
Approve/Unapprove Course Outlines in COMMS 3 
Access: Department Owner 

Approve course outlines 

Approve multiple course outlines at once 

1. From your COMMS 3 dashboard, go to the Department Review section. 
2. Select the checkboxes for unapproved courses with the status “Department 

Review.”   
3. Select the Approve button. 

 

4. In the Approve Course Outline pop-up window, include required Approver Title (e.g.  
Associate Dean, School of Liberal Arts and Science). 

5. Select Approve. 



 

Approve a single course outline 

1. From your COMMS 3 dashboard, go to the Department Review section.  
2. Select the course outline to review. 
3. From the course outline page, navigate to the bottom right corner of the browser. 
4. Select the Approve button. 

 

5. In the Approve Course Outline pop-up window, include required Approver Title (e.g.  
Associate Dean, School of Liberal Arts and Science). 

6. Select Approve. 

Unapprove course outlines 

Unapprove multiple course outlines at once 

1. From your COMMS 3 dashboard, go to the Department Review section. 
2. Select the checkboxes for the course outlines with the status “Approved.”   
3. Select the Unapprove button. 

 



4. From the Unapprove Course Outline pop-up window, provide a reason for 
unapproving the course outline (mandatory), e.g. “mapping.” 

5. Select Unapprove. 

 

The person you have sent the outline back to will receive an email notification with your 
reason for unapproval. 

Unapprove a single course outline 

1. From your COMMS 3 dashboard, go to the Department Review section. 
2. Select the course outline you wish to review. 
3. From the course outline page, navigate to the bottom right corner of the browser. 
4. Select the Unapprove button. 

 

5. From the Unapprove Course Outline pop-up window, provide a reason for 
unapproving the course outline (mandatory), e.g. “mapping.” 

6. Select Unapprove. 
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