USF Curriculog — Undergraduate Program New Under Existing CIP
(Major, Concentration, Minor, or Certificate)

Welcome to the University of South Florida’s Curriculog “Undergraduate Program New Under Existing
CIP for a Major, Concentration, Minor, or Certificate” tutorial. This tutorial will provide information on
how to set up a New Program under an existing CIP for a Major, Concentration, Minor or Certificate.
There is one Proposal used for either a new major, concentration, minor or certificate. This Proposal
will also be used to set up a new 4 Year and 2 Year Plan of Study for a Major or Concentration.

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.

Program templates for a Major, Concentration, Minor, or Certificate can be found at the USF
Undergraduate Studies Curriculum website under the “Resources” link. You can also find the
templates for the 4 Year and 2 Year Plan of Study there.

It is recommended that you download the template prior to submitting a Curriculog Proposal. Filling
out the template prior to starting the proposal will make it easier to complete the Proposal in
Curriculog.
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PROPOSAL SYSTEM OVERVIEW RESOURCES

CALENDAR & DEADLINES
The following Resources are provided to assist with the Curriculog Course and Curriculum
FORMS Proposal process. Check back as additional resources will be added in the future.

FREQUENTLY ASKED GENERAL
QUESTIONS

* USF program curriculum and CIP codes
TRAINING + State Course Numbering System (SCNS)

» State Mandated Common Course Prerequisites
RESOURCES # Online Instructional Method Categories

* Guidelines for Selecting a Course Number

« USF Syllabus Guidelines

 USF Degree Inventory

* USF Academic Plannin, g

« USF Undergraduate Catalog

 USF Course Inventory

CATALOG TEMPLATES

* Program Major

« Program Concentration
« Program Minor

» Program Certificate

* 4Year Plan of Study

* 2Year Plan of Study
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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.

CURRICULOE < Login )
Proposals

You must be logged in to view proposals.

v

UNIVERSITY oF
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 New Proposal

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.
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« My Tasks ‘ « My Proposals Watch List ‘ All Proposals ‘
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‘ =+ New Proposal '
. .
S My Recent Notifications
Filter by:
Jun 28 Urgent: Your proposal, EML - 3035C -
All Tasks ~ | Advanced Filter Programming Concepts for
Engineers, is now urgent. [t has been on your
tasklist for 29 days without activity. At your
earliest convenience, click here to review this
proposal and complete your task.
No Proposals Found )

May 29 Comment: Sandra Ruzycki commented o your
proposai, EML - 3035C - Programming Concepts
for Mechanical Engineers, with the following
comment. College requested the proposal be

Approve Selected returned . Click here fo view the proposal.
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Graduate and Undergraduate proposal Proposals will be displayed. Graduate Proposals are
displayed first, followed by Undergraduate proposal Proposals. Ten Proposals 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.

2021-2022 Undergraduate New Minor Under Existing CIP
CO00000 @ v

7 mandatory 7 total

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

000 © v
Emandamwslrotalr

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

G0/00000) @ v

7 mandatory 7 total

Crovsr) ()



https://usf.edu/ugs-curriculum-training
mailto:UGS-DOCurriculum@usf.edu

Program New Proposal

The Program New Under Existing CIP (Major, Concentration, Minor or Certificate) is the proposal you
will use to set up a new program under an existing CIP code. Itis also used for a new 4 Year and 2
Year Plan of Study for a Major or Concentration. Your college or department liaison can also assist
you in determining if this is the correct proposal to use.

For this tutorial, we will shorten the title of this proposal to “Program New Proposal.”

When you find the Program New Proposal, there are two icons to the right of the name of the
proposal. The first icon allows you to preview the proposal.
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Clicking the “Preview Proposal” icon brings up a new screen which allows you to preview the
proposal. You cannot enter information on this proposal, however you can review the proposal prior
to starting it. To close the preview, click the X in the top toolbar on the preview screen.
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Opening the Program New 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 New Proposal.

[MGGUMUNIEN Proposals  Agendas  Accounts  Reports

Smancaon

emmawuzy, o Q

2021-2022 Undergraduate New Degree Program With New CIP
OOO

3 mandatory 3 fotal

duate Program Change (Major, Concentration, Minor, or Certificate)

(O

20212022 Undavgrﬂdua\e Program Discontinue (Major, Concentration, Minor, or Certificate)
Q000!

2 mandatary a|ota\

“ v
% v
“ v

H.m )Cl}i unnar mmmn Program New Under Existing CIP (Major, Concentration, Minar, or Certificate)

30

T OO0 0

8 man: nmnmmn

zu 22 branuate Course Chani ge Form

0000

lma aawwnm i

Gradu a\em‘( ate Faculty Approval
OO

® v

(G:r)uuawe User Authorization Change Request

| n cuanuamcnangevmcess

[
AN

[Preuuusm [ Mext10 |

Clicking the “Start Proposal” or “Checkmark” icon opens the proposal. This may take some time
depending on how many users are in the system or the length of the Proposal.

The Program New Proposal will open on the left side of the dashboard. The right side of the
dashboard shows the approval workflow process for the proposal.

To maximize the Program New Proposal, 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.”
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New Proposal 10/5/2020 1:33 pm Approval Steps
2021-2022 Undergraduate Program New Under Existing CIP (Major,
Concentration, Minor, or Certificate) Q originator Incomplote
unlaunched
Participants
K impot B SaveAll Changes ' Validate and Launch Proposal () sandra Ruzycki -
Proposal Help [ Step Detalls ] x
Crossistings
General Catalog Information
O College Incomplete f‘)
Progosi
Participants il
**Read before you begin** anicipa
1. Select below [ Step etels |
« Program below for a new major, minor, or certificate @ registrar Incompiete
« Shared Core below for a new concentration, 4 Year Plan of Study, or 2 Year Plan of
Study Participants
Step Details
Type of Program*
©Program © Undergraduate Studies Incomplete
(O Shared Core
Participants
( Step Details 1
2. IMPORT curriculum data from the Catalog by clicking 7 in the top left comer.
« For a Major import. TEMPLATE MAJOR () Undergraduate Council Chair Incomplete




Starting the Program New Proposal
Before starting the Program New Proposal, please read the items under “Read before you begin.”

Item 1 is related to the heading “Type of Program.” If you are proposing a new Major, Concentration,
Minor, or Certificate, you will select “Program” under “Type of Program.” If your proposal is for a new
4-Year Plan of Study or new 2-year Plan of Study, you will select “Shared Core” under “Type of
Program.” Each curriculum program is stored in the catalog software as a “Program” or as a “Shared
Core.”
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Mote: For a new Major of Concenlration, separate proposals will be submitted for the 4 Year Plan of Study and 2 Year Plan of Study using this form. If you have questions, contact UGS

There are two things to remember. First, a new Major or a new Concentration will also require a new
4-Year Plan of Study and a 2-Year Plan of Study. The Program New Proposal will need to be
submitted for each Plan of Study to accompany a new Major or a new Concentration. In other words,
if you are submitting a Program New Proposal for a Major, you will also need to submit two additional
Program New Proposals for each Plan of Study — 4 Year and 2 Year. At this time, Curriculog does
not support including all items on one proposal.

