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Welcome to META

currlQunet META is a curriculum development, review, and approval system that addresses
campus, statewide, and international collaborative issues in curriculum management and
accreditation. META provides non-technical users the ability to configure and modify web entry
screens and workflow templates.
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Every institution develops unique curriculum management processes. This is true even where
an institution is part of a regional or statewide system. META enhances and streamlines the
user experience with customizable tools that are highly intuitive.
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The core currlQlnet META System is designed to be configurable to reflect local requirements,
while still properly interfacing components with upstream and downstream systems. This
functionality includes local student systems, multi-campus curriculum searches, state reporting
standards, and similar requirements.

META is a web-based application. Browser display variances may cause your screens to look
slightly different from the screenshots in this guide. Supported browsers include Microsoft
Edge, Google Chrome, Mozilla Firefox, and Safari. META is not currently optimized for mobile
devices such as tablets and smart phones.

Your institution has one or more META administrators, usually located in the curriculum office.
If you need additional assistance in using META, or have questions about the information
required, please contact your administrators. Your META administrators are your best resource.

currlQunet META allows each client to have customized workflows, and a secure, private
database while maintaining a single codebase. This enables our implementation and support
teams to focus on our clients while our development team constantly improves the product.
The flexible nature of currlQunet META means there is a nearly infinite combination of field
types and functionalities to collect data in the format required. This guide will highlight specific
field types and provide instruction on META specific features. Your institution may provide
instructional materials that dive deeper into the specific proposal types you will encounter or
include more specific instructions about the types of information they expect.

Accessing META

Your institution will provide you with the URL to access your META system. The URL generally
follows the formula (institution name).curriqunet.com.

If your institution’s META system is using a single sign on system, your log in screen will not
look like the screenshot below, but will appear the same as the log in screens across your
college’s resources.

www.currlQunet.com 6
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NOTE: From this point forward in this guide, screenshots will be focused on the particular areas
and will no longer include the entire browser window.

Logging In

You will be provided with your log in credentials by the META administrators at your institution.
You will log in with your email address (usually the address assigned by your institution), and
will be given a temporary password. Upon logging in for the first time, you must change your
password from this temporary password to protect your institution’s data and security. If your
college uses a single sign on system, you will receive instruction from your META administrators
on how to log in.

Enter your email and password as shown below and click Login to begin working in META.

ashirley@ edu

www.currlQunet.com 7
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The landing page will always be the Course Search screen. There are several features available
on the Course Search screen, described below.
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- Curl’iCUNET Curriculum (5 Approvals (4 eCreate Proposal E‘
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X |Keyword Search:

Institution Subject Course #  Title Created On Status Reports

12

No data to display

4 »

"R E\ » | M 0-0 of 0

1. Gearicon. The Gear icon allows you access to the following functions:
a. Edit your profile.
b. Administer Site: (Site administration is detailed in the Administer Site section,
page 76) This option will not be available for non-administrative users.
c. Log Off
2. UserID. Your User ID is the email address you supplied when you set up your META
account.
3.  Create Proposal. This button will open the Create Proposal page.

www.currlQunet.com 8
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4. Approvals. Allows you to view and search items awaiting your review in an approval
process.

5.  Curriculum. Allows you to view and search Course, Program, Package, Assessment, or
Program Review proposals. Curriculum types may vary depending on institution
configuration.

6. META logo. This is a link. Click on it at any time during your session to return to the

Course Search page.

Institution ID. The name of the college or institution you are logged into.

Keyword Search.

Search Button.

10.  Search Filters.

11. Export Button. This feature allows you to export your search results in Excel, Word, or

PDF formats.

12.  Search Results Window. Results of your searches will appear here. For instructions on

how to use the search screens, see the Searching Curriculum section of this guide.
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Profile Management

The first time you log in, you will need to check your user information to verify it is correct. To
access Profile Management, click the Gear icon at the top right of your screen, and then select
Profile.

E . Profile
'».. CurricUNET Curriculum Approvals Create Proposal .o |
'lm MeA Administer Site

Log Off

Y Y

Verify that your information is correct, add or correct any necessary information, and click
Save. Clicking Save or Cancel will close this screen and return you to the course search screen.

If your email address needs to be updated, please contact your institution’s META
administrators.

Account Info

Email

Password Click here to change your password

Basic Info
First Name * Anne Last Name * Shirley

Preferred Name | Cordelia Title

Phone

Business Phone Ext.
Fax Mobile Phone

Web Address

Save Cancel

www.currlQunet.com 9
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Changing Your Password

Unless your college uses a single sign on, you must change your password the first time you log
in. You should also periodically change your password for security purposes. Navigate to the
Profile area, as described in the previous section, and click the blue link, Click here to change
your password.

Account Info

Email
Password Click here to change your password

Basic Info

First Name * - Last Name * Shifey

Preferred Name | Cordelia Title

Phone
Business Phone Ext

Fax Mobile Phone
Web Address

Save Cancel

Enter your Current Password, then enter and confirm your New Password. Passwords must be
at least 6 characters long, are case sensitive, and may include letters numbers, and symbols.
Make sure your password is something you can remember. Passwords cannot be retrieved, but
you may reset your password should you forget it.

Current password

New password

Confirm new password

Change Password Cancel

Resetting Your Password

To reset your password, on the Log In screen, click Forgot your Password? Enter your Email as
instructed, and click Reset Password. You will receive an email with instructions on how to
reset your password.

NOTE: The password reset emails are included with general notification emails, and may not be
sent immediately, depending on the notification configuration for your institution. If you do not
receive a password reset email within 24 hours of your request, please contact your META
administrator.

www.currlQunet.com 10
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Troubleshooting

Many problems encountered with META can be resolved by simply clearing the cache on your
internet browser. This is usually found under in the Settings menu in your browser. You can also
use the keyboard commands, Ctrl+Shift+Enter (in Chrome), Ctrl+Shift+Del (in Firefox) or Ctrl+R
(Microsoft Edge). If you use a different browser and are unsure of how to proceed, search your
browser's Help menu for “clear cache.” After clearing the cache, refresh the window. You may
be logged out of META and need to log back in.

If clearing the cache does not resolve your issue, you may not be using the most recent version
of the internet browser. In the Settings menu of your browser, check for updates. If you have
the permission to do so on your computer, update your browser to the most recent version.
You may need to log in again after updating.

Your META administrators are your best resource. Should you receive an error message of any
kind, or the suggestions above do not resolve your issue, please inform your administrators
immediately. They may be able to help you, or they may need to contact the currlQunet
support team to resolve the issue. To help resolve any issues, the following information can
help expedite your issue:

e Ascreenshot of the error encountered, including the URL (this is very important!).

e The browser you were using, and if possible, the version of that browser (usually
available in the settings menu for your browser).

e What you were attempting to do, including, (if possible), the exact steps you took that
resulted in the error. Being able to reproduce the error is vital for the currlQlinet
support team to be able to fix the problem.

www.currlQunet.com 11
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Searching Curriculum

All screenshots in this guide will be from the course search feature, but the appearance and
functionality is the same across all curriculum types. Depending on your institution’s
configuration, you may see more or less columns than appear in the screenshots of the search
results, but your search filters and the functionality are as described.

Upon logging in, the default view will be courses in all statuses originated by the user. Proposals
for which you are a co-contributor will appear highlighted green. After opening a proposal, the
last proposal selected will appear highlighted blue.

Ul riCUNET | Create Proposal E;

X | Keyword Search: Y da

Institution Subject Course #  Title Created On Status Reports
AGH 281 Arboriculture Feb 23, 2007 Inactive
AGH 400 Athletic Field Maintenance Feb 22, 2007 Active

292 Garden Center Management Feb 23, 2007 Active
425 Grounds Maintenance Feb 22, 2007 Active
107 Horticulture Lab Nov 03, 2015 Active
710 Introduction to Leisure Services Feb 24, 2007 Inactive
145 Landscape Construction Feb 22, 2007 Inactive
142 Landscape Construction Oct 10, 2014 Active
145 Landscape Construction Oct 13, 2014 Inactive
152 Landscape Design Techniques Feb 22, 2007 Active
200 Landscape Estimating and Bidding Oct 13, 2014 Active
Landscape Graphics Oct 13, 2014 Active
Leadership in Leisure Services Feb 24, 2007 Inactive
Plant Propagation I Oct 09, 2014 Active
Plant Propagation I Oct 13, 2014 Inactive
Plant Propagation II Oct 13, 2014 Inactive
Programming for Leisure Services Feb 24, 2007 Inactive
Spanish for the Green Industry Feb 23, 2007 Inactive
Woody Plant Materials Oct 13, 2014 Inactive

Woody Plant Materials Oct 09, 2014 Active

»

1-20 of 20

Keyword Search

Enter search terms in the Keyword Search text box, (marked “1” in the screenshot below). Click
the Magnifying Glass icon () to the right of the box to apply this term, or the X icon ( =) to the
left to remove the term. Only items that meet the criteria of both keywords and any filters
applied will appear in the results.

The keyword option searches the hierarchy, proposal title, and proposal description. The search
engine will search for the exact phrase entered, including any spaces or numbers. Adding a

www.currlQunet.com 12
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comma between keywords will add an implicit “or” to the search. For example, “cell biology”
will search for the exact phrase, “cell biology.” On the other hand, “cell, biology” will search for
all proposals that include the word “cell” or the word “biology” in their hierarchy, proposal title,
and proposal description.

U Q%[ &

Institution Subject Course #  Title Created On Status Reports

» AGH 281 Arboriculture Feb 23, 2007 Inactive

Filtering Search Results

Add filters to your search results by clicking the Search Options, ( % ), marked “1” in the
screenshot below.

: O,

s

Institution Subject Course #  Title Created On Status Reports

» AGH 281 Arboriculture Feb 23, 2007 Inactive

After clicking the icon, a window will open for you to select any applicable filters. Multiple
filters may be applied from this window, as highlighted by the numbers in the screenshot
below.

Search Options

Choose any combination of filter and sort options to refine the search results. Click 'Apply' to update the results.

Show proposals for all institutions v, 0

Subject Filters e Status Filters e Sort Options o
Search: Q Active Institution

> Approved Subject

Cancelled Course'#
Title
Deleted !
i Created On
Denied
Status
Draft
Historical
In Review
Inactive
Obsolete

Pending Deactivation

Tabled

Apply Cancel e

Scope Filter

Use the dropdown menu (1), to select the scope of the search. Only one filter from this menu
can be applied to a search at a time.

Filter options include:

www.currlQunet.com 13
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e Show only my proposals: Only proposals meeting the other search criteria originated by
the user will be returned.

e Show all proposals for my institution: All proposals at the institution meeting the other
search criteria will be returned.

e Show proposals for all institutions: For clients with district configuration and when the
user has roles at more than one institution in the district, all proposals at all institutions
where the user has roles will be returned.

Search Options
Choose any combination of filter and sort options to refine the search results. Click ‘Apply' to update the results.
| show only my proposals v J o
Show only my proposals I
Status Filters Sort Options
Show all proposals for my institution (@) w
Show proposals for all institutions | Active Institution E (1)
I Approved Subject =, ﬁ
Cancelled Coursei ¥ 2 (5_
Title —
Deleted c 35
Created On
Denied 3 oQ
Status
Draft
Historical
In Review
Inactive
Obsolete
Pending Deactivation
Tabled
Apply Cancel

Hierarchy Filter

The Hierarchy Filters (2) vary by curriculum type. Filter courses and packages by Subject. For all
other curriculum types, such as programs, you will filter by Department or Division. Hierarchy
options are collapsed under the institution title. To expand the hierarchy options, click the
Arrow icon to the left of the institution, or click the checkbox by your institution title to include
the whole institution in your search.

www.currlQunet.com 14
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Search Options

Choose any combination of filter and sort options to refine the search results. Click ‘Apply' to update the results.

Show proposals for all institutions v 0
Subject Filters e Status Filters e Sort Options o
Search: Q Active Institution
3 Approved Subject
Cancelled Course’ &
Title
Deleted
Created On
Denied
Status
Draft
Historical
In Review
Inactive
Obsolete

Pending Deactivation

Tabled

Apply Cancel e

Select any categories to include in the search. To include all hierarchy groups in your search,
select either all or none of the checkboxes.

Search Options

Choose any combination of filter and sort options to refine the search results. Click ‘Apply’ to update the results.

Show proposals for all institutions N
Subject Filters e Status Filters Sort Options
Search: Q Active Institution
v = Approved Subject
(ACC) - Accounting Cancelled Course #
: : 3 Title
(ADI) | - Advanced Diagnostic Imaging Deleted
Created On
(ADM) : - Administrative Assistant Denied
Status
(ADN) - Associate Degree Nursing Draft
(AGA) - Agriculture - Agronomy Historical
(AGB) - Agriculture - Farm Mgt-Business In Review
(AGC) - Agriculture - Comprehensive Inactive

-Miscellaneous
Obsolete

AGE - Agriculture - Equine . ——
( ) 9 q Pending Deactivation
AGH - Agriculture - Horticulture
(ac) 9 Tabled
(AGM) - Agriculture - Mechanics
[ACD) — . = Aoriculbira - Dracician An Y
Apply Cancel

Status Filter

Select any proposal statuses to include in your search from the Status Filters checklist (3). Your
institution may have different statuses than shown here. To include all statuses in your search,
select either all or none of these checkboxes.

www.currlQunet.com 15
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Search Options

Choose any combination of filter and sort options to refine the search results. Click 'Apply' to update the results.

Show proposals for all institutions v 0
Subject Filters e Status Filters o Sort Options o
Search: Q Active Institution
» Approved Subject
Cancelled Coursa &
Title
Deleted
Created On
Denied
Status
Draft
Historical
In Review
Inactive
Obsolete

Pending Deactivation

Tabled

Apply Cancel e

o
c
S
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Sort Options

To sort the search results, select from the Sort Options (4) checklist. Items in the search results
will sort in descending order based on the columns selected. Click the checkbox labeled what to
sort in ascending order. Sort options can be drag and dropped to prioritize the sort order.

Search Options

Choose any combination of filter and sort options to refine the search results. Click 'Apply' to update the results.

Show proposals for all institutions 57
Subject Filters Status Filters Sort Options o
Search: Q Active Institution
v 2 Approved Subject
(ACC) - Accounting Cancelled Coursa
o . . Title
(ADI) | - Advanced Diagnostic Imaging Deleted
i Created On
(ADM) : - Administrative Assistant Denied
Status
(ADN) - Associate Degree Nursing Draft
(AGA) - Agriculture - Agronomy Historical
(AGB) - Agriculture - Farm Mgt-Business In Review
(AGC) - Agriculture - Comprehensive Inactive
-Miscellaneous
Obsolete
AGE - Agriculture - Equine
( ) 4 4 Pending Deactivation
AGH - Agriculture - Horticulture
(acH) . Tabled
(AGM) - Agriculture - Mechanics
[ACD) =« - Anriculbuen - Dracician An Y.
Apply Cancel

Apply/Cancel Search

To apply the search criteria selected in the Search Options window and view results, click the
Apply button (5). To close this window without making changes to the search criteria, click
Cancel.

www.currlQunet.com 16
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Using Search Results

Search results can be exported to several formats for review offline. Select the Export icon
(=) to download the document.

x Q % &
Institution Subject Course #  Title Created On Status Reports
» AGH 281 Arboriculture Feb 23, 2007 Inactive

Select the file format from the dropdown menu.

m a % «@
Institution Subject Course #  Title Export Results Status Reports
» AGH 281 Arboriculture Export to Excel Inactive
00 > AGH 400 Athletic Field Maintenance Export to Word Active
.c » AGH 292 Garden Center Management Active
= Export to PDF
-E) 2 AGH 425 Grounds Maintenance . -F.’ —— Active
S
©
()]
(%]

S
=
S
(3]
‘=
S
5
O

A file in the specified format will download to your computer with the search results in a table
format, as seen in the example below. You may need to authorize the download.

Courses [ = Community College

Arboriculture Inactive
College: Created On: 2/23/2007
Subject Code: AGH Last Modified:

Course Number: 281

Athletic Field Maintenance Active
College: Created On: 212212007
Subject Code: AGH Last Modified:

Course Number: 400

Garden Center Management Active
College: Created On: 2/23/2007
Subject Code: AGH Last Modified:

Course Number: 292

Get additional information about the proposal in the search results screen by clicking the arrow
to the left of the proposal title (1).

www.currlQunet.com 17
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dstitution Subject
AGH

>
» AGH

» AGH

X |Keyword Search: Q % &
Course #  Title Created On Status Reports
211 Advanced Turfgrass Management Aug 03, 2006 Active
281 Arboriculture Feb 23, 2007 Inactive
400 Athletic Field Maintenance Feb 22, 2007 Active

This will open a summary of the proposal with additional identifying details. Click the arrow
again to close the summary. You can view multiple summaries simultaneously.

Institution Subject
v AGH

Institution:

Subject:

Course Number:

Created On:

X | Keyword Search: Q XK &
Course # Title Created On Status Reports =
211 Advanced Turfgrass Management Aug 03, 2006 Active
AGH - Agriculture - Horticulture
211
Aug 03, 2006

The course provides opportunities for students to learn techniques of golf course management and operation. Proper construction of specific

Search results are paginated to more easily access results. Navigate between pages using the
navigator at the bottom of the screen, marked “1” on the screenshot below. The result range,
marked “2” in the screenshot below, indicates the visible proposals and the total number of

proposals that meet the search results.

Institution Subject
» ACC
» ACC
» ACC
» ACC
» ACC
» ACC
» ACC
» ACC
» ACC
» ACC
» ACC
» ACC
» ACC
» ACC
» ACC
» ADM
» ADM
» ADM
» ADM
» ADM
» ADM
» ADM
» ADM
» ADM
» ADM
<

Course #
232
111
115

231

190

222

265
803

132

131

310

160

108

203

162

131

159

208

200

148

105

180

K4‘12345678910

Title

Intermediate Accounting II
Introduction to Accounting
Introduction to Accounting
Intermediate Accounting I
Introduction to Accounting IT
Financial Analysis

Cost Accounting

Income Tax Accounting
Accounting Simulations
Accounting Spreadsheets
Honors Project

Principles of Accounting II
Principles of Accounting I
Computer Accounting

Payroll Accounting
Keyboarding Skill Development
Legal Office Concepts and Procedures
Office Procedures

Office Calculators
Proofreading and Editing
Legal Terminology

Legal Document Processing
Transcription

Introduction to Keyboarding

Administrative Management

SR )

Q

Y s

Created On

Aug 03, 2006

Aug 03,
Aug 03, 2006
Aug 03, 2006
May 11, 2012
May 11, 2012
May 11, 2012
May 11, 2012
May 11, 2012
May 11, 2012
Apr 24, 2013
Sep 04, 2013
Sep 02, 2015
Sep 09, 2016
Sep 16, 2016
Sep 26, 2013
May 11, 2012
May 10, 2012
May 11, 2012
Apr 16, 2012
Apr 13, 2012
May 08, 2012
Nov 21, 2013
Jan 25, 2011

Sep 10, 2015

Status Reports

Active

Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

Active ¥
>

e 1-25 of 961

www.currlQunet.com
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Creating and Viewing Curriculum

Click the Curriculum button on the META home screen.

META \

A dropdown menu will appear with the following options: Course, Program and Assessment.
Click the desired option to proceed. Curriculum options are explained below, although the
process is similar with all three options.

‘0
~

CurriCUNET Curriculum Approvals Create Proposal E‘
M A o

Course

Program

Assessment

Subject Course #  Title Created On Status Reports
» ACCT 159 ACCT 159 - Computer Accounting Jun 28, 2017 Draft
» ACCT 1A ACCT 1A - Financial Accounting Jun 14, 2017 Draft
» ACCT 520 ACCT 520 - test Jun 14, 2017 Draft
» ACCT 936 ACCT 936 - test May 01, 2017 Active
» ACCT test3 ACCT test3 - test Jun 14, 2017 In Review

Course

New Courses

To create a new course proposal for a course that has not previously been offered, click Create
Proposal.

s

. e neT — B

Select new course Proposal Type from the dropdown menu and click Next.

www.currlQunet.com 19
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To create a proposal, follow the steps below.

Complete all fields to create the proposal and click Next. If you need to select a different
proposal type, click Previous. Do not use your browser’s back button.

Minimum Requirements

D Comule M kTea R S dreamends Fill o.ut all of the fields below.
Subject”

Select a subject

Course Number*
Course Title™

Catalog Description”

Confirm that the information entered is correct, and then click Create Proposal.

www.currlQunet.com 20
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Proposal Summary

Please review the proposal details below. If you need to make changes click on any of the previous steps to
modify the proposal

New Course
3. Review and Submit
Subject: (ACC) Accounting

Course Title: Adventures in Accounting Research
Catalog Description: test
Course Number: 718

If this is correct press Create Proposal

m Create Proposal

A new proposal will be created. Complete the proposal, selecting each dark gray tab on the left
to navigate between sections of the proposal. For additional details on proposal function, see
the Proposal Functions and Features (page 50) section of this guide. When the proposal is
complete, click Launch to move the proposal into the approval process.

Curriculum

bo
=
3
2
>
SN
bo
=
=)
©
(]
-
(@]

www.currlQunet.com 21



currlQanet

INTELLIGENT CURRICULUM SOLUTIONS

New Course: ACC 718 - Adventures in Accounting Research
Status: Draft Remaining Launch Requirements: 4 Launch “ Delete Draft

“ Proposal Resources Proposal Resources

1. Curriculum Website
. 2
Co-Contributor
Units/Hours 3 - - — — -
= =
Course Objectives
4. = =
Requisites a
5.

Content Review

Entrance Skills

Course SLO

Course Content
Methods of
Instruction

Methods of
Evaluation

Sample Assignments

Course Materials

Additional Resources

Fields marked with * are required

Modify or Deactivate Courses

To create a modification or deactivation proposal for an existing course, click Create Proposal.

10

. GurricNET Bp—

Select the modification or deactivation Proposal Type from the dropdown menu and click Next.
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To create a proposal, follow the steps below

Use the dropdown menu to choose the Subject and/or enter any search terms related to the
Course Title you are searching. If you do not know the title, click the Search button after
making the Subject selection.

