Curriculum Proposal Submission and Feedback Visual Guide

The submission-feedback-approval procedure, operated electronically, involves three
sequential stages: (1) submitting the proposal for catalog preview, (2) submitting it to the
Dean for approval, and (3) submitting it to CUE. The following instructions and computer
screenshots will walk you through the processes for proposal submissions and feedback

checking.

I Proposal Submission Process—Catalog Preview

1. Logon to the Blackboard and click "CUE Curriculum Proposal Portal” under My
Organizations Plus category as indicated in below computer screenshot;
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2. Once inside the Proposal Portal, click "Catalog Preview” button and then, click
"View/Complete Assignment Catalog Preview-First Attempt” hyperlink;
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Catalog Preview--First Attempt

Submit ONE file {i.e. one document) named XXX_Catalog_V1 containing the Action ltem Form (ane form for all actions) and including
the Course and/or Program Record Form for each action. Copy and paste as many course and/or program Record Forms as you need
into the OMNE file. Rosanne Bangura, Catalog Editor, will preview the file for consistency and overall organizational coherence and provide
feedback

Expected outcomes

1. Ifrevision is necessary, feedback (highlights and comments) will be provided in the file which will be renamed
as XXX_Catalog_Feedback and be attached to the current submission

2. If approved, Rosanne will endarse the proposal with her digital signature, attach the signature page to the file. rename it to
XXX _Catalog_Approval, and attach it to the current submission

File name convention: XXX stands for the department/program abbreviation and W1 indicates Version 1. e.g., PHI_Catalog_\/1

Catalog Preview--Second Attempt
If revision is needed, submit the revised file named XXX_Catalog_V2. Rosanne Bangura will review and endaorse it accordingly.

== View/Complete Assignment: Catalog Preview--Second Atternpt




3. Under Assignment Materials and Attach local file, click on "Browse" button and
locate your catalog preview file (XXX_Catalog_V1) from where you saved it, and
then, click “Submit” button;
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4. Upon successful submission, you will get the following confirmation on the screen;
click "OK" button to exit.
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II. Proposal Submission Process—Deans' Action

1. At the Proposal Portal, click "Deans’ Action” button and then, click "View/Complete
Assignment Dean's Approval” hyperlink;
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2. Under Assignment Materials and Attach local file, click on "Browse" button and

locate your dean's action file (XXX_Dean_Action) from where you saved it, and
then, click “Submit” button;
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3. Upon successful submission, you will get the following confirmation on the screen;
click "OK" button to exit.
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III. Proposal Submission Process—CUE Action

1. At the Proposal Portal, click "CUE Action” button and then, click "View/Complete
Assignment CUE Review—First Attempt” hyperlink;
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Expected outcomes:

1. Ifrevision is necessary, feedback (highlights and comments) will be provided in the file which will be renamed
as XXX_CUE_Feedback and be attached to the current submission.

2. Ifthe proposal is approved or partially approved. the CUE Chair will endorse it with his/her digital signature on the signature page.
rename it to XXX_CUE_Approval, attach it to the current submission, and send a copy to the Senate for final approval.
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2. Under Assignment Materials and Attach local file, click on "Browse" button and
locate your CUE action file (XXX_CUE_Action) from where you saved it, and then,
click "Submit"” button;
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3. Upon successful submission, you will get the following confirmation on the screen;
click "OK" button to exit.
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IV. Checking Proposal Status and Downloading Feedback File Process

1. At the Proposal Portal, click "Feedback” button and then, click "My Grades”
hyperlink;
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2. Under View Grades, you will see the text indicator of either "Approved” or "Revise”
under Grade column for your particular submission; green icon indicates that your
submission has not been reviewed yet. Click "Revise” to access the feedback file.
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3. Under Feedback from Instructor, you will see a brief comment and the feedback
file (XXX_CUE_Feedback); click the file link to download;
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4. Click the "Save" button to save the file;
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5. Find the location where you want to save the file and click "Save"
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Now, you can open the feedback file, make the necessary revisions, rename the file,

and resubmit it.

The same procedures apply to accessing the approval file.



