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To Begin 

 
Go to the CurricUNET website: http://www.curricunet.com/MPC  

 
Sign In 

 
Sign into CurricUNET with your User Name and Password. If you do not have a User -
name and/or Password, contact the CurricUNET Specialist, Laura Mock, at 646-4829 or 
lmock@mpc.edu or Michael Gilmartin, at 646-4039 or mgilmartin@mpc.edu. 
 

Click on Programs 
 

 
  

http://www.curricunet.com/MPC
mailto:lmock@mpc.edu
mailto:mgilmartin@mpc.edu
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Click on Programs Update 
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Program Search 
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Program Search 

 
1. Status ~ select the current status of the Program you wish to modify or select All. 

 
2. Program Title ~ enter the title of the Program to be modified. 

 
3. Department ~ from the dropdown menu, select the department in which the above 

program resides. 
 

4. Click OK. 
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Click on Copy in the Program Search Results  
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Revise a Program 
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Revise a Program 

 
1. Program Proposal Type ~ from the dropdown menu, select the reason for the 

Program revision. 
 

2. Click Save. 
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Click on Add a Co-Contributor Link 

 

 
 

The link allows you to add individuals who will be able to see all or just some of the 
components of the program you are creating. 
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Create Co-Contributor (optional) 
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Create Co-Contributor (optional) 

 
1. Co-Contributor ~ select the individual that you would like to be the co-contributor for 

this course. 
 

2. Screen Rights ~ click on the areas the co-contributor will have access to in order to 
view and/or edit this course, or click check all to enable the co-contributor to have 
access to all areas for this course. 
 

3. Click OK. 
 

4. Repeat 1-3 for each co-contributor. 
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Degree\Certificate Checklist 

 
Every item on the Degree\Certificate Checklist will need to be completed for the 
Program Revision. Click on each item on the Degree\Certificate Checklist as you go. 
Once you are finished with a section, a checkmark will appear next to the item 
completed. The completed sections will be locked for editing to show that it is complete. 
This will occur for every item on the Degree\Certificate Checklist throughout the New 
Program process. Note: most sections within each item on the Degree\Certificate 
Checklist must be filled out before it can be checked off as complete. 
 

Degree\Certificate 
Checklist  

*New Program, Non 
Career Technical* 
Main 

Cover 
Description 
Program Outcomes 
Course Blocks Definitions 
Attach Files 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

javascript:switchScreen('/MPC/build/programs/p_builder/edit_program_main.cfm')
javascript:switchScreen('/MPC/build/programs/p_builder/e_cover.cfm')
javascript:switchScreen('/MPC/build/programs/p_builder/e_description.cfm')
javascript:switchScreen('/MPC/build/programs/p_builder/e_outcomes.cfm')
javascript:switchScreen('/MPC/build/programs/p_builder/e_options.cfm')
javascript:switchScreen('/MPC/build/programs/p_builder/transfer_upload_new.cfm')
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Cover 
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Cover 
 
1. From the Degree\Certificate Checklist (on the right side of the screen) click on 

Cover. 
 

2. Revise or change the parts of the Program Cover that pertain to the Program 
update using the guidelines below. If there are no changes for this section click 
Save. Click Finish. 
 

3. Program Title ~ insert the title of the program in the box. This Title will appear in the 
MPC catalog and will appear on student's transcripts. 
 

4. Department ~ use the dropdown menu to select the department in which the course 
would reside.  
 

5. Award Type ~ use the dropdown menu to select the Award Type. 
 

6. Proposed Start ~ enter the proposed start for the course. 
 
a. Year ~ type in the year (i.e. 2009). 

 
b. Semester ~ only select Fall from the dropdown menu. 
 

7. Click Save.  
 

8. Finish. 
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Description 
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Description 
 

1. From the Degree\Certificate Checklist click on Description. 
 

2. Revise or change the parts of the Program Description that pertain to the Program 
update using the guidelines below. If there are no changes for this section click 
Save. Click Finish. 

 
3. Program Description ~ in the box, provide a detailed description of the Program 

being proposed. State the program purpose and content in sentence form. The 
sentences should contain brief, direct, present-tense statements. Use language that is 
intelligible to the student and that describes the course in terms of its primary 
objectives.  

 
4. Click Save. 

 
5. Click Finish. 
  



21 
 

Program Outcomes 
 

 
 
Step #4a 

 
Step #5a
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Program Outcomes 
 

1. From the Degree\Certificate Checklist click on Program Outcomes. 
 

2. Revise or change the parts of the SLOôs that pertain to the Program update using 
the guidelines below. If there are no changes for this section click Save. Click 
Finish. 

 
3. Adding a SLO: 

 
a. SLOôs ~ in the box, type what students will be able to do upon successful 

completion of this Program. 
 
b. After each SLO is entered click Save. 

 
c. Repeat 1-2 for each SLO. 

 
4. Editing a SLO: 

 
a. Click on the pencil beside the SLO that you wish to revise/change. 

 
b. In the box, revise/change the SLO. 

 
c. Click Save. 

 
d. Repeat a-c for other SLO editing. 

