CourselLeaf

User Guide Course or Program Proposal
Review, Approve, Edit, and Rollback

Console Course or Program Instructions

Course Form or Program review, approve, edit, and rollback entries into the course leaf instructions.
Follow the instructions below:

1. Use the following link to navigate CourseLeaf with your login credentials.
2. Go to https://next-catalog.csub.edu/courseleaf/approve/
3. If you receive a prompt to login
a. Enter User: csub-admin/Password: admin
4. The page display will be the approval page console.
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5. Click on “Your Role” to locate your department or the position where your course or
program should be in the workflow. If you are unsure of your place in the process, click the

drop-down menu until you see the current list of course options available after opening the
menu.
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https://next-catalog.csub.edu/courseleaf/approve/

Console Course or Form Instructions

6. Once you find the workflow step, the list of courses will appear in the “Page” list.

Pages Pending Approval

Filter List /& Refresh List YourRole: | 186 - COMM Chair v
PAGE

USER
Icourseadmin/2932: COMM 2038: Visual Language

csub-admin
Icourseadmin/231: COMM 2110: Issues and Practices in Journalism

csub-admin

7. Select from one of the options below, and then you will see “Page Review."

a. Inthe page review option, you can print by clicking the print icon u

b. In the Export to PDF option, you can save by clicking the icon = @@ and
saving the document to a folder.

PAGE REVIEW 8, [deGhansesi®)  View Changes by: EYEIRIRE v

/]| CALIFORNIA STATE UNIVERSITY

27 BAKERSFIELD

Course Change Request

Export to PDF /-

Shred Proposal

Date Submitted: 09/03/25 12:39 pm In Workflow

. 1,186 - COMM Chai
viewing: COMM 2038 : Visual Language ) b o
Last edit: 09/03/25 12:39 pm

New Course Proposal

Committee
Changes proposed by: csub-admin 3. AH Curriculum
a Committee
Catalog Pages Communications (COMM) ) . 4. AH Dean Office
Undergraduate General Education Requirements 5 o
referencing this .G

course 6. Academic

THMR_NR_B: Revolutionary Ideas/Innovation

T

¥'| 7.PeopleSoft

8. If you need to "Hide Changes,” click on the icon. By clicking this feature, you will not be able
to view changes.

a. For example, if the "Hide Changes” is not selected, then you can view changes by list:

PAGE REVIEW &, A ENLERE T All Changes

All Changes

Angelica Mendoza

csub-admin
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Console Course or Form Instructions

9. Depending on your permissions, you will have the following options:
a. Edit - Provides the ability to make changes and save before proceeding to the next
workflow step.
b. Rollback — Provides the ability to roll back to the previous step in the workflow
depending on the current step. If you are in the first step, then rollback will become
available in the CIM form creation state, where you would search again, for example.

The steps in the workflow example highlight the current state of the process.

In Workflow
1. 186 - CONMM Chair
2. BSBA Curriculum

Committee

3. AH Curriculum
Committee

4. AH Dean Office

5. GECCO

6. Academic
Operations

7. PeopleSoft

i. Once the rollback feature is selected, a window will pop up for you to choose
where you want the rollback to go.

Rollback Page

Rollback to-
csub-admin -

Comment/Reason:

Enter the comment/reason for
rolling back a course or
program.

Sy Rollback |[ cancel |

o
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C.

You may receive an email notification.

[ General Catalog Update

[CIM Courses] Changes Returned: COMM 2038: Visual Language - Hello,csub-admin: The changes that you submitted for COMM 203.. QE ¢

> | [CIM Courses] Changes Returned: COMM 2038: Visual Language <>

General Catalog Update <csub@notify.courseleaf.com> © “a &« ~ D 4

GU
Fri 2025-09-12 9:43 AM

To: @ Angelica Mendoza

This Message Is From an External Sender
This message came from outside your organization P D
Hello,csub-admin

The changes that you submitted for COMM 2038 Visual Language

have been returned to you by csub-admin The Key:2932 can be used to search

edit changes [Message originally for csub-admin@csub.edu ] .

You may make further edits to the course by visiting in the CIM-Course Form Search.

https://next-catalog.csub_educourseadmin/?key=2932 | 5

Type: 2932, then press Search to find

For questions or additional information regarding this email, please

reply to this email-curriculum@csub.edu

the course.

