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Course Offering Change form Workflow Graph

Course Change Approvals — workflow

Initiator Department Registrar Scheduling Room Scheduling
Create Course »| Department
Change request 7| reviews request
Yes
Initiator is notified
from department
that form is B
disapproved.
Deparment™\ ' Registrar Yes FY! to Room
é’mmq » Scheduling »  Scheduling for
/ Approval? Final Processing
No
Initiator is notified No
that department | A
room is B
disapproved
FYI - Department | _ A
room approved!
Y

Initiator is notified by
Registrar Scheduling

its of 34
less and

Registrar Yes
> Scheduling

University
lassroom

Approval?

No

F 3

that form is
disapproved.

Initiator is notified by
Room Scheduling that

Registrar Scheduling
is notified by Room

Room
Scheduling
Approval?

No

form is disapproved. |«
(same time as
Scheduling)

Initiator is notified by
Room Scheduling that

form is approved!  <t—

(same time as
Scheduling)

is disapproved.

Scheduling that form |

Limits of 35 or
greater and general

University classroom

(See next page)
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Course Offering Change form Workflow Graph

Course Change Approvals — workflow

Room Scheduling

Initiator Department Registrar Scheduling
Limits of 35 or Room Scheduling
greater and reviews request for
general University : University
classroom Classroom and
limits >= 35.

Initiator is notified
by Room

Yes

Room
Scheduling
approves?

No

Scheduling that |«
formis
disapproved.

Initiator is notified by
Registrar that form is
disapproved.

Registrar reviews
request for

Classroom and
limits >=35.

Y

Registrar ™. Yes

University -«

FYIl to Room
»  Scheduling for

Scheduling
approves?

No

FY! to Initiator from
Registrar Scheduling
that form is approved!
(same time as Room

Scheduling)

final processing

FYI to Room
Scheduling that form

A 4

is disapproved.
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Initiator Blank Request form:

The course offering change form is available through AccessPlus on the uBusiness tab. Click on the Kuali Workflow options on
the left side under the General options. An option to create a request will appear at the top in the left column. Click on Course

Offering Change for to activate a hew request

. —
«
@ Find My iPhone @ iCloud

C' (3 https//accessplus.iastate.edu/ s i
Mew Tab [ iCloud Help: Locate ...  [B]] lowa State University

About | Logout

- * Mediacom: Inbox (1...

File Transfar

Add

Kual Workflow

Google (] Imported From IE

Kuali Workflow bl Enter keyword  EORE
Step 1 -
RM Course Offering Changes Form
This form is used to submit course offering changes. For more information visit hitp://ww 1stote.C
sched
- Select one of the following options. *
No Reom Scheduling approval needed. Departmental Rooms used, all course drops, or request does not affect room assignment.
SCF Auth - Admin Adds/Changes where imits are 34 ar less; requires University classroom. Pending final approval by Room Scheduling
Student Employment Room Schaduling approval neaded. Farm contains at least one add/change with limitz of 35 or greater and utilizes 8 g
Request rcom location change only.
General == Limits numbers must be calculated to include all sections where common room codes are use
Step 2: e-Documants
r Teaching Dept * | Choose Dept
Dept. & <
Emargancy Plan LSemester Year * Choose Semester | =
Sem'/yr Faculty Activit ! :|
il et = Required Figlds

Step 3: L Course Course Offering Todays Max Instruction
Number Section Dates Credits  Limit Limit Day/Time Tvpe Sugge
1.
- — 2
Add 3.
Add more courses
" Comments
. 0 ’
Change (credit, time, maximum limit, room, half-semester message, comments, etc.]
Course Course Change
Number  Section Type From To
Change [¥]
* [ Scroll
Change more courses bar
Comments
Drop
Course Course
Number Section Comments
1.
2.
Drop N
Drop more courses
Reason For Changes
Step 4:
Submit | T~

o/ Trusted sites

G

If requesting a change of time and we must create a new section, please be sure to add the
instructor to the new section and inform them they may need to update the Blackboard also.
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How to make request and fill out this form:

Initiator Directions:
Step 1: Select Room Scheduling options

Select one of the following options. *
& No Room Scheduling approval needed. Departmental Rooms used, all course drops, or request does not
affect room assignment.

& Adds/Changes where limits are 34 or less; requires University classroom. Pending final approval by
Room Scheduling.

& Room Scheduling approval needed. Form contains at least one add/change with limits of 35 or
greater and utilizes a general university classroom.

L] Request room location change only.

** Limits numbers must be calculated to include all sections where common room codes are used.

When Room Scheduling is not required, select the first option. The course form will be routed
as follows for approval from the Initiator to the Department Head and Student Scheduling. After
final approval by Student Scheduling a copy is routed to Room Scheduling to enter any changed
room information. When completed by Room Scheduling, a notice is sent to the Initiator that the
process is completed. At any point in the workflow the form can be disapproved or returned to a
specific level requesting an additional change or information.

The second and third options are used any time a course change involves the use of a university
room. Adds or changes that involved limits less than or equal to 34 are routed first through
Student Scheduling, for early course offering setup in ADIN, and are then finalized by Room
Scheduling. Adds and changes effecting rooms larger than 34 are routed first through Room
Scheduling for approval and then through Student Scheduling for setup. As with the first option,
at any point in the workflow, the form can be disapproved or returned to a specific level
requesting an additional change or information.

