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Review and Approve a Course 
When a district's course approval workflow uses a multi-tier review process, the following steps 
will be conducted more than once: first by one or more reviewers, then by the final approver. 

Access Course Review 

1. Click Administration in the tabs along the top of the screen. 

2. From the Applications menu, select Course Approval Administration. 

3. Select Submitted Courses from the Workflow Admin menu on the left. 

 

4. Locate the course you wish to review and click on the Actions menu. 

5. Select Review. 

 
 

 

Review Course Details and Settings 
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3. Select Approved to approve the course, or Denied to send the course back for revision. Then 
click Save to complete this part of the process. 

 
 

 

 

Review Sections 
Every instructor-led course and PLC is required to have at least one section. (Participants enroll 
in a section.) 

1. Scroll down to Sections and click Review. 

 

2. All sections will be listed, with the first section expanded by default. Review the section 
details. 

3. Select Approved to approve the section or Denied to send the section back for 
revision. Then click Save Status. 

 
 
 
 
 
 
 
 
 
 
 
 

 

N O T E 
If Denied is selected, enter an explanation in the Comments field. 

N O T E 
If Denied is selected, enter an explanation in the Comments field. 
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4. Scroll down. Click each + to
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In the pop-up window, confirm your choice. If room requests were associated with the course 
sections, you will also determine whether to keep or remove the room bookings. 

 
 
 
 
 
 
 
 

 
The course will now appear in the Denied Courses list. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
  


