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GETTING STARTED 

 

Individuals who have been identified as users in their academic departments have access to the 

CurricUNET system. Users not in the system will need approval from their academic director or 

associate dean before gaining access. Access requests should be submitted to the SPS Office of 

Academic and Faculty Affairs via email at sps.facultyaffairs@nyu.edu.  

 

To log-in, please see below.  

 

Live Website: nyusps.curricunet.com 

Email: y o u r netid@n y u .ed u 

Password: ChangeMe22 (Note: This is the default password. Please change your 

password immediately using the instructions below.)  

 

Enter your NYU email and password credentials in the appropriate fields, and then click 

the green Log In button. Upon logging for the first time, it is recommended that users change 

their password. To change your password, click the gear icon at the top of any page, and 

select Profile. 

 

 
 

On the Edit Profile screen, you may make changes to or add any information, with the exception 

of your email address. To change your password, select Click here to change your password. Enter 

your current password, then your new password. Please note that passwords must be a minimum 

of 6 characters in length, and are case-sensitive. Confirm your new password, and click Change 

Password. Click Back to Edit Profile to confirm the password change. The final step is to click 

Save to verify any profile changes. 

 

 
 

You will be returned to the Courses screen. 
 

 
 

mailto:sps.facultyaffairs@nyu.edu
file:///C:/Users/Carlos%20Villa/Documents/nyusps.curricunet.com
mailto:yourname@nyu.edu
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NAVIGATING THE SYSTEM 

 

When you are successfully logged in, you will arrive at the screen below. At this screen, you have 

the option to view courses, programs, and packages in the CurricUNET system. The default 

viewing selection will be My Courses. You will see items that you are currently working on, 

courses that you created, and courses for which you are a co-contributor. (See page 11 for co-

contributor information) 

 

 
 

To view programs or packages, click the Curriculum button at the top of your screen, and select 

either option.  To return to courses, click Curriculum and select Course. These actions can be done 

from any screen on the site. 

 

 
 

To expand your search beyond those currently assigned to you, select My Institution, and you will 

be able to view all courses, programs, and packages at the School of Professional Studies. The 

default status filter is Draft and In Review. 

 

 
 

There are a variety of options to use when searching within the system. You can search without 

selecting any designated filters, enter information into every search filter box, or you can select 

any combination of search features.  To search, use the drop down menus or the search bar to enter 

your search information, and then click Search. You may need to scroll within the drop down 

menus to see all options, or type the word you are looking for in the drop down specific search box 

(next to the magnifying glass symbol). 

 

If you wish to reorder your search results, for example by title, click on the category heading you 

want to reorder. Results will sort alphabetically (A-Z, 1-1000). To sort them in reverse alphabetical 

order, click the heading a second time. Scroll through the list until you find the item you want, and 

then click to select it.  
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You can also export your search results as a report to Excel, Word, or a PDF that can be saved, 

printed, and shared outside the CurricUNET system. Only information displayed on the screen will 

be included in the report. Click the down arrow on the Search button to display your option to 

export and select the format of your report from the dropdown that will appear. This report may 

take a few minutes to generate and download, depending on the format and the number of courses 

in the report.  
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UNDERSTANDING PROPOSAL TYPES 
 

New Course 

A new course proposal is used to propose a new graduate or undergraduate course. It is usually 

added to a package proposal (see below), along with the program proposal, as new courses are 

generally added to new or existing programs, and, as a result, modify the program. 

 

When to Launch 

When attached to a program, a new course proposal is not launched separately, but rather as part 

of a package. (See below for a description of a package proposal. See page 22 for more information 

on the package proposal options and fields). For example, a new elective course added to an 

existing graduate degree is launched using a package proposal. A new course proposal should be 

launched on its own when the proposed course is not attached to a new or existing program. For 

example, an undergraduate or graduate course offered by the American Language Institute will 

not be associated with a specific degree program and, therefore, a new course proposal should be 

launched on its own.  

 

Modify Course 

A modify course proposal is used when changes are being made to an existing course. For example, 

this proposal would be used to update a course description or course title. 