The fourth option is only if all you are wanting to do is change the room location.

Do not mix change requests that require different routing on the same form. Forms that
request the incorrect Room Scheduling options will be disapproved and returned to the initiator.

Step 2: Next select Department and Semester.
You must [ —

Teaching Dept * |Choose Dept D
select

o tons Semester/Year*  Choose Semester ¥

* Required Fields
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http://www.fpm.iastate.edu/roomscheduling/classrooms.asp

Teaching Dept *

E

|

SemesterfYear *

Teaching Dept *

SemesterfYear *

* Required Fields

Add

Course Cou
NMumber Sec

1.
Z.
3.
Add more course

Comments

Click in box, clear choose
department. Type in 1% letter
of dept- must be capitalized-
this is case sensitive. Click
in the down arrow. This will

Choose Semester | w

get you closer to your
department choice

¥

APF
C
CPE
E

M
SE
SCI
E ST
ECON
ECOMA
ECONS
EDADM
EEE
EEOB
EEOBA
EEQBS
EL PS
EMGL
EMGR
EMNSCI
ENT
EMY S
EVENT
EX SP
EXPRO
FCEDS

mmmmimimim

M

Show Dropdown

Credit

Only one teaching department and term may be select for each form. Change requests that involve
a cross listed course should always be processed by the major teaching department. The cross listed
departments must be noted in the comments sections.

Step 3: Choose to Add, Change or Drop courses. Please be sure that all requests made on this form are
complete or the form will be returned requesting additional information. Use the comment box in each
area to supply additional information that may be needed when processing the form. Addition rows are
available in each are to accommodate 8 adds 6 changes and 6 drops.

Add
area

Comments

| Gieneral

At Hulg Uldhitios Course Cours:
Recasathua Nelp

s Wi
Emrgey Cntct Admin
Faculby Aelivity 3
5P Cenerator
Kuali WarkHom
stdout Log

\

Todays Man
Credits Limit  Limit  Day/Time (Instruction Type)  Suggested Room
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Change area options;

Chal‘lge (Credit, time, maximum limit only, today limit and maxim

Course Course Change

HNumber Section Type From
i: =
2. e
Credit
3. Time
Max Limit Only
E3 Change more courses Today Limit and Max Limit
Room
Communts Half-Sem Msg
Comments
Other
Change (credi, time, maimum limit, rnom, haf-somaster massage, comments, ste.)
Change area Number  Section Toer from i
T 1. |
z. ot
a -~
E3 Change mare
famments
l
Comments _
. Drop
Drop section
area i'mlr’llf Course
Number Section Comment .
\ 1 "

& Crop mare courses

Reason For Changes

[owe | —fa

Step 4: Click Submit at the bottom of the screen after the form has been filled out. A copy of the
submitted form will automatically appear in the Kuali Outbox of the Initiator. If the request is
disapproved, the Initiator will get the form back and have to start over. If at any point the form is
returned to previous level the approver can choose how far back the change request must go to
get the changes or information needed.

After action has been made you must close the edit document tab and go back to workflow to
complete other change requests.

Once approved or disapproved the ID and information is removed from the Action list.

If at any time the request is disapproved or returned to previous it will go back to the Initiator.
Department Head, Room Scheduling and Registrar Office form:
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In Basket- Located under UBusiness tab first page or A+ Home page. Click on Kuali Action list
to go to action list/outbox. If you don’t want to re-type your password just click on the A+ tab and

back to UBusiness tab.

In Basket

<« C M | & htps://accessplus.iastate. edufservietfadp. A_Flus?a_Flus_action=/business jsp@Menuoption=

@ Find My Phone @8 iCloud  $4 MNew Tab iCloud Help: Locate y... Towa State University % Mediacom: Inbox (196) ) Google [~ Imported Fro
S

About [ Logout r . A'Hoi

Business uBusiness b Erter keywore

cyBUY - SHOPPER
Image - R1 Restct

In Basket

Messages

Mo messages found at this Kusli sction List (1)

SCF Auth - Admin

sStudent Employment

General
e-Reports
Emergency Plan
Faculty Activity r3 3
File Transfer

Kuali Worlcflow

After clicking on Kuali action list the Action list shows first then click on the outbox option

Outbox- tracks what forms have been submitted and their progress:

Action List
toggle switch

Action list
/Outbox

Route
Status

Enter keyword ]

Workflow
Outbox

preferences | [ refresh | | flter

Action List | Outbox delete selected items

23 iterns retrieved, displaying 1 to 10.[First/Prev] 1, 2, 3 [Next/Last]

- Last
- Act - Dat G Delet
Type | Title |Route Status ested Initiator Delegator o5 | Aan;::ed Honneog| Current Route Node(s) " log Iog
Course  Half /
offering  Sheet - HUGHES 09:53 AM Registrars
8Ost Qrernd  2hney | ENROUTE FYI T o EAISArS yytas COCF Roomsehedulingt (]|
Form - tests
Course E:!Et
offering : HUGHES 10:07 AM Registrars
a0s3 g o] 2011 ENROUTE I Hee L ERASars s .cocF Roomschedulingt (1|
Form test1l
Course Half
TWITCHELL
Offering | Sheet - e 11:27 AM Redistrars
B135 Gf=ind 2l EnrouTE P o o Belslrars s CoCF Roomschadulingt (]|

The Outbox is where the submitted requests are logged. The progress of the
activity of the requests can be viewed on the log.

