
Course Submission – Walk Through – Screen Prints in order 

1> Find iManage on the home page 

 
 

  



2> Login 

 
 
 
 

  



If password is forgotten, follow these steps 
 

 
 

 
 



3> Click Course Review at the top of the page to work with courses in the submission process

 

  



4> To submit a new course, click the link “Submit a New Course to This Panel” for the appropriate 
panel.  Each panel has their own submission form within iManage.  As such, the submission 
must be done separately within each panel section.  To navigate to the panel you are seeking, 
use the drop at the top. 

 

 

https://itransfer.org/IAI/iManage/Course/Institutional/SubmitCourse.aspx?PanelCode=G_COM


 
5> Once the submission is begun, the following page loads 

 
 



Fill in the information for the course, including course department coding and titles, semester or 
quarter hours, and any prerequisites.  Please include course titles and any IAI codes that match 
the prerequisite.  This helps panel evaluate the prerequisite information. 
 
Once the information is completely entered, click the “Next Step” button. 

 
 

  



6> On the next screen, check your document(s) to ensure all the pieces requested are included in 
your documentation you will be attaching to the submission.  You can find information 
published by each panel in the “Course Submitters” section of the site.  We will add a walk 
through at the end of this document for navigating to the “Panel Related Documents” section.   
As the submitter, by checking the boxes here, you are indicating that the information requested 
in the checklist is present.  Please read the entire list as important information and directions to 
you as the submitter may be included in the items. 

 

  



 

  



7> Once the checklist is completed, you can attach your documents.  We recommend converting all 
documents, including any online resources or documentation, into the pdf format before 
completing the submission and attaching them to the submission.   
You can use the fields and drop boxes to identify your files to panel.  Be sure that your file titles 
do not have any special characters in them. 

 

  



 

  



8> Click “Submit” to proceed through the process. 

 

  



9> If you missed any of your checklist items, you will get an error screen.  All items must be 
checked and all fields must be filled in to proceed through the process. 

 
 
If you do get an error and need to fix anything, be sure to reattach your documents as they will 
clear off your submission if there is an error!  Reattach the files, and click “Submit” again. 
 

 



 
10>  You will get a review screen that indicates all the information you provided in the submission 

forms and your files that you can click to review and view to ensure things look as they should.  
You can edit items if you need to. 

 

  



Ensure that the course information is correct. 

 

  



Review your files. 

 

  



When you are satisfied with your submission, click “Submit Course.” 

 

  



11>  You will be given a confirmation that the course is sent.  It may look slightly different than this 
but it will provide a note that the course has been sent to the IAI Administrators for further 
review and loading into the system.  You will receive an email confirmation that this occurred as 
well.  If you are ever concerned that there was a mishap along the way, please contact the IAI 
staff at iai@itransfer.org to verify we have the course and things are okay.  We are here to help! 

 

  

mailto:iai@itransfer.org


Click the “Continue” button to return to the main Course Review page to working on another 
course, etc. 

 



To get to the “Panel Related Documents” section of the site 

1>  From any page on the main site, click “Course Submitters” at the lower part of the page. 

 

  



2> The “Course Submitters” page has the items that course submitters use most often in exploring IAI 
and in the submission process. 

 

  



Pull down through the page and find the link for “Panel Related Documents.” Click the link to go to the 
page. 

  



3>  The Panel Related Documents page provides links to individual pages for each panel. 

 

  



Find the panel for which you want to view published documents. Click the appropriate link for the panel. 

 

  



4>  You will land of the panel’s page and can view documents and download or save them as necessary.  
Please feel free to share this information with your faculty and staff.  These documents are reviewed 
and updated regularly. 

 


