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ersity  Kuall CO Student Vision

PuUuEBLO

The vision of Kuali Student is to be a complete,
modern student system that will include the following
components. It is not yet determined if CSU-Pueblo
will incorporate all modules into its Enrollment
Management division.

Curriculum Management  Enrollment
Degree Auditing Admissions
Financial Aid Student Accounts

Academic Planning



Basics Training Agenda

Program Functions
* New Course Proposal
« Review or Submit Proposal Change

« \Workflow Approval/Proposal
ReVIewW

* Proposal Groups
» Reports
» Approval Process
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Curriculum Management (CM)

» Courses
* Programs

» Catalog



Program Functions
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Sy  Kuali Student Access

PuUuEBLO

 All users must complete the basic training
session to gain access to Kuali Student
Production.

Training session attendance roster will be used to
grant initial system access.

Once access Is granted, use the Curriculum
Management system to update and make changes
to your existing account.

In the future, contact the Brianna Bueno,
Assistant Registrar, to add new users or delete
access.
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 Contact Brianna Bueno regarding
navigation questions or to register for future
training SessIons. (x2900; brianna.bueno@csupueblo.edu)

 To access the Kuali Student training
environment, type the following link into
your browser.

https://csupueblo-sbx.kuali.co/apps/

Basic Navigation



https://csupueblo-sbx.kuali.co/apps/

Enter the user name and password assigned by the
Office of the Registrar.

Kuall

& Username / Email

& Password

Signln



From the login page, user can access the Curriculum and User applications, as well as
their Action List and User account.

s 1

’E Kua” x’-\p[“~ EEE o,ittianift Tanya Baird User
0
Curriculum Users
Welcome to Kuall

Sign Out



Change User Access Setting

e Use the “Edit” button DA Kuali  Users
to make changes to the
User profile.

 Once in the system,
users are encouraged
to change their Tanya Baird User

password from the

generic Iog i n . Display Name Tanya Baird User
(Passwords are required R
to be a minimum of 8 oo
characters.) b pm——
* Users must use their
CSU-Pueblo email -
address. -

:>



Curriculum
Management




@ Courses

IH Programs

IH Emphases

ET]J Propasal Groups

E Proposals
¢ Reports

ﬂ System Settings

rsity The Curriculum application allows users access
to active/retired/inactive courses, program
Information, groups, proposals, agendas and

reports. (Active = Current; Retired = Deleted; Inactive
= Reserve)

ACCTG201

ACCTG202

ACCTG301

ACCTG302

ACCTG311

Title

Principles of Financial Accounting

Principles of Managerial
Accounting

Intermediate Accounting |

Intermediate Accounting |l

Federal Income Tax

Description

Introduction to accounting as the language of business, Emphasis on
reasoning and logic of external ...

Managerial uses of accounting information, including cost-based, decision
making, differential accou...

Conceptual framework, accounting cycle, financial statements, time value
of money, revenue recogniti..

Investments, liabilities, bonds, leases, income taxes, pensions, emplayee
benefit plans, shareholder...

Federal income tax as applied to income recognition, exclusions from

incnme and nrnnerty fransartinn

Created On

2017/08/23

2017/08/23

2017/08/23

2017/08/23

2017/08/23

Status

Active

Active

Active

Active

Active

New Course

Search Results:

Prev Mext

1-300f562

Filters:

