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Curricuplan Unit and Lesson Plan  
Quick Start Guide 

 
 
 
 

 Create a Unit or Lesson Plan 
  

1. In the action bar, click the icon for add a Unit or Lesson Plan. 
2. Add the content to your plan as explained below. 
3. In the action bar Select the save icon. 

 
Note: After the plan is saved, it will appear in My Plans as a draft. Save often to avoid loss of 
data. 
 
 

Edit a Unit or Lesson Plan 
Click the edit icon (the pencil) in the action bar. Save your edits before navigating from your Unit 
or Lesson to avoid loss of content. 
 

Adding Co-authors 
1. In the author field, click Add 
2. Select the letter for the last name of the user from the 

select menu 
3. Click on the user name(s) you want to add 
4. Click Done to close the select menu 

 
Note: Co-Authors have the same edit rights to a plan as the author and will see the plan when 
they log-in under My Plans 
 

Document Information 
Title: Enter a title for your plan that indicates the course of study that this plan represents. 
Subject: Select the general subject for your plan. This information will be used to organize and 
search for plan. 
Course: Select a course for your plan. This information will be used to organize and search for 
plans. 
Note: The course list is specific to your district 
Topic: Enter the text to describe the content of the plan (limit to a phrase). The topic is a short 
description of the plan. 
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Time Required: Select the length of time to complete the plan in minutes, hours, days or weeks 
(numbers only, no hyphens). 
Location: Select your building where you are located. 
Grade: Select the target grade(s) for the plan. 
 

Adding Standards 
1. Select the Standards Source either Local or 

State/National 
2. Your state will appear as the Organization 
3. Select a grade level 
4. Select the Standards Document 
5. Click the + sign to add a standard into the plan 
6. Click the – sign to remove the standard from the plan 

Note: Be specific when selecting the standards that this specific plan will be introducing. If you 
select a standard you must include an assessment plan for each standard addressed. 

 

Materials/Resources (customized by district)  
1. Select the resources from the drop down menu 
2. Add a description or additional materials in the text box 

 
 
Web Sites 

1. Enter the URL of the web site  
2. Enter descriptive text that will appear as the hot link 
3. Click Add to create the link 
4. Repeat to add additional web sites 

 
Note: The web sites will be listed in the left navigator under ‘view 
websites’ and will be organized by grade and subject 
 
 
.Attachments 

1. Click Browse to search the computer for the file to 
attach you your Unit or Lesson Plan. 

2. Highlight the file to attach. 
3. Click on Open. 
4. Repeat to attach additional files. 
 
Note: 4 attachments can be added at one time. After the plan is saved, click edit to add 4 
more attachments. 

 
Support 
Support is available Monday – Friday from 8 am to 8 pm EST.  Please provide your User Name 
and District Name and include a complete description of the issue you are experiencing. 
Online Support 

Click on Curricuplan Help in the left side menu when logged in to Curricuplan. 
Email us at cpsupport@seacliffedu.com. 

Phone Support 
Direct: 609-796-4443 Option 2 
Toll Free:  866-326-2731 Option 2 


