
Curriculum Change Form 
Curriculum Change Form in Banner 9 
1) Login into MyUHart:  https://experience.elluciancloud.com/myuhart and login using your single 

sign on credentials. 

2) You can begin by clicking on the Faculty Dashboard Card. 

 
3)  Click on the Curriculum Change Form link.  

 

 

https://experience.elluciancloud.com/myuhart


4) This will open the required form in Softdocs.  You may be prompted to log into Softdocs.  If so, it 

will only require your email address to continue.   

 

 
 

Using the Curriculum Change Form 
1. After logging into Softdocs, you will see the screen below. 

 

 

 

2. The Curriculum Change Form responds to the kind of change you are hoping to make.  When 

you choose Change Existing Course from the first drop down menu, for example, you will be 

asked to check the box(s) that most closely reflects the nature of the change to the course.  As 

you work your way through the form, please remember at all fields designated with an asterisk 

(*) are required. And ** requires the inclusion of a syllabus. 



 
 

3. All of the text driven fields will expand to accommodate longer entries.  Just because the box 

looks small at first doesn't mean it cannot fit multiple paragraphs for Overlap, Impact, 

Justification for Change, etc. 

 

 



4. Many of the fields are designed to help you as you fill out the form.  For each of the areas where 

you may need a contact person or a Department Chair, simply begin typing a name and within a 

few letters a list will appear.  You can simply click on the correct name in the list, and that will 

populate both the name as well as the email address fields. 

 

 
 

5. When you have completed the form, please click the Submit button to move it to the next level 

of the workflow process.  If you have not completed any of the required fields, the form will 

show in red which field(s) need to be filled out.  If there is nothing applicable to enter, please 

enter NA, so the form can be submitted. 

 

 

 

To add an attachement use the “Add Attachement” button at the bottom of the form.  Use this 

to upload the syllabus, where required. 

Once you submit your Curriculum Change Form, Softdocs will kick off a workflow to route this 

form to the appropriate person for approval.   

  



Working in the Softdocs Environment 
If you are asked to review a curriculum change form, you will likely get an email indicating that there is a 

form waiting for you.  If you click on the link included on that email, it will bring you to the main 

submission page for Softdocs.  You can also log in directly by following this link: 

https://hartfordcentral.etrieve.cloud/Index.  You will be asked to use your usual username and 

password, as well as provide for multifactor authentication. 

 

Please notice that the product opens to the Submissions screen.  You will see the list of items, or 

Packages, waiting for you to review listed below.  You can you can filter your list based on where a form 

is in the process.  Notice that the default filter is Needs Review. 

 

  

https://hartfordcentral.etrieve.cloud/Index


In addition to filtering for the status of a Package, you can also sort your list by Status, Last Activity, 

Submitted, or Submitter by clicking on the appropriate header at the top of the list. 

 

 

 

You may notice that some of the items in the list of submissions are locked.  These locks simply mean 

that someone else has begun the review process.  Any user in the recipient group/role can lock a 

package. A document in a locked package can only be edited, approved, referred to, etc., by the user 

who locked it. Just viewing an unlocked package automatically locks it to that user.. 

 

 

  



Curriculum Change Form Review  
To review a form, you will begin by clicking on that form in the list on the submission page.  The review 

screen is split into three parts.  The body, the history of the form, and the actions available to you as the 

reviewer. 

The Body of the form shows you the information that was entered by the submitter.  This information is 

not editable to you.   

On the right side of the screen, you will see the History of the document.  This will show you the entire 

path from who has submitted the form straight down to your role.  Notice that you can add an internal 

comment to this form. 

 

 

The internal comment is not visible to the submitter and is usually used to communicate between the 

levels of approval in the process.  Please type your comment, if you have one, in the box and then click 

the Send Comment button. 

 

 

 



The final portion of the screen is the Action bar at the bottom of the form.  When you review a form, 

you can either Approve, Decline, Refer, or Return.   

 

The RETURN action allows the document to be submitted to any previous user within the workflow for 

review.  You will be asked to choose the user from the list provided.  It is recommended that you include 

an internal comment as described above.  

 

 

The REFER action allows the document to be submitted to an alternative user for review.  

 

 

You will have to type the name of the user before you can refer this document forward. 

 



When you choose the DECLINE option, the document is sent through an alternate declined workflow.  

Typically, this will notify the submitter that their Curriculum Change Form has been declined.  This form 

will not go through any other steps in the approval workflow.   

 

 

In order to decline, you will have to provide a comment explaining the declination. 

 

 

The APPROVE action is perhaps the most obvious.  The document is approved, allowing it to continue its 

approved workflow.  If you are the final step in the approval process, the submitter will be notified. 

 

The last remaining action is Lock/Unlock.  As mentioned above These locks simply mean that someone 

else has begun the review process.  Any user in the recipient group/role can lock a package. A document 

in a locked package can only be edited, approved, referred to, etc., by the user who locked it. 

 

If you are not prepared to perform any action on the form, please be sure to click the LOCK button and it 

will switch to a un UNLOCK button.  This will allow someone else to review this form. 

 


