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Approving Changes in CLSS Workflow

1. You will receive an email from CLSS when changes are submitted to workflow that require your approval:
[image: A screen shot example of the notification email.]

2. Click the link to go to the CLSS Approval page:
[image: A screenshot of the Approve Pages screen indicataing where the "Rules Triggered" information can be found.]

This page shows you what changes have been made that are awaiting your approval. Pay particular attention to the Rules Triggered list at the top of the page and any red or green markup within the document. Items underlined in green are new while those crossed through in red are what was changed.

3. You can either approve, rollback, or edit:
[image: A screenshot of the three buttons labeled edit, rollback and approve.]

a. Approve

Click the green Approve button to Approve. This will send the approval to the next step in the workflow.

b. Rollback

Click the red Rollback button to roll the changes back to a previous approval step or to the initiator. Choose the role you want to send back to. You will need to enter a comment in the Comment/Reason box to continue. Be very specific in your reasoning for rolling back in this comment section. Make sure to be as specific in the comment as possible. Include your name or initials.

[image: A screenshot of the additional small window that appears when you click on Rollback requiring you to enter a comment/reason.] 

c. Edit

Click the blue Edit button to make changes to the section. This will open the Section Editor where you can make changes directly to the section and save. You can approve after making your changes.

Workflow Steps
Workflow steps are listed under the approval buttons. This shows what steps are required in the workflow. The current step is in orange, previous steps are in green, and future steps are in gray.
[image: A screenshot of the "In Workflow" section and the two step steps in it.]
Once the request has gone through all the steps in the workflow, the initiator (department schedule builder) will receive an email notifying them that the changes have been approved and have been made.
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Hello Michele,

There are pending CLSS SCHEDULE proposals awaiting your approval in your role as Assoc Reg Schedule CLSS, including
IE 101-0 Adv IE/Academic Credit

Comments,if any:

Please click this link to review the changes and Approve or Rollback:

https://namoa.safelinks.protection.outlook.comy 2url=https%3A%2F%2Fnextcatalog.wichita.edu%2Fcourseleaf%2Fapprove%2F¥%3Frole%3DAsso0c%2520Reg%2520sched-
ule%2520CL 558 data=05%7C02%7Cmichele.august%dOwichita.edu%7 C5a25e37742674b2c54d508dced67d111%7 Ce05bob3f19804b248637580771f44dee% 7C1%7C0%
7C638646277377415032%7CUnknown?%7CTWFpbGZsh3d8ey IWIoiMCAwLAWMDAILCIQljoiv2luMzIiL CIBTil6lk1haWwiL CIXVCIGMO%3D%7 CO%TC%TCH
7CRsdata=ITSd2VUET%2F%2BSNpSI9unt FosEGNOXT1ySMTXXIMWn8%3D8reserved=0

For questions or additional information regarding this email, please contact the Registrar's Office at:
schedulebuilding@wichita.edu  ~or-  Allie Paredes (316) 978- 5394

Thank you!
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