USF Curriculog — Program (Curriculum) Change Proposal tutorial

Welcome to the University of South Florida’s Curriculog Program Change Proposal tutorial. This
session will provide information on how to complete the Program Change Proposal for existing
Majors, Concentrations, Minors and Certificates.

UGS Curriculum Website Training Site

To learn more about Curriculog and the proposal system, visit the USF Undergraduate Studies
Curriculum website at https://www.usf.edu/ugs-curriculum-training. Tutorials on Curriculog
Navigation, Course Proposals and the approval workflow process, as well as resources for the
proposal system can be found here.

For more assistance, please contact the Undergraduate Studies Curriculum team at UGS-
DOCurriculum@usf.edu.
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PROPOSALSYSTEMOVERVIEW— PROPOSAL SYSTEM OVERVIEW

CALENDAR & DEADLINES
Welcome to USF's Course and Curriculum Proposal System
FORMS
Curriculog is a web-based proposal management system. Curriculog is USF's curriculum and
FREQUENTLY ASKED course approval process. It automates the processes of curriculum change proposals and new,
QUESTIONS discontinue, and change course proposals.
TRAINING To optimize the Curriculog experience, it is best to use Firefox or Chrome as your browser. You
can access the Curriculog system at https://usf.curriculog.com/ and then click login in the
RESOURCES upper right corner.
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Prior to Starting the Proposal
There are two steps you want to take before starting the Program Change Proposal in Curriculog.

First, you will want to determine how the program is stored in the Undergraduate catalog. Curriculum
programs are stored in the catalog as either a “Program” or a “Shared Core.” You will need to know

how the information is placed in the catalog in order to properly import the existing information for the
program changes you wish to propose.

It is important to contact the Undergraduate Studies Curriculum team prior to initiating the curriculum
change proposal. You can email us at UGS-DOCurriculum@usf.edu to determine how to import the
program for the changes you wish to make.

Second, you will need to ensure there is not an existing Program Change proposal in the Curriculog
system for the program you propose to modify. To do this, you will review the existing Proposals
under the “All Proposals” tab within Curriculog.

Once you login to Curriculog, go to Proposals in the top toolbar, then the “All Proposals” tab. You can
use the “Filter By” feature to search for the program title.

For more information on how to use the “Filter By” feature, please review the Curriculog Navigation
tutorial on the Undergraduate Studies Curriculum website at https://www.usf.edu/ugs-curriculum-

training.
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ACCESSING THE PROGRAM CHANGE PROPOSAL
Logging into Curriculog

Please open your browser and go to the USF Curriculog website at https://usf.curriculog.com/. You
will want to bookmark this address. To optimize the Curriculog experience, it is best to use Firefox or
Chrome as your browser.

Once you access the site, you will need to login. Click the “Login” at the top, right of the screen. USF
has a single signer login.

CURRICULOG < Login >
Proposals

You must be logged in to view proposals.

v

UNIVERSITY 0F
SOUTH FLORIDA

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
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Opening the Program Change Form

The Curriculog dashboard will be displayed after logging into the site. For more information on how to
navigate, please view the Curriculog Navigation tutorial at https://usf.edu/ugs-curriculum-training on
the Undergraduate Studies Curriculum website.

On your dashboard, you will click the “New Proposal” button. It is the blue button under the second
set of large tabs.

- Agendas Accounts Reports 9 Sandra Ruzy... o Q

J « My Tasks ‘ « My Proposals Watch List All Proposals
‘ < New Proposal ’
——— My Recent Notifications
Filter by:
Jun 28 Urgent: Your proposal, EML - 3035C -
All Tasks ~ | Advanced Filter g ing Concepts for

Engineers, is now urgent [t has been on your
tasklist for 28 days without activity. At your
earliest convenience, click here to review this
proposal and complete your fask.
No Proposals Found

May 29 Comment: Sandra Ruzycki commented on your
proposai, EML - 3035C - Programming Concepts
for Mechanical Engineers, with the following

A Sel d comment. College requested the proposal be
pprove oel ecte returned . Click here fo view the proposal.

Graduate and Undergraduate proposal forms will be displayed. Graduate forms are displayed first,
followed by Undergraduate proposal forms. Ten forms are displayed at a time. Click the “Next 10”
button to view the set of proposals on the next screen.

If you are not sure which form fits your desired Curriculum Proposal, email the Undergraduate
Studies Curriculum team at UGS-DOCurriculum@usf.edu. We will be happy to assist you.

CURRICULDG ~ Froposals  Agendas  Accounts  Reports O sandia huzy o Q

2021-2022 Undergraduate New Certificate Under Existing CIP
CO000O00 = v
7 mandatory 7 total
2021-2022 Undergraduate New Concentration Under an Existing CIP
CO00O000 29 v
7 mandatory 7 total
2021-2022 Undergraduate New Degree Program With New CIP

OO0 = v
4 mandalory 4 total
2021-2022 Undergraduate New Major Under Existing CIP
OOOOO00 = v
7 mandatory 7 total
2021-2022 Undergraduate New Minor Under Existing CIP
CO00000 = b
#mandatory 7 tofal
2021-2022 Undergraduate Program Change (Major, Concentration, Minor, or Certificate)
QOO H 3 I [ -
3 mandatory 8 total
2021-2022 Undergraduate Program Discontinue (Major, Concentration, Minor, or Certificate)
OO0O0000 = e
7 mandatary 7 total

[ Previous 10 J )
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Curriculum Proposal Forms

There are 6 Curriculum or Program Proposal forms from which to choose. The Undergraduate New
Certificate Under Existing CIP form is used if a new certificate is proposed under a current USF CIP
Code.

There are also corresponding forms for a New Concentration Under Existing CIP, New Major under
Existing CIP, and New Minor under Existing CIP.

The New Degree Program with New CIP is only used by USF Academic Planning. This form is used
when a new program with a new CIP has been approved by the Board of Governors. Again, this form
is completed by USF Academic Planning.

The last form, which will be used most often by faculty, is the Program Change Proposal for a Major,
Concentration, Minor or Certificate. This Proposal will be used for any proposed curriculum or
program changes.

Proposals  Agendas  Accounts  Reports 9 Sandra Ruzy. o Q
2021-2022 Undergraduate Course New Form
Q@@ NI I@OITE I O000 2 v
7 mandatory 15 sl
2021-2022 Undergraduate New Certificate Under Existing CIP
0000000 g v
7 mandators 7 total
2021-2022 Undergraduate New Concentration Under an Existing CIP
Q000000 © v
7 mandatory 7 otal
2021-2022 Undergraduate New Degree Program With New CIP
0000 & v
4 mandatory 4 otal
2021-2022 Undergraduate New Major Under Existing CIP
OO000000 & v
7 mandatory 7 ofal
2021-2022 Undergraduate New Minor Under Existing CIP
0000000 g v
7 mandsatory 7 total
2021-2022 Undergraduate Program Change (Major, Concentration, Minor, or Certificate)
QOO ¥ i ¢ v
amandatory B fotal

[Pn‘vluus‘!o [ Next 10 J
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When you find the Program Change Proposal, there are two icons to the right of the name of the
form. The first icon allows you to preview.

