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Change Form Status — Quick Guide

Task: Change Form Status To Pending Review

Step Description

Step 1: Select Course Forms on the menu at the top of the page
Navigate to (Figure 1).

Forms list Course Forrms

Figure 1 — Course Forms link.
This Course Forms list shows the status of all forms that
are currently going through the approval process until
uploaded into Study@ANU. The course form to be
reviewed will have a Status of Draft (Figure 2).

College Course Code Type Status Actions
Mew course form
ANU College of Arts and Social ANCHZ014 Minor Amendment - Change to an Draft Wiew | RTF Form | 521 Entry Form |
Sciences Existing Course Edit | Delets
ANU College of Arts and Social Unknown course Create a New Course Draft : s—
Sciences con Edit | Delets
ANU College of arts and Social Unknown course Create a New Course Draft View | RTF Form | 521 Entry Form |
Sciences code Edit | Delete
ANU College of Arts and Social ARTS4d44 Create a New Course Draft Wiew | RTF Form | 521 Entry Form |
Sciences Edit | Delete
ANU College of Arts and Social BIOL3142 Create a New Course Draft Miew | RTF Form | 521 Entry Form |
Figure 2 — Course Forms list with status Draft.
Step 2: Select View in the list of Actions (Figure 3) to open the
Open Form and | form viewing page.
review. Zourse Draft Miew | RTF Form | 521 Entry Form |
Edit | Delete

Figure 3 — form Actions.
The form viewing page displays the form as it is currently
completed. At this stage, not all mandatory fields need to
be completed.
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Figure 4 — Form viewing page.
Scroll through the form and review information.

Step 3: To submit form for review, select Edit at the top of the form
Submit Form (Figure 5).
for Review [EDIT] [DELETE] [Wersions] [RTF Form] [S21 Entry Formn]

Figure 5 — Edit link.
The form will open to be edited. If required, make any
changes.
Scroll to the bottom of the form, select Send for Review
(Figure 6).
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Step Description
Warning: Selecting any other option will not result in the
status of the form changing to Pending Review. Other
actions will keep the form in Draft status.
Select Update to save contents and be able to view form
as filled in. The Status will stay as Draft.
Send For Review |
Figure 6 — Sent for Review button.
Warning: If all mandatory fields are not populated, the
mandatory fields will be listed at the top of the form and the
fields will be displayed with a red border.
The status of the form is changed from Draft to Pending
Review. An email notification will be sent to the email
address stated on the form that the form is ready for review
(Figure 7).
Academic Course Information Form Pending Review - BIOL3142
no-rephly studyat@anu.edu.au
To: Sacha Coles
The form located at http://admin.studyat.anu.edu.au/course forms/39 is pending your review.
Figure 7 — Pending Review email notification.
The user will be transferred to the form viewing screen of
the form just sent for review.
A message stating that the form was successfully saved
will appear at the top of the form (Figure 8).
F|gure 8 — form Successfully Saved.
Step 4. Select Course Forms on the menu at the top of the page
Navigate to (Figure 9).
Forms list Course Farms

Figure 9 — Course Forms link.

The course will now have a Status of Pending Review
(Figure 10). N e

rse Pending Migw | BTFE Forrn | 221 Entry Forrm |
Review Edit | Delete
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Step

Description

Figure 10 — Course Forms list with status Pending Review.




Course and Academic Program Approval Process

Task: Change Form Status to Pending Approval

Step Description

Step 1A: An email notification will be sent to the reviewer with the
Accessing subject “Academic Course Information Form Pending
From via email | Review — [Course]” (Figure 11)

notification. ] no-reply.studyat@anu.edu.au Academic Course Information Form Pending Review - BIOL3142

Figure 11 — Email notification subject.

The message will contain a link to the form to be reviewed
(Figure 12).

Academic Course Information Form Pending Review - BIOL3142

no-reply studyat@anu edu au
To: Sacha Coles

scademic Course Information Form Pending Review - BIOL3LZ
The forw located at hoop://admin.studyat.anu. edu.sau/course forms/39 is pending your review.
Figure 12 — Email notification.
Select the link in the email notification. If you are not
already logged into the Study@ANU Admin site, you will be
required to log on.
The form viewing page will be displayed.
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Figure 13 — Form viewing page.
Proceed to Step 4.

