How to use the 2022-2023 Program New Approval Process

General Instructions and Information:

e Read each step carefully.

e Save often using the save icon at the top of the page or the “Save All Changes” button that hovers as
you scroll through the page.

e All proposals, if approved, will be effective beginning Fall 2022.

¢ If any information is missing, incorrect, or steps are incomplete, the registrar will send the proposal back
to the originator for correction.

e Red asterisks * indicate that the field is required.

Attachment Requirements:

e SACSCOC Substantive Change Prospectus (may be required)
e THECB New Program Proposal Form
e Additional supporting documents

Proposal Instructions:

Step 1: Login to Curriculog using your SFA credentials.

e The link to Curriculog can be accessed from mySFA on the Faculty tab in the Faculty Tools box.

STUDENT INFORMATION FACULTY TOOLS
A President’s Comer

Student ID Look Up Eaculty Services - SSB
O Resources

Transcript Look Up Report Leave

B Advisor Student Email Look Up Curriculum Management Software

View Holds Curriculog {you will be asked to login again)

4 Faculty Archived course proposals in the previous system (view onl
Navigate Advising Tool p P p Y ( V)
Course Proposal (Do not use FireFox)

e The direct link is: sfasu.curriculog.com

Step 2: Select "New Proposal” from your dashboard. This will take you to a list of approval processes to being
your proposal.

Curriculog™  Hoges:ls | Agendas  Accounts  Reports

My Tasks My Proposals Watch List All Proposals

+ New Proposal #, Approve Selected
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https://sfasu.curriculog.com/

Step 3: Select "Programs” from the approval process tabs.

Curriculog™ Proposals  Agendas  Accounts  Reports

All Processes Courses Programs Others

Step 4: Find the Program New Approval Process for your level and select “Start Proposal” icon.

All Processes Courses Programs Others

Sort by: | Process Title ~

2021 Doctoral Program - Distance Education Modality Modification
Steps: MEEMEE 5 mandatory 5 total

2021 Doctoral Program - New Distance Education
Steps: MEEMEE 5 mandatory 5 total

2021 Graduate Program - Distance Education Modality Modification
Steps: MEEMEE 5 mandatory 5 total

2021 Graduate Program - New Distance Education
Steps: MEEMEE 5 mandatory 5 total

2021 Undergraduate Program - Distance Education Modality Modification
Steps: DEEEE 5 mandatory 5 total

2021 Undergraduate Program - New Distance Education
Steps: DEEEE 5 mandatory 5 total

2022-23 Doctoral Program Deletion p |
Steps: DECENENNEENEEE 12 mandatory 13 total

2022-23 Doctoral Program Modification p !
Steps: DN DEEN DL ENEEE 12 mandalory 13 total

2022-23 Doctoral Program New V]
Steps: DD OODDOEDDOEE 12 mandatory 13 total

Step 5: Provide required proposal information. This information is necessary for each proposal’s review in the
curriculum cycle. Steps refer to the steps in the proposal template.

e Step 1: Select "Program” for “Type of Program” field as “Shared Core” is not available.
e Step 2: Enter General Program Information for the proposed program.
o Department Owner
o Distance Education Questions
» If you answer "yes"” to the first distance education question, you will need to also answer
the following questions for the Center for Teaching and Learning (CTL).
* If you answer "no” to the first distance education question, please move on to the
program title field.
o Program Title- including the long and truncated titles and the program type.
o Degree Type
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o Description in Bulletin
e Step 3: Proposed Curriculum- including the Curriculum Schema and Degree Maps
o General steps and operational instructions are listed in the proposal template.
o Degree maps are required for new undergraduate programs and will be reviewed in the second
step of approval by the Office of Institutional Effectiveness.
o The proposed CIP code will be just below the Curriculum field.
e Step 4: Proposal Information
o Rationale: include any reasons for requesting the new program.
o Credits required for program, prerequisites, and courses that the program is dependent on that
are also going through the curriculum cycle must be entered.

Step 6: Attach required and optional supporting documents.

e THECB New Program Form
o New undergraduate or masters programs:
»  Form 1 (Certification Form) is for new programs that MEET the following conditions
e The program has institutional and governing board approval;
e The program complies with the Standards for Bachelor's and Master's Programs;
e Adequate funds are available to cover the costs of the new program;
e New costs during the first five years of the program will not exceed $2 million;
e The program is a non-engineering program (i.e., not classified under CIP code
14); and
e The program will be offered by a university or health-related institution.
[ ]
*= Form 2 (Full Request Form) is for new programs that do NOT meet the above conditions
o New doctoral programs
= Institutions proposing new doctoral or professional programs should refer to
Coordinating Board Rules §5.46, and the Characteristics of Texas Public Doctoral
Programs.
= THECB New Doctoral Program Proposal Form
e SACSCOC Substantive Change Prospectus (may be required)
e Other optional supporting documents
e Steps to attach documents:
1. Scroll up to the top of the page, find the Proposal Toolbox in the top right corner, and select the
Files icon [+,
2. Select "Choose File" and use the file navigation to select your documentation.
3. Select the Upload button to attach your documents.

