
Requesting a Custom Route 
 

1. Navigate to the Decisions tab and select Custom Route > Make My Decision. 
 

 
2. Select Participant(s) whom you would like to access/edit the proposal > Add Participant. 

 

 

 
2b. Select the individual from the Hierarchy dropdown to bring the person into the 
proposal workflow. 

 

 

 
 
 

 
2c. Search the Hierarchy to locate the appropriate school or department to select the 
correct individual to whom the proposal should be Custom Routed. Once you find the 



correct person, click their name and then click Add Role(s). You can add multiple people 
if needed. 

 

 
 

 
3. Set up the Rules for the Custom Route. Check Edit Proposal and Make Comments. Do 

not check signature required box or agenda available. 
 

 
 
 
 
 
 
 

4. Set up the Decision components. 



a. What type of decision is this? - Select Requires 100% participation and 100% 
approval  

b. What kind of decision flags will you allow to be used on this proposal? – Select 
any that apply 

c. Where will the proposal go after the custom route? – We recommend selecting 
Proposal should come back to this step (so the edits can be reviewed) 

 

 
 
 

5. Deadline/Reminders are not required, but, if you want to enter reminders for this section, 
we recommend the below values. 
 

 
 



6. Enter your comment for the Custom Route and select Request Custom Route. The Office 
of the University Registrar will then be notified that a Custom Route has been requested. 

 

 
 

 

7. After the custom route is approved by the Office of the University Registrar, the proposal 
will reappear under your My Tasks tab for your approval. Click on the proposal and 
select Decisions > Approve > Make My Decision. This completes the Custom Route 
process. 

 

 



Returning a Proposal to the Previous Step 

 

1. Go to the Decisions tab and select Reject > Make My Decision. This will reject the 
current step of the workflow and send the proposal back to the previous step. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Returning the Proposal to the Originator 

 

1. If the proposal needs to be rejected past the previous step, including to the originator, 
please email the request to curriculog@pitt.edu, and the Office of the University 
Registrar will assist you with your request. 
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