 

When to Launch 

If a change is being made solely to the individual course, and no additional changes are being made 

to the overall program with which the course is associated, a modify course proposal can be 

launched on its own. If the program is also modified, the modify course proposal and modify 

program proposal should be added to a package proposal and launched as a single package. 
 

Deactivate Course 

A deactivate course proposal changes the status of a course from active to historical. This proposal 

should only be used when a course is to be completely removed from the course catalog. A 

deactivated course cannot be reactivated without launching a new course proposal. 

 

When to Launch 

If an individual course is being made inactive, a deactivate course proposal can be launched on its 

own. 
 

New Program 

A new program proposal is used when proposing a new degree program regardless of use of new 

or existing courses. Note that, if adding new courses to the new program, the course proposals 

must be entered into the system first. 

 

When to Launch 

A new program proposal is launched when proposing a new degree program within your academic 

department using only existing courses. New programs that are introducing new courses should be 

launched using a package proposal.  
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Modify Program 

The modify program proposal is used when making changes to an existing program. For example, 

a modify program proposal would be used to update program goals and outcomes or to add a new 

elective course to an existing program. 

 

When to Launch 

A modify program proposal should be launched on its own when there are only changes to the 

program and no changes to any associated (new or existing) courses (such as when updating 

program goals only). If adding new courses or modifying existing ones, the modify program 

proposal and course proposals should be added to a package proposal and launched as a single 

package. 
 

Deactivate Program 

A deactivate program proposal is similar to the deactivate course proposal. This proposal should 

only be used if the program is no longer going to be offered by your academic department. Once 

the deactivate program proposal is approved, it cannot be reactivated. 

 

When to Launch 

If an individual program is being made inactive, a deactivate program proposal can be launched 

on its own. Note that all associated courses will remain active in the system until a deactivate 

course proposal is processed for the courses. 

 

New/Modify Course + New Program Package 

The new/modify course + new program package proposal affords the users the ability to launch 

two separate proposals simultaneously in one workflow. For example, when introducing a new 

program with new courses, a new/modify course + new program package would be used. This 

proposal would also be used when making changes to an existing course and adding it to a new 

program. 

 

When to Launch 

After completing all associated new or modify course proposals and the new program proposal, 

the new/modify course + new program package proposal can be created and launched. All course 

and program proposals must be in a draft state to be added as part of the package proposal.  

 

New/Modify Course + Modify Program Package 

The new/modify course + modify program package proposal is used when adding a new course to 

an existing program. Conversely, this proposal would also be used if modifying a course 

description before adding it to an existing program's curriculum. 

 

When to Launch 

After completing all associated new or modify course proposals and the modify program proposal, 

the new/modify course + modify program package proposal can be created and launched. All 

course and program proposals must be in a draft state to be added as part of the package proposal.  
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CREATING PROPOSALS 

 

To create a New Proposal, select the Create Proposal button. 

 

 
 

Choose your Proposal Type from the drop down menu, and then click Next. 

 

 
 

New Course  

For a New Course Proposal use the dropdown menu to choose the Subject, and then provide the 

Course Number, Course Title and Catalog Description of the new proposed course. If a course 

number is needed for new courses, please enter the following format in this field - XXX1, XXX2, 

XXX3. The system will not allow identical course numbers to be entered for separate courses. 

Click Next. 

 

 
 

Modify and Deactivate Course 

For the Modify Course and the Deactivate Course proposals, use the dropdown menu to choose 

the Subject. You may enter the title of the course or, if you do not know the title, press the Search 

button after making the Subject selection. When you select the Search button you will see a list in 

the Course Search Results textbox for that subject. It may be necessary to use the scroll bar to view 

all options. Mandatory fields are marked with an asterisk. Click Next. 
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New Program 

For a New Program Proposal, use the dropdown menus to select the Division, Department, and 

Award Type. Enter the Program Title in the text box, and then click Next. 

 

 
 

Modify and Deactivate Program 

For the Modify Program and the Deactivate Program proposals, use the dropdown menus to select 

the Division and Department. Enter any search terms related to the Program Title you are searching 

for or if you do not know the title, press the Search button after making the Subject selection. 

