How to use the 2022-2023 Certificate Modification Approval Process

General Instructions and Information:

e Read each step carefully.

e Save often using the save icon at the top of the page or the “Save All Changes” button that hovers as
you scroll through the page.

e All proposals, if approved, will be effective beginning Fall 2022.

¢ If any information is missing, incorrect, or steps are incomplete, the registrar will send the proposal back
to the originator for correction.

e Red asterisks * indicate that the field is required.

Attachment Requirements:

e SACSCOC Substantive Change Prospectus (may be required)
e Additional supporting documents

Proposal Instructions:

Step 1: Login to Curriculog using your SFA credentials.

e The link to Curriculog can be accessed from mySFA on the Faculty tab in the Faculty Tools box.

STUDENT INFORMATION FACULTY TOOLS

A President's Comer

Student ID Look Up Eaculty Services - SSB

O Resources
Transcript Look Up Report Leave

B8 Advisor Student Email Look Up Curriculum Management Software

Curriculog {you will be asked to login again
View Holds g (y gin again)

Faculty Archived course proposals in the previous system (view onl
Navigate Advising Tool prop prev v ( V)
- Course Proposal (Do not use FireFox)

e The direct link is: sfasu.curriculog.com

Step 2: Select "New Proposal” from your dashboard. This will take you to a list of approval processes to being
your proposal.

Curriculng“" Proposals Agendas Accounts Reports

My Tasks My Proposals Watch List All Proposals

+ New Proposal #, Approve Selected
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https://sfasu.curriculog.com/

Step 3: Select "Programs” from the approval process tabs.

Curriculog™ Proposals  Agendas  Accounts  Reports

All Processes Courses Programs Others

Step 4: Find the Certificate Modification Approval Process for your level and select “Start Proposal” icon.

All Processes Courses Programs Others

Sort by: | Process Title v

2021 Doctoral Program - Distance Education Modality Modification
Steps: MEEEE 5 mandatory 5 total

2021 Graduate Program - Distance Education Modality Modification
Steps: MEEEE 5 mandatory 5 total

2021 Undergraduate Program - Distance Education Modality Modification
Steps: MEEEE 5 mandatory 5 total

2022-23 Doctoral Program Deletion 3
Steps: M LIN NENEDEEEE 12 mandatory 13 total

2022-23 Doctoral Program Modification 3
Steps: NI DN EN N NNENE 12 mandatory 13 total

2022-23 Doctoral Program New
Steps: DENEEENEEEEEE 12 mandatory 13 total

2022-23 Graduate Certificate Deletion ¥
Steps: DENEEEEEEEEEE 12 mandatory 13 total

2022.23 Graduate Certificate Modification ¥ Q
Steps: OO OOODOOOOEE 12 mandatory 12 total
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Step 5: To start the proposal, you will need to select the program to import by searching for a specific

program. Click on the 3} icon beside the program information to select a program. This will pull up the
program information on the side panel. Select "Build Proposal” to move forward.

All Processes Courses Programs Others

Sort by: | Process Title v

2021 Doctoral Program - Distance Education Modality Modification
steps 5 mandatory 5 total

2021 Graduate Program - Distance Education Modality Modification
Steps § mandatory 5 total

2021 Undergraduate Program - Distance Education Modality Modification
Steps: 5 mandatory 5 total

2022-23 Doctoral Program Deletion ¥
Steps: 12 mandatory 13 total

2022-23 Doctoral Program Modification ¥
Steps 12 mandatory 13 total

2022-23 Doctoral Program New
Steps: 12 mandatory 13 total

2022-23 Graduate Certificate Deletion ¥
Steps 12 mandatory 13 total

2022-23 Graduate Certificate Modification ¥
Steps: 12 mandatory 12 total

2022-23 Graduate Certificate New
Steps 12 mandatory 13 total

2022-23 Graduate Program Deletion ¥
Steps: 12 mandatory 13 total

Previous 10 | § Next 10

(=)

Process Summary Close XX
2022-23 Graduate Certificate Modification
Program Type @ Program O Shared Core
Name |cemﬂcate
Source | 502723 Graduate Bulletin WORKING T

Exclude (J
previously
imported results

Show: | 20 results v

Advanced Certificate in Professional Writing

Department of English and Creative W!’I‘Iﬂg Department of

The Advanced Certiicate in Professional Writing s a 12-hour online program designed to Support and develop the
professional and acagemie wariplace Witng needs of masters siudenis and professionals o Noid a bachelor's
degree or higher. Courses combine practica

