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LogIn

Yet g Wabsita:
Live Wxbs!be vour iastitution. cucrizpast.com
Emall: yourname®vour institution.edy

Passward: Whan your system first goaes llva Governaet will provide you with a tamperary password and
each user will change to thelir own unique password.

Entar your gmall and password cradentlals as shown below, and than ¢lick the green Log In butien.

Note: This system is not linked with other AHC
user accounts and those usernames and passwords
are not recognized. If using the system for the first
time:

1) enter your Hancock email address,

2) click on "Forgot your password"

3) follow the instructions for log-in

For assistance contact Academic Affairs at ext.

3246 or email randres@hancockcollege.edu.
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Note:  This system is not linked with other AHC 
user accounts and those usernames and passwords
are not recognized.  If using the system for the first time:
1) enter your Hancock email address,
2) click on "Forgot your password"
3) follow the instructions for log-in
For assistance contact Academic Affairs at ext. 3246 or email randres@hancockcollege.edu. 
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Changing Your Password

To change your password, click the Gear Icon at the top of any page, and select Profile.

Yale-NUS College

g ic - ' i _ e
g‘:".h &UIHCJNET | Create Proposal Searcr‘:WarIdW.de\%\j

On the Edit Profile screen, you may make changes to or add any information except your email. The
system uses your email to link you to all the proposals that you are involved with, so changing your
email is not advised. To change your password, select Click here to change your password.

Account Info

Email admin@yale-nus.edusg

Password Click here to change your ;;assr.‘or::‘_

Basic Info

First Name * Demo Client Last Name * Admin
Preferred Name Title

Phone

Business Phone Ext.

Fax Mobile Phone

Web Address

q Save Cancel

Enter your Current password, then your New password. Please note that passwords must be a
minimum of 6 characters in length, and are case-sensitive. Confirm your New Password, and click
Change Password.

New passwords are required to be a minimum of 6 characters in length.
Current password
New password

Confirm new password

Change Password Cancel
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Click Back to Edit Profile to confirm the password change.

Your password has been changed successfully.

Back to EditProfile  ‘fmmm

Click Save to verify any profile changes.

Account Info

Email admin@yale-nus.edusg

Password Click here to change your password

Basic Info

First Name * Demo Client Last Name * Admin
Preferred Name Title

Phone

Business Phone Ext.

Fax Mobile Phone

Web Address

- Save

Cancel

You will be returned to the Courses screen.

e My Courses
My Institution

Course #

ACCTG 030 ACCTG-030 - QuickBooks

| w | | Draft.In Review

Status «

O Draft

Create Proposal

Created On

10/1/2015

Search WorldWide @

Search |w
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Viewing Courses

When you are successfully logged in, you will arrive at this screen. The default viewing selection will
be My Courses that are in Draft or Review status. These are anything that you are currently working
on, courses that you created, and courses for which you are a co-contributor.

Yale-NUS College

iﬁ- ~ 5 gu"!-ric lJNET ] Curriculum Approvals I Create Proposal Search WcrldWide@
e i i

mmmpe) My Courses ubject A ¥ | Draft.In Review | | Title 5@ # Search =
My Institution

Subject Course # Title Status « Created On Reports

ACCTG 030 ACCTG-020 - QuickBooks @ Draft 10/1/2015

To expand your course search, select My Institution, and you will be able to view all courses at Your
Institution. The default Is Draft and In Review.

My Courses Subi i =t | Tkt Ini Roview Title | Course & Search |+

#o My Institution

Created On | Reporis

ACCTG 030 ACCTG-030 - QuickBooks @ Dt 10/1/2015

To search within courses, there are a variety of options. The user can search without selecting any
designated filters, the user can enter information into every search filter box, or the user can select
any combination of search features. Searches can be done in either the My Courses or My Institution
pages. Use the dropdown menus that will appear when you click on the dropdown arrow, to select the
course Subject{s) and Status (es). You may also enter the Title Course or Number in the text box.
After you make your selections, click Search,

My Courses ieclA v
=) My Institution

Draft, In Review Searc

last refresh: 02/12/2016 11:19:31

Subject Course # Title = e I ; | Created On

ACCTG 030 ACCTG-030 - QuickBooks [ accaunting (4 10/1/2015
1 Administration of Justice |
(%))

& Anthropology (ANTH) il

Art {ART
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If you wish to reorder your search results, for example by Thtle, click on the category heading you want to reorder.
Results will sort alphabetically {A-Z, 1-1000). To sort them reverse alphabetically (Z-A, 1000-1), click the heading a
second time. Scroll through the list until you find the course you want, and then click on the course to select it.

Yale-NUS College

-'l =5 CI.IITiCUNET Cumiculum Approvals I Create Proposal Search WorldWide &)
% . M A |

My Courses
e My Institution

:v Draft.In Review w | | Tiile rse Search | v

Course #

ACCTG 030 ACCTG-030 - QuickBooks @ Draft 10/1/2015

You can also export your search results as a report that can be saved, printed, and shared outside the
CurricUNET system,. Click the down arrow on the Search button to display your option to export.
Select the format you wish to have the report in from the dropdown that will appear. This report can
take up to a few minutes to generate and download, depending on the format and the number of
courses in the report.

Yale-NUS College

;;3‘;.“ =" &U!riCUNET Create Proposal Search WorldWide @
‘ L "

My Courses | w
s My Institution '

Draft.In Review
5 Sigilsits Export to Excel
Course # | | Status « | Created On
Export to Word
ACCTG 030 ACCTG-030 - QuickBooks 0 Draft 10/1/2015
Export to PDF
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A report Export to Excal will look similar to the below example.

X Hd®~-s £
Home Insert Page Layout Formulas Data Review View Developer Team
= Cut P — = H
J & Verdana 8 A A [F==|8 | S wrap Text General T ﬁ
F.‘l t M Com g Sy A ; 0 .00 | o di
aste ‘B - | i e - - EEE|EEEE | N - - 8 5 =0 . andi
'v - Format Fainter ’.B .+ X A . = = = | & i | B Merge & Center 2 & 00 Eormat]
Clipboard . Font . Alignment Mumber
Al - J | Subject Code
A [ B ] e [ D | E G H
Subject Code |Course # Course Title Created On Status
ACCTG 030 ACCTG-030 - QuickBooks 10/1/2015 Draft

Jos
2
4
5

A report Export to Word will look similar to the below example.

Course Summary Report

Yale-NUS College

Course Number: 030

MCCTG030 - QuickBooks Draft
Subject Code: ACCTG Created On: 10/1/2015
Course Number: 030 Last Modified:

A report Export to PDF will look like the below example.

Course Summary Report Yale-NUS College

ACCTG-030 - QuickBooks Draft
Subject Code: ACCTG Created On: 10/1/2015

Last Modified:
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Viewing Programs

To view programs, click the Curriculum button at the top of your screen. You will see a dropdown menu
from which you can select Program. To return to Courses, click Curriculum and select Course. These
actions can be done from any screen on the site.

Yale-NUS College

’ 'FcurfiCUNET | Create Proposal Searc’!‘-‘."n’orld\’\"ide@
S, = : |

11

Search |

076 14:43:38

Department | Degree Type | status « Created On | Reports

The default viewing selection will be My Program. These are anything that you are currently working
on, programs that you created, and programs for which you are a co-contributor. The default status is
Draft and In Review.

To expand your options, select My Institutions. There are a variety of search options. The user can
search without selecting any designated filters, the user can enter information into every search filter
box, or the user can select any combination of search features. To search within your programs, use
the drop down menus or the search bar to enter your search information, and then click Search. You
may need to scroll within the drop down menus to see all options, or type the word you are looking
for in the drop down specific search box (next to the magnifying glass symbol).

Yale-NUS College

; i EU!riCU‘NET | Curriculum Approvals | Create Proposal Search WorldWide @

e

My Programs Draft,In Review v v I -

‘c My Institution

Status » Created On Reports

Accounting Program Title Testing @ D=t 2/16/2018
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Create Proposal
To create a New Proposal, select the Create Proposal button.

Yale-NUS College

g . %UIHCUNET - i ! - Create Proposal Search WorldWide @

Choose your Proposal Type from the drop down menu, and then click Next.

create a proposal, follow the steps below

proposa ype

For a New Course Proposal use the dropdown menu to choose the Subject, and then provide the
Course Number, Course Title and Catalog Description of the new proposed course. Click Next.

To create a proposal, follow the steps below

Minimum Requirements

2 Complee MinITET Reauit et Fill out all of the fields below.
Subject*

Course Number*
Course Title*

Catalog Description*
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For the Modify Course and the Deactivate Course proposals, use the dropdown menu to choose the
Subject. Enter any search terms related to the Course Title you are searching .If you do not know the
title, press the Search button after making the Subject selection. When you select the Search button you
will see a list in the Course Search Results textbox for that subject. It may be necessary to use the scroll
bar to view all opticns. Mandatory fields are marked with an *. Click Next.

