


Access through My Sac State



Course Management
(Form A)

search by subject code search by word using (*)



Editing or proposing a course

1. Proposing a new course: 
Opens a new course proposal 
form (see next slide).  

2. Editing an existing course: 
Opens the current course 
proposal and allows for edits that 
can be saved or submitted to 
workflow (see next slide).

3. Deactivating a course: 
Pop-up form appears that requires 
the End Term and Justification for 
Deactivation.

4. Ecosystem: 
Shows where in the current 
Catalog this course is listed.



Course Form

Used for proposing new courses 
or editing existing courses.
Form fields will hide/reveal as 
needed
1. Save Changes: 

Will save for you to continue working 
later but the changes are NOT 
submitted into the Workflow and are 
not viewable in Approvals 
Management

2. Start Workflow: 
Changes or the New Course are 
submitted to the Workflow and are 
viewable in Approvals Management



Program Management
(Form B)

1. Search using (*): 
Will find all programs that starts with whatever 
was typed in.

2. Propose a new program: 
Opens a new program proposal form (see 
next slide).

3. Discontinue/Suspend an existing 
program
4. Edit an existing program: 
Opens the current program proposal and 
allows for edits that can be saved or 
submitted to workflow (see next slide).



Program Form

Used for proposing new programs 
and editing existing programs
Form fields will hide/reveal as 
needed.
1. Save Changes: 

Will save for you to continue 
working later but the changes are 
NOT submitted into the Workflow 
and are not viewable in Approvals 
Management

2. Save and Start Workflow: 
Changes are submitted to the 
Workflow and are viewable in 
Approvals Management



Where is my proposal?

Green = Approved

Gold = Pending Review/Approval

Grey = Has not been seen by   
that approving role yet

Approval Path: 
Shows who approved 
for what role and when 

they approved.



Training Resources

https://www.csus.edu/academic-affairs/curriculum-workflow/
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