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Log-On to CurricUNET
Access the Lone Star Collegeageat www.curricunet.com/lonestar

In the upper left corner of the page:
User Name: Your usernameis your nameas itappears inyour email address.
Example: Email address islennifer. M.Lopez@L onestar.edu
The user name isJenniferM.Lopezand iscase sensitive
Password: Default password ischangeme This is ageneric preset password for allusers.lt is intended
to remind you to changeyour personal password the first time you use the system.
Click OK.

Change ®ur Password

Prefs - :
merconal Info The first time you log-on, you should
Notification change your password. On the left
Build hand column of the home pge and
Articulation .
Courses under Prefs, click on thePersonal
Programs Information .
Man-Course Changes
Track

My Proposals
My Approvals
All Proposals

Personal Information

A page with your personal information

First Name |Ha rie | . .

will appear. Reviewyour personal
LastName  |Thibodeaux | information and make anycorrections.
Preferred Name [Marie | Choose the Password field and enter a
Job Title | new personal password Passwords

must be at leasffour characters, can be
upper and/or lower case, and can

E-Mail Address |Harie.Ihibcdeaux@lcnestar.E:iu/

UserName  [Marie.Thibodeaux | include either alpha and/or numeric
Password T rei characters.Confirm the password in
T the Password ConfirmClick OK at the

bottom right of the Personal
Information box.

Confirm

Click on theCurricUNET Home link in the upper left-hand corner to return to thehome page

Your password is permanent unless you choose to change it. If you forget your user name or password,
contact Marie.Thibodeaux@LoneStar.edwr Christina.C.Todd@LoneStar.edu
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Create a Mw Course

Curric

elcome, Marie

Create New Course

Prefix*

Course
Number*

Catalog

Proposal

Course Title * |IE31: course 051109

Description ®

Justification *

ACHNT |» <

Log Out
h’{:urricUhIET Home t’{: ‘CUNET H
. urric ome
Prefs At the CurricUNET home page L Build
PEI’TSCII']E!”I"IT-U and in the Idt-hand column, L Courses
Motification lick C d h
Build click on Courses under the Courses
Artic:ulatiﬂz/ Build menu. Create Course
Courses /EditCUurses
Programs . ificati
e At the next screen,click on Course Hodification
Non-Course Changes Create Course.
s Prefix
Iy Proposals LGRI-Egricultur W
My Approvals
All Proposals _
Links Links

<

A study of budgeting and cost
control svystems.

Add new course that will part of
the Aececounting ARS prc:gra:ﬂ.|

Type |New Course Froposal b

o J Canco

The Create New Coursescreen to the left
will appear.

Choose thePrefix from the drop-down
list and then enter aCourse Number .

(Remember, you will be &le to create
courses only in your discipline.)

Enter the Course Title. (For WECM
courses, use the exact WECM title.)

Enter the Catalog Description. (For
WECM courses, use the exact WECM
description. Additional information can
be added at the end othe WECM
description.)

Enter the Justification for adding the
course. Include the awards it will be part
of. (Remember, you will also need to
update existing award outline(s) to
include this course. See page 27 to modif]
a program.)

Select theProposal T ype from the drop-
down menu.

Click OK.




You will then be taken to theCourse Construction Main Menu below. The information you just entered

will automatically populate.

Adding a Celontributor

| Course Construction Main Menu

Course Number 993
Course Title Teast course 051109
Short Title

Co-Contributor{s) There are no Co-Contributors fo
COUrse.
2dd 8 Co—Contributor

|

| Create Co-Contributor

Short Title

Co-Contributor v /
Screen Rights Cover

Check All _

Uncheck Al BT

Methods of Instruction
Frequent Regquiaites
Requisites

Learning Cutcomes/Conpetencies

O000K K E

Exenplary Objectives in
Core Compliance

o cance

|

You will see a link in the middle of the
page titled Add a Co-Contributor .
Adding a CeContributor allows other
faculty to work on the same course
outline. This is not required but is an
option.

If you want one or more of your
colleagues to help build or edit your
course, click onAdd a CoContributor
and you will be taken to the screen
below.

A drop-down list of names will appear.
These individuals have access to
CurricUNET. You may add as many
names as yo want, but select only one
at a time.

If you do not see your olleague listed,
contact
Marie.Thibodeaux@LoneStar.edor
Christina.C.Todd@LoneStar.edwith
OEA ET AEOEAOQAI 680 1
they need access and length of time fol
their temporary access.

If you would like your colleague to
have access to the entire proposal,
click Check All. If you would like to
restrict the areas he/she has access to
check off only the areas that apply and
click OK. Repeat the process to add
additional co-contributors.
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Course Checklist

TheCourse Construction Main Menwill appear. Th&€€ourse Checkligcolumn on the righthand side of the
screen)is a list of links that allogwou to navigate easily withithe sections of the course you are creating.
Each link represesta page of youproposal. You will continue creating your course using tBeurse
Checklist We suggest that you complete the items in the order they are presgbint the list As each item
on the checklist is finished, a check mark will appear in the box next to the completed item.

LSCS’s

B LONE STAI COLLEGF
CurricUNET ’\/ %‘mmlt /
Welcome, Marie _
== i

Main

’ CurricUHET Home U Cover
- Eu(l:d O units/Hours

ourses ’

L« Edit Course O Methods of Instruction
O Frequent Requisities
0 Requisites
O Learning Qutcomes!

Competencies

Course Number 333

Course Title Test course 051108
Short Title
Co-Contributor(s) There are no Co-Contributors for this
course.
4dd & Co-Contributcr

Edit Course Wl

9499
Teat course 051109

Things to remember as you are entering the course data:

e Always click SAVEand FINISH at the bottom of each work pagédnefore moving on to anotheritem
in the checklist

e SAVEretains the information you entered, but keeps the page open for additional informatian
SAVEoften because the system does not save information automatically when you leave a page.

¢ FINISHsaves the infemation and locks the page to show it is completeYou can still go back lar
and make changes if needed.

e The system will not allow you toFINISH until you have entered all required data. If you attempt
to FINISHwith incomplete data, the system will wan you.

e CANCELerases all the data you entered and sends you back to the blank page.
o UNLOCKwill allow you to make changes to a page after you have clicked BiNISH.
e 4 E Rbiconindicates a help field. Click on the icon for more information about thdield.

e Most pages havépage helmfields on the lower right sideof the screenwith directions on
completing the page.



