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Log in  
To log into the Curriculum management system linked here. It is currently using the single sign on. 

 

Log in with the same username and password as you log into your system. 

 

If successful, you should see your name in the top corner of the page. 

 

New course form 

Permanent Course (Not Contemporary Topic) 
 

Submitter 
To start a new course form, select it from the list of the right side of the page. 

https://kaust.smartcatalogiq.ca/Curriculum-Management-System/Dashboard/Curriculum-Home


 

 

 

Complete all field related to your course requested. Ensure all of the required fields are completed. And 

for the question of “Is this course a contemporary topic course” select No. And the request will go 

through UCC approval. 

Please note, if you are completing a request for summer, for week 9-15 on the tentative schedule, 

please enter N/A. 



 

Once the form is complete, save the form 

 



 

Then submit the form for approval 

 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

Once the form is submitted, it will be sent to the GPC for their approval. 

If the course is sent back to you for updates, you can edit the form based on the comment received. You 

will need to unlock the form. To do so, you will need to click the lock button. 



 

From there, you can update the form. And once you are done you can save the form and submit it again 

for approval. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 



 

If you want to remove your proposal, you can click the Remove Proposal button. 



 

GPC 
Review the form submitted, and if it meets your requirements please approve the form. 



 

Once you approve the form, it will be escalated for approval. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

 Program Chair 
Review the form submitted, and if it meets your requirements please approve the form. 



 

Once you approve the form, it will be escalated for approval. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

 Associate Dean 
Review the form submitted, and if it meets your requirements please approve the form. 



 

Once you approve the form, it will be escalated for approval. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

 Registrar’s Office 
Review the form submitted, and after the UCC meeting and if the course is approved, approve the form. 

The form will be moved into SmartCatalog, and you can create the course in SLcM. 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

 



 

Contemporary Topic Request 
 

Submitter 
Complete all field related to your course requested. Ensure all of the required fields are completed. And 

for the question of “Is this course a contemporary topic course” select Yes. And the course request will 

go through program approval. 

Please note, if you are completing a request for summer, for week 9-15 on the tentative schedule, 

please enter N/A. 

 

Once the form is complete, save the form 

 



 

Then submit the form for approval 

 



 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

Once the form is submitted, it will be sent to the GPC for their approval. 

If the course is sent back to you for updates, you can edit the form based on the comment received. You 

will need to unlock the form. To do so, you will need to click the lock button. 



 

From there, you can update the form. And once you are done you can save the form and submit it again 

for approval. 



 

If you would like to remove your proposal, then you will need to click the Remove Proposal button. 



 

GPC 
Review the form submitted, and if it meets your requirements please approve the form. 



 

Once you approve the form, it will be escalated for approval. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

 Program Chair 
Review the form submitted, and if it meets your requirements please approve the form. 



 

Once you approve the form, it will be escalated for approval. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

 Registrar’s Office 
Review the form submitted, and if the course is approved, approve the form. The form will be moved 

into SmartCatalog, add the form to the contemporary topic folder and you can create the course in 

SLcM. 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

 



 

 

 

 

   



Change Course Form 
 

To start a change course form, select it from the list of the right side of the page. 

 

Or click the Curriculum forms and select  

 

 

Major change to course (Course number, title, and/or credit hours) 

Submitter 
 

Select the Program, then Course level, and then select the course you will like to update. 

 

If the course is a major change, for the question “Are you changing the Course Number, the Credit 

Hours, or the Title” select yes. The course change will go through the UCC approval. 



 

Update the required sections on the form, and anything else needed for the course change. And once 

you are done, click the save button. 



 

After you save the form, you can submit the change course form for approval by clicking the submit 

button. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 



 

If the form is returned to you, you can unlock the form and update what you need, then save the form. 



 

After you save the form, you can submit the form for approval by clicking the submit button. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

 

If you would like to remove your request, you can click Remove proposal. 



 

GPC 
Review the form submitted, and if it meets your requirements please approve the form. 



 

Once you approve the form, it will be escalated for approval. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

 

Program Chair 
Review the form submitted, and if it meets your requirements please approve the form. 



 

Once you approve the form, it will be escalated for approval. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

 

Associate Dean 
Review the form submitted, and if it meets your requirements please approve the form. 



 

Once you approve the form, it will be escalated for approval. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

 

Registrar’s Office 
Review the form submitted, and after the UCC meeting and if the course is approved, approve the form. 

The form will be moved into SmartCatalog, and you can update the course in SLcM and SmartCatalog. 

 



 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

 

Minor change to course (Course description) 

Submitter 
Select the Program, then Course level, and then select the course you will like to update. 



 

If the course is a minor change, for the question “Are you changing the Course Number, the Credit 

Hours, or the Title” select no. The course change will go through the UCC approval. 

 

Update the required sections on the form, and anything else needed for the course change. And once 

you are done, click the save button. 



 

After you save the form, you can submit the change course form for approval by clicking the submit 

button. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 



 

If the form is returned to you, you can unlock the form and update what you need, then save the form. 



 

After you save the form, you can submit the form for approval by clicking the submit button. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

 

If you would like to remove your request, you can click Remove proposal. 



 

GPC 
Review the form submitted, and if it meets your requirements please approve the form. 



 

Once you approve the form, it will be escalated for approval. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

 

Program Chair 
Review the form submitted, and if it meets your requirements please approve the form. 



 

Once you approve the form, it will be escalated for approval. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

 

Registrar’s Office 
Review the form submitted, and if the course is approved, approve the form. The form will be moved 

into SmartCatalog, and you can update the course in SLcM and SmartCatalog. 

 



 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

 

  



Delete Course Form 
 

To start a delete course form, select it from the list of the right side of the page. 

 

Or click the Curriculum forms and select  

 

 

Submitter 
 

Select the course you will like to delete from the catalog and SLcM. 

 

Update the required fields on the form, and enter the rationale for the deletion of the course. Then save 

the form. 



 

Once you have completed the form, click the submit button. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

 

If the form is returned to you, you can unlock the form and update what you need, then save the form. 



 

After you save the form, you can submit the form for approval by clicking the submit button. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

 

If you would like to remove your request, you can click Remove proposal. 



 

 

GPC 
Review the form submitted, and if it meets your requirements please approve the form. 

 

Once you approve the form, it will be escalated for approval. 



If you would like to add a comment, you can add it to the pop up box, and then click OK. 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

 

Program Chair 
Review the form submitted, and if it meets your requirements please approve the form. 

 

Once you approve the form, it will be escalated for approval. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

Associate Dean 
Review the form submitted, and if it meets your requirements please approve the form. 



 

Once you approve the form, it will be escalated for approval. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

If you would like to add a comment, you can add it to the pop up box, and then click OK. 

Registrar’s Office 
Review the form submitted, and after the UCC meeting and if the course is approved, approve the form. 

The form will be moved into SmartCatalog, and you can update the course in SLcM and SmartCatalog. 

 



 

If the form does not meet the requirements, you can send the form back to the submitter to update the 

form. 

 