¥ Active
Retired
Inactive
Department
College



Courses

Programs

Emphases

Proposal Groups

Proposals

CurriculumManzgement &

‘0‘ ’Eem':h.u
Code Title Description Created On Status
MATH122 = 2017/04/27 Active
ACCTG202 Primcw’p\e‘s of Managerial Manageriall %JSES of afccou'mtingimjormaticn.inc\udimgcost- 2017/04/19 Active
Accounting based, decision making, differential acco...
Introduction t ti thel f busi :
ACCTG201  Principles of Accounting iroduction to accounting as e ansusee otbusiness 2017/04/16 Active
Emphasis on reasoning and logic of external...
MATH160 Trigonometry Student’s will learn about trigonometry. 2017/03/29 Active
ACCTG101 Al Basic ac.countmg cloursel for beginners. The course will teach 2017/03/29 Active
you basic accounting skills.
ENG500 Graduate English 1 Graduate level English 1 2017/03/29 Active
HON888 Testing Honors workflow Testing Honors workflow 2017/03/29 Active
ENG977 New course in English New course in English. Add a new sentence. 2017/03/29 Active
Students who took the first college English iti
ENG104 English Composition 2 uetents who took theirst cofless Enslish composttion 2017/03/03 Active
course.
Students will learn how to writs ticall t
ELI103 English Grammar Sample peients Wil Iearn iow B wr ke sramimstically correc 2017/02/22 Active

“Active” status courses

sentences. Continue testing system

Tanya Baird Use

MNew Course

Search Results:

1-100f 10

Filters:

¥ Active
Retired
Inactive
Department

College

Actions:

LY Download CSV

ﬁ Print



Filtering Options

1. Search type-in field

2. Filter by list

columns (“Code” =
prefix and course
number)

3. Filters

4, Active = Active
Inactive = Reserve
Retired = Deleted

Il Student

Curriculumznzg

=2

I Code Title * Description CreatedOn Status
MATH122 00427 Aethe
\ccien PrimipielsofManageria\ Manager%a‘El'xsesoz‘a\ccou\rl:]r\ginformaﬁon.'ndud’ng(osx- B i

Accounting based, decision making,differential acco..
Introductionto accounting asthe anguage of usiness.
KCCTGNT  PicpesoiAccuntg e DR NOMB  Adie
Emphasis on reasoning and logic of xternal..
MATH160  Trigonometry Student's wil learn about trigonomery, 001039 Active
KCTettt Ao Basic aclcwntmgc.oursevfor beginners. The course will each N Adie
you basic accounting kills,
ENGS0  GraduateEnglish Graduate evel English 1 01770329 Active
HONBBS  TestingHonorsworkflow ~ Testing Honors workfiow 0170329 Active
ENGSTT  NewcourseinEngiish Newcourse n Engih. Add anew sentence. 017/0329 Active
Students who took the irst college Engiish composition i :
G ErgkhConpestion? RN e Adie
ourse,
Students willlearn how towrite grammaticall correct
B0 ErgkhGramnarSanpe OO wmn ke

sentences. Continue testing system

+ New Course

Search Results:

Prev  Nedt

1-100f10

Filters:

¢ e
Retired

 Inactive

I Department

I College

Actions:

1l Download CSV

& prnt




New Course Proposal



arting a new proposal

’E KualiStudent CurriculumMa-wegememt S @ Hep @ ActionList Tanya Baird Use

B Courses Q fearch. New Course

[ Programs Code Title Description Created On Status

Search Results:

To propose

@J Proposal Groups ACCTC0 Pr‘\ncip\e.s of Managerial Managen’a.\ Hses of efccouﬂing \'nformation ,including cost- 0170419 Active 1-100f10
Accounting based, decision making, differential acco..

B Proposals Filters: a. neW

[ Emphases MATHI22 - = 2017/04/27 Active

Introduction to accounting as the language of business,

S ACCTG201  Principles of Accounting Emphasis anreasoning and ogic ofexternal. 2017/04/16 Active 9 Active CO u rse
Retired ]
MATH160  Trigonometry Stucent's will learn about trigonometry. 2017/03/29 Active Inactive -
Department b e g I n by
ACCTG101  Accounting | S;Z\; :;cc:i::)ig:tciz;;ei;‘cz,-hegw'nners.Thecoursewtheach 0170329 Actve College I . k .
Actions: C I C I n g O n
ENG500 Graduate English 1 Graduate level English 1 2017/03/29 Active
b Download CSV the e + N ew
HON888 Testing Honors workflow Testing Honors workflow 2017/03/29 Active 1 Print

” tab
ENG977 New course in English New course in English. Add a new sentence. 2017/03/29 Active C Ours e ta .

