
Submitting a New Proposal 

1. Go to the Proposals tab and click New Proposal. 

 

2. Select the form action you would like to perform. Note: Forms with the  icon  means 

you will have to search for the course or program you wish to modify before you can start 

the proposal.   

 

o If you would like to preview an approval process before starting it, you can select 

the preview form icon . This will open a new window, previewing only the 

form of the proposal. None of the fields will be functional within the preview. 

o To begin a new proposal, click the new proposal icon  

o Forms with the icon, search for the course or program you wish to revise 

before you click on Build Proposal at the bottom of the page. 



 

 

   



3. Complete fields in the proposal form and upload additional documents if necessary using 

the icon. 

4. Click Save All Changes if you are not ready to submit the proposal. 

5. When ready, click Validate and Launch to move the proposal to the next step. 

 
6. Originators will approve the initial step (no Pin required) which initiates the following 

approval sequence, with each approval triggering the next: Department Chair > 

Curriculum Committee Chair > Dean > VCAA.  

7. An email from Curriculog will be sent to the person responsible for approving at each 

step of the process. The email is sent from usually sent at 12:00am. Check your spam 

folder if you do not receive the email the next day. You will follow the prompts in the 

email and enter a PIN when you are ready to approve the form. The pin for everyone is 

4829.  

8. Once the proposal reaches the final VCAA step and is either approved or rejected, all 

parties involved will be notified. The Originator may then edit the proposal and resubmit 

it through the approval process.  

Email Sample: 

 