When you select the Search button you will to see a list in the Program Search Results textbox, for 

that subject. It may be necessary to use the scroll bar to view all options. Mandatory fields are 

marked with an asterisk. Click Next. 

 

 
 

New/Modify Course + New (Modify) Program Package  

For New/Modify Course + New Program Package and the New/Modify Course + Modify Program 

Package proposals, use the dropdown menu to choose the Subject. Enter the Program Title and the 
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Catalog Description. Click Next. 

 

 
 

For all proposals, review the information on this screen. If this information is not correct, return to 

the step where the correction needs be made by selecting the appropriate blue box to the left of the 

Proposal Summary box. Click the Create Proposal button. 
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FIELDS: NEW AND MODIFY COURSE PROPOSALS  
 

After completing the initial steps to create a New Course or Modify Course proposal, you will 

need to complete the following information in order to successfully launch your proposal.  Modify 

course proposals will include the most recent information stored in the system. If you realize at 

any point that the information you provided to create the proposal was incorrect, DO NOT use 

your browser’s back button to correct this. Instead, use the navigation buttons within the 

CurricUNET system. For subject and course number corrections, click Delete Draft and start over. 

 

Any required fields throughout the proposal will be marked with an asterisk and highlighted light 

orange. Move between the sections of the proposal by using the dark gray tabs on the left of the 

page. The system is designed to start at the top tab and work down. Sections with required fields 

also have an orange box showing your progress , which will turn green  when you have 

completed all required fields. You will only be prompted to save when changes are made.  

 

If you are unable to click into or make changes to a field’s information, you do not have edit 

privileges for that field. If you need to make changes to such a field, contact the SPS Office of 

Academic and Faculty Affairs. 

 

Main 

The Subject, Course Number, Course Title and the Catalog Description have been populated from 

the proposal creation page. Enter the Rationale for Proposing New Course and use the drop down 

arrows to select the First Semester Intended to Offer and Year. Save and continue to the Co-

Contributor tab. 

 

 
 

The Modify Course proposal has additional text fields on this page.  

 

Co-Contributor  

A co-contributor is a user who receives access from the originator to help with the creation of the 

proposal. Co-contributors must already have access to the CurricUNET system. To select a 

contributor, you may scroll down to find the name of the user, or you may also type their name in 

the search box to filter and shorten the available list. Click the checkbox next to each appropriate 

name; you may select as many names as necessary. If you check the Show Selected box, you will 

see only the names you have selected. Click Clear All to start over with your selections.  
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If an individual is not included in the list, they must be added to the CurricUNET system.  Their 

academic director or associate must submit a request to the Office of Academic and Faculty 

Affairs.  After they are added, you will be able to them as a co-contributor. Save and continue to 

the Units/Hours tab.   

 

Units/Hours  

Ensure the required items are completed on this tab. Save and continue to the Lecture and/or Lab 

Content tab. 

 

Lecture and/or Lab Content  

On this tab, you will be asked to provide the Course Lecture Content and Course Lab Content in 

the Rich Text Editors. These text areas have formatting tools, which allow you to, among other 

things, italicize text or format information into an outline. If you are making lists, it is important 

to use the outline tools in order for the lists to appear correctly on reports. 

 

To start an ordered list, place the cursor in the textbox and then select the ordered list icon. Type 

in your entry and hit enter. To indent this line, click the indent button. It is not recommended to 

copy information directly from Microsoft Word or similar programs, as embedded formatting 

information will cause reporting, display, and HTML tag issues within the editor. If copying 

information, be sure to clear formatting. Save this page, and then continue to the Student Learning 

Outcomes tab. 

 

Student Learning Outcomes (SLO) 

To add the Student Learning Outcomes click Add New Item. Each SLO needs to be added 

individually. 

 

 
 

The following information is required for each individual SLO.  

 Student Learning Outcome 

 Proposed Method of Assessment for SLO 

 To which program goal(s) is this course aligned? 