7 1D: 66954 —F \
Title 52012 - ARTED -
Type Course Offering Change Form Created 10:22 AM 0442772012
Initiator TWITCHELL JOHN MICHAEL Last Modified 01:25 PM 05/24/2012
\ Route Status ENROUTE Last Approved
Node(s) wtd & COCF . Registrar Finalized
Ve N
Actions Taken + hide L
Action Taken By Far Time/Date Annotation
Delegator
TWITCHELL JOHM 10:22 AM Docurnent Routed from the AccessPlus
COMPLETED MICHAEL 04/27f2012 JKWOL/RZO1COCF jsp
07:45 AM
¥ show | APPROYED HUGHES TODD & D5/0772012
RETURNED TO PRE¥IDUS 12:41 PM
> shov || pOUTE LEVEL MABEE MARCIA ANN 0572472012
RETURNED TO PREYIOUS 01:25 PM
¥ Showt || pOUTE LEVEL MABEE MARCIA ANN 0572472012
- .
Pending Action Requests  hide L
Action Requested Of Time fDate Annotation
IN ACTION LIST .
Reqistrars Ummce :
¥ show APPROVE Reqistrars Office 01:25 PM D5/24f2012
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Return to outbox by clicking on the back arrow at the top left of screen or click on
Action list on left side of page. When a request is enroute/approved or disapproved
the progress will show in the outbox route status.

Action List:
If there is something in the Action List action must be taken to complete the

process. There are 3 possibilities:

Approved:
Initiator will receive the request back into the Action List but at the bottom it will have a

button: FYI. The FYI button must be clicked to approve the request and the request will
be removed from the Action List.

8|Page



Disapproved:
The request cannot be completed. The initiator must start over. This request will have a

button stating Acknowledge button and it must be clicked to remove the request from the
Action List.

xmfm Document Type Name: | wtd8.COCF.DocType

Daocument Status: | ENROUTE
09:44 AM
Create Date: 03/22/2013
Document ID: | 150058

Editing Document

** Questions with an asterisk are required.

Iowa State University
Course Offering Change Form

No Room Scheduling approval needed. Departmental Rooms used, all course drops, or request does not affect room assignment.
Routing Option* Adds/Changes where limits are 34 or less; requires University classroom. Pending final approval by Room Scheduling.
Room Scheduling approval needed. Form contains at least one add/change with limits of 35 or greater and utilizes a general university classroom.
) Request roam location only.
Teaching Dept* | A_B_E
Semester/Year® | 52013
Course | Course Todays | Max . Instruction
T o | Offering Dates | Credits ‘ ot -t ‘ Day/Time ‘ o Suggested Room
1. | 202 A Jun 21-Aug 17 2 45 45 Tue/Thu &:00 AM
2.
3. ] 1]
4. ] 1]
5. ]I ] 1]
6. ]I ] 1]
Add 2| 1T 1l ]
i —
I really don't need a room - this is for testing purposes only
Comments
Supporting Materials
Use the Create Note box below to attach supporting materials to your request. Notes may be added with or without attachments. Click the red 'save’ button on the right.
‘ Create Note
‘ Author Date Note Action
Attach document
View attachments
View Notes
Author Date Note Action
Mabee, Marcia 03/22/2013 disapproved- testing t || dele
10:04 AM
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Returned to initiator: Problem with request
Initiator must take action if a request is returned. Initiator must open request by
clicking on the ID#.
Approve: to re-send — with changes made. When you make the changes the
changes must be saved before approving
Disapprove: If need to just start over.

X warkflow Document Type Name: | wtds. COCF. DocT,

Document Status: | ENROUTE

09:44 AM
03/22/2013
Document 1D: | 150058

Create Date:

Editing Document

% Questions with an asterisk are required.

Iowa State University
Course Offering Change Form

o Room Scheduling approval needed. Departmental Rooms used, all course drops, or request does not affect room assignment.
dds/Changes where limits are 34 or less; requires University classroom. Pending final approval by Reom Scheduling.

outing Option*
com Scheduling approval needed. Form contains at least one add/change with limits of 35 or greater and utilizes a general university classroom.
equest room location only.

“eaching Dept™ | A_B_E

semester/Year*| S2013

Course

Gourse ||Course || offering Dates | Credits | If’r:z"s e | Day/Time | .[r'\zt:cm" Suggested Roo
1. | 202 A | unz21-Aug 17 2 45 45 Tue/Thu 8:00 AM
2. [ ]
N —
4. ]
5. [ ]
by —
add - ]
s. [ ]
1 really don't need a room - this is for testing purposes anly
Comments

Supporting Materials

Use the Create Note box below to attach supporting materials to your request. Notes may be added with or without attachments. Click the red 'save’ button on the right.

