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STUDENT HANDBOOK EDIT REQUEST PROPOSAL

Summary of Proposal Creation Steps:
1. LOGIN TO CURRICULOG
2. REVIEW YOUR DASHBOARD
a. The default view when first logging in to Curriculog is “My Dashboard.” The dashboard consists of
activity notifications on the right side and tabs for accessing proposals and personal tasks on the left
hand side of the panel.
3. CREATE A NEW PROPOSAL
a. Select 7c. 2018-2019 Student Handbook Editing
4. ATTACH THE REQUIRED FILE
LAUNCH THE PROPOSAL
6. REVIEW AND APPROVE THE PROPOSAL ON THE ORIGINATOR APPROVAL STEP
a. Once a proposal is launched, you, as the Originator, are required to review and approve the proposal
in order to initiate the next approval workflow step.

v

Summary of Approval Workflow Steps:
0. Create and Launch Proposal
1. Originator - (person that launches proposal) Review and approve the submission
e Confirm the field information/selections are correct and that the proper documents are attached.
e Make any necessary changes
2. Student Handbook Editors
e Requested changes applied to publication
e Comment regarding preview link to unpublished catalog provided with request/instructions to review
the pages and return to Curriculog to complete step 3 — approving the final version of their
information
e If missing information, the request will be rejected to send back to step one for revision and
resubmission
3. Originator
e Review Student Handbook edits
e If no further edits required, the originator approves the changes and proceed to step four
e If further edits required, the originator will
i. provide comments for further edits
ii. attach additional documents, if necessary
iii. reject the initial changes to send back to the catalog editors in step two
4. Dean of Students Office final review of content
e Receive notification of the final approval of changes and mark the section as ready to publish

Page 1 of 12 5/14/2018 KAA



UNIVERSITY of

HOUSTON STUDENT HANDBOOK EDIT REQUEST PROPOSAL CUI’I’iCUlOQm

Curriculum Management

ACCESSING CURRICULOG

i. Navigate to the UH Curriculog website:
https://uh.curriculog.com

ii. Select the Login link in the upper-right corner of the UH Curriculog website window, as usual.

iii. You will be redirected to the UH Single Sign-On Login website. The web page will include a logo and
description about UH Curriculog, confirming that UH Curriculog will be the application you will enter
after successful login. Only those with a faculty or staff affiliation will be allowed to access UH
Curriculog at this time.

Enter your CougarNet login credentials and click the Sign in button.

« E

c & (© @ University of Houston (US) | https://shib.uh.edu/idp/Authn/UserPassword B - Q1 +om @

B UHHome & Applyto UH i Give to UH F® Login to AccessUH Q

UNIVERSITYof HOUSTON

About ~  Academics ~  Admissions ~  Student Life ~  Research -~  Athletics ~ News & Events ~  Giving to UH ~

@Single Sign-0On @

Please login using your UH CougarNet account

Information confirming UH

Curriculog will be the Need Help?
applicatoin you will enter
after successful login.

‘.-....

.

CURRICULOG.

CURRICULUM MANAGEMENT

Curriculog is a web-based workflow tool designed specifically to manage changes to curriculum and catalogs. The tool replaces the paper-based forms, providing
process transparency and accountability. For questions concerning Curriculog, please contact the Curriculog technical support team, led by the Office of the
University Registrar, by emailing Curriculog@uh.edu.

iv. After entering your CougarNet credentials:
o If you have faculty and/or staff affiliation you will be redirected to the UH Curriculog website
and ready to use the system.
¢ If you do not have affiliation with UH as a faculty or staff member, instead of being redirected to
UH Curriculog you will receive an affiliation error. If you know this to be in error, please contact
our office to help resolve the matter.

o |f you entered incorrect CougarNet credentials, you will receive a login error message prompting
you to enter the correct login credentials. Please try again to login.
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My DASHBOARD

e When you log into the system, the first view you will have is the My Dashboard, the home page for

all users of the system

Curriculog™ a5 | Agendas  Accounts Reports

— .
My Tasks My Proposals Watch List = All Proposals

Default view

,A

+ New Proposal

Filter by: | Al Tasks = Advanced Filter

i| 10 results| ¥

Admissions
Steps:QQOOOIIQQ

Last Activity: Jan 3, 20 2:49 PM by Amy Ramirez

Architecture and Design - College Pages
5teps: Q@00

=]
Last Activity: Mar 21, 2018 8:43 AM by Gail Borden

Arts Leadership [ARLD] - Arts Leadership, MA

o

o

o

Karina Acuna = 0 Q
Recent activity on
proposals My Dashboard
Tasks: 486

My Recent Notifications

May 14  Eligible for Agenda: e proposal, Phamacy - Graduate Studies - Pharmacy

y Leadership & Administration, MS - Degree/Certificate Page, has reached the Catalog