If you are submitting a new Concentration, and the current Major’s 4 Year and 2 Year Plan of Study
will apply to the new Concentration, you do not need to submit separate Plans of Study for the
Concentration. However, if the new Concentration requires a different Plan of Study than the one
used in the current Major, you will submit two additional Program New Proposals for each Plan of
Study — 4 Year and 2 Year.

Please visit the UGS website at https://www.usf.edu/undergrad/curriculum/curriculog/index.aspx to
view the tutorial for using the Program New Proposal for a new Plan of Study.

The second thing to remember is to download the template for your program prior to starting the
Program New Proposal. Program templates for a Major, Concentration, Minor, Certificate, 4 Year
Plan of Study, and 2 Year Plan of Study can be found at the USF Undergraduate Studies Curriculum
website under the “Resources” link. It is recommended that you download the template prior to
submitting a Curriculog Proposal, and convert the .pdf file to a Word document. Filling out the
template will make it easier to complete the Program New Proposal in Curriculog.
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Please also note the other instruction items under “Read before you begin.” We will cover these
items in this tutorial.

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

“Step 2” tells you to select the “Import” option in the top, dark blue toolbar to load the template for
your proposed new program into the Proposal. Instructions are given on which template to import.

“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 Proposal. “Launch” is Curriculog-speak for submit.
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Type of Program”
oProgram
(Shared Core

2. IMPORT curriculum data from the Catalog by clicking =7 in the top left comer

= For a Major import: TEMPLATE MAJOR

» Fora Minor import: TEMPLATE MINOR

» For a Certificale import. TEMPLATE CERTIFICATE

= For a Concentration import. TEMPLATE CONCENTRATION
» For a 4 Year Plan of Study import: TEMPLATE 4 Year Plan
= For a 2 Year Plan of Study import. TEMPLATE 2 Year Plan

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

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

You will want to save the proposal frequently so you do not lose any of your changes. There is a
“Save All Changes” option at the top of the Proposal, as well as, an option that floats or moves with
the Proposal. Be sure to click this to save the changes you have made.
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New Proposal 10/5/2020 1:33 pm
2021-2022 Undergraduate Program New Under Existing CIP (Major, Concentration, Minor, or Certificate)
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Proposal Help v

General Catalog Information ~

**Read before you begin**

1. Select below

R ogram below for a new major, minor, or certificate.
LRShared Core below for a new concentration. 4 Year Plan of Study JgrR CEIAERTURNTT

Type of Program"
~Program
~Shared Core

2. IMPORT curriculum data from the Catalog by clicking 7 in the top left comer

« For a Major import: TEMPLATE MAJOR
« For a Minor import: TEMPLATE MINOR

« For a Certificate import. TEMPLATE CERTIFICATE

« Fora Concentration import. TEMPLATE CONCENTRATION
« For a 4 Year Plan of Study import. TEMPLATE 4 Year Plan
« Fora 2 Year Plan of Study import. TEMPLATE 2 Year Plan

M- marked with an *. You will not be able to launch the proposal without completing required fields

Jlicking .0 the to0 left comer Walk Me Through




Importing Information into the Program New Proposal

For this tutorial on the Program New Proposal, we will use an example of a New Certificate under
Existing CIP called “Leadership Studies for Professionals Certificate.”

For the “Type of Program” field we will select “Program,” as indicated in the instructions for our
proposed Certificate.

Next, we will go to the “Import” option in the dark blue toolbar at the top of the Proposal.
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**Read before you begin**

1. Select below

« Program below for a new major, minor, or certificate
« Shared Core below for a new concentration, 4 Year Plan of Study, or 2 Year Plan of Study

Type of Program*
@Program
(O Shared Core

Click “Import” to open the import window. You will click the name of the catalog from which to pull the
program. In our example, it will be the “Acalog: 2021-2022 Undergraduate Catalog.”

Course and program data is stored in Acalog which is the companion software system to Curriculog.
Acalog is the catalog, while Curriculog is the way to update the catalog for courses and programs.
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Crossistogs
Import Data Into Your Proposal .:‘) |

you would like to import cumiculum data Froposs

1. Select below.

« Program below for a new major, minor, or Cancel Import
« Shared Core below for a new concentratior}

Type of Program”
@Program
(Shared Core

2. IMPORT curniculum data from the Catalog by cli

= For a Major import. TEMPLATE MAJOR
« For a Minor import: TEMPLATE MINOR
« For a Certificate import. TEMPLATE CERTIFICATE




The second window now changes to allow us to search for the program we want to import.

Since we are proposing a New Certificate, we will look for the “Template Certificate.” The names for
the templates are provided on the proposal under step 2.

The quickest way to find the template you want to import is to filter by the name of the template. We
will add a filter by clicking the drop-down options in the “Or add filter” field. Here we will select
“‘Name” to filter by the name of the template.
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Propesal Help . =
Stews 0
Approva
General Catalog Information ~ 0
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1. Select below. Crossietns
« Pragram below for a new major, minor, or ¢4 Search 2021-2022 Undergraduate Catalog ‘:l)
* Shared Core balow for a new concentration Using the faceted search below, locate the course or pragram you would ke to import into this proposal, Proposal
oo
Filter Programs
Type of Program™ I I
Or add filter -
@Program ter | Filter by field ]
(Shared Core

|

Start Date:

2 IMPORT curriculum data from the Catalog by clic (S Drm i G T
- Fora Major import. TEMPLATE MAJOR Search Available Curricubim || Salect Another Extarnal system || cancel import
« Fora Minor import. TEMPLATE MINOR
« For a Certificate import: TEMPLATE CERTIF|
« For a Concentration import TEMPLATE CON
« Fora 4 Year Plan of Study import. TEMPLAT]
« For a 2 Year Pian of Study import: TEMPLA

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

4 LAUNCH propasal by clicking [ in the top left comer

The secondary window changes and we can type in the name of the template we want to import.

In our example, we will move to the “Name” text box and type in “Template Certificate.” This will
search for any “Program” with the name “Template Certificate.”
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Using the facsted search below, locate the course or program you would fike to import into this proposal.

1. Select Program below if change is to a program wi
all concentrations, or if you are making a change to 4

Ehange is (o the Program across

NOTE: For questions about which you should select et Tt Dt Sort Rasuks By:

[ Exclude previously imported items

Type of Program”
@ Program
Search Available Curriculum | Select Another External System | Cancel Import
(Shared Core
2. IMPORT curriculum data from the Catalog by click| htps/ust.curiculog com/ hesmesdisplay= ermesSesrch&method._&sype= program@id=219&mapld= 88 proposatd= 208subType= program? 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 [[3 in the top left comer.