Create Note
Author Date Note Action
Hughes, Tedd 03/22/2013
Attach document
View sttachments
View Notes
Author Datev Note Action
Mabee, Marcia 03/22/2013 Returned to initiator t | [dels
10:03 AM
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Department head, Room Scheduling or Registrar Office
Notification of Action Pending from the Solution Center is sent via e-mail:

From: solution@iastate.edu [mailto:solution@iastate.edu]
Sent: Friday, June 08, 2012 2:24 PM

To: marmabee@iastate.edu

Subject: Action List Reminder

Your Action List has an eDoc(electronic document) that needs your attention.
Your Action List is located on the Home tab of Accessplus.

Document ID: 79913

Initiator: THORLAND-OSTER VICKY
Type: Add/Modify wt48.COCF.DocType
Title: F2012 - E E - DROP/CHANGE

To change how these email notifications are sent (daily, weekly or none):
Go to the preferences link of your Action List

Go to AccessPlus on home screen click — Kuali Action list In the In Basket

€ > C K Brups

FETARAATARIBEES B

[l pramy pone [Jiciand () o tat [ iciousd Hoo: Locate v,

[ 1o e Liversty

# Modaon: [nbex (196} 2 Googe

w oA

1 Sreeted From IE

- o STATE UNIVERSITY
WAccessaus _
T—T— ! 4
Home —
Erresrymnay Cantact e L
tab Faverites Adeiin
151 Alert
¥ou do net have any personal mesdages ot this tme. LT
TS AscessPlus page
Dassvrard Admin, h i
Prafarmncas

System Messages
Ha Systom messages found ab this time,

In Basket: Click
Kuali Action list to

rice config

see what needs
to be approved

List of what needs to be approved:_

T ap s tes T Lstate edu AP O 1

& CH At
[T rndmyitone [Fickoud ) e Tab [ cloud Helos Locate v, [T tows State Univwrsky % Mediacom: Inbei (196) 2 Google [ Imoertiad From It
Action WAZcessais — )
List/Outbox- | |
H | Business warkflow - ETTTITT B
yvhlche\_/er Loos
is bold is K1t
the one e ew Action List
active \:ﬁ\ i
Action List | x
ents
5 u .
4 items v
I
2651 ENROUTE |APPROVE e el
Id 44510 416 0% lco013 . ARTED - CHANGE ENROUTE .nr'nno'.'E W‘Jﬁ
EEL 9% 152012 - ARTED - DROR ENROUTE |APPROVE ElEi:i“_ﬁ:nNU\_—u
45 9% 153013 - ARTED - CHANGE ENROUTE |AEPROVE EJ:E‘BYEH SANDRA

5 A

W

O STATE LNIVERSITY.
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Click on Id to bring up request. The Action list is what needs to be addressed.

Department Head, Room Scheduling and Registrar Office Approval form:

Tabs
C M b sk s tastate. e pedben EDocLmeadocld . A . o & a al
& Fndey Phone g Wood g MewTab [T K rye (G dowa * Modiacom: Inbox {196) & Google (] tmported From i T Arcesshhus TEST Login |d- Doc
Xworkflow number
Course Luwa State University
. . Course Offoring Change Farm
information |
gourse || £0UEe | offering Dates cregrs |[Todavs [ MAx  insyrime INPUEHON suggested Roorn
1. 4 01 0% 2013 0504 2013 e Al
2.
Add _ :
4
Add { [
notes
b '~ mo tha Kuali lng
to cli LYY s
Change l
\ Course Number Course Section| Change Type Fram To
2.
3
< s
Chang 5
[
Course Nomber |Course Section  Commaent
Dro
—_— W : Back to
J previous
L
: Drop down box
Rasaumrar to select who
Change
needs to make
|n|t|at0|’ r::h-:‘t.m .:.:l::.:l balow ta attach Cupporting rsteriss 1o your requast. Notes may be added with or hout attackenants. Click the red "cave’ buttan on the right, Changes If
— e retur_nlng to o
T [ om [ T ke ] e previous option is
GALVIN LINDA ANN 02242012 T .
A 1 selected. This
apprrg\\llsr mus Wae— also shows who
dips% e or i last approved the
backpfo ! action
previous or
save N
gimtad |

After approval action has been made, click on the X (close) on the “Edit document” tab at top of
screen to close the window and return to workflow to complete other change requests.

Once approved or disapproved the ID and information is removed from the Action list.
If the request is disapproved or return to previous, the request will be sent back to the Initiator.
Changes cannot be made if the request is disapproved. If “back to previous” is chosen.

“Back to previous” allows changes to be made without starting the original form over,
Disapproved forms will require that the Initiator will need to create a new form with new
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information if a different change can be negotiated.

choose wt48cocf.Roomschedulinglsplit from drop down menu.

If sending back to Room Scheduling

After approved, disapproved or back to previous is clicked, the request goes to the Outbox. The
items in the Outbox are what are Enroute and action must been taken by the next approver. The
outbox shows what needs to be approved by others or is finalized.

