How to Submit an IC Form in Curriculog
7 Steps for the “Originator” (submitter)
Step 1: Go to wm.curriculog.com

Step 2: Select

Step 3: Select the

at the top right and enter your WMuserid and password.

plus sign next to “New Proposal” to start an IC Form.

Step 4: Select the form named “zInstitutional Change Form”.
To access the form, click on
Form (at/near end of list). Click on

at the bottom of the screen until you see the zIC
to start an IC Form.

1. Once you click the Start Proposal Circle, the New Proposal form will appear on the left side of your screen and
the Proposal Toolbox will appear on the right. You will be working on the form on the left side of your screen.
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Step 5: Complete the IC Form
1. Fields marked with an asterisk (*) are required. To launch your IC Form, you will need to complete all required
fields.
2. For additional information about the form, click on “Help Text” in the blue circle

3. Title of Contemplated Change: In the Title textbox, begin your title with “zIC”
zIC (followed by title of your change)

4. Complete the appropriate fields. To save changes, click
screen or the icon at the top left of the form.

at the bottom of the

5. To continue working on a saved Form after logging out: log back into Curriculog, select the My Proposal tab,
find your Form, and select “Edit Proposal.”
To delete your Form, select “Delete Proposal.”

6. To attach a file to the Form, click on
at the top left of the Proposal Toolbox section on the right-hand
side of your screen. This will prompt you to choose and upload the selected file.
When you choose the selected file to upload, click on “Upload” to complete the action. The file you have
choosen to upload will disply under “Attached Files.” Repeat to upload multliple files.
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Step 6: Launch (Submit) the Form
1. Once all the fields are completed and attachment(s) uploaded, scroll back to the top of the form and save
your changes. To launch the IC Form, click the right directional triangle
will move your proposal to the next step in the IC process.

at the top left of your Form. This

2. If you neglect to complete any required field, you will be prompted with orange error text.
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3. If there are no errors, you will receive a message to launch (submit) the form. Click the “Launch Proposal”
button to complete the process.

4. On the top right of the screen, you will receive a message about the proposal moving on.

Once this Proposal has “moved on,” it goes to the IC Review Team for initial review. You will be notified
through an auto-generated email from Curriculog when action has been taken on your IC Form.
NOTE: Once all steps have been approved, a Completed IC Form is accessible to the W&M community.
If you have any questions about the review process, contact the Associate Provost for IAE.

Step 7: Check your Proposal(s)
Once submitted, you can track your IC Form in the “My Proposals” tab.

If you have any questions about the form or have difficulty navigating the system, please contact IAE:
Frank Brown at fbrown@wm.edu or Mav Reyes at mvreyes@wm.edu.
Please visit our IC Resource Center if you have any questions about the Institutional Change Process.
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