
Curricunet 
For Academic Department Assistants 

 and Other Support Staff 
 
 
This is basic information that is useful to department staff as well as faculty who may be involved with 
originating a proposal, or serving in a co-contributor role. 
 

Overview
 
CurricUNET is an Internet based software application designed to automate and enhance the development and 
approval of curriculum.  To create proposals or take actions in the approval process in CurricUNET you have 
to be a registered user with discipline access.   
 

Accessing CurricUNET 
 
From the Palomar College Home page, click on “Faculty and Staff” 
 

 
 
 
On the next page that displays, select “CurricUNET 
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Links 
 
These are resources and links from our CurricUNET home page to other web sites to provide additional 
resources related to the development of curriculum.  
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Preferences - Change/update password and contact information. 
 

 
 
 
 
 
Notification is a tool that only those in the approval process may use to see a list of all the email notifications 
they have received between the dates specified by the user.    
 
Admin Notification is a tool that one may use to see a list of all the email notifications that have been sent to 
a specific person in the approval process between the dates specified by the user.   
 

How to Search 
 
The search function is located, from CurricUNET’s home page, in the left margin towards the bottom of the 
page. 
 ●Courses 
  Status 
  All – (It is recommended to use this status) 
  Active - current 
  Approved –has completed approval process but has not yet been made 

active 
Historical – inactive or previous versions 

  Launched – in the official approval process 
Pending – still in development phase or in pre-launch 
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●Programs 
 Status 

  All - (It is recommended to use this status) 
  Active - current 
  Approved –has completed approval process but has not yet been made 

active 
Historical – inactive or previous versions 

  Launched – in the official approval process 
Pending – still in development phase or in pre-launch 
 

●Users  
Search for position, for example, Articulation Officer or Dean, or Cross-listed department 
chair/program director (CDLDe) or Cross-listed division dean (CDLDiv), and many others.  
 

It is not likely that ADA’s will need to search for users, but the option is here if needed. 
 
 

 
 

 
 
  
 
 
 

Course Reports
 
The Course reports will be helpful to department assistants and others who work with scheduling classes to be 
aware of upcoming changes to courses which might impact scheduling, such as title, course number, discipline 
name, new cross listings, units, hours, components, distance learning. 
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All new curriculum and curriculum changes are effective with a fall semester.  (Distance Learning is the only 
exception.)  Referring to these reports will be essential to department assistants when entering data for an 
upcoming fall semester. 
 
If you choose to print a hard copy for your reference, and if the green highlighting does not print, you may 
need to follow these steps: 
 

Run the report. 
Save it to file on your machine. 
Open the file up in word. 
Click on File\print 
There should be an options button in the lower left hand corner, click on it. 
Under the heading “Include with documents”, select “Background colors and Images”.  
This will print the green highlighting. 

 
 

 
 
CI – Course Impact Report – this displays all courses and programs in which this course appears; for example, 
as a requisite (Prerequisite, Co-Requisite, Recommended Preparation) or as program requirement an elective 
or a recommended elective. 
 
WR – Course Outline Report – Course Outline of Record 
 
CC – Course Changes Report – This displays changes to the course outline of record, compared to the 
previous version.  
 
CR – Comprehensive Comparison Report – This displays ALL changes to the course compared to the 
previous version.  All information from the course outline of record and additional items such as distance 
learning and MIS codes are displayed.  
 
NC – New Course Comprehensive Report – This displays ALL information for a new course.  All information 
from the course outline of record and additional items such as distance learning and MIS codes are displayed.   
 

 
 
Delivery Methods Report – This report can be found by using the following 
navigation: Create/Edit Proposal, Course Proposals.  It displays all approved 
distance learning modes for a particular course. 
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Program Reports 
 
 
 
WR – Program Outline Report – Displays a report of the program.  
 
CC - Program Compare Report 
 
 
Ignore this number!!!!    It is necessary for the Program Compare Report to work properly, but irrelevant to 
the Certificate/Degree program.  
 
                                                 Excerpt from a Program 

  
 

Other Icons 
 

Edit (Pencil) – Allows access to view pages in the Checklist, but only the faculty originator or co-contributor 
may make changes.  
 
Remove/Delete (Scissor) – Allow Originator to delete proposal or other content. 
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Optional Ways to Work with Reports
 
You may send any of the reports (e.g. course outline of record or program report) via email.  First generate the 
report you wish to send.  Using the Internet Explorer toolbar, (see screenshot below) click the envelope icon.  
“Send a link...” will email a link to the complete report.  “Send Page...” will copy the report text into the body 
of your email.  It is recommended that you change the Subject line of your email to something more 
meaningful to the recipient. 
 

 
 
You may copy and paste an entire report into a MS Word document if you wish.   Some faculty members have 
done this so they can experiment with modifications before actually creating a proposal in CurriCUNET.   
 
 

Approval Process 
 
From CurricUNET’s home page, click on All Proposals, located below Track;  
 

 
 
The following is an example of the page where one can track the progress of the proposal through the 
approval process.  Proposals may have different individuals involved in the approval process, such as relevant 
chair or dean, cross listed chair or dean, multicultural course approval.   
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To see the approval process in a “flow chart” format, click on the “Visual” button. 
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Note:  Individual items inside a Package will always remain “pending” 
 

   

 
 



 
 

Packages 
 
Packages are a group of related course and/or programs proposals that are grouped together by the faculty 
originator and they travel through the approval process together as a “package.”  For example, a new course is 
proposed and it will be in two existing programs.  The new course proposal and the two program change 
proposals could be put into a package.  Or, all the AERO courses are being changed to AVIA courses.  All 
these courses could be placed into a package. 
 
Packaging items allows those who are reviewing/approving the items to see the complete picture when several 
items are related.   It also streamlines the approval process, as the people involved only have to take action 
once, rather than two or three or many more times, depending on the number of items that are in the package. 
 
To view the individual items that are a part of a package, first select the package from the All Proposals list, 
then select Check Status, then click on the pencil icon.  This will generate a list of each item in the package, 
and you may also run individual reports such as course compare, course outline, etc.  
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After selecting the “Pencil” icon within a Package, the “Package Summary” page displays.  This page lists the 
individual items within the package.  The pencil icon (edit) can be selected to view the individual pages of 
each proposal or reports can be generated for each item within the package. 
 

 
 
 
 

Log Out 
 

It is very important to log out of CurricUNET.  Do not just close the window.   
 

 
 
Be aware that CurricUNET will automatically log you out after 30 minutes of inactivity.  If this happens, 
simply log in again if you wish to continue working in CurricUNET. 
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