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1. About This Document
a. Intended Audience
This document is intended to be used by department representative, selected NJIT staff to propose new and updates to courses and programs, and Chairs, Deans, CUE/CGE members, CUE/CGE chairs, faculty senate, Provost office that approve these proposals, and Registrar and AIS staff who administer the system. 

b. CIM Policies and Additional Information
Curriculum Information Management (CIM) takes the entire curriculum process online, integrates, and builds on the CourseLeaf catalog software to provide a comprehensive, tightly integrated Curriculum and Catalog product. Program and course approval is tightly integrated with the catalog and the Student Information System (Banner).

The CIM module will import course information from Banner, provide customized pre-populated forms for authors, automatically create workflow without human intervention, identify all affected courses by a proposed change, track edits and comments, report on status, generate customized PDF files on demand for committee meetings, and assist in automatically updating the SIS at the end of the process. The CourseLeaf catalog software will then automatically update all catalogs with the approved data and approved programs data.

c. System Requirements

The recommended browser for using the application is Google Chrome. However, it can also be accessed using other common browsers like Mozilla Firefox, Opera, Microsoft Edge and Safari.






2. Getting Started
a. Navigation
Course management: 
In a web browser*, navigate to Faculty/Staff Services under NJIT Highlander Pipeline, select Course inventory management under Academic & Faculty Services 
Program management: 
In a web browser*, navigate to Faculty/Staff Services under NJIT Highlander Pipeline, select Program inventory management under Academic & Faculty Services 
Approve/Rollback:
In a web browser*, navigate to Faculty/Staff Services under NJIT Highlander Pipeline, select Workflow/ Approval page under Academic & Faculty Services 
*Suggested browsers: Chrome, Firefox
b. Logging On
The pages can be viewed once signed into the application. 
 
CIM uses Single Sign-On. The UCID and password are used to log on, and if already logged on using Single Sign-On (displayed on the next page), it is not necessary to login again.
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3. Using the System 
a. Create a course proposal
Only specified groups of user can access CIM and create proposals. 
If you think you have the incorrect level of access, please contact ais@njit.edu.

Step-by-step instruction

1. Navigate to course inventory management page using pipeline
2. Login to the system
[image: ]
3. Click ‘Propose New Course’

[image: ]

4. Complete the course proposal 
Note: fields with red border are required fields
[image: ]
Note: User can also use the ‘Propose New from Existing Course’ feature to get a jump start 
[image: ]
5. Once user has completed the course proposal and it is ready for submission, click ‘Start Workflow’
Note: Once the workflow has begun, user cannot edit the form anymore until the next user in the workflow rollbacks the proposal.
[image: ]
6. The user can confirm their proposal’s status by checking the workflow under the course management console
[image: ]
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b. Create a program proposal
Only specified groups of user can access CIM and create proposals. 
If you think you have the incorrect level of access, please contact ais@njit.edu.

Step-by-step instruction

1. Navigate to program inventory management page using pipeline
2. Login to the system
[image: ]

3. Click ‘Propose New Program”
[image: ]
4. Complete the course proposal 
Note: fields with red border are required fields

[image: ]
Note: User can also use the ‘Propose New from Existing Program” feature to get a jump start
[image: ]

5. Once user has completed the program proposal and it is ready for submission, click ‘Start Workflow’
Note: Once the workflow has begun, user cannot edit the form anymore until the next user in the workflow rollbacks the proposal.
[image: ]






6. The user can confirm their proposal’s status by checking the workflow under the program management console

[image: ]
c. Approve or Rollback a course/program proposal   
Only specified groups of user can access CIM workflow and process proposals. 
If you think you have the incorrect level of access, please contact ais@njit.edu.

Step-by-step instruction

1. [bookmark: _GoBack]Navigate to Workflow/ Approval page using pipeline
Note: User who has pending proposal will receive email notification directly to access the proposal
[image: ]
1. Login to the system
[image: ]
2. Select a pending proposal from the console
[image: ]

3. Scroll down to the page
· Edit the proposal
· Rollback the proposal
· Approve the proposal 
[image: ]
4. Once the proposal is processed, it will be removed from the pending list.
[image: ]
5. The next existing user from the workflow will receive an email notification and continue to process the proposal

10
Academic Information Systems (AIS)
image2.png
Webauth Authentication Service - Google Chrome.

Webauth Authentication Service

A service requiring authentication has referred you here. For details about the Webauth Authentication Service
visit hitp:/ist.njit.eduwebauth.

