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Introduction

CONVENTIONSSEDIN THISMANUAL

We have attempted to make this manual as easy to read and navigate as possible. To that end, a few basic
conventions will be used throughout the manual.

As all web browsers render web pages differently, the screenshots used in this manual may differ slightly from
what is displayed in your web browser. These images are intended as reference only and were taken using the
Firefox browser.

DIGARC supports the current and previous major releases of Chrome, Firefox, Edge, and Safari on a rolling

basis. Each time a new version is released, we begin supporting that version and stop supporting the third most
recent version.

Many places in this manual will refer to other sections for additional information. Such references will be

underlined links. For example: i F onore information, see the Conventions Used in this Manuals e ct i on. 0

Any important notes or shortcuts that relate to a section will appear in bold and italics. For example:
Note: The deletion of a course cannot be undone.

Some sections will describe additional features only available to Acalog Enterprise Edition users. These features
will always follow a header that reads Enterprise Edition Specific Features and will appear with a faint green
background like the one seen behind this paragraph.

ABOUTACALOG

The goal of Acalog is to centralize administration and public use of all your academic catalogs via a
straightforward, web-based interface.

Acalog is made up of two main websites:

1 Publisher - the administrative side of your Acalog; the Publisher allows you to manage all the data in
your catalogs.

1 Gateway - the public side of your Acalog; the Gateway allows anyone with Internet access to view your
published catalogs.

Note: This manual includes information about third party software used within Acalog. Such open source software
is not developed or maintained by DIGARC.

Rev[172020
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Using the Gateway

Browsing the Gateway is accomplished by clicking on navigation links located on the left-hand or right-hand side
of the Gateway. The top link is always the Catalog Home page and will take the user to the front page of the
catalog they are currently viewing.

Several buttons are available in the upper-right corner of pages on the Gateway - which buttons appear may vary
based on the type of content you are viewing. For example, the print degree planner icon will only be available
when viewing programs.

Pictured here are the following icons (from left to right): Print Degree Planner, Add to
Portfolio, Share, Print-Friendly, and Help. @ < EI
Note: The icons available in your individual Gateway may vary based on decisions your institution makes.

Help will open in a pop-up window and will offer directions on how to locate information on the Gateway. Other
buttons will be covered in more detail later in this manual.

As part of your initial implementation, the style of your Gateway will be set up to match the style of your
Institutional website. If you change the appearance of your Institutional website, we offer one free re-integration
each year as a part of your Support and hosting agreement. To have the appearance of your Gateway updated,
please contact our Support team by using the Support widget found in the bottom left corner of your Publisher.

An example of an Institutional website (left) and matching Gateway (right).

POLK ~ Pepot Coma MyPolkEml FaculySiffmail PIE Libeary TLCC (Tutoring) People Events Q
7 STATE

. COLLEG

Catalog/Handbook 2020-21 a2
Q
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SELECTIN@ CATALOG

There may be several catalogs published to the Gateway at any given time. At the top of the Gateway, a drop-
down menu will list all available publications - the default one will be at the top of the list. To select a different
catalog, make your choice from the drop-down menu. After you make the selection, the Gateway will refresh and
direct you to the home page for that catalog. If there is only one published catalog, there will not be a drop-down
menu.

Archived Catalogs may also be available from the drop-down menu. If an archived catalog is chosen, you will see
an alert at the top of every page within the archived catalog. This alert is to notify users that they may be viewing
outdated information - helpful if they have navigated here from an older bookmark, link, or search result.

Undergraduate Catalog 2018-2019 [ARCHIVED CATALOG] v

[ARCHIVED CATALOG] ?]

Undergraduate Catalog 2018-2019

Note: The default text for Archived Catalogs will be [Archived Catalog], however this may be customized at any
time. All catalogs marked as archived will display the same alert across all pages of their Gateways. To customize
your Archived Catalog Alert, see the Gateway Settings section of this manual.

SEARCHIN@®&/ITHINA CATALOG

The Catalog Search feature will appear at the very top of the navigation on Catalog Search
your Gateway. Your users can use the catalog search to quickly find content
throughout your catalog. The way this search appears can be changed - you
can choose if y o uliedto include the location, whole word checkbox, and

how the advanced search text will appear; although it is a global setting and [ Whole Word/Phrase
changes will impact all catalogs. Advanced Search

Entire Catalog v

Search Catalog Q

The search includes an option to limit search results based on location - allowing you to search only within your
Courses or Program information, as well as selecting the whole word/phrase checkbox to ensure it looks for an
exact match.

Rev[172020
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The search results returned will be sorted
based on location and, by default, will be limited
to 5 results per page per section. These results
may be sorted alphabetically or by rank (how
relevant the content is to your search query) -
and the user may choose which way they would
prefer to view those results.

Each instance where a match is located will be
highlighted within the results, and if you click on
any of the links in the results you will be
directed to the location of the catalog where the
content can be found, with the match still
highlighted within the page.

BLED 412 - Second Language Literacy for English Language Learners

Hours: Three

Pagel2o0f 166

Courses - Keyword/Phrase Maiches

Results for any term in “english”.

BLED 412 - Second Language Literacy for English Language Learners

ENG 403 - The Discipline of English

ENG 457 - Teaching English as a Second Language

ENG 471 - Survey of English Literature |

BLED 413 - Sheltered Content Area Instruction for English Language Learners

Page:1]2]3]4]5

< B

Current approaches to the teaching of reading and writing in English to bilingual and ESL students in grades PK-12.
Students will assess the oral Language and literacy skills of English Language Learners and design, evaluate, and

modify/adapt commercial and research-based instructional materials to meet identified needs.

Note: The search can be customized in the Settings tab of the Gateway Options Module.

Search Options

Further search options may be available by clickingonthei Ad v a § e a d Imkwithin the Persistent Search
box above the navigation or by choosing to modify search options on the results page.

While using the advanced search feature, you may also choose to view a list of course prefixes to help refine your

search results.

Search Options

Choose search locations to narrow or expand your search.

Enter a keyword or phrase

[J Find whole word or phrase only.

Search

Search Locations

Courses [Show prefix list.]

Programs

Schools & Departments

Policies and Other Non-Academic Content

Rev[172020

DIGARC.COM - 5015 SOUTH FLORIDA AVE - THIRD FLOOR

» LAKELAND, FL 33813

2,

DIGARC

+ 863.709.9012



n | i
S
|

ACALOG T~ iig

Pagel3of 166

BROWSINGVITHINA CATALOG

The navigation will contain links to the major sections of catalog content. There are several different types of links
that may appear in the navigation:

1 Custom Pages - these are static pages of narrative content such as Policies, Financial Aid, or Faculty
listings.

1 Filters - these are dynamic pages that will automatically populate, and update based on preset
parameters; for example, a list of all courses within the catalog.

1 External Links - these links will point to pages outside of the catalog from directly within the navigation;
for example, a link back to your institutional website.

1 Media Files - these links will open a file or resource that has been uploaded to the catalog; for example,
a PDF of your campus map.

FLASHPOUNKSBE

A FlashPoint Link is a way to add interactive media to your e-catalog and can be in the form of either text or a
graphic and may link to a URL or an uploaded resource. FlashPoint Links can be attached to hierarchy content,
programs, or courses. When attached, these links will appear in the upper-right corner of the page near the print
and share icons - and for hierarchy, to

the right of the item in a filter page. s, | < B

ACCT 311 - Managerial Accounting
For more information, see the FlashPoint
Links section of this manual.

MYPORTFOLIO

In the upper-right corner of the page you will see a star icon that allows you to save items to a Portfolio to be
referenced later. The default title for this feature is @ M o r t f baitlthis tedn,can be customized for you if you
would prefer. Custom terms like i Ml a v o r My Baoldnarksg or i MB a ¢ k p havekbéen popular with other
institutions. To request a change to this term, you can contact Support using the Support widget in the bottom left
corner of your Publisher. For more information on setting up the Portfolio, see the Portfolio Options section of this
manual.
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Create & Edit a Portfolio Account

If an Account-Based Portfolio is selected, users : &
will need to enter an email address and My Portfolio .
password to create an account.

If you have a login account, you can retrieve everything in your Portfolio from a previous visit by logging in below.

YOU may aISO h ave a CheCkbOX tO req UeSt If you are a new user, you can create an account, which will allow you to save your Portfolio and access it later.
co ntact fro m someone a‘[ yo ur |nst|tut| on s as If you forgot your password, enter your e-mail address only and click Reset Password.
well as providing your name and a field for Erfataioess  (RasSWOR

additional notes, depending on the settings the
catalog manager has selected. When you
request contact, you are giving permission for the Institution to view your Portfolio Account information.

Login Reset Password

After creating the account, you will be logged in. Any items you had previously marked to be added to your
Portfolio will now be stored in your account unless you choose to manually remove them.

Note: The request contact checkbox, name fields, or comment box may not be available depending on how the
Catalog Manager has configured the Portfolio Options.

To edit your portfolio account information, you will first need to log in. Next, click the i E dPir to flinklingh& upper
right corner of the page. You may change your account login by entering a new e-mail address.

To change your password, click i Ch a @ & s w AAmpapap window will prompt you for a new password. Enter
and confirm your new password and click i R e s e you are finished, you may close the pop-up window.
Logging In & Out of the Portfolio

To login to your portfolio, simply navigate to i M o r t famdlemntes the e-mail address and password you
registered with.

If you have forgotten your password, enter your e-mail address
and click fReset P a s s w o hav@your password sent to you.

E-mail Address: Password:

username@digarc.com
Note: It is important to use a valid e-mail address when creating
an account in case you ever forget your password as this is a
system generated action.

Login Reset Password

To logout, simply view your Portfolio and click i L o g o thé Wpper right corner of the page.
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PRINTINGATEWAYAGES

You may easily print most pages on the Gateway by using the Print-Friendly icon in the upper-right corner of
the page. Clicking the icon will open a pop-up window containing just the content of the paged the custom
header, navigational elements, and colors are stripped from the page to generate a print-friendly version. You can
then click i P r thimPa g @00

choose the appropriate printer and acalog University

complete the printing process.

If you are printing a courses filter,

you will have an option to Expand Literature and Languages

All Courses prior to printing, which [B)Print this Page
will print the courses with their full
descriptions displaying rather than
just a listing of them.

Attardo (Head), Baumgardner, Bolin, Carter, Duchovnay, Dunbar-Odom, Fernandez-Babineaux, Foreman, Fulkerson, Gibbs,
Hayes, Jacobs, Jonz, Lyons, Reid, Roggenkamp, Royal, Seminet, Smartt, Stewart

DEGREBRPLANNER

In addition to using the Print Friendly button to print content from the Gateway, when viewing a program on the

Gateway, you may see the Degree Planner icon in the upper right-hand corner. Selecting this icon will
generate the contents of the program in a simple form that is designed to be printed and written on.

There are two versions of the Degree Planner.

In the first, you will have the

Student ID: Catalog: Undergraduate Catalog 2019-2020
ili i 1 Student Name: Program: Spanish B.A.
ablllty to InCIUde flelds from Adviser Name: Minimum Credits Required:
r r mplate within .
your courses template / t . Spanish B.A. A
the deg ree p Ian ner, Wh |Ch Wi ” This plan of study is for students who wish to earn a B.A. degree in Spanish. It requires twenty-seven semester hours of Spanish
. . beyond the elementary level. Students who are considering teaching in high schools or middle schools and plan to pursue emergency
be d ISCUSSEd n the COU Ises permits should follow the course requirements for English or language arts teacher certification.
section of this manual. Required courses in the major (36 sh) ~
* Four additional advanced (300-400 level) Spanish courses
The head n gS Of th e COI umns Course Name Completed Grade | Needed
~ SPA 131 - Elementary Spanish I
that appear! SUCh asn G ra Gj € SPA 132 - Elementary Spanish IT
ﬁ G eEnd may be modlfled by SPA 231 - Intermediate Spanish I
. SPA 232 - Intermediate Spanish IT
contacti ng our S u pport team s SPA 331 - Spanish Conversation for Oral Proficiency
SPA 333 - Spanish for Heritage Speakers I

using the Support widget found
in the bottom left corner of your Publisher.
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The second version of the Degree Planner is more Acalog University - Acalog ACMS™
. 3 . . Literature and Languages PROJECT START MEETING CATALOG
of an informational listing of all core and course
data. To use this Degree Planner, you will need to Spanish B.A.

have the Widget API enabled, via a Support ticket.

You can choose which Degree Planner you WiSh t0 | ReQUIRED COURSES IN THE MAJOR st amn i et e e
use on a catalog-by-catalog basis. (36 SH)

» Four additional advanced (300-400 level) Spanish courses Plus 9 sh from:

SPA 353 Spanish Culture and Chvilization . . . . . . . . Hours: Three

The degree planner may be turned on or off on a
. . . . Notes SPA354: Latin American Culture and Civilization . . . Hours: Three
catalog basis; this feature and the option to hide the + Spa 335 Spanish for TOPT doss ot counttoward the maor. SPAST:  Uierahare, ity nd sty of Lo Hours: Three

America I: From Re-Columbian to

program description content will be determined Tarr oot e i dsceyettain Hous e
within the Catalogs module, and discussed in more e e e emerc, I From Modememo tohe

detail within that section of the manual.

Using the Publisher

The Publisher is the administrative end of the system, and what you will use to manage your catalog content. The
Publisher includes features such as Version Auditing, FlashPoint Links, Catalog Export, and Catalog Archiving.

If you have the Enterprise Edition of Acalog, you will also have access to the Organizations Module, which allows
you to manage multiple Gateways from a single Publisher.

LOGIN

The Publisher is a secure website that is password protected _
against unauthorized access - you must have a user account with Sign In
an active status to be able to gain access. To log in, enter your Username: *

. ~ N . |
username and password andclick A Lo.@i n

If your username and password combination are invalid, ensure that
your caps lock is disabled - keep in mind that the password is case
sensitive.

