CURRICULOG: HOW TO START A PROGRAM CREATION PROPOSAL (Two Versions)

Curriculog Link: https://samford.curriculog.com
· Click on Login (upper right corner).
· Use your usual Samford login (username and password). (This uses the CAS authentication process.)
· Any Samford faculty/staff member is allowed to access the Curriculog system.

Initial View
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· Click on New Proposal.
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· Click on Programs and Sort by Process Title (or Process Type). (Both sorting processes get you the same results—all the Program Proposals—but the Title vs Type just places them in a different order)
· While there are single proposals for Program Deletion and Program Revision (Undergrad & Grad), there are now two versions for Program Creation.
· The proposals with (Traditional) in the title are the default version and are best for a completely NEW program that has all or mostly all new courses. It does not require you to search on an existing program (because it doesn’t have the import/legend feature).  You will jump straight into a blank proposal, ready for you to add data and attach files.
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· The proposals with (Special-With Import) in the title are new and are best for new programs that are a variation on an existing program with which it might share a lot of the same courses.  It is NOT to be used when an existing program is undergoing a name change and/or program overhaul. (Use the Program Revision form for that).
· When you choose the Special-With Import version, you’ll be prompted to Search Curriculum Inventory:
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· At this stage, use whatever descriptive terms are needed for your search.  If you use a partial word, use an asterisk with it. For example: You can search on “English” or “History” and get several results.  If you search on “Soci” you’ll get nothing.  But try “Soci*” and you’ll get programs with Social or Sociology in the title.

· Example: Say you want to create a new concentration for the English major.  There are already Creative Writing and Film Studies concentrations, but you want a new one for Technical Writing.  You would use this new form especially if the overall structure of the major is the same, but only the concentration is unique.
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· Choose one of the options and click on the icon on the right:
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· You will get a summary page.
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· If that’s the one you want to use as your “template” click Build Proposal.
· You will notice that the School/College and Department names have now been auto populated.  (That’s because of the import/legend feature of this version.)
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· One of the first things to do is rename the program. 

Before
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· Click Save All Changes. This ensures that your proposal already reflects the new program name.  Now you can proceed to make adjustments to the proposal and answer all required questions.
· It is assumed that the Degree Type and Program Type will remain the same, but…it’s possible you might be creating a BS version of an existing BA program, for example.  Adjust the auto populated fields as necessary.
· Revise, add, or remove the existing Program Description.
· Under Program Curriculum you can now make adjustments.
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· View Curriculum Courses is the “bucket” of courses currently used in your program while View Curriculum Schema is the table structure as seen in the catalog using those courses.

· IMPORTANT TIP: The Preview Curriculum button provides a view of the program that matches that seen in the catalog.  It may be helpful to open that pop-up window and keep it on your screen as you make changes.  If you click Save All Changes again, each time you click on Preview Curriculum you will get a new pop-up window reflecting those changes.

· Because this proposal version has the import feature, you can use the Import Course button at the bottom of the first page to add more options to the “bucket” of courses in the program.
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· Click Import Course. A new pop-up window will appear.

[image: A screenshot of a computer

Description automatically generated]

· Hover over the far right and you’ll see a blue check mark appear.
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· Click anywhere in that tan/beige bar to select.



· Click in the “Or add filter” box and select Prefix from the drop-down list.
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· Enter a prefix (such as COMS) and Click Search Available Curriculum to get a list of course options.
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· Select the desired courses.
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· Those courses will now appear at the bottom of that window.
· Click Add Courses to Proposal
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· And voila, those courses will now appear in the “bucket”—complete with number, title, and credits.
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· Use the Add Course button if you are adding a course that is brand new (or coming soon) and not yet available using the Import feature. Please remember to add the credits for any course added manually.
· Under View Curriculum Schema, you will see the program breakdown by General Education (if applicable), Major Core, Electives, etc.  Instead of Add & Import Courses, you can Add a Core. Adding a Core just creates a New Core that you can rename as needed. (Don’t choose to Import a Core at this time; Frankly, I don’t know how that works but I will find out.) 
· Once you’ve clicked on a Core, you will now see Add Courses and Add Custom Text.
· Custom text is used for asterisks, “or,” “and,” and various notes that need to accompany a course entry in the table. It can be set to display before, after, left, or right of a particular course.
· When you click Add Courses on this page, it will bring up the list of course options from that first-page where you might have just imported additional courses (or manually added courses).
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· By default, any courses you just add will appear at the bottom of that Core.
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· You can click on a course and move it up or down as needed within that Core (you’ll get a 4-way cursor).

Those are the basic details on how to get started with the new Special-With Import version of the Program Creation form.  Just complete the rest of the form, Save All Changes, and Validate and Launch Proposal.

I see this new form as perfect for the example above: creating a new concentration for an existing major where most of the major courses are the same.  However, for those cases where a concentration can be attached to several majors (like those in Business), it’s simpler to use the traditional form.

