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CourseLeaf Training Guide: 

How to Leave a Public Comment in CourseLeaf 10 
NOTE: Please do not open multiple course or program forms at one time. Your work 
may not be able to be saved or submitted. 

 

This training document is for any faculty member wishing to leave a public comment on a Category 
IA, Category IB, or Category II proposal. Bentley’s current curriculum governance policy requires 
that Category IA and IB proposals go through a two-week public comment period, while Category II 
proposals require one week. The public comment period allows the entire faculty an opportunity to 
review substantial additions or revisions to Bentley’s course and program offerings, provide 
feedback, and/or flag potential issues.  

At the end of the public comment period, CIC Chairs will collect the comments and include them 
on the next CIC meeting agenda. This ensures that the CIC members can take the general faculty’s 
thoughts and concerns into consideration prior to voting on the proposal. 

 

Instructions for Faculty 

• Open the course or program proposal(s). 
o When a Category IA, IB, or II proposal reaches the Public Comment stage, the CIC 

Chairs will send all faculty members a notification email. Click the link(s) in the 
email to review each proposal in CourseLeaf: 
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o Alternately, you can find all proposals in Public Comment by going to CourseLeaf’s 
Approve Pages site (https://nextcatalog.bentley.edu/courseleaf/approve/). In the 
“Pages” section in the top left, select “Public Comment” from the dropdown menu, 
then select a proposal: 

 

 

• In the “Page Review” section, review the course or program proposal. 
o The top of the form will indicate whether the proposal is a New Course/Program or a 

Course/Program Change. 
o If the proposal is a course/program change, check the section “What are you 

changing?” to see which specific areas are being revised: 
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o For course/program changes, note that additions will be indicated in green text, 
while deletions will be indicated in red: 

 

 

• If you wish to leave a comment, click “Add Comment” on the right side of the form. 
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• Type your comment into the text box, then click “Save”. 

 

 

• You’re done – thank you for your feedback! 
o NOTE: If you have difficulty accessing the course/program proposal or using the 

comment feature, email it to the CIC Chairs and they will input the comment on 
your behalf. 
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