Minimum Requirements

2. Complete Minimum Requirements Enter search criteria and press Search. Select a proposal to modify from the search results.
Subject

-

Course Title*

Curriculum
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Search

Course Search Results

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 options. Mandatory fields are
marked with an asterix (*). Click the course to be modified. The title will be highlighted blue.
Click Next.

www.currlQunet.com 23



currlQunet

INTELLIGENT CURRICULUM SOLUTIONS

2. Complete Minimum Requirements

Minimum Requirements

Enter search criteria and press Search. Select a proposal to modify from the search results.
Subject
(ART) Art v

Course Title™
ART 10 - Modern and Contemporary Art History

Search

Course Search Results
ART 1 - History of Western Art: Prehistoric, Ancient, and Medieval

- Modem and Contemporary Art History

ART 11 - Gallery and Exhibition Design

ART 12 - Asian Art History

ART 13 - Pre-Columbian Art History

ART 14 - Latin American Art: Colonial to the Present
ART 15 - Beginning Ceramics

ART 16 - Intermediate Ceramics

m

Confirm that course selected is correct, and then click Create Proposal.

3. Review and Submit

Proposal Summary

Please review the proposal details below. If you need to make changes click on any of the previous steps to
modify the proposal.

Course Major Modification
Course: ART 10 - Modern and Contemporary Art History

If this is correct press Create Proposal

m Create Proposal

A proposal of the new course version will be created. Complete the proposal, selecting each
dark gray tab on the left. For additional details on proposal function, see the Proposal
Functions and Features section of this guide. When the proposal is complete, click Launch to
move the proposal into the approval process.

www.currlQunet.com
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Course Major Modification: ART 10 - Modern and Contemporary Art History

Status: Draft Remaining Launch Requirements: 1 Launch I ' Delete Draft

4« Cover m Cover &

Course Cover

Originator * Support, Governet

Discipline * ART - Art '
~) Stand Alone (Non-program Applicable Course)

) Honors Course

Co-Contributor

Units/Hours

Course Objectives

Course Number * 10
Requisites Course Title * Modern and Contemporary Art History
Short Title * Modern & Contemporary Art Hist

Content Review s
Course Description

Enter a paragraph that begins with a descriptive fragment; for example: "An introduction to the principles of life sciences”. Do not begin
with "This course is” or "In this course”. *

A survey of the development and history of modern art with emphasis on its major movements, leading artists, and contemporary
trends. Painting, sculpture, and architecture will be discussed in terms of their historical, social, and political context. Beginning with
Course SLO mid-19th century movements (Realism and Impressionism), the study will continue through the current trends and new media of the
day. 54 hours lecture. (Letter Grade, or Pass/No Pass option.)

Entrance Skills

Course Content

Methods of
Instruction

Methods of z
Evaluation Short Description

Enter a descriptive fragment. *

Survey of the history of modern and contemporary art, beginning with mid-19th century (Realism and Impressionism) and continuing
through current trends and new media.

Sample Assignments

iewing

Course Materials

Additional Resources

S
=
S
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S
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Transfer Course
Rationale *

Lindsta tavthanbe

Program or Degree

To create a proposal for a new degree, click the Create Proposal button on the home screen.

—CUI"I'iCUNET === Create Proposal @
META

From the dropdown menu (1) select the Proposal Type, for Courses, Programs, Assessments,
or Program Reviews. You may also type keywords in the textbox (2) to narrow your search
options.
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Proposal Type )

Select a proposal type

Courses

BCC Course - Deactivation

BCC Course - New

BCC Course - New Fee Based Course
BCC Course - Reactivation

BCC Course - Update

I RNlawt | I Sraata Liranacal

Click the Next button when complete.

Work your way through the dialogs. Items marked with an asterisk (*) are required. As you
complete each step, click the Next button. At any time, if you wish to make changes to a
previous step, you may go backstep using the Previous button.

Minimum Requirements

2. Complete Minimum Requirements o ok o
! Subject*

[ (CHIN) BCC - Chinese v

Course Number*
101

Course Title*
Introductory Mandarin

Catalog Description*

This course will introduce the student to
the basics of speaking, reading, and
writing conversational Mandarin Chinese.

4

Once the proposal has been created, you will be taken to the Draft Proposal Form, shown
below.
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Curriculum Approvals Create Proposal @

l’ MeTA

1INl 101

(
U - H1TUOUUCLOI

Status: Draft <—° Remaining Launch Requirements: 26 Launch Delete Draft

- Cover m Cover

Last updated by Governet Support on 8/9/2017 at 9:43 AM

Co-Contributor The Course Outline of Record (COR) plays a critical role on campus. It is a contract between the student, instructor, college and 4 yr institution (if
transferable or articulated). We recommend you use the 'how to’ guide provided by your curriculum committee when filling out this form. Please
review all fields before moving to the next page. If a box is highlighted in orange, that means the information is required. Be sure you write the
description in the "Peralta-way".

Cross-Listed Courses

Overview

List of Changes

Subject * [CHIN '

Course Number * 101

Units/Hours
Title * Introductory Mandarin

Description *
Start with an adjective or noun other than "a", "the", "course". After the first general phrase, put a colon and start the next word with a
capital letter and use no verbs, few articles and limit to four lines

Degree/Transfer

Generalcaieat I | | This course will introduce the student to the basics of speaking, reading, and writing conversational Mandarin Chinese.

Lecture/Lab Content 22

Student Performance Justification *
Objectives =Wl What role does this course play in the program, department or college.

The parts of the Cover Page include the Draft Status (1), the remaining Launch Requirements
(2) and the individual Sections of the proposal (3). Badges (also 3) indicate how many items in
each section exist, and how many need to be completed in that particular section. When all
items are completed, the badge will change from yellow to green. The number of remaining
launch requirements will also change accordingly.

When completed, you will be able to launch or delete the proposal.

New Programs

Creating a new program proposal requires the same steps as creating a new course proposal.
To create a proposal for a new program, click the Create Proposal button on the home screen.

1. Select the type of Program you desire. Click the Next button.

2. Complete the Minimum Requirements page. Click Next. Review the Proposal Summary,
and if it is correct, click Create Proposal.

From there, complete the Draft Proposal Form as you would for a degree proposal.

4. When finished, you may Launch or Delete the proposal draft.

w

Modify or Deactivate Programs
To modify or deactivate a program, begin by clicking Create Proposal.

From the Proposal Type dropdown menu, select the option you desire (Deactivation, for
example). Depending on your institution, there may be a variety of modifications or
deactivation types.
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Proposal Type

Select a proposal type

|

Courses

BCC Course - Deactivation

BCC Course - New
BCC Course - New Fee Based Course

BCC Course - Reactivation

BCC Course - Update H

Click Next.

From the Minimum Requirements window, choose the Subject, and Course Title.

META will display a list of courses that meet your search criteria.
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Minimum Requirements

Enter search criteria and press Search. Select a proposal to modify from the search results.
L Reactivation Proposal

Subject
(ART) BCC - ART v

Course Title*

Search

Course Search Results
ART 001 - Introduction to Art History

ART 002 - History of Western Art from Prehistory through the Middle Ages
ART 003 - History of Western Art from Renaissance to Contemporary Art
ART 004 - History of Modern Art (1800 to Present)

ART 013 - History of Women in Art
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Select a specific course and click Next. META will display the Proposal Summary.

Proposal Summary

Please review the proposal details below. If you need to make changes click on any of the previous steps to
modify the proposal.

BCC Course - Deactivation

Subject: ART

Course Title: ART 001 - Introduction to Art History
Course: ART 001 - Introduction to Art History
Course Number: 001

If this is correct press Create Proposal.

m Create Proposal

,téo If you are satisfied with the proposal, click Create Proposal. META will display the Draft
_3 g Proposal Form. If not, use the Previous button to back up and make changes.
5 2
Py § Review the Draft Proposal Form. You are able to modify items in the text entries if necessary.
-% é When you are satisfied with the proposal, click the Launch button. Otherwise, click Delete
o Draft.
o
Cloning

What is Cloning?
Cloning is an optional META feature that must be requested by Admin users.

The process of cloning is actually the extraction of the data in an existing proposal (either a
course or a program proposal) into a new proposal. Cloning is different than simply copying an
entity. Copying an entity simply creates another instance of that entity. Cloning creates an
entirely new entity.

Cloning a Proposal
Log in to META as you normally would.

On the META homepage, click the Create Proposal button.
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= CurriCUNET Curriculum Approvals Create Proposal E‘
META =0

Courses X | Keyword Search: Q% | &

Institution Subject Course #  Title Created On Status Reports
» HCC ACC 190 ACC 190 - Financial Analysis Aug 16, 2017 Draft
» HCC ACC 924 ACC 924 - Honors Project Aug 16, 2017 Draft

On the Create Proposal Page, select the Proposal Type you wish to create.

Create Proposal
This page allows you to create a new draft proposal. While in draft state, the proposal is only available to you and any co-contributors you add

Once all required fields are complete, the proposal can be submitted for review. A proposal can be deleted prior to launch. While under review, changes to a proposal are only
allowed when requested by a reviewer.

To create a proposal, follow the steps below.

Proposal Type

BCC Course - New ‘?

Courses

BCC Course - Deactivation

wnjnaLIN)

BCC Course - New
BCC Course - New Fee Based Course
BCC Course - Reactivation

BCC Course - Update

Click Next. This will take you to the Minimum Requirements Page. Click the Find Proposal
button. Note, you can only clone proposals which are set up for cloning. If the Find Proposal
button does not appear, the proposal you have selected is not set up for cloning.
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Create Proposal
This page allows you to create a new draft proposal. While in draft state, the proposal is only available to you and any co-contributors you add.

Once all required fields are complete, the proposal can be submitted for review. A proposal can be deleted prior to launch. While under review, changes to a proposal are only
allowed when requested by a reviewer.

To create a proposal, follow the steps below.

Minimum Requirements
Find Proposal | Source
in roposa 3

Fill out all of the fields below.
Subject*
Select a subject v ]

Course Number*
Course Title*

Catalog Description*

o

iewing

In the Search Proposals Window, choose the desired subject from the Subject Filter dropdown
menu.

£
£ 3
> 2
c =
= 3
©c O
Q
S
(&)

Search Proposals

Proposal Title Filter: H Subject Filter:

Institution Proposal Title Status
Financial Accounting Active
Native American Cultures Draft
2D Digital Animation Draft
3-D Illustration / Cinema 4D II In Revi...
3-D Illustration / Cinema 4D I Draft
3-D Illustration / Cinema 4D II Lab In Revi...
3D Layout and Lighting Draft
3D Modeling Principles Draft
3D Modeling Principles Draft

Academic Composition Skills: Paragraph Development, Analysis, & Res... Active

@2 3 45 .. [»]n 1-10 of 7438

Select Proposal \ Cancel
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META will display a list of course proposals. Choose the proposal you wish to clone from this
list, and click Select Proposal. Make sure you are selecting an active proposal, not a draft. META
will then populate the data into the minimum Requirements fields. Click Next.

This page allows you to create a new draft proposal. While in draft state, the proposal is only available to you and any co-contributors you add

Once all required fields are complete, the proposal can be submitted for review. A proposal can be deleted prior to launch. While under review, changes to a proposal are only
allowed when requested by a reviewer.

To create a proposal, follow the steps below.

Minimum Requirements

2. Complete Minimum Requirements = - .
Find Proposal Source: Financial Accounting

Fill out all of the fields below.
Subject*
(BUS) BCC - Business v

Course Number®
001A

Course Title*
Financial Accounting

Catalog Description™

Study of purposes, theory and specific
methods of accounting: Systems and

methods employed in accumulating data for
financial statements; income measurement, _
including cost measurement, p

From here you will be taken to the Proposal Summary. Note that the proposal information has
been filled in with data from the proposal you have cloned.

If your chosen course is active, you may need to choose a different course number to
differentiate it from the original course. In this case, you will see the following warning in the
bottom of the Minimum Requirements window:

An active course already exists in the catalog for this subject and course number. To modify the
active course, go back and select a modification or deactivation proposal type.

In this case, change the Course Number appropriately, and click Next. You will be taken to the
Proposal Summary page. If the information on the summary page is correct, click Create
Proposal. If not, use the Previous button to return to the appropriate step and make
corrections. Do NOT use your browser’s Back button.
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A = &rrlCUNET Curriculum Approvals Create Proposal |
e MEA ! ‘
| B - “‘ i
Status: Draft Remaining Launch Requirements: 22 Launch Delete Draft

- Cover m Cover -

Last updated by Governet Support on 8/30/2017 at 6:33 AM

Co-Contributor The Course Outline of Record (COR) plays a critical role on campus. It is a contract between the student, instructor, college and 4 yr institution (if
transferable or articulated). We recommend you use the 'how to’ guide provided by your curriculum committee when filling out this form. Please
review all fields before moving to the next page. If a box is highlighted in orange, that means the information is required. Be sure you write the
description in the "Peralta-way".

Overview

Cross-Listed Courses

List of Changes .~ Subject” BUS n

Course Number * 101

Units/Hours

Title * Financial Accounting
Description *
Degree/Transfer Start with an adjective or noun other than "a", "the", "course". After the first general phrase, put a colon and start the next word with a
capital letter and use no verbs, few articles and limit to four lines
Study of purposes, theory and specific methods of accounting: Systems and methods employed in accumulating data for financial

General Education g 5 . e = LT o
statements; income measurement, including cost measurement, classification, and expiration; revenue recognition and measurement.

Click Next. You will be taken to the Proposal Draft Form.

Complete the newly-cloned proposal as normal, and launch or delete the draft.

Packages

A package bundles draft Course and Program proposals into a single proposal so that all items
work through the approval process together and activate at the same time. You may have
multiple package proposal types that follow different workflows, such as one for new
curriculum, one for modifying curriculum, and one for deactivating curriculum, or proposal
types for different combinations of curriculum, like all courses, all programs, or courses &
programs).

New Package

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 those proposals first, before creating the package, and then leave the
courses/programs in “draft” without launching them.

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 the package proposal type.
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1,

= ° .
. CIJI"I'ICUNET Curriculum Approvals Create Proposal Search WorldWide @
MoTA

Create Proposal

This page allows you to create a new draft proposal. While in draft state, the proposal is only available to you and any co-contributers you specify.

Prior to Launch, you may delete the proposal if it is no longer needed. Once all required fields are supplied and you're satisfied with its contents, the proposal may be
submitted for review. While under reivew, changes to a proposal are only allowed when requested by a reviewer.

To create a proposal, follow the steps below.

Proposal Type

Program
Deactivate Program
Modify Program
New Program

Package

New Course + Modify Program Package

New Course + New Program Package

The Subject you select in Step 2 of the Creation screens determines which people this package
will go to in the Approval Process. The Package Title is the name you are giving this particular
package, and Catalog Description is a summary of what changes or new items the package
contains.

A/3uneas)

(@]
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=
=h
(o]
=
(=
3

Suimal

Create Proposal

This page allows you to create a new draft proposal. While in draft state, the proposal is only available to you and any co-contributers you specify.

Prior to Launch, you may delete the proposal if it is no longer needed. Once all required fields are supplied and you're satisfied with its contents, the proposal may be
submitted for review. While under reivew, changes to a proposal are only allowed when requested by a reviewer.

To create a proposal, follow the steps below.

Minimum Requirements

2. Complete Minimum Requirements Fill out all of the fields below.
Subject*

ct a suk

Package Title*

Catalog Description*
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Once inside the Package screen you will see the information you entered on the Cover page.
You will have links 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 you to
check the items you need. You can either scroll up and down the list with the scroll bar, or just
start typing the item you are looking for in the search box. 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.

Generally a package has only three tabs: a Cover, which usually includes space for the rationale
behind bundling the proposals; a Courses tab, which will have a multi-select list for adding draft
course proposals; and a Programs tab, which includes a multi-select list for adding draft
program proposals.

Status: In Review View Proposal History

Programs
Last updated by
Program
[I Show selected  Clear Al
Programs
Humanities ]
Draft 11/05/2016
Modify Program
Information Systems Management
Draft 8/24/2016
Modify Program
Leadership and Management Studies
Draft 11/05/2016
Modify Program
| Professional Writing
In Review 02/012017 ~
Status: Draft = Launch Delete Draft

Originated Courses

Courses
Show selected  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 Culture 02/19/2016
**Modify Course**

%

After clicking launch make sure to select “OK” on the confirmation pop up.
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Status: Draft Launch “ Delete Draft ;

Cover Cover

Courses Package Title| test
Subject * MGFX1-GC - Advanced Digital Application °

Programs Originator * | Admin, NYU

Brief Description of Course Set and/or Program
test

Are you sure? x

Are you sure that you want to perform this action?

—_— OK Cancel

Assessments

The Assessment page displays a list of Assessments and their status. Click an item in the list to
be taken to its page.

New Proposal

To create a New Proposal, select the Create Proposal button.

;ﬂ’ g &u{riCUNET s Create Proposal Search WorldWide @

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

To create a proposal, follow the steps below

www.currlQunet.com 36

wnjnaLIN)

(@]
-
(]
Q
=
=]
o
)
<
]
g,
=]
oQ




oo
'S
3
2
>
SN
bo
=
=)
©
(]
-
(@]

Curriculum

currlQunet

INTELLIGENT CURRICULUM SOLUTIONS

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. Complete Minimum Requirements Fill out all of the fields below.
Subject*
Course Number*
Course Title*

Catalog Description*

Program Review

From the META home screen, click the Curriculum button. From the dropdown menu, choose
Program Review.

Peralta Community College District

= CurriCUNET Curriculum Approvals | Create Proposal |5
“ MeA

Course

Program . Q % &

Institution Subject foseyy /Assessment Created On Status Reports

Program Review

If the resulting page is blank, with the “No data to display” notification, click the filter button
(») to the right of the dropdown menu. This will take you to the Search Options window.
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Search Options

Choose any combination of filter and sort options to refine the search results. Click 'Apply' to update the results.

Show only my proposals v Sort Ascending v
Subject Filters Status Filters Sort Options
Search: Active Subject
> BCC Approved Course #
» | coa Cancelled Title
b WA Deleted Aggregate Title
Created On
> MC Draft
Status
Historical Institution
In Review
Rejected
Tabled
Apply Cancel
(@]
o
From the Search Options Window, choose the options you desire, and how you wish them to be o9
sorted. Click the Apply button to return to the Program Review page. =
(o]
e S
c o
X | Keyword Search: Q ?fk FA 3 E
=]
Institution Subject Title Created On Status Reports oQ
» MC test academic program review Aug 10, 2017 Draft
» MC test admin svcs Aug 10, 2017 Draft
» MC test prog rev student svcs Aug 10, 2017 Draft

Click on the arrow next to each proposal to view its details.

X | Keyword Search: Q % &
Institution Subject Title Created On Status Reports
v MC test academic program review Aug 10, 2017 Draft
Institution: Merritt College
Created On: Aug 10, 2017

You may also use the Export button (=) to export a report to Word, Excel, or PDF.
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Clicking the Program Title will open the Proposal in a new tab. From here the draft may be
edited, launched, or deleted.

eview (A z A de Affairs: tes ademic oqQre revie

Uc ACAUCITIIC \ialls. ISl alal

Stétus: b:faﬁ

Remaining Launch Requirements: 0 Launch Delete Draft

Annual Program Review PPl Outcomes =
Last updated by Governet Support on 8/10/2017 at 12:03 PM

Qutcomes Program Outcomes
Note: Program Outcomes are listed for Information only. No selection is required.
Resources Show selected  Clear All

test outcome
Budget Information
Test outcome 2

Test outcome 3

Admin

Course Outcomes
Note: Course Outcomes are listed for Information only. No selection is required.
Show selected  Clear All

v BIOL-001B General Biology

Examine and explain the roles of humans in the biological system, and the influence of human activities on other components and
processes of their environment.

v BIOL-001B General Biology -

Save

Accessing Reports

You can export your search results as a report that may be saved, printed, and shared. Click the
Expand Arrow on the Search button to display your export options. Select the output format
you desire from the dropdown that will appear. A report can take up to a few minutes to
generate and download, depending on the format chosen and the number of courses in the
report.

In the Search screen, click the Page icon ( ) in the Reports column. Click on the icon again to
close it.

—ourses ®) My Courses v Draft,In Review v | | Tit Search | v
My Institution
Subject Course # Title Status v Created On Reports
AENR1-UC 0707 AENR1-UC 0707 - Computer Recitation © InReview 1/22/2016 «
DESL1-GC 9034 DESL1-GC 9034 - ESL Skills 4 © InReview 1/22/2016
ARTS1-UC 2116 Art today € In Review 2/2/2016 2

A menu will appear with the report options. Select the report you wish to view.
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¢ My Courses v Draft,In Review v Search | v

My Institution 0:17:16

ARTH1-UC 2216 History €© InReview 2/2/2016
e Course Outline
ARTS1-UC 2116 Art today €© In Review 2/2 2
Impact
ARTS1-UC 2116 Art today @ DOraft 22 i s

When in the proposal itself, click the Page icon under the proposal name.

«+=t0s: In Review  View Proposal History

Impact m Main

Course Outline
Last updated by Non-admin User on 2/2/2016 at 10:21 AM
| All Fields
Course Prefix * | Test-A D

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

Course Reports

Standard course reports include the Course Outline, Impact, All Fields, and Comparison
reports. Your institution may have additional or different reports, or may have customized
these reports.

Course Outline

The Course Outline report is a summary of the course. A completed outline should include the
course name and number, credit hours, requisites and prerequisites, a description, and student
outcomes.
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= e e el By o
COLLEGE COMPOSITION

Course Number: ENGL 001

Credit Hours: 4.00
Lecture: 4.00 hours
Lab: 0.00 hours

Prerequisite: A high school GPA of 2.7 or better; OR a "B" or better in Junior or Senior High school English; or
a "C+" or better in AP English; or a score of 90 or better within on the sentence skills section of the assessment
test; or SAT verbal score of at least 500; or ACT score of at least 23; or a grade of "Pass"” in ENGL 370 or 348E
or 380 or 348G or 360; or recommendation of a counselor or English instructor based on a Multiple Measures
Evaluation; or concurrent enrollment in English 348D or 310D

Corequisite: LR 010
Advisory: None
Other: None

Description: A writing course which emphasizes critical reading, expository and argumentative writing, and
mastery of library research techniques. It includes instruction and practice in critical thinking, in analytical
reading and evaluation of written work, and in the methods of clearly communicating and supporting ideas in
organized, coherent essays (min 750 words each). Students are required to write an average of 7500 formal
words, including a research paper, based on essays, literature read in class, personal experience, and college-
level research.