OIGEINIIM Proposals  Agendas  Accounts  Reports esanﬂraﬂuzr... o Q

2021-2022 Undergraduate Course New Form
[elony FO@TH K OO0 S v
7 mandator; 15 o

2021-2022 Undergraduate New Certificate Under Existing CIP
000000 e v

7 mandatory 7 total

2021-2022 Undergraduate New Concentration Under an Existing CIP

CO00000 Z v
7 mandatory 7 total
2021-2022 Undergraduate New Degree Program With New CIP

000 & v

4 mangatory 4 total

2021-2022 Undergraduate New Major Under Existing CIP
0000000 ) v

7 mandatory 7 total

2021-2022 Undergraduate New Minor Under Existing CIP
Q000000 e v

7 mandatory 7 total

2021-2022 Undergraduate Program Change (Major, Concentration, Minor, or Certificate) @
QOO y

Imondalory Blotal

Previous 10 Next 10

Clicking the “Preview Form” icon brings up a new screen which allows you to preview the Proposal.
You cannot enter information on this form; however, you can review the form prior to starting a
proposal.

To close the preview, click the X in the top toolbar on the preview screen.

Eumcm_@ﬁ Proposals  Agendes  Accounts  Reports © sendnaRuzy o Q
QO QK i 0000 g v
20212022 Udegradute New o | —) e —————r P
7 mandatory 7 total -

%%%%’gé’g%‘l’ad“ate New Conclnt 2021-2022 Undergraduate Prngrlcr:rl‘:‘::::e‘ (Major, Concentration, Minor, or B .
7 mangatory 7 tatal etk
2021-2022 Undergraduate New Degf 3 General Catalog Information v .
|24 v
933% **Read before you begin**
1 1. Select Program below f changs is 10 a pragram without a concentratian OR change is te the

2021-2022 Undergraduate New Majou e i o g
OOOOOOO Select Shared Core balow if the change is to the Program across all concentrations 24 v
7 mandatory 7 total

Type of Program® () Program

Shared Core
2021-2022 Undergraduate New MinojUi
OOOOOOO 2. IMPORT cumiculum data from the Cataleg by clicking I in the top let comer. © v
7 mangatary 7 total 3. FILL IN all fields required marked with an * after imponting data. You will nat be able to launch the w
2021-2022 Undergraduate Program Change (Major, Concentration, Minor, or Certificate)
[elo]e; : v
3 mandatary 3 total
[ Previous 10 ] |, Next 10 \\
7 Need Help?
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Opening the Program Change Proposal

The second icon to the right of each Proposal is the “Checkmark,” which will start the proposal in
Curriculog. This is what you will click to start the Program Change Proposal. Clicking the “Start
Proposal” or “Checkmark” icon opens the form. This may take some time depending on how many
users are in the system or the length of the form.

Proposals  Agendas  Accounts  Reporis O s @ Q
2021-2022 Undergraduate Course New Form
@ K@K D000 & v
2021-2022 Undergraduate New Certificate Under Existing CIP
OO00000 © v
7 mandatory 7 loal
2021-2022 Undergraduate New Concentration Under an Existing CIP
0000000 © v
7 mandators 7 ttah
2021-2022 Undergraduate New Degree Program With New CIP
0000 = v
4 mandatory 4 tatal
2021-2022 Undergraduate New Major Under Existing CIP
000000 & v
7 mancator 7 total
2021-2022 Undergraduate New Minor Under Existing CIP
Q000000 © v
7 mandators 7 ttal
2021-2022 Undergraduate Program Change (Major, Concentration, Minor, or Certificate)
@OO@ ¥ K &
2 mangtor, o st
[(Previous 10 ] (hext10 |

The Proposal will open on the left side of the dashboard. The right side of the dashboard shows the
approval workflow process. To maximize the Program Change Proposal form, click the X above the
“Steps to Approval” on the right side of your dashboard. You can view this side of your dashboard at
any time by clicking the “Steps to Approval.”

=
CURRICULOG Agendas  Accounts Reports e Sandra Ruzy... o Q

New Proposal 9/8/2020 9:49 am Approval Steps

2021-2022 Undergraduate Program Change e o

(Major, Concentration, Minor, or Certificate) O oOriginator Incomplete
W ZITE Participants

B Import B Save All Changes ~f Validate and Launch Proposal O Sandra Ruzycki

Help me complete my proposal ~

General Catalog Information ~ @ college Incomplete

Participants

**Read before you begin**

1. Select Program below if change is to a program without a concentration

OR change is fo the concentration portion of the program_ Select Shared {_i Registrar Not Applicable

Core below if the change is to the Program across all concentrations, or if

you are making a change to a Plan of Study. {_y Undergraduate Studies Not Applicable

NOTE: For questions about which you should select contact UGS-

DOCurriculum@ust.edu. {_ Undergraduate Council Chair Not Applicable
{_1 Undergraduate Council Not Applicable

Type of Program*

Ozrgﬁ;mc © Undergraduate Studies Incomplete
© Shared Core

Participants

Step Details
2. IMPORT curriculum data from the Catalog by clicking |57 in the top left

corner.
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STARTING THE PROGRAM CHANGE PROPOSAL

Program Change Proposal Form

Before starting the Program Change Proposal, please read the item under “Read Before You Begin”.
Prior to importing the curriculum, you will need to indicate the type of program for your proposed
changes.

Each curriculum program is stored in the catalog software as a “Program” or as a “Shared Core.”.
Please contact the Undergraduate Studies Curriculum team prior to initiating the program change
proposal at UGS-DOCurriculum@ust.edu to determine the type of program you will import for the
changes you wish to make.

ey -~
CURRICULOG Agendas  Accounts  Reports e Sandra Ruzy... o Q

New Proposal 9/8/2020 9:49 am s | £
2021-2022 Undergraduate Program Change (Major, Concentration, Minor, or Certificate) Sowora
unlaunched @

S Import B SaveAll Changes o Validate and Launch Proposal

Help me complete my proposal - x

Crosslistings

General Catalog Information A D

Proposal
Lookup

**Read before you begin**

B Save All Changes if change is to a program without a concentration OR change is to the concentration portion of the program. Select Shared
Core below If the change is to the Program across all concentrations, or if you are making a change to a Plan of Study.

I NOTE: For questions about which you should select contact UGS-DOCurriculum@usf edu. I

Type of Program™

) Program
() Shared Core

2. IMPORT curriculum data from the Catalog by clicking 57 in the top left corner.
3. FILL IN all fields required marked with an * after importing data. You will not be able to launch the proposal without completing required fields.

