How to Edit and Approve a Document

General Information

1. Approvers will not go through the portal where the document was generated. They can only edit and approve
through the link in their email.

2. You can export the page to a PDF from the edit/approval site.

3. Throughout the process, users can view the workflow and the approval path of the course. (See last page of
this document).

4. The document will only move through workflow if it is approved. Once edited, it must be approved to move
to the next reviewer.

5. When a Workflow process is started, an email will be sent to the person in the reviewer role in each step of
the process. The email(s) will appear in the user’s Outlook account as below:

Outlook:

v Curriculum Review Requested: 3 item(s), 1 unread
Curriculum Re... [CIM Courses] Review Request: Banner
I Curriculum R... [CIM Courses] Review Request: burnettes

Curriculum Re... [CIM Courses] Review Request: Program Manager

v DI 1 item(s)

STEP 1.Click on the link in the email you received.

You will see a list of all pages needing your review.

—
e COURSELEAF @ Help  User:StepnanieBumete | — 7 —
Pages Pending Filter List ' Refresh List Your Role: | Curriculum Staff ~| ) [ Page Info | Workilow Status | Attached Files | Revision History |
Approval
PAGE USER Title:
Last Update:
Icourssadmin/555: ARTC 1300: Drawing 1 Stephanie Burnette Template:
Icourseadmin/5626: PSY 2014: General Psychology 2 Stephanie Burnette Page Authors:

Workflow:
College:
Department:

PAGE REVIEW Y _ e ELLEEETE All Changes v

STEP 2. Click on a Page
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Pages Pending Filter List 2/ Refresh List Your Role: | Curriculum Staff v [ Page Info [ Workflow Status | Attached Files | Revision History |

Approval
PAGE USER Title: ARTC 1300: Drawing 1
: - = Last Update: Aug 13, 2024 12:17pm
Icourseadmin/555: ARTC 1300: Drawing 1 Stephanie Bumette Template: cim
Icourseadmin/5626: PSY 2014: General Psychology 2 Stephanie Burnette Page Authors: any
Workflow:
College: CC

Department: ART - Art

PAGE REVIEW B m AT e ELG RS All Changes v

Eastern Florida
STATE COLLEGE

Course Change Request

Export to PDF -

Shred Proposal

Date Submitted: 08/13/24 12:17 pm

viewing: ARTC 1300 : Drawing 1 In Workflow

i

You can click the green “Add Comment” button to add a comment prior to editing or approving the page. It may
be a good idea to enter a comment to let the next person in the workflow know what you found or what they
need to do.

STEP 3. Edit the Page

PAGE REVIEW = m AU e ENGEREE All Changes v

1. Click the blue “Edit” Button. Review and make applicable edits. If you made comments, they will appear
at the bottom of the page.

2. When finished, click “Save Changes” at bottom of page.

3. To remove your edits, click the red “Cancel” button.

STEP 4. Approve the Page

1. You must click the Approve button to move page to next person in workflow.

2. Once you click “Approve” you will no longer be able to see the page.

3. You can approve without editing the document, but it must be approved to go to the next person in the
workflow.
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Rollback to previous person in workflow:

Rollback Page If you need to send the document back to
Rollback to- someone earlier in the workflow prior to
Stephanie Burnette approving:

1. Click the “Rollback” button.
Select the appropriate person and add a
Comment.

3. Click “Rollback”

4. The person selected will receive an email

Comment/Reason: Il h h h hi .
Please check for accuracy telling them they have something to review.

Note: If you “Rollback” to a previous person in
the Workflow, it must go through every person
between them and you for approval again. (It
might be better to converse in person or via

4 email. You can also export a PDF to send to the

(@} Cancel | person from this page).

Check Workflow Progress and Approval Path:

In Workflow

1. Curriculum Staff The highlighted step (e.g., 2. Curriculum Staff)

2. Curriculum Staff indicates where the pending approval is in
, Workflow.
3. CDC Chair
f o Approval Path indicates who has approved the
4. AC Chair

document.

5. Administration

6. Curriculum Director

7. Banner

Approval Path

1.08/14/24 2:46 pm
Stephanie Burnette
(burnettes):
Approved for

Curriculum Staff
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