How to Create a Program Proposal in Curriculog

STEP 1: Navigate to Curriculog from the following link: University of Memphis Curriculog.

@ Proposal | Curriculog

“— CEEAN & Sccure

https://memphis.curriculog.com

STEP 2: Click on Login on the top right of the screen.

Login €@ Q

STEP 3: Login with you UofM email address and the password ‘pleaseletmein’, if you have not already changed your

password. Then click on Login.

Welcome to Curriculog

Please login to view your personal dashboard.

Login: [vcrynlds@memphis.edu| |

Password:

Login Cancel

e After you login the first thing you will see is the My Tasks Tab. This tab shows every proposal with which you are

involved.
Curriculug“ Proposals Agendas Accounts Reports Victoria Tardugno = o Q

My Tasks My Proposals = Watch List | All Proposals

+ New Proposal My Dashboard

Filter by: Al Tasks ~ | Advanced Filter Show: 10 results | + Tasks: 2

My Recent Notifications

No Propesals Found Apr 9 Approved: The proposal, PSYC - 4025 - Crganizational Behavior, with

the step of College Dean has been approved and is moving on to the
Undergraduale Vice Provosi step. Click here fo view he proposal.

Apr 9 Decision: Deborah Tollefsen has decided to approve your proposal
p PSYC - 4025 - Organizational Behavior. Click here to view the proposal.

A r 9 Decision: Vicioria Tardugno has decided to approve your proposal
P PSYC - 4025 - Organizational Behavior, with the following comment

| have been able 10 view the Syllabus and it looks good fo me:

Click here to view the proposal

A r 9 Comment: Victoria Tardugno commented on your proposal, PSYG -

p 4025 - Organizalional Behavior, with the following comment: | have
uploaded the PDF Syllabus. | can pull it up but can anyone else?. Click
here to view the proposal

Apr 9 Modified Proposal: Hzlen Sable has removed a file from the.

proposal, PSYG - 4025 - Organizational Behavior. Click here fo view the
proposal

My Upcoming Events )

No Upcoming Events

STEP 4: To create a new proposal click on + New Proposal

My Tasks My Proposals | Watch List = All Proposals

+ MNew Proposal



https://memphis.curriculog.com/
https://memphis.curriculog.com/
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STEP 5: To create a program proposal you can look under the All Processes Tab or under the Proposal Tab.

All Processes  Courses Programs Others

Sort by: | Process Title v |

2020-2021 Graduate New Certificate
Steps: DI ODOODOOOE & mandatory 9 total

1. Test 2020-2021 Undergraduate New Concentration Form
Steps: OOOE 4 mandatory 4 total

2020-2021 Graduate Catalog Change/Edit
Steps: OIIODOOO@E & mandatery 9 total

2020-2021 Graduate New ABM Form
Steps: DI ODOOOOOE & mandatory 9 total

2020-2021 Graduate New Concentration Form
Steps: DI ODOODOOO0OE & mandatory 9 total

2020-2021 Graduate Program Name Change
Steps: OIIODOOO@E & mandatery 9 total

2020-2021 Graduate Program Revision
Steps: DI ODOOOOOE & mandatory 9 total

2020-2021 Graduate Program Termination
Steps: OIODOOOOOE & mandatory 9 total

2020-2021 Undergraduate New ABM Form
Steps: DI ODOODOOO0E & mandatory 9 total

2020-2021 Undergraduate New Concentration Form
Steps: DI ODOODOOO0OE & mandatory 9 total

{} Previous 10 | 4; Next 10

STEP 6: Find the Program request that you wish to choose. Click on the document icon to preview the form or on the

checkmark icon to start the Proposal.

ENV)

STEP 7: Click on the help text icon. Read the Instructions, fill out the proposal and upload any required/needed

documentation by clicking on the plus page icon. Please make sure that you choose “Program” under the Choose
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Program/Program Type. Under the Prospective Curriculum, please import or add only one course that you know will be

taught in that Program and then continue the proposal.

0a e B« £

STEP 7a: Program Revisions and Catalog Changes/Edit - Fill out the proposal after reading the **Instructions** section.