To create a proposal. follow the steps below.
0 create a proposal, Tollo 12 steps below

Minimum Requirements

e ; Enter search criteria and press Search. Select a proposal to modify from the search results.
2. Complete Minimum Requirements i et RO L
Subject

-

Course Title*

Search _

Course Search Results

=8

For the Modify Program proposals use the dropdown menus to select the Division and Department.
Enter any search terms related to the Program Title you are searching for or if you do not know the
title, press the Search button after making the Subject selection. When you select the Search button
you will to see a list in the Program Search Results textbox, for that subject. It may be necessary to
use the scroll bar to view all options. Mandatory fields are marked with an *. Click Next.

Minimum Requirements
PhConplete Mirmtim Rebii e Fill out all of the fields below.

Division*

Department®

Award Type*

Program Title®

Page 13



Review the information on this screen. If this information is not correct, return to the step where the
correction needs be made by selecting the appropriate blue box, to the left of the Proposal Summary
box. Click the Create Propaosal button.

To create a proposal, follow the steps below.
Proposal Summary

You have chosen to create a Deactivate Program proposal. Please review the proposal details below. If you need to
make changes click on any of the previous steps to modify the preposal.

3. Review and Submit Program: Accounting - Associate in Science

If this is correct press Create Proposal to submit the new proposal to the Deactivate Program approval process.

m Create Proposal
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Course Proposals

Your system will have the data entry pages separated out into different tabs. You may have more or less
features, that what are displayed in this manual, depending on your schools’ configuration. For
additional help or support contact your school administrator.

Cover or Main page

Here is an example of The Main or Cover section in the Course Proposals which are often the first
sactlon of the proposal.

Iif you realize ot any point that the information you provided to create the proposol was incorrect, DO
NOT use your browser’s back bution to correct this. Make the changes on this screen, OR click Dejate
Draft and start over.

Move between the sectlons of the proposal by using the dark gray tabs on the left of the page starting
at the top and working your way to the last tab. Any required fields throughout the course proposal will
be marked with an * and highlighted light orange. Sections with required fields also have an orange box
showing your progress'|, which will turn green [ when you have completed all required fields. You
will only be prompted to save when changes are made. If at any point you are unable to click into or
make changes to a field's information, you do not have edit privileges for that field. If you need to make
changes to such a fleld, contact your Insthtutlons CurrlcUNET administrators.

status: Draft Remaining Launch Reguirements Lec Dedate Draft
lain
Course Discipline *| ACCTG - Accounting n
¥ Course Number*® | 030

Course Title * CuickBooks

Lecture andfor Lab Short Title * QuickBooks
ificati i s o ok . —a
Student Learning Justification for proposing New Course or Revision to Course
Dutcomes
e

Methods of Evaluation
and Examination Catalog Description *
_ The course provides students with hands-on computer-based accounting using QuickBocks, including behind-the-scenes sccounting.
Tard:t_:.nlstearnu‘lg Proper wse of QuickBooks business forms for recording sales and receivables, payables and purchases. and payroll will be presented

Students will expiore methiods of business issues
Prerequisite/ Corequisite

Prerequisitef Corequisite
Validation

Short Schiedule Description

Students will use QuickBook:

Prerequisite/Corequisite
Remaoval
Advisory/Recommendad
Preparation
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Types of Features:

Dropdown menu

Use the down arrow on the right far side of the texthox to display a dropdown menu, to view your

options.

Methods of
Evaluation and
Examination

Textbooks/I earming

TSt OPUaeT Oy DTS ST

Advisory Math Level:

T T CU T SO TV

: Advisory Reading and Writing Level5:5| W

Click on the option to select it.

Methods of |l Advisory Reading and Writing Levels:

Evaluation and
Examination

Textbooks/Learning

Materials

i e L L

J Advisory Math Level:

Recommended Preparation

RW2 = compl of Engl 322 and (330 or 335) or eguiv =

RW3 = compl Engl 102 or Read 101 and Engl (32 or 104}

TR =campt of Englas
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Text Areas

Put your curser into the textbox and enter information directly into the text area. Once you have
finished entering in the applicable information, click Save.

HatenaR Recommznded Preparation

Prerequisite/Corequisite

Prerequisite/Corequisite
Validation |
4
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Rich text editors
This feature is used in the Course/Lecture/Lab Content and numerous other places.

The Rich Text Editors have formatting tools, which allow you to, among other things, itallcize text or
format information into an outline. If you are making lists, it is important to use the outline tools in
order for the lists to appear correctly on reports.

To start an ordered list, place the curser in the textbox and then select the Ordered List icon. Type in
your entry and hit enter. To indent this line, click the indent button. Continue this process until you
have the levels you are wanting.

It is not recommended to copy informaticn directly from Microsoft Word or simillar pregrams, as
embedded formatting information will cause reporting, display, and HTML tag issues within the editor.
For additional assistance, refer to the Rich Text Editor Detailed Instructions section on page 62 of this
manual,

Main Lecture and/or Lab Content

Co-Contributor

Units/Hours :E | select block type

Lecture and/or Lab

Content 1. section titlg|

Student Learning =

Outcomes L A m
Methods of ¢ . |.|St

Evaluation and
Examination

Textbooks/Learning

To get back to the first level, with your curser at the end of the sentence, hit enter and then press the
Outdent as many times as necessary to get to the level desired.

Textbooks/Learning Course Lab Content (Use outline format)
Materials

(inherited size) ) y 15 = iE | select block type

Prerequisite/Corequisite

Prerequisite/Corequisite 1. test

Validation a. testing

2 i. testing again| mm
Prerequisite/Corequisite 2
Remaoval

Advisory/Recommended
Preparation
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Date Picker

To select a date either use the Calendar Icon or you can type in the date using the format M/D/Year.

Status: Draft Remaining Launch Requirements; 10 Delete Draft

Codes/Dates

Units/Hours

Last updated by Admin User on 6/2

3t 10:42 AM

e T Entry of Special Dates

Applicability Course Dates
General Ed Instructional Services

| - —— Implement Date 211012018 ’?_—;_
Articulation Info Requested Start Semester i nRequested Start Year

When you click an the icon a popup of a calendar will appear, use the left and right arrows, next to the
month’s name, to browse for another month.

I E
February 2016

Su Mo Tu We Th

1 2 3 4 5 6]
7 8 9 10 11.12: 13

g
14 15 16 17 18 19 20 .
21 22 23 24 25 26 27 d

A
28 29
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Ordered Lists

To list the Student Learning Outcomes often uses an Ordered List feature. With this tool you first click
Add New Item. Each SLO needs to be added individually.

2 show et

B Diagram and describe the accounting cyde using QuickBooks ensuring that all accounting daa is
stored, backed-up and secured. (Lec/Lab A-G)

Units/Howrs

[———
Proposed Method of Assessment for SLOs: -

SLO Change resuting from assessment data (Only complete if SLO change is a result of assessment data): -

This SLO maps to the following Institutional Learning Qutcomes (ILOs), plesse check all that apply:
This secnior 0

Tioh does nof contaln any dafo

Then enter the information for each item and press Save after each entry. Not that when you see text
boxes that are highlighted in red those are “save requirements”. These differ from “launch
requirement”, because these are not necessarily required to launch the proposal, but these are an all or
nothing type of entry, Meaning, in the below example, if you enter an SLO you must also enter the
Proposed Method of Assessment for that specific SLO.

Main

Co-Contributor
Units/Hours

Lecture and/for Lab
Content
Prerequisitef/Corequisite
Student Learning
Qutcomes (SLOs)

Supplementary Time

Instructional and
Delivery Methods

Required Uploads

Codes and Dates

Student Learning Outcomes (SLOs)

for each [earning outcome, please add a new ifem using the button to the right,

Upon completion of this course, students will be able ta:

Student Learning Outcome *

Not applicable to AHC

Proposed Method of Assessment for SLO *

5LO Change resulting from assessment data (Only complete if SLO change is a result of assessment data)
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When you have entered and saved the SLOs, you will see a screen similar to the one below. To edit a
SLO, click the blue bar containing the outcome. You will be taken back toc the detail page where you are
able to make the changes. To reorder outcomes, use the up and down arrows to the right of the blue
bar, or to delete, click the red “X".

Status: Draft Remaining Launch Requirements: 5 Launch | Delete Draft

Main ==l Student Learning Outcomes

: N Last updated by Nen-admin Liser an 016 at 10:20 AM
Co-Contributor

For each learning outcome, please add o new item using the butten fo the right.