Other uses would be for a variation on a major or minor that also retains most of the same courses: History Major used as a starting point for a Military History Major, for example.  The main benefit is the ability to import courses that are already in the catalog instead of typing them in manually.  This could also be used for some new Fast-Track programs—assuming the “template” you want to use already has a table presence in the catalog.

See the next page for a recap of when to use the new form.

TO RECAP

What kinds of Program Creations should use the Traditional Form?

· New Degree: AA, BSEE, MSIS, MFA, DM, etc.
· New Major: BA in Humanities, BS in Artificial Intelligence, MA in English
· New Minor that is not a variation on an existing minor: Astrophysics, Engineering
· New Concentration that can be attached to multiple majors.
· New Certificate: Certificate in Home Renovation, etc.
· New Accelerated/Fast-Track Combo, especially if there is no table presence in the current catalog.
· New Joint Degree at the Graduate Level (at this time, no Joint Degrees have a table presence in the catalog, so the import feature would not help).
· Any new program for which you would prefer to attach a file with the program table instead of using the curriculum feature. (See note below)

What kinds of Program Creations should use the Special-With Import Form?

· New Major within an existing Degree that will share lots of the same courses.
· New Minor that is a variation on an existing minor that will use lots of existing courses.
· New Concentration that is tied to only one major, and thus will share most of the major core.
· New Major within an existing Certificate type that will share some of the same courses.
· New Accelerated/Fast-Track Combo that is similar to another already in existence.  An existing catalog table presence would also be helpful.

There may be other examples, but that’s all I can think of right now.

If you’re not sure if the Special-With Import proposal is the right form for your situation, just ask me. 

NOTE: Special note about attaching a file versus using the curriculum feature. When possible, it is helpful for users to enter the courses in the curriculum portion of the proposal.  That will help us push the info into the online catalog with less manual data entry.  However, we know that it might be difficult in some cases, so a file attachment is always acceptable, especially for new programs.


Updated 9/11/23
Jane Leask
image5.png
2024-2025 UG Program CREATION Form (Special-With Import)

Search Curriculum Inventory

Program Type
© Progiam

Name
English

Source

2024-2025 Samford Undergrad Catalog (WORKING DRAFT)

Exclude previously imported results -1

Show: | 20 results -

English Major (B.A) (previously imported)
Engisn,Depariment o

T courses ses blow are cesied o give stsents ot cepth and breacth i Engish vy sucies Stdents eam
e werks of ndvicualaubhors and genes 25 e a5 road lferary movemerts They demonstrte thei ity to resesrch
s anaiyze teratre i dep by

English Mejor w/a Concentration in Creative Wrting (8.A) (previously imported)
Engisn,Depariment o

e concentration in crestve writngcombins a founcaton n e study f Enis terstre wih s component
writg posty,shot o, an erary nenfction Stdertswi leam e Ristry and heory o aray foms slengsice he
oo i, Because .

English Major w/a Concentration in Film Studies (B.A)
Engisn,Department of

e Engish major wih aconcaniration infim st combines a foundation in e sl of Enlsh erature with 2 song
im studes compenent Whis siudyinga fundamenta ferary subject such as Shakespesre stucderts il lea sbout e
nistoryof s an e cenvs.

L]





image6.png
The courses listad below are designad o give students both depth and breadth in Engiish Iterary studies. Students leam <3
e works of il authors and genres 25 wl a5 brosd larary
a0 anlyze Harature in depih by

English Mejor w/a Concentration in Creative Witing (8.A) (previously imported)
Engish, Deparmentof

The concentration n crestve writng combines 3 foundstion n the sucy of Engsh tersture wih 3 stong componentin |
writng posty,shot o, an erarynenfsion Stderts wil eam e Ristry and heory o aray foms alengsice he

oo wibng, Because .





image7.png
2024-2025 UG Program CREATION Form (Special-With Import) x

Import Data into your Proposal

Field Name. Data Preview

General Information: School/College Howard College of Arts & Sciences

General Information: Department English

New Program - Basic Information Degree Type _Bachelor of Arts

New Program - Basic Information: Program Type  Major

New Program - Basic Information: Program Title  English Major wia Concentration in Creative Writing
(®A)

New Program - Basic Information: Program
Descrption

New Program - Basic Information: Program

The concentration in creative writing combines a
foundation in the study of English literature with a
strong component in witing poetry, short fiction,
and literary nonfiction. Students will leam the
history and theory of lterary forms alongside the
craft of writing. Because the study of creative
writing requires extensive reading, creative writing
students should expect in-depth study of genres.
and pivotal literary movements. However, the
‘comerstane of the creative wiriting education is the
craft-based workshop, small classes where student
workis considered along with the work of proven
masters. Inthe fall semester of the senior year,
students wil demonstrate their knowledge by
writing a thesis that incorporates their own creative
writing alongside critcal study of published authors
Program has 7 cores and 18 courses

Curriculum




image8.png
General Information

Date Proposal Started*

Department”

