
HOW-TO: New Permanent Course 

 
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 add a new course, click the check mark to the right on the New 

Permanent Course Form for the academic year: 
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STEP 2: Read Directions 

▪​ Review the section titled, “Read Before You Begin Your New Permanent Course Proposal:” for details about 
how to use the New Permanent Course Form. Please note, if your new course will be part of a program, you will 
also need to submit a corresponding program proposal.  
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STEP 3: Fill Out Your Proposal 

▪​ Rationale: explain the reason to create a new course.  

 

▪​ Academic Unit – Use the drop-down menus to select the College, Division, and Department: 
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▪​ Basic Course Information – Complete all sections of the basic course information. For each credit, students need 

a minimum of one hour of weekly instructor contact and an average of two hours of outside work.* For example, a 
3-credit course might have 3 hours in class and 6 hours of outside work per week. Refer to the Higher Education 
Coordinating Commission (HECC) rule on student work per credit hour. Some courses, like faculty-mentored  

▪​ research, have different contact hour ratios.​ ​ ​ ​  

​ ​  

​ ​ ​ ​ ​ ​ ​ ​ ​  
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▪​ Use the drop-down menu to select the Default Grade Mode: 

 

 

​  
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▪​ Course Category – Review the Course Category definitions and select a Course Category from the drop-down 

menu. Answer all questions with “*”: 

​  
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▪​ Repeatability – Select whether the course is repeatable. If it is, fill out the remaining fields in this section to define 

the repeat rules: 
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▪​ General Education – Select whether the course is a General Education Course (this helps route the form to the 

appropriate steps in the workflow). If it is, use the drop-down menu to select the General Education Category:  
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▪​ Restrictions – Fill out this section if you want to add Prerequisites or a Corequisite to the course: 
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▪​ Course Learning Outcomes – Add at least one Course Learning Outcome (CLO). Alignment to a GELO or PLO 

is not required, unless your course is a general education course. Do NOT change the values in the # column. 

PLO Alignment 

Each CLO may align with up to two Program Learning Outcomes (PLOs). 

▪​ Format: Major - PLO# - PLO Text 

o​ Example: Data Analytics - 3 - Collect, analyze and assess evidence to reach informed conclusions 
and judgments. 

GELO Alignment 

Each CLO may align with up to two General Education Learning Outcomes (GELOs). 

▪​ To ensure accurate reporting, you must copy and paste the exact GELO from the list below into the 

alignment box. 

▪​ GELO List: 

o​ 1-Intellectual foundations and breadth of exposure 

o​ 2-Critical thinking 

o​ 3-Citizenship 

o​ 4-Multidisciplinary learning  
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Instructions for Entry: 

For each CLO, please use the following format. Alignment to a GELO or PLO is not required, unless your course is a 

general education course. 

This example shows the format for each Course Learning Outcome and its alignments. The text provided will be entered 

into the standard table format. Simply omit any alignment lines that do not apply. 

●​ Course Learning Outcome 1: Learn to carry out research across multiple disciplines 

●​ 1st GELO Alignment: 2-Critical thinking 

●​ 2nd GELO Alignment: 4-Multidisciplinary learning 

●​ 1st PLO Alignment: (Omit if none) 

●​ 2nd PLO Alignment: (Omit if none) 

●​ Course Learning Outcome 2: Draft research into a scholarly presentation and refine with classmates 

●​ 1st GELO Alignment: (Omit if none) 

●​ 2nd GELO Alignment: (Omit if none) 

●​ 1st PLO Alignment: (Omit if none) 

●​ 2nd PLO Alignment: (Omit if none) 

●​ Course Learning Outcome 3: Deliver a final scholarly presentation 

●​ 1st GELO Alignment: (Omit if none) 

●​ 2nd GELO Alignment: (Omit if none) 
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●​ 1st PLO Alignment: Example Major - 1 - Be able to deliver scholarly presentations in a professional 

environment. 

●​ 2nd PLO Alignment: (Omit if none) 
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▪​ Equivalency: answer the required questions to inform us if the new course is going to be equivalent to a course 

that is being or has been dropped.​
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▪​ Supporting Information – Answer all questions with an “*” in this section.  
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▪​ Acknowledgements and Attachments – Attach a copy of the course syllabus to the proposal. 
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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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