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Note: This guide is updated frequently. If you save or print this document, you should frequently
cross-reference the date stamp on any local copies with the most current version posted in the Help system.
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Curricula Overview

An HLC curriculum is a group of two or more courses or equivalents. Curricula are developed and
published, and then can be assigned or made available for self-enrollment.

Curricula can be created requiring the learning items within the curriculum (that is, courses and/or
equivalents) to be taken in sequential order, thus establishing prerequisite requirements for completion.
Curricula can also be set to allow students to complete the learning items in whatever order they choose.

An effective date can be set for each of the learning items within a curriculum. There are two types of
effective dates: Relative and Fixed.

o Relative effective date: The date is established when a student enrolls in a course or equivalent
that is part of the curriculum.

Note: Generally, enrollment occurs when a student clicks the Enroll button for a course or
equivalent on the Curriculum Details page. In some cases, an existing course enrollment or
completion may be bridged to a curriculum if the enrolled or completed course is also within the
curriculum, depending on the sequential completion setting. See Adding a Curriculum in this
document for additional details regarding sequential learning item completion within a curriculum.

e Fixed effective date: The effective date for all items in a curriculum is the effective date of the
curriculum assignment.

HLC learning events can satisfy courses within a curriculum as long as the completion date of the learning
event falls within the course effective date inside the curriculum and has a completion date in proper
sequence if the curriculum requires sequential completion of learning items.

Assignments that include curricula can also include separate, single courses, or equivalents. This gives
administrators maximum flexibility for designing education while incorporating choice for the learners
where appropriate.

Overview of Curriculum Rules

The following rules are covered in greater detail within their corresponding Help articles. Here’s an
overview.

Sequentiality

Within a sequential curriculum, sequential completion order of courses takes precedence over the
effective date setting for courses within the curriculum.

For example:
A curriculum is set for sequential learning item completion and contains three courses.

Course #2 was already completed as a stand-alone course. However, course #2 was completed before
Course #1 within the curriculum.

Course #2 will have to be completed again within the curriculum, or exempted by the HLC administrator.

Note: Course completion is based upon completion date, not time of completion. If course #1 and #2
were completed on the same day in the example above, the completion of course #2 would satisfy the
sequential completion requirement, regardless of which course was completed first.
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Exemptions
The following rules apply to exemptions.

e When an exemption date is entered for a course or equivalent within a sequential curriculum, it does
not have to fall in sequential order.

e When a course belongs to a curriculum and also belongs to an equivalent within the same curriculum,
an exemption made to the course is not bridged to the course within the equivalent, even though the
equivalent is part of the same curriculum. The student would either need to complete one of the
courses in the equivalent or be exempted from the equivalent.

e Exemptions are assignment-specific, and the HLC automatically checks to see that the date entered
falls between the start date and end date.

Assigned Curriculum Pre-processing

When a curriculum is assigned, the HLC will check to see if there are any qualifying completions on each
assigned student’s transcript that can be bridged to courses or equivalents within the curriculum. Courses
or equivalents satisfied by qualifying completions will be marked as Completed within the Curriculum
Details on the student’s My Learning page.

e In sequential curricula, these completions must first honor the sequential setting and then the
effective date.

e In non-sequential curricula, any qualifying completions dated on or after the curriculum learning item
effective date will be bridged.

Matching Assignments and Enrollments to a Non-Sequential Curriculum

A non-sequential curriculum will observe existing stand-alone course assignments and enroliments when
the course exists within the curriculum. If the course is assigned, progress in the course will synchronize
with the course instance inside the non-sequential curriculum. This will occur if the status of the assigned
course is assigned, not yet started, in progress, or past due. If the course is electively enrolled, the non-
sequential curriculum will absorb that enrollment, reducing duplication on the My Learning page.

Note: This does not apply to sequential curricula or equivalents.

This also works for courses that appear in two or more curricula that are assigned and/or self-enrolled.
In these cases the progress of the course is synchronized between the non-sequential curriculum and the
other curriculum (or curricula).

Matching Completions to an Equivalent

If two or more qualifying completions exist for an equivalent (or courses within the equivalent) within a
curriculum, the HLC will bridge to the latest qualifying course completion to satisfy the equivalent within
the curriculum.

Editing Completion Dates

When a course completion or exemption is edited and it is bridged to learning items within one or more
curricula, each curriculum will be re-evaluated to ensure the new date still satisfies the curriculum
learning item. If the completion no longer satisfies the learning item in the curriculum, the HLC will look
for another qualifying completion to take its place. If no qualifying completion is found, the learning items
within each curriculum will require completion or exemption.

Note: Exemptions are assignment-specific to one course.
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Deleting Completions and Exemptions

When a course completion or exemption is deleted and it is bridged to learning items within one or more,
the HLC will look for another qualifying completion to take its place. If no qualifying completion is found,
the learning items within each curriculum will require completion or exemption.

Note: Exemptions are assignment-specific to one course.

Note: It is possible for a completed curriculum to move from the My Transcript page back to the My
Learning page as a result of a completion being deleted or decoupled.

Sample Curriculum

Curriculum Name: Annual Safety Training

Curriculum Elements (set to be completed in sequential order):

General Safety Course

Back Safety Course (Back Safety PA or Back Safety non-PA Course)
Electrical Safety Course

Fire Safety Course

In the example above, students must complete four courses in the prescribed order, but can choose
which of the Back Safety courses they wish to complete.