Proposal Toolbox

Status: unlaunched

-~

4/ Upload File /

File | Choose File | Mo file chosen |~ upload

Attached Files
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http://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=19&pt=1&ch=5&rl=46
http://www.thecb.state.tx.us/reports/DocFetch.cfm?DocID=9342&Format=PDF
http://www.thecb.state.tx.us/reports/DocFetch.cfm?DocID=9342&Format=PDF

4. Scroll back down and select the check box in the Attachments area.

Attachment Requirement: THECB New Doctoral Program
Proposal Form

*Important Information - Please read carefully!™

Institutions proposing new doctoral ar prafessional pragrams should refer to
Board Rules §5 .46, and the Characteris

of Texas Public Doctoral Programs.

Download the proper farm for your proposed program from the links below and attach itto this
proposal

The links should automatically prompt you to save a Microsoft Word file. Please
inform curriculumsuppot@sfasu.edu ifthe links are not functional.

FORM: THECB NewdDoctoral Program Proposal Form

THECB Required

Attachement: 1 attached the New Doctoral Program Proposal Form.

© Add Option

Attachment Requirement: THECB New
Program Certification/Request Forms

*Important Information - Please read carefully!™
0One of the two below forms are required by the THECB for all new programs

Form 1 (Certification Form) is for new programs that MEET the following conditions. Form 2
(Full Request Formy is for new programs that DO NOT MEET the following conditions:

The program has institutional and governing board approval;

The program complies with the Standards for Bachelors and Master's Programs;
Adeguate funds are availahle to cover the costs ofthe new program;

MNew costs during the first five years of the program will not exceed $2 million;
The program is a non-engineering program {i.e., not classified under CIP code
14); and

The program will be offered hy a university or health-related institution

Download the proper form for your proposed program from the links below and attach itto this
proposal

The links should automatically prompt you to save a Microsoft Word file. Please
infarm curriculumsupporti su.edu ifthe links are not functional.

FORM 1: THECB New Program Certification Form

FORM 2: THECBMew Program Full Request Form

THECEB Required
Attachement:

I attached the New Program Certification Form.

1 attached the New Program Full Request Form.

Step 7: Save your changes using the save icon at the top of the page or by clicking the “Save All Changes”
button that hovers as you scroll through the page.
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Step 8: Launch proposal.

e You can either scroll to the top of the page and click the b icon or select the “Validate and Launch”
button that hovers as you scroll through the page to launch your proposal.

a3y 8 0aw
General Catalog Information
a.
t;j Save All Changes } Validate and Launch Proposal
b.

e Select “Launch Proposal” in the popup.

You are about to launch this proposal. Once you have launched this proposal, it will begin
the approval process. The proposal will appear in r task list under the "My Proposals"
tab and vou may easily view its progress at ime. However, you ray not edit the
proposal after launch unless you are includ a particular step of the approval process,

Launch Proposal Cancel

e You must launch your proposal and then make a decision before the proposal can move on in the
approval hierarchy.

Step 9: Review your changes.

e You can use the User Tracking area on the right-hand side of the page. Change the dropdown menu
from “"Show current” to “Show current with markup” to see what changes have been made.

Proposal Toolbox

B0 O O000000000)

Qs *s60060=x9

User Tracking i ]

Show current
Show original

Show current ]

Show current with markup v
£ Add Comment

Curriculog 7i17/2020 5:25 pm Reply.

Surfing Steve has launched this proposal.
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¢ All changes made since beginning the proposal will show in bold colored text.

Course level:*

Activity Log

Surfing Steve
+ UG - Undergraduate

v UG - Undergraduate

Step 10: Make a decision by scrolling to the top of the page and selecting the o icon at the top right-hand
corner. If you are satisfied with your proposal, select “Approve” and then select “Make My Decision”

Proposal Toolbox

L0 00000000000

Your Decision

What would you like to do with this proposal?

O approve O Hold
O Reject J Suspend
) Cancel

Please comment on your decision below.

/

Make My Decision

**End of instructions**
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