Login to CourseLeaf

ucip

Enter your UCID

Password

Enter your Password

7 T

c O URSELEAF

Leepfrog Technologies CourseLeaf

Please LogIn

You are not fully logged in.
Please clck on the icon o og in.





image3.png
Please Complete Log In

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




image4.png
Course Inventory Management

Search, edit, add, and inactivate courses.

Use an asterisk (*) in the search box as a wild card. For example, MATH® will find everything that starts with “MAJ
with “MATH’, and *MATH® everything that contains "MATH". The system searches the Course Code, Title,

\TH everything th

and CIM Status.
Quick Searches provides a lst of predefined search categories to use.

i m O st - OR - Quick Searches... ¥
Course Code Tide Workflow Status
15219 Adv Website Development

15245 Information Technology Systems: Hardware/Software

15247 Designing the User Experience

15265 Introduction to Information Systems

15270 Designing the Multimedia Experience

15305 Community Service Itermship Inactive




image5.png
New Jersey Institute of Technology

Course Inventory

New Course Proposal Propose New from Existi urse
Subject Code Select... ] Course Number :]

Department Select Department - LOOKUP ONLY... M
College Select College - LOOKUP ONLY... v
Short Title

30 characters remaining

Long Title

100 characters remaining

Effective Term Select

Academic Level @ Select... M

Name of Course Coordinator

@

Credits

Lecture Hours

]
]




image6.png
Course Inventory
Newark College of Engineering
Biomedical Engineering (BME)

BME 101 _ Introduction to Biomedical Propose New from Existing Course
Engineering

New Course Proposal

Subject Code elec BME 102 Biomedical Engr Research
L leMe105  Introduction to Human
Physiology T
Department Select Department - LOOKUP (| gME 106 Introduction to Human
Physiology II
College Select College - LOOKUP ONLY,| | BME 111 Introduction to Physiology
BME 112  Introduction to Human
§ Physiology 112 TEST
Short Title

BME 123  BME 123 test

BME 301  Electrical Fundamentals of
Biomedical Engineering

BME 302  Mechanical Fundamentals of

30 characters remaining

Long Title Biomedical Engineering
™ i BME 303 Biological and Chemical
ACIIEEGEIT Foundations of Biomedical
Effective Term Select

e ——





image7.png
Will the course be
offered by any non-
traditional methods
of delivery?

Describe any
unusual features of
the course.
Describe any
participation by
outside experts or
ited speakers.

How will the course
be evaluated?

Instruction Type

Default Grade.
Mode

No

None.

Traditional format

Lecture/Laboratory

Save Changes |




image8.png
Help &
Course Inventory Management ’

Search, edit, add, and inactivate courses.
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 Course Code, Title, Workflow step and CIM Status.

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

bme 112 XSG propose New Course Quick Searches... ¥
() History

Course Code Title Workflow Status

BME 112 112 TEST EN Dean Added

roduction to Human Physiol





image9.png
oo i
oo

e=

Ot P 1153 0m

viewng: BME 112 : Introduction to Human Physiology 112 TEST

Last modifed: 07/31/19 11:53 am
Chones proosed b i

New Course Proposal

[ " T — Cunetomber 12
Oopamens S MedalEngesting

cotege e —

Ston e v

e [ —r—

e ———

Seadumictowl Grse

[ —

Outtent

auss f

5 Poonts O

Approval path
Loy s
Sopromdtor e
207379 114930
ot st Rl
30905191375
ot




image10.png
Program Management

Search, s, s v .
s e (1t s ol corFor g, AT il fod it s o WA
ih AT, AT vt o VAT o st e e P Co, e,

i Seche s ot ofprecdtined s e s

4 i s

e —

S

i -
e 1
Credis 1 o





image11.png
New Jersey Institute of Technology

Program Management

New Program Proposal

Department(s) /
College(s)
Name of Program

Academic Level(s)

Degree Designation

Campus(es) where
the program will be
offered

CIP Code

Effective Catalog
Edition

Department

College

Propose New from Exi

Select...

‘ Select...

Doctoral

Graduate

Undergraduate

Select...

Newark

Find...

