k ) Office of Online Learning

Indian Hills Community College

Curriculum Management Tutorial — Course New Form:
How To: Make Revisions to Programs and Courses

Purpose: To demonstrate how to log in to Curriculog and create and make changes to Programs
and Courses at Indian Hills Community College.

Log in to Curriculog

To access the Curriculog, go to: https://indianhills.curriculog.com/

This will take you to the “Curriculog” home page. Click “Login.”
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INDIANHILLS

COMMUNITY COLLEGE
Life. Changing.

Curriculog - Curriculum Management System

Curriculog automates the process of curriculum approval,
helping colleges and universities to approve course and
program changes and improve communication about the
curriculum across campus.

Accessing the System

Right now, you are a guest, and can view all change
proposals in the list to the left. By clicking on the View icon,
you can see the proposal's progress.
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If you are a member of the process and need credentials to
log in, please contact a system administrator.
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On the “Curriculog” login page, enter your “Username” and “Password” in the
spaces provided.

Username: your IHCC email address.
For example, Jordan Mentor’s username is “Jordan.Mentor@indianhills.edu”

Password: your computer login password

Click “Sign in.”

Indian Hills Community
College

Sign in with your organizational account

Jordan.Mentor@indianhills.edu

h

You will be taken to the Curriculog home page.

To begin a making a Program or Course change, click “New Proposal.”

o My Tasks H o My Proposals H Watch List H All Proposals ‘

Filter by:
Advanced Filter _> = New Proposal

‘ All Tasks v
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The page that opens lists Processes that include Program/Course New Form, Program/Course
Change Form, Program/Course Deactivation Form, and Notice of Intent.

Note: Only the current catalog year will be available for editing. Also, there are multiple pages of

processes, so if you don’t see the process you wish to complete, scroll to the bottom and go to
the next page.

CURR[C'UL{]_G_ Proposals Agendas Accounts Reports
All Processes H Courses H Programs H Others

Sort by:

Process Title

Administrative Change Request Form 2022-2023
OO0

3 mandatory 3 total

-
Course Blocks Modification Form 2022-2023
@ @
2 mandatory 3 total
%
§
§
¢

Course Blocks Request Form 2022-2023
@ @

2 mandatory 3 total

4 Course Change Form 20222023
-: OO0

4 mandatory 16 total

X5 Course Deactivation Form 2022—202_3

o0

4 mandatory 16 total

4 mandatory 16 total

We will work through the Course New Form.

Find Course New Form 2022-2023 and open it by clicking the checkmark icon.
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Start Proposal

000

v
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The page that opens has all the steps necessary to create a new course, an area to attach
supporting documentation, an acknowledgement section, and the final launch submission.

Note: All fields marked with an * must be filled in.
It is a good practice to fill in non-required fields with N/A.

EURR[C‘LII_[?G Agendas  Accounts  Reports
X
New Proposal Approval Steps —
Course New Form 20222023 =) s
unlaunched O Originator Incomplete Approval
S Import B RunlmpactReport I Save AllChanges # Validate and Launch Proposal Participants @
Files
Proposal Help v O
-
Step Details ‘/':
General Catalog Information A Crosslistings
Department Chair Not Applicable 'fl)
: o
**Read before you begin** A
J

Using the screenshots provided, we will step through the definitions of each required field.
Use the drop down menu to select the Course Type.

I N T L VA e e
If the Prefix or Course Type needed for this request is not available in the lists below, please
complete the "New Prefix & Type Form" to request those new types. Once the request has been
processed you will be able to resume this propesal.

Course Type®

Select an option

Literature

Management
Manufacturing

Marketing

Mass Media Studies

Use the drop down menu to select the Prefix. Then, type in the Code number.

Course Type*

| Literature * |

MHﬁNnHW%ﬁAM&J\*%?
s,

Prefix* Code”
Select an option 100
T ~
LEO

C
LIT |
MAP
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Type in the Course Name.

