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1 Introduction

Welcome to the curriQinet META User Guide! We are excited to have you here! At curriQinet
META, we are focused on giving you the upmost customer service and curriculum management
solutions experience. On your journey, you may hit some windy roads, but this Administrative
User Guide is designed to make those roads easier to navigate.

This User Guide contains information related to administrative and general functions within the
curriQunet META platform. Administrative exclusive portions of the User Guide will be
identified with the following icon. <o
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2 curriQiinet META’s Uniform Options
Though some components and Figures displayed throughout this User Guide may vary from
what you see on your institution’s proprietary website, there are certainly commonalities.

Here is a list of buttons and options that are used throughout the curriQinet META website,
having consistent behavior throughout the site.

Symbol \ Explanation \ Example

N Click and drag any part of
the outer window to
resize.

w » | Click to expand or
minimize. This option will
also be available in some
instances to show
additional details.

X Click to close a window.
Any unsaved changes will
be deleted.

A Click to sort.

v

Click, drag, and drop to

Click to permanently
Delete something.

() Click to refresh the
window.

* All asterisked Fields are
required. Email*

® Click to Edit
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Actions

A Indicates a required Field.
This also operates as an
attention indicator

Q An Action in a particular —_
section is not allowed.

Figure 2-1
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3 Getting Started

curriQinet META is optimized for the most up-to-date versions of Google Chrome, Mozilla
Firefox, Microsoft Edge, and Safari. You can access curriQlinet META from a Windows or Apple
computer or laptop, as well as Android and Apple devices like tablets, iPads, and mobile
devices. curriQinet META’s design is responsive and adaptive for each of these devices and will
adjust to any screen size.

Your institution has its own proprietary curriQinet META link which will display its own
proprietary splash page.

Use this example to navigate to your curriQinet META website:
Sandbox (Test environment): [Name of college].sandbox.curriQiinet.com
e For example, if your university was Keene State College, the sandbox link would be as
follows:
keenestatecollege.sandbox.curriQiinet.com

Live: [Name of college].curriQlnet .com
e For example, if your university was Keene State College, the live link would be as
follows: keenestatecollege.curriQinet.com

3.1 Splash Page
After you have navigated to your institution’s proprietary link, you will arrive to your
proprietary splash page, which is the Public Dashboard view.
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Figure 3.1-1

Use case:

Content commonly used on the public splash page are public Reports and announcements.

3.2 Logging In
Once you have navigated to your proprietary curriQlinet META link, follow these instructions to
Log in:

1. 7 Click the Login button located at the top right of your screen.

2. 7 Click the Sign in to curriQlinet META text and a window will pop-up.

3. Enter your Email and Password.

Figure 3.2-1
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e To see the characters you have typed into the Password field, click the eye icon
located on the right side of the Password box.

e If you have entered your password incorrectly, you will see the following
message pop-up.

@ Sign in to currlQunet META X

The email or password provided is incorrect. Please try again.

Figure 3.2-2
4. 7 Click the Sign in button.

3.3 Reset Password
If you forgot your password or just want to reset it, follow these instructions:

1. 7 Inthe Login window, click the Forgot Your Password text located below the Sign In
button.

2. Another box will pop-up. Enter your email address.

3. /7 Click the blue Reset Password button. If your email address exists in the curriQiinet

META system, you will automatically receive an email prompting you to reset your
password.

Figure 3.3-1
4. Follow the steps in the email to reset your password.

@® Information:
You can also reset you password while logged in via the Account Info portion of Your Profile.
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3.4 Request Access
To have full control over your institution’s curriQiinet META website, you must have
Administrative access, otherwise you can request User access.

To ‘Request Access’, follow these steps:
1. 7 Click on the Login button located at the top right of your proprietary splash page.

2. 7 Click Request Access located at the bottom right of the pop-up.
3. Fill out the entire Request Access form.

Figure 3.4-1

4. 7 Click the Submit Request button.

At this point, your information is emailed to a system Administrator at your institution for
review to determine your access privileges. If approved, you will be given appropriate access.

Use case:
If a new faculty member joins but has not yet been added into the currlQunet system, that

faculty member will need to Request Access.
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3.5 Sign Out
Follow these instructions to Sign Out of your account:
1. 7 Click your Name located at the top right corner of any page.
2. A new window will appear.
7 Click the Sign Out button located at the bottom left of the window.

Figure 3.5-1
You are now signed out and will be routed to the main splash page.

3.6 Support and Help Desk

curriQunet offers a professional support team dedicated to providing quality customer care. Per
our standard SLA, we will respond to submitted issues in order as they are received, except in
the case of a system emergency.

e Emergencies are responded to with the highest priority.

e Customer Service Technical/Development staff are available by phone and email;
Regular support hours are Monday - Friday 6:00a.m. to 6:00p.m. Mountain Standard
Time.

e System maintenance and support are scheduled during non-critical usage times,
typically Thursday evenings. Update and maintenance notices are sent to your
institution’s System Administrators notifying of date and potential down times for
system maintenance and updates.

3.6.1 Ticketing Process

In addition to the escalation strategy noted above curriQunet will also provide you with a
means to expedite the submission and resolution of support tickets based on the client criteria
described in Section Users with appropriate permissions to the curriQunet support desk are
able to submit support requests and monitor their progress in real time.
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All submitted tickets can be followed via the ZenDesk system located at:
https://governet.zendesk.com/hc/en-us



https://governet.zendesk.com/hc/en-us
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4 META Site
If your account has Administrative Permissions, you will have full control of your institution’s

site.

If your account does not have Admin access, look for this icon < throughout the User Guide to
recognize which sections will not apply to your account.

See below for a snapshot of your proprietary META site upon logging in.

There are four parts of the page defined as follows:

1.

Global Navigation — This part of the page is always static. You will always see the same

navigation options no matter where you are on the site.

Context Navigation — This navigation will always appear on the screen. Navigation
options will vary depending on which part of the site you are on.

Body — This is where all the content on your institution’s website will be displayed.
Properties — Dependent on where you are on the site, Properties may or may not
appear. Within Properties, you can customize items within your site.

Figure 4-1

Below is a snapshot of the main Administrative page’s features.
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Figure 4-2

4.1 Global Navigation
The Global Navigation portion of the screen will encompass the following options.

Logo — In the example Figures used throughout this User Guide you will see the
curriQinet logo. However, on your institution’s site, your logo will replace the
curriQlnet one.

Dashboard

Curriculum — You can customize which options display in the Curriculum menu as well as
customize the naming convention of options. This menu is completely proprietary to
your institution based on what services you have licensed with curriQinet META during
your onboarding process. For example, if you have added the Program Review module,
you will see it displayed under the Curriculum tab. By default, all clients will license
Curriculum Management, Courses, and Programs. In order to populate what appears on
your institution’s proprietary platform, contact curriQinet META’s support team and we
will configure this for you. Likewise, individual User access Permissions can be
configured.

Reports

Name — Clicking this will bring up your Profile, Help and System Configuration. Note that
the Username is your email address.

Create New Proposal

Search

@ Information:

User assigned Permissions dictate what each User is able to see in the Global Navigation as well
as throughout the entire curriQinet website. Remember, curriQinet customizes the platform
for your institution.
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Figure 4.1-1

4.2 Dashboards

In this section of the User Guide you will learn about Dashboards. The Dashboard menu is
located in the Global Navigation menu. Clicking on Dashboard from here will always navigate
you to the main Dashboard page.

Figure 4.2-1

There are two different kinds of Dashboards available once you are on the main Dashboard
page:
e Public— Anyone who has access to your institution’s proprietary web link has access to
the Public Dashboard.
e Global — Anyone who is logged in to your proprietary institution’s account can view the
Global Dashboard.

® Information:

Toggle between Dashboards by clicking on the drop-down menu located to the right of
Properties. By default, Global Dashboard is selected.

8% Dashboard @ Curriculum = = Reports ~

8%  Global dashboard ~

Global dashboard
Public dashboard

Figure 4.2-2

4.2.1 Public Dashboard

Anyone who has access to your proprietary web link has access to the Public Dashboard. Having
an account or being logged in is not necessary to view this Dashboard. The Public Dashboard is
essentially the page you are on prior to Logging In.
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You are limited to the following activities via the Public Dashboard:
e View Message to Everyone.
e Limited Search options.

If you need to do anything more than the previous bullets, you will need to Request Access to
an account.

As an Administrator or User, if you are toggled onto the Public Dashboard, any changes made to
the page’s body will reflect on the splash page in real-time.

Figure 4.2.1-1

4.2.2 Global Dashboard

Anyone who is logged into to your institution’s account can view the Global Dashboard. To
access the Global Dashboard at any time while logged into the site, click the Dashboard button
located at the top left of the screen just next to your institution’s logo.

Figure 4.2.2-1

® Information:
Toggle between Dashboards by clicking on the drop-down menu located to the right of
Properties. By default, Global Dashboard is selected.
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25 Dashboard @ Curriculum ~ 2 Reports ~

82 Global dashboard ~

Global dashboard
Public dashboard

Figure 4.2.2-2
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5 Widgets
In this section of the User Guide, you will learn what the purpose of each Widget is, how to Add
Widgets, how to Remove Widgets, and how to Edit Widgets

Widgets are available from the Context Navigation portion of the screen. Click the Context
Navigation to open the list of available Widgets.

Figure 5-1

Click the X icon located to the right of Dashboard Widgets to close the Widgets menu.

Figure 5-2

If you click within any Widget, Widget Options will automatically open on the right side of the
screen. As you can see in Figure 5-3, the Active Widget, or Widget you have clicked into, will
have a border around it.
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Figure 5-3

5.1 Add a Widget — General Information
Follow these steps to Add a Widget to the body of the page.
1. 7 Click on the Context Navigation located on the left rail of the screen.

Figure 5.1-1

2. 7 Click and hold anywhere on the widget while dragging it to the Body of the screen.
3. You will see an orange shadow box appear once the widget is able to be placed in a

specific location.
7 Let go of the click and the Widget will be added in that location.
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Figure 5.1-2

4, 7 Once the Widget has been added, you can begin customizing the Widget options.

'o My Courses <

S50C 9999 Introduction to Art History

MC New Course © Draft

|* Delf:e| |—‘ j\e:o‘t:'|

BUS 001B Managerial Accounting

Test Proposal Type 4 In Review

= Reports~

Figure 5.1-3

After a Widget has been Added, it will no longer appear in the Dashboard Widgets selection

menu. The only exceptions are for Links and Formatted Text, as you can have numerous of
these Widgets.

For example, in Figure 5.1-4, My Programs was added to the body of the site from the
Dashboard Widgets menu, which is why it no longer appears on the list.
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Figure 5.1-4

5.2 Widget Options — General Information
Click, drag, and drop any available option from the Dashboard Widgets to the body of the page.
The shaded orange box will appear indicating where the Widget will be dropped.

Figure 5.2-1

When you have selected any Widget in the body of the page, you can make adjustments to the
Widget Options within the Properties portion of the screen which is located on the right side of
the screen. You can also click directly on the Properties icon and then click directly on a Widget
to make revisions.
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s> Widgets Options X
Change properties and options of the =slected dashboard widgst.
Title

Alessandra's Searches
Visibility

Show on all user dashboards

Figure 5.2-2

e Title — What you type into the Title box within Widget Options will appear as the Widget
Title.

Figure 5.2-3

e Show on all User Dashboards — Tick Show on All User Dashboards to include the Widget
on all User’s Dashboards at your institution. The presentation of the Widget (size and
position) will display the same on other Dashboards as yours, however the Widgets can
be adjusted per each Dashboard, so customize your own Dashboard as you see fit.
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Figure 5.2-4

To close Widget Properties, simply click on anywhere that is not a Widget in the Body of the
screen, or click the X located at the top right of the properties box.

® Information:
Widget Options cannot be modified unless the Dashboard Widgets is open.

5.3 Available Widgets

Below is a brief description of the available Widgets. You will be given more detail about each
Widget later on in this User Guide.

The following Widgets are available to Add to the site:

My Courses — If a faculty member is logged in with their Username, and this Widget is
added to their Dashboard, their Course Proposals that have been initiated or launched
will populated.

My Programs — If a faculty member is logged in with their Username, and this Widget is
added to their Dashboard, their Programs will automatically populate.

My Approvals — If a faculty member is logged in with their Username, and this Widget is
added to their Dashboard, all the Approval Processes the faculty member is part of will
populate.

My Searches — When a faculty member is logged in with their Username and this
Widget is added, all their Saved Searches will automatically populate within the Widget.
Links — The system Administrator can add Links.

Formatted Text — Add this Widget to the page to add content via a rich text editor which
contains the ability to bold, add links, add tables, etc.

Login — Add this Widget to the Public Dashboard if you choose to have a secondary place
to Login.

5.3.1 My Courses
The My Courses Widget will populate with all of your Proposals and also those which are
pending your Approval.




currlQunet | meta

's My Courses =
S0C 9999 Introduction to Art History
MC New Course @ Draft
BUS 001B Managerial Accounting
Test Proposal Type 4 In Review

Figure 5.3.1-1
5.3.2 My Programs
Throughout this section of the User Guide, you'll be provided with all the information you will
need to understand the My Programs Widget.

Faculty members tend to be associated with a very small number of Programs. The exception to

seeing many programs populated would be a department head or division head being assigned
as a co-contributor.

Figure 5.3.2-1
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5.3.3 My Approvals

As you just learned, the My Approvals Widget displays all the Courses or Proposals that you
have launched into a Workflow. Essentially, these are the items that you are looking for
Approval on, as you are associated with these items. So, because of your Role, and your
allocated Permissions, you have a function within the Workflow. Those items are listed within
the My Approvals Widget. These are the same Courses or Proposals that will display within
Approvals which will be discussed at a later time in this User Guide.

1 My Approvals

ANTHR 013 - Urban Anthropology

MC Course Modification 4@ In Review
Position: MC - Division Dean
Pending Changes: No

Figure 5.3.2-1

5.3.4 My Searches
All of your Saved Searches will auto-populate into the Widget.

Per Figure 5.3.4-1, when the Context Navigation is open, the Admin has the power to Delete ad
hoc Saved Searches. When the Context Navigation is closed, you cannot Delete, as the trash
cans will not appear.
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Figure 5.3.4-1

5.3.5 Links
To Add a Links Widget to the Dashboard, follow these instructions:
1. 7 First, click, drag and drop the Links Widget to the body of the screen.
2. 7 Click the blue Add New Link button within the Links Widget you have dragged into the
Body of the screen.

Figure 5.3.5-1

3. Now, the Add New Link window will pop-up. Add the Link Label as you want it to
show up on the Widget.
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@ Information:
The Link Label is mandatory.

Figure 5.3.5-2

4, Next type or paste in the Link URL.

Figure 5.3.5-3
5. 7 Last, click the blue Add Link button.

The Widget has now been updated. The Link Label is hyperlinked and when you click it the URL
will open in a new tab.
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Figure 5.3.5-4

® Information:
You can add an unlimited number of Links Widgets to the page and you can also have numerous

Links within each Links Widget.

5.3.6 Formatted Text
The Formatted Text Widget allows you to add custom rich text content to the body of the page.

When toggled to the Public Dashboard view, this Widget allows for information to be shared
that all visitors will see.

Here’s how to Add and use the Formatted Text Widget:
1. 7 After you have added the Formatted Text Widget to the body of the site hover your
mouse over the top portion of the body of the Widget.
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Figure 5.3.6-1
2. 7 You will now see the dotted line box appear. Click into that box.

3. The Rich Text editor will appear. Enter the text using the Rich Text editor to format
as you desire.

Figure 5.3.6-2

4. 7 When you have finished, click anywhere outside of the Widget and your changes will
automatically be saved.
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Figure 5.3.6-3

@® Information:

You can add an unlimited number of Formatted Text Widgets to the page. For example, maybe
one Formatted Text Widget is a message, and another is a reminder of upcoming holidays, and
perhaps another Widget explains who to contact with questions.

5.4 Dashboard Widget Comparison — Public vs. Global Dashboard
See below for a comparison of which Widgets are available on the Public Dashboard and Global
Dashboard

Public Dashboard Global Dashboard
Links Yes Yes

Formatted Text Yes Yes
Login Yes No
My Courses No Yes
My Programs No Yes
My Approvals No Yes
My Searches No Yes

Figure 5.4-1

5.5 Widgets with Elements in Drafted Status
When programs are in Draft Status, you will only see the Delete and Reports button. You
cannot Deactivate or Modify a Draft.




currlQunet | meta

Optical Microscopy

MC Program Modification @ Draft
| = Delete | = FReports~
Figure 5.5-1

To make changes to a Drafted Widget element, click on the bolded title. You will now be able to
make changes to the Draft.

5.6 Edit a Widget

If a Proposal is in Drafted Status, you can make changes to the Proposal by clicking on the Draft
Title within the Widget.

As you can see in Figure 5.5-1, when hovering over the Draft Title, the Title becomes
highlighted.

Figure 5.6-1

You can also relocate or resize each Widget. To relocate a Widget, simply drag and drop the
Widget to a different location in the Body of the screen. As you drag the Widget, the orange

shaded box will appear in the location where the Widget will relocate to once the mouse click is
released.
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Figure 5.6-2

® Information:
Widgets cannot be moved unless the Dashboard Widgets is open.

Figure 5.6-3

To resize a Widget, follow these instructions:
1. First, open Dashboard Widgets.

@® Information:
Widgets cannot be altered unless the Dashboard Widgets is open.

2. 7 Hover your mouse over the Widget.
You will see the resize arrows appear on the top left and right corners of the Widget.
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Figure 5.6-4

3. 7 Click and drag a part of the Widget to adjust the overall size of the Widget including
the width and height.

Figure 5.6-5

@ Information:
As you already learned, the site is responsive. As a result, the Widget will also resize

responsively.

5.6.1 Edit a Widget — General Information
My Courses and My Programs will have the following options contained within their Widgets.
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As the buttons are dynamically updated to show only applicable ones, see below for which
buttons will be hidden for Draft Proposals.
e Modify — If a Proposal is in Draft Status, this button will be hidden.
e Deactivate — If a Proposal is in Draft Status, this button will be hidden.
e Delete — Clicking Delete will permanently remove any associated information with the
Proposal. Deletion cannot be undone.
e Reports— Take various Report actions from here.

Use case:

You may want to Delete proposals if duplicate ones were launched, the Proposal was created
with the incorrect Proposal Type, or if a Draft Proposal is no longer needed.

5.7 Remove a Widget
Complete these actions to Remove a Widget from the body of the page:
1. 7 Onthe body of the page, click and hold anywhere in the Widget title that you would
like to remove.
2. 7 While holding the click, drag the Widget back to the Dashboard Widgets section and
release the hold.

Figure 5.7-1

The Widget will now be removed from the body of the page.
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6 System Configuration

Within System Configuration, you can do various Administrative tasks such as Assign User
Permissions, Create Workflows, Add Users, etc. Within this section of the User Guide, you will
be able to gain a complete understanding of the System Configuration portion of the site.

To access System Configuration, click on your Username located at the top right of the screen
and then click on System Configuration.

Figure 6-1

Here you can configure the following:

e Profile — Add and revise your personal Profile including your password.

e Position — Create New Positions and Edit existing ones.

e Position Groups — Position Groups are nested Positions.

e Users — Configure Users, Positions, Permissions, etc. from here.

e Workflows — A Workflow contains the steps that need to occur after a Proposal has
been Launched .

e Proposal Types — Create and View Proposal Types from here.

e Lookup Manager — The Lookup Manager contains a list of Proposal Fields that can be
Viewed, Managed, and Edited by an Admin User.

e Cross Listings — A Cross Listing is a Course that is identical to another Course located
somewhere else at the institution.

e Action —View and Create New Workflow Actions.

e Holiday — Add Holidays here for reference. These can be known Holidays, or ones your
proprietary to your institution. From this tab, you can also define any periods of time
you want skipped within a Workflow.

We’'ll go into detail about the above configurations in the sections to come.
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7 Profile

The Profile section of the website is where you enter your personal information. This is all the
information that is associated with you, as a User.

® Information:
Email, First Name, and Last Name are required.

Use case:
e Having an updated Profile is useful for when someone Searches for your Profile. For
example, if a faculty member would like to contact you, they have access to your email,

business number, extension and mobile number.
e Another reason you may want to update your Profile is if you get married and you can
change your last name within your account here.

To access your Profile, click on your Username located at the top right corner of the screen. An
additional window will open. At the bottom left of this window, click Profile.

Figure 7-1

7.1 Account Info
If you want to change your password while you are already logged in, here is the place to do it.

To change your Password while logged into the platform, complete these steps:
1. 7 Within your Profile, simply click the hyperlink ked text beside Password, which reads.
Click here to change your Password.
2. You will now be routed to the Change Password page.
Enter your current Password into the first box.
3. Enter your new Password into the second and third boxes.
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® Information:
Passwords must be at least six characters long.

4. 7 lLast, click the Change Password button and your Password will be updated.

Change Password

Use the form below to change your password.

New passwords are required to be a minimum of 6 characters in length.
Current password

New password

Confirm new password

Change Password

Figure 7.1-1
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8 Position
Within curriQinet META there is a hierarchy of Positions — Division, Department and Subject.
Within the hierarchy, you can assign Positions to different Titles.

To access Position, first click on Username located at the top right corner of the screen, then
click on System Configuration.

Figure 8-1

8.1 Create New Position
Here are the steps to creating a new Position:
1. 7 Once you have accessed Position within System Configuration, click on the Create
New Position button located at the top left side of the Position screen.

Figure 8.1-1

2. You will now be prompted to fill out the Add New Position Form.
First, fill in the Title field.
This Title is what the Position will be labeled.
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Figure 8.1-2

3. 7 Next, select the Lowest Tier from the drop-down menu.
This Field will dictate which minimum Workflows Users with this Position are permitted
to access.
e Organization-Wide — If selected, this Position can View and Edit all items within
the entire site.
e Division — If selected, this Position can View and Edit all Division, Department
and Subject information within the site.
e Department - If selected, this Position can View and Edit all Department and
Subject information throughout the site.
e Subject — If selected, this Position can View and Edit only Subject information.

Lowest Tier”

Organization-Wide
Divisian
Department
Subject

Figure 8.1-3

4. 7 Select access Permissions for the following:
e Has Agenda Report
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e Can Edit In Review — During the Review Process, this User is allowed to go in and
make changes to the Proposal.

¢ Global Position — Allows all colleges in the district to use this position in their
Workflows, regardless of the primary institution.

e Can Attach Files In Review — While the Proposal is in Review, the Position can
still add attachments.

