
How to Propose a New Course

1. Navigate to the course section of our 
Curriculum Inventory Management (CIM) system: 
https://nextbulletin.sfsu.edu/courseadmin/

2. Use your SF State credentials to log in to the system.

3. Select “Propose New Course”



4. A new window will open with the new course proposal form: 

The form will auto populate the contact information from your 
user account. Additional proposers can be added using the 
green “+” button in the upper right corner of the contact(s) box.  

Select the intended effective date for the proposal.

Select the proposed subject and course number. The subject will 
be used to auto populate the department/school and college. 
The course number is used by the system to determine what 
options will be available for that proposal based on senate policy.

Examples:
• proposing a paired course will only be available for course 

numbers 300 and above
• proposing GWAR designation will only be available for course 

numbers 300-699
• experimental courses can only be proposed as 277, 377, 677, 

877
• upper and lower division GE are only available for course 

numbers 300 to 699 and 100 to 299 respectively



5. All courses proposals default to what was previous specified as a 
“regular” course. Other course types – cross-listed, generic/vari-
able topic, paired, experimental, and GWAR – can be specified 
under the “Special Course Types” field. The special course type 
options will be dependent upon the course number used for the 
proposal. 

6. Adding cross-listing or pairing will add a field to the form where 
proposals can specific the associated course(s). Selecting the 
green “+” in the upper right-hand corner allows the proposer to 
add the course by prefix and number. If you’d like to cross-list or 
pair an existing course, please email claude@sfsu.edu (link sends 
e-mail). To propose a new course to be cross-listed or paired, 
simply input the course prefix and number you’d like and select 
add. You will see a result that shows the specified course and 
the title “***Course Not Found***. This is the desired result. 
Once the proposal has been approved, the cross-listed or paired 
course that was not found will be created. No additional steps 
are necessary to create the second course.

7. If you’d like to proposal a GE, AI, or SF State Studies designation, 
select the option you’d like and scroll to the bottom of the form 
to find the required fields associated with that type of proposal. 
For GE courses, depending on the course number, either up-
per- or low-division GE options will populate on the field. Once 
you select the specific UD or LDGE you’d like to propose, the 
corresponding questions will populate on the form. Once the 
proposal is approved by the department, college, and academic 
planning, the proposal will be sent for review by the appropriate 
faculty committee for the specified designation.

8. How will this course advance student time to the degree? In 
other words, how does the proposer/department intend to use 
this course in the curriculum. This can include fulfilling major, 
General Education, or American Institutes/SF State Studies re-
quirements. The Community Service Learning designation is now 
proposed through the course form as well – no need to submit a 
separate proposal to Institute for Civic and Community Engage-
ment (ICCE)



9.  Course entries in the Bulletin and class schedule combine the 
course description and prerequisites into one field, but they are 
separate for the purposes of the proposal form. The combined 
fields are still limited to 100 words total.

10. Courses can currently be coded in CS to restrict enrollment by 
major plan and/or student level. These restrictions must be listed 
in the prerequisite field. If you’d like those prerequisites enforced 
by CS, select yes to those questions. If you’d like the faculty to 
enforce them, select no.

11. An appropriate grading method must be selected for the course 
proposal. Additional resources on the grading scale can be found 
on the course information section of the DUEAP site.

12. Course typically offered is a required field on the course form. 
This field with becoming increasingly useful as the student 
academic planner is implemented as this information will help 
the system understand when a course is likely to be offered and 
students can plan to complete the course.



13. Based on the design of the course being proposed, a staffing 
classification will need to be specified. Proposals may include 
up to two classifications. One (typically the lecture) will need to 
include a final exam or assignment, which should be specified 
on the proposal. If more than one classification is selected, the 
units from both of the classification must sum to the total units 
field. The proposer can then specify if a student should be able 
to repeat the course for credit and allow multiples enrollments 
within a single term.

14. A course outline is required for all proposals. Course topics 
should be entered one topic per line. Proposers can create as 
many lines as necessary using the green “+” button in the upper 
right-hand corner of the course topics field. 



15. The second portion of the course outline requires the proposer 
to align the program learning outcomes (degree program) with 
the student learning outcomes (course). Academic planning is 
in the process of compiling the PLOs for each program. If your 
program’s learning outcomes are not in the database linked to 
above the PLO field, please contact your department chair to 
identify which outcomes to use for the proposal.

16. The evaluation procedures to be used in determining final grades 
field is intended to capture how student learning will be evaluat-
ed in the course.

17. Please list any textbooks and reading assignments students will 
complete in the course.

18. The additional information field allows the proposer(s) to include 
any additional text that might be relevant or assist the approvers 
in evaluating the proposal. 

19. The proposer(s) are also able to include a number of supporting 
attachments. This might include a sample syllabi, consultations, 
etc.

20. The form allows the proposer(s) to save changes, which will 
allow additional edits to be made prior to review by the appro-
priate approvers. Or, you can save and submit, which save the 
proposal and notifies the department chair that a proposal is 
ready for their review.


