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What’s New (to see) in 22 (-23)
Sections 3.2 and 6.6 contain 
ACE information.

ACE applies to all degree and 
special students, regardless 
of their admit term/catalog 
year.*

*Except some B.Eng students 
who still follow the 3F rule 
instead of 3 Attempts.



What’s New (to see) in 22 (-23)
New information in Section 
3.4.6 which describes what 
happens as Honours 
students approach 
graduation.



What’s New (to see) in 22 (-23)
First year grading leniency is 
described in Section 5.4.3. 



What’s New (to see) in 22 (-23)

Sections 4.3 and 4.4 updated 
to refer to the self-
declaration form.

Section 3.1.9 now has a 
chart to show minimum 
CGPAs referenced when 
changing program elements.



What’s New (to see) in 22 (-23)
carleton.ca/curriculum

Curriculum website reorganised and 
updated.

Have a suggestion for content? 
Email Natalie!



FAQ – selected vs. special topics
We have Glossary definitions!

Review your course offerings to see 
if they fit into one of the two 
categories.

Want to change the title or 
description? Just get in touch; these 
are collateral changes so don’t have 
to go through workflow if you’re 
“cleaning up”.

A Courseleaf enhancement to help 
with question of selected vs. special 
topics is coming…soon.



FAQ – selected vs. special topics
Selected topics cannot be repeated.

Narrow selection of content amid a 
broader theme.

Try to avoid using the word “special” 
in the course description!



FAQ – selected vs. special topics
A special topics course can be 
repeated.

Each section of a special topics 
course needs a title in SSASECT 
which specifies the subject matter.

Avoid the word “selected” in the 
course description!



Course considerations
Prerequisites: use brackets to group options together, 
commas for separation, free text is allowed, end with a 
period. Courses no longer offered are not included.

1

1 2

2 Preclusions: include (no longer offered) for approx. 7 years 
after course is deleted. Separate courses with a comma, 
and end with a period. Must be reciprocated.

3

3

Also listed as = cross-list between UG-UG or GR-GR courses. 
Must be reciprocated, and must have the same title and 
description. Changing a cross-list relationship requires 
support of the sister-unit. End with a period.
Piggyback = cross-list between a UG and a GR course. Do not 
end the statement with a period!

4

4

4 Class Format: free text field, ending with a period.
Schedule Type: check all boxes that correspond with info in 
the Class Format statement. Feeds into Banner and DCU so 
accuracy is paramount!



FAQ – Email notifications
 When something reaches a 

workflow step that you’re 
associated with (also called a 
role), an email notification is 
generated for all role 
members.

 Indicates that someone needs to 
review and approve the proposal, 
providing feedback if necessary.

 FYI only:



FAQ – Email notifications

 This page loads very slowly!  Remember to choose the correct role.

 Nothing appears? 
Don’t worry!



FAQ – Email notifications
 Do all role members have to get the email notifications?

 My unit uses a shared inbox; can the emails go there?

 If you only want one role member to receive emails, let me know and I’ll 
adjust the settings.

 Absolutely; this is a great option if multiple people need to track curriculum 
changes and have access to one email account. Let me know where you’d like 
them to be sent!

 I’m getting notifications for a role I’m no longer associated with‽
 Courseleaf fixes the workflow notifications when a proposal is first submitted 

into workflow, so if the members change, the emails aren’t redirected. 



Please enjoy this encore 
presentation of the 2021 

conference session!

