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More Features

The Curriculum Manager is a powerful tool that enables administrators to create a specific, customized template for 
students to use when creating their education plan in Kuder Navigator®. It provides administrators with a flexible way 
to enter and/or remove courses while creating a completely unique resource for their school or district. Administrators 
can build a template to meet specific requirements as well as layout plans for certain career clusters and pathways by 
entering grade levels, headings, categories, modifiers, courses, and areas of study. By utilizing the Curriculum Manager, 
administrators allow students to see and select specific items that were entered by their administrator. This guide is 
designed to direct administrators through the process of building a customized education template.

Directions for Administrators

The Curriculum Manager is located within the Kuder 
Administrative Database Management System® (ADMS) 
under the Tools & Resources top navigation tab. If 
administrators choose to utilize the Curriculum Manager, 
students will access new courses and templates from the 
Education Planner in the student side of Navigator. Even 
if administrators do not use the Curriculum Manager, 
students may still create an education plan from a blank 
template.

Curriculum Manager Features 
There are several features and tools within the 
Curriculum Manager that you will find throughout the 
template creation process. The following list explains how 
to use several recurring elements in the system.

 ` A progress bar along the top of every page will guide 
you through the steps.

 ` The View Sample Template button appears throughout 
the process to allow you to see a sample template.

 ` A Preview My Template button appears throughout the 
process to allow you to view your template as you go.

 ` Asterisks (*) will help you determine which fields 
require information and which fields are optional.

 ` Back and Next buttons allow you to return to a 
previous page or move forward to the next page.

 ` The ‘What is this?’ link helps you learn more and 
provide detailed information about certain features in 
the system.

Features
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ADMS Home Page

Registering/Logging In 
 ` New Users: Go to https://navigator.kuder.com, click on 

Log In, and then select Administrator Login. Click on 
Create an Account, select Administrator, counselor, or 
other authorized person, and then click Continue. Fill 
out the appropriate information on the registration 
page and click Register. Your Organization Access 
Code and Password were sent via email to your 
school’s master administrator.

 ` Returning Users: Go to https://navigator.kuder.com, 
click on Log In, and then select Administrator Login. 
Enter your user name and password and click Log In.

Once logged in, you may access the Curriculum Manager 
by clicking on the Tools & Resources top navigation tab. 
Then, click on the Curriculum Manager link in the ADMS 
Tools section.

Choosing an Option
When beginning your education template, there are 
three options to choose from in the Curriculum Manager, 
depending on the level of customization you desire. Since 
all of your customization will be contained within one 
template, you will need to decide before you start what 
kind of information you want your template to contain. 
Based on the descriptions below, select the option that 
best fits your needs by clicking on its title and then on 
Create Custom Template.

 ` Option 1: This is the most basic option, allowing you 
to customize the Education Plan template with no 
actual courses being entered. With this option, you 
choose the grade levels and labels, main headings, and 
categories, but students have the freedom to enter 
their courses without any guidance from the system on 
what types of courses to take. This option is beneficial 
if you want to provide complete independence for 
students to type or write courses into a blank template 
with your customized headings and categories.

 ` Option 2: After completing the steps in Option 1, you 
will be able to add courses, areas of study, optional 
modifiers, and course assignments. This option allows 
students to select courses from a list you have entered 
in the system as well as find courses designated to a 
certain area of study. This option is beneficial if you 
want to manually enter courses for students to choose 
from while also providing students some direction and 
limitation for their course choices.

 ` Option 3: This option contains all of the steps in 
Option 1 and replaces Option 2, allowing you to create 
a spreadsheet to mass upload all courses offered at 
your school. This option is beneficial for larger schools 
and/or districts that offer diverse courses that require 
a direction or area of study on behalf of the student. 

Options
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Option 1: Customizing the Education 
Plan Template

Important: You must complete the following steps in 
order. 

Step 1: Enter Grade Levels
Entering grade levels allows you to decide which grades 
are included on the education plan as well as how they 
will appear. For example, some schools may want students 
to create six-year education plans while others want 
a four-year plan. And while one school may want the 
grade to appear as “9th Grade,” another may want it to be 
displayed as “Freshman.” Follow the steps below to enter 
all the grade levels you need for your template as well as 
determine how the grade will appear on the education 
plan.

 ` Use the Grade Level drop-down menu to choose a 
grade level. Decide how the grade should appear on the 
template using the Label field. Click Add Grade to add 
the information to the chart below.

