
Electronic Curriculum Request Form 
This document will detail how to use the Electronic Curriculum Request form. This form is a replacement for 
the paper form for curriculum changes. It currently only supports course changes. The form is very dynamic 
and robust, and was built with ease of use in mind. This document is a companion piece that will help to 
make sure that there are no unclear items or problems when filling out the form. If any problems or 
questions do arise, please feel free to reach out to oit-workflow@wmich.edu.  

 
Location 
The Electronic Curriculum Request form is located within Self Service Banner, and can be accessed through 
GoWMU. The rest of the document contains a step by step guide detailing how to get to and subsequently 
navigate the form.  

The Workflow Curriculum Modification Form is located within Self Service Banner, and can be accessed 
through GoWMU. Please log into GoWMU, navigate to All Links, Faculty Menu, Electronic Curriculum 
Process, and click the Initiate Electronic Curriculum Request link. 

Alternatively, this form can be found under All Links, click on the Faculty Menu, once inside the Faculty & 
Advisor Services menu has loaded, scroll to the bottom where you will see a menu entry titled Curriculum 
Requests - Workflow. 

 

1. Workflow Curriculum Modification Navigation 
You’ll be taken to the first of several questions on the Workflow Curriculum Modification screens  

• Select Yes to resume work on a previously saved proposal.  
• Select No to start a new curriculum change request/proposal.  
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Resuming a Previous Request (you selected YES in step 1) 
The resuming a previous request screen has a listing of the previous requests you have saved, and the date 
and time the last save occurred. From this screen you can either delete one of these drafts or continue 
working on it. If you have zero requests to resume, you will get a message telling you there is nothing to 
resume.  After clicking Next, you will be taken to step 4. 

 
 
 

 

Initiating a New Curriculum Change Request (you selected NO in step 1) 
In order to complete a curriculum change request, some required information needs to be collected. All of 
the information on this page must be filled out in order to proceed.  

 



2. Workflow Roles Verification
After you have completed the initial information collection, the system will then check to see if all the Banner 
Workflow roles are set up for your college and department. In order for Banner Workflow to properly route 
the curriculum request 5 roles must be set up.  

1. You must be a Curriculum Initiator
2. A Chair/Director must exist for your Department
3. A Dean must exist for your College
4. A Curriculum College Committee person must exist for your College
5. A Curriculum Department Committee person must exist for your Department

If these roles are not properly set up, you will be shown an informational page that will tell you exactly what 
is missing. An email that details this will also be sent to you. If you need to be set up as a Curriculum Initiator, 
you can do so by visiting the Workflow Access Request Form, located in GoWMU Please log into GoWMU, 
navigate to All Links, Faculty Menu, Electronic Curriculum Process, and click the Request Banner Workflow 
Initiator Role link. Additional documentation for this form is available on the Faculty Senate’s website, 
https://wmich.edu/facultysenate/policies/curriculumreview. 

Again, please feel free to reach out to oit-workflow@wmich.edu if you need any help.   

Once all five of these roles are assigned, you will be able to submit a request. 

3. Improvements Checklist
Based on your answer to the procedure type (whether you are completing a Change, Deletion, or New 
request) you will see a different amount of information on this page. Below is a mockup of three separate 
examples of what this page can look like. This checklist is dynamically generated. On this screen you may be 
required to put in a course. Please use the Subject Course Number format (ENGL 1050 for example). If there 
are more than 2 possibilities, this screen also allows for multiple items to be checked. For example, you can 
have a course change that includes a change to the title, description, credit hours, and cross-listing status. 
Please select all applicable choices on this screen, failure to do so may result in the denial of your request. 
Based on the selection you make here, different subsections of questions will be displayed on the subsequent 
page. It is imperative you select all choices here. 
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4. Curriculum Data Collection
The following page contains the bulk of the curriculum request. It has a list of questions that is dynamically 
generated based on the checklist selections made on the previous page. As a result, the questions asked are 
only specific to the information that needs to be collected. You won’t be asked for any superfluous 
information, and this allows for every question on the page to be required. You may type “not applicable” in 
a box for an answer, but something needs to be entered. The form will also do its best to prepopulate as 
much information as it can. It will look for things like credit hours, banner course title, prerequisites, and 
catalog course description. 

After you have filled out all questions, you have two choices for proceeding. 

You can either save your answers as a draft to come back to later or submit your request. 

• If you would like to save your request, you can come and finish it at any time. This will allow you to
resume from right where you left off, as you would with an E-mail draft. To do this, simply click Save
Request Draft.

• If you are ready to submit your request, please click Proceed to Verification. You will be given one 
more chance to double check your answers, this is not yet the Final Submission of the first stage of 
the  request.

6. First Verification
After you have clicked Proceed to Verification on the previous screen, you will be brought to a display only 
(meaning you cannot change any information) page that shows the question and answers from the previous 
page. Please carefully review your answers to make sure you have filled them out correctly.  

If you decide there is something you would like to change or find a mistake that needs to be corrected, please 
click the Correct Request button. You will be returned to the previous question and answer screen with all of 
your answers intact. Otherwise, if everything looks good, you are ready to move on.  

7. Create and Save a .pdf of the Web Form
Because only people with designated workflow roles can see a fully formatted form, it’s important to attach a 
readable copy of the form to the proposal so that members of the Department Curriculum Committee, the 
College Curriculum Committee, COGE, GSC, USC, etc. can easily access the information. This step is a 
recommendation for ease of use, and is not required by the Office of the Registrar or any other governing 
body. The Verification Form provides the most readable version of the form. At this point, before submitting 
the request, please print and save a .pdf of the verification form using the print function in your browser (or 
Ctrl P). You will attach the .pdf to the workflow in step 9 below. 

8. Completion of First Stage of Proposal Initiation
Once all the information is correct and you have optionally saved a .pdf of the form, click Submit Request. 
The final screen you will see in Self Service Banner contains a thank you and a request number. This request 
number (made up of the Subject, Course, and date) will be used as a reference later in the Banner 
Workflow system. 



9. Final Proposal Submission
After completion of the steps above, you will also be sent a short summary email that contains the same 
request number and the instructions to finalize your curriculum course request. Your request is not yet 
complete, you must go to Banner Workflow for the finalization of your request. 

Click on the link provided in the email to access the Banner Workflow System. Please note, you must be using 
an on campus connection or the WMU VPN to use Banner Workflow.  

The Banner Workflow system can be accessed via GoWMU. The link is under the All Links menu, and the 
Data Access Center submenu. The link text reads Banner Workflow – On Campus or VPN Required. You may 
also notice that within the Data Access Center there is a link for the Banner Workflow Access Request Form. 

You will be taken to your Worklist and should be able to see the proposal you just created and any other 
proposals that need your attention. If the “Activity” is “coursecurr,” your proposal has not yet been 
submitted. 

Click on the course you want to submit. 

You’ll be taken to an editable version of the form. You can optionally make any changes that you need/want. 
Then, scroll to the bottom of the page to attach the .pdf you optionally created in Step 7, a syllabus if it’s a 
Gen Ed or New Course, and any other supporting documents. (see image on the next page) 

• Select Attach File. You’ll be taken to another screen.
• Browse for and attach the .pdf from Step 7 and any other documents. ONLY attach .pdf file format.
• Additionally, attach any other required supporting documents, such as a syllabus or letter of

recommendation.
• You’ll be taken back to the editable version of the form after attaching your files. Check that all

attachments are present and make any final changes to the proposal.
• Click Complete. Your proposal has now been submitted to your Department Curriculum Committee

Chair. Your work here is done.
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