Assignments that include curricula can also include separate, single courses or equivalents. This gives
administrators maximum flexibility for designing education, while incorporating choice for the learners
where appropriate.
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Adding a Curriculum

Adding a curriculum contains two steps: Creating the Curriculum and Adding Courses and/or Equivalents

to the Curriculum.

Creating the Curriculum

To create the curriculum

1. On the Courses tab, click Add a Curriculum. The Curriculum Properties page appears.
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2. In the Curriculum Name box, enter the curriculum name.

3. In the Description box, enter a description of the curriculum.
4. Click Select Categories to select the default categories for the curriculum. Available categories are

the same as those used for HLC courses.
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5. Select the check box(es) next to one or more categories. Subcategories will be revealed, if available,

by clicking the + to the left of a category name.
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6. Click Select. The system returns you to the Add a Curriculum page with the categories you
selected in the Default Categories box.
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Tip: Consider creating a special category and sub-categories for curricula. For additional information,
see Adding a Category in the HLC Category Management user guide.

7. In the Certificate Template list, select a certificate template.

Tip: Consider creating a certificate template especially for curricula. For additional information, see
Adding a Certificate Template in the HLC CE Credit Management user guide.

8. In the Keywords text area, enter keywords to assist students and administrators in curriculum
searches. Separate multiple keywords with commas.

9. In the Development Status list, select the development status. Available statuses are the same as
those used for HLC courses.

10. Select the Curriculum content completed sequentially check box if you wish to create
prerequisite delivery of curriculum items. Leaving the box cleared will allow students to complete the
courses or equivalents in random order.

Note: When you select the Curriculum content completed sequentially check box, sequential
completion takes precedence over course effective dates. For a qualifying completion to be bridged to
a course or equivalent within the curriculum, the completion must have occurred within the
designated sequential completion order for the learning item, as well as be dated on or after the
designated effective date for that learning item within the curriculum. See Curricula Overview in this
document for more information about sequential completion rules.
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11. Do one of the following:
e Click Save. The Curriculum Builder page appears.

* LOG OUT

[ e pros poeE—
| peonie (I8 | Foucation | Reports | ook | servces | vy protie | (150 iy = Decins €9 e
Curricuhsm Bulder
% Safety Curriculum ﬁ oot < Ext Cumin
Ve 3 e e Mok Conter
Rt coei) At 1 this Currieuhms Additional Options for this Curriculsm
o,

For assistance, ¢l 1-800-123-4567.
T —
[

0 v, e Al R
5

. CAERTT &

e C(Click Save and Add Another if you wish to add an additional curriculum. A new Curriculum
Properties page appears.
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You will need to come back and add courses or equivalents to the curriculum before you can publish
it or assign it. The Save and Add Another button is provided so administrators can choose how
they want to work; either create the names and properties for several curricula at one time, or build
a curriculum from start to finish, including adding courses and equivalents.

Note: To return to the original curriculum, you must return to the Courses tab and click Manage
Curricula. See Searching for a Curriculum in this document.

From the Curriculum Builder page, you can now add courses or equivalents to the curriculum.
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Adding Courses to the Curriculum

To add courses to a curriculum

1. Search for the curriculum to which you want to add the course. See Searching for a Curriculum in this

document for details on conducting a curriculum search. The Curriculum Builder page appears.
2. Click Add a Course. The Course Search page appears.
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3. Perform a course search. Search by title, keyword, alphabetically or by category. A list of all courses

matching your search criteria appears.
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4. Click the name of the course you wish to add. The Course Properties page appears.
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5. In the Course Properties box, click Preview to view course details, including learning objectives

and associated continuing education (CE) credit, if applicable.

ﬁ\ Course Details
General Safety

Estimated Course Length: 30 minutes

Course Learning Activities
You are enrolled in this course. Click the "Course Overview" ink above to review the course description, learning objectives, and al avaiable CE
credit prior to beginning the learning activities below. (For CE Credit Information, scrol down.)
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Continuing Education Credit Information
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Licenses" link below (if available) or by contacting your administrator.
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6. Select the Use the effective date from any assignments of this curriculum check box if you
want the assignment effective date of the curriculum to apply to the course. A course completion
found after the assignment effective date will satisfy the course within the curriculum.

Note: When you select the Curriculum content completed sequentially check box, sequential
completion takes precedence over course effective dates. For a qualifying completion to be bridged to
a course or equivalent within the curriculum, the completion must have occurred within the
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designated sequential completion order for the learning item, as well as be dated on or after the
designated effective date for that learning items within the curriculum. See Curricula Overview in this
document for more information about sequential completion rules.

7. In the Effective Date (Recognize completion up to) box, enter an effective date for the course
in days. The effective date is the number of days prior to course enrollment that the system will
recognize course completion. The default is O, which means only prior completions that happened on
the day of enroliment will apply to the course. This feature will allow the system to recognize course
completion when a student takes the curriculum as elective learning. It will also apply to assigned
curricula where the Use the effective date from any assignments of this curriculum check
box is not selected.