4. LAUNCH proposal by clicking [ in the top left corner.

USF — Undergraduate Studies ©2020 UGS-DOCurriculum@usf.edu  Program Change Proposal



mailto:UGS-DOCurriculum@usf.edu
mailto:UGS-DOCurriculum@usf.edu

Please also note the instruction items - two through four - under “Type of Program.” We will cover
these items in this tutorial.

These represent the next steps for the Program Change Proposal after you complete “Step 1.”

“Step 2” tells you to select the Import option in the top dark blue toolbar to load the catalog
information for the existing program into the form.

“Step 3” tells you to fill in all fields marked with an asterisk prior to submitting or launching the
proposal. If you do not complete these required fields before you launch, the proposal will prompt you
by marking these fields in red.

The last item, “Step 4,” explains that you launch the proposal by clicking the “Rocketship” icon in the
dark blue toolbar at the top of the form. Launch is Curriculog-speak for submit the proposal.

CURR|CU[EG Agendas  Accounts  Reports e Sandra Ruzy.. o Q :
New Proposal 9/8/2020 9:49 am s =
2021-2022 Undergraduate Program Change (Major, Concentration, Minor, or Certificate) Somror
unlaunched 6
B Import B Save All Changes #f Validate and Launch Proposal Files
Help me complete my proposal & x

Crosslistings
General Catalog Information A D

Proposal
Lookup

**Read before you begin**

B Save All Changes if change is to a program without a concentration OR change is to the concentration portion of the program. Select Shared
Core below if the change is to the Program across all concentrations, or if you are making a change to a Plan of Study.

NOTE: For questions about which you should select contact UGS-DOCurriculum@usf.edu.

Type of Program™

() Program
(O Shared Core

2. IMPORT curriculum data from the Catalog by clicking 57 in the top left corner.

3. FILL IN all fields required marked with an * after importing data. You will not be able to launch the proposal without completing required fields.

4. LAUNCH proposal by clicking [ in the top left corner.
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You will want to save the proposal frequently so you do not lose any of your proposal changes. There

is a “Save All Changes” option at the top of the form, as well as an option that floats or moves with

the proposal. Be sure to click this to save the changes you have made.

CURRICULOG Agendas Accounts Reports 9 Sandra Ruzy... o Q

New Proposal 9/8/2020 9:49 am

. . ; . =]
2021-2022 Undergraduate Program Change (Major, Concentration, Minor, or Certificate)
unlaunched
A Import B Save All Changes  Validate and Launch Proposal
S
Help me complete my proposal v
General Catalog Information ~

**Read before you begin**

B Save All Changes if change is to a program without a concentration OR change is to the concentration portion of the program  Select Shared
TR is to the Program across all concentrations, or if you are making a change to a Plan of Study.

NOTE: For questions about which you should select contact UGS-DOCurriculum@usf.edu.

Type of Program™
) Program
) Shared Core

2. IMPORT curriculum data from the Catalog by clicking E in the top left corner.
3. FILL IN all fields required marked with an * after importing data. You will not be able to launch the proposal without completing required fields.

4. LAUNCH proposal by clicking [ in the top left corner.
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IMPORTING INFORMATION INTO THE PROGRAM CHANGE PROPOSAL

Importing Program Information

Remember to contact the Undergraduate Studies Curriculum team prior to initiating the curriculum
change proposal at UGS-DOCurriculum@usf.edu to determine how the program needs to be

imported for the changes you wish to make.

Start by indicating what type of program you are changing: “Program” or “Shared Core.” Next, we will

go to the “Import” option in the dark blue toolbar at the top of the form.

CURRICULDG Agendas Accounts Reports 9 Sandra Ruzy.. o Q

New Proposal 9/8/2020 9:49 am s =
2021-2022 Undergraduate Program Change (Major, Concentration, Minor, or Certificate) Swora
unlaunched &

e
B Import [ SaveAllChanges + Validate and Launch Proposal

—

Help me complete my proposal v x
Crosslistings
General Catalog Information A D)

Proposal
Lookup

**Read before you begin**

B Save All Changes if change is to a program without a concentration OR change is to the concentration portion of the program  Select Shared
Core below if the change is to the Program across all concentrations, or if you are making a change to a Plan of Study.

I NOTE: For questions about which you should select contact UGS-DOCurriculum@usf.edu. I

Type of Program™

(O Program
() Shared Core

2. IMPORT curriculum data from the Catalog by clicking I3 in the top left corner.
3. FILL IN all fields required marked with an * after importing data. You will not be able to launch the proposal without completing required fields.

4. LAUNCH proposal by clicking [ in the top left corner.
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Click “Import” to open the import window. You will click the name of the catalog from which to pull the
program.

CURRICULOG

The second window now changes to allow you to search for the program you want to import. The
quickest way to find the program is to filter by the name of the curriculum program. You can add a
filter by clicking the drop-down options. Here you can select “Name” to filter by the name of the

COPEl  Agendss  Accounts  Reports

2021-2022 Undergraduate Program Change (Major, Concentration, Minor, or Certificate) =

ur

Import Data Into Your Proposal

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

Acalog: 2021-2022 Undergraduste Catalog

Cancel Lmpart

1 il

IR program. Select Shared Core below if the change is to the Program across

2.1

3 FILL IN all fields required marked with an * after importing data. You will not be able to launch the proposal without completing required fields:

4. LAUNCH proposal by clicking [ in the top left corner.

program.

CURRICULOG

USF — Undergraduate Studies

SN Agendas  Accounts  Reports

rr*

I program.  Select Shared Core below if the change is to the Program across

Search 2021-2022 Undergraduate Catalog
Using the faceted search below, lacate the course or program you would fike to import into this proposal.
Filter Programs
1S I Or add filter | Fiter by field -] I
all
NOT Start Date: End Date: Sort Results By:
] Name X
] Exclude previously imported items
Typs
- Search Available Curriculum  Select Another External System  Cancel Import
2

3. FILL IN all fields required marked with an * after importing data. You will not be able to launch the proposal without completing required fields.

4. LAUNCH proposal by clicking 77 in the top left comer.

Is this an Admin-only change?*

©2020

UGS-DOCurriculum@usf.edu

9 Sandra Ruzy.

st
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&

%

Crossligtings

2

oposal
Lok

e Sandra Ruzy..
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The secondary window changes and you can type in the name of the program you want to import.

CURRICULOG Agendas  Accounts  Reports Q. @ Q

2021-2022 Undergraduate Program Change (Major, Concentration, Minor, or Certificate) 8

unlaunched

B import @ SaveAllChanges @ Validateand| ="

Help me complete my proposal

General Catalog Information
Search 2021-2022 Undergraduate Catalog

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

X
1. Select Program below if change is to a program wi . ghange is to the Program across
all concentrations, or if you are making a change to Add ancther. fiter:| Fier by feld
NOTE: For questions about which you should select e e b

Name X

& Exclude previously imported items

Type of Program™
@ Program
o Search Available Curriculum | Select Another External System  Cancel Import
(O Shared Core
2. IMPORT curriculum data from the Catalog by click| https://ust.cumculog.com/hermes Tdisp! S &od=219&mapld= 238 salld= 00&subType= " v

3. FILL IN all fields required marked with an * after importing data. You will not be able to launch the proposal without completing required fields

4. LAUNCH proposal by clicking 73 in the top left comer.

Next, uncheck the box that says “Exclude previously imported items.” Prior to starting the proposal,
you will have checked to ensure there is not another proposal in the system for this program change.
Be sure to review the proposals under the “All Proposals” tab.