Student Learning Outcomes:
By the end of this course, a student will be able to:

1. Identify and evaluate main ideas, themes and logic in college-level reading, and use as the basis for text-
based essays.

2. Write logical, effective analytical essays which are coherent, well-organized, and well-supported.
3. Apply proper methods of research and documentation.

Lab Content:

1. Assist students in the writing of complete compositions through general instruction in the discovery and
limiting of subject, the definition of purpose and identification of audience, the development of the topic,
the grouping of ideas, the development of the thesis, and the final organization of the essay. The
reinforcement of the general principles of essay writing will be accomplished by instruction in the
following:

a. The Informal Essay

Impact Reports

The Impact report is only for modification and deactivation proposals. This report lists the
courses for which this course is a requisite, and the programs to which the program belongs.
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Proposal Impact Report

ENGL 001 - College Composition
**Modified Course Proposal™*

Course Requisites
This course is a requisite for the following course(s):

1. Advisory: ART 011 - Survey of Modern Art *Active®

2. Advisory: ART 012 - Inside/Outside: The Cultures and Identities of Diverse Visual Artists in the U.S.
*Approved*

3. Advisory: ASTR 045 - Introduction to Astrobiology and the Search for Life in the Universe *In Review*

Programs

This course is a stand-alone course and is not incorporated into any programs

\, J/

Generated on: 6/20/2017 10:10:25 AM

All Fields

The All Fields report includes every field on the proposal. This is useful for gaining a quick
overview of the proposal, as well as being able to check specific details at a glance.
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-m - All Fields
Course Report

Cover

Department ENGL

Course Number 001

Full Course Title College Composition

Computer Title College Composition

Has the Impact report been ran? No

Add Cross Listed

Will this course be part of a program? Yes

Program Information 1 - Program Applicable

CB03 TOP Code 1501.00 - English Language and Literature, General

CB09 SAM Code D - Possibly Occupational

CB11 California Classification Codes A - Liberal Arts and Sciences

Open Entry/Open Exit

Comparison Report

The Comparison report is only for modification and deactivation proposals. Like the All Fields
report, this report includes every field on the proposal, with changes made to this version of
the proposal highlighted. Deleted information will be highlighted pink, with a strikethrough the
words, while new information will be highlighted green and italicized.
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N EE = == - All Fields
Course Report

Cover

Department ENGL

Course Number 001

Full Course Title College Composition

Computer Title College Composition

Has the Impact report been ran? No

Add Cross Listed

Will this course be part of a program? Yes

Program Information 1 - Program Applicable

CBO03 TOP Code 1501.00 - English Language and Literature, General

CB09 SAM Code D - Possibly Occupational
B

CB11 California Classification Codes A - Liberal Arts and Sciences

Program Reports

Standard program reports include the Program Summary, All Fields, and Comparison reports.
Your institution may have additional or different reports, or may have customized these
reports.

Program Summary

The Program Summary shows a summary of the program.
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PUBLISHING 1

ASSOCIATE INARTS

Program Learning Qutcomes
Upon successful completion of this program, students will be able o

1. They vall be able 1o do this
2. The studentwill be able 1o write this

Degree Requirements:

ARTS1-UC5414  The Arts: Photography: The World Through the Lens
or

BUSN1-UC0174 Budgetary Process

Package Reports

There are no package-specific reports. However, by clicking the course or program title that has
been selected, in the proposal, you can view the reports from the curriculum item itself.

Assessment/Program Review Reports

Assessment and Program Review proposals reports include only the All Fields report. The All
Fields report includes every field on the proposal. This is useful for gaining a quick overview of
the proposal, as well as being able to check specific details at a glance.
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o | ®=F - All Fields Module
Report

Main

Assessment Type: Course SLO Assessment

Subject Art

Choose Active Course ART 046A - Beginning Ceramics |

Choose Course Version ART-046A - Beginning Ceramics | (Existing - Current)

Choose Course Critique ceramic works using appropriate terminology to evaluate forms, design
Outcome process and design elements.
Originator

Department ARTDEPT

Semester Fall

Year 2016

Instructions for Generating the Display title

1. Fill out the form to this point and then Save

2. Copy the truncated outcome text from the Short Title field below

3. Paste the truncated outcome text into the text box below the Short Test Field

4. If there will be others contributing to this proposal then select the appropriate users from the
Contributor list below, if not skip this step

5. Save the page again

Critique ceramic works using appropriate terminology to evaluate forms, design process and design
elements.

Contributor

Co-Contributor
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B " [ & . Course Outline of Record First Date of Approval
Rewvision Approval
Dawe
T Approval
Daw
Effective Term: Winter, 2018

1. Course Discipline and Number: ARTH1-UC 2216
2. Course Ttk History
3. Units:
Lecture Unns:
Lab Units:
4. Catalog Description:
This is the description for History.
5. Instruction Methodology:
8. Lecture Hours:
Lab Hours:
Total Contact Hours: 0
7. Grading: Graded
8. Course Prerequisie:
9. Course Corequisie:
10. Course Recommendation:
11. Repeatabilny:
12. Transfer Status:
13. Learning Outcomes:
a.SLo
14. Course Lecture Content
Course lecture
15. Course Lab Content
16. Methods of Evaluation
3. Essays

Critical thinking example(s):
17. Textbooks
18. Assignments

Critical thinking example(s):

Goneratod on. 2732016 1034 53 /M

Program Reports

All Fields

An All Fields report shows all the fields and information in the proposal.
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" - All Fields Program,
Report i

Main
Program Information

Award Type MS.:Master of Scence

Degree/Certificate Name Masier of Scence in Human Resource Management and Development

Department Leadership and Human Capaal Management

Rationale for Proposing New Program

Educational and Career Objectives

Relationship to the mission of the school and university

Proposed Effective Date

Year 2005

First Semester Intended to Offer Spring

Co-Contributor
Co-Contributor

Co-Contributor

Description

Catalog Description

Course Blocks
Course Block Definitions

Program Goals and Outcomes
Outcomes

Program Review and Assessment

Description of Periodic Program Review and Assessment Plan

Program Summary

The Program Summary shows a summary of the program.
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PUBLISHING 1

ASSOCIATE INARTS

Program Learning Qutcomes
Upon successful completion of this program, students will be able o

1. They vall be able 1o do this
2. The studentwill be able 1o write this

Degree Requirements:

ARTS1-UC5414  The Arts: Photography: The World Through the Lens
or

BUSN1-UC0174 Budgetary Process

Gondrated on. 2/AV2016 105113 /a8

Comparison Report

For Program Amendment or Program Deactivation proposals, a Comparison Report will show
all fields and information in the proposal, with changes between this proposal and the most
recent previous version of the program highlighted. Information removed will be highlighted
pink with a strike-through, and information added will be highlighted green and italicized.

B ¥ =% LSS5y - All Fields Program
Report

Main

Program Information

Award Type G.C.Graduatke Cenficas

/Certificate Name Graduate Centficate in Peacsbuildin
2

Department Center for Publishing
et

Rationale for Proposing Changes to Program
radonale

Educational and Career Objectives
Educadonal

Relationship to the mission of the school and university
Reladonship
Proposed Effective Date

Year 2013

First Semester Intended to Offer Fall
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Launching Curriculum into the Approval Workflow

Once you have entered all necessary data and completed all required fields, click the Launch
button at the upper right of the proposal screen. This submits the proposal to the approval
process. META will send an email notifying the person or people assigned to the first level of
the workflow that there is a proposal waiting for their review.

Proposal Functions and Features

If you are familiar with web-based applications, you will find currlQinet META easy to use. The
flexible nature of META means that there numerous combinations of field types and
functionalities to collect data in the format required. This guide will highlight specific field types
and provide instruction on META-specific features, but does not instruct you on the step-by-
step process of creating curriculum. Your institution may provide instructional materials that
dive deeper into the specific proposal types you will encounter or include more specific
instructions about the types of information they require.

Navigating Proposals

Move between the sections of the proposal by using the dark gray tabs on the left of the page.
Any required fields throughout the course proposal will be marked with an asterisk (*) and
highlighted light orange or blue. Sections with required fields also have an orange or blue box
showing your progress (1), which will turn green () when you have completed all required
fields. You will only be prompted to save when changes are made.

Status: Draft Remaining Launch Requirements: 14 Launch Delete Draft

~ Main

st updated by Governet Support on 6/13/2017 at 8:54 AM

Cross Listed = =
Credit Course (Degree Applicable)

Units/Hours Questions? Find answers in CurricUNET Curriculum Handbook.

prefix - ACCT - Accouniing

Requisites n
Course Number *| 613

Consultations: Title * Sample Course
Short Title *

— Maximum Length: 30 Characters
Course Applicability

Catalog Description *
Field Trips / Maximum Length: 500 Characters

Sl | Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commodo ligula eget dolor. Aenean massa. Cum sociis natoque
= penatibus et magnis dis parturient montes, nascetur ridiculus mus. Donec quam felis, ultricies nec, pellentesque eu, pretium quis, sem.
Method of Grading S {¥ Nulla consequat massa quis enim. Donec pede justo, fringilla vel, aliquet nec, vulputate eget, arcu. In enim justo, rhoncus ut, imperdiet
3, venenatis vitae, justo. Nullam dictum felis eu pede mollis pretium. Integer tincidunt.

Discipline(s)

Student Leaming
Outcomes

Content )
= Anticipated Start

Assignments P

Semester * nvﬁr .

Evaluation Bt Course Justification *
How does your course fit into your overall program?

Textbooks
Websites

Other Instructional
Materials

ields marked with * are required
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Status: Draft Remaining Launch Requirements: 4 ‘ Launch FH Delete Draft

Main Main

Co-Contributor

Course Discipline *| ACCTG - Accounting n
Units/Hours Course Number * | 030
Course Title * QuickBooks

Lecture and/or Lab Short Title * QuickBooks
Content

Student Learning Justification for proposing New Course or Revision to Course *

Outcomes

Methods of Evaluation
and Examination Catalog Description *

= The course provides students with hands-on computer-based accounting using QuickBooks, including behind-the-scenes accounting.
;I'extbpcés/Learmng Proper use of QuickBooks business forms for recording sales and receivables, payables and purchases, and payroll will be presented.
s Students will explore methods of business issues.

Prerequisite/Corequisite

Short Schedule Description
Students will use QuickBooks software to perform accounting prcceduresl

Prerequisite/Corequisite
Validation

Prerequisite/Corequisite
Removal

Advisory/Recommended
Preparation

NOTE: Some clients will have an informational landing page that includes links to resources and
contact information for the local admins. Some have extensive instructional text on that page.
Your cover page may or may not, depending on your institution.

Saving

When changes are made, it is important to click the Save button to commit your changes. In
case information previously entered needs to be updated or corrected, DO NOT use your
browser’s back button. Instead use the Back button in the META window. Select the Cancel
button to undo your changes.

Proposal Resource Page Example

The Proposal Resources page provides links to this manual and the admin manual as well as
contact information for currlQunet support at your institution. For questions concerning the
currlQunet system, refer to these resources.
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Status: Draft Remaining Launch Requirements: 11 Launch H Delete Draft

Proposal Resources Proposal Resources

o If you have any questions please consult one of the following resources:
ver

1. CurricUNET User Guide

Units/Hours

2. [First and Last Name), Technical Support Specialist
Phone: 555.555.1212
Objectives Email: [email address]

w

. [First and Last Name)], Technical Writer
Requisites Phone: 555.555.1212

Email: [email address]

Content Review [First and Last Name], Transfer and Articulation
Phone: 555.555.1212

Email: [email address]

Math & English Skills
Advisories

wn

CurricUNET Admin Guide

Degree Applicability

Dropdown Menus

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

T POoteT Oy Do et ST OTT o7 T/ COTO 0T &

Methods of Advisory Reading and Writing Levels: | ’

Evaluation and
Examination Advisory Math Level: n

Textbooks/Learning

Click on the option to select it.

-

Methods of i i iti Is:
Eralirio Advisory Reading and Writing Levels: | '

Examination Bl Advisory Math Level: .
RW2 = compl of Engl 322 and (330 or 335) or equiv

RW3 = compl Engl 102 or Read 101 and Engl (92 or 104)
RW4 = compl of Engl 1A

Textbooks/Learning
Materials

Recommended Preparation

Text box/Text Area

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.

Date Fields

To select a date, either use the Calendar icon (&) or type in the date using the format
M/D/Year.

m
(]
Q
-+
(=
=
(1]
(%]

pue suondun4

www.currlQunet.com 52



currlQunet

INTELLIGENT CURRICULUM SOLUTIONS

Status: Draft Remaining Launch Requirements: 10 ' aunch Delete Draft
Codes/Dates
Units/Hours

Last updated by Admin User on 6/26/2015 at 10:42 AM

Entry of Special Dates

Degree Transfer
Applicability

Course Dates

General Ed Instructional Services
Implement Date 2/10/2016 (]

Articulation Info Requested Start Semester D Requested Start Year

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.

| |E
February 2016

r
|
L

Su Mo Tu We Th Fr
1 2 3 4 5 6

7 8 9 10 11§12 13

Id
14 15 16 17 18 19 20 p
21 22 23 24 25 206 27

28 29

Attach 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. Navigate to where your files are stored,
select them, and then click Upload Files to attach them.
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Status: Draft Launch ]| Delete Drsft

Program Description Attached Files

Program Requirements Choose select to browse for files. After reviewing your choices press Uplood Files to attach the files to this record
Select..

Program Learning

Outcomes Attachments

Program Planning There are no attachments to display. Press Select to browse for files to attach to this record

Codes/Dates

Attached Files

Checkbox

Checkboxes are used when selecting a single option for an item.

Checklist

A checklist is a list of items where you may select multiple items. Methods of Instruction is an
example of a checklist you will commonly encounter.

New Course Proposal: DRI Design Thinking and Research

Status: In Review View Proposal History
Proposal Resources Methods of Instruction

Methods

_) Directed Study

. ) Discussion
Units/Hours
_J Distance Education

e _J Experiments
o-ContribCiegsy _| Field Experience

P | Field Trips
OHec @) Individualized Instruction
¥ Lab
Z':\Eihsgﬁgggllsh Skills e
| Mediated Learning
Requistes ) Observation and Demonstration
| Projects
Contentileyer | Service Learning

¥ Visiting Lecturers

Dearee Apblicability | Work Experience

Repeater Checklist

A Repeater is a special kind of checklist. When items in the checklist are selected, additional
fields appear requesting information about that selection. A common use for this function is
course general education, where the user indicates which general education areas this new
course will meet. Each selection will trigger a hidden field to appear, requesting a justification
for this classification.
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Course - New: Herpetology of the Great Basin

Status: Draft Remaining Launch Requirements: 5 Launch 1 [ Delete Draft

Objectives General Ed

Last updated by

Student Learning General Education/Degree/Transfer Course

Outcomes

Lecture Content

| B Social and Behavioral Sciences

Lab Content

Comments

Evaluation Methods

Methods of
Instruction

Required Texts o
«| C Humanities
Entrance Skills Comments

Requisites

Content Review

General Ed « D Language and Rationality

Comments
Out of Class
Assignments

Attached Files

Library

Multi-Select Lists

A multi-select list presents a very long checklist in a condensed, searchable format. You may
scroll down to find the item you are looking for, or type the first few letters of the item you are
looking for in the search box (indicated by the red arrow) to filter and shorten the available list.
Click the checkbox next to each applicable item (outlined in red below). Select as many items as
required. If you check the Show Selected box, you will see only the items you have selected.
Click Clear All to start over with your selections.
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Status: Draft P

Main X i
o
Co-Contributor /
Co-Contributor
l l I Show selected  Clear All J
Units/Hours Admin, Demo Client (admin@yale-nus.edu.sg) o
Tester, Articulation Specialist (test15@govemetnet)
Lecture and/or Lab Tester, Curriculum Committee Chair (testd@governetnet)
Content
Tester, Curriculum Committee Member 1 (testS@governet.net)
Student Learning Tester, Curriculum Committee Member 2 (test6@governet.net)
Outcomes m
Tester, Curriculum Specialist (test3@governet.net)
Methods of Evaluation n Tester, Distance Education Coordinator (test9@governetnet)
and Examination
v

Tester, Division Curriculum Committee Chair (test2@govemnet.net)

Textbooks/Learning
Materials

Grids aka Textbooks/Course Materials

Click Add New Record under the appropriate category to add materials to the course proposal.
Add each item separately.

New Course: this is a test
Status: Draft Remaining Launch Requirements: 10 Launch l I Delete Draft

Textbooks/Learning Materials
Student Learning

Outcomes Last updated by Demo Client Admin on 2/12/2016 at 2:08 PM
Methods of Textbook (Minimum 3 recommended)
Evaluation and . 2 =
Examination Publisher Classic/Standard Year Rationale
Textbooks/Learning No records to display.
Materials

© Add new record h

Prerequisite/Corequisite X .
Displaying items 0 - 0 of 0

QO K

Prerequisite/Corequisite Manual

Validation
Author Title Publisher Year

Prerequisite/Corequisite No records to display.
Removal .
© Add new record
Advisory/Recommended

Preparation QO K Displaying items 0 - 0 of 0

Homework Other Learning Materials

No records to display.

Method of Instruction

Status © Add new record

Q K r Displaying items 0 - 0 of 0

Select the Insert button. This will open an area to describe each material.
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Textbooks/Learning Materials
Student Learning
Outcomes Last updated by Demo Client Admin on 2/12/2016 at 2:08 PM

Textbook (Minimum 3 recommended)

Methods of
Evaluation and @
Examination

Author Title Publisher Classic/Standard Year Rationale

Textbooks/Learning
Materials Author

Prerequisite/Corequisite Title

Prerequisite/Corequisite Publisher
Validation

Prerequisite/Corequisite Classic/standard

Removal
Year
Advisory[Recommended
Preparation @ Insert @ Cancel
Homework @ © Add new record
QO K Displaying items 0 - 0 of 0

Method of Instruction

To create a list of requisites, click the Add New Item button.

Status: Draft Remaining Launch Requirements: 10 Launch | Delete Draft

Prerequisite/Corequisite

Student Learning
Outcomes

NPT C Ml © Add New item

Methods of

Evaluation and
Examination There are no requisites to display

Textbooks/Learning
Materials

Prerequisite/Corequisite

Next, 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 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 is only used if an “or” situation or a “nesting” situation
applies, otherwise it is 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.

Requisite Condition and Type are illustrated below.
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New Course: this is a test

Status: Draft Remaining Launch Requirements: 10 I Launch | | Delete Draft |

Prerequisite/Corequisite
Student Learning
Outcomes

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

Methods of Requisites

Evaluation and i
Examination Requisite Type * Corequisite B *—
Textbooks/Learning
Materials :
Subject ASTRO - Astronomy n

Prerequisite/Corequisite

Requisite Course ASTRO 010 - Introduction to Astronomy (Active) D

Prerequisite/Corequisite Non Course Requirements
Validation

Prerequisite/Corequisite
Removal

Advisory/Recommended
Preparation

Homework =
03

Method of Instruction
VZ

Status Condition| or '

As you enter and save each entry, you will see a screen similar to the one below. Edit, re-order,
and delete items as you did on the SLO page.

F g |
New Course: this is a test
Status: Draft Remaining Launch Requirements: 10 l Launch w ‘[ Delete Draft ]
Prerequisite/Corequisite
Student Learning on
Outcomes ! Last updated by Demo Client Admin on 2 a
Evaluation and o
Examination B Corequisite e =
Textbpoks/Learning -
Hatenas Subject: ASTRO - Astronomy
Prerequisite/Corequisite Requisite Course: ASTRO 010 - Introduction to Astronomy (Active)
Condition: or
\P;:ﬁ;l;{ijﬂte/Corequisite B Prerequisite a x
Prerequisite/Corequisite Subject: ACCTG - Accounting
Removal Requisite Course: ACCTG 030 - QuickBooks (Active)
Student Learning Outcomes
Student Learning Outcomes often uses an Ordered List feature. To use this tool, first click Add
New Item. Each outcome needs to be added individually.
58
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Status: Draft

Student Learning Outcomes

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

Leaming Outcomes R EET I O Add New item
Units/Hours
B Diagram and describe the accounting cydle using QuickBooks ensuring that all accounting data is
properly stored, backed-up and secured. (Lec/Lab A-G)

Lecture and/or Lab
Proposed Method of Assessment for SLOs: -

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

This SLO maps to the following Institutional Learning Outcomes (ILOs), please check all that apply:
This section does not contain any dato.

Student Learning

Enter the information for each item and click Save after each entry.

NOTE: When you see text boxes highlighted in pink they are “save requirements.” These differ
from “launch requirement,” because these are not necessarily required to launch the proposal,
but these are required to save an item to the proposal. As shown in the example below, if you
enter a Student Learning Outcome (SLO) you must also enter the Proposed Method of
Assessment for that specific SLO.

Main Student Learning Outcomes (SLOs)

For each learning outcome, please add a new item using the button to the right.

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

Co-Contributor

Units/Hours
Student Learning Outcome *

Lecture and/or Lab
Content

Prerequisite/Corequisite

Student Learning z

Outcomes (SLOs)

Proposed Method of Assessment for SLO *
Supplementary Time

Instructional and
Delivery Methods

Required Uploads

Codes and Dates SLO Change resulting from assessment data (Only complete if SLO change is a result of assessment data)

Some Institutions will have the option to map course SLOs directly to Individual Learning
Outcomes (ILOs). This is normally only done for stand-alone courses or for institutions that do
not map their SLOs to their Program Learning Outcomes (PLOs) directly. If this is an option,
users can indicate by checking the appropriate checkboxes as to which ILOs an SLO maps to.
You can select multiple checkboxes.

