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Create a Course Proposal

To initiate a new proposal, click the “New Proposal” button.

Types of Course Proposals

The types of proposals that are available to you are listed in alphabetical order. Choose the type of
proposal that best fits your needs.
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Be sure to refer to this information when starting a form. If the guidance on the form you selected
doesn’t match what you are trying to do, then click on the “Proposals” tab, and select another form.

If you have questions as to which form to use that isn’t answered by the guidance on the forms, contact
the Registrar’s Office at regsitrar@reed.edu.

Saving Your Work

Curriculum allows you to save your work if you get interrupted, or simply need more time to finish the
proposal. Click the “Save All Changes” button at the bottom of the screen to do so.

This keeps your work in front of you, in case you want to save as you go. If you need to log out, the
proposal will be in the “My Proposals” tab when you log back in.

Approvals/Workflow

Clicking in the bar of any of these proposals will display an overview of the different approvals that are
required on the right.

Page 3

n

n

mailto:regsitrar@reed.edu




● Typically, approval is noted after the department or committee have met/voted on the proposal,
based on each department’s (or committee’s or division’s) practices.

● Most departments, committees, and divisions are set up with one-to-two approvers: the chair,
and they FAC that supports them (if applicable).

● Only 50% is required for a given course to reach approval. This means that of the two people
who can approve a step, only one person needs to do so.

IMPORTANT: ensure that you communicate with the other approvers in your area, so you know who
will be responsible for marking approvals. This will typically be the chair, although each department,
committee, and division have their own practices.

Once a proposal is approved at your step, it cannot be undone.

own
undone.
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Propose a Course Change or Deactivation

Curriculum will upload the catalog data for existing courses, so making revisions only requires
completing a few fields.
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Click the “Search” button.

A list of courses will be displayed beneath the search form. (I]ch





This will cause the system to search the catalog for any cross-references to this course in either
program requirements or course prerequisites. Once the results are visible, you may scroll through
them.

To include the results in the form:
1. Click inside the results window,
2. Select all, &
3. Copy.
4. Click back into the Curriculum form, and scroll back down to the “Impact Report” field.
5. Paste the results into that field.

The results from the Impact report should now be visible in the form.

To finish the course proposal, see “Submit a Proposal” below.
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Submit a Course Proposal

Submitting a proposal is a two-step process.

Step 1: launch

When you’ve finished completing the form and are ready to submit, click “Validate and Launch
Proposal” at the bottom of the screen.

If there are no errors, the system will ask if you’re sure you wish to launch the form. If you are, click
“Launch Proposal.”

Validation Errors
If any required fields have not been completed, you will receive a warning message.
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Selecting this displays in bold/blue all the information I’ve added or revised. This option is available to
all approvers, and is one more level of transparency for the process.

You may wish to add a comment here. (If you do not, you’ll have one more option to provide a
comment).

Decisions Tab
The final step of approving the proposal is to click on the “Decisions” tab. The approval queue is
displayed on the right, and above that, is where you can click to either “approve” or “reject” the
proposal.
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As the originator of the proposal, it’s typical to click “approve.” You may also add a comment, if you
wish to provide information for your colleagues in the approval queue that doesn’t belong with the
course data itself. If you reject a proposal, you must provide a comment.

When done, click the “Make My Decision” button.

If you look at the top of the page, the first dot has been filled-in with a “thumbs-up” icon. Hovering over
the dots reveals the steps in the workflow.

The workflow is also visible by clicking on the “Workflow Status” tab on the right. The “thumbs-up” icons
are displayed in the originator’s step, and the next step in the process is highlighted.
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Review & Approve Course Proposals

Department, committee, and division approvers (typically the chairs) will need to review and approve
proposals that others have initiated.

Once logged in to the Curriculum landing page, any proposals that require your attention will be
displayed on the “My Tasks” tab.

Approve Multiple Proposals at Once

If your area has recently reviewed and agreed to approve several proposals, you can simply select
them here by clicking in the large checkbox at the left, and clicking the “Approve Selected” button.

This will approve all proposals that have been checked, and send them to the next approver in the
workflow. Be sure to select only those proposals that are ready for approval—this step cannot be
undone.

Approve an Individual Proposal

There are several icons on the right of each proposal:
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● “View Summary”: displays summarized information from the proposal form, but does not
indicate specific changes.

● “Watch List” (bookmark): adds this course to your “Watch List” tab.

● “Email”: allows
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Create a PDF
To share proposal information with department, committee, or division members, create a PDF. The
easiest way to create a PDF of a proposal is to click the “print” icon at the top of the page.

Doing so brings up a separate window, which can be moved and resized.

Click “print options” to decide which items to include. Leaving all of the checkmarks blank is typical, but
you are welcome to explore what version works best for you and your area. (The instructions will be
included on the form).
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