If your username and password combination does not work after several tries, contact a Catalog Manager or your
system administrator for help.

Acalog is also compatible with remote authentication-c o mmonl y r ef err ed -sign-oma ShiswibSO6 or
allow users to authenticate using credentials already established within your Institution. For information on options

regarding compatibility and requirements, please contact support@digarc.com for more information on how to

implement these options.

Note: Acalog does not provide an option to reset a lost or forgotten password. If you are unable to recall the
password, you will need to contact a Catalog Manager to reset the password for you to gain access.
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NAVIGATIORVERVIEW

After logging in, there will be a persistent navigation within the Publisher. Each category points to a series of
modules within Acalog. The modules available to you in this navigation will vary based on your Account Type and
may include some or all of the following:

AEALUG Catalog Content ~ Catalogs Users » Integration Settings ~
1 Publisher Home 1 Programs & Cores
1 Organizations (Enterprise Edition only) 1 Courses
1 User Accounts 1 FElashPoint Links
1 Account Types 1 Version Auditing
1 Catalogs 1 Courses Import
1 Gateway Options 1 Export
1 Gateway & Content 1 Remote Services
1 Permalink Usage 1 Portfolio Options
1 Item Types 1 Portfolio Accounts
1 Hierarchy

Each category offers tools and features for managing different types of data. The module navigation is divided
into five distinct sections based on the type of data they are used to manage.

Within each module, you will find navigational tabs at the top of the Publisher. For example, within the User
Accounts Module, you will have two tabs: iMly Accountdand fAll Accountsd When you click on a navigational item
(module or tab), the name will change color as a reminder of which area you are currently working in.
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When editing a specific item, you will have a series of sub-tabs for that item. These tabs may include some or all
of the following:

Summary Edit Preview Version Auditing New Custom Page

Page Header: Administrative Procedures

1 Summary - this is the default tab when you first select any
item and provides basic information about the itemy ou 6 r e
viewing, including when the item was created, when it was
: 09/12/2013 16:58:48 by Digital Architecture

last modified, and by which user. Croation Date:
Last Modified: 06/04/2020 11:21:34 by Mara Sansolo

Navigation Link Label: Administrative Procedures

Status: Active-Visible

1 Edit - select this tab to make changes to an item. If you do not
see this tab, you do not have permission to edit an item.

1 Preview - selecting this tab will launch a new window demonstrating what the selected item will look like
when viewed from the Gateway. The Publisher preview will contain all of the same elements of the
Gateway except three: the header will not appear the top of the page, you will not be able to change
catalogs from within the preview, and the My Portfolio feature will not function.

1 Version Auditing - if Version Auditing is enabled in your Publisher, you will be able to view a history of
changes in this tab, create new snapshots, alerts, or routes. To learn more about the tools available
within this tab, please see the section for Version Auditing.

1 New - this tab will act as shortcut for creating a new item of the type you are currently viewing without
navigating back to the main module page.

INTEGRATEBELP

A contextual help icon ? is available in the upper-right corner of the Publisher at all times. Clicking this link will
open the help in a pop-up window and it will display content based on what you are currently reviewing within the
Publisher.

You can print any section of the help using the print icon =}
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RECENTLYIEWEDTEMS

To the left of the help icon ?, youmay seealinktofi Re cletne D ®his link acts

as a shortcut for returning to items you have recently viewed or edited and is specific
to your user account. Clicking the link will open a tooltip containing the

D Recent Items

recent items and choosing an item in this list will take you to the "D Recent liems
Summary tab for that |tem The following are items you have recently viewed or edited in the selected
catalog. Click on the name of any item to edit it
The i Re cletné im& Wwill display the last fifteen items that were frem Name fom Tyee
. . . . ACCT 221 - Principles of Account Course
viewed in your currently selected catalog and will be different for each (P rogram
catalog. This link will only appear for a user who has viewed or edited Accounting B.BA. Program

items in the selected catalog.

SELECTIN®@ CATALOG

As a Best Practice, the very first step we suggest that you take when working in the Publisher is to select the
catalog you will be working in. Selecting a catalog indicates the specific catalog you will be making changes to -
no matter how many catalogs or versions of your catalog may exist within the Publisher, edits you make to the
selected catalog will only affect that single catalog. The catalog you select will become the current catalog and will
be displayed at the top of any page where you edit Catalog Specific content.

Note: The catalog drop-down is not shown on pages that do

not require a current catalog to be selected. For example, if Start by Selecting a Catalog ... ¢ Go
you click the User Accounts module, you will not see a
current catalog Start by selecting a catalog using the dropdown above.

To choose a catalog, use the drop-down menu at the top of the Publisher and click i G oTdne menu will list all
catalogs in the Publisher, even those that have not been published to the Gateway.

Once you have selected a catalog, the Publisher will confirm

the selection with text appearing below the drop-down In Process Undergraduate Catalog 2020-2021 v [ |
menu. The selected catalog will remain visible in the menu Catalog changed successfully.

while you work within the Publisher.

Note: If you attempt to navigate to a section of the Publisher that requires you to select a catalog, for example,
the Gateway & Content Module, you will be prompted to select a catalog before you can continue.

You may also see abbreviations after the catalog name, as described below:
1 L - Locked; this catalog can only be edited by Manager-level users.
1 P - Published; this catalog can be viewed on the Gateway.

1 A - Archived; this is an older version of a given catalog type and will have the archived catalog alert
across the top of every page when viewed from the Gateway.
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1 IL - Import Locked; a course import is in process for this catalog, prohibiting any other changes until the
import is complete.

EDITLOCKING
Edit locking is a feature designed to prevent users from overwriting each o t h ecltadgss to catalog content.

When a user edits an item in Acalog, the item will be edit locked by that user. If any other user navigates to the
item, they will see the edit lock and the name of the user currently editing the item.

If you are the user who is editing an item, you will see the edit lock in place
at the top of the page. This will not prevent you from making any changes
to the content. If you click i R e mceditd o cyoware removing the edit * Remove editlock. ©

lock that you have placed - allowing other users to modify the item. This will place you on the Summary page for
the item, and if you need to make further edits you can select the Edit tab again and resume.

Custom Page: Academic Procedures

If you are attempting to access an . ‘ N
. . Summary Edit Preview Version Auditing New Custom Page
item and you are unable to edit it, YOU | s——

WI” see the add Itlonal Orange text at Edit Lock: This item is currently being edited by Sample Editor. Any changes you make may be overwritten, or overwrite those of

the top of the page informing you of Sample Editor. Email Sample Editor. ©
which user is currently modifying the
content. Custom Page: Academic Procedures

A manager level user can remove the | 2 remove editlock. ©
edlt IOCk and pOtentially overwrite the [Note: As a manager, you have the ability to override this edit lock. If you do so, you and Sample Editor may overwrite each others

changes; any other level user may
contact the user to request access.

changes.] @

Note: Edit Locks will also be removed after a period of inactivity or when the user holding the lock logs out of the
system.
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USINGTHEWYSIWYG&DITOR

The WYSIWYG Editor is a i w hyu see is what you g e texi editor and is used throughout Acalog to manage
content in your catalog. There are many applications that use a WYSIWYG type of editor, so while many of the
features may be familiar to you - some will be unique to Acalog and learning how to use the WYSIWYG editor is a
fundamental part of working in your Publisher to maintain your catalogs as it will appear in many different
modules.

Below you can see the WYSIWYG toolbar. To make working in the editor easier, you can use the maximize icon

| &

click the same icon to minimize.

@

8 4% &k & bgllep B A=) % W @3 | styes ~ || Format -|/B I U § X, x

w| B =0&:ile @

i
Ml

[l
M
1]
]

Toolbar Features

E The Quick Save icon is used to save the contents of the WYSIWYG editor. It will not save changes to other
fields on the page such as Active Status, Navigation Link Label, Page Header, etc. After saving, you will see a
pop-up letting you know that your changes have been saved successfully.

As a Best Practice, we suggest using the save at the bottom of the page rather than using the quick save. If you
do choose to use the quick save, be sure that you use the save at the bottom before navigating away from the

page.

Note: You may not see this icon in your toolbar if it has been disabled in the Version Auditing Module.

=3 The Print icon is used to print the contents of the editor. This will print the content exactly as it appears within
the editor, not as it would appear on the Gateway.
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| The Preview icon is used to preview the contents of the editor in a pop-up window. All changes will be seen
in the preview, even if the changes in the editor have not yet been saved. The preview will display with the
applicable HTML but none of the Gateway styles - meaning you will not see the header, navigation, width or
spacing constraints of the Gateway.

To preview the content exactly as it will appear on the Gateway, the user will need to first save the page and then
select the Preview tab for the item.

| & sac . . .

¥ 1. IThe Spell Check and Edit Dictionary icons
are used to check for spelling errors and manage

your personal dictonary. @ TTTTTYC a

The quick brown fox jumped over the lazee dog.

Spell Checker X

When using the Spell Checker, selecting fi | g nAdl rl &
will only ignore instances of a word in the current
editor, however you can choose i A dalDict i onar

Please see our website for more information.

Counseling Center

~“Top
for words that will appear in multiple pages
throughout the catalog. ronoy ococ caac %
. Lo i Not in dictionary:

Editing the dictionary will let you remove words you flazee
had previously added to your personal dictionary. The Change to:

.. e laze Ignore Ignore Al
words saved to the dictionary are specific to each
. .. o . . L Replace Replace All
individual user - it is not possible to preset a list for all |Lacee

Ly . lazier Undo
users within your Publisher. Lazar — —
laser Add to Dictionary Edit Dictionary

Note: The language used for the Spell Check is the

lace
|lase v

default built into the editor and cannot be changed.

3“; The Paste as Plain Text icon launches a dialog box that allows the user to paste content into the editor,
stripping all formatting from the original source. The user must user CTRL+V ( +V for Mac users) to paste the
text into the box, then click A OK ¢ .

As a Best Practice, it is recommended that users always paste as plain text as this allows styles in Acalog to be
applied consistently across all pages of your Gateway; pasting directly into the editor can result in display errors
on the Gateway.

I The Undo icon can be used after making any changes. Clicking the icon will undo the previous change made
- and you can click it multiple times to undo several actions up until the last time the page was saved or the first
edit was made in this session. You may also use the keyboard shortcut CTRL+Z ( +Z for Mac users).

_ | The Redo icon will only become available if you used the undo icon or keyboard shortcut to undo a change.
You can also use the keyboard shortcut CTRL+Y (  +Y for Mac users).
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" The Find and Replace icons can be used to quickly locate and | Find and Replace -

change specific words in the editor and functions just as the Find || Replace

find/replace feature does in many word processing programs you may — =

be used to. —

Clicking either icon will openthe fi F i amdiR e p | aialegdox, which Find Option

has individual tabs you can switch between depending on if you need to [] Match case

find or replace a word. :::tz: :"Cﬂ'; Hord

Note: The find and replace feature will only search the contents of the

current page selected. There is not a global find and replace within ~ Close

Acalog.
“® The Insert/Edit Link icon is used to create a new hyperlink or edit an existing hyperlink that is selected.

Clicking the insert/edit link icon will openthe i L i Pnrko p e dialag &ax,avhich allows the user three different link

options: URL, E-mail, or Link to an Anchor.
Link X

The default link type will be URL - allowing you to direct
users to another website outside of your catalog. LinkInfo: jfaract

The Protocol drop-down menu will defaultto i h t tspyod / | vLinkType

do not need to type this part of the URL when you enter the URL &
rest of the web address in the i U R ho&. Type in the ey i
complete URL of the address the user will be directed to, http#/ v [ wawaigarc com

including the fivwww.0and the ficom.o

Once the address is entered, select the Target tab at the L — =

top. As a Best Practice, it is recommended to have any link Link Info || Target
that directs the user away from the catalog content open in
a new window. Select New Window from the drop-down
menu and click ok.

Target

set> v

<frame>

New Window (_blank)
Topmost Window (_top)
Same Window (_self)
Parent Window (_parent)

Cancel
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The link dialog box may also be used to insert a clickable e-mail
address that will launch the end u s e e-tal client. As a Best
Practice, we do suggest that you ensure that any e-mail address
listed in the catalog is a clickable link.

To create an e-mail link, select fE-Mail fdbom the drop-down
menu and enter the e-mail address. A default subject and body
text may also be provided if you would like to prepopulate the e-
mail.

When a user on your Gateway clicks an email hyperlink, it will
open the u s e defaslt email client and fill in the information that
y 0 u @nteeed here.

The third type of link available is fiLink to anchor in the text.0
This option allows the user to create anchors within the same
page and then link to those anchors for same-page navigation.

To create a link to an anchor, select the text you wish to create
as a link and select the Insert Link icon, then change the Link
Type drop-down menu to i L itaakchor in the text.0ln the

i SelarAn c hgectian, use the i BAnchor N a m elip-
down menu and select the anchor you would like to link to.

Note: Before you can create the link, you will need to create the
anchor you would like to link to.

Note: This type of link is for linking to anchors within the same
page only. If you wish to link to anchors within another page of
the catalog, y o un&dd ko use Permalinks instead.

_ | The Remove Link icon is used to remove the link
functionality from text within the editor. To remove the link from
text, select the text and click the icon. You can also right-click on
alink and select 6 r e mlo iv fedim@he contextual menu.

’.sﬁ
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Link X
Link Info
Link Type
E-mail v

E-Mail Address

‘ training@digarc.com|

Message Subject

Message Body

Cancel

Link X

Link Info

Link Type
Link to anchor in the text |+

Select an Anchor

B By Element Id

v

University_Purpose
lThe_Campus
Student_Housing

@ Cancel

I The Insert/Edit Anchor icon is used to place anchors that you can then link to as described above.

Note: We know it seems a little odd that the icon depicts a flag when the tool is called an anchor and hovering
over the icon will reveal a tooltip indicating the text A A n ¢ lasowelb The icon was a design choice by the

developer of the editor.

