How to use the online Course Proposal tool for new and existing courses

Thank you for visiting the Online Course Proposal Web Tutorial for new and existing courses
for Brown University Faculty and Staff.



https://selfservice.brown.edu
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“Banner Web"” link from the Faculty or Staff gateway on the Brown homepage

To access Self Service Banner, you will need to login to https://selfservice.brown.edu or use
the Banner Web link from the Faculty or Staff gateway on the Brown homepage.
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SITE MAP | HELP | EXIT

Important message to Faculty/Advsiors - If you intend on using the e-mail classlist/advisee list feature within Banner Web
please set up your default 'mail to’ client on your web browser to Brown GMail by following the directions at
https://sites.google.com/a/brown.edu/google-migration-project-site/how- to/making-gmail-your- default-client

Enter Secure Area

Login here to access secure Banner Web for students, faculty, and advisors.

Brown Course Search

Use this advanced search engine to find all credit beanng Brown courses for a given term. (Includes textbook information if presant).
Class Schedule

Basic search of courses offered in a given term (credit bearing and non-credit bearing).

Course Catalog

Basic search for credit bearing and non-credit bearing courses which includes a detaied course description.
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Log in to the Secure Area via the Brown Authentication process
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Personal Information Faculty Services

ACCESSIBILITY | SITE MAP | HELP | EXIT
Main Menu

Welcome, Emma Faculty, to the Brown Information System! Last web access on Nov 15, 2010 at 04:02 pm

Personal Information

Brown student (not applicants/faculty/advisors), please use this ink to view/update address information, emergency contact information, or
marital status,

Faculty and Advisors

Enter Grades and Reagistration Ovemides, View Class Lists and Student Information

Online Course Proposal

Online Course Proposal System
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Once logged in, you should see a similar menu that is specific to your faculty or staff
information. From this menu, select the Online Course Proposal link.
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Course Proposals Main Menu

Create 3 new Course Proposal

Create a new course and submit for approval.

Maodify an Existing Course

Select a previously approved course for modification and approval.
Course Proposal Dashboard

Review pending and archived course proposals.

SITE MAP | HELP | EXIT
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Next, select the Menu Link for the appropriate action. At any time should you have
guestions on the tool or particular curriculum council guidelines as they relate to course
proposals, use the HELP links on the top right hand corner of each screen. We’'ll start with
“Create a new Course Proposal”.
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Course Proposal Time Remaining: 29:43 A
Main Title and Description Instructors Restrictions Scheduling Attachments
Start Term Instructions

--Select a valid term-- »

Please fill out all information. You can
Subject Code save the proposal at any time, but you

--Select a valid Subject Code-- bt must complete each tab before moving
to the next one.
Course Number
Course Numbers:
= 0001-0999 Undemmﬁate Only
wele? () @N = 1000-199% Undergraduate and
Limit course to certain levels? U Yes (W No Gratiiaka

Is this course an Independent study offering? Oves ONo ]', ﬁ:giﬁagﬂ:ﬁ; g';;’lﬁa Baats

to be appended to the end of the
Spensoring Department course number. In addition, if the

--Select a valid Department-- et COUrse you are proposing is a

Credit Val departmental independent study that is

- .f e below the 2000 level, please indicate it

005 ®1.0 020 as such in either the Title or in the

(Special Approval needed for double credit courses) Course Catalog Description. For further

z assistance, contact either your

Grade Mode Hint R department administrator or the faculty

@ standard A/B/C/NC O Mandatory S/NC support division in the Registrar's office.
Ay ANl fields on this form are required. Dep g On your resy more fields may be needed.

A\ Please save or submit your work before the time expires above, else your data will not be stored.

Reset | | Save For Future Submission ] L Submit For Approval Now ]

A\ Save your changes before navigating away from the page, else your changes will not be stored.