Units/Hours Upon completion of this course, the student should be able to: 4 show Details

Lecture and/or Lab
Content

: Proposed Method of Assessment for SLOs: Proposed Methad 1
Student Learning i
Outcomes To which program goal(s) is this course aligned?: Program 1

Methods of Evaluation
and Examination

Proposed Method of Assessment for SLOs: Method 2
To which program goal(s) is this course aligned?: Program 2

Prerequisite/Corequisite

Supplementary Time
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Ordered Lists Continued
Another example of Ordered Lists is often seen with the entry of requisites.

To create an Ordered List you will first need to click on the Add New Item button.

Status: Draft Remaining Launch Requirements: 10 [ tsmen || Deletepan

. Prerequisite/Corequisite
Student Leaming

Outcomes Last upd oC \cdmin on 2/12/2016 at 2:08 PM

2 show Details [T Rsls SN0

.I'-‘Jethods of

Evaluation and
Examination I There are no reguisites to display

Textbooks/Learning
| Materials

Prerequisite/Corequisite

Then choose the Requisite Type by clicking the dropdown arrow, on the right side of the textbox, to
view your options. If the requisite is a course, select the Subject and Requisite Course from the
subsequent dropdown menus. If the Requisite is not a course, describe that information in the Non
Course Requirements field. The Condition dropdown selector need only be used if an "or” situation or
a “nesting” situation applies, otherwise it is already implied that an “and” statement exists between
entries. The Condition dropdown menu allows you to specify if this course must be taken as well as
{using "and”) or instead of (using “or”) the next requirement. Click Save to add the requisite to the
program.

tatus: Draft Remaining Launch Requirements; 10 Launch Delete Draft

: B Prerequisite/Corequisite
Student Learning
Outcomes

Methods of
Evaluation and

Examination ' Requisite Type * | Corequisite P
Tes(thpnksiLearning 3
Motenas Subject |ASTRO - Asiro?lomy n
Preraquisite/Corequisite — — —

Requisite Course ;,_ASTRO 010 - Introduction to Astronorrl\_r_t_aﬂ‘ctive__) D

Prerequisite/Corequisite Non Course Requirements
Validation

Prerequisite/Corequisite
Removal

Advisory/Recommended
Preparation

Homewark @
o

Method of Instruction

Status il Condition| or _ B

£y Save l@ — _
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As you enter and save each entry, you will see a screen similar to the one below. To edit, select the
entry by clicking on the blue bar. You will be taken to the details page for that item where you can
make your corrections as needed. To reorder them, use the up and down arrows on the right of the
blue bars. To delete, press the red “X”.

|

Status: Draft Remaining Launch Requirements: 10 Launch Delete Draft

| Prerequisite/Corequisite

Student Learning
Outcomes e 5

Methods of o]
Evaluation and
Examination

Last updat emo Client Admin on 2/12/2016 at 2:08 PM

Requisites

B Corequisite

Textbooks/Learning
| Materials

Subject: ASTRO - Astronomy
Prerequisite/Corequisite Requisite Course: ASTRO 010 - Introduction to Astronomy {Active)
Condition: or

Prerequisite/Corequisite
Validation

B Prerequisite e X

Prerequisite/Corequisite Subject: ACCTG - Accounting
Removal Requisite Course: ACCTG 030 - QuickBooks (Active)

Condition

The Condition dropdown selector need only be used if an “or” situation or a “nesting” situation
applies, otherwise it is already implied that an "and” statement exists between entries

Condition n

The Conditlon dropdown menu allows you to specify if this course must be taken as well as {using
“and”) or instead of {using “or”) the next requirement.

Status Condition | l-

and
or

Program Status

General Education
Status
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Multl Select Lists

You may need to scroll down to find the item you are looking for or type the first few letters of your
search criterla in the search hox to fitter and shorten the available list. Click the checkbax next to each
applicable item, Select as many [tems as necessary. If you check the Show Selected box you will see only
the ltems you have selected. Click Clear All to start over with your selectlons. Save and continue to the
hext tab.

Remainirg Launch Requirements 4 Laiinch Delete Draft

Co-Contributor

Co-Contributor

Co-Contributor
! I Show selected Clear All I

Units/Hours e Adrnin, Dema Client (zdmin@yale-nus.edu.sg)

Tester, Amiculation Specizlist {1est15@govemet net)

Lecture andf/or Lab Tester, Curriculum Committee Thair {testd @governetnet)
Content a gy .
Tester, Curriculum Committee Member 1 [testt @ governet.net)

Swidant Learning Tester, Curriculum Committee Member 2 [testfi@ governet net)

Outcomes

Tester. Curricuium Specialist {test3@governst net)

Methods of Evalustion e Tester, Distance Education Coordinator (tastd@governet.net)

and Examinatian (it

Tester, Division Curriculum Committse Chair (test2 @govemet.net) -

Texthooks/Learning
Materials
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CONTENT REVIEW and ENTRANCE SKILLS

ENTRANCE SKILLS = the skills/knowledge from the requisite course that are necessary for successful
completion of the target course.

Content Review

SrEben kb xarient ehickehedRdd dlewe dtam

Content Review

Co-Contributor If you have any issues with this poge Consider the following

o If the Reguisite Course

Divesion Planning .

Course Dbjectives

For courtes in a sequance in the same discipling. complete this section for Content Review. For courses not in 2 segquence, or cutside the
discipline. please complete the Content Review form at this link: Content Revigw and attach the form and supporting documentation 1o the

£ ents Tab
Content Review % Show Detais

There are no content review to display

Lest Addmional
Variable Unes

Degree Transfer
Applicabiity

General Ed
Artculation Info
Core Competencies
Student Learning
Outcomes

Requisites

| Content Review

Use the dropdown menu to choose the Requisite Course and Content Review Type,

Content Review
Requisite Course | g

Content Review ||
Type
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Entrance Skills and Content Review Mapping

Under "content review" select the requisite course from the drop down field.
To map this courses' objectives to the requisite course objectives, select the "Objective To Objective" from the Content
Review Type drop down.

Review both sets of course objectives listed for each course. The requisite course objectives that align to the current
course objectives will serve as the entrance skills for the course.

Place a check in the check box for each requisite course that algins. Only the requisite course objectives that align should
be checked. Only the checked items will appear in "entrance skills on the COR.

Division Planning

Course Objectives

Units/Hours

Ust Addmional
Variahle Unis

Degree Transfer
Applicabilry

General Ed

Arculatian Info

Core Compesencies

Student Learning
Ouizames

Reruisites

Content Review

Content Review

#* upds T Ll 1=t =
If you have any issyes with this page Consider the following:

v [fthe Reguoe Course dropdont S pat 204 hen £ S0e IhOS réGuLiiles COurtes hGae Y2En DGR [0 the Requistes g
o I there sow rio Curren: Course Ofyectives Sopdd make sure thas cijectivis Gve beern entered on the Obyectves 16t
o 'f there cre no FeGuaite Course Ofrectuves lsted mare sure INGE

a A Fecuhize Course hos Den Jeiected a1 mhe 0P of the pegi.

o The Requisite Course INZT AA5 Sedn SHECTEC M3 80,003 €ntered On jos Ddiectves 150

For courses in a sequence in tha same discipling complete this section for Content Review. For courses net In a sequence ir QUtS e the
dEgpire please complate the Cepntent Review fpmn at this link: Content Review, and attach the form dag suppoming documentatisn o the
Attachments tab

Requisite Course TEST 1120 - testng? (In Reveew)

B
Obpective 15 Otyectve ]

Content Review
Type

Current Course Cbjectives

Heading for this

Objectioe tewt 1

rlaading again

Crganize display. and analyze dai3 w2 address 3 risearch quastion and commun;cate rasults
Reguisite Course Objective(s)

rizading for ghis

Objective tear 1

Heading again

Orgaruze. display and analy=# data 10 30dress 3 resgarch question and communicate r@sults
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CONTENT REVIEW and ENTRANCE SKILLS cont.

