East Tennessee State University
Curriculog
New Course Proposal Instructions
How to Start a New Proposal for a New Course

1. After logging in and navigating to the Proposals module, select the New Proposal link. (This is available
from all four tabs.)

Start Proposal ]
o My Proposals Watch List = All Proposals

4+ New Proposal

2. Select a Course Curriculum Form and click the check mark icon @. Proposals can be filtered by type
using the tabs at the top (Courses, Programs, Others).

Courses Programs Others

Sort by: |Process Title w

Inactivate Current Course
Steps: DO@EIIIIDEEE 7 mandatory 9 total

Propose Entrepreneurial Course
Steps: DDENEE! ! DEEE 9 mandatory 10 tota!

Propose Experimental Course
Steps: DODDOE:: DEEE 9 mandatory 10 fota

Propose New Course O
Steps: 0OOOO 0000 9 mandatory 12 total

3. Turn on the Help Text by clicking the icon i at the top of the screen (photo on right). This provides
instructions for proposal content.

Show /_—\

Help Toggle Full-
Text width View
IEB > & =l 6 =
General Catalog Information e

Approval Steps

Originator Status incomuiete
EAST TENNESSEE STATE Partiolpants swpoeis @
UNIVERSITY Billie Lancaster ‘;gi.::q:v(:;wcmn,

Work: adit, comment

Department Chair Status. incompiere

Propose New Course Partcipants Step Detatis @
Required for Approval:
100% required
Work: edit, comment
Curriculog Instructions: Labrary e
1. Click Help Text O Click ICON in top right comer Participacts Step Detaits ©
Required for Approval:
100% required
2. Click Import. information ¥ Choose catalog. filter by prefix, enter Work: edit, comment




4. Toggle full-width view removes the Proposal Toolbox view.
{t’ ‘:i .‘P‘F---‘

5. Complete all fields that apply. Fields marked with a red asterisk * are required and the proposal will
not move forward until the fields are complete. Some fields have drop-down boxes for you to choose
the appropriate item.

Subject:*  geject an option
Course Rubric:* Course Number:*
ACCT
B o [N
Is this course dual | AFAM If yes, enter the
listed?* dual listed number
AGRI
Al HE

6. For the Course Level field, select the level that applies to the course (Undergraduate or Graduate). For
dual-listed courses, select both option.

Course Level™ [ |Undergraduate [ | Graduate

7. Fields with TABLE INSTRUCTIONS, require clicking on the link in the instruction, completing the table
and then pasting the completed table in the field.

TABLE INSTRUCTIONS:
Click Course Expected Learning Outcomes tabkle link; complete the Word table,
copy, and paste into the text box. RAssure consistent display.

Expected Learning — - ~
Outcomes:* B I U x. x* I,||= = - ’ | %

= ™ & FH

Format = [ B

i
hh
[[]

8. When all fields are completed, you may launch the proposal by clicking the ® icon at the top of the
page. Once launched, if you have left a required field blank, you will be prompted with a pop-up box
with orange error text to correct the issue.



Could Not Launch Proposal

Please correct the following errors before launching the proposal.

* Proposal has validation errors

ok Show Me

9. After launching the proposal, you can still make changes by click on My Tasks Tab and select Edit
Proposal to begin making changes to the proposal.

My Tasks My Proposals Watch List = All Proposals

+ New Proposal

Filter by: |f'5't|| Tasks N | Advanced Eilter Edit Proposal
/—/
ACCT - 2000 - ACCT for Nonbusiness Majors 8 mrO
Steps: OOO0000000
Last Activity: Jul 5, 2017 12:54 PM by Billie Lancaster
10. Once in Edit Proposal Mode you will have additional icons to the right of the screen
PO0ER0000000000
| 0de |[D/E scoe=x
General Catalog Information User Tracking

Show current

EAST TENNESSEE STATE
UNIVERSITY

Comments

@ - to view discussion; = - Approval steps; - Attach files; 2 . Decision ( approve or cancel
proposal). As changes are made be sure to save changes. You can see changes as you work by selecting
“Show Current with markup.”

11. When all changes are made, it is time to make a decision on the proposal.
e Select Decisions in the Proposal Toolbox. (If you chose to work in full-width view, please toggle
back with the double arrow in the Form to see the Proposal Toolbox to make a decision.
e Select approve or reject.
e Select Make My Decision.



Proposal Toolbox

Bl O 000000000

=S8 f0oe =

Your Decision
What would you like to do with this proposal?
@) approve
O Reject

Please comment on your decision below.

Make My Decision

e Upon making your decision, you will see the following message:

This proposal has moved on

This proposal has moved on in the workflow.

e The proposal is now in My Proposals Tab. You can monitor the progress by hovering over the
Steps under the course title. Each blue circle represents an approval process.

My Tasks My Proposals Watch List = All Proposals

+ New Proposal

~ | Advanced Filter Show: | 10 results

g for Nonbusiness Majors g ﬂ [~ {?

Department Chair: Current

Last Activity: Jul 5. 2017 1:47 PM by Billie Lancaster

12. This completes the process of submitting a curriculum proposal for a New Course.