Step 1B: Log on to Study@ANU Administration site as described in
Accessing Topic: Log On To Study@ANU Administration Site.
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Step 2: Select Course Forms on the menu at the top of the page
Navigate to (Figure 14).

Forms list Course Forms

Figure 14 — Course Forms link.
This Course Forms list shows the status of all forms that
are currently going through the approval process until
uploaded into Study@ANU. The course form to be
reviewed will have a Status of Pending Review (Figure 15).




Course and Academic Program Approval Process

Step

Course Forms

College Course Code Type Status Actions

Mew course form

ANU College of Arts and Social ANCHZ014 Minor Amendment - Change to an Draft Wiew | RTF Form | 521 Entry Form |
Sciences Existing Course Edit | Delete

ANU College of Arts and Social unknown course | Create a Mew Course Draft Wiew | BTF Form | S21 Entry Form |
Sciences code Edit | Delete

AN College of Arts and Social Unknown course Create a Mew Course Draft Wiew | RTF Form | 521 Entry Form |
Sciences code Edit | Delete

ANU College of Arts and Social ARTS4444 Create a Mew Course Draft Wiew | RTF Form | £21 Entry Form |

Stiences Edit | Delste

ANU College of Arts and Social TESTO023 Create & Mew Course Pending wiew | RTF Form | 521 Entry Forrm |
Sciences Approval Edit | Delete

AN College of Arts and Social MUSM1z52
Soiences

Minor Amendment - Change to Delivery| Pending Wiew | RTF Form | 524 Entry Form |
Review | Del

Type evie Edit | Delete
ANU College of Arts and Social TEST 6657 Create a Mew Course Pending Wiew | RTF Form | £21 Entry Form |
Stiences Review Edit | Delsts
ANU College of Arts and Social BIOL3142 Create & Mew Course Pending i
Sciences Review  |Edit | Delete

Figure 15 — Course Forms list with status Pending Review.

Step 3:

Open Form and

review.

Select View in the list of Actions (Figure 16) to open the
form viewing page.

Zourse Draft Wiew | RTF Form | 221 Entry Form |

Edit | Delete

Figure 16 — form Actions.

The form viewing page displays the form as it is currently

completed. At this stage, not all mandatory fields need to
be completed.

1| a5 5 a Coles
= ANU

(1634,

Study@ANU 2009

Smsech Sty i ) (iersica) (ATF Boor] (528 Entey Fuern]

Irna]

Shdy AN Z0EY

Responsible Staff

Callege

ar Calleg,
VALUE D

Stadyls & Handbook Entry

'Figure 17 — Form viewing page.
Scroll through the form and review information.

Step 4:
Submit From
for Approval

To submit form for approval, select Edit at the top of the
form (Figure 18).

[EDIT] [DELETE] [Mersions] [RTF Forrm] [S21 Entry Form]

Figure 18 — Edit link.

The form will open to be edited. If required, make any
changes.
Scroll to the bottom of the form, select Send for Approval
(Figure 19).
Warning: Selecting any other option will not result in the
status of the form changing to Pending Approval. Other
actions will keep the form in Pending Review status.

Select Update to save any updated information. The form
will remain in Pending Review status.

Select Reject to change the status of the form to Rejected




Course and Academic Program Approval Process

Step

Description

by College.
LUpdate | Send For approwval | Rejact |

Figure 19 — Sent for Approval button.
Warning: If all mandatory fields are not populated, the
mandatory fields will be listed at the top of the form and the
fields will be displayed with a red border.
The status of the form is changed from Pending Review to
Pending Approval. The user will be transferred to the form
viewing screen of the form just sent for approval.
A message stating that the form was successfully saved
will appear at the top of the form (Figure 20).

Stadyhn & Handbaok Entry

Course Cade

F‘iaafé 20 — form Successfully Saved.