Use the drop down lists to select the start term and subject code. Enter your new course
number and use the ‘Check Availability’ button to be sure the course number can be used.
If the message “Course Number not available” appears that means it is either a course that
has been previously approved and needs to be modified (instructions follow later on in this
screencast), or the number has been reserved by another department user. The various
radio buttons are used to indicate level restrictions, independent study offerings, credit
value, and grade mode. Use the drop down list to select the department for your course.
Once the Main tab has been entered, you may save your proposal to finish it later or
continue to complete the online form.
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Course Proposal

Main Title and Description Instructors Restrictions
Start Term

Fall 2011 et

Subject Code

EDUC-Education s

Course Number

|o101 | Check Availability Course Number Available

Limit course to certain levels? ®ves OnNo

Please Specify
@ Undergraduate O Graduate

Does this course satisfy 3 curricular program? ®ves ONo
Please specify curncular program(s)
[] piversity Perspectives
First Year Seminar
[ Liberal Learning
[ writing - Designated Courses
Sponsonng Department

EDUC-Education v

Credit Value

QCos @10 Q20

(Special Approval needed for double cradit courses)
Grade Mode wint

@ standard A/B/C/NC O Mandatory S/NC

A\ All fields on this form are required. D di

Time Remaining: 28:50

Scheduling Attachments

Instructions

Please fill out all information. You can
save the proposal at any time, but you
must complete each tab before moving
to the next one.

Course Numbers:

* 0001-0999 Undergraduate Only

« 1000-1999 Undergraduate and
Graduate

= 2000-2999 Graduate Only

1f this is a topics course a letter needs
to be appended to the end of the
course number. In addition, if the
COUrse you are proposing is a
departmental independent study that is
below the 2000 level, please indicate it
as such in either the Title or in the
Course Catalog Description. For further
assistance, contact either your
department administrator or the faculty
support division in the Registrar's office.

on your

more fields may be needed.

Once you have made your selections (as in the sample on your screen), click the Next

button to navigate to the next tab.
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,,,,, Time Remaining: 27:50

Main Title and Description Instructors Restrictions Scheduling Attachments

Course Catalog Title: 100 Characters remaining

Transcnpt Title (Please edit as necessary): 30 Characters remaining

Catalog Description:

100 Words remaming

A\ All fields on this form are required. Depending on your

P more fields may be needed.

A\ Please save or submit your work before the time expires above, else your data will not be stored.

[Reset_] | Save For Future Submission | [ Submit For Approval Now ]

A\ Save your changes before navigating away from the page, else your changes will not be stered.

[ Proposal Menu | Proposal Dashboard | Suggestions ]

Course title and description are entered here. You may edit the transcript title to 30
characters as you see fit. If you wish to embed special formats such as italics or bolding,

please use the Help link in the upper right hand corner for examples of standard html
commands.
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Course Proposal Time Remaining: 20:21

Main Title and Description Instructors Restrictions Scheduling Attachments

Course Catalog Title: 77 Characters remaining
Education for Educators

Transcript Tite (Please edit as necessary): 7

Characters remaining
Education for Educators

Catalog Description: 76 Words remaining

This is a wonderful introductory course. You can use html code to <i>italicize </i>words or make them
bold or bnderline, Click the HELP link for hints.

A\ All fields on this form are required. Dependi

On your resg more fields may be needed.

A\ Please save or submit your work before the time expires above, else your data will not be stored.

[Reset ] Save For Future Sub ] L

Submit For Approval Now ]

A\ Save your changes before navigating away from the page, else your changes will not be stored.

Once complete, click Next to advance to the Instructors tab.
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Course Proposal Time Remaining: 17:57

Main Title and Description Instructors Restrictions Scheduling Attachments

Primary Instructor
Faculty, Emma

Primary Instructor Type
& Regular Brown O Adjunct/Visiting O Graduate Student/TA
Are there Co-Instructor(s)? ®ves ONo

Co-Instructor Name: |Sue Smith

<<Prev Hext>> |
A\ Al fields on this form are required. D ding on your more fields may be needed.

A\ Please save or submit your work before the time expires above, else your data will not be stored.

| Reset | [ Save For Future Submission ) [ Submit For Approval Now |

A\ Save your changes before navigating away from the page, else your changes will not be stored.

