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CourseLeaf 
User Guide Course Proposal 
New, Revise and Edit Courses 

New Course Entry Instructions 
Course Form Entry into course leaf instructions. Follow the instructions below for entering a new 
course. 

1. Use the following link to navigate CourseLeaf with your login credentials. 
2. Go to https://next-catalog.csub.edu/courseadmin 
3. Enter User: csub-admin/Password: admin 
4. In the Search field, enter the course you want to enter to ensure it does not already exist. 

a. To build a course from an existing form, click “Propose New from Existing Program” 
to prefill from an existing program; however, only a few fields auto-populate. Review 
the information and confirm. 

b. To edit a program, click “Edit” on an existing program, enter example: “CMPS*” to 
receive a list of options, then select the program that needs to be edited.  

5. For example, type CMPS 5020, then click SEARCH  
 

 
 
 

Note: Once you leave the cursor resting on the , a message will appear for all HELP 
bubbles available as a resource if needed. 

 

 

https://next-catalog.csub.edu/courseadmin
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New Course Entry Instructions – Course Inventory 

6. Click “Propose New Course” to begin entering your course 
7. A new screen will appear with the header “Course Inventory.”  

*All fields in boxed RED must be entered; fields are required to enter a new record successfully. 

8. Enter “Proposer Name” for example: Last, First 
9. Enter “Proposer Email” for example: test@csub.edu 
10. Enter the “Proposer Department” and use the drop-down menu to select. 

 

Section Course Information: Enter the following information. 
 

11. Enter the “Effective Catalog” and use the drop-down menu. Refer to the Academic Program 
Curricular Calendar for the timeline for effective catalog term. 

 

12. Enter the “Effective Term” and use the drop-down menu. 
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New Course Instructions – Course Information Cont. 

13. Enter the “Subject Code” and use the drop-down menu. For this example, find “Computer 
Science (CMPS). 

 

14. Enter the “Course Number.” You can also use the lookup to ensure the course number is not 
in use. Refer to the Four-Digit Course Numbering System document on the Academic 
Planning Manual website. 

 

a. Click “Course Number in Use” to view the lookup table. 
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New Course Instructions – Course Information Cont. 

15. Enter “College,” which pertains to the course you are entering, and use the drop-down Menu 
 

 

 

16. Enter “Department,” which pertains to the course you are entering, and use the drop-down 
available for this field. Depending on your chosen College, thatall programs in that specific 
college will populate the drop-down menu. 

 

17. Enter “Academic Career,” which pertains to the course you are entering and the drop-down 
availability. 

 

18. Enter “Long Course Title”; this field will also appear in the Catalog. 

 

Once you leave the cursor resting on the , a message will appear: “The long course 
title appears in the catalog.”  

 



Page | 5  

 

New Course Instructions – Course Information Cont. 

19. Enter “ Short Schedule Title”; this field has a 30-character limit. It will also appear in the 
course schedule and student transcript. 

 

20. Enter fixed “Course Units” for the new course.  

 

21. Enter “Rationale for New or Revised Course” and “List the two most closely related 
course offerings. Describe how this course provides a unique offering to students:” 
These fields are required; therefore, if you do not have information to add, please enter 
'None' or 'Not listed'; otherwise, the record will not be created. 

 

22. Enter “Course Description” This field is the official description published in the catalog. 
**Please do not include requirements such as prerequisites.**  
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New Course Instructions – Course Information Cont. 

23.  Enter “Does this course have any pre- or co-requisites?” If “No” is selected, you will not 
include additional requisites. If “Yes,” you will need to enter any of the fields “Prerequisite,” 
“Co-requisite,” or “Prerequisites/Co-requisites.”  

 

b. Enter “Special Consent.” Does the course require Department or Instructor Consent?, 
Select the appropriate option from the drop-down menu.  

 

Course Repetition Section 

25. Enter “Repeatable for credit?”  
a. If “Yes” is selected, enter the remaining fields. 
b. Enter “Total Completions “and “Total Credits Allowed.” 
c. Enter “Allow Multiple Enroll in Term” and select “Yes” or “No.” 

 

26. If Repeatable for credit is “No” is selected, you may proceed to the next section. 
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New Course Instructions – Course Information Cont. 

Course Type Section 
 

27. Enter the “Grading Basis” for this specific course using the drop-down menu.   

 

28. Enter the following fields under Course Type. Select the help bubble for more information 
and consult with your Associate Dean.   

a. Use the drop-down menu to help identify the “Type” type. 

 

b. Use the drop-down menu to help identify the “CS#” component. 
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New Course Instructions – Course Information Cont. 

Course Type Section 
c. Enter the “Section Size” minutes of instruction per Unit per Week. 

 

 
d. Use the drop-down menu to help identify the “Final Exam” type. 

 

e. Use the drop-down menu to help identify the “Primary” type.  

 

f. Enter the “Units” K-Factor WTU/Unit for the course. 