Engiish «

SchoollCollege®

Howard College of Arts & Sciences x

‘Selectthe school orignating he roposal, even i he new
program uil encompass more han one schoololege.




image9.png
Program Title*

English Major wia Concentration in Creative Witing (B.A)

Frovicethe full prgram it sbove (scstons! dtail i o) Ifh new rogram o Fast TrackiAccalrstea Frogeam, plsce ndcste
that Howeve, lease note it i Banner i program e wil be abbreiated 33 necessaryfo i the S0character mi.




image10.png
Program Title*

English Major wia Concentration in Technical Wriing (B.A)

Provicthe full program it sbove (scstons! dtal o) Ifh new program o Fast TrackiAccairstea Frogeam, plsse ndicste
that However, pissss nots that in Ssnner the program tie il be Sbbrevited 32 nscessary o f the S0-charscte |




image11.png
Program Curriculum*

& Preview Curriculum

View Guricuum Courses | View Cuticulum Schema




image12.png




image13.png
Import Data Into Your Proposal

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

Acalog:

024-2025 Samford Undergrad Catalog (WORKING DRAFT)

Cancel Import.





image14.png




image15.png
Search 2024-2025 Samford Undergrad Catalog (WORKING DRAFT)

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

Filter Courses

Search all courses

Or add filter [ Fier by field

Start Date: End Date: Sort Results By:

[ Exclude previously imported items

Search Available Curriculum | Select Another External System | Cancel Import




image16.png
‘Add another filter [ Fifer by field

oo Ere oo
— — ]
[e—

‘Search Available Curriculum




image17.png
(COMS 321 Research Methods in Communication
oM 325 Small Group Communication

CONS 340 Sports Communication

COMS 342 Leadership Communication

COMS 343 Health Communication




image18.png
Selected Courses
‘CoMS 427 politcsl Communication
COMS 343 Health Communication
COMS 342 Leadarship Communication
COMS 340 Sports Communication

COMS 321 Resesrch Mathods in Communication

'Add Courses to Proposal




image19.png
Program Curriculum™

& Preview Curriculum
View Guriculum Courses | [ View Guriulum schema

COMS - 311 - Rhetorical Critiism @
COMS - 321 - Research Methods in Communication @
COMS - 340 - Sports Communication @
COMS - 342 - Leadership Communication @
COMS - 349 - Health Communication @

COMS - 417 - Political Communication @




image20.png
Choose courses to add

COMS - 349 - Health Communication
@

COMS - 417 - Political Communication
@

ENGL - 205 - Fiction and Film
@

ENGL - 303 - Poetry
@

ENGL - 304 - Short Story
@

ENGL - 305 - Novel
@

ENGL - 306 - Drama
@





image21.png
Courses

el

el

COMS - 311 - Rhetorical Criticism
COMS - 321 - Research Methods in Communication
ENGL - 211 - Introduction to Literature

ENGL - 215 - British Literature Survey |: Beginnings
to 1800

ENGL - 216 - British Literature Survey II: 1800 to the
Present

ENGL - 220 - American Literature Survey: From the
Colonial Era to the Present

ENGL - 310 - Literary Theory

ENGL - 311 - Creative Wi

g: Short Fiction
ENGL - 312 - Creative Witing: Poetry

ENGL - 375 - Major Authors Seminar
ENGL - 495 - Senior Seminar

COMS - 340 - Sports Communication

COMS - 342 - Leadership Communication

‘Add Custom Text

@
@
@
@

@

@

@
@
@
@

@

@
@





image1.png
CURRICULOG Agendas  Accounts  Reports

o My Tasks © My Proposals Watch List All Proposals
Filter by:
Mo et

No Proposals Found

Approve Selected

Show: | 10 results




image2.png
All Processes

Courses

Sort by:

Process Type v

Programs

Others





image3.png
New Proposal 9/8/2023 1:55 pm
2024-2025 UG Program CREATION Form (Traditional) e

unlaunched

Proposal Help v
General Information ~
Date Proposal Started* SchoollCollege™

Select an option
‘Select e schoot arigting the popossl,avn f e e
program il ncomgsss mere hanane shosisalege.

Department*

Select an option

Originator*




image4.png
]

All Processes Courses Programs

Others

Sort by:

Process Tille v

1§ 20242025 UG Program CREATION Form (Special-With Import)
0000000

7 mandsioy 815l

[

20242025 UG Program CREATION Form (Treditional)
0000000

7 mandsioy 80l

[

5 20242025 UG Program DELETION Form

0000000

7 mandaioy ol

[

8 20242025 UG Program REVISION Form

0000 ;000

7 mandaioy 8 i

[

2024-2025 UG Program CREATION Form (Special-With Import)

Search Curriculum Inventory

Program Type
© Progiam

Enter Program Name

Source

2024-2025 Samford Undergrad Catalog (WORKING DRAFT)

Exclude previously imported results 1)