5. 7 Last, click the blue Create button located at the bottom right of the Add New Position
window.
The Position has now been created and will appear on the list of Positions.

8.2 Edit Position
If you need to make changes to an already created Position, simply click the Edit icon beneath
Actions for the Position you’d like to revise.

Figure 8.2-1

After you have made your revisions, click the Update button at the bottom right of the Update
Position window.

8.3 Search for a Position

In the Search bar located at the top right of the Position screen, begin typing in a keyword
which may exist within the Position. Search results will dynamically begin to populate as you
are typing. In Figure 8.3.1 below, | typed ‘tra’, so results populated that contained ‘tra’ within
the Position, even if it is not directly within the Title itself

Figure 8.3-1

8.4 Position Example Explained
In the below example, | have searched for Training. One result was returned. The title of the
result is Training Direct. The Lowest Tier of Permissions allowed is Division. Access Permissions
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allowed are Edit in Review and Global Position.

Figure 8.4-1

8.5 Delete Position
Follow these instructions to permanently Delete a Position:
1. 7 If you would like to permanently Delete a Position, click the trash can icon located to
the right of the Position you’d like to Delete.

Figure 8.5-1

2. The Delete Position window will pop-up.
7 Confirm you indeed want to permanently Delete the Position and then click the
Delete button.
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9 Position Groups
Navigate to Position Groups via System Navigation.

Figure 9-1
A Position Group is essentially a nested Group of Positions within a Workflow. In order for

something to be considered a Position Group, there must be more than one User assigned a
Position.

Use case:

The President, Division Dean, and Vice President all want to be included in a Position Group
which is included in some or all of the Proposal.

Once on this page, you will see any existing Position Groups, and have the option to Add New
Position Group, Search, etc.

Figure 9-2

9.1 Add New Position Group
Here are the steps to Add a New Position Group:
1. 7 First, click the green Add New Group button which is located at the top left of the
Position Groups screen.
2. You’ll now be prompted to Create the associated Workflow.
Type in the New Position Group Title.
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3. 7 From the Positions drop-down menu, select the Positions you’d like to be included in
the New Group.

® Information:
If you’d like to Delete an added Position from the list, simply click the trash can icon located to
the left of that position.

4. 7 For each selected Position, tick the box(es) with the permission(s) you’d like to grant.

e Note — Members within a group can generate Notes about a particular
Proposal that is only seen by that group. This note is not public and can only
be viewed by select Users. It allows for the group to have asynchronous
communication. For example, Users can selectively communicate with each
other via the Note. If the User has access to viewing Notes, they will be
displayed via Comments within Proposal History.

e Vote — A Vote action either moves the proposal forward in the Workflow or
finishes the Workflow. Vote actions require a target level, or if the action
completes the proposal, a target status. Vote agents enable someone to act
on behalf of another person

Use case:
e [f there is a Curriculum Committee at a step in the Approval Process, members of the
group can participate in a popular Vote and the Committee Chair can take Action from

there.
If someone is unable to Vote because they are on vacation, another person can be
assigned a Vote Agent on their behalf.

5. 7 If applicable, select if you the selected Positions should be part of a Vote Group.

Figure 9.1-1

6. /7 If applicable, select if the Group should be part of a Notes Group.
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® Information:
Vote Group and Note Group are options enabled by curriQinet META. If those options are not

enabled, they will be grayed out.

7. 7 Last, click the Save button.

® Information:
There is no limit to how many Positions there can be within a Position Group.

Use case:
Start and end dates may be used for temporary positions, visiting faculty members during a

specified period of time, etc.

9.2 Position Groups Example Explained
In the example below, the Position Group is called Financial Impact Review Committee. The
Positions Added are President, Division Dean, and Vice President of Instruction. Each Position

has been assigned the Permission to Add Notes, Delete Notes, and Permission to Vote. Each
Position is also part of a Vote Group.

Title *
Financial Impact Review Committee

Positions *

--Add Position -- h
Manage
Position Add Note Edit Note Delete Note  Vote Agent Reviewers
i MC - President
T MC - Division Dean
T MC - Vice President of Instruction

Vote Group

Notes Group

Figure 9.2-1
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10 Users =o

To navigate to Users, first click on your Username located at the top right of the screen and
then click on System Configuration. Depending on your User Permissions, Users may or may not
appear in the left rail per the Figure below.

Figure 10-1

Here is a snapshot of the Users page.

Figure 10-2
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10.1 Edit Users =©
Under the Actions column, click the pencil icon to Edit a User.

Figure 10.1-1

From here you can Edit the User Permissions, Approval Permissions, and Origination
Permissions. Tick option(s) to give respective Permissions.

Figure 10.1-2
Aside from Editing a User Profile, you can also Edit User Roles under the Edit option.

By default, Approval Permissions are institution-wide and need to be restricted and/or Filtered
to the correct departments, or the User will be involved in all Workflows.

10.1.1 User Roles =o
The following User Roles are available:

e Admin

e Catalog Coordinator
e Live Edit

o User

e Contributor

Admin

An Admin User is the Administrator of the curriQiinet 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
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institutional chain of command. 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 curriQinet and the curriQinet support team are Admin Users, and
all other Users should contact the Admin users to have their questions and concerns addressed.
In short, an Admin has the highest level of Permission at the institution within the curriQinet
META platform.

Use case:
Anyone who needs full Permissions to mange any part of the website should be assigned as an

Admin.

Catalog Coordinator

If your institution has the Catalog module, a User assigned with Catalog Coordinator
Permissions can Create Catalog Proposals, Edit Catalog Proposals, assign Users, etc. Think of
this as an Admin Role, specifically for Catalog tasks.

Use case:

Someone on the campus is responsible for having the Catalog created, reviewed and
published. Within the process, there can be Workflows and User assignments. Parts of the
Catalog can be broken up and sent to different groups of people to review and approve. A
Catalog Coordinator eliminates having to give a person Admin Permissions to do Admin level
Catalog module tasks.

Live Edit

The Live Edit Role gives a User the power to Edit any Proposal at any time, in any Status or
department, as an Admin User does. This does not permit 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
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instead of the User. This means that a User can only make changes to the Proposal when acting
in that specific Role on Proposals on that step in the Workflow.

User

All users in the curriQinet META system must be assigned the User Role in order to be in Active
Status. It is assigned by default, and if it is removed, the User will not be able to Login 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 and able to View Proposals but will not be able to
create Proposals on their own. This Role is for informational functions. If a User with the
Contributor Role is assigned Origination Permissions, they will be able to create Proposals.

Use case:
e An accreditation team is on campus for a few weeks and while they are present, they
want Contributor Permissions so they can review approval dates, but not make any

changes.
Someone from the community may want to View a Proposal but not be able to take
Action.

10.2 Active/Inactive Users =©
There are two different Statuses for a User, either Active or Inactive.

e Active — These people can use the site on a regular basis. When accounts are Active, a
checkmark will appear in this field. For more information on Activating a User, click
here.

Active -

v

Figure 10.2-1
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e Inactive — If an account is Inactive, nothing will appear beneath Active for that person
within the Users section of System Configuration. For information regarding
Deactivating an account, click here.

Active

Figure 10.2-2

Use case:

If a faculty member goes on sabbatical or a leave of absence their account should be made
Inactive.

10.2.1 Activating Accounts =0
You can easily Activate a User’s account.

These are the steps to put Users into Active Status:
1. 7 First, navigate to System Configuration.

Figure 10.2.1-1

2. 7 Click on Users which is located on the left side bar of the System Configuration list.
3. Search for the User you would like to Activate.

The Search option is located at the top right of the System Configuration screen.
4. 7 Click on Activate button under Actions for the desired User.
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Actions

Figure 10.2.1-2

5. You will now be prompted to verify the Activation.
7 Click Yes if you would like to move forward with the Activation.

The User has now been Activated. Because this User’s Profile has been set to Active, a
checkmark indicating an Active Status on the Users System Configuration page will now appear.

Active

v

v

Figure 11.2.1-2
10.2.2 Deactivating Accounts =0

Follow these steps to put Users in Inactive Status:
1. 7 First, navigate to System Configuration.

Figure 10.2.2-1
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2. 7 Click on Users which is located on the left side bar of the System Configuration list.
3. Search for the User you would like to Activate.

The Search option is located at the top right of the System Configuration screen.
4. 7 Click the Edit button (pencil icon) under Actions for the desired User.

Actions First Name Last Name
@ Curriqunet UserT
) Currigqunet User5

Figure 10.2.2-2

5. 7 On the next window, untick the box under User.
6. 7 Scroll to the bottom of the window and click the blue Save button.

The User is now Deactivated. As the User’s Profile is no longer in Active Status, there will not be
a checkmark under Active on the User’s System Configuration page.

10.3 Add User =
To add a new User, follow these instructions:

1. 7 Click on the green Add User button located just to the right of the System
Configuration menu to Add a New User.

Figure 10.3-1

2. A Create User window will pop-up.
7 Fill out the relevant fields.




currlQunet | meta

Figure 10.3-2

e Email — This is what is used when logging in.
e Password — A temporary password is set-up. Once a User has access to their account,
they will be prompted to reset their password.

e Primary College — If the school is part of a district, the specific part of the school can be
selected

3. 7 Click the Create button located at the bottom of the form.
If you click Cancel, the window will close, and your modifications will not be saved.

Upon clicking the Create button, the Email address entered will receive an email indicating their
curriQunet account has been created. The email will include a temporary password and upon
logging in for the first time, they will be prompted to change their password.
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10.4 Approval Permissions «o
In short, Approval Permissions will dictate what a User can do within the platform.

Particularly , Approval Permissions give a User the ability to be part of the Approval Process for
certain Proposals, or all Proposals, dependent on the Position. The User must have a Position
assigned and must be part of the Proposal’s Workflow in order for the User to take Action in an
Approval Process.

Click Approval to Edit current Permissions and Add Permissions. If any Approval Permissions
have been added, they will display here.

Figure 10.4-1

Follow these steps to Add an Approval Permission:
1. 7 Click the green Add Permission button.
2. An Add Permissions pop-up window will appear.
7 From the Position drop-down menu, select the applicable Permission.

Figure 10.4-2
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3. 7 If the Position has Filters beneath it, select the relevant option from the drop-down.
If the Position does not have Filters beneath it, skip to step 5.

4. Based on what you select to Filter On, the list below the Start/End Date will update
dynamically.
7 Select the appropriate option(s).

Figure 10.4-3

5. 7 Next, select the Start Date and End Date of the Permission.
The Permission will only be Active during the specified selected period.

® Information:
By default, the Position will be assigned immediately with no end date until manually removed

from the User The default dates are indicated by being grayed out.

Use case:

Start and end dates may be used for temporary positions, visiting faculty members during a
specified period of time, etc.
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6. 7 Last, click the Save button.

10.4.1 Approval Permissions Example Explained =o

Per example Figure 10.4.1-1 below, all Users assigned to the Position Division Faculty within the
Division of Business Education are only allowed to participate in what was selected within this
Permission starting on 6/13/2023 to an unspecified date. (Figure 10.4.1-2)

Figure 10.4.1-1

Figure 10.4.1-2

10.5 Origination <o
Origination Permissions give a User the capability to Originate certain Proposals, or all
Proposals, dependent on the User’s Permissions. A User could be restricted to only Originating

Proposals for a certain subject, or only Proposals for subjects and programs within a certain
department, and so on.
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Once you are in this window, you have the option to View any existing Originations, Edit
existing Originations, or if you click Add Origination, you can create a new Origination

Figure 11.5-1

10.5.1 Add Origination o
To Add an Origination, follow these steps:
1. 7 Oncein Users, click the Edit icon (pencil) under Actions.
2. 7 Click the green Add Origination button located on the left side of the window.

Modify Originations X

Select All Remove All

Origination Level
Divisicn v
Organization
Academic Support/DSPS
Administrative & Student Services
Applied Behavioral Sciences
Biological Sciences
Business Education

Counseling Services

-

Save Cancel

Figure 11.5.1-1
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1. You are now in the Modify Originations window. You will see a list of what Proposals
you are allowed to Originate areas from.

2. 7 Select the Origination Level from the drop-down menu.

Depending on how your institution is set up, you may see different options than the
below example.j

Figure 10.5.1-2

3. The list of available Organizations will dynamically update based on what you selected in
the Origination Level drop-down menu.

7 Select the Organizations one at a time, or simply click the green Select All button
located at the top left of the window to tick all options at once.

Likewise, you can click Remove All to unselect the ticked options.
4. 7 Last, click the Save button.

Your Origination will now appear on the main Origination window.

Figure 10.5.1-3
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Use case:
A new faculty member is being set up in the system and you limit this person’s capability to

Originate certain subjects or Course codes.

@ Information:

When your institution is being onboarded to the curriQiinet system, you will provide your
Organizational hierarchy. Your hierarchy (Divisions, Departments, Subjects) is then populated
into the system as a starter list. You can make updates via curriQinet META’s Organizational
hierarchy, which you’ll learn about in a different section of the User Guide.

10.5.2 Edit Origination «o
To Edit an Origination, simply click the Edit icon located beneath the Actions column. Upon

clicking Edit you will navigate to the Modify Originations window.

Figure 10.5.2-1
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11 Workflows =e

A Workflow contains the steps that need to occur after a Proposal has been Launched. The
Workflow Process also determines what Positions are involved in those steps and what
capabilities are authorized at those steps.

Once you, the curriculum manager, have navigated to Workflows under System Configuration,
you will see the list of all the existing and drafted Workflows you have access to displayed on
the Workflows screen.

Figure 11-1

e Workflow Title — This is the naming mechanism assigned to the Workflow. Each
Workflow Title should be unique as it runs a proprietary unique process.

e Action — The text beneath the Action header indicates what was done to the specific
Workflow. For example, does the Workflow create something New, does it Modify
something that already exists, or does it Deactivate something that already exists?

e Created Date — This is the Date the Workflow was originally Created on.

e Last Modified — This header indicates when the specific Workflow was last revised. If a
Workflow was Created, but never changed, this column will remain blank.

Use case:
e Some Users may want to keep Historical knowledge of Proposals. For example, staff
may want to see the Workflow to look back at Courses reviewed and approved

internally years ago, but the Dean had never officially approved the Position within the
institution.

Suppose a university has a six year plan, so the Workflow will need to be modified
every six years. The university could name their Workflow Title ‘6 Year Plan’.
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® Information:

curriQuanet META will always keep a Historical record of all Workflows in their entirety.
Essentially, there is always an available trace of every step of Workflows, from New, to Modify,
to Deactivate.

11.1 Approval Workflow
Approval Workflows, sometimes referred to as Approval Processes, define the Process of
Approving new curriculums.

Once you click on the Edit button under Actions for the respective Workflow you’d like to View
or Edit on the main Workflows page, you will be brought to the Approval Workflow page.

Figure 11.1-1

As you see in Figure 11.1-2 below, The Approval Workflow page contains two sections — Drafts
and History.
e Drafts — These Workflows are not Active. They can be Edited and Launched when ready.
e History — The History section includes the current Active versions of the Workflow.
These are the Workflow being used now and the top record will not have an End Date.
Active and Historical Workflows cannot be Edited. You can View and Copy Active and
Historical Workflows.
o Begin Date — This is the Date the Workflow was Activated. In most cases, this is
the same as the Create Date.
o End Date — Once a Workflow is Activated and until a Workflow is Completed,
there is no End Date for that Workflow. As a result, when a Workflow is
Completed, the End Date will automatically update to the date the Workflow
had ended or been deactivated.
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Figure 11.1-2

11.2 Creating a New Workflow ¢
Though you may find it easier to Copy to Draft, sometimes you will need to Create Workflows
from scratch.

Here’s how you create a brand New Workflow:
1. 7 Within System Configuration, click the Workflows category on the left-hand side of
the screen.
2. 7 Next click the green Create Workflow button located just below the Workflows
heading on the page.

Figure 11.2-1

3. The Create Workflow window will appear.
Create a Title for your Workflow.
4. 7 Create a Workflow Action.
The Action can either be New, Modify, or Deactivate.
e New — The outcome of the Workflow will be to create something New.
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e Modify — The effect of the Workflow will Create a change, as you can’t make

changes to Workflows currently in use.

Use case:

You will want to create a Modify Workflow when you want to make a change to an existing

Workflow.

e Deactivate — The result of the Workflow will be a Deactivation.

5. 7 Now click the blue Create button to begin working on your Workflow.

Figure 11.2-2
6. The Workflow you began to Create will now be displayed under Drafts on the Approval
Workflows page.
7 Click on the Edit button beneath Actions for the Workflow Title you just created.

At this point, you are on the Design Surface where you can design the entire Workflow.

Here’s a snapshot of the Workflow Builder page:
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Figure 11.2-3

® Information:

e Fach Workflow will always begin with an Originator at Level 01. The Originator Level
cannot be removed.

e The last Level will always be an approval.
7. 7 Choose the first Position as needed by selecting the Position from the drop-down

menu to the right of each Level.
This drop-down menu will display all Positions available at the institution.

Figure 11.2-4
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8. 7 Click the ‘+' button beside the Select a Position drop-down to add it to the Design
Surface.

9. After clicking the ‘+’ sign, the Step Properties window will automatically open.
7 Click here to navigate to the Step Properties instructions.

10. 7 Add as many Positions to the Design Surface per Level as needed.

11. 7 Click the gray space for each Level to fill out the Level Properties.
Clicking on the Level makes that Level Active so you can proceed to Add Properties.

Figure 11.2-5

e Level Name — Use this at your convenience to customize the Name of your Level.

e Prevent Administrators From Skipping This Level — It is possible for Admins to skip
Levels when taking a Proposal through a Workflow. When constructing the Workflow,
there is an optional checkbox on each level that, when checked, will prevent Admins
from being able to skip that particular Level if it is required by the district or state
entities.

e Vote Actions — Vote Actions require a Target Level, or if the Action Completes the
Proposal, a Target Status. The Target Level drop-down can be set to any Level in the
Workflow, or Next Level can be selected to push the proposal to whichever Level in the
Workflow that comes after the current Level.

e Request Change Actions — Request Change Actions returns the Proposal to the
Originator (Level 01), and then typically returns it to the User who requested the
change. However, if the proposal should return to another User, a different Level may
be selected.

12. 7 Click on each added Position which makes the Position Active and fill out the Step
Properties for the respective Active Position.
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Figure 11.2-7

e Position — This is what you have selected within the Level of the Workflow.

e Custom Organization Binding — If the Custom Organization Binding checkbox is ticked,
specify the binding in the Proposal Type created using this Workflow.

e Conditional Step Configuration — By default, this will be set to Not a Conditional Step.
However, some Workflows may allow a Conditional Step because of creating binding
selections within the Form. It allows you to alter the Workflow as far as the participants
at the time you use the Workflow.

e Reminder Days — Once a task enters the Workflow for a Position, the person assigned a
Position will automatically receive an email notifying them. If you enter a response for
Reminder Days, the Position will get a second notification which is this option, the
entered number of days indicated if no Action has yet taken place. This is independent
of the Actions outlined in the next set of bullet points.

e Actions — Click the’+’ button to bring up additional options.

o Approve

Denied

Hold for Changes

Approve

Approved for User Implementation

Dean Not Supported

O 0O O O O

@ Information:
Custom Actions can also be created. You’ll learn about this later in the User Guide, but to
navigate right to that section, click here.

Below each Action you have added you have the option to add a Default behavior by ticking the
box to the right of Default. Enter the number of days before the system should send a
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Reminder Notification via email to the User(s) assigned this Position preceding to a Default
automatic Action occurring. You can also select to send a warning email prior to the default
action taking place. If the User or Admin needs to be reminded of additional items, they will all
be included with one single email. For example, if the Division Dean had 10 different Proposals
they needed to take Action on, they would receive a single email every designated number days
until each Proposal is addressed.

@ Information:

Default Actions are single select, meaning you can only have one Action selected at a time. For
example, | cannot tick Actions for Denied and Approved. If Denied was ticked first, it will be
deselected with Approved is ticked.

Here’s an example of how reminders work. | have ticked the checkmark next to Default for
Approve. | entered 5 for This Action occurs automatically after X days if no Action has already
taken place by the Position selected in the Workflow. As a result, the Action selected will occur
automatically after 5 days. | entered 3 days for Send a warning X days prior to default Action. As
a result, the User will be reminded every 3 business days, not including weekends and Holidays,
until an Action has been taken on the Workflow. If a weekend or Holiday falls into the warning
period, the reminder will be said after the weekend or Holiday had occurred.

Approve Default @ &

This action occurs automatically after

Send a warming days prior to

default action

Figure 11.2-8

@ Information:

e [fany of the boxes are set to 0, no Action will be taken.

e The Holiday schedule is based on what you have entered via the Holiday page under
System Configuration. Weekends follow the traditional calendar. So, suppose there is a 3
day warning period starting on a Friday and Monday is a Holiday in the system. The
warning will go out on Wednesday, as that is 3 days from Friday excluding Holidays and
Saturday and Sunday.
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13. 7 To add additional Levels, simply click the ‘+’ button on the right-hand side of the
screen.

Use case:
Suppose the Curriculum Chair is on vacation for 2 weeks. It could be helpful to send him or her

a reminder notification regarding specific Actions needed upon return.

14. 7 Once you have added all the Levels of the Workflow including the Approval Action in
the final step click the blue Activate Workflow button located below Create New
Proposal on the upper right portion of the screen.

@® Information:

e [fyou click Activate Workflow and there is an error within a Level, the entire Level will
appear with a red border around it. You will not be able to Activate Workflow until all
errors have been corrected.

o All Workflows must have at least 2 Levels which include Originator at Level 01, and an
Approver at the final Level.

: Level 02 ‘Select a position V|.
Articulation Officer ‘ Board of Trustees ‘

Figure 11.2-9

15. 7 Click the blue Activate button.

Once Activated, the Workflow will appear under History on the Approval Workflow page and
also on the main Workflows page.

® Information:
Workflows auto-saves everything. If you time-out or leave a Workflow unfinished, don’t worry,
the system will automatically save what you have done to a Draft Workflow.

11.3 Copying a Workflow =o
Instead of Creating an entire Workflow from scratch, you may find it beneficial to Copy a
previously Created Workflow and then make the appropriate Edits to it.
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To Copy an existent Workflow, follow these steps:
1. 7 Once on the Approval Workflow screen, click the Copy to Draft icon located to the left

of the Saved Workflow you’d like to copy.

Figure 11.3-1

2. The Create Copy window will now pop-up.
Name the new Workflow.

® Information:
There aren’t limitations to the length of the Workflow Title or special characters. Make the Title

as custom as you’d like.

