
 

Flex Plan Module Overview for Faculty 

• Navigate to Flex Plan located on the far left widget of the dashboard in the “Faculty Portal.”  
• There are 2 boxes that keep track of the plans that have or have not been initiated.  

 

Steps for Submitting a Flex Plan   

Method 1: Complete Flex Plan Individually 

• Scroll down to Step 1 to Select Courses to Review or Initiate plans. 
• Click on “View” under Step 1 for the plan that needs to be to worked on.  

 

Method 2: Complete Flex Plan in Bulk  

• Check the boxes for the requested plans to be completed in Step 1 and continue to Step 2 to 
select multiple courses to specify a flex plan in bulk. 

 



Filling Out the Flex Form Request:  

• The next window should open to a list of questions. Complete the List of Questions and click on 
“Initiate and Request Review.”  

 

 

 

 

 

 

 

 

 

 

• Once any Submission Errors are addressed and all the information in put in correctly, click on 
“initiate and request review.” 

 

 

After the Request has Been Submitted: 

• The last window should show you a green check mark with a “Success! Your Action Has Been 
Completed” indiciating that the Flex Plan as been submitted.  

 

 

 

 



• The Submitted Flex Plan box on the main Flex Plan dashboard should now show a new Number of 
Plans Initiated. 

• And the status will change to “Waiting for Staff Review” for that specific course listed below. 
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