Note: When you select the Curriculum content completed sequentially check box, sequential
completion takes precedence over course effective dates. Any existing completions that fall within the
effective date range must also be in sequence relative to the curriculum.

8. The Allow students to register for classes even if they have not completed all
prerequisites check box is checked by default so students can plan their schedules and reserve
seats in classes in advance. Understand that when a student registers for a class they are enrolled in
the course that contains that classroom activity, which means a student could take a course out of
order in a sequential curriculum when this check box is left checked. If you do not want to allow
students to register for classes before completing all courses prior to the course with the classroom
learning activity, clear this check box. Clearing the check box will prevent students from completing
any courses out of order in a sequential curriculum. If you are not creating a sequential curriculum,
leave this box checked.

8. Do one of the following:
e Click Save to save the effective date.

e Click Save and Add Another to save the effective date and add another course to the
curriculum. If you choose to add more courses, then follow steps 2 through 8 until all desired
courses have been added.

Note: You may delete the course from the curriculum by clicking Delete in the lower left-hand
corner of the Course Properties page.
After you have added all of the courses and equivalents

1. In the left-hand navigation pane, drag courses to position them as desired.

2. Prior to publishing the curriculum, the curriculum properties can be edited, and courses and
equivalents can be added or deleted.

3. After you have developed the curriculum, you must publish it for use in the HLC. See Publishing a
Curriculum in this document.
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Adding Equivalents to the Curriculum

To add equivalents to the curriculum

1. Search for the curriculum to which you want to add the equivalent. See Searching for a Curriculum in
this document for details on conducting a curriculum search. The Curriculum Builder page

appears.

2. Click Add an Equivalent. The Browse for an Equivalent page appears.
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3. Perform an equivalent search. Search by title, keyword, alphabetically or by category. A list of all

equivalents matching your search criteria appears.
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4. Click the name of the equivalent you wish to add. The Equivalent Properties page appears.
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In the Effective Date (Recognize completion up to) box, enter an effective date for the
equivalent in days. The effective date is the number of days prior to equivalent enroliment and
course enrollment that the system will recognize equivalent or equivalent course completion. The
default is O, which means only prior completions that happened on the day of enrollment will apply to
the equivalent. This feature will allow the system to recognize equivalent completion or completion of
a course within the equivalent when a student takes the curriculum as elective learning. It will also
apply to assigned curricula where the Use the effective date from any assignments of this
curriculum check box is not selected. The equivalent or a course within the equivalent that was
completed after the relative effective date will satisfy the equivalent within the curriculum. The
system will first look for equivalent completion, and if no equivalent completion is found after the
relative effective date, the system will look for completion of the course selected by the student
within the equivalent.

Note: When you select the Curriculum content completed sequentially check box, sequential
completion takes precedence over equivalent effective dates. Any existing completions that fall within
the effective date range must also be in sequence relative to the curriculum.

Do one of the following:

e Click Save to save the effective date.

e Click Save and Add Another to save the effective date and add another equivalent to the
curriculum. If you choose to add more courses, then follow steps 2 through 7 until all desired
courses have been added.

Note: You may delete the equivalent from the curriculum by clicking Delete in the lower left-hand
corner of the Course Properties page.

After you have added all of the courses and equivalents

In the left-hand navigation pane, drag courses to position them as desired.

Prior to publishing the curriculum, the curriculum properties can be edited, and courses and
equivalents can be added or deleted.

After you have developed the curriculum, you must publish it for use in the HLC. See Publishing a
Curriculum in this document.
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Publishing a Curriculum

To activate a curriculum in the HLC, it must be published. Publishing makes the curriculum available for
assignment and, if desired, for elective enroliment. Prior to publishing you may preview the curriculum by
clicking Preview in the upper right-hand corner of the Curriculum Builder page.

Note: Once a curriculum is published, you cannot add, delete or rearrange the courses or equivalents
within the curriculum.

To publish a curriculum

1. Search for the curriculum that you want to publish. See Searching for a Curriculum in this document
for details on conducting a curriculum search. The Curriculum Builder page appears.
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2. Click Publish. The Publish page appears.
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3. In the Development Status list, select the development status of the curriculum.

4. You can now choose between Quick Publish or Advanced Publish. Quick Publish allows the
curriculum to be published to the entire institution using a common set of publishing properties.
Advanced Publish allows publishing properties to be customized for specific subsidiary affiliations.

12
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Publishing a Curriculum

Quick Publish

If you wish to publish the curriculum to the entire institution using a common set of publishing

properties, use the Quick Publish feature.
To publish a curriculum with Quick Publish

Make the desired selections under Quick Publish.

Y O ——

[Fouciton T orts | tocks | serees | o ot |

5, Curricuhan Builder
% Safety Curriculum

1 - Hedthd cam Meckeal Ceter

Curricuhmm Development Status

Quick Publish

Advanced Publish

Aucanced Publish

For assistance, call 1-800-123-4567.
1€ Hobfarer

Ciyrght £ 2008 ol B, . A1 gy Rl

CUACWERS. AHLCHERE. CARIINM

This. option allows. you to select the affiation(s) that the curriculum vl be published to.  You can also edit publshing optons for each affilation selected

* LOG OUT

M 25 3008 238 28 T

[15ze M = Do €) Heb

v‘;fr Publsh S ExE Curricuiym

1. Leave the This curriculum can be used by subsidiary affiliations check box selected if you
want the curriculum to be available for use by administrators in subsidiary affiliations with access to

curriculum building or assignments features.

