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ii. Like basic users, approvaeviewersare also able t@areate and submit
curriculum forms and open/review any-progress or completed proposals with
read-only access.
iii. Approverswill be ableto open formsin their current workflow stage anedit,
comment,approve,or reject the form. Approvers receive emails when
curriculum is ready for review. Thijse E $C % ]+ (}E $Z}e A]3Z ~+]Pv §|
K S Z} Edr@riculumreview, such as chairsleans, and committee chairs
iv. Revieweraill be able to open forms in theaurrent workflow stage and
commenton the form but cannot edit or approve. Reviewers receive emails
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3) Home screen
a.
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Name

[ ata.ln@

i. Workbox: Emails sent tapprovers/reviewers when something is ready for
review.
ii. Originator: Update emails sent to original submitters of curriculuninform
you of what stage your proposal(s) are in.
iii. Return to Submitter: Update emails sent to original submitters of curriculum to
inform you a proposal(s) has been returned for revision/review.
5) Curriculum Forrs
a. d} P]v v A (JEuUU (]E-*3ManhgememtE)E |SZowu (5 ] }( 82 + E
from the home page.

~_

b. Al form options are at the top of the screen:

i. New Courset use to submit new course for approval
ii. Deactivate Course use to remove a course from catalog
iii. Revised Programuse to make any revision to existing program, including
description and admission information on program catalog page
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Vi.

Unit/Program Reorganizatiohuse tomovea program fromone academic unit
to anotherand update program codes.

New Narative tuse to create new nharrative page in catalog

Delete Narrativet
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8) Archived Proposals

a. This tab will showompleted approvedcurriculum proposalat UNGsorted by catalog

year, plusdenied proposalsve are keeping record of

b. The view will default to the current curriculumcycteSZ p %o }u]l]vP C EJ[-
v ZVvP pupuv & 38Z "z E_ E}% }AvX

c. d} A1 A Vv] % E}%}e oeU o] | "thewdropddivGE } %o} 0 _ ]V

d. Forrecords regardingatalogfturriculum revisions made prior to the 2020 catalog,
please contact the Office of the Registrar curriculum staff for assistance.

9) Submitting a Form

a. Once the form is selected from the list of forms in Curriculum Management, most forms
have a few standardptions available.

i. Forms begin in the Workflow State

Ahvep u]l]8s X_ vG Z vP e u
Ahvep uld8s _ AJoo 0}*s ]( 8§z
browser/form is closed.

]v
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in and be able to open it to review it. If no results are found, be sure to

Z I ~E Z]IA WAEI%I]o0]*3 o A this%aldEthis v
means your curriculum form has been approved and processed.
Changes should be visible in Banner and/or the Review Catalog(s).

10) Approving a Form
a. If you approve curriculum, you have a few options to navigate to the proposals you need
to approve.
i. Emails When a form is submitted to your stage and ready for your review,
emails will be sent. Please note these emails are sent on a period schedule and
not immediately.
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a. You can add comments as you are reviewing a form. To add a
comment to the Audit Trail (note: these comments are public),
ol I 8§82 ~ }uu vsS_ o]vl
under the approve/reject
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13) Compare Versions

a. When reviewing a form, if you want to see
changes made, click Compare Versions on
the left in the form. This is available in any
workflow state.

b. At the top, there are two dropdowns to
toggle between various versions of the form.
It defaults to the first versiort which will be
the version created when the form was
savedtto the final verson and will therefore show all changes between the original and
final versions.

c. Throughout the page, you will see marg of changes made. At the top is the key to the
color coding showing throughout.
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14) Add a Collaborator

i. If you have additional UNC faculty or staff that will assist or would like to review
the curriculum prior to submission, you may add others as a Collaborator to give
them access to your form while it is in Draft.

1. Click Select Collaboratorts)ard the top of
the form.

2. Choose individuals from the li@hese are
alphabetical by first name) and then select the
button that populated with their name.
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