Outbox

ID
numbers

N

Enter keyword ]

Workflows
Outhox

Course Half

or-fermg Sheet - HUGHES 09:53 AM Registrars
05| JHeNg |20 eey  ENROUTE Frl s 8 b, ESUISIISrS wias.COCF Roamsehedulingt | []
i - tests
Course :ﬁ!et
offering - HUGHES 10:07 AM Registrars
5053 2P0 szonn EnRoUTE Y T RO BRI it s.cOCF Ranmschedulingl | (]
Form test1l
Course  |Half
TWITCHELL
Offering  |Sheet - oy 11:27 AM Registrars
135 e e ENROUTE i1 JoHM e e BESIArs yt45.cOCF Roomschedulingt | []
MICHAEL Office
Form -rr
wtag Half
COCF  [Sheet - HUGHES 01:47 PM Registrars
8808 pociment szotn  EMROMTE APPROVE  Toppa 08/07/2011 Ofice | I"ated 0
Type - aser
w4 Half
COCF  [Sheet - HUGHES 01:49 PM Registrars
8808 5 ocument|szo11 | EUROUTE APFROVE 700D 8 08/07/2011 Offics | IMtated O
Type -
wma Hﬁlf
HUGHES 01:55PM |01 Registrars
5811/ SOCF 2011 EnmouTE appROVE TR o D?/D5/2D11 S 4§ COCF Roomscheduling2 | [
Type Sfahdg

Click on ID number to view the request:

preferences | [ refresh | [ filter

Click on these change
preferences, refresh,
add colors, filter or
delete marked items

1 v
Click on any of these and you can sort. HONE ] [[opely defoult
Action List | Outbox delete selected items
A
73 items retrieved, displaying 1 to 10 [First/Prev] 1, 2, 3 [Next/Last]
Id | Typ Title | Route Stats Action | itiator |Deleqat Date AgpL d | Croue | o t Route Node(s) |P51°t® 1,
d e itle | Route Status | #5018 | Initiator |Deleqator| 28 proved | poquon | Current Route Node(s) ey’ Loy

b [kl ke | ke |l

After the ID number is clicked on the screen below appears. Scroll down to see what the request

is.

Who has
approved or

disapproved.

~—

R P ——

L B

Course Namber Course Section| Cammant

Reason for
Change

|Supparting Materials
Uss tha Creats Hote Bo Below to sttach supparting maserials 1o your requast. Notes may be sdded with or without attachmants, Click the red ‘save’ button e the right,

Bogn » Salely » Tooki» i~

Create Note

Aaithor Date | Hote Action

View Nates
Hetr Action
\ row. Please agorove the foem sa it routes o fegistrars Office. [t appears the
3h brme {Just guessng) Flgase fix and resubm.
-
e Lo Toe (Mesed) a* Rl -
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To view the log to determine request status:

Click on LOG icon in the OUTBOX- another new window will open:

55 = [ araeacul info - Daectory Inf. [ workfion x G-8 S oam - Pagme Sy Took B
T A |2 sction tst. [] 31 doc seanch -
15U 1B

Action List peeterscces || rofresh || e

Adion Lt | Oudbiex S Loa icon

5 mems retrieved, disslaying all items.

Pacsrmsrd i

Praterenres

u Tawrs | gl Initiater  Delsuator DolsCrsalsd giftus | Guete g
Bl (S S ENROUTE [PVt F — a8 -
o T MEDGHALD CAROL Reautrars || 3

& Offioe |

PYr :'_\.ILSL‘&LML- %ﬁlfﬂﬁ r J’.

] ;CDC‘\JL;‘ CARCL ;gg(’b’i | A

- BRRLL CABT feniwas [ a

e P m—m‘“ﬂ—f o ;Lnﬂ,lu_u-i’ = _\l

- Mu)oﬁﬂ Bputr i 3

- e s 73
N APFROVE BRI VIRGINIAS i;,ﬂ.:m r 3

Outbox Route Log

5 |~ [ trchvidus nfo - Deectory Inf... [ Werkllon x fi- B 2 m- opage- smy- ke @ T
CPaen STATE LatvERsITY =

About | Logout - a

fnlErter keywod (30

Workflow

Preterences

“i0: pans =7\ Route log
Title "
Type |Caunge Off hanze Forl | Created 20:13 AM 08/ 1
Initiator MCDOn | Last Hodified 11:35 AR 1 |
Route Status EHROUTE | Last Approved |
Hode(s) whill COCF Roomechadulingl Tinalized
[ mctions Taken - hide
completed
|Og Retian T Datn Annatatian
] 1613 AN
(CONPLETED 05/ 24/ 2011
ihow | RETURKED TO PREVIOUS 10:46 AM
ROUTE LEVEL 05/24/2011
» s 10:48 AN
Still A, o8/34/3011
¥ show 11:25 AM
needs ARIRIVED: o534/ 3011
approva| | Pending Action Reauests = hige
Retion Requmstod of i/ Dt Arnatation
¥ s [ILACTION LI=T, Bggm Schedyling 11:35 AM 05/24/2011
Done: " Unknown Zore {Hoed) & 100

When finished click on the X (close) on the “Edit document” tab at top of screen to close the window and

return to workflow to complete other change requests or click on Action list on left side of page.. The
back arrow does not work.

The Outbox can be sorted by the all of the features at the top of the form.

23 items retrieved, displaving 1 to 10.[First/Prev] 1, Q,M@\

7 S s
Id | Type | Title Route Status Action Initiator |Deleqator Date A %ed Liroup Current Route Node(s) Delete Lo )
;0| Dype | Te ROe STAWS poouested| O a1 Created —% Request item |9

Course  Half
Offering | Sheet - HUGHES 09,53 AM Reqistrars " )
B8 oange 5201 EMROUTE R TODD & 06/01/2011 Ofice | "#8.COCF Roomscheduling? | [] _\i
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Making Kuali

workflow individualized

Preferences: Preference can be set by each individual. For example — if notification by email is
wanted checkmark Receive primary emails

Click on prefe
outbox.

