
How To Submit a Program Change 
 

1. Go to Program Management: https://nextcatalog.csupueblo.edu/programadmin/ 

2. Use the Search bar to locate the program. Use an asterisk* to broaden your search 
criteria.  

 
 
 
 
 
 
 

https://nextcatalog.csupueblo.edu/programadmin/


3. Select the program from the search results & select Edit Program to open the editor 
form. 

  
 

 
4. Complete the Proposal Information section. The Effective Catalog Year determines 

which catalog will display the new information. For program changes, the Program Type 
should not be changed. The Proposal Justification is an explanation of the changes 
entered. 

  
5. College, Department, Degree Type, Major Name, Concentration, and Program Name 

changes require a New Program Proposal because they require an entire rebuild of the 



program in CourseLeaf and in Banner. 

 
- Cores refer to the core courses required for a major across all concentrations. For more 

information about cores, please see How To – Shared Cores. 
- Minimum and maximum credits display the number of credits required to complete the 

program.  
- Will this program be available online? Allows us to appropriately organize and indicate 

program offerings in the catalog.  
6. Admission Requirements (Specific to Program Only) are not required for all programs. 

This section provides the opportunity to detail specific requirements that differ from the 
university for entry into the program. To enter information, simply click in the box and 
type. Use the toolbar to edit the format of the information. 

 
7. Student Learning Outcomes and Outcomes Assessment Activities are required fields 

that detail what students and accreditors can expect upon completion of the program 
and the methods of assessing the outcomes. For help entering these fields, please see 



How To Enter Student Learning Outcomes and Outcomes Assessment Activities. 

 
8. Curriculum must have a Program Overview which provides a quick view of the program 

requirements and provides the total credits required. In this section, departments can 
detail all that the program entails. Include specific details and exceptions to courses in 
this section. Cores are imported into this section. Detail the concentration requirements 
and elective options. See Style Guide for formatting guidelines. 

9. Graduation Requirements (Specific to Program Only) is similar to the Admissions 
section. It is an optional field.  

10.  The Planning Sheet is a required field. This section must begin with the Planning Sheet 
Disclaimer followed by the Plan of Study Grid found in the toolbar.  
First, click the table button in the toolbar. 

 
Next, click the drop down list and select Plan of Study Grid and click OK.

 
 



Then, select the Year and the Term. 

 
Use the drop-down menus on the left-hand side to find courses to add to the Planning 
Sheet or enter the Subject and Course number in the Quick Add bar. 

 
 
 



Use the arrows to add/remove courses from the specific Year/Term and click Add 
Course when using the Quick Add bar. 

 
For more details about the Planning Sheet please see the How To Enter a Planning 
Sheet. 

11.  After completing each required field and including any required documents in your 
proposal, click Start Workflow. To save changes without submitting to the workflow, 
click Save Changes. 
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