 

29. If a course has an additional component (i.e., Discussion and lab) Click on the  
To add a row, enter the same options as listed above. If you mistakenly added a row, click on 
the  to remove the row. 
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New Course Instructions – Course Information Cont. 

Cross Listing Section 
30. Click “Yes” if the course needs to be “Cross Listed.” If “No” is selected for a cross-listed course, 

proceed to the next step. 

 

31. To add “Cross-Listing,” click “Add…” and a window will appear to select “Subject Code…” 
and enter the New Course Number (numeric characters). 

 

32. Enter the appropriate Department using the drop-down option. 
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33. Enter the appropriate College using the drop-down option. Then Click  

 

 

34. If you need additional cross-listing courses to be added, repeat step 31.  

 

 

35. If additional documents need to be included with your request, upload them by clicking 
“Attach File” and selecting where the document is stored, choose a file, and click “Open”. 
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New Course Instructions – Course Information Cont. 

Typically Offered Section 
 

36. Enter the term/year when the course is “Typically Offered,” using the drop-down menu. This 
field assists with course planning and is required. 

 

Attributes Section 
 

37. Click Attributes used for catalog and schedule of classes, by selecting all that apply from the 
list. 
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New Course Instructions – Course Information Cont. 

 

 

38. Click Service Learning and Community Engaged Learning Attributes, if “Yes” select one of 
the following:  

 

39. Click the “Course Level” and select the appropriate level: 

 

 

a. Click “Is this a General Education Course?” If “No,” make your selection and proceed 
to the “Additional Questions” section. If “Yes,” proceed to step 39, “General 
Education Information.”  
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New Course Instructions – Course Information Cont. 

General Education Information Section 
 

b. In this section, select GE Course Type (for courses meeting the GE requirements) 

 

c. If applicable, select “Thematic Course from the following options.” 

 
d. If the course class count is a large group of 85 or more, click “Yes” or “No” 

 
 

e. If applicable, select “Concurrent Skill Connection from the following options” 
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New Course Instructions – Course Information Cont. 

f. If applicable, select “Skill Reinforcement from the following options”  

 

g. Add the Student Learning Outcomes (SLO) and Course Requirements by clicking the 
button, and a window should appear, then, enter the List of course learning 

outcomes summary. Enter one for each of the GE SLOs by clicking the plus on each 
individual. 

 

h. Click on the appropriate Goal for GE outcomes addressed, then another drop-down 
list will appear. 
 

 
i. Enter the percentage of the applicable course grade, then click SAVE. 

 

j. If additional SLOs need to be entered, repeat steps g through i.  
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New Course Instructions – Course Information Cont. 

k. Enter a summary of the courses that support proposed outcomes alignment.  
 

 
 
 

Additional Questions Information Section 
40. Click Yes or No if the course is an LBST major.  

 

41. Click Yes or No if the course is an accredited preparatory program. If you need additional 
definition information for this selection, place the icon  to see the following: 

 

 

 

42. Click Yes or No if you would like to receive an email notification when the course is fully 
approved. 

 

 
 
 
 
 
 



Page | 16  

 

New Course Instructions – Course Information Cont. 

Department Chair File Attachment Section 
 

43. If this course is a NEW Course Proposal, please use this section to upload any attachments, 
such as the course syllabi, other approvals, and required documentation according to your 
process for the Course Proposal.  

 

44. Click Start Workflow for any course proposals for review and approvals from the department 
chair, college curriculum committee, or Academic Affairs Committee, GECCO, Dean, Senate 
approval, and President. Please select the 'Start Workflow' option. 
 
45. Click Save Changes. If you do not complete this course, you wish to return and continue 
working at a later time. 

 
46. If you need to cancel your entry, you can “Cancel” a course by simply clicking; you are NOT 

cancelling the course in this draft. 

 

47. If you are only editing a course, you will click “Start Workflow.” If you receive a notification 
on your screen, for example, the one below, you must go back and fill in the required fields 
that were left blank. Then click Start Workflow to see the workflow step, which will now be 
listed with the course header entered.  

 

48. After filling in all the required fields, an action process will appear, and your course will now 
be in the workflow process. 
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New Course Instructions – Course Information Cont. 

 

 

49. For a Course Proposal, click on “Start Workflow.” This process will go to the appropriate 
reviewers and signers based on the settings already in place to approve your course selected 
in the Course Proposal fields.  Click on “Start Workflow,” and a prompt window will appear 
to “Choose Proposals to Bundle.” However, if you do not have additional courses to bundle, 
click “Start Workflow.” 

 

24. After filling in all the required fields, an action process will appear, and your course will now 
be in the Review and approval process, as we are adding or editing a course.  

a. Note: If the “Yes” is selected in the Additional Questions section, is this course part of 
any accredited educator preparation program? Then you will notice an approver in the 
Workflow for step 3, Education Preparation Coursework Review. If “No” is the answer to 
this specific question, then the User should not expect to see it in the Workflow. 
 

 

The course entry is now complete, pending the necessary approvals. 
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