Thank you!
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Suggested bookmarks

 CourseLeaf access page    https://carleton.ca/curriculum/courseleaf-access/
 Course Inventory Management https://nextcalendar.carleton.ca/courseadmin/
 Program Management https://nextcalendar.carleton.ca/programadmin/
 Next Calendar https://nextcalendar.carleton.ca/
 CourseLeaf console https://nextcalendar.carleton.ca/courseleaf/

 Live Calendar https://calendar.carleton.ca/
 RO intranet site https://i.carleton.ca/registrar/curriculum-and-calendar/

https://carleton.ca/curriculum/courseleaf-access/
https://nextcalendar.carleton.ca/courseadmin/
https://nextcalendar.carleton.ca/programadmin/
https://nextcalendar.carleton.ca/
https://nextcalendar.carleton.ca/courseleaf/
https://calendar.carleton.ca/
https://i.carleton.ca/registrar/curriculum-and-calendar/


Courses
1

1 Create a new course. To find 
an available code, run the 
GREPORT sch_crse_numbers
_not_to_use.

2

2 Delete a course. 
Effective the next 
academic year.

3

3 Edit existing course.



Sync error

 Banner and CourseLeaf sometimes 
fall out of sync so the record can’t 
be edited.

 To resolve, email 
courseleaf@carleton.ca with the 
course code.

mailto:courseleaf@carleton.ca


Making changes
 Red outline – mandatory field.

 Grey outline – optional field.

 Greyed out  – cannot edit.

 Course considerations…
 Prerequisites: use brackets to group options 

together, commas for separation, free text is 
allowed, end with a period.

 Preclusions, cross-lists, and piggybacks must be 
reciprocated.



Course considerations
Prerequisites: use brackets to group options together, 
commas for separation, free text is allowed, end with a 
period. Courses no longer offered are not included.

1

1 2

2 Preclusions: include (no longer offered) for approx. 7 years 
after course is deleted. Separate courses with a comma, 
and end with a period. Must be reciprocated.

3

3

Also listed as = cross-list between UG-UG or GR-GR courses. 
Must be reciprocated, and must have the same title and 
description. Changing a cross-list relationship requires 
support of the sister-unit. End with a period.
Piggyback = cross-list between a UG and a GR course. Do not 
end the statement with a period!

4

4

4 Class Format: free text field, ending with a period.
Schedule Type: check all boxes that correspond with info in 
the Class Format statement. Feeds into Banner and DCU so 
accuracy is paramount!



Programs
 Degree requirements
 Minors, concentrations
 Approved electives lists
 Language requirement
 Degree-specific regulations
 University regulations
 Admissions requirements



Programs 1

1 Build a new program 
or component.

2

2 Search either by 
Program Code (must 
exactly match!) or put 
asterisks around a word 
(*communication*).

3

3 Delete proposed 
changes and revert 
back to the last 
approved version.



Next Calendar tips



Next Calendar tips

You may be 
prompted to 
log in or 
authenticate 
with Duo.



Next Calendar tips

Don’t worry about 
this message!

Look for the grey
boxes in the 
page body, and 
click the pencil 
icons to launch 
Program 
Management!



Next Calendar tips

 Regulations text is 
written directly 
onto the page.

 Contact Calendar 
Editor to make 
changes.

 Grey boxes with pencil 
icon appear around 
programs.

 Still not worrying about 
this message. 



Where is my proposal‽
 Search in Program or 

Course Management.
 The Workflow column 

tells you where it is 
currently.

 Need to make more 
changes or request a 
rollback? Email your 
local Calendar Editor!

Remember to 
use asterisks 
when searching, 
e.g. *civil*



Email notifications  When something reaches a 
workflow step that you’re 
associated with (also called a 
role), an email notification is 
generated for all role 
members.

 Indicates that someone needs to 
review and approve the proposal, 
providing feedback if necessary.

 FYI only:



Email notifications

 This page loads very slowly!  Remember to choose the correct role.

 Nothing appears? 
Don’t worry!



Getting info out of CourseLeaf

 Right click – Print 
to generate a PDF



Getting info out of CourseLeaf

 Course and Program 
reports available in 
the console.



Getting info out of CourseLeaf

 Generate a PDF through 
the Approve Pages 
screen.



Getting info out of CourseLeaf

 Click here to see a clean 
version of the proposal.

 The PDF will print without 
red-green markup as 
well!



What happens next?

 PRE CalEditor is where any 
curriculum changes that affect 
the audit are made.