Objective to Content

To map this course’s objectives to items in a requisite course’s content, select the Content Review Type “Objective
To Content” from the Contant Review Type menu. Select the current course objectives from the check list that will
appear, and enter the Information from the requisite course’s content In the text area. Please note that the current

course must have objectives saved for items to appear in check list,

Proposal Resources Content Review
If you have any issues with this page Consider the following:

e Reguisites toh

s have bean entered on the Dbrecives 12b

Cover { the Requisire Course dropdown i3 not o

& Obyectives (Sted make sure the

o Current Cours

egutsite Couw

Units/Hours

ves entered on its Oljectives tab

Math & English Skills Current Course Objectives

Advisories dentfy which color space. CMYK of RGB. is mast appropriate for optimum reproduction quality
Demonstrate an abiity to calibrate color monitars and create ICC profiles
byl - 1
Degree Applicabiley Demonstrate an ability to calibrate color scanners and create ICC profiles

¥ Demonstrate an ability 1o calibrate color printers and create ICC profiles

e | aradfilas fm pfassimmal slaieal e
Srudent LJ:arning Generate |CC profiles .?r a professional d.g T .:aph_.re SyETém ,
Outromes Demonztrate control with inpuz-output curves for cpumum reproduction quality
# Cperate professionsl high-end scanning tocls for film and fiat-art materials

Course Content fecognize the components of a good quality print.
Generate large print cutput

= = - Manage workfiow automation and multiple device matching systems
Mathods of Instruction =

Requisite Content

| Use of equipment

| Cperate scanners

| Operate printers

Mathiods of Evalisias | Evaluate print quality and appropriate resolutions for printing

Assgnments

Otscrees Content Review

Requisitas Requisite Course | PHOT 180 - Digital Darkroom (Actve) B
Content Rew P

F— ‘I;I:ﬂ ew Obgective to Content n

Page 29


randres
Typewritten Text
CONTENT REVIEW and ENTRANCE SKILLS cont.


Attached Files

In the Attach Files section, you may attach files for additional documentation or support of your
proposal. Use the Salect... button to find flles, and then press Upload Flles to attach them.

(5]

=

[v1]
-
=

A

|

=1}

Leunch Delate Dirsit

Program Diescription Attached Files

53t 1:13 PA

Program Requirements ing your choices peass Upload Files to grtach the files to this record

Program Learning

Outromes Attachments

Program Planning There are no attachments to dizplay. Press Sslect to browss for files to attach to this record

Codes/Dates

Attached Files
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Show/Hide

Show/Hide pages are often used in areas where the user must first answer a gquestion about how this
data piece applies to their proposal. If this particular data piece will apply the user will select the
checkbox and the entire page will then appear. The selections that cause pages to open may be right on
the page itself or often the checkbox that drives the page will actually be on another page such as the
cover page. Examples of this would be Distance Education.

In this example the when a user goes to the Distance Education page there is a message indicating that
they need to define the DE status earlier in the proposal form.

Status: Draft Remaining Launch Requirements: 7 | Launch Delete Draft
Distance Ed

Methods of Last updated by Delta Admin on 1/28/2016 at 10:03 AM
Instruction

Distance Ed This page only applies if the Distance Education Checkbox has been checked and saved on the Methods if instruction Page.
Textbooks

Supplies

Course Resources

When the Distance Ed checkbox is selected on the other form page it drives the DE page to open.

Status: Draft Remaining Launch Requirements: 7 Launch Delete Draft

Methods of Instruction

Cross Listed Courses

Last updated by Delta Admin on 3/23/2016 at 2:54 PM

BE  Course Methods of Instruction

Description ¥
P Community Service

Field Experience

Comparable Courses 1 Independant Study
| | Lab
Objectives I Lecture
I Tutoring
Eut(‘,nme_g Work Based Learning

=) Work Experience

Content # Distance Ed

Other Methods.

Sample Assignments

Methods of Evaluation

Methods of
Instruction
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Opened Distance Education page.

Status: Draft Remaining Launch Requirements: 9 [ Launch Delete Draft

Distance Ed

QOutcomes

Last updated by Delta Admin on 1/28/2016 at 1( AM

Quality Assurance *

Content

Sample Assignments
Methods of Evaluation

Methods of
Instruction

Distance Ed @ >

Evaluation Method *

Textbooks

Supplies

Course Resources

Requisite Types.
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Auto Calculations

Some institutions have automatically calculated fields on their Units/Hours pages.

When users enter the base measurement into the white numerical fields the greyed out fields will
automatically calculate.

rseg: i

Status: Draft

Remalning Launch Reguirements: 10 Launch |  Delete Draft

Description
Last updated by Delta Admin on
Units/Hours

Weekly Hours Semester Hours

Lecture Hrs:Min* 100  |Min |16

/28/2016 at 11:17 AM

Co-Contributor

= = Lecture Hrs: Max = | 1.00  |Max/ 18
Cross Listed Courses

Lab Hrs: Min * 1.00 |Min ! 10
Description -
Lab Hrs: Max * 100 |max 18

C ble Cour:
SRR RS e Total Semester Hrs Min 32

| Total Semester Hrs Max 36
U Objectives

Student Unit Min * 1.00
Outcomes = JiL
Student Unit Max * 1.00

Content Override Faculty Load

Faculty Load Lecture Units | '

Sample Assignments

Faculty Load Lab Units 0.80

Mot Rrcte b o T ey Total Faculty Load i
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Textbooks/Course Materials

Click Add new record under the appropriate category to add materials to the course proposal. Add each

item separately.

(A= . e 4
\ ear rce
N 2V ourse: 1

Student Learning
Outcomes

Methods of
Evaluation and
BExamination

Textbooks/Learning
Materials

Prerequisite/Corequisite

Prerequisite/Coraquisite
Validation

Prerequisite/Corequisite
Removal

Advisory/Recommended
Preparation

Homework

Method of Instruction

Status: Draft

Remaining Launch Requirements: 10

Textbooks/Learning Materials
Last updated by Demo Client Admin on 2/12/2016 at 2:08 PM
Textbook (Minimum 3 recommended)

Publisher

Classic/Standard

Mo records to display.

© Add new record _

Q W4

Launch

J Delete Draft .1

Year

Rationale

Displaying items 0 - 0 of 0

Manual

Publisher

Author

Title

Mo records to display.
© Add new record

O W4

Other Learning Materials

Mo records to display.
€2 Add new record

O M4

Year

Displaying items 0 - 0 of 0

Displaying items U - U of 0

Select the Insert button. This will open an area to describe each material.

Student Leamning
Qutcomes

Methods of
Evaluation and
Examination

Textbooks/Learning
Materials

Prerequisite/Coraqu

Prerequisite/Corequisite
Validation
Prerequi Corequisite
Removal

Advisory/Recommended
Preparation

Homework

Method of Instriction

Textbooks/Learning Materials

st updated by Demo Client Admin on 2/12/2016 at 2:08 PM

Textbook (Minimum 3 recommended)

Publisher

Author

Title Classic/Standard

Author

Title

Publisher

| Classic/Standard

Year
€2 Insert @ cancel
&£ Add new record

[0 SN U T ]

Year

Rationale

Displaying items 0 - 0 of 0
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Program Proposals

Your system will have the data entry pages separated out into different tabs. You may have more or less
features depending on your institutions configuration. For additional help or support contact your
school administrator. This manual will demonstrate the different page and feature types that are
commeonly used in Program forms.

Cover /Main/General Information/ Program Description

The Cover page is the first section of these proposals. If you realize at any point that the information you provided
to create the proposal was incorrect, DO NOT use your browser’s back button to correct this. Make the changes
here on the Cover/Main/General Information/Program Description page, OR click Delete Draft and start over.
Any required fields throughout the proposal will be marked with an * and highlighted light orange. Move between
the sections of the proposal by using the dark gray tabs on the left of the page, starting from the top tab working
your way down to the last tab.

Sections with required fields also have an orange box showing your progress B , which will turn green “= when
you have completed all required fields. You will only be prompted to save when changes are made. If at any point
you are unable to click into or make changes to a field’'s information, you do not have edit privileges for that field.
If you need to make changes to such a field, contact your university’s CurricUNET administrators.

i

Status: Draft Remaining Launch Requirements: 4 Launch Delete Draft
= gLy Main
st 1929 A
Co-Contributar
Course Discipline *| ACCTG - Accounting n
Units/Hours Course Number* | 030
I Course Title * QuickBooks
Eaciin Al EbqD short Title * QuickBoaks
Content
-S_tuds.;nt L;z;rmng --:: = | Justification for proposing New Course or Revision to Course *

Outcomes

Methods of

Evalisboiiapg Catalog Description * )
The course provides students with hands-on computer-based accounting using QuickBooks, including behind-the-scenes accounting.
Proper use of QuickBoaoks busiress forms for recording sales and receivables, payables and purchases, and payroll will be presented.
Students will explore methods of business issues.

Examination
Textbooks/Learming
Materials

Prerequisite/Coreguisite

Prerequisite/Coreguisite
Validation Short Schedule Description

P Students will use QuickBocks software to perform accounting procedures,
Prerequisite/Coreguisite

Remaval
Advisory/Recommended
Preparation 3
Homewaork Proposal Information
. First Semester Intended to Offer * n
Method of Instruction i
Year

N ol Same As" or "Replaces

This course is the "Same As":

N

Program Status

First Semester Good for: D

General Education Year
Status
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Using The Dropdown Menu

Use the down arrow on the right far side of the textbox to display the dropdown menu to view your
options.

