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End User: Person who completes/submits the form 

 
 
The new Course Materials form allows SMEs the ability to electronically complete their Course Materials 
requests electronically, allowing for better tracking and reporting on these requests. This form allows for 
up to 15 resources requests per submission (you will need to reach out to the CAD Team if you need to 
submit a request with more than 15 resources).  
 
The Form: 
 
The end user (in this case the SME) will come to this page when they click the link to the End User page 
(https://apex.liberty.edu/apex/banprd/f?p=253:14:::NO:RP:FORM_NAME:COURSE_MATERIALS_FORM). This will 
direct the them to the landing page, which will show the end user all of their ‘In Progress’/’Submitted’ 
requests and their current status.  
 

To submit a new request: 
 

1. Click the ‘Submit A New Request’ button.  

https://apex.liberty.edu/apex/banprd/f?p=253:14:::NO:RP:FORM_NAME:COURSE_MATERIALS_FORM


  
2. When the End User clicks the ‘Submit A New Request’ button they will be taken to this page 

  
 
 

Completing the Questions:  
If an end user starts a request and does not have time to complete it they can scroll to the bottom of the 
form and click the ‘Save All Answers and Stay’ button to save their work. If they need to submit a new 
request they will need to change the dropdown for ‘Choose Your Submission’ to ‘New Submission’. 
 

1. The End User will need to select the campus for the course they are submitting the 
resources 

i.  
2. They will then need to select the term: 



ii.  
3. The Sub-term: 

iii.  
4. For the course selection: 

iv. If you select ‘No’ a popup question will populate that displays all courses listed 
in Banner 

v.  
vi. If you select ‘Yes’ for new course then you're saying that the course does not yet 

exist in Banner and will need to put the new course name. You will also need to 
answer questions about the school and level for the new course so that we are 
able to route the request correctly for School approval.  

vii.  
5. If the course you enter or select is LUO GR and not in the School of divinity, the end user 

will be asked: 

viii.  
6. All end users will be asked to agree to the following: 



ix.  
x. The bolded items are dynamically populated based on previous selections for 

course, sub-term, and term. If this is not showing the correct values because 
you made a change to the answers, if should fix itself to reflect new selections 
by going to the bottom of the form and clicking the ‘Save All Answers and Stay’ 
button. 

7. For Style Guide: 

xi.  
xii. If you select other, you will be prompted to be more specific 

8. Course Fee question: 

xiii.  

xiv.  
xv. If you have already submitted a course fee form for the course, you will be 

asked to provide a submission id – this can be found by logging into the course 
fee form (linked in the CM form) and grabbing the submission id for that course 
under the ‘Your Current Requests’ report on the main end user page: 

1.  
xvi. If you need to submit a course fee form: 

1.  



2. There is a link that will take the user to complete the form. Please be 
sure to save your work in the Course Materials form (Clicking the ‘Save 
All Answers and Stay’ button before clicking the link to the course fee 
form. 

9. Choose the type of project for the course materials request (you may select more than 
one option for this question): 

xvii.  
10. Choose the number of resources you need to add for this request: 

xviii.  
xix. Depending on the number of resources needed for this request, additional 

questions will populate for each resource required: 

xx.  
xxi. This set of questions will need to be answered for each resource required for 

the request. 
 



 
 
 
 
 
 

Submitting the Request: 
Once all questions have been completed – the end user will need to click the ‘Save All Answers and 
Submit’ button in order to submit their request. They will also need to confirm the submission: 

1.  
2. Once the request is submitted the user will be sent back to the main end user page, but  

the report will now look something like: 

a.  
b. If the request submitted successfully it will show that it is awaiting review 
c. If the request is showing ‘Not Yet Submitted’ then the submission has not been 

submitted.  
i. This is also show if you have started a request and saved it to continue 

later. To go back into the request in progress, click the view button next 
to the submission. 

3. End Users will be able to see when the request was created/submitted, the current 
status, their submission id (this is an essential number for any issues that occur because 
that identifies the submission).  

 



 
 
 

Form Workflow: 
Once the request is submitted it will route to the School for approval and then to CAD. End users can 
expect an email when the form is submitted and when it is approved.  
 
*Please Note: Requests may be sent back to the End User for revisions if necessary. The End User will 
receive an email notification when revisions are required for a submission, the details for the revisions 
will be available in the request. The End User should look for questions with issues, there will be a large 
red banner at the top of the submission noting how many questions have an issue. From there, each 
question block that had an issue recorded will also have a smaller red banner at the bottom that can be 
expanded by clicking the ‘View’ button to see what they need to fix and then submit the changes for 
review.  
 

Reviewing the status of a request: 
If you would like to see status and comment history for a request 

 Click into the submission you would like to see the history 
 Scroll to the bottom of the request and there will be a little report that shows the status and 

comment history: 

 
 
End Users will be able to see when the request was created/submitted, the current status, their 
submission id (this is an essential number for any issues that occur because that identifies the 
submission).  
 

End User Permissions: 
 
Permissions are limited to SMEs and Form Admins.  
If you are unable to access the form, please make sure that you have been entered as a current SME 
before submitting a helpdesk ticket.  

Link to the form: 
 
https://apex.liberty.edu/apex/banprd/f?p=253:14:::NO:RP:FORM_NAME:COURSE_MATERIALS_FORM  
 
 

https://apex.liberty.edu/apex/banprd/f?p=253:14:::NO:RP:FORM_NAME:COURSE_MATERIALS_FORM


 

What to do after submitting the Course Materials Request: 
If you are changing resources in your course you must submit a CM form and have it fully approved prior 
to being able to submit a CAT form for that course. 

 


