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Section 1: Creating or Revising Programs 
How do I create a new program? How do I revise an existing program?

Creating A New Program

Step Activity Screen Capture

1 Login to Kuali at unm.kuali.co with your UNM netID and password.

2 Navigate to  on the left-hand side of the screen.My Dashboard

Click on .Programs

http://unm.kuali.co


3 To create a new program, select the plus ( ) icon at the far right 
corner of the page.

4 Fill in all subsequent fields with relevant information.

4a When selecting a Term and Year for a brand new program, please 
ensure you have selected a realistic amount of time for your 
program to reach full approval. New degree approval make take 1 
to 1½ years. 

4b Please provide a brief description of your request in the Program 
field.Justification 

Migrating to Kuali

The program form combines forms C and D. This 
means you may submit any new program, certificate, 
or minor (graduate or undergraduate) using the Kuali 
program form.



4c Fill out the name and description of your program.

While some questions may appear similar to others, each question 
represents a different workflow function and will change how your 
program is displayed in the catalog.

4d If you are proposing a graduate program, select the Graduate 
 box to ensure it is routed to the appropriate external Programs

reviewers.

If your program is a , select the box and navigate to  Dual Degree
the tool below. Begin typing in the name of the Dual Degree 
associated program name or use a program code.

When your program is fully approved, the link between the dual 
degrees will show up in the catalog.

4e Fill out the Program Description exactly as you would like it 
to appear in the catalog. Formatting options like headings, 
bold, italics, and hyperlinks can be used where appropriate.

The information entered here will become part of the 
catalog. Avoid abbreviations, check for typos, and make 
sure the information is accurate and aligns with 
University standards.

Resources

To find the Brand Style Guide, visit UNM Brand 
.Guidelines

To find the Registrar's Title and Abbreviation 
Standards, visit the Data Entry Standards Appendix
 document on the Office of the Registrar's website.

Optional Sections

Describe any requirements students must 
complete before admittance to the program in the A

 field, or just leave blank.dmissions Requirements
If students have to fulfill particular obligations 
before graduating, list them in the Graduation 
Requirements field. Otherwise, leave blank.

https://brand.unm.edu/
https://brand.unm.edu/
http://registrar.unm.edu/faculty--staff-resources/DataEntryStandardsAppendixBrev1.pdf


4f The section will help your program be Program Information 
displayed in the correct place in the catalog, and ensure your 
program request is routed to the appropriate program reviewers.

Select the  and  from a prepopulated Degree Type  Program Type
drop-down menu from a list of already offered degrees.

If your is missing from this list, contact the Office of Degree Type 
the Registrar for assistance.

4g This question simplifies licensure presentation in the catalog.

Select Pre-licensure (to be completed before a student gets the 
license); Post-licensure (to be completed after a student has 
obtained the license); Both (can be completed at any time); or 
Neither (if the program is not associated with any kind of licensure).

4h A  will need to be submitted for all Program Proposal File new 
programs.

4i  field, specify the total credit hours required to In the Degree Hours
earn the degree. This includes any courses and requirements 
outside the major.

If the degree has certain number of hours required within the 
department, specify the  a student must Minimum Major Hours
complete.

The and are only required when  CIP Code  CIP Title 
adding a new program.  are listed on the CIP Codes  CIP 

, hyperlinked within the help box.Code database

Use a common file type such as .pdf, .doc, and avoid 
device-specific file formats (such as a Pages 
documents).

Undergraduate degrees

At UNM, an undergraduate degree should be at least 
120 hours, which includes all General Education 
requirements.

Optional Sections

If your degree is associated with a Professional 
, outline that information in the Accrediting Body

section below. Otherwise, you may leave this blank.



4j The Degree Requirements tool allows you to pull in UNM courses 
to build the program study. Additional requirements that are not 
based on completing courses (i.e., Comprehensive exam) should 
be entered as a free form text rule.

Resources

For further assistance using this tool, please review 
the Rule Builder Tutorial.



4k Concentrations are to be submitted separately using the 
Concentration Form, but indicate here whether or not 
concentrations or emphases will be required to complete the 
degree.

Similarly, indicate whether or not an emphasis is required. 

Emphasis titles and requirements are added in the rules section. 
To enter the name of the emphasis, click into the white text entry 
box at the top of the rule box. Use the plus sign icon (+) in the 
rules section to add additional emphases.

Use the rules tool to add course and other requirements.



