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***1f you have both course and program proposals to submit, it is recommended that all course
proposals be submitted prior to submitting program proposals.

ACCESSING CIM AND LOGGING INTO CIM

Using the appropriate internet browser (Firefox, Chrome and Safari), go to the CourselLeaf landing page on the
SMU website, https://www.smu.ca/courseleaf-access/. Here you will be able to access CIM - Program

Management page.

2
OB Saint Mary's Future Students  Studentlife  Academics  Research

" d Alumni + Giving  Quick Links search smu.ca 3 -
University

Home / CourseLeaf Access

Courseleaf Access AU o

Frequently Asked Questions

Courseleaf Support

Shelley Clarke-Raftus

& shelleycarke-raftus@smuca

Course Inventory Program Courseleaf

PP!
Log in here to submit course Log in here to submit program ~ Log in here if you have an
changes or new course changes or new program approval role in the curriculum
proposals. Forhow to"tipson  proposals. For *how to" tipson  process to approve courses.
using the Course Inventory using the Program For “how to" tips on reviewing
Management module Management module and approving proposals
click here click here. click here.

Undergraduate and
Graduate Calendars
Click here to view the current
Undergraduate and Graduate
Calendars.

Once you click the link, you will see an access screen like the following:

Please Complete Log In

In order to authorize your ability to
update, please click the icon to
complete your log in.

The Courseleaf page is shown in the background, but you cannot access the page until you log in. Click the circular
icon in the Please Log In box to log in as indicated in the above image.

Use your s# and password (the same ID and password you use to log onto Banner) to access Courseleaf.
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SEARCHING FOR PROGRAM PROPOSALS

SAINT MARY'S
W UNIVERSITY

Help &

Program Management

Search, edit, add, and inactivate programs.
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 Program Code, Title, Workflow step and CIM Status.

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

[JHistory " OR - Quick Searches... v
Program Code Program Name ‘Workflow Status
ACCT Accounting -
ACST Atlantic Canada Studies
ANCS Ancient Studies
ANTH Anthropology
ASNT Asian Studies
ASPH Astronomy and Physics

You can go to the Search field or scroll down on the right-hand side. You will be able to see the
Workflow stage (if applicable) and Status (if applicable) of the program.
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VIEWING A PROGRAM IN CIM

Legend

1 - The button to inactivate a
program.

a 2 - The button to edit the program.

3 - The last time the proposal was

r v approved and edited.

e tme - ungiic Rt 4 - Shows the history of who and
e 3 —~ when the program was approved
4 and edited.

5 — Program Overview as seen in
the calendar. Any edits will be
seen with red/green mark up.

6 — Program Requirements as
seen in the calendar. Any edits will
be seen with red/green mark up or
a blue vertical line next to the text
if a table was edited.

e g 7 — Reason for the edit or new
5 proposal.

8 — Reviewer Comments. Reasons
for why proposal is rolled back
would also be seen in this field.

Major in Linguistics

£ ! i
‘l ’ ‘ | ‘ -
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HOW TO PROPOSE AN EDIT TO A PROGRAM

1. Search for the program to edit.
2. Select the program to edit, then click Edit Program. Update the required fields. When
updating tables please contact support (shelley.clarke-raftus@smu.ca) for help if needed.

T MARYS
EITY

Program Management

editing: ANCS: Ancient Studies

Program Titie [Ancteat studies

Program Code AmCE

Program Type [[rater v
ntesiscpinary Yes Ne

arogram?

g
[ Spal v
i [[Faru or v
Ediian
e [ B I Uw«x|E=a28|=z:2
..... | Y i 3 e =

Ancient History (ANCS) - Classical Literature and Civilization o

[ANCS) - Gresk [GREK) - Latin (LATN)