On-line (NJIT)

Select...

o1l





image12.png
Program Management

New Program Proposal

Department(s) /
College(s)

Name of Program

Academic Level(s)

BlDoctoral
DGraduate

(B U tersraduate)

Select Program

1ES1-05-UrEN. 5.5, Il DIOUHeIIsty.
TEST-CERT-BDE: Big Data Essentials Certificate

TEST-CNC-BIOL-ECEV: Ecology and Evolution Conce
TEST-CNC-BIOL-NEUR: Neurobiology Concentration
TEST-MBA-MGMT: M.B.A. in Management of Technol:
TEST-MNR-GEOS: Geosystems Minor
TEST-MS-MATH: M.S. in Applied Mathematics
TEST-PHD-URBS: Ph.D. in Urban Systems

Propose New from Existing Program





image13.png
Is licensure required of program graduates to gain employment?

© Yes © No

Will the institution seek accreditation for this program?
© Yes ®No

Add any additional Yes, see attachment
information you

would like brought

to the attention of

CUE/ CGE here

Attach any additional information you would like brought to the
attention of CUE/ CGE here: Uploaded Files:

Uploaded Files:

Files To Be Uploaded:

sample_users.xlsx Remove

Attach File

| Save Changes |




image14.png
Export to PDF -

Export to Word Add Comn

Date Submitted: 06/14/19 11:52 am

viewing: TEST-MBA-MGMT : M.B.A. in Management of In Workflow
1. ARSC Chair
Technology 2.AD Dean

w

. Vice Provost of

Last approved: 03/01/19 4:19 pm
Last edit: 09/04/19 10:40 am

Changes proposed by: cladmin-srahim

Graduate Studies

&

Provost's Office

5. NJIT Board of
Trustees
Catalog Pages Using 6. Academic Issues
this Program Committee
M.B.A. in Management of Technology. 7. Provost's Office

History
1. Mar 1, 2019 by

clmig-Imoore

Department(s) /
College(s)

Department College

Air Science (ARSC) Coll of Architecture & Design (AD)

Name of Program ~ M.B.A. in Management of Technology

Academic Level(s)  Graduate
Undergraduate




image15.png
From: General Catalog Update <njit@notify.courseleaf.com>
Date: Thu, Sep 5, 2019 at 10:54 AM
Subject: [CIM Courses] Review Request: HUM Chair

-

Teff:

There are pending course change proposals awaiting your review, including

'HUM 600: Humanities and Ethics.

Please visit
hittps://next.catalog.niit.edw/courseleaf/approve/role=HUM?420Chair

to review the changes and provide your feedback

For questions or information regarding this email, please reply

to this email | o contact

Thank you.

- CourseLeaf




image16.png
Please Log In

ou are not fully ogged in
Please click on the con 0 10g in.





image17.png
° COURSELEAF

Pages Pending Approval | FiterList & Refresh List Your Role:| BME Chair v

PAGE USER

Icourseadmin/8776: BME 112: Introduction to Human Physiology 112 TEST njit-admin
Icourseadmin/8793: BME 800: BME 800 TEST Candida Rocha





image18.png
PAGE REVIEW @ RSN Vi Chanoes oy LIS

S Rra—

Course Change Request

xport to POF New Course Proposal
Word#

Date Submitted: 07/31/19 11:53 am In Workflow
. . 1.BME Chaic

viewing: BME 112 : Introduction to Human Physiology 112 TEST
Last modified: 07/31/19 11:53 am

Subject Code BME - Bomedicl Enginering Course Numbe 12

Department Bio-Medica Engineering .

olege Newark Colegeof Engineering °

Short Tt oME 112

Approval Path

Long Tt Introducton to Human Physiology 112 TEST

7/31/1911:48 an

Spring 2019 n

Banner Academic  Undergraduate 7

Name of ¢





image19.png
Q COURSELEAF

Pages Pending Approval | Fiterlist @ Refreshlist  YourRole: BME Chair v Page Info | Workflow Status | Aftached Files | Revision History |

o
Candida Rocha Last Update:

Icourseadmin'8753: BME 800: BME 800 TEST Template:
Page Authors:

PAGE REVIEW & View Changes By: [EKSINNTY BRI Rolback <) Aopove &




image1.jpg




image20.png
New Jersey Institute
of Technology