Next, we uncheck the box that says “Exclude previously imported items.” Then, we click the first
option at the bottom of this window which is “Search available curriculum.”
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1. Select below

« Program below for a new major, minor, or ce|
 Shared Core below for a new concentration,

Type of Program"
@Program
O Shared Core

2 IMPORT curriculum data from the Catalog by cli

« For a Major import: TEMPLATE MAJOR
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« For a Certificate import. TEMPLATE CERTIFN
« For a Concentration import: TEMPLATE CON|
« For a4 Year Plan of Study import: TEMPLATE
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Using the faceted search below, locate the course or program you would like to import into this proposal.

Add another fiter [ er by feid

Start Date: End Date: Sort Results By:

[0 Exclude previously imported items
e —

Name X

« For a2 Year Plan of Study import: TEMPLATE

2 Year Plan

3 FILL IN all fields required marked with an * You will not be able to faunch the proposal without completing required fields

4 LAUNCH proposal by clicking {77 in the top left corner
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The secondary window will now display the “Search Results.” Under “Search Results,” we will click on
the title “Template Certificate.” This will load the certificate template into the Program New Proposal.
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2 IMPORT curriculum data from the Catalog by clickf
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« For a Minor import: TEMPLATE MINOR

« For a Certificate import. TEMPLATE CERTIF
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 Validate and Launch Proposal

Filter Programs
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« For a 4 Year Plan of Study import. TEMPLATH

« For a2 Year Plan of Study import: TEMPLATH2XaacRla0

3. FILL IN all fields required marked with an *. You will not be able to launch the proposal without completing required fields
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Once you click on the title of the program under “Search Results,” the window changes to the various
catalog fields for this Template.
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Import Data Into Your Proposal

Confirm the fields that wil be imported into your proposal (only fields that are mapped wil be fistad here). If
Jou would ke to prevent the imported data from overwniting an existing field in your proposal, dick “Impart
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« For a2 Year Plan of Study import. TEMPLATE 2 Year Plan

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

4. LAUNCH proposal by clicking £7in the top left corer.

Scroll to the bottom of this window and click the “Import This Iltem” option to import the Template

Certificate information into the Program New Proposal.
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urn to Search | Select Another External System  Cancel Import

« For a 2 Year Plan of Study import TEMPLATE 2 Year Plan

The screen will gray out as the template for the certificate is loaded into the Program New Proposal.
In our example, the certificate template is loaded, and ready for us to input the program information.
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Crosslistings

D

Proposal
op

Proposal
Lookp

11



As a quick reminder, you will want to save changes frequently as you work on any proposal in
Curriculog. Save your changes frequently by either clicking the “Save All Changes” in the top dark
blue toolbar or clicking the “Save All Changes” in the lower left of the display screen. This feature
floats with the display so that you do not have to scroll to the top.

After saving changes in the Proposal, you can exit Curriculog by going to your name in the upper right
of the dashboard. Click on your name to open the drop-down menu. Then click “Log out.” Since you
saved the Proposal it will be available for you to continue your work on it.

When you log back into Curriculog, click the “My Proposals” tab.

Click the proposal to open it up and scroll to the place you were previously.

CURRICULDG m hgendas  Accounts  Reports o Q
Leadership Studies for Professionals Certificate =
2021-2022 Undergraduate Program New Under Existing CIP (Major, Concentration, Minor, or Certificate) a8 Pty
unlaunched oproia
5 Import @ SaveAllChanges 4 Validate and Launch Proposal @

s
Proposal H¥M v
=
General Catalog Information ~ Crosslistings
D
Proposal
**Read before you begin** s

1. Select below.

= Program below for a new major, minor, or certificate
SEFECPEUED] for a new concentration, 4 Year Plan of Study, or 2 Year Plan of Study

Type of Program®

@Program
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Importing Courses into the Program New Proposal

Now that Curriculog has loaded our desired template, we need to complete the area of the proposal
under the “Read before you begin” instructions. Note there is an asterisk next to the heading which
means it must be completed in order to submit or launch the proposal.

The “College/School/Department” area is a required item for which you will identify which college and
school or department the program is housed. Click in the “Select an option” field to drop-down the list
of USF colleges and corresponding schools or departments. For our example, the Leadership
Studies for Professionals Certificate will be in Undergraduate Studies. Click on the name to add it to
the text field. Be sure to select the Department or School, and not just the College.

Next is the “CIP Code” where we will click in the “Select an option” field to display the USF CIP
codes. Remember, the program we are proposing needs to be under an existing CIP code. You can
contact your department or college liaison for assistance with this field.

For our proposed new Certificate, the existing CIP Code is 52.0213. We can either copy and paste
the code into the field or we can scroll through the list to find the code. We will copy and paste the
code into the field, and see that it populates with the code and CIP heading.

CURRICULOG Agendas  Accounts  Reports O snian. @ Q

@ Program
~Shared Core

2. IMPORT curriculum data from the Catalog by clicking K53 in the top left comer. @ ‘
« For a Major import: TEMPLATE MAJOR
« For a Minor import. TEMPLATE MINOR 3
« For a Certificate import. TEMPLATE CERTIFICATE ossstng
« For a Concentration import. TEMPLATE CONCENTRATION

« For a 4 Year Plan of Study import: TEMPLATE 4 Year Plan
« For a 2 Year Plan of Study import: TEMPLATE 2 Year Plan

Ho

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

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

College / School / Department”

CIP Code

The next area has information regarding how to title the program. Examples are given for a Major,
Minor, Certificate, Concentration, and the 4 Year and 2 Year Plans of Study.

For more assistance with the title of your proposed program, please contact the Undergraduate
Studies Curriculum team at UGS-DOCurriculum@usf.edu.

Entor the Major Titlo as follows: [Subject] [Degree Type Abbreviation]
Ex Applied Science BSA S

Entor the Minor Title as follows: [Subject] Minor
Ex. Deaf Studies Minor

Enter the Certificate Titk fol

llows: [Subject] Certificate

Ex. Art History Certificat

Enter the Concentration Title as follows: [Subject] [Degree Type Abbreviation), with [Concentration Subject) Concentration
Ex. Applied Science B.SA S, with Deaf Studies Con
For 4 Year Plans of Study and 2 Year Plans of Study, enter the litle as above and prefix with
« “4 Year Plan of Study
« “2 Year Plan of Study - *
Ex. 4 Year Plan of Study - Applied Science B S A S, with Deaf Studies Concentration
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In the “Program Title” area we will type in “Leadership Studies for Professionals Certificate.”

CURRICULOG Agendas  Accounts  Reports © sandiaruzy (i ) Q

Ex. Deaf Studies Minor
Enter the Certificate Titie as follows. [Subject] Certificate
Ex. At History Certificate
Enter the Concentration Title as follows: [Subject] [Degree Type Abbreviation], with [Concentration Subject] Concentration

Ex Applied Science B S A S., with Deaf Studies Concentration

For 4 Year Plans of Study and 2 Year Plans of Study, enter the fitie as above and prefix with

* “4 Year Plan of Study - *
* "2 Year Plan of Study - *

9

Ex_ 4 Year Plan of Study - Applied Science B S A S, with Deaf Studies Concentration

Program Title®

Leadership Studies for Professionals Certificate|

Now move to the curriculum areas of the Program New Proposal. Prior to starting the proposal, we
downloaded the Certificate Template from the UGS Curriculum website, converted it to a Word
document, and filled in the information for our proposed New Certificate. We will now open the
document to assist us in completing the Curriculog New Program Proposal. We will copy and paste
the information from our Word document into the Curriculog proposal for each area.

