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Logging In 
Step 1: Go to apsu.curriculog.com  

This link is also available at https://www.apsu.edu/academic-course-and-program-
development/curriculog-information/index.php and on AP OneStop under the Faculty 
Services tab. 

 

Step 2: Select Log In from the top right corner 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.apsu.edu/academic-course-and-program-development/curriculog-information/index.php
https://www.apsu.edu/academic-course-and-program-development/curriculog-information/index.php
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Step 3: A new sign in window will appear for you to enter your single sign on 
credentials.  
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Navigating to Proposal Forms 
Step 1: On the left hand side of the screen, make sure the My Tasks tab is selected.  
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Step 2: Select the New Proposal Button located under the My Tasks tab across from 
Advanced Filter.  

 

 

A list of available forms will now appear. The forms are limited to display only ten per 
page in Curriculog.  
 

 

 

 

 



6 
 

Step 3. Locate the needed form 

Once you have located the appropriate proposal form, hoover your mouse over it so it 
becomes highlighted. Then out to the right you will see a checkmark and you will want 
to select that and open a new form for completion.   
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Completing the Course Revise or Course Delete 
Form 

For these forms, you are able to import the course information from Acalog.  

To import the course information: 

Step 1: Select the word Import in the top left of the toolbar under the type of proposal 
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Step 2: You will now see a pop-up window to select the bulletin year you would like to 
use to import from. Click on the bulletin name. 
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Step 3: On the next screen, drop the Filter by field down until you see Prefix. Once you 
have selected Prefix a new blank box will appear above the filter drop down.  
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Step 4: Enter the appropriate Prefix for the course you are revising and then select  

Search Available Criteria 
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Step 5: You should now see all available course options for the department entered.  
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Step 6. Scroll through the options and locate the course you are wanting to revise. Once 
you have clicked on the course, course information will be displayed.  

  

 

Step 7: You will now select the “import this item” button. 
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Next you will begin completing the necessary information on the Undergraduate Review 
or Delete Form as necessary. 

 

Step 8: Complete all asterisked items as you scroll through the form. If an asterisked 
item already is prefilled with content from the import and that field requires update, then 
you may just go ahead and click into the form remove the old information and insert the 
new information. The form immediately will track changes without having to be launched 
first. 

 

 

Step 9:  If you are unable to complete the entire form at once, you may select “Save All 
Changes” at the bottom so you may return to the form later for completion. If you 
complete the entire form at one time, you will want to select “Validate and Launch 
Proposal”. 
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Step 10: Once you select “Validate and Launch Proposal” you will either be presented 
with a screen showing you missed a required block like below:  

 

 

Or a screen asking you to launch if there are no errors. You will want to click on Launch 
Proposal. 
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Step 11: Next you will want to navigate to the right side of the screen and select the 
decisions icon. The fifth icon down (check mark).   

 

 
It will then show a screen where you have the option to Approve of Reject the proposal 
by selecting  the appropriate radio button. If you select Reject, you will need to put some 
comments into the box.  Once completed, you will click “Make My Decision” 
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Completing the New Course Form 

Step 1: Select Form 5 or 9 from the Curriculog Form list. Click on the form name and 
select the Blue Check mark icon to the right.  

 
*If the course you are proposing has an entirely new Rubric, please email 
obrienjr@apsu.edu with the Rubric abbreviation so it may be added to the dropdown 
menu. 

Acalog will not have information for a new course and importing information will not be 
an option. 

 

 

 

 

 

 

 

 

 

mailto:obrienjr@apsu.edu
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Step 2: Complete all asterisked items as you scroll through the form. If an asterisked 
item already is prefilled with content from the import and that field requires update, then 
you may just go ahead and click into the form remove the old information and insert the 
new information. The form immediately will track changes without having to be launched 
first. 

 

 

Step 3: If you are unable to complete the entire form at once, you may select “Save All 
Changes” at the bottom so you may return to the form later for completion. If you 
complete the entire form at one time, you will want to select “Validate and Launch 
Proposal”. 
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Step 4: Once you select “Validate and Launch Proposal” you will either be presented 
with a screen showing you missed a required block like below: 

 

 

Or a screen asking you to launch if there are no errors. You will want to click on Launch 
Proposal. 
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Step 5: Next you will want to navigate to the right side of the screen and select the 
decisions icon. The fifth icon down (check mark).   

 

 
It will then show a screen where you have the option to Approve of Reject the proposal 
by selecting  the appropriate radio button. If you select Reject, you will need to put some 
comments into the box.  Once completed, you will click “Make My Decision” 
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Program Modification 

Step 1: Select Form 6 or 10 from the Curriculog Click the form name and select the Blue 
Check mark icon to the right.  
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Step 2: Select the Radio button beside the word Program. This must be selected before 
you are able to import the concentration, major, minor, or certificate. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



24 
 

Step 3: Select the word Import from the tool bar underneath the form information. 
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Step 4: You will now see a pop-up to select the bulletin year to import from.  
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Step 5: Select the filter drop down and then select Name. 
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Step 6: Enter the appropriate Name of the program for which searching (i.e.: BIOL you 
would type in Biology). 

 

 

Step 7: Click Search Available Curriculum. 
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Step 8: You will now want to select the appropriate program for modification. If you want 
to modify information on the Major page itself, you will select the option with the degree 
out beside it. Programs with no concentration or to modify the straight major, select the 
program name with the word minor behind it, or the appropriately titled concentration or 
minor.   
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Step 9: Review the program information to make sure you have selected the correct 
program. 

