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Launching Curriculum into the Approval Workflow 

Once you have entered all necessary data and completed all required fields, click the Launch 
button at the upper right of the proposal screen. This submits the proposal to the approval 
process. META will send an email notifying the person or people assigned to the first level of 
the workflow that there is a proposal waiting for their review. 

Proposal Functions and Features 
If you are familiar with web-based applications, you will find currIQūnet META easy to use.  The 
flexible nature of META means that there numerous combinations of field types and 
functionalities to collect data in the format required. This guide will highlight specific field types 
and provide instruction on META-specific features, but does not instruct you on the step-by-
step process of creating curriculum. Your institution may provide instructional materials that 
dive deeper into the specific proposal types you will encounter or include more specific 
instructions about the types of information they require.  

Navigating Proposals 

Move between the sections of the proposal by using the dark gray tabs on the left of the page. 
Any required fields throughout the course proposal will be marked with an asterisk (*) and 
highlighted light orange or blue. Sections with required fields also have an orange or blue box 
showing your progress ( ), which will turn green ( ) when you have completed all required 
fields. You will only be prompted to save when changes are made.  
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NOTE: Some clients will have an informational landing page that includes links to resources and 
contact information for the local admins. Some have extensive instructional text on that page. 
Your cover page may or may not, depending on your institution. 

Saving 

When changes are made, it is important to click the Save button to commit your changes. In 
case information previously entered needs to be updated or corrected, DO NOT use your 
browser’s back button. Instead use the Back button in the META window. Select the Cancel 
button to undo your changes. 

Proposal Resource Page Example 

The Proposal Resources page provides links to this manual and the admin manual as well as 
contact information for currIQūnet support at your institution. For questions concerning the 
currIQūnet system, refer to these resources. 
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Dropdown Menus 

Use the down arrow on the right side of the textbox to display the dropdown menu to view 
your options. 

 

Click on the option to select it. 

 

Text box/Text Area 

Put your curser into the textbox and enter information directly into the text area. Once you 
have finished entering in the applicable information, click Save. 

Date Fields 

To select a date, either use the Calendar icon ( ) or type in the date using the format 
M/D/Year. 
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When you click on the icon a popup of a calendar will appear, use the left and right arrows next 
to the month’s name, to browse for another month. 

 

Attach Files 

In the Attach Files section, you may attach files for additional documentation or support of 
your proposal. Use the Select… button to find files. Navigate to where your files are stored, 
select them, and then click Upload Files to attach them. 
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Checkbox 

Checkboxes are used when selecting a single option for an item. 

Checklist 

A checklist is a list of items where you may select multiple items. Methods of Instruction is an 
example of a checklist you will commonly encounter. 

 

Repeater Checklist 

A Repeater is a special kind of checklist. When items in the checklist are selected, additional 
fields appear requesting information about that selection. A common use for this function is 
course general education, where the user indicates which general education areas this new 
course will meet. Each selection will trigger a hidden field to appear, requesting a justification 
for this classification. 
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Multi-Select Lists 

A multi-select list presents a very long checklist in a condensed, searchable format. You may 
scroll down to find the item you are looking for, or type the first few letters of the item you are 
looking for in the search box (indicated by the red arrow) to filter and shorten the available list. 
Click the checkbox next to each applicable item (outlined in red below). Select as many items as 
required. If you check the Show Selected box, you will see only the items you have selected. 
Click Clear All to start over with your selections. 



  
 

 

www.currIQunet.com 56 

Functions and 
Features 

  

 

Grids aka Textbooks/Course Materials 

Click Add New Record under the appropriate category to add materials to the course proposal. 
Add each item separately. 

 

Select the Insert button. This will open an area to describe each material. 
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To create a list of requisites, click the Add New Item button. 

 

Next, choose the Requisite Type by clicking the dropdown arrow on the right side of the 
textbox to view your options. If the requisite is a course, select Subject and Requisite Course 
from the subsequent dropdown menus. If the Requisite is not a course, describe that 
information in the Non Course Requirements field. 

The Condition dropdown selector is only used if an “or” situation or a “nesting” situation 
applies, otherwise it is implied that an “and” statement exists between entries. The Condition 
dropdown menu allows you to specify if this course must be taken as well as (using “and”), or 
instead of (using “or”) the next requirement. Click Save to add the requisite to the program. 

Requisite Condition and Type are illustrated below. 
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As you enter and save each entry, you will see a screen similar to the one below. Edit, re-order, 
and delete items as you did on the SLO page. 

 

Student Learning Outcomes 

Student Learning Outcomes often uses an Ordered List feature. To use this tool, first click Add 
New Item. Each outcome needs to be added individually. 
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Enter the information for each item and click Save after each entry.  

NOTE: When you see text boxes highlighted in pink they are “save requirements.” These differ 
from “launch requirement,” because these are not necessarily required to launch the proposal, 
but these are required to save an item to the proposal. As shown in the example below, if you 
enter a Student Learning Outcome (SLO) you must also enter the Proposed Method of 
Assessment for that specific SLO. 

