LA&PS Curriculum Proposal Online Submission Form Instructions

The purpose of the online submission form is to afford the Office of the Faculty
Council better tracking of proposals, simplify the vetting process for staff and
improve the response time to the community.

Submissions will no longer be emailed to Faculty Council. You will upload your proposals
to this site.

New Deadlines for the FW 18-19 Academic Session

June 1 Complete proposal package for all proposal types
October 15 Complete new course proposal and changes to existing course
proposals

New Course proposals and Changes to Existing Course proposals received between
June 2 and October 15 will be reviewed by the Committee on Curriculum,
Curricular Policy & Standards (CCPS) only if they are complete. Packages must
contain all relevant documentation: UUDLES, consultation, library statement, etc.

Incomplete proposals will be returned for correction. We cannot guarantee that
revised proposals received after the deadline will be reviewed in time for the
requested calendar year.

The online submission form is scheduled to close at 12:01 am on October 16

Browser

Use Firefox or Chrome. Not all fields of the form are visible on Internet Explorer.

Access

Log into the form using your Passport York credentials.

Required Fields

Required fields are marked with an asterisk.
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MachForm Page 1 - Contact Information

On this page of the form you will submit FW18-19 LA&PS Curriculum Proposal Submission Form

. . . . Deadline for the FW18-19 Academic Session: All proposals: June 1, 2017 Extension for Course Proposals
your contact information and identify the Only: October 15, 2017
proposal type. This information will allow @

Contact Information Proposal Information Documents Review Your Entry

Faculty Council staff to better manage
submissions and retrieve files for

Department Contact Person *

enquiries. =, -
Department Email * Please enter your PPY email
Contact Information @oruce
. . Proposal Type *

Provide your York email address. v i i o o Bt

New Course

Change to Existing Course
Proposal Types General Education Course

The following proposals can be submitted online:
e Minor changes to an existing
degree or certificate
e New course (NCP)
e Changes to an existing course (CEC)
e General Education (GED)

Continue
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MachForm Page 2 - Proposal Information

Fields Related to Proposal Type

Minor change to an Existing Degree or Certificate
The following fields will appear if you select this proposal type:

MachForm

FW18-19 LA&PS Curriculum Proposal Submission Form

Deaellinee for the FW1E-19 Acadernic Session: Al proposals: June 1, 2017 Extension for Course Proposals

Cnly: October 15, 2017

Contact Information Praposal Information Documents Review Your Entry

Department *

Administrative Studies v

Degres/Certificate Title *

BCom HONS

Stream (if applicable)

Accounting

Continue  Previous

New Courses, Changes to Existing Courses, and General Education Courses
The following fields will appear if you select one of these proposals types:

FW18-19 LA&PS Curriculum Proposal Submission Form

Deincllier Fior the FW1B-19 Acadenue Session: Al progosals: June 1, 2017 Externaon for Course Proposals

Only: October 15, 2017

Gontact information Praposal Information Documents Review Your Entry

Department *

Languages, Literatures & Linguishes v

Course Rubric *

HND
Manmum of 4 characters allowed.  Curmentsy Enferedt D characlens.
Course Number *

3000

Must be 4 digits.  Clreaty Fnvanedt 4 digits.
Credit Weight *
6.00 v

Continue  Previous
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MachForm Page 3 - Documents

Acceptable File Types _ 5]

niact Information Propaosal information Documents Review Your Entry

e pdf, doc, or docx
Upload proposal forms
File: naming convention examples:
NOP_HUMA 1200_FW18E

File Naming Convention BA_HONS_GEOG_FW1s

It is imperative that you use the following

WP 1 §_PROP =]
naming conventions. This will help Faculty
Council staff better manage proposal DGR
File naming convention example:
documents and retrieve files for enquiries. WCP_HUMA 1200_FW5_CONSLT
Degree: Dept_Degree_FW18 ' ' nlll..
Courses: Type_Rubric_Number_FW18 4GP TEST 1000_FWIB_CONSULT o - Completed @

Upload library statement
File naming convention example:
NCP_HUMA 1200 FW18 LIB

Revised Proposals

Use this naming convention for
proposals that you are resubmitting
after making changes or corrections R i
required by Faculty Council or CCPS.
REVISED Dept _Degree FW18
REVISED_Type_Rubric_Number FW18

SELECTFILES

¢ NCP_TEST 1000_FW18_LIB.docx - Completed S

File Uploads

Document File Limit
Proposal documents 1
Consultation documents 5

Library statements 1
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MachForm Page 4 - Review Your Entry

This is an opportunity to review what you have entered and to make changes before
submitting the proposal.

MachForm

Review Your Entry

Please review your entry below. Click Submit button to finish,

Contact infomation

Dapartmant Contact Person
Department Email

Proposal Type

Department

Degree Certificate Title
Straam (il applicable)

Upload proposal forms File
naming convention exaniple:
HUMA 1200_FW18_PROPOSAL

Upload consultation documents

File naming convention example:

HUMA 1200_FW18_CONSULT

Upload library statement File
naming convention example:
HUMA 1200_FwW18_LIB

Date

Submit | Previous

Confirmations

Froposal Information

Cocuments

Manjula Kariwar

rebkanwar@yorku.ca

Minor Change to an Existing Degree o Cartificate
Administrative Studies

BCom HONS

Accounting

) TEST 1000_FW18_PROPUSAL pdf (205.74 KB)

{) TEST 1000_FW18_CONSULT docx (98.53 KB)
{) TEST 1000_FW18_CONSLILT.pdf (86.79 KE)

) TEST 1000_FW18_LIE.pdf (62.13 KE)

Jan 24, 2017

Review Your Entry

You will receive a confirmation of the online submission:

MachForm

Success! Your submission has been saved!

You will receive an automated email with a record of field entries and a link to download your

proposal files.

Sent by

Please respond to "apccpsi@yorku.ca”

FW18-19 LA&PS Curriculum Proposal Submission Form [#7 Minor Change te an Existing Degree or Certificate Humanities] - Receipt
apccpsi@yorku.ca to; mkanwar
apceps@yorku.ca

01/30/2017 03:46 FM

Show Details

s
il paming conent :
NCP_HUMA 1200_FW18_CONSULT
Uphoa! stal

oy :
WCP_HUMA 1200_FW18_LIL

Mt Kanwar
mianwangyeda.ca

Miner Change to an Exstng Degree of Certficate
Humankis

UA Spacaized Mom HUNA

Somathing

LA&PS Curriculum Proposal Online Submission Form Instructions
5



	LA&PS Curriculum Proposal Online Submission Form Instructions
	New Deadlines for the FW 18-19 Academic Session
	Browser
	Access
	Required Fields
	MachForm Page 1 - Contact Information
	Contact Information
	Proposal Types

	MachForm Page 2 - Proposal Information
	Fields Related to Proposal Type
	Minor change to an Existing Degree or Certificate
	New Courses, Changes to Existing Courses, and General Education Courses


	MachForm Page 3 - Documents
	Acceptable File Types
	File Naming Convention
	Revised Proposals

	File Uploads