 Transition plan may include 
exceptions, grandfathering, 
communication plan, etc.



Red boxes

 Unit has submitted a request 
to delete the course.

 When to remove these from 
your lists?

 Must be removed before the 
calendar can be published!



Course Ecosystem
Calendar Pages 
referencing this 
course

Law
Law (LAWS)

Other Courses 
referencing this 
course

In The Calendar Prerequisites:
LAWS 2105 : Social Justice and Human Rights
LAWS 2201 : Persons and Property
LAWS 2202 : Obligations
LAWS 2301 : Criminal Justice System
LAWS 2302 : Criminal Law
LAWS 2501 : Law, State and Constitution
LAWS 2502 : Law, State and Citizen
LAWS 2601 : Public International Law
LAWS 2908 : Approaches in Legal Studies I
LAWS 3006 : Mediation

Programs 
referencing this 
course

BGInS Specialization in Global Law and Social Justice
BGInS Stream in Global Law and Social Justice
Electives-Canadian Studies UG
Minor in Criminology & Criminal Justice
CCJ with Concentration in Law B.A. Honours
CCJ with Concentration in Psychology B.A. Honours
CCJ with Concentration in Sociology B.A. Honours
CCJ with Concentration in Law B.A. General
CCJ with Concentration in Psychology B.A. General
CCJ with Concentration in Sociology B.A. General
Law B.A. Honours
Law B.A. Combined Honours
Law with Concentration in Law, Policy and Government B.A. 
Honours
Law with Concentration in Business Law B.A. Honours
Law with Concentration in Transnational Law and Human Rights 
B.A. Honours
Law with Concentration in Transnational Law and Human Rights 
B.A. Combined Honours
Law B.A. General
Minor in Law

https://nextcalendar.carleton.ca/undergrad/undergradprograms/law/index.html
https://nextcalendar.carleton.ca/undergrad/courses/LAWS/index.html
https://nextcalendar.carleton.ca/courseadmin/?code=LAWS%202105
https://nextcalendar.carleton.ca/courseadmin/?code=LAWS%202201
https://nextcalendar.carleton.ca/courseadmin/?code=LAWS%202202
https://nextcalendar.carleton.ca/courseadmin/?code=LAWS%202301
https://nextcalendar.carleton.ca/courseadmin/?code=LAWS%202302
https://nextcalendar.carleton.ca/courseadmin/?code=LAWS%202501
https://nextcalendar.carleton.ca/courseadmin/?code=LAWS%202502
https://nextcalendar.carleton.ca/courseadmin/?code=LAWS%202601
https://nextcalendar.carleton.ca/courseadmin/?code=LAWS%202908
https://nextcalendar.carleton.ca/courseadmin/?code=LAWS%203006
https://nextcalendar.carleton.ca/programadmin/?key=1062
https://nextcalendar.carleton.ca/programadmin/?key=1075
https://nextcalendar.carleton.ca/programadmin/?key=1087
https://nextcalendar.carleton.ca/programadmin/?key=1977
https://nextcalendar.carleton.ca/programadmin/?key=580
https://nextcalendar.carleton.ca/programadmin/?key=581
https://nextcalendar.carleton.ca/programadmin/?key=582
https://nextcalendar.carleton.ca/programadmin/?key=583
https://nextcalendar.carleton.ca/programadmin/?key=584
https://nextcalendar.carleton.ca/programadmin/?key=585
https://nextcalendar.carleton.ca/programadmin/?key=632
https://nextcalendar.carleton.ca/programadmin/?key=633
https://nextcalendar.carleton.ca/programadmin/?key=634
https://nextcalendar.carleton.ca/programadmin/?key=636
https://nextcalendar.carleton.ca/programadmin/?key=638
https://nextcalendar.carleton.ca/programadmin/?key=639
https://nextcalendar.carleton.ca/programadmin/?key=640
https://nextcalendar.carleton.ca/programadmin/?key=641


Program Ecosystem
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