
Study Abroad Faculty-led Program Proposal Work Flow in Dynamic Forms 
Examples and Explanation of Fields with Additional Logic 

Page 1 – Faculty Information 

 

• Selecting “I, the submitter, am the Main Faculty Leader for this Proposal” 
o Hides the Main Faculty Leader Name, Email, and Cell Phone fields.  
o Skips routing to the Main Faculty Leader. 
o Additional faculty leaders (up to 2 more) can be added by selecting the “Add Additional Faculty 

Leader?” box. 
o If this is unchecked, then Main Faculty Leader Name, Email, and Cell Phone is required and additional 

faculty leaders (up to 2 more) can be added by selecting the “Add Additional Faculty Leader?” box. 
• Selecting “I, the submitter, am the Department Head for this Proposal” 



o Hides the First Department Head Name, Email, and Phone extension fields (these fields will already be 
hidden unless this box is unchecked and “Add a Department Head for Approval?” is checked).  

o Skips routing to the Main Department Head 
o Additional department heads (up to 1 more) can be added by selecting the “Add Additional Department 

Head for Approval?” 
o If this is unchecked, then a Department Head name, email, and phone extension will be required but 

only if the “Add a Department Head for Approval?” is checked. 
• Up to three deans can be added for approvals by selecting “Dean for additional Faculty Leader” 

  



Page 2 – Program Information 

 

• Under Travel Period, selecting Other will display a “Specify period” field 



• If “Are you proposing travel to a country/region with a U.S. Department of State Level 3 or 4 Travel Advisory” is 
selected, a field will display prompting for the submitter to provide a link to the warning. 

• If “Travel Agent”, “Third Party Provider”, or “Other” are selected under “Who will book travel?” an additional field 
will appear asking for more information. 

• Selecting “View “Use of Travel Agents and Third-Party Providers” policy” will display the policy for review. 

  



Page 3 – Course Information 

 

• If “Other” is selected for who the course is required for, an additional field will appear asking for an explanation. 
• If “Other” is selected for the Course Term, “If the course is offered out of sequence, please enter the start and 

end date of the course” field will appear. 
• If either “Course is credit bearing at the undergraduate level” or “Course is credit bearing at the graduate level” 

is selected, a field asking for the number of credit hours at the level selected will appear. 
o If the credit hour fields are entered, the form will be routed to the Registrar for approval 



• If “Is this course outside of your regular teaching load?” is answered Yes, then “Have you received pre-approval 
from Department Chair/Dean?” will appear. 

• If “Program includes more than one course option” is selected, all questions in the box above will appear in a 
new box below this checkbox to provide course option information: 

 

  



Page 4 – Budget Information 

 

• If “View “Use of Travel Agents and Third-Party Providers” policy” is selected, the policy will appear for review. 
• Under Faculty Leader Travel Expenses, if either the 2nd or 3rd checkbox is selected, the submitter will be 

presented with a field to indicating the funding source and amount. There will be a checkbox for them to select 



if they need to add another source. Up to 5 sources can be listed on the form. For example:

 

  



Page 5 – Guidelines 

 



 

• There are no fields on this page that have any embedded logic in them. 

 

 

  



Page 6 – Uploads/Documentation 

 

There are no fields on this page that have any embedded logic in them. 

  



Page 7 – Approval Page 

 

• If the submitter selected “I, the submitter, am the Department Head for this Proposal” from Page 1, they 
will be asked for a FOAPAL. 

o If the submitter did not select that they are the Department Head, then the FOAPAL field will only 
appear for the person designated as Department Head when they sign into the form for approval. 

• If the approver is the Bursar, they will be asked for a travel fund. 
 

  



Study Abroad Faculty led Program Proposal Approval / Review Workflow 
 

o Main Faculty Leader will be skipped if the Submitter selected “I, the submitter, 
am the Main Faculty Leader for this Proposal” 

o Second and Third faculty leaders will only be routed to if the submitter 
provided that information on Page 1. 

o First (or Main) Department Head will be skipped if the Submitter selected “I, 
the submitter, am the Department Head for this Proposal” 

o First and Second Department Heads will only be routed to if the submitter 
provided that information on Page 1. 

o Second and Third Dean will only be routed to if the submitter provided that 
information on Page 1. 

o Registrar will only be routed to if the “Course is credit bearing at the 
undergraduate level” or “Course is credit bearing at the graduate level” 
checkbox are checked. 

o Once the form is approved by the Bursar, the form is set to carbon copy the 
following:  
 finance@washburn.edu 
 purchasing@washburn.edu 
 accounts-payable@washburn.edu 
 Study Abroad Office Admins Dynamic Forms group which consists of: Tina 

Williams, Study Abroad Coordinator, Bob Beatty, Faculty led Fellow, and 
Beth O’Neill, Associate Provost.  
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