Step 5:
Navigate to
Forms list

Select Course Forms on the menu at the top of the page
(Figure 21).
Course Forms
Figure 21 — Course Forms link.
The course will now have a Status of Pending Approval
(Figure 22).

urse Pending Wiew | RTF Form | 21 Entry Form
Approval Edit | Delete

Figure 22 — Course Forms list with status Pending Approval.
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Task: Change Course Form Status to Approved

Step Description
Step 1: Select Course Forms on the menu at the top of the page
Navigate to (Figure 23).
Forms list [Course Forms]
Figure 23 — Course Forms link.
This Course Forms list shows the status of all forms that
are currently going through the approval process until
uploaded into Study@ANU. The course/ program form to
be reviewed will have a Status of Pending Approval (Figure
24).
Course Forms
College Course Code Type Status Actions
Mew course form
g!:lsnccggaga of arts and Social AMCHZO14 gl)i(r‘\sntrl’nnrr(\:euldr::nt - Change ta an Draft \E“da\tw| \DR"FF Foren | 521 Entry Form |
gwu College of Arts and Social Unémawn course Createga New Course Draft \EndetWI\ RTF Form | £21 Entry Form |
gN_U College of Arts and Social Un;nuwn course Create a Mew Course Draft VanEWI ‘DRTFtme | 521 Entry Form |
22;&22292 of Arts and Social ARTS4444 Create a New Course Draft gwl \Dlla? rm | 521 Entry Form |
gwu Gollege of Arts and Social TEST0023 Create a Mew Course ;endmgl W.
g!:lsnccggaga of arts and Social BIOL3142 Create 3 New Course ;gg‘:‘u’?ﬁﬂ ﬁwl \DREEDFM | 221 Entry Farm |
ANu College of Arts and Social MUSM1252 Mmur’ Amendment - Change to Delivery Pendmg Ulew \ RTF Form | 521 Entry Form |
Figure 24 — Course Forms list with status Pendmg Approval
Step 2: Select View in the list of Actions (Figure 25) to open the

Open Form and

form viewing page.

review. Zourse Draft Wiew | RTF Formn | 521 Entry Form |
Edit | Delete
Figure 25 — form Actions.
The form viewing page displays the form as it is currently
completed. At this stage, not all mandatory fields need to
be completed
__‘ Study@ANU 2009
Figure 26 — Form viewing page.
Scroll through the form and review information.
Step 3: To approve the form, select Edit above form (Figure 27).

Approve form.

[EDIT] [DELETE] [Wersions] [RTF Farm] [S21 Entry Form]
Figure 27 — Edit link.
The form will open to be edited.




Course and Academic Program Approval Process

Step Description

Enter the following details:

e UEC use only: Document Number: Type Document
Number. This field becomes mandatory at this
stage. The field is to be filled in by the College or
UEC only.

e To Take Effect From: Use calendar to select date that
proposal will become effective from. This field
becomes mandatory at this stage. The field is to be
filled in by the College or UEC only.

e Additional Information: Type additional information or
clarification as required. This area can also serve
as a record of the approval process for the course.

Step 3: Scroll to the bottom of the form, select Approve (Figure
Approve the 28).
form. Warning: Selecting any other option will not result in the

status of the form changing to Approved.

Select Update to save contents and be able to view form
as filled in. The Status will stay as Pending Approval.
Select Reject to change the status of the form to Rejected.
The form viewing page will be displayed. No email
notification will be sent to the form proposer as it is
assumed that the college will interact with the
school/faculty/centre directly.

Update | Approwve | Feject |

Figure 28 — Approve button.

Warning: If all mandatory fields are not populated, the
mandatory fields will be listed at the top of the form and the
fields will be displayed with a red border.
The status of the form is changed from Pending Approval
to Approved. The user will be transferred to the form
viewing page. Notification emails will be sent to
course.reqgistry@anu.edu.au and policy.regs@anu.edu.au.
A message stating that the form was successfully saved
will appear at the top of the form (Figure 29).
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Course and Academic Program Approval Process

Step Description
*-?JW Study@ANLU 2009
Figuﬂr"'e 29 — form Successfully Saved.
Step 4: Select Course Forms on the menu at the top of the page
Navigate to (Figure 30).
Forms list Course Forms

Figure 30 — Course Forms link.
The course will now have a Status of Approved (Figure
31).