Leadership Studies for Executives Certificate
Total Certificate Hours: 12

The Leadership Studies for Executives Certificate is designed to provide business professionals an
opportunity to learn more about Leadership theory and practice.

Certificate Requirements - Delete
Certificate Core (9 credit hours)

* LDR 2010 Leadership Fundamentals Credit(s): 3
* LDR 3331 Leading in the Workplace Credit(s): 3
* LDR 3365 From Conflict to Consensus Decision Making and Change Credit(s): 3

Certificate Electives (3 credit hours)
Choose 1 of the following:

* LDR 3363 - Team Dynamics and Leading Diverse Groups Credit(s): 3

* LDR 3371 - Language of Leadership: Communicating with Clarity and Impact Credit(s): 3
* LDR 4104 - Theories of Leadership Credit(s): 3

* LDR 4204 - Ethics and Power in Leadership Credit(s): 3

* LDR 4230 - Global Leadership Credit(s): 3

GPA Requirements

An overall 2.0 GPA on the courses applied to the certificate is required.

Grading Requirements

A grade of no less than a C- in any one of the Certificate core courses is required.
Residency Requiremema{

At least 9 hours of the required 12 credit hours must be taken in residence at USF.
Other Requirements - Delete

Advising Information

Office of Undergraduate Studies (UGS),
Location/Phone: Student Services Building (SVC) 2002
(813) 974-4051
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“Program Description” is the next area. We will copy and paste our Program Description from our
Word document into the Proposal text field for the “Program Description.”

CURRICULOG | Proposals [T T R e O sanry. @ Q

For 4 Year Plans of Study and 2 Year Plans of Study, enter the fitle as above and prefix with-

* "4 Year Plan of Study - *
» "2 Year Plan of Study - *

e m‘

Ex. 4 Year Plan of Study - Appiied Science B.SA S, with Deal Studies Concentration

Program Title

Leadership Studies for Professionals Centificate

Program Description®

B I U/ x% ¥ I ;=1 % LIRE- 2 -]

Total Certificate Hours: 12

The Leadarship Studies for Executives Ceriificate is designed to provide business professionals an opportunity to leam more about Leadership theory and practice|

The next area of the Program New Proposal provides information on how to edit the Program
Curriculum. When using the Program New Proposal for the 4 Year and 2 Year Plan of Study, the
steps will be different. Please review the tutorial on the using the Program New Proposal for new
Plans of Study associated with a new Major or Concentration.

Let’'s do a quick overview before we start the process. For our new program, we will need to first

import existing courses into the program using the “View Curriculum Courses” tab. This is under the

heading “Program Curriculum.” You will import all courses, including supporting, core, and electives

into this area. However, you do not add State Mandated Common Course Prerequisites here. These

will get added to that specific heading under “View Curriculum Schema” for a Major.

Once you have brought in all the courses, you will then move to the “View Curriculum Schema” tab,
and place the courses into their headings or cores, such as Core Courses or Elective Courses.

O I Tl Aendas  Accoumts  Reports O swiarar. @ Q

To edit the Program Curriculum:
Courses

By default you will be shown the "View Curriculum Courses” tab, with "No Courses” shown after importing the appropriate template. There are two buttons, "Add Course” and "Import
Course” Choosa

« Import Course for courses already in the catalog to then find and use the courses needed
« Add Course for new courses going through a Curriculog Approval Process - a box will open asking you for the Prefix, Course Number and Course Title

Curriculum

Click the "View Curriculum Schema” tab, this will show you the layout of the program afler importing the appropriate template

Click on any section litle (core name) to expand that core and view the edit boxes for the title and description of that core

For all cores and above all cores you will see two buttons "Add Courses” and "Add Custom Text". You can only use "Add Courses” to add courses to a core that you have already added to
the program in the "View Curriculum Courses” tab described above. You can use "Add Custom Text" to add an "and” of "or” between courses once you have added them. Name the custom
text the same as its content, and place it to the “Left”. Afterwards, you can drag and drop it into place.

Courses

ABC - 1234 - Test

nefl  or

XYZ-1234 - Test

Program Curriculum®

[ Preview Curriculum

View Curriculum Courses ‘ View Curriculum Schema

Add Course Import Course |

15



We are now reading to use the Certificate Template we completed as a Word document to import the

courses into the “View Curriculum Courses” tab. There are two buttons in the area for the “View
Curriculum Courses.” We will click the “Import Course” button for courses that are currently in the
Catalog system’s Course Inventory.

The “Add Course” button is used for New Courses that are proposed and pending in Curriculog.
Please do not use the “Add Course” button for new courses that are not pending in Curriculog.

For our Leadership Studies for Professionals Certificate, we will click on “Import Course” and add all
of the courses associated with the program. There are eight total courses (both core and electives)
which we will import.

CURRICULOG Agendas  Accoumts  Reports Q. @ Q

Program Curriculum* —
¢l [ Preview Curriculum

View Curriculum Courses ‘ | View Curriculum Schema

No Courses it
Add G &

sies

=2

This will open a second window for the “Import Course” process. First, we will select the catalog for
the next cycle. In our example, it will be the 2021-2022 Undergraduate catalog.

ARl Agendas  Accounts  Reports 93anumnuzy... o C

To edit the Program Curriculum:
Courses

By default you will be shown the "View Curriculuf Tr—— W and “Import

Course™. Choose

« Import Course for courses already in the
= Add Course for new courses going throufih a

Curriculum
Import Data Into Your Proposal
Click the "View Curriculum Schema" tab, this willkho| P P lD
Select an external system from which you would like to import courses. Fioposal
Lociuup
Click on any section title (core name) to expand fhat | Acalag: 2021-2022 Undergraduate Catalog
For all cores and above all cores you will see twdlbuf af already added fo
Cancel Import
the program in the “View Currniculum Courses” ta dg e Name the custom

text the same as its content, and place it to the "eft")

Courses

ABC - 1234 - Test

ten  or

XYZ-1234 - Test

Program Curriculum®

P Preview Curriculum
View Curriculum Courses | | View Curticulum Schema
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The import screen changes to display a “Search” feature. All of the courses we want to add to the
New Certificate have the “LDR” prefix. So, we will search by the course “Prefix.” We will go to “Or
add filter” area, and in the text field, click to bring up the drop-down display. Here we will find “Prefix”
and click to add to our Search options. If there are multiple courses with the same “Prefix,” you will
search and add the courses with the same “Prefix.” Once you have imported those courses, you
would change the “Prefix” field for the next set of same prefix courses.