 

In the Modify Course proposal, there is one additional textbox. 

 

As you enter and save each SLO, you will see them listed in the order that they were created. To 

edit a SLO, click the blue bar containing the outcome. You will be taken back to the detail page 

where you are able to make the changes. To reorder outcomes, use the up and down arrows to the 

right of the blue bar, or to delete, click the red “X”. When all outcomes are entered, continue to 

the Prerequisite/Corequisite tab.  
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Prerequisite/Corequisite  

Use the dropdown arrow to the right of the textbox to select whether or not this course has any 

requisites. If you select Yes, an additional screen will appear. To add a requisite, click on the Add 

New Item button. 

 

 
 

This will allow you to specify the type of requisite and the course or non-course requirement. 

Choose the Requisite Type from the dropdown menu. If the requisite is a course, select the Subject 

and Requisite Course from the subsequent dropdown menus. If the Requisite is not a course, 

describe that information in the Non Course Requirements field. The Condition dropdown selector 

should only be used if an “or” or a “nesting” situation applies, otherwise it is already implied that 

an “and” statement exists between entries. The Condition dropdown menu allows you to specify 

if this course must be taken as well as (using “and”) or instead of (using “or”) the next requirement. 

Fill in the Justification text area and then click Save to add the requisite to the course. 

 

As you enter and save each requisite, you will see them listed in the order that they were created. 

To edit, select the requisite by clicking on the blue bar. You will be taken to the details page for 

that requisite where you can make your corrections as needed. To reorder a requisite, use the up 

and down arrows on the right of the blue bars. To delete, press the red “X”. When you have entered 

all requisites, continue to the Supplementary Time tab. 

 

Supplementary Time 

Enter the estimated hours per week that each course will require for supplemental activities such 

as homework, readings, and other assignments that are done outside of the classroom. Save and 

continue to the Instructional and Delivery Methods tab. 

 

Instructional and Delivery Methods 

Use the dropdown menus to choose the Graded Component and the Grade Option for this course. 

Then select all that apply in the Delivery Method section. Save once you have added the 

appropriate information and continue to the Required Uploads tab. 

 

Required Uploads 

The Required Uploads tab lists required files that need to be included in the proposal. To upload 

files, click Select… to browse your computer for those files. To finish uploading the documents, 

click the Upload files button.  Check the boxes to indicate which files have been uploaded to the 

system.  Once all files have been added, save and move to the Codes and Dates tab.  
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Codes and Dates 

The Codes and Dates page can only be edited by the SPS Office of Academic and Faculty Affairs 

as this information is permanently associated with a course or program and generally cannot be 

modified. All pertinent information will be updated during the approval process. 

 

This is the last section of this proposal. 

 

Review Information on All Tabs 

Reviewing this proposal can be done by moving through the dark gray tabs on the left side of the 

screen or by viewing the Reports (Page 24). 
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FIELDS: DEACTIVATE COURSE PROPOSAL 
 

After completing the initial steps to create a deactivate course proposal, you will need to complete 

the following information in order to successfully launch your proposal. 

 

Main 

The Subject, Course Number, Course Title and, the Catalog Description will populate from the 

creation of the proposal process. Enter the Rationale for Deactivating Course, Last Semester 

Intended to Offer and the Year. Save and continue to the Co-Contributor section. 

 

 
 

Co-Contributor 

Please refer to page 11 for information regarding the Co-Contributor tab. 

 

Codes and Dates 

Please refer to page 14 for information regarding the Codes and Dates tab. 

 

This is the last section of this proposal.  
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FIELDS: NEW AND MODIFY PROGRAM PROPOSALS 

 

After completing the initial steps to create a new program proposal, you will need to complete the 

following information in order to successfully launch your proposal. Modify program proposals 

will include the most recent information stored in the system. If you realize at any point that the 

information you provided to create the proposal was incorrect, DO NOT use your browser’s back 

button to correct this. Instead, use the navigation buttons within the CurricUNET system. 

