
 CURRICULOG: NEW 
CERTIFICATE 
PROGRAM 
INSTRUCTIONS 

OFFICE OF THE REGISTRAR  
USER INSTRUCTIONS 



C UR RI C ULOG:  N EW  C ERT I FIC AT E PRO GR A M 
I N ST R UC TI ON S 
 

 

Page  1  o f  1 1  
Of f i ce  o f  t he  Reg is t r ar  

 

TABLE OF CONTENTS 
PROCESS .................................................................................................................... 2 

ORDER OF APPROVERS ............................................................................................. 2 

NEW CERTIFICATE PROGRAM INSTRUCTIONS ........................................................ 2 

Creating The Proposal ........................................................................................... 2 

Routing Information ............................................................................................... 3 

New Certificate Program Information .................................................................. 4 

Required New Certificate Program Information .............................................. 4 

Program Planning Requirements ..................................................................... 5 

Required Catalog Information .......................................................................... 7 

Launching The Proposal ........................................................................................ 9 

HELPFUL TIPS .......................................................................................................... 10 

User Tracking ....................................................................................................... 10 

CONTACT .................................................................................................................. 11 

 
  

  



C UR RI C ULOG:  N EW  C ERT I FIC AT E PRO GR A M 
I N ST R UC TI ON S 
 

 

Page  2  o f  1 1  
Of f i ce  o f  t he  Reg is t r ar  

 

PROCESS 
The New Certificate Program is used to request approval for a certificate that is 
not currently listed in the Augusta University catalog.   

ORDER OF APPROVERS 

 

NEW CERTIFICATE PROGRAM INSTRUCTIONS 
CREATING THE PROPOSAL  
1. Login to Curriculog using your AU Net ID and password. 

https://augusta.curriculog.com 
2. Select “New Proposal” from the task menu. 
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3. Hover over the proposal titled New Certificate Program and click the blue 

check mark in order to begin.  

 
 
ROUTING INFORMATION 
4. Choose the Academic College AND Department for the program by clicking in 

the field. This will generate a drop down list of all Academic Colleges and 
Departments. You may only select two options. 

 
5. If the program will be part of The Graduate School, choose Yes. 

 
6. Select the appropriate option regarding Program Director. 

 
7. Select the appropriate option regarding a department chairperson. 
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8. If your college has a curriculum committee that needs to review this 

proposal, choose Yes. If only the Graduate School needs to review this 
change please select “no”. 

  
9. Choose the Program Type for the program that you are requesting to 

deactivate.  If the program does not have an associated shared core, 
choose Program.  

 
 
NEW CERTIFICATE PROGRAM INFORMATION 
Required New Certificate Program Information 
10. Include the Certificate Title. 

 
11. Using the acronym definitions provided, complete the Certificate Acronym 

field. 
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12. Choose the Effective Term for which the new academic program should be 

begin by clicking in the field. This will generate a drop down list of all active 
effective terms. You may only select one option. 

 
13. Choose the CIP Code of the new academic program by clicking in the field. 

This will generate a drop down list of all active programs. You may only 
select one option. 

 
 
Program Planning Requirements 
14. Complete a New Certificate Schema using the template. 

https://www.augusta.edu/registrar/curriculog/resources.php 
 

https://www.augusta.edu/registrar/curriculog/resources.php
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15. Attach the Program of Study to the proposal using the paperclip icon from 
the far right menu. 

 

 
16. Enter the number of credit hours of core curriculum as well as the total 

number of credit hours for the certificate. 

 
17. Enter the curriculum for the new certificate program. 

 
18. Provide the Delivery Mode for the new academic program. 
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19. Using the definitions provided, indicate whether the certificate is 

embedded or stand alone. 

 
 
Required Catalog Information 
20. Enter the Program Overview.  

 
21. Enter the Program Contact. 
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22. Enter the Program Contact Title. 

 
23. Enter the Departmental Phone Number. 

• Please note this should be the phone number for the department, 
not a personal phone line. 

 
24. Enter the Departmental Email Address. 

• Please note this should be a resource email account for the 
department, not a personal email. 

 
25. Enter the Progression & Graduation Requirements. 
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LAUNCHING THE PROPOSAL  
26. Scroll back to the top of the proposal pane and click the rocket ship icon 

to launch your proposal. 

 
27. The proposal is now in your “My Tasks” tab. 

 
28. In order for the proposal to move forward to the next approver step, you 

must approve it. 
29. To approve the proposal, click on the proposal under you my task tab. 
30. Once the proposal opens, navigate to the far left toolbar and select the 

blue check mark. 
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31. This will open a decision box, fill in the radial button beside “Approve” and 

click “Make My Decision”. 

 
32. The proposal has now moved on to the next individual in the approval 

steps. 

HELPFUL TIPS 
USER TRACKING 
1. Track proposal updates by turning on User Tracking – Show Current with 

Markup. 
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2. Updates to the original proposal will display in color. 
3. By hovering over the updated text, the username of the user that updated 

the information will display. 

 

CONTACT 
If you have any additional questions, please contact our office at 
curriculog@augusta.edu.  

mailto:curriculog@augusta.edu
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