3. 7 Click the blue Create Copy button to open the newly copied Workflow.
4. You are now on the Approval Workflow Builder.
Edit the Process Title if Desired by clicking the Edit icon per Figure 11.3-2.
5. If desired, Edit the Version Title. This is what you just entered as the Title in step 2 on

the Create Copy screen.

Figure 11.3-2

11.4 Editing a Workflow =
Here is a snapshot of an already created Workflow in Edit mode on the Approval Workflow

Builder.
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Figure 11.4-1

Here are the steps to Editing an existing Workflow:
1. 7 Once on the Approval Workflow screen, click the Edit icon located to the left of the
Saved Workflow you’d like to make revisions to.
2. You will now be routed to the Approval Workflow Builder page.
7 Edit the Process Title if Desired by clicking the Edit icon per Figure 11.4-2.
3. If needed, Edit the Version Title.

Figure 11.4-2

4. 7 To add Positions, select the Position from the drop-down menu to the right of each
Level.
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Figure 11.4-3

5. 7 Click the ‘+' button beside the Select a Position drop-down to add it to the Design
Surface.

6. 7 Feel free to relocate Levels as necessary by clicking, dragging, and dropping Levels to
a new location.

Figure 11.4-4

® Information:
e You cannot reposition the Originator (Level 01) step.
e You cannot Delete any Levels or Positions in an existing Workflow. Instead, Create a
Workflow Modification.

7. 7 Add as many positions to the Design Surface per Level as needed.

7 Click on each added Position and fill out or Edit the Properties for each Position.

9. /7 Once you made all the relevant Edits, click the blue Activate Workflow button located
below Create New Proposal on the upper right portion of the screen.

o0
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11.5 Deactivating a Workflow <o
You can Deactivate any active Workflows by simply clicking the trash can icon located at the left
of the Workflow on the main Workflows page.

Figure 11.5-1

® Information:
Only Inactive Workflows can be Deactivated.
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12 Proposal Types

Create New Proposal Types and View existing Proposal Types with this option. This option is
potentially located in different places based on your account set-up. It can either be located
within the System Configuration, or within the main Search functionality.

12.1 From the Main Search Functionality

Within the main Search functionality, one of the available Search options is Proposal Type.
Clicking on Proposal Type will bring up a menu of all the Proposals that exist in your account.
From this menu, you can tick Proposals you would like to Filter by in your Search.

Figure 12.1-1

Figure 12.1-2

Like all the other Filter options, once you tick options within their respective drop-down menu,
the number of options ticked will displayed to the right of their Filter name. In the example
below, 3 options were ticked, so the number 3 displays to the right of Proposal Type.
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~ Proposal Type ) - Status ~ Output Fields @~ Sort Opt

MC New Course (Inactive)
MC New Course
MC New Course (Legacy - do not use) (Inactive)
MC New Course w/DE Addendum (Inactive)
MC New Fee Based Course (Inactive)
MC New Fee Based Course
MC Add DE Addendum Only (Inactive)
MC Add DE Addendum w/Catalog Changes (Inactive)
MC Add DE Addendum w/Non-Catalog Changes (Inactive)

Figure 12.1-3

12.2 From System Configuration
You can also find the Proposal Types option via System Configuration.

Once on this page you can Create New Proposal Type, Edit Proposal Types, Deactivate Proposal
Types, View Proposal Types, etc.

Figure 12.2-1

12.2.1 Create New Proposal Type
Here are the steps to Create a New Proposal Type from the Proposal Types page:
1. 7 Within System Configuration, click on Proposal Types.
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2. 7 Then click the Create New Proposal Type button.

The Create New Proposal Type window will pop-up.

7 Select your institution.

Next, name the new Proposal Type.

Add Proposal Instructions.

7 Select the Curriculum Type.

7 Select the Module Type.

7 Select the Action you’d like the New Proposal Type to execute.

7 Now, select the Proposal Form this New Proposal Type should be associated with.

10. 7 Next select the Roles that can Create Proposals with the Proposal Type you are
Creating.
7 You can also select No Restrictions and then a Role will not have to be selected.

w

0N UL A

@® Information:
If you want to select multiple Roles:
e for Windows Users:
o Hold Ctrl on your keyboard and click each Role.
e For Apple Users:
o Hold CMD on your keyboard and click each Role.

11. 7 Last, click the Create Proposal Type button.
The New Proposal Type will now appear on the main Proposal Types page.
® Information:
Fill out the Create New Proposal Type window components in order from top to bottom, as most

preceding fields are required to be addressed prior to being able to make selections in
proceeding fields.
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13 Lookup Manager =o

The Lookup Manager contains a list of Proposal Fields that can be Viewed, Managed, and Edited
by an Admin User. Admin Users cannot add additional Fields to the Lookup Manager or
additional columns to Fields, nor can they Edit the names of Fields or columns. Fields or
columns can be added and configured by curriQlnet support upon request.

Navigate to the System Configuration option to navigate to the Lookup Manager. Once on the
Lookup Manager page, the only option on the page will be to Select a Lookup from the drop-
down menu.

13.1 Using Lookup Manager =¢

Once on the Lookup Manager page, the only option on the page will be to Select a Lookup from
the drop-down menu. The options are dependent on what items you have chosen to be part of
your institution’s Lookup. As mentioned in the previous Lookup Manager section, these options
are configured by curriQinet and if these options need to be revised, you will need to contact
support.

LOOKUP MANAGER

Please select a lookup ~

Figure 13.1-1
After an option has been selected, the Lookup will now populate on the screen.

13.2 Add New Lookup =v

StartDate — This is the Date the Lookup is created. This Date is automatically populated.
EndDate — Assigning a future EndDate will force a Lookup to expire on a denoted Date. If the
current Date was denoted, the Lookup will immediately expire and will no longer be available
as a Lookup.

You can easily add a New Lookup right from the Lookup Manager page by clicking on the green
Add New Lookup button that appears at the top left of the page.

® Information:
This button will only appear after selecting an option from the drop-down menu.

The New Lookup will appear with all blank fields with the exception of StartDate, which is the
current date and automatically populated.
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Figure 13.2-1

13.3 Edit Lookup =©
Here are the steps to Edit a Lookup:
1. 7 To Edit the New Lookup, double click anywhere in the blank Lookup line that populated

after clicking the Add New Lookup button.

O =~

Add New Lookup Search

FormQuestionHeader FormQuestion FormQuestionGroupld StartDate EndDate Numbering

Instructor Statement Syllabus Questions 2/9/2022

Academic Honesty Policy Syllabus Questions 2/9/2022

11/14/2023

Figure 13.3-1

2. The Edit Lookup window will pop-up.
Fill out the relevant Fields.
3. 7 Once done, click the Save button.

A placeholder Proposal has now been created with the specified information you have entered.

13.4 Lookup Search <o
As you already learned, anywhere you see the Search field, you can conduct a Search from

wherever you are on the site.

iif
4

Search (@]

EndDate Numbering

Figure 13.4-1

Type part of the content, or the entire content you are looking for into the Search box, and

results will retroactively populate.
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14 Organization 2o

Admins can access Organization from the System Configuration menu.

Once you land on this page, you will see a list of current Divisions within the hierarchy at your
institution. Each tab represents a tier in your institution’s hierarchy. The Organization
Management tool allows you to View, Add, Edit, Delete, and Search items in your institution’s
hierarchy, such as Subjects, Departments, Divisions, or any other custom items. An example of
a hierarchy would be Division, Department, Subject. Throughout this section of the User Guide,
we will be using the three tier Division, Department, Subject example. However, it is important
to note that each institution’s hierarchy is unique. For example, your institution may have four
tiers and perhaps your institution refers to Division as College.

ORGANIZATION

Division Department Subject

Use "Add Division" to create a new Division. Select an item in the list box below to view, edit, or delete a Division

798 BRTETT No selection made.

Search

Miramar - Admin Units
Miramar - Division I
Miramar - Division II
Miramar - Division III

Miramar - Student Services/Non-Inst...

Figure 14-1

® Information:

The above example shows three levels of the hierarchy. Your institution’s Organization page
may have different items within the hierarchy, the naming convention may be different, and
may have the same, additional, or fewer tabs than the example above.

14.1 View Item(s) within Hierarchy «¢

Once you have navigated to any tab, you will be able to View options within that hierarchy. For
example, clicking on the Department tab, you will see all the items that exist within that section
of the hierarchy.
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Figure 14.1-1

Furthermore, if you click on any of the individual items, it will bring up their respective
Properties that were entered when creating the new item.

Figure 14.1-2

14.2 Add Item(s) to Hierarchy o
Follow these steps to Add items to your institution’s hierarchy:
1. 7 To Add an item to the hierarchy, click the blue Add button in the appropriate tab per
example below.
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Division Department Subject
Use "Add Division" to create a new Division. Selaect an i

+ Add Division

Search
Miramar - Admin Units

Figure 14.2-1

2. You will now be on the Create screen where you will define the item Properties. Give
the new hierarchy item a Title.

[ |
Cancel x

You will lose any changes you have made.
Are you sure you want to cancel?

Yes No =

Figure 14.2-2
3. Type in the Code that defines the new item.

@® Information:
e The Code can consist of +letters, numbers, or a combination of both. The Code is not
required.
e Once the Properties have been entered, a checkmark will appear to the right of the text
Properties, which is step 1 of the Create process. Likewise, a checkmark will appear
beside the Connections and Review steps as those steps are completed.
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Figure 14.2-3

4. 7 Click the Next button.

5. You are now in the Connections step.
7 Now, select what to Connections to make, if any at all. If you would like to undo the
selections, simply click the Revery button.

® Information:

As you learned earlier in this User Guide, clicking on arrows beside the Title will provide you with
more information. In this case, the Properties and if needed, any reasoning as to why a
Connection cannot be made will be displayed.

Title
¥ Miramar - Arts/Communication

You cannot connect to this depart

Connections Summary
Division

« Miramar - Division [
Subject
(ART) Art
{COMM) Communication

(GRART) Graphic Arts
{MUSIC) Music

P Miramar - Assessment

Figure 14.2-4

6. 7 If needed, you can also Filter the Connections.
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Figure 14.2-5

7. 7 Click the Next button.

Figure 14.2-6

8. The Connections Impact Report window will now pop-up. This Report outlines the
Impact based on the Connections you have made. If Connections weren’t made, each
line item in the Impact Report will return the outcome of ‘None’.

7 Click the Accept button once Impacts have been acknowledged.

9. You are now in the Review step of the Create process. A summary of the Created
hierarchy item will now be displayed on the screen.

7' If any adjustments need to be made, click on their respective step to revise as
needed.

Figure 14.2-7

10. 7 Once everything entered in the Create process has been confirmed as correct, click
the Submit button to Create the new hierarchy item.
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The new item will exist on the list of existing items.

Miramar - Admin Units
Miramar - Division I
Miramar - Division II
Miramar - Division III

Miramar - Student Services/Non-Instructional

(A13) Test new division

Figure 14.2-8

14.3 Edit Items(s) within Hierarchy =v
To Edit any items within any tab of Organization, follow these quick steps:
1. 7 Inany tab within Organization, click on any of the items followed by the Edit blue Edit
button located at the bottom of the screen.
2. 7 Now, proceed to make any revisions just like you did during the Create process.

14.4 Delete Items(s) within Hierarchy =o
To Delete any items within any tab of Organization, follow these quick steps:
1. 7 Click on an item you would like to delete.
2. 7 Click the gray Delete button.
3. 7 After you confirm you indeed want to move forward with the Deletion, click the
Continue button.
4. Confirm again that the item should be Deleted. Note that this Deletion cannot be
undone.
7 Click the Yes button. The item has now been removed from the hierarchy.

® Information:
One item can be Deleted at a time.

14.5 Organization Search <o

Searches can be conducted in the same way within any of the Organization tabs. Simply type
part of or the entire word or term into the Search box and results will retroactively begin to
populate for that term.
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stud

Miramar - Student Services/Non-Inst...

Figure 14.5-1
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15 Cross Listings =o
Find Cross Listings via System Configuration. A Cross Listing is a Course that is identical to
another Course located somewhere else at the institution.

15.1 Create New Cross Listing =©
Follow these steps to create a Cross Listing:
1. 7 Once in the Cross Listing option within System Configuration, click on the blue New
button.
2. The New Cross Listing window will appear. Type in the Title and Description of the
New Cross Listing.

New Cross Listing *
Title Music History
Description This is the study of the history of music

Figure 15.1-1

w

7 Now click the blue Create button.

4. 7 Awindow will now pop-up indicating the creation of the Cross Listing. Click the Close
button.

5. 7 The Cross Listing Title you just created will now appear on the list of Cross Listing

Titles. Select that New Cross Listing.
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Cross Listing Title -

est group
Music History
Sample Cross Listing

Test

Figure 15.1-2

Now, proceed to following instructions at Step 2, Manage Existing Cross Listings.

15.2 Manage Existing Cross Listings =0
Follow these steps to manage an existing Cross Listing:
1. 7 Once in the Cross Listing option within System Configuration, click the drop-down
menu to the right of the Cross Listing Title text to select the existing Cross Listing.
You can also type in any part of the Title into the box and the menu will only
populate Titles containing the characters typed.

Cross Listing Title |n'|u v‘

|Mu5ic History I

Figure 15.2-1

2. 7 If you would like to Edit the Title or Description of this Cross Listing, click the Edit
button located to the right of the Cross Listing Title.
a. ~ Make your revisions and click the Update button to Save changes.
3. /7 Next Add Existing Courses and/or New Courses by clicking the by clicking the
respective buttons. These would be the parent/child courses.

Is Source Is Synced Delete

Figure 15.2-2

4. To Add Existing Course, follow these instructions, otherwise skip to Step 5.
a. 7 Click the drop-down menu to the right of Subject to select the existing Subject.
You can also type in any part of the Title into the box and the menu will only
populate Titles containing the characters typed.
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b. 7 Click the Add button.
c. 7 Click the Close button
d 7 Repeat Step 4 for each Course which should be Added.

® Information:
Only Draft, In-Review, Approved, and Active Courses without any pending Proposals can be

added

Figure 15.2-3

5. 7 If Adding a New Course, continue. Otherwise, skip to step 6.
a. 7 Identify the Source Course by ticking Is Source for that Course.
Think of the Source as a parent/child relationship where the Source is the
parent, and the other Courses are the children.

Course Is Sou.. Is Syn... Delete
BIO 295 - UNDERGRADUATE STEM SEMIMAR 04 No X
ANTH 295 - UNDERGRADUATE STEM SEMINAR No X
EMGR. 295 - UNDERGRADUATE STEM SEMINAR No X
MATH 295 - UNDERGRADUATE STEM SEMINAR Mo X
P5CI 295 - UNDERGRADUATE STEM SEMINAR Mo x

Figure 15.2-4

@® Information:
e You can only select one Source.
e This is a mandatory step to Add a New Course.
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Cannot add new course ®
| |

Cannot add a new course until you mark a course to be the source.

Select a course to be the source, then try again.

Figure 15.2-5

b. 7 E# Select or type the Proposal Type.
Your options will be New Course Proposal or New Special Topics Course.

c. Now you can begin Adding a New Course.
7 Click the Add New Course button located at the top right of the screen.

® Information:
If you click Add New Course, this will also create a placeholder Course with the information you
have entered. So, the Course does not already need to have been Created in order to Add it to a

Cross Listing.

d. A window will pop-up prompting you for the information of the New Course.
Fill out all the information

Figure 15.2-6

e. 7 Click Add New Course.
f. A window will now pop-up indicating the Course has been Added.

7 Click the Close button.
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6. 7 If Synchronization is needed, click Select Proposal Type(s).

7. 7 Select the Proposal types you would like to Synchronize and click the Close button.

8. 7 Click the blue Synchronize button should you want all updates made reflected to all
Courses.
For example, suppose | want to make an update to Art 007. | would click Synchronize so
that | do not have to make the updates to the other Courses within the Cross Listing.
The Synchronization may take several minutes.

9. 7 Click the Close button after the Synchronization has been completed.

10. 7 If needed, you can Delete a Course from the Cross Listing by clicking the X for that
respective Course.

15.3 Delete a Cross Listing
Folow these steps to Delete a Cross Listing:

1. 7 Oncein the Cross Listing option within System Configuration, click the drop-down
menu to the right of the Cross Listing Title text to locate the Cross Listing you would like
to Delete.

You can also type in any part of the Title into the box and the menu will only
populate Titles containing the characters typed.

2. 7 Click the blue Delete button.

Figure 15.3-1

3. You will now be prompted to confirm the Deletion.
7 Select Yes to Delete the Cross Listing.

Continue x

This will delete the cross listing 'Music Ed.'. Do you want to continue?
I
Figure 15.3-2

4. A window will display indicating the Cross Listing has been Deleted.
7 Click the Close button.
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16 Action <o
Navigate to the Action page via System Configuration to View all Workflow Actions as well as

Create New Actions.

Figure 16-1
® Information:
® You may notice the Not Allowed symbol to the right of some of the Workflows. This is
displaying because these Actions are presently in use by a Workflow, and therefore
cannot be Deactivated.
® You can make Edits to Actions via the Edit symbol at any time.

16.1 Create New Action =
Here are the steps to Create a New Action:
1. 7 Click the green Create New Action button located at the top left of the Action screen
via System Configuration.
2. A window will pop-up prompting you to fill out information about the new Action.

To start, insert a Title for the New Action. This is required.
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Figure 16.1-1

3. Next, type the Description of the New Action.
4. 7 Now, delegate an Action Behavior.
The choices are Vote or Request Changes.
5. 7 Next, tick if the Action can be a Default Behavior.
6. 7 Last, click the Create button positioned at the bottom of the window.

The New Action will now be added to the main Action page. It will also now appear under the
Actions within the Level Properties of Workflows.

-

Request Meeting at Tech Review
Vote
Activate

Alessandra's test action

Approve
Figure 16.1-2
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17 Holiday <o

Navigate to the Holiday page via System Configuration to add national Holidays, state Holidays,
and proprietary ones to your institution to the platform. Holidays are essentially any block of
time that is automatically skipped within a Workflow, therefore add any of the intuition’s
custom closed days here.

If there are already Holidays added to your account, you will see them displayed on the page.
Otherwise, you can easily Add New Holidays.

Figure 17-1

17.1 Add New Holiday =v
Follow these steps to Add a New Holiday:
1. 7 First, click on the Add New Holiday button positioned at the top left of the Holiday
page.
2. The Add Holiday window will pop-up.
Name the Holiday.
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Figure 17.1-1
3. 7 Select the applicable Holiday Type.

4. Contingent on what you selected for Holiday Type, Holiday Details options will populate.
7 Select the appropriate information.

Figure 17.1-2

5. 7 Tofinish, click the Create button to save the Holiday to the platform.

Figure 17.1-3

@® Information:
All Holidays must be manually configured. They do not auto-populate into the system like
weekends do.
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18 Reports
Reports can be found in a few different places — Either from Global Navigation,
within the Widgets, or within the main Search.

18.1 From the Global Navigation

Clicking on Reports will bring up a Reports sub-menu with numerous options. To populate what
appears on your institution’s proprietary platform, contact curriQlinet META’s support team
and we will construct this for you. Likewise, access Permissions can be configured per individual
Users. Reports here are completely customizable to your institution.

Figure 18.1-1

® Information:
The exact naming conventions and Report types you see in Figure 18.1-1 may not match exactly
what you see on your end, as these are customizable.

18.2 From a Widget
Within the My Approvals, My Programs and My Courses Widgets, depending on your settings,
there may be a Reports button.

Click the Reports button to display a list of available Reports to View. Once you select a Specific
Report, you will be brought to the associated Report’s page.
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All Fields

CE Report

Course Outcome
Course Outline
Course Outline (PDF)
DE Report

Impact

Figure 18.2-1

@® Information:

The Reports available are customizable by curriQUnet via support ticket. As a result, the exact
naming conventions you see in Figure 17.2-1 may not match exactly what you see on your end.

Figure 18.2-2

18.3 From Search

When conducting a Search, on the right side of Search results, the Reports button will be
displayed.




currlQunet | meta

Figure 18.3-1

Click the Reports button to bring up the menu of Report options available to generate for the
respective result.

All Fields
CE Report
Course Outcome

ﬂ Course Qutline
Course Outline (PDF)
DE Report

Impact

Figure 18.3-2

18.4 All Reports

Here is a list of all reports found throughout the curriQinet meta website as well as a brief
explanation of each.

@® Information:

Remember, the names of the Reports may not match what you see on your site exactly, as these
names are custom to your institution. You also may not see all the Reports on your site that are
explained throughout this User Guide
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e Comparison — This Report will compare two reports within the same subject family
against each other based on Status. The Comparison will be the Report you are within,
and another one you select to compare against. For example, comparing one version of
a Proposal or Course with another version of the same Program or 8Course. Essentially,
you are comparing different Proposals of the same Course side-by-side to determine
more easily what has been added or removed from one Course to another. For example,
you can compare English 101 in Draft Status to English 100 in Active Status.

e Abridged Comparison — This is another type of Comparison Report, except this Report
only lists changes and nothing else within different versions of a family of subjects.

e Agenda Report — During the curriculum Approval Review Process, there are usually
meetings that occur to Approve Courses or Programs. This type of Report will generate
an agenda in Microsoft Word for the meeting based on content within a Report using
META’s proprietary technology.

e Distance Education Addendum — This type of Report is proprietary to California
Community College institutions and meets state reporting requirements.

e Outcome Mapping — This Report displays all the student Outcomes that are part of this
Course. Additionally, it will show what other Courses the Outcomes they are mapped to.

e All Fields — This Report consists of every Output Field within the Proposal.

e CE Report — These Reports can be for either Distance Education, Continuing Education,
or non-credit Courses.

e Course Outcome — This Report will display all the objectives for a specific Course.
Objectives were inserted via Forms when creating the Course.

e Course Outline —Also known as a Course Outline of Record, Course Summary, etc., this
is the official document which states the Course Title, Number, Description of the
Course, Pre-requisites, Co-requisites, etc. Course Outline is one of the most commonly
used Reports. Think of this Report as the official Course one-pager.

e Course Outline (PDF) — This Report contains identical content as Course Outline,
however it is structured in such a way that could be easily exported to a PDF.

e DE Report — This is a Distance Education Report, applicable to California institutions
only.

e Impact Report— This Report will indicate co-requisites or pre-requisites that will affect
another Course. In addition, Impact Reports will display what Programs a Course is in.
For example, it will show you the Impact that you will have other areas of the
curriculum.

e Program Summary Report — This Report is the official snapshot of the Program
containing itemized program data and configured per the institution’s specifications
that tends to be used in a variety of internal and external processes, as it includes all
relevant/required Program information.

