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HOW TO SUBMIT A C-2 (Course change form) 
 

When done correctly, the C-2 form: 
~populates with existing catalog-approved content.  
~will reflect your exact changes, just like the Track Changes function in Word. 
 

Step 1: Go to csusm.curriculog.com  
 
Step 2: ‘Login’ (top right) will take you to CSUSM login. Enter your Campus ID and password.  
 
Step 3: Click the New Proposal link to create a new proposal.  
 

 
 

Step 4: Click on the checkmark on the right side of the C-2 form to open and Start Proposal:  
 

  
  

https://csusm.curriculog.com/
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Step 5: You will see a flyout panel on the right.  Fill in the information for the course you would 
like to change: 

eg. Subject Code (Prefix) and Number (Code). {NO NEED TO ENTER THE COURSE TITLE} 
 

Source: This imports from the current online catalog. If you’re making changes to a course that has been 
newly approved at Senate, and not yet published in the online catalog, please contact Academic Programs 
for assistance. 

 

• Remove the checkmark from “Exclude previously imported results,” if it is present. 

• Then click on Search 
 

 
 
 

Step 6: Click on the import button (“preview and build”) next to your selected course: 
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It will return this “Import Data” window: 
 

Don’t be concerned by the red notification “No match was found”  -  some fields do not 
import data. Not all of the fields in the proposal have corresponding content in the catalog. 
 
 

 

 
 
Step 7: Click on “Build Proposal” 
 
--------- 
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Your proposal is created! 

 
 

Some of the proposal fields will be populated with content from the online published catalog, 
such as Subject Code / Number Title, Description, enrollment requirements, etc. 
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Step 8: Scroll through the proposal form, making your changes as appropriate and completing 

all BLANK required fields. Required fields are indicated with an asterisk * 

 
 
Step 9: Be sure to indicate all the types of changes that you will be making, so that reviewers 
will know what to look for: 
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As you are filling out the BLANK fields, do not be concerned by red boxes. This means only that 
the content did not import. Simply fill in the information as requested: 

 
 

------------------------------------------------------- 
 

Tips for MAKING CHANGES 

 
*NOTE: When you click in a field to edit, it will become a ‘rich text’ field. After you make 
changes, you click on the “Save” button for that particular field: 
 

 
 
--------------------------------------------------- 
*NOTE: If you are changing the Subject Code and/or Course Number, do it like this:   

 
Type in the NEW Subject Code and/or NEW Course Number into the “Course / Catalog Number” field, in 
parentheses. That way, both old and new code/no. will appear for searchability: 
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--------------------------------------------------- 
 
Step 10: After you have completed all the fields, LAUNCH your proposal by clicking on the 
“Validate and Launch Proposal” button that is floating at the bottom of the form.  
 
(Don’t worry – launching the proposal doesn’t move it to Dept. Chair step, even though that’s 
what it sounds like!) 

 
 

 
 
--------------------------------------------------- 
*NOTE: If you get this message after you click on “Launch Proposal,” click on the “Show Me” 
button: 

 
 

It will reveal all the required boxes that need to be completed. Simply scroll through your 
proposal until you’ve filled them all in.  

 
 

Then click on “Validate and Launch Proposal” button once again. 
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Step 11: AFTER you Launch, an expanded toolbar will be revealed on the right-hand panel, 
including a “Discussion” icon, which displays a list of all the content fields that were imported. 
 

 
-------------------------- 

 
How to See Your Changes 

On the top right-hand panel, if you select “Show current with markup” from the dropdown, 
you will see that the changes you made to existing imported content will appear in blue 
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*NOTE: if you happen to make additional changes AFTER you launch the proposal, those 
changes will appear in red. 

  
 
 

So, as "Originator" you might have two colors assigned to you: red and blue 

 
 
 
 
 

Step 12: After you have made all of your changes / edits, be sure to double-check your data, 
and upload any files, such as revised syllabus or marked-up program catalog copy if necessary. 
You will NOT be able to make any changes after the final step. 
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Step 13: FINAL STEP: you must "Make Your Decision" to move your proposal forward. 

 
 
 

After you “Make My Decision” you will see from the Workflow Status bar that your proposal 
has now moved along to the Department Chair step: 
 

 


