
1 
 

 
 

Coursedog User Guide 
Department Chair 
 

Table of Contents 
Table of Contents ....................................................................................................................... 1 

Department Chair Instructions ........................................................................................................... 2 

Email Notifications ........................................................................................................................ 2 

Your part ....................................................................................................................................... 2 

Have Questions? ............................................................................................................................... 4 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2 
 

 
 

Department Chair Instructions 
Email Notifications 
Emails will be sent via Coursedog once a proposal is at your assigned step in a workflow with 
necessary information.  

• Your step may require your approval. 
• Email example:  

 

 

Your part 
1. To access a proposal that requires your attention, click on the link in the email or  

log into Coursedog. 
2. After logging in, you can access the proposal either from your home screen (if it 

needs approval) or the proposal dashboard. 
3. Once you locate and click into the proposal, you’ll be presented with the 

proposal information.  
4. The Department Approval step requires recorded entry of voting results for the 

proposal.  
• First, click Edit Proposal. 

https://app.coursedog.com/#/login/uwsp_peoplesoft_direct
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• Scroll to the bottom of the proposal and enter the required information: 
approval number, opposed number, abstained number, and date of 
vote. 

 

 
 

• Click Save Changes. It’s very important that you select the Do Not Reset 
Workflow (Recommended) option so that the proposal continues forward 
instead of being routed back to the author to collect all votes over again.  
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• Then submit your decision as indicated by the vote account accordingly.  
 

 

 

See Proposal Details Section for further information about the available pills/tabs to select. 
Once completed, the proposal is routed to the next appropriate parties in the workflow for 
further processing. 

Have Questions?  
Have further catalog or curricular proposal questions? Email Catalog Editor. 

For any additional technical questions or issues related to Coursedog, contact Jonelle 
Przybylski and Janette Parkhurst. 

mailto:catalog.questions@uwsp.edu
mailto:joprzyby@uwsp.edu;jparkhur@uwsp.edu?subject=Coursedog%20Issue
mailto:joprzyby@uwsp.edu;jparkhur@uwsp.edu?subject=Coursedog%20Issue
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