CurricUNET - Distance Education Only Proposal Instructions

1. Log in to CurricUNET (www.sdccdcurricu.net/sdccd2)
2. From the Main Menu on left click “Course” under Search.
3. Enter search criteria to find the course that you want to create the distance education proposal on.  Usually the course number and subject area are used.  NOTE: Be sure to check box titled “Check if search is for Distance Ed. Proposal.”
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4. A list of courses that match your search criteria will display.

5. To create the proposal click on the “modify” icon, which looks like two pieces of paper. [image: image2.png]


 NOTE: There may be several entries listed for the same course number. Be sure to create your proposal on the “Active”, red record.
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6. After you click on the “modify” icon the following page will display.  Select the “Distance Learning – No other Action” proposal type and then click “OK”
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7. The main proposal page will display.  From the Course Checklist displayed on the right side of the screen select “Distance Ed”
8. The following page will display with a “pending” proposal for your college.  Click on the edit pencil to fill out the required fields.
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9. Fill out all required fields (marked with a red asterisk).  Then click “Finish”. NOTE: Help information is available for each entry box.  Click on the [image: image6.png]


 to display.
10. Once you click “Finish” the following page displays again.  Select “Contact Types” to define how faculty will contact students.
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11. Once you click on “Contact Types” the following page displays.  Choose the type of contact from the drop down menu.  Then type in how frequently this type of contact will be used. Click “Add” and the contact type and frequency will be added to the proposal. NOTE: Once a contact type is selected it is removed from the drop down menu.
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12. Here is what the added contact types looks like once they’ve been added.  When you have added all the contact types you want click “Done”.
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13.  After all the required information is added click “Finish”. You will notice that the “Distance Ed” page listed on the Course Checklist is checked off and green.



14. Next click on the “Audit” button which is on the left side of the page.  Clicking the “Audit” button runs an internal audit to make sure all required fields have been filled out and the computer assigns the correct approval process for the distance ed only proposal type.
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15.  After you click the “Audit” button and the audit is successful. Follow the on-screen instructions to go to the “My Approvals” section to Launch your proposal into the approval process.  Once you have “Launched” your proposal you are finished.
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