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Applications Pending Review 

Use the Applications Pending Review menu to review or edit an application. 

 

1. Select Applications Pending Review from 
the Catalog Reports drop down menu. 

2. Click Review to review the application. See 
below for the Edit feature. 

3. The Application Summary screen opens. 

4. Click view to view the Application Details 
and/or to view the Application Comments. 

5. Application Details imports completed 
existing course application. 

Figure 28 – Select Applications Pending Review

Figure 29 – Select Course to be Reviewed

Figure 30 – Application Summary

Figure 31 – Application Details
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6. Application Comments will provide a review 
of all activity on this application. 

7. Use the down arrow in the Judgment section 
to do the following:  

a. Return the application for revision  
b. Terminate the application 
c. Approve the application 

8. Add Comments about the Judgment you 
selected.  

9. Click Submit Course Application Review  

10. Click Edit to enter the application. The 
application comments list the date the 
application was submitted, status of the 
application, and the user who submitted the 
application. 

11. Make changes to the application. See the 
Course Field Definitions for definitions of the 
course detail fields. 

12. Click Continue Course Application. 

13. Review the Course Type Questions and click 
Continue. 

 

Note: A comment is required when terminating 
or returning an application for revision. 

Figure 32 – Application Comments

Figure 33 – Application Judgement Action and Comments

Figure 34 – Select Edit to Change Application

Figure 35 – Enter Changes in the Edit Course Application



 

27 
 

CMS 
CE 

 

14. Review the changes and add a justification. 

15. Click Submit Application.  

16. This application will now be available in the 
Reviewed Applications report.  

 

 

 

Figure 36 – Complete Justification 