Main Last updated by Demo Client Admin on 2/16/2016 at 12:48 PM

Program Information

Co-Contributor Degree/Certificate Name | Program Title Testing

Department | Accounting

Description Award Type | Associate in Science

Leaming Outcames Proposal Information

(PLOs) Proposed Implementation Term | ) n

R R Proposal Information

(PLOs) Proposed Implementation Term:|_
Course Blocks Year -
Spring
Months to Completion B AR
Codes Reason for Proposing * | Fall
| ntersession

Page 38



Text Areas

Put your curser into the textbox and enter information directly into the text areas.

Materals Recommeznded Preparation

Prerequisite/Corequisite

Prerequisite/Corequisite
Validation
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Rich Text Editors
This feature is used in the Catalog Description and numerous other places.

The Rich Text Editors have formatting tools, which allow you to, among other things, italicize text or
format information into an outline. If you are making lists, it is Important to use the outline tools in
order for the lists to appear correctly on reports.

To start a numbered list place the curser in the textbox and then select the number llst icon. Type in
your entry and hit the Enter key. To indent this line, click the indent button. Continue this process
until you have the levels you are wanting.

It I1s not recommended to copy information directly from Microsoft Werd or similar programs, as
embedded formatting information will cause reporting, display, and HTML tag issues within the editor.
For additional assistance, refer to the Rich Text Editor Detailled Instructions section on page 62 of this
manual.

FrUYE e
Catalog Description ™
Please use upper and lower case, This is the program description that will appear in the College Catalog.

Transfer Program

| 3 A VTR (inherited font) (inherited size)

Mission and Curriculum Sl Cenice e

Vocational E
Program Prerequisites

Proposed Four-Semester
Curriculum Sequence

Program Block
Definitions

.A.ttac-i'; F.'Lies

Codes
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Date Selector

To select a date either use the Calendar lcon or you can type in the date using the format M/D/Year.

Main p Codes

Last updated by Demo Client Admin on 2/16/2016 at 12:48 PM

Co-Contributor

Entry of Special Dates

B

-
Description Board Approval Date | i

Originator | Admin, Demo Client n

| aornina Mikramas

When you click on the icon a popup of a calendar will appear, use the left and right arrows, next to the
month’s name, to browse for another month.

[
February 2016

Su Mo Tu We

14 15:16: 17 18 19 20
21 22 23 24 25 26 27
28 29

Page 41



Course Block Definitions

Courses and other requirements are added to the program in Course Blocks that define the requirements of the
program. You may add as many course blocks as needed, according to your institution or department’s
requirements for program planning. Examples of Course Blocks might Include "Semester 1" and "Semester 2," or
"Required Courses"” and "Elective Courses.” To add a Course Block to the program, click the Add New Item button.

Status: Draft Remaining Launch Requitements: Launch Delete Draft

Main n Cou

- B Course Block Definitions Show Details 2 Add New ltem
Co-Contrbutor

Program Cutcomes

Course Elock Definitions

Enter the Course Block Definition (for example, required courses, electives, community involvement prerequisites,
etc.). You have the option to enter Block Headers and Block Footers for additional information (grade
requirements, number of units required, etc.}. Headers and footers only appear on reports.
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Launch I Delete Draft

lemaming Launch Requireme

Main

rse Block Definitions
Co-Contributor

Course Block Definition

Description

Course Block Definitions

Attached Files
4
Hender!
p
Footer
| s
1 Cverride Default Unit Calculations
Unit Min
Unit Max
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To Edit Program Caurses click on the button.

~ 1+ 1t
I I

Status: Draft Remaining Launch Requirements: 1 [ Launch |! Delete Draft

Course Block Definitions

Last updated nonadmin User on 2/17/2016 at 1:47 PM

Course Block Definitions [/ EIW W 3 Add Mew ltem
B Course Block Definition 1 a x

Program Courses | Edit Program Courses

There are no program courses to display

Co-Contributor

Description

Program Outcomes

Course Block

Definitions B Course Block Definition 2

Attach Files

Program Courses |+ Edit Program Courses

There are no program courses to display

CCCCO Entry

Click on the Add New Item button to add a course.

3H= Course Block Definitions

Program Courses & Show Details [[SIEEERY

Co-Contributor

There are no program courses to display

Desaiption

Program Oufcomes

Course Black Definitions
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Use the dropdown menu or type in the first few letters of the item you are searching for. When you select a
specific subject before you open the course drop down, the course dropdown will be filtered to only show courses
for that selected subject. If the requirement is not a course, enter that information in the Non-Course
Requirements text area. The Conditlon drop down selector need only be used if an “or” situation or a “nesting”
sltuation applies, otherwise it is already implied that an “and” statement exists between entries. The Condition
drop down menu allows you to specify if the course must be taken as well as (using “and”) or instead of (using
“or") the next requirement to be entered.

If a course is offered at variable units, you can also specify the range that will meet this requirement in the Units
Low and Units High. If this requisite has any special circumstances (such as a grade requirement, approval of an
advisor, etc.), add a number or symbol in the Exception Identlfier, and describe the circumstances in the Exception
text box. Click Save to add the course. When all information is entered click Save.

Main - Course Blocks

e L3 a o Client Admin on 2/16/2016 at 12:48 PM
rogram Courses
Description - Subject
I(_eami)ng Outcomes - Course
PLOs T n
Course Blocks
|m Non-Course Requirements
Codes
Condition
Unit Range
Units Low
Units High

Exception Identifier

Exception
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The below screen shot is an example of what will appear when you have added a few Program Courses into a
specific course block. To edit a course, click on the blue bar. Use the up and down arrows on the right of the blue
bars to reorder. Clicking on the red “X” will delete the requirement. You will be asked to confirm your decision to
delete this item. Once all of the requirements have been entered for that course block, click the Done button

Course Blocks

2016 at 3:43 PM

Co-Contributor

& show Details Add New Item

Description

& AJ-112 - Introduction to Evidence 3.00 *Active*

Leamning Outcomes Subject: AJ - Administration of Justice
(PLOS)

B ACCTG-030 - QuickBooks 3.00 *Draft*

Course Blocks

=
] Subject: ACCTG - Accounting

des

Min Units 0 MaxUnits 0

Once you have selected Done on the detail screen you will be brought back to the overview of the Course Blocks.

Course Blocks

Last updated by Dem

ik G at 3-43 B
Course Block % show Details EEEER LGl

Co-Contributor

Description

B Course block definition

Learning Outcomes «1 Edit Program Courses
(PLOs) . .
AJ-112 - Introduction to Evidence 3.00 *Active®

Course Blocks Subject: AJ - Administration of Justice
mn -

ACCTG-030 - QuickBooks 3.00 “Draft”
Subject: ACCTG - Accounting

B Course Block 2

Program Courses P ’ Edit Program Courses

There are no program courses to display

Page 46



Cnce you have clicked the Done button on the detail screen, you will be brought back to the overview of the
course blocks.

Main Course Block Definitions

Course Block Definitions 5 Show Details [ RNE S0

B Click on this item to madify its details. L
Progra O e

+ Edit Program Courses

Co-Contributor

Description

AH-13 - Renaissance to Mid-19th Cantury 3.00 *Adtive*
Subject: AH - Art History
and

Program Outcomes

Course Blodk Definitions

ACCT-12345 - frosted animal crackers 0.00 *Draft*
Subject: ACCT - Accounting

B Course Block Definitions e x

Override Default Unit Calculations: true

Program Courses «| Edit Program Courses

Aftached Files

Codes

There are no program courses to display
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Program Student Learning Qutcomes

To add an Outcomae click on the Add New Item button.

Kl sy Elipis ad e i T4 T 1M
INEW I gram rogqral Hitle lesting

Status: Draft Remaining Launch Requirements: 5 l Latnch I Delete Draft

Learning Outcomes [PLOs)

Last updated by Demo Client Admin on 2/16/2016 at 12:48 PM

Outcomes ¥ ESELEETA © Add New Outcome 4

Co-Contributor

Description

Learning Cutcomes
(PLOs)

There are no outcomes ta display

Enter the Outcome and Assessment in the appropriate textboxes. Check the Institutional Outcomes that this aligns
with this program. Check all that apply. Click Save,

LETL] ] Learning Outcomes (PLOs)

Co-Contributor

Description

Qutcome *

Learning Outcomes
(PLOs)

Course Blocks

Codes

Assessment *

This program aligns to the following Institutional Outcomes (check all that apply): ,

|-) Communication: The student will demanstrate effective communication, appropriate to the audience and purpose.

[ZJ Inguiry and Reascning: The student will critically evaluate information to interpret ideas and salve problems,

IZ) Information Competency: The student will utilize information from a variety of sources and make an informed decision and take
action.

) Social Responsibility: The student will demonstrate effective interpersonal skills with people of diverse backgrounds and effectively
function in group decision making.