Cover

Click onCover in the Course Checklist and the screen below will appear.All information you previously
entered regardingthe Prefix , @urse Number , Course Title , the Catalog Course Description and
Justification will populate in the correct data fields. You will need tenter the Transcript Title, Course
Schedule Title, the Year and Semester you propose to offerthis coursefor the first time, Course Type,
CIP code or Approval Code, Colleges That Will Offer the course, etc. Answer the questionabout
offering the Course Online or at aSatellite Center, and ifInstructor C onsent is required to register.
When you are finishedentering this information, click Saveto complete page. If the page is complete,
click Finish . Select another item from theCourse (heckilist.

=~ COLLEGE
- £~8 SYSTEM

Course Checkli=*

] Clease boemember 1 WE WY OTE eE10Te [NawvL i1 g Main
E CurricUNET Home O Cover

EE“:::II:::S.ES T ACNT - Accounting ~ O UnitsHours
. O Methods of Instruction
Edit Course N
T, Course Mumbe: 222 O Frequent Requisities
lit C 3L -
fHaur Full Course Titl Test course 05110E 9 Requisites
.. | O Learning Cutcomes/
== LI ipt Titl Competenci
[est couz=ze 051108 T e am sl
LWNT-RAocounting Course
iy Tete Schedule Title  Timioas = 52 —mazaciers Ceaend
member to £i11 cus g:;a;:i'gt'i:;urse_:_ =tudy of budgeting amd oo=t Spell Check
1l reguirsmsnts on comtral =p=tems. Help
s cour=e checkliss. Edit
uze. Cover must be ;. Delete
rked complete.
< Mowve Item Up
S Move Item Diown
nks * Indicates Regquired Field
= WORKFORCE
EDUCATION
COUR SE MANUAL ST
= LOWER DIVISION — Pleaze enter
ACADEMIC COURSE Justification® [R5 oo couzse that will pa=t of information to all
GUIDE MANLUAL the Accourting AAS program :
= Emae appropriate fields.
» Guidelines for
Instructional Click the help (7)
Frogrames in =
Workforce Pu[tms fM mors
— Froposal Information information about each
Froposed Start yo_.- I IL ) p—— Fall ol field
(JACSM - Academic WELM - Workforce i .
Course Type When finizhed, click
"Bawve"and 'Finish" and
What colleges - -
offer course g E"‘]""_’b"'n"" =le=t ALL mowve on to the next item
0 (e in the Course Checlkdist.
Hingwood
Edit Mo
O omegomery
O sortk Harzi=
O Temkal1
Will this course
. DY:: ]1'{:-}
be offered cnline

Will This Course

be Offered ata O ves ¥

Satellite Center?

Is instructor's

consent O ¥ex wE

required?®

Save submits the form to the database, and returns you to this form.
Finish submits the form to the database, and locks the page from
editing.

Cannegl clears any unsaved data from the form and returns you to thi

Form.
Ea




Units/Hours

(elcome, Marie
Log Out

'CurricUHET Home

~*Build
Evurses
EditCourse

dilCourseW{

333

Test course 051103
ACNT-Receounting
Thibodeaux, Marie

ou may Submit your

OUESE NOW.

Jinks

+ WORKFORCE
EDUCATION
COURSE MANUAL
LOWERDIVISION

ACADEMIC COURSE

GUIDE MAHUAL
Taxonomy
Guidelings for
Instructional
Programs in
Workiorce

CurricUNET

Please Remember To Save Work Before Navigating Off Of Page.
Course UnitsHours
PageLast Saved onMonday, May 11,2009at 1007 AM

By Marie Thibodeaux
Class Hours
Variable H
ariable Hour s ©

Exist

CreditHours |3
Weekl
L:c:urir-lours l:l

Weekly

Laboratory l:l l:l

Hours
Weekly
External Hours l:l l:l

Total

Semester

Contact Hours

LONE STAR?

0 Methods of Instruction

0 Frequent Requisities

0 Requisites

Q Learning Outcomes/
Competencies

0 SCANS Competencies

~¢ COLLEGE
N SSTEM

Course Checklist

Main
@ Cover
U UnitsHour.

Spell Check
Help

ﬁi Edit

1 Detete

¢ Move ltem Up

Repeatability  May be taken |1 ¥|s)

lNotes on
Repeatability
(for the
student)

Save submits the form to the database, and returns you to this form.
Finish submits the form to the database,and locks the page from
editing.

(Cancel clears any unsaved data from the form and returns you tothis
form.

Methods of Instruction

lcome, Marie

{ CurricUNET Home:
Build!

Eourses
EditCourse

lCoursevﬁ

9

est course 051109
CNT-Accounting
hibodeaux, Marie

u ney Submit your
Urse now.

1ks

+ VIORKFORCE
EDUCATION
COURSE MANUAL

+ LOWERDIVISION
ACADEMIC COURSE
GUIDE MANUAL

+ Taxonomy
+ Guidelins fo

Please Remember To Save Work Before
Course Methods of Instruction

1 - Lecture

D Z - Laboratory

[ 3 - clinical

D 4 - Televized Instruction
D 5 - Cooperative

D & - Internship

D 7 - Practicum

D g - Apprenticeship

Other
Wethods

Save submits the form to the database,and returns you to this form.
Finish submits the form to the database,and locks the page from
editing.

Cancel clears any unsaved data from the form and returns you to this

G Move ltem Down
*Indicates Required Field

Help
Please enter the number
ofhours weekly by tvpe
of instruction (ecture,
lab, external) The
CurricUNET systemwill
calculate the semester

 Finisn | rate

Course Checklist

Main
8 Cover

8 UnitsHours

0 Methods of Instruction

U Frequent Requisities

0 Requisites

O Leaming Outcomes!
Competencies

Q SCANS Competencies

Spell Check
Help
Edit

! Delete

o Move ltem Up

G Move ltem Down
*Indicates Required Field

Help

form.
o [ o

Please checkal

On theUnits/Hours page, you will
specify course information such as the
Credit Hours, Weekly
Lecture/Lab/External Hours, and
Repeatability .

Total Semester Contact Hours will
automatically populate once the fields
for weekly hours are completed. When
you are finished entering information,
click Saveto complete page. If the
page is complete, cliclFinish and
select another item from theCourse
CheckKlist.

On theMethods of Instruction page,
you will specify the methods of
instruction to be used for this course.

You may leave théOpt Heading field
blank.

Check off all applicableMethods of
Instruction on the list.

When you are finished entering tke
information, click Saveto complete
page. If the page is complete, click
Finish and select another item from
the Course Checklist.




Frequent Requisites

Use this page to addrequently used prerequisites or corequisites, suchas developmental reading and
writing courses or departmental approval.

Please Remember To Save Work Before Navigating Off Of Page.