The most common reports are Course Outline, Impact, and All Fields.
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@® Information:
e Upon clicking Run Report, selected Reports throughout the curriQinet META website
will always open in a new browser tab.
e [fyou wanted to download any of the Reports found throughout the site, simply press
Ctrl P on a Windows computer, or Cmd P on a Mac, and Save the Report as a PDF.

18.4.1 Comparison Report
As you just learned, Comparison Reports will Compare the selected line item’s Report to

another selected Historical Report.
To access a Comparison Report, follow these steps:
1. 7 Click the Reports button.

A drop-down menu will now appear.
2. 7 Click Comparison.

Figure 18.4.1-1

3. The Select Comparison Target window will appear.
7 From the drop-down menu, select the Historical Report to run a Comparison against.

Figure 18.4.1-2
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4. 7 Click the blue Run Report button.

The Reports will now open in a new tab. In the new tab, you will see both Reports side-by-side.
The Historical Report you chose to run will be on the left, and the Active will appear on the
right. Anything that has been Deleted from the Historical Report Compared to the Active Report
will be highlighted in Red. Anything new in the Active Report will be highlighted in green.

Figure 18.4.1-3

® Information:
Though this section specifically provides instructions on Comparison Reports, the instructions
are standard for accessing all Reports found throughout the curriQinet META website.

18.4.2 Agenda Report

As you already learned, Agenda Reports can be automatically generated within the curriQlnet
META platform.

Follow these steps to compose an Agenda Report:
1. 7 Navigate to Agenda Report.
2. You will now be on a page which consists of all the Courses that are ready for Approval.
7 Now, select the Course(s), if any, which are ready to be Approved.
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O Item # Title

O ADIUS 071 - Intelligence Analysis and Security

Management
O - ADJUS 110 - Basic Course—Police Academy
(| - AFRAM 200 - Africana Learning Lab
= ANTHR 001 - Introduction to Physical Anthropology
= ANTHR 002 - Introduction to Archeology and Prehistory

Figure 18.4.2-1

® Information:
By default, you will be in the Course tab when you land on this page.

3. 7 Next, click the Program tab.

Figure 18.4.2-2

7 Select the Program(s), if any, that are ready to be Approved.
7 Next, click the Package tab.

7 Select the Package(s), if any, that are ready to be Approved.
7 Lastly, click the Preview Tab.

The created Agenda Report will appear on this tab.

Nowuhs
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Course Program Package Preview

meta College

Agenda Report
November 29, 2023

I. Call to Order

Il. Minutes of

lll. Announcements
IV. Action ltems

V. Consent Calendar

‘ Agenda Item

Proposal Information

A. MC Course Modification

Course Number & Title: Introduction to Physical Anthropology 001
Subject: Anthropology(ANTHR)

1.

Course Number & Title: Introduction to Archeology and Prehistory 002
Subject: Anthropology(ANTHR)

2.

B. MC Program Deactivation

Program Title: Academic Composition Skills
1. Discipline: Miramar - Division |

Award Type: Certificate of Competency

Figure 18.4.2-3

8. 7 To export the Agenda, click the Generate Report button located at the bottom left of
the Course, Program, and Package screens.

Showing 1 to 10 of 195 rows rows per page

Generate Report

Figure 18.4.2-4

The Generated Report will automatically appear in your computer’s downloads folder.
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19 Main Search Functionality

Throughout this section of the User Guide you will learn about the Search functionality which
you will be able to access throughout the curriQiinet website whether you are logged in or not.
You will also learn about Keyword Search, Advanced Filters, Sort Options, Fields, Searching for
Reports, how to Save Searches, etc.

The first place you will see the Search option is via the Public website, which you learned earlier
in the User Guide that you only need your institution’s URL to access it, and do not need to be
logged in. In this case, the Search button is positioned on the upper right-hand corner of the
screen below the Login button.

@ Login

Figure 19-1

The second place you can access the Search functionality is while logged into the Global
curriQinet META website on the upper right-hand side of the screen underneath your
Username. The Search button will always be accessible here throughout the curriQinet META
website and can be used to Search various different components of the website. For example,
you can Search Workflows, Courses, Users, etc.

Currigunet Training ~

+ Create New Proposal

Figure 19-2

Your allotted Permissions will dictate what you can Search for and what you have access to.
Note that Public Search versus Global Search features do vary. For a comparison of features in
Public Search versus Global Search click here.
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Here’s a snapshot of the Search window to help you better understand this functionality.

Figure 19-3

® Information:
e Results are populated with Search criteria appearing anywhere within the institution’s
curriQunet META website. Therefore, even if you do not see the exact text appear within

the Proposal line that populates within the Search, just recognize that the criteria will be
contained internally within the Proposal Form.

e You can run Filters and Keyword Searches concurrently.

19.1 Categories

Available selectable Categories will vary dependent on your institution’s account set-up. See
below for example categories.
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Figure 19.1-1

19.1.1 Subcategories

It is possible that some of the Groups or Categories within your account will have
Subcategories. In short, Subcategories are types of Filters that can narrow down your Search
results by Groups and Categories making it easier to find items within your account and also

making it easier to Launch Proposals.

For example, in the Figure below, the Category is Courses and the Subcategories are located in
the dropdown to the right of it.

Figure 19.1.1-1

19.2 Keyword Search
Type a keyword or character into the Keyword Search box and the Search will populate the
relevant results upon clicking either the Search button on the upper right-hand side of the
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screen or by hitting the Enter button on your keyboard. The Keyword you entered will populate
results with that Keyword appearing anywhere within the entry including Form.

19.2.1 Keyword Search Example Explained
In the example below, mathematics was typed in as the Keyword. The results populated all

Proposals which contain mathematics whether it be in the Title, Description, Department,
Form, etc.

Figure 19.2.1-1

In Figure 19.2.1-2 below, year was entered as a Keyword. In turn, the system is displaying all
results which contain the word Year, whether in the Title, Form, etc.

Figure 19.2.1-2
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® Information:

Since Keyword Search will populate data from all places within your institution’s curriQinet
META site, this feature could return lengthy Search results as well as become overwhelming to
absorb. It may also be helpful to run other Search mechanisms in tandem with Keyword Search,
such as Advanced Filters.

Use case:

An effective way to use Keyword Search is if you know a specific Keyword that exists within a
Form or Proposal.

19.3 Using Search Advanced Filters

Advanced Filters are beneficial in conducting in depth, complex Searches. You can use Boolean
Searches by using AND/OR conditions on your specified criteria. Since these are very advanced
Searches, typically solely Administrators, and people of clerical or managerial responsibilities
use Advanced Filters. Faculty members would typically not use this aspect of the site.

First off, it's important to understand how to use Filters. Below is a snapshot of the Filters
functionality.

Figure 19.3-1

In addition to the explanations in Figure 19.3-1, here is more information on some of the Filter
functionalities.
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e AND - This operator essentially acts as a ‘+’ sign. For example, if this AND this, then
execute that. You can add an unrestricted amount of AND conditions.

e OR-This acts as an either operator. Either this OR that. You can have limitless numbers
of OR conditions.

e Add Rule — All Added Rules are connected with a single AND or OR operator. The
operator cannot be changed on ad hoc Rules. As a result, either all the Rules must be
AND conditions, or all the Rules must be OR conditions. There is no maximum to the
number of Rules you can have.

e Add Group — Groups act as nested conditions. You can change the operator (AND/OR)
by Adding a Group. There is no limit to how many Groups you are able to add.

Here’s how you use Advanced Filters in a Search:
1. 7 First, click the Advanced Filters button located on the upper left-hand side of the
Search screen.

® Information:

If you have already activated any Filters, the text Basic Filters will display in place of Advanced
Filters.

Figure 19.3-2

If you have already activated Advanced Filters, to re-open them, simply click the Advanced
Filters option on the right-hand side of the screen.

® Information:

If a number appears in red, it indicates an error, or an invalid Rule. Otherwise, the 1 would
appear in blue.

Figure 19.3-3
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2. AFilters window will pop-up. This is where you can Add Rules and Add Groups.
7 Select your first Rule from the drop-down menu.

Figure 19.3-4
3. 7 Select an option from the next drop-down menu.

® Information:
Depending on the size of your browser window, the view you actually see may vary.

Figure 19.3-5

4. 7 Now select an option from the third box.
Options here will vary dependent on what was selected in the initial Rule.

5. 7 E& You will be prompted to select/do one of the following:
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e Select an option from the drop-down menu.
e Select a date on the calendar.
e Checked

e Type in your response.

Figure 19.3-6
6. 7 Add additional Rules and Groups as needed.

® Information:
e Ifyou only have one set of Rules, you will not be prompted to select AND/OR.
e Remember, you cannot change the AND/OR per Rule. It’s either one or the other for all
Rules.

e At any point, you can Delete Rules and Groups by clicking on the red Delete button.

7. 7 Select AND/OR as the condition for your Rules.
7 Click the Apply button.
9. / Lastly, click the Search button.

o0

The results will now reflect on the page.
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Figure 19.3-7

® Information:
e At any point, you can Delete Rules and Groups by clicking on the red Delete button.
e |tis recommended that you Save Advanced Filters you have created to My Searches.
That way Filters can be easily reused if needed.

19.3.1 Search Advanced Filters Example Explained

In Figure 19.3.1-1, there are four different Rules using the OR operator. The Rules are looking
exclusively for Status that that is Active, OR Cancelled, OR Historical, OR Deactivated. If the
Search were Applied, all returned results would be in either Active, Cancelled, Historical, OR

Deactivated Status.
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19.4 Output Fields
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Figure 19.3.1-1

Since all institution’s naming conventions are unique, curriQinet META will always dynamically
update naming conventions to be consistent to your institution’s proprietary preferences. You
can easily customize what headers will show up on your Search screen by selecting Fields.

In the example below, there are five headers, so 5 displays to the right of Output Fields.

My Proposals | Subject » Proposal Type ¥ Status ¥ Output Fields ()~ Sort Options ¥ Advanced Filters = BORNISIEIEERS

Figure 19.4-1

Here’s how you Add/Remove Output Fields from the Search columns:

1. 7 First click the Output Fields button.

2. The Output Fields window will now appear.
7 Click the relevant Field’s Category drop-down arrow or text to open the sub-category.
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For example, in Figure 19.4-2, Cover was selected as the Output Field category.

Figure 19.4-2
3. 7 Per Figure 19.4-2, select the appropriate Fields.

® Information:
Untick the box to deselect an Output Field. Doing this will remove the Output Field from the

Search column.

4. 7 Now, from the Location drop-down, select where you’d like the Field to appear either
as a Header or within the Detail Panel.

Figure 19.4-3

5. 7 Once you have selected or unselected all the desired Fields, click the X button located

at the top right of the window.
In this case, your changes will not be Deleted as they typically would be when clicking
the X icon. You can also click anywhere outside of the Output Fields selection box to

exit.
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® Information:

To see the updated revisions to the Output Fields in Detail Panel view, you will have to re-open
the Detail Panel view. However, Heading Output Field revisions will display automatically.
(Figure 19.4-3)

19.5 Sort Options
Clicking on Sort Options located at the top right of the Search screen will allow you to arrange
Fields by either Ascending or Descending order.

N 5 R | l=Sort Options » |

I Sort Ascending wv I
Discipline
Course Number

Full Course Title

I Aggregate Title
[ i Created On
o Status

Last Updated
I i Effective Term

Figure 19.5-1

Selecting 1 option under Search Options

If you tick one option, your sort will be prioritized by what you have selected.

For example, in Figure 19.5-2, Course Number has been selected, and the Sort Option is set to
Ascending. As a result, the Search will be prioritized by Course Number.
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Figure 19.5-2

Selecting multiple options under Search Options
In the example below, Course Number and Full Course Title were selected to Sort Descending.
Since more than one Sort Option was selected, the order of selection from top to bottom takes

priority. As a result, Course Number takes the primary priority, followed by Full Course Title
taking secondary priority.

Figure 19.5-3
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19.6 My Searches
Anytime you have complex Searches, for example with several Filters, it may be helpful for you

to Save the Search for use at a later time.

Follow these steps to seamlessly Save a Search:
1. 7 After you have conducted your Search, click on the Save Search button located on the

right-hand side of the screen.

Figure 19.6-1

2. The Save Search window will now open.
7 Select the appropriate radio button for the Saved Search.
e Save this Search as the default Search for Courses
e Save this Search to my Saved Searches — This Search is saved for use when you
are logged into your account.
e Save this Search as the Public Search for Courses — The Saved Search will be
accessible on the Public splash page.
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Figure 19.6-2

3. If you selected Save this Search to My Saved Searches, name your Search.

4. /7 Last, click the Save button.
Clicking Cancel will close the window without Saving any of your changes.

5. If you selected Save this Search to My Saved Searches and click the gray My Searches
button located on the upper right-hand side of the screen, you will now see your Saved
Search.

Figure 19.6-3

6. 7 Torun the Saved Search, simply click the Search Title from the My Searches menu,
and that Search’s results will now populate.
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19.7 Searching for Reports
Anytime you conduct a Search and Reports for that Proposal are available, the Reports button
will display.

Active

# h.-ic-c:'f}f| |l’ Dea:t'u'a'_e| | 2 Reports~

Figure 19.7-1

@ Information:
Anywhere throughout the website that you see the Reports button as shown in Figure 18.8-1,

you can access Reports

To view Reports for a Searched for Proposal, simply click the Reports button that displays with
the Proposal. A list of Reports you have access to viewing will appear in the drop-down menu.

Comparison

-

All Fields

CE Report

-

Course Qutcome
Course Qutline

Course Qutline (PDF)

Figure 19.7-2
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19.8 Exporting Search Results
You may want to Export your Search results and you can easily do so if you are logged into your

institution’s curriQunet META account.

1. 7 After the Search has been conducted, click the Export button located beneath the

Search button.
2. Alist of Export options will appear.
7 Select which format you would like the Export in.

Figure 19.8-1
Upon clicking the Export button, your file will show up in your computer’s downloads folder.

19.9 Comparison between Public Search and Global Search
Overall, the Public Search and Global Search function very similarly, however the Public Search
can be configured more restrictively to limit Searches for individuals who do not have platform

login information.
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Below is a comparison chart between attributes of what can be done in a Public Search versus
Global Search.

Feature Public Search Global Search

Keyword Search Yes Yes
Select Search Category Yes Yes
Output Fields Yes - Limited Yes
Advanced Filters Yes Yes
Sort Options Yes Yes
Export No Yes
Reset Yes Yes
Modify No Yes
Reports Yes — Limited by Yes
client specifications
Deactivate No Yes
My Searches No Yes
Description Yes

Save Searches No Yes
Figure 19.9-1
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20 Approvals

The Approvals page can be accessed a few different ways — either from the Curriculum menu in
the Global Navigation, via the main Search functionality, or to the right of the Reports menu
within the Global Navigation in certain instances.

Figure 20-1

Figure 20-2
Once on the Approvals page, you will notice that you are also on the Search screen with all the
Approvals populated. Essentially, this page shows all the Proposals you, the Admin or User,

should be addressing.

All Approvals Pending your Changes will appear highlighted in red, as they require attention.

Figure 20-3

Click into any Proposal Type and you will be directed to the Workflows History and Actions
page.

20.1 Workflows History and Actions Page
On this page, you can see the History for your Proposals or take Action on Proposals for yourself
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if you are a User or Administrator, or take Action for someone else if you are an Administrator.
Examples of Actions you can take here include adding Comments or Attaching supporting
documentation.

From here you can do/view the following:

View Course Proposal — Click here to navigate to the Course Proposal. You can see the
Proposal’s status here.

Take Action as an Administrator — Administrators can take Action on behalf of other Users.
Administratively Move the Proposal to a New Level — Skip to other Levels within a Workflow
without needing individual Position Approvals.

History— Clicking here shows the History of all the Actions within a Workflow including
Comments.

Status — Clicking Status will show a visual representation of where the Workflow currently is.
Available Statuses are Under Review, Review Pending, and Complete.

Level Summary — This tab shows a high-level summary of each section of the Workflow. Fields
include Action Date, Username, Step Type (if Optional/Required), Action Comments, and Action
Title.

Notes — This tab will only appear if Notes are enabled by curriQinet.

Attachments — Click here to View and upload Attachments to the Workflow. An example
Attachment would be an email which a person has sent requesting an Admin to take Action on
their behalf.

As you can see in Figure 20.1-1, most recent Actions always appear at the top of the list
descending to older Actions at the bottom of the list.
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LANHT 851 - Dry-Summer Garden Design

View Course Proposal

History Status Level Summary Attachments

Action Date Step Step Type  User Fullname Action Action Comment
MC - Technical Reviewer Required No users assigned Skipped

12/1/2023 4:28:15 PM MC - Curriculum Specialist Required CMCAdmin User Implement Relaunch

12/1/2023 4:25:35 PM MC - Curriculum Specialist Required CMCAdmin User Implement **Unapproved by CMCAdmin User (12/01/23) ™ Committing

12/1/2023 41912 PM MC - Assessment Coordinator Required CMCAdmin User Skipped

12/1/2023 41912 PM MC - Assessment Coardinator Required CMCAdmin User Approved N/A 2

12/1/2023 414:01 PM MC - Department Chair Required Chris Grampp *Inactive User* Skipped

12/1/2023 414:01 PM MC - Department Chair Required CMC Faculty User Skipped

12/1/2023 414:01 PM MC - Department Chair Required CMC Faculty User Skipped

12/1/2023 414:01 PM MC - Department Chair Required Laura Forlin *Inactive User® Skipped

12/1/2023 414:01 PM MC - Vice President of Instruction  Optional CMC Faculty User Skipped

12/1/2023 4:14:01 PM MC - Division Dean Optional CMCAdmin User Skipped

12/1/2023 414:01 PM MC - Vice President of Instruction  Optional Denise Richardson *Inactive User®  Skipped

12/1/2023 4:14:01 PM MC - Division Dean Optional Jason Holloway *Inactive User* Skipped

12/1/2023 4:14:01 PM MC - Department Chair Required CMCAdmin User Approved N/A

Figure 20.1-1

As you can see in Figure 19.1-1 above, most recent items will display at the bottom of the list
with older items displaying at the top of the list. If any dates are blank, like the top item on the
list in Figure 19.1-1, The date will automatically populate dependent on the Action that takes
place for that item.

® Information:
It is important to note that only Admins will see the Workflows Summary page. Both Users and
Admins will be displayed the Approval Update page.

20.2 Inactive Users
Inactive Users on the Workflow History page are indicated in the User Fullname column of the
History tab.
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User Fullname

CMC Faculty User

CMC Faculty User

CMCAdmin User

Anthony Powell *Inactive
User®

Figure 20.2-1

If there are Inactive Users on the Workflows History page and the Step they are assigned to in
the Workflows is required, the Workflow cannot move until an Admin goes into the system and
manually moves the Workflow, or Reassigns the Step to someone else. If there are multiple
Users assigned to a Step in the Workflow and one of them is Inactive, the best Action to take as
an Admin would be to remove the required Inactive User from the Workflow, and then the
Workflow can continue to move as designed.

20.3 View Course Proposal
Click on the View Course Proposal button located beneath the Course Title.

Figure 20.3-1

From this page, you can View the entire Course Proposal, including Forms. Beside the Course
Title, you can see the Course Status. In the example below, the Course Status is In Review. To
the right of the Course Status is the option to View Proposal History.
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Figure 20.3-2

20.4 Notes
From this Tab, you can Add, Edit, and View Approval Notes.

® Information:
As previously mentioned, this tab will only appear if Notes are enabled by curriQinet via a
support ticket. If Notes have been enabled in your account but you do not see the Notes tab, log

out and log back in again.

In the Figure below, Notes has not been enabled, and as a result the Notes tab does not appear.

History Status Level Summary Attachments

Figure 20.4-1

In the Figure below, Notes has been enabled, and as a result the Notes tab appears.

History Status Level Summary Notes Attachments

Figure 20.4-2

20.4.1 Add Notes

Follow these instructions to Add Notes:
1. 7 First, click on the Notes Tab.
2. 7 Click the Blue Add Note button.
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Figure 20.4.1-1

3. The Add Note window will pop-up.
7 First, select the appropriate Position Group.

Add Note X
£ PositionGroup
Financial Impact Review Committee v
Author
CMCAdmin User v

| Note

4

Figure 20.4.1-2
4. 7 Next, select an Author.
® Information:
Remember, as an Administrator you can write a Note on behalf of someone else. As a result,

Admins can assign a different person as the Author than themself.

5. Now Type in the Note content.
6. 7 Click the Add button located below the Note text box.
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The Note will now appear in the body of the page.

20.5 Take Action as an Administrator =o
Here are the steps to Take Action as an Administrator:

1. 7 the Position who will Take Action as an Administrator from the drop-down menu.
Admins can also select to Delete Proposal or Unlaunch the Proposal from here.
Unlaunching the Proposal will put it back in Draft Status. If a Proposal is Unlaunched, the
relevant Position can make the changes and Relaunch the Proposal.

2. 7 Click the OK button.

Take action as an administrator

Originator - Requested Changes Made v m

Figure 20.5-1
You will now be navigated to the Approval Update page.

20.6 Approval Update
Follow these steps to use the Approval Update page:
1. 7 Select the Action from the drop-down menu.
The available options are Approve, Disprove, Request Changes, or Implement.

® Information:
e Note that available Actions will vary depending on User assigned Permissions and if the
person was a required or optional Step within the Workflow.
e [fa Step is required in the Workflow, a Position must be assigned.
e If Changes are Requested, after the revisions are made, the Proposal will usually return

back to the Originator in the Workflow’s specified Step. However, this behavior is
completely customizable.
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Figure 20.6-1

3. Type in any Comments. Comments are not required.

4. 7 Click the Commit button to Save the comment.
These will display as Action Comments within the History tab.

5. 7 Select the Activation Date.
This is the Date the update will occur on. If a future Date is selected, the Proposal will
gueue in an Approved state even though all of the Approvals have not yet been met.

20.7 Administratively Move to New Level
Administrators can force the Workflow to go to any step.

Here’s how to Administratively move the Workflow Approval to a New Level:
1. 7 Start by clicking the Administratively Move to New Level text.

Figure 20.7-1

2. You will now be routed to the page where you can select which Level to move to,
meaning any pending User Approvals will be skipped.
The Level the Workflow is currently on is within the purple box as shown in the figure
below.
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7 To select the respective Level to move to, click the radio button to the right of the
Level.
The Selected Level will now appear in a gray box.

Administratively move proposal to new level
Select a level to move the proposal to. Any pending users will automatically be skipped. The action will recorded.

