Adding Documentation to Substitution Requests

As you know, the current substitution workflow process does not have a way to add documentation other than text
added to the comment section on the substitution. However, a system has now been put in place to allow advisors to
scan and index documents to data imaging. Department Chairs, Deans and General Education can now view this
documentation when needed when reviewing substitution requests. Below are instructions on uploading and viewing
the documents.

1. The advisor will need to submit the substitution using the substitution workflow.
2. After the sub has been submitted, go to the link below (View/Upload Course Sub Documents) to add the
documentation needed for the substitution.
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3. When a sub is submitted you will see the Upload Document link where you can attach the documents to the
appropriate sub.
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It shows the required sub and course and the date the sub was submitted. The upload document link will take
you to the page to add the documents. It auto populates the student information, you will just need to scan
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your documents and save them to a file, then click on the add page button and choose the
file — click upload and then SAVE.



If there are documents already uploaded to the sub you will need to click the APPEND button to add additional
documents.

Document Index is Duplicated X

The same index has been found in an existing document.
Select APPEND to append to the existing document
Select CREATE to create a new document

Select CANCEL to modify the index

Often an access denied error box will appear when you click SAVE — however, if you just X out of the error it should save
the document.

Access is Denied (x)

Q You do not have permission to view this page.

4. To view documentation on a particular sub you will also go to the Course Sub Document Link — once a sub has
documentation attached it will show as a link to Display Document.
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5. Once you upload your document you can go back to the Banner Document Management Results page to view

the display document link — you will just need to refresh the page. Click on the display document link next to the
sub that you want to view documentation.