Frequently Used Requisites

Frequent Frequent Prerequisites:

Requisites [¥] =NeL 0305 AND ENCL 0307 or 0356, OR
higher level course (ENGL 1301), OR
placement by testing
[]=NEL 0304 or ENEL 0339 AND ENGL 0306 or
0355, OR higher level course (ENGL 1301),
OR placement by testing

[wate 0306
D Departmental approval

D Instructor epproval
Frequent Corequisites:

[J=HEL 0305 and 0307 o 0358

[]=NEL 0304 or ENGL 0338 AND ENGL 0306 or
0355

0 )

Course Checklist

Main
@ Cover
8 UnitsHours

8 Methods of Instruction
U Frequent Requisities
U Requisites

U Learning Outcomes!
Competencies

0 scANS Competencies

SpellCheck
Help

Help
Thereis currentlyno

Requisites

CurricUNET

Welcome, Marie

Please Remember To Save Work Before Nav

help available for this

g OffOfPage.

page.
] e

LONE STAR ﬁ i

Course Checklist

Log Out ..
Requisites Main
fCurr\cUHEr Home Select Requisite Type : Cover
Build i
é\) Requisite Type |-- Pleasze Select -- v Unitsfours
uhcrses . - @ Methods of Instruction
- eage delect -- aa
FCourse Prerequisice | L lm Q Frequent Reﬂmlt}’
EditCourseW{ ¥iCoraquisite = O Requisites
Recommended Preparation W U Learning Outcomes/
998 None Competencies
i;:_; 10“1991??11“9 0 scans Competencies
—ACCOUNTINg
Thibodesux, Marie

|

SYSTE

Select the appropriate prerequisite or
corequisite, if applicable After making
your selection(s), click Save If the
page is complete, clickFinish and
select another item from theCourse
CheckKlist.

Note: For discipline specific
prerequisites and corequisites, use the
Requisites screen.

GE
M

The Requisite pageis used to identify
discipline specificprerequisites or
corequisites. Select the appropiate
requisite from the drop-down menu
and click on Add.




‘Welcome, Marie
Log Out

‘CurricUNET Home
L+ Build
ébu rses
EditCourse

Ed\tCoursevﬁ

958

Test course 051103
ACNT-Rccounting
Thibodezux, Marie

¥ou may Submit your

COurse now.

Links

+ WORKFORCE

CurricUNET

EDUCATION

Vielcome, Warie
Log Out

‘CurricUHET Home
Lapuild
Fourses
Ed*Course

EdilCoursevﬁ

999

Test course 051109
ACNT-Accounting
Thibodeaux, Marie

Please Remember To Save Work Before Navigating Off Of Page.
Requisites

Requisite Type Prerequisite

Course#and

Title

Min Grade

E— v

[]

Commentor
Hon Course
requirement

Condition A4

Add submits the form to the database,and returns you to this form.
Cancel clears any unsaved data from the form and returns you to this

LONE STAR?

form.

You have no defined requisites.

Course Checklist

Main
8 Cover
@ UnitsHours

@ Methods of Instructior

U Frequent Requisities

O Requisites

U Learning Outcomes!/
Competencies

0 SCANS Competencies

Help
To addarequisite,
choosethe appropriate
type from the drop-
downmenu, then click
"Add"

Please Remember To Save WorkBefore N

Select Requisite Type
RequisiteType | -- Plesse Select -- %
Add & new requisite
EditDelete  Requisites Analysiz
ﬁi $ € G Prerequisite
ACNT 1303
frz !'i C G Prerequisite
ACNT 1331

Then choose a conrse

Course Checklist

Main
@ Cover
@ UnitsHours

Q Learning Oufcomes!
Competencies
Q scans Competencies

Help

10

I £ O#6

If you selectPrerequisite , the screen to the
left will appear.

Choose the prerequisite course from the
Course# and Title drop-down menu.

Enter the Minimum Grade only if a grade
I O EECEAO EO
prerequisite course.

Use theCondition drop-down if

another course is an option to meet the

prerequisite (Example: COSC 140dr ITSC
1401).

ClickonAdd.) £ OOET ¢ AT Ol

the other course optionnext.

NOTE: Rather than selecting a course in
this screen, you may enter a requisite that ig
aNon Course Requirement (example:
Admission to the Nursing Program). Use the
Comment or Non Course Requirement
field to enter the appropriate text and click
Add.

Continue this process until all
requisites are added. A list will form
at the bottom of thescreen. Click
Finish when all requisites have been
added and select another item on the
Course Checklist.




Learning Outcome€ompetencies

CurricUNET

Welcome,Hare Please Remember ToSave Work Before Navigating Off OfPage. Course Checklist Use this page to add learning OU‘IZCOI’I.]eS.
Wein Do notnumber the outcomes. This will
‘CF‘”“:U“ETHO"'@‘ Learning Outcomes/Competencies ¥ Cover occur automatically.
L
Build Outcomes 8 UnitsHours
ébu).rcn;es N du 0 © Methods of Instructior
ELel Q FrequentRequisifies In the Add Outcome text box, enter your
Edtourse ' e e @ Requistes first outcome andclick Add.
0 Learning Outﬂomes/
933 Competencies .
et e 05103 e For workforce courses, the outcomes listed
—-ACCountin . “y
S Oscuiscometencies | in the WECM must be used. Additional
locally developed outcomes may be added.
You may Submit your
COurse now. . i .
Ea e e Continuethis process until all outcomes are
. You must save or add before clicking finish. Finish will Help . .
Links not save the outcame you're working on m ﬁ? Edit added and then CIICM:InISh '

It is not required that the SCANS

For Workforce Courses only: SCARSmpetencies Competenciesbe entered at the time
you submit a new course. This can be
done later. If you choose to enter them

:ur.r.i:UNET LONE STAR A QUIEY | |ater, and if all other screens have bee
@WNER | completed,skip this section andrefer
SBITE T P PleaseRemember ToSave WorkBefo fOfPage. Course Checklist to Finishing the Course Proposal on
I}g U .
Scur Main page 14of this handbook for the next
Lop e ETHome Page Last Saved on Monday, May 11,2009t 1026 AM o o steps
E\Jukcrses ByMarie Thibodeaux @ ethods of nstruction
ourse Selected General ot .

EditCoursevﬁ Education Define accounting terminology. : g;ﬁl::i:;:eqmsmes SCANS CompetenCIeS ShOU|d be
Outcome as‘:‘demmmg entered each time course outcomes

339 tﬁj;g‘r”ni 1.Define accounting terminology. v Outoomes are changed for existing courses.

T e T

Thibodezux, Marie E[:J':E?r'no; -- Select Outcome-- v If this is a WECM course and the

N Category SQ\Ns Competencies have been

0u may Jubmit your cundaticn - Basic 1ll3 . L -

E:S;?Ln Foundstion - Other Skills Spell Check identified, you will use the SCANS

B | louome otk Place Competencies ; — Competencies screen to add them.
Links i [ Click onSCANS Competenciesn the
|| Course Checklist. The learnin
+ WORKFORCE E""’”e“e’"u" g

outcomes entered in the previous
Student Learning Outcomes screen
will populate in a drop-down menu in
the SCANS Competencies screen.
Select an outcome from thé.earning
Outcome drop-down menu,and then
selectthe General Education
Outcome Category.