[ Proposal Menu | Proposal Dashboard | Suggestions ]

Note that your name and general appointment category will default from the system. If
you are entering the proposal as a proxy, your name will default as an Adjunct/Visiting
instructor. If you know the intended instructor, you can add the instructor’s name and

anticipated appointment category here - even if he/she is not yet active in Banner. You may
also indicate co-instructors if necessary. Click Next to advance.
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Course Proposal Time Remaining: 12:12

Main Title and Description Instructors Restrictions Scheduling Attachments

Is this course restricted to a certain dass? @Yes ONo

Please Specify(Select all that Apply)
[ Freshmen

O sophomare
[ 2unior
[ senior
Can this course be repeated for Credit? Oves ®No

Will this course have an enroliment imit? @ Yes O No wint

Limit: Reason

Will an Override be required for all students? Oves @No

Is the course restricted to certain Undergraduate or Graduate fields of study? ®Yes ONo

Please Specfy Concentration(s)
Education concentrators

Will there be prerequisites on this course? OYes @ No

A\ ANl fields on this form are required. Depending on your resp more fields may be needed.

A\ Please save or submit your work before the time expires above, else your data will not be stored.

The Restrictions tab is used to indicate additional details about your course. For example,
restrictions to certain classes or concentrations, enrollment limits, instructor override

required for all students for registration, or pre-requisites required. Click Next to advance
to the Scheduling tab.
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Course Proposal Time Remaining: 03:49

Main Title and Descniption Instructors Restnctions Scheduling Attachments

Are there any associated meeting types? & Yes ONo
Please Specify (Select all that apply)
Discussion Sections
[ Lab
[ Filming/Sereening
[J Common Meeting (for courses that want all lecture sections to meet together at some time during the
semester)
Preferred Meeating Time
(This is not a guarantee that the course will be approved at the preferred tima.)
@ Standard (O Non-Standard O Arranged

Please Specify

Mon Wed Fri 1000am-1050am N
==
Ay Al fields on this form are required. Depending on your resp more fields may be needed.
A\ Please save or submit your work before the time expires above, else your data will not be stored. 3

Indicate any additional meeting types and a preference for a meeting time. Please note
that this is a ‘preference’ only and not a guarantee of a scheduled meeting time. It serves
two purposes: one is to indicate the number of meetings or hours required during a
semester; the other is to provide an indication to the Registrar’s Office once approved what
time slot is preferred. Click Next to complete processing.
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Course Proposal Time Remaining: 03:10
Main Title and Description Instructors Restrictions Scheduling Artachments
Syllabus 5
An effective and coherent course syllabus must be attached
prior to submission for 1} ired el ofa

course syllabus should include:

Clear description of the proposed course
. ionale on where the proposed course fits within
the overall context of the department curnculum
Statement (distinct from the above) that outfines
learning goals for students
Concrete learning objectives to illustrate what

will be able to upon
completion of the course
* Student assessment and evaluation citeria

T course
Listing of associated readings/matenals

For additional help on Syllabus devel please visit
the Sheridan Center's website at:
htto://b du/Admini jon/Sheridan_Center i s
A\ ANl fields on this form are required. Depending on your resp more fields may be needed.

A Please save or submit your work before the time expires above, else your data will not be stored.

| Reset | [ Save For Future Submission 1§/ Submit For Approval Now |

A Save your changes before navigating away from the page, else your changes will not be stored. hd

You must attach a syllabus prior to submitting your course for approval. The attachment
may be in any format. If a graduate TA is the primary instructor on the course there will also
be 2 additional attachments required: a letter of recommendation from the department
chair, and an up to date CV. Information about syllabus development may be found by
clicking on the Sheridan Center link in the gray info text area. At this point, you may save
your proposal and return to it later, or submit for department review and approval.
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Your Course Proposal was Saved for Future Submission.
You can edit the course proposal by visiting the Dashboard and selecting it from the Saved Proposals,

