Smith College Coursedog Training Outline

Why Coursedog?

Automated workflows, reduction of manual data entry, dynamic access to proposal
status, data integration with Workday.

Coursedog URL.: https://app.coursedog.com

« Enter your email address & click Next to be redirected to Single Sign On (SSO)
e Loginto SSO

« Following authentication, you will be directed to Coursedog

« Following implementation, Coursedog will be accessible from the Smith Portal.

If you’re brought to the Product Tiles landing page, select “Curriculum
Management”.

Otherwise, click the Product Launchpad dot grid in the top right and navigate to
Curriculum Management.
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https://app.coursedog.com/

The Home Screen will show you any proposals requiring your action.

The main menu will always be on your left to help you navigate.
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The Courses and Programs Dashboards can be customized to display critical
curriculum information

All active courses and programs of study are visible on the dashboards

e Use the Search Bar to find the course or program you’re looking for
Filter functionality is available to change your view. Views can also be
saved for future use.

¢ Add, remove, or rearrange Columns to access key fields directly within the
Dashboard. Column visibility is part of saved views.

Courses +PROPOSENEWCOURSE % IMPORT CURRICULUM COURSES @ HISTORICAL UPLOADS & REPORTS [/} EXPORTRESULTS B SAvEDVIEWS

BrowseRevisionsBy @ Effective Start Term

DATES Type to search for terms v | = FITER IQ |SearchfurCourses | (6]
Showing1-200f2672 < >  COLUMNS(3QF61) v /

CODE COURSELONGTITLE ACADEMIC UNIT(S)
AFR 170/ ENG 235 Survey of African-American Literature 1746-1900 Africana Studies, English
Language and Literature
AFR175/ENG 236 African American Literature 1900 to the Present Africana Studies, Englis|
Language and Literatur
?
AFR 245 /ENG 282 The Harlem Renaissance Africana Studies, English

Language and Literature

AFR360/ENG 323 Seminar: Toni Morrison Africana Studies, English
Language and Literature

AFR111 Introduction to Black Culture Africana Studies

AFR117 History of African American People to 1960 Africana Studies



To propose a new course:

From the Home screen, select Courses from the navigation pane on the left of your
screen.

Curriculum
Management

COLI rses -+ PROPOSE NEW COURSE

Browse RevisionsBy ®  Effective Start Term

A Home DATES TERMS Type to search for terms

u Courses

DISPLAYED CODE
=== Programs

2 Pproposals
B Drafts

EI Reports

Select Propose New Course.

Using the drop down select the type of proposal and forms you want to use.

Add new course X

Select proposal form

Select form v

CANCEL SUBMIT

Complete the form.



Note: Required fields are labeled and explanatory help text is below the field entry
boxes in most cases. The question marks are still in development and not currently
functional as help text.

Subject and Course Number QO —

~+

Click blue plus sign and then click "Add Alias" blue box to enter subject and
course number. Choose placeholder numbers indicating level if number is < | HelpText
unknown (e.g., 1xx, 22x, or 230xx for a topics course.)

You will be required to upload a copy of your syllabus. Syllabi will be stored on the
Smith network and accessible only to appropriate department chairs, CAP Curriculum
Committee, and Coursedog administrators.

@ Syllabus Information

1) Click the Upload Syllabus link below, and a new tab will open on your browser.
2) Upload your syllabus in the new tab/window

2) Copy the link

3) Returrte-this<farm and paste the link in the box below

Upload Syllabus herg

Paste thetimktoyour syllabus in the box below. The link can be copied from the browser tab where you uploaded your syllabus. The link has 5
also been emailed to you. 0
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Select the Upload Syllabus Link. This will open a new tab in your browser.
Select Choose File and navigate to your syllabus.
Select Upload.

Select Copy Link. Return to the Coursedog form. Right click in the Upload Syllabus
field and select paste.