WWNW\AMMNMW

Course Type*

| Literature x|

Prefix* Code*

(LT =) 100

Course Name™

Basic Literature Concepts

Use the drop down menu to select the Division/Department in Catalog.

WWWWWWM\ o™
For Programs for the Arts & Sciences or Academic Program area, select Arts & Sciences or

Academic Program as the Department and Division, then select the program area that will need to
approve this request at the department level.

Division/Department in Catalog™

Select an option

Education

O Emergency Medical Services

English/Humanities

Health Informatics

A Health Sciences-Related Programs

N, el sl G sl T e P il

Use the drop down menu to select the Division.

ﬂmwr‘\w«m/www%/v“%\m

Division/Department in Catalog™

| English/Humanities |

Division™

Select an option

Academic Services

T

Advanced Technologies

Arts and Sciences

Health Sciences
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Use the drop down menu to select the Arts & Science or Academic Program Area.

M/UMMHM

Division/Department in Catalog™

| English/Humanities |

Division™

| Arts and Sciences * |

Arts & Science or Academic Program Area

‘ Education

1 English/Humanities

Math
Science

Sports Medicine

Type in the Short Title.

Note: This is the same information that was used in the Course Name field from above.

Division/Department in Catalog™

N fm\fwxfsf“‘\«%

[English/Humanities | .

Division™

| Arts and Sciences x|

Arts & Science or Academic Program Area

| English/Humanities = |

Short Title™

I Basic Literature Concepts I

Y W e N T P
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Use the drop down menus to select the Start Term and Start Year.

B TR e A e P T W
Division/D€partment in Catalog™

| English/Humanities = |

Division™

|Arts and Sciences * |

Arts & Science or Academic Program Area

| English/Humanities * |

Short Title*

Basic Literature Concepts

Start Term” Start Year™
Select an option Select an option
Fall 2022

R Spring
Summer k4
Winter [ B

¥ e S e

PN P
Rationale*

B I U|x x|T |2 2| v YR

Narmal =

E = [

We need an entry level English Literature course for high school students. §

Course Details ~

Description™

This course asks students to work in several genres, including poetry, fiction, creative
nonfiction, andfor drama. Class focuses on defining “good” writing and encouraging a process
approach. Students will be asked to work through multiple drafts of work and participate in
group editing sessions.

Faculty Consent

@Yes ONo
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Use the radial buttons to select Yes or No for Faculty Consent.

Note: This should be YES only if it requires the instructor’s permission to enter the class.

For example, Music classes would require the instructor to know if the student is at the correct
level to get in. Most of our courses on campus would be NO.

Enter the Credits Minimum and Credits Maximum.
Note: These should match and be typed with decimal places.

Enter the Course Fees (if any), Lecture Hours, Lab Hours, Clinical Hours, and Co-Op Hours.
Note: If any of these do not apply to your course, enter a “0.”

Use the drop down menu to select the Academic Year.

Use the drop down menu to select the Weeks in length for AS28 purposes.
Note: This defaults to 12 to match our term length.

SN, N
Faculty Consent
@Yes ONo
Credits Minimum* Credits Maximum ?
D | = |
Course Fees™ Lecture Hours™
[o | e |
1 credit ~ 16 hours
Lab Hours™ Clinical Hours™
E | L |
1 credit ~ 32hours 1 credit ~ 48 hours
Co-Op Hours™ Academic Year*
I 0 | ||2022-2023 x| |

1 credit ~ 64 hours

N

Weeks in length for AS28 purposes

Select an option ‘

12 | ‘

Select the Category and if the course is available to Use as GenEd Category for CTE Programs.

AT N ST NN e TN ST T TN
Category *

MmArts & Science

[JCareer & Technical Education
[]Developmental Courses

Course Requirements A

Use as GenEd Category for CTE Programs?
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The Requisite Details section contains details about Prerequisites, Corequisites,
Pre-Corequisites, and Non-Course Requisites. These are not required, but should be filled in if
they apply. You may also type N/A in areas that do not apply.