Courses and programs in Ancient Studies are offered by the

Departrnent of Languages and Culturss. -

£l
b & @ QbW B T U R EE S E||S S 4 7
..... L= |[m][= s d][8 0|6 B 6w
-
Major in Ancient Studies
A major in Ancient Studies comprises forty-two (42) credit hours, eighteen (18) eredit hours of which
must be at the 2000 level or higher. There are two recomnmended tracks for cur Ancient Studies majors:
1. Ancient Languapes: Classics with the ancient languages
2. Clazsical Chilizations: Classics without the ancient languages.
Ancient Languages Track
The Ancient Languages track is recommended for students interested in pursuing a career in some
aspect of Ancient Studies (e.g. Literature, History, Archaeclogy). Entry into 3 graduats program in
Ancient Studies normally means the successful completion of at keast sighteen (18) credit howrs at the
undergraduste leve in one ancient languags (Latin or Greek) and twefve (12) credit hours in the other.
Latin is 3 valuable asset for students majoring in French, German or Spanish. Both Latin and Gresk
are uzeful to students intrested in entering 3 seminary, studying theology, philesophy, madicine, -
el

3. After completing the form, click one of the following:
o Cancel to not save any changes and return to the previous window.
o Save Changes to save any changes that have been made and come back to the
form at a later time. Clicking Save Changes does not submit the proposed
changes to workflow and will allow you to save without filling out all required
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fields. The status of the saved form will be "Added" and may be edited at a later
time by searching for the course or doing a quick search for all added courses.

o Save & Submit (Start Workflow) to save and submit all changes for approval.
All required fields must be filled out before the proposal can be submitted for
approval. The new course approval will go to the next person in the workflow.

HOW TO PROPOSE A NEW PROGRAM

1. Click the Propose New Program button.
2. Complete the form by filling in the required information. When adding tables please
contact support (shelley.clarke-raftus@smu.ca) for help if needed.

Program MManagement

Mews Program Broposal |

P rogram Tite: | I

Faoumy

el ]e

[T |[[B & w = =|[= = = =|[= := 4 |

= o= == - =][> ol[= &|[5=—]
]
Program Rcauremens
| P [ e o w8 7 v = =|[= = = =|[= == e
Ce= o= =)= ][> ol> =[]

new ar

3. After completing the form, click one of the following:
o Cancel to not save any changes and return to the previous window.
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o Save Changes to save any changes that have been made and come back to the
form at a later time. Clicking Save Changes does not submit the proposed
changes to workflow and will allow you to save without filling out all required
fields. The status of the saved form will be "Added" and may be edited at a later
time by searching for the course or doing a quick search for all added courses.

o Save & Submit (Start Workflow) to save and submit all changes for approval.
All required fields must be filled out before the proposal can be submitted for
approval. The new course approval will go to the next person in the workflow.

HOW TO EDIT/ADD TABLES IN CIM

COURSE LISTS

A Course List is a type of table within CourseLeaf. Courses in a Course List are linked to data exported
from Banner to provide immediate access to course information. A course list provides information in a
pre-formatted table structure and is primarily used to display requirements.

D X EEGE X Q3 Ll BB I U X x| = = 5| = E 7]
F K| | == L= Q Jazz] Source
Course List .1
. .
Major in L
Select Subjact... hd
Select Subject... - - —
Accounting (ACCT) LING 1200 IntrodL.fctlon to Linguistics =
A maior in linquist Ancient Studies (ANCS) LING 2309 Phonetics
Amajor in INgUIsTt | anthropology (ANTH) LING 2310 Fhonology
:ﬁﬂ:iej ;‘?a"*‘ 55{‘[;‘;; Res (AHSR) LING 2330 Syntax
— plie cence B L
Course List ™1 Arabic (ARBC) LING 2340 Semantics
Asian Studies (ASNT) Select 9 credits from the following:
: Astronomy (ASTR) LING 3310 Advanced Phonology
~ 4900
LING 1200 Atfantic Canada Studies (ACST) LING 3320 Morphology -
Biology (BIOL)
LING 2309 Chemistry (CHEM) comment
Chinese (FHNS) Sequence:
2210 Commerdial Law (CMLW)
LING 2310 Communications (COMM) Cross
Computing & Info Systems (CISY) Reference:
G 2330 Computing Science {C5CT) Or Class:
LING 2330 Criminology (CRIM) Credit Hours:
A 9240 Economics (ECON) redit Hours:
LING 2340 Education (EDUC) Footnote:
Select 9 credits fri Indent Area Header
Quick Add: | || Add Course Area Subheader
S——
LING 3310
LING 3320
LING 3330 Bl conce