Place your cursor in the editor to indicate where the anchor should be created. Anchors are often created for
headings to direct users to specific sections of content; if placing the anchor for a heading, place your cursor at

the beginning of the line.
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Note: Be sure that text is not highlighted when you click the anchor icon as this will cause a display error when a
user hovers over the heading on the Gateway.

Inthefi Anchrma p e dialogdax,enter the anchor name. Anchor names must begin with a letter and may
contain any number of letters, digits, hyphens, underscores, colons, and periods. After entering the anchor name,
click i O Kand the anchor will appear as a red flag in the editor. You can use the same icon to edit the anchor or
right-click to edit/remove the anchor.

Note: Spaces and special characters are not allowed and will be replaced by hyphens if entered.

! The Insert/Edit Table icon will openthed T a IPIr ® p e dialag éox,awhich allows users to determine the
settings of the table before inserting it into the page. You can adjust the size of the table, number of

rows/columns, border and spacing, and even
caption your table. Table Properties X

As a Best Practice, we recommend that you always
use a percentage when setting the width of your
table. Defining the pixel count will create a fixed

Table Properties | Advanced

width which can cause display errors on the Rows Width
Gateway and when being viewed on devices with ‘ ‘ 100%
smaller screens. Columns Height
Once a table has been added, the user can right- 2
click (or command-click) on the table to access the
contextual menu. From here, you can add/remove Headers Cell spacing
rows and columns, edit Cell Properties, Delete the None v 1
table, access Table Properties again, or exclude Border size Cell padding
table content from Export. 1 1

Past Alignment

s <not set> ~
Cell »
Caption

Row »

Column » Summary

Delete Table

Table Properties 5“ Cancel g

Exclude Text From Export

..., Exclude Table From Export
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=/ The show Blocks icon can be toggled on and off to show outlines around all blocks of
text in the editor. Blocks will be labeled fi Pfar normal paragraphs and i H 2roi H 3etc., for
Headers of various sizes. Users may find it helpful to see the boundaries of the formatting
blocks when editing content.

Arcalna™ Lniversity
oIy

“* The DIV icon Allows you to create a responsive anchor list at the top of Create Div Container x
your Custom Pages, that will scale, based on the size of the screen. The General | Aavanced
Sylesheet Classes, which determine the number of columns are:

Style Stylesheet Classes
<not set> ‘ |

T div-2col
M div-3col
1 div-4col

- Cancel y

= The Select All icon will select all content in the editor. You may also use
the keyboard short cut CTRL+A ( +A for Mac users). Click anywhere to de-select text.

E The Remove Format icon is used to remove any custom styles that have been added to selected text, but
this icon will not remove formatting such as Headers that have been applied.

Dies " The Styles drop-down menu is used to apply custom styles to selected text. If the Styles drop-down
menu does not appear in your toolbar, no custom styles have been added in your Publisher. Managers can add
custom styles in the Gateway Options Module.

Note: Once a manager has added a custom style to the Publisher, they will be available for all users within all
catalogs immediately, and they cannot be deleted. It is recommended that only someone with experience working
with HTML and/or CSS manage the styles - if you need any assistance, you can contact the Support team using
the Support Widget from the bottom left corner of your Publisher.

Fomat 7 The Format drop-down menu is used to apply formatting elements such as headings. These
formatting elements will appear the same throughout the Gateway on every catalog based on the styles set during
Gateway integration.

Note: Formatting is applied to entire blocks of text rather than selected text. You may want to use the Show
Blocks option mentioned above to clearly see where formatting will be applied.

) WA sl (B | W8 The Bold, Italicize, Underline, Strikethrough, Subscript, and Superscript formatting
icons will function just as they would in any word processing software. You may also use keyboard shortcuts
CTRL+B for bold, CTRL+I for italicize, and CTRL+U for underline. Mac users can substitute the CMD key for the
CTRL key.
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= IThe Align Left, Center, Align Right, and Justify buttons can be used to change the alignment
of the text. Alignment will apply to entire blocks of text, not just to selected text.

= ; The Numbered List and Bulleted List icons can be used to create lists of content. These lists will be

managed much as they would in any word processing software. You can start a new list by either selecting text
first and clicking the icon, or by just clicking the icon. Either option will present you with the first entry in the list -
either the first bullet, or first number.

Pressing enter at the end of the first line in the list will continue the list and pressing enter multiple times will
decrease the list level and even take you completely out of the list.

Pressing tab or using the Increase Indent icon while in a list will increase the indent of the current list level. You
may also change the type of numbered or bulleted list by right-clicking and choosingi Nu mb dist®d oper ti es o
ori Bu |l IListPrepirties.0Additionally, in a numbered list, you may set the starting value of the list.

Numbered List Properties X | | Bulleted List Properties X
Start Type T
1 ‘<not set> JES

: <not set> v

Lower Roman (i, i, ii, iv, v, etc.) |
Upper Roman (1, I, Ill, IV, V, efc.) — | A Circle
gIT reacing. sc ‘LowerAIpha (a.b,c d. e etc) Ldnipy T Cancel 4
niormatior _
S INIOMELN ypper Alpha (A, B, C. D, E. etc.) gh teaching. sct 55 0N It campl
Decimal (1 2 3 etc ) Square '

Note: As a Best Practice, be sure that whenever you start a new list, you use the list icons in the toolbar. Entering
a list manually is not recommended as it will be nearly impossible to ensure consistent formatting.

Ml

=~ The Increase Indent and Decrease Indent icons are used to adjust the indent level of list items as well
as blocks of text. Indent will apply to entire blocks of text, not just selected text.

7 The Block Quote icon can be used to set text off from the main text, to distinguish it visually.

Q The Insert Image icon is used to add images to a page. An image must first be uploaded as a Media File in
the Gateway & Content Module before you can insert it into a page.

Note: Only Manager level users can upload Media Files.

To insert an image, click the Insert Image icon and then use the fi S e laer ic ma gd®@down menu to select the
previously uploaded image. As a Best Practice, alternative text should be entered and should be a short sentence
to describe the image.

You can adjust the width and height of the image, however, as a Best Practice we recommend resizing images
outside of Acalog prior to uploading to maintain the best image quality.
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Image Properties x
You may enter a border, which will be displayed in the Preview to the — T
right. A HS p aaadefioV S p awdll eaintrol the amount of space that .
. . elect an image
appears between the image and text in the page. [bigarc U Logo e
Alignment can be set to Left or Right and will allow text to wrap around e permalink—4a2ininelpermainky120

the image. If no alignment is set here, it will use the alignment set in the Atemative Text
editor and text will not wrap around it.

Width Preview

Note: Center is not an option for alignment. If you would like to align the 0 oo 2
image to the center of the page, you will need to use the center text e )\ T
alignment option after the image has been placed within the content. - )OS g
E_, H H H H H H HSpace Lorem ipsum
! The Insert Horizontal Line icon will add a horizontal line across the dolor sit amet, consectetuer adipiscing elit Maecenas

. . . . . feugiat consequat diam. Maecenas metus. Vivamus
page. If your cursor is at the beginning of a paragraph, the line will be Vspace iam purus, cursus a, commodo non, facilss vitae,
inserted above, but if your cursor is at the end of a paragraph, the line e

will be inserted below. <notset>. g
) | . . . . . EEH Cancel | 3
“" IThe Insert Special Character icon will open a dialog box with a
selection of special characters that can be inserted into the page. The editor is Unicode compliant, so you may
also use ALT Keystrokes to enter any special characters that you do not see in the special character selection, as
well as copying and pasting them into the editor.

& The Insert/Edit PermaLink icon is used to create a new PermalLink or edit an existing PermalLink.
PermalLinks are used to link to content within the same catalog. Clicking this icon will open the PermaLink dialog
box.

Note: Creating a large number of PermalLinks on a page will cause the page to load more slowly and may cause
issues when editing and saving changes to the page. It is recommended that you minimize the number of
Permalinks per page, and do not exceed

100 PermalLinks per page. e e .
By default, when you first create a new Codrzs i i
Pel’maLink, the ﬁ S e a @a(EQoryf)Wl” O ENG 101 - College Reading and Writing Active-Visible
defaultto i C o u to¥oal may change
this drop-down menu to also link to e | v
Custom Pages, Hierarchy Items,

. . . Course Data Placeholders Select a placeholder to insert v
Programs, Filters, or Media Files. (for link text): @
After choosing the search category, enter LInKIRXC G| Rprofe epdens
the search parameters to locate the item Anchor Text: @

you would like to link to and click

- . Show Title:
fiSead ch

Cancel
p)
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Check the appropriate box next to the item you would like to link to and select the appropriate display settings.
TheA Di s Py pdrap-down menu will let you determine how you would like the PermaLink to open.

As a Best Practice, we recommend setting course PermalLinks to use the default display type of i T o adNon+ p
course PermalLinks will default to opening in i S a Méndow/Tab.0You can also set items to open in a new
window, in a pop-up window, as a show/hide link, or inline.

You can also determine the i L i Tnekxthadwill display as the clickable link on the Gateway. Course PermalLinks
will also have the option of usingfi C o u Dasad® | a ¢ e h ad sdtéhe diakable link text. These data
placeholders will pull the data directly from the Courses module to ensure that the links are always accurate and
can automatically update themselves. For example, if you type in i A C Q0 Jard the course later updates to

i A C A05,0you would need to manually update each instance to reflect the change. If you use the data
placeholder to instead reflect i %p r e %¢ o doetlien the correct information will display regardless of how
many revisions the course undergoes.

In the editor, PermalLinks will appear highlighted in green. You can edit the PermaLink by right-clicking or by

selecting the link and clicking the button in the toolbar. Once a PermalLink to an item has been created, the item

cannot be deleted without first removing the PermalLink. To remove a PermalLink, right-click and choosetoi Un | i n k
P e r ma Lor inRkedm dPermalink.0Unlinking will remove the link but leave plain text behind but removing the
PermalLink will also delete the text.

Note: It is important to properly remove PermaLinks using the remove or unlink actions, and to avoid copying and
pasting them to avoid introducing possible errors.
= The Maximize Editor icon is a toggle that can be used to expand the WYSIWYG Editor to take up your full

browser window. Clicking the icon again will minimize the editor to give you access to the rest of the page.

)

The Help icon will open a dialog box offering information on the features of the WYSIWYG Editor.

Although not mentioned in the toolbar - one additional feature within the editor is the Exclude from Export tool.
=l Bxclude TextFrom Export £ 1, de from Export: When you have content within your editor that you would like to
leave out of your Catalog Export, you can mark it to be excluded within the editor to eliminate the need to
manually remove it later. This feature does not have an icon in the toolbar and can only be accessed from a
contextual menu.

To use it, right-click on highlighted text and select i E x ¢ lteut ffaem E x p ofnorh the :r{_E’?fJ_:i}_éé_é-_S_B_Sﬁ]
contextual menu and it will be marked with a red dotted line. Any text within the red dotted line P

will not be included in the document when you export this data from the Export module. To include it again, right-

clickand selectii | ncTemtth& x port . 0

If the data listed is in a table, or a bulleted/numbered list, be sure to exclude the entire list, rather than the list
item.

Note: You do not need to exclude any images. By default, all media files will be excluded from the export as they

are typically not print quality when used on the web.
Rev[172020
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Publisher Home Module

When you first log into the Publisher, you will land on the Publisher Home page. The fAcalogolink in the upper-left
corner or the Publisher Home Module will return you to this page at any time.

On this page, there will be a drop-down menu with a message indicating for you to start by selecting a catalog -
this allows you to select which of the publications within this publisher you will be making edits within. The catalog
selection can be changed at any time.

Next, you will be greeted by a

welcome message that will indicate Welcome to the Acalog ACMS™ Publisher, Mara
the type of account you have logged . )

in with. You will also see a bolded Login Information

message: You are logged in with manager (system administrator) privileges. You have the highest level of access and control over the Acalog
ACMS™. Please note: The Acalog ACMS™ is designed to allow you to manage data in one catalog at a time. Please do not attempt
Note' Please do not attempt to Work to work in multiple catalogs simultaneously by opening multiple browser windows/tabs. If you do, you may experience display

. . . errors on seme pages.
in multiple catalogs simultaneously

by opening multiple browser
windows/tabs. If you do, you may experience display errors on some pages.

Hide login information

Below the welcome message you will see a link to Acalog University and Community.
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ACALOGINIVERSITEKNDCOMMUNITY

This is a link to Acalog University. This site contains documentation, videos, F A Q &raining materials, and other
resources in an online, easy to search format.

Our Acalog Forums have always been a great place for you to share information and solutions with other Acalog
users. We're proud to introduce our new user forum, Acalog Community. With an all-new, modern interface and
great new features, Acalog Community is hosted within Acalog University creating a single resource for the
collective knowledge of Acalog's creators and users.

With the release of the this version of Acalog University and Community, there is no need for a second log in.
Once you have logged into Acalog, you can click this link from your Publisher Home Module and y o ub@ taken
straight to Acalog University.

SUPPORT

If you cannot locate the answer to your question in this manual or on Acalog
University, the Support widget is available in the lower left-hand corner should you
need to get in contact with our Client Care team.

Our Client Care team works tirelessly to respond to inquiries as quickly as possible during our regular business
hours of 8 AM to 5 PM Monday through Friday; but will also respond to emergencies after hours, on weekends,
and on holidays as needed. To ensure the fastest possible response, please be sure to provide as much possible
detail in your ticket to allow the team to research and provide a solution as efficiently as possible.
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Organizations Module

This Module is specific to Enterprise Edition and will not be found in Standard Edition Publishers.

This Module is used to manage the Organizations that are associated with each of your Gateways. When you
create or edit an Organization you can determine the name of the Organization and enter Comments to go along
with the Organization. You can also determine if the Organization is Active or not. If the Organization is made
inactive, it will be disabled in the Publisher, but Gateway access will not be impacted.