Print

Course Proposal for EDUC 0101
Course Proposed by Faculty, Emma
Course Proposal Id: CPO0180

Department Decision: Pending
Course Proposed On: 15 NOV 2010 CCC Decision: Pending

Proposed Start Term
Fall 2011

Department
Education

Primary Instructor
Faculty, Emma

Primary Instructor Type
Regular Brown

Co Instructor(s)
Sue Smith

Level Restrictions

This course is for Undergraduate only

Independent Study Offering

This course doesn't satisfy Independent Study Offering

Variahla Cradit

Once you save or submit, a Course Summary page will appear for your review. You can
print this page using the Print link at the top right. If you want to save a version of the
summary, you can always choose Print to file in your printer settings. As a reminder, you
will always have access to the Summary page through the Course Proposal dashboard

(which we will cover later in this screencast). Use the Proposal Menu link to return to the
menu or click Exit to close your session.

14
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SITE MAP | HELP |
Course Proposals Main Menu

Create a new Course Proposal

Create a new course and submit for approval.

Modify an Existing Course

Select a previously approved course for modification and approval.
Course Proposal Dashboard

Review pending and archived course proposals.

RELEASE: 1.10

Use the Modify Existing Course link to access a course that’s previously been approved and
exists in Banner.

15
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Personal Inform.

Modify Existing Courses

EDUC-Education

Brown Uni

1) Faculty Services

EDUC-1060-Politics and Public Education
EDUC-1070A-Student Teaching: English
EDUC-1070B-Student Teaching:Hist/Soc Stdy
EDUC-1070C-Student Teaching: Science
EDUC- 1080A-Analysis of Teaching: English
EDUC- 1080B-Analysis of Tchng:Hist/Soc Std
’e EDUC-1080C- Analysis of Teaching: Science
EDUC-1090-Adolescent Literature
EDUC-1100-Intro to Qualitativ Rsrch Meth
EDUIC-1110-Intra Stat-Rerch/Pol Analysis
EDUC-1130-Economics of Education 1
EDUC-1150-Education,Economy, School Refrm
EDUC-1160-Eval Impact of Social Programs
EDUC-1200-Hist of American School Reform
EDUC-1210-Pub Ed/People of Color-US Hist
EDUC-1220-The Anthropology of Eucation
EDUC-1230-Research for Leaming
EDUC-1240-Psychoanalytic Science
motion, Cognition, Education
£ OL dolescent Psycholog
EDUC-1280-Int'l Perspectivs on Infrml Ed
EDUC-1290-Engaged Scholarship
EDUC-1430-Psych of Race, Class + Gender
EDUC-1450-The Psych of Teachng/Leaming
EDUC-1470-Soc of Childm and Adolescents

RELEASE: 1.10

EDUC-1500-Urban School Reform
EDUC-1510-Crit Pedaooav/White Privileae

ol WIREES

PROPOSAL MENU|SITE MAP | HELP | EXIT

-

[ Proposal Menu | Proposal Dashboard | Suggestions ]

Select a subject code and a course using the drop down lists. Once populated, click Submit.
If you do not see a particular course number please contact the Faculty and Academic

Department Support Division in the Office of the Registrar.
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Course Proposal Time Remaining: 29:38

Main Title and Description Instructors Restrictions Scheduling Attachments

Start Term Instructions
—-Select 3 valid term-— ¥
Please fill out all information. You can
Subject Code save the proposal at any time, but you
EDUC-Education bt must complete each tab before moving
to the next one.
Course Number
1030 Check Availability Course Numbers:
» 0001-0999 Undergraduate Only
Limit course to certain levels? Cives ®No a;ﬁ;:”g Undergraduate and

Does this course satisfy a curricular program? OYes @ No ﬁﬁ'ﬁgmam a: lel:t, or naeds
to be appended to the end of the

Sponsoring Department i ber. In addition, if the

EDUC-Education b

COUrSE you are proposing is a
S departmental independent study that is
redit Vaiue below the 2000 level, please indicate it
Qo5 @10 O20 as such in either the Title or in the
(Special Approval nesded for double cradit courses) Course Catalog Description. For further
assistance, contact either your
Grade Mode Hint department administrator or the faculty
@ Standard A/B/C/NC O Mandatory S/NC support division in the Registrar's office.
A\ All fields on this form are required. Depending on your more fields may be needed.