2. Leave the This curriculum can be used for enrollment (assignment and/or class
registration) check box selected if you want the curriculum to be available for administrator
delivery to students via group or individual assignment or by class registration.

3. Leave the This curriculum can be used in Reports check box selected if you want the curriculum

available for inclusion in reports.

4. Leave the Students may self-enroll from the Catalog tab check box selected if you want the

curriculum available to be taken as an elective.

5. Leave the This version is the active version of this curriculum at the selected affiliation(s)
check box selected if you want the curriculum to be active in the system. See Creating a New
Curriculum Version in this document for further details about versioning a curriculum.

6. Select the Un-enroll and re-enroll students that are currently enrolled but have not
completed any version of this curriculum check box if you want the system to un-enroll and re-
enroll students when publishing subsequent curriculum versions. (See Creating a New Curriculum

Version in this document.)
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Click Quick Publish. A warning page appears, as shown below.

| Peaoie [REBRM Focation | Revorts [ Tock | services | vy profie | [5¢e Map = Dscis @) e
[, Curicubim Bulder
Safety Curriculum ﬁ Qg}meu_- & Extoumoim
Verscr 3 - HeaiB rm Meck et

Publiching a curriculum is a sericus operation. All students currently enrolod in this curriculum will see published changes
immediately. To proceed, dick the "Confirm™ button, To canced, press the "Cancel” button,

{209 Fre Safity Engleh & Sounst

For assistance, call 1-800-123-4567.
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[eRTTET
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Curricuhsm Bulder
Safety Curriculum ﬁ Breview “‘E}E&b‘: & Ext Curcuum
frisiiups hstey hdutr ot TS

ow o go to Request Manager

G0 40 Reguest Manager

For assistance, call 1-800-123-4567.
Huakhreany Tyt I 207 bt e, B, 41 Bights Raserc
[T
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Click Confirm. A curriculum publish request is submitted, as shown below.

9. To view the status of your publish request, click Go to Request Manager.

Publishing a Curriculum

Advanced Publish

If you wish to publish a curriculum to specific subsidiary affiliations only, or if you wish to customize the

publish settings for subsidiary affiliations, use the Advanced Publish feature.

To publish a curriculum with Advanced Publish

1. Click Advanced Publish. A warning page appears, as shown below.

Rt St | [T M 25 2008 208 M CT m

| peonie [RESRR rohucation | Reports | took | Seevors | oo protie | st i = Oscii € e
Curricuhem Bulder Publshing Detalls g
Safety Curriculum (v.1) rem €@ fetim t Cumadin

4 oo

enroled in the most recent active version §“Un-envol and re-enrol” was seiected,

by sslecting the organization name in the hierarchy and dicking the “Add Afilation(s) to Recetve Curriculum”™ ink.

To proceed with publshing, cick the “Contnue” button. ¥ the “Continue™ buttan & not visbie, cick the ongangzation
riaene. 1f there are o organgations isted, you need 1o add one.

Ta cancel, cick the “Retum to Curmiculum” ink.

Publshing a Curricubam & 2 sericus operation. Changes wil be seen immediately by the aflations ksted and any students

‘Wi Fary changs your puiblshing option per afflation usng the hisrarchy on the lsft. You may dd addtional #fiations

For assistance, call 1-800-123-4567.
0D kb Couryrht £ 3500 sl B, B 1 Rl B
Busaznms

COmLOATEN. A TWEEM CURNCMS
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2. Click Add Affiliations to Receive Curriculum. The Find affiliation(s) page appears.

Hicrarchy Selector 5 N
Find affiliation(s) 9 Eetum to Curnruibim Publshing Options

For assistance, call 1-800-123-4567.
@ i oy £ 50 v . g
v

CURENTEN AHUENTEN SN

3. Search your organizational hierarchy for the desired subsidiary affiliation(s) using alphabetical, word
search, or hierarchy search.

4. Click Search. The search results appear in the Search Results box.

5. In the Search Results box, select the check box(es) next to the name(s) of the subsidiary
affiliation(s) to which you wish to publish.

6. Click Select. The selected affiliations will appear in the hierarchy tree on the left.

pervopy— e Conbic b T
[ Peccie JRERES coucation | Reports | Took | services | My Profie | Ostaso = Docum G ek

. Curriculum Bulkder Publishing Detals i -
Safety Curriculum (v.1) A Afflatonds) 1o Receve Curmculam &g Refun 1o Curmoum

= 4 DT
Publshing 3 Curmculum & 3 sénous operation. Changes wil be seen mmadately by the alations kted and any students

o o enroled in the most recent active version § “Un-enecl and re-enrol” was selected

o OB - reaer

¥ou may change your publshing option per affiation usng the hieranchy on the left. You may add addtional afiations
by seiecting the ceganation name in the hisrarchy and cicking the “Add Afiationds) bo Recsve Curniousum” ink.

T cances, cick the “Retum to Curmiculem” ink.

