
Looking Up Past Courses in the Course Review Process 
To look up courses that the panels reviewed in the past, you must have a log in utilizing your institutional 
email address for the iManage administrative system. You can work with your institutional submitter to view 
historical course information in the review process.  This walk-through will explain how to utilize the course 
review system in iManage to view these files. The screen prints displayed here use Course Submitter 
authorities. 

Log into iManage. 

 
 



 
Click the “Course Review” at the top of the list of links. 

 



The “Course Review” section will display. 

 
Each panel has their own voting section.  You will need to navigate to the panel you wish to view courses 
submitted to it. You can use the side bar or mouse wheel or even the quick nav drop box. 

 
  



Once you are looking that the options for a panel, click the link that says “View Courses Submitted to this 
panel.” 

 
The voting section of the panel will open. 

 
If you are entering this section during the months of mid-May to mid-September or in mid-December to mid-
February, it is unlikely you will see any active courses.  If voting is active, those courses the panel is 
currently working with are displayed.  You will need to navigate to “past” course.  The next steps explain 
how to do that. 

  



Use the quick nav at the top to select the “View past courses.” 

 
The screen will load all the courses that institutions submitted to the panel since our current automated 
system was in place, since about 2008.  You can now sort how you want to see the courses in the list using 
the quick nav drop box next to the “View past courses” drop box.   

 



 
You can then click “Show Courses” to see all the courses fully displayed on the page. 

 
 



You will notice a “+” button next to each course.   

 
Click this to view the course information and find a course that the panel easily approved.  Look for a 
course with few dissenting voting like “Not Enough Info” or “Return.” 

  



When you find one, hover over the “Options” box on the right side of the page.  You will see a link that says 
“Details/Vote.” Click that link to open the course page in a new window. 

 
Here is your course page: 

 



Things on this page you want to notice include:  
The institutional course details to be sure you are looking at the course you believe you selected. 

 
Check the decision to ensure it is a course that the panel accepted the course and pay attention to the 
decision date.  It is a good idea to try to select a recent course: 

 



The voting on the course to ensure there were not any/many dissenting votes: 

 
When you are ready, click the “View File” link on page. 

 



The file will do one of two things, download for you to click to open or it may open directly in the pdf viewer. 
If it downloads, click the file to open it. 

 
Once the file is open, you can save it and view it. 

 
 



In the upper right corner, you can save, print, or reload the file. 

 
 

That is how you get to and save files in the course submission/review process.  Submitters should feel to 
download, save, and email these files to interested staff and faculty. This is a great way to help direct 
faculty in tweaking their own syllabi for submission and review.   