O Level2

‘ MC - Department Chair H MC - Division Dean H MC - Vice President of Instruction ‘

Level 3 (current level)

‘ MC - Articulation Officer H MC - Assessment Coordinator H MC - Distance Education H MC - Librarian

O Level 4

‘ MC - Technical Reviewer ‘

Figure 20.7-2

@® Information:
You can move backwards or forwards in the Workflow.

Use case:
You may want to go backwards in the Workflow if someone did something incorrectly,
changed their mind, had a different opinion, or even changed Roles at the institution. In this

case, the User can go in reverse and repeat Workflow Steps making the appropriate revisions.
Essentially, if the Workflow did exactly what it was supposed to do, but the human component
needed to be addressed, a User may want to move backwards in the Workflow.

3. A pop-up window will now appear confirming the move.
7 Click Confirm.

® Information:
If you chose to move forward in the Workflow, you will notice Steps in the Workflow had been
skipped, as Approvals have been bypassed.
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21 Proposals

Throughout this User Guide you have been learning about the concept of Proposals. Now it’s
time to go into greater detail about Proposals and how they function, such as Creating
Proposals, Deactivating Proposals, Proposal Forms, Properties, etc.

21.1 Create New Proposal
Click on the Create New Proposal button to create new Courses and new programs. This button
can also be used to Modify and Deactivate Proposals.

The Create New Proposal button is located at the top right of the screen just below your Name.

Figure 21.1-1
To see an example Proposal Form, click here.

Here’s how you Create a New Proposal:
1. 7 Click on the Create New Proposal button located at the top right of the Global
Navigation.
2. Now the Create Proposal Window will pop-up.
7 Select the Proposal Type from the drop-down menu.

Figure 21.1-2

® Information:
Drop-down menu options will vary from one institution to another.
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Figure 21.1-3

It is possible that your institution may need Approvals before Creating a New Proposal. The first
step is letting curriQinet META know you are thinking about creating the new Course, and the
second step is acquiring Permission through the NOI (Notice of Intent) if required by your
institution.

3. 7 Next, click the Create button.
You will now see the loading icon. On the back-end, META’s system is populating the

Proposal Form and the loading icon may be present for several seconds.

Figure 21.1-4

@® Information:
Be sure not to click the back button or refresh the page while the loading icon is present or else

it may cause issues. As a result, you may need to Create the New Proposal from the first step
again.
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4. Fill in all items throughout the Proposal. All required items will have an asterisk to
the left of them and indicate ‘This field is required’ in red as shown in Figure 21.1-6
below the Program Title field.

You will also see in the yellow box on the right-hand side and upper left-hand side of the
screen beside the Launch button how many required fields remain to be filled.

Once required fields are filled out, those fields will have a checkmark next to each of
them.

Program Title*

History of Journalism v

Figure 21.1-5

Figure 21.1-6

5. 7 Last, hit the Launch button located at the top right of the screen just below the Search
button.

® Information:
Once all required information has been filled out, the Launch button will turn green.

After the New Proposal is Launched, it will now be in the Workflow where it will begin the
institution’s internal review and analysis process.

@ Information:
Every institution has custom Forms. No two institutions will have identical Forms.

21.2 Example Proposal Form
Below is an example Proposal Form. Reference this to help you understand the Form you are

filling out.
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Figure 21.2-1

21.3 Form Properties
When you are Editing a Proposal Form, you may have the option to Edit Form Properties. Most
of the time, there will not be Form Properties to Edit, but if there are you would see them after

clicking the Properties icon located on the right-hand side of the screen to the right of the
Launch button

Figure 21.3-1

21.4 Modify a Proposal
If you would like to make changes to an existing Proposal, you must first Search for the

Proposal. Once you have found the proposal you would like to make changes to, simply click
the Modify button located within that Proposal line.
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22 Help
After clicking on your Name, click the Help button to bring up curriQlnet’s Resource Library.

Figure 22-1

e User Guides and Tutorials — Navigate here to find helpful documentation, like a
consolidated and partitioned User Guide, and other interactive tutorials.
o Release Notes — Navigate here to view and review release notes.

-

"i currlqunet Resource Library x CURRIQUNET RESOURCE LIBRARY

View documentation by section

User Guides and Tutorials

User Guides and Tutorials

Tutorials and documentation showing how to use

currlQinet META 3 Getting Started

2 curriQanet META's Uniform Options
Release Notes P

Release notes for all currlQdnet META releases 11 Search

1 Introduction

Figure 22-2




currlQunet currlQunet META
Catalog User Guide

Introduction

currlQlnet is now offering a new way to create and modify catalogs for institutions. The new catalog feature is more
user-friendly and intuitive, and functions such as adding and editing pages and content have been greatly improved and
streamlined.

Users are also able to view what their catalog will look like as they are working on it, rather than having to wait to view the
finished product.

Conventions in This Tutorial

Actions to be taken in this tutorial include either actions by keyboard or actions by pointing device. Where possible these

actions are shown as follows:

&3 Keyboard Action
k Pointing Device Action

Information of particular importance is shown as:

0 NOTE: Additional information of note.
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Terminology

Content Panels

Content panels can be shown or hidden. There are five types of content panels that can be shown on a page (also see below
diagram):

Header
A heading at the top of a page. Text is much larger and bolder by default than any other text.

Body

The main body of text on a page.

Left & Right Aside

Text in its own section off to the side of the page (either on the left or the right, depending on which aside is chosen).

Footer
A line of text at the bottom of a page. This could include any additional information about the institution, such as contact or
copyright information.

Body
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Terminology - continued

Content Types

Content types can be added to content panels. The following content can be added to content panels:

Curriculum

Allows the user to add programs or courses from META. Types of curriculum panels include Course Summary (a summary of
courses - these can be all courses in a Subject or all courses that have a certain Course Number), Program Requirements
(all courses required to complete a program), and Program Summary (a summary of a specific program).

Formatted Text
Text that the user can format. Text can be bolded or italicized, and the font and size of the text can be changed; links, images,
and tables can be added, etc.

Link List
Allows the user to add a list of links to a page which is organized in alphanumerical order. Each link comprises its own page.

Plain Text
Simple text which cannot be formatted by the user.

Tab Panel
Allows the user to add and organize content on a page into different tabs, each of which show different content when

clicked. Each tab is functionally a page-within-a-page.

Content panels, content types, and how to add, edit, or delete them will be discussed in greater detail later in the guide.
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Terminology - continued

Below is a diagram which illustrates the process a catalog proposal will go through in META before being published. These
steps will be discussed in greater detail later in the guide.

Publishing a CurrlQiinet Catalog

CurrlQunet M

Creation/Submission/Approval Process

; - = Catalog is published
SO I — Acatalog is assembled from pre-existing The workflow features in META are also fir EI T.Eth b
LM e postary components (courses, programs, policies, available for catalog submission and review Andvisie 8 PUBIC
and content pages) and from content web

‘\ pages created during catalog assembly

Draft Catalog

Courses Catalog Workflow

Review

Submit for Review
%Appm\le
> l l E a Activate
Programs

Add from repository of curriculum  Add new white
components pages
New Gontent
Pages

Reject

Review and/or Make Changes

w % s W

Policies

Catalog Team Co-contributors Catalog Team Reviewers and
T — Edit, Adds, Removes Conte nt by Edits, Adds, Removes. Approvers
_/ Section Assignment. Content if Necessary

Content Pages
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Logging In and Out

It is possible for anyone to view the most recent active catalog for your institution without logging in by simply navigating to
your institution’s catalog URL. However, if you want to modify an existing catalog, view past versions of the catalog, or create
a new catalog, you must be logged in to do so.

& Login

[ Export Page as PDF

k When you reach your institution’s catalog page, click Login at the top righthand corner.

@ Sign in to currlQunet META Catalog Editor X

Email

email@domain.com

Password

Password

Forgot your password? Request access

& k Just as you would when logging into META, enter your email address and password and click Sign in.

@ Edit Mode ‘ . CurriQunet SupportAdmin e

CurriQunet SupportAdmin

a0

© View Tutorial

& Sign Out

k To log out once you are logged into the catalog, click your profile name and picture at the top righthand corner of the page and
choose Sign Out from the dropdown.
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View the Catalog

Below is an example of what the main catalog page would look like when accessed directly by URL without logging in:

A Login

curriQ Gnet Academic Catalog

2021-2022 @ Export Page as PDF

et Deliver the best in eunticulum management with tech that is easy 1o learm, simple 10 use, and built for your future.
President’s Message And making that expenence the Best you've sver had!

Palicies and Procedures That is what drives us. |t s our mission at curdCinel. We love what we do.

Campus Life

Diplomas & Certificates
Courses by Discipline

College Academic and Career
Communities

Below is what the main catalog page would look like when logged in. By default, the main page is still that of the current
active catalog for the institution, but there is an additional Properties sidebar (1) with several options for users to view past
and current catalogs, modify an existing catalog, and create a new catalog. There is also a gray bar at the very top of the
page (2) which lets you know which catalog version you are currently viewing. It also contains an Edit Mode button and the
user’s username and profile picture.

The Properties sidebar is explained in more detail on pp. 12-14, and Edit Mode is explained in more detail on pp. 15-16.

curr |Q Gnet Academic Catalog

2021-2022 @ Export Page as POF

ARCHITECTURE - Architecture and Interior Design Digital Production: oy Wy
About CUIQ Certificate of Achievement Proposal Properties
President’s Message = Roguiremen Selec Catalog
- elidild €U Academic Catalog 20212022 [Active) ~
Policies and Procedures Sum mary v Tith
Fropasal Title
Campus Life This program provides students with practical knowhedge ¥ Footus is on the skill vé A At progint > SRR Slekaied

S T, wariaty of techaical skils Including dighal drafting, modeing, rendaring, Image enhancement, fabeication and tha use of VR in the design indusstry. Students will be prepared to warkina  l n..
I S I widke range of esign disciplines including, architicture, intisior design, et d % design, and g e

Cescripion
Courses by Discipline

College Academic and Career Disaitivank .
Communities s Tiraiion S
Download POF of Catalog Disiphng
Academic Catalog -
Qriginator
Curriflunet SupportAdrin w

W Modity This Catalog

© Create a New Catalog
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View the Catalog - continued
Search Function

You can search for a specific word, phrase, page title, etc. in the catalog. This can be useful when you are not sure what page
contains the information you are looking for and you need to find it quickly without browsing through every page.

[# Edit Mode | . CurriQunet SupportAdmin &

Q Search

[ Export Page as PDF

& k In the upper right corner, type what you are looking for in the Search bar and click Search.

Your search results will populate in a slide-out menu on the right side of the page. The number of results will show near the
top of the menu.

Academic Catalog

curriQunet

2021-2022 @ Export Page as PDF

S Search Results

About CUIQ

Deliver the best in cuTiculEm management with tech that is easy to leam, smple to use, and built for your fut

5 results retumed for studio

President's Message

ARC 10 - Studio 1

fre) ~studio and design theory through exploration in concepts of space, form, function, materials and creative
Policies and Procedures That is what drives us. It is oUr mission at curdOanet. We love what we do. construction. Emphasis is placed on critical thinking and conceptualization a5 a basis for designing projects

through sketching, model making, and ather media.

Aned maldng that experience the best you've ever hadl

Campus Life

ARC 20 - Studio 2: Architectur

Diplomas & Certificates
Courses by Discipling
College Academic and Career
Communities

ARC 30 - Studio 3: Architecture

_ttudio courte which focuses on an understanding of how environment and building systems informs
architectural concepts. This course explores questions of concept, sustainability, eulture, and social
responsibility within the coatext of buildings which are respansive 1o the environment and people utiliring
CURRICULUM thern. Students will also give visusl and oral presentations which are used in the development of a course
portiolio,

ARC 40 - Studio 4: Architecture

_sludio course which provides a creative framework bo explore the development of commercial and mixed-
use buildings within an urbian setting. Usban sites are analyzed in terms af comemunity, culture, econamics, anct
sustainability. Prajects balance structural, , social, and strategies. Visual and oral
presentations are wed in the development of a course porttalia,

k In the Search Results menu, click the result that has the information you want to view. To exit out of the Search Results menu
without selecting a result, click the X at the top righthand corner of the menu. To clear search results and refresh the page, click the
refresh button () on the left side of the Search bar at the top of the page. To show or hide search results, click the menu button (A )
on the far right side of the Search bar.
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View the Catalog -

continued

Search Function - continued

After clicking on a search result, you will be taken to that page, where your search term(s) will be highlighted on the page for

quick access.

curriQunet e

About CUIQ

President’s Message
Policies and Procedures
Campus Life

Diplomas & Certificates

College Academic and Careor
Communities

Academic Catalog

ARC-ARCHITECTURE
anc 10— 1 (1)

An intraduction to [T and design theory through explaration in cancepts of space, form, function, materials
and creative construction. Emphas is placed tical thinking and s & basis for c
progects through sketching, model making, and ather media, (GE.) Effective: Fall 2020,

ARC 11—Design Communication 1(3)

Three dimensional drawing for interiar and architectural designers with an emphasis on simplified systerms of
linear perspective drawing and the fundamentals of quick sketching. Studies include an miroduction fo
perspective and rendenng of iftenor mstallations using sze, scale, and shading to show depth and 30 form.
[GC) EMective: Fall 2020,

ARC 20—ZIEI 2: Architecture (3)

Prerequisite(s): ARC 10; ARC 11. A -aurse which focuses on the devel of context and

ARC 830 Studies in el}

Independent study is intended for advanced students interested m doing independent research an special
study topecs in independent studies discipling. NOTE: The student must receive apgroval from the Department
Chair prior o enrolling in this couse. (GC.) Eective: Spring 2021,

ARLC 38C—Independent Studies in Architecture (3)

Independent study is intended for advanced students interested in doing independent research on special
study topecs in independent studies discipling. NOTE: The student must receive apgroval from the Department
Chair prior 1o enrolling in this cousse. (GC) Effective: Spring 2021,

ARLC 90A—Architecture Internship (1)

Students becomne acquainted with the career figlds related 1o the discipline of the internship by working ina

while designing spaces and architectural forms. Simple built envirenments are developed wing design
Rrinciples in context with spatial relationships, human i o, and iality. Emphasss is placed on the
design process and human epenimee, Visual and orad e used in the
pertfolio. (GC) Effective; Fall 2020,

ARC 21—Design Communication 2 (3)

This course develops the fundamentats of communicating ideas through the integration of computer graphics
and traditional drawing. Emphasis is placed on developing skills in 2D drafting and architeciural drawings.
(GC.) Effective: Fall 2020.

anc 30— 5 Architecture (3)

Prerequisite(s): ARC 20; ARC 21. An arehiteetural [JII course which focuses on an understanding of haw
environment and buikding systems nforms architectural concepts. This course explores questions of concept,
sustainability, culture, and social responsiblity within the context of busldings which are responsive to the
enviranment and people utilizing them. Sudents will alio give visual and oral presentations whech are used in
the development of a course portiolio. (GC) Effective: Fall 2020,
ARC 31—Design Communication 3 (3)

Develop advanced skills in 1 ard thy

and Architectural desigrers. (GC) Effectrve: Fall 2020

of @ course

digital drafting and rendering for Intesior

setting. Students spend a minimum of 60 hours during the term under the supenision of a
professional in the field. Leaming objectives and et intemship evaluation are required. Limited availability.
[NON-DCCUPATIONAL] NOTE: Studenis must complete a minimum of 6 wnits in the previous fall or spring
sermster at CUIG and should receive a letter grade of C or better in coursework attempted. The next steps are;
(1] find an internship, (2 attend an intemship orientation session, (3) complete and submit the internship

lication forms to the hip Coordinator and (4) enroll in a general internship course, [OCCURATIONAL]
NOTE: Students mugt complete a minimum of & units in the previows Tall or spring semester at CUIG and should
receive a letter grade of C or better in coursework atternpted. The next steps are: (1) Find an intemship, (2)
attend an internahip orientation sessson through the Career Services Center, (3) contact the instnactor whe
teaches the Dccupational Internship Course to see if you meet the i tap
(#ach B has different (4) compiete and submit the intemship
application lomms to the Internship Coordinatar at the £SE, (5) enrall in an cooupational internship course, it
pre-approved by the occupational intemshap instructor. | you do not meet the qualifications for the
occupational intermship course, leel free to enoll in a General Internship Course. (CR) Effective: Spring 2021,
ARC 90B—Architecture Intemship (2.5)
Students become acquainted with the career fields related o the discipling of the internship by working ina
professional setting. Students spend a minimum of 120 howrs during the tesm under the supervision of a
professional in the field. Leaming objectives and &t intemship evaluation are required. Limited availability.
[NON-DCCURATIONAL] NOTE: Students mist complete a minimum of & units in the previous fall or spring

k Toggle the highlighter on or off by clicking the highlighter button (E) next to the Search button at the top of the page. To show or
hide search results, click the menu button (Bl) next to the highlighter button.
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View the Catalog - continued
Export Page as PDF/Download Entire Catalog

Any page in the catalog can be exported as a PDF. This can be useful if you need to save a particular page or pages for offline
view.

[# Edit Mode

[4 Export Page as PDF

k In the upper right corner, below the Search bar, click 'Export Page as PDF'.

The PDF will download in the browser, and when clicked, will open in the browser. The number of pages is shown at the top.
The PDF can be downloaded to your local device and can be printed.

e CUIQ Academic Ca... %

w ® B8 Q

Comment . T

B ¢ & & & 4

Page 10 of 71

ARC-ARCHITECTURE

ARC 10—Studio 1 (3)
An introduction to studio and design theory
through exploration in concepts of space, form,
function, materials and creative construction.
Emphasis is placed on critical thinking and
conceptualization as a basis for designing
projects through sketching, model making, and
other media. (GC.) Effective: Fall 2020.

ARC 11—Design Communication 1 (3)

Three dimensional drawing for interior and
architectural designers with an emphasis on
simplified systems of linear perspective drawing
and the fundamentals of quick sketching. Studies
include an introduction to perspective and
rendering of interior installations using size, scale,
and shading to show depth and 3D form. (GC.)
Effective: Fall 2020.

ARC 20—Studio 2: Architecture (3)
Prerequisite(s): ARC 10; ARC 11. A studio course
which focuses on the development of context and
precedent while designing spaces and
architectural forms. Simple built environments are
developed using design principles in context with
spatial relationships, human interaction, and
materiality. Emphasis is placed on the design
process and human experience. Visual and oral
presentations are used in the development of a
course portfolio. (GC.) Effective: Fall 2020.

ARC 21—Design Communication 2 (3)

This course develops the fundamentals of
communicating ideas through the integration of
computer graphics and traditional drawing.
Emphasis is placed on developing skills in 2D
drafting and architectural drawings. (GC.)
Effective: Fall 2020.

ARC 30—Studio 3: Architecture (3)
Draranmuicitale) ARC 20 ARC 71 An architactireal

—> Next Page: Export Page as PDF/Download Entire Catalog - continued

ARC 31—Design Communication 3 (3)
Develop advanced skills in two-dimensional and
three-dimensional digital drafting and rendering
for Interior and Architectural designers. (GC.)
Effective: Fall 2020.

ARC 32—Construction Materials and
Methods (3)

Prerequisite(s): ARC 11. A comprehensive look at
how a building is put together, the systems it
contains, and the methods of construction for
different building types and construction
materials in context with code requirements and
sustainability. (GC.) Effective: Fall 2020.

ARC 40—Studio 4: Architecture (3)
Prerequisite(s): ARC 30; ARC 31. An architectural
studio course which provides a creative
framework to explore the development of
commercial and mixed-use buildings within an
urban setting. Urban sites are analyzed in terms
of community, culture, economics, and
sustainability. Projects balance structural,
environmental, social, and programmatic
strategies. Visual and oral presentations are used
in the development of a course portfolia. (GC.)
Effective: Fall 2020.

ARC 41—Design Communication 4 (3)
Prerequisite(s): ARC 31. This is a studio course in
3D Computer Rendering and Animation. It will
cover advanced computer applications in a virtual
interior with an emphasis on lighting, textures,
and camera angles. Students will create walk-
throughs and digital 3D visual representations of
interior spaces. (GC.) Effective: Fall 2020.

ARC 51—Design Communication 5 (3)
Digitally build and enhance images for
professional presentations through the

avelaratinn af matarizle linht calae taviurs and




View the Catalog - continued

Export Page as PDF/Download Entire Catalog - continued

Many institutions have an option to download the entire catalog as a PDF. This option will generally be on a specific page.

Academic Catalog
2021-2022

currlQunet

[ Export Page as PDF

MENLU

About CUIQ
President’s Message
Policies and Procedures
Campus Life

Diplomas & Certificates
Courses by Discipline

College Academic and Career
Communities

PDF of Catalog o

k Navigate to the correct page (1). Your institution's catalog download page may have a different name. Click the link (2) to download

the entire catalog. It may take several minutes for the catalog to download in your browser because of the size of the file.

The PDF will download in the browser, and when clicked, will open in the browser. The number of pages is shown at the top.
The PDF of the entire catalog can be downloaded to your local device and can be printed.

CUIQ Academic Ca..
w e B Q

Comment

B
- B

About CUIQ

Policies and Procedures
Attendance Proced
Refund Policy

op and Withdraw

cheduling

oo @ ¢
J;ET_-:-JTiQ&'

President’s Message

Designing, building, and managing your curriculum is mission critical to your success. currlQanet META is the
foremost curriculum-centric, fully integrated platform that allows you to manage your curriculum your way — The
Best Way!

We believe our solution should not limit your curriculum needs - today and into the future.

Our proven higher education experience and technical know-how combine to create the most feature rich
curriculum management offering in the market.

Experience the best in curriculum management —

Campus Life
5! re Campus
Diplomas & Ce| es

ARCHITECTURE - Architecture and
Interior Design Digital Production:
Certificate o

Summary

Download PDF of Catalog

Page 11 of 71

currlQanet META
Curriculum Unleashed!

Policies and Procedures

The academic year is divided into four 12-week quarters, each comprised of three sessions. Students may enroll in
classes in most programs any month of the year.

The start-date of a session is the first Monday of the new course term. If the first Monday is a holiday, the start-
date of the session will be the first Tuesday. For example, if the first class meeting offered in the September
session meets on Mondays and Wednesdays, and Monday is the holiday, then that first Tuesday is the start-date
for the session. The term start date (whether a Monday or Tuesday) is the start date of the session and not the day
students meet for their first class. Students are considered officially enrolled in a class at midnight (PST) of the
ninth (9th) day of the session.