11



‘CurricUHl:T Home
L Build
bourses
Edh'Course

.ditCoursewa

EEE

Test course 051103
ACNT-Accounting
Thibodeaux, Marie

'ou may Submit your

‘0UEse now.

inks

¢ WIORKFORCE
EDUCATION
COURSE MANUAL

+ LOWER DIVISION
ACADEMIC COURSE

Please Remember ToSave W

SCANS Competencies

Page Last SavedonMonday, May 11,2009at 1026 AM

ByMatie Thibodeaus

Selected General
Education
Outcome

Learning
Outcome

General

Education
Outcome
Category
General

Education
Outcome

Define accounting terminology. :

1.Define accounting terminology.

Foundation - Besic Skill ¥ /

Reading
DH:iting
Oarithretic
DMatherr.atics
D Listening
D Speaking

L T FRTTTE Y

CurricUNET

Welcome, Marie

Log Out

‘CurricUHEr Home
L+ Build
Eourses
EditCourse

EditCoursevﬁ

933

Test course 051109
ACNT-Rccounting
Thibodeaux, Marie

You may Submit your

COUrse now.

Links

+ VIORKFORCE
EDUCATION
COURSE MANUAL

¢ LOWERDIVISION

Please Remember To Save Work Before

SCANS Competenci

PageLast Saved onMonday, May 11,2009 at 1030 AM

ByMarie Thibodeaux

Course Checklist

Main
¥ Cover
¥ UnitsHours

@ Methods of Instruction
Q Frequent Requisities

¥ Requisites
@ StudentLe

SCANS Competencies

Spell Check
Help

ﬁ? Edit

4 Delete

¢ Moveltem Up

q Move ltem Down
*Indicates Required Field

Education
Outcome

Learning
Outcome
General
Education
Outcome
Category
General

Education
Outcome

Selected General Define accounting terminology. :
Foundation - Basic Skills - Reading
Foundation - Other Skills - Thinking
Prepare financial statementa. :

2 Prepare financial statements.
1. Define accounting terminology.

2 Prepare financial statements.

foundation - Uther okill ¥

[l Thinking
D Personzl

Course Checklist

Main
8 Cover
8 UnitsHours

Requisites
8 Student Learning
Outcomes

Spell Check
Help
fi Edit
4 Delete
¢ Move Item Up
Q Move item Down

Check the appropriateGeneral
Education Outcome(s) that are
applicable to the outcome selectednd
click on Add. You can use the drop
down menu again to select another
General Outcome Category
outcome(s) and repeat this process
untill all SCANSare entered for the
learning outcome.

Q SCANS Competencies

*Indicates Required Field
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When you have finished
selecting the SCABfor the first
learning outcome, use the drop
down menu to select the next
learning outcome and repeat
this processfrom the previous
page When you are finished
adding SCAN%or each
outcome, click onFinish.




Core Compliance and Exemplary Objectives in Core Compliance

Skip this section if ya are submitting a WECM course and refer teinishing the Course Proposal on
the following page for the next steps.

; If this is an ACGM course, you
ill Core Compliance and
Main Wit see omplian
Course Number 1406 Q Cover Exemplary Objectives in Core
f;*::::?“e BT g:ﬁ:ﬂwfl uct Compliance in the Course
itle Biclogy I = 5 Of Instruction .
Co-Contributor(s) There are no Co-Contributors for this O Frequent Requisities CheCk“St . MTcomplete
course. O Requisites / these screens at thisime.
S Q S e These screens will be utilized
Competencies A
O core Compliance when data is uploaded later

O Exemplary Objectives i Contact

core Complanee Christina.C.Todd@LoneStar.ed
or
Linda.R.Luehrswolfe@LoneStar
.eduif you need information
about how tosubmit a course
for the core. Thisis not

currently done through
CurricUNET.
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Finishing theCourseProposal

CurricUNET

Welcome, Marie
Log Out

‘Cumcl.INEr Home
L+ Build

LONE STAR

Please Remember To Save Work Before Navi

SCANS Competencies

PageLast Saved onMonday, May 11,2009 at 1030 AM

Outcome

. ByMarie Thibodeai
EdftCourse Selected General Define accounting terminology. ©
Ediwoursevﬁ Education Foundation - Basic Skills - Reading

353
Test course 051109

Foundation - Other 8kills - Thinking
Prepare financial sta%

ACNT-Accounting
Thibodeaux, Harie

-~

You may Submit your
COULSE NOW.

COLLEG

N SYSTEN

Main
@ Cover
@ UnitsHours

@ Methods of Instructj
U Frequel

uisites

B student Learning
Outcomes

@ SCANS Competencies

Spell Check
Help

When you have finished all required
items on theCourse Checklist , click
on the Submit button to begin the
process of entering the proposal to the
work flow.

If your proposal is incomplete, you will
be instructed to return to the Course
Checklist and enter any missing data.

After clicking the Submit button, you
will be asked if you are sure you want
to submit. Respond by clickingdK. At
the next screen that populates, click on
the link for My Approvals and follow
the instructions below to add the
proposal to the workflow.

My Approvalsfor ProposalOriginators (to enter the proposal to the workflowy

Select| Faculty Originator
Role

Approval Process

W,

In the My Approvals (Approval
Process) screen, se the drop-down
menu to select your role and click on
Next.

14



Approval Process
Select| Faculty Originator L

Role

-Please Select- hd

J W (G ('I \g (f ACCT 1111 TEST *Pending*
- **New Course Proposal** Ve The proposal will populate in the next
Originator: Christina Todd 7 screen.Click Action in the field next to
Launch: Step: Origination Level: -

03/27/09 1.00 Lebiy the proposal

In the next screen, you may enter

Course ACCT 1111 TEST -
Proposal comments about the proposal in the
Hew Course
Type Comments text box. Comments
Step Origination
Description Crigination become a permanent part of the
1 proposal and can be viewed by
1 N everyone who has access to the
Comments
system.
/ Use the dropdown menu and select
= 4 Launch and click onSave Your
=1 proposal will now enter the workflow

for review and approval

15



Modify/Revisean Existing Course

Curpric

Welcome,

Curric

Welcome, Marie

My Proposals

My Approvals

All Proposals
Links

LsCS’s

CurricUNET LONESTARY)

(
Welcome, Marie
Log Out
All O Active O Approved
O Historical O Launched O Pending