Applied Behavior Analysis Certificate

Department of Human Services and Educational Leadership, Department of

The school psychology program offers an Applied Behavior Analysis Cerficate designed for school-based
professionals, direct service providers of others seeking skis to support individuals with challenging behaviors
autism specirum disorders, developmental disabilities o

Digital Humanities Certificate

Division of Multdisciplinary programs, Department of
Broadly defined, digital humanities is the Use of computing
address traditional questions In the humanities. A graduate certificate in mmta\ Arraas w olr beh Gl o ©
instructors working in academia, cuitural centers

Dual Credit and Early College Mathematics Teaching Certificate

Department of Mathematics and Statistics, Department of
This certificate program focuses on the content preparation of dual credit and eary college mathematics teachers

3

3}

3

Step 6: Provide required proposal information. This information is necessary for each proposal’s review in the

curriculum cycle.

e For the "Type of Program” question listed under “Step 1" in the proposal template, select “Program” as

“Shared Core” is not available.

e Select all modifications that are being made in the proposal. Please read the list carefully. If you are
wishing to modify something that was not added to the list, select other and provide details in the ‘If

Other’ field.

e Rationale: Use this field to discuss the changes that you are wanting to make and why.
e Other required fields as indicated by the red asterisk *.

Step 7: Curriculum and General Program Information- Do not alter items that have not been selected for
modification in the “Requested Modifications” field.

e Curriculum Schema and Degree Map is changed in the “"Curriculum” field.
o General steps and information found in the proposal template.
o The Office of Institutional Effectiveness is the first step after the originator in the undergraduate

modification proposals.

e "General Program Information” field is where the title, description, hours, and prerequisites can be

changed.
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Step 8: Attach any required or additional supporting documentation.

e SACSCOC Substantive Change Prospectus (may be required)
e Any optional supporting documentation

e Select the Files icon & to navigate to the files area. Select "Choose File" and use the file navigation to
select your documentation. Select the Upload button to attach your documents.

Proposal Toolbox

Status: unlaunched

Upload File

File | Choose File | Mo file chosen |=__~j Upload

Attached Files

e Scroll back down and select the check box in the Attachments area.

Step 5.

**Attention**

A Substantive Change Prospectus may he required.

Please review the SFA Substantive Change Policy 4.10 to see what can constitute a
substantive change and pages 27-30 of the SACSCOC Substantive Changes Policy.
Statement to review the required components of a prospectus.

If you are unsure if your modification requests constitute a substantive change, contact the
Associate Provost at 936.468.2707 for guidance.

The substantive change prospectus, if required, and additional supporing documents can be

attached to this proposal by using the Propogal Toolbox in top right corner and clicking G

(stiif;r;;:i I have attached additional supporting docurnents,

apply): I have attached a required Substantive Change Prospectus.

I have not attached any supporting documents.

Step 9: Save your changes by using the save icon at the top of the page or by using the “Save All Changes”
button that hovers as you scroll through the page.
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Step 10: Launch proposal.

e You can either scroll to the top of the page and click the b icon or select the “Validate and Launch”
button that hovers as you scroll through the page to launch your proposal.

a3y 8 08w
General Catalog Information
a.
o e ow L ar w  - war oer oy s w
[=] save All changes P Validate and Launch Proposal
b.

e Select “Launch Proposal” in the popup.

You are about to launch this proposal. Once you have launched this proposal, it will begin
the approval process. The proposal will appear in r task list under the "My Proposals"

tab and vou may easily view its progress at ime. However, you ray not edit the
proposal after launch unless you are includ a particular step of the approval process.

Launch Proposal Cancel

e You must launch your proposal and then make a decision before the proposal can move on in the
approval hierarchy.
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Step 11: Review your changes.
You can use the User Tracking area on the right-hand side of the page. Change the dropdown menu

[ ]
from “Show current” to “Show current with markup” to see what changes have been made.
Proposal Toolbox
EELEEOO0O000000000)
QD= 600 =x 2
User Tracking i ]
Show current s
Show original
Show current ]
Show current with markup v
) Add Comment
Curriculog 7117/2020 5:25 pm Reply
Surfing Steve has launched this proposal.
¢ All changes made since beginning the proposal will show in bold colored text.

Course level:*
Activity Log

Surfing Steve
+ UG - Undergraduate

v UG - Undergraduate

Step 12: Make a decision by scrolling to the top of the page and selecting the © icon at the top right-hand

corner. If you are satisfied with your proposal, select “Approve” and then select “Make My Decision”

Proposal Toolbox
BN O 00000000000

0DE * GO
Your Decision
What would you like to do with this proposal?
O approve O Hold
) Reject "_3' Suspend
O Cancel

Plaasa comment on your dacision below.

e

Make My Decision

**End of instructions**
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