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)Office of Online Learning
Indian Hills Community College

Curriculum Management utorial ¢ ProgramModification Request-orm
using the ImportFunction:
How To:Make Revisions td’rograms and Courses

Purpose:To demonstrate hovio log in toCurriculogand create andnake changes tBrograms

and Courses at Indian Hills Community College

Log in toCurriculog

To access th€urriculog go to:https://indianhills.curriculog.com/

This will take you to théCurriculog homeLJl 3 S ® Logifibx O] &

e

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.

If you are a member of the process and need credentials to
log in, please contact a system administrator.
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Onl K Burrizulog  f RIIA F> S yUsenhidhed 21d@iBsvéard in the

spaces provided.

Username your IHCC email address

C2NJ SEI YL S5 W2 NRI ordarsNeritae@iddianhitig@dENy | YS A& &
Passwordyour computer login password

/ £ ASlyh indd

Indian Hills Community
College

Sign in with your organizational account

Jordan.Mentor@indianhills.edu

h

Youwill be taken to theCurriculog homepage
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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 incRigdgram/CourseNew Form, Program/Course
Change FormProgram/Course Deactivation Fornand Notice of Intent

Note: Only the current catalog year will be available for editiAtso, there are multiple pages of
LINEOSaaSaz a2 AT &2dz R2y ®ie, séd © théifotHm baNBodS & & & 2 dz ¢
the next page.

CURR[C'ULD_G_ Proposals Agendas Accounts Reports

All Processes H Courses ‘

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
%
§
§
é‘

Course Blocks Request Form 2022-2023
@ @

2 mandatory 3 total

4 Course Change Form 20222023 "

4ma

4 mandatary 16 total

Cou'r_se New Form 2022-2023
(@

4 mandatory 16 total

We will work through thd’rogramModification RequestForm

FindProgramModification RequestForm 20222023and open it byclicking thecheckmark
icon.

4 mandatory 16 total

ng_l_aql Modification Request Form 202_2—2023
O 00

4 mandatory 16 total
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The page that opens has all the steps necessanyadify a program an area to attach
supporting documentation, an acknowledgement section, and the final launch submission

Note: All fields marked with a’ must be filled in.

EURR!C‘UI_OE Agendas  Accounts  Reports

New Proposal 10/21/2021 10:43 am = Approval Steps
Program Modification Request Form 2022-2023 feps to
unlaunched (O originator Incomplete e
O Files
Proposal Help v
-,
,,.
Program Details ~ Crosslistings
Department Chair Not Applicable 'fl)
- PLvSnEsaw

**Read before you begin**

Ap

Using the screenshotzrovided we will step through the definitions of each required field.

You must select the Type of Program before you are able to complete other Steps/pe will
either be a staneéhloneProgramor aShared Core

(V)
¢

Note: If you attach a Shared Core td.dNE ANI YI &2dz 62y Qi o6S Fo6ftS G2
within the program. It would require a separate proposal to make changes to the Shared Core.
Changes to a Shared Core will impact all programs that it is attachAd ttuis time, o

programs have a Shared Core.

**Read before you begin** ”\?

Select Program below as the Type of Program before importing curriculum data.

Type of Program™

@® Program
(O Shared Core

W

Next, snce we are making a change to an existing program, we will uskrthert function to
populate the field. To begin, clitéport.

New Proposal
Program Modification Request Form 2022-2023 =

unlaunched

& Import B Save All Changes o Validate and Launch Proposal

Proposal Help
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Thelntegration Managerwindow will open.
Tolmport Data Into Your Proposalyou must select an external system from which yauwla

like to import curriculum data.
SelectAcalog: College Catalog & Student Handbook 22223

Integration Manager — Mozilla Firefox = O X
g g

0 8 https:/findianhills.curriculog.com/hermes?display = hermesAvailableLegend&method= proposal&systemltem] Tap

Import Data Into Your Proposal

Select an external system from which you would like to import curriculum data.

I Acalog: College Catalog & Student Handbook 2022-2023

Cancel Import

You may choose tBilter Programsusing the fields available, or cliSkearch Available
Curriculumto bring up all programs in Acalog.

