GENERAL EDUCATION COURSE SUBMISSION

1. Access the Misc Request Form:

https://catalogedits.washburn.edu/miscadmin

OR

https://www.washburn.edu/academics/courseleaf.html

2. Login to CourselLeaf. On the
Washburn screen, enter your
Washburn email address and
network Password. Click Sign In.
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Use your Washburn e-mail address and password to log in. This system provides secure access o

several applications including MyWashburn, Navigate, and Degree Works.

First time user? Check the personal emall address you supplied when you applied for admission or
employment at the University for an email from TS about accessing IT resources. Didrt receive an
email or can't find it? Call 785-670-3000 or email support@washbun.edu. See SUpport
Information. Have you Forgotten Your Password?

Note: Many login problems can be resolved by clearing your cache and completely closing your
browser windows. If you continue to encounter problems logging in, please contact ITS Support at

swashburn.edu or call 785.670-3000.

3. Click on the round red icon in the middle of the screen to complete your login.
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4. Click the green Propose New Miscellaneous button. A new Miscellaneous Request
Management window will pop open.
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Search, edit, and add Miscellaneous requests.

[\ Histary -0R- Quick S=arches... ~
Request Code Request Type Title Workflow Status
2 Policy Request or Change CI5 Departmental Honors Program "
3 Policy Request or Change Leadership WTE course requirement change from 3 credits to ...
w
W
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" Recuest Type, select
Request Type, select
General Education Miscellaneous Request Management =
RequeSt or Change In Miscellaneous Request
the drop-down menu. RequestTipe  [seeer 7]
Title [
6. Under Title, enter the Request Details @
Course Name.
#
Supporting Uploaded Files:
Documents

Files To Be Uploaded:

NOTE: Anytime during this process, you can click the Save Changes button at the bottom of the
form to save your progress and exit. Using the URL in Step 1, scroll to find your proposal. Click on
the proposal to select and click the green Edit Request button to continue.
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7. Next to Request Details, O B 52 hitps://catalogedits.washburn.edu/courseleaf/courseleaf.cgilpage=/miscadminfindex. 30% T3
BUbble. A indon w
Bubble. A window will pop
open. Click on the link to Miscellaneous Request Management @
access the General o o
Education form. Download  mwermvmmnpmmne @
and fill out form. programs generabeducstion.huml

Request Details g

/

Supporting Uploaded Files:
Documents

Files To Be Uploaded:

NOTE: Anytime during this process, you can click the Save Changes button at the bottom of the
form to save your progress and exit. Using the URL in Step 1, scroll to find your proposal. Click on
the proposal to select and click the green Edit Request button to continue.
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8. In the Request Details field, O 8 =

add information. WASHBURN
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9. To attach the completed Miscellaneous Request
General Ed form’ C|ICk the Request Type [Ganara\ Education Request or Change VI
green Attach File button. e [Tz iz an exampe

Request Details @ This is information|

Supporting Uploaded Files:
Documents

Files To Be Uploaded:



10. The File Upload window will appear. Navigate to the form. Click the file name to select
and highlight. Ensure the file name is listed in the File Name field. Click Open.
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11. Confirm the file is HR
name should be

Miscellaneous Request Management
listed in the Files to q g

Uploaded field. If Miscellaneous Request

not, repeat steps 9 Request Type [ General Educarion Request or Change ]
and 10. If you Title [Thisis an example

selected the wrong RequestDetails @ | This is information

file, click Remove
and repeat steps 9
and 10.

Supporting Uploaded Files:
Documents

Files To Be Uploaded:

Test txt Remove



12. After attaching the
form, click the green

Start Workflow button.

The window will close
and you will see the
form started in
workflow. The form
will also be assigned a
number.

Notes:
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Miscellaneous Request Management

Miscellaneous Request

Request Type [ General Education Request ar Change v]

Title [This is an example

Request Details & This is information

Supporting Uploaded Files:

Documents
Files To Be Uploaded:

Test txt Remove

- Check the status of your proposal anytime at:
https://catalogedits.washburn.edu/miscadmin/

- Click on the proposal you
submitted, and you can review  ©
workflow status and reviewer

comments.

- When the proposal has been

approved, you will receive an g

General Education Request or Change

FYI email noting the approval. :
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Miscellaneous Request Management

Search, edit, and add Miscellaneous requests.

Request Code  Request Type Title Workflow Status

Palicy Request or Change CIS Departmental Honors Program

H Policy Request or Change Leadership WTE course requirement change from 3 credits to

Shred Proposal

Date Submitted: 07/31/23 12:01 pm

New Proposal

In Workflow
1.Gen Ed Ops

viewing: This is an example.

Last edit: 07/31/23 12:01 pm
Changes proposed by: Holly Broxterman (holly.broxterman)

Request Type General Education Request or Change
Title This is an example
Request Details This is information.

Supporting Testixt
Documents

Reviewsr

Comments
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