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Panel Member Voting Walk Through 
 

1. To vote on courses, click “Course Review” on the iManage landing page after logging into the 
system. 

 
2. In the Course Review section, panel members will see the notice: 

“View Courses Submitted to This Panel – (# course(s) currently need your vote).” 
This link directs panel members to the voting system, where they can review and submit votes. 
The system also includes an “Email Panel Members” option for direct communication with fellow 
panel members. Members serving on multiple panels will see all panels they can access. Users 
with broader roles may see many panels, but the number of courses listed will show where votes 
are required. 

 
3. Once panel members have entered the voting system, a brief summary of the courses requiring 

their vote will be displayed. The courses are organized by submission type, which may include 
New Courses, Resubmitted New Courses, Ongoing Review Courses, and Resubmitted 
Ongoing Review Courses. Each submission type carries a distinct meaning within the voting 
process. 
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4. On the voting page, courses are automatically sorted for ease of review. Panel members may adjust 
this order by using the sort buttons at the top of the page and selecting “Process” to update the 
display. 

 
5. Panel members may view all courses by selecting “Show All” at the top of the list or expand 

individual sections by choosing “Show Courses” for each course submission category. 

 
6. Panel members may use “Expand All” to view every course or the “+” button to expand a single 

course. The “+” changes to a “–” to collapse the course view.

 
Expanded courses show deadlines, messages, vote summaries, and voting status. Yellow indicates 
a vote is required; white indicates the member has already voted. 
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7. Hover over the “Options” button and select “Details/Vote” to access the voting page. 

 
 

8. The voting page for the course will open in a new window. 

 

 

 
 
Continued on Next Page… 

 



9/8/2025 4 
 

 

  
Members who have not voted yet will be listed 

 

9. This section explains how panel members can view course details and make an informed voting 
decision.   

a. The top of the course page displays institutional details such as course name and 
number, credit hours, prerequisites, catalog link, and submitted files.  Selecting “View” 
opens each submitted file in a new window. 
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b. Here is an example of the syllabus that will open in the new window. Note: This example 
only shows the first page of the syllabus. How to review the syllabus will be addressed in 
step #10. 

 
 

c. This section shows the course’s current voting status and the IAI description, which will 
be reviewed later with the syllabus. 
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d. Panel members may use the discussion board to ask questions.  Select “Add Comment” 
to post your question or respond to another’s post 

 
e. The Initial Votes Summary indicates the current voting tally by those who have already 

completed the review process.  Any vote other than “Approve” requires a comment, 
allowing members to see each other’s reasoning. 
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f. The last section is for casting votes.  Members select their vote using radio buttons and 
record their vote by clicking “Submit Your Vote.” If no option fits, select “Needs 
Discussion” and include comments.  Note that descriptions of each voting option will 
display when hovering over the radio buttons. 

 
 

10. Panel members evaluate submission materials against the panel criteria document and the IAI 
description. Materials may include a syllabus, lab outlines, bibliographies, or departmental notes. 
• Panel criteria documents are found on the Panel Criteria & Documents page. 
• Course files are listed beneath the institutional catalog link. 

 
• The course description appears near the top of the voting page. 

 

https://itransfer.org/submitters/panelrelateddocuments/index.php
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11. Panel members may use tools such as printed criteria documents or split screens to review materials. 
When reviewing the syllabus, check the description, outcomes, and topical outline to determine if all 
required topics are being covered within the course.  Please see the new IAI Panel Member Training 
Manual for the Course Review Process (hyperlink coming soon) for more tips and detailed guidance.   
 

 

 
 
 
 
 
 

12. After clicking “Submit Your Vote,” a confirmation will appear as evidence that the vote was 
recorded. 
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13. After voting, close the course windows, return to the main voting page, and continue with the next course. 
Refresh the page periodically to confirm votes are recorded, indicated by the color change from yellow to 
white.. 

 

 
 


