
COURSELEAF 
WORKFLOW FYI EMAIL GUIDE  

 
When a program or course proposal is submitted, it kicks off a workflow process. If your role 
has been added to the workflow process as an “FYI”, you will receive an email with a link to 
review.  No approval or further action is necessary.  

 
1. You will receive an email from 

“CourseLeaf Curriculum Action”.    
 
 

 
2. Click on the link in the body of the 

email to be automatically directed 
to the proposal to view.   
 

 
 
 
 
 
 
 
 
 

3. You may have to enter your 
email and password before 
being allowed access to 
CourseLeaf.  Click Sign In.   
 
 
 
 
 
 
 
 
 
 
 
 
 



4. You may have to click on the CourseLeaf icon as part of the final login process.   Click on 
the round red icon.   

 
 
 
 
 
 
 
 
 
 
 
 

5.  If it is a Course change, 
the system will open in 
the Course Management 
screen.  If it is a Program 
change, the system will 
open in the Program 
Management screen.  
Scroll down to review the 
proposal.   
 
 
 
 
 
 
NOTE:  Green text indicates new information proposed while Red text crossed out 
indicates text removed or changed.  Reviewer comments will also display, if added, at 
the bottom of the proposal.    
 
NOTE:  The workflow stages will appear in the Workflow window to the right.  It is 
highlighted for the current queue.  (Previous approved queues are green) 

 
6. When finished reviewing, close out of the browser.  

 
NOTE:  To access the proposal, use the link in your email.   

 
 
 
For any additional questions, contact Holly Broxterman at holly.broxterman@washburn.edu 
or at x. 3870.   

mailto:holly.broxterman@washburn.edu