I”I Personal Development: The student will demonstrate growth and self-management to promote life-long learning and personal well-
being.
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Multi Select Lists

¥You may need to scroll down to find the item you are looking for or type the first few letters of your
search criteria in the search box to filter and shorten the available list. Click the checkbox next to each
applicable item. Select as many names as necessary. If you check the Show Selected box you will see
only the entries you have selected. Click Clear All to start over with your selections.

Co-Contributor

: Co-Contributor
Co-Contributor .
: * Show selected | Clear All |

Description _| Admin, Dema Client (sdmin@yale-nus.edu.sg)

|| Tester, Articulation Specialist {test15@governet.net) -

Learning Outcomes
(PLOs)

_| Tester, Curriculum Committee Chair (testd@governst.net)

—— (] Tester, Curriculum Committee Member 1 (test3@governst.net)
Course Blocks . )
|| Tester, Curriculum Committee Member 2 (testé@governet.net)
.Co_dzs " Tester, Curriculum Specialist {test3@governet.net)

|_| Tester, Distance Education Coordinator (testd@governet.nat)

7] Tester Division Curricolum Cammittes Chair (tect2 Monvernet net)
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Attached Files

In the Attach Files section, you may attach files for additional documentation or support of your
proposal. Use the Select... button to find files, and then press Upload Flles to attach them.

)
Status: Draf Leurch Deiete Drsft

Program Description Attached Files

Program Requirements

Select.. _
Outromes Attachments

Program Planning There are no attachments to dizplay. Press Sslect to browss for files to attach to this record

Program Learning

Codes/Dates

Attached Files
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Reports

Reports show a summary of any proposal, in any status. There are three ways to access reports, and they are
identical for all course and program proposals. At this time, there are nc reports for packages. Each type of
proposal has slightly different report options, but the process of accessing them is the same. Each report will open
in a new tab within your internet browser.

In the Search screen, click the page icon in the Reports cclumn. You will have to click on the icon again to close it.

e My Courses blect: All w | Draft,In Review v Search |w
My Institution

| Status v Created On
AENR1-UC 0707 AENR1-UC 0707 - Computer Recitation Q InReview 1/22/2016 - )
DESL1-GC 9034 DESL1-GC 9034 - ESL Skills 4 Q InReview 1/22/2016
ARTS1-UC 2116 Art today Q InReview 24242016 2

A menu will appear with the report options. Select the report you wish to view.

=) My Courses ubject:A w | Draft.In Review v tie e# Search |
My Institution ) ! Jast refresh; 02/03/2016 10:17:16
Subject Course # Title Status w | Created On Repaorts |
ARTHI-UC 2216 Histary © In Review 2/2/2016 -
. | Course Outline
ARTS1-UC 2116 Art today € In Review 2
Impact
ARTS1-UC 2116 Art today @ Oraft AT

When in the proposal itself, click the page icon under the orange proposal name.

qmotatus: In Review View Proposal History

@ Main

Last updat

Impact

Course Outline )
Non-admin User of

All Fields

Course Prefix * | Test-A

If 3 proposal has been launched or approved, clicking the proposal name in the search results will present this
screan. Select the report you wish to view from the buitons at the top of the screen.
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Course Reports

All Flelds
An All Flalds report shows all the flelds and Informatlon In the proposal,

Main

Course Prefie TestB

Course Mumber 2213

Course Title History

Rationale for Proposing New Course
rafionale

Catalog Description

This is the descripion for History.

Proposed Effective Date

Year 2018

First Semester intended to Offer Winizr

Co-Contributor

Co-Contributor

|DD-CDntrihutDr ‘

Units/iHours

Minimum Credits 200

Maximum Credits 200

Unit Increment 2,00

Lecture Credits

Lab Credits

F'er_regula-b'm. e3ch course musthave 3 minimum of 750 minwtes of insrucdonal ime percredit
Niofe Mara confact Bour fs based on & 30 minute howr

Lecture and/or Lab Content

Course Lecture Content {Use outling format)

Course lecturs

Course Lab Content {Use outline format)

Student Learning Outcomes

Upon completion of this course, the student should be able to:

I ———————————
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Comparison

A Comparison report shows all the flelds In the proposal, with changes between this proposal and the most recent
acthe varslon of the course highlighiad. Informetian removed will ba highfghted pink, with a sidiosthraugh the

words, while new Information wil be highlighted green and lalidzed.

Main

Course Discipline ARTHI-LIC

Course Prefix

Course Number 5404

Course Title  Seminar in &rt History

Rationale for Proposing Changes to Course

fhis i5 the rafionale

Rriaf Summary of Propnsed Changes

Catalog Description

This semnss provides the epporiuniy for intensve stwdy of 3 narmowty focused fopic. The course schedule for
ihe semesier indicates the specific subject, which is chosen from the previous year's an hisiory course iopics.

Proposed Effective Date of Changes

Year

First Semester Intended to Offer Winfer

Impact

An impect report shows the courses far which thir course ks 2 equistis, and programs that Indude this course.

Proposal Impact Report

BUSN1-UC 0174 - Budgetary Process
“New Course™*

Course Requisites

This course is not being used as & reguisie for any course

Programs
This cowrse is incorporafed info the folowang program|s):

1. New Program-Associate in Arts "Draft’ Publishing 1
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Course Outline

A Course Outline report shows a brief summary of the course.

|_ Course Qutline of Record

£a3 ol

o En

LN ]

(=1

& o
. £ad ol

[T ]

o

1. Course Discipline and Number: ARTH1-UC 2216
.Course Title: History
. Units:

Lecture Linits:
Lab Units:

. Catalog Description:
This is the description for History.

5. Instruction Methodology:
. Lecture Howrs:

Lab Hours:
Total Contact Hours: ©

. Grading: Graded

. Course Prerequisie:

. Course Coreguisie:

. Course Recommendation:
1. Repeatability:

. Transfer Status:
.Learning Cuicomes:

a.slo

. Course Lecture Content

Course lecturs

. Course Lab Content
18. Methods of Evaluation

3. Eszays

Critical thinking example(s):

. Texthooks
. AsSignments

Critical thinking example{s):

First Date of Approwsl
Rewision Approval
[zt
Approval
Ozt
Efiective Term: Winter, 2018
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Program Reports
All Flelds

An All Flalds report shows all the fi=kds and Information In the proposal,

I - Al Fields Program
Report

Frogram Information

Award Type WL5.:Mastsr of Sciznce

DegreefCertificate Mame Wasterof Science in Human Resource Management and Development

Department Leadership and Human Capital Management

Rationale for Proposing New Program

Educational and Career Ohjectives

Relationship to the mission of the school and university

Proposed Effective Date

Year Z005

First Semester Intended to Offer Soring

Co-Contributor
Co-Contributor

Co-Contributor

Description

Catalog Description

Course Blocks

Course Block Definitions

L

Program Goals and Outcomes

Outcomes

k.

Program Review and Assessment

Description of Periodic Program Review and Assessment Plan
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Program Summary

The Pragram Summary shows a summany of the program.

PUBLISHING 1

ASSOCIATE INARTS

Frogram Learning Outcomes

Upon swecsssiul completion of this program students will be able o

Comparison Report

For Program Amaendment or Program Deacthvtion proposals, a Comparicon Raport will show all flalds and
Imformation In the propesal, with changes betwesen this proposal and the most recent previous version of the
program highlightad. Information ramovad will be highfghtad pink with a strike-thraugh, and Information added
wil be highlighted green and hzlidzed.

I - Al Fields Program

Report

Main

Program Information

Awvand Type L Graduate Certlicse

Degree/Certificate Name Graduam Cemficas m Peacsbuidng

Department Centerfr F'u:-u:.ﬁe-.z

Rationale for Propoesing Changes to Program

[ Bt

Educational and Career Objectives

Educsfional

Relations hip to the mission of the school and wiversity

Fadatonship

Proposed Effective Date

Year 2013

I First Semester intended to Offer Fa
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Approvals

To view pending approvals, click the Approvals button at the top of any page. If you have any approvals waiting for
you, there will be an orange box with a number in it attached to the Approvals button. The process is similar for all
proposal types. To vlew a pending approval, click on the proposal. The process Is simllar for all proposal types. The
standard user without administrative privileges will not be able to see the all approvals option. They will only be
able to see approvals for which they are the originator or the next member of the approval process.

i 'El.lrric' INET Cursculum Approvals Creats Proposs Search WorldW :"\i"

If you are the next user in the approval process, you will see this screen. If you wish to view the course, you can
select View Proposal. You may also view any avallable reports by clicking the name of the report. Use the Actlon
drop down menu to select the actlen you wish to take on the propesal, add any Comments (when you make a
comment It will bacome a permanant part of the comments once you click commit} and then click Commit, This
will move it to the next part of the approval process. If you reject the proposal, it will remove the proposal from
the system. If you request changes, It will send the proposal back to the orlginator. Once these changes have been
made, the proposal will return to the person who requested the changes.