 

Main 

The Award Type, Program Title, Division, and the Department have been populated from the 

proposal creation page. Enter the Rationale for Proposing New Program, Educational and Career 

Objectives, and Relationship to the Mission of the School and University in the appropriate 

textboxes. Use the dropdown arrow to add the First Semester Intended to Offer and Year. Save 

and continue to the Co-Contributor tab. 

 

 
 

Co-Contributor 

Please refer to page 11 for information regarding the Co-Contributor tab. 

 

Description 

Provide the program Catalog Description in the text area. These text areas have formatting tools, 

which allow you to, among other things, italicize text or format information into an outline. If you 

are making lists, it is important to use the outline tools in order for the lists to appear correctly on 

reports. It is not recommended to copy information directly from Microsoft Word or similar 

programs, as embedded formatting information will cause reporting, display, and HTML tag issues 

within the editor. If copying information, be sure to clear formatting. Save this page, and then 

continue to the Course Blocks tab. 

 

Course Blocks 

Within the Course Blocks tab, the program structure and curriculum grid are built.  Courses and 

other requirements are added to the program in Course Blocks that define the requirements of the 

program. You may add as many course blocks as needed. Examples of Course Blocks might 
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include "Core Courses" and "Concentration Courses," and "Elective Courses." To add a Course 

Block to the program, click the Add New Item button. 

 

 
 

Enter the Block Type using the dropdown menu and enter the Course Block Definition (for 

example, required courses, electives, community involvement prerequisites, etc.). The Override 

Default Unit Calculations checkbox should always be checked as it is used when the number of 

units required differs from the number of units listed in the course block. For example, if a course 

block has a total of 9 units (3 courses), but the program only requires that the student takes 6 units 

(2 courses) out of those 9; checking this box would show unit minimum and unit maximum fields. 

The manual calculation would ensure this information is displayed correctly on reports and 

throughout the system. 

 

 
 

Select Edit Program Courses button to add courses and other requirements to a block. 

 

 
 

Click on the Add New Item button. 

 

 
 

Use the dropdown menu or type in the first few letters of the item you are searching for. When you 

select a specific subject before you open the course drop down, the course dropdown will be 
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filtered to only show courses for that selected subject. If the requirement is not a course, enter that 

information in the Non-Course Requirements text area. It is important to check the box if this 

course is required in outcome map.  

 

If a user needs to define a unit range other than what is already defined within the course, you can 

specify the range that will meet this requirement in the Units Low and Units High. The boxes will 

be displayed once you have checked the Override Course Units box. 

 

The Condition drop down selector need only be used if an “or” situation or a “nesting” situation 

applies, otherwise it is already implied that an “and” statement exists between entries. The 

Condition drop down menu allows you to specify if the course must be taken as well as (using 

“and”) or instead of (using “or”) the next requirement to be entered. If this course has any special 

circumstances (such as a grade requirement, approval of an advisor, etc.), add a number or symbol 

in the Exception Identifier, and describe the circumstances in the Exception text box. Click Save 

to add the course. When all information is entered, click Save. 

 

 
 

Below is an example of what will appear when you have added a few courses into a specific course 

block. If you need to edit a course, click on the blue bar. If you need to reorder you can use the up 

and down arrows on the right of the blue bars to reorder. Clicking on the red “X” will delete the 

requirement. You will be asked to confirm your decision to delete this item. Once all of the 

requirements have been entered for that course block, click the Update button at the bottom of the 

block. 

 

 
 

Once you have added all your courses to the course block, click Done to return to the course block 

overview. Continue to the Program Goals and Outcomes tab after you have entered all of your 

course blocks. 

 

Program Goals and Outcomes 

To add a Goal, click Add New Item. Add each goal individually. 
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In the Outcome section fill in the Program Goal, Outcome, and the Assessment text areas with the 

appropriate information. Save once you are finished. All of the text areas are required fields on 

this page. 

 

If you have selected the outcomes mapping checkbox in the Course Block section you will see 

them listed in the Student Learning Outcomes Map on this page. Note, learning outcomes must 

already exist at the course level to appear in the list at the program level. 

