CIM Approval Process User Guide
Approving Courses and Programs

*This is for workflow approvers who need to review and approve proposals for courses, programs or miscellaneous
admin requests in their queue.

1) Use any web browser except Internet Explorer to log into the CourseLeaf Approval Page via this link:

2)

3)

https://nextcatalog.wichita.edu/courseleaf/

Or by logging into myWSU and clicking on the ‘CourselLeaf Approval Page’ link:

CourselLeaf (CAT and CIM)
CIM Course Form

CIM Program Form
~TM_Misre Admin Form

Courseleaf Approval Page [CAT & CIM proposals)
CAT/CIM User Guides

Please Note: If you log in via myWSU and are idle for more than 30 minutes, you will be automatically
logged out of your myWSU window but not your CIM window. If this occurs, leave your CIM window open
and click back on your myWSU window to log into myWSU again. Then, click back on your CIM window to
resume. Suggestion: bookmark the link provided above so you don’t have to log into myWSU to access the
Courseleaf Approval Page.

When the Courseleaf Approval Page window opens, there won’t be any proposals showing. This is due to the
‘Your Role’ field defaulting to your name, rather than to your workflow role. You will need to select your specific
role from the ‘Your Role’ drop-down menu, for example:

c CourseLEAF O Heb  UserMcheleHseten  ELogOu o

Pages Pending Approval FiterList & RefreshList | YourRole:| Michelle Haetten v
PAGE g

Michelle Haetten

ACAD VP CAT

ACAD VP for Strategic Enrollment Mgmt CAT

Academic Affairs Committee Chair

Acent Receivable CAT
Adult Learning CAT

Alumni CAT

ANTH Chair

ART Department Curriculum Committee Chair

PAGE REVEW & [T SR Al Changes v

AVP Review

BA Dean
BA GR College Program Committee Chair
BA UG College Program Committee Chair
Banner

Campus Network Access Initiator CAT

Campus Rec CAT

If you do not know what the title of your role is, contact Michelle Haetten at ext. 6096 and she will be able to
provide this information. Please Note: If there are no items for you to approve, your role will not appear in the
drop-down menu.

Once you select your role, all course, program, and misc admin proposals in your queue will appear in the Pages
Pending Approval section:
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https://nextcatalog.wichita.edu/courseleaf/

e CounseLEaF

Pages Pending Approval | Fiter List &/ Refresh List YourRole:| BA GR College Progr v

icourseadmin/13165: DS 825: Lean Practices in Supply Chain Management Tracy Rittm veller

Icourseadn in/13937: DS 883: Supply Chain Analytics Tracy Rittn ueller

icourseadmin/5934: FIN 622: Derivative Markets and Pricing Tracy Rittm veller

Icourseadmin/7522: HRM 666: Talent Acquisition

Gery Markova
Icourseadmin/7523: HRM 668: Perf and Gery Markova
Icourseadn in/7524: HRM 669: Learning in Organizations Gery Markova

Click on any of the proposals to select it. Scroll down to the ‘Page Review’ section to preview the entire proposal:

e CourseLEar © Hels
Pages Pending Approval | Fiter List &/ Refresh List YourRole:| BA GR College Progr v W

Gompleted:

[Tracy Rittmut
Editor, FRED
inf13937: DS 883: Supply Chain Analytics Tracy Rittmueller Gommittee fy
Committee fy
Tracy Ritimueller Committee G

Gery Markova Dennmg

. BAGR Gole|
Jcourseadnin/7523: HRM 868: Performance Management and Incentives Gery Markova Boan AVP R
Jeourseadmin/7524: HRM 663: Learning in Organizations. Gery Markova |Associate Vic

Review, Fina

Icourseadmin/13165: DS §25: Lean Practices in Supply Chain Management Tracy Rittmueller

Icourseadmini5934: FIN 622: Derivative Markets and Pricing

Icourseadmin/7522: HRM 666: Talent Acquisition

Ghair fyiall, B
Banzna aim
Update Pe

PAGE REVEEW &, u VT BRI All Changes ~

{ WICHITA STATE
i UNIVERSITY

Course Change Request

Export to PDF A~

Export to Word #

Shred Proposal

Date Submitted: Mon, 14 Jun 2021 14:44:14 GMT

viewns: FIN 622 : Derivative Future-and-Options Markets and ' Werkflow

1. Associate Registrar

Pricing 2. Catalog Editor

Red text with a line through it indicates current information that someone is proposing to have removed or changed
with this proposal. The green text indicates new information being proposed with this proposal.

