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CourseLeaf 
User Guide Program Proposal 
New, Revise, and Edit Programs 

New Program Entry Instructions 
Follow the instructions below for submitting New Programs and Revisions a Program including 
elevating an emphasis or concentration to a full degree program.  

1. Use the following link to navigate CourseLeaf with your login credentials. 
2. Go to https://next-catalog.csub.edu/programadmin 
3. Enter User: csub-admin/Password: admin 
4. In the Search field, enter the program 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: “Music*” to 
receive a list of options, then select the program that needs to be edited.  

5. For example, Music Education, then click ENTER  
6. Click “Propose New Program” to begin entering your new program. 

 
 

 
 

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/programadmin
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New Program Entry Instructions – Program Information 

7. A new screen will appear with the header “New Program Proposal.”  

*All fields in boxed red must be entered; fields are required to move a proposal to the next 
review step 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 the program. 

 

Section Program Information: Enter the following information. 
 

11. Enter the “Program Type” and using the drop down menu. 
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New Program Instructions – Program Information Cont. 

12. Enter the “Effective Catalog” by using the drop down menu. Consult the Academic Program 
curricular calendar to determine the appropriate effective catalog. 

 

13. Enter the “Effective Term” by selecting from the drop down menu.  

 

14. Enter the “College” by selecting from the drop down menu.   

 

15. Enter the “Department” by selecting from the drop down menu. 
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New Program Instructions – Program Information Cont. 

16. Enter the “Program Title,”. This field is free text.  

 

17. Enter the “Program Code,” which pertains to the program you are entering. The Office of 
Academic Programs will provide this information for the CIP code appropriate for the 
program. 
 

 
 
 

18. Enter the “CIP Code” for the specific program. A help bubble provides additional 
information, or you can use the “Find” button to use the “CIP Code Picker” to search for the 
appropriate code. 

 

 

19. Enter the “Academic Career”by selecting from the drop down menu . 
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New Program Instructions – Program Information Cont. 

20. Enter “Support Type” by using the drop down menu. 

 

21. Enter “Delivery Format” by using the drop down menu.  
 

 

22. “Curriculum committee approval documents that apply.” Include any supporting 
documents upload in the “Attach File”. Click on "Attach File." A file path option will open a 
new window for you to search for the document to attach. Then, ensure the document 
appears in this field. If you don’t want to include a file, click “Remove”. 
 

 

 

23. Select “Yes” or “No” for the proposed program subject to WASC substantive change. 
Contact the Academic Programs Office if you have questions. 

a. If “No” is selected, move to step 24. 

 

b. If “Yes” is selected, enter the free text information in the “Explain” section. 
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New Program Instructions – Program Information Cont. 

c. After you after you answer, click “Attach File” to submit the required attachment. 

 

d. Once the file is uploaded you will see the filename in the “Files To Be Uploaded” field. 

 

Program Overview and Rationale Section 
24. Enter description of program, citing the purpose of the program.  

 

25. Enter the Program Description requirements, this text will be viewable in catalog. 
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New Program Instructions – Program Information Cont. 

26. Enter the Program Requirements into the text field. 

 

 

Program Learning Outcomes Section 
 

27.  To enter “Program Learning Outcomes (PLOs)”, click the plus symbol for each outcome. 
List each PLO individually by clicking the plus symbol. 

 

a. Enter the Program Learning Outcomes. You may also refer to the links for both 
Undergraduate and Graduate Outcome Information to assist in your selection. Then 
click “Save” when completed. For additional PLOs repeat the step. 

 

For more 
information, 
please click on 
either the 
Undergraduate or 
Graduate link. 
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New Program Instructions – Program Information Cont. 

28. The PLOs will be listed in the order they are entered. If you need to reorganize or edit any of 
the PLOs, use the  symbol to move them as desired. To edit a specific PLO, click on the 

 symbol to make changes to the listed PLOs. If any PLOs need to be removed click on the 
 symbol. 

 

 

29. To submit any required curriculum maps, please click on the "Attach File" button. Then, 
navigate to your file in File Explorer and select your curriculum map file. Once uploaded, you 
will see it listed in the "Files to be Uploaded" field. If the file needs to be removed click on 
the “Remove” in the file field. 

 

30. To submit any required Attach 5 Year Assessment Plan, please click on the "Attach File" 
button. Then, navigate to your file in File Explorer and select your 5 Year Assessment Plan 
file. Once uploaded, you will see it listed in the "Files to be Uploaded" field. If the file needs 
to be removed click on the “Remove” in the file field. 
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New Program Instructions – Program Information Cont. 

31. If the program uses courses offered by other programs select “Yes” then, identify the 
department in the drop down menu.  
 

 
 

32. Add a letter of support from the affected department. This can include emails, letters, and 
any other documentation that substantiates the joint effort for the courses. Then, select 
attach file to upload your supporting documents. Once uploaded, you will see it listed in the 
"Files to be Uploaded" field. If the file needs to be removed click on the “Remove” in the 
file field. 

 
 

33. If the program does not afffect others select “No” then move to the next step. 
34. Please list the number of “units” needed to graduate from the program. 
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New Program Instructions – Program Information Cont. 

35. Select "Yes" or "No" to indicate if the baccalaureate requires more than 120 semester units. 

 

36. If “Yes” is selected enter the explanation describing the program. 

 

 
37. Select "Yes" or "No" to indicate any plan concentrations or emphasis for the proposed 

major. 