Integration Manager — Mozilla Firefox — O *
9 9

s?display=hermesSearchBmethod=proposal&systemItermld=658&ty 17

O E] https://indianhills.curriculog.com/hermes?

Search College Catalog & Student Handbook 2022-2023

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

Filter Programs

Search all programs

Or add filter | Fijter by field

Start Date: End Date: Sort Results By:

| | | | Name *

D Exclude previously imported items

I Search Available Curriculum I Select Another External System  Cancel Import
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Scroll through the results to find tHerogam you wish to make changes to. You may need to
clickNextuntil your Programshowson the list.

Integration Manager — Mozilla Firefox = O X
g g

O EJ https://indianhills.curriculog.com/hermes?display=hermesSearch&method=proposal&systemItemId =658ty i
Agriculture Education, A.A.
Agronomy, A.S.

Animal Science, A.A.S. (previously imported)

IAnimaI Science, A.5. I

Art, A.A. (Inactive-Hiddern)

Art, A.A. (Inactive-Hiddern)

Associate Degree Nursing - Online / Hybrid Completion, A.A.S. (Tnactive-Hidder)
Associate Degree Nursing, A.A.S.

Associate of Science, A.S.

Athletic Coaching, A.A. (Inactive-Hidder)

Athletic Training (Inactive-Hidden)

Previous Next

After clicking the Program Titla,screen will load titledinport Data Into Your Proposaleave
the default fields checked and clibkport This Item

@ Integration Manager — Mozilla Firefox — O *
O E] https://indianhills.curriculog.com/hermes?display=hermesAvailableLegend&method=proposal@system] B 1y =
~
Import Data Into Your Proposal
Confirm the fields that will be imported into your proposal (only fields that are mapped will be listed here). If
you would like to prevent the imported data from overwriting an existing field in your proposal, dlick "Import
Field" to uncheck that field.
Once you click Import, your data will be validated against the proposal. Any data that is incorrect will have a
message telling you what is wrong with the data, and it will not be imported into the form to prevent errors.
Field Name Data Preview Import
Field

» Program Details: Program Type Transfer Major
» Program Details: Degree Type Associate of Science
» Program Details: Program Title Animal Science, A.S.
» Program Details: Description Associate of Science Degree in Animal Science

Offered on Centerville Campus Students who

intend to complete an Associate of Science

Degree in Animal Science and transfer to a four-

year institution sho...
#» Curriculum Details: Curriculum Program has 12 cores and 18 courses.
» IHCC Specific Field: Effective Term [no data] O

Return to Search || Select Another External System || Cancel Import
W
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Review the imported Program information, andmpleteanyfields marked with af that are
not filled in.

Complete theRationale forChangeProgram Statusnd Program codeset (ITS@an be left
blank.Program Status will bACTIVEor all current programsThe ITSO codes need to be
included which were determined whehe program was first creatediTSO codesra a four
two-digit combination For exampleBusiness [gcialist would be 03 02 11 OBthey are
missing please contatite Chiefl O RS Y A OofficefdF help.S NI &

Rationale for Change™
B I U|x > |T | =] 7y | @

&= ™ | Ed A

Narmal T =

One course In this program needs to be changed.

Program Status Program codeset (ITSO)

Review theCurriculum Detaildefore proceeding to the Curriculum section.

MMWAM\/MMMMINqﬁFHA

Curriculum Details A

Program Change/Revision

Follow these steps to propose changes to the program curriculum:

Step 1

To add new courses to the program curriculum..

There are two options for adding courses: "Add Course"” and "Import Course.”

For courses already in the catalog, click on "Import Course” and find the courses needed.

For new classes going through a Curriculog Approval Process click on "Add Course”-- a box
will open asking you for the Prefix, Course Number and Course Title.

Step 2

Click on "View Curriculum Schema". Select the core where the new course(s) should be
added. Next, click on “Add Courses” to access the list of courses from step 1. Then select
the courses you wish to add.

For removing courses click on the Delete and proceed.
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We will begin on th&/iew Qirriculum Coursesab. There are two ways tohangeCoursesn the
Curriculum Add Courseor Import Course Because this isBrogram Change/Revisigryou can
also remove courses from the curriculuie willlook ateach method.
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