1. Comment - A comment will be displayed in parentheses after the course title.
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Sequence - Sequence will display two courses with an ampersand (&) indicating that these two
courses must be taken in conjunction with each other.

Cross Reference - A cross-reference course describes a course that is the same course content
offered under different course numbers.

e Forinstance, if credit is given at both the undergraduate and graduate level.
e Another example is a course that different departments offer credit for (cross listed).

Hours - The hours field automatically is populated with the credit hours assigned to the course in
Banner.

e You can change these as necessary.

Or Class - This will display two courses with the word "or" indicating that either course may be taken
to meet the requirement.

Footnote - Only the footnote symbol is entered in the course list, and then add a Footnote
table after the course list in the Page Body

Indent - The item will be indented to the right, the credit hours will be suppressed from displaying,
and credit hours will be suppressed from adding to your Total Credits. You may also use the hotkey
Alt+| to select this check box.

e For example, a Comment Entry of "Select one of the following:" may precede a list of
indented courses. This allows users to see all the options without adding each course's
credit hours to the Total Credits

Area Header - The item will be styled as a header within the table. You also may use the hotkey
Alt+A to select this check box.

e This option is typically used to logically group courses within a Course List

e For example, grouping "Elective Courses" separately from "Required Courses".

HOW TO ADD A COURSE LIST

Open the toolbar and click Edit Page.
Place cursor in page body where the course list is to be placed.
Click Insert/Edit Formatted Table

e Note: Using the Ctrl+T keyboard shortcut also will bring up the Insert/Edit Formatted
Table interface

Select Course List from the drop-down menu.
Click OK
Insert courses.

e Select College and Department from drop-down menus.
Note: The left-hand column will populate the Course Inventory or a list of courses to
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choose from to add to a list based on the College and Department selected. The right-
hand column is the courses used to build the list.

e Option 1:

i Select a course from Course Inventory

ii.  Click (>>) button to add a course to the list.
e Option 2:

i Double-click a course from the Course Inventory
e Option 3:

i Enter a course code into Quick Add
ii.  Click Add Course
7. Click OK in the Course List editing screen to close the Course List screen and refresh the Page Body.

8. Click OK when finished to save any changes made.

HOW TO REMOVE A COURSE FROM A COURSE LIST

Open the toolbar and click Edit Page.

Double-click on the course list containing the course you want to remove.
Select the course you want to remove.

Click (<<) button to remove a course from the list.

Click OK in the Course List editor to save your change back to the Page Body Editor.

S i

Click OK on the Page Body Editor to save all your changes.

HOW TO REORDER COURSES IN A COURSE LIST

Open the toolbar and click Edit Page.

Double-click on the course list containing the courses you want to reorder.
Select the course to move.

Click Move Up or Move Down to change the order of the course.

Click OK in the Course List editor to save your change back to the Page Body editor.

@ u kA wN e

Click OK on the Page Body editor to save all your changes.
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HOW TO ADD A COMMENT ENTRY

A comment entry is anything in your Course List that is not a course. Comment entries are often used to
create headers within your table or to relay instructions such as "Select one of the following:"

Open the toolbar and click Edit Page.

Double-click on the course list to which you want to add your comment entry.
Select in the right-hand list where Comment Entry is to be placed.

Click Add Comment Entry. A text window will open.

Enter text to be placed in course list.

Click OK in the Course List editor to save your change to the Page Body Editor.

N o vk~ W DN

Click OK on the Page Body Editor to save all your changes.

Note: If a course code (e.g., ENGL 1205) is found in a comment entry, the course code will display
the course bubble as all other course codes in the course list.