For assistance, cal 1-800-123-4567.
W Heoittrmant Cair € 290 b e, s, A gt e
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7. Click the name of each affiliation. The standard publishing settings appear (see Quick Publish in this
document). Select the desired settings for the affiliation.

e —rrE
 Posie JESSSR cchication | Reports | tock | orvces | My P | ELEL L

Curricubsm Bulder Publshing Detals
Safety Curriculum (v.1) & Betum to Cumoum

At w:mmmminr-
- Publshing a Currculsm & e = ¥ by the affiations ksted and any students
e enrcled i the most recent actve verson f “Uin-enrol and re-enrol” was selected

You may change your pullishing opton per affiaton usng the herarchy' on the fL. You may add adatonal afiations
by selecting the organization name in the hieranchy and cicking the “Add Afiaton(s) to Recefve Curmouum” ink.

To procesd with publshing, cick the “Continue”™ button, I the “Continue”™ button & not visbie, cick the onganization
rame. I there ae o arganzations ksted, you need to add one.

To cancel, ciek the "Return to Curricuben” Ink.

Select publishing options for this AMBation
| This curriculum con be used by subsidiary afiliations.
¥ This curmiculum con be used for enroliment (assigament and/or class registration].
¥ This curmiculum can b used in Rtperts.
| Stacects may seif-sercd from the Catalog tab.
| This varsion i the actve verson of this curmiculem at the selected affilizcon(s)
(New enroliments will ba Created using thes version].
Un-enroll and re-encol shudents th dhy enrobed but have g th

Dviete Gave Semegs Cancal

For assistance, call 1-800-133-4567.
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8. Click Save Settings. A warning page appears, as shown below. If more than one affiliation has been
selected, repeat steps 6 and 7 for each affiliation.

e —— T
o T T N T T Diseins = o 014

Curricubsm Bulider Publishing Detals
Safety Curriculum (v.1) A Afiaton(s] to Recete Currculan &g Retun 1o Currioulm

Pubishing 3 Curricubum &  Sereus aperaton. Chargis wil b seen mmedaitely by the aiations ktied and any students
enroled in the most recent active version £ *Un-enrol and re-enrol” was selected.

You may change your publishing option per afflation using the hierarchy on the keft. You may add addtional affiations
by seiecting the ceganation name in the hisrarchy and cicking the “Add Afiationds) bo Recsve Curniousum” ink.

To proceed wih publishing, cick the "Contnue™ button. I the “Continue” button i not viskie, cick the: crganiation
rame. ¥ there are o organantions ted, you need to add one.

T canced, cick the “Retum b Curmiculem” ink.

For assistance, call 1-800-123-4567.
W Hecbtirmant Cair € 290 Patt v, e, A gt R,
e
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9. Click Continue. A curriculum publish request will be submitted, as shown below.

=
[Srcvie JREMRRET bt 1 eruots | oo | seevces | v ot | st i = O ¥

Curricuhem Bullder Publiching Detalls

Safety Curriculum (v.1) & Betum to Curricuum

e ta Request Macager

For assistance, call 1-800-123-4567.
L el e Mg

CULORTEL LCHINOUWN GRS

10. To view the status of your publish request, click Go to Request Manager.
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Republishing a Curriculum

Republishing a Curriculum

If edits are made to a published curriculum, the curriculum must be republished to activate changes.

To republish a curriculum

1. Search for the curriculum that you want to republish. See Searching for a Curriculum in this
document for details on conducting a curriculum search. The Curriculum Builder page appears.

TN/ TN T K T T

Curricuhem Bulder
Safety Curriculum

1 § = ool Medesl Conter

ﬁ Ereyiey ‘!.’5;! Eu';i- & ExtOumoiom

Rt St | Maccn Carter | Acminatrmce Mar 75 2008 2245 LT m

5te Map == Dncus € el

This curriculsm has been published to one or more affiliations. You can edit curriculum properties anr{ courses. After making
edlits, you must re-publish the eurriculum for changes to appear, To re-pullish o previcusly published eurriculum, dick the
Publish button. You cannot add, delebe or rearrange courses or equivalents unless you create a new version of the curriculum
or create a new curriculum.

- TR
[70 Garvera Satery
{5209 Fra Satty lingleh & Spunah

Additional Options for this Curricuhsm

For assistance, call 1-800-123-4567.
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2. Make desired edits to the curriculum.
3. Click Publish. The Publish page appears.

oo
 prcnte [}

This curricuum e last publsbed by: Robert Smth on: J25/2009 3:43 P
This cotion alows you to quickly republsh usng the previous publiting settngs.

Fagution

Quick Publish
This cortion wil pubish the curmeul to the afflaton you are currently kgged nto,

2| This curmioslum can be used by subsiciary sfflistons,
¥ Thes cumculum can be used for earolment (assgnment and/or class registraton).
7 Thes exsriculum ean be used in Ragorts
¥ Students may seif-srol from the Cataiog tab.
¥ Thes version is the active version of this curriculum ot the selected afiiations)
{Mew snrolmants will ba Crested using Bhis version,
un-anrell and re-enroll students that are cureatly anrelied but hames rot complesed any version of this curnculum.

sk Puublesh

Advanced Publish

This option akows you o select the i the pul

Adanced Pubbsh

For assistance, call 1-800-123-4567.
D Hochltreant o 2500l e, . A B
Buasnznims
RIS ALCHERS ARSI

15¢e M == Dncus € el
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Safety Curriculum ﬁ Preve .t)’r‘.n psh g Exk Curriguum
Versin: 1 Feslfiil cam el Cariter
] Currieuhsm Development Status
[ Ganeeai safay r—
12009 Fre Safety Engleh & Spansh
Repubish

te. You can a0 edt pulishing options for each aflation seiected.
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4. Click Republish. A warning page appears, a shown below.