 ` Once a grade is added to the chart, you may use the 
Edit or Remove buttons to change the grade level or 
label, or remove it from the template. 

 ` When you have added all of the grade levels, click the 
Next button.

Step 2: Designate Main Headings
Designating main headings on the template allows you 
to separate the required or core subjects from electives 
or other subjects as well as determine in what order the 
headings will appear on the education plan. Remember 
to keep these general; the more main headings your 
template has, the greater the chance that students’ 
education plans won’t fit on a single page. Follow the 
steps below to enter the main headings.

 ` Use the Main Heading field to enter the title that you 
would like to designate to your education plan main 
headings.

 ` The Sort Order field allows you to choose the order in 
which the headings will appear on the template. The 
heading you want to appear first should be labeled “1.” 
and so on. 

 ` Click Add Main Heading to add the information to the 
chart below.

 ` Once a main heading is added to the chart, you may use 
the Edit or Remove buttons to change the heading, or 
remove it from the template. 

 ` When you have added at least one main heading, click 
the Next button.

Option 1: Customizing the Education Plan

Step 1: Enter Grade Levels

Step 2: Designate Main Headings
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Step 3: Designate Categories
Designating course categories allows you to customize 
the titles of each category or subject offered at your 
school. For example, math, science, English, and history 
are all standard categories offered; however, your school 
may refer to history as social studies, English as language 
arts, etc. As you create categories, keep in mind that each 
category must be linked to a main heading from Step 2. 

The remainder of Step 3 applies only to administrators 
who will continue to Option 2 or 3 and add courses. If you 
are utilizing Option 1 only, please continue to Step 4 now.

This step also provides options for course restriction 
within each category. The Restricted to Course List drop-
down menu allows you to determine the restrictions you 
would like to place on the courses your students will be 
able to view when choosing from the options offered in 
the cell you create in this step. Course categories also 
work with the creation of Areas of Study. If you choose 
to create Areas of Study and assign courses within them, 
students will be able to make more specific, informed 
choices about their education plans. Students will be 
able to choose an area of study that you have designated, 
view the courses organized in the categories within it, 
and select the courses suited to their needs. Follow the 
steps below to add course categories and restrict courses 
accordingly.

 ` Use the Category field to label the course categories 
your students will see on their education plan.  

 ` Select a Main Heading from the drop-down menu. 

 ` The Restricted to Course List drop-down menu allows 
you to consider the following selections for how the list 
of courses will display for students within each cell on 
their education plans:

 ` Restricted to Template List: Students will only 
be able to select those courses specific to a grade 
and category within an area of study. There is 
not an “All Courses” option with this restriction. 
This option is the most restrictive for students 
and allows for maximum control on behalf of 
administrators.

 ` Restricted to Master List: By assigning courses 
to an area of study, students will be able to make 
more specific, informed choices about their 
education plan. Students will be able to choose 
an area of study that you have designated, view 
the courses organized under it, and select a 
course suited to their needs. The “All Courses” 
option remains available so that students may 
view all of their options regardless of area of 
study. This lets students tailor their education 
plan while retaining the ability to view all 
courses loaded in the template.

 ` Unrestricted: If you opt not to assign courses 
to a category, students will not be able to filter 
the courses available by area of study. Instead, 
students will need to scroll through all courses 
uploaded in the Course Title drop-down menu 
and/or type in the course name or ID in the 
indicated field to add it to their education plan. 
This allows complete freedom for students to 
select any course loaded in the template and/or 
write in course names however they choose.

 ` A Sort Order field allows you to choose the order in 
which the categories will appear on the template. The 
category you want to appear first should be labeled “1” 
and so on. 

 ` Click Add Category to add the information to the chart 
below.

 ` Once a category is added to the chart, you may use 
the Edit or Remove buttons to change the category, or 
remove it from the template. 

 ` When you have added at least one category, click the 
Next button.

Step 3: Designate Categories
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Step 4: Review and Publish Template
This step provides you with a preview of the template 
students will see. To continue on to Option 2 or 3, choose 
the appropriate Select button. Or, follow the steps below 
to complete your education template.

 ` Use the Edit button to make any changes necessary. 
You will then choose the step you would like to return 
to and proceed through to step four again.

 ` Once you have reviewed the template, click the Publish 
button. Then, click Done to complete the process. You 
may then use the Edit buttons to update any of the 
information entered during Option 1, or choose to 
proceed to another option by clicking the appropriate 
Select button.

