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Page Descriptions 

1. The Dashboard Page is where you will always start. This page houses important lists of data, all of which dynamically 

display the data that your position is authorized to see. All of the reports on this page are filtered by the two drop-

down lists at the top of the page “College” and “Academic Year”. The College dropdown is limited to only the 

colleges where you have a position in the Faculty Hierarchy Tool, and it will automatically select the college where 

your primary position is located. The Academic Year Dropdown will automatically populate with the current 

academic year. 

a. The “At Risk Items” report shows a list of any requests that are coming due within the next 14 days. 

b. The “Action Items” report will act as your to-do list. The report will show all items awaiting action from 

you. If you don’t seen any records here, then nothing is currently waiting for your approval/review.  

c. The “In Progress Items” report shows any requests that you are authorized to view and what their 

current progress is, as well as some other helpful information. If you are the Chair or higher you will see all 

requests for your school. If you are the SME you will only see records were you are the SME selected for that 

request. 

d. The “Completed Items” report will show a list of all completed requests. 

e. The “Upcoming Due Dates” calendar at the bottom of the page shows a quick visual representation of 

the requests coming due within the coming month. This uses the project due date set by the chair, and will 

also show any CAD deadlines. You can highlight over requests, cycle through months, or even drill down into 

specific requests using the calendar. 

2. The Submit Change Request page can be navigated to by clicking the long blue “Create New Change Request” button 

at the top of the Dashboard page, using the “Submit Change Request” menu item on the left hand side of your 

screen, or navigated to directly using the link above. This page allows you to begin the process of creating a request. 

a. Managing a Request: When first creating a Change Request, a banner will appear at the top of the screen. 

This signals that the current “Change Form”, or “Change Request” has not been submitted. This information 

is helpful because it is possible to save a request, and come back to it later. 

b. Page Controls: The page controls on this page such as the College Dropdown list, and the Subject Code 

dropdown list are designed to help filter the other lists of data on this page to help reduce time spent search 

through/selecting items. Required fields are noted by a red asterisk in the form.  

i. College: The College dropdown is limited to only the colleges where you have a position in the 

Faculty Hierarchy Tool, and it will automatically select the college where your primary position is 

located.  

ii. Subject Code: This dropdown is limited by the College dropdown above, it lists any relevant subject 

codes related to the chosen college. 

iii. Course Number: This dropdown is limited by both of the controls above it. 

http://apex.liberty.edu/apex/banprd/f?p=2000
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iv. Desired Implementation Term: This dropdown allows the user to select the exact term that the 

request is for. 

v. SME: This dropdown will automatically select the current SME for the Course. If no data is available 

or the data is incorrect, the SME data in the OCDT will likely need to be updated for this course. If 

you have entered a SME into the OCDT for a course with a future effective date, then they will also 

be available for selection.  

vi. Project Due Date: This allows for Academic Administrative to set a due date for the request. 

vii. CAD Deadline: This field shows the CAD deadline for this selected implementation term.  

viii. Live Fix: This field is set to yes when you select the current term as the desired implementation 

term, to indicate that it is a live fix. 

ix. Add New Course Change: (Button) after the data above is filled out, a large blue button will appear. 

It will allow you to add a new change record to the current request.  

x. Course Curriculum Changes: This report shows all change records for the request noted 

above. Depending on your role, and the requests position in the workflow, you may have the option 

to add to, or mark a status for, or even delete a request from this list. Managing or viewing a request 

can be done by selecting the left most link in this report.  

xi. Internal Approvals: There are up to three layers of Internal Departmental Approvals as chosen by 

Academic Administration. The form will route to these users after the Chair approval. The users in 

the left most column (up to 5) will all get the request simultaneously, any user in the second or third 

columns will not get the chance to approve until the person in the column to the left of them has 

done so. Please note that you can use a username, or LUID to fill in this field, the form will provide 

the full name of the user that you have provided to act as a security measure to verify that the user 

you have assigned, is who you think it is. 

xii. Internal QC Approvals: This list of Approvals functions similarly to the one above, but it these 

approvals occur after the SME has finished making changes. 

xiii. Work Notes: A Work Note/Comments option will become available after a request has been 

submitted. To add a work note, simply type your note/comment into the text area and select the 

“Add Work Note” button below the text area. You can add as many notes as necessary, and all notes 

made by anyone on this request will be available. Anyone can add a note at any time even if they do 

not currently have an action item to be completed by them. 