 

 
 

Once you have added all of the goals you will view a screen similar to the one below. If you need 

to edit a goal, click the blue bar that contains the goal. If you need to reorder them, use the up and 

down arrows to the right of the blue bar, or to delete, click the red “X”. When all goals are in the 

correct order, continue to the Program Review and Assessment tab. 

 

 
 

Program Review and Assessment 

In the text area provided, describe how you will assess the overall success of the program. Save 

and continue to the Format tab. 

 

Format 

The blue/underlined wordings are links to more information. Check all boxes that apply to the 

program. If “Other” is selected, an additional text box will appear for you to enter an explanation 
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for the selection. When you have finished entering the information use the dropdown menu to 

indicate that you have checked all possible options from above that apply to this program. Save 

and continue to the Relation to Other NYU Programs tab. 

 

Relation to Other NYU Programs 

In the appropriate text areas below, enter the information that is being requested. Once you have 

finished with entering the information, save and continue to the Required Uploads tab. 

 

Required Uploads 

The Required Uploads tab lists required files that need to be included in the proposal. Check the 

boxes to indicate which files will be uploaded to the system. To upload files, click Select… to 

browse your computer for those files. To finish uploading the documents, click the Upload files 

button. Once all files have been added, save to move to the Codes and Dates tab. 

 

 
 

Codes and Dates 

Please refer to page 14 for information regarding the Codes and Dates tab. 

 

This is the last section of this proposal.  
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FIELDS: DEACTIVATE PROGRAM PROPOSAL 
 

After completing the initial steps to create a deactivate program proposal, you will need to 

complete the following information in order to successfully launch your proposal. 

 

Main 

The Award Type, Program Title, and the Department have been populated from the proposal 

creation page. Enter the Rationale for Deactivating the Program and use the dropdown arrow to 

enter the last semester you intend to offer the program.  

 

 
 

Co-Contributor 

Please refer to page 11 for information regarding the Co-Contributor tab. 

 

Impact on Students 

Enter the Explanation of Impact on Students in the appropriate text area. This is required field. Use 

the dropdown menu to choose the Term and enter the Year in the textbox. Save and continue to 

the Codes and Dates tab. 

 

Codes and Dates 

Please refer to page 14 for information regarding the Codes and Dates tab. 

 

This is the last section of this proposal.  
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FIELDS: PACKAGE PROPOSALS 

 

After completing the initial steps to create a new/modify course + modify program package or 

new/modify course + new program package, you will need to complete the following information 

in order to successfully launch your proposal. 

 

Cover 

You will begin at the Cover section for all of these proposals. We will use the New Course + 

Modify Program Package Proposal for demonstration purposes. This section will be populated 

from the creation of the proposal page. Continue to the Courses tab. 

 

 
 

Courses 

To add courses to the proposal, select any originated courses from the list. Select all that apply. 

You may also type the name in the search box to filter and shorten the available list. Click the 

checkbox next to each applicable course. You may select as many as necessary. When you check 

Show Selected you will only see the courses you have selected. Uncheck the box to show all names 

again. Note, courses must be in draft form in order to be selected as part of a package proposal. 

Click Clear All to start over with your selections. Continue to the Programs tab. 

 

 
 

Programs 

To add a program to the proposal, click the checkbox next to the applicable program. You may 

select as many names as necessary. Note, the program must be in draft form in order to be selected 

as part of a package proposal.  
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This is the last section of this proposal.  
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REPORTS 

 

Reports show a summary of any proposal in any status. Reports can be accessed in three different 

ways.  The ways in which they are accessed are identical for all course and program proposals, 

although each proposal type has slightly different report options. At this time, there are no reports 

for packages.  

 

1. In the Search screen, click the page icon in the Reports column. Click on the icon again to 

close it. A menu will appear with the report options. Select the report you wish to view. 

 

 
 

2. Within the proposal itself, click the page icon under the orange proposal name. 

 

 
 

3. If a proposal has been launched or approved, clicking the proposal name in the search 

results will present this screen. Select the report you wish to view from the buttons at the 

top of the screen. Each report will open in a new tab within your internet browser. 

