
 
 

SBCTC Plan Approval Request  
In this tutorial, you will see how to use the new online Plan Approval Request (PAR) form as well as the process for plan 

approvals.  

PAR Tutorial 
1. New Plan Approval Requests 

2. Form Outline 

3. Process for Plan Approval Requests 

 

Plan Approval Requests  
All professional-technical degree and certificate programs must be approved by the State Board for Community and 

Technical Colleges (State Board) prior to program implementation.  Colleges will request approval of their new 

professional-technical degrees and certificate programs by using the online Program Approval Request (PAR) form.   

The information below outlines the form and explains the information that the State Board needs to approve program 

implementation.   

Please refer to the PAR Guidelines for more information about the approval process.   

Accessing the PAR Form  
Before a college can access the Plan Approval forms, they must have credentials as a user to log in. To be added as a user, 

please contact your college administrator (list of college administrators located under the Resources tab) of the Plan 

Approval site (image below).   

 

Refer to the College Management Tutorial located under the Resources tab for more information about access to the 

site and the different roles.  

If you are unable to login to the form, please email programapproval@sbctc.edu for guidance.   

 

 

 

https://www.sbctc.edu/colleges-staff/programs-services/professional-technical/
mailto:programapproval@sbctc.edu


 
 

A.  

 

New Plan Request  

Login 
1. Once logged in, on the Plan Approval page, select the New Plan link located at the top of the page (visual B 

below). 

2. On the New Plan Approval Request (PAR) page, select Create new PAR (visual C below). 

3. On the PAR-Contact Information page, enter your contact information.  The other contact fields will be auto-

populated based on information we received from your college.  Select Continue to Plan Info (visual D below). 

Please email programapproval@sbctc.edu if the contacts on this page should change.  
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B. 

  

 

C. 

 

 

 

 

 

 

 



 
 

D. 

 

 

New Plan Request  

ctcLink Fields  
 

1. You will make your new plan request on the PAR – Plan Information page. The fields on this page are what will 

be entered into ctcLink (visual E below).   

2. Please refer to the PAR Guidelines and view the PAR Form Key Terms to learn more about each field on this 

form.  

3. Click on Continue to Description when ready (visual F below).  You can also select the Save for later option if you 

choose to come back to the form and complete it later.     
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E. 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

F. 

 

 

New Plan Request  

Description  
1. You will provide your statement of need, brief description of the program, learning objectives, curriculum guide 

and course descriptions, as well as advisory minutes on the PAR – Plan Description page (visual G below). Please 

refer to the PAR Guidelines on what is needed for the different program and award types.  

2. Once complete with this page, select the Continue to Assessment button (visual H below). 

3. You can also select the Save for later option if you choose to come back to the form and complete it later.  
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H. 

 

New Plan Request  

Assessment of Need   
1. You will enter the supply and demand, wage information, and inter-college communication on the PAR – 

Assessment of Needs page (visual I below). Please refer to the PAR guidelines to review the requirements for 

program and award type.    

2. Once finished with this section, the VPI of your institution (or assigned designee) can review and complete the 

checklist (visual J below) before selecting Submit Completed PAR (visual K below).  You can also Save for later if 

you need to collect more information and come back to the form.     
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New Plan Request  

Process and Timeline  
1. SBCTC will receive your request once you’ve submitted your completed PAR and begin processing the request.   

2. A copy of your request will also be sent to the individuals at your institution that are identified as departmental 

contacts on the PAR form as well as your campus VPI.  

3. SBCTC staff will be in contact with you promptly as to next steps and communication will be via the 

programapproval@sbctc.edu email.  

4. Once all questions are answered and further information is collected, SBCTC will submit a ticket via the Solar 

Winds ticketing system.  Your Solar Winds contact listed on the form will be added as the client to the ticket and 

you will be copied to the ticket.  

5. Once a ticket is submitted, communication will begin with the Solar Winds ticketing system.  

a. Please note that you must have full access to the Solar Winds ticketing system if you want to view the 

ticket in detail and respond via the ticketing system yourself.  

i. To obtain access, please contact your ctcLink College Leader.  

6. Once the plan is created in ctcLink, it will remain in inactive status until the college reviews the new plan in the 

Academic Plan Table and confirms that the information in ctcLink is correct. 

7. Once reviewed and confirmed, the plan will be set to active status and the ticket will be resolved. This will serve 

as the formal approval of the new plan.   
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