c. Reports and Information: This page has many useful reports that help facilitate creating, maintaining, and 

reviewing Change requests. In addition to the plethora of data provided by these reports, you also have the 

ability to download, filter, and sort any report with an “Actions” dropdown. 

i. Workflow History: This report shows the workflow history for a given request. You can see which 

steps the request has gone to, and when. You can also see who made a decision and when. The 

“View Assigned” link on the right hand side of the report will show you is currently assigned to this 

request. 

ii. All Submissions for This Course: This report allows you to see all historic, and current 

requests for the course related to this request.  

iii. Course Fees: This report will pull back any Course Fee related data from the Fee request form for 

the course in question. 

 

 

 

 

 



Instructions 

1. Creating a new Change Request: If you are a SME, on submission your request will route to the chair of the course, 

if you are not the SME, the request will first route to the SME of the given course, and then back to the chair. 

a. Begin on the Dash Board page (http://apex.liberty.edu/apex/banprd/f?p=2000) and click the long blue 

button at the top of the screen labeled “Create New Change Request” 

b. Select the College, Subject Code, Course Number, and Desired Implementation Term relevant to your 

request. 

c. If you are an academic administrator (chair or higher), you can also  

i. Set the project due date for a given request. 

ii. Include additional Internal Approvals 

iii. Include additional Internal QC Approvals 

d. To add a change record to the request, you will need to make sure all fields with an asterisk are filled out. 

Then simply click the long blue “Add New Course Change” button (just below the “Live Fix?” dropdown )  

 

e. The Curriculum Change Details page will pop up and allow you to add details to the given change request. 

f. The document upload section at the bottom left of the screen will allow you to maintain multiple 

documents for a given request, and the save button next to it will save your progress, and navigate back to 

the previous page displaying your new record. From there you can add another, delete an existing one, or 

submit the form to go on to the next step. 

2. Responding to a Request: A notification email will be sent prior to you needing to take action on the form, but extra 

diligence should be taken during high usage times as extra monitoring may be required. 

a. Just as with beginning a new request, you will first want to visit the dashboard page. This page will show you 

any requests that are in danger of violating a deadline, as well as the list of items that are pending your 

approval (the “Action Items” section will have this list). 

b. To manage a given request, simply click the small link icon on the left side of the report. This will bring you 

to the Change Request page, where you will have access to make a decision, review the list of changes, as 

well as several other relevant data points for the given request. 

c. While on this page, if available, users will have the option to mark individual change records as:  

i. Completed: All required changes are ready. 

ii. Deferred: Approved, but not for the selected term, a request for a future term will need to be 

placed separately. 

iii. Canceled: No to be completed.  

 

http://apex.liberty.edu/apex/banprd/f?p=2000


Workflow Diagram 

  



Workflow Details 

1. Form is Submitted: 

a. If the form is submitted by someone other than a SME, the form will route to the SME so that they have 

an opportunity to make edits if need. 

b. If SME submits, it will instead will route directly to chair approval. 

2. SME Review: (Notification email will be sent to this approval level) 

a. If started by anyone other than a SME, the form will route directly to the SME who will have the 

opportunity to make edits if need be. 

b. The SME will have the ability to approve or reject the request. 

i. Approve: will move the request to the next approval step, which is the Chair Approval. 

ii. Reject: will cancel the request and require a new submission if desired. 

c. If started by a SME, the form will route to the Chair after it has been submitted automatically. 

3. Chair Approval: (Notification email will be sent to this approval level) 

a. The Chair approval level has 3 options: 

i. Approve: will move the request forward to the next approval level as shown below: 

1. If internal approvers were added, the request will route to them. 

2. If the changes are a live fix or the CAD deadline has passed, the form will route to the 

Dean for approval. 

3. If it is not a live fix, and the deadline has not passed, and no internal departmental 

approvers were added, the form will then route to the CAD acknowledgement queue. 

ii. Needs Further Information: will route the request back to the SME Review queue level (above) 

to get whatever additional information is required. 

iii. Reject: will cancel the request and require a new submission if desired. 

4. Internal Departmental Approvals: (Notification email will be sent to this approval level) 

a. There are up to three layers of Internal Approvals, as chosen by the Chair.  

i. The users in the left most column (up to 5) will all get the request simultaneously, any user in 

the second or third columns will not get the chance to approve until the person in the column to 

the left of them has done so. 

b. All Internal approval Levels have two options: 

i. Approve: will cause the request to move forward to either the next Internal Approval (if another 

is required), or if all internal approvals have approved the request it will then route as shown 

below: 

1. If the changes are a live fix or the CAD deadline has passed, the form will route to the 

Dean for approval. 