°
& w
w 9

S
c >
2=
T o
c W
=
(1S

www.currlQunet.com 59



currlQanet

INTELLIGENT CURRICULUM SOLUTIONS

Remaining Launch Requirements: 4 || Delete Drat
Student Learning Outcomes
Upon completion of this course. student should be able to
Learning Outcomes

Outcome Text *

Prerequisite/ Corequisite Proposed Method of Assessment for SLOs *
Prerequisite/ Corequisite
Validation

isite/ Corequisite
oval

/Recommended

A
Preparation

Homework
Method of Instruction SLO Change resuting from assessment data (Only complete if SLO change is a result of assessment data)
Status

Program Status

Eﬂ.ef;\ Education

Completed by Dean
This SLO maps to the ing ituti L ing O (ILOs), please chec pat apply:

Materal Fees
ate effective communication appropriate to the audience and purpose.

Communication: The student will demonstr:

nquiry and Reasoning: The student will critically evaluate information to interpret ideas and solve problems

Codes and Dates
nformation Competency: The student will utilize information from a variety of sources and make an informed decision and take
action.

ine Supph nt c - . : P
Onfine Jvien Sccial Responsibiity: The student will demonstrate effective interpersonal skills with people of diverse backgrounds and effectively
function in group decision making

Personal Development: The student will demonstrate growth and self-management to promote life-long leaming and personal well-

beng

When you have entered and saved the SLOs, you will see a screen similar to the one below. To
edit a Student Learning Outcome, click the blue bar containing the outcome. You will be taken
back to the detail page where you are able to make the changes. To re-order outcomes, use the
up and down arrows to the right of the blue bar. Click the red Delete icon (@) to delete

individual outcomes.
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Status: Draf Remaining Launch Requirements: 5 Launch | ' Delete Draft |

Main Student Learning Outcomes

Last updated by Non-admin User on 2/2/2016 at 10:20 AM

Co-Contributor

Up and Down Arrows
for re-ordering

For each learning outcome, please add a new item using the button to the right.

Units/Hours Upon completion of this course, the student should be able to: Show Details
Lecture and/or Lab
Content
3 Proposed Method of A t for SLOs: Proposed Method 1
Student Learning i o i
Outcomes To which program goal(s) is this course aligned?: Program 1

Methods of Evaluation
and Examination

Proposed Method of A for SLOs: Method 2

Prerequisite/Corequisite | i i i
To which program goal(s) is this course aligned?: Program 2

Supplementary Time

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.

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.

Status Condition| <

Program Status

General Education
Status

Course Blocks

Course blocks are nested ordered lists that hold the requirements for a program. The first level
indicates categories of courses for the program, which may include Program Prerequisites, Core
Courses, or Electives. Within each of those categories, the user will assemble the courses that
will meet that requirement.
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Accounting AS, M: Major
Status: Active  View Proposal History

yJl Program Blocks

Last updated by

Catalog Description
Questions? Find answers in CurricUNET Curriculum Handbook.

Create blocks for each group of required and/or optional courses and activities that are part of this program

Block Definitions (ISl © Add New Item

Program m
Block Elements & Edit Block Elements

ACCT 1 - Financial Accounting 5.000 *Active*
Subject: ACCT - Accounting

Program Blocks

Consultation

Codes and Notes
MABS 60 - Introduction to Computer Applications for Business 3.000 *Active*

Subject: MABS - Computer Applications

Originator and Dates

BSMA 68 - Mathematics of Business 3.000 *Active*
Subject: BSMA - Business Mathematics

Co-Contributors
Block Elements /] Edit Block Elements

ACCT 2 - Managerial Accounting 5.000 *Active*
Subject: ACCT - Accounting

BSEN 74 - Written Business Communication 3.000 *Active™
Subject: BSEN - Business English

ACCT 59 - Federal Income Tax 3.000 *Active™
Subject: ACCT - Accounting

MABS 101 - Spreadsheets for Business/Excel 3.000 *Active*
Subject: MABS - Computer Applications

Content Review

To review the content, click Add New Item.
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Status: Draft Remaining Launch Requirements Launc H Delete Draft

Content Review

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

f the Reguisite Course dro

Division Planning o [If then

sdown is
xjown s

rses have been odded to the Requisites tob.

entered on the O

lec
been es entered on is Objectives tob.

sire Course thot hos
Quisite Lourse thot hos

Course Objectives ¢ J

For courses in a sequence in the same discipline. complete this section for Content Review. For courses not in a sequence. or outside the
discipline. please complete the Content Review form a2 this linkc Content Review and attach the form and supporting documentation to the
Attachments tab.

List Addtional Content Review & Show Details

Variable Units

Units/Hours

Degree Transfer There are no content review to display

Applicabilty
General Ed

Articulation Info

Core Competencies

Student Learning
Outcomes

Requisttes

Content Review

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

Content Review

Requisite Course '
Content Review | '
Type

Objective and Content Mapping

To map this courses objectives to a requisite course’s objectives, select the Content Review
Type, “Objective To Objective” from the Content Review Type menu. Select the current course
objectives and the corresponding requisite course objectives from the check lists that will
appear.

NOTE: Both courses must have objectives saved for items to appear in checklist.
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Content Review

Last updated by nonadmin user 5 on 1/20/2016 at 10:34 AM

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

Division Planning o Ifther

Course Objectives
Unis/Hou For courses in a sequence in the same discipline. complete this section for Content Review. For courses not in a sequence, or outside the

LS, rs

» discipline, please complete the Content Review form at this linic Content Review, and attach the form and supporting documentation to the
Attachments tab.
List Addtional Content Review
Variable Untts
uisite Course TEST 1120- In R '
e e e Reg TES 20 - testing2 (In Review)
Applicabilty
Content Review Objective to Objective k—

General Ed Type

Current Course Objectives

Articulation Info Heading for this

Objective text 1
Heading again

Core Competencies
Organize. display. and analyze data to address a research question and communicate results

Requisite Course Objective(s)

Student Learning

Outcomes Heading for this
Objective text 1
Requistes Heading again

Organize. display. and analyze data to address 3 research question and communicate results

Content Review

Objective to Content

To map this course’s objectives to items in a requisite course’s content, select Content Review
Type menu, and then “Objective to Content.” 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.

NOTE: The current course must have objectives saved for items to appear in checklist.
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Proposal Resources Content Review
If you have any issues with this page Consider the following:

o If the Reguisite Course dropdown is not populcted then make sure that requisites courses have been odded to the Requisites tod

o Current Course Obyectives listed make sure ives hove been entered on the Objectives tob

Units/Hours Course has been selected ot the top of the poge.

o The Requisite Course thot hos been selected has objectives entered on its Objectives tcb

Content Review

Objectives

Requisites Requisite Course | PHOT 180 - Digital Darkroom (Active) '
Content Review t
Content Review Type Objective to Content '

Current Course Objectives

Math & English Skills

Advisories dentify which color space. CMYK or RGS, is most appropriate for optimum reproduction quality.
Demonstrate an ability to calibrate color monitors and create ICC profiles.
Degree Applcabilty Demonstrate an ability to calibrate color scanners and create ICC profiles

¥ Demonstrate an ability to calibrate color printers and create ICC profiles

ve ICC Sles & 4 1 di Te
Student Learning Generate ICC profiles for a professional digital capture system

Outcomes Demonstrate control with input-output curves for optimum reproduction quality
¥ Operate professional high-end scanning tools for film and flat-art materials
Course Content Recognize the components of a good quality print

Generate large print output.

Manage workflow automation and multiple device matching systems.
Methods of Instruction 9 c

Requisite Content
Use of equipment
Operate scanners
Operate printers
Methods of Evaluation Evaluate print quality and appropriate resolutions for printing P

Assignments

Read Only Fields

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
institution’s currlQunet administrators.

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 grayed out fields will
automatically calculate.
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New Course: test

Status: Draft Remaining Launch Requirements: 10 Launch l[ Delete Draft

® Proposal Resources Description

| »

Last updated by Delta Admin on 1/28/2016 at 11:17 AM
Units/Hours

= Weekly Hours Semester Hours
Co-Contributor =
Lecture Hrs: Min* | 1.00  |Min 16

Hrs: Max * | 1.00 18
Cross Listed Courses Lectlge frs Max Max

pom— Lab Hrs: Min * 100 Min 16
Description

Lab Hrs: Max * 1.00 Max 18

(o ble C
gl Total Semester Hrs Min 32

Total Semester Hrs Max 36

Objectives

Student Unit Min *  1.00

Qutcomes Ll
Student Unit Max * 1.00

Content J Override Faculty Load

Faculty Load Lecture Units '

Sample Assignments

Faculty Load Lab Units 0.80

Methods of Fvaluation Total Faculty Load Lt

Show/Hide Pages

Show/Hide pages are used in areas where additional information is required because the
proposal meets certain criteria. Responses on a field of any type may cause additional fields to
appear.

Most frequently, the trigger field and the unlocked fields will be on the same proposal page. For
example, on this proposal page, the user is to indicate that a list of materials to support the
course has been provided to library staff.

NewCourse: TS1-712 - Herpetology of the Great Basin

Status: Draft Remaining Launch Requirements: 10 Launch I | Delete Draft

Arranged Hours
Instructional
Activities

Methods of
Presentation

Library

(Checking this box will allow you to attach a document)
() List of suggested materials has been given to Librarian ff——

Methods of
Evaluation
(If you leave the following box unchecked, then you must attach a suggested materials/course references document.)

Appropriate Texts () Library has adequate materials to support course

Additional Comments/Information

Sample Assignments

Student Learning
Outcomes

Minimum
Qualification

Library
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When a user selects this checkbox, an attachment tool appears to add a copy of this list to the
proposal.

Basin
Status: Draft Remaining Launch Requirements: 10 Launch I l Delete Draft

NewCourse: TS1-712 - Herpetology of the Great

B Arranged Hours
Instructional
Activities
Methods of
Presentation

Library

(Checking this box will allow you to attach a document.)
[ List of suggested materials has been given to Librarian

Methods of Press Select to browse for files. To attach selected files to this record, press Upload files
Evaluation Select

Appropriate Texts
Attachments

There are no attachments to display. Press Select to browse for files to attach to this record.

Sample Assignments M‘

(If you leave the following box unchecked, then you must attach a suggested materials/course references document.)

Student L i f 3
Lcen. Sl Library has adequate materials to support course

Outcomes

Minimum W Additional Comments/Information
Qualification

Library

Distance Education 4

Show/Hide triggers may also unlock a different proposal path. In the following example, when a
user selects the Global Citizenship page, there is a message stating “This course is either not
proposed for or already approved for Global Citizenship. Edit the global status of this course on
the cover page.”
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NewCourse: TS1-712 - Herpetology of the Great Basin
Status: Draft Remaining Launch Requirements: 14 I Launch ” Delete Draft

B Arranged Hours
Instructional
Activities

Global Citizenship Application

This course is either not proposed for, or already approved for Global Citizenship
<—

gritshe%dtzt?cfm Edit the global status of this course on the cover page

Methods of
Evaluation

Appropriate Texts
Sample Assignments oM

Student Learning
Outcomes

Minimum
Qualification

Library

Distance Education

Distance Education
Interactions

Distance Education
Assessment

Global Citizenship
Application

Attached Files

If the user returns to the Cover page and selects the checkbox indicating this course is proposed
for Global Citizenship status, upon returning to the Global Citizenship page, they will be able to

edit this page.
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NewCourse: TS1-712 - Herpetology of the Great Basin

Status: Draft Remaining Launch Requirements: 14 [ Launch I I Delete Draft

il Proposal Resources =

Cover . g 2 5
m This course is cross listed in:
[This course has no crosslisted courses ‘

Contributor

Units/Hours Formerly

Formerly Same As

Course
Charaderstes Catalog Course Description *

Pre/Corequisites & sample for user manual

Advisories

Requisite Validation

Course Objectives Course Notes to Print in Catalog

Arranged Hours

Objectives

Course Content 4
Rationale *

Lab Content For NEW courses, explain why this course should be added to the curriculum, explaining the “need” and the “target population” of

the course. For course UPDATES, briefly explain what aspects of the course have been updated (especially any significant or substantial
changes to items such as prerequisites, hours, units, ...)

Arranged Hours

Instructional

Activities

Methods of

Presentation

Methods of
Evaluation Proposal Information

Proposed Start Year: *
Proposed Start Semester: * n

Appropriate Texts

() Proposed For Distance Education
(¢ Proposed For Global Citizenship -

Sample Assignments o

°
& w
w 9

S
c >
2=
T o
c W
=
(1S

www.currlQunet.com 69



currlQunet

INTELLIGENT CURRICULUM SOLUTIONS

Status: Draft Remaining Launch Requirements Launch Delete Draft

Arranged Hours cee . e :
et Global Citizenship Application

Activities
Methods of
Presentation

Entity Global Citizenship Category
Global Citizenship Category n

Methods of
Evaluation

Appropriate Texts

Sample Assignments  [RE

Student Learning
Outcomes

Minimum
Qualification

Library

Distance Education

Distance Education
Interactions

Distance Education
Assessment

Global Citizenship
Application

Rich Text Editor

This feature is used in numerous places throughout META. The Rich Text Editor within the
META system provides several tools to help you format text entries. It also allows you to add
hyperlinks and insert images like word-processing programs.

Copying and pasting an outline straight from Microsoft Word or a similar word-processing
program will NOT provide a properly formatted outline. The embedded formatting information
word-processing programs include will cause issues within the editor.

If pasting a paragraph of text (as you might for a Course Description) into the Rich Text Editor,
you must paste it as plain text. Type Ctrl+Shift+V (in Windows), 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.

Creating an Outline within the Rich Text Editor

The simplest and 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 List Tools 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.

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

| 3 S VEFUR (inherited font) [l (inherited size) [ EEEE = Indent

Select block type ¥ || oc = Y - Tools

* Level One
o Level Two List Tools
= Level Three
= Level Three, B
= Level Four
e LevelOne, B
o Level Two

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

1: 30 2B | Rl (inherited font) Rl (inherited size) [ v ©

Select block type v oo M ¢

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 would prefer to specify your own level designations, you may do so as well, using the
indentation tools as necessary.

To create indented levels, select the end of the last line before the indentation, and click Enter.
Select the end of the last line of the indentation, and click Enter again. This will create a new
block of text. You MUST add these additional hard returns to indent text.
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) 3 Al VPRIl (inherited font) Rl (inherited size) | v ©
v O

E ABC W

Paragraph

Limits and Derivatives

The Tangent and Velocity Problems

The Limit of a Function

Calculating Limits Using the Limit Laws| < L
Continuity

Limits at Infinity; Horizontal Asymptotes

Derivatives and Rates of Change

The Derivative as a Function

NGO DbA WN e

Differentiation Rules

o

Derivatives of Polynomials and Exponential Functions
The Product and Quotient Rules v

Click within the block to be indented, and click the Indent button. To indent a second level, click
the button twice. For a third level, click three times, etc. Do this for each level.

=

i
| 3 AR VT (inherited font) Sl (inherited size) [&d

Paragraph M "

A. Limits and Derivatives

| »

The Tangent and Velocity Problems

The Limit of a Function g
Calculating Limits Using the Limid Laws
Continuity

Limits at Infinity; Horizontal Asymptotes
Derivatives and Rates of Change

The Derivative as a Function

NO B WN -

B. Differentiation Rules

1. Derivatives of Polynomials and Exponential Functions
The Product and Quotient Rules v

Creating an Outline Using HTML

The third way to create a properly formatted outline requires knowledge coding HTML. If you
know how to format your outline in this method, click the HTML button.
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;30 N VIFVR (inherited font) Rl (inherited size) &4 v «

Select block type ¥ |00 [ [

This will change the view of the Rich Text Editor. Enter or copy and paste your content and
HTML code as desired. When finished, click OK to save your changes.

Raw Html

<0l style="list-style-type: upper-alpha”> <|i>Limits and Derivatives </li> <ol 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> <|i>Limits at
Infinity; Horizontal Asymptotes</li> <li>Derivatives and Rates of Change</li> <li>The Derivative as a Function</li> </ol>
<li>Differentiation Rules</li> <ol style="list-style-type: decimal”> <|i>Derivatives of Polynomials and Exponential Functions</li> <li>The
Product and Quotient Rules</li> <li>Derivatives of Trigonometric Functions</li> <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</li> <li>Related Rates </li> <li>Hyperbolic Functions</li> </ol> <li> Applications of Differentiation </li> <ol style="list-
style-type: decimal”> <Ji>Maximum and Minimum Values</li> <li>The Mean Value Theorem</li> <|i>How Derivatives Affect the Shape
of a Graph</li> <li>Indeterminant Forms and L'Hospital's Rule </li> <li>Summary of Curve Sketching</li> <li>Optimization

‘

<li>The Definite Integral and the Riemann Sum</li> <Ji>The Fundamental Theorem of Calculus </li> <li>Indefinite Integrals and the Net
Change Theorem</li> <li>The Substitution Rule </li> </gl> <li>Integrals </li> <ol style="list-style-type: decimal"> <|i> Areas Between
Two Curves</li> <li>Volumes</li> <li>Volumes by Cylindrical Shells</li> <li>Average Values of a Function</li> </ol> </g1>|

m Cancel

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

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. 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.

www.currlQunet.com 73



currlQunet

INTELLIGENT CURRICULUM SOLUTIONS

S ~ 2+
'\' SEUITICUNET Cumiculum Approvals Create Proposal Search WorldWide @

b A

>
T
T
=
o
<
=
7

v Implementer

Search |w

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 available reports by clicking the
name of the report. Use the Action drop down menu to select the action you wish to take on
the proposal, add any Comments, and then click Commit. When you make a comment it will
become a permanent part of the comments once you click commit.

Committing your actions will move the proposal 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 originator. Once these changes have been made, the proposal
will return to the person who requested the changes.

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

Position Academic Director
< O
Action Select One z _

Comments

Action Date Step Step Type User Fuliname Action Action Comment

Academic Director  Required st test Pending
Academic Director  Required Te5t user test Pending
01/22/2016 0251 PM Originator Required -Adm:ﬁ Launch Launch

Make sure you see a confirmation message to confirm that when you clicked Commit, the
action was received. The confirmation will appear in a popup window. You must click Close to
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continue to ensure your actions are committed. This is vital. If you do not see this popup, your
action has not been saved, and you must perform your action again.

Your comments and action have been saved

m
w— Close to continue
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Implementing or Publishing Curriculum

To implement a curriculum proposal and add it to the college’s offerings, the last user in the
approval process must select Implement (1) from the action menu. Select the Publish date (the
date the course will become active) by clicking on the Calendar icon (2). Add any comments

necessary and click Commit (3).

urse Prog | urse Outline Impact

Position Class Scheduler
Action 0; Select One -
Publish date  |7/9/2015 G 2 )

Comments

e Commitw

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 it again.

Are you sure you want to publish this proposal on 1/25/2016 ?

—  Activate Cancel

Public Search

Public Search allows your institution to embed a currlQunet search window in your institution’s
website. Generally, students and the general public don't have access to any part of META,
unless the institution has public search enabled. In this case, they can search curricula and have
access to certain reports, generally course and program outlines.
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Administer Site

Click the Gear icon (E) at the top right of the screen to administer the currlQinet META site.
Select Administer Site from the dropdown menu.

e gras v —— | beye v

e Profile
Yz .

F CurrICUNET Curriculum Approvals Create Proposal

e A Administer Site

All administrative functions can be accessed through the Configuration Summary page. Return
to this page from within the Administrative area by clicking Admin Home.

w,  GurricUNET

Create Proposal Search WorldWide (&)

Lookup Data System Configuration s Ad Hoc Reports

FORM TYPE FORM

WORKFLOW POSITIONS WITHOUT USER

SUBJECT SUBJECTS WITHOUT ORIGINATION

USERS WITHOUT POSITIONS/ORIGINATION PROPOSAL TYPE

Navigating the Administrative Area

The main administrative functions of META are accessed through the tabs at the top of the
window. Clicking on each tab will bring up related items in the dropdown menu.

Curr iCUNET Curriculum Approvals Create Proposal E‘
META =)

Ad Hoc Reports

Sz

&

Admin Home Lookup Data System Conﬂgl@llon Builders Reports
Confiauratio User Management
-0 guratio

Positions

FORM TYPE
Package [resolve]
Program Plan [resolve]

Organization [resolve]
Module [resolve]

FORM

Package [resolve]
Program Plan [resolve]
Organization [resolve]
Module [resolve]

Actions

Holidays
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Navigating and Sorting Tables

Throughout META, tables and columns may be sorted and filtered for a variety of purposes. To
sort columns, click the Column Heading you wish to sort. Clicking the column head once will
sort in alphabetical order (A-Z), clicking twice will sort in reverse alphabetical order (Z-A). To
navigate between pages of users, select the left and right arrows at the bottom of the list, or
select the page number (1). Click the Filter icon () to the right of the column heading to search
for a specific user (2). Items may be deleted throughout META by clicking the clicking (3) the
Delete icon ().

First Name o ¥ Last Name ¥ Email »
Z [a] [0) @ pereia sty Lol Foal oV iV ]
2o 0% & | consnt e gl 7 g b
7 0Q Cuie - — i e 7 Lie)
A0S - o wd - e -
s A 0D - [ S &Sty an
s Al 0D - - T Lt g ' rd .
s A 0 - — T i
s Al 0D - - *pem e o 0
O Mo« @2 345678910 » M Displaying items 1 - 15 of 848
Add New User

Using Filter Conditions

Enter any filter conditions and click Filter. A filter can be applied to all columns and will
combine to find only items that meet all conditions. To remove filters, click Clear Filters. Filters
will need to be removed separately from each column.

First Name « ¥ | Last Name ¥ Email v
Al 0 Q sna03 ey # Clear Filter
A 0@ e (TR Show rows with value du
— ik that
Al 0@ Cmbid ~ Is equal to v
Al O Q o— - Tan il Bt
al [0 . (L o
e And
A (0] @ | o i Is equal to v!
Al 0D LS -
0 = - |
A © g & Filter a
O Mo« @ 2345678910 . »» Displaying items 1 - 15 of 848
Add New User
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Lookup Data

The Lookup Data section or lookup manager is not currently editable by users who are not part
of the currlQunet team. Please contact currlQunet Support for assistance with lookup values.