Now, click the first option at the bottom of this window which is “Search Available Curriculum.”

Agendas  Accounts  Reports © seni vy (i ] Q

CURRICULOG | Proposals

2021-2022 Undergraduate Program Change (Major, Concentration, Minor, or Certificate) 8
unlaunched

&5 impot @ SaveAllChanges o Vaiidateand| = 97"

Help me complete my proposal : > > S = -

General Catalog Information -~
Search 2021-2022 Undergraduate Catalog

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

I Name = [\ odership Studies Minor| X I

1. Select Program below if change is to a program wi £hange is to the Program across
all concentrations, or if you are making a change to d Add another filter | Fiter by feld ¢

NOTE: For questions about which you should select R T S——

f
| Neme X

ype of Program* < 5 Exclude previously imported items >

@ Program

oProg: [ Jpoe o cnemtraen et
(Shared Core

2. IMPORT curriculum data from the Catalog by click] v

3. FILL IN all fields required marked with an * after importing data. You will not be able to launch the proposal without completing required fields.

4. LAUNCH proposal by clicking {7 in the top left corner.
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The secondary window will now display the search results. Click the title of the program you wish to
work on.

CURRICULDG W Agendas  Accounts  Reports esandmﬁuzr... e Q

2021-2022 Undergraduate Program Change (Major, Concentration, Minor, or Certificate) 8

stps 1o
unlaunched Approval

& Import B S 0
Files
Help me complete my proposal v
Using the faceted search below, locate the course or program you would ke to impaort into this proposal. x
General Catalog Information SN0 [y L s
Mame = | adership Studies Minar X o)
Add anather filter | Fiter by feld " Frogesal
Lok
Start Date: End Date: Sort Results By:
1. Select Program below if change is to a L hange is to the Program across

all concentrations, or if you are making a change

[ Exclude previousty imported tems

NOTE: For questions about which you should sel

Saarch Available Curriculum | Selact Another External System  Cancel Import

Type of Program* Search Resulls (1w 1of 1)
@Program Leadership Studies Minor
)Shared Core

2. IMPORT curriculum data from the Catalog by Jk| htos/ust curiculag com/herm.roposalids 3008 subTypes program®

3. FILL IN all fields required marked with an * after importing data. You will not be able to launch the proposal without completing required fields

4. LAUNCH proposal by clicking 73 in the top left corner.

Is this an Admin-only change?*
nYes nNo

B Save Al Changes

The window now changes to the various catalog fields for this program. Scroll to the bottom of this
window and click the “Import This Item” option to import the program information into the Program
Change Proposal. The screen will gray out as the program information is loaded into the proposal.

CURRICULOG [l

Agendas Accounts Reports. e Sandra Ruzy. o Q

2021-2022 Undergraduate Program Change (Major, Concentration, Minor, or Certificate) a8
unlaunched

& Import & Validate and | !

B Save All Changes

© @ hupsy/usteumicilog.com/hermesZdisplay =hermesAvailabielegend&method=proposalisyst B | v @ ¢¥| = s
Help me complete my proposal v
2 L/ Field" to uncheck that field. A
Once you chick Import, Kou’ data will be vabdated agamst the proposal. Any data that is vn(nrm:t will have 3 x
i Cataloa i . message teling you what is wrong with the data, and it will not be imported into the form to prevent err e
General Catalog Information ~
9 Fleld Name Data Preview W
L
» General Catalog Information: Program Type ~ Minor D A
Propasal
» General Catalog Information: Degree Type  Minor %] Lookup
» General Catalog Information: Program Title  Leadership Studies Minor %)
» General Catalog Information: Program Leadership Studies minor is a significant benefit I
scription to students in all areas fsmdz enabling them
1. Select Program below if change is to a program wi thadad s of 'M;g,b;ggg o G W, £hange is to the Program across
all concentrations, or if you are making a change to 4 necassary o succ
2.Seneral Catalog Information: Program Program has 6 cores and 11 courses. 17}
miculum
NOTE: For questions about which you should select % Studies Vod Stdios 7]
Only: Acalog Hierarchy
2 Underoraduate Studies Administrative Use 6929 %)
Only: vmqram
pe of Program® Studies Use bl 1]
N Or\iv: Status
®Program
OStared Core .m e e | [Stnc i Evermat syt [ Canee g
2. IMPORT curriculum data from the Catalog by click v

3. FILL IN all fields required marked with an * after importing data You will not be able to launch the proposal without completing required fields.

4. LAUNCH proposal by clicking 77 in the top left comer.

Is this an Admin-only change?*
Yes ~No
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Curriculog will pre-populate the Program Change Proposal. You can scroll through the proposal and
see the information that was imported from the catalog.

JURRICULOG Agendas  Accownts  Reports O serr. @ Q
- ST VRV

2. IMPORT curriculum data from the Catalog by clicking [ in the top left corner.

3. FILLIN all fields required marked with an * after importing data. You will not be able to launch the proposal without completing required fields.

4. LAUNGH proposal by dlicking [ in the top left corner.

Is this an Admin-only change?*
oYes oNo

College / School / Department™

Selact an optior

Program Type

Minor

Degree Type

Minor %

Program Title”

Leadership Studies Minor

Program Description

B I U xx iE ==
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COMPLETING THE PROGRAM CHANGE PROPOSAL

Now that the proposal has loaded your program information, you need to complete the first two
guestions. Note there is an asterisk next to each item which means they must be completed in order
to submit or launch the proposal.

The first item asks if the changes are” Admin-only.” This refers to changes which do not require
Undergraduate Council approval.

Proposed program changes to the areas of Internship Opportunities, Accreditation Information,
Advising Information, and/or Faculty listing are considered “Admin-only” changes. These do not have
to be reviewed at the Undergraduate Council. If any of these areas are ones for which you are
proposing changes, you will select the “Yes” option.

All other curriculum changes (e.g., GPA requirements, program description) are not “Admin-only”
changes, and the “No” option should be selected. Please note, if your proposal includes “Admin-only”
changes and other changes which require Undergraduate Council review, you will select the “No”
option.

e

4. LAUNCH proposal by clicking [ in the top left corner.

Is this an Admin-only change?”
oYes oNo

College ! School [ Department™

Select an option

Next, you move to the “College/School/Department” area. Here you click in the text box to open the
drop-down menu with USF’s colleges, schools, and departments listed. Scroll down until you find the
correct location of your program.

