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General Information

Training videos are located on the Office of the Provost 
website under “CourseLeaf”

Only changes to existing programs will be submitted 
through CourseLeaf. Any new programs must be submitted 
using “New Program Form Part 2”

All the changes submitted via CourseLeaf have to be 
approved by all the appropriate governing bodies. Dean of 
each school needs to sign off on these changes.



Timeline
February 24
•Workflow Open

Date Determined by your Dean/VP
•Catalogue edits submitted to the approver
•Depending on the school/department it can 
be your direct supervisor/associate dean/dean 
etc.

•Deans/VP please let your catalogue editors 
know the deadline for submissions as well as 
required documentation

April 15th

•Deadline for the Dean/VP/Supervisor to 
approve edits 

•Please note that any changes/updates to the 
curriculum must have the proper approvals.

IMPORTANT
•All curriculum changes that are approved by 
the dean will be coded in Banner/Degree 
Works by the Registrar Office

•Deans and their respective approvers are 
responsible for making sure that only vetted 
changes are approved.

June 1
•2023/2024 Catalogue will be live on SHU 
website

•2022/2023 Catalogue will be archived (Shu 
catalogue Archive website)



Existing Programs Edits
 Overview
◦ Information about your 

program.
◦ Please make sure they 

are accurate, correct, 
and reflecting the 
current curriculum that 
is in place



Existing Programs Edits cont.
 Requirements
◦ Degree Requirements
◦ Include GPA requirement if 

applicable
◦ Please make sure they are 

accurate, correct, and reflecting 
the current curriculum that is 
in place
◦ When listing elective courses 

please make sure to list all the 
courses that they can choose 
from.



Existing Program Edits Cont.
 Planner
◦ A model plan for your 

program
◦ Please make sure they 

are up to date and 
correct #of credits



Existing Program Edits Cont.
 When making changes to the curriculum 

please follow the “Academic Approval 
Process” that can be found on Office of 
the Provost Website

 Report all changes to undergraduate 
programs to Jonathan Farina 
(Jonathan.farina@shu.edu) and all 
changes to graduate programs to Chris 
Cuccia (Christopher.cuccia@shu.edu) to 
ensure that all other University offices are 
properly informed and relevant materials 
or records changed accordingly.”

https://www.shu.edu/provost/
https://www.shu.edu/provost/
mailto:Jonathan.farina@shu.edu
mailto:Christopher.cuccia@shu.edu


Extensive changes to programs

◦ If you will have extensive changes to your program 
page (large edits to curriculum tables)please e-mail:
 Kaerielle Larsen: karielle.Larsen@shu.edu
 Ania Calka: anna.calka@shu.edu
We will help you edit or build new tables if applicable. 

mailto:karielle.Larsen@shu.edu
mailto:anna.calka@shu.edu


New Programs

◦ If you have a new and approved program or a 
concentration that needs to be added to the 
catalogue please contact:
 Kaerielle Larsen: kaerielle.larsen@shu.edu
 Ania Calka: anna.calka@shu.edu
We will build the new program for you.

mailto:karielle.Larsen@shu.edu
mailto:anna.calka@shu.edu


Course Edits
 While we implement DegreeWorks we are 

temporarily pausing changes to the following:
◦ Course Number
◦ Course Prefix
◦ Course Description
◦ Course Credit Number



New Course Submission Form
 New and approved courses need to 

be submitted via this form in order to be 
loaded into Banner.

https://forms.office.com/r/YmibkiYYM3


Errors
 Course not found
◦ Course does not exist 

(double check the # or 
prefix)
◦ Course is not active (has 

not been offered for 5 or 
more years)

Please ONLY include active 
courses that students can 
enroll in.



Thank you!
 CourseLeaf Catalogue software Questions?

Please e-mail:
◦ Kaerielle Larsen: kaerielle.larsen@shu.edu
◦ Ania Calka: anna.calka@shu.edu

mailto:karielle.Larsen@shu.edu
mailto:anna.calka@shu.edu
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