Option 2: Courses/Areas of Study

Option 2 contains the four steps in Option 1 with further 
customization options for adding courses, modifiers, and 
areas of study. If you have chosen Option 2, simply follow 
the Option 1 instructions above. When you come to Step 
4, instead of clicking a Publish button, you will click Next 
to begin your Option 2 customization. If you want to 
mass upload your courses, areas of study, and/or schools, 
proceed to Option 3 now.

Step 5: Designate Course Modifiers (optional)
Before manually entering the courses offered at your 
school, you are given the opportunity to create modifiers 
that you can assign courses to in the next step. For 
example, you may wish to use the abbreviation “DC” 
to designate dual credit courses. Or, for Advanced 
Placement courses, the abbreviation “AP” would be 
appropriate. If you choose not to use the course modifier 
option, proceed to Step 6 by clicking Next. Otherwise, 
follow the steps below to add course modifiers to the 
education template.

 ` In the Modifier field, enter the symbol or abbreviation 
as you want it to appear on the template. In the 
Description field, write out the full name of the 
modifier.

 ` Click Add Course Modifier to add the information to 
the chart below.

 ` Once a modifier is added to the chart, you may use 
the Edit or Remove buttons to change the modifier, or 
remove it from the template. 

 ` When you have added the desired course modifiers, 
click the Next button.

Step 4: Review and Publish Your Template

Step 5: Designate Course Modifiers

Option 2: Courses/Areas of Study
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Step 6: Enter Course List

Step 7: Create Areas of Study – Clusters

Step 6: Enter Courses
You are now ready to begin manually entering the course 
information for your students to create their education 
plans. For each course, you will assign a course title, 
course number, modifier (if applicable), and credits 
available. Each class must have its own unique course 
number and course title. Follow the steps below to begin 
entering courses for the education template.

 ` Enter the class name in the Course Title field; each 
class must have its own unique title. 

 ` Use the Course # field to enter the identifying course 
number for the class. For example, Algebra 101 would 
be a different course than Algebra 102. If your school 
does not use course numbers, you must create a unique 
combination of letters, numbers, or both for each class.

 ` If you entered a course modifier in Step 5 that applies 
to this class, click on Select Modifiers and check the box 
next to the appropriate modifier. 

 ` Enter the number of credits the student will earn upon 
successful course completion in the Credits field.

 ` Once you have completed the necessary information, 
click Add Course to add the information to the chart.

 ` Once a course is added to the chart, you may use 
the Edit or Remove buttons to change the course, or 
remove it from the template. 

 ` When you have added the desired courses, click the 
Next button.

Step 7: Create Areas of Study
Step 7 allows you to assign courses to a variety of areas, 
the most common being specific areas of study, schools 
within your district, or both. You must designate at least 
one area of study or school to which you will assign 
courses. Using the information below, identify which way 
you want to use this step, and then follow the appropriate 
directions.

Areas of Study – Clusters: To ensure students receive 
the right education for the career pathway they intend 
to pursue, it is recommended that students create an 
education plan based around a specific area of study. This 
step allows you to create areas of study around career 
clusters to which courses entered in the previous step will 
be assigned in Step 8.

 ` Using the drop-down menu, choose a career cluster to 
designate an Area of Study.

 ` Once a cluster is chosen, a Pathway drop-down menu 
will appear. It is not required, but you may further 
specify a career pathway under each career cluster, as 
well as a program of study under each career pathway 
using the appropriate fields.
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 ` Once you have completed the necessary information, 
click Save to add the information to the chart.

 ` Use the buttons in the Actions column to Edit or 
Remove the area of study, or view a sample plan.

 ` When you have added the desired areas of study, click 
the Next button.

Areas of Study – Schools: Some school districts choose 
to use this step in the district database as a way to assign 
courses to specific schools within the district. Instead of 
assigning the courses to a specific area of study, they will 
have created school names to which courses entered in 
the previous step will be assigned in Step 8.

 ` Using the drop-down menu, select Don’t Use a Career 
Cluster. This will allow you to write in school names in 
the Title 1 field.

 ` If you are using this step to assign courses to specific 
schools as well as areas of study, you will want to utilize 
the Title 2 field to enter areas of study. 

 ` For example, you may want students to be able 
to create education plans based around the 
Finance career cluster at “High School A” within 
your district, but not “High School B.” So, you 
would enter “High School A” into the Title 1 
field, and enter the Finance area of study into 
the second. This means after you assign courses 
to this area of study in the next step, students 
interested in the Finance cluster will see that 
“High School A” has a focus there and they will be 
able to create an education plan based around 
that school’s courses.

