CurricUNET: Selecting the Appropriate Course Outline of Record Revision Process

Existing COR
(review current COR)

Review all aspects
of the course outline
of record (COR)

v

Consult with
discipline faculty,
dean, & AP&P Rep

v

Log in to CurricUNET
and find course under
SEARCH

v

Click paper icon to
create copy of
course for revisions

v

Course needs to
be made obsolete?

Increasing or
adding an Instructional
Material Fee
only?

#Yes

Create an Instructional
Material Fee Rev/Add

v

Is the COR
due for revision?

Revise the Material Fee by

entering the new amount
answer the 4 questions,
click finish to lock page

Create Course
Deactivation revision

v

Click each link in the
checklist and click
finish to lock page

v

Click Submit once
done to begin the
review process

v

Click Submit once
done to begin the
review process

Contact AP&P
so that the copy
can be deleted.

Revising only
the Homework, Methods of
Instruction & Evaluation,
Textbooks?

Create a Non-Substantial
COR revision

Y

Review the
Course Cover, Content and
Objectives. Are revisions
necessary?

Also
revising the
description, objectives,
content, course requisites, pass/no
pass option, max enrollment,
material fee,
etc?

Create a Substantial
COR revision

v

Check the box of each
item you plan to change

v

Review and revise the

Review the Course cover to
revise the course description,
click finish to lock page

Homework link, click

v

finish to lock page

v

Review and revise the
Methods of
Instruction link, click
finish to lock page

Review and edit all other links that
appear between the Course Cover
link and Course Outline of Record
title. Be sure to click finish to lock
page. Also click the spell check
icon on each text box.

v

Review and revise the
Methods of
Evaluation link, click
finish to lock page

v

Review and edit the

v

Review and revise the
Course Objectives,
click finish to lock

v

Review and revise the
Course content, click

Textbook link, click
finish to lock page

v

Does the
course have an approved
Distance Education on file or
would you like to
create one?

Click Submit once done to
begin the review process

l—

Be sure that all desired changes have
been made. Click the spell check on
each link in the Course Checklist

—

il

finish to lock page

Click the Online Only link to
add/update the Online Only
DE, click finish to lock page

Click the Hybrid link to
add/update the Hybrid DE,
click finish to lock page

v

Click the ITV link to
add/update the ITV DE,
click finish to lock page

Once course is submitted, it is the responsibility of the originator/course author to track the course’s progress through the approval process. This can easily
be done by doing the following:
®  Click My Proposals under Track and Check Status for the revised course. This will provide the originator/course author with a list of linear steps
and the corresponding comments from a person who has taken action on the course.

e  |[faparticular individual has not taken action, simply send that person an email indicating that the course is awaiting their review and approval.
Also at various steps in the process, the originator/course author is required to review the comments, make necessary changes to the course and move it
forward, which can be done by doing the following:
®  Click My Approvals under Track, select Course Author and click Next. A list of courses will appear

®  Click the C! icon for the course to review the comments, the pencil icon to make edits, and return to the My Approvals page to take Action on the
Course. Please contact x6317 with any questions regarding this process or your AP&P Representative.




