Approval Job Aid CIM Approvers

Approval Job Aid

Completing an Approval form moves a proposal to the next step in the workflow.

As someone with Approval responsibility, review the edits and reviews for your level (Department, College,
CRC). When you decide the proposal is ready to move to the next step in the workflow, click the Approval
button.

Use this link to the approval page to begin your review:
https://bulletin-working.uakron.edu/courseleaf/approve/

STEPS FOR REVIEWING AND APPROVING PROPOSALS

1. After navigating to the link above, users will see the page shown below.

2. Select the pages, based on the appropriate role, from the dropdown menu
3. Filter List ¥ :Enter a Filter Value to limit the results displayed

4. Refresh List C' :Resets Filter List and the Pages to default.

5. Page Review

Page Review options @ : These buttons allow for printing and review of page details.
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6. Select the desired proposal to review from the list that populates:

VIEW CHANGES BY:

All Changes v
7. View Changes By : Choose from the list to view changes

made by other users that are included in the roles in which you are set as an approver. Note: Any role not tasked
with approvals will not appear in the list.

HIDE

CHANGES
8. Show/Hide Changes : Use this button to toggle visibility of changed proposal fields. Allows approver to

easily identify deleted, added, or updated values.

9. Then use the buttons in the top left to:

. @ Edit
. ° Rollback
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