 

 
 

 

Course Outline 

A Course Outline report shows a brief summary of the course. This report will include the 

information entered in the course proposal.  

 

Impact (Course Only) 

An Impact report shows the courses for which this course is a requisite, and programs that include 

this course. This report should be reviewed when proposing significant changes to a course or 

deactivating the course in the system. If the course is a requisite or connected to another program, 

please do not proceed with any proposals until discussions have taken place with all appropriate 

parties. 

 

Program Summary 

The Program Summary shows a summary of the program.  The Program Summary report should 

be considered the comprehensive curriculum grid of the program. This summary includes 

information such as the description of the program, the total number of credits needed to complete 

the degree, and courses associated with the degree in their respective categories (Core, elective, 

etc.) 
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All Fields (Program and Course) 

An All Fields report shows all the fields and information in the proposal. This report can provide 

a quick snapshot of the course or program.  

 

Comparison (Program and Course) 

A Comparison report shows all the fields in the proposal, with changes between this proposal and 

the most recent active version of the course or program highlighted. Information removed will be 

highlighted red, with a strike through the words, while new information will be highlighted green 

and italicized. 
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APPROVALS  

 

Only users with approval privileges will be able to view pending approvals and submit approvals.  

The standard user with origination rights only will not be able to approve launched proposals.  

 

To view pending approvals, click the Approvals button at the top of any page. If any proposals are 

pending your approval, there will be an orange box with a number attached to the Approvals 

button. Click on the proposal to view it. The standard user with approval rights will only be able 

to see approvals for which they are the originator or the next member of the approval process.  The 

process is similar for all proposal types. 

 

 
 

If you wish to view the proposal, you can select View Proposal. You can view reports associated 

with the proposal by clicking the appropriate report type. Use the action drop down menu to select 

the action you wish to take on the proposal.  The following are the possible sections: 

 

Reject: If you reject the proposal, it will remove the proposal from the system.  

 

Request Changes: If you request changes, it will send the proposal back to the originator. 

Once these changes have been made, the proposal will return to the person who requested 

the changes. 

 

Approve: If all information is accurate following your review and you agree, you may 

approve the proposal. This will move it to the next part of the approval process. 

 

You have the option to add any comments regardless of action taken.  Click Commit to submit 

your decision. (Note that comments become a permanent part of the proposal record once you 

commit and are accessible to all with access to the system.)  

 

The History tab shows what has happened in the approvals process for this proposal, who is next 

in the review process, the time and date. It also shows the actions that have been taken.   
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After pressing Commit, ensure you see a confirmation message that the action was received. You 

must press Close to continue to ensure this. This is a vital action. If you do not see this popup, your 

action has not been saved, and you must perform your action again. 
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UPDATES AND WORKFLOW 
 

Launched proposals move through a workflow depending on the type of proposal that is submitted. 

Each workflow allows for additional review at the department and School level. Note, some 

proposals will require review by various University offices and Committees; this information is 

not reflected in CurricUNET.   

 

Upon launch of a proposal, the user identified in the next level of the workflow is notified via 

email that a proposal is pending their review. At this point, they can log in and follow the 

appropriate steps as approvers. The proposal will continue in the workflow until a final decision 

is provided.  

 

Users have the ability to inquire about the status of a launched proposal at all times using the 

CurricUNET system. When clicking on a proposal that is In Review, there are two ways to check 

the status of your proposal.  

 

1. The graphic below shows the history view of the proposal, which is also the default view.  

This view will provide the action date, where the proposal is at in the workflow, whose 

action is pending, committed actions, and comments. 

 

 

 
 

2. Clicking on the Status tab will show you the information below. This graphic will differ 

based on the proposal type and workflow but provides similar information (Level and 

status). 

 

 
 

Originators will receive email notifications when a proposal has been returned to them for 

additional information, a proposal has been rejected and will not move forward in the workflow, 

or if a proposal has received all necessary approvals.   

 

Approvers will receive email notifications if a proposal requires their review or a proposal has 

been returned to them in addition to email reminders to review proposals at their level. 


