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Graduate Program Change Proposal
Please note that if you don't see the form as you log in, you can click on "next 10" at thebottom of the list to 
see more forms. 

1. Click New Proposal from any tab on the Proposal menu

A. If you select a form you can see a summary of the process steps in the fly out menu to
the right
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2. Select the Graduate Program Change form and click the check mark to begin the proposal

3. Click the radio button to Change a Program or Shared Core

A. Click the  in the upper right corner to turn on the Help text 
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B. Scroll to the top and Import the program you would like to change directly from the
catalog

i. You will need to complete your proposal with the CURRENT information first,
you will NOT include your proposed changes at this time
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ii. The import tool will open another window where you can search the current
catalog

1. You should always select the Working Graduate Catalog
2. Add a filter field



Curriculog: Proposal – Program Change 
Graduate 

Office of the Registrar 

5 

3. Type in the name and search the available curriculum

4. Select the Program you are proposing to change from the list
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5. All of the information in the catalog will appear. Leave all of the boxes
checked so that the import tool copies everything available into your
proposal

6. Click Import This Item

a. You will have to click the  in the upper right corner to turn on 
the help text back on after the import 
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iii. You will see the Import tool completed the General Information section of your
Proposal

C. Select the changes you would like to make to the Program

Note: wording may have been adjusted in new forms.
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D. Summarize your changes and provide rational for each one
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E. The Curriculum from the program was also imported

i. Reminder: you are not making changes yet. Once you Launch the proposal you
will make the changes so they are tracked
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F. Check the box to acknowledge that the Department is responsible for maintaining
accurate and updated program information on the UNLV Degrees Directory

i. You must also determine if the changes will affect current students, new
students or both, if those changes will be optional or mandatory and when the
effective date for these changes will be
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4. Save your changes so that you can launch your proposal and track your proposed changes

5. Launch Your Proposal
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i. This will save the current course information so when you add in the changes,
they will be tracked. Tracking is crucial for the remaining approval steps

ii. If participants in the approval process (Department Chairs, Deans, etc) are
missing you will receive an error

1. Contact GradCurriculum@unlv.edu if you see this error
iii. If you missed any of the required fields you will see a message telling you to

correct the errors

i. Correct the errors, click save and then you can re-launch your proposal

mailto:GradCurriculum@unlv.edu


Curriculog: Proposal – Program Change 
Graduate 

Office of the Registrar 

13 

6. When the proposal is complete you will confirm that you want to launch

7. Now you will type the proposed changes directly into the proposal
A. Click the Curriculum Schema button to make your changes
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B. You can expand the headings to add/remove/change the Program

i. Once you have made all of your changes you can move your proposal forward
for a decision

1. This will track the changes and attach your name and timestamp so that
future reviewers can see them clearly

8. Scroll to the top and click the Decision icon in the Proposal Toolbox
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A. Select your decision and make any comments

i. Click Make My Decision to move the proposal to the next step
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ii. Once the proposal moves to the next step you can check the status by clicking
on the status icon in the Proposal Toolbox