R YRV S D S el Sl VI
mﬁelails e

In the areas below provide details about any requisites that may be required for this course.
Requisites will be provided in one of the following sub-sections:

« Prerequisite

« Corequisite

« Pre-Corequisite

« Non-Course Requisite

Prerequisite
Prerequisite Course(s)

B I U /% x*|L |z 12 i Y @
Normal -|E|[E & E| = ™ m= <
N/A

Enter the prefix, course code and litle for each course.

List Any Minimum Grade Requirements with the Prerequisite Course(s).
B I U/ x »x |L|i 12| Y2
Normal r|ElE E E e ™ D@m= <
N/A

Ex: ACC 100 min grade A

Corequisite

Corequisite Course(s)
B I U|x, x|L|i= =] 9 | 2
Normal - [E |2 = E | = ™ m s -
N/A

List Any Minimum Grade Requirements with the Corequisite Course(s).

B I U|x |1, | =] LI NI
Normal -EE £ E e N Qm= =
N/A

Pre-Corequisite

Pre-Corequisite Course(s)
B I U|x %x|L = =] TR
Nomal - |E|E = E | = ™E = =
N/A

List Any Minimum Grade Requirements with the Pre-Corequisite Course(s).

B I U|x x| |12 2 9 | 2
Nomal - [E|E = E|e mam = -
N/A

i
§
|
{
é
z
§
|

Non-Course Requisite

Requisite Non-Course Description
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Complete the Student Contribution (items or attributes that will contribute to a student’s ability
to be successful in the course) and Evaluation.
Note: These are not required fields, but it’s highly recommended to fill them in.

W e WA N A WSS O i WA s N

Student Contribution

B I U|x x|

=
ki
1
|
T

9 | @
E| e | =

Mormal e

Each student should actively participate in all classroom. It will be helpful to study the text
and other study materials prior to classroom activities.

Performance is part of evaluation. There will be outside assignments that will follow the text
and other materials provided by the instructor. Each student should read the text/material
assigned prior to discussion.

Evaluation
B I U|x x|FL |z 1=|:k 3y | % BB
Normal FEIE E E|l= =z TS

Final grades will be based on the following percentages: A=90-100%, B=80-89%,
C=70-79%, D=60-69%, F=0-59%

Enter Student Learning Outcomes (Upon completion of this course students will be able to:).
Note: Please use consistent formatting as follows:

1. Apply literary terminology to fiction, drama, and poetry.

2. Recognize the main elements.

In the example, type in number, period, space, capitalize the outcome, end with a period.

e A e W W W

Course Student Learning Outcomes ~

Upon completion of this course students will be able to:*

B I U | x x

=

1= = | 4 oy | PR
= ™ A

MNarmal =

At the completion of this course, students will be able to:

1. Apply literary terminology to fiction, drama, and poetry.

2. Recognize the main elements of different literary genres and assess their significance.
3. Analyze different genres of literature, particularly short stories, novels, drama, and
poetry.

4_Identify a literary text’s main themes and make reasonable assertions about their

meaning |
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Enter Instructor Resources (Provide the Textbook Title, Edition, Year, Author Name, and
Publisher/City) and list any Other Resources required.

mmw"“—\_/"\w W‘de_ﬁw"

Instructor Resources ~
Provide the Textbook Title, Edition, Year, Author Name, and Publisher/City.*

B I U|[x x|L|x= |k 9 | @

Mormal FlElE EE e ™ wm= =

Studying English Literature and Language: An Introduction and Companion, 3rd Edition,

2021, Rob Pope, Routledge/New York. {
Other Resources

B I U|x x|I 99 | % @

Mormal FlEE EE | = ™ @ m= =

N/A

Complete the Disability Services/Accommodation section.
Note: This field is not required and will be populated automatically later in the process.