Students who took the firstcolle Engich composi
ENGI04  English Composition? m:rf:w s e 2017/03/03 Active

Students will learn how to write grammatically correct
EU03  Englih Grammar Sample rhewianies ! 017/02/2 Active
sentences, Continue testing system
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reacs” N ew Course Basics

» Many of the fields have drop-down lists to choose
from. Users must highlight their choice and press
“enter” on the keyboard for selection to stick. Users can
also start typing until their selection is filtered out of
the list.

Currently the Curriculum and Programs Board has
limited course additions and changes to two years into
the future.

Items with a red asterisk (*) are required fields.
Some questions are progressive disclosure.

Help (?) options provide additional information
regarding the field or question.




’E ‘<U;\HStudent Curriculum) H'Egiﬂfﬂt EEE @ Help Ol::-mLf: Tanya Baird User

Menu Options

B Comses

B Progams

Froposal Information

Edit Mode - at any
point in the process a U s -

user can leave edit Bl PG 00 EAREDTNODE
mode and changes are 3 P
saved.

Changes - tracks the
changes made to the

?

¢ Renorts

Table of Contents

Fifective Catalog Year el io

fO rm . Eross-HsDted coD:rses
Course Information

Table of Contents - . o
allows user to jump i
from one section of the ” o N —
form to the other. e
Change Feed - tracks
changes made to all
CO u rses . Complete Course Tite
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New Course Proposal

(Orange Ribbon)

To start: Submittal options:

« Complete all required
fields and those

Important to the @ e
success of the course. @ Dupticate
Choose “Leave Edit
Mode” when finished. e
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« Submit for Approval —

Submittal Options

Sharing — share with

once submitted, only other system users
workflow approvers « Addendum — attach
can edit a proposal. additional materials
 Edit — correct changes not required by CAPB
pI’iOI’ to submittal . Dup|icate — copy

Delete Proposal — e Print
delete from system
completely



Submit

A notification will L1 | e

appear at top of screen
(In Workflow,
Successful, Error).

Orange ribbon turns to
blue.

Option to Withdraw,
Duplicate, and Print.

Workflow status Is
displayed at top right.

Effective Catalog Year
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Review or Submit
Proposal Change



&=
L <]

WiiStdent Gz 3

Review a course

ACCTG 202 | Prncples of Manageril Accounfing Q) Carent | 2007- el 4

From the Courses home
page, choose a course.
Ribbon is now green.

Active information is
displayed.
Life cycle of course is

. @& ViewOneinal Pronos
T ® ViewOriginal Froposal
0 ® ViewMyProposd

8 Proped G 2 Propose Changes

i b

Course Deseripton & Duplcae
Prefix Number A Pt

Department College Table of Contents

Acounting Hasan School of Business (HSB

- - Course Description
d I Sp I ayed at to p rl g ht .‘ ‘ Crossfisted courses
Complete Course Tle Colfma
- - Principles of Managerial Accounting RM?Z“ T
equisies
History can be viewed
- - Abbreviated Course i Dependencies
by C I I C kl n g O n th e Feed "““rewa - Creditsand Grading Scheme
Stratesic Pan and Program Factors
+ Adionl Questions
Change T at lower -
Managerial s of accounting nformation, Inchuing cost-hased,deciion making diferential accounting, and respansihlty ccounting.

right corner of screen.

Cross-fisted courses

Cross-fisted Departments Cross-fisted Courses i @




Propose Course Change

From the Courses home page,
choose a course.

For a new proposal, select
“Propose Changes” from menu. e
Ribbon changes from greento

orange. e

If a proposal is already in -
process, or saved without being

submitted, system will display e —
“View My Proposal.” Review _— EDfdi
what Is In process before creating

a new proposal.