& CuricUNET Home || Status

L Saarch
Search Discipline
Course
Program Course
Users Number
Links
Course |
Title

Dinl:ud: long title search

» V/ORKFORCE
EDUCATION
COURSE MANUAL

i

/o

0

Log Ou _
= Log Out
& CurricUNET Home At the home pa@e and 2 curr
under Build , click on CurricUNET Home

Prefs . L Build

Persanal Info Coursesin the column on L co

Natification the left side. arses
Build Courses

Articulatio . Create Course

Courses At the next screen, lick on Edit Courses

Programs Course Modification . »Course Modification

Packages

MNon-Course Changes
Track Prefix

AGRI-Agricultur

Links

Y

5

Clicking on theCourse
Modification link will bring you to
the Course Searchscreen. The
Course Searchscreen allows you
to choose the course you want to
modify. Choose theDiscipline
from the drop-down list. Click OK.

o LOWER DIVISION

ACADEMIC COURSE
GUIDE MANUAL

16




Welcome, Marie
Log Out

& CurricUNET Home
L+ Search

Search
Course
Program
Users

Links

+ WORKFORCE
EDUCATION

COURSE MAHNUAL

+ LOWER DIVISION
ACADEMIC COURSE
GUIDE MANUAL

+ Taxonomy
+ Guidelines for

Welcome, Marig
Log Out

& CurricUNET Home
L Search

CurricUNET

LSCS’s

CurricUNET

/B

Whof B

LsCs’s

Course

Search
Course
Program
Users

Links

« WORKFORCE
EDUCATION
COURSE MAHUAL

« LOWER DIVISION

ACADEMIC COURSE
CHINE MANITAL

Proposal Type

LONE STAP\JK COLLEGE

Actions Digcipline Course Number Title ( course impact Report
B - 1109 i2] Trmima in T i )
R 7 Byl cpopial Topics in Taxation %Course(}uﬁlmﬁeport
*Active* Lone Star Lone 5TaT L
Vﬁ ‘7 AT 1203 Tntroduction N RNh0 2,
& ACNT 1303 Introduction to Accounting Report
I *Active* Lone Star Lone Star
% ﬁ? ] ; ﬂ Edit
& ACNT 1311 Intro to Computerize L,
e B2 copy
Accounting *Active* Lone Star Lone
Star
W{ ‘;? ACNT 1331 Federal Income Tax I Help
“Active* Lone Star Lone Star Click on the WR iconto
Vﬁ ‘;7 ACNT 1340 Accounting and Business view a colrse outline.
Ethics *Active* Lone Star Lome Star Click on the Copy icon

ACNT 1347 Federal Income Tax II
*Active” Lone Star Lone Star

APM 1307 Panmawakiea B _

ACNT 2999 Test Accounting Course *Pending*

*#lfew Course Proposal**
Marie Thibodeaux

--Pleaze select---

--Please select--—-

I {01 fied Course Proposal

Course Deletion

to copy a course to edit

m More

LONE STAP\JK COLLEGE

Use the pull-down memu

to select the proposal
V

Do not skip the rationale
field or leave it blank.
Your proposal will not
be approved without 2

rationale for the
proposed changss.

m More

17

You will be taken to theCourse
Search Results screen. Choose the
course you are modifying by clicking
the ( ) Copy icon to the left of the
course number and title.This makes a
copy of the existing course so that you
can make changes to it without
altering the original.

You will see theCourse Update
screen Sdéect Modify Course
Proposal from the Proposal Type
drop-down list. Enter the Rationale
for modifying the course in the field
that populates then click onOK.

Note: The original version of the
course will remain active until your
revision is approved. Theapproved
revision will take effect on the
proposed start date.




Making the Couse Modificationsor Revisions

LSCs's

urricUNET

[come, Marie
Log Qut

ngrn'cUNET Home Course Number 7393 U Cover \
Eu(l;tj)urses CowrseTitle  Test Accounting Courae 8 Units/Hours
L. Eit Course Short Title Teat Accounting Course O Wethods of Instruction
Co-Contributor{s) There are no Co-Contributors for this O Requisites

it Course R

course.

Ldd & Co-Contributor

LONE STAI\‘-J

Course Checklist
Course Construction Main Menu Main

Competencies

1999

O Learning Qutcomes!

0 SCANS Competencies

\

‘eat Accounting
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You will then be taken to the
Course Condruction Main Menu
where you will use theCourse
Checklist (the right-hand column)
to revise the course. Each link in
the checklist represents a page of
the proposal. Begin with theCover
pageand enter theProposed Year
and Semester for the revision. For
information regarding the Course
Checklist, review pages 613 of
this handbook. After the revisions
are entered, refer toFinishing the
Course Proposal and My
Approvals for Proposal
Originators sections beginning on
page 14of this handbook for
instructions on how to put your
proposal in the workflow for
review and approval.




Deactivatea Course

Course Update

Course

Proposal Type

LCCT 887 test *Pending* L—
**New Course Proposal*®

Marie Thibodeaux

Course Deletion

Rationale
Fotade o

Course is being remowved from the

[=] Help

[=] Spel Check

oK | Cancel |

Please Kemember lo bave Work Betore Nawvigatng UMt Ut Page.
Page Last Saved on Mondav. May 18, 2009 at 9-48 AM
Bw Marie Thibodeaux

ACCT - Rccountiru ~
Prefix el
Full Course Title [cest |
Transcript Title [cest

limited to 25 characters
Course [cest

Proposal Information

Year:

() aCEM - Academic

Proposed Start Semester:
Course Type

What colleges
offer course

[Jseilect/Deselect m11
CyFair

D Kingwood
El Montgomery
[JWorth Harris
[OTomba11
Will this course
be offered online < Y= @ 1o
Will This Course
be Offered at a O ¥es @ o
Satellite Center?
Is instructor's
consent O Yes & Ho
required?

Save submits the form to the database, and returns yoy/to this form.

Finish submits the form to the database, and locks
editing.

Cancel clears any unsaved data from the form and
form.

Fall -

(O WECM - Workforce

Main
0 Cover
[} UnltsfHours\
O Methods of Instruction
O Frequent Requisities
O Requisites
O Learning Outcomes/
Competencies
0 Core Compliance

0O Exemplary Objectives in
Core Compliance

To deactivate a course in the
inventory, follow the directions to
Modify/Revise an Existing Course
beginning on page 16 of this
handbook. When you get to the
Course Update screen,selectCourse
Deletion as the proposal typeand
enter the Rationale in the field that
will populate. Click OK.

[—

In the Course Checklist, click on
Cover.
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Enter the effective year and semester
of the deactivation in theProposed
Start fields. ClickSaveand thenclick
Finish. Click Submit in the left side of
the screen. See My Approvals for
Proposal Originators beginning on
page 14of this handbook and follow
the directions to enter the proposal to
the workflow for review and approval.