 

Some Institutions will have the option to map course SLOs directly to Individual Learning 
Outcomes (ILOs). This is normally only done for stand-alone courses or for institutions that do 
not map their SLOs to their Program Learning Outcomes (PLOs) directly. If this is an option, 
users can indicate by checking the appropriate checkboxes as to which ILOs an SLO maps to. 
You can select multiple checkboxes. 
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When you have entered and saved the SLOs, you will see a screen similar to the one below. To 
edit a Student Learning Outcome, click the blue bar containing the outcome. You will be taken 
back to the detail page where you are able to make the changes. To re-order outcomes, use the 
up and down arrows to the right of the blue bar. Click the red Delete icon ( ) to delete 
individual outcomes. 
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Condition 

The Condition dropdown selector need only be used if an “or” situation or a “nesting” situation 
applies, otherwise it is already implied that an “and” statement exists between entries. 

The Condition dropdown menu allows you to specify if this course must be taken as well as 
(using “and”) or instead of (using “or”) the next requirement. 

 

Course Blocks 

Course blocks are nested ordered lists that hold the requirements for a program. The first level 
indicates categories of courses for the program, which may include Program Prerequisites, Core 
Courses, or Electives. Within each of those categories, the user will assemble the courses that 
will meet that requirement. 
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Content Review 

To review the content, click Add New Item. 
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Use the dropdown menu to choose the Requisite Course and Content Review Type. 

 

Objective and Content Mapping 

To map this courses objectives to a requisite course’s objectives, select the Content Review 
Type, “Objective To Objective” from the Content Review Type menu. Select the current course 
objectives and the corresponding requisite course objectives from the check lists that will 
appear. 

NOTE: Both courses must have objectives saved for items to appear in checklist. 
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Objective to Content 

To map this course’s objectives to items in a requisite course’s content, select Content Review 
Type menu, and then “Objective to Content.” Select the current course objectives from the 
check list that will appear, and enter the information from the requisite course’s content in the 
text area. 

NOTE: The current course must have objectives saved for items to appear in checklist. 
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Read Only Fields 

If at any point you are unable to click into or make changes to a field’s information, you do not 
have edit privileges for that field. If you need to make changes to such a field, contact your 
institution’s currIQūnet administrators. 

Auto Calculations 

Some institutions have automatically calculated fields on their Units/Hours pages. When users 
enter the base measurement into the white numerical fields the grayed out fields will 
automatically calculate. 
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Show/Hide Pages 

Show/Hide pages are used in areas where additional information is required because the 
proposal meets certain criteria. Responses on a field of any type may cause additional fields to 
appear. 

Most frequently, the trigger field and the unlocked fields will be on the same proposal page. For 
example, on this proposal page, the user is to indicate that a list of materials to support the 
course has been provided to library staff. 
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When a user selects this checkbox, an attachment tool appears to add a copy of this list to the 
proposal. 

 

Show/Hide triggers may also unlock a different proposal path. In the following example, when a 
user selects the Global Citizenship page, there is a message stating “This course is either not 
proposed for or already approved for Global Citizenship. Edit the global status of this course on 
the cover page.” 
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If the user returns to the Cover page and selects the checkbox indicating this course is proposed 
for Global Citizenship status, upon returning to the Global Citizenship page, they will be able to 
edit this page. 
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Rich Text Editor 

This feature is used in numerous places throughout META. The Rich Text Editor within the 
META system provides several tools to help you format text entries. It also allows you to add 
hyperlinks and insert images like word-processing programs. 

Copying and pasting an outline straight from Microsoft Word or a similar word-processing 
program will NOT provide a properly formatted outline. The embedded formatting information 
word-processing programs include will cause issues within the editor. 

If pasting a paragraph of text (as you might for a Course Description) into the Rich Text Editor, 
you must paste it as plain text. Type Ctrl+Shift+V (in Windows), or right click on your mouse, 
and select Paste as Plain Text. If you do not do this, hidden formatting tags will interfere with 
the internal tools of the editor and cause problems with reports. 

Creating an Outline within the Rich Text Editor 

The simplest and best way to produce a properly formatted outline is directly in the Rich Text 
Editor. You may enter your line headings as you see fit, or use the built-in list tools. 

The left List Tools button creates a bulleted list, and the right button creates a numbered list. 
Use the indent tools to create levels within the list. The button on the left (in the indent tools) 
will create an indent and the right side button will remove the indentation.  

Below is an example of a bulleted list with several levels of indentation: 
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Below is an example of a numbered list with several levels of indentation: 

 

If you would prefer to specify your own level designations, you may do so as well, using the 
indentation tools as necessary. 

To create indented levels, select the end of the last line before the indentation, and click Enter. 
Select the end of the last line of the indentation, and click Enter again. This will create a new 
block of text. You MUST add these additional hard returns to indent text. 
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Click within the block to be indented, and click the Indent button. To indent a second level, click 
the button twice. For a third level, click three times, etc. Do this for each level. 

 

Creating an Outline Using HTML 

The third way to create a properly formatted outline requires knowledge coding HTML. If you 
know how to format your outline in this method, click the HTML button. 
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This will change the view of the Rich Text Editor. Enter or copy and paste your content and 
HTML code as desired. When finished, click OK to save your changes. 

 

If done correctly, this will produce an outline in the Rich Text Editor. 

Approvals 
To view pending approvals, click the Approvals button at the top of any page. If you have any 
approvals waiting for you, there will be an orange box with a number in it attached to the 
Approvals button. The process is similar for all proposal types. The standard user without 
administrative privileges will not be able to see the All Approvals option. They will only be able 
to see approvals for which they are the originator or the next member of the approval process. 