a Mew Course Approved Miew | RTF Form | 521 Entry Form |
Edit | Delete

Figure 31 — Course Forms list with status Approved.
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Task: Change Form Status to Rejected

Step Description
Step 1: Select Course Forms on the menu at the top of the page
Navigate to (Figure 32).
Forms list [Course Forms]
Figure 32 — Course Forms link.
This Course Forms list shows the status of all forms that are
currently going through the approval process until uploaded
into Study@ANU. The course form to be rejected will have
a Status of Pending Review or Pending Approval (Figure
33).
Course Forms
College Course Code Type Status Actions
New course form
AMU College of Arts and Social ANCHZ2014 Minor Amendment - Change to an Draft Yiew | RTE Fnl’m | 321 Entry Form |
Sciences Existing Course Edit | Delets
nNu College of Arts and Social Un;(;\own course | Create a New Course Draft gwdetw IDRTF Form | 521 Entry Form |
ANU College of Arts and Social Unknown course Create a New Course Draft Miew Iﬁurm | S21 Entry Form |
ccccccc cade Edit | Delete.
;g\;r\ia! ge of Arts and Social ARTS4444 Create a New Course Draft gjtw‘ |£urm | 521 Entry Form |
;:\:nizgege of Arts and Social TESTOOZ3 Create a New Course ;zgld’\or:’ga‘ W-
AMU College of Arts and Social BIOL3142 Create a New Course Pending KW Iﬁnrm | 521 Entry Form |
Sciences Approval Edit | Delete
A:gﬂiz!ege of Arts and Social MUSM1252 |\Tmnor Amendrnent - Change to Delivery Pzr:\”dewr\,\ug v\detw‘ |$orm | 521 Entry Farm |
Figure 33 — Course Forms list with status Pending Approval.
Step 2: Select View in the list of Actions (Figure 34) to open the
Open Form form viewing page.

and review.

Wiew | RTF Form | S21 Entry Form |
Edit | Delete

urse Pending
approval

Figure 34 — form Actions.
The form viewing page displays the form as it is currently
completed. At this stage, not all mandatory fields need to be
completed

__‘ Study@ANU 2009

Figure 35 — Form viewing page.
Scroll through the form and review information.

Step 3:

Edit the form.

To reject the form, select Edit above form (Figure 36).
[EDIT] [DELETE] [Mersions] [RTE Forrn] [S21 Entry Form]
Figure 36 — Edit link.
The form will open to be edited.
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Course and Academic Program Approval Process

Step

Description

Enter the following details:

e Additional Information: Type additional information or
clarification as required. This area can also serve as
a record of the approval process for the course.

e Additional Information or Clarification required by SBS or
the UEC Secretary: Type additional information or
clarifications as required. This area will also serve as
a record of the approval process for the form.

Step 4:
Reject the
form.

Scroll to the bottom of the form, select Reject (Figure 37).
Reject |

Figure 37 — Reject button.
Warning: Selecting any other option will not result in the
status of the form changing to Rejected.
Select Update to save contents and be able to view form as
filled in.
Select Sent For Approval to change status to Pending
Approval.
Select Approve to change the status of the form to
Approved. The form viewing page will be displayed.
No email notification will be sent to the form proposer as it is
assumed that the college will interact with the
school/faculty/centre directly.
Warning: If all mandatory fields are not populated, the
mandatory fields will be listed at the top of the form and the
fields will be displayed with a red border.
The status of the form is changed to Rejected.

A message stating that the form was successfully saved will
appear at the top of the form (Figure 38).

& ANL) study@anu 2000
AN &

Sasrch Sy

Find
e E | Other (Please Specify}
Advanord Sewn 0 AL

Academic Course Information Form

Stadyfn & Handbaok Entry

Com
BIOL

Flgure 38 — form Successfully Saved.

Step 5:
Navigate to

Select Course Forms on the menu at the top of the page
(Figure 39).
Course Forms
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Step

Description

Forms list

Figure 39 — Course Forms link.
The course/program will now have a Status of Rejected
(Figure 40). e

se Rejected Migw | RTE Forrn | 521 Entry Forrmn |
Edit | iDelete

Figure 40 — Course Forms list with status Rejected.
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