Is this an Admin-only change?*

OYes @No

College / School / Department”

University of South Florida

A College of Arts and Sciences

School of Humanities

Department of Communication
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Once you find the College and School or Department, click the name.

College / School / Department”

Select an option

Marketing Department

Patel College of Global Sustainability

Taneja College of Pharmacy

Department of Pharmacy

Undergraduate Studies

The College and School or Department will now appear in the form. You will notice the “Program
Type” and “Degree Type” pre-populated when we imported the program information.

Is this an Admin-only change?”

O Yes @No

College / School / Department”

Undergraduate Studies |

Program Type

Minor =

Degree Type
Minor

The next areas on the Program Change Proposal are also prepopulated. You see the “Program Title”
identifies the title of the program. Note the asterisk indicating this is a required field.

The next area is the “Program Description.” This describes the program. You can make changes in
this area by clicking in the text box. The changes will be color coded by name for tracking purposes.

CURRICULDG Agendas  Accounts  Reports O suda o Q

Degree Type

Minor *

Program Title”

Leadership Studies Minor

Program Description
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PROGRAM CURRICULAR CHANGES

The next section of the Program Change Proposal provides the options to add courses or remove
courses from the curriculum. Instructions are provided for both options.

CURRICULDG W Agendas  Accounts  Reports e Sandra Ruzy o Q

Follow these steps to propose changes to the program curriculum:

Step 1
If you are removing courses, proceed to Step 2.

There are two options lo add courses for proposed changes: "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.” Click on the area/header of the program where you would like to add/remove courses. When you click on "Add Courses” it will bring up the list of courses available
from Step 1. Salect the courses you wish to add

For remaving courses click on the i next o the course and proceed

Plan of Study

See a sample at hilps /usi edu/undergrad-calalog-geology-bs#plans-of-study
Include:

- Potential Entry Level Job Tilles
= Potential Entry Level Salary Range

First, review the information in “Step 1” for adding a course. If the course already exists in the
catalog’s Course Inventory, you will “Import” the course. If the course is new and pending in the
Curriculog Course Proposal system, you will “Add” the course.

This will not add the course to the Course Inventory; a separate New Course Proposal must be
submitted in Curriculog.

It is recommended any new courses should be submitted prior to starting a Program Change
Proposal. Adding the new course in the Program Change proposal at this step in the process sets up
a placeholder for the course, which will be activated once the new course has made it through the
approval workflow process.

Please scroll to the “Program Curriculum” area. The courses displayed under the tab “View
Curriculum Courses” are all the courses which are currently in the program curriculum. This includes
required, or supporting and electives courses.

Program Curriculum® N
£ Preview Curriculum

| View Curriculum Courses ‘ ‘ View Curriculum Schema

LDR - 2010 - Leadership Fundamentals 3w
LDR - 3261 - Leadership in the Great Outdoors 3 0
LDR - 3280 - Leadership in the Political Context 3w
LDR - 3331 - Leading in the Workplace 3 0
LDR - 3340 - Community Leadership and Nonprofit Organizations 3w
LDR - 3363 - Team Dynamics and Leading Diverse Groups 3 0
LDR - 3365 - From Conflict to Consensus Decision Making and Change 3w
LDR - 3371 - Language of Leadership: Communicating with Clarity and Impact 3 W
LDR - 4104 - Theories of Leadership 3w
LDR - 4204 - Ethics and Power in Leadership 3 W
LDR - 4230 - Global Leadership 3w

Add Course Import Course
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If you are adding a course to the program (i.e., it is NOT displayed in this listing), you need to either

“Add Course” or “Import Course”.

Add Course

If the course is NOT in the current catalog’s Course Inventory, but is pending in the Curriculog Course
Proposal system, click “Add Course.” From this screen, fill in the proposed course “Prefix,” the course

number or “Code,” and the “Name” or title of the proposed course. Click “Add Course” and the

information will be added to the course listings.

Remember, do not add a course that is not already in the Curriculog Course Proposal system.
You will want to complete a New Course Proposal before starting a Program Change Proposal.

Add Course
Add the course details below.
Prefix:

|

Code:

Name:

Add Course [JRIeERISS

Import Course

If the course you want to add to the curriculum listing already exists in the current catalog’s Course

Inventory, click the “Import Course” option. This will bring up the import window. Click on the
Undergraduate Catalog displayed.

“URRICULOG

als Agendas Accounts Reparts
« Polential Entry Level Salary Range

Program Curriculum"

View Curricutum Courses | [ View Gurticulum Sohem
LDR - 2010 - Leadership Fundamentals

LDR - 3261 - Leadership in the Greal Ouldoors.
LDR - 3280 - Leadership in the Political Context
LDR - 3331 - Leading in the Workplace

LDR - 3340 - Community Leadership and Nonprt
LDR - 3363 - Team Dynamics and Leading Dive

LDR - 3365 - From Conflict to Consensus Decisi

Import Data Into Your Proposal

Select an external system from which vou would like to import courses.

Acalog: 2021-2022 Undergraduate Catalog _

cancel Impart

LDR - 3371 - Language of L eadership: Commur
LDR - 4104 - Thearias of Leadership

LDR - 4204 - Ethics and Power in Leadership

LDR - 4230 - Global Leadership

Curriculum Change Information

& Preview Curiculum |

O suisry. @ C

- o oW om oW

L T T X R B R~ R 7}
[ ] L]

=
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The secondary display screen will show the filter options. Click on the “Filter by” field to display the
drop-down options. For example, you can filter by “Prefix” and “Code” (i.e., number). You can add
multiple filters by clicking the “Filter by” field again.

CURRICULOG [EECECE Agendas  Accounts  Reports O sory. @ Q

= 1 s ey v e

= Polential Entry Level Salary Range

Program Curriculum®

2 Preview Curriculum |

View Curriculum Courses View Curriculum Schema [gl

LDR - 2010  Leadership Fundamentals o a curriclogcom/hermesdisplay = hermesSearchBmethod = cartsystemitemid = ASGtype: e @ Y| = -
LDR - 3261 - Leadership in the Great Outdoors 3§
LDR - 3280 - Leadership in the Political Context 30
Search 2021-2022 Undergraduate Catalog

LDR - 3331 - Leading in the Workplace Using the faceted search below, locate the course or program you would ke to import into this proposal. 3 m
LDR - 3340 - Community Leadership and Nonprofi Filter Courses I |
LDR - 3363 - Team Dynamics and Leading Diversq wim= | X 3§
LDR - 3365 - From Conflict to Consensus Decisior| Add another fiter | Fite by ild I
LDR - 3371 - Language of Leadership: Communics S —— S — 3 W
LDR - 4104 - Thearies of Leadership Bt iarslaiiti| e * 3§

5 . ElExclude previously imported items _
LDR - 4204 - Ethics and Power in Leadership I |
LDR - 4230 - Global Leadership Search Available Curriculum | Select Anather External System  Cancel Import 3w

Add Course Import Course

You can now search for the desired course using filters. You will also uncheck the box next to
“Exclude previously imported items” and click “Search Available Curriculum” to find the course.