A\ Please save or submit your work before the time expires above, else your data will not be stored.

Existing data will populate the fields on the form. You may change these fields as needed,
just as you entered them in a new proposal.
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PROPOSAL MENU|SITE MAP | HELP | EXIT

Your Course Proposal was Submitted for Processing.
You can review the course proposal by wvisiting the Dashboard and selecting it from the Submitted Proposals.

= This is a modified course proposal. To see/hide the modified values ciick here,
Modified old values appears in RED.

Print
Course Proposal for EDUC 1090

Course Proposed by Faculty, Emma
Course Proposal Id: CPOD181

Department Decision: Pending
Course Proposed On: 15 NOV 2010 CCC Decision: Pending

Proposed Start Term
Fall 2011

Department
Education

Primary Instructor
Faculty, Emma

Primary Instructor Type
Regular Brown

Co Instructor(s)
Jane Doe

Level Restrictions
Undergraduate

This Course doesn’t have any level restrictions

When you save or submit a modification of an existing course, the Course Summary will
display any changes you have made when you click the here link at the top of the page. Old

values will appear on your screen in red. Use the links at the top of the page to return to
the Proposal Menu, access the Help text, or Exit the Banner session.
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Course proposal for EDUC 0101 for the term 201110 Ceurse Propess| Testing Emails | X
@brown.edu show details 4:45 PM (17 hours ago) | ®Reply | v

The following Course Proposal has been submitted for Department Review. Please log into the
Online Course Proposal system to view the proposal

Course Proposal id CP00180

Course Proposed By Faculty, Emma

Actraty Date 15-NOV-10

Subject Code: EDUC

Course Number 0101

Proposed Start Term: 201110

Course Proposal Status: Submitted for Immediate processing. Ready for Department Review

!
‘ For further details, please log into the Online Course Proposal system to review existing
proposal

®Reply =P Forward

When you submit a proposal for approval, an email notification will be sent to your
department review staff to advise them of the entry. These email notifications will be
triggered for any status change such as proposals withdrawn, or approval by department or
CCC. You may log in to the Online Course Proposal system at any time to view the status of
your proposal or the comments made.
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Course Proposals Main Menu
Create a new Course Proposal

Create a new course and submit for approval.
Modify an Existing Course
Select a previously approved course for modification and approval.

Course Proposal Dashboard
Review pending and archived course proposals.

RELEASE: 1.10

The Course Proposal Dashboard link will allow you to review your saved or submitted
proposals.
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Course Proposal Dashboard New Proposal Modify Course

-=Filter by Term-- | | --Filter by Subject-- & || --Filter by Status-- ™| | All Proposals M

Term New | Course Status Details Status Date | Comments

Spring 2011 [N | EDUC-0400 | Under Review | Approved by Department. Under Registrar Review | 11/11/2010 | No

Fa2011 |y |Epuc-0101|saved Saved 1o be finished and submitted for processing. | 11/15/2010 | No [ Delete |
Fall 2011 N | EDUC-2140 | Undger Review | Submitted and under Depariment Review 11/15/2010 | No [Lwithdraw |

[ Proposal Menu ]

RELEASE! 1.10

The dashboard provides you a quick summary of your proposals and their status — saved,
under review, archived, etc. as well as a review of any comments made on a
particular proposal. If you have saved (but not yet submitted) a proposal, you may
access it from the dashboard to make changes, complete it, or permanently delete
it. If you have submitted a proposal, you may withdraw it to revise data and re-
submit, or subsequently delete it if you wish. Note: you can only withdraw or
delete a proposal that you have created up until the department review stage. Click the
course code link to access the proposal to view the summary, complete data entry, or to
view any comments made. Thank you for using this Banner Web tutorial.
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