
Reviewing and Approving Courses Submitted Through the CIM 
 
 

• The first approver (usually the Executive Officer) will receive an email from CourseLeaf Editor illinois@notify.courseleaf.com  with the 
subject line:    [CIM Courses] Approval Needed: HIST 100-: Global History- 1451 Head 

Email: 
There are pending course change proposals awaiting your approval, including HIST 100: Global History. 
 
***Note that if this is a course outside your department, you have received the notice because it is cross-listed in your 
department.*** 
 
Please visit: 
   https://nextcourses.illinois.edu/courseleaf/approve/?role=1451%20Head  to review the changes and provide your approval. 
 
For questions or information regarding course change policy, please contact Kathy Martensen, kmartens@illinois.edu. 
 
For questions or information regarding course change procedure, please reply to this email (fms-catalog@illinois.edu) or contact 
Becca Snook at (217)244-5341.  Thank you. 

 
• Click on the link and log in using your netid and password. 
• Click on the course to be reviewed (the course entry will appear below the dark blue ILLINOIS border) : 

 
 

https://nextcourses.illinois.edu/courseleaf/approve/?role=1451%20Head
mailto:kmartens@illinois.edu
mailto:fms-catalog@illinois.edu
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• Important items to review- 

o Catalog Pages referencing this course- For existing courses, this section lists all the places the course appears in the Academic 
Catalog- including curricula and other course entries.  Each entry is a hyperlink to the current catalog so you can view how your 
course appears in that curricula and/or course entry.  This section will be very useful when a unit wishes to revise the hours or 
delete a course (called deactivate in CIM).  LAS will discuss these types of revisions with the controlling unit and possibly the 
affected units (as they may need to discuss revisions for their curricular/courses). 
 

o For revised courses:   Items in GREEN are new information 
Items crossed out in RED are to be deleted. 

 
  

o Course Description in the Catalog Entry-   this section is located halfway through the form and will show you how the entry will 
appear in the Courses of Instruction.  The course number and title will not appear in this section (but will appear in the courses 
of instruction).   

 
 

• Approving a course- Click the green Approve button to submit course to the next reviewer.  
• Editing the course request- 

 

http://catalog.illinois.edu/courses-of-instruction/
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o If minor edits are needed, click the blue Edit button (right side of screen); a new screen will open to allow for edits; click save 
when finished; Click the green Approve button to submit course to the next reviewer. 

o If major edits are needed, click the red Rollback button and enter information on what is required into the Comment/Reason 
box; select the correct role to send the course back to; Click Rollback. 
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