- GRAD Catalog Editor - Mark Content Area Ready for Final Publication step and is
eligible for inclusion within an agenda. As an Agenda Administrator, you are
responsible for making a decision on the behalf ofyour commitiee. You may make
your decision on the proposal or you may place this proposal on an agenda for the
next committee meeting. Click here to view the proposal or click here to create an
agenda now.

e There are four tabs available for all users

o My Tasks consists of proposals pending action from you; you have a role in the approval
chain for these items

o My Proposals are items you have created

o Watch List are items you have elected to track throughout the approval process

o All Proposals is the comprehensive list of all items

® Recent notifications of activity on proposals is listed on the right hand side of the panel.

CREATING A NEW PROPOSAL

Proposals can be created from either the My Tasks tab or the My Proposals tab

1. Select the plus sign icon identifying the option to create a “New Proposal”

Accounts

Agendas

Proposals Reports

Curriculog™

My Tasks My Proposals  Watch List = All Proposals

+ New Proposal

Filter by: | Al Tasks =  Advanced Filter _CI|CR on the plus Show: | 10 results| ~
sign to begln anew
Admissions proposal O
steps: @@ 1100 ) )
Last Activity: Jan 3, 2017 12:49 PM by Amy Ramirez

o

Architecture and Design - College Pages
Steps: @20

Last Activity: Mar 21, 2018 8:43 AM by Gail Borden

Arts Leadership [ARLD] - Arts Leadership, MA
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2. When the correct proposal type is identified; select the blue circle with the checkmark to begin the
proposal

Curriculog™ Proposals Agendas Accounts Reports

All Processes Courses Programs Others

Sort by: | Process Title  ~

1a. Independent Study / Selected Topics / Special Problems TOPIC Request My

(GRAD/PRO only)
Steps: @I2IM000H 2 mandatory 6 total NI

1b. Independent Study / Selected Topics / Special Problems TOPIC Request

(UGRD Only)
Steps: @I2000000E 2 mandatory 6 total

With your cursor, hover over the row for the
appropriate proposal type. Two icons
appear. M
Click on the blue circle with tthe white check
mark to start a new proposal using the
highlighted template.

Start Proposal NI

7c. 2018-2019 Student Handbook Editing V]
Steps: DO OO0 5 mandatory 5 total

8a.”*Graduate School / GPSC Admin Use Only™ 2018 - 2019 Graduate

Academic Catalog Editing
Steps: @@l o2@E 4 mandatory 10 total

Previous 10 | § Next 10
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3.

ur screen view will update to provide the selected form. On the left-hand side are the form fields.
Please provide answers to the field prompts.

a. Select/ldentify the area that is responsible for the Student Handbook Content being edited.

Curriculog™

RN=N 2

Agendas Accounts

Proposals.

Reports

0O&e=

| Karina Acuna =

= 6=

q

Instructions

Student Handbook Section Content Owner

This proposal should be completed by each content area ‘owner’, whether or ni
are needed. If no changes needed, please indicate by selecting the appropriate
confirming the attachment in the form. By doing so, it will be transparent that conte
reviewed their information and declare that whether or not changes are needed.

hanges
ice when
Wners

If you need assistance completing this proposal, please email:Curriculog@uh.ed

Step One: Turn on Help Text.

Please click on the icon of the i within a blue circle to "Show Help Text'. It is located at the topright of this
pane within the proposal form

Selectthe College, Department, Program, or University Office that is responsible forthe
student handbook inforamtion being edited by this proposal

Ifthe specific name is not found in the smartfield list below, please provide the specific
name of the department, program, or office in the "Other” field below.

Coll y i "
E el -cloct an option Click on "Select an
PngraFr:, or option" to select your area
Office™®

Other not listed,
or more specific
program name*

Office of the University Registrar

Link to Student http://publications.uh.edu/content.php?catoid=27&naveid=9971
Handbook Page
to be Edited*

Approval Steps

Originator - Student Handbook Section Content Owner

Status: Incomplete

Participants Step Details €

Required for Approval:
100% required
Waork: edit, comment

Karina Acuna

| studlht Handbook - Edit

Status: Incomplete

Particliants step Details €

Required for Approval:
100% required

Work: edit, comment
Agenda: Yes

A St nt Handbook - Editing Team

rina Acuna *

* Agenda Administrator

S nt Hal

partic populate in the Approval Steps in the right
pane. The title of the proposal is also
updated.