58 = |l nasont b - Cwoctory i, | worbions

Action List Page Size |10
. ) El.hll Hotification |

Recnivn Primary Gelegate Fmails
Receive Secondary Delegate Lmails [

Document Type ¥

Title
Prm—
Initistor &
Detegator

Date Created

Date Approved [
Current Raute I-I-;dl;f_ﬂ_l_
Warkiroup Request &
Daocument Imsuln_ﬂ'
Statue [

Primary Delegate Filter |Primary Dalegates on Action List Page |

Fields Displayed In Action List

Automatic Refrash Rate: [15  in whols minutes - 0 % na somatic refosh.

88 = Bl s nfo - vactery rt.., K wiafons

Emergancy Canlach
Favarstes Admin

Application Bocument Status [
Clear FYT | =
Use Quthox R

uuuuuu

Document Roule Status Colors for Actionlist Enlries

HIEE I N &= LB EE

<fleflefl«f«[f<Fe ]

wilsdl= el w ===

-

e l[wllell=zllellc = lle

D e e P e e e

affellallellellel=efialle

s B R N sl ]

of Unkiown Toem (Miced) a7 = Fp0ow -

rences to add color to separate approved, disapproved and final forms in the

oo Peonr Sdetys Twhe e T

el == =] n

e e e e e e

o [xllellcliellall=lle]le

a =l w]l= |l e = el s

o ke oo (Med) g =
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Example of request that was not approved:

Not approved

4 = | Bl i 1 - Davectiry b, | Warkfioe

Emargancy Costact
Pttt Adirin Now

154 At nist [ 31 doc search
150 108

Panpword Admin o List

Preferences

Actsan List | Outbex

37 iame retrisvad, displaying 1 1 10, [Firet/Bra] 1, 2, 2 [ttt

ENROLTE

W Bme | Tlls | ReuleSlatus  SSUSR
B G o © [Said ciey (PROUTE PN
e R T e
s Sone  mwom
0 O e BMri e (DROUTE  |wreRcE
oo BERCOCE o AT mount  |asenove
B s Sanii Totindg [SUAOUTE  [asmmove
noz RS COCT  lswii-cems  (EwROUTE  |apemove
gy Course Offeri oo - |emoure  [arenove

DISAPPAOVED APPROVE

AFFROVE

| Erter wawoed.
lnitiator  Deleaator Daks Crealed
|mses Tonp s | [y
! | CEET
1007 AM
MiGHESTODD A | etz
THITCHELL J0HH 127 AM
[MICHAEL | |oe02/200L
WUGHES TODD & i
(e
BUGHES TODD & bt
eI
HUGHES TODC i
CH/LT/I0TE
TWITCHELL JoHK 07:55 AM
MICHAEL | |oaioazon
TWITCHELL Joik 412 P
(MICHAEL il |BEE2011
TWITCHELL JOHN 05:30 AM
|MECHAEL | DEMII0L
TWITEHELL JOHK 13114 AM.
MICHAEL 0&0WZ0LL

s T
st |
a0

prrterrnors || eefres || e

| monE [xr] iy demu

Aatetn seinrmes mems

i o
o loledlos e loe e lie e e

o Lnkncren Zone (Micad)

When finished press the X (close) on the “Edit document” tab at top of screen to close the window and
return to workflow to complete other change requests or click on the action list on the left top of the
screen. The back arrow does not work.

Filter: find a certain form to see where it is ENROUTE to or specific documents such as All

DROPS:

Action List

B2 |~ | [ tndivicksad info - Drectory 1rf.... | worklien %

3 mm - Bager Seetys Togok e e

Emeryesty Contact
Favorites Admin

| TE0 AT
15U 10

Passwnrd Ademin

Action List Filter

Document title :
DEPT, ADD,
DROP, ect.-
must be exact :
use caps.

Press Filter:

Dot
Document Route St
Action Reqy

Action Requested Group:

Date Last Assigned: |7/

o T |

~ Exctuded
(3] Excluced™
(3] Exclucer™

[5¢] Exctuded T

2 =

Exchadanl

txchude

16 |Page



Filtered Results:

Filtered
action

Press Clear F

Emargancy Cantart
Favaritas Admin
150 Alert

150 10
Easswnrd Admin

Fmargancy Contact
Faverites Admin
15U Abart

150 10w

Banswrd A

Preferanaes

85 = | [l ool info -

[re—

Cwectory irf... T Workfow x Fiw Bl L0 e - Beger Sdetys Tooke @e

-~

2] =T P Wi ek Xart

ilter to go back to all Action list requests.

Waorkflow

Action List e || o Mo | s e

Action List | Oulbax
Filtered by Document Title

2 items retrieved, dsplaying all tems.

1 Tune Title - Initialor  Deleator  Dake Crealed Groug |y
Course Offering Change | S2013 - ARTED - HIESTER SANDRA | 10:32 AN i
A2y A PREITES PEFANT E2 | /012 :%m =
BIEETER SANDRA

adnig|fomse Ofarna Change B2 -ARTEO - lewnoute | aprRove

A

o Unkien Toce (Meoed)

B = | ] indidusl i - Divectory irf... N Workfiow x S - B DT mm - Papes Sfeys Tk @

.

| warlds e e LICIE P oWiC webact  @wisi B |

prefevences || refresh || fre

Action List | Suboy

5 mams satriauad, dieplaying o tama.

