
ISU Find Event Process History: Committee
-This report can be used to see where an Academic Plan Committee is in the approval
process. It can also be used to see if the Committee is started, in progress, saved for
later, or successfully completed.

1. Type in ISU Find Event Process History in the search bar and open the task.
2. In the “Business Process Types,” you will type “Manage Committee

Membership” into the box.
3. If you know the date the student started the task, you can change the date in the

“Initiated Date On or After” box.
4. Leave the “Student” and “Filter Name” boxes blank. There will be a place to

search by student name once the report is open.



5. Once the report is open, click on “Overall Process” and type the student name
into the “Value” box, and hit enter on your keyboard.

a. For a Committee, you must select all the boxes (green in the picture)
with the student’s name and program (yellow in the picture). This will make
sure it pulls up all of the student’s members who were added to their
committee.



b. Once all member's boxes have been selected, click Filter. (You may need
to click outside of the results in order to access the filter button behind the
dropdown options)

6. The results will populate on a new page.

7. The approval status of the committee can be viewed by selecting the blue
hyperlink under the “Overall Process.” (You must select the hyperlink of the
last member that was added to the student’s committee)

a. The last member added can be determined by looking at the Status,
Completed On, and Person columns. (These columns will be filled in)

b. All other members of the committee will have these 3 columns blank.

8. After clicking the blue hyperlink of the last member, a new page will populate.



9. Select the Process tab, and the process history will appear below.

10.Scroll towards the bottom of the page in order to find which member the approval
process is waiting for.

a. You will also be able to view the remaining process by scrolling to the
bottom of the page and selecting Remaining Process.





ISU Find Event Process History: Academic Plans
-This report can be used to see where an Academic Plan is in the approval process. It
can also be used to see if the Plan is started, in progress, saved for later, or
successfully completed.

1. Type in ISU Find Event Process History in the search bar and open the task.
2. In the “Business Process Types,” you will type “Academic Plan Event” into the

box.
3. If you know the date the student started the task, you can change the date in the

“Initiated Date On or After” box.
4. Leave the “Student” and “Filter Name” boxes blank. There will be a place to

search by student name once the report is open.



5. Once the report is open, click on “Overall Process.” Type the student’s name into
the “Value” box, and hit enter on your keyboard.

6. Select the correct student and program.
7. Click Filter. (You may need to click outside of the results in order to access the

filter button behind the dropdown options)
8. The results will populate on a new page.



9. Click the blue hyperlink under Overall Process.

10.A new page will appear.
11. Select the Process tab, and the process history will appear below.

12.Scroll towards the bottom of the page in order to find which member the approval
process is waiting for.

a. You can also view comments made on the academic plan.





ISU Questionnaire Response Report: For Internal Transfer Courses
-This report is used to view the documents submitted by students who wish to complete
an internal transfer of courses.

1. Type in ISU Questionnaire Response Report in the search bar, and open the
task.

2. In the “Questionnaires” field, enter Internal Transfer. You will be given 3 different
options to select from.

3. Select all 3 of the options: v4, v5 and v6.

4. A new page will populate with a list of students who have submitted an Internal
Transfer of Courses request.

5. Select Respondent.
a. In the “Value” field, enter the student's name and select filter.



6. Once you have found the student you are looking for, select the blue hyperlink
under Business Process Transaction.

7. A new page will populate showing the request submitted for the student.



8. Scroll down and select the forms in order to view what courses the student
wishes to transfer.

9. To view where the Internal Transfer of Courses Request is in the approval
process, select Process near the top of the page.

a. You can also view the next steps of the process by selecting Remaining
Process.


