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Curriculum Management Tutorial ς Program Modification Request Form 
using the Import Function: 
How To: Make Revisions to Programs and Courses  
 
Purpose: To demonstrate how to log in to Curriculog and create and make changes to Programs 
and Courses at Indian Hills Community College. 
 
Log in to Curriculog 
 
To access the Curriculog, go to: https://indianhills.curriculog.com/   
 
This will take you to the άCurriculogέ home ǇŀƎŜΦ /ƭƛŎƪ άLoginΦέ 
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On ǘƘŜ άCurriculogέ ƭƻƎƛƴ ǇŀƎŜΣ ŜƴǘŜǊ ȅƻǳǊ άUsernameέ ŀƴŘ άPasswordέ in the  
spaces provided.  
 
Username: your IHCC email address.  
CƻǊ ŜȄŀƳǇƭŜΣ WƻǊŘŀƴ aŜƴǘƻǊΩǎ ǳǎŜǊƴŀƳŜ ƛǎ άJordan.Mentor@indianhills.eduέ 
Password: your computer login password  
 
/ƭƛŎƪ άSign inΦέ 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
You will be taken to the Curriculog home page. 
 
¢ƻ ōŜƎƛƴ ŀ ƳŀƪƛƴƎ ŀ tǊƻƎǊŀƳ ƻǊ /ƻǳǊǎŜ ŎƘŀƴƎŜΣ ŎƭƛŎƪ άNew ProposalΦέ  
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The page that opens lists Processes that include Program/Course New Form, Program/Course 
Change Form, Program/Course Deactivation Form, and Notice of Intent. 
 
Note: Only the current catalog year will be available for editing. Also, there are multiple pages of 
ǇǊƻŎŜǎǎŜǎΣ ǎƻ ƛŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ǘƘŜ ǇǊƻŎŜǎǎ ȅƻǳ ǿƛǎƘ ǘƻ ŎƻƳǇlete, scroll to the bottom and go to 
the next page. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

We will work through the Program Modification Request Form. 
 
Find Program Modification Request Form 2022-2023 and open it by clicking the checkmark 
icon. 
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The page that opens has all the steps necessary to modify a program, an area to attach 
supporting documentation, an acknowledgement section, and the final launch submission.  
 

Note: All fields marked with an *  must be filled in. 
 

 

Using the screenshots provided, we will step through the definitions of each required field. 
 

You must select the Type of Program before you are able to complete other steps. The type will 
either be a stand-alone Program or a Shared Core. 
 
Note: If you attach a Shared Core to a ǇǊƻƎǊŀƳΣ ȅƻǳ ǿƻƴΩǘ ōŜ ŀōƭŜ ǘƻ ŜŘƛǘ ǘƘŜ {ƘŀǊŜŘ /ƻǊŜ 
within the program. It would require a separate proposal to make changes to the Shared Core. 
Changes to a Shared Core will impact all programs that it is attached to. At this time, no 
programs have a Shared Core. 
 

 
 

Next, since we are making a change to an existing program, we will use the Import function to 
populate the field. To begin, click Import. 
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The Integration Manager window will open. 
To Import Data Into Your Proposal, you must select an external system from which you would 
like to import curriculum data. 
Select Acalog: College Catalog & Student Handbook 2022-2023. 
 

 
 
You may choose to Filter Programs using the fields available, or click Search Available 
Curriculum to bring up all programs in Acalog. 
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Scroll through the results to find the Program you wish to make changes to. You may need to 
click Next until your Program shows on the list. 
 

 
 

After clicking the Program Title, a screen will load titled Import Data Into Your Proposal. Leave 
the default fields checked and click Import This Item. 
 

 

http://www.indianhills.edu/
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Review the imported Program information, and complete any fields marked with an *  that are 

not filled in. 
 
Complete the Rationale for Change. Program Status and Program codeset (ITSO) can be left 
blank. Program Status will be ACTIVE for all current programs. The ITSO codes need to be 
included which were determined when the program was first created. ITSO codes are a four 
two-digit combination. For example: Business Specialist would be 03 02 11 03. If they are 
missing please contact the Chief !ŎŀŘŜƳƛŎ hŦŦƛŎŜǊΩǎ office for help. 
 

 
 

Review the Curriculum Details before proceeding to the Curriculum section. 
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We will begin on the View Curriculum Courses tab. There are two ways to change Courses in the 
Curriculum: Add Course or Import Course. Because this is a Program Change/Revision, you can 
also remove courses from the curriculum. We will look at each method. 
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