 

 

Step 10: Select Import this Item. All program information from Acalog will not filter into 
the Program Modification Form.  
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Step 11: Once imported, you will begin working on completing all of the asterisk items in 
the form. If something has content needing to be updated, simply click into that field 
remove the current information and type in the new and updated information. The form 
will automatically begin tracking changes.  
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To update the Curriculum, you will want to follow the below steps:  

• Enter any new courses to be added into the main curriculum area by selecting 
Add or Import Course. If you select Add Course, you will only need to enter the 
subject, course number and title. For importing, follow the steps outlined in the 
course import information above. 
 
 Add Course:  
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• Once you have added the course or courses into the proposal, you will want to 
select the View Curriculum Schema tab. For a program modification, the cores will already be 
built and you will just need to select the appropriate area where you would like the course 
added by selecting the carrot to the right of the core name and dropping the area open.  
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• To add the courses into the appropriate core, you will select Add Courses and it 
will populate a list of courses available to you to add to that area.   
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• Click on the courses from the list you would like added. Once you have selected 
all of those click Add Course. 
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• If you wish to delete a course, you will need to delete it from the schema first and 
then the main area of the curriculum as well.  You will select the area where the course 
is, drop it down by using the carrot and then select the trash can to the right.  
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• Once you have deleted this from the schema go back to the View Curriculum Courses and select 
the trash can to the right of the appropriate course.  

 
 
 

• Once you complete your curriculum changes, please attach the updated side by 
side:   
 
Academic Program Development and Modification 
 

• Select Save All Changes  
 

 

 

 

 

 

 
 

 
 
 

https://www.apsu.edu/academic-course-and-program-development/academic-program-development-and-modification.php


37 
 

 

Step 12: If you are unable to complete the entire form at once, you may select “Save All 
Changes” at the bottom so you may return to the form later for completion. If you 
complete the entire form at one time, you will want to select “Validate and Launch 
Proposal”. 

 

 

 

 

Step 13: Once you select “Validate and Launch Proposal” you will either be presented 
with a screen showing you missed a required block like below: 
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Or a screen asking you to launch if there are no errors. You will want to click on Launch 
Proposal. 

 

 

 

Step 14: Next you will want to navigate to the right side of the screen and select the 
decisions icon. The fifth icon down (check mark).   
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It will then show a screen where you have the option to Approve of Reject the proposal 
by selecting  the appropriate radio button. If you select Reject, you will need to put some 
comments into the box.  Once completed, you will click “Make My Decision” 
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New Program Form 

Step 1. Select Form 4 or 8 from the Curriculog Form Menu. Hoover your mouse over 
the appropriate form and select the Check Mark button to the right to start the proposal.  

 

 

 

 

Step 2: Select the Radio Button beside the word Program at the top of the form.  
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Step 3: Complete all Asterisked items. (No import is necessary as this is a completely 
new program.) 

 

Step 4: Add the Curriculum for new programs.  
 

• Add all courses which will be utilized for your program. For Undergraduate 
programs, you will need to ensure you have added, under the Curriculum 
Schema, a core labeled General Education. You will not need to specifically add 
any courses as there will be a link that will take individuals to those course 
listings.  
 

• You will most likely utilize both ways to add courses to the new program. If the 
program is utilizing courses already in existence, you will simply import the 
courses following the steps outlined in the Course Revise Form steps on pages 
9-14. If there are new courses to be added, you will simply click the add course 
button. A new screen will pop up and you will enter the subject, course number, 
and title appropriately and click add course when completed.  
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• Once you have imported or added all courses to the View Curriculum Courses 
list, you will next need to add all course into the appropriate areas of the 
program. The side-by-side document located at Academic Program Development 
and Modification will assist with identifying the appropriate heading (Major Core 
Requirements, Lower Division Courses, Upper Division Courses, Concentration 
Requirements etc.).   
 
 

• Click on the second Curriculum tab labeled View Curriculum Schema. 
 

 
 

• Next, you will simply click on Add Core for each core area you need to add to the 
program. Follow the side by side to set these cores up.  
 

 
 

 

 

 

 

 

 

 

 

https://www.apsu.edu/academic-course-and-program-development/academic-program-development-and-modification.php
https://www.apsu.edu/academic-course-and-program-development/academic-program-development-and-modification.php
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• Below is an example of what the core areas would look like. To add your courses 
to each core area from the list, you will simply click on the carrot to the right and 
drop the area down. You will then see Add Course.   
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• Once you have selected Add Courses, a new box will pop up showing you all the 
courses available for that area. Click on the appropriate course(s) and once you 
have selected all of those, click Add  
 

  
 



45 
 

Step 5: Once you have completed all information necessary for the form, scroll to the 
top right and select the Files Icon (paper clip). 

 

 

Step 6: Select Browse and locate the file needing to be uploaded. Select Upload. 

 

*Repeat for each attachment needed.  
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Step 7: Go to the bottom of the form and select the Validate and Launch Proposal 
button.  

 

 

Step 8: Once you select “Validate and Launch Proposal” you will either be presented 
with a screen showing you missed a required block like below: 

 
Or a screen asking you to launch if there are no errors. You will want to click on Launch 
Proposal. 
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Step 9: The final step is to approve your proposal and move it on to the next step. You 
will want to select the Decisions icon on the right hand side (Checkmark) 
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Step 10: Next you will select the radio button beside approve and then select Make my 
Decision. 

  

 

 

  


