To APPROVE a Course Substitution form:
You will receive an email from:

donotreply@ndus.edu with a subject line containing form ID number:

EFORM ACTION REQUIRED: RO-Course Substitution - Form ID: 305710 and the following email — you can click on the
eForm link or log into Campus Connection:

Hello,

There is a RO-Course Substitution eForm that needs your action. To review this request, please access, then evaluate
your eForm in Campus Connection. If you have any questions, please contact your ND University System campus.

You can also Evaluate the eForm by:

1. Logginginto Campus Connection

2. Select your institutional GT eForms tile
3. Select Evaluate an eForm on the left

4. Click Search

If you click on the eForm link it should take you to a Campus Connection login and once logged in , it should take you
right to the specific form.

OR

Go to DSU e-forms tile on Campus Connection
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Next, go to Evaluate an eForm on the left-hand navigation bar. Enter FORM ID number in FORM ID field. You may also
search by form type by using the magnifying glass to search for Course Substitution. Click on blue Search button.
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If you have question about this form, please contact:
DsSU Academic Records Office
IMay Hall 111

Fhone: 701-502-4389
dsu.records@dickinsonstate.edu
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Review form contents. Enter action into Office Use Comments. You may click on blue Approve button or Route to
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IF IT HAPPENS TO BE A GENERAL EDUCATION COURSE:

Move the button below to Yes and add the department chair for the general education course. Then click on the
blue Approve button at the bottom of the page.

Gen. Ed Sub. Information

Yes

Is this a Gen. Ed Sub. Only?

*Gen. Ed Sub. Lookup ‘ Q

Gen. Ed Sub. First Name
Gen. Ed Sub. Last Name

The department chair will get an email similar to the one at the very top of this document and they will need to log
in, verify, and approve the substitution.