RO Agendss  Accounts  Reports esandlaﬂuzr... o C

st ey s e s

« Polential Entry Level Salary Range

CURRICULOG

Program Curriculum”

| &2 Preview curriculum |
View Curriculum Courses H View Curriculum Schema [l N ———

LDR - 2010 - Leadership Fundamentals

w

LDR - 3261 - Leadership in the Greal Outdoors

LDR - 3280 - Leadership in the Political Context

Search 2021-2022 Undergraduate Catalog

3

3
LDR - 3331 - Leading in the Workplace Using the faceted search below, locate the course or program you would like to import into this proposal. 3 W
LDR - 3340 - Community Leadership and Nonprofi e s— 3 W
LDR - 3363 - Team Dynamics and Leading Diversq Prefx=lspc  ]X 3w
LDR - 3365 - From Conflict to Consensus Decisior] Code = |¢ X 3§
LDR - 3371 - Language of Leadership: Communicg Add another filter \ Filter by field v 3w
LDR - 4104 - Theories of Leadership 3

Start Date: End Date: Sort Results By:

LDR - 4204 - Ethics and Power in Leadership Prefix % | [ Code X | | Name % 3

3

LDR - 4230 - Global Leadership D xctude previously imported items _

Add Course | | Import Course Select Another External System | Cancel Import
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The course will display under “Search Results.” Click on the course.

(]E Agendas Accounts Reports

e ey e s

= Potential Entry Level Salary Range

Program Ci

View Curriculum Courses | ‘ View Curriculum Schema
LDR - 2010 - Leadership Fundamentals

LDR - 3261 - Leadership in the Great Outdoors
LDR - 3280 - Leadership in the Political Context
LDR - 3331 - Leading in the Workplace

LDR - 3340 - Community Leadership and Nonprofi|
LDR - 3363 - Team Dynamics and Leading Diversg
LDR - 3365 - From Conflict to Consensus Decision

LDR - 3371 - Language of L¢ ip: Co

@ @ httpsy/just.curriculog.com/hermes?display =hermesSearch&method = cartésystemiter pe= © W

Search 2021-2022 Undergraduate Catalog

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

Filter Courses

prefme = [gpc | x
- and -
Code = 2608 RS
Add another filter ‘ Filter by field v‘
Start Date: End Date: Sort Results By:

LDR - 4104 - Theories of Leadership
LDR - 4204 - Ethics and Power in Leadership

LDR - 4230 - Global Leadership

| | [ [prefic x| [code x| [Name x|

[ exclude previously imported items

Search Available Curriculum || Select Another External System || Cancel Import

Search Results (1te10f 1)

SPC 2608 Public Speaking

[ Preview Curriculum

0oL L W W oW oW W oW
o o= oW N o= o= o= = N

%
[ ]

Then scroll down in this window in order to click on “Add Courses to Proposal.

Agendas Accounts Reports
B —

« Potential Entry Leval Salary Range

CURRICULO

Program

e Sandra Ruzy_.

9 Sand|

i Jie

[ Preview Curriculum

LDR - 2010 -

LDR - 3261

LDR - 3280 -

LDR - 3331

LDR - 3340 -
LDR - 3363 -
LDR - 3365 -

LDR - 3371

LDR - 4104 -
LDR - 4204 -

Leadership Fundamentals

- Leadership in the Great Quidoors

Leadarship in the Political Context

- Leading in the Workplace

‘Community Leadership and Nonprofil
Team Dynamics and Leading Diversg

From Conflict to Consensus Decision

- Language of Leadership: Communicd

Theories of Leadership

Ethics and Power in Leadership

usf curriculog.com/hermes isplay

start Date: End Date:

[ Exclude previously imported items

Search Available Curriculum  Select Another External System | Cancel Import

Search Results (110107 1)
SPC 2608 Public Speaking

Selected Courses

SBC 2608 Public Speaking

hermesSearch

View Gariuin Courses | [ Vi Guinin sm«m_

mid=49type: *=

Sort Results By:

Prefix % || Code X || Neme X

Previous  Next

© w
m = = = = =

w
= =

LDR - 4230 - Global L eadership

Import Caurse

lect Another External System  Cancel Import

w
o = =
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You will now see the course in the course listing under the “View Curriculum Courses” tab. If you

decide you do not want to add this course, you can remove it by clicking the “Garbage Can” icon next
to the course. The “Program Curriculum” area now displays all the courses for the program including

Core, Supporting, and Elective courses. We now want to place the courses into the appropriate area,
such as “Core” course or “Elective.”

From the “Program Curriculum” area, you can click the “Preview Curriculum” in the top right of the

“Program Curriculum” section to view the curriculum areas.

CURRIULLE m toedas hecouts Fepers

St iy e s

= Potential Entry Level Salary Range

Program Curriculum*

View Curriculum Courses View Curriculum Schema
LDR -
LDR -
LDR -

SPC -

2010 - Leadership Fundamentals
3261 - Leadership in the Great Outdoors
3280 - Leadership in the Political Context

3331 - Leading in the Workplace

- 3340 - Community Leadership and Nonprofit Organizations
- 3363 - Team Dynamics and Leading Diverse Groups.

- 3365 - From Conflict fo Consensus Decision Making and Change

- 3371 - Language of Leadership: Communicating with Clarity and Impact

- 4104 - Theories of Leadership

4204 - Ethics and Power in Leadership
gagership

2608 - Public Speaking

[ ad course | [ import couse |

’ I

L T T T T T T I R R

Oiiiiiiiiii:

e Sandra Ruzy. o c

A secondary screen will be displayed with all the curriculum elements for the program. You can scroll
this screen to see the catalog areas which you can edit. You can close this second screen by clicking
the x in the toolbar for this screen.

CURRICULOG Agendas  Accounts  Reports
« Potential Entry Level Job Titles
« Potential Entry Level Salary Range

Program Curriculum*

View Curriculum Courses | | View Curriculum Sche
LDR - 2010 - Leadership Fundamentals

LDR - 3261 - Leadership in the Great Outdoor
LDR - 3280 - Leadership in the Political Conte} Leadership Studies Minor
LDR - 3331 - Leading in the Workplace
LDR - 3340 - Community Leadership and Nonfiirofil
LDR - 3363 - Team Dynamics and Leading Difbrsq

LDR - 3365 - From Conflict to Consensus Dediion

LDR - 3371 - Language of Leadership: Commflnic LDR 2010 Leadership Fundamentals 3
LDR 3261 Leadership in the Great Outdoors 3
LDR - 4104 - Theories of Leadership LDR 3280 Leadership in the Political Context )
LDR 3331 Leading in the Workplace 3
LDR - 4204 - Ethics and Power in Leadership LDR 3340 Community Leadership and Nonprofit 3
Organizations
LDR - 4230 - Global Leadership
\ Minor Elective Credit Hours: 9
| AddCourse | | import Course |
J Electives (Choose 3 of the following)
LDR 3363 Team Dynamics and Leading Diverse 53

E

Total Minor Credit Hours: 12

Minor Core Credit Hours: 3

Required (Choose 1 course from the following):

Curriculum Change Information

Alignment of a proposed new program with the institution’s strategic plan (with a particular focus on the BOG's "areas of strategic focus")

g Sandra Ruzy. o Q 1

[ Preview Curriculum

® = = = = wm

Gow B W W 8 W W W W W
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To ensure your change is made as desired, click on the “View Curriculum Schema” tab under the
“Program Curriculum?” title. This is “Step 2” in the instructions that appear before the “Program
Curriculum” area.