Thank you,

Academic Programs and Academic Operations

4\ Reply > Forward

Course Inventory Management

Search, edit, add, and inactivate courses.
Use an asterisk (*) in the search box as a wild card. Ear€xample, MATH* will find everything that starts with “MATH”, *MATH everything that ends

with “MATH”, and *MATH* everything that c ins “MATH”. The system searches the Course Code, Title, Workflow step and CIM Status.
Quick Searches provides a list of predefief€d search categories to use.
2932 D archive _qp Quick Searches... v
() History
Course Code Title workflow Status |
COMM 2038 Visual Language New -

d. If you are in step one of the course or program, it will then become available in the

search criteria's original state of creation.
i. Enter the text search criteria “"Comm 2038."

ii. Click "Search”

iii. “Select” from the list below “Comm 2038."

iv. Then "Edit” and make updates. When you have completed the changes, click
“Save Changes.”

Help &

Course Inventory Management

Search, edit, add, and inactivate courses.
Use an asterisk (*) in the search box as a wild card. For example, MATH* will find everything that starts with “MATH”, *MATH everything that ends
with “MATH”, and *MATH* everything that contains “MATH". The system searches the Course Code, Title, Workflow step and CIM Status.

Quick Searches provides a list of predefined search categories to use.

comm 20238 O] Archive R - Quick Searches... ~
(] History
Course Code Title Workflow Status
COMM 2038 Visual Language New i

Page | 4




Console Course or Form Instructions

10. Click "Edit Course” to begin editing your course.

Export to PDF /= New Course Proposal
Shred Proposal Preview Workflow

viewing: COMM 2038 : Visual Language
Last edit: 09/03/25 12:39 pm

Catalog Pages
referencing this

course

Communications (COMM)

Undergraduate General Education Requirements

THMR_NR_B: Revolutionary Ideas/Innovation S

11. The Course Inventory screen will be in edit mode for changes. Please make all necessary
changes, then “Save Changes” when you have completed.

Course Inventory

New Course Proposal

editing: COMM 2038: Visual Language

Contact
User ID l Prefilled with your User ID (Generated from system) l
Proposer Name [First Mame, Last Name (Generated from system) |
Proposer Email [ Email@csub.edu (Generated from system) l

Proposer [ Communications ~
Department

12. Options for your edited Course Inventory entry

a.
b.

If you do not want to keep changes, click “Cancel.”

If you want to save your changes and come back later to finish working on the course,
click "Save Changes.”

Once you have finished making changes, click “Start Workflow.”

The steps in the workflow example highlight the current state of the process.

In Workflow

1. 186 - COMM Chair

2 B5SBA Curniculurm
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Console Course or Form Instructions

d. You may receive an email if you select to receive one when the course is fully
approved.

] Genen Catalog Update [CIM Courses] Review Request: 186 - COMM Chair Hello,186 - COMM Chair: There are pending course change proposals awaifing yo..

—————————]
| [CIM Courses] Review Request: 186 - COMM Chair

< Ignore =1 E\ 4 =~ [
T = i —~ & 2 o =) @& F Iy
% Block ~ 2 & ] - ) = 1
Delete Archive Report Reply Reply Forward Meeting Chat Zoom Mowve Sweep Rules Quick Read /
o all -

~ ~ steps ~ Unread|
Teams Zoom Move

Delete Report Respond

Quick steps

[CIM Courses] Review Request: 186 - COMM Chair

GU General Catalog Update <csub@ notify.courseleaf.com>

To: @ Angelica Mendoza

This Message Is From an External Sender
This message came from outside your organization.

Hello,186 - COMM Chair:

There are pending course change proposals awaiting your review, including
COMM 2038: Visual Language.
Please visit:

https://next-catalog.csub.edu/courseleaffapprove/?role=186%20-%20COMM%20Chair
to review the changes and provide your feedback.

Please promptly review the curricular proposal so it moves forward in the
workflow process in a timely manner

For questions or information regarding this email, please reply
to this email:curriculum@csub.edu.

Thank you,

Academic Programs and Academic Operations
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