Using Curriculog to Develop Curriculum proposals

To Log In
1. Go to https://housatonic.curriculog.com/
2. Click “Login”.
3. Your username is your HCC email (@hcc.commnet.edu); your password is defaulted to

hawk1967.
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To Change Settings
1. You can change your password if you roll over your name on the upper right, select “My

Settings”, select your name on the left-hand side of the page, and then “Change Password”

will be the fourth item down on the right-hand side of the page.
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Using Curriculog to Develop Curriculum proposals

Under your settings, you can also see your roles (if you are a member or chair of a
committee involved in the curricular process, for example).

You can also choose how often you’d like email updates of curricular items that require your
involvement. Options include a daily digest of all messages submitted through Curriculog
(the default), weekly digests, M/W/F digests, T/Th digests, or for each email sent through
Curriculog to be sent to you individually.

User Rights

Note: Disabled fields indicate that certain user preferences
are being maintained at the system level. Please contact an
administrator if you would like to change one of these
preferences.

Permissions

¥/ Can Originate Proposals
v Can Import

v| System Administrator

Originator | Get all messages for user’s proposals =

<«

Email | Daily Email Digest
Options

Process | Send messages for proposals in which I &

4>

Signature | Use Electronic PINS for signature steps &
Steps

Signature ) View Pin
Pin

Save Preferences @Cancel
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To start a new curriculum proposal:

1. Select “+New Proposal” on the upper left.

Curriculog™ - Agerdas  Accounts Reparts

f My Taaks My Propossls  Watch List Al Proposals

# New Propasal
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2. Select proposal type and then the check mark that appears to the right of the proposal type.

All Processes Courses Programs Others

Sort by: Process Tithe E

HCC Course-Maodification

Steps: DEIIER 7 mandatory 8 total

HCC Course-New
Steps: [0 IC0OOO0 T mandatory 8 iotal

HCC Course-Termination
Steps: BETIEEEREE 7 mandatory B total

HCC Program - New Concentration
Steps: DNDERED 7 mandatory 7 total

HCC Program-Minor Modification
Steps: DDDDEEE 7 mandatory 7 lotal

HCC Program-New

Sieps: DEEEM@ DEENEEEE 17 mandatory 17 tota

HCC Program-Termination
Sleps: ODDDDDDDEEEE 12 mandalory 12 lolal

3. ltis possible to import information from existing programs or courses from the College
Catalog so fields are pre-filled in. This is useful both for course/program modifications and
for new courses/programs that are similar to existing courses/programs. Select the
downward arrow on the upper-left of the proposal window, select the catalog from which
you wish to import, and then select the appropriate course or program.

My Tasks My Proposals | Watch List | All Proposals

New Proposal 8/2/2017 10:36 am

HLCC Course-Modification

Click arrow to import current catalog data
Course Modification Proposal v

**Read before you begin**
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Information that is available for import will be shown. Click the checkboxes to the right of
each item you’d like and then click “Import this Item” on the lower left.

Import Data Into Your Proposal

Select an external system from which you would like to impert curmoulum dﬂ% . y
Acalog: 2017-2018 Academic Cataiog PREVIEW - -

Search 2017-2018 Academic Catalog PREVIEW

Using the faceted smarch below, locate the course or pragram you would like to impart into this propasal.
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Search all courses
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Start Data: End Date: ‘Sort Results By:

Prefix | Code  Mame

E Exclude previausly imported Ibems

mmmnru-nm Salect Another Extarnal System  Cancel Import
b

Fearch Available Curriculum  Select Another External System  Cancel Import
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4. Complete all required fields (indicated by *) and all fields applicable to your proposal. ***
DO NOT EDIT ANY IMPORTED FIELDS YET—NO CHANGES MAY BE MADE UNTIL STEP 8 ***

5. Course Modification and Course Termination Proposals require that you run an Impact
Report that lists any courses or programs that would be impacted by your proposed change.

To run an Impact Report, click i on the top left of the proposal form. Copy all of the
information in the Impact report and paste it into the correct field.

By Tasks My Proposals  Wabtch List Al Proposals

ACC* - E101 - Accounting Procedures |
HCC CoussMadifcation

6. If you are modifying an existing program, please also complete the following Excel file:
Program Requirements - Side-by-side comparison (Excel) and upload.

In order to upload an attachment, as is required by some forms, click £ in the top right
corner.

B saya)

7. Click “Validate and Launch Proposal” using the arrow on the upper left.

My Tasks My Proposals Watch List  All Froposals

ACC* - E113 - Principles of Financial Accounting

Validate and Launch Proposal ‘€ Colrss-Modification

Course ification Proposal

NOTE: If you have not completed all required fields you will see the following error message.
Choose “Show Me” and complete the form.

e

Please correct the following errors before launching the proposal.
s Proposal has validation errors

Ok Show Me


http://www2.housatonic.edu/icu/curriculum/forms/ProgramRequirementChanges.xlsx
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Once your proposal validates you will see this window, choose “Launch Proposal”.

