
 
 
 
 
This reference guide will explain the process for Initiators to: 
 

• Submit new activities in APSEA (Approval Process for Student Experiences and Activities) for fulfillment 
of Institutional Competencies (ICs) and/or Experiential Learning (EL).  
Note: An activity in APSEA must be submitted for Institutional Competencies or Experiential Learning. 
Submitting an activity for both EL and IC is also acceptable. 

 
• Revise activity proposals that have been returned to the Initiator level for edits. 

 
These processes support the Comprehensive Learner Record (CLR) at the University of Georgia, as activities 
that meet Institutional Competencies will be displayed in the CLR. The CLR is designed to highlight students’ 
validated competencies and achievements that they have acquired through their UGA coursework and 
activities. 

 
 
 
 
 

Submitting and Revising Activities in APSEA 
 

Step-by-Step Instructions for Initiators to Submit and Revise Activities 
in APSEA (Approval Process for Student Experiences and Activities) 



 
 
Submitting New Activities in APSEA 
 
STEP 1: Log into APSEA. 

• Go to https://apsea.uga.edu/. 
• Select the “Create or Change an Activity” link or button. 
 

 
 

• Log into APSEA with your UGA MyID and Password. 
 

 

STEP 2: Start a new activity proposal. 

• Select the “Start a New Proposal” button. 
 

 
 
 
 
 
 

https://apsea.uga.edu/


 
• Select the appropriate radio button for “Academic Unit” or “Non-Academic Unit”, then choose your 

unit from the dropdown. 
o If your unit does not appear in the dropdown, please contact the Office of the Registrar at 

clr@uga.edu. 
• Enter the title of your activity as it should be displayed for students. 

o This title will also be displayed on the Comprehensive Learner Record. 
o The title field has a 75-character limit. 

• Click the “Proceed” button. 
 

 
 
 
 
STEP 3: Complete the Activity Info tab. 

 

 
• Complete each required field on the “1. Activity Info” tab. 

o All required fields are indicated by a red asterisk next to the field heading. 
• Each heading in blue can be selected to display help text that will assist in completing the field. 

o If you have any additional questions regarding these fields, please contact the Office of the 
Registrar at clr@uga.edu. 
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STEP 4: Complete the Student Learning Outcomes tab. 

  

 
• On the “2. Student Learning Outcomes” tab, provide the Student Learning Outcome(s) (SLOs) for 

your activity. Student Learning Outcomes are required to submit the activity. 
o Student learning outcomes describe the knowledge, skills, and abilities that students should 

attain through an academic experience. These outcomes should therefore use student-
focused language and should describe the intent and the desired outcome of the activity. 

o Tips for writing SLOs can be found on the Office of Instruction website. 
o Guidance for writing SLOs that will fulfill Institutional Competencies can be found on the 

Office of the Registrar website. 
 SLOs must be added for the “4. IC” tab to populate correctly. 

• SLO Example: “Students will assess their abilities as leaders and how to improve their leadership 
skills through written self-reflection and evaluation. In addition, they will give and receive 
systematic and specific feedback on leader attributes, values, and core leader competencies with 
other students participating in this activity.” 

• Use the “+” button found beneath each SLO text field to add a new text field for additional SLOs. 
Each distinct SLO should appear in a separate text field. 
 

 
 

 

STEP 5: Complete the EL (Experiential Learning) tab. 

NOTE: While this tab is optional, an activity in APSEA must be submitted for fulfillment of Experiential Learning 
(EL) or Institutional Competencies (ICs). Submitting an activity for both EL and IC is also acceptable. 

 

 
 
 
 
 
 

https://instruction.uga.edu/units/assessment/how-to/
https://reg.uga.edu/faculty-and-staff/InstitutionalCompentencies_SLOsAndICs_Guidance.pdf


 
 

• On the “3. EL” tab, select the radio button of the EL Area that best fits your activity. Only one EL 
Area can be selected. 

 

 

 

• Once an EL Area has been selected, complete the EL Learning Outcome sections with the relevant 
information for the proposed activity. The EL Learning Outcomes include: 

o Engagement Learning Outcome 
o Mentorship Learning Outcome 
o Challenge Learning Outcome 
o Ownership Learning Outcome 
o Self or Social Awareness Learning Outcome 

 

 

 

 

 

 



 

• The required fields in each section are indicated by a red asterisk next to the field heading. 
 

 
 
• For more information on Experiential Learning, visit the Experiential Learning website and the 

Experiential Learning Rubric. 
 

 

STEP 6: Complete the IC (Institutional Competency) tab. 

