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Graduate Course Change in Curriculog
A step-by-step guide

STEP 1: Curriculog Login
1.1 Access: https://unlv.curriculog.com/
1.2 Login using your UNLV ACE account. (see https://www.it.unlv.edu/ace)

STEP 2: Select the “Course Change” form

Course changes constitute no significant changes to extant course descriptions, titles,
etc that alter the original design/intent of the course. Significant changes will require a
New Grad Course Create proposal.

2.1 Click on “New Proposal” under the “My Proposals” tab at the top left:

[:URR|CULUG Proposals Agendas Accounts Reports

I e My Tasks ‘ ‘ e My Proposals ‘ ‘ Watch List ‘ l All Proposals ‘
Filter by:
All My Proposals ~ | Advanced Filter + New Proposal

2.2 Click on the checkmark “Start Proposal” icon on the Graduate Course Change form row:
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10 mandatory 12 total

This form begins with importing the current information from the working graduate catalog. You will see
the search window roll out to the right after clicking on “start proposal.” Using the fields in the search

window, search and select the course you will change and click build proposal to begin.


https://www.it.unlv.edu/ace
https://unlv.curriculog.com

STEP 3: Complete only required fields at first, then launch the form. After
launch, complete all remaining fields relevant to the changes you are
proposing.

In general, the form is self-explanatory and clear about what is requested. In this guide

we will review selected items that may generate questions or have further technical
steps.

3.1 Attachments - uploading documents into the form: To upload documents into the form,

please follow these 3 steps:

01. Click on the “attach a file” icon at the right of the form.
02. Click on “Choose File”
03. Click on “Upload”
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Proposal Help

Attached Files

I. General Information )
There are no attached files

Tho faculty momber ariginating thic nronocal ic to complote coctions 111 _and 11l
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3.2 Required Additional Documents: If adding Service-Learning designation, an accessible
syllabus must be attached. Please attach a current accessible syllabus by navigating to the
“attach a file” icon at the right of the form.

3.3 Launch the form: Click on the “Validate and Launch” button at the very bottom to
launch the form.

[ B Save All Changes ][ of Validate and Launch Proposa ]

Validate and Launch Proposal |

3.3.1 If an ERROR message comes up, please click “show me” and fill all the red fields of the
form.

Could Not Launch Proposal

Please correct the following errors before launching the proposal

Proposal has validation errors
o [ENT)




3.3.2 If you have filled the entire form correctly, you will see the “Launch Proposal” option come

up. Click on “Launch Proposal” to launch.

Launch Proposal

You are about to launch this proposal. Once you have launched this proposal, it will begin the approval process.
The proposal will appear in your task list under the "My Proposals" tab and you may easily view its progress at
any time. However, you may not edit the proposal after launch unless you are included in a particular step of the
approval process

Launch Proposal |

After launch, complete all remaining fields relevant to the changes you are
proposing.

STEP 4: READY TO SUBMIT?
After completing this form, please follow these steps:

1. Finish the launch of your proposal by clicking the decisions icon zl located to the right
of the form. This will display a new decision/approval field on the top right.

2. Click on "approve", add an optional comment if necessary, and then click on the "Make
My Decision" button at the bottom to move the proposal forward to the next step. You
will see a notification indicating that the proposal has moved forward. You will not be
able to edit after moving the proposal forward.

3. Please note that it is your responsibility as the proposer to see that the proposal is
reviewed and receives all necessary approvals. Please be encouraged to reach out to
reviewers on each step, if necessary.

4. You can check the status of the proposal by clicking on the workflow status icon H to
verify that the proposal has gone to the next step.

5. The workflow status icon El will also show you the current step of the proposal at any
given time, and who are the reviewers at that step.
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Proposal Help

I. General Information

The faculty member originating this proposal is to_complete sections I 1I, and IlI.

1. Before starting this form, please review graduate curriculum website on
policies and processes: https://www.unlv.edu/graduatecollege/curriculum
2 FILL INALL FIELDS. You will not be able to launch/submit the proposal

oVt cOmpleting the required flelds

=]

Your Decision

What would you like to do with this proposal?

2 O Approve
] O Reject

A

nt on your decision below.

Make My Decision I

Additional Information, including committee meeting dates, university resources, and
general guidelines available at: https://www.unlv.edu/graduatecollege/curriculum

QUESTIONS? Contact gradcurriculum@unlv.edu



mailto:gradcurriculum@unlv.edu
https://www.unlv.edu/graduatecollege/curriculum




Accessibility Report





		Filename: 

		_(DONE) Graduate Course Change in Curriculog_ a step-by-step guide.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 1



		Passed: 29



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top



