
New Course Submissions 
 

We are now using CourseLeaf to maintain courses in Banner.  It is relatively new, and we are still 
getting used to working with it.  This document aims to familiarize department chairs with how 
CourseLeaf works and how to use it to create new courses or make changes to existing courses. 

 

Finding CourseLeaf: On the My.Fordham portal, go to the My Apps tab and look for CourseLeaf 
(red rectangular icon).  Click on “Courses” to open Course Inventory Management.  Here you can 
view any course that exists or is in the process of being approved, or to create a new course. 

Creating a new course: Within CourseLeaf Course Inventory Management, click on the green 
“Propose New Course” button.  This opens a new browser window in which you can enter the 
necessary information.  You can list used course numbers to help you select a  new number for the 
course.  If you need to stop work on it temporarily, you can click the “Save Changes” button at the 
bottom, and return to the course later.  When all the information has been entered, click “Start 
Workflow.”  This will begin the workflow process, in which the course will be passed to various 
parties, such as department chair and academic dean, for approval. 

Core courses: If the course will fulfill a core requirement, you need to be aware of how the 
approval process works.  Some core requirements are under the jurisdiction of one or more 
departments, for instance Sacred Texts & Traditions or Advanced Literature Core.  If your course is 
within a relevant department, then you can simply check the box, and the course will pass the 
approval step for that core requirement.  If your course is in a different department, you will need to 
work with the department that controls the core attribute to get their approval. 

There are five core areas that require approval by the Core Curriculum Committee (CCC): 
American Pluralism, Eloquentia Perfecta, Global Studies, Interdisciplinary Capstone Core, and 
Values Seminar.  We would like to retire the “legacy” core course upload site and use CourseLeaf 
for these proposals.  The CCC approval process takes some time.  When proposing a new course for 
one of these core areas during the scheduling cycle that starts in December, to be offered in the 
following fall, the course cannot receive core approval in time to finish the workflow and be created 
in Banner for the schedule proofing stage.  In this case, you need to submit the course without the 
core attribute(s), so that it can be created and a section opened in Banner.  Then re-submit the 
course using the CourseLeaf “Edit Course” button.  It will start the workflow and wait at the core 
attribute approval step until the CCC approves it.  Assuming it is approved, it will then complete the 
workflow and gain the attribute.  If it is given expedited treatment, this will happen before 
registration for fall classes.  Core courses to be offered in the following spring can be submitted in 
January with the core attribute, and be approved by the CCC by the end of the spring semester on 
the normal timetable, so there is no need for this two-stage process. 


