
Submit a Course Outline for Approval  
Access: Course Owner 

1. From My Course Outlines, select the course outline you want to submit. 

 

2. From the Course Outline page, go to the bottom right corner of the browser. 

3. Select the Submit button. 

 

4. Select Yes on the Submit Course Outline pop-up window. 

 

NOTE: Your Department Owner will receive an email alerting them of your submission. 

Unsubmit a Course Outline 

NOTE: Unsubmitting a course outline can only be done if the course outline has not been 

approved. Once approved, you must ask the Department Owner to "unapprove" the outline. 

1. From My Course Outlines, select the course outline you want to submit. 



 

2. From the Course Outline page, go to the bottom right corner of the browser. 

3. Select the unsubmit button. 

 

4. Select Yes on the Unsubmit Course Outline pop-up window. 
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