Strategic Planand Program Factors
Additional Questions

If course has been “Retired,” the ... -
. Managerial uses of accounting information, including cost-hased, decision making, differential accounting, and responsibility accounting,

user must “Duplicate” (copy) the

record to propose a new change. o

Cross-fisted Departments Cross-isted Courses .

Curriculumanagement @ b @ adonlit () TaBaidUer

ACCTG 202 | Principles of Managerial Accounting © Curent | 2017 Indeinte &

® ViewOriginal Proposal
® ViewMy Proposal
2 Propose Changes

& Duplicate

Principles of Managerial Accounting o
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ey Change Options

PugBLO

Users can:

« Change an active
course,

Retire an active course,
or

Inactivate a course.

Currently the
Curriculum and
Programs Board has
limited course additions
and changes to two
years into the future.

PR Student Curiuomi e 3

Hfactive Catalog Year

Numer'

Edit Hode

(W LEAVEEDITMODE

Changes

o Effective Catang fear %
o Number X

o Complete Corse T %

Table of Contents

Proposal Information
Course Description
Crogsfted courses
Course Information

Reaquiites
Outcomes
Degendencss




CUFI’[CU|UITIN3“EQ€N€HT iii @ Help 0:::u‘:m Tanya Baird User

Make changes

S eleCt ‘ ‘P ropo SC Proposal Infomation
Chan gcCs. ” Edit Hode
Complete all changes Sta:\:ve @ e

(write over current
information).

Changes are tracked in
menu options. User can
review or delete
changes using this list.

User can move easily
between sections by
using the “Table of Course Descripton
Contents menu.

Proposal Rationale Changes

v Hfective Catalog Vear %
¥ Number H
¥ Complete Cowrse Title - %

Table of Contents

Praposal [nformation
Course Description
Cross-fsted courses

Fffective Catalog Year'

01
Course Information

Requisites

Qutcomes

Dependencies

Credits and Grading Scheme
Sufficiency of Instructional Suppart

Prefix’ Number

_ Strategic Plan and Program Factors
When complete, select sy N -
“LEAVE EDIT MODE” Attachments
Department’ College’ 1
fro m m e n u - Accountingx Hasan School of Business (HSB) x M I



SU bm It Changes Curriculumrzgemert 0w §uols

* Review changes prior to “Submit for

Approval.”
. Pmpesa\lr‘crmatim . -

» Changes are shown directly above A Saitfor kg
(yellow) existing course information o i~ _
(blue) o ProposalNot YetSubmittedfor Approva D

* Smelt For Appr0Va| Froposal Rationale - S

g 1,

Menu Options:
« Submit for Approval - once submitted,

only workflow approvers can edit B R
proposal.

« Edit — correct changes prior to submittal - e

 Delete Proposal — delete from system — .
completely B

« Sharing — share with other system users = -

. Addendum — attach additional materials | =
not required by CAPB |

« Duplicate — copy —

* Print
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Workflow Approval
and
Proposal Review
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esity AuUtomated Workflow

PuesLo

Once a proposal
has been submitted,
It enters the
Workflow process
and only an approver
can edit.

The Workflow
process varies

depending on the
division/college.

P iStudent  Workfow Ottt [} i

Workflow e
Program Emphase

fstrar Approved




Proposal Workflow

PR caiStudent  Comuum szt 38 v Vi i

Users can view their
proposal(s) and the
approval process by A ‘
choosing
“Proposals™ from
the Curriculum
Management home

page.

