Course Inventory Management (CIM): Guide to
Modifying, Proposing, and Deactivating Courses in CourseLeaf

This guide provides information on:
Accessing CourseLeaf……………………………………………………..
Searching for an Existing Course …………….……………………..
Modify an Existing Course………………………………………………
Proposing a New Course…………………………………………………
Selecting Course Types……………………………………………………
Deactivating an Existing Course……………………………….……..
Approving Courses………………………………………………….………
Understanding Workflows …………………………………….……….
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We’re here to assist you
Gina Harris, Academic Editor. Gina is responsible for publishing the Bulletin. In CourseLeaf, she is the
penultimate reviewer of all course request submissions. If you have questions regarding the use and purpose of
the CourseLeaf form fields or about Bulletin content, deadlines, and publication, contact Gina at
gharris@gwu.edu or 202-994-6310.
Ethan Brown, CourseLeaf System Administrator. Ethan is responsible for the functioning of the CourseLeaf
system, including establishing, maintaining, and troubleshooting workflows. In addition, Ethan offers CourseLeaf
training on an individual or group basis for course and program processes. Ethan also is responsible for technical
issues concerning the Bulletin. Contact Ethan at ewbrown@gwu.edu or 202-994-0933.

Before you begin: CourseLeaf user roles and the workflow
The workflow is the review and approval route for a request. All individuals working in the CourseLeaf system
must be granted access before they begin. Workflows are established and maintained by Ethan Brown,
ewbrown@gwu.edu or 202-994-0933, at the department/school’s request.
A course request submission requires an initiator to complete the form and submit it into the workflow.
Initiators often are departmental administrators, but may be the department chair or other individual. The
request initiator does not automatically have a role in the workflow itself.
For more detailed information about the workflow see page 10.

Accessing CourseLeaf
Access the CourseLeaf Course Inventory Management (CIM) system at next.bulletin.gwu.edu/courseadmin.
To begin the process of modifying, proposing, or deactivating a course log in to CourseLeaf using your NetID and
password. If you do not have CourseLeaf access, contact Ethan Brown, CourseLeaf System Administrator, for
assistance. ewbrown@gwu.edu or 202-994-0933.
Note: The system works best in the most recent versions of Firefox, Safari, or Chrome. Internet Explorer is not
recommended.

Avoid having your course request rolled back
The option to “Rollback” a course is available at every step of the workflow. If a reviewer finds any
issues with the course request that cannot be resolved at their step in the workflow, your request will
be rolled back. At the Academic Editor’s step, the most common reasons for courses to be rolled back
are course descriptions not submitted in Bulletin style and missing required elements on syllabi*. Your
dean’s office may have other issues for which they commonly roll back course requests. If a course is
rolled back, the department/school will need to address the cause and resubmit the request. Having
your request rolled back significantly slows its progress toward final approval.
* The office of Academic Planning and Assessment syllabus template is available for download at
https://academicplanning.gwu.edu/proposing-or-editing-course; before using this version, check with
you dean’s office to see whether your school has its own template.
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Modifying an existing course
Please note:




The discipline code and number of an existing course cannot be changed. To change a
course number, you must propose a new course and deactivate the existing course.
The course number of a deactivated course cannot be reused.
When modifying an existing course, all required fields must be filled before the proposal
can be submitted; this includes attaching an up-to-date syllabus, regardless of the
changes(s) being requested.

1. Log in to CourseLeaf using a GW NetID and password at next.bulletin.gwu.edu/courseadmin/
2. To search for the course, enter identifying information in the search field. Tips: You may search by the
course discipline code and number (MAE 3145) or by using a keyword between asterisks (*Orbital*).
You also may bring up a list of all courses with the same discipline code by using the followed by an
asterisk (MAE*).
3. Select the course to be edited from the list.
4. The course record appears with prepopulated information.
5. Select the green “Edit Course” button.
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6. Edit course details. Required fields are bordered in red.
7. At the bottom of the form, choose “Save Changes” if you plan to continue editing the course before
submitting into the workflow. Choose “Save & Submit” to submit the request into the workflow.

