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PROCESS 
The Expedited Course Revision proposal is used to request updates to an 
existing course listed in Banner after the Curriculog deadline has passed. 
This proposal is limited to users who have obtained approval from the 
Associate Vice President for Curriculum & Instructional Innovation prior to 
submitting. 

 

RESPONSIBILITIES 

 

REQUIRED DOCUMENTS: 
 
 IMPACT REPORT 
 APPROVAL MEMO (if applicable) 

Originator Curriculum 
Systems Manager

AVP for 
Curriculum & 
Instructional 
Innovation

Program Director
(if applicable)

Deparment Chair
(if applicable)

College 
Curriculum 
Committee

Dean or Designee
Graduate Council 
Chair/Graduate 

Dean

USCAP AU Gen Ed Review Registrar Catalog 
Administrator

Registrar Degree 
Works 

Administrator

Registrar 
Curriculum 

Systems Manager
Approval for 
Publication
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INSTRUCTIONS 
COMPLETING THE PROPOSAL 
1. Gain permission from the Associate Vice President for Curriculum & 

Instructional Innovation to submit this proposal after the Curriculog 
deadline. Proposals that have not received prior approval will not be 
approved by the Curriculum Systems Manager. 
 

2. Login to Curriculog using your net ID and password. 
 https://augusta.curriculog.com 

 
3. Select “New Proposal” from the task menu. 

 
 

4. Hover over the proposal titled “Administrative: Expedited Course Revision” 
and click the blue check mark in order to begin. 
 

 
 

IMPORTING 
 
5. Once the expedited course revision proposal is selected, navigate to the top 

of the proposal, and select Import. It is important to import the current 
course information from the catalog prior to editing the proposal. 
 

 
 

6. A dialogue box will appear, select the current external system “Acalog: 20XX-
20XX Augusta University Catalog”  

https://augusta.curriculog.com/
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7. Once you have selected the external system to import from, a filter box will 
appear. In the filter by field drop down, select Prefix. This will allow you to 
search for all courses with that prefix to find the correct course to import. 

 
 

8. Once you have entered the correct prefix, select Search Available Curriculum. 
   

     
9. A list of all courses with the prefix entered will appear. Select the course 

you wish to revise. 
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10. Once you have selected the course, a new box will appear showing you 
which data can be imported. After you have reviewed, select Import This Item. 
 

 
11. You will be rerouted to the proposal where you can continue to answer the 

additional questions beginning with the routing information. 
 
CREATING AN IMPACT REPORT 
12. Select the “Run Impact Report” icon on proposal menu bar to generate an 

impact analysis report.  
 

 
 

13. A dialogue box will appear, and you will need to select the current catalog 
listed under Acalog and then click “Generate Report”. 
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14. A report will then return that lists each program that has this course as 
part of its curriculum. Print this page to a PDF and save so that it can be 
uploaded to the proposal at a future step.  
 

ROUTING INFORMATION 
 

15. Choose the Academic College AND Department by clicking in the field. This 
will generate a drop down list of all Academic Colleges and Departments. You 
may only select two options. 

 
 

16. Select the appropriate option regarding The Graduate School. 
    

 
 
17. Select the appropriate option regarding Program Director. 
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18. Select the appropriate option regarding a Department Chairperson. 
 

     
 
19. If your college has a curriculum committee that needs to review this 

proposal, be sure and select “Yes” to the question regarding college 
curriculum committees. If only the Graduate School needs to review this 
change, please select “no”. 

 

     
 
20. Select the appropriate option regarding the affected college(s). 

 

 
21. If the requested course modification will affect other colleges, attach the 

completed impact analysis report, and select the appropriate option. 
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22. If the requested course modification will affect other colleges, attach the 
completed impact analysis report, and select the appropriate option. 

       
 
1. In the Revision Requested field, select all requested modifications types and 

include the specific changes in the corresponding field(s) below. For 
example, if you are requesting to update the CIP Code and Course Title, you 
would only complete the sections for “Update CIP Code” and “Update Course 
Title”. The remaining sections would remain blank. 
 

      
 
23. Since the course prefix and course number has already been entered, 

navigate to the effective term column. Enter the effective term of the course 
modification. 
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24. Select the appropriate option regarding cross-listing. 
 

     
 
25. Select the appropriate option regarding cross-leveling. 

 

 
 
26. If the course being modified, is cross-listed or cross-leveled, input the 

course prefix and course number of the cross-listed or cross-leveled course. 
 

 
 

27. Once you have completed the corresponding field(s) that were selected in 
the Revision Requested Section in Step 20, navigate to the bottom of the 
proposal. 
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28. Should any additional comments be necessary, enter those in the 
Additional Comments field. 

 

          
LAUNCHING THE PROPOSAL 
 
29. Scroll back to the top of the proposal pane and click the rocket ship icon 

labeled “validate and launch proposal”. Proposal will be validated and 
launched. 

 
 

30. The proposal is now in your “My Tasks” tab. 
 

31. In order for the proposal to move forward to the next approver step, you 
must approve it.  

    
 

32. To approve the proposal, click on the proposal on your task list. 
 

  
 
 

33. Once the proposal opens, navigate to the right hand menu bar and select 
the blue check mark. 
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34. This will open a discussion box, fill in the radial button beside “Approve” 
and click “Make My Decision”. 

 

CONTACT 
If you have any additional questions, please contact our office at 
curriculog@augusta.edu. 

mailto:curriculog@augusta.edu
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