\_,A.J\—.»/\'_\ NI et e T N et e
Disability Services/Accommodation

= E EERIL

= ™| Ed TR

B I U|x x

=
i

1]

1]

([0
v

Narmal - =

Individuals with disabilities who require accommaodations or special services should

contact IHCC Disability Services for assistance. Services are available to students who
need classroom accommodations, interpreters, and/or specialized equipment. Students
enrolling in credit programs should make their requests for accommodations at the time

they are applying for admission and preferably, no later than six weeks prior to the
beginning of each academic term. All student requests are dealt with in a confidential
manner. Students should contact the Ottumwa Disabilities Center by calling V)
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In the Attachments & Acknowledgment section, attach any supporting files necessary by
clicking the Paperclip (Files) icon. This is not required, but encouraged if you have additional
files pertaining to the course being proposed.

Then, check the Acknowledge box and the Attached box (if files have been attached).

Under Status, select Active-Visible if the course will be active right away, or Inactive-Hidden if
the course should not be visible.

Finally, click Save All Changes.

Attachments & Acknowledgment -~

Steps to
Approval

¢
®

F
ATTACHMENT INSTRUCTION

Please attach any required files by navigating to the right side menu and clicking “Files”.

Crosslistings

Acknowledge*

acknowledge that all areas of this proposal have been completed as required for the purpose

& N Proposal
of this request. s

Lookup

Attached
have aftached additional documentation to support this request.

Status®

I@Actlve\flsib[e [e) InactiveinddenI

This is used for the Colleague stalus.

b
Catalog Manager Section - Please Do Not Modify ~ i

! B Save All Changes ! o Validate and Launch Proposal N

The final step in this process is to click Validate and Launch Proposal.

I AT N e NI WSV o NV NP St N oo
Catalog Manager Section - Please Do Not Modify ~

Status™
@Active-Visible () Inactive-Hidden

Thiz is used for the Colleague status.

[ B Save All Changes ]I of Validate and Launch Proposal

©Indian Hills Community College | www.indianbhills.edu | Page 12 of 14



http://www.indianhills.edu/

If there are incomplete fields, you will be notified at this time. Click Show Me.

Could Not Launch Proposal

Please correct the following errors before launching the proposal.

Proposal has validation errors

o ez )
*H———AJW

You will be directed to sections that are incomplete.

Provide the Textbook Title, Edition, Year, Author Name, and Publisher/City.” Q
B I U |x, x|T, |2 = i 9y | U @
Format - E E E E | = L === — =

Provide the Textbook Title, Edition, Year, Author Name, and Publisher/City. is required.

Lanp W I .

Correct any missing information and click Validate and Launch Proposal again.

I AT N e NI WSV o NV NP St N oo
Catalog Manager Section - Please Do Not Modify ~

Status™
@Active-Visible () Inactive-Hidden

Thiz is used for the Colleague status.

[ B Save All Changes ]I of Validate and Launch Proposal
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The Launch Proposal page will open. “You are about to launch this proposal. Once you have
launched this proposal, it will begin the approval process. The proposal will appear in your task
list under the "My Proposals" tab and you may easily view its progress at any time. However,
you may not edit the proposal after launch unless you are included in a particular step of the
approval process.” If you are ready to launch the proposal, click Launch Proposal.

Launch Proposal 2

You are about to launch this proposal. Once you have launched this proposal, it will begin the approval process. The proposal will appear in your task list under the "My Proposals™ t
tab and you may easily view its progress at any time. However, you may not edit the proposal after launch unless you are included in a particular step of the approval process.

Launch Proposal

Congratulations! You have successfully created a New Course Proposal in Curriculog! You can
use the dialog screen to track the progress.

L. User Tracking X
LIT - 100 - Basic Literature Concepts
Course New Form 2022-2023 e User Tracking Help -
OOO0O
Show current - o—
B Run Impact Report =
‘ Show Individual User Edits ‘ workflow
Proposal Help v
E
General Catalog Information IS Comments Signatures
Curriculog 0
10712021 12:07 pm » REp[y Files
has launched this proposal. v
Ny

Looking for more computer tutorials? Please visit: www.indianhills.edu/tutorials.

For technical assistance, please contact the IT Help Desk
Phone: (641) 683-5333 | Email: helpdesk@indianhills.edu | Web: www.indianhills.edu/helpdesk
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