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What is the General Catalog?
https://catalog.colostate.edu/general-catalog/

• An official, centralized University publication 
describing academic programs, student services, 
general regulations, requirements and procedures. 

• Provides information to current students, 
prospective students, parents, faculty, staff, and 
external constituents. 

• The official “document of authority” for current 
students.

• Accuracy and consistency are key.

• Helps attract prospective students.

https://catalog.colostate.edu/general-catalog/


How is the Catalog Published?
https://catalog.colostate.edu/general-catalog/

• The Catalog is re-published once a year every August 
prior to the start of the Fall term. It is published 
electronically only.

• CSU is one of 450 schools across the nation using 
CourseLeaf CAT software to produce their catalog.

• See the About the Catalog page for additional 
information on Catalog updates.

https://catalog.colostate.edu/general-catalog/
https://catalog.colostate.edu/general-catalog/about-catalog/


The Annual Editing Cycle

The edit cycle is an opportunity to:

• Provide and/or edit narrative descriptions of department/unit offerings
• Add new images – submit jpgs to ro_catalogeditor@colostate.edu
• Update department contact information
• Update approved policies and procedures
• Check/update links to department websites

The Provost’s Office and the Office of the Registrar collaborate to produce the CSU General 
Catalog.  We rely heavily upon departments to provide current content that is accurate, relevant, 
and accessible to students, families, faculty, and staff and to our external constituents.



The Annual Editing Cycle
You will not be able to edit the following information:

Course Information (includes course titles, 
course numbers, credits, course description, 
prerequisites, registration information, terms 
offered, etc.). This also includes removing a 
course from the Catalog. In order to remove a 
course entirely, the course must be submitted 
for deactivation in CIM.

Program Requirements and Major Completion 
Maps



How do I make changes to curriculum requirements?

• ALL changes to courses and program requirements must be 
submitted in CIM and go through an electronic approval 
process that includes the University Curriculum Committee 
(UCC). 

• For more information, visit the Curriculum and Catalog 
website and see the Curricular Policies and Procedures 
Handbook.

https://curriculum.colostate.edu/
https://curriculum.colostate.edu/
https://curriculum.colostate.edu/media/sites/130/2020/01/handbook-FINAL.pdf
https://curriculum.colostate.edu/media/sites/130/2020/01/handbook-FINAL.pdf


The Annual Editing Cycle: Kickoff Email
• When a page moves into your role, you will receive an automated email from Catalog and Curriculum 

Management notifying you that there is a Catalog page waiting for review.
• You may receive multiple emails if you have more than one page to review. Unfortunately, the software does not 

allow batching of all department pages together.

• Your role is not your name – it is the name of the Catalog Editor role assigned to you. For example, “SOCR 
Admin” or “HIST Chair”.



How to Access Your Catalog Pages

1. If you received an automated email, click on the link inside.

OR

2. Use the Pages Pending Approval link (you’ll be prompted for your eID and 
password):
https://next.catalog.colostate.edu/courseleaf/approve/

If you see the icon below, click on the red icon to fully log in: 

There are three ways to access your Catalog pages:

https://next.catalog.colostate.edu/courseleaf/approve/


How to Access Your Catalog Pages

4. The ‘Your Role’ selection will automatically 
default to your name, but the page will be 
located under your Catalog editing role. 

5. Use the ‘Your Role’ drop-down menu to find 
your role (i.e. HIST Chair). 



How to Access Your Catalog Pages
3. You can also access your Catalog pages from AriesWeb:

a. Log in to AriesWeb with your eid and 
password.

b. Under General Tools, click the link for 
Curriculum Management System (CIM)

c. Click the link for CIM – Proposals 
Pending Approval

d. Use the ‘Your Role’ drop-down menu to 
find your role (i.e. HIST Chair).

https://ariesweb.colostate.edu/webauthesMain.aspx


How to Access Your Catalog Pages
1. The catalog pages pending 

approval will now be listed out.

2. Select the page you would like 
to review/edit/approve.

3. Page Review area will display 
the pages pending review. 

• Changes are shown in red (deleted 
text) and green (new text).

• By default, all changes will be 
visible. You can turn the changes 
on/off by choosing the “Hide 
Changes” button or select a user in 
the “View Changes By” dropdown 
to see the changes made by that 
user only.

• Hiding changes will allow you to 
view the document without any 
markup.



