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Job Aid: Manage Curricula 
Purpose 
The purpose of the Manage Curricula job aid is to guide you through the step-by-step process of 
creating a curriculum.   
 
In this Job Aid, you will learn how to: 

• Add a Curriculum 
• Add items to Curriculum 
• Add a Subcurriculum 

 

 

UTerminology: 
 

1. Title: Title of the curriculum.  Displays to the user on the Curriculum Status screen. 
2. Creation Date: Indicates the date the curriculum was created. 
3. Active: Indicates whether the curriculum is active or inactive in the database. 
4. Domain: Identifies administrative ownership of the record. 
5. Curriculum Type: Indicates an area that the curriculum is specific to (HR, IT, Safety, etc.). 
6. Basis Date: Indicates the start date of your company’s calendar. Used with calendar 

basis or items within the curriculum. 
7. Force Incomplete: If checked, calculates if the curriculum status should be complete 

or incomplete based on user’s latest attempt at completing any required item 
assigned to the curriculum. 

8. Description: This field is for admin informational purposes only. 
9. Enable electronic signature: If checked, an electronic signature (PIN) is 

required when a learning event is recorded for items in this curriculum. 
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  Task A.  Add a Curriculum 
Note:  Verify that the Admin tab is 
selected. 

1. Navigate to Learning > 
Curricula.   

2. Click the Add New link. 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Enter a Curriculum ID. 
4. Complete the curriculum Title 

and Description fields.  
5. Enter a Domain name in the 

Domain field. Click the Search 
icon to search for and select a 
domain if you do not know the 
name. 

6. Select a Curriculum Type. 
7. Leave the Force Incomplete 

checkbox unchecked. 
8. Click Add.  
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  Task B.  Adding Items to Curriculum 
1. Select Contents of the new 

curriculum just added.     
2. Select Item in the Add 

Content to the Curriculum 
section. 

3. Enter the Type and Item ID 
and click Add, or click the add 
one or more from list link to 
search for and select an item 
ID. 

 
 
 
 
 

4. Click the Add checkbox next 
to each item to be added to 
the curriculum.  

5. Click Add. 
 
 
 
 
 
 
 
 

 
6. Click Move Up or Move 

Down icons to change the 
Display Order.  
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7. Click Edit link next to the first 

item in the list.   
 
 
 
 
 
 
 
 
 
 

8. Enter an Initial Number. 
9. Select an Initial Period. 
10. Select an Initial Basis. 

Do not enter Retraining 
Assignments. 

11. Enter a Basis Date. 
12. Enter an Effective Date. 
13. Select an Assignment Type. 
14. Click Apply Changes. 

Repeat steps 7 -14 for each 
item in the curriculum. 

 
 

  Task C.  Adding a Subcurriculum 
1. Click the Subcurriculum 

button in the Add Content to 
the Curriculum section of the 
new curriculum just added. 

2. Click the add one or more 
from list link. 
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3. Search for and select the 
subcurricula to add to the 
curriculum.   

4. Click the Add checkbox next to 
the curriculum to be added as a 
subcurriculum. Click Add. 

 
 
 
 

 
5. Click the Details link next to the 

curriculum in the list. A separate 
pop-up window displays details of 
the subcurriculum just added. 

 
 
 
 
 
 

6. Review the list of Items. 
7. Click Close.  
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