HELPFUL HINTS

COMMENT ENTRIES THAT MIMIC COURSE ENTRIES

To make a comment entry that will mimic a course entry, such as any new course not in Banner, add a
comment and enter for example, IPHH 1000::Intro to Public Humanities & Heritage. The double-colon (::)
between the 1000 and Intro will force the part before the double colon to be entered in column 1 and
after the double colon to be entered in column 2.
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Edition Course List X

Sum Hours

o
i)
T

Public Humanities & Heritage (IPHH) i

IPHH 1000 ::Intro to Public Humanities &

Heritage

IPHH 3000 ::Public Humanities & Heritage Field
Placement

IPHH 4000 ::Public Humanities & Heritage
Capstone

Select six (6) credit hours in courses with a
significant experiential learning compenent

Select six (6) credit hours in courses dealing -

Comment: | [pHH 1000 ::Intro to Public Humanities & He

Sequence:

Cross
Reference

Or Class

gra =quiremer Credit Hours |3 |

L—b X [ﬂE‘l [ Footnote | |
|:| Indent |:| Area Header

Quick Add: | || Add Course ] Area Subheader

Goncet |l

Major il
Course List =
IPHH 1000 Intro to Public Humanities & Heritage
IPHH 3000 Public Humanities & Heritage Field Placement

IPHH 4000 Public Humanities & Heritage Capstone

OTHER FORMATTING TIPS

Formatting can be controlled in text fields through special character combinations.

e To make text bold, surround the text in the field with **

e To add a bullet, add one space after the *

e Toindenta line in the table, prefix two greater-than signs.

e To indicate text should be superscript, surround the text with brackets.

e To use brackets rather than superscript, add one space after the initial bracket.

e Text beginning with http:// or www. will automatically be turned into hyperlinks.

e To make an area header for the table, surround the text of the first column in curly brackets.
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FOOTNOTES

Footnotes have two parts within Courseleaf: a footnote indicator (*2*) and a footnote table. Footnote
indicators go next to the text or course item, and footnote tables are used to articulate footnotes.
Footnote indicators and entries in the footnote table are not automatically linked. This means that when
a new indicator is added, an entry must also be added to the table. Likewise, if an entry in the table is
deleted, the indicator must also be deleted.

: Footnotes x
= L atalos 1 -
e 2
| Move Down | | Delete Footmote |

Ove (=]

Symbol: |1 | ©Q

Footnote Content:

E @ @ Ly = B I U x x| E =E | £ :=
B = i = 0B [&] Source

|Practical Criticism (ENGL 2205)] is recommended.

- —_

ER o |l

HOW TO INSERT A FOOTNOTE INDICATOR WITHIN TEXT
1. Place cursor in the page body editor where the footnote indicator is to be placed.

2. Type the number or use the Insert Special Characters (Omega) tool to add the footnote symbol.
3. Highlight the character and click the Superscript tool.
4. Click OK to save the page.

HOW TO INSERT FOOTNOTE INDICATOR IN A COURSE LIST
1. Create a course list or plan grid or open the table editor.

2. Click on the course that should have the indicator.
3. Enter the indicator in the footnote field.
4. Click OK to save the table.
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5. Click OK to save the page.

HOW TO INSERT A FOOTNOTE TABLE

W R N vk~ wWw N

Place cursor in the page body where the footnote table is to be placed.
Click Insert/Edit Formatted Table.

Select Footnotes from the drop-down menu and click OK.

In the Footnotes editor, click New Footnote.

Enter the footnote symbol.

Enter the footnote content.

Repeat to add more footnotes as necessary.

Click OK to save the table.

Click OK to save the page.

HOW TO EDIT OR DELETE A FOOTNOTE

Note: Be sure to also edit the corresponding footnote entry in your footnote table.

v ok wNoe

Double-click the footnote table blue box.
Select the footnote indicator.

Enter the footnote content OR click Delete.
Click OK to save the table.

Click OK to save the page.
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