NOTE: While this tab is optional, an activity in APSEA must be submitted for fulfillment of Experiential Learning 
(EL) or Institutional Competencies (ICs). Submitting an activity for both EL and IC is also acceptable. 

 

 
 
 
 

• On the “4. IC” tab, expand the section of any Institutional Competencies that are applicable to the 
activity. The Institutional Competencies include: 

o Critical Thinking 
o Analytical Thinking 
o Communication 
o Social Awareness & Responsibility 
o Creativity & Innovation 
o Leadership & Collaboration 

 

https://el.uga.edu/
https://el.uga.edu/faculty-staff/el-rubric/
https://reg.uga.edu/_resources/documents/curriculum/Institutional_Competencies_Rubric.pdf


 

 
 
 

• Within the relevant IC section(s), view the Student Learning Outcomes that have populated from 
the “2. Student Learning Outcomes” tab. Select the check boxes next to any SLOs that meet the 
relevant Learning Outcomes of the expanded IC. 

o An IC should only be mapped to an activity if it is evidenced by the activity SLOs. 
o Not all SLOs or IC Learning Outcomes under an Institutional Competency need to be 

selected for the activity to meet that Competency. 
 

 
 
 

• For more information on Institutional Competencies, visit the IC page on the Office of the Registrar 
website.  
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STEP 7: Preview or share the activity proposal.  

• To display a preview of the activity proposal in a new window that does not have text boxes and 
will allow you to print a copy of the proposal, click the “View Proposal in New Window” button at 
the top right of the proposal page. 
 

 
 
 

• To copy a link to the preview of the activity proposal, click the icon in the top right corner of the 
preview page. 

o This will allow you to share the activity proposal that is in progress at the Initiator level. 
Once the activity is submitted, the proposal will be viewable in APSEA Browse. 

 

 
 
 
 
 
 
 
STEP 8: Save the activity proposal for further editing or submit the activity proposal for Dean/Vice President 
review. 
 

• Navigate to the bottom of the proposal page. 
• Complete the “Originator of Request” fields with the information of the person completing the 

activity proposal form (i.e., the Initiator).  
• Add any desired comments for those who will view the proposal later in the review workflow. 

 
 
 
 
 



 
 
 

• To save the activity proposal for further edits, select the “Temporary Save” radio button and the 
“Submit” button. 
 

 
 
 

• To submit the activity proposal forward for review by the Dean or Vice President of your Unit, 
select the “Submit to College/School Dean” or “Submit to VP” button, then the “Submit” button. 

 

 
 

 
 
 

 



 
 
STEP 9: Continue working on a temporarily saved activity proposal. 
 

• Go to https://apsea.uga.edu/. 
• Select the “Create or Change an Activity” link or button. 
 

 
 
 

• Log into APSEA with your UGA MyID and Password. 
• Select the “Edit or Review a Proposal” button. 

 

 
 
 

• Select your unit from the “Unit” dropdown. 
• Select the “Initiator” role from the “Role” dropdown. 
• Select “Work on an Unfinished Activity Proposal” from the “Task” dropdown 

 
 

 
 

 

https://apsea.uga.edu/


 
 
 

 
 

• Select the radio button next to the activity proposal you wish to continue editing, then select the 
“Proceed” button. 
 

 

 
 
• Continue editing your activity proposal. 

 
 
 
Revising Returned Activity Proposals in APSEA 
Follow the steps below if a submitted activity proposal has been returned to the Initiator level for edits or 
revisions.  
 
STEP 1: Log into APSEA. 

• Go to https://apsea.uga.edu/ 
• Select the “Create or Change an Activity” link or button. 

https://apsea.uga.edu/


 
 

• Log into APSEA with your UGA MyID and Password. 
 
 
 

STEP 2: Select the activity proposal in need of revisions. 

• Select the “Edit or Review a Proposal” button. 
 

 
 

• Select your Unit from the “Unit” dropdown. 
• Select the “Initiator” role from the “Role” dropdown.  
• Select the “Proposals Returned for Initiator Action” option from the “Task” dropdown. 

 

 
 
 



 
 

• Select the radio button next to the activity in need of revision, then select the “Proceed” button. 
 

 
 
 
 

STEP 3: Make the necessary revisions to the activity proposal and resubmit it for review. 

• Review any comments submitted by the user who returned the activity proposal to your level. 
These comments can be found near the bottom of the proposal page within the “COURSE 
RETURNS” field. 
 

 
 

• Make any necessary revisions to the activity proposal. 
 

• Once you have completed your revisions, navigate to the bottom of the page and select the 
“Return to the person who sent this activity” button, then select the “Submit” button. 

 

 