 
5. Deleting an SLO: 

 
a. Click on the scissors beside the SLO you wish to delete 

 
b. A window will popup saying ñAre you sure you wish to delete this information?ò 

click OK to delete. 
 

c. Repeat a-b for each SLO you wish to delete. 
 

6. Click Finish. 
 

 
 
 
 
 
 
 
 



23 
 

Course Blocks Definitions 
 
Step #3 
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Course Blocks Definitions 
 
1. From the Degree\Certificate Checklist click on Course Blocks Definitions. 

 
2. Revise or change the parts of the Program Block Definitions that pertain to the 

Program update using the guidelines below. If there are no changes for this section 
click Finish. 

 
3. Adding a Program Block Definition: 

 
a. Course Block Definition ~ in the box, type a heading to define a block of courses 

(i.e. Major Area, CSU General Education Pattern, etc.). 
 

b. Default (All Units Calculated): calculates the unit total of courses in the Course 
Block Definition (the default setting for all Course Block Definitions).  
 

c. Units (Specify Range): sets a range for the units of the Course Block Definition 
(for example, ñselect two courses from the following:ò or ñselect 18 units from the 
followingò would involve a unit range). 
 

d. Unit Range Courses: if Units (Specify Range) is selected, enter the range in the 
boxes. (For example, ñselect two courses from the following:ò could have the 
following Unit Range: 6 to 6 or 1 to 6. ñSelect 18 units from the followingò would 
have the Unit Range: 18 to 18).  
 

e. Click Add. 
 

f. Repeat steps a-e for each Course Block Definition. 
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Course Blocks Definitions 
 
Step #4a 

 

 
 
Step #5a 
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Course Blocks Definitions 
 
4. Editing a Program Block Definition: 

 
a. Click on the pencil beside the Program Block Definition you wish to edit. 

 

b. Course Block Definition ~ in the box, revise the heading or type a new heading 
to define a block of courses (i.e. Major Area, CSU General Education Pattern, 
etc.). 

 
c. Default (All Units Calculated): calculates the unit total of courses in the Course 

Block Definition.  
 

d. Units (Specify Range): sets a range for the units of the Course Block Definition 
(for example, ñselect two courses from the following:ò or ñselect 18 units from the 
followingò would involve a unit range). 
 

e. Unit Range Courses: if Units (Specify Range) is selected, enter the range in the 
boxes. (For example, ñselect two courses from the following:ò could have the 
following Unit Range: 6 to 6 or 1 to 6. ñSelect 18 units from the followingò would 
have the Unit Range: 18 to 18).  
 

f. Click Update. 
 

g. Repeat steps a-f for each edited Course Block Definition. 
 

5. Deleting Program Block Definitions: 
 

a. Click on the scissors beside the Program Block Definition you wish to delete. 
 

b. A window will appear saying ñAre you sure you wish to delete this information?ò 
Click OK to delete. 

 

c. Repeat a-b for each Program Block Definition you wish to delete. 
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Course Blocks Definitions 
 
Step #6a: Beside entered Course Block Definition, click on Courses 
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Course Blocks Definitions 
 
6. Adding Courses to the Program Block Definition: 

 
a. Beside an entered Course Block Definition click on Courses. 
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Course Blocks Definitions 
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Course Blocks Definitions 
 

b. Program Courses ~ fill out the sections that pertain to the courses in the Course 
Block Definition, of which are described below. 

 
i. Discipline ~ select a discipline from the dropdown menu that satisfies 

the course block definition requirement. Note: there can be more than 
one discipline. 

 
ii. Course ~ from the dropdown menu, select the course that pertains to 

the chosen discipline and that satisfies the Programôs Course Block 
Definition. 

 
iii. Non Course Requirements ~ Enter any non-course requirements for 

the above course in the box (this is not common).  
 

iv. Condition ~ if it applies, select an item from the dropdown menu. The 
default for this field is an implied "and".   

 
v. Unit Range ~ this field should only be filled out if you need a unit range 

other than what is stated for the course. This is not common.  
 

vi. Exception Identifier ~ (optional) use this field to define an exception or 
other parenthetical comment.  This field must be a keyboard symbol 
such as * or #.   

 
vii. Exception ~ (optional) define the exception in this box provided.  For 

example: *Students who keyboard 40+ wpm accurately are exempt 
from ..."  

 
viii. Click Add. 

 
ix. Repeat i-viii for each course under the Course Block Definition. 

 
x. Click Done. 

 
c. Repeat steps a-b and i-x of step b, for all Course Block Definitions that have 

courses. 
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Course Blocks Definitions 
 
Step #7a: Beside entered Course Block Definition, click on Courses 

 
 
  Step#7b: Click on the pencil to edit
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Course Blocks Definitions 
 
7. Editing Courses in the Program Block Definition: 

 
a. Click on Course beside the Program Block Definition you wish to edit. 

 
b. When the new screen appears click on the pencil beside the Course you wish to 

edit/update. 
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Course Blocks Definitions 
 
Step #7c and 8b 

 
 
Step #8b: Click on the Scissors beside the course you wish to delete 

  