M| Des | i | R | R, | leter |pelicosor) DmeCouied | gy fos
P i 2013 -ARTID - |mmoute  |aremcvE HIESTER SANDRAEA P e o
TR T wom wmon  semmos | GG, = 2
uGIMoe MG eom swor  @Emie | mpm e
IR GRS lmeeur jesow  wemstonos | T P - |
R e R T T

7 Lk 2o (n‘.‘.‘d] :

- Haom .
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Document search in either the Action list or the Outbox action list

Workflow

Outbox

Action List | Outbox

preferences

refresh | [ filter

delete selected items

Doc
23 items retrieved, displaying 1 to 10.[First/erev] 1, 2, 3 [Next/Last]
search
Last
tab 1d | Type | Title |Route status|, AHOM | 1 iiator Deleqatar, Cl%:;d AEDE;:;ed Rzr—‘:]e'it Current Route Node{s} D;';:‘E Log
Course  Half
Gffering  Sheet - HUGHES 09:53 AM Registrars
amst JPene Shos: [EMROUTE Fr1 B A Fealelrars w4 COCF.Roomschedulingt (1|
Form " tests
Course gﬁ!etr
affering HUGHES 10:07 AM Registrars )
8053 Cyioige 2011 |ENROUTE PP e S Fealslrars ut45.cOCF Roomschedulingt | [] |
Form testll
Course  Half
TWITCHELL
Offering  Sheet - T 11:27 AM Reaistrars ;
B1as| N9 Shest”|enmouTe i1 JOHH e Beaistrars .ut4s.cocrRoomsshedulingt [ |
MICHAEL Qffice
Form -rr
WidE Half
COCF  Sheet - HUGHES 01:47 PM Registrars
9808 pocument s2011 | TUROUTE APPROVE  Topna 08/07/2011 Office  mieted O |4
Type Zaser
w48 Half
COCF Sheet - HUGHES 01:49 PM Redistrars
8809 B ocument 52011 |FNROUTE AFFROVE 3600 4 06/07/2011 Offica | IMtisted 0 ;
Type -
mie O
CocF HUGHES 01:55 PM  |01:05 PM  Registrars
8811/ 5 Ciment 52011 [ENROUTE appRove |HEEDES 6 ma/o011 |D7/08/2011 | CRee o w48, COCF Roomscheduling2 | [] 3
T dfghdg
WidE
BN 111 ol IO IS .2 1 07:59 At Reaistrars o uiru. - 3
_ = b4 "
L - Big 12 Conference - OfFicial « Y o wvorkflow
<« ' M O hbpsAlaplustestiastate. edu b O 1 AaF

Find M+ iPhone

About § Logout

Emergency Contact

Faworites Admin

ISU Alert
ISU IDs

Password Admin

Preferences

iCloud

C} rlews Tab

iCloud Help: Laocake +w

=] action list 2| doc search

Outhox

Hction List | Owutbox

23 items retrieved, displayin

Doc search
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Document look up window: Search

55+ [ indidus of - Crechory k... | Worktiony % i B L0 am v Bapee dfeny s Tooke @0

Enter %‘lﬁ — — :mrru:.-mm sl
type area

ciear || cancel

Doc Id-
use
form Id

e

o b Zone o) G5 = 100% -

In the Document look up a Change form can be located quickly”\/\}it"h'b'u_t manually searching
through all of the change form requests.

Enter *COCF*

o/ dLLESSPIUS I dSLd e EUU/ AFUL AFDUL 5P IW

% Find MyiPhone @ iCloud NewTab [ iCloud Help: Locate .. Tows State University % Mediacom: Inbox (1... Google (10

search by Document Search 2l | superuser search || clear saved searches D
name,
initiator netid-
only.lf. Document Type: ;-:'COCF' A
administrator - ST
or super user |

Document Id:

Date Created From: |[12/122012 | 9]

Search by Date Created To: | L
Date Name this search (optional): |
search clear cancel
61 items retrnieved, displaying all items.
Document Id | Document Type [ Title | Status |  patecrea

135456 Course Offering Change Form 52013 - C E - DROP FINAL 12/18/2012 09:2
135450 .Cnu’s: Offering Change Form .12013 - BSE - CHANGE .EMRDUTE .12,-'13_.-’2012 o08:=
135447 ICcu’se Offering Change Form Iszc-:a - HORT - DROP IF]NIAL ‘12..-'13;2-:12 08:3
135441 .Cuu.’sg Offering Change Farm .12[::3 - HORT - CHANGE .F:INRL -12,'17_.’2612 04:4
135422 ICOU'SE Offering Change Form I52!,‘-i3 - € E - CHANGE .ENROUTE I12."17."2'312 04:C
135419 .Cnu.-se Dﬁenng Change Form .52013 - AGEDS - ADD .FJNQL -12,-'17_."2012 03:4

On the standard doc search screen, you can enter the ‘Type’ of document you want to look for —
in your case *COCF*. If you leave the ‘Date Created From’ field blank, it will default to today’s
date. So you will likely need to change the date. Or (*COCF*) - course offering change form
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If you have a set of criteria that you will use over and over, you can enter a name in the ‘Name
this search’ field and save that search. Then you will be able to run it again later by selecting it
from the ‘Searches’ dropdown at the top of the page.