Upload Syllabus here

Paste the link to your syllabus in the box below. The link can be copied from the browser tab where you uploaded your syllabus. The link has 5
also been emailed to you. 2]
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If you need to save a draft of your proposal and return to it later, select Save Draft. You
can navigate back to Drafts from the left side menu.

When complete, select Submit Proposal.

Any errors will be displayed on the right side of your screen. You will be directed back to
the exact question(s) you need to complete.

Please make sure to fill out all required fields and/or ensure there are no
errors in the form. Currently the form has the following errors:

+ Instructor Name cannot be empty

s Subject and Course Number cannot be empty

* Academic Unit(s) cannot be empty

Your proposal has been
submitted!

RETURN TOHOME VIEW PROPOSAL

+ SUBMIT ANOTHER

Congrats, you did it!

To review your proposal, select View Proposal. This will allow you to see where your
proposal is in the workflow.

To check the status of your proposal at a later time, Select Proposals on the left hand
navigation bar. You can check the status throughout the workflow process.




To edit an existing course: select Courses from the navigation menu on the left.
Search for Courses
On the upper right, you'll find search for courses

Type your course subject and/or number here.

=+ PROPOSE NEW COURSE * IMPORT CURRICULUM COURSES @ HISTORICAL UPLOADS E REPORTS Z EXPORT RESULTS B SAVED VIEWS

Courses
Browse RevisionsBy ©  ffective Start Term
[N TERMS Type to search for terms - = FWIER B Searchfor Courses
Showing 1-200f 2718 < > COLUMNS (30F 81) v
COURSELONGTITLE ACADEMIC UNIT(S

Puppy Film Making First-Year Seminar

Testing for Integration - Liz African Studies

Select the course from list. Your course will display.

To submit edits, select Propose Changes on the right under actions.

ACTIONS

Tr PROPOSE CHANGES ©®

The Select Edit Course Form will pop up. From the drop down, select Edit Course
Form, then select Submit

Select Edit Course Form

Select proposal form @

Select form

CANCEL

Information from the most recent version of your course, as it appears in Workday, will
populate the edit course form.

Select the type(s) of edit(s) you are trying to make. This field is multi-select, select as
many edits as you need to make for a single course.




bl Course

Course proposals will be reviewed on a monthly basis by the CAP curriculum subcommittee from September through June. The deadline for fall courses is
February 15. The deadline for spring and interterm courses is September 1. Late submissions are not guaranteed to be reviewed outside these deadlines.

Course edit type (select all that apply) 90

‘ .
e ]
Course Status (Permanent or Experimental)
Enrollment Limit
Instructional Format
Coreq and Prereq
Restrictions and Permission

Course Subj and Dual Prefix

Additional edits or explanation can be added in the text box below.

Edits should be made directly in the appropriate fields. For reviewers, edits will be
visible with red-green mark-up.

B suBMIT PROPOSAL
Complete all necessary fields and submit the form.

VIEW PROPOSAL
To review your submission, select View Proposal.

To view the changes you made select, CHANGES.

Curriculum Course Proposal

Proposal Type
Edit Course

Form Title
Edit Course Form

Author Course

Kevin Shea CHM222

PROPOSAL DEPENDENCIES CHANGES CROSS LISTING




To check the status of a proposal you submitted, Select Created by Me from the Home
screen.

Vote Required [ ® Assigned ToMe [ ® Created By Me B

Clicking the course will load the proposal in progress and the proposal toolbox where
you can see what step in the workflow your proposal is on.

DOWNLOAD PDF

Proposal Toolbox
Status: Pending

Decisions: @)

(el VWORKFLOW

Sorry, you cannot make a decision at this step.

Current step
CHM Chair Approval Status: Pending

No deadline



For chairs:
New Program Request

To request a new Major, Major with tracks, Minor, Concentration, or Five College
Certificate, select Programs from the navigation pane, then select Propose New
Program.