Curricuhem Bulder Publshing Detalls
Safety Curriculum (v.1)

Lo OB - sa b e Medisl Cantir

—_—
[Srcvie TR bt 1 eruots | oo | seevcs | v ot |

* LOG OUT
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gy

Publshing a Curricubsm & 3 ser
enroled in the most recent ac

operaton. Changes wil be seen mmedately by the aflations ksted and any students
wersion f “Un-envol and re-enrol” was seiected,

Yo mary change you

For assistance

Republishing a Curriculum

5. Click Continue. If you choose, you can use the Quick Publish or Advanced Publish options to
change the publish settings for the curriculum. See Quick Publish and Advanced Publish in this

document.

Note: By default, the Un-Enroll and Re-enroll Students that are currently enrolled but have not
completed any version of this curriculum check box is not selected. Selecting the box will require
students to be re-enrolled in the curriculum. Students will not have to re-take any courses in the
curriculum that they have completed unless the course effective date within the curriculum is changed to
a date after the original course completion. In-progress courses will need to be restarted.
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Searching for a Curriculum

Searching for a Curriculum

To search for a curriculum

1. On the Courses tab, click Manage Curricula. The Browse for a Curriculum page appears.

Sirwam Macical Cartr | Ackmiratrtce

=
[Srcoie IR ot | eeuots | oo | seeves | v ot |

i Curricuhsm Bulder
% Browse for a Curriculum

Status: Win ope opment Complete I Reviewed ] apgroved

For assistance, call 1-800-123-4567.
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CoMLONTRS A MOMIIIE. CAURENOWS

Sewcn

Retred

RETL NN S—

Include Al Versos

Conduct a curriculum search. Search alphabetically, by category, whole word or partial word +

wildcard. You can also narrow your search by selecting a development status and checking the
corresponding check boxes. By default, curricula marked Retired are filtered out of your search
criteria, however, you can select to include retired curricula by selecting the check box. You may also
choose only retired curricula by clearing all other development status check boxes.

Note: You can also select the Include All Versions check box to search for all versions (not just

the currently active version) of the curriculum.

3. Click Search. The system will return a listing of all curricula that match your search criteria.

Struae Maical Carte | At
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% Browse for a Curriculum
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Search Resuity
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Legend:
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For assistance, call 1-800-123-4567.
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Include Al Versons

4 Record(s)

€
Deveopment Status: In Development

€
Development Status: In Development

e
Devilopment SEatis: In Development

e 1

Development Status: In Development

4. Click the name link of the desired curriculum. The Curriculum Builder
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Editing a Curriculum

Curricula can be edited as needed. You can edit a curriculum at any time as long as the curriculum has
not been published. If the curriculum has been published, it must be republished after edits are made to
activate the changes.

Curricula always use the active version of a course or equivalent. If a course or equivalent is updated and
republished, all curricula containing the course or equivalent will use the new active version. Students
enrolled in a course or equivalent that is republished will be subject to the same un-enroll and re-enroll
rules, no matter if the student enrolled in the course itself or as part of a curriculum.

To edit a curriculum

1. Search for the curriculum that you want to edit. See Searching for a Curriculum in this document for
details on conducting a curriculum search. The Curriculum Builder page appears.

ar 25 2008 257 P40 €T
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,, Clsrricuhsm Bubder
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For assistance, call 1-800-123-4567.
QD Heomttromnt o e, . 1 g
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2. Make desired edits to the curriculum.
3. Click Save. If the curriculum was previously published, it must be republished to activate changes.

Note: You cannot add, delete or rearrange courses or equivalents within a curriculum that has
already been published. To add, delete or rearrange courses or equivalents, you must create a new
curriculum version (see Creating a New Curriculum Version in this document).
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Copying a Curriculum

You may choose to copy a curriculum when you need to create a new curriculum quickly using
components of an existing published curriculum.

A copied curriculum exists in the HLC as a new, independent curriculum. The curriculum from which the
copy was made remains unchanged in the system; it simply acts as a template for the new curriculum.
Once the copy is made, the two curriculua are completely distinct in the system, with no relationship
between them.

Copying a Curriculum vs. Creating a New Curriculum Version

Copying a curriculum is a shortcut for adding a new curriculum. The feature is designed to let you use an
existing curriculum as a time-saving template. When a curriculum is copied, the courses and/or
equivalent in the original curriculum are also mapped to the new curriculum. The courses and equivalents
themselves are not copied (changes to any course would be reflected in both curricula).

Since the copied curriculum is not related to the original, the copy will not substitute for the original in
assignments, exemptions, or reports. If you need to make changes to an existing curriculum and wish to
keep assignments, exemptions, and reporting unchanged, you should consider creating a new curriculum
version instead.