At any time, you can go to the “Add another filter” area and click in the field to bring up the drop-down
display to add another search option. For example, you can “Add another filter” to search by “Code”
or the course number, in addition to the “Prefix.”

CURRICULOG Agendas  Accounts  Reports esandvaﬂu[y o Q

To edit the Program Curriculum
Courses

By default you will be shown the “View Cumnculurl Courses™ {ab. wil Shown after Imporiing the appropnate template ere are wo butions, ourse fand “Import

Course". Choose: ) X
« Import Course for courses already in the fata © @ @ =
« Add Course for new courses going throudl} a s
Curriculum
Search 2021-2022 Undergraduate Catalo,
Click the "View Curriculum Schema" tab, this will fihol 9 9
Using the faceted search below, locate the course or program you would lie to import into t posal
Click on any section title (core name) to expand tffat { | M
Filter Courses
For all cores and above all cores you will see twobut Search all courses avflaiready added to

the program in the "View Curriculum Courses” tafide
text the same as its content, and place it to the "Ult"

lerfl Name the custom

Courses K| sano ate: End Date: Sort Results By:

ABC - 1234 - Test

et oF

XYZ - 1234 - Test

Program Curriculum*

‘ View Curriculum Courses ‘ ‘ View Curriculum Schema

No Courses

| Addcourse | | import Course |

Once you have entered the search options you want to use, scroll down and uncheck the box next to
“Exclude previously imported items.” Then click the gray “Search Available Curriculum” button to
start the search. Curriculog will then pull into the “Search Results” area all the courses with the
search options you have specified. In our example, we are given all USF LDR courses. Next to
“Search Results” we are told there are 23 USF courses with the LDR prefix.

CURRICULOG Agendss  Accounts  Reports O sery. @ C

To edit the Program Curriculum
Courses

By default you will be shown the "View Curriculur e
Course™. Choose

« Import Course for courses already in the dktg
= Add Course for new courses going throug

%l

Search 2021-2022 Undergraduate Catalog
. Crossiisings
Curriculum Using the faceted search below, locats the course o program you would like to import inta this proposal,
Click the "View Curriculum Schema" tab, this will Filter Courses 9

Progosal
Prefic = [ o X Lodup

Click on any section title (core name) to expand tift

Add anather filter [ Fiter by field
For all cores and above all cores you will see two fu
the program in the "View Curriculum Courses” tatiiel
text the same as its content, and place it to the "L@t"

already added to
Name the custom

3

Courses
ABC - 1234 - Test
om  Cancel Import
bef]  or
Search Results (1102006 23)
XYZ - 1234 - Test
LDR 2010 Leadership Fundamentals
LDR 3003 Introduction to Leadershap Studies
Type=2
Program Curriculum” )
> = T2 Preview Curriculum
View Curriculum Courses | | View Curriculum Schemﬂ -
No Courses
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We can scroll through the list of courses under “Search Results” and click on the courses we want to

add to the new program. You may need to go to the “Next” screen in the Search window to see the

next set of courses.

CURRICULOG Accounts

Agendas Reports
To edit the Program Curriculum

Courses

Course" Choose:

« Import Course for courses alrsady in the catd
= Add Course for new courses going through a)

Curriculum
Click the "View Curriculum Schema” tab, this will sh
Click on any section litle (core name) to expand that
Far all cores and abave all cores you will see twa bi
the program in the "View Curriculum Courses” tab de
text the same as its content, and place it to the "Left”)
Courses

ABC - 1234 - Test

i or

XYZ - 1234 - Test

Program Curriculum™

View Curriculum Courses || View Curriculum Schema |

As you click on each course for the new program, it will get added to the “Selected Courses” area
under the “Search Results.” Check to ensure the courses you want to add to the new program, with

curricubog.com) e

LDR 2010 Leadership Fundamentals
LDR 3003 Introduction to Leadership Studies

LDR 3115 Contemporary Issues In Leadership

LDR 3214 Leadership in the Fraternal Movement

LDR 3216 Leadership and Social change

LDR 3261 Leadership in the Great Outdoors

LDR 3263 Community Leadership Practicum

LDR 3280 Leadershp in the Politcal Context

LDR 3301 Leadership in Public and Community Service

LDR 3331 Leading in the Workplace

LDR 3340 Community Leadership and Nonprofit Organizations

LDR 3363 Team Dynamics and Leading Diverse Groups

LDR 3365 From Conflict to Consensus Decision Making and Change

LDR 3371 Language of Leadership: Communicating with Clarity and Impact

itp//us.curiculog.com/herm,.|d= 288iproposslid Ad3&subTypes

that search option, are in the “Selected Courses.”

fz Preview Curticulum

Bve already added to
jem_ Name the custom

9 Sandra Ruzy. o Q B

Fioposal
Lodkup

The eight courses we want to add to our New Certificate are in the “Selected Courses” listing. We will
now click the gray “Add Courses to Proposal” button.

URRICULOG Agendss  Accounts  Reports

To edit the Program Curriculum

Courses

By default you will be shown the "View Curriculum Courses” tab_with "No Courses” shown after importing

Course”. Choose

« Import Course for courses already in the catd
« Add Course for new courses going through a|

Curriculum
Click the "View Curriculum Schema” tab, this will sho{
Click on any section title (core name) to expand that |

For all cores and above all cores you will see two buf
the program in the "View Curriculum Courses” tab dej
text the same as its content, and place it to the “Left’]

Courses

ABC - 1234 - Test
fiet;  or

XYZ - 1234 - Test

© & £ curriculog.com,

Previous  Next

Selected Courses
LDR 2010 Leadership Fundamentals
LDR 3331 Leading in the Workplace
LDR 3365 From Conflict to Consensus Decision Making and Change
LDR 3363 Team Dynamics and Leading Diverse Groups
LDR 3371 Language of Leadership; Communicating with Clarity and Impact
LDR 4104 Theories of Leadership
LDR 4204 Ethics and Power in Leadership

LDR 4230 Global Leadership

Add Courses to Proposal  Select Another External System  Cancel Import

hitps://ust.cumcolog.com/herm..|d= 28&proposelid=438subType= =

the appropriate template_ There are two buttons_"Add Course™ and "Import

© sy (i ) Q

pve already added to
em. Name the custom

Program C
View Curriculum Courses ‘ [ View Curriculum Schema

£ Preview Curriculum
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The courses are now displayed in the “View Curriculum Courses” area. We would repeat this
process for each set of courses we want to import into the new program. Grouping them by similar
“Prefix” makes this step easier. In addition, using the Template we downloaded prior to starting the
Proposal allows us to double-check our course listing.

If there are pending new course proposals in Curriculog, we would then click the “Add Course” button
at the bottom of the course listing in the “View Curriculum Courses” area.

