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2b. Courses – Revise Existing Course Request 
 
Login 
 

1. Go to https://uh.curriculog.com 
 

 
 

Who has access? 

 All faculty and staff that have staff/faculty designation in PeopleSoft have access to Curriculog. 
 
 
 
 
 
 
 
 
 
 
 

https://uh.curriculog.com/


 
 

2. You will automatically be redirected to a different sign-in screen for your CougarNet ID and password. 
 

 
 

When you successfully enter your User ID and password, you will be redirected back to the default 
Curriculog dashboard view. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Proposals Tab 
The default view upon logging in to Curriculog includes the Proposals Module within the My Dashboard Panel. 
Within the Proposal Module, you have access to the My Tasks, My Proposals, Watch List, and All Proposals 
tabs on the left side and on the right-hand side, My Recent Notifications with any pertinent communications 
and My Upcoming Events, which includes a calendar with upcoming deadlines. 
 

 
 

 My Tasks – lists all proposals assigned to you and awaiting action.  

 My Proposals – lists all proposals you have created, whether they have been launched or not.  

 Watch List – lists all proposals you have selected to watch. You may or may not have editing 
permissions or decision making abilities on an item you are watching, as you are able to watch any 
proposal in progress. You may choose to stop watching a proposal at any time. 

 

 
 

 All Proposals – lists all of the active proposals in Curriculog. 
 

REVISE EXISTING Course Proposal  
 Selecting the icon of the plus sign in the blue circle ‘New Proposal’ will initiate the creation of a new 

proposal. 
 

 
 
 



 
 

 
 

 
 



 
 

 
 

 
 

 



 
 

 
 

 



 
 
General Field Type Instructions 

 Note: the instructions below are as example to familiarize you with the function of Curriculog, not as 
specific instruction for the proposals, however, the workflow is consistent within other proposal forms. 
Instructions per form are included as Help text with each proposal form 

 A course proposal will include Prefix, Code, Name, and Hierarchy Owner as the default fields 
 

 
 
Required Fields 

 Fields denoted with an asterisk, such as the Hierarchy or Program Type, are required in order to launch 
a Proposal. 

 Items listed in drop-down menus are part of a data set. When you click on a data set field, Curriculog 
will list available Hierarchy Entities (unit/department) allowing you to select an option. 

 

 



 
 
When you select an item(s), it will be highlighted blue and you will click ‘Done’. The item(s) selected will now 
be visible within the proposal form. 
 

 
 

Course Revision Proposal Fields 
1. Course Ownership  

o 1a. Course Ownership and Approval Process 
 Select the department that owns the course 

o 1b. Cross-Listing Courses 
 Select ‘yes’ or ‘no’ if the course will be offered under more than one department 
 If ‘yes’, is there an agreement with the other department for the course offering 
 Identify the department and course title of the cross-listing 

o 1c. Implementation 
 Select the academic year that the change will take effect 
 Select the terms that you will typically offer the course. This will be used to help 

program the degree plan and guide the student for efficient completion of the course 
sequence. 

o 1d. Cause for revising the course 
 Select one or more options that reflect the cause for changing the course 
 State the justification for the revision to the course if ‘other’ selected on prior question 
 State the rationale – why does the course need to be changed? 

2. Course Catalog Information 
o 2a. Course Prefix/Number/Title 

 From the most recent academic catalog, import the existing course information 
o 2b. Instruction Type & Credit Hours 

 Select the instruction type for the course. The selection made here influences how you 
define the student contact hours (SCH) for the course in the next fields. 

 Indicate the number of semester credit hours a student will earn with course 
completion 

o 2c. Student Contact Hours 
 If you need guidance for defining the contact hours for the various components of the 

course, please consult with IR and/or the University Registrar 
 Note: 

 A contact hour is generally 50 minutes for a total of 750 minutes a term or 
session per SCH. 

 For lecture it’s 1 to 1; 1 contact hour equals 1 semester credit hour.  



 
 For lab it’s 2 or 3 to 1; 2 or 3 contact hours equals one semester credit hour. 

o 2d. Credit Level and Grade Option 
 Please identify if the credit level for the course is changing after the proposal is 

launched. Initially this field will populate with the import. 
 Please select one option for grading for the course; after the proposal is launched you 

can identify any change in the grading option as appropriate. This field will also populate 
with the course import. If you need to have the flexibility for more than one grading 
type, please select the ‘Multiple Types’ option. 

o 2e. Course Repeatability 
 If the course can be repeated, define the parameters here. Otherwise, select ‘No’. 

o 2f. CIP Code 
 The CIP code defines the state funding. If you need assistance selecting the best code, 

please contact your Dean’s office or IR. 
o 2g. Catalog Descriptions 

 If prerequisite, corequisite, course description and course note fields are not populated 
by the course import, please provide the current course information. Make any changes 
after you launch the proposal, during the Originator approval step. 

 Please select if PeopleSoft requisite programming is desired for the course and if so, 
when should implementation occur. 

3. Impact to Existing Plans and Courses 
o 3a. Impact to Existing Programs 

 Indicate if the course will be required for a  program 
 If yes, indicate which program 

o 3b. Impact to Existing Courses 
 Indicate if the course will be a pre-requisite for any other course 
 If yes, indicate which course and state if a separate revision proposal is needed for the 

other course 
o 3c. Impact Report 

 Scroll to the top of the screen. Look for the three icons on the left-hand side of the 
screen. Select the second icon that resembles a notebook. A pop-up window will appear 
for your report selections. 

 

 
 
 
 



 
 

 
 

 
 

4. Suggested Attachments 
o 4a. Select which type of attachment (if any) is being added to the course proposal request 

 

 
 

5. Additional Information Regarding This Proposal 
o Contact person for questions about proposal 

 Select the ‘Add Item’ link and choose the most appropriate contact person that can 
answer questions about this proposal. If the person is not listed, select ‘Other, not 
listed’ and provide information in the ‘Comments’ field beneath. 

o Comments: 
 Please provide any additional information needed to help with the consideration of the 

proposal. 



 
6. When all required fields are completed, return to the top and click ‘Launch Proposal’ icon again. This 

should launch your proposal onto the workflow approval steps. 
 

 
 

o Once you launch the proposal, you will be the first approval step as Originator. You will now see 
additional icons in the ‘Proposal Toolbox.’ Before entering an approval decision, review and 
confirm the responses and attachments added to the proposal. 

o Once any necessary changes are made, navigate to approve your proposal and it will 
immediately move on to the next approval step. 

 

 
 

 


