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STEP 1: Open Curriculum using the link in Portal, from the email notification you received, or from the agenda you received. 

• From the main Curriculum page you can click the My Tasks tab to see all of the proposals that you may review 

 

 

STEP 2: Open the proposal by clicking on it 

 

STEP 3: Look to see if the proposal is one that may require a corresponding proposal: 

• Is the request related to any other requests? Here are some examples to look for: 
1. A course is being dropped and it is used elsewhere in a program and/or as a prerequisite for another course, 

corresponding proposals are needed to update the program/course impacted by the course being dropped 
2. A concentration is being dropped from a major, a corresponding program change is needed to remove the 

concentration from the list of concentrations in that major 
• If the corresponding proposal does not exist inform the Office of the Registrar. We try to move corresponding proposals 

forward as a group, but if we miss something please let us know 
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• Review related proposals as a group in relation to one another 
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STEP 4: Use whichever viewing options are most advantageous to you: 

• Your options are: 
1. Show Current 
2. Show Original 
3. Show Current with Markup 

 

• Some recommendations: 
1. Proposal to create something new; stick with Show Current 
2. Proposal to drop something; there are very few fields for the proposer to complete so use Show Current 
3. Proposal to change something; use Show Current with Markup to see changes in blue 
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4. Program changes; use Show Current with Markup AND click Preview Curriculum Schema then click the red pencil 
icon to view the complete program with markups. 
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STEP 5: Recommendations for reviewing the proposal:  

• Course drop; we recommend running an impact report to see what impacts are and whether or not those concerns have 
been addressed 

• Course changes; we recommend running an impact report to see what impacts are and whether or not those concerns have 
been addressed 

 

• Program drop; we recommend that you focus on the rationale and impact statements as part of your consideration  
1. If a degree, major, or graduate certificate is being dropped also review the teach out plan 

• Program changes; include a lot of information along with reviewing what is being changed we recommend also giving 
careful consideration to the rationale and impact statements. 

STEP 6: Record your Decision and Comments 

• Your committee chair/agenda administrator will issue the final decision on behalf of your committee, but as a 
committee member you provide your decision and comment. 

• Click the Decisions (check mark icon) 
• Click Accept or Reject 
• Enter a Comment 
• Click Provide My Opinion 
• Your decision and comment will be recorded and available for other committee members to review 
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