You can choose to delete an Organization, but this will also delete all Catalogs within the Organization. Choosing
to delete an Organization is a permanent option that cannot be reversed.

Note: Adding additional Organizations does not automatically create additional Gateways. The number of
Gateways associated with your Publisher are determined by your contract; but you can contact us at
support@digarc.com if this needs to be modified.

CATALOGRASSIGNMENT

Underthe i Ca t aA sosgisg n take yotl aan create aliases of Catalogs that were created at the System Level,
so they may be used at the Organization Level. This allows for the System Level content to show within the
Organization, yet not be edited outside of the System Level. The Organization can create and modify content
within the Aliased catalog, but this new content will not impact the System Level. In this tab you will see a list of
the Catalogs that have already been assigned and you will also be able to create new Catalog Aliases.

To create a new Alias, choose a Catalog inthe i Ch o a €atalogto A s s i dyop-down menu. By default, when
you choose a Catalog from the drop-down menu, the name of the Catalog will be copied intothei Cat &l 6@ s 0
field. You can then adjust the name of the alias to vary for the Organization.

Note: Catalog Aliases must all have unique names.

In the list of Assigned Catalogs, you can choose to i R e m otkieeCatalog Alias. When the Catalog is unassigned,
it will be removed from the Organization, but the Catalog at the System Level will not be affected.
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Acalog allows you to create an unlimited number of users with different levels of access. The User Accounts
Module allows a Manager to make changes existing accounts, create new accounts, and modify the permissions

for each user account.

MYACCOUNT

In this tab, you will be able to see and modify your own
account.

The i A c ¢ d WDield is where you set the username
that is entered to log in.

You may also edit how your First Name and Last Name

will appear in the Publisher. Your name will be displayed
on the Summary for items you have modified or created

and within Version Auditing (if enabled).

The email address associated with your account will be
visible to other users, so they may contact you. This
email address will also be used when the Publisher
needs to send you a notification.

Your Account Type can only be adjusted by a Manager-
level user in the All Accounts tab and will determine your

Edit My Account

‘ My Account H All Accounts H Version Auditing Groups ‘

Edit My Accoun; My Version Auiting Relationships

Edit My Account

Manager-level accounts are system administrators with glabal system rights. Consequently, manager-level accounts may not reduce their own account rights,
access

You must complete required* fields.
AccountID: *

hielly
First Name: *

Heather

Last Hame: *
Kelly
Email Address: *
hkelly@digarc.com
Account Type: *“Manager

Password: * Reset password

[ opt-out of il ersion Auiting emails. [Use the “lets* noffications indictatar atth top right o every Publisher page fo ack version audiing events ]

Account active?

[ |

level of access within the Publisher. Even though you may be a manager, you cannot change your own Account

Type.

AAccauwn ti ig gradlyad out because it can only be modified by a manager inthe i AA d ¢ o utaht Lské the
Account type, even as a manager you cannot change your own account status.

You can change your password by clicking the i Re g ats s wlnk. @his will open a pop-up window where you
will be prompted to enter a new password. When entering a new password, note that it is case sensitive and will

require a minimum of six characters.

Note: The Version Auditing Relationships tab shown in the screenshot may not be available if Version Auditing
h a s beértenabled in your Publisher; you can find more information in the Version Auditing section of this

manual.
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ALLACQGUNTS

This tab is the default page when you first navigate to the User Accounts Module if your account has manager
level access. Here, users will see a list of all accounts within the Publisher.

A Manager-level user will also be able to select and modify any user account. All other users will only be able to
view account information.

Manage User Acounts
My Account All Accounts Version Auditing Groups

Find a User Account

D Recent ltems

ew Account o Export All Users To CSV
+ New [+ Export All Users To CSV

Enter Keyword:
® gyName O By Accountid O By Email Address

[ show only active accounts

Search

Name Account ID Email Address Account Type Status. Last Logon

Casey Kilbom ckliborn cledrow@digarc.com Editer Active Never

asey Tedrow ctedrow cledrow@digarc.com Manager Active 09/23/2020 11:24:37

From this initial view, you can see the u s & nafne, Account ID, Email Address, Account Type, Status, and the
last time they logged into the Publisher.

This screen will list 10 users per page in alphabetical order, but you can also use the search to locate users
faster. Searching by name looks for the user based on the name fields, Account ID looks for the user name, or
you can search by their e-mail address. You can also export all of the user accounts into a CSV file to review -
this file will display the same information shown on this screen.

Create a New Account

Only a manager may create a new account. To begin, click i A dAdNew Ac ¢ o u Yiou wilbneed to enter the
Account ID, which will act as the username that is entered to log into the Publisher. You must also enter First
Name, Last Name, and Email Address for the user. The e-mail address must be formatted as a valid e-mail
address - for example, email@domain.edu.

Next, select an Account Type from those available in the drop-down menu. There are three default Account
Types: Manager, Editor, and Reviewer. You may also create a custom Account Type. For more information, see
the Account Types Module section of this manual.

You will need to create a password for the user. The password that you enter will not be sent to the user, so you

will need to let the user know what you set the password to, and instruct the user to change the password to one
of their preference once they have logged in. If a user ever forgets a password, any manager will be able to reset
the password for them. There is not an automated process within Acalog to reset the password.
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Next, there is an optional checkbox to opt out of notification e-mails relating to Version Auditing. If you do not
have Version Auditing enabled, this will not apply and may be ignored. This feature allows users to opt out of e-
mail notifications that are sent by the system, and instead rely on the notifications built into Acalog. These
features will be discussed in more detail in the sections covering Version Auditing.

Lastly, you will need to determine if the account is active. If a u s e acdosint is marked as Inactive, the user will
not be able to log into the Publisher. As a Best Practice, we recommend that you never delete an account
because user names will be displayed in the Summary tab and Version Auditing history of items, but deleted
accounts will display as fi [ ud @ Ir e t Rattef than deleting accounts, you can make them inactive.

If you create another Manager-level account, no permissions need to be set because a Ma n a g gght$ cannot
be restricted. Editor and Reviewer accounts will need specific permissions assigned to them by a Manager. After
creating the u s e acbosint, navigate tothe i Per mi stabi ons o

Assigning permissions will differ based on the Account Type that was selected when creating the account. More
information is available below under the Permissions for Reviewers and Permissions for Editors.

Note: Enterprise users will need to assign an Organization prior to assigning catalogs and permissions. Standard
Edition users can skip the following section on assigning Organizations to a user.

Enterprise Edition Specific Feature: Assigning Organizations

Before catalog permissions can be determined in an
Enterprise site, Organizations must be assigned.
Manager level users may or may not have an

Organization Access
This account will have access to all organizations if no organizations are assigned.

Select an Organization to Assign to this Account:

Organization assigned. If no Organization is assigned, | [select an organization ... -| [[Add
the user will be a Manager at the System Level. Only
Managers can edit content at the System Level. Currently Assigned Organizations:

To assign an Organization, navigate to the
Permissions tab of a u s e acbosint and choose from
the drop-down menu under i Or g a n iIAxz ateiseshn ©

Multiple Organizations may be assigned to a user. Additionally, you can click the i R e molwkeif@ user will no
longer be managing content within an Organization.

No organizations have been assigned to this account.

After assigning the Organization of an Editor or Review, you can follow the instructions below on how to assign
catalog permissions. Once an Organization has been assigned to a Manager, the user will no longer have the
ability to edit content at the System Level but will have full access to all content and settings in the chosen
Organization.

Please note: Organization access can only be determined by a System Level Manager.
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Permissiongor Reviewers

Users who have been assgred Reviewer eve

accounts have read-only access to the assigned (o] [ v | [ ]

catalogs. This means that if you grant them ‘ ‘ P
permission to view a catalog, they can view the entire T

catalog using the Catalog Preview, however they et e

cannot make changes of any kind. Catslog Acess s Permission etings

TS BCCCUNt WAl N1 D aiE 10 view 3Ny CBMAINGS LN EXEAC Y ASSQNEd here

Assign cata

To choose which catalogs they can preview, From the
available drop-down menu, select the catalog you
would like your Reviewer to have access to. Once a

catalog has been added, you will see it listed below B —
thei As sC agtna | neegus 0

You can remove these catalogs at any time by clicking the i R e m olwlket@the right of the listed catalog.

Note: Some institutions provide a single reviewer account to be shared across several users to preview a catalog
before publication date rather than creating several accounts. As this account type does not allow any type of
edits, this is perfectly fine to do!

Permissiondgor Editors

Users who have been assigned Editor-level accounts Gatakog Access and pemission etings
will be able to edit areas of catalog content within I
assigned catalogs. To assign editors permissions, : — :
navigate to the permissions tab and from the available P———

drop-down menu, select the catalog you would like e

your editor to have access to. Once a catalog has e — -
been added, you will see it listed below the i A's sd g I

Cat alneegus O

Youmayfi Di s Abt earf 8 e moanassigned catalog. Disabling access means that all custom
permissions within the catalog will be retained, but the user will temporarily be locked out of the catalog. If
permission has been disabled, the link will say i En aAdd @ e ® allow a user to once again access the catalog.
Removing a catalog will delete all custom permissions that may have previously been established.

If you leave the custom permissions intact, you will be able to copy them from year to year when the catalog is
copied. For more information, see the directions for creating a new catalog in the Catalogs Module section of this
manual. To restrict access further, click on the name of the catalog you would like to restrict permissions within.

When you select the catalog in the
Permissions Tab, you will see a series of
buttons allowing you to assign permissions
based on the type of catalog content Users

will be editing. By default, you will be taken to the Summary button first.
Rev[172020
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The Summary button will display an overview of the permissions that have been assigned to the user. In the
Catalog Permissions Summary table, you will see what access the user has, whether they have Global or Custom
permissions, and if they have been granted Create or Delete Permissions. A green circle with a checkmark ©

indicates the user has that permission and a red circle with an 0@ indicates that user does not have that
permission.

Catalog Permissions Summary

Please note that the gray status icons in the summary table below mean that, even if custom permissions have been set, they are currently
overridden by one or more settings above them. Empty gray icons indicate status not applicable.

GlobalCustom PagesHierarchy ItemsProgramsShared CoresCourses

Catalog Access @ & ® ® & »
Global Permissions @ @ @ 2 & ©
Create Permissions ® @ %] @ @ ©
Delete Permissions ® @ @ o @ @
Custom Edit Permissions & Q © Q © ©
At the bottom of the Summary page you will see the Custom Permission Items table. ltem Type  Permission Items

Custom Pages 2 Single Items
0 Group Items

This table will give you a quick overview of how many items have been assigned to the
user in the other tabs.

Hierarchy Items 1 Single Item

These permissions are assigned in the corresponding tabs for Custom Pages, Hierarchy 0 Group Items
Items, Programs, Shared Cores, and Courses. Single items or group items may be o v

. . . . . . rograms 0 Single Items
assigned. A single item indicates a specific program or course whereas a group may 1 Group Item
indicate all courses with a specific prefix or owned by a certain department. To view a _
. R i X i X Shared Cores 1 Single Item
list of the assigned items, you can click the green links to be taken directly to the 0 Group Items

corresponding tab - or select the button from the top of the page.

Courses 0 Single Items
1 Group ltem
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GlobalPermissiong ab

The Catalog Access option allows you to easily revoke all of a u s e peérrassions while still retaining the
permission settings for later use. This is a convenient way to prevent editors from making any more changes to a
catalog that has reached a final state. If more changes are required later, the u s e pe@nsssions settings may be
made active again.

Global  Custom PagesHierarchy ltems Programs Shared Cores Courses

Catalog Access v e > 4 4 o
Global Permissions & _ _ _ J J
Create Permissions = @ @ @ @ ©
[ Grant J [ Grant ] [ Grant ] [ Grant ] [ Revoke
Delete Permissions _ @ @ @ @ @

(o) Comr) (o) Com) (o)

To revoke all permissions (but retain their settings), click the fDisabledbutton. To return all permissions as
previously established before access was disabled, click the fEnabledbutton.

The Global Permissions option will allow a user the ability to modify all items an Editor-level account would have

access to. Once a single custom permission has been established, global permissions will have an @ indicating
the user no longer has global permissions.

Clicking the fiGrantobutton will allow the user access to all items in the catalog, revoking any custom permissions
that may have been previously established. If a user currently has global access, clicking the fRevokeobutton will
return any previously established custom permissions.

Create Permissions allow users to add new items to the catalog. By default, no create permissions will be
granted. You can grant create permissions by area by clicking the fGrantobutton. To disable create permissions,
click the fRevokeobutton for the appropriate type of item.

Delete Permissions allow users to delete items from the catalog. By default, no delete permissions will be
granted.

Note: A user must have permission to edit an item in order to delete the item. This means that even if you grant
Delete Permissions to a user under Programs, but they do not have permissions to edit any programs -theywo n 6 t
be able to delete any either.
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CustomPagesPermissiongab
The Custom Page Permission Items table Gustom Page pefmission It

i ) [Click an item name for details. Revoke group or single permission items using the Remove link.]
will list any custom pages that have already - o — _—
been assigned to the user. You can click the | c.omrue p—— pemtenio Procoqees [
ﬁ R em Olml‘et@the rlght Of an |tem to Cuslom Page Single ltem Officers and Faculty Remove
remove permISSIon for JUSt that Item Or you [J Remave all permission items abave at once.
may check the box below the table to Remove All Custom Page Permission Hems
i R e mal permission items above at Add Custom Page Permission ltems
once. 0 Select One

Grant Permission

To grant permission to a Custom Page, use
the drop-down menu to select i ACuktom P a g eosahoose an individual page.

Choosing all will allow the user to edit all Custom Pages in the catalog as well as any Custom Pages that are
added in the future.

To assign individual pages, you will need to choose them one by one and clickthe i Gr et mi sbstiom n 0
When selecting individual pages, the user will not be able to edit newly created pages - even if they are the user
who created it - unless you edit their permissions and add the newly created item to the list.

