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Course Substitution Workflow



Step 1: Form Initiated (Advising)

• The Course Substitution form is accessible in myCTState (through 
the “Advisor Online Forms” card).



Step 1: Form Initiated (Advising)

• Enters the student’s Banner ID (name & email address will self-
populate)
• Enters remaining fields (including campus), and hits “submit”.



Step 1: Form Initiated (Advising)
• Enters all required fields in the “Course Detail” section. 
• Enters the Campus DC name & college email address.
• Enters their own name & college email address.
• Click “Submit”.



Step 2: Department Chair
• Campus Department Chair will receive email notification of a form pending approval. 
• Click “Review Form Here” to view the course substitution form. 



Step 2: Department Chair
• Review academic information provided by form initiator. 
• Complete all required fields in the Campus Department Chair section. 
• Approve/deny, and assign to Campus Dean of Faculty/Students.



Step 3: Campus Dean
• Campus Dean will receive email notification of a form pending approval. 
• Click “Review Form Here” to view the course substitution form. 



Step 3: Campus Dean

• Review academic information provided by form initiator. 
• Review approvals by Department Chair.
• Approve/deny as appropriate.
• Form automatically routed to Degree Audit Tech Specialist for that 

campus. 



Step 4: Degree Audit Team

• Receives notification of the approval of the course substitution 
request.
• Course substitution entered into the student’s Degree Works audit.

• Note: if TAP program, Degree Works Team will confirm that the 
Director of Transfer & Articulation (CSCU) has reviewed/approved. 
This should be documented by the campus in the “justification” 
section of the form.

• Note: if denied, student & form initiator will be sent an email 
notifying them that the substitution has not been approved.



Step 5: Student Notification



Key Takeaways

• Campuses should maintain a current list of Initiators, Campus 
Department Chairs, and Campus Deans to avoid mis-routing the 
form.

• Email address must be typed accurately to ensure delivery. 

• Communication is key! If a Department Chair or Campus Dean will be 
out for an extended period of time, please assign a delegate to 
review in their place. 



Questions?