CURRICULOG m Agendas Accounts Reports eSunduRmy o Q

et or

XYZ -1234 - Test

Program C
2 & Preview Curriculum -2
View Curriculum Courses | | View Curficulum Schema —_ 3

R —

LDR - 3331 - Leading in the Workplace

LDR - 3363 - Team Dynamics and Leading Diverse Groups
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 Leadarship

@ e W o W w e w
[ ]

gpal Leadership

| Addcourse | [§ import Caurse

Clicking the “Add Course” button brings up a new screen. Here we would type in the proposed new

course “Prefix,” “Code” or number, and “Name” or title. Once you have completed these fields, click

“Add Course.” This will place the pending new course into the course listing in the “View Curriculum
Courses” area. You will need to repeat this for each proposed new course. This is a placeholder for
the pending course. The course will be “activated” once the new course proposal is approved in the
workflow process.

Remember, the “View Curriculum Courses” is a list of all supporting, core, and elective courses for
the proposed new program. State Mandated Course Prerequisites should not be included here.
There is a separate place to add this information, which we will cover next.

Add Course

Add the course details below

Prefix:

Code:

Name:

Add Course Cancel
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Placing the Program Information into the Catalog Headings in the Program New Proposal

Once the program courses have been added to the “View Curriculum Courses” tab, we are ready to
place those courses into the program. Click on the “View Curriculum Schema” tab. These headings
will look familiar if you completed the template document for your new program prior to starting the
proposal.

The headings displayed are the standard catalog program headings. They will vary based on the
type of program (Major, Concentration, Minor, or Certificate). In the catalog, these are called “Cores.”

You will see two buttons at the bottom of the display for “Add Core” and “Import Core.” The “Add
Core” is used when a heading unique to your program needs to be added. For example, some
Majors have separate admission requirements for their program. If the heading is not displayed, use
the “Add Core” button.

For a Major, you will see the State Mandated Common Course Prerequisites heading or core. This is
where you would update these prerequisites. For more information on State Mandated Common
Course Prerequisites, visit their website at https://www.floridashines.org/succeed-in-college/plan-
your-path/common-prerequisites.

Agendas  Accounts  Reports O sery. @ Q

el OF

XYZ - 1234 - Test

Program Curriculum®

View Curriculum Courses | ll View Curriculum Schema

Certificate v

[
Hol | x\ 1| i

Certificate Core (XX Credit Hours) v

Certificate Electives (XX Credit Hours) v

GPA Requirements v

Grading Requirements v

Residency Requirements v

[ ]

Other Requirements v

<
L]
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For our example, we want to include a heading for “Research Opportunities.” We will click “Add
Core” and see that an item called “New Core” was added to the bottom of our headings list.

CURRICULDG m Agendas  Accounts Reports 9 Sandra Ruzy. o Q

XYZ - 1234 - Test

P Curriculum* ( \

rogram Curriculum’ &' Preview Curriculum 0

View Curriculum Courses | | View Curriculum Schema =) les

Certificate Requirements v W ZK:

Cossistings
Certificate Core (XX Credit Hours) v W ! |

D

Certificate Electives (XX Credit Hours) v i P[;;:s;
GPA Requirements v &
Grading Requirements v
Residency Requirements v §
Other Requirements v u
Advising Information v N
New Care v i

(impor ore

Next, we will click the arrow to the right of the “New Core” heading to expand the area. In the “Title”
area, we will click in the text field “New Core” and type in the title of our heading which is “Research
Opportunities.”

Then, we will click in the “Description” text area and copy and paste the text from our Word document
into this area.

CURRICULOG Agendas  Accounts  Reports © sundnaruzy o Q

GPA Requirements v

Approva

Grading Requirements o
Residency Requirements

Other Requirements

" s oW oW ow
LY

Advising Information v

New Core

O

Title

New Core

Description

Courses
No Courses

Add Courses Add Custom Text
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There are two buttons at the bottom of this heading area - “Add Courses” and “Add Custom Text.” If
your new heading area had courses associated with it, you would click the “Add Courses” button.
Remember, these courses must be in the listing under the “View Curriculum Courses” tab.

The “Add Custom Text” button refers to text that could be added to any course selection. For
example, if you added a course for which you want to indicate it must be taken in a specific semester,
you would use the “Add Custom Text” button to include that information with that course.

We do not need to add courses or custom text to our “New Core.” We will save our changes, and
then collapse this area by click the arrow to the right of the heading.

CURRICULOG Agendas  Accounts  Reports QSJruraRuz‘; o Q

Advising Information L ]
New Core Oi

Title

Research Opportunities

X il

Description

Students who are pursuing minor in the Undergraduate Studies will have the 10 apply for U Research Assistantships to work with a faculty member
conducting research in an area of interest to the student. Students may aiso participate in the Undergraduate Research Interest Group. Contact f
more information

du for

Ho

Courses
No Courses

The title of the new core that we added is now saved, along with the description information.
However, it is not displayed in the order that we want. We will click the small squares icon to the left
of the title in order to drop-and-drag the heading and associated information. We will place this new
area under the “Residency Requirements” heading.

We can also remove any headings that are not needed for our program. Looking at our Word
document, we want to remove the “Other Requirements” area. To the right of the title is a “Garbage
Can” icon. We will click the icon to delete the heading.

CURRICULOG Agendas  Accounts  Reports O vy, @ Q
Program Curriculum*
g [ Preview Curriculum |
‘ View Curriculum Courses | | View Curriculum Schema - i=
Certificate Requirements v
Certificate Core (XX Credit Hours) v 0
Certificate Electives (XX Credit Hours) v %
- Crosslistngs
GPA Requirements v
D
Grading Requirements v Proposa

Residency Requirements v

Other Requirements

Advising Information v

A
<
" = @I - = = = =

Research Opportunities v
=

| Addcore | | Import Core
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In doing so, we get a “Confirm Delete” screen. We will click “Delete Core” and the Proposal will
return us to “View Curriculum Schema” area.

Confirm Delete

Are you sure you want to delete this core?

Delete Core

We now see that the core we added has moved in the place we wanted in the display. And the “Other
Requirements” area was removed. If you want sub-headings for any of the areas listed, you can place
the heading by moving your mouse over the squares to the left of the title. Then drag-and-drop that
heading so that it highlights the heading it needs to be under.

CORRICULOG DT Agendas  Accounts  Reports e‘ianﬂraRuz‘f o Q

Program Curriculum®
¢l [ Preview Curriculum

‘ View Curriculum Courses | | View Curriculum Schema =
Stepsto
Certificate Requirements v i Appeoral
Certificate Core (XX Credit Hours) v i -
Certificate Electives (XX Credit Hours) &L 74
Crossustmgs
GPA Requirements v w
D
Grading Requirements v W Progessl
Lotk
Residency Requirements v i
Advising Information v W
[ adacore | [ import core

We will now open both the Curriculog Proposal and our Word document and place them side-by-side
so we can edit the headings under the “View Curriculum Schema” tab.

We use our template to copy and paste the information into the corresponding heading area. Click
the arrow to the right of the heading to open up or collapse that area. You will want to save your
updates frequently.