HierarchytemsPermissiong ab

The Hierarchy Item Permission Items table will list Hierarchy ltem Permission ltems

any Hierarchy Items that have already been ‘mwm mmmm} — o
assigned to the user. You canclickthe A Re Mo V € icayien Remme
link to the right of an item to remove permission for O

just that item or you may check the box below the sooctone -

table to i R e m el permission items above at g s bty st s

once . 0

To grant permission to a Hierarchy Item, use the
drop-down menu to select the appropriate item. After selecting the item, choose the group or single item radio
button and clickthe A Gr et mi sbsitiom n 0

If you choose a Department level hierarchy item, choosing group permission will have no effect because
Departments do not own other Hierarchy Items. If you grant group permission to a School/College level item, the
user will also have the ability to edit any Department within that School/College. If you choose the Institution when
granting group permission, the user will be able to edit all Hierarchy Items.

Note: Assigning permissions to hierarchy items does not grant permissions to edit the programs and courses
owned by that item - it only grants permission to edit the entity itself.
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ProgramgPermissiongab
The Program Permission Items table will list any Programs Program Permission hems
that have already been assigned to the user. You can click ek 3 v i e i, e e e s s g e R |
. < . . tem Type Group Item Name Remav
the i R e molwlketathe right of an item to remove — F—
permission for just that item or you may check the box below & =~
the table to i R e m @l permission items aboveatonc e . ¢ o -
Grant group permission to programs in the selected hierarchy item.
Programs are ass|gned accord|ng to theuf h|erarchy List programs in the ssiected hisrarchy ftam to add individual program permission tems.
ownership. From the drop-down menu, select the (Lommpemsrsts g |
appropriate hierarchy item.
Next, you will need to choose between the two radio buttons depending upon o .
earch Results arent

the need. i Gr group permission to programs in the selected hierarchyi t e m

. . . . . . [ artBAIBS. Department: Art
will grant permission to edit any program owned by the selected hierarchy item. "
If you later add additional programs within this same entity, the user will be o e Soparment At
able to edit these new programs as well. O ArtsardSciencss AblaseiTeactar - Deparimant At
fi L ipregrams in the selected hierarchy item to add individual program O Gommunication Arts BFA. Department: Art
permission items.owill provide a list of all programs in the selected hierarchy O Photography BA/BS. Department; Ar

item and you can check the box to the left of any programs you would like to
assign to the user and then click i Gr #errission.o

[0 Photography Minor

[0 Photography Second Major
When you choose to assign programs individually, the user will not be able to O
edit newly created programs - even if they are the user who created it - unless
you edit their permissions and add the newly created item to the list.

Studio Art B.F.A,

| Grant Permission

SharedCoresPermissiong ab

Shared Core Permission ltems

name for details. Ravoike group o single parmission e using the Remove ink |

The Shared Core Permission Items table will list any

e Type Group. Heorm Name

Shared Cores that have already been assigned to the p—— p— P —
user. You can click the i R e molwketathe right of an dd shared Cae Pemission Rems
item to remove permission for just that item or you may e

s Pexmission

check the box below the table to i R e m @l permission
items aboveatonce. 0

Department: Art

Department: Art

Department: Art

To grant permission to a Shared Core, use the drop-down menu to select i A$hared C o r edischoose an

individual Shared Core.

Choosing i AShared C o r ewdl allow the user to edit all Shared Cores in the catalog as well as any Shared

Cores that are added in the future.

To assign individual Shared Cores, you will need to choose them one by one and click the i @ntPer mi ssi ono

button.
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When you choose to assign Shared Cores individually, the user will not be able to edit newly created Shared
Cores - even if they are the user who created it - unless you edit their permissions and add the newly created item
to the list.

Note: Keep in mind that shared cores may appear in multiple programs and are not restricted by hierarchy
ownership. Granting permission to edit a Shared Core that appears in programs across several different
departments, might allow the user to effectively make changes in a program they would not otherwise have
access to.

CoursesPermissiongab

The Course Permission Items table will list any Courses S R——

that have already been assigned to the user. You can P P —
click the i R e molwletathe right of an item to remove
permission for just that item or you may check the box
below the table to i R e m cal permission items above
atonce. 0

Courses are assigned according to their hierarchy
ownership or by prefix.

To assign course permissions based on their hierarchy ownership - use the i S e laé&a to ud@down menu
and select the hierarchy item that owns the courses you would like to assign.

To assign course permissions based on their prefix - use the

i S e la&Course Prefixddrop-down menu and select the prefix Begreh enute Pt
associated with the courses you would like to assign. T ASTR101-Astronomy of Solar System  Department: Physics
NeXt! you WI” need to Choose betWeen the tWO radlo bUttonS L ASTR 102 - Introduction to Stars and the Department: Physics
depending upon the need. firant group permission to courses Halverse

in the selected hierarchy item or course prefix.owill grant
permission to edit any course owned by the selected hierarchy
item or prefix. If you later add additional courses within this

same entity or using the same prefix, the user will be able to edit these new courses as well.

fList courses in the selected hierarchy item or course prefix to add individual course permission items.owill
provide a list of all courses in the selected hierarchy item or with the selected prefix and you can check the box to
the left of any courses you would like to assign to the user and then click i Gr #ermission.o

When you choose to assign courses individually, the user will not be able to edit newly created courses - even if
they are the user who created it - unless you edit their permissions and add the newly created item to the list.
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VersionAuditingRelationships

Note: Version Auditing must be enabled to use this feature. For more information on how to enable this feature,
see the Version Auditing section of this manual.

Version Auditing Relationships are used to establish default Event Auditors. An Event Auditor is the individual
who has received an Audit Event Alert, which will prompt the user to offer feedback on changes to an item. An
Event Auditor is not limited to any particular Account Type and can be any of the three defaults (Manager, Editor,
or Reviewer) as well as any custom Account Type. If you have users who will be working closely together and/or
reviewing each o t h ewvork, ¥ersion Auditing Relationships will simplify the process of sending the Audit Event
Alert.

To establish the relationship, navigate tothe i Ve r audithng Re | at i otabdnhthe p s @ acbdosint. If there is
an existing Relationship established, it will be listed here. A user may have an unlimited number of Version
Auditing Relationships.

Use the drop_down menu to choose from the available Accounts Available for Grouping with this Account:
accounts. Select a user account to add: v Add

Note: You will only see editor and reviewer accounts if they Select a user account o add:

have access to the same catalog as the selected user. Casey Tedrow [Manager] nove link next to the

Catalog Reviewer [Reviewer]
Once added, the Event Auditor will automatically be preselected

each time the user creates a new Audit Event Alert.
You can click i R e moifvae/érsion Auditing Relationship is no longer needed.

Note: Version Auditing Relationships work in both directions, which means that if User A has User B selected as

a default event auditor based on a Version Auditing Relationship, then User B will also have User A selected as a
default event auditor. Removing a relationship from one u s e acbosint will also remove it from the otherus er 6 s
account.

However, if User A is an editor and User B is a reviewer, then you will see User B listed on User A 6 a&count as
an Event Auditor - but you will not see User A listed on User B 6 account. User B will not be able to edit any
content in the catalog as a reviewer and will be unable to create any Audit Event Alerts - and therefore will not be
able to have an Event Auditor.
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Edit & Delete User Accounts

As a Manager, you will have access to edit,
inactivate, or delete the account of any user in the o
Publisher. Non-Manager users will only be able to | vesms e reauiea soss

User Account: Sample Editor

Account ID: *

edit their own account information, but they will o
not be able to change their own account type or FirstName:
. Sample
active status. Lastham:
Editor
Note: Managers will not be able to change their ——
own account status or delete their own account. e
[The ™" symbol indicates a default (system) account type |
To editau s e ac6osint, click their name in the All
Accounts tab and then click the Edit tab. e

(] Opt-out of all Version Auditing emails. [Use the "Alerts” nolifications indictator at the fop right of every Publisher page fo track version auditing events ]
You will be able to edit all aspects of the U S € r O ¢ 7 accountacter jurcnecko asatie s ser sccount winut dsketng 1]
account, including their Account ID, Name, Email et cceun? (1 e
Address, Account Type, Password, and active -
status. You can even delete au s e acdosint.

Note: Deleting a u s e acéosint is a permanent action and is not recommended as a Best Practice because once
deleted, any tracking that previously listed the u s e natnswillnotsay i [ u @ @ Ir e tinstehd. Rather than
deleting a u s e acéosint, we suggest revoking permissions or making their account inactive to prevent them from

logging in.
ResetaU s e Pagsword

There will be times when users forget their passwords. Since there is not a way to retrieve a forgotten password,
and no built-in reset - the solution is to have a manager manually change the password.

To change a u s e pa8ssvord, edit the u s e acbosint, and then click
on the Reset Password link. This will open a small pop-up window
where you can change the user's password.

Reset User Password for: Manager

New Password: *
[Password must be at least 6 characters in length ]

You must enter the new password twice - and it must contain a
minimum of 6 characters (and keep in mind it is case-sensitive). Confirm New Password: *

When you have finished changing the user's password, close the pop-
up window. For security reasons, password information is never
automatically emailed to users, so you will need to communicate to the user what the new password is. Once they
have logged in with the new password, they will be able to reset it to one of their choosing.

Reset
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VERSIOMUDITNGGROUPS

Note: If you do not see the Version Auditing Groups tab, Version Auditing is not currently enabled in your
Publisher. For more information, see the Version Auditing section of this manual.

Version Auditing Groups allow you to create a group of users so you can | Finda Group
quickly send messages and alerts to all members of the group. Any user
can be added to a Version Auditing Group, regardless of which catalogs
they have been granted access to.

Enter Keyword:
® By Group Name O By User Name O By Email Address

[J Show only active groups.
Groups can be searched by group name, user name, or email address.
You may also quickly locate all groups you are a part of by checking
fi O ndhaow groups for which | am a member.0

[ Only show groups for which | am a member.

When viewing a list of groups, you will see the Group Name, number of members, active status, time and date of
the last action taken, and a link to send an email to the entire group.

Clicking i S h &Mw mb e wilsdisplay a
tooltip listing the group members sorted
by Account Type. To edit a group, click Managers: Heather Kelly
the group name. Jay Wingo

Mara Sansolo

Create a Version Auditing Group Close

Group Name Members Status Last Action Contact

Accounting Department 3 (Show Members) Active 08/10/2020 16:49:25 Email Group

Only Manager-level users will be able to create and manage Version Auditing Groups, but all users will be able to
view the groups that have been created.

When you click the link to add a new Version Auditing Group Name:*

Group, you WI" be asked tO give the group a name. After [Select a name for your group that will be easy to recognize for your workflow process.]
entering a name for your group, make sure thata Gr o u p

Ac t i is en@cked and click the i A duders to this Gr o u | 7 GreupActive? [Uncheck to disable this group]

button. Add Users to this Group H Cancel |

Note: Groups cannot be deleted once

t he ybée\n ereated and group names Version Auditing Group: Accounting Department

cannot be Changed once the group has User Name Email Address Account Type Status Remove
been used so you will want to be very el Kelly eely3dgars com Manager Actve Beano:
careful when naming your group. Though S i — Menager e Remore
you cannot delete a group, you will be Mara Sarmoly meansclod ldigare.com Manager Aetve Bemove

able to make the group inactive if it
should no longer be used.
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Once the group has been established, you will be able to begin adding users. Add Users
You may search by name or by email address to locate a user. Clicking search Find a User Account
without entering a keyword will list all user accounts that currently exist in your Enter Keyword:

Publisher.

® By Name O By Email Address
When searching for users, you can check i S h only activeac cou-nt s 0
especially if there are a large number of users.

[ show only active accounts.

Once the group has been created - if it has not yet been used - you will be able to
modify the name of the group.

Group Name:*
[Select a name for your group that will be easy to recognize for your workflow process. Once the group has been used, the name may not
be changed.]

Accounting Department

Once it has been used to send a Route Event Alert to the users, or to send them an e-mail, this option will
become greyed out and unable to be changed.

You will be able to change the users in the group or remove them - even removing all of the users in the group -
at any time. You may also choose to make the group inactive, but you will not be able to delete any group once it
has been created.
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Account Types Module

Account Types are assigned to specific user accounts to determine a u s e acbéess to the various modules. The
primary distinguishing feature between Account Types and user permissions is that Account Types establish
which modules are available to a user whereas the individual u s e pedngssions establish what items a user has
access to.

On the Manage Account Types page, you will see a list of existing Account Types. There are three default
Account Types:

1 Manager - System Administrators with global rights. Managers have access to all areas of the Publisher
and their rights cannot be restricted in any way.

1 Editor - Users who edit catalog content in assigned catalogs, but do not have administrative privileges in
the Publisher. Editors will not be able to make changes that would have a global impact or that would
alter the overall structure of a catalog.

1 Reviewer - Users who have read-only rights to assigned catalogs. They will be able to interact with
Version Auditing if enabled but will not ever edit catalog content.

Note: The default Account Types cannot be altered or deleted, but if selected, the Summary link will list all
modules granted to a user who has that type assigned.

In addition to the default Account Types, you may create custom Account Types to create a unique fit for your
users.

CREATEOREDITA CUSTOMMCCOUNTYPE

In some cases, the default permissions for an editor or reviewer account may not fit the needs of a given user. For
example, you may want to be able to provide access for your admission advisors to view portfolio accounts that
have been created - but not view or edit any catalog content. This would be a perfect example of when a custom
account type would come in handy - you could create one with access to only the Portfolio Accounts Module.
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To create a custom account type, click the i A dadhew accountt y pliekéat

the top of the Account Types page. New Account Type'

First, you will need to give your Account Type a name. The name d 0 e s n ¢ | You must complete required” fields.
need to be anything too descriptive but should be something you will Account Type: *

recognize and remember when assigning the type to a user account - using [This is a "name" for this account type.]
the modules you are assigning may be a helpful naming convention, as an
example. You will need to ensure that the name is unique - no two account

Description:
types can have the same name.