Actions



’E (alStutent Comcuum e O Quolic () gt

b O @

VI eW P ro p O S a I " Pegas (e Tide Sttt Tipe Proposdl Statis Gadh ;

Search Resuls

e Use the “Filter” OptiOn b s - 1 (s (e dt T

to display the proposals o
i Proposal Groups i
needed. iy oo HONdot m::m e s e Tl I
» Select proposal from b st
the ||St. Priples of
. User aISO haS the Op tion 0 Rt ACCTGA  Maneerd Y (s modfy it ity
Recounig
of using the “Search”
tool or the column filter TGN Tﬁr& T R T S/

options to narrow down
the list of proposals

ACCTGAD!  Accounting m e mdy Tl 000

Aefions

1 Downlad (S

i pit




(44 ‘ N / 29
In Orkﬂ OW ’E KalStudent CurriculumMawegemem " @ Help O Actionlist TanyeBalrd User
S C re e n B G HON01 | Foundaions o Knowiedge " Moron 2019

The InWorkflow screen i Pogan | :
. Proposal Infomation ,
displays the proposal and »w Wiy

|H Emphases
requested changes (yellow) — . |
existing course information st S f D
(blue) D ualadmin-Review

The Workflow Status displays
the individuals required to
approve the proposal, who has
approved, and who is currently
reviewing the proposal.

While in Workflow Status, the
proposer can withdraw the
proposal at any time.

Once the proposal has received
final approval, it can no longer
be withdrawn and becomes a
permanent record of the
university.

Brianna Bugno -Review
Ay Rabertshaw-Review 8 Print

¢ Reports Taya Bard-Revien

Department Honr,, | Denrtnent Horarg |
: i Table of Contents
Jepartment ~ —_—
Char T Praposal Informaion

MD M ; - ‘ Cotrse Destription

! Biena Bueno Crossfsted courses

Prey Next

i Course Information
+ AmyRobertsha

: Requisites
" Tayabid utcomes

- Dependencies

Credits and Graing Scheme
Changes Sufficiency of Instructional Support
Strategic lan and Program Factors
Addtional Quesfions

Bitachments

Effective Catalog Year
019

Course Description
p
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Proposal Groups

Proposal groups are used to track course proposals
and/or programs that specific boards and/or
committees are creating and/or reviewing.

Requests for groups must be submitted to the Office
of the Registrar for approval and creation.



Proposal Groups

O Quote ()it P aiStudent  Comicgam:

'3 {uaiStudent  Cumiculumlan

0 e New Praposal Group Academic Policies and Standards Board
Name Colrses Programs Emphases Progress
Search Results:
I ) I Propose Group ide
1-20]
Arademic Policis and Standards Board 5 1 0 @ ..
Description
Filtes: onain
Actions:
Name Type
1 Downlozd CSV Ao =
B it
MATH122 Cours
ENG500 Course
HONB3® Course
ENGYT7 Coursz
ENGLIT Program

=
<

Group Approval

Actions

= &
=

Table of Contents
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« Once a group Is created, members can
review the progress of the proposals and
add to, or delete, proposals on the list.

» The list displays the status of the courses
(active/rejected).

» The Proposal Group page displays the
approval percentage of courses listed.

 Tool can be used to create a quick
meeting agenda.




Agendas




Agendas

Curric

Users can schedule
meetings and share
agenda information
with their groups by
using the Agenda
tool.

ﬁ' System Settings



Begin by clicking on the
+ New Agenda button at
top right.

Once created, click the “Leave

edit mode” to send to recipients.

Only users of the system can be

notified of meetings.

One Result

Search Results:

Location

F||1‘_er3: [¥ selectpate

nnnnnnnnnnnnn

¥ Active

Archived

Description

Actions:



Edit allows you to update
your meeting and resend to

group.

Duplicate
(& Edit
Se.nd (8 Duplicate
Print 4 send
Archive allows you to save 8 Print
your agenda for future O Archive
W Delete

reference.

Delete removes the agenda
from the system.



Reports
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'E CudiStudent  CurriculumMansgement

B Cosss

W Progens

Report Options

W Eronses

ﬁll Proposal Groups

B Proposss

Recommended:

« Agenda Report

» Courses

* Course Proposals

aurse Wo
¢ Reoors Courses

o Institutional Qutcomes

o Program Outcomes
* Program Proposals

s Programs

o Agends Report
o Courses

gtitution-Specific



WSt Corzze: O Quante () pmite

User can build a report
based on various filtering
options.