User Management

To manage users and their permissions, select System Configuration, then choose User
Management from the dropdown menu.

..~ CurricUNET Curriculum Approvals Create Proposal Search wa|dwade@
e MEA

Admin Home Lookup Data Builders Reports Ad Hoc Reports

System w'mmmua@m
User Management

Positions

FORM TYPE FORM

Actions
Package [resolve]

Program Plan [resolve]
Organization [resolve]

Package [resolve]
Program Plan [resolve]
Organization [resolve]

Holidays

'WORKFLOW POSITIONS WITHOUT USER

Add a New User

To add a new user, select the Add New User button on the lower left of the screen.

)
First Name « ¥ | Last Name ® | Email v
A0 Q puwis - o gy -
A [0 Q M [T v g e el b
/ (Al [0 @ i LTSS Ty g e
7 (A [0 Q@ lmweie L | g
v Al 0@ —perw - — i
A 0] Q@ e [ [ ———
Al 0] My Ve - A R
Al 0] @ | Mamsches Pagain WS L L
Q Ko« [DZ 345678910 . »»¥ Displaying items 1 - 15 of 848
Add New User i

Enter the basic user information into the user profile and select Create. You will need to assign
the user a temporary password which the user must change when they log in the first time.
After creating a new user, you will need to edit their profile to assign System Roles.
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Users » N

Account Info

Email *

Password * Confirm
Password *

Basic Info

First Name * Last Name *

Preferred Name Title

v’“wov‘eL{

Business Phone Ext.

Other Info

Address

w—pe  Create Cancel

NOTE: If you receive a message stating “Email already exists in the database” when you click
Create, please contact the currlQunet support team to have the user reactivated through the
database. Users are never deleted from the system, so if they are deactivated, their account
still exists, but is not visible in the interface, and the deactivated user cannot log in.

Edit Existing Users

The User table shows all existing active users. To sort existing users, click the column heading
you wish to sort. Clicking once will sort in alphabetic order (A-Z), clicking twice will sort in
reverse alphabetic order (Z-A). To navigate between pages of users, select the left and right
arrows at the bottom of the list (1), or select the page number. To search for a specific user,
click the Funnel icon (2) on the right of the column heading.

First Name & ¥ | Last Name ® | Email ®

A0 peens Rt e
Al 0] Q Femei & | e e e el T e w2 b
A0 " = &
J(a [0 Q el i PETEY R prep e

A 0 - e e

Al 0D -
J a] 0] @ Hay [= — - = ofla b
s A 0D - !
O o 2 345678910 .. » Displaying items 1 - 15 of 848

i - e e

o e b e g W D

Add New User

Enter any filter conditions and click Filter. A filter can be applied to all columns and will
combine to find only users who meet all conditions. To remove filters, click Clear Filters. Filters
need to be removed separately from each column.
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First Name « ® Last Name ® Email v
A [0) @  enans P # Clear Filter
A0Q N P Show rows with value iy
= " that
Al 0/ @ |<cmiod — Is equal to v
A 0@ v i bt
Al 0 poe T—
9 And
Al [0/ © | awiks i Is equal to v!
A0 Ny e
ir P, |
ORUL B ¥ © Filter [ -
O we«@234567891. »n Displaying items 1 - 15 of 848
Add New User

To edit an existing user, click the Pencil icon (.') to the left of their name.

First Name ® | Last Name ® | Email ®|
Al 0] Q@  wwmala -
A 0Q oA rrP——
A 0Q s [T b ke
Al 0] Q e [y— il il
A 0] Q  iwmmre [ - B et BP0
A 0 © | ks i i dceniink
A 0O wa - PP ———
Al [0 © | dokory [ — e e ks !
O we«@23456789100. »n Displaying items 1 - 15 of 848
Add New User

Assigning Roles and Permissions

Assign System Roles to the user. All users in the system are automatically assigned the User
role and must have this role to be able to log in, even if they will also have another role. See
System Roles below for an explanation of roles.

NOTE: If your institution is configured as a District, assign the Primary College for this user.
Non-District configurations will not include this field. District users must be assigned Roles for
all colleges in the district for which they will contribute proposals or participate in approval
workflows.

Save any changes.
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Account Info System Roles
s = — . Catal Li i
Email wmstetipmstamis| Primary College (Pasis st i ) | Collge  Admin (S0 WY ey conibutor
o Peralta Community -
Basic Info College District
First Name * il Last Name * res— Berkeley City
College
Preferred Name | gy i Title v College of Alameda
Laney College
Phoie Merritt College
Business Phone Ext.
Fax Mobile Phone

Web Address

Special Qualifiers

Governet User *

Save Cancel

System Roles

Users may be assigned any combination of System Roles. Roles can be added or removed at any
time. In a district system, users may be assigned roles at any college, in any combination. They
do not need to have the same roles at each college.

Admin

An Admin user acts as an administrator of the META system at their institution. They may add
and remove users, assign permissions, view proposal forms, etc. Admin users have universal
origination and approval rights. They can create proposals in any area of the institutional
hierarchy. They can also take action on behalf of other users in any approval workflow, and
move the proposals back in an in-process workflow to be revisited. Admin users can edit any
proposal in the system, including those with Active and Historical status, unless the forms are
specifically restricted during the implementation process before going live.

Admin users must be given Approval Permissions to be specifically included in workflows, but
can take action on behalf of other users in any workflow. There can be as many admin users as
an institution requires, but there must be at least one. Generally, the only people who
communicate directly with currlQunet and the currlQunet support team are Admin users, and
all other users should contact the Admin users to have their questions and concerns addressed.

Catalog Coordinator

At this point, the Catalog Coordinator role does not convey any special rights or privileges.
However, as currlQunet’s new Catalog Module is developed, this role will be used as part of the
module.

Live Edit

The Live Edit role gives a user the ability to edit any proposal at any time, in any status or
department, as an admin user does. This does not grant them the other responsibilities and
privileges of an admin user. If you want a user with a certain position in the institution to be
able to edit proposals only while they are on their step in the workflow, the Live Edit flag can be
added to the position instead of the user. This means that a user can only make changes to the
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proposal when acting in that specific role on proposals on that step in the workflow. For
example, when the proposal is on the Department Chair step of the workflow, the Department
Chair might have Live Edit permissions so they can answer questions about the departmental
budget.

User

All users in the META system must be assigned the User role (including administrators and
users with other roles). It is assigned by default, and if it is removed, the user will not be able to
log in or create any proposals. Users must be assigned Origination Permissions to create
proposals, and Approval Permissions to participate in Approval processes. In a district system,
users must be assigned the User role at any college they will participate in creating or approving
proposals.

Contributor

A Contributor is a user who will be assigned to contribute to proposals, but will not be able to
create proposals on their own. This role is for informational purposes. If a user with the
Contributor role is assigned Origination permissions, they will be able to create proposals.

Approval Permissions

Click the Aicon ( A ) to the left of their name to edit a user’s existing Approval Permissions.

First Name o ® | Last Name ® | Email ®|
& A [0/ @ peralta peralta peralta@peralta.edu
& (Al [0/  Newt McDonald nmcdonald@peralta.edu
7 [a] 0] @ | Carlos McLean cmclean@peralta.edu

& [al (0] @  Jennifer Lowood Jjlowood@sbcglobal.net

To add an approval position to the user, click Add Permission. Positions must be added
individually.

Users
peralta, peralta
Position ® | Selected ® ‘

No records to display.
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Select the Position from the dropdown menu. To add positions to the system so they will
appear in this list, see the Positions section of this manual. Enter the Begin Date and End Date
that this user will hold the position, if desired. By default, the position will be assigned
immediately and will continue until manually removed from the user, unless dates are selected
in these fields. Select Add to give the user this assignment if the position is an unfiltered
position or applicable to the entire college.

sers » Approval Permissions for George Smith |

Smith, George

Add Permission

(OLD) Curricunet Admin |3

te: 10/17/2016

4

Add Cancel

If the position can be filtered or restricted to certain areas of the hierarchy, select the level to
Filter On from the dropdown menu, which contains the levels of your hierarchy by which the
position can be filtered. Click to select the organizations that the user is associated with.

For example, select Biology for a member of the Department Member committee for the
Biology Department. Departments will turn a darker gray when they have been selected. To
remove the department restriction, click the darker gray department again. If no organizations
are selected, the user will be assigned to the approval process of all proposals that contain that
position. You can mix and match permissions from the different levels of the hierarchy by
changing the value selected in the Filter On dropdown menu.

Select Add to give the user this assignment.
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Admin » Users » Approval Permissions for George Smith )» Ad sion:
Approval Permissions
Smith, George
Add Permission
Position: Department Member '
Filter On: | Department | -]
Begin Date: [10/17/2016 | [
End Date: )
Department -
Agngulture, Plant Al
- S Science, Env.
Accounting Administration of Agriculture Agriculture Anthropology
. Science &
Justice Mechanics :
Sustainable
Agriculture
Biology Business Business Chemistry Computer
Astronomy Automotive Computer Science
Technology Applications
Culinary Digital Early Ecology
Cooperaive Counseling Arts Media Childhood Economics
Work Experience -
Education
Education
Education English English as Ethnic
Emergency q , g
a Second Envir Studies
el Language Horticulture Technol
Technician 95a9 o9y
= . Familv & wee - Fira Gonaral m.. Genaral = Ganaral S Genlany X
n  pr—
Add | Cancel |

Click the Pencil icon (.') to the left of the permission in order to Edit an existing position. Click
the Delete icon () to the right of the permission to remove a position.

Origination Permissions

Click the O icon (©) to the left of their name to edit Approval Permissions for a user.

Admin » Users

Users
First Name « ¥ | Last Name ¥ | Email v

J(a] 0] @ | mrits et S T W

J A [0 Q @ mewt e v s mra L A
7 [a] [0] @ | et Ak s g pe g

J [a] 0] @ | jemrily ] ol T o el )

s [a] 0] @ | immamrs

To add or change origination permissions, click Modify Permissions.

Smith, George
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Organization Tier ¥ Selected ®

No records to display.

o)

| Modify Permissions h—

www.currlQunet.com 84



-
=
()]
£
(]
oo
©
c
(T

=
S
()]
(7]

>

currlQunet

INTELLIGENT CURRICULUM SOLUTIONS

Select the Origination Level from the dropdown menu. Origination permissions will cascade
through the hierarchy tiers, so that users with a Department level permission will be able to
originate programs in that department as well as courses in any subject belonging to that

department.

Admin » Users » Origi

Origination Permissions

Smith, George

for George Smith | ) » Update Permiss

Select All Remove All

Origination Level: s

Department
Subject

Click the organizations to assign origination permissions, and then click Update.

Admin » Users » O
Origination Permissions

for George Smith (;

Smith, George

Select All Remove All

Origination Level: [ty v

“ Accounting Agriculture Agriculture
Administration of Mechanics
Justice

Asian- W Astronomy Automotive Biology
American Studies Technology
Computer Cooperative . Cosmetology Counseling
Science Work Experience
Education

Department

Early Ecology Economics 1 Education Electronics Emergency %7 Engineering
Childhood Medical Technician
Education “

Agriculture, Plant

Science, Env. Aptiopology At

Science &
Sustainable
Agriculture

Business Business Chemistry
Computer
Applications
Culinary Arts Digital Media Drafting

[ Update \ { Cancel

Permissions will appear grouped by organization tier. To edit existing permissions, click Modify

Permissions. To remove positions for the tier altog
the tier.

ether, click the Delete icon (@) to the right of

Originatior

Smith, George

Organization Tier ¥ Selected

Department Accounting, Astronomy, ¥z Co:
Subject DGMD - Digital Media, DRAFT -\

o

‘ Modify Permissions *—

smetology, Education [

Drafting [
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Positions

Positions are assigned to users to include them in proposal approval processes. To manage
positions, select System Configuration, then choose Positions from the dropdown menu.

. CurricUNET

Admin Home

FORM TYPE

WORKFLOW

Lookup Data

User Manag
Positions

Actions

Approvals

jement

POSITIONS WITHOUT USER

Builders

Create Proposal Search WorldWide @

Ad Hoc Reports

Positions may be sorted and filtered by selecting their column headings, and the Filter icon ()
in each column heading.

NOTE: The Institution column is specific to district configured institutions. Non-district
configurations will not include this column.

To edit an existing position, select Edit to the left of the position. To add a new position to the
system, click Add New Record. Click the Delete icon () to the right of the position to remove

an existing

position.

NOTE: Positions that are currently part of a workflow cannot be removed, and a red “no”
symbol (@) will replace the Delete icon.

& Edit
& Edit
& Edit
& Edit
& Edit
& Edit
& Edit
& Edit
& Edit
& Edit
& Edit
+ Edit

&

€ Add new record = <fffm—

Academic Senate President
Articulation Officer

Articulation Specialist

College Curriculum Coordinator
Curriculum Chair

Curriculum Committee Member
Dean

District Curriculum Coordinator
SLO Coordinator

Technical Review Chair

Technical Review Committee M...

VP of Academic Affairs

‘11@>>

@ Positions associated with active workflows can't be deleted

¥ | Lowest Tier
Organization-Wide
Organization-Wide
Organization-Wide
Organization-Wide
Organization-Wide
Organization-Wide
Division
Organization-Wide
Organization-Wide
Organization-Wide
Organization-Wide

Organization-Wide

¥ Agenda Report @

Edit In Review ® | Global Position ® | Hide Comments ¥
® -
X
o Q
< @
@
@
¢ @
@
)
¢ @
@
Q .
Displaying items 1 - 12 of 12
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Enter the position Title, and select the Lowest Tier in the organization by which this position
can be assigned. If this position will have a meeting to review groups of proposals at the same
time and needs to have an agenda report to summarize the proposals, select Has Agenda
Report. If the user holding this position should be able to edit the proposal while it is at their
position in the workflow, select Can Edit in Review.

Title* I

Lowest Tier” Organization-Wide

Has Agenda Report
Can Edit In Review
Global Position

Hide Comments

® Insert | @ Cancel

NOTE: The Institution field is specific to district configured institutions. Non-district
configurations will not include this field. The Institution field assigns a primary college to own
this position. The Global Position field is also specific to district configured institutions, but all
institutions will see this field. Global Position allows all colleges in the district to use this
position in their workflows, regardless of the primary institution.
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Title”

Institution™ -- Please Select --

Lowest Tier” Organization-Wide

Has Agenda Report
Can Edit In Review
Global Position

Hide Comments

® Insert | @ Cancel

Actions

Actions are used in combination with Positions to create Approval Workflows.

Select System Configuration, and then choose Actions from the dropdown menu to manage
actions.

*Gurrie NET
MeTA

Admin Home Lookup Data Sy Builders Reports

Create Proposal Search WorldWide (5)

Ad Hoc Reports
User Management

Positions

FORM TYPE FORM

Actions

P 1 Plan [resolve) Program Plan [resolve]
ation [resolve] Holidays O zation [resolve]

ule [resolve]

ule [resolve]

WORKFLOW POSITIONS WITHOUT USER

Actions may be sorted and filtered by selecting their column headings, and the Filter icon () in
each column heading. To create a new action, click the Add new record button.
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€ Add new record = iffesm—
Title ¥ Description ¥ Action Behavior ¥ Can Be Default Action ¥

o Request Changes Request Change v @ -

o.. Approved Approved Vote v @

o.. Implement Vote L4 @

.. Reject Vote L4 @

+.. Reviewed Vote L4 @

o.. Table Vote L4 @ .
‘ »
Q W« @ > Displaying items 1 - 6 of 6
@ Actions associated with active workflows can't be deleted

Complete the fields that appear: Title and Description. Select to Vote or Request Changes from
the Action Behavior dropdown menu. A Vote action either moves the proposal forward in the
workflow or finishes the workflow. A Request Changes action returns the proposal to the
originator for corrections. Check whether the box can be used as a Default Action, which
allows the proposal to move through the workflow without direct action by a user. Click the
Checkmark (@ )to save the new action, or Cancel (@) to discard. Click the Refresh button (<) to
update the table.

© Add new record
Title ¥ | Description ¥ | Action Behavior ¥ Can Be Default Action ¥ ‘

-- Please Select-- v

O @ lp—

Request Changes Request Changes Request Change v @

[IWal lin ot +

Navigate through the Actions by using the First, Previous, Page Numbers, Forward, and Last
buttons at the bottom of the page.

First Page Last
p;rge Numbers Page

v

M 4 112] » »
A 4

Previous Next
Page Page

Actions may be edited by clicking the Pencil icon (.). Actions can be deleted by clicking the
Delete icon ().
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NOTE: Actions included in an active approval process cannot be deleted and are indicated by
the “no” icon (@). Actions that may be deleted are indicated by the Delete icon.

Holidays

Holidays are used by META to determine when to send reminders and when to take default
actions. Weekends (Saturday and Sunday) are automatically included in the determination.
Holidays can also be used to designate days that the campus is closed and staff and faculty are
not expected to work, such as spring break, scheduled system or campus facility maintenance,
or any other closures.

To manage holidays, select System Configuration, then choose Holidays from the dropdown
menu.

Admin Home Lookup Data System Configuration Builders Ad Hoc Reports

User Management

Positions
FORM

FORM TYPE
Actions

Package [resolve] Package [resolve]
Program Plan [resolve] Holidays Program Plan [resolve]
Organization [resolve] Organization [resolve]

WORKFLOW POSITIONS WITHOUT USER

Holidays may be sorted and filtered like any other table.

META has several system level holidays that cannot be removed or edited in the interface. If
your institution does not observe one or more of these holidays, and would like them removed,
please contact the currlQunet Support team to have them removed via the database.

To add a new holiday, click Add new holiday. Click the Pencil icon (.') to the left of the holiday
to Edit the existing holiday. Click the Delete icon () to the right of the holiday to delete it.

www.currlQunet.com 90

I
=
Q.
[+]
<
7




currlQunet

INTELLIGENT CURRICULUM SOLUTIONS

Name ® | Occurson Type ¥ Next Occurrence v
Thanksgiving Day The fouth Wednescay o National Nov 23 2016 ‘
November
Christmas December 25th National Dec 25 2016
New Year's Day January 1st National Jan 01 2017
Veterans Day January 1st National Jan 01 2017
Birthday of Dr. Martin Luther King, =
" The third Monday in January National Jan 16 2017
Inauguration Day )la;;ugary 20 every dyeacs Surtng National Jan 20 2017
Washington's Birthday The third Monday in February National Feb 20 2017
Easter Easter National Apr 16 2017
Memorial Day The Last Monday in May National May 29 2017
v Summer Solstice June 21st Custom Jun 212017 °_> [x]
Independence Day July 4th National Jul 04 2017
Labor Day The first Monday in September National Sep 04 2017
Columbus Day The second Tuesday in October National Oct 10 2017 .
QO o« @ » Displaying items 1- 13 of 13
Add new holiday ‘-—o

Enter the Holiday Name, and then select the date type for this holiday from the Holiday Type
column. Each selection will show a different combination of fields in the Holiday Details
column. Click Save to add the holiday to the system.

(7]
[
Qo
>
-
@©
]
o
Qo
o
o
o

NOTE: Holidays can only be added one day at a time. If you need to add a series of days, in the
case of Spring Break, for example, you must add them one day at a time.

Holiday Name Summer Solstice

Holiday Type Holiday Details
elect the type

* Those that occur on the same month and same day each year. Month: June v
E.g. Groundhog day is always on February 2nd.
Day: 21

Those that always occur on a specific weekday with a specific week
within a specific month.

s'day is a

s the

Eg. M nd Sunday in May

Those that always occur on the first weekday on or after a specified
date.

E.g. Tax day is al the first weekday on or after April 15th

Those that always occur a specified number of days before or after
another holiday.

E.g. Good Friday is always two days before Easter Sunday

Those that occur on a specified date but only on certain years.

day occurs on January 20

Those that occur once on a specific date and don't repeat in other year

Eg

—  Save Cancel
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Proposal Types
To manage your institution’s proposal types, click the Builders link and select the necessary

area from the dropdown menu.

Create Proposal Search WoridWide ()

Lookup Data System Configuration Builders Ad Hoc Reports

Proposal Types
Approval Workflows
Proposal Forms

Catalog Views

Proposal Types combine Approval Workflows and Proposal Forms to get the right information
to the required people for new curriculum.
To manage proposal types, select Builders, then choose Proposal Types from the dropdown

menu.

Create Proposal Search WoridWide ()

e
=
n
=
2
m
=

Lookup Data System Configuration Reports Ad Hoc Reports

Proposal Types

Approval Workflows

Proposal Forms

Catalog Views

sanTiALT Lern

............

Sort the column heads as desired, then enter any filter conditions and click Filter. A filter can be
applied to all columns and will combine to find only users who meet all conditions. To remove
filters, click Clear Filters. Filters will need to be removed separately from each column.

posal
© Create Proposal Type
Name ¥ Type ® Action ¥ WorkFlows ¥ Proposal Form 2.d
& New Course Course New New Course Proposal # Clear Filter (<
& New Program Program  New New Course Proposal ts:aotw rows with value [x]
Is equal to v \
And
Is equal to ¥ \
© Filter
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Click the Delete icon () to the right of the proposal type to delete an existing proposal type.
When proposal types are deleted, existing proposals are not affected, and currently In Review
proposals can still have actions taken to complete the workflow, but no additional proposals
using that proposal type can be created.

Please contact currlQunet Support if you need existing proposal types renamed or otherwise
updated.

To add a new proposal type, select Create Proposal Type.

Create Proposal Type

® Type @ Acton @ WorkFlows ®  Proposal Form

New Course Course New New Course Proposal New Course Q-

New Program Program  New New Course Proposal New Program [x]

Enter the Title for the new proposal type, then select the Curriculum Type from the dropdown
menu.

NOTE: The dropdown menus on this page must be completed in the order presented, because
each selection filters the options for the next menu.

Title*

Curriculum Type* Select an item d
Action* Select a Curriculum Type

Proposal Form* Select a Curriculum Type

Approval Workflow* Select an Action Type

Save | Cancel

A new menu may appear titled Module Type. This field allows you to specify a sub-type for this
proposal. For example, your institution may have Undergraduate Courses and Graduate
Courses, or Credit, Non-Credit, and Community Education courses. Please contact CurrlQlinet
Support to set up the types.