Qeate A New Program

Curric

Welcome,
Log Ou

@ CurricUNET Home

Prefs
Personal Info
Motification
Build
Articulation
Courses
Programs
Packages
MNon-Course Changes
Track
My Proposals
My Approvals
All Proposals
Links

LSCS's

UNET

In the left column of
the main page and
under Build, click
on Programs .

At the next screen,
click onCreate

New Program.
Remember, you will
be able to create
programs only in
your discipline.

Curric

Welcome, Marie

Log Out
# CurricUNET Home
L Build
L Programs
rograms

Create New Program
Programs Update

| Help

8 CurricUNET Home DNl | _plenss SeLonr..
b Build
L programs Program Tite |
Programs Award Type --Flease Select--
Create New Program B
Programs Update Plogram‘T New Program
Links roposal Type

v Complete al fields to
begin adding a new
award. In the "Program
Cancel Title" field, please use

+ V/ORKFORCE
EDUCATION

the award name/tille as it
should appear in the

LsCs’s

UNET

urric

Clicking on theCreate New Program
link will bring you to the Create a New
Program entry screen.

Lone Star's Cumricune
(come, Marie
Log Out
bowreerione | pent 3 ]
*Build
L'Progralms Pragram Title \Iest Recounting Certificate ﬂ e
‘OCGWTSN : MvrdType LEEL 2 COIEIGHE (650) Compete a ks to
reate New Program AP E—
Programs Updatge Proga lew Brogean begn addmg aune“
ks Proposal Type award. In the Program
Tile"feld, please use
 VIORIFORCE the awardnamla-"titleasit
EDUCATION should appear n the
COURSE MANUAL cadognd THECB
» | NWAER NIVISIAN . . .
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Next, choose théDepartment from
the drop-down list. Enter aProgram
Title (name of the award as it should
appear in the catalog example:
Aviation Management) Choose the
Award Type from the drop-down list
and click Save




You will be taken to theProgram Construction Main Menu shown below .

Adding a CeContributor

The Program Title you just entered will populate & well as a link toAdd a Co-Contributor. Adding a
Co-Contributor allows several fawlty to work on the same award If you want one or nore of your
colleagues to work on your program, click oAdd a CoContributor. You mayadd as many names as
you want, but select onlyone at a time If you would like acolleague to have acas to the entire proposal,
selectCheck All. If you wouldlike to restrict the areas he/she hasaccess to, check off only the aredsat
apply to them andclick OK. Repeat the process to add additional econtributors.

LSCS’s o
CurricUNET LONE STAR, /\(’ COLLEGE
; SYSTEM
Welcome, Marie .
Checklist
:'fé:ulijlz;-i CUNET Home Program Title Test Accounting Certificate %Ne“' Program™
S Co-Contributor(s) There are no Co-Contributors for this gam
L. Edit Program R , Cover. .
Ldd & Co-Contributor U Description
Edit Program i O Program Outcomes
Test Accounting O Course Blocks
ICertificate Definitions
*New Program* Q Attach Files
Thibodeaux, Marie O Codes

Links

Degree/CertificateChecklist

You will continue creating the program using thédegree/Certificat e Checklist (column on the right-
hand side of the screen).

The Degree/Certificate Checklist is a list of links that allows you to navigatethrough the sections of the
program proposal. We recommend thatthe Degree/Certificate Checklist items be compleedin the

order they are listed As each item on the checkilist is finished, a check mark will appear in the box next to
the completed item.

Things to remember when entering a new program:
e Always click SAVEand FINISH (at the bottom of each work page) bafre moving on to another
screen.
e SAVEretains the information you entered but keeps the page open for additional information.
SAVEoften because the system does not save automatically when leaving a page.
¢ FINISHsaves the information and locks the pagtr editing to show it is complete.You can
still go back laer and make changes if needed.
e The system will not allow you toFINISHuntil you have entered all required data. If you attempt
to FINISHwith incomplete data, the system will warn you.
CANCE erases all the data you entered and sends you back to the blank page.
UNLOCKwill allow you to make changes to a page after you have clicked BINISH.
Gdicon indicates a help field. Click on the icon for more information about that field.
Most pageshave dage helpfields on the lower right sideof the screenwith directions on
completing the page.
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Qover

Welcome, Marie

‘CurricLlNEI'Hme
b Eund

rograms

Edit Program

Edit Prngramw‘l

Test Accountirg

[Certificate

[*Hew Program®
Thibodaaug, Maris
Links

+ WORKFORCE
ECUCATION
COURSE MANUAL

«+ LOWER DIVISION
ACADEMIC COURSE
GUIDE MANUAL

+ Taxonomy

« Guidelines for
Instructional

Programs in
Workforce

LSCS's

CurricUNET

== Degree\Certificate Cover

%:lgerﬂweﬂifiﬁtihut Aecomting Certifirate |
Department | ycomyong v
kward Type LEVEL & CERTIFICRTE (43-5%) ¥

T]rpeDfPrngram OACRG - hrademic ?@.‘H - Workforce

\What colleges ] CyFair
offer program . .
d Hingwood
0 Montqomery
D Korth Harris
0 Togkall
ProgramCIF | __ y1ce -
Code

Is the Program taught at a Correctional Facility?
O‘fr: E}

Does the proposed curriculum include a proposed Local Need course?

Des @

Does the proposed curriculum include a proposed Special Topics course?

O‘fr: {.:}

Tech Prep

D Tas

'G} Ko

O’ Hot: pet, but working om plane with school districtis)
Proposal Infarmation

Froposed Start gy Liester: Zpring ¥

Justification for
Proposal

LONE STAI

- COLLEGE

A

SYSTEM
Degree\Certificate

Checklist
*New Program®
Main

This section is
submitted after EPC
and VP approwval.
Consult with
Workforce
Development.

U Curriculum Quality
U Occupational Need

Legend

Spell Check
Help

¥ Edit

b Delete

€ Move ltemUp

€ Move tem Down

Help
Complete the
approptiate fislds.

The Justification for
Proposal is extremely
important Uss this fisld
for providing the
ratinnale for addine
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*Indicates Required Field

Click on Cover in the

Degree/Certificate Checklist . Most of
the specific information about the
program is entered in this screen. Data
that you have already entered will
automatically populate.

Select the appropriateType of
Program, Colleges to Offer and CIP
Code.

' T OxAO O09AGs 1T 0O O.
listed.

Enter the Proposed Start Year and
Semester.

Enter the Justification for the
Proposal.

Click Save When the page is complete,
click Finish .




