
HOW-TO: Course Drop 

 
STEP 1: Build Your Proposal 

▪​ Log in to Curriculum using the link in your portal. Navigate to All Proposals tab and click the + New Proposal 
button on the right side: 

 

 

 

 

 

 

▪​ This brings up all available course forms. To drop a course, click the check mark to the right on the Course Drop 

form for the academic year. 
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▪​ Clicking the check mark will bring up the Search Curriculum Inventory screen. Enter the course subject (Prefix) 

and number (Code) for the course you want to drop and click the Search button: 

 

 

 

 

 

 

 

 

▪​ In the search results, click the page/arrow icon to the right of the course you want to drop: 

 

 

 

 

 

 

 

Version 2 
9/18/25 



HOW-TO: Course Drop 

 
 

▪​ This brings up a screen showing what data will be imported to your proposal. Click the Build Proposal button to 

start your proposal:  
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STEP 2: Read Directions & Run Impact Report  

▪​ Review the section titled, “Read Before You Begin Your Course Drop Proposal:” for details about how to use the 
Course Drop Form. Click Run Impact Report at the top of the page to determine whether there are any impacted 
departments you will need to contact (please note, you will need to acknowledge you completed this step later in 
the proposal):  
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▪​ Clicking Run Impact Report will bring up a pop-up window. Select the appropriate catalog (e.g. 2025-2026 

Catalog) and click the Generate Report button at the bottom of the window: 

 

 

 

 

 

 

▪​ A new pop-up window will display with a list of any impacted courses and programs:  
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STEP 3: Fill Out Your Proposal 

●​ Rationale - explain the reason for the change.  

 

 

▪​ Academic Unit – Use the drop-down menus to select the College, Division, and Department: 
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▪​ Basic Course Information – Select the Level (this helps route the form to the appropriate steps in the workflow). 

DO NOT make any other changes to this section: 
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▪​ General Education – Select whether the course you want to drop is a GenEd Course (this helps route the form to 

the appropriate steps in the workflow):  

 

 

 

 

 

 

▪​ Equivalency: Answer the questions and if applicable provide the equivalent course information: 
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▪​ Acknowledgements and Attachments – Complete this section to finish your proposal. Please note, you may add 

additional attachments to supplement your proposal but they are not used in processing your change. 
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●​ To add attachments to your proposal, click on the file icon on the right tool bar and select the file you want to 
attach: 
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STEP 4: Launch & Track Your Proposal  

▪​ Save All Changes and click Validate and Launch Proposal to submit your proposal. Please note, once your 

proposal is submitted, you will not be able to make any edits.  

 

 

 

 

▪​ To view your submitted proposals, click the My Proposals tab on the Curriculum Dashboard:  
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▪​ If your proposal is rejected at any step in the workflow, it will return to you for edits under the My Tasks tab. Once 

you are done correcting the proposal, you will need to click Validate and Launch Proposal to submit it back into 
the workflow:  
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