Next, select the Action for this proposal type, the Proposal Form, and the Approval Workflow.

Title* Sample Workflow

Curriculum Type* Course Y
Module Type* Select an item v
Action* Select an item 4
Proposal Form* Select an item b

Approval Workflow* Select an Action Type

Save | Cancel
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Some workflows have custom organization binding on certain positions. If the workflow used in
this proposal type has this distinction, additional fields will appear to designate the field in the
proposal form to which the step is bound.

Click Save to create the proposal type, or Cancel to discard the proposal type.

Title* t
Curriculum Type* Program v
Module Type* Program v
Action* New v
Proposal Form* New Program A
Approval Workflow* New Course Y
The following steps in the workflow require additional configuration. For each step, select the field in the proposal form to which the step is bound.
Affected Department Chair: Select anitem... ¥
Save |Cancel
Approval Workflows

Approval Workflows define the process of approving new curriculum. They are sometimes also
referred to as Approval Processes.

To manage workflows, select Builders, then choose Approval Workflows from the dropdown
menu.

%

i~ CurricUNET \ Curiculum
‘..p MEA

Create Proposal Search WorldWide (§)

Admin Home Lookup Data System Configuration Builders Ad Hoc Reports
Proposal Types
Approval Workflows

Proposal Forms

FORM TYPE

Catalog Views

............ sanTiiAnT vern

To sort the existing workflows, click the column heading by which you wish to sort. Clicking
once will sort in alphabetic order (A-Z), clicking twice will sort in reverse alphabetic order (Z-A).
To navigate between pages of workflows, select the left and right arrows at the bottom of the
list, or select the page number. Click the Funnel icon () on the right of the column heading to
search for a workflow.
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© Create Workflow

Workflow Title ¥ Action ¥ Created Date ¥ | Last Modified
+" Deactivate Course Deactivate 11/16/2015 2:15:41 PM 11/16/2015 2:15:29 PM Q-
+  Modify Course Modify 11/16/2015 2:20:35 PM 11/16/2015 2:21:27 PM (]
1 New Course New 6/26/2015 10:38:59 AM 6/26/2015 10:40:20 AM Q

Displaying items 1 - 3 of 3

Enter any filter conditions and click Filter. A filter can be applied to all columns and will
combine to find only users who meet all conditions. To remove filters, click Clear Filters. Filters
need to be removed separately from each column.

© Create Workflow
Workflow Title « ¥ | Action ™| Created Date ¥ Last Modified
o+ Deactivate Course Deactivate S # Clear Filter :/1 11/16/2015 2:15:29 PM e -
~ Modify Course Modify f:a"t“’ T with vakie :n 11/16/2015 221:27 PM o
& New Course New Is equal to # 6/26/2015 10:40:20 AM Q.
Displaying items 1 - 3 of 3
And
Is equal to v ‘
© Filter ‘

Click the Delete icon () to the right of the workflow to delete an existing proposal type. Click
the Pencil icon (.) to the left of the workflow to edit a workflow. To add a new workflow,

select Create Workflow.

© Create Workflow

Workflow Title ¥ Action ¥ Created Date ¥ Last Modified
o/ Deactivate Course Deactivate 11/16/2015 2:15:41 PM 11/16/2015 2:15:29 PM Dl
Modify Course Modify 11/16/2015 2:20:35 PM 11/16/2015 2:21:27 PM (<]
 New Course New 6/26/2015 10:38:59 AM 6/26/2015 10:40:20 AM Q

Displaying items 1 - 3 of 3

Enter the Title of the new workflow, and select the Workflow Action. If your institution is a
district, select the Institution that owns this workflow, and which institutions will also be able
to use this workflow.

NOTE: If your institution is not configured as a district, you will not see these fields. Click Create
to add the new workflow.
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Create Workflow

Title *
Institution * | |

Workflow Action | New

Share this workflow with:

Institutions. Optional Select

Individual workflows contain Draft and Historical versions. The History section includes the
current active version of the workflow, being used now. The active version will not have an end

date.

Active and Historical workflows cannot be edited. Click the View (<) icon to the left of the

workflow to view the existing version.

Builder » Approval Workflows » Course Deletion
Approval Workflow
Workflow: Course Deletion o

Drafts
© Create Draft
Version Title ¥ | Created Date v

P Q] Update Workflow 11/3/2016 2:18:58 PM

Q \44@»»

History
¥ Created Date

3/1/2010 11:33:17 AM
9/24/2009 11:27:29 AM

Version Title
O [y RemoveMIs
€ [ Delete BOT Step
€ [ Delete Academic Affairs Step
€ [ Department Review Add

9/24/2009 10:58:16 AM
10/21/2008 9:22:34 AM

[e) \44@»»\

¥ | Last Modified Date L2
11/3/2016 2:18:58 PM Q-

Displaying items 1 - 10f 1

¥ | Begin Date v ¥ | End Date ®
2/22/2011 4:09:49 PM Q-
2/27/2010 7:58:19 AM 9/29/2016 5:18:35 PM
9/24/2009 10:58:16 AM 9/29/2016 5:18:35 PM
10/21/2008 9:22:34 AM 9/29/2016 5:18:35 PM

Displaying items 1 - 4 of 4

The View icon opens a graphic summary of the workflow version. Click the green Properties
icon (@) on the level or the individual position to view the actions for each position and level.
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Process Titl,
Version Title: Cou

Design Surface Properties
Level 01 (Originator) i) Press the properties button on an item to view
- properties
0

Level 02 i ]

Department Chair (i}

Click Properties to view the level details all the actions for all positions on the level, and the
result of each action.

ourse » Di vate Course

Process Title: D d

Version Title: D

Design Surface = Properties

01 (Originator) (i] Level: 04

eve
- Vote Actions
- rorom | ot | S
Proposal Level | Status
T: No 04
eve

No

Le

Rejected

02
s e Yes -
Department Chair (i M Shared (i ] Request Change Actions
Department Ch ... Restart | Restart
. ' Desaiption the to
workflow | level

Level 03 i}
——
‘ Level 04 HO

Curriculum Chair (i M Curriculum (i )
Committee ...
i)

5 3
(1]
> 0
° =
g_.f

o
<=3

Request Change

evel 05

VP of Instruction

Level 06 0

0

| ovol N7 0

Click the gray Properties icon (0) to view the individual position. This shows whether the
position is required or optional, the actions the user can take at that position, and other details
about the position at that level.
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Builder » Approval Workflows » Deactivate Course » D se
Approval Workflow Builder
Process Title: Deactivate Cour d
Version Title: Deactivate Course (&
Design Surface = Properties
Level 01 (Originator) (i] Level: 04
o 0 Position: Curriculum Chair
Required
O ization Binding: Standard
Level 02 (i ] Reminder (Days): 0
2 4 act
— - o o
Bl Department Ch .. | Request Change Default
e I APDVOVE Default
Level 03 0
Disapprove
_0 L Defaut
Level 04 (i}
Curriculum Chair i )l curriculum (i ]
Committee ...
Level 05 (i)
VP of Instruction (i}
Level 06 (i}
= PN

Click the Copy icon (Cry) to copy any version to create a starting point for a new draft. You may
also choose to create a draft from scratch by selecting Create Draft. Existing, non-active drafts

may be edited by clicking the Pencil icon (.).

Builder » Approval Workflows » Course Deletion
Approval Workflow

Workflow: Course Deletion &

Drafts
© Create Draft
Version Title ¥ | Created Date v

P E-D Update Workflow 11/3/2016 2:18:58 PM

O \44@»»:

History
Version Title
O [y RemoveMIS
< [y Delete BOT Step
€ [ Delete Academic Affairs Step
< [ Department Review Add

¥ Created Date
3/1/2010 11:33:17 AM
9/24/2009 11:27:29 AM
9/24/2009 10:58:16 AM
10/21/2008 9:22:34 AM

Q :14»»:

¥ | Last Modified Date v
11/3/2016 2:18:58 PM [

Displaying items 1 - 10f 1

¥ | Begin Date v ¥ | End Date v
2/22/2011 4:09:49 PM Q-
2/27/2010 7:58:19 AM 9/29/2016 5:18:35 PM
9/24/2009 10:58:16 AM 9/29/2016 5:18:35 PM
10/21/2008 9:22:34 AM 9/29/2016 5:18:35 PM

Displaying items 1 - 4 of 4

Enter a title for the draft and click Create.
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Create Copy

Enter a title for your copy:

Create Copy ] [ Cancel ]

Click the “Add” icon (@) on the level preceding where the new level should be to add a level to
the workflow.

Builder » Approval Workflows » Course Deletion Proposal » copy
Approval Workflow Builder
Process Title: Course Deletion Proposal&

Version Title: copy & [ Activate Workflow I [ Delete Draft

Design Surface = Properties
Level 01 (Or igmator) o0 ‘ Press the properties button on an item to view
[ - properties
1 Originator (i ]
|
1 ( it (] 2
Level 02 |Level Name | Select a position v S0 : %
i Division o Division Faculty ﬂ |
| Curriculum .. [0 Rev.. o |
|
— Level 03 |Level Name | select a position . |® N IR0
© 3 — - -
2 0 \ —
0 — | Division Dean (i ]
O & | s
—= | =
Q
Q 0 [ :
< ; Level 04 |Level Name | select a position . |® S0 S (X
| Technical Review (i ]
| Com ... D)
1
Level 05 |Level Name | Select a position . |® N IR0
VP Academic (i }
| Affairs [X)
1
Level 06 | Level Name | Select a position - |® o0 s ]

e

|
| Technical Review j
|
| Com ... ) | Save Draft
| |

You may name any level, if desired by clicking the Level Name textbox. If no name is specified,
the level will be referred to as the first required position on the level. To add a position to any
level, choose the position from the Select a position dropdown menu, then click the Add icon
next to the dropdown.
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fer » Approval Workflows » Course Deletion Proposal » copy

Process Title:

Version Title: F. Activate Workflow Delete Draft
Design Surface = Properties
| I ) o0 e properties button on an item to view
0
Select a position @ A S0 “ o

Q

CTTE—

Articulation Off

Division
Curriculum ...

R

Division Dean ] Division Dean Y
[X]
Select a position - |® S0 3‘. O
Technical Review (i)
Com ... (X
Select a position . @ o0 \ (X

VP Academic (i)
Affairs (X

()

<

Save Draft

Click the Properties icon provide details about the position. Indicate whether this position is
Required or Optional, keeping in mind that all required positions must take action before the
proposal moves to the next level, and once all required positions have taken action, the
proposal will move on whether or not the optional positions have taken action. All levels must
have at least one required position.

Indicate if the position has Custom Organization Binding different from what was indicated
when the position was created. If this is selected, you will specify the binding in the Proposal
Type creation using this workflow. See Proposal Types section.

s
o
=
=3
o
g
“

|enoaddy

currlQunet META will send a notification when the proposal first enters the level and is added
to the users’ approval queue. Enter the number of days before the system should send a
Reminder notification to the user(s) assigned this position, if desired. For instance, if you enter
“5”, the user will be reminded every 5 business days, (not including weekends and holidays),
until they take action on the proposal.
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Builder » Approval Workflows » Course Deletion Proposal » copy

Process Title: Co
Version Title: P Activate Workflow Delete Draft

Design Surface = Properties

S0 Level: 02

Level U Jriginato
Originator 0 Position: Distance Education Coordinator
Required (0]

Custom Organization Binding:

o
Select a position v \0 <0 P Reminder (Days):
- - 0 actions
3 Distance Education 0 )
el X Approve %
(H] X
Select a position v S0 0

Finally, select the Action users holding this position can take at this level from the dropdown
menu. Actions are sorted as Request Changes and Voting actions, based on what was specified
when the action was created (see the Actions section of this manual). Click the gray Add icon to
add the action. Each position must have at least one action.

Builder » Approval Workflows » Course Deletion Proposal » copy

Process Title: eletion Pro salZ

Version Title: cc ¥ Activate Workflow Delete Draft
Design Surface = Properties

driginato S0 Level: 02

igi ition: Distance Education Coordinator
Originator (i ) Position: Distance Education inato!
Required © Optional

Custom Organization Binding:

»
Select a position v ‘0 s 0 2 ] Reminder (Days):

0 actions
it ©
o:q ‘ Approve v ‘
Request Change
e

 Distance Education
S Ee

2 Approvi
Select a position . |® S0 0 Hold For Changes
Tabled

Division (i} Division Faculty (i ] vo/‘:pprove
Curricult X Rev... X
TTICaKm LX) = "‘ Approved for Later Implementation

Dean Not Supported
Default

Department Not Supported
Disapprove

Division Dean (i ] Hold For Changes
(X} Implement
- Reviewed

Supported
Tabled

Select a position . |® o0 \ (X

Select a position . |® S0 .. (X

If the position is Required on this step, actions have the option of being marked as a Default
action, based on what was specified when the action was created (see the Actions section of
this manual). Only one action may be marked as the default action for each position, and a user
must be assigned to the position for the default action to occur.
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Builder » Approval Workflows » Course Deletion Proposal » cop;

Process Title:
Version Title:

Design Surface

Level 01 (Originatc
0

S0

Level 02 | Select a position

P ce o

& Distance Education |
SNGS X

Select a position

Division (i ] Division Faculty (i}
Curriculum ... X} Rev.. [X]

P el o

Activate Workflow Delete Draft
= Properties
Level: 02
Position: Distance Education Coordinator

® Required @ Optional
Custom Organization Binding:

Reminder (Days):

3 actions
Tabled )@
Approve Default )
Hold For Changes Default X
Disapprove Default @ 2

If an action is selected as Default, additional fields will appear. Specify the number of business
days after which the action will occur, not including weekends and holidays. Specify the number
of business days prior to the default occurrence that a reminder email should be sent to the

assigned users.

Builder » Approval Workflows » Deactivate Course » test
Process Title: De
Version Title: tes
Design Surface

Tt

—

% Articulation Officer
R

(i} Curriculum 0
X Committee ... (X]

Select a position

Activate Workflow Delete Draft

Properties

Level: 02

Position:

O

Required
Custom Organization Binding:
Reminder (Days):

3 actions

®

Implement

=
Approve Default @ %
ccurs automatically after |25

aming[5 | days prior to default

Request Change Default o
Disapprove Default o
Save Draft

Once all positions on the level have been configured, click the Properties icon on the level. This
icon will be red (@) until all configuration requirements for the level have been met. For Vote
Actions, indicate if the action Completes the Proposal or select the Target Level if it does not
complete the proposal workflow. If the action completes the proposal, select the Target Status

for the proposal.

www.currlQunet.com

102

s
o
=
=3
o
g
(%]

|enoaddy




T =
©
)
S =
g_.f

o
<=3

currlQunet

INTELLIGENT CURRICULUM SOLUTIONS

Request Change Actions return the proposal to the originator, and then typically returns it to
the user who requested the change. If the proposal should return to another user, select the

Restart the workflow checkbox, then select the level to start the workflow on in the Restart to
level dropdown menu.

Builder » Approval Workflows » Deactivate Course » test

Process Title:

Version Title: test Activate Workflow Delete Draft
Design Surface Properties
Leve Driginatc S0 Level: 02
== Vote Actions
o e pagetioe ==
[— Status
A SelectOne v
Level 02 Select a position . & o0 : (X D e Select One ¥

Request Change Actions

Articulation Officer [} Curriculum (i} " Restart |Restart
X} Committee ... X Description the to

workflow | level

Actions level routes must be configured.

der » Approval Workflows » Deactivate Course » test

Process Title: Deac e C P

Version Title: F. Activate Workflow Delete Draft
Design Surface Properties

Lev ginat S0 Level: 02

o Vote Actions
Originator
[o—
_ m '°
Approve NextLevel v
Level 02 Select a position . & S0 k (X} < Rejected v

Request Change Actions

Atticulation Officer  [i] Curriculum (i ] " Restart
(X] Committee ... (X} Description|  the
workflow
Request v 02 v
Change

You may save the workflow draft at any point when the level property icons are all green by
clicking Save Draft. When the workflow is complete, select Activate Workflow to begin using
the workflow. If there are existing proposals in review using a previous version of this workflow,
they will continue using the old version. Any existing draft or future draft proposal launched
using this workflow will use this version of the workflow.

You may also remove the workflow draft and start over by clicking Delete Draft at any time.
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Builder » Approval Workflows » Course Deletion Proposal » copy
Approval Workflow Builder

Process Title: Course Deletion Proposal&

Version Title: copy & 1 Activate Workflow ] [ Delete Draft

Design Surface = Properties
Level 01 (Or igmator ) S0 Press the properties button on an item to view
properties
Originator (i ]
Level 02 |Level Name Select a position . |® o0 s (X
Division (i ] Division Faculty (i )
Curriculum ... (X] Rev... (X
3 (1) 3 M
Level 03 | Level Name Select a position v S0 0
Division Dean (i}
X}
(H) Y o
Level 04 | Level Name Select a position v S0
Technical Review (i ]
Com ... XJ
Level 05 Select a position . |® o0 s X}
VP Academic (i)
Affairs (XJ
A (H) 3 M
Level 06 | Level Name Select a position v S0

Technical Review (i )
o
Com ... X Save Draft

While the proposal is in the draft state, you may edit the Process Title or the Version Title by
clicking the Pencil icon (.') next to the titles.

Builder » Approval Workflows » Deactivate Course » test
Approval Workflow Builder

Process Title: Deactivate Course(s
Version Title: test |

Activate Workflow ” Delete Draft ]

Design Surface Properties E
I Level 01 (Originator) S0 Level: 01 o -g
ot (= S 5
— 1
s 0 <
g L

Level 02 .vel Name Select a position . |® o0 3. (X} (7]

Articulation Officer i} Curriculum (i)
o Committee ... (X

Edit the title, and click Update.
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Edit Draft Title

Enter a title for your draft:
| Sample Workflow 11/16] |

=

Create New Workflow

To add a new workflow, select Create Workflow.

Builder » Approval Workflows

Approval Workflows

© Create Workflow s
Workflow Title « ¥ Action ¥ Created Date ¥ Last Modified ®
o Deactivate Course Deactivate 11/16/2015 2:15:41 PM 11/16/2015 2:15:29 PM Q-
+ Modify Course Modify 11/16/2015 2:20:35 PM 11/16/2015 2:21:27 PM Q
& New Course New 6/26/2015 10:38:59 AM 6/26/2015 10:40:20 AM o

Displaying items 1 - 3 of 3

Enter the Title of the new workflow, and select the Workflow Action. If your institution is a
district, select the Institution that owns this workflow, and which institutions will also be able
to use this workflow.

NOTE: If your institution is not configured as a district, you will not see these fields. Click Create
to add the new workflow.

T 2
©
> 0
S &
g_.i‘
o
<=2

Create Workflow

Title *

Institution * |

Workflow Action | New

Share this workflow with:

Institutions. Optional Select
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Individual workflows contain Draft and Historical versions. The History section includes the
current, active version of the workflow being used. The active version will not have an end date.

Active and Historical workflows cannot be edited. Click the View icon (<) to the left of the
workflow to view the existing version.

Workflow: Course Deletion .

Drafts
© Create Draft
Version Title
& [ Update Workflow

d @
Higtory
Version Title
© [y RemoveMIs
© [ Delete BOT Step
© [ Delete Academic Affairs Step
O [ Department Review Add

Q w3

¥ | Created Date v
11/3/2016 2:18:58 PM

¥ Created Date
3/1/2010 11:33:17 AM
9/24/2009 11:27:29 AM
9/24/2009 10:58:16 AM
10/21/2008 9:22:34 AM

¥ Last Modified Date v
11/3/2016 2:18:58 PM [

¥ Begin Date v
2/22/2011 4:09:49 PM
2/27/2010 7:58:19 AM
9/24/2009 10:58:16 AM
10/21/2008 9:22:34 AM

Displaying items 1- 1 0f 1

® End Date ]
o -
9/29/2016 5:18:35 PM
9/29/2016 5:18:35 PM
9/29/2016 5:18:35 PM

Displaying items 1 -4 of 4

The View icon opens a graphic summary of the workflow version. To view the actions for each
position and level, click the green Properties icon (1) on the level or the individual position.

Click the green Properties icon to view the level details all the actions for all positions on the
level, and the result of each action. Click the gray Properties icon (2) to view the individual
position. This will show whether the position is required or optional, the actions the user can
take at that position, and other details about the position at that level.
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r » Approval Workflows » Deactivate Course

Approval Workflow Builder

Process Title: Deactivate Course s
Version Title: Deactivate Course 5

Design Surface

Level 01 (Originator

0H

Level 02

@—»

Department Chair [i B Shared [i )
Department Ch ...

Request Change Default
= Approve Default
Level 03 o
Disapprove
_0 e pe
Level 04 (]
Curriculum Chair (i ¥ curriculum (i )
Committee ...
Level 05 L]
VP of Instruction (i)
Level 06 i]
2
o

= Properties
Level: 04
Position: Curriculum Chair
Required
Organization Binding: Standard
i ] Reminder (Days): 0

4 actions

You may choose to create a draft from scratch by selecting the Create Draft option (1). To copy
an existing version to create a starting point for a new draft, click the Copy icon (2).

By Approval Workflows » Course Deletion
Approval Workflow

Workflow: Course Deletion .