The ‘Justification and Resources’ section describes in full the changes being requested:

Justification and Resources

Describe and justify the change and its place in the department's overall curriculum plan:

Changing the title and description of this course will make it more attractive to the students.

At the very bottom of the proposal, be sure to read any Reviewer Comments left by previous approvers:
Reviewer Kerry Wilks (kerry.wilks) (Tue, 21 Sep 2021 18:30:11 GMT): Rollback: The following sentence is
Comments: marked "yes." Does the syllabus detail learning outcomes for students at both the UG and GR

level as well as specify the different expectations for GR level students/credit? The difference in
expectations is there, but | do not see a difference in learning outcomes for GR students. Please
add. If | missed something, please email. @

John Perry (john.perry) (Wed, 13 Oct 2021 17:35:33 GMT): Please see a revised syllabus with
an addendum on the last page that describes expectations for graduate students. @

4) Before approving the proposal, click the blue ‘Edit’ button in the top right of the ‘Page Review’ section:
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{ WICHITA STATE
i UNIVERSITY

Course Change Request

Export to PDF -

This will open the edit form of the proposal in a new window. Review the full proposal, make any necessary changes
and, if necessary, fill in the ‘Reviewer Comments’ field at the bottom of the form. Be sure to click the ‘Save
Changes’ button at the bottom when finished:

Reviewer

Comments: 4
:

5) The edit window will close and you will be back at the ‘CourseLeaf Approval Page’.

APPROVING:

If you are ready to approve this proposal, click the green ‘Approve’ button in the top right of the ‘Page Review’
section:

{ WICHITA STATE
i UNIVERSITY

Course Change Request

Export to PDF -

If you’d like to confirm that this proposal has left your queue and has moved on to the next approval step in
workflow, you can click the ‘Refresh List’ button, re-select your role from the ‘Your Role’ drop-down menu, and
confirm that this proposal is no longer showing in the ‘Pages Pending Approval’ section:

c CounseLEAF G Hels  userhichel
Pages Pending Approval | Fiter List| £ Refresh List YourRole:| Administrator hd Pace Inio_| Workflow Status

__ AVP Review

BADean

BA GR College Program Committee Chair
BA UG College Program Committee Chair

Banner

ROLLING BACK:

If you need to send the proposal back to person that submitted it or anyone in a prior workflow approval step
for edits before approving it, you can click the red ‘Rollback’ button:

{ WICHITA STATE
{UNIVERSITY

Course Change Request

Export to PDF J

A small new window will appear allowing you to select whom you would like to roll the proposal back to. You
are also required to provide the comment/reason for the rollback:
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Rollback Page

Rollback to

Tracy Rittm uelier

Associate Registrar

Catalog Editor

FRED Ghair

BA UG Gollege Program Gommittee Ghair

GommentReason

Please Note:

o The first person in the rollback list is the ‘initiator’ who submitted the proposal to workflow initially.
Whomever you choose to roll it back to will need to make the necessary edits and then all subsequent
approvers in the list, who have already approved the proposal, will have to reapprove it with these new
edits.

e The comment you enter will stay with this proposal in history forever in the ‘Reviewer Comments’ section at
the bottom of the proposal and will be viewable by everyone.

Additional features in the ‘Page Review’ section:

PRINT the proposal:
Click on the printer icon

@E [T S RRVENETSEN A Changes v -1 CL =

HIDE the current information:

Click the ‘Hide Changes’ button so the proposal only shows the proposed information. This eliminates the current
information in red strikethrough from showing. The new proposed information will still show but it won’t be in
green. Once you click the ‘Hide Changes’ button, this button will change to a ‘Show Changes’ button so you can
toggle back and forth between the two views.

View changes by a specific person:
Use the drop-down arrow next to the ‘View Changes By’ field to select someone:

PAGE REVEW 8 [T R Al Changes v

X Al Changes
E i Wic Tracy Ritmueller
Sally Fiscus

@S s

Course Chang(Limea Gienmaye
John Perry

Gl GESlC) drmn®,

Export toPBi=i

Export to Word (#

Export the proposal: You can export the proposal in either PDF or Word format by clicking on the corresponding
button. The PDF format is suggested.

G . vovoreroe oy TN [ ] O CXY

{WICHITA STATE
i UNIVERSITY

Course Change Request

Export to PDF /~

Export to Word #
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