LAYOUT

The main window is broken down into three primary areas:

1. Left:  Login and path, workflow links

2. Middle:  Working area

3. Right:  Links to various course and program processes
· These links may be navigated in order or randomly
· Green = complete

· Blue = Incomplete

TRAINING SITE ADDRESS FOR CURRICUNET:  http://www.curricunet.com/Palomar_train/

LOGIN:

USERNAME  first initial, last name 

PASSWORD  - will be announced at training session
Once the user is logged into CurricUNET, it is recommended that the password be changed.  To change the password the user needs to navigate to Preferences/ Personal Info.
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In addition to changing passwords in Personal Info, a user can change the name shown in the “Welcome… in the top left screen by inserting the desired name in the Preferred Name field. The name that now appears is the same as what is seen in the First Name field.



Help Buttons 
Links that show the full path in a hierarchical fashion

CID = Curricunet Identification Number

PID = Palomar Identification Number.  This is the unique course identification number assigned by People Soft.

CONVENTIONS AND TIPS:

· Use upper and lower case as in normal paragraph formatting.  Avoid use of all capital letters. 

· Use the SAVE button to save the data that you have entered since your last SAVE on that page.  Use the FINISH button when you are finished with the entire page and want to move to a different section or link.  Links or pages may be returned to any time to continue entering data, but before a course can be moved into the approval process, each link on the right hand side must have a check mark in the box.  This occurs when all required fields are filled in by you, and when you have properly saved and finished each page or link.  When all links are complete, regardless of the process, i.e., course creation, course edit, program creation, etc., then an AUDIT button will appear.  Clicking on this button will take you into the first level of the APPROVAL process.  

· Notes re: SAVE and FINISH.  There is no auto or background SAVE.  You must initiate the SAVE.  If you do not actively use CurricUNET it will “time out” after 40 minutes and you may have to log in again and/or you may loose information which was not saved.  

· ***Caution: Work on one window at a time so that data does not overwrite (erase) another window. 

· Use the Back button on the Navigation Toolbar to go back a step 

Use the Issue/Suggestion link on the home page to send the creators of CurricUNET (Jason or Steve) an e-mail with feedback on the system. 

· COURSES

I. Course Creation and Modification

A. LINKS TO COURSE CREATION AND MODIFICATION

1. Objectives are numbered each time you add one.

2. Course Outline feature creates the Roman Numeral Outline format for you.  All you type is the content.  Exception:  Mac users may or may not be able to use this feature depending on their platform.  Use Fire Fox or Mozilla.

3. Text information is automatically formatted in MLA format. 

 

B. USER RIGHTS

1. What are user rights?  Different members of the campus community have different editing rights based on need.  For example, each faculty member is assigned “user rights” for course creation and modification.  The person, who first makes changes to a course outline that is already in existence, or who creates a course, is the “owner” or “originator” of that course or program.  Only the Originator or Owner of a course or program is allowed to make changes to that course.   Co-contributors can be added to the Originator’s course, for editing purposes.  Administration rights are assigned to support specialists and other members of the college and the CurricUNET team as are appropriate. 
2. People using the system only have access to those courses, programs, or processes assigned to them. Access is assigned depending on position and need to edit or approve courses and programs, i.e., Faculty have certain rights, Administrators have certain rights, etc.
3. As Originator you can edit your own or pending courses (courses not yet launched to in the approval process).  As Co-contributor, you can edit courses that you have been added as con-contributor to, that are pending.  
C.  CO-CONTRIBUTOR(S)

1. One key feature of CurricUNET is the ability to add a “co-contributor” by clicking on the link and adding that person’s name.  In other words, you as the “owner” of that course or program can assign others that you wish to have editing rights, to the creation or editing process.  Owner and co-contributor(s) will all have access to that course or program. (Co-contributors can be limited to certain pages of the course or program.)

2. Scenarios:  Small groups can meet and work simultaneously on a course and ratify changes as a group with the Originator making the changes based on group input.  OR Co-contributors can be assigned access and can edit from their office or home independently.   
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At this point, it will be instructional to have hands-on practice, entering data for a New Course, following the links and processes in order on the Course Checklist Legend in the print screen above.  

PROGRAMS

1. Program Cover 

2. Program Description will appear in the catalog.  It is important that it be written with that in mind. 

3. Program Block Definitions – information regarding the program requirements, electives, and unit values, as it relates to degrees and certificates and following the catalog format currently used at Palomar. 

4. Codes –The codes page is for Instructional Services use only. 

Note: ***Ranges for units

From ___ To ___

If unit value for a course is 1 to 1, just enter1 in the “From” Box.  The “To” will default t to that same number.
In programs, number ranges will add up properly in the system.  
At this point, it will be instructional to build a program hands-on, following the New Program links in the screen print below.
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APPROVAL PROCESS

FINISH ​​​>AUDIT​​​> ACTION

Faculty member(s) pre-launch a course, the choices made generate responses from the system, which allow a course or program to go to the next level in the approval process or, if denied, back to the previous level.  

After all pages are finished for a particular curriculum proposal, the AUDIT button displays.  Click on the AUDIT button and proceed to the approval process.  The course or program is now associated with a particular step in the approval process.  You determine the type of proposal at the time the proposal is created.  When an action item is completed a course or program may move forward.  Actions generate e-mail within the system that is delivered to the necessary individuals in the approval process. 

(See flowchart of Approval Process)
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WRITING REPORTS

Different Report icons generate various reports from within CurricUNET.  These include but are not limited to:  

· Course Impact Reports - Shows where course is used in programs and requisites. 

· Course Outline Report - Shows results, formatted, of course outline input data.
· Course Curriculum Report - Content to be determined, but for Curriculum meeting use.
· Course Changes Report - List of changed courses. 

· Course CompareReport - Tracks historical changes in the course or program development process. 

See legend on right hand side of screen print below.
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HARD COPY OUTPUT

· PDF’s and more to be determined.

Next trainings:

PACKAGES

PROGRAMS AND CODES

MORE ON THE APPROVAL PROCESS

