
Online Course 
Substitution Form

Training v.2

“Practice the philosophy of continuous improvement. Get a little bit 
better every single day.” -Brian Tracy



Today’s Agenda & Goals

Goals

• Review Course Substitution 
Workflow (no changes)
• Highlight changes based on 

faculty feedback
• Provide information about 

where to direct questions

Agenda

• Online Course Substitution Initiation
• The Course Substitution Process
• Initiator Section – what’s important?
• PC/DC (first approver) – what’s 

important?
• Dean of Faculty and Students 

(second approver) – what’s important
• Where do I direct questions?



Advisor initiates 
form; submits 

through MyCTState

Form received & 
reviewed by 

Campus PC/DC

Form received & 
reviewed by 

Campus Dean

Form received & 
processed by 

Degree Audit Team

Student & Advisor 
notified of course 
substitution status

CT State Course Substitution Form
Workflow



Advisor Online 
Forms Card

• Click on the Course Substitution 
link in the Advisor Online Forms 
card in MyCTState

• Those assigned the advising role, 
will have access to the card and 
course substitution form.

• The course substitution form can 
be completed by those who 
working in an advising capacity.

https://my.ctstate.com/


Initiator:  View 1 Student Information

@



Initiator: View 2 Course Details



PC/DC Email Notification

A reminder email will be
Sent every three days 
until the form is routed.



PC/DC (First Approver) & Routing Section

Use the Notes Section to 
communicate to the 
Dean 

Example:  Spoke to Steve 
Marcelynas



Dean of Faculty or Dean of Faculty & Students 
(Second Approver) & Routing Section

Note: Required Fields (*)
           New Section Labels
             



Degree Audit Technology Specialist

Note: Required Fields (*)
           New Section Labels
             



Final Correspondence – Post DW Updates
noreply@ctstate.edu

           To:_____________

Dear Student,

Your request to substitute course S with SGRFZ has been approved. To see the course 
substitution, log intomyCTState and Degree Works.  Please see your Guided Pathway or 
Faculty Advisor if you have any questions about the substitution. Please see your Guided 
Pathways or Faculty Advisor for details and to discuss your enrollment options.

Regards,
The Guided Pathway and Faculty Advising Team

mailto:noreply@ctstate.edu


Tips & Questions?
TIPS

ü Steve Marcelynas, Director for the Office of Transfer & Articulation, must 
be consulted by PC/DC for substitutions related to TAP programs 
(smarcelynas@commnet.edu )

ü Double Check Spelling of names and email addresses
ü If you’ve received multiple email reminders to review a substitution, please 

click on the link in the most recent email.
ü Close the browser once you “submit” the form.
ü Campuses provide a list of first approvers for each program
ü Questions email or TEAM

§ Jean Main or Noel Rosamilio about the form and its function
§ ctstate-degreeworks@ct.edu for questions about Degree Works
§ Your campus Dean of Faculty with questions about substitutions

mailto:smarcelynas@commnet.edu
mailto:ctstate-degreeworks@ct.edu


Tips & Questions?