Review  View  ACROBAT  \ Tellme. RuzyckiS. 345t

CURR\CU[&} = e o Q 1 Calibri (Bady) - |11 | A" A7 Aa~ | % ¥

Iy
2L | naBbcenc| AsBbCeDe AaBbC( . e
B I U-axx.x A-¥-A- TNormal | TNo Spac.. Heading1 |<| Fditing
— Font o Paragraph W Styles
= T E RS SRR Fr e 56
Program Curriculum* Steps to
9 [ Preview Curriculum Approval
View Curriculum Courses H View Curriculum Schema ‘ 0
Certificate Requirements v B Fil Leadership Studies for Executives Certificate
Total Certificate Hours: 12
q - = -,
v
Certificate Core (XX Credit Hours) u =% The Leadership Studies for Executives Certificate is designed to provide business professionals an
Crosslistings opportunity to learn more about Leadership theory and practice.
. - v =
Certificate Electives (XX Credit Hours) [ ] .3 Certificate Core (9 credit hours)
i = Proposal LDR 2010 Leadership Fundamentals Credit(s): 3
GPA Requirements v u Lookup ;
DR 3331 Leading in the Workplace Credit(s): 3
e LDR 3365 From Conflict to Consensus Decision Making and Change Credit(s): 3
Grading Requirements v &
Certificate Electives (3 credit hours)
Choose 1 of the following:
Residency Requirements v B
*  LDR 3363 - Team Dyn ing Diverse Groups Credit(s): 3
- . _ e LDR3371-lang Communicating with Clarity and Impact Credit(s): 3
Advising Information v u « LDR4104-Theo Credit(s): 3

«  LDR 4204 - Ethics and Power in Leadership Credit(s): 3

LDR 4230 - Global Leadership Credit(s): 3
Add Core Import Core
GPA Requirements
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Let’s take a look at how to add courses to the “Certificate Core” area. We open the “Certificate Core”
area by clicking the arrow to the right of the title. Then we update the “Title” by replacing “(XX Credit

Hours)” with (9 Credit Hours).

If there are any instructions or additional information associated with the core courses, we would copy
and paste it into the “Description” text field. Since we do not need to add this information, we move to
the “Add Courses” button. We will click this button to identify those courses we have pre-loaded into

the “View Curriculum Courses” as being part of the “Core” courses.

CURRICULOE =

Program Curriculum’ =

‘ View Curriculum Courses | ‘ View Curriculum Schema |
Certificate Requirements
Certificate Core (XX Credit Hours)

Title
Certificate Core (9 Credit Hours)

Preview Curriculum Approval

00 Q

Steps to

w Files

= -

L] 3
Crosslistings

D

Proposal
Lookup

o

Courses
No Courses

[ Add Courses ] Add Custom Text ]

Once we click the “Add Courses” button, a “Choose courses to add” screen appears, with the listing

of courses from the “View Curriculum Courses” tab.

We refer to our Word template, and identify the courses we need to add to the core. We can click on
the courses in the “Choose courses to add” screen, and then click the “Add Course” button to add the

highlighted courses.

Choose courses to add

LDR - 2010 - Leadership Fundamentals
3

LDR - 3331 - Leading in the Workplace

LDR - 336

=

- Team Dynamics and Leading Diverse Groups

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

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

LDR - 4230 - Global Leadership
3

[ crce 1
=)

““““““““““““““““““““““““““““““““““““““““““““
=] =

LDR - 3371 - Language of Leadership: Communicating with Clarity and Impact [i°

Leadership Studies for Executives Certificate

Total certificate

The Leadership st
opportunity to le:

utives Certificate is designed to provide business professionals an
t Leadership theory and practice.

Certificate Core (9 credit hours)

+  LDR 2010 Leadership Fundamentals Credit{s): 3
< LDR 3331 Leading in the Workplace Credit(s):
+  LDR 3365 From Conflict to Consensus Decision Making and Change Credit(s): 3

certificate Electives (3 credit hours)
Choose 1 of the followi

+  LDR23363 - Te
= LDR3371-Lar
+ LDR4104-Th
= LDR 4204 - Et

s Credit(s): 3
with Clarity and Impact Credit(s): 3

GPA Requirements

f the required 12 credit hours must be taken in residence at USF.
Other Requirements — Delete

jes - Add
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The core courses are now loaded into that heading area. We can change the order by using the
drop-and-drag feature. Click the small blocks to the left of the course to move the course in the

display.

There is an additional button under the courses for the heading area. The “Add Custom Text” button
is not a feature we will use at this time in the Curriculog Proposal system.

If you have questions about this feature, email the UGS Curriculum team at UGS-

DOCurriuclum@usf.edu.

CURRICULOG

‘ View Curriculum Courses ‘ ‘ View Curriculum Schema

Certificate Requirements v

Certificate Core (XX Credit Hours) v

Title
Certificate Core (9 Credit Hours)

Description

Courses
LDR - 2010 - Leadership 3
Fundamentals

LDR - 3331 - Leading in the 3
Workplace

LDR - 3365 - From Conflict to 3
Consensus Decision Making and
Change

Add Courses || Add Custom Text

[ ]

[ ]

=

APWN inset  Design  Layout  References  Mailings  Review  View  ACROBAT  Q Tellme. RuzyckiS. S Sharel
X
b @ody) -1 | A" A Aa- | A AR
DE@ Calibri (Body) - |11 K A |aa AaBbCeD: AsBBCCDC AaBhC( L
Pate o B T U-akx, X A-W-A- TNormal TNoSpac. Heading1 - Editing
Clipboard & Font & Paragraph T Styles 1
P AN I FERNIREE SRR EERT T R SRR R T S

Leadership Studies for Executives Certificate
Total Certificate Hours: 12

The Leadership Studies for Executives Certificate is designed to provide business professionals an
opportunity to learn more about Leadership theory and practice.
Certificate Core (9 credit hours)

«  LDR 2010 Leadership Fundamentals Credit(s): 3

+  LDR 3331 Leading in the Workplace Credit(s): 3
+  LDR 3365 From Conflict to Consensus Decision Making and Change Credit(s): 3

Certificate Electives (3 credit hours)
Choose 1 of the following:

LDR 3363 -
LDR 3371 -
LDR 4104 -
LDR 4204 -
LDR 4230 -

Team Dynamics and Leading Diverse Groups Credit(s): 3

Language of Leadership: Communicating with Clarity and Impact Credit(s): 3
Theories of Leadership Credit(s): 3

Ethics and Power in Leadership Credit(s): 3

Global Leadership Creditfs): 3
GPA Requirements
An overall 2.0 GPA on the courses applied to the certificate is required.

Grading Requirements

A grade of no less than a C- in any one of the Certificate core courses is required.

We will complete the “View Curriculum Schema” area by adding the information for each of the
program headings. We can copy and paste from the Word template we prepared prior to starting the
proposal in Curriculog. We will use the arrow to the right of each heading to open and close that area
to make it easier to navigate in the proposal. Once we are done, we will save all our changes.