The History shows what has happened in the approvals process for this proposal and who is next in line, the time
and date. It also shows the actlons that have been taken on this proposal and are permanent history of comments.

b SurricUNET TN B e 2

e — e ————

Action Date Step Step Type User Fullname | Action Action Comment
Academic Drector  Regquired 5 Pending
Academic Director  Required Panding

012272016 0251 PM Cnganator Requred Launch Launch
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Make sure you see a confirmation message that will pop up on the screen te confirm that when you pressed
Commit, the action was received. You must press Close to continue to ensure this. This is a vital action. If you do
not see this popup, your oction has not been saved, and you must perform your action again.

 + . i e o
# Your comments and action have been saved

’ m
- Close to continue

m

TVTSIaT

To implement the course and add it to the college’s offerings, the last user in the approval process (or an
administrator}) must select Implement from the action menu. Select the Publish date {the date the course will
become active) by clicking on the Calendar Icon. Add any comments and click Commit.

Pasition Class Scheduler

Action [ Select One : K
Publish date  (7/9/2015 = -

Comments

ps

‘ Commit

You must confirm the final action by clicking Activate. This is a vital action. If you do not see this popup, your
action has not been saved, and you must perform your action again.

Confirm Publish

Are you sure you want to publish thiz proposal on 1/25/2016 7

# Activate Cancel
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Rich Text Editor Detailed Instructions

The Rich Text Editor within the CurricUNET system provides several tools to help you format your information.
Unfortunately, copying and pasting an outline straight from Microsoft Word or a similar program will NOT provide
a properly formatted cutline. There are a few ways to create an outline that will be properly formatted. Please
note that the Rich Text Editors do not currently support tables or charts.

If pasting a paragraph of text {as you might for a Course Descriptlon) into the Rlch Text Editor, you must paste it as
plain text. On a Windows based computer, type Ctrl+Shifi+V, or right click on your mouse, and select Paste as
Plain Text. If you do not do this, hidden formatting tags will interfere with the internal tools of the editor and
cause problems with reports.

An outline or list requires additional changes.

B 7 U abo

Select block type
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Creating An Outline Within The Rich Text Editor

The best way to produce a properly formatted outline is directly in the Rich Text Editor. You may enter your line
headings as you see fit, or use the built-in list tools. The left button creates a bulleted list, and the right button
creates a numbered list. Use the indent tools to create levels within the list. The button on the left (in the indent
tools) will create an indent and the right side button will remove the indentation.

-3 G VPV (inherited font) Rl (inherited size) [ g E B E = < Indent

Select block type v =Y -

Tools

+ Level One
o Level Two List Tools
= Level Three
= Level Three, B
» Level Four
+« Level One, B
o Level Two

Below is an example of a bulleted list with several levels of indentation:

- 3 GO S Rl (inherited font) Rl (inherited size) [ vy © -

Select block type > o

» Level One
o Level Two
= Level Three
= Level Three, B
= Level Four
+ Level One, B
o Level Two
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And an example of a numbered list with several levels of indentation:

| I S OQ-URAl (inherited font) Rl (inherited size) R4

Select block type ¥ |ioo = Y o

1. Level One
a. Level Two
i. Level Three
ii. Level Three, B
A. Level Four
2. Level One, B
a. Level Two

If you choose to not use the list tools because you would prefer to specify your own level beginning designations,
you may do so as well, using the indentation tools as needed.

@

|1 3 2 VLT (inherited font) Rl (inhenited size) [y

Paragraph - [ M)

I. Level One
A. Level Two
1. Level Three
2. Level Three, B
a. Level Four
II. Level One, B

A. Level Two

Page 64




Creating an Outline in Microsoft Word, Notepad, or a PDF Reader

If you wish to use Microsoft Word or a similar program to create the initial outline, you must follow several steps
to produce a properly formatted outline or text.

If you use Microsoft Word, or a similar program, you must first copy the outline into a program such as Notepad,
which will strip out the internal formatting within the text, or as a PDF file.

Create your outline

As an example, here is a course outline created in Microsoft Word. After your outline is created, you may either
copy the file to Notepad or save it as a PDF.

MATH 190 Course Revision (5-14-14) [Compatibility Mode] - Microsoft Word

References  Mailings  Review  View

tb T 4aBbCcI AaBbCe aaBbce AaBbCe AaBbC |AaBbC| AaBbCt A) AaBl A) AaBl AaBbCc AaBbCel AaBhb

Emphasis T Headingl 1 Heading2 THeading3 7 Heading4 | Heading5 | THeading6 THeading7 1THeading8 1 Mormal strong Subti

10 - A A7 Aa- | B

e %, s - A~

Fant

_S/ies)

Iv. Course Content
A. Limits and Derivatives
The Tangent and Velocity Problems
The Limit of a Function
Calculating Limits Using the Limit Laws
Continuity
Limits at Infinity; Horizontal Asymptotes
Derivatives and Rates of Change
The Derivative as a Function
ifferentiation Rules
Derivatives of Polynomials and Exponential Functions
The Product and Quotient Rules
Derivatives of Trigonometric Functions
Differentiation of Inverse Functions
The ChainRule
Implicit Differentiation
Derivatives of Logarithmic Functions
Rates of Change in the Natural and Social Sciences
9. Related Rates
10. Hyperbolic Functions
C. Applications of Differentiation
Maximum and Minimum Values
The Mean Value Theorem
How Derivatives Affect the Shapeof a Graph
Indeterminant Forms and L'Hospital’s Rule
Summary of Curve Sketching
Optimization Problems
7. Antiderivatives
D. Integrals
Areas and Total Distance
The Definite Integral and the Riemann Sum
The Fundamental Theorem of Calculus
Indefinite Integrals and the Net Change Theorem
. The SubstitutionRule
E. Integrals
Areas Between Two Curves
Volumes
Volumes by Cylindrical Shells
Average Values of a Function

w
£a SiOutaid WML i Oulnid iR

-1 O\ LA =t b =

o=

[T

[ TU R,
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Copy to Notepad

Copy the outline into Notepad (or a similar plain text writing program), which will strip out formatting. {You could
also begin in Notepad and compose your outline within that program).

B 7 U ~ahe x, x
| Untitled - Notepad

Emphasis  THeadingl THeading2 THeading3 THeading4 THeading5 [ Headingé T Heading

ter 4

File Edit Format View Help

Limits and Derivatives

The Tangent and velocity Problems

The Limit of a Function

Calculating Limits Using the Limit Laws
continuity

Limits at Infinity; Horizontal Asymptotes
Derivatives and Rates of Change

The Derivative as a Function
pifferentiation Rules

Derivatives of Polynomials and Exponential Functions
The Product and qQuotient Rules

Derivatives of Trigonometric Functions
pifferentiation of Inverse Functions

The chain rule

Implicit Differentiation

perivatives of Logarithmic Functions

rates of change in the Natural and Social Sciences
Related Rates

Hyperbolic Functions

Applications of pifferentiation

Maximum and Minimum values

The mMean value Theorem

How Derivatives affect the shape of a Graph
Indeterminant Forms and L'Hospital’s Rule
summary of curve sketching

Optimization Problems

Antiderivatives

Integrals

Areas and Total Distance

The Definite Integral and the Riemann sum
The Fundamental Theorem of calculus
Indefinite Integrals and the Net Change Theorem
The substitution Rule

Integrals

Areas Between Two Curves

volumes

volumes by cylindrical shells

Average Values of a Function

_#wml—lmm:»wrul—tcwmm:»wml—'ﬁg\goowmmhwul—lmwmmbwul—‘}

—
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Save as a PDF

Please note that with this method, using a Sans Serif Font (such as Helvetica or Arial) tends to provide the best
results. Using a Serif Font such as Times New Roman or Georgia is possible, but may require some additional
proofreading to make sure that all spaces and letters copied correctly.

You can save your Word files as a PDF. On Microsoft 2010 and newer, do this by clicking File and Save As.

I- FRECE ADH 130 Consre b (1-08-3)) [ ermpeialty Mol © Micrasath Word -
. g

T |AsHbCe | AaBbCe Aatbter AaBbCel de AsBCel AGBECC AoE ME ABBCC AsBbCe ABBBCC Ramibce

rolopical and Orthopedic Nursing.

stems Developmental Stress model as if relates to

persoml, developmental changes and swess

43 continuum

tems Developmental Stress Model fo ind

Enter/Edit the File name, then use the Save As Type dropdown menu to select PDF, and click Save.

