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Helpful Courseleaf Links

• Courseleaf Console 

https://nextcatalog.bentl

ey.edu/courseleaf/

• Programs 

https://nextcatalog.bentl

ey.edu/programadmin/

• Courses 

https://nextcatalog.bentl

ey.edu/courseadmin/

➢ Current Catalogue: 

https://catalog.bentley.edu/

➢ From Workday (“Teaching and Advising”) 

https://nextcatalog.bentley.edu/courseleaf/
https://nextcatalog.bentley.edu/programadmin/
https://nextcatalog.bentley.edu/courseadmin/
https://catalog.bentley.edu/
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Initiators & Approvers

Faculty Roles in 
CIM

Initiators 

1. Individual faculty members 

(new courses, course 

changes)

2. Dept. Chairs (new 

majors/minors/programs, 

changes to programs

Approvers

1. Dept Chairs (new courses, 

changes to courses)

2. CIC Chair

3. Faculty Senate chair
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▪ Current Catalogue is not alternated once it is published. 

▪ Changes flow through CIM & into “Next” Catalog site.

▪ New catalog is published each summer.  

▪ Your curriculum changes will appear on the web & in 
Workday then.

Catalog Lifecycle

Image from Courseleaf



Category I: Approval required by CIC, Faculty 

Senate, & General Faculty

• New programs (degree programs/ 

majors/concentrations/minors)

• Major revisions of existing programs

Category II: Approval by both CIC & Faculty 

Senate:

• New, permanent courses

• Deletion of existing programs 
(majors/minors/concentrations)

• Deletion of courses in existing programs 

that affect other departments

• Prerequisite/course changes that affect 

other departments

Governance & Workflow

Category III: Approval by CIC only

• Faculty-led short term Study Abroad courses

• Minor revisions to major requirements 

• Minor or concentration revisions that do not affect 

programs of other departments

• Substantial revisions to the content of existing 

courses

• Reactivation of inactive courses after five+ years 

Category IV: Department; Report to CIC

• Routine changes to individual course 
titles/numbers, prerequisites

• Minor course description or content changes

• Deletions from the catalogue of “retired” courses 

• Additions or deletions to elective courses within 
programs (not affecting other departments)

• Experimental courses & Special Topics courses 
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Adapted from 2021-2022 Faculty Manual (4.4.9) 
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New & 
Revised 
Courses in 
CIM



❖ The CIM forms for course 
& program changes are 
managed directly by 
Courseleaf.  

❖ The forms need revision to 
support new curriculum & 
new governance.  

❖ This work will take some 
time.  

❖ For now, we ask for your 
patience while we use the 
old forms.
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Note: “retired” curriculum elements like LSM will need to remain in CIM for some time, 
to manage these as they sunset for current students.



Proposing a 
New Course
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“new” demo course: HI 376

• Workflow

• Each level change has 
a unique workflow for 
approval

• Courses in workflow 
cannot be accessed by 
initiating faculty

• Rollback

• Allows approvers to 
send course backward 
in workflow for edits

https://nextcatalog.bentley.edu/courseadmin

https://nextcatalog.bentley.edu/courseadmin/


Updating an 
Existing 
Course
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Example update HI 200

▪ Remember to update 

“level” for change

▪ Please refer to Style 

Guidelines

Standards of Practice for Entering Course 

Information in CIM and Workday

When entering pre-requisite courses

Correct:

Pre-req: AA 100
Incorrect:

Pre-requisite: AA 100

prereq: AA 100

Pre-req: AA 100.

If a course does not have any pre-reqs, leave that 

field blank. Do not type “none” or “pre-req: none”.

Short Titles for Courses:

•CIM has a character limit of 30. 

Special Characters and Titles:

•Do not use special characters (quotation marks, 

ampersands, hyphens) in course titles or course 

descriptions, either in CIM or Workday.

DegreeWorks cannot recognize these.



Faculty cannot access courses that are 

out of sync with Workday.

o Click on “View differences”

o Determine what 

o Contact Kelsey Simonson or PJ 

Dickson for assistance in making 

changes and kicking off new 

workflow

Updating “Out of Sync” Courses
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ID 306



Approving CIM changes
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Courseleaf Console 

https://nextcatalog.bentley.edu/courseleaf/

https://nextcatalog.bentley.edu/courseleaf/
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Revised & 
New 
Programs in 
CIM



Proposing & 
Updating 
Programs
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https://nextcatalog.bentley.edu/programadmin/

https://nextcatalog.bentley.edu/programadmin/
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Resources & 
Support



CAT support

Jamie Bang

jbang@Bentley.edu

Cathy Carlson

ccarlson@Bentley.edu

Support

CIM support

Kelsey Simonson

ksimonson@Bentley.edu

PJ Dickson

pdickson@Bentley.edu
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mailto:jbang@Bentley.edu
mailto:ccarlson@Bentley.edu
mailto:ksimonson@Bentley.edu
mailto:pdickson@Bentley.edu
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Questions?



Questions



Thank you