I Dean of Students Office - Final Review Status: incomplete )

Participants Step Details €

Required for Approval:
100% required

Work: edit, comment
Agenda: Yes

A Dean Of Students Office
Myra Conley *

K - Audit Status: incomplete ]
Particants Step Details €)
4 Student Hindbook - Audit Team [zuines f.ur bprErEEle
100% required
Arlie ARuanno * Work: edit, comment

Agenda: Yes
#* Agends Administrator

Reviev Once selected, the participant names ete

* Agends Administrater
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b. Following the Instructions in the proposal form, create the required Word document file and
attach to the proposal. [Be sure to include the URL of the Student Handbook page referenced]

Student Handbook: httpifwww.uh.edu/student-handbook

Information to Include

Please include the URL {web address) ofthe current student handbook page that is to be
edited by your request.

Document Format

Please use Microsoft Word to submit updated catalog language.

« Copy and paste the relevant pages from the current student handbook directly
into a Microsoft Word document
+ Please include the URL (web address) of the current student handbook page
that is to be edited by your request.
« input all changes with the “Track Changes™ option turned an
« Upload and attach the file to this form
If NO changes needed to
your content, please select
How to upload/attach a document: "ND changes requested for

« Selectthe ‘Files'icon atthe top-center this }"EEF". This will confirm
blue-outlined page with a green '+ syr that you reviewead your

« |nthe ‘Upload File' screen, "Browse' to content.
document.

« When document is selected, press ‘Open to return to the Up

« Press the ‘Upload’ button to complete the process of addin
the proposal.

« Proceed with remaining steps.

d File"screen.
ur document to

Confirm Attachment

Requested () Reguested changes attached to pro
changes

attached to
proposal*

()Mo changes requested for this year
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c. Attaching file(s) to proposal:
= Navigate to the top of the proposal window. In the right pane, there is a set of three
icons. Select the middle icon (white page with green plus sign)
= Click “Browse” to locate your file and select your file.
= Click “Upload” to attach your file to the proposal.

Curriculog"‘ Froposals Agendas Accounts Reports | Karina Acuna - 0

R =N 0Ode

G x

When the Word document is ready, upload
as an attachment to the proposal. Navigate
to the top-right set of the icons.

Instructions

This proposal should be completed by each content area ‘owner’, whether or not changes originator - Stude Click on the middle one (page with green

are needed. If no changes needed, please indicate by selecting the appropriate choice Participants plus sign).

when confirming the attachment in the form. By doing so, it will be transparent that content .

owners reviewed their information and declare that whether or not changes are needed. Karina A 100% Eam-,ed E [

My Tasks My Proposals Watch List | All Proposals

University Offices - Office of the University Registrar Proposal Toolbox

7c. 2018-2019 Student Handbook Editing
-
=l6/=

Instructions v Upload File

File Student_Handbook_OUR_2018-2019.docx

lEi Upload

Status: unlaunched

RSN 2

Click "Browse" button to locate your file.
Once selected, click "Upload" button to
attach a copy of the file to the proposal.

in the form. By doing
their information and
Attached Files

If you need assistance completing this proposal, please There are no attached files.

email:Curriculog@uh.edu

P 0 All P
N = 0 a8 0 - - Ra . Proposal Toolbo
0 019 d dboo d ("
3 E b o0ae | =(6/x
Instructions v Upload File
This proposal should be completed by each content area ‘owner, whether or File | Browse... | No file selected. [=] upload
not changes are needed. If no changes needed, please indicate by selecting
, . form. By doin
File successfully attached will appear as ormatioyn andg Attached Files
clickable links in the "Attached Files" section.

] Student Handbook OUR 2018-2019.docx
upioadid Ev Karina Acuna, 5/14/2018 5:15 pm

If you need assistance completing this proposal, please
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d. Provide contact information for questions concerning the processing of the requested edits.
If the contact is not located in the list, please select “*Other, not listed” and provide contact
information in the next text box field.

Contact and Comments

Contact for nNone Selected

guestions OAdd Ttem Click "Add Item" to =elect

about ) )
information from a list of options
provided:*

Contact
information,
if "Other"
selected, or
Comments

4. Once all fields are completed and the proposal is ready, select the blue arrow icon at the top of the
page to “launch” the proposal to the next step. [YOU’RE NOT DONE YET!!]

Curriculog™ = #ruz:::ls | Agendas  Accounts  Reports

My Tasks My Proposals Watch List = All Proposals

University Offices - Office of the University Registrar
Validate and Launch Proposal &= 20083043 Student Handbook Editing

R A=l 2 0O& =

: ‘\ To launch, click on the right directional
Instructions .
triangle on the top-left.

