Instructions for Accessing the Online Course Inventory Approval System

These instructions are also available at www.wright.edu/courseinvmgt 



* To subscribe to the WINGS Workflow Channel:
Logon to WINGS with your campus sign on, e.g., w001wln
http://wings.wright.edu
Click on "Content/Layout",
Click on "New Channel",
Select Category "Applications",
Select Channel "Sct Workflow Worklist",
Click "Add Channel",
Click on "Back to Home Tab".

This needs to be done only one time when you first access the system.

* To get to the Workflow Application:  
From the Workflow Channel ...
Click on the "Open Workflow" link, 
The system will take you to the Workflow Application, 
Here you can ...
Get to your Worklist, 
Search for Workflows, 
Look at your User Profile, 
Set a proxy.
* When a task arrives in your Worklist:
Click on the task,
The system will bring up the request form, 
You may have the authority to edit the form, 
Scroll to the bottom to check Notes & Attachments, 
Scroll to the bottom to take action on the form, 
For example: Review, Approve, Reject, etc. 

*To assign a Workflow Proxy:
From the Workflow Application ...
Click on "User Information",
Look for the "(REG) Course Inventory Role", 
Click on "Add Proxy", 
Select the user id of your proxy, 
Set an effective to-date, 
Click both confidential check boxes, 
Click "Save".

If you do not see the user id of your proxy, 
please send an email to wallace.neikirk@wright.edu with the user id of the proxy, 
who will add them to the proxy list. 

* To get help:
Representatives from each College have received training in the use of this workflow process.  Please contact your Semester Conversion College Coordinator for individuals in your College who have had this training.  
If you cannot obtain assistance in this manner, call the help desk x4827.
If you need more information, please contact Wallace Neikirk at (wallace.neikirk@wright.edu). 