Drafts
© Create Draft
Version Title

o [y Update Workflow

Q we [

History
Version Title
© [ RemoveMIS
© [y Delete BOT Step
© [ Delete Academic Affairs Step

© [ Department Review Add

Qo wea@

¥ | Created Date v

11/3/2016 2:18:58 PM

¥ Created Date
3/1/2010 11:33:17 AM
9/24/2009 11:27:29 AM
9/24/2009 10:58:16 AM
10/21/2008 9:22:34 AM

¥ | Last Modified Date »
11/3/2016 2:18:58 PM Q-

Displaying items 1 - 1 of 1

¥ Begin Date v ¥ End Date v

2/22/2011 4:09:49 PM Q-
2/27/2010 7:58:19 AM 9/29/2016 5:18:35 PM
9/29/2016 5:18:35 PM

9/29/2016 5:18:35 PM

9/24/2009 10:58:16 AM
10/21/2008 9:22:34 AM

Displaying items 1 - 4 of 4

Enter a title for the draft and click Create.
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Create Copy

Enter a title for your copy:

Create Copy ” Cancel

To add a level to the workflow, click the Add icon on the level preceding where the new level
should be.

jer » Approval Workflows » Course Deletion Proposal » cop;

Approval Workflow Builder
Process Title: Course Deletion Proposals
Version Title: copy (7 Activate Workflow ][ Delete Draft ]
Design Surface = Properties
vel 01 (Originator — O n an item to view

o

You may name any level, if desired by clicking the Level Name textbox. If no name is specified,
the level will be referred to as the first required position on the level. To add a position to any
level, choose the position from the Select a position dropdown menu, then click the Add icon
(©) next to the dropdown.

|enoaddy
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META will send a notification when the proposal first enters the level and is added to the users’
approval queue. Enter the number of days before the system should send a Reminder
notification (1) to the user(s) assigned this position, if desired. For instance, if you enter “5”, the
user will be reminded every 5 business days, not including weekends and holidays, until they
take action on the proposal.

ou3n
1

Click the Properties or gray “i” icon (2) to provide details about the position. Indicate whether
this position is Required or Optional, keeping in mind that all required positions must take
action before the proposal moves to the next level, and once all required positions have taken
action, the proposal will move on whether or not the optional positions have taken action. All
levels must have at least one required position.

Indicate if the position has Custom Organization Binding different from what was indicated
when the position was created. If this is selected, you will specify the binding in the Proposal
Type creation using this workflow. See the Proposal Types section for more information.
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Select the Action users holding this position can take at this level from the dropdown menu.
Actions are sorted as Request Changes and Voting actions, based on what was specified when
the action was created (see Actions, to view the existing version, page 6). Click the gray Add
icon (3) to add the action. Each position must have at least one action.

er » Approval Workflows » Course Deletion Proposal

Process Title:
Version Title: . Activate Workflow Delete Draft

Design Surface = Properties

S0 Level: 0:
Select a position - |© S0 ~. X Reminder (Days):

0 actions
. [ (o0

» Distance Education
G Approve

B

Request Change

T Approve
Select a position «)© SO0 : 0 Hold For Changes
Tabled

0 0 vo;eppfove
lum ... X Rev ... X
Curriculum (X ev X Approved for Later Implementation

Dean Not Supported
Default
Department Not Supported
Disapprove
0 Hold For Changes

DG Implement

Reviewed

Supported
Tabled

Select a position L o0 :E (X

Select a position P o0 RO

If the position is Required on this step, actions have the option of being marked as a Default
action, based on what was specified when the action was created (see Actions, page 6). Only
one action may be marked as the default action for each position, and a user must be assigned
to the position for the default action to occur.

ler » Approval Workflows » Course Deletion Proposal

Process Title:
Version Title: . Activate Workflow Delete Draft

Design Surface - Properties

S0 Level:

Custom Organization Binding

Select a position X ® (] 0

.
B Reminder (Days):
= 2 3 actions

: Distance Education | @ e
SECH X Tabled v/

Approve Dataids DG

Y S prov Defau
Select a position v o0 DG =
o

Default =

Hold For Change:
Division i ] Division Faculty (i} e o ]
Curriculum ... [ Rev.. ) i e Default >

If an action is selected as Default, additional fields will appear. Specify the number of business
days after which the action will occur, not including weekends and holidays. Specify the number
of business days prior to the default occurrence that a reminder email should be sent to the
assigned users.
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Process Title: [
Version Title:

Design Surface
e

% Articulation Officer
£

rkflows » Deactivate Course » test

Select a position

(i) Curriculum (1]
X Committee ... o

S0

Cloe s

Activate Workflow Delete Draft
Properties
Level:
Position: Articulation Officer
® Required
Custom Organization Binding:
Reminder (Days):
3 actions
Implement v ®
A aut @
er |25

Save Draft

Once all positions on the level have been configured, click the red Properties icon (1) on the
level. This icon will be red until all configuration requirements for the level have been met. For
Vote Actions, indicate if the action Completes the Proposal or select the Target Level if it does
not complete the proposal workflow. If the action completes the proposal, select the Target

Status for the proposal.

Request Change Actions (2) returns the proposal to the originator, and then typically returns it
to the user who requested the change. If the proposal should return to another user, select the
Restart the workflow checkbox, then select the level to start the workflow on in the Restart to

level dropdown menu.

Approval Workflows

Process Title:
Version Title:

Design Surface

=

| 0

Deactivate Course » test

Select a position

Articulation Officer [} Curriculum (i ]
(X Committee .. X

S0

Activate Workflow Delete Draft

Properties

Level: 02
Vote Actions
Completes Target
m Tuynl“d
Select One v
Select One v

Request Change Actions

Restart
Description the
workflow

Actions level routes must be configured.
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jer » Approval Workflows y
Approval Workflow Builder
Process Title: Deactivate Courses
Version Title: test .

Design Surface

Level 01 (Originator

o

Deactivate Course » test

{ Level 02

Activate Workflow | Delete Draft
Properties
S0 Level: 02
Vote Actions
. | Completes
posal e
{ A NextLevel v
N 5
LSelecta position 'Jo S0 0 D e ® Rejected v

Request Change Actions

Articulation Officer  [i]
)

Curriculum (i ]
Committee .. (X

You may save the workflow draft at any point when the level property icons are all green by
clicking Save Draft. Select Activate Workflow to begin using this workflow when the workflow
is complete. If there are existing proposals in review using a previous version of this workflow,
they will continue using the old version. Any existing draft or future draft proposal launched
using this workflow will use this version of the workflow.

You may also remove the workflow draft and start over by clicking Delete Draft at any time.
While in the draft state, you may edit the Process Title or the Version Title by clicking the Pencil

icon next to the titles.

Edit the title and click Update.

Edit Draft Title

Enter a title for your draft:
‘ Sample Workflow 11/16] ]

Proposal Forms

(7]
£
=
o
L
©
(72
o
Qo
o
=
o

The Proposal Forms section is not currently editable by users who are not part of the
currlQunet team. Please contact the Support team for assistance.
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Catalog Views

The Catalog Views section is not currently editable by users who are not part of the currlQunet
team. Please contact the Support team for assistance.

Admin Reports

Admin users are those who have META administrative permissions. Technically, all reports are
admin reports, but admin reports are available only to admin users. These are found in the
Administer Site section of META (see Administer Site, page 76). Proposal-specific reports are
available to non-admin users.

Non-admin users, or the majority of the faculty at the institution, only have access to the
reports attached to proposals (the course/program/assessment reports). There may be a few
exceptions to this at your institution, depending on how your institution allows access to
reports in META.

To access Admin Reports, click the Gear icon (Ed) and then click Reports from the Admin page.

UL

;}l"ﬂ. uca&u,!. rlCUNET ‘ Curriculum Approvals ‘ Create Proposal EIO

Admin Home Lookup Data System Configuration Builders Rﬁ)ons Ad Hoc Reports
Agenda Report

All Proposals

FORM TYPE FORM
Approval Participants
Program Plan [resolve] Program Plan [resolve]
Organgtlon Lre‘solx'e. Organguon Lre_sol\veA Pending User Actions
Module [resolve] Module [resolve]
Proposal Users Report
WORKFLOW POSITIONS WITHOUT USEREEIERIeIE TS
Complete Originator [resolve]

Report types include Agenda Report, All Proposals, Approval Participants, Pending User
Actions, Proposal Users Report, and Saved Queries.

Agenda Report

Positions can be given the ability to have an agenda report created for them in the Positions
screen under System Configuration. This ability is often given to committees or other positions
where the proposals will be discussed in a meeting. The agenda report is designed to
summarize all proposals waiting for approval by users with a certain position in the approval
process. To create an agenda report, select the position for which the agenda is for from the
dropdown menu.
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Agenda Report

Position n h

Courses Check All / Clear

Id Title Included in Package Proposal Type

No records to display. =

&

Programs Check All / Clear
Id Title Award Title Included in Pacakge Proposal Type
No records to display. -

‘ Run Report ‘

Select the course and/or program proposals to be included in the agenda using the checkboxes
to the left of the proposal title. Results may be paginated if there are many proposals at that
position in the workflow. Click “Run Report” to create the report.
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Agenda Report

Curriculum Chair

Position
Courses
Id Title
& CISo018C CCNA R&S: Scaling Networks
MACH 100 Shop Math and Drawings
(= MATH 531 Math for Advanced Manufacturing
8.
Programs
Id Title

Computer Information Systems - Web Developer

Comp Information Syst - Web Developer

Computer Information Systems - Web Developer

Construction Technology

Included in Package

Modify Course

New Course

Award Title Included in Pacakge

Certificate of Achievement
- Level 2

Certificate of Achievement
- Level 3

Associate in Science

Associate in Arts

Proposal Type
Modify Course

Check All / Clear
Proposal Type

Modify Program

Modify Program

Modify Program
Modify Program

—_— Run Report I

The agenda report will open in another tab in the browser, and can be printed or saved from
there, or copied to a word document for editing. The agenda report includes basic information

about

the proposals.
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Curriculum Chair Agenda Report
July 14, 2017

New Course
MATH 531 Math for Advanced Manufacturing

Units 0.00

Description
Students will solve problems and perform calculations encountered in the Advanced Manufacturing
field. Basic math concepts are applied to problems such as conversion within the Metric system,
conversion between Decimal and Metric systems, ratios, proportions, and other arithmetic
operations.

Modify Course
MACH 100 Shop Math and Drawings (1976)

Units 4.00
Description
Students study shop mathematics and drawings for the machine trades.

Modify Program
Construction Technology
Description
Successful completion of the Associate in Arts in Construction Technology prepares students for
entry into the construction trades, which require a technical skill and understanding of construction
processes. Students planning on transferring to a four-year school should complete the AA Degree,
which includes the 39-unit general education sequence of courses. Specific four-year institutions
may require additional courses in the major to fulfill lower division requirements. This degree may
not transfer to all universities, and students need to inquire of the universities if they have a
bachelor’s degree for their upper division course work. A grade of “"C” or better is required in all
major, certificate and major elective courses.

CAREER OPTIONS:

« Building Inspector « Estimator

« Cabinet Maker * Furniture Making

« Carpenter « Home Improvement Material Retail
e Ceramic Tile Installer Sales

» Concrete Form Setter or Mason « Insulation Installer
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All Proposals

The All Proposals report shows all proposals that have been created in Meta with their status.
Proposals imported on the initial Meta data import are not included.

Courses

ACCTG 020: Financial Accounting
Proposal Type: Modify Course
Originator:

Status: In Review
Launch Date: 12/13/2016 3:34 PM

ACCTG 021: Managerial Accounting
Proposal Type: Modify Course
Originator:

Status: In Review
Launch Date: 12/13/2016 3:34 PM

ACCTG 050: Personal Financial Planning
Proposal Type: New Course
Originator:
Status: Approved
Launch Date: 02/20/2017 2:45 PM

ACCTG 062: Cost Accounting
Proposal Type: Modify Course
Originator:

Status: Active
Launch Date: 03/16/2015 4:19 PM

ACCTG 063: Intermediate Accounting
Proposal Type: Modify Course
Originator:
Status: Active
Launch Date: 03/16/2015 4:20 PM

ACCTG 097: Introduction to Income Taxes
Proposal Type: Modify Course
Originator:
Status: Active
Launch Date: 03/16/2015 4:20 PM

ACCTG 098: Directed Study in Accounting
Proposal Type: Modify Course
Originator:
Status: Approved
Launch Date: 11/29/2016 3:09 PM
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Approval Participants

The Approval Participants report will show the names and contact information of each
individual involved in each step of the approval process, including all users with origination
permissions on the subject. Select the desired proposal type from the Process dropdown menu,
and subject type from the Subject dropdown menu.

Process New Course v

Subje v || View
: Courses Modification L
Course Deactivation

New Program

Program Modification

Program Deactivation

New Special Topics Proposal

Modify Special Topics Proposal

Administrative Revision

New Honors Course

Honors Course Revision

Distance Ed Only

Inactivate

Departmental Assessment

Departmental Assessment - Non Instructional

Individual Assessment

Click View to generate the report. The report will show the names and contact information of
each individual involved in each step of the approval process, including all users with
origination permissions on the subject. (Note the illustration below was shortened. Your report
may contain more or less information that shown here.)
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Level: 01(Originator)

Launch (Required: Yes)
= HE

Level: 02

Admin Clearinghouse (Required: Yes)

Pending User Actions

The Pending User Actions report allows an admin user to easily determine where proposals are
sitting in the approval process, and which faculty members may need a reminder that the
proposal is waiting for their review.

Select the proposal from the dropdown menu, and click View.

Proposal
' ACCTG-020 - Financial Accounting

View

All users at the current level of the workflow for that proposal will be listed with their email
addresses.

Proposal
VIET-001A - Elementary Vietnamese 1

View
College Curriculum Coordinator
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Proposal Users Report

The Proposal Users Report allows the admin to view all users involved in a proposal’s approval
process. To generate this report, select Proposal User’s Report from the Reports dropdown
menu. Choose the desired course, and click View.

Proposal ACCT test3 - test v
View

The report will display all users involved with the particular proposal.
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ACCT test3: test -- New Course Proposal

Level: 1

Position User(s)
Originator User, Admin
Level: 2

Position User(s)
Admin Clearinghouse EE

=

Level: 3

Position User(s)
Content Review Committee Chair B e e S

5|

Library Director

Romero, Georg

Division Curriculum Committee Chair

SLO Sub Committee Chair

Articulation Officer

lIEETT e

H ,
o

Distance Education

Il BN A Ea.

Dean, Career Education and Economic Development

N = B

Dean/C&ESS EENTE N BN ETED
Division Review NO USER FOUND
SLO Sub Committee NO USER FOUND
Division Curriculum Committee Member s .
Level: 4
Position User(s)
Pre-Dean Clearinghouse mE
i i
[
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Saved Queries

Saved Queries are Ad Hoc reports which have been saved for later use. See Ad Hoc Reports
below for further information.

Ad Hoc Reports

The Ad Hoc reporting feature allows you to create customized, purpose-specific reports. To use
the Ad Hoc reporting feature, click Ad Hoc Reports.

NOTE: The Ad Hoc feature is still in Beta mode, which means there are ongoing developments
and improvements. Not all fields that may be on your forms will be available in the query tool,
and many will not be named the same as on your forms. The field labels in this ad hoc tool are
derived from the database column names, but because of the dynamic nature of the META
system, many fields can be used for wildly different data points for different clients. It may take
several attempts of selecting fields and previewing results until you find the fields you need. As
the capabilities of this feature are improved, the tool will become easier and more intuitive to
use. If you are unable to put together the report you need, please contact currlQunet Support
for assistance.

~ CurricUNET

e

Create Proposal Sedeh Worldwide ()

Admin Home Lookup Data System Configuration Builders

To create an Ad Hoc report, click Add new column to select each data point. Select one of the
top level curriculum categories from the list that will appear.

NOTE: You cannot “mix and match” data points from this top level list, as the ad hoc system
cannot cross curriculum boundaries at this time. You may report on Course data or Program
data or Process data, for example, but not a combination of Course and Process data.

Ad Hoc Query

The ad hoc query allows creating data extracts with custom data selection and filtering. A query is based on a data model that represents the data
domain in which the query should be executed. To create a new query, select the model from the list. Then choose which data fields to retrieve.
Finally, add any necessary filtering criteria to reduce the amount of data returned.

(® Preview | 'O Reset A save R save As
Data Fields

Aa Code >
Academic Group >
Academic Year >
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Use your mouse to hover over a data area, which will open an additional list of the fields that
you may select from. Add each field individually.

\. :‘ﬁu‘!riCUNET Course Attribute > B Create Proposal EE;;
e Course Date >
Admin Home Lookup Data Course Description >
Ad Hoc Query Course Detail > N
Ad Hoc Que e Course Distance Education >
Course General Education >

The ad hoc query allows creating data extracts with del that represents the data
domain in which the query should be executed. To ¢ Course Grade Option > ch data fields to retrieve.
Finally, add any necessary filtering criteria to reduce

Course Itemized Fee >

Course Proposal > a Save Ea Save As
Data Fle|d5 Current Proposal >
[Add new cokumn] Distance Education Contact >
General Education Element >
- > Proposal >
Coop Ed Code > | Requisites s

Coop Work Code / > | Step Action History >
Course >

Achievement Standards

Course Attached File > | Active
Course Capstone > | Add Cross Listed
Course Credit Status > | Additional Course Numbers

You may scroll through the list, or type in the bar at the top of the list to find the needed fields.
In the example below, the word “subject” is searched, reducing the options available. If your
search term returns no results, try using a synonym or related word. Remember that the field
list is not customized to your form, and may be incomplete.

NOTE: The type to search function does not work in certain internet browsers, particularly
Internet Explorer. If you are unable to type to search, switch to a different browser, such as
Chrome or Firefox, or simply scroll through the list.
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— | top J

Top Code Title

Admin Home em Configuration Builders Reports Ad Hoc Reports

Ad Hoc Query

n data selection and filtering. A query is based on a data model that represents the data

The ad hoc query allows cre
a new query, select the model from the list. Then choose which data fields to retrieve.

domain in which the query s
Finally, add any necessary fil mount of data returned.

(®) preview | 'O Reset B save R save As

Data Fields
Expression
Program Title n Title =
Program Description n Description
Program.Program Propos jentation Semester

Dranvram Dranram Dranne lantatinn Vaar

prog

Base Program >
Course Program Status >

Program >

Select all data points required for this report. They will be listed in the Data Fields area. Under
the Title heading, you may click each item to change the label of the column in the report. This
is especially useful if the field label in the ad hoc tool is not related to what your institution uses

them for.

Data Fields
Expression Title
e s e -
Program Description Program Description
Program.Program Proposal Actual Begin Se...  Start Semester
Program.Program Proposal Actual Begin Year | Start Year =
[Add new column] \

Use the Up and Down Arrow icon (1) to the left of the field to reorder the data fields. You may
also drag and drop the fields to reorder them. Click the gray “X” icon (' ) to the right of the field
to remove it from the report.
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Data Fields

Expi

Cougg®Subject Code Course Subject Code
ourse Course Number Course Course Number
Not sorted Course Title
Ascending
Descending

Move to the first

all of the following apply
Move to the previous
Move to the next

Move to the last

You may add filters to reduce the results if needed, or if practical.

NOTE: At this time, the Ad Hoc tool is limited in the number of results allowed, so you may
need to filter by status or subject code, or by some other logical restriction, to receive any
results.

Click Add new condition in the Filters section to add a filter to the report. Select one of the top
level categories from the list that will appear.

(® Preview | "D Reset B save R save As
Data Fields

Expression Title

Course.Proposal Proposal Type Title Proposal Type =
Course Subject Code Subject Code

Course Course Number Course Number

Crawen TIMA Crowen THHIA S

Filters

Select records where all of the following apply

You may scroll through the list, or type keywords in the search bar at the top of the list to find
the needed fields.

NOTE: The type to search function may not work in certain internet browsers, including
Internet Explorer. If you are unable to type to search, switch to a different browser, or simply
scroll through the list.
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| sta

o CurriCUNET Reqdegreestatus Create Proposal
META

State Id
Admin Home Lookup Data Status Alias Title Builders Reports Ad Hoc Reports

Ad Hoc Query
Ad Hoc Query (Beta)

The ad hoc query allows creating data extracts with ering. A query is based on a data model that represents the data
domain in which the query should be executed. To ¢ model from the list. Then choose which data fields to retrieve.
Finally, add any necessary filtering criteria to reduce

») Preview | 'O Reset B save R save As
Data Fields

Expression 1

Course.Proposal Proposal Type Title |

Course Subject Code N
Course Course Number (
Crvwen Titla q v

Filters

Select records where all of the following apply

cou
Block Course Type >
Course > l}
Course Attached File >
Course Capstone >

Select all conditions required for this report. They will be listed in the Filters area. Click each
underlined phrase to change the search conditions.

Filters
Select records where all of the following apply

Course Status Alias Title ﬂj%with [enter value]

[Add new condition] starts with

contains

is equal to

is in list

does not start with

does not contain
ReSU|t is not equal to
is not in list
in sub query
is null

is not null
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When all Data Fields and Filters are in place, click Preview.

Data Fields

Expression
Course.Proposal Proposal Type Title
Course Subject Code

Course Course Number
Crvwen Titla

Filters
Select records where all of the following apply

Course Status Alias Title is equal to Active

s (») Preview | 'O Reset

Title
Proposal Type
Subject Code

Course Number

Crvwen Titla

B Save

B Save As

The query result will appear in the Results section. Click Export to Excel or Export to CSV to
download the report results. This document will save to the Downloads folder on your
computer, and can be opened with Microsoft Excel or similar programs. To sort, perform
calculations, or print your reports, you must first export the results. To save this query to run
this report again, click Save. If you are updating a previously saved query and want to save this
version, but maintain the old version, click Save As.
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— @ Preview | 'O Reset B Save Ea Save As

Data Fields

Expression Title

Course.Proposal Proposal Type Title Proposal Type =
Course Subject Code Subject Code

Course Course Number Course Number

Crvwen Titla Crvwen Titla v

[Add new column]

Filters

Select records where all of the following apply

Course Status Alias Title is equal to Active

[Add new condition]

Result s Export to Excel Export to CSV
Proposal Type Subject Code Course Number Course Title =
YC - New Course ART 35 Creative Photo Documentary
YC - New Course FIRTC 82A Driver/Operator 1A
YC - New Course MUSIC 44R Instrumental Chamber Ensemble
WCC - New Course AJ 20 Juvenile Law and Procedures
YC - New Course ENGL 19 News Writing and Reporting
YC - New Course 36 Design Problems in Architecture
WCC - New Course 228 Advanced Landscape Design
YC - New Course 34 Architectural Drawing
YC - Svstem Loaded ART 535 Creative Photo Documentary v

Enter the Name for this saved query and a brief Description. Select the Output Format (Excel or
CSV), and indicate if this query is Open to Public, meaning other Admin users can access this
saved query. Click Save to save the query.

