Help Guide for Committee Members
On board of a curriculum committee, you are part of the workflow on the approval process.
You want to know …
 Where to check your notifications?
 What to do when you receive a Curriculog Agenda from the chair?
 How to review proposals on Curriculog?
 How to make comments on a proposal on Curriculog?
 How to make a decision on the proposal?

Check Your Notifications
[1] Check your Cal State LA email on Outlook:
Notifications are sent to your Outlook inbox from no‐reply@curriculog.

[2] “My Dashboard” in Curriculog
My Dashboard posts any change on the proposals that you are involved with. Click the triangles
to turn the pages to look up the posts. There is a link in each post, which opens the proposal.
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[3] The Chair of the committee (as the Agenda Administrator) posts agendas on Curriculog. You can
look up the agendas on “My Agendas”.
 Hover your cursor on an agenda, three icons will appear.
 Hover your cursor on one of the icons to view or to print the agenda.

When You Receive a Curriculog Agenda
[1] Look up your agenda(s) from the list.
[2] Click on an agenda to reveal the agenda summary with a list of the proposals on the right page.

[3] Click the highlighted icon, as shown in the below illustration, to open the agenda. The list of the
proposals is at the bottom in the agenda.
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[4] Proposals with empty bubbles are pending review and decision. Otherwise, they are underway
one of these status:
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Review Proposals on Curriculog
[1] Hover your cursor to bring up the icons.
[2] Click the middle icon, highlighted, to open the proposal.

[3] Turn on/off the track changes. Each user has been assigned a color to represent the changes s/he
made. If you want to focus on the blue changes, just uncheck the other color(s).

Put a Comment
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Make a Decision on the proposal
[1] Click on the DECISION icon

to open the decision page.

[2] Choose one of the 6 decisions.
Approve = Moves the proposal to the next step on the approcal process workflow.
Reject = You must provide a comment when you reject your own proposal. The
proposal will create a new step and resume the normal workflow for
revision.
Hold = Send a request to UGS to hold the workflow. You will be able to continue
to work on the proposal, however, it will not advance in the workflow
until the hold is removed.
Suspend = Send a request for the proposal to be suspended from the workflow. No work
may be done on the proposal and it will not advance in the workflow until the
suspension is removed.

Cancel (Withdraw) = Send a request to cancel the proposal and delete it from Curriculog.
Custome Route = Request an additional ad hoc step outside the steps in the approval process.

[3] check the decision circle. Enter your comment (optional) if you have any.

[4] Click the button to confirm your decision.

At now, the bubble next to your name shows your decision.
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