The order of selection in the
filter dictates order shown In

NOGAT Comrte Fseand G T NenCre Sl Deprtment oot eprment C

NO0 Aoongl Moy STl Dermment Acrounti | Dearment e

FON At Fundaios o romece NenCre ST Degrtment oo Dt o

report.

Ability to download report
Into CSV for manipulation
and sharing.

Ability to print.

e b bninEmteskin iy Ses MewPogan ShaTSTlealTotbedetS ol Coleeo Hmaiisond o Sl CHASK

NN

oelaMORabel T e Cprtment Engeh | Deprmet har

BarSTeeaTTbtchcts  Degartment o Detment Chr

BV S TRES Dertment Mot | Dertment (e

SR80t Department Acmting et

Colege ottt o2 e (AR Do

Administrator has the ability
to create sample reports for
individual filtering.

WD leben Modfy(owse~ ScalRA R0 Dot Mothematc | Degartmet

Posperpe 10 v 40611 )




Approval Process

‘ This section is for users assigned proposal “approval” status. ‘




Users can access the proposals awaiting approval by:

Directly opening the Opening the “Action

“Action List” upon OR List” inside the

login. Curriculum Management
application.

e ' - . r s
4 KualiStuden CurriculumMznzgement i @ Action List Tanya Bai
(S g 9
] , w -
WKl toos & imlit () e
KAl s ¢ B oo .
Q Se
W Programs Code Title Start Date Type Propasal Status Created On
Search Results:
N Emphases MATH122  College Algebra 2018 courses modify review 2017/04/27
2 Proposal Groups ntroduct
B MATH307 ‘L" d’(‘ “E'“ 2017 courses crete review 2017/04/06 2
ar Algebr
Propasals Filters:
mcioa o 019 o creat = 2 3 e
¢ Report mposition 2 e
Aaprove
i

Welcome to Kuali




« User can search for a
specific proposal by
selecting from the

displayed list, using

the search function at

the top of the screen,
or by using the
column filter tools.

 Place cursor over the
proposal and right
click. Proposal will
open.
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iversity “InWorktlow”

(blue ribbon)
Approval options s

App Fove ENG 01 | Engeh G
Send back

Currculumlrzgeert 0w G ol

Froposal Infommation

Siatus Workflow Status
% Reject

Q Withdraw

Degartment > English > Degartment Chair
kuaizdmin-Review
Proposal Rationale Amy Robertsha -Review

Reject

Withdraw —
Return to course

Duplicate
Print

@ Edt

¢ RefuntoCourse

A Duplicate
bualizdmin
MR Amy Robertshaw
Prev Nett N
Brianna Bueno

TenyaBaird

' Table of Contents
Changes Proposal Information

v Fifective Catalog Year ;
Cross-ited courses

v Proposal Rationale o
Course nformation

v Terms Offered —
[able of Contents o
v Department SU'CJZH )
- epeniencies
ShowAll v
' Credits and Grading Schem
Suffciency of nstructog

Change Feed
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PuesLo

Approve:

« Approve with the option to add

comments to the proposer.

« Automatically moves on to the
next person/group identified in
Workflow.

Send Back:

« Send back through the
Workflow with comments for
change.

Options to have the proposal
returned directly to approver or

Add a comment.

through the complete workflow.

Approval Options

Reject:
« Complete refusal of proposal.

« Add a comment to proposet.

« Curriculum Management stores
the proposal in the “Rejected”
archive.

* Rejected items must be
duplicated and re-proposed.

Withdraw:

« Option for approver to
withdraw the proposal.

« If withdrawn, the proposal is
removed from the workflow
and the system does not store a

copy.
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« Anyone in the Workflow approval process
can edit a proposal.

 Curriculum Management Is a system
created to support the overall process.

* It 1s the colleges’ role to set the 1nitial
proposal editing process for their
department. Please contact your respect
dean’s office for more information.

Proposal Editing