This proposal should be completed by each content area "owner, whether or not changes
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= |f the form does not launch (no action):

One aor more required fields are empty. Flease fill all required fields before launching the
proposal.

e Please scroll through the proposal form again to see if there are any required
fields that may have been inadvertently skipped/not completed. They will be
marked with an orange/yellow font.

e Please review the right-hand pane with the workflow participants. If there are
any caution messages in the workflow participants, please contact
Curriculog@uh.edu to resolve.

e Once completed, return to the launch button and launch the proposal.
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e Once the form is launched, your view will be updated. Primarily, the right-hand pane will look

different and have different options for you.

Curriculog™ | #igzes=l5 Agendas  Accounts  Reports

' Karina Acuna »

) ) O Re(] 3 p D
D D
(i -2 Dfs & 1 &6 & %
Instructions User Tracking
This proposal should be completed by each content area ‘owner, whether or not changes Show current

are needed. If no changes needed, please indicate by selecting the appropriate choice when
confirming the attachment in the form. By doing so, it will be transparent that content owners
reviewed their information and declare that whether ornot c

_ o Initial view of newly launched proposal. Comments
If you need assistance completing this proposal, pleas

on Comment

Step One: Turn on Help Text. Curriculog 5/14/2018 5:40 pm Reply

Please clidk on the icon of the i within a blue circle to "Show Help Text'. It is located at the topright of this

Karina Acuna has launched this proposal.
pane within the proposal form.

You, as Originator, will now need to review and approve your proposal in order to move the

proposal on to the next steps in the workflow.

e Review your proposal in the left-hand pane. Make any necessary edits to the course fields.
o Be sure to click the “Save” button that appears when you make changes to a field.

e In the right-hand pane, select the Decisions icon (blue circle with white check mark).

l::|_|rric|_||[;pg"l Proposals Agendas Accounts Reports  Karina Acuna - o

0de |U=E »s69%9060=x

Instructions User Tracking
This proposal should be completed by each co Select "Decisions" icon (blue circle with

are needed. If no changes needed, please indir white check mark) to enter your decision.
confirming the attachment in the form. By doing

reviewed their information and declare that whether or not changes are needed.

Comments
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o Select the “Approve” radio button
o Click the “Make My Decision” button

Curriculog™

Proposals Agendas Accounts Reports

0&de

Karina Acuna -

a [e]
D

LJ s LHoe =

o

Instructions

This proposal should be completed by each content area ‘owner, whether or not changes
are needed. If no changes needed nlaase indirate by selactinn the annranriate choice when
confirming the attachmentin the oW
reviewed their information and o Select "Approve". Enter any
comments (optional for
decision of approve). Click
"Make My Decision" button.

Ifyou need assistance com edu

Step One: Turn on Help Text.

Please clidk on the icon of the i" within a blue cirdle to “Show Help Text' It is loceted at the topright of this
pane within the proposal form.

Student Handbook Section Content Owner

Selectthe College, Department, Program, or University Office that is responsible for the
student handbook inforamtion being edited by this proposal.

Ifthe specific name is not found in the smartfield list below, please provide the specific
name of the department, program, or office in the "Other” field below.

College,
Department,
Program, or
Office™

University Offices

Your Decision
What would you like to do with this proposal?

O Hold

@] Suspend
Cancel

O custom Route

Please comment on your decision below.

O Approve
@] Reject

Make My Decision

Current Step Activity

‘Originator - Student Handbook Section Content Owner

Status: Working
Step Summary

This step requires 100% approval from all participants to move forward.

Participants
O Karina Acuna

Totals
Users Approved: 0
Users Rejected: 0

next step.
e Status Updates

Your view will now update and you will receive a message that your proposal has moved on to the

o You will receive status updates in the frequency that you selected in your
My Settings.” The default is a weekly digest.

o You can check the status of your proposals at any time by logging in to Curriculog and
navigating to your “My Proposals” tab. You will find an exhaustive list of all proposals that

you launched (or have yet to launch).

proposals

1. use the “Advanced Filter” option

Note: completed proposals will not be visible by default. To view the completed

2. select the “Completed Proposals” checkbox
3. click on the “Filter Proposals” button.
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e Note that Curriculog utilizes color-coding in addition to icons to aid users with navigating
throughout the tool and identifying the status of items. The initial view when you login to Curriculog
is the “My Tasks” tab. Any proposal requiring action from you will appear in this list.

Curriculog™ | #rzz:==ll= | Agendas  Accounts Reports

’—‘-—-
( My Tasks My Proposals | Watch List | All Proposals
1

+ New Proposal

Filter By: | All Tasks ~ a¢ Qrange indicator identifies

dmissions . .
ep= Q00001100 e attention/action.

st Activity: Jan 3,

items that are pending your

Architecture and Design - College Pages
Fer= D220

Leadership [ARLD] - Arts Leadership, MA
Bteps: Q@220

ast Activity: Mar 20, 2018 8:48 PM by Chris Foster
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