EURRIEulﬁE m Agendas Accounts Reports 9 Sandra Ruzy. o Q 1

See a sample at hitps.//usT edu/undergrad-catalog-geology-bs#plans-of-study
Include:

= Potontial Entry Level Job Titles
« Potential Entry Level Salary Range

Program Curriculum® ——
& Preview Curriculum |

View Curricutum Coursel| View Curricuium Schema |

Total Minor Credit Hours: 12 v W
Minor Core Credit Hours: 3 v W
Minor Elective Credit Hours: 9 v u

GPA Regquirements v

Grading Requirements v W

Advising Information v u

| Add Core l ‘ import Core

You will now see the different curriculum sections for the program. You can click the drop down arrow
to the right of each heading to view more information. In this area, you can edit the title of the section
or the description. You can also add courses to a specific area. To do this, click the “Add Courses”
button.

Program Curriculum™ ‘ ‘
4 Preview Curriculum

View Curriculum Courses ‘ ‘ View Curriculum Schema

Total Minor Credit Hours: 12 v §
Minor Core Credit Hours: 3 0 [ ]
Title

Minor Core Credit Hours: 3

Description

Required (Choose 1 course from the following):

Courses
LDR - 2010 - Leadership Fundamentals 3 ]
LDR - 3261 - Leadership in the Great Outdoors 3 [ ]
LDR - 3280 - Leadership in the Political Context 3 [ ]
LDR - 3331 - Leading in the Workplace 3 ]
LDR - 3340 - Community Leadership and Nonprofit Organizations 3 [ ]

[r—

Add Courses Add Custom Text
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This brings up the course listing and includes the courses that are currently NOT in the Minor Core.
Select your chosen course and click “Add Course.”

Choose courses to add

LDR - 3363 - Toam Dynamics and Lmdng@
3

LR - 3365 - From Conflict to Gonsensus Decision Making and Changa
3

LDR - 3371 - Language of Leadership: Communicating with Clarity and Impact
3

LDR - 4104 - Theories of Leadership
3

LDR - 4204 - Ethics and Power in Leadership
3

LDOR - 4230 - Global Leadership

Your chosen course will now appear in that specific area. Collapse this area by clicking the arrow
next to the title.

CURRICULDG

Agendas Accounts Reports e Sandra Ruzy.-

= e Ly s

« Potential Entry Level Salary Range

Program
9 & Preview Curriculum

View Curriculum Courses | ‘ View Curriculum Schema

Total Minor Credit Hours: 12 v u
Minor Core Credit Hours: 3 0 [ ]
Title

Minor Core Credit Hours: 3
Description

Required (Choose 1 course from the following):

Courses

LDR - 2010 - Leadership Fundamentals 3 L |
LDR - 3261 - Leadership in the Great Ouidoors 3 u
LDR - 3280 - Leadership in the Political Context 3 L |
LDR - 3331 - Leading in the Workplace 3 I ]
LDR - 3340 - Community Leadership and Nonprofit Organizations 3 L |
LDR - 3363 - Team Dynamics and Leading Diverse Groups 3 1}

Add Courses Add Custom Text

Minor Elective Credit Hours: 9

USF — Undergraduate Studies ©2020 UGS-DOCurriculum@usf.edu  Program Change Proposal 24



mailto:UGS-DOCurriculum@usf.edu

If you want to remove a course from a specific area, open that area by clicking the drop-down arrow
to the right of the heading. You can remove the course by clicking the “Garbage Can” icon next to the
course.

Remember to save your changes by clicking the “Save All Changes” button that floats in the proposal
form. Saving changes does not submit or launch the form. You can save the proposal form and exit
Curriculog at any time. When you log back into Curriculog, go to the “My Proposals” tab and find the
proposal to continue working on it.

CURR\(:_UI_EIE Agendas  Accounts  Reports e

|t Ly Covor U s

« Potential Entry Level Salary Range

Program Curriculum®
g [ Preview Curriculum

View Curriculum Courses ‘ ‘ View Curriculum Schema

Total Minor Credit Hours: 12 v &
Minor Core Credit Hours: 3 v b
Minor Elective Credit Hours: 9 O [
Title

Minor Elective Credit Hours: 9
Description

Electives (Choose 3 of the following):

Courses
LDR - 3365 - From Conflict to Consensus Decision Making and Change

LDR - 3371 - Language of Leadership: Communicating with Clarity and Impact
LDR - 4104 - Theories of Leadership

LDR - 4204 - Ethics and Power in Leadership

REERO)

®w oW W W ow

LDR - 4230 - Global Leadership

Add Courses || Add Custom Text

GPA Requirements v u
[ B Save All Changes ]
ts v i

You can change other areas in the program by expanding them and filling in the information. The
number of available headings depends on the program.

CURRICULOG | Proposals [EECUTIECEEEEN

= Potent

Program Curriculum®
& Preview Curriculum
View Curriculum Courses View Curriculum Schema
p—
Total Minor Credit Hours: 12 v W
Minor Core Credit Hours: 3 v i
Minor Elective Credit Hours: 9 v ¥
GPA Requirements O L]
Grading Requirements v u
Advising Information v i
—
| Addcore | | importCore
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Notice there are two buttons at the bottom of the “View Curriculum Schema” tab. These are used if
another heading area needs to be added to the program. For example, if you want to add “Residency
Requirements” you would click the “Add Core” button.

CURR[CULO& Agendas  Accounts  Reports e:

Vst Ly Lt vo s

« Potential Entry Level Salary Range

P Curri
Ll [ Preview Curriculum
View Curriculum Courses ‘ [ View Curriculum Schema

Total Minor Credit Hours: 12 v §
Minor Core Credit Hours: 3 v u
Minor Elective Credit Hours: 9 v @

GPA Requirements v u

Grading Requirements v i

Advising Information v §

This adds a “New Core” item to the list. Click on the drop down arrow.