Before importing choose “Program” under the Choose Program/Program Type field. Import your program by clicking on

the down arrow icon at the top of the page.

il = " =R

STEP 7b: Choose the Catalog available by clicking on it. Filter by name using the dropdown, then type in the field you

selected and click on Search Available Curriculum. The program will populate within the same box.

Search UofM 2019-2020 Graduate Catalog

Using the faceted search below, locate the course or program you would like to import into this proposal.

Filter Programs

Mame = X
Add another filter | Filter by field v
Start Date: End Date: Sort Results By:
Name X

Exclude previously imported items

Search Available Curriculum | Select Another External System  Cancel Import

After clicking on the program, a new screen will pop up that looks like the picture below. Ignore any orange lettering and

click on Import this Item.

& memphis.cy om,

Import Data Into Your Proposal

CJ ifirm He ields that will be imported into your proposal (only fields that are mappes
o &Nt the ImBorted data fram cverwriing an existing feld in your oropa»sal
Unéhack that oid

fisted here). 1f you
ck “Import Fleld” te

Onee yeu cick Impert, your data will be validated agalnst the propesal. Any da(a that Is inceerect will have 2
Message talling you What is wrang with the data, and it will nct be imported into the form to prav Jart arrocs.
Fleld Name Data Preview Import

Criminclogy and Criminal Justice

= General Catalog Information: Tithe Criminal Justice, [HA)

Brief Description

» General Catalog Informati

= General Cataleg Ini Program has § cores and & Courses. o

Prospective
Curriculam, as it wou rar in the catalog,

Umport This Tlem  Return to Search Seleet Another External System | Cancel Tmport




How to Create a Program Proposal in Curriculog

After you import the program, click on the help text icon.

0O& =

*Note — Acalog Hierarchy will not import anything, choose your department from the dropdown menu.

Acalog Graduate gglact an option
Hierarchy
STEP 7c: Click on the help text icon. Read the Instructions, fill out the proposal and upload any required/needed
documentation by clicking on the plus page icon. Please make sure that you choose “Program” under the Choose

Program/Program Type field.

0a e B« £

STEP 8: Under the Prospective Curriculum, please import or add only one course that you know will be taught in that
Program and then continue the proposal. *Note — If you are completing a Program Revision or a Catalog Change/Edit

Proposal please skip this step.

Prospective
Curriculum, as it

would appear in
the catalog.” | Add Course | | Import Course

If you choose to press “Add Course” then you should be entering a New Course Proposal as well, because that course is
not already in the catalog. When you choose “Add Course” you will fill in the blanks of the requested field and then

press “Add Course”.

Add the course details below:
Prefix: |Course Prefiy

Code: |(Course Number

Mame: Course Name
Add Course Cancel

STEP 8: Click on the save icon if you are not ready to activate the proposal.

YE B

STEP 9: Once you are ready to submit your proposal, click on the play icon to activate the proposal.

YE B



How to Create a Program Proposal in Curriculog

e After you have started the proposal you will see this box in the top right-hand corner:

This proposal has moved on

This proposal has moved on in the workdlow.

STEP 10: After you have launched your proposal, you have to go in and ‘make a decision on the proposal. Click on the

checkmark icon to make your decision.

Ol & Gl®6 =

STEP 11: Click on either approve or reject, you can also put a comment if you choose when you approve or reject the

proposal. (If you reject the proposal, it is required that you make a comment.) After you have decided and possibly

commented, press Make My Decision.

DIEe G oo s

Your Decision
What would you like to do with this proposal?

Approve
Reject

Please comment on your decision below.

Make My Decision

e After you make your decision, it will move on to either the Department Committee or the Chair. This depends on

how your department is set up.
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VIEW YOUR PROPOSAL’S

STEP: To view proposals that you have originated click on the My Proposal Tab.
Curriculog™ Agendas  Accounts  Reports

My Tasks My Proposals Watch List = All Proposals

+ Mew Proposal

All My Proposals : 10 results :

CJUS - 7123 - Need to Know - Tori
steps: @@OOQ0

Last Activity: Apr 6, 2013 9:55 AM by Victoria Tardugno

Page: 1