All students must be officially enralled in order to attend class and to receive a grade. This means that the course
must be added to the student’s schedule prior to the ninth (9th) day of the session. University instructors will not
permit non- enrolled students to attend a class or be issued a grade. The Office of the Registrar will not post
grades for students who are not officially enrolled.

Students are expected to attend all scheduled classes of a course. An absence is recorded each time a student
does not attend a regularly scheduled class, whether or not it is an excused absence. Students who have more

—> Next Page: Properties



Properties

The Properties sidebar has three tabs: My Tasks, Proposal, and Catalog.

My Tasks

The My Tasks tab shows a logged-in user any tasks that have been assigned to them for the selected catalog. When there
are currently no tasks assigned to the user for the selected catalog, the queue will show as empty (see below).

PROPERTIES

RV REE Gl B Proposal B Catalog

Your Queue is Empty

You do not currently have any assigned tasks for
this catalog.

When there are one or more tasks assigned to the user (e.g. review or approval is needed for a catalog or section of a
catalog), those tasks will be listed in the tab.
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Properties - continued
Proposal

The Proposal tab allows you to select a certain catalog to view or edit. It also allows you to modify an existing active catalog

(see pp. 68-71) or to create a new catalog (see pp. 17-20).

The grayed-out fields cannot be edited unless you are in Edit Mode (see pp. 15-16).

Page 13 of 71

PROPERTIES

= My Tasks = B Proposal - NeiElER

Proposal Properties
Select Catalog
CUIQ Academic Catalog 2021-2022 (Active) w
Propaosal Title
CUIQ Academic Catalog 2021-2022
Description

Description

AN

Department

Administration W
Discipline

Academic Catalog W
Criginatar

CurriQunet SupportAdmin W

B Modify This Catalog

© Create a New Catalog
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Properties - continued
Catalog

The Catalog tab shows the Catalog Title (note that this is different from the Proposal Title), subtitle, footer, and start and end
date for the catalog. The grayed-out fields cannot be edited unless you are in Edit Mode (see next page).

PROPERTIES

HNVIRECE B Proposal

Catalog Properties

Catalog Title
Academic Catalog

Catalog Sub Title
2021-2022

Catalog Footer

CUIQ Academic Catalog

Catalog Start Date
09 /01 /2021
Catalog End Date
mm fdd fyyyy

Below is an example of the difference between the Catalog Title (something everyone will see when they access the current
catalog) and the Proposal Title (something only logged-in users can see).

The Proposal Title (1) is shown in the gray bar at the top of the page, indicating which version of the catalog (i.e. which
catalog proposal) is being viewed. This could be an active proposal, a historical proposal, or a draft or in review proposal.

The Catalog Title (2), the name of the catalog itself, is shown a little farther down. The subtitle (3) is beneath it and in this
example indicates which school year this particular version of the catalog is for.

S e
u CUIQ Academic (

: 2]
Academic Catalog

2021-2022 ¢

currlQunet
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Edit Mode

There are two modes in the new catalog: View Mode, which is the default setting and allows users to view but not edit, and
Edit Mode, which allows users to view and edit. Edit Mode must be activated in order to add content or make any changes.

Any time the browser is refreshed while in Edit Mode, the entire catalog will default to View Mode, and Edit Mode must be
activated again in order to continue adding content or making changes.

[# Edit Mode | . CurriQunet SupportAdmin &

4 Export Page as PDF

k To activate Edit Mode for the catalog, click the Edit Mode button at the very top of the screen next to your profile picture and name.
To deactivate Edit Mode for the catalog and return to View Mode, click the Edit Mode button again or refresh your browser.

To access Edit Mode for the menu or pages, Edit Mode must be activated for the entire catalog and then individually
activated for the menu and/or pages.

An Edit checkbox (1) will appear in the Menu on the far left side, which when checked will activate Edit Mode for the menu
and allow you to add new pages and/or edit page titles. Unchecking the box will deactivate Edit Mode for the menu.

If any pages exist, an Edit button (2) will also appear within each page. Clicking this button within a page will activate Edit
Mode for all pages and allow you to add new content to pages and/or edit any existing content. Clicking the button again on
a page will deactivate Edit Mode for all pages.

When Edit Mode is deactivated for the catalog or the browser is refreshed, the entire catalog will revert to View Mode and
the Edit buttons and Edit checkbox will disappear from the pages and menu until catalog Edit Mode is activated again.

B CUIQ Academic Catalog 2021-2022 (Active)

Academic Catalog

currlQunet 7°**

About CUIQ About CUIQ

President's Message
Deliver the best in curriculum management with tech that is easy to learn, s

Policies and Procedures
And making that experience the best you've ever had!
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Edit Mode - continued

While in Edit Mode, the Proposal and Catalog tabs in the Properties sidebar no longer have grayed-out fields; all fields can

be edited.

PROPERTIES

= My Tasks = @ Proposal [ -Re:#]

Proposal Properties

Select Catalog
Proposal Title
Proposal Title

Description

Description
Division
Department

Originator

© Create a New Catalog

b4
1B Modify This Catalog

PROPERTIES

= My Tasks -=RE0rezM B Catalog

Catalog Properties

Catalog Title
Catalog Title

Catalog Sub Title
Catalog Sub Title

Catalog Footer

Catalog Footer

Catalog Start Date
04/26/2021 |
Catalog End Date

04/24/2022 |

In the next section, we will discuss creating a new catalog and filling out these fields while using Edit Mode. Adding and

editing pages and content will be discussed later in the guide.

Page 16 of 71

—> Next Page: Create a New Catalog



Create a New Catalog

A new catalog can be created from the Properties sidebar in the Proposal tab.

PROPERTIES

= My Tasks = B Proposal - FeiE(EE

Proposal Properties
Select Catalog
CUIQ Academic Catalog 2021-2022 (Active) w
Proposal Title
CUIQ Academic Catalog 2021-2022
Description

Description

Department

Administration W
Discipline

Academic Catalog W
Criginator

CurriQunet SupportAdmin W

I Modify This Catalog

© Create a New Catalog

k Click 'Create a New Catalog' to create a brand-new catalog proposal.
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Create a New Catalog - continued

Once a new catalog proposal is created by clicking 'Create a New Catalog', a new draft proposal will appear in the Select
Catalog dropdown, with a default name of "null" (this can be changed in Edit Mode).

A new catalog proposal is completely empty until content is added. All fields in the Proposal and Catalog tabs are blank, and
there are no pages. Fields can be edited and pages and content can be added in Edit Mode.

When you are in a draft catalog proposal, the options at the bottom of the Proposal tab are now Submit for Approval
(which launches the draft proposal into the workflow and should only be selected when the draft is completed) and Delete
This Draft (which deletes the draft proposal without launching it).

PROPERTIES

7= My Tasks = [@ Proposal [ - ezl

Proposal Properties

Select Catalog

null (Draft) v

Proposal Title

Proposal Title

Description
Description
p
Division
b
Department
N~
Originator
CurriQunet SupportAdmin ~

€ Delete This Draft

= Submit for Approval

At the top of the screen, the Proposal Title (1) is now showing as "null" and has a status of (Draft), indicating that this catalog
is a brand-new draft proposal. The Catalog Title (2) and subtitle (3) are blank until they are edited in Edit Mode.

B null (Draft)

currlQunet

o
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Create a New Catalog - continued

[# Edit Mode | . CurriQunet SupportAdmin &

Q Search

[ Export Page as PDF

k To activate Edit Mode for the catalog, click the Edit Mode button at the very top of the screen next to your profile picture and name.
Once you are in Edit Mode, you can fill out the fields in the Proposal and Catalog tabs in the Properties sidebar.

When you have filled out the Proposal Title field and refreshed the page, the proposal name for your draft in the Select
Catalog dropdown - and the gray bar - will update (see below).

currlQinet

@ Export Page as POF
PROPERTIES

Proposal Properties

Select Catalog

CUIC Acadernic Catalog 2021-2022 (Draft)

CUIG Academic Catalog 2021-2022

Acadenic Catalog
CumnQunet SuppartAgmin

[ Submit for Approval

© Delete This Draft

© Create a New Catalog

&8 k Fill out the fields and select from the dropdowns in the Proposal tab.
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Create a New Catalog - continued

When you have filled out the Catalog Title and Catalog Sub Title fields, the catalog name and subtitle will also update at the
top (see below).

curriQUnet Academic Catalog

2021-2022 [ Export Page as POF

PROPERTIES

MENU W Edit

T2 py Tocks [ RV [ Catalig

&8 k Fill out the fields and select start and end dates in the Catalog tab.

In the next section, we will discuss adding and editing pages in the main navigation Menu.
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Main Navigation (Menu)

The Menu is the navigation sidebar where pages in the catalog are added, edited, and accessed.

Academic Catalog

currlQanet -2

MENU + Add ~ Edit

k When Edit Mode is activated for the catalog, click the Edit checkbox in the Menu to activate Edit Mode for the menu. An '+Add’
button for adding pages will appear.

0O CUIQ Academic Catalog 2021-2022 (Draft)

Academic Catalog

currlQanet -2

MENU + Add  ~ Edit

i [Click to add a page name] X

k Click the '+Add' button to add a page. The page will be blank with placeholder text that says '[Click to add a page name]'.
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Main Navigation (Menu) - continued

Academic Catalog

currlQanet 7°**

MENU + Add ~ Edit

| k Click the page to edit the page title. Enter a name for the page. Add and name as many pages as necessary.

i — Academic Catalog
Curr IQunet 2021-2022
MENU + Add v Edit
§  President's Message X
§ Policies and Procedures X
§  Campus Life X
§ Diplomas & Certificates X
g Courses by Discipline X

k To move a page up or down the list, hold the drag button (E) and drag the page to a different spot in the list. To delete the page,
press the X button next to the page name (E4 ).
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Main Navigation (Menu) - continued

When the Edit checkbox in the menu is unchecked, Edit Mode for the menu will be deactivated and the '+Add"' button will
disappear along with the ability to edit page titles or to drag or delete pages.

The Edit checkbox can be checked at any time while in catalog Edit Mode to make changes to the order of the pages or to
their titles, or to delete or add more pages.

Ta Y Academic Catalog
currlQanet 20
About CUIQ

President's Message
Policies and Procedures
Campus Life

Diplomas & Certificates
Courses by Discipline

College Academic and Career
Communities

In the next section, we will discuss adding different types of content to pages.
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Adding Content to Pages

To add content to an empty page, make sure Edit Mode is enabled for the catalog and that the Edit checkbox at the top of
the Menu is unchecked. (When the box is checked, clicking on a page in the menu will give you the ability to edit the page
title. When the box is unchecked, clicking on a page in the menu will navigate you to that page in the catalog.)

Academic Catalog

currlQunet  7°**7

& Edit | About CUIQ Pane

MENU @ Edit
‘ About CUIQ *

President’'s Message

Policies and Procedures

Campus Life

k Click on a page in the menu to navigate to it (1) . When you are at the correct page, click the Edit button at the top of the page panel
(2).
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Adding Content to Pages
Creating a Page with a Heading and Formatted Text

When the Edit button on the page panel is clicked, a Body content panel will appear by default on the page. (See
Terminology on pp. 3-5 for definitions of content panels and content types.)

B CUIQ Academic Cat: 021-2022 (Draft)

L - Academic Catal
curriQanet Jcacemic tatalog

2021-2022
MENU B Edit About C . + Collapse Content . [E Content Panels

About CUIQ
BODY

President's Message 4+ Add Content ~

Policies and Procedures

Campus Life

k Click the '+Add Content' button in the Body panel to add a content type.

The '+Add Content' button has a dropdown containing content types that can be added to the panel. Hovering over each
content type with your mouse will cause a tooltip to appear explaining what the content type is for (see below).

i - Academic Catalog
rr Q n
Cu £t I u et 2021-2022
MENU @ Edit P08 ~bout CUIQ Pane + Collapse Content | E Content Panel
About CUIQ

BODY

President's Message

Policies and Procedures

@ Plain Text
Campus Life ~ EE Tab Panel
Diplomas & Certificates P e

= Link List | Add text that can be formatted

=

Courses by Discipline )
B Curriculum

College Academic and Career
Communities

k Click on a content type in the dropdown to add it. For this example, we'll be adding a Formatted Text panel.
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Creating a Page with a Heading and Formatted Text - continued

This is how a formatted text panel will initially appear when added to the Body panel (or any other content panel).

B CUIQ Academic Catalc -2022 (Draft)

TaY Academic Catalog
C.u gls IQ unet 2021-2022

MENU @ Edit

About CUIQ

+ Collapse Content | [ Content Panels

BODY

+ Add Content ~

§ [Formatted Text Panell

President's Message
Policies and Procedures

32 Options~ X
Campus Life

Diplomas & Certificates

______________________________________________________________________________________

Courses by Discipline

k Click inside the red dotted line to add text.

When you click inside the formatted text panel, a menu with several different formatting options and tools will appear above
the cursor.

B CUIQ Academic Catalc -2022 (Draft)

curr |Q Gnet Academic Catalog

2021-2022
MENU @ Edit + Collapse Content | [E Content Panels
About CUIQ
BODY
President's Message
Policies and Procedures 8l source 0B [ (w Q by E == Elr W M EMA=0x=8
o
Campus Life BIUSHXx|&L|=|=2 == sves - Noma | Font - | sis - A- @ (Words 0 Characers0
Diplomas & Certificates

Courses by Discipline

& k Type the desired text and format as needed using the tools in the menu.
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Creating a Page with a Heading and Formatted Text - continued

As you type, you will see a Word and Character count in the menu above your text.

PROPERT
i About CUIQ Pane

|
BODY Your
Youdor

4+ Add Content =
catalog.

[@ Source D& m @+« Qb |BE = s Elr W = = = ®
{

Styles - Normal

B I USx x* &I,
EDeIiver the best in curriculum management with tech that is easy to learn, simple to use, and built for your future.

?,And making that experience the best you've ever had]

EThat is what drives us. It Is our mission at currlQidnet. We love what we do.

More content panels can be accessed by clicking Content Panels at the top of the page you are editing, which will give you

the option to show or hide each content panel by checking or unchecking the checkbox next to each panel type.

. PROPERT
/ it CUIQ Pane ollapse Content | [E Content Panels ~| 8 Ed
Show or Hide Panels |
S Your
Header You dor
Body catalog.
. Left Aside
#  [Formatted Text Panel] . . 32 Options~ X
Right Aside
Footer

Deliver the best in curriculum management with tech that is easy to learn, simple to use, and built

And making that experience the best you've ever had!

That is what drives us. It is our mission at currlQdnet. We love what we do.

show or hide panels.

k Click on Content Panels to show the dropdown containing all content panel types. Check or uncheck boxes next to each panel type to
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Creating a Page with a Heading and Formatted Text - continued

In the below example, we've shown the Header content panel on the page and added a formatted text panel to it with

some header text. The Header content panel always shows above the Body content panel.

] PROPERT
=
= My T
(
HEADER YOUr
oo fou o
. o catalog.
[@) source DIR[XD @ &« Qb F = = £l Ml L E=sQE®
B I US x,x & 1I|= = = = | stles - | Maormal - | Font - | size - A- B H] \Words: 2, Characters: 9 ¢
Paragraph Format X
Maormal
Heading 1
BODY Heading2

+ Add Content ~ Heading 3
Unndina 4 v
i [Formatted Text Panel]

Deliver the best in curriculum management with tech that is easy to learn, simple to use, and built for your future.
And making that experience the best you've ever had!

That is what drives us. It is our mission at currlQanet. We love what we do.

=2 Options~ X

&8 k Type the desired text and format as needed using the tools in the formatted text menu. To exit out of Edit Mode for the page

and to view what the finished page will look like, click the Edit button at the top of the page.

After exiting out of Edit Mode, the page will look like the following:

@ Edit Mnde‘ @ cunicunet Supponadmin 2o

Academic Catalog

curriQanet 7@

[ Export Page as POF

About CUIQ

About CUIQ . .
Deliver the best in curriculum management with tech that is easy to learn, simple to use, and built for your future.

President’s Message And making that experience the best you've ever had!

Policies and Procedures Thatis what drives us. It is our mission at curriQunet. We love what we do.

Campus Life

Diplomas & Certificates
Courses by Discipline

College Academic and Career
Communities

PROPERTIES

B e Bcoss

Your Queue is Empty

You do not currently have any assigned tacks for this

catalog,
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Creating a Tabbed Page

In this example, we will add a Tab Panel content type to a Body content panel.

MENU @ Edit Policies and Procedu ane + Collapse Content | [§

About CUIQ

BODY
President's Message
Policies and Procedures .
B Plain Text

Campus Life — | EE Tab Panel

o
Diplomas & Certificates B Formatted Text

i= Link List

Courses by Discipline
B Curriculum

College Academic and Career
Communities

k Click the +Add Content' button in the Body panel to add a content type. Click on a content type in the dropdown to add it. For this
example, we'll be adding a Tab Panel.

Once a Tab Panel content type is added to a content panel, no other content types can be added to that content panel. (See
the below example - once the Tab Panel has been added, the "+Add Content' button in the Body content panel is no longer
clickable.)

: PRC
I PN Policies and Procedures Pane + Collapse Content | [F E
BODY YC
You
+ Add Content =

cat

I # [Horizontal Tab Panel] =2 Options > X

+ Add Tab

k Click the '+Add Tab' button in the Body panel to add a tab to the Tab Panel. You may add multiple tabs.
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Creating a Tabbed Page - continued

I # Edit

BODY

I g

+ Add Content =

# [Honzontal Tab Panel]

+ Collapse Content | [ Content Panels ~

2= Options» X

+ Add Tab

§ [Clck to add a tab name] X i [Click to add a tab name] X [Click to add a tab name] X

i [Click to add a tab name] X

&8 k The tab(s) will be blank with placeholder text that says '[Click to add a tab name]'. Click a tab to edit the tab title.

ollapse Content | [E Content Panels

BODY
You

+ Add Content ~
cat
I g

[Horizontal Tab Panel] = Options» X

+ Add Tab

[Click to add a tab name] §  [Click to add a tab name] X [Click to add a tab name] X

#§ [Click to add a tab name] X

&8 k Enter a name for each tab.

o NOTE: All tabs must be named in order to display properly on a page. If a tab is not named, it will display on the page as
'Invalid Tab'.
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Creating a Tabbed Page - continued

I PRC
I # Edit cies and Procedures Pane + Collapse Content | [ Content Panels ~ Options ~ E
BODY Ye
You
cat
I § [Horizontal Tab Panel] 2= Options» X
#  Refund Policy X #  (Class Drop and Withdrawal X #  C(lass Scheduling X
k To move a tab to a different position, hold the drag button (E) and drag the page to a different spot in the list. To delete the tab,
press the X button next to the tab name (E4).
Each tab functions as a nested page, and content panels and types can be shown and added to tabs just as with normal
pages. Edit Mode must be individually activated for each tab in order to add or edit content within the tabs.
PRC
Attendance Procedures Refund Policy Class Drop and Withdrawal Class Scheduling Yc
Atte . + Collapse Content . [E Content Panels~ &% Edit/Review ~ == Options ~ You
—_— cat

I BODY
+ Add Content ™

k Click on a tab and activate Edit Mode for the tab page. Just as with a normal page, a Body content panel will appear. Click '+Add
Content'.
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Creating a Tabbed Page - continued

In the below example, a formatted text panel has been added to the 'Attendance Procedures' tab.

i Edity

ures Panel + Collapse Content | [E

BODY
I [@) Source IRENE] @ (@ « Q5B = = oy ¥ o= m M= Q=E® cat
B I UGSx x| & 7T, = = = = | Stles ~ | Normal ~ | Font ~ | Size - A- [} 4 Words: 555, Characters: 2791 f

The academic year is divided into four 12-week quarters, each comprised of three sessions. Students may enroll in classes in most programs any

month of the year.

The start-date of a session is the first Monday of the new course term. If the first Monday is a holiday, the start-date of the session will be the first
Tuesday. For example, if the first class meeting offered in the September session meets on Mondays and Wednesdays, and Monday is the holiday,
then that first Tuesday is the start-date for the session. The term start date {whether a Monday or Tuesday) is the start date of the session and not the
day students meet for their first class. Students are considered officially enrolled in a class at midnight (PST) of the ninth (9th) day of the session.

All students must be officially enrolled in order t T and to receive a grade. This means that the course must be added to the student’s
15 15 ettle
schedule prior to the ninth (Sth) day of the sessiom: instructors will not permit non- enrolled students to attend a class or be issued a

grade. The Office of the Registrar will not post grades for students who are not officially enrolled.

Students are expected to attend all scheduled classes of a course. An absence is recorded each time a student does not attend a regularly scheduled
class, whether or not it is an excused absence. Students who have more than three (3) absences and who are still enrolled as of midnight (PST) of the
twenty-first (21st) day of the session may be issued a letter grade of "F" or "U" as appropriate for the grading criteria of the class. Tardiness and early

departures from classes accrue and have the potential to cumulatively affect absences.

Lack of participation and/or attendance for students taking on-site or online classes does not qualify the student for a refund or consideration for a
drop or withdrawal from the class unless the student submits the request within the established timeframe (see refund and course drop and
withdrawal policy). Students, whether on-site or online, are responsible for following the published policy on deadlines for drop and withdrawal.

With instructor approval, students may be allowed to make up examinations or class assignments missed due to absence or tardiness. Students must
arrange to complete any make-up work with the instructor in advance. Work must be completed prior to the final class session. A grade of
incomplete may be issued if the student has attended two-thirds of the course and coursework is not completed by the final class session. Instructors

may use their discretion when issuing approval of, and assigning, an incomplete grade.

Any dispute about attendance must be addressed by the student in writing and submitted to the Office of the Registrar within ninety (90) days of
grade posting. If extenuating circumstances prevent the submission of the dispute within that time frame, the Office of the Registrar will make a
determination about whether the circumstances warrant further consideration. The Office of the Registrar will not consider a dispute that is more

than one year old.

k Add content panels and types to each tab the same way you would add content to a normal page. Additional content panels (such as

a Header) can also be added to the parent page.
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Creating a Tabbed Page - continued

After adding a heading to the page and exiting out of Edit Mode, the tabbed page will look like the following:

curriOUnet Academic Catalog

2021-2022 [2 Export Page as POF
PROPERTIES
Al J 11
Policies and Procedures EIEE o v 8o
SOl eI Your Queue is Empty
Refund Policy  Class Drop and Withdrawal  Class Scheduling
President’'s Message You do not currently have any assigned tasks for this
The academic year is divided into four 12-week quarters, each comprised of three sessions. Students may enroll in classes in most programs any month of the catalog.

Policies and Procedures yuat.