 

 
38. List the new courses initiated for this program needed in the two years following 

implementation. 
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New Program Instructions – Program Information Cont. 

39. Attach the proposed course offering plan for the next three years of the program. Click on 
“Attach File,” then locate your file in File Explorer and select the supporting document you 
wish to upload. Once the file is uploaded, it will be listed in the "Files to be Uploaded" 
section. If you need to remove the file, click on “Remove” in the file field. 

 

40. Enter the total number of the prerequisite unit required for the major. 

 

41. Enter the text for the planned provisions for articulating the proposed major 

 

42. Attach the advising roadmap to this section. Click on “Attach File,” then locate your file in 
File Explorer and select the supporting document you wish to upload. Once the file is 
uploaded, it will be listed in the "Files to be Uploaded" section. If you need to remove the 
file, click on “Remove” in the file field. 
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New Program Instructions – Program Information Cont. 

43. Select “Yes” or “No” if the program aligns with ADT 

 

44. Select “Yes” or “No” if the program change creates a new alignment with ADT. 

 

45. Select your program’s accreditation, then describe it and provide the anticipated date. 

 

 

Student Demand Section 
46. Enter the clear evidence of student interest in the proposed program. 
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New Program Instructions – Program Information Cont. 

47. Enter the topics of diversity and access to the university in the proposed program. 

 

48. Enter the text related to the professional use of the degree program.  

 

 

49. Enter the total number of student requests for each major. 
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New Program Instructions – Program Information Cont. 

50. Attach the additional information needed for this section. Click on “Attach File,” then locate 
your file in File Explorer and select the supporting document you wish to upload. Once the 
file is uploaded, it will be listed in the "Files to be Uploaded" section. If you need to remove 
the file, click on “Remove” in the file field. 
 
 

 
 

Societal & Public Need for Degree Major Section 
51. List any other CSU campuses that currently offer or plan to offer the same degree program. 

Click on the  to add an institution, if you need to remove it, click on  

 

52. Enter a text for the differences between the proposed program and the programs 
mentioned above.  

 

53. Enter text for the campus that is closely related to the proposed program. 
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New Program Instructions – Program Information Cont. 

54. Enter text information about community participation in the planning process, including 
input from employers of graduates. 

 

55. Attach the additional information needed for this section. Click on “Attach File,” then locate 
your file in File Explorer and select the supporting document you wish to upload. Once the 
file is uploaded, it will be listed in the "Files to be Uploaded" section. If you need to remove 
the file, click on “Remove” in the file field. 

 

Existing Support Resource Degree Major Program Section 
 

56. Enter the faculty list teaching the proposed program.  
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New Program Instructions – Program Information Cont. 

57. Enter a list of facilities used to support the program 

 

58. Enter the text that demonstrates how the institution ensures adequate access. 

 

59. Enter the text describing available equipment and other specialized materials for the 
program. 

 

Additional Support Resource Section 
60. Enter the text for additional positions of staff or faculty to implement program. 
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New Program Instructions – Program Information Cont. 

61. Enter the amount of additional resource information to sustain the program. 

 

62. Attach the additional information needed for this section. Click on “Attach File,” then locate 
your file in File Explorer and select the supporting document you wish to upload. Once the 
file is uploaded, it will be listed in the "Files to be Uploaded" section. If you need to remove 
the file, click on “Remove” in the file field. 

 

63. Enter the information for materials required to implement the program during the first two 
years after initiation. 
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New Program Instructions – Program Information Cont. 

Self-Support Program Information Section 
 

64. Click "Yes" or "No" for the additional criteria. If you select "Yes," provide an explanation in 
the text box. 
 

 

 
65. If applicable, enter the required information EO 1099 self-support criteria. 
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New Program Instructions – Program Information Cont. 

Basic Cost Recovery Budget Section 
66. Enter the budget information for each section: 

 

 

67. Click “Yes” or “No” if this is an accredited educator program. 

 

68. Click “Yes” or “No” if you would like to receive an email notification for this program. 
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New Program Instructions – Program Information Cont. 

69. Attach the additional information needed for this section. Click on “Attach File,” then locate 
your file in File Explorer and select the supporting document you wish to upload. Once the 
file is uploaded, it will be listed in the "Files to be Uploaded" section. If you need to remove 
the file, click on “Remove” in the file field. 
Note: For proposals that are elevating an emphasis or concentration to a full degree 
program, attach a document explaining the following:  

• Teach out. Please provide teach-out policy language to accommodate those 
students who will complete the original program with the option emphasis or 
concentration. 

• Discontinuance. Provide evidence that the current option, emphasis, or 
concentration will be discontinued once all existing students exit the program.  

 

 
70. If you are in the process of entering information and want to continue adding text, click 

"Save Changes." If you are submitting for approval and want to continue to edit, if you are 
ready to submit for workflow, click "Workflow." 

a. Entries submitted through the “Workflow” process you will see the path displayed 
on the screen, with the status highlighted. 

 

71. User has multiple options for the form  

 

 

 

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

If you would like to keep a copy download the PDF 

If you would like to keep a copy of curriculum Map 
download the PDF 

Click “Shred the Proposal” if you don’t want 
the proposal. 
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