To copy a curriculum

1. Search for the published curriculum that you want to copy. See Searching for a Curriculum in this
document for details on conducting a curriculum search. The Curriculum Builder page appears.

[ ecoie B v pevers | iocs | eevers | oy e |

b, Curricubum Builder
\& safety Curriculum o
i e

'+ ET

ffiliations. You ¢

the curriculu
delete or roarran: ey s o it & N T m o cate & new curricalum,

Additional Options for this Curriculem

istance, call 1-800-123-4567.

2. Click Copy Curriculum. A confirmation prompt appears.

e ——— [ﬁ"

-
Message from webpage
e e — .

' = 1 Copying a curriculum cannot be un-done, Click OK to create a copy of
W' this curriculum, or click Cancel. Refer to Help for details on what is
copied and what is not.

1 [ ok || cance |

— A

Note: After you click OK to confirm, the new curriculum will be created in your system. Click OK
only if you are certain you wish to create a copy of this curriculum.

3. Click OK.
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4. The Curriculum Properties page for the new curriculum will be displayed in Curriculum Builder.
The name of the new curriculum will be the original curriculum name with the word COPY appended
to the end.

s
i dcaion T evois | ot | v | oot |

5, Curricubim Buider
% Safety Curriculum COPY
Vs 3 Mt e ke £

Descrption:

Created By: Robert Smth
Crested On: a22011
Larst Lipdlatedt Robert Smith, 4722/2011

Lt Publihed:

Delinit Categories: *

Delat Certficate:

Developement Status: In Dieveiopmen

Curncuim content completed sequentialy

For assistance, call 1-800-123-4567.

5. Change the curriculum name as needed.

6. Modify the new curriculum’s properties as needed and publish when ready. See Publishing a
Curriculum in this document.

Note: The development status of the new curriculum is automatically set to In Development. The
curriculum version is set to one, regardless of what the original curriculum’s version was when it was
copied.
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Creating a New Curriculum Version

You may choose to create a new curriculum version, or create a new curriculum when you need to add or
delete a course or equivalent, or rearrange the order of delivery.

Consider the following when determining if curriculum versioning or creating a new curriculum is most
appropriate:

e Reporting on a curriculum spans all curriculum versions. If you need to report on a curriculum version
separately from the previous version or versions, create a new curriculum. The system will view the
new curriculum as separate and distinct from other curriculum versions.

e  Curriculum versioning does not affect assignments or exemptions.

When a curriculum is published that has two or more versions, only the published version is the active
version. The active version of the curriculum is available for assignment and, if enabled, elective
enrollment, but does not require existing assignments to be updated.

If it is important to allow student to choose which version to complete, or for administrators to choose
which version to assign, consider creating a new curriculum instead of versioning the existing curriculum.

Note: Read the section below, Un-enroll and Re-enroll Considerations. When the Un-enroll and Re-
enroll Students from this Version of the Curriculum check box on the Publish page is left
unchecked, students currently enrolled in the curriculum will remain enrolled in that version of the
curriculum, whereas new enrollments will belong to the new (active) version.

Reports are not version-specific. This means that reports include all versions of a curriculum, active or
not. If it is important to make the distinction between versions of a curriculum in reports, consider
creating a new curriculum instead of a new version.

Un-enroll and Re-enroll Considerations

If you choose to version a curriculum, consider the implications of the un-enroll and re-enroll selection
when the new version is published.

Tip: Before selecting un-enroll and re-enroll, you may want to run the Learning Progress report to see
how many students are in progress on the curriculum and will need to restart any courses that are in
progress.

If you select the Un-enroll and Re-enroll Students from this Version of the Curriculum check
box, enrolled students who have not yet completed the curriculum will be enrolled in the new curriculum
version.

e The student will be re-enrolled in the curriculum. Students will maintain their progress in the
curriculum and will not be required to retake courses they have already completed unless the course
effective date in the curriculum is changed to a date after the original course completion. In-progress
courses will need to be restarted.

e If the student started a course that is no longer in the new curriculum version, the course will be
moved to the Elective Learning section of the My Learning page. The student may complete the
course as an elective or un-enroll from the course.

o If the student started a course within an equivalent that is no longer in the new curriculum version,
the equivalent and its associated courses will be moved to the Elective Learning section of the My
Learning page. The student can complete the equivalent course as an elective or can un-enroll from
the equivalent.
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e Equivalents appear in the Elective Learning section of the student’s My Learning page only when

the equivalent:

e Is removed from a versioned curriculum and one of the equivalent courses has already been

started.

e Is deleted from an assignment and one of the equivalent courses has already been started.
e When an assignment end date arrives and one of the equivalent courses has already been

started.

If you do not select the Un-enroll and Re-enroll Students from this Version of the Curriculum
check box, all students who have not yet completed the curriculum:

e Will remain in the previous ve

rsion.

e Will remain in any classes associated with courses in which they are registered.

e Can choose to drop a class registration, but can only reregister for classes associated with the course
for the curriculum version they are currently in.

Creating the New Version

To create a new curriculum version

1. Search for the curriculum that you want to version. See Searching for a Curriculum in this document
for details on conducting a curriculum search. The Curriculum Builder page appears.
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versions appears.
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Creating a New Curriculum Version

3. Click Create New to the right of the curriculum version you wish to replicate. The Curriculum

Version Confirmation page appears.