CURRICULOG Agendas  Accounts  Reports © sanrarury. (i ) Q

S ———

« Potential Entry Level Salary Range

Program
View Curriculum Courses | ‘ View Curriculum Schema

[ & Preview Curricutum

Total Minor Credit Hours: 12 v

| ]

Minor Core Credit Hours: 3 v §

Minor Elective Credit Hours: 9 v &

GPA Requirements v §
Grading Requirements v #
Advising Information v W

l New Core v l [

Add Core Import Core
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In the “Title” text field, you would type “Residency Requirements.” In the “Description” area, you
would type out the residency requirements for your program.

Notice within this new core, there are options to “Add Courses” and “Add Custom Text.” Complete
any additional information you need for your new core, then save your changes and collapse your
new area.

CURRICULOG Agendas  Accounts  Reports gsannranuzy t

Minor Core Credit Hours: 3 v i

Minor Elective Credit Hours: 9 A
GPA Requirements v ¥
Grading Requirements v i
Advising Information v W
New Core =
Title

Residency Requirements

Description

Fifty percent (50%) of the minor must be completed through USF coursework

Courses
No Courses

Add Courses || Add Custom Text |

[ Add Core | [ Import Core J

The last area of the Program Change Proposal contains statements which the College, Registrar,
Undergraduate Studies, and Undergraduate Council use in their review of the proposal. While not
required, these statements provide additional information for the approval workflow process. It is
recommended that you complete these areas or put the text “NA” in the field.

Select the “Yes” or “No” option after the statement and provide any comment in the text field.

CURRICULOG Agendas  Accounts  Reports e_\‘aumgnu;y o Q '

| addCore | | importCore

Curriculum Change Information
Alignment of a proposed new program with the institution's strategic plan (with a particular focus on the BOG's "areas of strategic focus”)

Select

oYes oNo

Comment

Demonstrated need and demand (in the context of stalewide and regional enrallmentidegree productivity, including the SUS, FSC, and ICUF institutions), and compelling reasons for "necessary
duplication” if appropriate.

Select
OYes ONo

Comment
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ATTACHING FILES TO THE PROGRAM CHANGE PROPOSAL

You can attach files for any of the comment areas to provide further information or clarification. In the

comment field, be sure to state the name of the file you are attaching. Then scroll to the top of the
proposal form. Click on the “Paperclip” icon in the right side of the proposal dashboard.

CURRICULOG Agendas  Accounts  Reporls esandvakuzy (i ) Q

Leadership Studies Minor =
2021-2022 Undergraduate Program Change (Major, Concentration, Minor, or Certificate)

unlaunched 0 >
&5 Import B SaveAllChanges +f Validate and Launch Proposal o,

Help me complete my proposal v P73

{of ]

General Catalog Information ~

**Read before you begin**

1 Select Program below if change is to a program without a concentration OR change is to the concentration portion of the program. Select Shared Core below if the change is to the Program across
all concentrations, o if you are making a change to a Pian of Study.

NOTE: For questions about which you should select contact UGS-DOCumculum@usf edu

This brings the “Upload File” area. Click the gray “Browse” button to bring up the directory for your
computer. Find the file you want to add, highlight it, and click “Upload.” This will add the file to the
proposal, and you will see the name in the “Attached Files” area.

To view the proposal on the full screen, click the X over “Steps to Approval’.

CURRICULOG Agendas  Accounts  Reports eSandraRuzy.. o Q

Upload File

Leadership Studies Minor
2021-2022 Undergraduate Program Change (Major, 8 File | Browse... | o fle selected.
Concentration, Minor, or Certificate)

unlaunched | Upload
&5 Import B SaveAllChanges # Validate and Launch Proposal »

Help me compiete my proposal v Attached Files Guossistiogs

There are no attached files. L
General Catalog Information ~

**Read before you begin**

1. Select Program below if change is to a program without a concentration OR change is fo the
concentration portion of the program. Select Shared Core below if the change is to the Program
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FINAL STEPS FOR THE PROGRAM CHANGE PROPOSAL

The last area on the Program Change Proposal is for the Undergraduate Studies review. This area
will be completed by the Undergraduate Studies Curriculum Team in their review of the proposal.
You can collapse this area by clicking the arrow to the right of the heading.

Save the Proposal one last time by clicking the “Save All Changes” button.

CURRICULOG Agendas  Accounts  Reports O swcnry. @

Comment

Undergraduate Studies Administrative Use Only G

To be completed only by Undergraduate Studies.

ADMINISTRATIVE USE ONLY (DO NOT ALTER OR UPDATE)

Acalog Hierarchy

Undergraduate Studies =

Program ID

6929

Status
@Aclive-Visible ¢ Inactive-Hidden

Other Review Items

B Save All Changes ey o
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Launching the Proposal

After you have reviewed the Program Change Proposal, it is time to submit or launch the proposal. At
the top of the Proposal, in the dark blue bar, is the “Rocketship” icon or “Validate and Launch
Proposal,” which will submit the proposal. Click the “Rocketship” icon to submit the proposal to the
approval workflow process.

CURRICULOG Agendas  Accounts  Reports © senon vy (i ] Q

Leadership Studies Minor o | E
2021-2022 Undergraduate Program Change (Major, Concentration, Minor, or Certificate)

unlaunched 0
5 Impot B SaveAllChanges P Validate and Launch Proposal
Help me complete my proposal —— . %
General Catalog Information - D

1. Select Program below if change is to a program without a concentration OR change is to the concentration portion of the program. Select Shared Core below if the change is to the Program across
all concentrations, or if you are making a change to a Plan of Study.

NOTE: For questions about which you should select contact UGS-DOCurrculum@usf edu

**Read before you begin**

If there are required areas which were not completed, you will get the “Could Not Launch Proposal”
screen. To view the areas which need completion, click the “Show Me” option.

Could Not Launch Proposal

Please correct the following errors before launching the proposal

Proposal has validation errors

The areas which require completion will show in red. You can update the information, save all
changes, and then re-launch the form.

CURRICULOG W Agendas  Accounts  Reports O soiary. @ C

2. IMPORT curriculum data from the Catalog by clicking 57 in the top left comer.
3. FILL IN all fiedds required marked with an * after importing data. You will not be able to launch the proposal without completing required fields.

4. LAUNCH proposal by clicking I in the top left corner.

Is this an Admin-only change?”

College | School / Department”

Collega / School / Department is required

Program Type

Minor

Degree Type

Is this an Admin-only change? s required
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Once the proposal is validated, or requires no further information, you will see a “Launch Proposal”
screen. Click the “Launch Proposal” button to send the proposal to the approval workflow process.

Launch Proposal

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 ime. However, you may not edit the proposal afier launch unless you are included ina particular step of the approval process

@‘ -

This concludes the USF Curriculog Program Change Proposal tutorial. Additional Curriculog tutorials
are located at https://usf.edu/ugs-curriculum-training, as well as important dates and deadlines,
FAQs, and other resources.

You can email the UGS Curriculum Team at UGS-DOCurriculum@usf.edu for any additional
assistance.
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