[Add a description for your own use.]
Additionally, you have the option of entering a description for the Account

Type. The Description may be used to indicate the intended use of the type,

or the individuals it is designed for. The description will be seen on the

Manage Account Types page.

Next, you can choose if you would like to start creating your custom Account Type by using the Editor or
Reviewer Account Types as a base. Basing a custom type on Editor or Reviewer will allow the new Account Type
to automatically have the same level of access granted by the selected type, and you can then assign additional
modules the custom type should have access to.

For example, if you have a user who will act as an Editor but may have the additional responsibility of creating a
print version of your catalog, you might create afi S u [Eari tAccouat Type that would be based on Editor but
include the additional Export module allowed as well. Conversely, you might have a user who only needs access
to the Portfolio Accounts module, so you would choose to base the new Account Type on none.

Under it A s sNagdhu |yeuscan decide which modules should be available to users with this Account Type.

In some cases, you may notice that a module is greyed out Assign Modules: -

and cannot be chosen. For example, if you are creating an [W”"%m“m:im“ywl““gwg”’m
Account Type based on a Reviewer, you cannot add modules P -

that would allow them to edit catalog content, such as O FlashPoit™ ks Gateway & Content 1) Gateway Optons

Courses, Programs & Cores, or Gateway & Content. Once O tom Types 1 Permal.nk Usags

the Account Type has been created, you can begin assigning e rmesae P

the type to users in the User Accounts module. :" -
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DELETEANACCOUNTYPE

You cannot delete any of the three default Account Types, but you may delete any custom Account Type at any

time. To do so, you will first need to select the type you would like to
delete and navigate to the Edit tab.

This will permanently delete this account type.

First, check the box to fi D e | tlstaecountt y p & po-up will appear,
asking you to confirm that you would like to delete the account type and
warn you that this is a permanent action. Click i O Kadconfirm.

Are you sure you wish to do this?

. . oK Cancel
Note: Once you confirm the delete, the custom Account Type will be | o< | Anee
removed from the system permanently. This action cannot be reversed.

If the account type is in use by an existing user

account, the number of users will be noted next Delete Account Type:

to the delete Option. You will need to move the [Delete this account type and move all user accounts to a different account type.]

user to another account type before you will be [ Delete this account type. Move (1) existing user account to:

able to delete this one. A drop-down menu will be Select an account type... -

available listing all other Account Types and you
can indicate which other account type should be
assigned to the affected users.
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Catalogs Module

The Catalogs module is where you can create new catalogs and manage existing catalogs. Each catalog is an
independent entity that will be edited individually which means that the structure and content may vary greatly
between catalogs. This module has two tabs: Catalogs and Catalog Types.

CATALOGS

In the Catalogs tab, you will see a table listing all existing catalogs in your Publisher. Catalogs that have been
published - meaning they are visible on the Gateway - will appear at the top of the list and can be reordered;
catalogs that have not been published will appear in alphabetical order below the published catalogs and cannot
be reordered.

Catalog Name Type Preview
+ Undergraduate Catalog 2020-2021 [Published, Locked] Undergraduate Preview
 Graduate Catalog 2020-2021 [Published, Locked)] Graduate Preview

Within the table are three columns. The first column is Catalog Name. The catalog hame provides a clickable link
that will take you to the Summary tab for that catalog. To the right of the catalog name for some catalogs, there
may be words in brackets to indicate the c a t a Istatgs6There are five statuses that may be indicated this way:

1 Published - Indicates that a catalog is visible from the Gateway. You will be limited to one catalog for
each type.

1 Locked - Indicates that only users who have manager-level accounts may edit this catalog. As a Best
Practice, we suggest that you lock a catalog when publishing it to prevent editors from making changes to
a live catalog.

1 Archived - Indicates an older version of a catalog and places the archived catalog alert across the top of
each page on the Gateway. For an archived catalog to show on the Gateway, it must also be published.
When a catalog is archived, it lifts the restriction of one catalog per type.

1 Import Locked - Indicates that a catalog is locked due to an ongoing import. During this import, a catalog
may not be modified in any way, even by a catalog manager. When the import is completed, the import
lock will be removed.

1 Copy Locked - Indicates that a catalog is locked as a copy of it is currently in progress. During the copy
process, the catalog cannot be modified in any way, even by a catalog manager. When the copy is
completed, the copy lock will be removed.
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Enterprise Edition Specific Feature
Nexttothefi Ca t &k engaumn, you will seethe i Al i @dues when viewing catalogs at the System Level.

Clicking this link will open a tooltip listing the Catalog Alias and corresponding Organization. This column will not
be seen at the Organization Level, but you will see a column indicatingthe i Sy s LegehlC a t a If thegcatalog
is an alias; catalogs created at the Organization level will not have anything in this column.

Further to the right is the i T y padutnn which will indicate which Catalog Type has been assigned to each of the
Catalogs. This is important because there can only be one current catalog of a given type published at a time;
however, you may have as many archived catalogs published as you would like. This means you may have a
current Undergraduate and Graduate catalog for this year; but you may have archived Undergraduate and
Graduate catalogs for the past five years displaying on the Gateway. The number of types you have available is
determined by your contract and will be discussed further in Catalog Types.

The last column on the right provides a link to launch the Publisher Preview of a selected catalog. This preview
will let you see how the catalog will appear on the Gateway even when the catalog is unpublished.

Note: When reviewing the catalog through the Publisher Preview, there will be a few differences. The heading of
the Gateway will not display, you will not be able to change catalogs using the drop-down menu, the portfolio
feature will not be available.

Enterprise Edition Specific Feature

Publisher Previews are based on the styles of the Gateway. System Level Catalog Preview Options

Because you may have multiple Gateways with varying When previewing system level catalogs, use the following styles in the preview.
displays with the Enterprise Edition, when you are using the —

preview option while viewing catalogs at the System Level,

you will need to indicate which styles you would like to use in the preview. You can select id e f aau dny aj your
Organizations to see the preview using the styles of that Or g a n i z @ateway.n 6 s

Re-Order Published Catalogs
The way the catalogs in the Publisher are ordered will be directly ndergraduste Catalog 2020 2021 R

reflggted in the (.Zatalog Select c!rop—down menu on the theway. et ot 20202001
Additionally, whichever catalog is at the top of the menu will be -_G FS——

1 H it it -
the default catalog seen by users when they first navigate tothe /=~

Gateway. Undergraduate Catalog 2018-2019 [ARCHIVED CATALOG]

. i Graduate Catalog 2018-2019 [ARCHIVED CATALOG]
Only published catalogs can be reordered. Unpublished catalogs

will appear in alphabetical order below the published catalogs. There are several ways you can tell if a catalog
can be reordered:

i + The circle icon to the left of the catalog has arrows pointing up and down to indicate movement
options.

1 Thewordfi Pu b | iappkaesdndorackets to the right of the catalog name.
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i '%’ When you hover over the catalog, the row highlights and your cursor changes to four arrows pointing
outward.

Moving catalogs is done using drag-and-drop

functionality. [ Cancel and Reset Ordering W

To do this, locate the catalog you would like to move
and place your cursor on the move icon, or in one of
the blank spaces either just to the front of the catalog ! Undergraduate Catalog 2020-2021 [Published, Locked]
name, or just behind it, then left-click and hold. The
catalog you are moving will be highlighted until you

release it. Next, drag the catalog to the desired ! Undergraduate Catalog 2018-2019 [Published, Locked, Archived]
location and release.

Catalog Name

+ Graduate Catalog 2020-2021 [Published, Locked]

+ Graduate Catalog 2018-2019 [Published, Locked, Archived]

Note: Be sure to click the icon, or the blank spaces
before or after the catalog name when reordering catalogs. Click on the catalog name itself may redirect you to
the summary page for that catalog resulting in a loss of changes made to the ordering.

After you have reordered all items, clickthe i S a @ e d e rbutiorgfaund at the top and bottom of the page. If
you do not remember to save the ordering and you navigate away from the page, the changes to the ordering
consideration will not take effect on the Gateway.

Additionally, you are not satisfied with the changesy o u @nade, you can click i Ca nané&ResetOr dertdo ng o
return to the ordering at the previous save. After saving, all changes will immediately be reflected on the Gateway.

Create a New Catalog

You will have the ability to create as many catalogs within the Publisher as you like; the only restriction will be on
the number of published catalogs you may have of a certain type at a time.

When you are ready to create a new Catalog, start by selecting New Catalog
fi A dadhew catalog.0On the New Catalog page, the first step
will be to give the catalog a name. This is a required field and
will be the name that will appear on the Gateway when the
catalog is published. You are welcome to hame your catalog as
you see fit, but many institutions prefer to use the publications

You must complete required* fields.

Name: *
[e.g. 2020-2021 Undergraduate Catalog]

Type:*
year and type - for example, i 220-2021 Undergraduate [Used by system to display multiple published catalogs on the Gateway.]
Cat al o g. 0 Select a Catalog Type ..

Comments:
[This information is not displayed on the Gateway.]

If this is to be a work in progress, you may also want to add

A Wo r kar i IdPd o g rtethestitbe until the editing cycle is
complete, and then remove the additions to the title when you
are ready to publish.
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Next, choose a type from the drop-down menu. Catalog Types are determined as a part of your original contract -
for many schools the default is two, but it may vary by the needs of each institution. Remember that you can only
have a single, current version of each catalog type published at a time. If you need more catalog types, please
our Client Care team, support@digarc.com.

There is an optional comments field that can be used to further describe the contents of this catalog. Information

entered here is for Publisher use only and will not be seen on the Gateway. This might be used to indicate why a
particular catalog was created. For example, you might state that a catalog is for training or testing purposes only
and should not be published.

When you are creating a new catalog, you will have two options: to choose from:

® Create new (empty) catalog.

1 Create new (empty)

O Create copy of existing catalog: [Copying catalogs can take as long as 30 minutes to process. After saving, your new catalog will be

Catalog - Choosing th|s placed in a queue for processing, and you will receive an email notification when it is complete.]

option will create a new Select a Catalog .. v
publication that is entirely Copy user permissions? [Retains custom user account permission settings from the catalog being copied.]

blank. It will not contain any Copy attachments? [Copy all program and course attachments from the catalog being copied.]

hierarchy, courses,
programs, or static content, and will need to be built entirely from the ground up.

1 Create copy of existing catalog - Choosing this option make an exact copy of a selected catalog. This is
commonly selected when you are going to work on a catalog for the upcoming year, allowing you to make
a copy of the current catalog so that you may make revisions. When a catalog is copied, all items are
given new OIDs, and PermalLinks will be updated to point to the correct location within the new catalog,
but the content will remain the same.

When you selectthe i Cr ecapy ef existing c a t a fadioghdtton, you will be able to choose any catalog in the
Publisher to be copied. When a copy begins, it may take up to 30 minutes to process. During this time, the
catalog that is being copied will be locked and not be able to be edited by any user. When the copy is completed,
the user who queued the copy will receive an e-mail to inform them the job has finished, and the lock will be lifted
from the source catalog.

You can also choose whether to copy user permissions and/or attachments from the selected catalog; but the
Version Auditing history - if you have Version Auditing enabled - will not be copied.

Enterprise Edition Specific Feature

When working at the System Level in Enterprise, you will only be able to copy other System Level Catalogs.
When working at the Organization Level, you will only be able to copy Organization Level Catalogs within the
same QOrganization.
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Edit or Delete a Catalog

You can edit or delete a catalog at any point by navigating to the Catalogs Module and clickingonthecat al og 6 s
name to be taken to the Summary, and then clicking on the Edit link.

In the Edit view, you can adjust the same fields that were available when you created the Catalog, such as Name,
Type, and Comments. Additionally, you will find a series of checkboxes that allow you to adjusttheCat al og 6 s
Status.

1 Published - Indicates that a catalog is visible from the Gateway. You will be limited to one catalog for
each type.

1 Locked - Indicates that
only users who have

man ag er- Ievel accou nts [ Archived? [Note: You may publish any number of archived catalogs. Published, archived catalogs will display in the catalog catalog dropdown menu and

may Edlt thIS Catalog AS a also the 'Archived catalogs' basic filter.]
BeSt PI'aCtICE, We SuggeSt [“] Block Search Indexing. [Note: This will prevent most search engine web crawlers from indexing pages in your catalog.]
that you lock a catalog
when publishing it to
prevent editors from
making changes to a live
catalog . Note: This catalog is published and may not be deleted.

1 Archived - Indicates an
older version of a catalog and places the archived catalog alert across the top of each page on the
Gateway. For an archived catalog to show on the Gateway, it must also be published. When a catalog is
archived, it lifts the restriction of one type per catalog.

1 Block Search Indexing - Will allow you to prevent most search engine web crawlers from indexing pages
in this catalog. We recommend choosing this option when you Archive a catalog, so search results will
point to the newest content rather than old catalogs.

[ Published? [You may have only one catalog published to the Gateway for each catalog type. Catalog type limitations are ignored for archived catalogs.]

<1 Locked? [Prevents editing by editors.]

/1 Enable Degree Planner. [If enabled links to a Degree Planner will be displayed on program pages.]
[] Hide Program Descriptions. [Hide all program descriptions to reduce printed Degree Planner length.]
| Hide Gateway Search. [Entirely removes the search tool from the Gateway for this catalog only.]

Delete This Catalog? [This will delete everything contained in this catalog and cannot be reversed.]

Note: Keep in mind that when you enable the Block Search Indexing option, you w 0 nsée results
instantaneously. Search engines crawl and store data on their own time - and we ¢ a raétually control the terms,
they do it. If they have already stored information relating to your catalog, they may come up in search results for
a few more weeks, but they w o nodritinue to crawl this older data and eventually the newer catalogs will replace
the older ones.