Proposing a new course
1. Find the course proposal form at next.bulletin.gwu.edu/courseadmin/
2. Log in to the system using a GW Net ID and password.
3. On the Course Inventory Management screen, click green “Propose New Course” button.
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4. New Course Proposal screen appears.

5. Enter new course information (see details, below). Required field are bordered in red.
6. At the bottom of the form, choose “Save Changes” if you plan to continue editing the course before
submitting into the workflow. Choose “Save & Submit” to submit the request into the workflow.
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Completing required fields
To propose a new course, you will be required to enter all of the following information or the CourseLeaf
system will not allow final approval. If any of this information is missing, the course request will be rolled
back to the department/school.
1.
2.
3.
4.
5.

6.
7.

8.

9.
10.
11.
12.
13.
14.

15.

16.

College/School
Department
Discipline Code
Course Number. If you are proposing a Writing in the Discipline (WID) course, add “W” immediately
after the number, no spaces.
Long Course Title: The Long Title is used on the online Schedule of Classes for course searches and is
limited to 100 characters. Please do not abbreviate, use ampersands, or leave out spaces between
words. The Long Title does not appear on the transcript
Short Course Title: Short Title is displayed on the transcript and is limited to 30 characters.
Effective Term: All proposed courses must start in a future term. It is important to bear this in mind so
that you provide adequate time for the approval process to be completed in advance of the semester in
which you plan to offer the course.
Number of Credits: If creating a course with more than one course type (see below), enter the number
of credits for each type. For example, a 3-credit course with a 0-credit recitation or lab should be
entered as "0 or 3" and the appropriate Course Types should be selected. For a course that can be taken
for a range of credits, e.g., 1 or 2 or 3 credits, use “1-3.”
Course Type: See “Selecting Course Types,” below, for definitions of course types and allowable course
type combinations.
Default Grading Method
Projected Enrollment
Frequency of Offering (SEAS courses only)
Term(s) Offered (SEAS courses only)
Course Description: A Bulletin course description should be 1-2 lines outlining only the main
themes/topics to be covered. It should not include the future tense, pronouns, or self-referencing, e.g.,
‘In this course we will…” Please avoid jargon. Course descriptions that don’t fit the Bulletin style may
need to be rolled back to the department, which adds time to the approval process. All course
descriptions are subject to editing by the Academic Editor prior to course approval.
Learning Outcomes: Provide three to five important learning outcomes, goals, or objectives of the
course (i.e., what you expect students to know and be able to do upon completion of the course). See
the assessment website (http://assessment.gwu.edu/) for more information.
Syllabus: Incomplete syllabi is a common reason for courses to be rolled back. Please refer to the
syllabus template.

Selecting Course Types
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Course type descriptions
Lecture and Seminar. These are the most commonly used course types, with fixed titles and content.
Lectures and seminars may be used in combination with one zero-credit discussion group, recitation, or
laboratory course.
Special Topics. A special topics course is a lecture-type course that may be used for the following purposes:




To offer varying topics that address current developments or special-interest topics in an aspect of
the larger subject taught by the department or school
To present specialty courses taught by visiting faculty or initial specialty courses of incoming regular
faculty.
To offer courses on an experimental basis with the intent of making them a permanent part of the
curriculum if they succeed. It is generally expected that the process of establishing an experimental
course as a regular course will begin after the special topics course has been taught twice.

