
SBCTC Plan Modification Request  
In this tutorial, you will see how to use the new Modify Existing Plan form as well as the process for plan modifications.  
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Plan Modification Requests  

Any change to program title or curriculum modifications which result in a change to total credits must be approved by 

the State Board staff prior to the college offering the modified program.  

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

modifications.   

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

Accessing the Modify Existing Plan 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. 

 

Modify Existing Plan Request  

Login 
1. Once logged in, on the Plan Approval page, select the Modify an Existing Plan link located at the top of the page 

(visual B below). 

2. On the Modify an Existing Plan page, enter the plan code of the plan you want to modify and select Search 

(visual C below).  If you do not know the plan code, please email programapproval@sbctc.edu for guidance.  

B. 
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C. 

 

 

Modify Existing Plan Request  

ctcLink Fields  
1. You will make your plan modification request on the Modify Existing Plan page (visual D below). Some of the 

fields will be populated with what they show currently in ctcLink. You can replace information in these fields if 

changes apply.   

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

form.  

3. Upload any supporting documents using the Upload button. Make sure to select a file type and enter text in the 

file description box or the file will not upload.  

4. Once your VPI (or VPI designee) has reviewed and approved your request, you can select Submit Plan for it to be 

sent to and reviewed by SBCTC (visual E below).  

 

D. 

 

 

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


 

 

 

 

 

 

 

 

 

 



E. 

 

Modify Existing Plan Request  

Process and Timeline  
1. SBCTC will begin processing your request once you’ve submitted your completed revision form. 

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

contacts on the Modify Existing Plan 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 any 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 as well.    

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 existing plan is modified in ctcLink, the college will need to review the change and confirm that the 

information in ctcLink is correct.  Once reviewed and confirmed, the ticket will be resolved. This will serve as the 

formal approval of the plan modification.    
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