2. If it is not a live fix and the deadline has not passed, the form will then route to the CAD 

Acknowledgement queue. 

ii. Changes Needed: Will cause the request to go back to the Chair Approval step (directly above). 

5. Dean Approval: (Notification email will be sent to this approval level) 

a. This step is only required if the request is a live fix, or passed the CAD deadline. 

b. After the above approvals have passed the Dean will have the option to: 

i. Approve: will move the request forward to the next approval level, which is the CAD 

Acknowledgement level (directly below).  

ii. Needs Further Information: will send the request back to the Chair Approval level (above) to get 

whatever additional information is required. 

iii.  Reject: will cancel the request and require a new submission if desired. 

 

 

 



6. CAD Acknowledgement: 

a. After all Internal School Approvals are completed, the form will route to CAD for Acknowledgment and 

direction. CAD will choose 1 of several routes. 

i. Approved - TEM Created 

1. Routes to: SME Makes Changes (below). 

2. (SERVICE NOW Ticket / “Help Ticket” Created) 

ii. CAD Will Make Changes 

1. Routes to the CAD Makes Changes below. 

2. (SERVICE NOW Ticket / “Help Ticket” Created) 

iii. Live Fix 

1. Routes to: Live Fix below 

2. (SERVICE NOW Ticket / “Help Ticket” Created) 

iv. Needs Further Information 

1. Routes back to the Chair Approval queue (above). 

7. SME Makes Changes: (Approved - TEM Created) Selected 

a. SME Makes Changes: 

i. While in this step, the SME has the ability to update the status of each changes, and add any 

notes as they are working through the changes. 

ii. When all of the changes have been finished, the only option available for the SME is to mark 

“Changes Complete” to move the request forward to the Chair QC. 

b. Chair QC: 

i. The Chair approval level has 3 options: 

1. Approve: will move the request forward to the next approval level as shown below: 

a. If internal approvers were added, the request will route to them. 

b. If it is not a live fix, and the deadline has not passed, and no internal 

departmental approvers were added, the form will then route to the CAD/Edit 

Review Process. 

2. Needs Further Information: will route the request back to the SME Review queue level 

(above) to get whatever additional information is required.  

3. Reject: will cancel the request and require a new submission if desired. 

c. Internal QC: 

i. There are up to three layers of Internal QC approvals, as chosen by the Chair.  

1. The users in the left most column (up to 5) will all get the request simultaneously, any 

user in the second or third columns will not get the chance to approve until the person 

in the column to the left of them has done so. 

ii. All Internal approval Levels have two options: 

1. Approve: will cause the request to move forward to either the next Internal Approval (if 

another is required), or if all internal approvals have approved the request it will then 

route as shown below: 

a. The form will then route to the CAD Edit/Review Process. 

2. Changes Needed: Will cause the request to go back to the Chair QC step (directly above) 

d. CAD Edit/Review Process: 

i. A service Now Ticket is created prior to routing to this queue.(SERVICE NOW Ticket / “Help 

Ticket” Created) 

ii. This approval level triggers after the Chair and Internal QC approvals have approved their 

request. Completing this request signifies that CAD has pushed the changes to Production. 

1. Approved: The form is completed. 

2. Approved - Made Minor Changes: The form is completed. 

3. Changes Needed: The form is routed to the Chair QC step for making changes. 



8. CAD Makes Change: (CAD Will Make Changes) Selected 

a. CAD Makes Changes: 

i. When all of the changes have been finished, the only option available for the CAD is to mark 

“Changes Complete” to move the request forward to the SME/Academic Administration QC 

Changes (directly below). 

b. SME/Academic Administration QC Changes: 

i. This step happens after CAD Acknowledgement only if the CAD Acknowledgement step select 

the “CAD Will Make Changes” option. 

ii. Completing this step signify that all required changes have been approved and are ready to be 

pushed to Production. 

9. Live Fix to ADS: (Live Fix) Selected 

a. This step happens after CAD Acknowledgement only if the CAD Acknowledgement step select the “Live 

Fix” option. 

b. (SERVICE NOW Ticket / “Help Ticket” Created) 

 