Under Advanced look up there are several different ways to located Change forms and see what
with status is.

When finished press the X at the top of the screen to close the view and return to the Action
List/Outbox- the back arrow does not work.

Advanced Doc lookup as detailed search:

| KIOWA STATE UNIVERSITY .~

CIICk in . A ee  Studen ~.¥/ ek -\_.- T Auimers I LEsingse ™, ,
detailed
search
Document Search B detailed search || superuser search || chear sived searches
(2
¥ [
| Searches 3 * required-freld
Document Type: @
Initiator: | yd

Document Id: |
Date Created From: | T8
Date Created To: |
Name this search (optional): [

search clear cancel |

There are two types of document searches available in work flow. The first is a basic search
and is the default when selecting “doc search” from the tool bar. At the top of the form there is
also an option for a detail search. The detail search contains the same components as the basic
search, plus the ability to search on additional fields in the workflow document. Keep in mind
that the system will look at all the criteria requested and will find the resulting documents where
all of the requested criteria are true.

This document search product has the ability to use a wildcard symbol (*) in place of one or
more characters in text fields. This will allow the user to quickly enter information and have the
retrieved items returned for viewing. When using the wildcard, all of the characters in the string
must be represented. Examples:

*COCF* Will return records that have COCF somewhere in the text string.
Any characters can precede or follow the COCF.

COCF* Will return records that have COCF at the beginning of the text
string. Any characters can follow the COCF.

*COCF Will return records that have COCF at the end of the text string.
Any characters can precede the COCF.

Information regarding specific fields:
Document Type — There are many forms used by the university that are routed through Kuali
workflow. To search only for documents pertaining to the Course Offering Change Form you will
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need to enter the correct type. For ease of entry, use the wildcard symbols to shorten entry -

*COCF*.
Document ID:

If the document ID is known, only this piece of information is needed to
complete the search. The document ID number is unique and can’t be duplicated.

Date fields - Created From/To, Approved From/To, Last Modified From/To, Finalized From/To
are all date fields and wildcards cannot be used. The more criteria entered under the dates, the
tighter the search results becomes. Keep in mind that the system reads down through criteria

and finds that documents.

Title — the Course Offering change form has a formatted title that can also be included in the

search. The standard layout of the title field is term — dept — first request type.

Use Doc
type*cocf*

Document Type:

*COCFS

Initiator:

Approver: [

Viewer:
Group Viewer Id:

Document Id:

Application Document 1d: [

Document Status:

'Pendung Statuses
- INITIATED

- SAVED

- ENROUTE

|- EXCEPTION

Route Node: |

Route Node Logic:
Date Created From: |
Date Created To: ||

Date Approved From:
Date Approved To: ._
Date Last Modified From: ||
Date Last Modified To:

Date Finalized From:

fEx_actI\,f Z]
L -
=
&=
|
&)
=

]

v

&M@

Yy
3

Detailed search assists you in limiting the search for a quicker search results.

Use the *COCF* in the DOC type. Example of search by title: use wild card *-
*ART* and ART courses will appear. If you use *ARTID* only ARTID courses will

appear
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Title
Example

Press
Search

Results

Date Last Modified To: i)

Date Finalized From: |

Date Finalized To: &

Title:  ["art*

Name this search (optional): | [

85 items retrieved, displaying all items.

134631
1134343

Document Type

Course Off.ermg Change Form
.Caufse Offering Change Form
.Course Offering Change Form
.Caufse Offering Change Form
.Cnurse Offering Change Form

Course Offering Change Form

Course Offering Change Form

Course Offering Change Form

Course Offering Change Form

|Course Offering Change Form

Course Offering Change Form

Craursa Offarinn Channe Farm

saarch clear

| Title
12013 - ARTIS - ADD

.52013 - ARTGR - CHANGE
.52013 - ARTIS - CHANGE
.52013 - ART - DROP
-92013 - ART - DROP
'52013 - ARTIS - CHANGE
‘52013 - ARTGR - DROP
.52013 - ARTIS - CHANGE
.52013 - ART H - CHANGE
.52013 - ARTED - ADD
.92013 - ARTIS - CHANGE

£2M13 - ARTIS - NROP

Status

ENROUTE

|ENROUTE
FINAL

FINAL

|FINAL
|FINAL
ENROUTE

FINAL

FINAL

FINAL

FINAL

IFINA&I

|

oo o el ol o e e v |

12/12/2012 01:37 PM

12/11/2012 02:33 PM

12/05/2012 04:13 PM

12/04/2012 03:06 PM

12/04/2012 02:29 PM

11/29/2012 02:18 PM

11/14/2012 02:39 PM

11/07/2012 11:55 AM

11/02/2012 03:18 PM

11/02/2012 03:15 PM

11/01/2012 10:06 AM

10/31/2072 10:41 AM

]

*F*=Fall, *S*=Spring, *1*=Summer in the title area.

Course offering information instructions: http://www.registrar.iastate..edu/courses/offeringinfo.shtml
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