1 Enable Degree Planner - Lets you decide if you would like this catalog to have the Print Degree Planner
available on programs in the catalog. When enabled, the planner is automatically generated and always
reflects all changes made to a program.

1 Enhanced Degree Planner i Lets you decide which version of the Degree Planner you wish to display
for this catalog. Note that the Widget API must be enabled to see this option.

1 Hide Program Descriptions i Hides program descriptions in the Degree Planner to reduce size.

1 Delete this catalog - Will open a prompt asking you to confirm that you want to delete the entire catalog;
this is a permanent action and will delete all catalog contents. If you click fi O Ktbe,save button will
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become a delete button. You will not be allowed to delete a catalog that has already been published;
instead you will first need to un-publish the catalog and then edit again to choose the delete option.

Note: Deleting a catalog is intended to be a permanent action and requires a three-step confirmation process
before a catalog can be deleted from the Publisher. As an additional precaution, we also do not allow the deletion
of published catalogs. We understand that everyone is human, and errors occur - and we do make nightly

backups of our databases. If a catalog is deleted in error, it is possible for us to restoreyourp u b | i sntirer 6 s
database to the overnight backup, although this would mean that any and all changes made between when the
restoration occurs and when the backup was taken would be reverted. This is a procedure we do not recommend
unless it is absolutely necessary. Should you wish to proceed, please reach out to our Client Care team,
support@digarc.com. As a reminder, this should be considered an emergency action only.

Enterprise Edition Specific Feature

Wheny o u feadg to publish a catalog in Enterprise Edition, you will need to first publish the System Level
catalog. Once the System Level catalog is published, any catalog aliases can be published within their respective
Organizations. If you have created a catalog specific to an Organization, you can disregard this extra step.

CATALOGYPES

Catalog types offer a way to publish more than one current catalog at a given time to your Gateway. For instance,
if you want to publish both undergraduate and graduate catalogs, you willneedbothiUnder gramdluat e o
i Gr a d eatatogtypes, and then to assign them to your catalogs as described above.

You can only have one published (non-archived) catalog of each type available on the Gateway at a time. The
total number of catalog types available to you is determined by your contract - the default is two, but it may vary
by institution. Some may have a single type, and some may choose to have a third type to include a handbook,
for example.

You will be able to edit your existing types by navigating to the Catalog Types tab, and selecting the type of
choice, and then click on the Edit Tab. From the Edit Tab, you will be able to change the type name or enter a
description for internal purposes.

To publish additional catalogs, you will need to purchase additional catalog types. To do this, please contact our
Client Care team, support@digarc.com.

Note: You do not have the ability to create or delete Catalog Types. If adjustment to your Catalog Types is
needed, please contact our Client Care Team.
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Catalog Preview

The Catalog Preview Module is the only module that will not be available to managers. This module is provided to
editor and reviewer accounts by default and may be available within a custom account type if you have chosen to
provide it.

Where managers have the Catalogs Module, other user types may use Catalog Preview. This module provides a
way for users to preview catalogs that have not yet been published. In order to preview a catalog - the user will
need to have the catalog assigned to them. Assigning a catalog to a user is covered above in the User Accounts
section.

Catalog Name Type Preview

In Process Undergraduate Catalog 2020-2021 Undergraduate Preview

In the Catalog Preview module, users will see only list of assigned catalogs, the types associated with them, and
a link to preview them. They will be unable to make any changes to the name, type, or status of them. Clicking the
preview link will launch the Publisher Preview, allowing them to review these unpublished catalogs prior to them
going live.

Enterprise Edition Specific Feature

Users who are given access to catalogs at the System level will also have a column titted i Al i anhiehswdl ,
open a tooltip window and display each aliased catalog associated; although they will not be able to modify them.

Users who are given access to catalogs within an Organization will have a column tittedi Sy s tegeiCat al og o
which will indicate which System level catalog this was aliased down from; although they will not be able to modify
it.

Rev[172020
O /

DIGARC.COM - 5015 SOUTH FLORIDA AVE + THIRD FLOOR - LAKELAND, FL 33813 - 863.709.9012 DlGHRC



Page560f 166

Gateway Options Module

The Gateway Options Module is used to make changes that will impact your Ga t e w appe@rance. In this
module y o ub@& &ble to modify your FlashPoint Links, favorite icon, alerts, enable social media links, and
customize the mobile application. You will need manager level access - or a custom account type with this
module permitted - in order to access this module.

Note: All changes made in the Gateway Options Module are global, meaning they will impact your entire
Gateway, regardless of which catalog y o u &eleeted in your Publisher. These options cannot be limited to a
specific catalog.

Enterprise Edition Specific Feature

Before you can make any changes in the Gateway Options Module, you will need to choose an Organization.
EachOr g a ni z@ateway wilbbe unique to that Organization.

There are no Gateway Options at the System Level because the System Level does not have a Gateway.

SETTINGS

The settings found in this tab are broken into sections that are indicated by gray boxes. You will need to save your
changes at the end of each of these sections as there is no master save button at the bottom of the page. Each
time you save a section, the page will be refreshed and any unsaved changes on the page will be lost. Changes
made within the settings are immediate and will impact your Gateway affecting all catalogs.

Default FlashPoint Link Icons

FlashPoint Links allow you to place links or uploaded resources BT [ T Gurrent (oo
behind an icon rather than just behind clickable text. [Click Browse to choose a new image] 1)

i . i Browse... No file selected.
When creating a new link, you can use one of three default icons
or upload a custom icon. The default icons are helpful when you FlashPoint™ Link Icon 2: Current Icon:
may need to use the same one repeatedly - for example, an icon [Click Browse to choose a new image.]  |dgp

. . Bi ... No file selected.

to denote a PDF when placing a syllabus on multiple courses. By ose. To Tl seEeE
replacing a default, you can refer to the same image without FlashPoint™ Link Icon 3: Current Icon:
needing to upload it each time you create a new FlashPoint Link. [Click Browse to choose a new image.] ),

Browse... No file selected.

You can change the default icons to your own custom icons here.
The current icons will appear on the right in the same size they will [ Upload New icon(s) 1

appear on your Gateway.

These images should be no larger than 50x50 pixels and must have afi . gfi .fjom § 0 p filegektension. To
change them, click i Br o w godogale an icon and then click i U p | Mea tbon(s) .Aftery o u Quploaded your
new icon(s), the previews on the right will be updated. If you had any existing FlashPoint Links that were using
these icons, they will be updated as well.
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Favorite Icon

The "favorite icon" or i f a v iisdisplay®ed in some browser navigation,

bookmarks, and tabs. It is not required, but a lot of websites - and ™ Inbox (5) -
institutions - use one as part of their branding. On the right is an example of browsers tabs displaying the favicon
for Acalog and Gmail respectively.

You must upload an image of type ".ico" which will be renamed "favicon.ico" to conform with the standard. Once
changed, you may need to empty your browser cache for the favorite icon to update. If y o u éot seire how to
optain that file type, or where to get your institutions favicon - you should check with your web administrator for
more information.

On the right, you will see a preview of your current icon, if you have one set. To replace it, clickthe i Br o ws e é 0

button to choose a file and then click i Up | e & a v i cThenpreview on the right will update to show your
new favicon, however, you may need to clear your browser cache to see the change reflected when viewing your
Gateway or any bookmarks in your toolbar.

Meta Tags

Meta tags are an optional feature that are often used to improve placement in search engine rankings. T h e yndtr e
visible to your users but they are visible to search engines. There are two fields available for entering meta tags:
description and keywords.

The description field allows up to 100 words describing the contents of your Gateway - you should use this field to
describe what your catalog is about and what you are offering. The keywords field allows up to 100 comma
separated keywords describing your| n s t i tcatalog data 6fer these you want to try to enter the words you
think visitors will enter into a search engine to find you.

When entering meta tags, keep in mind that the search engine will compare if whaty o u &nteeed lines up with
what it finds on you catalog: | have a website dedicated to why Jurassic Park was excellent but my tags all related
to cats - search engines are not going to rank me very high!

Alerts and Portfolio Email

The first alert in the section is the MArchived Catalog Alert,0which is required. By default, i[| ARCHI VED
CA T AL Om@lbéthe alert used. This alert appears the top of every page in an archived catalog and is meant to
alert users that they may be viewing outdated content. Here you can customize this alert message. You can
change this to display your preference - but keep in mind it will be the same across all catalogs, and no formatting
is allowed. Some institutions have changed it to reflect A Ou t d@ad retd evimlé athers have put i T hdatalog is
Out of Date and Should Not Be Re f e r e Nateetltht dépending on the length of the Archived Catalog Alert, it
may be cut off in the drop-down catalog selection menu.

The next two alerts are optional: i N Active Programs A | eand fON Active Courses A | e Thiese alerts will
appear when you create a filter that displays programs and/or courses based on Hierarchy ownership. If a
particular Hierarchy item d o e sdire@tly own any programs/courses, the alert you enter here will be used. These
alerts are optional; if you leave these fields blank, no alert will appear.
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Thefi P o r tReturd Email A d d r ewsdl bedused if you have the Account-based Portfolio enabled. If a user
creates a Portfolio account on the Gateway and forgets the password, they can request it be sent to them. When
the password is automatically sent to the user, the email address you enter here will be the one the user sees.

After making any changes within this section, click the i S a #larts and Portfolio Email S e t t ibuttgns 0
Search Options

This section allows you some control over the search feature of the Gateway that appears above your navigation.
PersistenSearchOptions

These settings control the

Persistent Search Options: *

search features that will [Select options to include in the search tool shown above the Gateway navigation. An example of the options chosen is shown at right.]
appear at the top of your O Advanced search link only. Gateway search example:

Gateway navigation_ On O Keyword field to search all catalog content. Catalog Search

the I’ight iS the current O Keyword field and search location. Courses

® Keyword field, search location, and Whole Word/Phrase checkbox.

n G at eSWGHCVI e>'<ample,0 [J Check Whole Word/Phrase by default. Enter Keyword N go
which lets you preview how O Whole Word/Phrase
Search Location Names: * Advanced Search

the search will appear on
the Gateway.

The first radio button will hide all search options except for the link to the Advanced Search page. The second
radio button will add a keyword field. The third adds the search location drop-down menu. The last radio button
adds the i Wh oWoer d / P hcheakbox and allows you to decide if this box should be checked or unchecked by
default.

SearchLocationNames& Default

You can customize the terminology used for Hierarchy Items and Other

Search Location Names: *

Content in your search location drop-down menu. These fields are 5"& ‘e’:s ﬁe‘°w Eppeaiiniie scaciccaioniirplion)
. . . . lerarchy ltems:
required if you chose to include the Search Location drop-down menu Schools & Departments
in the Persistent Search. Additionally, you can determine the default Other Content:
search location that will be selected if a user on the Gateway d 0 e s n ] Feces and OnerNon-Academic Content
choose to Change it. Search Location Default: *
[The default choice for the search dropdown.]

. Entire Catalog -
AdvancedsearchLink Text
You can customize the clickable link text that will point to the Advanced Search Link Text: *
Advanced Search page_ This field is limited to no more than 25 [To avoid Gateway display errors, this text is limited to 25 characters.]
Characters Advanced Search
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WholeWord/Phras®ption

If you did not choose to include the i Wh oWoer d / P hcheakbox i the Persistent Search Options above, you
can choose here to make it available on the Advanced Search page. If you did include the checkbox in the
Persistent Search, it will automatically be selected here and cannot be deselected.

SearchResultsShownPerPage

This number determines the number of search results that will be shown per page. The default is 5 and the
maximum is 50. If a user searches the entire catalog, the results are broken into sections based on search
location. If you set the results per page to a higher

number, you may have a very long page of restts to

scroll through Results for any term in “math”.
MATH 179 - Mathematics: Applications and Philosophy

The example at the right shows search results for the
fi Co u r- Keyveord/Phrase Ma t ¢ hThereare five
results per page and a total of sixteen pages in this
example.

MATH 460 - Technology and Topics in Mathematics for Secondary Teachers

MATH 331 - Discrete Mathematics

MATH 361 - Mathematical Modeling of Science for Middle School |

MATH 380 - Mathematics History

A user will have to scroll past the course search results
before viewing Programs, Hierarchy Items, or Other Page: 1]2(3]4]5|6|7 ... Forward 6 > 16
Content results.

SearchResultsSorting

You can choose to have search results sorted alphabetically or by rank. The setting you choose here will be the
default used for searches on the Gateway, but users will be able to switch between both sorting options.

Choosing the i BRr a n &pdion will give users the most relevant search results and behaves in the way users are
most familiar with.

Other Settings

List ArchivedCatalogs

This setting is a check box that is used to determine whether archived catalogs will appear in the catalog drop-
down menu on the Gateway. If the box is checked, the catalogs will appear.

Note: Hiding archived catalogs from the drop-down menu does not unpublish them; published, archived catalogs
will still appear in Archived Catalog filter pages or on the all catalogs page which is linked in the Gateway footer.
This option is available to reduce the number of catalogs that may appear in the drop-down menu - if you have
several publications per year or have been using Acalog to manage your catalogs for several years, you may
have a large number of archived catalogs.
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DisplaySocialMediaLinks

When this box is checked, a share icon will appear next to the print-friendly icon on your
Gateway pages. When hovering over the icon, a user on the Gateway will be able to choose to 'F L J
post a link to the current page to either Facebook or Twitter. The user will need to have pop-ups E ¢:
enabled and will need to be logged into their Facebook or Twitter account in the same browser.

Note: You cannot choose to only enable Facebook or Twitter; by turning on social media links, you will provide
both options to your users.

GatewayRL

This is informational only and will provide the current URL of your Gateway. If your Gateway URL needs to be
adjusted, please contact Client Care, support@digarc.com.

SupportEmail

This email address will be used on the Gateway and in the Mobile Application (if enabled) to give users support
contact information. It is required to have an email address entered here, butthe i S u p j[Email Link T e xig 0
optional. This email address should point to someone at your institution who can answer questions a user may
have about the catalog or about your institution. The i S u p [Email Link T e xcandbe changed to reflect the text
of your choice, or even left blank.