[Fouciton T orts | tocks | serees | o ot |

Curricuhsm Bullder
@ General Safety Curriculum
Versen: § - Peattrea Mede oty

o] Curriculsm Version Confirmation

= Use the notes bekow 1o describe the new vwersion.

For assistance, call 1-800-123-4567.

« I you confrm that you want to version the Currculum, &n exact cogry of the Curricubsm vl be created with & new verson number,

ﬁ Preyey G Ext Curcium
An orange
e asterisk (*)
Indicates a
S ] [ required field.

4. In the Notes text area, enter notes about the new curriculum version.

5. Click Confirm. The curriculum version is incremented by one; in the example below, the curriculum
is at Version 2. The new curriculum version is now in edit mode. You can now add, delete, and

rearrange courses and equivalents.

e
[Srcvie TR bt 1 eruots | too | servcs | v ot |

. Curicuhem Bulder
General Safety Curriculum
Versen: 1 - PeaPeiea Medes Cevter

- Add to this Curriouhm

B s

Additional Options for this Cisrricubsm

For assistance, call 1-800-123-4567.
st et 2 i i A el

SO 4 HUEWER CoRNY

* LOG OUT

Mar 25 3008 1204 P CT
[15ce Mo = Do €3 Heb

6. Publish the new curriculum version. Consider the impact of your un-enroll and re-enroll selection as
described above. See Publishing a Curriculum in this document.
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Changing Curriculum Ownership

Curricula developed at the department level must be removed as a department association before the
department can be deleted. To do this, you must identify department-owned curricula by running a
Department Utilization report, specifying to include department-owned curricula (see the Department
Utilization Report in the HLC Reports user guide).

Once a curriculum has been identified as being owned by a department you can change ownership of
that curriculum to the institution level.

To change curriculum ownership

1. Log in as an administrator with institution administrator rights.

2. Search for the curriculum for

which you want to change ownership. See Searching for a Curriculum in

this document for details on conducting a curriculum search. The Curriculum Builder page

appears.

3. Click the name of the department-owned curriculum. The following page appears.

This curriculsm was created at the department level. To change ownership of this curriculum to reside at the institution level,
| =4 dick the Cwnership link at the tog of the saeen.
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For assistance, call 1-800-123-4567.

4. Click Ownership. The following page appears.
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| You have selected to change curriculum ownership from depastment-level to institution-level, This change will be committed
i when you press the Save button, Th
| niot wish to change curriculum

process cannot be undone, If you wish to proceed, press the Save button, If you do|
hip, press the Canced bulton |

For assistance, call 1-800-123-4567,
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5. Click Save.
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Retiring a Curriculum

Curricula may be retired in the HLC. Retiring a curriculum involves manually changing the curriculum
development status to Retired and clearing certain publish options prior to republishing the curriculum.

To retire a curriculum

1. Search for the curriculum for which you want to change ownership. See Searching for a Curriculum in
this document for details on conducting a curriculum search. The Curriculum Builder page

appears.
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This currioulem has been published to one or more affiliations. You can edit curriculum properties ancjrourses. After making
edits, you must re-publish the curriculum for changes to appear. To re-publish 3 previcusly published Burricul dlick the
Publish button. You cannot add, delete or rearrange courses or equivalents unless you create & new version of the curriculum
or aeste a new curriculum.

Additional Options for this Currioulam

For assistance, call 1-800-123-4567.
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2. Click Publish (even though the curriculum was previously published and is live). The Publish page
appears.
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Republsh

This curricuum e last publsbed by: Robert Smth on: J25/2009 3:43 P
This cotion alows you to quickly republsh usng the previous publiting settngs.
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Quick Publish
This cortion wil pubish the curmeul to the afflaton you are currently kgged nto,

2| This curmioslum can be used by subsiciary sfflistons,
¥ Thes curmicuum £an e used Tor earolment [assgnement and/or cass registraton).
7 Thes exsriculum ean be used in Ragorts
¥ Students may seif-srol from the Cataiog tab.
¥ Thes version is the active version of this curriculum ot the selected afiiations)
{Mew ervobments will be Crested using this version)
Un-anvell snd ra-snroll seusants that are curestly anredied but himes not complessd any version of B curnculum.

Qusck Patiesh
Advanced Publish
This ciption alows You 0 select the aflation(s) that the curmculum wil be publshed to.  You can o edt pubishing options for each aflation seiected.

Advanced Pubbsh

For assistance, cal 1-800-123-4567.
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3. In the Development Status list, select Retired.

Note: This selection alone does not retire the curriculum. You must proceed through steps 4, 5, and
6 to retire the curriculum.
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4. Under Quick Publish, clear all publish options except This curriculum can be used in Reports
and This version is the active version of this curriculum at the selected affiliation(s). This
will ensure that while the curriculum is retired, it can still be included in reports as needed.

Note: Students currently enrolled in the curriculum will remain enrolled until they either un-enroll or
are un-enrolled by an administrator.

5. Click Quick Publish or Advanced Publish if the curriculum was previously published to subsidiary
affiliations and you want the curriculum to be retired for all affiliations.

6. Click Confirm. The curriculum is no longer available for any use within the HLC, except for reporting
purposes.
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