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Approvers/Committee Members Instructions 

 

For deadlines and resources, please see the Catalog and Curriculum website. 

Approvers 

For any approving member (example: chair, dean, ccc chair, ucc chair), when a proposal goes to 

your step you will receive an email that there is a pending change awaiting your review. 

Example of email for courses and programs: 

  

 

https://www.tamucc.edu/faculty/faculty-affairs/catalog-curriculum.php
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When you receive an email, there will be a link for that proposal. When you click on the link it 

will take you to the approval page below. 

  

In Your Role: you will see a drop-down menu. Your name will appear at the top of the menu 

and your roles will appear right after.   

 

After you select your role, your proposals will appear for your review. 

 

When you click on a proposal, the proposal will appear below. You can see what track changes 

were made. 
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Please review Change Justification on what changes were made to the proposals. Majority of 

changes will be in red and green markup. Program changes will also show a blue markup if 

applicable. 

Courses: 
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Programs: 

 

 

 

 

When you are done reviewing, you will see the following buttons on the top right side of the 

proposal.  

 

• If additional edits or changes need to be made, please click on Rollback . You 

will see all the steps before yours listed in Rollback to:. Please make sure to send it back 

to the person who submitted the change (originator). They should be the first person 

listed on that list. Select their name and enter a comment below on why the proposal is 

being sent back to them. (Note: if there is not a comment listed it will not be sent back.) 

Once you have entered a comment, please select Rollback. You are done with that 

proposal until it comes back to your step again. 
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• If everything looks good in the proposal and no changes need to be made and can be 

moved to the next step, please click on Approve . After you click on approve it 

will go to the next step in the workflow. You are done with that proposal and can now 

review the next proposal if you have any. 

If you have any questions, please contact me at jenny.vela@tamucc.edu. 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:jenny.vela@tamucc.edu
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Committee Members 

For any committee members (example: ccc member, ucc member, graduate committee 

member), when a proposal goes to your step you will receive an email that there has been 

proposed changes to a course or program.  

Example of email for courses and programs: 
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When you receive an email, there will be a link for that proposal. When you click on the link it 

will take you to the course inventory or program management pages. 

 

 

Please review Change Justification on what changes were made to the proposals. Majority of 

changes will be in red and green markup. Program changes will also show a blue markup if 

applicable. 
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Courses: 
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Programs: 

 

 

 

 

When you are done reviewing that proposal you can review the next proposal from your list. 

The chair of your committee might ask for any feedback on any of the proposals that you have 

reviewed.  

If you have any questions, please contact me at jenny.vela@tamucc.edu. 
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