Select Model: |System: Approval Process | +] (® Preview | "D Reset B save R save As
oAy
Data Fields
Expression Title
Course Subject Code Subject Code
Course Course Number Course Number
Course Title Course Title
[Add new column] Sove As
Name
Filters Description

Select records where all of

Course Title starts with |

Output Format n

Open to Public

q Save Cancel
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To view the saved queries, select Reports, then choose Saved Queries from the dropdown
menu.

“CurricUNET i Approvals Create Proposal Search WorldWide (§)
MoA

Admin Home Lookup Data System Configuration Builders Report ‘“ Ad Hoc Reports

. . nda Report

Configuration Summary S
All Proposals

FORM TYPE FORM
Approval Participants

Pending User Actions

Proposal Users Report

WORKFLOW POSITIONS WITHOUT USERSZE S E i

Complete Originator [resolve]

Common Ad Hoc Query Parts

Proposal Originator Course User First Program User First
Name Name
Course User Last Program User Last
Name Name

Proposal Status Course Status Alias Program Status Alias
Title Title

Distance Education Course Is Distance Ed

Saved Queries

Saved Queries are Ad Hoc Reports that have been saved for later use. To view the saved
gueries, select Reports, then choose Saved Queries from the dropdown menu.

“CurricUNET

Curriculum Approvals Create Proposal Search WorldWlde@

Admin Home Lookup Data System Configuration Builders leport “ Ad Hoc Reports

: : Agenda Report
Configuration Summary 4 i

Al Proposals

FORM TYPE o
Approval Participants

[resolve]
BERNGEYEN Pending User Actions
resolve]
resolve] Proposal Users Report

WORKFLOW POSITIONS WITHOUT USERELILEIS I

Complete Originator [resolve]

If there are no Saved Queries available, you will see the following screen.
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FORM TYPE FORM

WORKFLOW POSITIONS WITHOUT USER

rriculum Committee Chair [resolve]

Complete

Saved Queries X
SUBJECT
Complete Title olve]
USERS WITHOUT POSITIONS/ORIGI
No data to display =

If Saved Queries are available, a list will be displayed. Click the Magnifying Glass icon () to
download the report in the format it was saved as. Click the Pencil icon ( .') to make changes to
the query, or click the Delete icon (@) to delete the query. If queries are deleted accidentally,
you will need to rebuild them in the ad hoc tool. They cannot be retrieved. See the Ad Hoc
Reports section of this manual for instructions on editing or building queries.

FORM TYPE FORM

WORKFLOW POSITIONS WITHOUT USER

Saved Queries x
SUBJECT
C Title plve)
Curriculum Packet--Program P2 O h
Curriculum Packet--Course D@ [x)
USERS WITHOUT POSITIONS/ORIGI
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e = « +'.Course Outline of Record First Date of Approval
Rewision Approval
Daw
% Approval
Datwe
Effiective Term: Winter, 2018

1. Course Discipline and Number: ARTH1-UC 2216
2. Course Trtie: History
3. Units:
Lecture Unas:
Lab Units:
4. Catalog Description:

This is the description for History.

5. Instruction Methodology:
8. Lecture Hours:
Lab Hours:
Total Contact Hours: 0
7. Grading: Graded
8. Course Prerequisie:
0. Course Corequisie:
10. Course Recommendation:
11. Repaatabilty:
12. Transfer Status:
13. Learning Outcomes:
a.SLo
14. Course Lecture Content
Course lecture
15. Course Lab Content
16. Methods of Evaluation
3. Essays

>
o
-]
=
=)
<
&
(%]

Critical thinking example(s):

17. Textbooks
18. Assignments

Critical thinking example(s):

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. 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.
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R . o
urﬂCUNET Cumiculum Approvals Create Proposal Search WorldWide @

v Implementer

Search |w

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 available reports by clicking the
name of the report. Use the Action drop down menu to select the action you wish to take on
the proposal, add any Comments, and then click Commit. When you make a comment it will
become a permanent part of the comments once you click commit

Committing your actions will move the proposal 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 originator. Once these changes have been made, the proposal
will return to the person who requested the changes.

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

Position Academic Director
< O
Action Select One z _

Comments

Action Date Step Step Type User Fullname Action Action Comment
Academic Director  Required st test Pending
Academic Director  Required Te5t user test Pending

01/22/2016 0251 PM Originator Required -Adm:ﬁ Launch Launch

Make sure you see a confirmation message to confirm that when you clicked Commit, the
action was received. The confirmation will appear in a popup window. You must click Close to
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continue to ensure your actions are committed. This is vital. If you do not see this popup, your
action has not been saved, and you must perform your action again.

Your comments and action have been saved

m
w— Close to continue

TTVISTOT

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 (1) from the action menu. Select the
Publish date (the date the course will become active) by clicking on the Calendar icon (2). Add

any comments necessary and click Commit (3).

>
T
T
=
o
<
=
©w

ew Course Proposa Course Outline

Position Class Scheduler
Action 0[ Select One v
Publish date  (7/9/2015 :e

Comments

Vs
o 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 it again.

Are you sure you want to publish this proposal on 1/25/2016 ?

—  Activate Cancel

Administrative Action in Approval Workflows

Administrative users have the ability to take action in the proposal workflows on behalf of other
users. To take administrative action on a proposal, select the Approvals button.

Create Proposal Search WorldWide @

Admin Home Lookup Data System Configuration Builders Ad Hoc Reports
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The Approvals screen will first show My Approvals, the items assigned to you for review. To
view all proposals in review at your institution, select All Approvals.

Proposal Type

Modify Course

New Course

New Course

Modify Course

o My Approvals <

All Approvals
v
refres
Organization Subject
PSYCH
MACH
MACH
DENT

Search v

Title
100 Human Sexuality

500 Explore Advanced
Manufacturing Careers
501 Basic Principles of
Manufacturing

162 Intermediate Dental Assisting 2

Position

College Curriculum
Coordinator
College Curriculum
Coordinator
College Curriculum
Coordinator
College Curriculum
Coordinator

Pending Changes

No

No

No

No

Reports

The All Approvals screen lists all proposals currently in an approval process. On both the My
Approvals and All Approvals screens, items have been returned to the originator for changes
will be highlighted in pink.

Proposal Type

Modify Course

Modify Course

Modify Course

Modify Course

Modify Course

Modify Course

New Course

New Course

My Approvals
e All Approvals

v Search | v
ast refresh: 11/17/2016 10:59:35
Organization Subject Title
ECE 104 Art and Creativity for Children
PHIL 010 Introduction to Philosophy:
Metaphysics and Epistemology
ECE 107 Child, Family and Community
ECE 107 Child, Family and Community
ASTRO 010 Introduction to Astronomy
PSYCH 100 Human Sexuality
ETH ETH 50 Introduction to African
American Cinema
ETH 50 Introduction to African
ETH

American Cinema

Position

Originator

Originator

Originator

Originator

Originator

Originator
Technical Review Committee
Member

Technical Review Committee
Member

Pending Changes

Yes

Yes

Yes

Yes

Yes

Yes

No

No

Reports

You may filter the proposals by using any of the dropdown menus or by entering search terms
in the textbox, then click Search.

Approvals
Pi

Proposal Type

Course Deletion

Course Deletion

My Approvals
® All Approvals

Organization Subject

as

as

v

Search | v «

Title

Position

18D Data Structures and Algorithms  Discipline Faculty Revi

18D Data Structures and Algonithms  Discipline Faculty Revi

e

Select the proposal you need to take action on by clicking the row containing the proposal.
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My Approvals = = =
® All Approvals
v Search | v
ast refresh: 11/17/2016 10:59:35
Proposal Type Organization Subject Title Position Pending Changes Reports
Modify Course ECE 104 Art and Creativity for Children Originator Yes
010 Introduction to Philosophy:
Modify Course PHIL gkl Originator Yes
Metaphysics and Epistemology
Modify Course ECE 107 Child, Family and Community Originator Yes
Modify Course ECE 107 Child, Family and Community Originator Yes
Modify Course ASTRO 010 Introduction to Astronomy Originator Yes
Modify Course PSYCH 100 Human Sexuality Originator Yes
ETH 50 Introduction to African Technical Review Committee
New Course ETH No «
v cours American Cinema Member
ETH 50 Introduction to African Technical Review Committee
New Course ETH No
American Cinema Member

Administrative users can take action on proposals in two ways.

To take action on the current level, select an option from the Take Action as an Administrator
dropdown menu. Select the position for which you wish to take action. Click OK after making
your selection.

Using this menu, you can also Delete this proposal, which will remove it from the META system
entirely, or Unlaunch the proposal, which removed the proposal from the workflow and reverts
it to draft status. From there the originator can later launch it again to restart the workflow.
You will be asked to confirm either of these choices.

urse F

Take action as an administrator
OK | <,
Select One X
College Curriculum Coordinator  ye proposal to new level
bving the proposal to the level you select and it will automatically skip anyone it is currently waiting on. The action will be recorded.

Request Changes
Reviewed
Delete Proposal

Unlaunch Proposal p Step Type User Fullname Action Action Comment
College Curriculum  Required Pending
Coordinator

College Curriculum  Required Pending
Coordinator

After choosing a position, select the Action from the dropdown menu. Add any Comments to
the textbox, and click Commit.
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Approval Update for College Curriculum Coordinator

Modify Course: CIS-062C - A+ Core PC Operating Systems Technology

irse Proposal urse Outline Comparison Impact All Fields

Position College Curriculum Coordinator
Action Reviewed V| f—
Comments
taking action on behalf of Dr. J. Smith. ‘
_Commit
Action Date Step Step Type User Fullname Action Action Comment
College Curriculum  Required Pending
Coordinator
College Curriculum  Required Pending
Coordinator

A red confirmation notification will appear on the approval history screen. Your action will be
added to the workflow history and any users assigned to that position will be skipped.

New Course: ADS-501 - Addiction Overview for Prevention

i
@©
>
o
S
o
o

<

View Course Proposal | Course Outline Impact @ All Fields

A,

Take action as an inistrator
Select One hd [ OK “

Click here to administratively move proposal to new level
By clicking above link you will be moving the proposal to the level you select and it will automatically skip anyone it is currently waiting on. The action will be recorded

The proposal has been moved. <
History

Action Date Step Step Type User Fullname Action Action Comment
College Curriculum  Required | = Pending
Coordinator
District Curriculum  Optional Pending
Coordinator
07/12/2017 06:37 AM College Curriculum  Required Cancelled; User
Coordinator removed from
position
07/14/2017 03:21 PM College Curriculum  Required Reviewed Hide @
Coordinator taking action on behalf of Dr.
Smith
07/14/2017 03:21 PM College Curriculum  Required [ | u Skipped
Coordinator
05/09/2017 06:44 PM Curriculum Chair Required Approved ' Hide @
05/08/2017 09:02 AM Curriculum Optional Reviewed Hide @
Committee
Member

Alternatively, you may manually move the proposal to a new level by selecting the link Click
here to administratively move proposal to new.
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;ourse: ADS-501 - Addiction Overview

View Course Proposal Course Outline Impact  All Fields

Take action as an administrator
Select One v OK

Click here to administratively move proposal to new level

Step Step Type

College Curriculum  Required
Coordinator

District Curriculum  Optional
Coordinator

07/12/2017 06:37 AM College Curriculum  Required

Coordinator

07/14/2017 03:21 PM College Curriculum  Required

Coordinator

above link you will be moving the proposal to the level you select and it will automatically skip anyone it is currently waiting on. The action will be recorded

User Fullname

Action Action Comment
Pending

Pending

Cancelled; User
removed from

position

Reviewed Hide @
taking action on behalf of Dr.
Smith

Select the level you want to move the proposal to, scrolling to view all levels, and click OK. The
current level is highlighted purple. Proposals can be moved either forward or back as many
levels as necessary in the workflow. The proposal will follow the workflow as usual from that

point.

Administratively move proposal to new level
elect a level to move the proposal to. Any

Level 2 (current level)

District Discipline Review and Comment

Level 3

Department Chair

Department Review

Level 4

Administrative Review

Action Date Step Step Type
Discipline Faculty ~ Optional
Review
Discipline Faculty ~ Optional
Review

Discipline Faculty ~ Optional
Review

Discipline Faculty ~ Optional

Discipline Facilitator

Course Deletion: CIS 18D - Data Structures and Algorithms

pending users will automatically be skipped. The action w

Department Chair

Administrative Final Review

User Fullname

CTE Review -

Valley Department Chair

[ ok [ cancel

Action Action Comment

Pending

Pending

Pending

Pending

Optional META Functionalities

Contact currlQlnet Support to configure the following functionalities: Comment Moderation,
Course Level Validation or Curriculum Subtypes, Course Reactivation, or Public Search.
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Comment Moderation

Administrative users have the ability to moderate comments in the approval histories of in
review or completed proposals. Moderated comments are not deleted, only hidden from the
view of non-admin users. If this function is configured, click Hide for each comment. The green
Eye icon (@) indicates the comment is visible. The red Sight Disabled icon (#) indicates the

comment is hidden.

onstruction T
View Program Pr al  Program Outline nparison  All Fields
Action Date Step Step Type User Fullname Action Action Comment
06/11/2016 10:59 AM College Curriculum  Required Implement Hide @
Coordinator Implement effective Fall
2016.
06/11/2016 10:59 AM College Curriculum  Required Skipped
Coordinator
06/11/2016 10:59 AM College Curriculum  Required Skipped
Coordinator
06/11/2016 10:59 AM District Curriculum  Optional Skipped
Coordinator
06/11/2016 10:59 AM College Curriculum  Required Reviewed Hide @®
Coordinator
06/11/2016 10:59 AM College Curriculum  Required Skipped
Coordinator
06/11/2016 10:59 AM College Curriculum  Required Skipped
Coordinator
< 8 06/09/2016 10:39 AM Curriculum Chair Required Approved Hide ‘— @
=Y
E =
=
©
— . . . .
s S To show previously hidden comments, click Show to unhide the comment.
c e=
=) o
=
8— =) Construction Technology
L
View Program Proposa Program itline Compa T All Fields
Action Date Step Step Type User Fullname Action Action Comment
06/11/2016 10:59 AM College Curriculum  Required Implement Hide @
Coordinator Implement effective Fall
2016.
06/11/2016 10:59 AM College Curriculum  Required Skipped
Coordinator
06/11/2016 10:59 AM College Curriculum  Required Skipped
Coordinator
06/11/2016 10:59 AM District Curriculum  Optional Skipped
Coordinator
06/11/2016 10:59 AM College Curriculum  Required Reviewed Hide @
Coordinator
06/11/2016 10:59 AM College Curriculum  Required Skipped
Coordinator
06/11/2016 10:59 AM College Curriculum  Required Skipped
Coordinator
06/09/2016 10:39 AM Curriculum Chair Required Approved Show | < @
IPCC approved program
revision on 5/24/2016. Effective
date is Fall 2016.
05/17/2016 11:36 AM Curriculum Optional Reviewed Hide @
Committee Review SLO's 22 & 26
tach

A non-admin user will see that the action has been taken, but will not see the moderated

comment.
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Action Date Step Step Type User Fullname Action Action Comment
06/11/2016 10:59 AM College Curriculum  Required Implement Implement effective Fall 2016.
Coordinator
06/11/2016 10:59 AM College Curriculum  Required Skipped
Coordinator
06/11/2016 10:59 AM College Curriculum  Required Skipped
Coordinator
06/11/2016 10:59 AM District Curriculum Optional Skipped
Coordinator
06/11/2016 10:59 AM College Curriculum  Required Reviewed
Coordinator
06/11/2016 10:59 AM College Curriculum  Required Skipped
Coordinator
06/11/2016 10:59 AM College Curriculum  Required Skipped
Coordinator
l 06/09/2016 10:39 AM Curriculum Chair Required Approved
05/17/2016 11:36 AM Curriculum Optional Reviewed Review SLO's #2 & #6
Committee
i

Curriculum Subtypes and Course Level Validation

Curriculum Subtypes allow a curriculum type, such as a course, to be further divided. This
feature is frequently used to divide credit and non-credit courses, or different levels of
programs. Course Level Validation allows for validation of the course number based on defined
parameters for various course types. For instance, undergraduate course proposals could
require a course number between 0 and 400, graduate course proposals between 401 and 600,
etc., depending on the requirements of your institution. These criteria are assigned to the
Proposal Types.
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If a user attempts to create a proposal that does not meet the criteria of the proposal type,
they will receive a validation message, as seen below, and be prevented from creating the
proposal.

This page allows you to create a new draft proposal. While in draft state, the proposal is only available to you and any co-contributers you specify.

Prior to Lal lete the proposal if it is no longer ne nce all required fields are supplied and you're satisfied with its contents, the proposal may be

submitted for review. While under reivew, changes to a proposal are only allowed when requested by a reviewer.

h, you n
To create a proposal, follow the steps below

Proposal Summary

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

3. Review and Submit Subject: (ANB) Animal Behavior
Course Title: BBBtest

Catalog Description: Grad level test
Course Number: 199

If this is correct press Create Proposal to submit the new proposal to the Colleges Course - Graduate approval
process.

This is a Professional level course proposal. The course number must be greater than 300.

m Create Proposal
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Course Reactivation

The Course Reactivation feature allows admin users to use a modification proposal to reactivate
historical courses that have no active version in their course family. To create a Reactivation
Proposal, in the first step of the Create Proposal wizard, select a Course Modification proposal
type, and click Next.

to create a new draft proposal. While in draft state, the proposal is only available to you and any co-contributors you add

he proposal can be submitted for review. A proposal can be deleted prior to launch. While under review, changes to a proposal are only

Proposal Type

Modify Course

Select the Reactivation Proposal checkbox, then Search for the course to be reactivated, using
the Subject dropdown menu and Course Title textbox as needed.

Select the course to be reactivated, and click Next.

(7.}
=9
= =
2 g
= (5
©
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=B
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O w

Minimum Requirements

Enter search criteria and press Search. Select a proposal to modify from the search results.
2. Complete Minimum Requirements P Propo: =
¥ Reactivation Proposal e

Subject

MATH) Mathematics v

Course Title*

Search

Course Search Results
MATH-011A - Elementary Algebra - Historical

MATH-011R - Review of Introductory Algebra - Historical
MATH-011S - Variable Unit Elementary Algebra - Historical
MATH-013L - Mathematics 13 Workshop - Historical
MATH-013S - Variable Unit Intermediate Algebra - Historical
MATH-021L - Mathematics 21 Workshop - Historical

MATH-037 - Special Topics in Mathematics - Historical

Verify you have selected the correct course and click Create Proposal.
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Proposal Summary

Please review the proposal details below. If you need to make changes click on any of the previous steps to modify
the proposal.

Mndify o
Course: MATH-011L - Mathematics 11 Workshop - Historical

If this is correct press Create Proposal.

@ Create Proposal

A proposal will be created and can be edited and launched like any modification proposal.

Status: Draft Remaining Launch Requirements: 3 Launch ||  Delete Draft

~ "Main Main

Course Discipline *| MATH - Mathematics n

Units/Hours/Content
Course Number * | 011L

Student Learning

Outcaneg Course Title * Mathematics 11 Workshop

Grading/Method of Short Title * Math 11 Workshop-INACTIVE

Evaluation

Textbook Course Type * n
c-Ip

Library Resources - X
(other than o Recommended for C-ID
textbooks) Which course descriptor are you requesting
Homework

Course Identification Numbering System website

Advisory/Recommended Justification *
Prep

3 A VT (inherited font) Rl (inherited size)

Requisites Select block type W} IS2

Method of Instruction

Material Fees

Course and Program
Status

Course and Program
Status - Transfer Info

Catalog Description *

): 3 AR VRl (inherited font) (inherited size)

General Education
Status

Selectblocktype v oo | @ %

This course is an adjunct to Mathematics 011. It is designed to provide students with additional in-class academic experiences and
lexpectations, and stresses excellence and peer interaction. Under the direction of the workshop leader, students will work in small
groups solving challenging problems related to the content of Mathematics 011.

Distance Education

Codes/Dates

Public Search

Public Search allows your institution to embed a currlQunet search window in your institution’s
website. Generally, students and the general public don't have access to any part of META,
unless the institution has public search enabled. In this case, they can search active curricula
and have access to certain reports, generally course and program outlines. Upon activation, you
will be provided with a HTML snippet to use as needed.

To use public search, select the curriculum type to search. The selected curriculum type will be
highlighted red. Enter the search criteria and click Search.

www.currlQunet.com 140

m
=
=]
(o]
(=
o
S
)
=
o
w

V13 |euondo




currlQunet

INTELLIGENT CURRICULUM SOLUTIONS

&« C | ® l.curricunet.com/PublicSearch/Index

Course

Department Accounting ¥
Degree Type Area of Emphasis v

Title

The curriculum proposals with active status that meet the search criteria will appear below the search
fields. Access reports by clicking the page icon and selecting the required report from the list. View
additional information about the curriculum by clicking more....

Subject ACC v Select a subject from the lst of values to obtain all courses in 3 subject
Course Number Select a subject and enter 2 course number to obtain the syllabus for a specfic course,
Title Enter a keyword to obtain a st of all courses containing this word in the course titl or description.
3.00 Credits more,
< (7, ACC 1A - Principles of Accounting I
- 9
i ACC 18 - Principles of Accounting IT
c—
g ACC 38 - Managerial Accounting
—
(] o) 3.00 Credits more.
C - ACC 55 - Applied
o b
- 3.00 Credits more.
s C ACC 61 - Cost Accounting
o [T ACC 62 - Payroll Accounting
3.00 Credits more.
ACC 63 - Income Tax Accounti
3.00 Credts more,
ACC 65 - C Accounting
3.00 Creds more.
ACC 66 - Non-Profit and Governmental Accounting
4,00 Credts more,
ACC 67 - U.S. and California Income Tax Preparation
4,00 Credts more...
ACC 67 - U.S. and California Income Tax Preparation
3.00 Credits less..
ACC 1A - Principles of Accounting T
An introducton to accounting princples and practice, as a manual and]or computerized information system that provides and inerprets economic data for economic units within a global socety. Includes recording, analyzing, and summarizing procedures used in preparing financial statements. 54 hours lecture.
3.00 Credits more,
ACC 18 - Principles of Accounting IT.
Course Outine
00 Cregits mor

www.currlQunet.com 141