CURRICULG

Program Curriculum®

4 Preview Curriculum

View Curriculum Courses ‘ ‘ View Curriculum Schema ‘

Certificate Requirements
Certificate Core (9 Credit Hours)
Certificate Electives (XX Credit Hours)
GPA Requirements
Grading Requirements
Residency Requirements

Advising Information

File

B X
s

Paste

Clipboard

L

i

Calibri (Bedy) ~|11 aaBbCcDe AaBbCeDe AaBbC( /

B I U -akx x ThNormal TNoSpac.. Headingl 5 EO'
Font Styles =

R W SRR RS SRR SRR SRR S R Sy,

Leadership Studies for Executives Certificate
Total Certificate Hours: 12
The Leadership Studies for Executives Certificate is designed to provide business professionals an
opportunity to learn more about Leadership theory and practice.
Certificate Core (9 credit hours)
«  LDR 2010 Leadership Fundamentals Credit(s): 3

« LDR3331 Leading in the Workplace Credit(s): 3
«  LDR 3385 From Conflict to Consensus Decision Making and Change Credit(s): 3

Certificate Electives (3 credit hours)
Choose 1 of the following:

« LDR 3263 - Team Dynamics and Leading Diverse Groups Credit(s): 2
« LDR3371- Language of Leadership: Communicating with Clarity and Impact Credit{s}: 3
« LDR 4104 - Theories of Leadership Credit(s): 3
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At any time, we can preview the program information by click the “Preview Curriculum” button that is

to the right of the “Program Curriculum” heading. This will bring up a new screen that displays the

Program New information.

Please sure to review the way the information is displayed, as this is the way it will appear in the
Undergraduate Catalog. To close this screen, click the X in the green toolbar of the preview

curriculum window.

For changes, go back to the “View Curriculum Schema” tab and make the needed updates.

For all cores and above all cores you will see two
the program in the "View Curriculum Courses” tab

text the same as its content, and place it to the "Lejt"|

Courses

ABC - 1234 - Test

llefl  OrF

XYZ - 1234 - Test

Program Curriculum*

| Y Curriculum Schema Preview - Morilla Firefox

@

View Curriculum Courses ‘ ‘ View Curriculum Schem

Certificate Requirements
Certificate Core (9 Credit Hours)
Certificate Electives (3 Credit Hours)

GPA Requirements

O & hips:

usf curriculog.com/curriculumPreview htm

Leadership Studies for Professionals Certificate

Certificate Requirements

Certificate Core (9 Credit Hours)

LDR 2010 Leadership Fundamentals
LDR 3331 Leading in the Workplace

LDR 3265 From Conflict to Consensus Decision
Making and Change

Certificate Electives (3 Credit Hours)
Choose 1 of the following:
LDR 3363 Team Dynamics and Leading Diverse

Groups

LDR 3271 Language of Leadership: Communicating
with Clarity and Impact
LDR 4104 Theories of Leadership

>

alle already added to
e Name the custom

[l Preview Curriculum ]

-

v

v

Grading Requirements
Residency Requirements

Research Opportunities

m = = = = =

Crosslisting

D

Proposal
Lockup

The last two sections on the Program New Proposal are for the College Review and the

Undergraduate Studies review. These areas will be completed by each area in their review of the
proposal. You can collapse these areas of the Proposal by clicking the arrow to the right of the
headings. Save the Proposal one last time by clicking the “Save All Changes” button.

Remember, if submitting a Program New Proposal for a Major or Concentration, the corresponding 4
Year and 2 Year Plan of Study must be submitted using a separate Program New Proposal for each.

Since the directions for these are different, it will be useful to view the tutorial on using the Program

New Proposal for a Plan of Study on the UGS Curriculum website.
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Launching the Proposal

After you have reviewed the updates you made for the Program New 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” the proposal. Click the “Rocketship” icon to submit the proposal to the
approval workflow process.

CORRICULOE DTl Acendss  Accounts  Reporls € sonvnoruzy o Q

Leadership Studies for Professionals Certificate
2021-2022 Undergraduate Program New Under Existing CIP (Major, Concentration, Minor, or Certificate) 8
unlaunched
I
X import @ Save AllChanges 4 Validate and Launch Proposal

e
Proposal Help -

General Catalog Information ~

**Read before you begin**
1. Select below

+ Program below for a new major, minor, or certificate.
» Shared Core below for a new concentration, 4 Year Plan of Study, or 2 Year Plan of Study.

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
G D

The areas which require completion will show in red. You can update the information, save all
changes, and then relaunch the Proposal.

CURRICULOG Agendas  Accounts  Reports O . @ Q

Program Titie"

Leadership Studies for Professionals Cerfificate

Program Description™

Tg edit the Program Curriculum:
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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 time. However, you may not edit the proposal after launch unless you are included in a particular step of the approval process.

‘ Launch Proposal I M

Remember, you will need to complete the Program New Proposal for each Plan of Study to be
associated with the Major or Concentration. Two separate Program New Proposals need to be
submitted for the 4 Year Plan of Study and the 2 Year Plan of Study.

Please review the tutorial on the Program New Proposal for Plan of Study on the Undergraduate

Studies Curriculum Team website at https://www.usf.edu/ugs-curriculum-training. You can download

the template for each Plan of Study from the “Resources” page in order to complete the information
on the word document prior to starting the Program New Proposal.

If you have questions, please contact the Undergraduate Studies Curriculum team at UGS-
DOCurriculum@usf.edu.
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ORIGINATOR APPROVAL
The final step is for you to approve the New Course proposal in the approval workflow.

Open the right side of the screen. You will see the “Approval Steps.” We chose not to launch the
proposal which is why it states “Incomplete” under the Proposal Toolbox. Once the proposal is
launched, this text will state “Launched.”

Under the Approval Steps heading, you will see the various steps in the process for Program New
Proposal.

As the course proposer, you are identified as the Originator in the Curriculog approval work flow
process. You will need to “Approve” the proposal. Once approved, the circle next to Originator will
have a green “Thumbs up” icon. The proposal will then move to the College step.

RRICULOG W Agendas  Accounts  Reports O soei. @ Q
Leadership Studies for Professionals Certificate Approval Steps
2021-2022 Undergraduate Program New Under Existing CIP (Major, a
Concentration, Minor, or Certificate) (j Originator Incomplete
unlaunched
Participants

Proposal Help v - :
Step Details

General Catalog Information -
O College Incomplete

**Read before you begin** Participants
O Laura Anderson

1. Select below: ') ae Bele
(D Kyna Rnae Betancourt

= Program below for a new major, minor, or certificate () Jhen Figueroa

Bi e ona o —

This concludes the USF Curriculog “Undergraduate Program New Under Existing CIP for a Major,
Concentration, Minor, or Certificate” tutorial.

Remember, for a New Major or Concentration under and existing CIP code, the Program New
Proposal must be completed for the 4 Year and 2 Year Plan of Study. To view the tutorial for this
topic, visit the USF Undergraduate Studies Curriculum website at https://usf.edu/ugs-curriculum-
training. Additional Curriculog tutorials are located here, 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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