The start-date of 3 session is the first Monday of the new course term. If the first Monday is a holiday, the start-date of the session will be the first Tuesday. For
examgle, if the first class meeting offered in the September session meets on Mendays and Wednesdays, and Menday is the heliday, then that first Tuesday is the
start-date for the session, The term start date (whether a Monday or Tuesday) is the start date of the session and not the day students meet for their first class.
Students are considered officially enrolled in a class at midnight (PST) of the ninth (3th) day of the session.

Campus Life
Diplomas & Certificates
Eoutses by lscipin All students must be afficially enrolled in arder 1o attend dlass and t receive a grade. This means that the course must be added to the student’s schedule prior

to the ninth (9th] day of the session. Unaversity instructars will nat permit non- enrolled stedents 1o attend 3 cfass or be issued a grade. The Office of the Registrar

College Academic and Career
will nat post grades for students who are not officially enrolled.

Communities
Students are expected to attend all scheduled classes of a course. An absence s recorded each tme a student does not attend a regularly scheduled class,
whether or not it is an excused absence. Students who hawve more than three (3) absences and who are still enrolled as of midnight (PST) of the twenty-first (21s8)
day of the sesson may be ssued a letter grade of "F* or "U” as appropriate for the grading criteria of the class. Tardiness and early departures from classes accrue
and have the potential to cumulatively affect absences.

Lack of participation and/or attendance for students taking on-site or online classes does not qualify the student for a refund or consideration for a drop or
withdrawal from the class unless the student submits the reguest within the established timeframe (see refund and course drop and withdrawal policy). Students,
whether on-site or online, e itle for following the publs palicy on deadlines for drop and withdrawal,

With instructor approval, students may be allowed 1o make up examinations or class assignments missed due o ahience or lardiness. Students must arrange (o
complete any make-up work with the instructor in advance. Work must be completed prior 1o the final class session, A grade of incomplete may be issued if the
student his attended twe-thirds of the course and coursewerk is not completed by the final class session. Instructors may use their discretion when issuing
approval of, and assigning, an mcompiete grade.

Any dispute about attendance must be addressed by the student in writing and submitted 10 the Office of the Registrar within ninety (20) days of grade pesting.
It prevent the of the dispute within that time frame, the Office of the Registrar will make a determination about whether
the i wamant further i ion. The Office of the Registrar will not consider a dispute that is mere than one year old.

Once grades have been issued and oredit awarded, neither the coursewark ned the grade can be expunged from the student’s record, Tuition will not be refunded
without extenuating circumstances and approval of the Finance Committee.

k The default view on the page will be the first tab. Click on each tab to view the content in each of the tabs.
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Adding an Image, Link and Inline Frame to a Page

While smaller images may be pasted into a formatted text panel, larger images in the catalog should be linked from a URL.
This can be done using the Image tool in a formatted text panel.

[E Content Panels~ &8 Edit/Review

Campus Life Panel 4+ Collapse Content

HEADER
You

+ Add Content ~
cat

I §  [Formatted Text Panel] =% Options~ X

Campus Life

BODY
4+ Add Content
& [Formatted Text Panel] = Options > X
i [Formatted Text Panel] a2 Options~ X

k Add one or more formatted text panels to a page. Click on one of the formatted text panels to bring up the tools and options menu.
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Adding an Image, Link and Inline Frame to a Page - continued

BODY

+ Add Content ~

[ source : D& & @ QiR |= e

B I USIXOIX|&TL|=

Q= ®
0, Characters: 0 <

Py Wle (o] E

Styles ~ | Normal - | Font ~ | Size - A- B9

Image

i [Formatted Text Panel] a2 Options~ X

k Click on the Image tool to access the Image Properties manager.

Image Properties

Image Info Advanced

URL
[l

Alternative Text

Preview

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit. Maecenas feugiat consequat diam
Maecenas metus. Vivamus diam purus, cursus a,
commaode non, facilisis vitae, nulla. Aenean dictum
lacinia tortor. Munc iaculis, nibh non iaculis
aliquam, orci felis euismod neque, sed ornare
massa mauris sed velit. Mulla pretium mi etrisus.
Fusce mi pede, tempor id, cursus ac, ullamcorper
nec, enim. Sed tortor. Curabitur molestie. Duis velit
augue, condimentumn at, ultrices a, luctus ut, orci
HSpace Donec pellentesque egestas eros. Integer cursus,
augue in cursus faucibus, eros pede bibendum

< >

Height

Border

w

WSpace

Alignment

=notset= ~

k In the Image Info tab, type in the URL of the image you are linking to the page.
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Adding an Image, Link and Inline Frame to a Page - continued

After you have typed the URL, a preview of the image will appear.

Image Properties

I Image Info | Advanced

URL
amistock/GQnkBeel/rs=w:600 h:300 cgitrue micr=w:600 h:300

Alternative Text
| Campus Life

Width Preview
Height

Border

HSpace

VSpace

Alignment

=notset= ~

1 k Make any necessary adjustments to the image using the Width, Height, Border, HSpace (horizontal space around the image),
VSpace (vertical space around the image), and Alignment tools. Add alt text for screen readers in the Alternative Text textbox.
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Adding an Image, Link and Inline Frame to a Page - continued

The Advanced Options can be used if you are familiar with HTML and CSS. In the below example, a stylesheet class has been
added to the image.

Image Properties

Image Info Advanced

Language Direction Language Code

=notset=  ~

Long Description URL

Stylesheet Classes Advisory Title

img-fluid

Style

1 k Use the Advanced tab to add more specifications to the image.
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Adding an Image, Link and Inline Frame to a Page - continued

A'link can be added to the formatted text panel using the Link tool.
PRC
u E
32 Options> X Yc
You
cat

i [Formatted Text Panel]

Campus Life

Q=®

I BODY
A% % < [D|DIXB B E I« +(Qb H s =] mam

| Stles

. : 4
+ | size - Q:Lmk(&rm()] Waords: 65, Characters: 309

[ Source
= | MNormal

B I UGS x

X
%
ey
o
[[[]]
I

Take part in campus life and make new friends to last a lifetime! Join Clubs, Play Sports, experience the local scenic beauty, and start building your

new career today at CUIQ.
At CUIQ, you will enjoy the best college experience. Rich in amenities, whatever you are looking for is sure to be found nearby. Explore CUIQ in

Idaho Falls, Idaho.
I Come visit us today

& k Highlight the text you would like to turn into a link and click on the Link tool to access the Link manager.

2l
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Adding an Image, Link and Inline Frame to a Page - continued

Link Info Advanced

Display Text

Come visit us today

Link Type

URL

Protocol

hitp:  ~

s k If you highlighted text before clicking on the Link tool, the Display Text will automatically populate. (You can also add or edit the
Display Text.) Type the URL for the link.
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Adding an Image, Link and Inline Frame to a Page - continued

Link Info Target Advanced

Display Text

Come visit us today

Link Type

URL

Protocol URL
hitp:ll ~ :0%2311c8fc094c49c018m213d43.492660714d-112.0407584)| |

k After the URL has been added, click OK.
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Adding an Image, Link and Inline Frame to a Page - continued

After adding the URL, the link text on the page will look like the following:
PRC

I + Add Content ~
=% Options~> X Yc

i [Formatted Text Panel]
You
cat

Campus Life

I BODY
& WM =EQ=E®

+ Add Content =
o B | O E| - Lo el — = =i =S |- T =
~n Words: 65, Characters: 309 <

[ Source
~ | Mormal -~ | Font - | Size - A- B A

tha |

o
il
lih
I
(9]
=
)
&

B I US x x|

Take part in campus life and make new friends to last a lifetime! Join Clubs, Play Sports, experience the local scenic beauty, and start building your

new career today at CUIQ.
At CUIQ, you will enjoy the best college experience. Rich in amenities, whatever you are looking for is sure to be found nearby. Explore CUIQ in

Idaho Falls, Idaho.

Directions:ICome visit us today I
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Adding an Image, Link and Inline Frame to a Page - continued

An inline frame can be added to the page using the IFrame tool.

|
BODY

4+ Add Content ™

Boorce |f A 0 % <« |D|B| XD B G|« Qs B =

new career today at CUIQ.

Idaho Falls, Idaho.

Directions: Come visit us today

B I USx x| I . -

Size

k]

o
o

a2 =

| A- B-

B
-o WWords: 65, Characters:
5|

Take part in campus life and make new friends to last a lifetime! Join Clubs, Play Sports, experience the local scenic beauty, and start building your

At CUIQ, you will enjoy the best college experience. Rich in amenities, whatever you are looking for is sure to be found nearby. Explore CUIQ in

o =[9]

IFrame

k Click the IFrame tool to access the IFrame Properties manager.

Page 42 of 71 —> Next Page: Adding an Image, Link, and Inline Frame to a Page - continued

Yc

You
cat



Adding Content to Pages - continued

Adding an Image, Link and Inline Frame to a Page - continued

IFrame Properties

General Advanced

O]

Height Alignment

=notset= v
[J Enable scrollbars [ Show frame border

Name Advisory Title

Long Description URL

K -

&= k In the General tab, type the URL for the IFrame you are linking to the page.

IFrame Properties

| General | Advanced

URL
g, butte, eduvinuaitour

Width Height Asgnment

“nol set> v
"] Enable scrolibars [} Show frame borger

Name Advisory Title

Long Description URL

m Cancel

&= k Make any necessary adjustments to the IFrame using the other options, and click OK.
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Adding an Image, Link and Inline Frame to a Page - continued

After exiting out of Edit Mode, the page will look like the following:

@ Edit Mme| ® cunic

Academic Catalog
2021-2022

currlQunet

QL Search

[ Export Page as POF

About CUIQ v

. PROPERTIES
Campus Life [= .. [

Your Queue is Empty

President’s Message ou do not currently have any assigned tasks for this

catalog.
Policies and Procedures

Diplomas & Certificates
Courses by Discipline

College Academic and Career
Communities

Take part in campus Bfe and make new friends to last a ifetime! Join Clubs, Play Sports. experience the local scenic beauty, and start building your new career
today at CUICL

At CUIQL you will enjoy the best college experience. Rich in amenities, whataver you are looking for is sure 1o be found nearby. Explore CUIC in Idaho Falls, idahe,

Directions: Come visit us today

Winter/Spring
2022 Registration

for Currantly
Enrolled Students s
open!
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Creating a Page with a Link List

In this example, we will add a Link List content type to a Body content panel.

MENU B Edit

About CUIQ

HEADER

President’'s Message b Add Content =

Policies and Procedures

g [Formatted Text Panel] =z Options» X
Campus Life
Diplomas & Certificates

Courses by Discipline

BODY
College Academic and Career

. + Add Content ~
Communities

B Plain Text

— iE Tab Panel
B Formatted Text
i= Link List

B Curriculum Add alist of links

k Click the '+Add Content' button in the Body panel to add a content type. Click on a content type in the dropdown to add it. For this
example, we'll be adding a Link List.

Like the Tab Panel, once a Link List content type is added to a content panel, no other content types can be added to that
content panel. (See the below example - once the Link List has been added, the '+Add Content' button in the Body content
panel is no longer clickable.)

. PROPERTIES
Dinlom = Gollapse G B Content Panele .- 5= Options
Diplor e + Collapse Content | [E Content Panels view : Options B Proposs
- Your Queue is

You do not currently h

+ Add Content ~
catalog.

i [Formatted Text Panel] = Options > X

] Diplomas & Certificates

BODY

+ Add Content =

§  [Link List Panel] 32 Options~ X

4+ Add Page

k Click the +Add Page' button in the Body panel to add a linked page to the Link List Panel.
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Creating a Page with a Link List - continued

PROPERTIES

s o = = - - >
=+ Collapse Content Content Panels ew > Options -
L‘ R 3 i= My Tasks B Proposa

Your Queue is

HEADER
4+ Add Content You do not currently h
ontent =
catalog.

§ [Formatted Text Panel] 3% Options~ X

] Diplomas & Certificates

BODY
+ Add Content =

#  [Link List Panel] = Options~ X

+ Add Page

?

I [Click to add a page name] I

&8 k The link will be blank with placeholder text that says '[Click to add a page name]'. Click the link to edit the link title.

Link lists are organized and displayed in alphanumerical order according to the first character in a link title.

As in the below example, if a link title starts with "A", it will be displayed under an "A" section which will include all links which
start with "A." In this case, the linked page is for a certificate program.

# Edit | Dip

Diplomas & Certificates
A

ARCHITECTURE - Architecture and Interior Design Digital Production: Certificate of Achievement

k Click the link to add content to the linked page.
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Creating a Page with a Curriculum Panel

In this example we will be adding curriculum panels to the linked page created in the previous example.

+ Collapse

Content Panels v

Content

BODY You

cats
+ Add Content ¢

k Activate Edit Mode for the page. Click the +Add Content' button in the Body panel to add a content type to the linked page.

In the below screenshot, a tab panel with two tabs has been added to the linked page - 'Summary' and 'Requirements".

PRO

Summary Requirements Yo

You

# Edit | Summary Pane

cats

k Click on one of the tabs to add content to it, and activate Edit Mode for the tab.
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Creating a Page with a Curriculum Panel - continued

PROPERTIES
ARCHITECTURE - Architecture and Interior Design Digital Production: Certificate of Achievement Panel EE Wy Tosks IR
Requirements Your QUQL.IE is
¢ Edit " You do not currently h
catalog.
HEADER
4+ Add Content =
I i [Formatted Text Panel] 32 Options~ X
Summa
BODY
+ Add Content =
B Plain Text
— IE Tab Panel
B Formatted Text
i= Link List

Ml Curriculum

| Add programs or courses from currlQanet META |

k Click the '+Add Content' button in the Body panel to add a Curriculum panel.

Summary Requirements

+ Collapse Content | [E Content Panels ~ &% Edit/R

BODY
4+ Add Content ~

§  [Curriculum Panel] =2 Options > X

Type: Selected Text Here
Curriculum: Selected Program or Course Here

Format: Selected Format Here

k Click the 'Edit' button in the Curriculum panel to add a specific curriculum.
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Program Summary

When adding curriculum, a popup will appear allowing you to choose the type of curriculum and the format. In this example,
we will be adding a Program Summary.

: : PROPERTIES
a [
Summary Requirements Your QUGUE is
+ Collapse Content ‘ You do not currently h

—_— catalog.

BODY

Edit Curriculum Block

£ [Curriculum P, Options~ X
Type Course Summary v Format Course Summary List v
Type: Selected Te Course Summary
Curriculum: Selec [+ ¥:%] Program Requirements
Format: Selected Program Summary

—

Cancel Continue

k Click the Type dropdown and choose Program Summary.

BODY

Add Content ~ : :
Edit Curriculum Block

i [Curriculum Pﬂ‘ % Options~ X

Type Program Summary b Format Program Summary v

Type: Selected Te:

Curriculum: Selec QAddrule EdAddgroup || AND OR

Format: Selected

—

Program

Continue

k Choose Program from the dropdown.
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Program Summary - continued

Another dropdown will appear with a list of programs to choose from.

. I Animation - Assodiate in Science (AS) / Certificate of Achievement: *Historical® H
\
‘mic Cata Og Animation - Assodiate in Science (AS) / Certificate of Achievement: *Historical®
22 Animation - Certificate of Achievement: *Historical” & Export Page as

Animation Foundation - Certificate of Achievement: *Active™

Animation2 - Associate in Science (AS) / Certificate of Achievement: *Draft*

Anthropology - Assodiate in Arts for Transfer (AA-T): *Active®

Anthropology - Assodate in Arts for Transfer (AA-T): *Historical®
Your Queue is

Summary Requirement:

Anthropology - Transfer Information and Programs Offered: *Draft*

Applied Music - Associate in Arts (AA): *Historical® - You do not currently h
Architecture - Associate in Science (AS) / Certificate of Achievement: *Active® catalog.
i BODY Architecture and Interior Design Digital Production - Certificate of Achievement: *Active®
Art - Associate in Arts (AA) *Active®
Art History - Associate in Arts (AA): *Historical®
) Art History - Associate in Arts for Transfer (AA-T): *Active™ .
& [Curriculum P Type i ) ) ptions > X

Asian Studies - Certificate of Achievement: *Active®

Type: Selected Tes Asian Studies - Department Certificate: *Historical*

s Fe ! Asian Studies - Department Certificate: *Historical*

Format: Selected Astronomy - Transfer Information and Programs Offered: *Draft*

Athletic Coaching - Assodate in Science (AS) / Certificate of Achievement: *Active®
Athletic Coaching - Assodate in Science (AS) / Certificate of Achievement: *Historical” n
2D Animation - Certificate of Achievement: *Active® N q =

k Choose the appropriate program from the dropdown to display a summary for that program and click Continue.

After adding a program summary, the curriculum panel will look like the following:

FLEEN IED

Summary Requirements Your Queue i
catalog.

BODY
+ Add Content

§  [Curriculum Panel]

sZ Options~ X

Type: Program Summary
Program: Architecture and Interior Design Digital Production - Certificate of Achievement: *Active®

Format: Program Summary

This program provides students with practical knowledge using industry standard tools and technigues. Focus is on the skill necessary for communicating ideas and
prejects using a variety of technical skills including digital drafting, modeling, rendering, image enhancement, fabrication and the use of VR in the design industry.

Students will be prepared to work in a wide range of design disciplines including, architecture, interior design, fixture and furnishing design, and 3D rendering firms.
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Creating a Page with a Curriculum Panel - continued

Program Requirements

Now we will add a Program Requirements curriculum panel to the Requirements tab.

tion: Certificate of Ach ent Pane

Summary Requirements Your QU\

— - |
Requirements Panel + Collapse Content | [E Content Panels~ &&x Edit/Review ~ = Options ~ You do not c

catalog.

HEADER

+ Add Content ™

§ [Formatted Text Panel] 32 Options ~ X

Requirements

BODY

+ Add Content =

§  [Curriculum Panel] 3% Options~ X

Type: Selected Text Here
Curriculum: Selected Program or Course Here

Format: Selected Format Here

k Click on the +Add Content' button to add content to the Body panel. Add a Curriculum panel.

Page 51 of 71 —> Next Page: Curriculum Panel - Program Requirements - continued



Adding Content to Pages - continued
Creating a Page with a Curriculum Panel - continued

Program Requirements - continued

PROPERTIES

Summary Requirements

+ Collapse Content ‘

HEADER

Edit Curriculum Block

i [Formatted Te

Type Course Summary v Format Course Summary List v

Requirer

Course Summary

© Ad Program Requirements

Program Summary

@ Deieie

BODY
4+ Add Content ~

i [Curriculum P,

Cancel Continue

Type: Selected Te:

Curriculum: Selected Program or Course Here

k Click the Type dropdown and choose Program Requirements.

BODY

Add Content ~ : :
Edit Curriculum Block

|
£ [Curriculum Pﬂ
Type Program Requirements b Format Program Summary v

Type: Selected Te:

Curriculum: Selec © Add rule B3 Add group || AND OR Program Requirements

Format: Selected

—

Program
' Continue

k Choose Program from the dropdown.

Options > X

% Options~ X

% Options~ X

Your Queue is

You do not currently h
catalog.
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Program Requirements - continued

PROPERTIES

Summary Requirements Your QUGUE is

dit

You do not currently h

Content
—_— catalog.

Edit Curriculum Block

i [Formatted T% Type Program Reguirements v Format Program Requirements v Options > X
Requirer
q QAddrule EdAddgroup || AND OR

@ Delete

Program

Content ~

Architecture and Interior Design Digital Production - Certificate of Achievement: *Active™

i [Curriculum P,

Curriculum: Selecieu rrvgran ur cuurse Tere

% Options~ X

k Choose the appropriate program from the dropdown in order to display requirements for that program and click Continue.

After adding program requirements, the curriculum panel will look like the following:

L "cauireme PROPERTIES
Your Queue is Empty
HEADER

age You do not currently have any assign
edures

#  [Formatted Text Panel] 5% Options~ X
fficates Requirements
sline

BODY

cand Career

£ [Curriculum Panell 5% Options~ X

Type: Program Requirements
Program: Architecture and Interior Design Digital Production - Certificate of Achievement: *Active®

Format: Program Requirements

Digital Production and Design Units: 16.0
ARC 11 Design Communication 1 3.0
ARC 21 Design Communication 2 3.0
ARC 31 Design Communication 3 3.0
ARC 41 Design Communication 4 3.0
ARC 51 Design Communication 5 3.0
ARC 70 Portfolio 1.0

Total: 16.0
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Creating a Page with a Curriculum Panel - continued

Program Requirements - continued

The finished page for the program will look like the following after exiting out of Edit Mode:

@ Yo Academic Catalog
currl O unet 2021-2022 @ Export Page a5 PDF
. . . . . . Pmpmgs

ARCHITECTURE - Architecture and Interior Design Digital Production: B 80

About CUIQ Certificate of Achievement Your Queue is Empty

President’s Message R :::;::Iﬂm currently have any assigned tasks for this

Policies and Procedures Summary

Campus Life

Th des students with g ¥ toals and techniques. Focus b5 an the sk o

ge + far ideas and proje ga
7 : variety of technical skifls inchuding digital drafting, modeling, rendering, image enhancement, fabrication and the use of VR in the design industry, Students will be prepared to work in a
Diplomas & Certificates ud ng dig ng. ng. g, imag g . prepa

wide range of design disciplines inthuding, architecture, mterior design, ficture and furnishing design, and 30 rendering firms,
Courses by Discipline

College Academic and Career
Communities
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Course Summary

A Course Summary can be added for courses. First we will add a course summary that is organized by Subject.

HEADER
+ Add Content =

§ [Formatted Text Panel]

QY ccmonmies

Type

QAddrule ElAdd group || AND OR

Course Summary b Format Course Summary List ~

BODY

§  [Curriculum P;

Type: Selected Tey

Curriculum: Selec
Subject

Caourse Number

Format: Selected

Continue

2% QOptions =

x

% Options~ X

k Choose Course Summary as the Type, then choose Subject from the dropdown.

Your Queue is

You do not currently h
catalog.

