How to Check the Status of Your Proposal

5 ways to track your proposals:
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Workflow Status within Your Proposal
Check out this short video for this section.

1. Within your proposal toolbox, navigate to the “Workflow Status” tab.
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2. Asyour proposal progresses through the Approval Process, you can monitor the status of your proposal.
e When your proposal has been APPROVED at a particular step, there will be a green checkmark and
the step will be marked “Approved.”

e  When a step shows:

o “Working” - the proposal is still being reviewed at that step
o “Incomplete” - the proposal has not yet arrived at that step for review

8/4/23


https://csusm.sharepoint.com/:v:/s/planning_and_academic_resources/academic_programs/EUAZrbiJzOlDnI_asvkydpsB3dj79R6AYK1ZOFY1HvzJSg?e=6DPxJ4

o College Associate Dean Approved T
Participants —
) Ricardo Fierro | 411772023 1233 P —
=
=
Workflow
.4
© Academic Programs (System Admin) Approved P—
Participants @
System Administrator Committee v Files
Criselda Yee * | 4/18/2023 11:38 PM
[© | »
O uUcc Chair (All comments are public to user accounts.) Working Gz
Parficipants b
uce = Crosslistings
Cesilia Uy Tioos = Proposal is
O AL currently at this D
Propesal
St& i
O Dean of Academic Programs (after Senate approval) Incomplete
Participants
O Regina Eisenbach

3. You can also check the status from the bubbles under the title of your proposal, if you hover over the
next white bubble, it will indicate which step your proposal is at.

B Run Impact Report

Proposal Help ~

4. Your proposal is officially approved once approved at Senate or by the Dean of Academic Programs
depending on the proposal type. The final step in the approval process is used for implementation and
archiving only.
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1.

Navigate to the Academic Program’s Catalog & Curriculum Webpage.

The Curriculum Tracker

2. Under “Curriculum Records and Forms,” select “Curriculum Process & Resources.”

Curriculum Process and Resources

o] Curriculum Tracking & Review

s Curriculum Resources and Guidelines

s Curriculum Process and Deadlines

* Syllabus Policy, effective August 23, 2018

s Inactive Courses List

s Topics Chart Master List

3. Select the Curriculum Tracking link for the current Academic Year
Curriculum Proposal Tracking
This page is provided by Academic Programs to enable the campus community to follow the progress of curriculum proposals|
(new course proposals, course deletions, course changes, new program proposals, and program changes) in the current cycle.
Curriculum Proposal Links:
| Curriculum Tracking 2023-24 Cycle
s Curriculum Tracking 2022-23 Cycle
» Curriculum Tracking 2021-22 Cycle
4. The spreadsheet will show proposals that have reached Academic Programs within the current AY. You
can see when proposals are approved by either GEC, UCC, BLP and Senate as applicable.
Course New Senate
College — Mumber | Number A Form | Curriculum Comments |Originator Rec'd by AP | UCC Action GE Area 'GEC Action | BLP Action
m or Prefix Appr
CSTEM S 211 Computer Science 11 c-2 Course change 411 Ahmadinia 10/21/22 11/28/22 N/A N/A N/A 12/7/22
CSTEM o5 310 sodial lssues and Professional Practices In | ¢ | coyrsechangs  |Rika Yoshii w/0s/22 | 11/7/22 /A /A N | 11718022
Computing
| CSTEM (=] 311 Data Structures and Algorithms c2 Course change Ali Ahmadinia 02/13/23 2/27/23 N/A N/& N/A 3/15/23
CSTEM e 320 Introduction to Data Science c Course change :‘:;d Ebrahimi 10/06/22 | 10/31/22 NfA N/A N | 11/18/22
) CSTEM  |cs 320 Introduction to Data Science GE GE Proposal :ZT;” Ebrahimi 11/14/22 N/A BB 12/8/22 N/A NfA
CSTEM |cs 371 Programming for Datz Science ¢ New course Nahid Ebrahimi oa/04/23 | 2/10/23 NfA NfA NfA 1/18/23
Maid

5. Save the Tracker to your Desktop in order to filter by your department or College. See the Sorting Data
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in Tracker Guide. Note: New updates to the tracker will not occur to your saved file; check back on the

online file for updates.



https://www.csusm.edu/academic_programs/catalogcurricula/index.html
https://csusm.sharepoint.com/:b:/s/planning_and_academic_resources/academic_programs/EdgZwDqMclFOnxNQmFCymBIBoojBNUJMoaoBLXaNrPGnwg?e=6OSh70
https://csusm.sharepoint.com/:b:/s/planning_and_academic_resources/academic_programs/EdgZwDqMclFOnxNQmFCymBIBoojBNUJMoaoBLXaNrPGnwg?e=6OSh70

The Curriculum Review Pages

For General Education and Diversity and Equity proposals

1. Navigate to the Academic Program’s Catalog & Curriculum Webpage.

2. Select the current AY Curriculum Review page from the side navigation panel.

ACADEMIC PROGRAMS

CR/NC Grading Accepted by
Program

Academic Calendars
Annual Assessment for Learning

Catalog & Curricula

2023-24 Curriculum Review

2022-23 Curriculum Review

Academic Master Plan

Curriculum Resources

3. Choose the applicable review page depending on your proposal type.

2023-24 Curriculum Review

Files are posted as the proposals are distributed to Academic Senate curriculum committees: University Curriculum Committee
(UCC), Budget & Long-Range Planning Committee (BLP), and General Education Committee (GEC).