How to Edit Catalog Pages
Upon reviewing the proposed changes, you can either:

a. Edit the page. To make edits, choose the blue “Edit” 
button.

b. Rollback the page to a previous user in the workflow 
(you can choose any previous step). To rollback, choose 
the red “Rollback” button, at which time you can make 
comments about why the page is rolling back. Enter your 
comments and click “Rollback”. Once those edits are 
complete, the proposal will move forward through the 
workflow again.  

c. Approve the page to send it to the next step in Workflow. 
Choose the green “Approve” button.

If you need to come back to the page later, you can do so. Be sure to save any changes 
before you close out the CourseLeaf console window.



How to Edit Catalog Pages
To EDIT content, click the Edit “Page body” icon. A separate editing window will open.

To SAVE your work, click OK at the very bottom of the editing window.



How to Edit Catalog Pages
The toolbar at the top functions similar to a Word Processing toolbar:

**Note: If you need to use copy and paste, please paste the content as “plain text.” In order to do 
this, copy (Ctrl+C) the text from the desired document, then position the cursor in the “Page Body.” 
Click the Paste button or paste (Ctrl+V) the text into the new window provided. Choose “paste as 
plain text”. Use the Word processing toolbar to reformat as necessary. Click OK to save the text.



How to Edit Catalog Pages

1.Paragraph Format - This gives you options to adjust the hierarchy of your body copy and allows you to add headers within the text. 
Headers will affect how viewers using screen readers understand the text. Try not to use Heading 1, as this is the heading for the title of 
the page. It is best to use Header 2, Header 3, or Normal (regular copy size).
2. Paste
3. Paste as Plain Text - RECOMMENDED (see previous slide)
4. Embed a link/Unlink - To add a hyperlink: highlight the desired text, click this icon and enter the URL. If you are adding a link to 
connect one Catalog page to another, use the last part of the URL after https://next.catalog.colostate.edu. If adding an email address, 
click on the link icon and type in mailto:[insert email address here]. To remove the hyperlink, highlight the text and click on the paperclip 
with the ‘x’. Please remember to add a URL as a hyperlink - do not insert the full URL within the proposal.
5. Insert Special Characters / Symbols
6. Insert/Edit Database Field - If you have a specific course mentioned in your text, highlight the course number and click this icon. It will 
link with the CIM description. If you hover over the linked course, a bubble will appear and provide additional information about the 
course. 
7. Formatting - B: Bold/I: Italicize/U: Underlined
8. Numbering/Bullets - If adding a bulleted or numbered list, use this icon instead of typing out the bullets/numbers manually. This will 
help viewers who have screen readers understand the text better.
9. Indent text
**Adding Images: Please send a jpg to ro_catalogeditor@colostate.edu. Our unit will need to add the image to our Image Library, and 
then we can insert it into the page.



How to Approve Catalog Pages
Even if you have no edits --you MUST click the 
GREEN APPROVE button to move the page to 
the next step in the workflow. 

Clicking the GREEN APPROVE button completes 
the process and moves the page to the next 
person in the workflow.

The menu bar at the very bottom of the page shows the workflow roles that still need 
to review the page:



Adding a Photo
College of Agricultural Sciences

Certificate in Music Business

If you would like to update or add a photo to your 
page, please send a .jpg to 
ro_catalogeditor@colostate.edu

CSU Media Library access:
https://marketing.colostate.edu/online-images-entry/

https://catalog.colostate.edu/general-catalog/colleges/agricultural-sciences/
https://catalog.colostate.edu/general-catalog/colleges/business/marketing/music-business-certificate/
mailto:ro_catalogeditor@colostate.edu


Catalog Deadlines

April 21, 2023 is the deadline for ALL department/unit edits to be 
returned to the Catalog Editor for publication in the 2023-2024 
General Catalog.

Please submit your edits as quickly as possible, as there may be 
others who need to review/edit content on these pages.



Helpful Tips

Flagging the automated CIM emails in Outlook is helpful because it is very easy to 
forget about them.

Check all department contact information to make sure it is up to date.

Check all links to make sure they are working. 

Keep narrative descriptions clear and concise. Include possible career paths for 
students who successfully complete programs offered by your department/unit.

• Use the active voice instead of a passive voice: LINK
• Use action verbs: LINK

https://writing.wisc.edu/handbook/style/ccs_activevoice/#:%7E:text=In%20a%20sentence%20written%20in,a%20ceiling%20on%20the%20budget.
https://www.miamioh.edu/cte/assessment/writing-student-learning-outcomes/blooms-action-verbs/index.html


Help Document Link
CIM Main Menu:

https://ariesweb.colostate.edu/sites/ariesweb.search/CIM-helpLinks.aspx


Questions? Who to Contact for Help

Susan Horan
ro_catalogeditor@colostate.edu
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