4L A Sample Degree Plan must be submitted for new baccalaureate, 
undergraduate degrees.

Outline a sample sequence of courses that a student could follow 
to complete the degree in 4 years. 

4m Program Learning Outcomes will also be listed in the catalog. 
There is no minimum, so be sure to include as many as is 
appropriate for your program.

5 When you are satisfied with your program proposal, select Leave 
 at the top right corner of the page to view a preview.Edit Mode

6 If everything looks good, click  at the top Submit For Approval
right, or continue editing.



7 After submitting your proposal, you can click the triangle icon to 
expand the workflow steps to see all approvers it will be routed to, 
department chairs, college deans, and others.

Revise An Existing Program

1 Begin on the Programs Homepage by selecting the tab Programs 
from My Dashboard at the far left.

2 Search for the program that needs to be revised.

Click the program to open its entry.



3 Select  from the right-hand side menu.Propose Changes

This will bring up a complete program entry.

3a Make any necessary changes to the form, such as:

Updating the Program Description
Replacing outdated courses with new courses in the Degree 

 andRequirements,
Adding new to your programEmphases 

4 When you are satisfied with your revisions, select Leave Edit 
 at the top right corner of the page to view a preview.Mode

If everything looks good, click  at the top Submit For Approval
right.

Revising an existing program

In Kuali, you'll request changes by making edits to the 
existing program entry. Only revise the portions of the 
program record that need to be changed. 

Retired courses

Retired courses are not eligible for scheduling.

If you encounter a course when building a Retired 
program, concentration, or emphasis requirements, do 
not include it. Click the trash can to remove it from the 
bucket.



Section 2: Creating or Revising Concentrations 
How do I create a new concentration? How do I revise an existing concentration?

Adding A New Concentration

1 Concentrations are built in a separate form.

Navigate to  on the left-hand side of the screen and My Dashboard
click on .Concentrations

2 Select .New Concentration

3 Fill in all subsequent fields with relevant information.



3a Input . If you are the faculty member Proposal Information
sponsoring this change, enter your own information here. If filling 
out the form on behalf of another person, enter the faculty 
sponsor's contact information.

3b Select a future term from the Effective Term and Year drop-
downs.

3c Outline the  of your request.Justification

3d To build a link between your concentration and the associated 
degree, select a degree from the Degree Name box. The rest will 
auto-populate below.

By creating a link between concentrations and programs, 
students can see the concentration requirements as part of the 
degree/certificate listing.



3e Add the .Concentration Information

4 Select Leave Edit Mode at the top right corner of the page when 
you are satisfied with your concentration proposal.

If everything looks good, click Submit For Approval at the top 
right, or continue editing.

Fill in the concentration title and description fields exactly as you 
would like the information to appear in the Catalog. Use the 
Rules tool to add courses and other requirements for the 
concentration.



5 When your concentration has been approved, it will appear as a 
sub-entry within the program.

This example shows what concentrations look like within a 
program record.

Revise An Existing Concentration

1 Navigate to  on the left-hand side of the screen and My Dashboard
click on .Concentrations

Students can click the concentration name in a 
program record to view the associated 
requirements.



2 Type in the concentration that needs to be revised in the Search 
, or use the  &  to aid your search.bar College Department Filters

3 Click the concentration name to open the record.

4 Select Propose Changes from the right-hand side menu. 

This will bring up the current concentration record.

4a Review existing information and make any necessary changes to 
the form.

Keep in mind that the Proposed Effective Term cannot 
overlap with the current version of the concentration/
program. When making changes, you must select an 
entry that is at least one term ahead of the existing 
record.

In this example, the current concentration was active 
effective Spring 2023, so the revised entry should be 
active effective Fall 2023 or later.



5 When you are satisfied with your concentration proposal, select

Leave Edit Mode at the top right corner of the page to view a 
preview.

If everything looks good, click Submit For Approval at the top 
right, or continue editing.

Resources & Follow Up
You will receive an email notification when your form (programs, concentrations, new courses, and other proposals) reaches full approval.
Depending on the type of request, your changes may not be published right away.

All curricular changes (course revisions, programs, concentrations, and emphases) will be published in the following year's academic 
catalog. To honor the catalog requirements that are set out in the students catalog year of entry, we do not make curriculum changes 
midyear.

If you have questions regarding when your revisions will be published, contact the Registrar's Office at curric@unm,edu. If you have 
questions regarding how to use the Programs and Concentrations form, please review the tutorials posted on our website.
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