Description

Click onDescription in the Degree/Certificate Checklist . Enter the program description as it should
appear in the cdalog. If the program description is not written when you submit the proposal, enter one
or two sentences about the programThere will be opportunities to revise this during the catalog review
period. Click Save When the page is complete, clidkinish. Select the next itenon the
Degree/Certificate Checklist.

Program Outcomeg The Program Outcomess the next item on theChecklist . This screen does not
need tobe completed. You may leave the fieldsank.

Course Block Definitions

LSCS’s

- SNE STAR=Le Ol EE
CurricUNET LONE STAR] K(s‘,’i}fkf

Clickon Course Block Definitions in

reometire o N 0-ocec-rcate the Degree/Certificate Checklist
checkist . :
fBCl::icHNETHome Hmnors Course Block . *New Program* This screen wil be used tocreate the
L.IE.rograms v \ B Cover aWard OUt|Ine.
Edit P‘:;;gmm N alue is not in the dTY B Description
Edit Program Firat Semester U Prograrmewaams
ortsrsoare T 9 cowrse Bocks Begin by creatingCourse Block
[*Hew Programk Prerequisite Semester ! S ”
v, e B 0 atenries Definitions for the outline one at a
Hnke This section is time by using the dropdown menu.
+ WORKFORCE Header submitted after EPC )
EDUCATION N and VP approval. For example, in the screen shothe
COURSE MANUAL Only use textbox if yo ue i3 not in the drop-down Consuilt with

LOWER DVIsion Workforce first course block definition isusedto
ACADEMIC COURSE Development.
CINEMANIRE O Curriculum Quality

Taxonomy )
Guidelines for O Occupational Need

Instructional

identify semester headings ¢hoose
First Semester orSecond Semester,

Worktorce. etc).
Footer Spell Check
Help . .
iml The second definition is the Header
(choose First Year or Second Year)
JpPEN LIELR
J vat Click onAdd.
EK: Remove/Delete
€ Move ftem s .
it After the definition has been added, it
Default (All Units Calculated): @ [z 22 Ceilre] Wil | appear at the bottom Of the

nits (Specify Unit Range): @]

screen.

nit Range Courses:

0 co |0 . .y
Fir‘ignsubmilstmlonﬂlomedalabase.andlockstr‘veDagefrom Repeat thls process to add addltlonal
?::cgdearsanyunsaveddalafromtmlonﬂandretumsyoulolhis deflnltlonS (Semester headlngS)fOI' the
fform.

Geinion ie. 1st degree/certificate outline.

semester, 2nd semester,
etc.) You will create
blocks or add semester

Zdd this information to the databaze ol

Definition Add Cour.es

fead

e HES headings one at a time.

Click on "Add" after

earch selartion
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Enteiing Courses tcCreae the Degree/Certificate Outline

Default (All Units Calculated): @
nits (Specify Unit Range): @]

nit Range Courses:
0 to |0

P LIELR
Help
ﬁ Edit
4 Remove/Delete
< Move Item Up

< Move tem Down
* Indicates Required Field

Help
This page is used to

Once the block definitions (semester
headings) are created, you can begin
adding courses to each semester. At

editing.

form.

Finish submits the form fo the database, and locks the page from

[Cancel clears any unsaved data from the form and returns you to this

Add this information to the databased

Definition
First Semester

Jeal

Finish l Cancel

Add Courses
Courses

LSCS's

CurricUNET

Nelcome, Marie

3‘ CurricUNET Home
- Build

Frograms

Edit Program
ditProgram
test
*Hew Program*
Thibodeaux, Marie
Links

+ WORKFORCE
EDUCATION
COURSE MANUAL
LOWER DIVISION
ACADEMIC COURSE
GUIDE MANUAL
Taxonomy
Guidelines for
Instructional

Programs in
Workforce

-

-

Degree\Certificate
e

build the outline in

earch calartion

LONE STAR

blocks or semesters.

ster, 2nd semester,
tc.) You will create
blocks or add semester
headings one at a time.
Click on "Add" after

/

the bottom of the Course Block
Definition page, click onCoursesnear
the first semester heading.

Disciplif| ACCT - Aecounting v *New Program*
Course | 28234 TEST AOCT Masser 4 ’ O Cover

Elective U Description
i[)"'pglr:ns @ Program Qutcomes
than U Course Blocks
b Definitions

course "]

options) U Codes

Conditiol This section is
(upte submitted after EPC
three ¥ and VP approval
course Consult with
options) Warkforce

Elective U= only when allowing multiple course
Credjt tlective options with varping credit
Hour ~ hourz.

Range to

1
Fooimole ¢ o fomd in drop-down
Symbol

Footnote f
Text

(Other, if not found in drop-down

First Semester
Total Units

o oo
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Develnnmz,.i.

o Program College
Forms

U Curriculum Quality
U Occupational Need

Help
Thizcreznizused to
add courzes toa block
(semester) you have
created Use thepull
down menn to select the

W

complete the
appropriate fields. Click
on "Add"toadd the

Y course tothe outine and

Clicking onCourses will take you to
the Program Courses screen.

Add each course one at a time from
the Discipline and Course drop-
down menus

I T rd@xan be added to a course in
the Condition box if there is an
option for courses (example: COSC
1401 ORITSC 1401)

Footnotes can be added ta course
if needed. Use the droglown menu
to select aFootnote Symbol (1,2,
etc.). lect your footnote fromthe
Footnote T ext drop-down menu. If
your footnote is not included in the
menu, add the footnote in the text
box. Footnotes will appear at the
bottom of the outline in the catalog

Click the Add button when you are
finished. Repeat this process to add
all of the courses for the first
semester.




ACADEUIC COURSE|options)

GUIDE MANUAL

;
CurricUNET
S
sl pogamcourses | Checklist

LONE STAR =7 COLLEGE
A SYSTEM

?é:L!rrieUNE[ famz Diseipling 10CT - Aeeounting L _*New Pmy'm*
uild Main
'Frqgrms Course | -- Select Course—- ha O Cover
M Elective Q Description
Edit Program't. C'!‘pﬂnns @ Program Outcomes
o=t {h:"re Q Course Blocks
New Prograat three Definitions
Teibodesur, Marie o000 Q Attach Files
e options) O Codes
WORKFORCE Conditiol This section is
EDUCKATION [up to submitted after EPC
COURSE MANUAL  |[three bl and VP approv-.
« LOWER DIVISION | course Consult>.ith

Electiye Uze only when allowing milsiple courze
«+ Taxonomy Credit  elective options with varping credit
» Guidelines for Hour  bours
Instructional Range -
Programs in
Workforee Hone M|
i;:‘:;“ Geher, if not found in drop-down
Footnote | xope k"
Text 4
Other, if not fourd in drop-down
First Semaster /
oo e
Jeay icm' S0cM TEST ACCT Master 4.
Totzl Units.
®Capstone course
2

As you are
building the
degree outline,
you can click the
WR icon to the
left of the screen
to see the
outline.

