
Creating a Proposal

In the Proposals section, click on the New Proposal Button

Choose a Tab

Access all active
proposal forms

Access the 10 active
course proposal forms, 

including 6 Non-WES
and 4 WES

Access the 9 active
program proposal forms

Access the WES 
Cyclic Course

Review Proposal
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Course Proposal Forms

Choose Proposal Type

Preview 
Form

Start
Proposal

Use buttons at the bottom of the
list to see additional proposal forms

Graduate Courses
New

Change
Delete

Undergraduate Courses
New (non-WES) WES Level 1 New/Change
Change (non-WES) WES Level 2 New/Change
Delete (non-WES) WES Level 3 New/Change

WES Delete
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Program Proposal Forms

Choose Proposal Type

Level
o Undergraduate
o Graduate

Type
o New
o Change (not Name Change)
o Delete
o Name Change
o Conversion of Concentration to Major

Start
Proposal
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To modify or delete an existing course or program, you will be presented with a menu that 
allows you to search the catalog for the course or program with which you wish to work.
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1. Answer all questions on
the left side of the screen

Save Frequently

2. Attach any files

3. Validate and Launch when you’re
happy with the proposal. But, you’re
not finished yet!

Print the proposal if needed
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Once Launched, your proposal should be visible, but it has not yet been forwarded for review. 
You have one more chance to edit and refine your submission. When you’re ready, 
click on the       Decisions tab at the far right.
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1. Select
Approve

2. Select
Make My Decision

Notes: Decisions at all stages of the workflow (Dept. Chair, Dean, CCC, USC, GSC, WES 
etc.), are made in the Decision tab and you can check the status of any proposal in the 
Workflow Status tab on the right navigation bar.
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