET www.curricunet.com/fullerton
» Under “Create/Edit Proposals” section click on “Program Proposals”
» Your proposal will be in black font and marked *Pending*

» Click the pencil icon V to open the proposal

Auditing and Pre-Launching

11. When you have finished every form/page on the Program Checklist an “AUDIT” button will appear on the
left side of the screen. But WAIT! Complete Step 12 first:

12. Document all changes on the Cover screen.
o0 Before pre-launching your program, ALL changes must be documented.

o Click [ton the left. Changes will appear in color.
0 Onthe Cover screen, Program Justification, you will need to note all changes.
Examples:
% CSCI 123 F moved from Required Courses to Restricted Electives
» ENGR 201 F added to Required Courses
PHYS 221 F deleted from Restricted Electives
% Units revised FROM 18-20 TO 19-21

.0

0‘0

3

¢

0

13. Once all changes have been noted, click AUDIT, and the box shown below left will appear.

Your proposal is complete and the audit was successful. 1. Click My Approvals
Now follow the link to "My Approvals”, select "Originator” role, 2. Select Role “Faculty Originator” and click “Next”
and approve the pre-launch. 3. Click “Action”
Approving the pre-launch step, will notify the next 4. Select “Pre-launch” from the drop-down
positions/steps. 5 Click “Save”
6. Your course is now pre-launched and in the

My Approvals

approval process.
Follow steps above right to pre-launch the proposal 2

After Pre-Launch: Following your Proposal
through the Review and Approval Process

14. To check on your proposal (status and reviewer comments):
0 Log into CurricUNET
o Click on “My Proposals”
o Click “Check Status” to access reviewers’ comments and list of approval steps.
15. To make changes to your proposal:
o0 Follow the above steps to access your proposal
0 Then click the pencil icon ¥ to re-open the proposal and make changes
o0 You will only be able to enter changes until “Launch” (Level 4). After launch, you will need to contact
your division representative if changes are needed. The proposal will need to be returned to Level 4
where you can make the changes.
16. Required Action Steps for Faculty Originator:
0 You will receive an e-mail from System@governet.net when you need to take action.
0 Before taking action, you must first check all reviewer comments since your last approval (see “To
check on your proposal” above), and make the recommended changes.
o0 Any recommendation made by a reviewer needs to be either implemented, or a comment needs to be
posted in CurricUNET explaining why it was not.
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17. To take action:

o0 After you have checked reviewer comments and made recommended changes, then click on “My
Approvals”

0 Select “Faculty Originator,” and click NEXT

0 Click “Action”

o Enter any comments in the text box. This is optional unless changes were recommended that you
chose not to implement. In that case, you must enter an explanation here.

o0 Choose the appropriate selection from the drop-down, and then click Save.

Recommendations made during the review process are not intended as criticism. The goal of the curriculum
committee is to assist you in creating proposals that reflect the excellence of your program, comply with Title 5
requirements, and have the best opportunity to be supported at all levels of the approval process through the Board
of Trustees and state approval.

Level 2.5 Originator Changes

First time - Check comments made at all the Level 2 steps and make changes. Then take action (see above).
Second, third etc. time — If changes are recommended at Level 2.75 Articulation Officer, Level 2.76 Division
Curriculum Representative, or Level 2.77 Division Dean, the proposal will be automatically returned to Level 2.5 and
re-appear in your approval queue. Check those comments to see what changes need to be made before you take
action again.

Level 2.85 Faculty Originator

First time — Check comments made at Level 2.8 Tech Review Committee and make changes. Then take action.
Second, third etc. time — The proposal will be automatically returned to Level 2.85 if recommendations are made at
Level 2.9 Technical Review Chair.

Level 4 Launch

First time — Check comments made at Level 3 Cypress and SCE, and Level 3.5 Curriculum Chair. Make changes if
needed. After Launch, you will not be able to make changes to your proposal so be sure all reviewer
recommendations have been addressed (either by making the change or explaining why not). Then take action and
Launch your proposal.

Second, third etc. time — The proposal will be automatically returned to Level 4 if changes are recommended at Level
5 by the Department Chair, Division Dean or Division Curriculum Representative.

And perhaps yet again — The proposal may also be sent back to Level 4 if changes are recommended at Level 6
Curriculum Committee. The request to send the proposal back to Level 4 where you can make changes may be
made by your division curriculum rep or the curriculum committee. You may also make the request by emailing
Rachel Roschel (RRoschel@fullcoll.edu) if you see recommendations posted at Level 6 that you need to address.

Many of these returns for changes can be avoided by addressing all recommendations at each step before you take
action.If you have any questions or need help at any time during the process, contact your division curriculum
representative. Your rep can either help you, or will contact someone who can.
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