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Log in to the Course Management Information system with your Brown credentials. The url which 
you can bookmark is: https://nextbulletin.brown.edu/courseadmin

Click the Courseleaf icon to completely log in.

COPY COURSES from existing: TO BE USED PRIMARILY FOR DOUBLE LISTED COURSES at UG and GR level.  This 
is NOT to be used to re-number a course.  Please see the Modify Courses tutorial for re-numbering.

Click the Propose New Course button to launch 
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Select the Propose New from Existing Course button.  Your form should be blank so click OK to begin.

Use the pick list to select your department then double click the course you want to copy.
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The form will load all the course data for the selected course.  You can edit as needed.  As an 
example, the existing course BIOL 1410 is an UG level and we want to create a GR level to offer as a 
double listing for graduate students.  Be sure to change the number to a 2000 series (i.e. BIOL 2410) 
and the level to include graduate students only.

Complete required fields as needed and add/adjust any restrictions.  If this is a double list, be careful to 
match exactly the titles and description for both.  Start workflow as with any new course proposal.