5
[ (W] Save As 2
@\_k/‘vl | » Libraries » Documents » v | 45 | Search Documents o
Qrganize = New folder = - 9
B Desktop Documents library s s o
& Downloads Includes: 2 locations SR b
i, Recent Places o
Mame Date modified Type
3 Libraries Cyberlink
| £| Decuments Visual Studio 2005
= Music Visual Studio 2008
= Pictures = Visual Studio 2010
B Videos Visual Studio 2013
ﬁ- Here is a bunch of text in several appeara... 241 KB
™ Computer # How much does font matter 311 KB
€ Network
File name: ADN 251 Course Revision (3-18-13) -
Save as type: | PDF _ -
Authors: RHC Tags: Add atag Title: Ttem Number

Optimize for: @ Stant L Options...

ile after publishing

“ Hide Folders Tools ~ * Save Cancel

ES Patient/ Family needs
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You will now be able to open this file in your PDF reader (such as Adobe Acrobat or Adobe Reader).

You can also scan a hard copy of a document to get to this point, but be sure to Save it as a text PDF file, not an
image.

[5- &DN 251 Course Revision (9-18-13),p81 - Adobe Render - — e — P

Fie Edn Ve Vindow Help B

£ open | 45 S E S E| e =@ e B S Tools = FM&Sign | Comment
Iy. Toursevontent

A. Introduction to Gerontological. Neurological and Orthopedic Nursing.
I Assessment

2 Anatomy and physiology
B Case Management
4. Delegation
5 Pain
B. Apphiecation of the nursing process and the Systems Developmental Stress model as it relates to E)
the elderly client: s
1. Physiological changes related to aging » Sand Files
2. Common responses and needs of the elderly 2 T
3. Assessment of biological. interpersonal, intrapersonal, developmental changes and stress
factors.
Assessment of cultural variables.
=5 Medication use and misuse.
6. Case management along the illness-wellness continuum.

C. Application of the nursing process and the Systems Developmental Stress Model as it relates to
individuals experiencing disruption in perception, coordination and mobility:
I Neurological and orthopedic trauma

2, Seizure disorders

3. Cerebrovascular disorders

4. Inflammatory and mfectious disorders

L Neurological and orthopedic degenerative disorders
G Newralogical autoinmune nracesees
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Using the RTE Tools

Copy the text from Notepad or a PDF reader and paste it into the Rich Text Editor.

Proofread carefully to make sure that there are not any unnecessary line breaks copied over and that all spaces
and characters copied comrectly.

To create indented levels, select the end of the last line before the indentation, and press Enter on your keyboard.
Select the end of the last line of the indentation, and press Enter again. This will create a new block of text. You
MUST add these additional hard returns to indent text.

| S S OBl (inherited font) Bl (inherited size) &Y

Select block type ¥ | oo =

Limits and Derivatives =
The Tangent and Velocity Problems

The Limit of a Function

Calculating Limits Using the Limit Laws

Continuity

Limits at Infinity: Horizontal Asymptotes

Derivatives and Rates of Change

The Derivative as a Function

Differentiation Rules

Derivatives of Polynomials and Exponential Functions

The Product and Quotient Rules

Derivatives of Trigonemetric Functions

Differentiation of Inverse Functions -

I T = PR, T R I i, =

v =

Paragraph ) =

4.  Limits and Derivatives -

1 The Tangent and Velocity Problems

2 The Limit of a Function

3. Calculating Limits Using the Limit Laws\h
4.  Continuity

5. Limits at Infinity; Horizontal Asymptotes

6 Derivatives and Rates of Change

7. The Derivative as a Function

B. Differentiation Rules

1. Derivatives of Polynomials and Exponential Functions
The Product and Quotient Rules v
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Click within the block to be indented, and click the “Indent” formatting influence on the Rich Text Editor. To indent
a second level, click the button once. For a third level, click twice, etc. Do this for each level.

|: SV A VBECT (inherited font) (inhented size)

ABC

Paragraph ¥ |oo = 7 m

A, Limits and Derivatives =

The Tangent and Velocity Problems

The Limit of a Functicn

Calculating Limits Using the Limit| Laws{mmm
Continuity

Derivatives and Rates of Change

The Derivative as a Function

e = By [ N LS )

B. Differentiation Rules

1. Derivatives of Polynomials and Exponential Functions
The Product and Quotient Rules -
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Creating an Outline using HTML

The third way to create a properly formatted outline requires HTML skills. If you have the HTML skills tc write your
outline in this method, click the HTML button.

O S VIl (inherited font) [

Select block type v

This will change the view of the Rich Text Editor. Enter the HTML in this field, and then click Ok.

Ok | Cancel

Raw Html

<ol style="list-style-type: upper-alpha"> <li>Limits and Derivatives < /|i> <g| style="list-style-type: decimal"> <li>The Tangent and
Velocity Problems</li> <li>The Limit of a Function</li> <li>Calculating Limits Using the Limit Laws </li> <li>Continuity </li> <li> Limits at
Infinity; Horizontal Asymptotes«</li» <li> Derivatives and Rates of Change«</li> <li>The Derivative as a Function</li> </ol>
<|i>Differentiation Rules</li> <ol style="list-style-type: decimal”> <li> Derivatives of Polynomials and Exponential Functions</i> <lj>The
Product and Quotient Rules </li> <|i>Dervatives of Trigonometric Functions </li> <> Differentiation of Inverse Functions</li» <li>The
Chain Rule </li> <li>Implicit Differentiation </li> <li> Derivatives of Logarithmic Functions</li> <li>Rates of Change in the Natural and
Social Sciences </1i> <li>Related Rates </li> <[> Hyperbolic Functions </li> </ol> <li> Applications of Differentiation</li> <o style="list-
style- type' ‘deomal" > <li> Maximum and Mwnimum values<;li> <li~The Mean Value Theorem</li> <I|> How Derivatives Affect the Shape

Problems < fl|> fIhA ves</li> </ol> <)i=Integrals </li» <0I style— list-style-type: de(lmal"niwAreas and Total DrstanCEf >

<li=The Definite Integral and the Riemann Sum </li> <li>The Fundamental Theorem of Calculus</li> <li»Indefinite Integrals and the Net
Change Theorem</li> <li>The Substitution Rule </li> < /g|> <li>Integrals </l > <ol style="list-style-type: decimal"> <li> Areas Between
Two Curves</li= <li>Volumes</li> <Ji>Volumes by Cylindrical Shells</li» <li>Average Values of a Function</li> </gl> <jgj>|

porLoe

If done correctly, this will produce an outline in the Rich Text Editor.
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Packages

Packages are used by some institutions for approving multiple proposals at a time. Users with access to
this feature can submit multiple courses at a time, or submit courses along with their proposed program
so that they can all be approved together.

Before creating a Package you will need to make sure that all of the courses/programs that you will be
adding to the package are in “draft” status. If you are creating a new course/program then create that
first, before creating the package, and then leave that course/program in “draft” without launching it.

To create a Package you will use the same process as for courses and programs. Select “Create Proposal”
from the top of the Meta screen. Scroll down to the Package proposal types and select with type of
action your package needs to take. Options may include to create a New, Madification, or Deactivation
Package.

. = Cl.lrric '\_jNET Create Proposal Search WorldWide g}
Eh META

Proposal Type

Program =

 New Course + New Program Package
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The Subject you select in Step 2 of the Creation screens will determine which people this package will go
to in the Approval Process. Package Title is the name you are giving this particular package, and catalog
description is a summary of what changes or new items that package will contain.

Minimum Requirements
Fill out all of the fields below.
Subject’

Package Title™

Catalog Description®
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Once inside the Package screen you will see the information you already entered on the Cover page. You
will have two other pages. One for adding Courses and one for adding Programs. Both the Course and
Program pages function similarly. These are multi-select lists that allow users to check the items you
need. Users can either scroll up and down the list with the scroll bar on ther right side of the list, or just
start typing the item you are looking for in the search box, The list will filter according to what you type
while you are typing. Users are able to make multiple selections on both the Course and Program pages
if necessary. After you have made selections and saved the pages select “Launch” from the upper right
corner, just as you would for any other proposal, to launch this Package into the Approval Process.

v e =
e :

Status: Draft Launch Delete Draft

Cover Courses

Originated Courses
Courses

Show selectad Clear All

Programs AENR1-UC 0707 - Computer Recitation 02/22/2016
**Modify Course*™
| AENR1-UC 1234 - Test 02/24;2016
**New Course™
ANTH1-UC 5009 - American Culturs 02/19/2016

**Modify Course™

After pressing launch make sure to select “OK” on the confirmation pop up.

Delete Draft

S over

Package Title| test
Subject * MGFX1.GC - Advanced D@ital Aph\ic ation B
Programs Originator * | Admin, NYU n

Brief Description of Course Set and/or Program
test

Are you sure? X

Are you sure that you want to perform this action?

Cancel
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