Programs - PROPOSE NEW PROGRAM R REPORTS [} EXPORTRESULTS B saveoviews
Browse RevisionsBy @ Etfective Start Term
DATES TERMS 2026-2027 Winter SSW v = FUTER Q Searchfor Programs

Showing 1 - 20 of 170 < > COLUMNS (4 OF 31) v

PROGRAM OF STUDY NAME PROGRAM OF STUDY TYPE ACADEMIC UNIT CODE

Five College Certificate in African Studies Five College Certificate Five College Consortium AFC
Africana Studies Major Africana Studies AFR
Africana Studies Minor Africana Studies AFR_m

Select the New Program of Study form from the drop down.

Based on your selection the required fields will load. Complete the form, including the
upload of an executive summary to be considered by CAP.

Edit Program Request

From the programs dashboard, search for your program. Majors and Minors for
programs of study are editable separately.

Note: New tracks for existing majors, should be proposed as an edit.

Programs + PROPOSE NEW PROGRAM E REPORTS Z EXPORT RESULTS a SAVEDVIEWS

Browse Revisions By © Effective Start Term

DATES [RIZUEM  2026-2027 Winter SSW v T RLER [ Searchfor Programs

TT PROPOSE CHANGES@
Select

Choose Edit Program of Study from the drop down. The required questions will differ
based on the type of edit you select.

Note: Program requirements as they appear in the catalog and loaded in the form.
Make edits directly in the fields.

Complete the form and Submit.




Course Approvals

Courses submitted by faculty in your department will require your approval. You will
receive an email to let you know a course is awaiting your approval. Selecting the link in
the email will take you directly to the course referenced.

You can also find the courses on your dashboard. Select the course to review.

Things todo

Approve the Principles of Animation New Course Request

10/15/2026 7:33 AM

The Proposals page will show you courses in workflow and their status.

Proposals © & REPORTS % CURRICULUMREPORTSLIST [/} EXPORTRESULTS [ SAVEDVIEW

Document type

Al types . = FITFR  SORTAY Date Created - v Q, Search For Proposals

Vote Required @ Assigned ToMe [E Created By Me [ ®

COLUMNS (6 OF 13) v
NAME EPARTMENT(S) AUTHOR PROPOSAL TYPI CURRENT STEP REQUEST STATUS
[/ CHM222Chm II:Organic Chemistry Chm Chemistry Kevin Shea Edit Course @0 Pending
11:0rganic Chemistry
Edit Course Form
Added 28 minutes ago by Kevin Shea
[#1 Coursedog Chemistry Chemistry Kevin Shea New Course 0 Pending
New Course or Topic
Added 5 days ago by Kevin Shea
[4 CHM369 Bioinorganic Chemistry Chemistry Kevin Shea Edit Course QOO « QR0 Pending
Bioinorganic Chemistry

Edit Course Form

Added 23 days g0 by Kevin Shea

Select the course from your dashboard to review it. For new courses, review
each field for accuracy.

From the proposal toolbox on the right, you can:
Approve—moves the course to the next step in workflow.
Reject—sends the proposal back to the author. The author can resubmit or discard.

Route back—sends the proposal back to the submitter for edits. Include necessary
edits in the comments.



Proposal Toolbox
Status: Pending
Decisions: & O

b =ellllolll WORKFLOW

‘What would you like to do with this request? You can...

& APPROVE
(® REJECT
4 ROUTEBACK

Please comment on your decision below.

Enter comment here

o

5

=
SUBMIT DECISION o

Current step
FMS Chair Approval Status: Pending

No deadline

For edited courses, view the red-green markup by selecting CHANGES.

Curriculum Course Proposal

Proposal Type
Edit Course

Form Title

Edit Course Form

Author Course

Kevin Shea CHM222

PROPOSAL DEPENDENCIES CHANGES CROSSLISTING

Choose APPOVE, REJECT, or ROUTE BACK
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