You are about to launch this proposal. Onoe you have ksunched this proposal, it will begin the

approval presees. The propodal will appsear in your Lask list under the "My Propesale™ cab and

wou may easily wiew [ts progress st any Hme. Howewer, you may not edit the proposal after
lawnch urliss you an included in & particulas stap of the approwal process,

Lawnch Propaoaal Cancal

8. The first step for approval is the “Originator” step. To get to this step, click on “My Tasks”

and click the second option to the right the proposal name for “Edit Proposal.” This is where
you would edit/modify any information imported from the catalog.

If your proposal includes changes to any of the imported data you can review these changes

by selecting “Show Current and Markup” in the User Tracking screen in the Proposal
Toolbox (right side of screen).

User Tracking
Show current

Show original

[Show current ]

Show current with markup

) Add Comment

There are no comments available for this prop

If, during later steps, others have made any edits to the proposal they will also be listed.
Each user that makes changes is assigned a different color.

User Tracking

Show current with markup

Showing All Edits by All Users

+ Check all 3 Uncheck all

Step 1: Originator

M Susan Greene

Step 2: Department Chair

M Pamela Pirog

Changes to any field will display in a new color as shown below:
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Course
o] ipki i=
FEETPRETT A general survey of operating a small business including: choosing a

business structure; leeatien; marketing and target audience; pricing
strategies; capital financing; management; and cash fiow analysis.
Emphasis will be placed on the understanding of a Business Plan.
Business Department majors CANNOT use either BBG® E101 or
BES'E118 as a business elective in order to satisfy graduation
requirements. A computer lab account or personal compuier with
Intermat accass will be required. BES 118 Courge Outling

10. When finished, click the circle with the check-mark on the right for “Decisions”.

My Tasks = My Proposals Watch List  AJl Proposals

ACC*® - E113 - Principles of Financlal Accounting Proposal Toolbox

WCC Couran-Modification

Stwtun: @SB SR8 ]8

I Course Modification Proposal

11. Choose to “Approve”.

To approve or reject a proposal:

1. Click on “My Tasks”.

2. Ifyou are the “originator” or assigned to a “role” that currently needs to approve or reject a
proposal, click the second option to the right the proposal name for “Edit Proposal.”

' My Tasks My Proposals Watch List  All Proposals

+ New Proposal

FilRer BYS | All Tasks = Advanced Filter

Edit Proposal

#S@m0

ACC” - E113 - Principles of Financial Accounting

Steps: QO00000
Last Activity: Aug 2, 2017 11:12 AM by Susan Greena

3. Review the proposal. If the proposal includes course- or program-modifications, you can
review these changes by selecting “Show Current and Markup” in the User Tracking screen
in the Proposal Toolbox (right side of screen).
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User Tracking

Show current s

Show original

| Show current J

Show current with markup

) Add Comment

There are no comments available for this prop:

If, during later steps, others have made any edits to the proposal they will also be listed.
Each user that makes changes is assigned a different color.

User Tracking
Show current with markup &

Showing All Edits by All Users &
+ Check all 3 Uncheck all
Step 1: Originator

M Susan Greene

Step 2: Department Chair

Hl Pamela Pirog

Changes to any field will display in a new color as shown below:

Course

Description: ® . B . B .
A general survey of operating a small business including: choosing a

business structure; leeatien; marketing and target audience; pricing
strategies; capital financing; management; and cash fliow analysis.
Emgphasis will be placed on the understanding of a Business Plan.
Business Department majors CANNOT use either BBG® E101 or
BES*E118 as a business elective in order to satisfy graduation
requirements. A computer lab account or parsonal computer with
Intermet access will be required. BES 118 Course Outling

4. When you are ready to make a decision, click the circle with the check-mark on the right for
“Decisions”.

My Tasks © My Proposals Watch List  All Proposals

ACC* - E113 - Principles of Financial Accounting Prepoanl Toolhos

WCC Courss-Modification

Status: @SS ]8]E]E

I Course Modification Proposal

= Temrleime
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5. You can choose to “Approve”, “Reject”, or “Hold” if you need more information or would
like to see a modification before making a decision. All three options offer the opportunity

to comment, although commentary will be mandatory if “Hold” is selected. When finished,
click “Make My Decision.”
LE » G (=4

Your Decision

WhEL il ipidi b 16 08 milh This frogiksl?
O Apsrave Hog
R

Plamss commant on your Ssckion balow.

[l
Make My Decdslong
i

If your decision requires a SIGNATURE PIN you will see this screen:

Flaase antar wour signatiusme pin 1o apoires this propasal,
Sigmature Fin ||

Sign Cancel

To find your PIN, roll over your name on the upper right, select “My Settings”, then select your name on
the left. Scroll down on the right to find an option to “View PIN”.

User Rights

Note: Disabled fields indicate that certain user
are being maintained at the system level. Please conkact an
adrministratar if you would like o change ang of these
prafarances,
Parmissions
4 Can Originate Propasals
+ Can Impaort
< Sywtem Adminigtrator
Originator | Get a8 messages for user's proposals -
i

Process| Send messages for proposals in which 123

Email| Daily Emall Digest
Options

Signaturs | Use Electronss PINS for signature steps 3

Signature ([§ Wiew Min
Fin

Save Preferences  Cancel
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To Log Out Roll over your name on the upper right and select “Log Out.”
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My Settings
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