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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.

NEW COURSES:
Click the Propose New Course button to launch 
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A new editing window will appear for you to begin your proposal.  Any field highlighted in red is 
required – all others are optional.  Use the pick lists or radio buttons as you go through the form.  
You can hover over the Question Mark icon for screen tips. You may notice the green Propose New 
from Existing Course button (this option is explained in another tutorial) so for this tutorial we will 
be starting from scratch and select the effective term.

Use the drop down lists to select the start term and subject code.  Enter your new course 
number and press tab.  If the number is already in use, you'll get a warning and need to select a 
different number.  

You can click the Course Numbers in Use button to check availability for your subject codes. The 
Department field will default based on the subject code, and the Division will populate 
automatically for graduate level courses (it’s not applicable for courses numbered below 2000). The 
various radio buttons and/or checkboxes are used to indicate level restrictions, independent study 
offerings, other meeting types, curricular programs, credit value, and grade mode.
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Make your selections as necessary.  If you select a curricular program other than FYS or SOPH, you 
will be required to enter an explanation as to how the course meets the criteria for your selection.

Course title and description are entered next.  You may edit the transcript title to 30 characters as 
you see fit. Learning Outcomes are optional. If you wish to embed special formats such as italics or 
bolding, you will need to use standard html commands. 



11/20/2023

4

Note that the name and appointment for the Instructor will default from the system.  If you are 
entering the proposal as a proxy, your name will default as the primary instructor.  If you select Yes 
that the primary is active Brown faculty, the pick list will populate to use, and the name, email, and 
faculty type will populate automatically. You may also indicate co-instructors in the same way.  

If you select No, you need to enter the instructor’s name, current email address, and anticipated 
appointment category even if he/she is not yet active in Banner.  If the instructor is a Graduate 
Student, you will be prompted to attach a CV.
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If needed, you can indicate additional details about your course.  For example, restrictions to certain 
classes or concentrations, prerequisites/corequisites required, repeat limit, enrollment limit, or 
whether instructor override is required for all students for registration.  If you indicate that the 
course is repeatable or requires an override, you will be prompted to enter a rationale.

Indicate if the course will be offered online or have a travel component, and a preference for a meeting 
time.  Please note that this is a ‘preference’ only and not a guarantee of a scheduled meeting time.  
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If you indicate the course will be offered online, you will need to select appropriate responses for 
two areas using the checkboxes.

For any proposal other than a Fast Track, you must attach a syllabus prior to starting the workflow and 
submitting your course for approval.  The attachment may be in any format.  Information about syllabus 
development may be found by clicking on the Sheridan Center link in the text area.  You will also need to check 
the I Agree box for the syllabus statement.  At this point, you may save your proposal and return to it later, or 
click the Start Workflow button to submit for department review and approval. 