 ` Once you have completed the necessary information, 
click Save to add the information to the chart.

 ` Use the buttons in the Actions column to Edit or 
Remove the area of study, or view a sample plan.

 ` When you have added the desired information, click 
the Next button.

Areas of Study – No Clusters: Instead of using this step 
to assign courses to an area of study or school, some 
schools prefer to create their own unique areas of study 
specific to their school and the needs of their students.  
For example, should you choose not to use clusters or 
schools, you could use pathways, specific diplomas, or 
even generalized tracks of study such as “general studies” 
or “classes offered.” Remember, whatever you choose, at 
least one area of study must be created.

 ` Using the drop-down menu, select Don’t Use a Career 
Cluster. This will allow you to type in any title you wish 
into the required Title 1 field. This option is most often 

used by schools with fewer than 150 courses offered, 
but also by schools that have specific tracks of study 
and/or special diplomas.

 ` Once you have completed the necessary information, 
click Save to add the information to the chart.

 ` Use the buttons in the Actions column to Edit or 
Remove the area of study, or view a sample plan.

 ` When you have added the desired information, click 
the Next button.

Step 7: Create Areas of Study – Schools

Step 7: Create Areas of Study – No Clusters
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Step 8: Course Assignments

Option 3: Mass Upload

Step 8: Course Assignments
Now that you have added career clusters, school names, 
or other information to your education template, follow 
the directions below to assign courses to those Areas of 
Study.

 ` Using the Area of Study drop-down menu, choose an 
area of study for which you wish to assign courses.

 ` An empty education plan template shows the main 
headings, course categories, and grade levels you 
entered during the Option 1 process. Use the Edit 
buttons in any of the boxes to activate a pop-up box 
that allows you to add specific classes to that particular 
cell.

 ` To see available classes, enter a full or partial class 
name or course number into the search box and click 
Search. Or find classes alphabetically by clicking on a 
letter. If there are any courses that match that word 
search or letter, they will appear in the Available 
column in the table below.

 ` Once you locate the course(s) you want to add to this 
cell, click the course name(s) to highlight, and then click 
Add to move the course(s) from the Available column 
to the Selected column. When you are done adding 
courses for that cell, click OK. 

 ` Continue the process until you have assigned courses 
for every cell desired. Then, choose a different area of 
study from the drop-down menu and follow the same 
process for assigning courses to this template.

 ` Once you have reviewed the template, click the Publish 
button. Then, click Done to complete the process. You 
may then use the Edit buttons to update any of the 
information entered during Options 1 and 2, or choose 
to Mass Upload your courses by clicking the Option 3 
Select button.

Option 3: Mass Upload

Option 3 is provided as an alternative to Option 2 and 
allows you to mass upload your courses, areas of study, 
and course assignments from an Excel file. This option is 
particularly useful for the creation of extensive education 
plans containing many different courses, modifiers, areas 
of study, and/or schools, and for managing large amounts 
of data.

If you chose the Option 3 link at the beginning, you will be 
prompted to complete Steps 1-4 under Option 1 before 
proceeding to the upload. Once you have completed those 
steps, you will automatically continue to the next step and 
begin the mass upload process.

If you have already completed the steps for Option 1, you 
will simply click Select and then Upload to begin the mass 
upload process.



Create a File

Upload a File

Mass Upload Courses and Areas of Study
You will first need to create an Excel file and enter the 
data, then upload it to the system.

 ` 1. Create Excel File

Follow the detailed instructions on this tab to create an 
Excel file that contains all of the necessary information in 
the specific format needed for the upload. Use the View 
Sample Templates button to see what your Excel file 
should look like and download an Excel file template.

Once you have completed the Excel file, you are ready to 
upload it to the system.

 ` 2. Upload Excel

After the Excel file has been created, follow the 
instructions for saving the file as a CSV document. Click 
on Browse to find the file on your computer or network.

Once saved, click on the Upload Excel tab to move to the 
next step.

Once you have the correct file selected, click Upload. 
After the upload, click Done. This will bring you back to 
the Curriculum Manager menu where you must click 
Publish Your Changes for students to be able to view your 
template in their portfolios. 

Uploading your courses using Option 3 can be difficult 
if your spreadsheet is not set up correctly. If you have 
issues uploading your courses, or at any time during 
the template creation process, our Client Engagement 
Specialists are happy to assist you. 

Contact Kuder Client Engagement at 877.999.6227 or 
clientengagement@kuder.com.
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