1. Login uhd.curriculog.com

e Thelink on the page will direct you to Curriculog where you will log in using your UHD username and password.
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2. CREATE a New Proposal

e  Choose the Proposals Tab
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Select Change Undergraduate Course or if you are revising a General Education course select General Education Course Revision.

Then select the checkmark to start creating the proposal.
(Note: “New Proposal” means any proposal — not just a New Course proposal)
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3. Import Course from Acalog (Course Catalog)

e You are revising existing course information and are able to import the existing course from the academic catalog.

e  Select the appropriate catalog — Graduate or Undergraduate.
e Search for course by adding a filter such as Prefix and Code (course number)



Curriculum Form 1.2: Change Urdergraduate Course (AY24 Catalog) M
Search Curiculum Insentory

Prefix Code

Source
i 2021-2022 UNDERGRADUATE CATALCG

Exclude pravicusly imported results|

e Once you have found the course you wish to revise click on it and select the “Preview & Build” button
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4. Click Build Proposal

Import Data into your Proposal

Field Name Data Preview

1.2 CHANGE TO EXISTING UNDERGRADUATE  [no dta]

COURSE: 7 Department

1.2 CHANGE TO EXISTING UNDERGRADUATE Appbed Adminmsiration

COURSE' 8 Courss Subject

12 CHANGE TO EXISTING UNDERGRADUATE AA

COURSE: 9 Prefic

12 CHANGE TO EXISTING UNDERGRADUATE 3301

COURSE' 10. Course Mumbsar

12 CHANGE TO EXISTING UNDERGRADUATE  Professional Emics

COURSE: 11. Coursa Title

1.2 CHANGE TO EXISTING UNDERGRADUATE  This coursa will examine the ok of athics as a

COURSE 13. Catalog Description professsonal and in the adminstraton of pubsc and
private sector ofganizations. An emphasis wil be on
the inflsence of lagal, economic, regulatory, and
cultural condtions in determining athical bahavior

12 CHANGE TO EXISTING UNDERGRADUATE 3

COURSE: 16. Lecture Hours

1.2 CHANGE TO EXISTING UNDERGRADUATE 0

COURSE: 17. Lab Hours

1.2, CHANGE TO EXISTING UNDERGRADUATE 3

COURSE: 18. Total Cradi Hours

12 CHANGE TO EXISTING UNDERGRADUATE 60 compiebed hours and declared BAAS major

COURSE 19 Prerequisite(s)

1.2 CHANGE TO EXISTING UNDERGRADUATE  [no ciata]

COURSE: 20. Corequitila(s)

1 ? c.HJ\.NGE TO EXISTING UNDERGRADUATE  fno data)

gurvalant or Crossiistod Courseds)

e  Fill out the form and save

e DO NOT EDIT any of the data that was imported.

e Only fill out form fields that were not populated by the import.

e  Save your work at any point by clicking the “Save” button at the bottom of the form — you can come back to it later if
needed.

B Save All Changes




5. Attach required files.

e  Attached required forms such as a course syllabus. Navigate to the “Proposal Toolbox” in the right pane and select the “Files”
button. Choose your file and upload.

Upload File X
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File} Choose File [No file chosen Steps to
Approval

Files

%
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D
Proposal
Lookup

Attached Files

There are no attached files

6. LAUNCH Proposal

e At the top of the proposal select the “Validate and Launch” button in the upper right corner to launch the proposal

AA - 3301 - Professional Ethics
Curriculum Form 1.2: Change Undergraduate Course (AY24 Catalog) ,

unlaunched

S Import B Runlimpact Report I Save All Changes = 4 Validate and Launch Proposal

e  Click the Launch Proposal button

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

7. Approve
e Once you have launched the proposal it will begin the approval process
e  The proposal will appear in your task list under the “My Proposals” tab
e Note: You may not edit the proposal after launch unless you are included in a particular step of the approval process
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