) [ACCTG) Accounting - £t - kuai ji ﬂ
‘mic Catalog [AD JUS) ADMINISTRATION OF JUSTICE
22 {ADLT ED) ADULT EDUCATION - NONCREDIT
(AHIS) ART HISTORY

(ANATMY) ANATOMY

it (ANIM) ANIMATION

(ANTHRO) ANTHROPOLOGY

(i
LEADER (ARABIC) ARABIC

4+ Add Content =

§ [Formatted Te

ARC-AR

{ARC} ARCHITECTURE
(ART) ART

(ASL) AMERICAN SIGN LANGUAGE

(ASTRON) ASTRONOMY

(AUTQ) AUTOMOTIVE TECHNOLOGY

(BCYCLE NC) BICYCLE MAINTENANCE - NONCREDIT

~
TYPE| (BILING) BILINGUAL/BICULTURAL STUDIES ammpany st e

BODY | 3l (BIOL) BIOLOGY

+ Add Content ~

. |
§  [Curriculum Pai

(BOTANY) BOTANY
(BRDCST) BROADCASTING

(BUS) BUSINESS
(BUS NC) BUSINESS - NONCREDIT

Type: Selected Tey

(ARC) ARCHITECTURE v

Curri : Seleg

Format: Selected |

Options =

Options

x

X

[ Export Page as

PROPERTIES

Your Queue is

You do not currently h
catalog.

k Choose the appropriate subject from the Subject dropdown in order to display a summary of all courses from that subject.
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Course Summary - continued

After adding a course summary of all courses in a subject, the curriculum panel will look like the following:

PROPERTIES

itecture Pane + C Content | [F s N ns
ecture Panel 5 = Lo = @ . B Proposal B Catalog

Your Queue is Empty

HEADER
You do not currently have any assign
F2= + Add Content ~ Y v essig
catalog.
edures
&  [Formatted Text Panel] 3% Options~ X
ificates
sline
BODY
c and Career
+ Add Content ~
#  [Curriculum Panel] =% Options~ X

Type: Course Summary
Subject: (ARC) ARCHITECTURE

Format: Course Summary List

ARC 10—Studio 1 (3)

An introduction to studio and design theory through exploration in concepts of space, form, function, materials and creative construction. Emphasis
is placed on critical thinking and conceptualization as a basis for designing projects through sketching, model making, and other media. (GC.)
Effective: Fall 2020.

ARC 11—Design Communication 1(3)

Three dimensional drawing for interior and architectural designers with an emphasis on simplified systems of linear perspective drawing and the
fundamentals of quick sketching. Studies include an introduction to perspective and rendering of interior installations using size, scale, and shading
to show depth and 3D form. (GC.) Effective: Fall 2020.

ARC 20—Studio 2: Architecture (3)

Prerequisite(s): ARC 10; ARC 11. A studio course which focuses on the development of context and precedent while designing spaces and
architectural forms. Simple built environments are developed using design principles in context with spatial relationships, human interaction, and
materiality. Emphasis is placed on the design process and human experience. Visual and oral presentations are used in the development of a course
portfolio. (GC.) Effective: Fall 2020.

The steps are similar to add a course summary organized by Course Number, which would display all courses that have a
specific course number (e.g. 101 or 300).
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Changing Columns on a Page

Content on a page is organized into only one column by default, but can be organized into two or up to three columns if
desired. Column count can be changed by accessing the Options dropdown in a content type (such as a formatted text
panel). Column count can be changed for the web display (Web View), for the PDF display (PDF Output), or for both.

PROPERT

Your |

Youdor

for this ¢
Take part in campus life and make new friends to last a lifetime! Join Clubs, Play Sports, experience the local scenic beauty, and start building your new
career today at CUIQ.

At CUIQ, you will enjoy the best college experience. Rich in amenities, whatever you are looking for is sure to be found nearby. Explore CUIQ in Idaho Falls,
Idaho.

Directions: Come visit us today

IFRAME

§  [Formatted Text Panel] X
Attendance Procedures 28. Preservation of Evidencellh ahiduidie

The academic year is divided into four 12-week quarters, each comprised of The preservation of evidence il Columns (1,2, 0r3) | 2 =l §o

three sessions. Students may enroll in classes in most programs any menth potential criminal prosecution

of the year. particularly time-sensitive. cur
Complainant in writing of the

The start-date of a session is the first Monday of the new course term. If the taking the following actions:
first Monday is a holiday, the start-date of the session will be the first PDF Output

Show Column Separator

Show Section Separator

Tuesday. For example, if the first class meeting offered in the September 1. Seek forensic medical assis in
session meets on Mondays and Wednesdays, and Monday is the holiday, 120 hours of the incidentd Columns (1,2,0r3) 2 v l
then that first Tuesday is the start-date for the session. The term start date Title IX Coordinator, if neel Bookmark Label
(whether a Monday or Tuesday) is the start date of the session and not the 2. Avoid showering, bathing,
day students meet for their first class. Students are considered officially possible, but evidence may ot
enrolled in a class at midnight (PST) of the ninth (8th) day of the session. to urinate. Show Column Separator

3. If oral sexual contact took Show Section Separator

All students must be officially enrolled in order to attend class and to

drinking, or brushing teeth Start On New Page
Exclude From Full PDF Output

&a k Click Options on the top right of the content type. In the dropdown, either type in the number of columns or use the up and
down arrows ( = ) to increase or decrease the number of columns for web and/or PDF display. The number of columns is limited
to 1, 2, or 3 columns.

o NOTE: Column count can be changed on all content types, but the option should only be used for plain text, formatted
text, and curriculum panel content types. Changing the column count on a link list or a tab panel content type causes
display issues.
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Changing Columns on a Page - continued

Below is what the page would look like with the second formatted text panel divided into two columns:

Academic Catalog
2021-2022

currlQunet

[ Export Page as POF

PROPERTIES.
MENU @ edin i o e : s m_. Propousl @ Catalog
About CUIQ ’ Your Queue is Empty

¥ou do not currently have any assigned tasks for this
catalog

President’s Message
Policies and Procedures
Diplomas & Certificates

Courses by Discipline

College Academic and Career

Communities Take part in campus lifie and malke new friends 1o last a litetime! Join Clubs, Play Sports, experience the local seenic beauty, and start building yous new career
today at CUIQ.

At CUIG, you will enjoy the best college experience. Rich in amenities, whatever you are booking for is sure to be found nearby. Explore CUIG in Idaho Falls, idaho.

Directions: Come vinit us loday

Winter/Spring
2022 Registration

for Currently
Enrclled Students is
opan!

Attendance Procedures 4.1 clathes are changed, place soiled clathes in a paper bag (plastic

destroys evidence) or secure evidence container. Please contact the
The acacemic year is dvided into four 12-week quarters, each comprsed of

Titke 1¥ Coondi foor i ing how and where 1o
three sessions. Students may enrall in classes in most programs any month of A R o

the year, 5. Seeling medical treatment can be essential even if it is not for the
The start-gate of 3 session is the first Monday of the new course tarm, If the purposes of collecting farensic evidence.

first Manday is a holiday, the start-date of the sessian will ba the first Tussday. During the lnjits] meeting hebuesn the Complainan an the Thie X
o I Ik et A Tkt Bondoed T g abar Ao ek Corcinator, the importance of taking ihese actions wil be reterated, if
an Mondays and Wednesdays, and Monday is the haliday, then that first Himely.
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Changing the column count on a curriculum panel follows the same process as a plain text or formatted text panel.

BODY

Add Content ~

§  [Curriculum Panel]

ARC 10—Studio 1 (3)

Effective: Fall 2020.

ey (.

About CUIQ

President’s Message
Policies and Procedures
Campus Life

Diplomas & Certificates
Courses by Discipline

College Academic and Career
Communities

Type: Course Summary
Subject: (ARC) ARCHITECTURE

Format: Course Summary List

An introduction to studic and design theory through exploration in concepts of space, form, function, materi
is placed on critical thinking and conceptualization as a basis for designing projects through sketching, mode

ARC 11—Design Communication 1 (3)
Three dimensional drawing for interior and architectural designers with an emphasis on simplified systems of
fundamentals of quick sketching. Studies include an introduction to perspective and rendering of interior ins’
‘to show depth and 3D form. (GC.) Effective: Fall 2020.

ARC 20—S5tudio 2: Architecture (3)
Prerequisite(s): ARC 10; ARC 11. A studio course which focuses on the development of context and preceden
architectural forms. Simple built environments are developed using design principles in context with spatial r

ARC-ARCHITECTURE

ARC 10—5tudio 1(3)

An introduction to studio and design theary through exploration i concepts
of space, form, function, materials and creative construction. Emphasis is
placed an eritical thinking and conceptualization as s bisis for designing
projects through sketching, model making, and other media. (GC.) Effective;
Fall 2020,

ARC 11—Design Communication 1 (3)

Thiee dimensional drawing for interior and architectural designers with an
emphass on simplified systems of inear perspective drawing and the
fundamentals of quick sketching. Studies include an introduction to

and rendering of intenar using size, scale, and

perspes
shading to show depth and 30 form, {GC) Effective: Fall 2020.

ARC 20—5tudio Z: Architecture {3}

Prerequisteisi: ARC 10; ARC 11. A studio course which focuses on the
development of context and precedent while designing spaces and
architectural forms, Simple buill enviranments are developed wsing design
principbes in context with spatial relationships, human interaction, and
materiality. Emphasis i placed on the design process and human expenence.
Wisual and oral are used in the d of a course
portfolio. (GC.) Effective: Fall 2020,

ARC 21—Design Communicatian 2 (3)

This course develops the fundamentals of communicating ideas through the
integration of camputer graphics and traditional drawing, Emphasis is placed
on developing skills in 2D drafting and architectural drawings. [GC.) Effective:
Fall 2020,

ARC 30—Studio 3: Architecture (3}

Prevequisite(sh: ARC 20; ARC 21, An architectural studio course which focuses
©n an understanding of how environment and buslding systems informs
architectural concepts. This course explores questions of concept.
sustainability, culture, and social responsibility within the context of buildings
which are responsive to the emvaronment and people wtilizing them. Students

@ Web View

I Columns (1,2, 0r3) 32

S I

Show Column Separator

Show Section Separator

PDF O

I Columns (1,2, 0r3) 2

Bookmark Label

Show Section Separator
Start On New Page
Exclude From Full PDF Qutput

materiality. Emphasis is placed on the design process and human experience. Visual and oral presentations are used in the development of a course
portfolio. (GC.) Effective: Fall 2020.

ARC B8E Studies in 21

Independent study is intended for advanced students interested in daing

independent research on special study topics in independent studies
diseiphine. NOTE: The student must recenve approval from the Department
Chair prior to enrolling in this course, {GC.) Effective: Spring 2021,

ARC BBC Studies in {3)

Independent study is intended for advanced students interested in doing
independent research on special study topics in independent studies

dusciphine. NOTE: The student must receve approval fram the Department
Chair prior te entolling in this course. (GC) Effective: Spring 2021.

ARC 80A—Architecture Internship (1)

Students become acquainted with the career fields related 1o the discipline of
the intemnship by working in a professional setting. Students spend a
minimum of 60 hours during the term under the supsrvision of a professianal
in the field, Leaming obj and exit i are required,
Lumtesd availabality. [NON-OCOUPATIONAL] NOTE: Students must complete a
minimum of & units in the previous fall or spring semester at CUKD and should
recene a letter grade of C or better in coursework attempted, The next steps

are: (1) find an intemchip, (2) attend an internship crientation session, (3}
complete and submit the P app torms to the
Coordinator and (4] ensoll in a general mtemship course, [OCCUPATIONAL]
MOTE: Students must complete a minimum of & units in the previous fall or
spring semester at CUKD and should receive a letter grade of C or better in
coursewark attempled. The next steps are: (1) Find an intermstip, {2) attend an

intemship orientation session throwgh the Career Services Center, (3) contact
the instructor who teaches the Oocupational Intemship Course to see if you

mieet the anal ip course

isites (mach occupational
intemship course has different requirements, (4] complete and submit the
imemship application ferms to the Internship Coordinator at the C5C, (3)
enroil in an p course, if pre-approved by the
accupational internship instructor. If you do not meet the qualifications for
the occupational internship course, feel free to enroll in a General Intemship

In the next section we will discuss how to delete pages and/or content within pages.
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Deleting Pages and Content

Content on a page can be immediately deleted by clicking the X button on the content type.

BODY
+ Add Content ~

#§  [Curriculum Panel] 5= Options » | X

It is important to note that page and content deletion cannot be undone.

When content types (plain text, formatted text, curriculum panels, tab panels, and link lists) are deleted, there is no warning
message; the content is deleted immediately.

Deleting a page, on the other hand, triggers a warning message that the page and all of its content will be deleted. This
message will trigger when deleting a page from the menu, deleting a tab in a tab panel, and deleting a link from a link list.

Pages can be deleted from the Menu by clicking the X next to the page name. This will trigger the warning message asking
you to confirm that you wish to delete the page.

MENU 4 Add  + Edit
| fboutcuia * President's Message
& President's Message Designing, building, and managing your curriculum is missian rritical ta vaur success curdOinet META is tha foremast curriculum-centric, fully integrated platform
that allows you to manage your curriculum you .
i - O Confirm Delete X
- We believe our solution should not limit your cl
& Diplomas & Certificates ¢ Our proven higher education experience and te 1S action will delete this page and all associated sub-sections. This \gement offering in the market.
action is permanent and cannot be undone.
o e Experience the best in curriculum management
& Courses by D|SC|P|”'|E x If you want to delete content within the page, you can navigate to the

currlQdnet META specific content to delete it.

. Chaffey College Academic and )
- oo X Curriculum Unleashed! Select Continue to delete the entire page. Otherwise select cancel to
Career Communities
keep the page.

(&Ll Continue

k Click Continue to continue deleting the page. Click Cancel to cancel deleting the page.
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Tabs can be deleted from tab panels by clicking the X next to the tab name, and links can be deleted from link lists by clicking
the X next to the link name. Deleting a tab or link will also trigger the warning message, since tabs and links are pages.

olicies and Procedures Panel + Collapse Content | [ Content Panels ~

BODY
+ Add Content =

#  [Horizontal Tab Panel] 32 Options~ X

i Attendance Procedures X i Refund Policy # (Class Drop and Withdrawal X # Class Scheduling X

# Edit

+ Collapse Content | [ Content P S : dit/Review = Options

BODY
+ Add Content
[Link List Panel] 5z Options v X

A

ARCHITECTURE - Architecture and Interior Design Digital Production: Certificate of Achievement

o NOTE: While the warning message will trigger when deleting a tab within a tab panel, and deleting a linked page within
a link list, the message will not trigger when deleting the entire tab panel or the entire link list, even if there are tabs or
links within those content types.

In the next section we will discuss how to submit a catalog draft proposal for approval in order to launch it into the workflow
for review and implementation.
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When the catalog is completed to your satisfaction, you must submit it for approval so that it can be reviewed.

CUI'FlOlTJﬂEt Academic Catalog
2021-2022 [ Export Page as FDF
About CUIQ About CU 1Q Proposal Properties
President's Message Select Catalog
) Deliver the best in curnculum management with tech that is sasy to learn, simple 10 use, and buil for your future, A e B e =
Policies and Procedures
‘And making that expenence the hest you've ever had! Propoeal Thie
Cemp e That is what drives us. It is oUr Mission 3t curmiOnet. We kove what we do. CUIQ Academic Cataleg 2021-2022
Diplomas & Certificates B
Courses by Discipline
&
College Academic and Career e——
Communities
Administration g
Dhscpline
Aratiernic Catalog -
Oiginatar
Curmiunet SupportAdmin v

| & submit for val

mumh sragesal inta the workflow for appraval

k In the Properties sidebar, click Submit for Approval to launch the catalog proposal into the workflow.

After you have submitted the catalog for approval, wait for it to launch. This may take a minute or two. While it is processing
there will be a loading indicator on the right side of the Submit for Approval button.

Discipline
Academic Catalog A
Originator
CurriQunet SupportAdmin A
[=* Submit for Approval s

€ Delete This Draft

© Create a New Catalog
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Submit Catalog for Approval - continued
Workflow

When the catalog has launched, an additional tab will populate in the Properties sidebar - the Workflow tab.

PROPERTIES

_ = l‘.,-'l-_\,r Tasks . Pmposa[ E CataloQ m

Proposal Properties

Select Catalog
easy to learn, simple to use, and built for your future. CUIQ Academic Catalog 2021-2022 (Draft) “
Proposal Title
‘e what we do. CUIQ Academic Catalog 2021-2022
Description

Description

Department

k In the Properties sidebar, click the Workflow tab to access the workflow for the catalog.

PROPERTIES

Workflow Actions

I Position/Step I

Delete Proposal

Un-launch Proposal

#

k Choose a position or step from the Position/Step dropdown. The proposal can also be deleted or unlaunched from this dropdown if
necessary.
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Workflow - continued

L
PROPERTIES

=N VTREEC B Proposal B Catalog m—
Workflow Actions

Position/Step

Curriculum Representative hd

I,-‘i'u:tit:m I

Approve; forward to Dept Chair (no DE)
Request Changes

Approve: forward to 508 Review (DE)

= Commit

k Choose an action to take from the Action dropdown. Actions for a particular position may vary depending on the institution.
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Workflow - continued

|
PROPERTIES

N UTREECl B Proposal B Catalog m—
Workflow Actions

Position/Step

Curriculum Representative hd
Action
Approve: forward to Dept Chair (no DE) hd
I Comments I

This locks good

Y

| Commmit the selected warkflow action |

E8 Any comments can be added in the Comments textbox. When you have chosen a position, added an action, and added any
comments, click Commit to push the proposal to the next step in the workflow.
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Submit Catalog for Approval - continued
Workflow - continued

When the catalog has reached the Implement step in the workflow, an activation date must be chosen.

PROPERTIES

Workflow Actions

Position/Step

Curriculum Specialist hd
Action
Implement hd

I Activation Datel

B dd /yyyy

| November 2021

k Choose an activation date from the Activation Date datepicker. The activation date can be the current date or a date in the future.
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Submit Catalog for Approval - continued
Workflow - continued

|
PROPERTIES

N UTREECl B Proposal B Catalog m—
Workflow Actions

Position/Step

Curriculum Specialist hd
Action
Implement hd

I Activation Datel

KR/ 29 /2021

Comments

This looks good

A

| Cammit the selected workflow action |

&S k The activation date can also be typed into the textbox. When you are finished selecting an activation date, click Commit to
activate the catalog for public viewing on the selected date.

In the next section we will discuss how to create a modification proposal for an active catalog.
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Create a New Modification Proposal

An existing catalog proposal can be modified from the Properties sidebar in the Proposal tab.

PROPERTIES

= My Tasks = B Proposal - N&iElER]

Proposal Properties
Select Catalog
CUIQ Academic Catalog 2021-2022 (Active) w
Propaosal Title
CUIQ Academic Catalog 2021-2022
Description

Description

Department

Administration W
Discipline

Academic Catalog W
Criginator

CurriQunet SupportAdmin W

B Modify This Catalog

© Create a New Catalog

k Click 'Modify This Catalog' to create a catalog modification proposal for an existing catalog.

o NOTE: Just as with other proposals in META, direct editing of a catalog proposal should only be performed when a
proposal is in draft or in review status and has not yet been launched or activated. If a catalog proposal is active and
changes to it need to be made, creating a modification catalog proposal rather than directly editing the existing active
catalog proposal is ideal in order to maintain a record of changes made.
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Create a New Modification Proposal - continued

There can be multiple draft, in review or historical proposals, but there can only be one active version of a catalog at a time.

Options at the bottom for the active proposal (1) include modifying it or creating a brand-new proposal. If a historical

version (2) is selected, these two options do not show.

PROPERTIES

3= My Tasks

BB Proposal [ - HeEIGT

Proposal Properties

PROPERTIES

= My Tasks

B Proposal [N - ReEE(R

Proposal Properties

Select Catalog

CUIQ Academic Catalog 2021-2022 (Active)

CUIQ Academic Catalog 2020-2021 (Historical)
CUIQ Academic Catalog (Draft)

CUIQ Academic Catalog 2021-2022 (Active)

Select Catalog

CUIQ Academic Catalog 2020-2021 (Historical) w

CUIQ Academic Catalog 2020-2021 (Historical)

CUIQ Academic Catalog (Draft)
CUIQ Academic Catalog 2021-2022 (Active)

Description

Department
Administration
Dizcipline
Academic Catalog
Originator

CurriQunet SupportAdmin

© Create a New Catalog

B Modify This Catalog
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Description

Department

Administration v
Discipline

Academic Catalog w
Originator

CurriQunet SupportAdmin v
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Create a New Modification Proposal - continued

Once a modification proposal is created by clicking '"Modify This Catalog' on the active proposal, a new draft proposal will
appear in the Select Catalog dropdown with the same name and layout as the active catalog. Changes to all fields and pages
can be made in Edit Mode.

When you are in a draft catalog proposal, the options at the bottom of the Proposal tab are now Submit for Approval
(which launches the draft proposal into the workflow and should only be selected when the draft is completed) and Delete
This Draft (which deletes the draft proposal without launching it).

PROPERTIES

7= My Tasks B Proposal - KeEEIRn

Proposal Properties

Select Catalog

CUIQ Academic Catalog 2021-2022 (Draft) A

Proposal Title

CUIQ Academic Catalog 2021-2022

Description
Description
V.
Department
A
Discipline
A
Originator
CurriQunet SupportAdmin v

= Submit for Approval

© Delete This Draft

At the top of the screen, the Proposal Title (1) is now showing a status of (Draft), indicating that this catalog is a draft
modification proposal rather than the active proposal. The Catalog Title (2) and subtitle (3) remain the same as the active
proposal unless they are edited in Edit Mode.

Academic Cataiog?
2021-2022_ @

currlQunet
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Create a New Modification Proposal - continued

Unlike a new catalog proposal, which is initially empty, a draft modification proposal will be a copy of the current active
catalog, and all pages and content from the active catalog will already exist.

i = Academic Catalog
rr n Search
cu I O u et 2021-2022 @ Export Page as PDF
— PROPERTIES
About CLICQ i
About CU'Q Proposal Properties
President’s Message Select Catalog

- Deliver the best in curriculum management with tech that is easy to leam, simple to use, and built for your future. CUIG Acaderric Catalog 2021-2022 (Drat) =
Policies and Procedures
And making that experience the best you've ever had! Proposal Thke

Campus Life g ; X iy 2021300
¢ That is what drives us. It is our mission at currlQanet. We love what we do. LA Academic Catalog 2021-2022

Diplomas & Certificates
Courses by Discipline

College Academic and Career
Communities

Administration -
Acaemic Catalog v

Onginatar

. CurmGunet SuppertAdrin v
F CURRICULUM p

ﬁ = = Submit for Approval
. © Delete This Draft

© Create a Mew Catalog

Changes can be made to existing content and new content can be added in Edit Mode. When finished, submit the
modification proposal for approval and it will enter the workflow process (see pp. 62-67).

Once a modification proposal for the catalog has been implemented, the status of the previous catalog will go from active to
historical, and the new modified catalog will become the active version.

Page 71 0f 71 This concludes the Catalog tutorial.
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