CurricUNET

I

Import Cozcas Block
{Courss Elook Definlian®

W
lmly =as taxibox 47 yoor velos iz mob in tbe deopedewm

Headsr

e

[only wse taxthox 1T your veloe i3 not in tha drop-down

[Msfmalt [All Dnits Celosloted):

[nits [Specify Onit Resge):

[fnit Remgw Comcamas

a = [0
[Flnlsh subemts the form fodthedata ba sa and koo ks the pagetrom
e gL

{Cames | hea TS SRy BRSaves dats fromthe formand radurns youto fhis

.
hdd thia information te the database m

r'r?_f.'ﬂi Tirat Semaatas

Sscomd Semmrtar

Q Curriculum Guality
U Oecupational Need

This screenis used to

iplete the
appropriate fislds. Click
on "Add"toadd the

to select another course

for this semester. Click
'Done"when the

LONE STAR COLLEG

Wr: atorce
T -velopment.

Help

dd courses toablock

ourse to the outline and

emesterblockis

The courses you have added will
appear in a list at the bottom of the

page.

After a course has been added, you ca
edit it by using the(¥ ) icon, delete it
by using the( & ) icon, or move it up or
down usingthe (€ ) or ( %) icons.

To continue adding courses, click on
Add.

When you are finished adding courses
to aDefinition (semester), click the
Done button to finish. This will take
you back to theCourse Block
Definition screen.

nmnlatad

Degree\Certificate
Checklist

8 Program Outcomes
U course Elooks
DefIntions
U sgtaenFies
U coses
This section is
submitted after EPC

and VP approval.
Consultwith
Workforce
Development.

Q Program Calisgs
Forms

9 cerrpuiomapsty
 Oooupationaliess

Legend
EpHIChEE
Help

1 Removeaiste
= Mows BemUip

= Mo Hemn Down
“ Inslcades Raguires Fisk

nition iz, 1st
zemazter, Ind semastsr,
atc.) Yoo will crests
blocks of add semaster

Edit Definition 4

Feck

hesdings one &t & tims.
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At the Program Block Definitions
screen, repeat the steps to add courses
to the next semester.

Start by clickingon Courses next to
the secondsemesterheading and
repeat the steps from the previous
section (Entering Courses to Create
the Degree/Certificate Outline).

Once all of the courses have been
added to each semesteClick the
Finish button.




Attach Filesand/or Finishing the Program Proposal

Attached File Upload

DegreeiCertificate
Checklist

The next item in theDegree/Certificate Checklist
is Attach Files. This page is optional, but you are
encouraged to use it.

If you have Word or Excel files that you would like to
share with the EPCs (Curriculum Team /Advisory
Committee meeting minutes or data collected when
researching this program), you may attals them by
clicking on Attach Files.

Complete the fields in theAttached File Upload
screen to identify and select the file.

Click onAdd. The file will appear in the lower left
corner.

Clickon Finish .

Once the files are added and all of the
pagesin the Checklist are complete,
click on the Submit button to begin
adding the proposal to the workflow.

e [ e
Main
File Browse.. 8 Cover
Add submits the form to the database, and returns you to this form. @ Descripton
Cancel clears any unsaved data from the form and retums you to this @ Program Outcomes
form. 0 Course Blocks
m Definitions
_ Q Attach Files
Attached Files 0 Codes
test file n
Welcome, Marie
Log Out :
Attached File Upload
8 CurricUNET Home
L Build
" Programs Attached Fils
L Egit Program =
Vﬁ teat file
Edit Program
(/
test progran

Your proposal is complete and the andit was successful.
How follow the link to "My Approvals™, select
"Originator™ role, and approwve the firat atep of the

Approving the first step, will notify the n

approval.

po3itions/fateps.

At the next screen, click on the link to
My Approvals and follow the
directions for My Approvals for
Proposal Originators on page 14 of
this handbook to enter the proposal to
the workflow for review and approval.
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Modify/Revisean E

Curric

Welcome,

b CuricUNET Home Status
+Search

sarch

xistingProgram

Curric

® a1 O active O Approved Help

O Cancelled O Historical O Launched

O Pending

Course Program Title |

Program
Users
nks

Department

|
-l Y eml
ok

+ WORKFORCE

7

Log Cu

& CurricUNET Home Wl _

— In the left-hand column of the Welcome, Marie
Personal Info CurricUNEThome page and under Log Qut
ofication Build , click onPrograms . ‘ _

L CurricUNET Home
Articulation . L o
Courses At the next screenclick on IE..LII-:l
Programs Proaram .

Packages ograms Update \ Programs
MNon-Course Changes

Track Programs
My Proposals \\Create New Program
My Approvals
All Proposals Programs Update

Links

Clicking thePrograms Update
link will bring you t o the
Program Search screenthat
allows you to choose the
program you want to modify.

Choose the department from the
drop-down list or type in the
program title. Click OK.

You will be taken to theProgram
Program Search Results Search Results screen.
Actions Program Status
W ® 7 FE s Choose the program yowant to
W - it 2 Actiwve R f i
semie wioe _modlfy by clicking the (Ez) copy
w R 7 e icon to the left of the program title.
LEVEL 1 CERTIFICATE (15-42) Active This makes a copy of the existing
i Jamie Wize program so you can make changes
w R J ACCOUNTING ithout altering th iginal
ARS DEGEEE (60-72) ABctiwe without a enng € Orlglna'
Jamie Wise
) Note: The original version of the
award will remain active until your
proposedrevisions are approved.
The effect date of the revisions will
27 be your proposed start date.




Program Title

Program
Proposal Type

|

[zccomiTIng

Program Modification e

Please make a selecticon

Progrem Modification Save

Program Deletion

Cancel

You will then see theRevise a
Program screen.

ChooseProgram Modification from
the drop-down list. Click onSave

The next screen will bethe Program
Construction Main Menu where you
will use the Degree/Certificate
Checklist in the right-hand column to
make revisions to theprogram. Always

start with the Cover page
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At the bottom of theCover page,enter the
Proposed Start Year and Semester for
your revisions. Enter the Justification for
the Proposal in the text box.Change any
other item on the Cover page thatapplies
to your revision.

Click Saveand then clickFinish.

Continue dicking on the items in the
Checklist and enter changeghat apply to
the revisions the curriculum team is
proposing. For information on the items
in the Degree/Certificate Checklist,
review pages 2126 of this handbook.

Refer to page 26Attach Files and/or
Finishing the Program Proposal , for
steps to complete the proposal and
submit it to the work flow.




