HOW TO REVIEW AND APPROVE
PROPOSALS - QUICK GUIDE

When an initiator in CIM ‘confirms and submits’ a proposal for a course or program, workflow is
initiated. The workflow is routed through the steps as approved by Senate. Also built into the workflow
are notification steps where individuals or groups will be notified of changes, but no approval action is
required.

RECEIVING WORKFLOW NOTIFICATION AND ACCESSING PROPOSALS

There are two types of notifications automatically generated by the system:
1) Approver — requires action within workflow

2) FYI - does not require action in workflow but this type of notification provides information that may require
action outside of workflow. This includes committees, non-academic units and units who are included in the
course ecosystem.

When an initiator submits a proposal, workflow is initiated. Immediately, the chair of the academic unit
receives notification in an email automatically generated through the system. The library will receive an FYI
email when new courses are submitted.

You will receive an email for each item that requires your approval. You will only be prompted to log in once
using your s# (use lower case ‘s’) and password.

ACCESSING A PROPOSAL FROM EMAIL LINK

e Clickthe link provided in the email notification you received. You will be redirected to the Approval
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e If you wish to review the proposals on the dashboard, click CourselLeaf.
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ACCESSING A PROPSAL ON THE COURSELEAF ACCESS LANDING PAGE

e Gotothe SMU website, https://www.smu.ca/, under Academics, click view all.
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REVIEWING A PROPOSAL ON THE DASHBOARD

APPROVER

e Once logged in to the dashboard you will automatically see the proposals under the Workflow tab.
Click on Workflow tab.
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e Select the proposal from the list.
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e Onceyou click on the proposal it will pop up to review.
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NOT APPROVER (REVIEW ONLY)

e Ifyou are notan approver, you will need to select the proposals to review from the Workflow tab.
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e Click on Workflow tab. Under Role, select from the drop down the list of the active approval roles.
Click the role you want to review.
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e Select the proposal from the list.
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e Onceyouclick on the proposal it will pop up to review. Reviewers won’t be able to approve
proposals, but they do have the option of adding comments. If you have been added to the
Committee Role in the workflow you will see Add Comment on the proposal. Click to add your
comment. The comments will be saved directly on the proposal.



VIEWING A COURSE PROPOSAL (EXAMPLE)
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1 - The date the proposal was submitted in CIM.

2 - The last time the proposal was edited and the initiator of the proposal.

3 - Course Ecosystem allows you to see courses and programs that would be affected.

4 -Tracked changes with red/green markup.

5 - Reason for the edit or new proposal.

6 - Reviewer Comments. Reasons for why proposalis rolled back would also be seen in this field.
7 - Workflow status. Shows where the proposal is in the workflow process.

8 - Approval path. Shows the path the course proposal has gone through and will include if rolled back and to who.



VIEWING A PROGRAM PROPOSAL (EXAMPLE)
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LEGEND:

1 - The date the proposal was submitted in CIM.

2 - The last time the proposal was approved and edited, along with the initiator of the proposal.



3 - Program Overview as seen in the calendar. Any edits will be seen with red/green mark up.

4 - Program Requirements as seen in the calendar. Any edits will be seen with red/green mark up ora blue
vertical line next to the text if a table was edited.

5 - Reason for the edit or new proposal.
6 - Reviewer Comments. Reasons for why proposalis rolled back would also be seen in this field.

7 - Workflow status. Shows where the proposal is in the workflow process.

APPROVING A PROPOSAL

The Approval screen shows a gray header across the top that includes action items after review.

@ Fierby: | Al Changes v ) ROLLBACK & APPROVE

e Click the Approve button, this allows the item being reviewed to move to the next step in
workflow and be removed from the logged-in user’s Workflow queue.

@ Fitterby: Al Changes v # EDIT © ROLLBACK « APPROVE X

v Approved

e Ifauserisnotauthorized to review an item and clicks Approve, it will generate a pop-up
box saying that that person cannot actin that role.

EDITING A PROPOSAL

The approver can make edits to the proposal to facilitate forward progress in workflow, rather than
rolling back the proposal to the submitter or a previous approver for editing. Note that the
submitter/previous approvers are not notified of the changes. Designate approvers are encouraged
to consult with their academic unit chair regarding editing protocols.

e Select the Edit button on the menu bar that displays above the proposal. The proposal
template will open in a new window.

@ Fierby: Al Changes v % ROLLBACK 2 APPROVE X

e Enteryour edits or changes and click the Save Changes button at the bottom of the
template.



ROLLING BACK A PROPOSAL

If there are questions or significant changes to be made to the proposal, the approver may roll back
the proposal to the submitter or a previous approver. As a part of this action, comments must be
entered and can be viewed by the member(s) receiving the rollback. Rolling back a proposal gives a

previous approver/submitter an opportunity to make changes and resend the proposal to the
workflow process. Note that designate approvers are encouraged to consult with their academic
unit chair or director regarding rollbacks.

Select the Rollback button on the menu bar that displays above the proposal.

@ Fierby: | Al Changes v | ) ROLLBACK I & APPROVE X

Select a role/member (initiator or previous approver) to return the proposal back to. Enter
Comments in the Comments/Reason \Window.

Rollback Page

Roliback 1o
[

CommentReason:
can't change the name|

The members in that role are automatically notified by email, which includes the
comments/reason for the rollback and action required.