Basic Activity. This course type is used only for exercise and nutrition sciences and health and wellness
courses.
Discussion Group, Laboratory, and Recitation. These course types most often are used as auxiliary, zerocredit sections in conjunction with lecture, seminar, and special topics courses. Laboratories also are offered
as standalone courses. In rare instances, discussion groups and recitations may be scheduled on their own.
Field Work and Self-Paced. These course types do not have regularly-scheduled class meetings and are not
assigned a room on any GW campus. The field work course type is used for internships and field work. The
self-paced course type usually is used for research based courses, such as thesis, dissertation research, and
reading courses. While they do not meet as a class, these course types are expected to have some prearranged component, such as meetings with an advisor.
Studio. This course type is intended for courses in areas such as art, design, or fine arts that typically meet in
a physical studio space. It may not be used in combination with any other course type.

Allowable course type combinations
Not all courses may be used in combination with another; when they can, course type combinations are
limited. In situations that necessitate adding a secondary course type, e.g., to associate a lab with a lecture,
only one additional course type may be selected. Combinations that may be used are shown below. For this
purpose, the courses in bold should be considered the ‘primary’ course.
Lecture, Seminar, and Special Topics. For these three course types, you may select one of the following
additional course types. No other combinations may be used.




discussion group
laboratory
recitation
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For a 3-credit lecture, seminar, or special topics course with a zero-credit recitation, discussion, or lab, "0 or
3" should be entered in the CourseLeaf form Credits field. This allows for the scheduling of a zero-credit
section.
Laboratory. You may use this option on its own to create a free-standing laboratory course that is not
associated with a lecture, discussion, or recitation. In such a case, no additional course type may be
selected.
No additional course type may be selected with the following:







Basic Activity
Discussion Group
Field Work
Self paced
Recitation
Studio

Deactivating an existing course
If the department/school no longer plans to offer a course, it may deactivate the course. Please think carefully
before doing so as courses cannot be reactivated by the course owner or a CL administrator.
Note: you cannot, under any circumstances, reuse a deactivated course number to create a new course.
When you select “Deactivate,” you will be prompted to provide an effective term and reason for deactivating
the course. The effective term must be a future semester.
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Catalog pages referencing this course. Other courses in the University curriculum may reference this course,
most often as a prerequisite. The owner of the deactivated course should coordinate with departments affected
by this change so that those departments are aware of this action.

Approving courses in the workflow
Note: You must be a designated approver for the discipline code to approve courses in CourseLeaf.
1. Click on the link in the system generated email notification you will receive when a course request has
arrived at your step in the workflow. This email is sent by “Bulletin Editor.” At any time, you may go
directly to www.next.bulletin.gwu.edu/courseleaf/approve to see a list of all courses (and programs)
awaiting your review.
2. Log in to the system using a GW Net ID and password.
3. Select your role from the “Your Role” drop down menu.
4. On the “Pages Pending Approval” page, select the course you wish to review from the list.

5. From here, select one of the three actions presented at the top right-hand side of the page and described
below.
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Opens the proposal in a new window where changes can be entered. Once you’ve
completed making changes, click the “Save” button at the bottom of the page. You will
be returned to the original page where you can “Approve” the submission (see below).

Opens the “roll back” dialog box allowing you to send the proposal back to any
listed prior step in the approval process:

In the “roll back” box select who you want to return the proposal to and
enter a comment/reason
Note: Any comments entered in the “Comment/Reason” field become a
permanent part of the proposal and can be viewed by anyone.

Approves the proposal and sends it to the next step in the approval workflow.
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Understanding workflows
The workflows in CourseLeaf vary by school/department, but most commonly follow this path:
Department Chair/
Program Director

Sr. Associate
Dean (UG or GR)

Academic Editor

Associate Vice Provost
for Academic Planning
and Assessment

Once the request has been approved by the Associate Vice Provost for
Academic Planning and Assessment, the course change or new course is recorded in Banner.
You can preview the workflow through which a course request will travel by selecting “Preview Workflow”
from the search results screen.
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After a course has been submitted into the workflow, you will be able see where it is in the process in the
“In Workflow” window. Completed steps appear in green; the current step is in orange.
More detailed information, including the name of the individual who approved the request at each step and
on what date the request was approved, appears in the “Approval Path” window.
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