Note that some changes may occur as the proposals undergo review at these committees and the copy posted on the website may
not be the latest version.

GEC: General Education Proposals

D&E: Diversity and Equity Proposals

4. The review page will show proposals that have reached Academic Programs and are under review by the
committee. When a proposal is APPROVED by the committee, the date approved will be added.

General i i pd and app:
No.  Program/Course {SD=Supporting Documents} ] a:::?d by AP .I:::nved
:;i):gg - Physical Education for Diverse Populations {Cancelled, will DEU 2/10/2020 N/A
2 DNCE 321 - Cultures in Motion {Cancelled, will resubmit} DEg 2/20/2020 N/A
3 SLP 431 - Deconstructing Disability {Cancelled, will resubmit} DEg 1/4/2021 N/A
4 TA 410 - Contemporary American Theatre - Society's Taboos {Cancelled} DEu 1/26/2021 N/A
5 HD 386 - Human Development in a Global Context DEg 2/16/2021
5.a HD 386 C Form (UCC approved 4/8/2021) - - sD
6 HIST 387 - History of the United Nations {Cancelled, will resubmit} DEg 3/16/2021
7 HIST 389 - The History of Covid-19 and Pandemics DD 3/30/2021 10/27/2022
8 HIST 389 - History of Covid-19 and Pandemics DEg 3/31/2021 4/27/2023

Note: for GE/D&E proposals with related C or C-2s, the committee will generally not begin their review until the related course
proposal has been approved by UCC.
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“My Tasks” tab in Curriculog

When a proposal is waiting for an action from you, it will appear under the “My Tasks” tab.

You will also receive a
notification when a
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Note: Proposals under “My Tasks” include committee steps if you are part of a committee (i.e., UCC, GEC, etc.)

Curriculog Email Notifications

You can set up your preferred email settings in Curriculog to determine the kinds of notifications you receive
and how often.

1. When logged into Curriculog, select “My Settings” from the drop-down menu under your name.

My Settings

Logout

2. Atthe bottom of the settings screen, you can change your email settings:

Originator

Get all messages for user's proposals -

Email Opticns

Daily Email Digest -
Process
Send messages for proposals in which | am involved only -
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3. Refer to these setting descriptions when selecting your preferences.

ORIGINATOR: This setting controls for which type of activity on a proposal you will receive a notification.

eGa}'IeFeall-ack o Q

Can Generate AP Keys

Qriginator

[ Get all messages for user's proposals - ]

Get messages for comments only for user's proposals
| Get messages for comments and edits only for user's proposals

Get all messages for user's proposals

T T e h TP TE A T il -

o "Get all messages for User's proposals": this means you will receive a notification any time there is an
action on a proposal that you originated, such as "Approved" at a particular review step.

o "Get messages for comments only for User's proposals": this means you will receive notification any
time there is a comment submitted on a proposal that you originated.

o "Get all messages for User's proposals": this means you will receive notification for any comment or
edit submitted on a proposal that you originated.

NOTE: If you serve on a curriculum committee you will also receive notifications for activity on proposals that
are at your committee’s review step.

O

EMAIL OPTIONS: This setting controls how frequently you will receive an email with proposal notifications.

9 Gayle Feallock o Q y

Originator

Get all messages for user's preposals -

Email Options

Weekly Email Digest -
M W F Email Digest

T TH Email Digest

Daily Email Digest |
All Emails

EXAMPLE: If you select “Daily Email Digest,” the email will include notifications of any activity that occurred
prior to midnight the day before.

s I A
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PROCESS: This setting controls whether you receive a notification for ANY activity on a proposal or if you receive
a notification ONLY when an activity impacts your approval step.

Process

Send messages for proposals in which | am invalved only -

Send messages for the steps in which | am involved only

Send messages for proposals in which | am involved only

EXAMPLE: If you select “Send messages for proposals in which | am involved” you will receive notifications for
activity at every step along the way of the approval process.

If you serve on a committee such as UCC, you might instead select “for the steps in which | am involved” so that
you don’t receive notifications regarding other reviewers’ approval steps.

4. Based on your selections, you will receive notifications related to your proposals when an action is
made. For example:

ENTR - 321 - New Venture Creation

1:36 pm: Lizheth Durbin commented on your proposal, ENTR - 321 - New Venture Creation, with the following comment:
Implement Date: 12/12/2022 Effective Date: 08/01/2023 ERG: 002457, ENTR. 321 Requisites

Click here to view the proposal.
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