STYLES

Note: All styles set are put in place by our Gateway Integrations team, and if you need assistance managing the
styles you can contact our Client Care team for assistance. For major changes, you do receive one free
reintegration per year. Prior to making changes to this area, it is suggested that only individuals familiar with web
development, (HTML and CSS) modify this content.

This tab allows you to modify some of the settings used in the Gateway's Cascading Style Sheet (CSS). The
Gatewayd €SS defines the look and feel of your Gateway and includes all the colors, fonts, spacing and even
some images seen on the Gateway. The CSS used on the Gateway is put in place as part of the initial
implementation and is handled by our Gateway Integration team - and is designed to mimic the look and feel of
your institutional website and create a seamless integration. Major changes to the CSS (such as a redesign) still
require that you contact DIGARC for assistance.

Smaller changes, however, may be completed via this page. Any changes that are made to the Gateway Styles
will be immediate, shown in the Publisher's Catalog Preview module, and will affect all catalogs. Once a new style
has been added, it will always be available, and unable to be deleted - even by a DIGARC team member.
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Add a New Style

Any custom styles that you add will be available inthe i St ydrop-dovn menu in the WYSIWYG Editor
everywhere the editor is available.

To add a new style, click the i A chéw s t vy linkeabthe top of the style table. You must give each new style a
unique name beginning with a letter. Be absolutely sure the style name is correct because you cannot rename or
remove the style once it has been added. New styles will appear in the Gateway example and may be edited just
like any existing style.

New styles will include all options except for the rollover color (which is reserved for links). Select how you would
like the style to look, and then click the fi A d lltbon to add the style.

Style Sheet Text Type Font Names Size Color Rollover Color Bold Underlined

+ Add New Style.

Modify Gateway Styles
You can also modify some of the styles used inthe Ga t e w @asdading Style Sheet (CSS).

1 Institution Name: This is the name of your institution and will appear at the top left of all Gateway pages
(just below the custom header).

1 Archived Catalog Alert: This alert is only shown when an archived catalog is being viewed.
1 Current Date: The date will be shown in the format, i MDD, YYYY.0

I Catalog Name: The catalog name will only be displayed on the Gateway when a single catalog is
published. If multiple catalogs are published simultaneously, then a catalog drop-down is displayed to
allow users to select a catalog to browse. The catalog name will always be shown in the Publisher
preview.

I Catalog Search Header: This is the Catalog Search text shown below the current date.

1 Gateway Navigation: The Gateway navigation style applies only to links in the Gateway navigation. This
includes the Mdvanced Searcholink and all links below it.

1 Heading 1: The main heading is always shown on the top of every Gateway page to the left of the Help
link. Main headings may also be used in Gateway custom pages.

1 Heading 2 - Heading 6: The other headings are generally smaller and below the main heading. They
may be used to display core names in a program and to display school/college or department names in
some filter links.

1 Body Text: Body text is any text shown in the main content area of any Gateway page, pop-up window,
or in the help page.

Rev[172020

.'./jm
DIGARC.COM - 5015 SOUTH FLORIDA AVE -« THIRD FLOOR - LAKELAND, FL 33813 =« 863.709.9012 1 DlGHRC



Page62of 166

1 Body Text Links: This style applies only to links within the body text. These include all links in filter
pages, course name links in programs, all links on the basic and advanced search pages, and the Print
This Page link.

1 Table Headers (TH): Table headers are displayed in catalog search results, in the portfolio, and
potentially in other places of a catalog.

You can change the font, style, size, color, and attributes for each style described above. To changeas t y fomet,0 s
select a font group from the Font Names drop-down. All styles require a font group. Select a font size from the
Size drop-down.

Select a font color by clicking the color block. This will open a color picker that allows you to select a predefined
color or enter the exact value of a color. The rollover color, which is only available for link styles, is selected the
same way.

Finally, each style may be set to display in bold and link styles may be set to display underlined (For Section 508
accessibility compliance, it is suggested links be underlined).

When any change is made to any style, the Gateway example will be updated to reflect the change. This allows
you to see what style changes will look like before saving them. When you are satisfied with your changes, click
the Save button to save the style changes. You may also discard any changes that you made in the form (and
example) by clicking the Reset button.

Courses

Enter Keyword

Catalog Home

Academic Calendar

Course Descriptions

The School/College of Arts &
Sciences

Campus Life
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HEADER

Note: The headings are put in place by our Gateway Integrations team, and if you need assistance managing the
headings you can contact our Client Care team for assistance. For major changes, you do receive on free re-
integration per year. Prior to making changes to this area, it is suggested that only individuals familiar with web
development, (HTML and CSS) modify this content.

As part of your initial implementation, our Gateway Integrations team will design a custom header to create a
seamless integration with your institutional website. If you are familiar with HTML and CSS, you can have your
own customizable header that will appear at the top of every Gateway page on every catalog. The header might
includeyouri n st i tloga, links to §asir main institution website or other locations. You can have an unlimited
number of Gateway headers and header images - but only one Gateway header can be active at a time. The
Header tab includes tools to manage the Gateway header and any images used in the Gateway header.

Set the Active Gateway Header

To set the active Gateway header, simply click the radio button next to the Gateway header you want to make
active, and then click the i Ma K e t ibwttend

If A N o risecldosen, no header will be shown across the top of the Gateway. The active Gateway header will
immediately be shown on all Gateway pages.

Create a New Gateway Header

To create a new Gateway header, click the Add a new header link and fill in the form on the following page.

Gateway Header Name: This is the name of the Gateway header. This is used only for reference and will not be
displayed anywhere on the Gateway. This is a required field.

Gateway Header: This is the Gateway header itself. Use the WYSIWYG editor to create a custom header. To
add images, use the insert picture tool and choose an image from the drop down. This will display a list of
uploaded images (uploading header images is described below). You may also enter a custom URL to an image
located on a web server. This is a required field.

When finished, click the Save button to save the Gateway header. Click Cancel Changes to discard any changes
that you made to the header.

Note: When creating or editing a Gateway header, the WYSIWYG editor includes a Source option to edit the
Gateway header source code directly. Only users who understand HTML should edit the source code. This
source code option is not available anywhere else within the Publisher.

Create a New Remote Header

To create a new remote header, click the i a dadiew remote h e a dlmk aad fill in the form on the following
page.

Gateway Header Name: This is the name of the remote header. This is used only for reference and will not be
displayed anywhere on the Gateway. This is a required field.
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Gateway Header URL: This is the URL of a header file hosted on a remote server, such as your institutional
website. The URL entered must begin with either "http://" or "https://". This is a required field.

When finished, click the i S a \bgton to save the remote header.

Preview a Gateway Header

To preview a header, click the i P r e vlinkdowtbe header. A pop-up window will appear displaying only the
header selected.

Edit a Gateway Header

To edit an existing Gateway header, click the name of the header you want to edit. Editing a Gateway header is
very similar to creating a Gateway header.

You can change any of the information for the Gateway header as desired in the same way that you would create
a new custom header as above. Click the i S a \bu#tton to save your changes or click i Ca nCled n gte cancel
changes to the Gateway header.
Delete a Gateway Header

To delete a Gateway header, simply click the Delete link. A pop-up box will require you to confirm that you want to
delete the Gateway header. If you confirm this, you will now have to click the fDelete!dbutton to permanently
remove the Gateway header. Once deleted, a Gateway header cannot be undeleted. This is a permanent action
that cannot be undone.

Note: If you delete the active Gateway header, no custom header will be shown on the Gateway (this is
equivalent to selecting Noneodas the current Gateway header).

Copy a Gateway Header

To make a copy of a header, simply view the list of headers and click the i Ma K e p knk for a header. A copy of
the header will immediately be created with i ( 2fjeothe name. If a copy with that name already exists, A (,8 )
i (,dejc. will be added instead.

Upload Header Images

To upload an image for use with the Gateway header, click fi B r o & ételocate the file on your local or
networked hard drive, and click the i U p | lo ra a goetton. Only images of file type GIF, JPG, or PNG may be
uploaded and used in headers.

Check Header Image Usage

To check in which headers an image is used, simply click the i U s a lqlefor the image.

Preview Header Images

To preview a header image, simply click the i P r e vlinkdowthe header image. In addition, you may check
which headers use a particular image by clicking on the link inthe i U s a gpleiron.
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Delete Header Images

To delete a header image, simply click the i D e | lk. A @op-up alert may explain which headers may be
affected by removing the image and you will be required to confirm that you want to delete the header image.
Once deleted, a header image cannot be undeleted.

Note: If you delete a header image that is being used in any custom header, a message explaining which
Gateway header(s) had used the image will be shown.

MOBILEAPPLICATION

Acalog gateways are now fully responsive, meaning that the content of the page will automatically adjust
based on the size of the screen used to view the site. This change means it is no longer necessary to
configure the Mobile Application unless you do not want your gateway to be responsive. Information on
how to configure the Mobile Application is below.

If you are utilizing the Mobile Application, and you wish to switch your gateway to be responsive, please submit a
support ticket via the Support widget on the page.

The Mobile Application provides a mobile experience for browsing your catalog. You can manage numerous
settings to customize the functionality of the mobile application and its general appearance. The mobile
application uses HTML5 or display your catalog as a mobile friendly website that is compatible across devices.
Users do not need to download anything to access your mobile site.

Application Settings

The application settings page allows you to manage several general settings for how the mobile application acts.
It also allows you to manage contact information that will be displayed in the mobile application. The page is
broken down into several sections.

ApplicatiorSettings

Enable/Disable Application: You may choose to enable or disable the mobile application itself. This is a required
field, but it may be changed at any time.

Automatically Forward Mobile Users: Choose this option to automatically forward mobile device users to the
mobile application when they view the Gateway. All other devices will default to the standard Gateway.

Allow Mobile/Gateway Switching: If checked, users may switch between the mobile application and the
standard Gateway. If y 0 u @hosen to automatically forward mobile users, as a Best Practice, we suggest
allowing the user to switch between the mobile and full-site version.

Application URL: The URL to the mobile version of the e-catalog. You will not be able to change this URL within
the publisher, but if you would like to have it changed please contact our Customer Care Team.

Application Title: The Application Title will also be used when users choose fi A daHome Sc r e @anO%s
devices. The title may be abbreviated when shown on the device, to avoid this we recommend that the title be no
more than 12 characters in length.
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Support Email: The support email used in the mobile application is the same e-mail information that is used on
the Gateway Settings tab. To modify this setting, you will need to return to Gateway Settings.

Contact Email: This email address will be displayed on the Contact Institution page in the mobile application,
alongside the optional phone number and physical address. It may differ from the support e-mail address.

Be suretoclickthe A Salv et ttmsave these settings.

Applicatioricon

The application icon will be shown on the contact information page, or if your users choose the i A dalhome

s ¢ r eoptiomon their devices. Click the i B r o & &baitton to select an image from your local or networked hard
drive. Mobile icons must be a PNG image that is 114 x 114 pixels. If you upload an image that does not fit this
criterion, it will automatically have resized to fit these dimensions. Once it has been uploaded, the preview to the
right will update to display your new icon.

Choose thefi Ap Bl v shedkbox if you want the icon to be made glossy when displayed. This will only be seen
on mobile devices.

Click the i U p | lo @ abatton to save the gloss setting or to upload a newly selected mobile icon.

ApplicatiorLoadingScreen

The loading screen will be shown while the mobile application loads on a mobile device if you were on a slower
connection; and it will only display for users with an Apple device. Click the fi B r o & &batton to select an image
to upload. The loading screen image must be 320x460 pixels and in PNG format. If you upload an image that
does not meet this criterion, it will be automatically resized to fit these dimensions.

Clickthe d Up | looadithg S ¢ r e lauttod to upload a newly selected loading screen. Once it has been uploaded,
the preview to the right will reflect the new image.

ApplicatiorBanner

You may have a banner shown across the top of the mobile application. This may be a block of color, an image
that tiles, or an image that stretches across the top of the application. If the banner is not shown, a bit more space
will be available for your catalog information. At the right is displayed an example of what the banner will look like.

Enable Banner: If checked, the banner will be displayed at the top of the mobile application.

Banner Image: Select an image to use as the banner. The image should be a PNG of 320x30 pixels in size.
Larger or smaller images will be automatically resized to that size. You may preview the current image by clicking
the Preview Current Image link.

Use Background Image: Select a background image to display behind the banner image. The background
image should be a PNG of 30 pixels in height. The background image will be tiled horizontally if needed. You may
preview the current image by clicking the Preview Current Image link.
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Background Color: A solid background color may be used if a RGB “Named colors . Color slider x.
background image is not needed or desired. Click the color block to IR

i 5 [ |||
changfa the background color used. There are three tat?s available for BEEREREREREEREEE T
choosing your color: RGB, Named colors, and Color slider. In the Color [ 101303 N
slider tab you will be able to adjust the color using slider tools, or you can
enter the hexadecimal value of a color if you know it.

When you click the i U p | lmagds and Save C h a n ghaittoom, any
images selected will be uploaded and the other settings will be saved.

Addresdnformation

All addresses entered here will be shown in the contact information page of the mobile application. Multiple
addresses might be used when your institution has several campuses.

Clickthe i A dadhew a d d r dink ® add a new address. When adding an address, you will be required to give
the address a i L a .BblEnhultiple addresses are listed, this will appear in a list for the user to choose from. It will
also appear at the top of the contact page for the address in the mobile application. When you enter an address,
you will see a preview on the right of the map that will be displayed for users. You can also add a phone number
for each location. Lastly, click the i S a \buton to save your changes.

You may add an unlimited number of different addresses. If multiple addresses have been entered, you may
easily reorder them using drag and drop. Click the Save Ordering button when finished to save the new ordering.

To edit an existing address, click the i E diin next to the address. To delete an existing address, click the
fi De | lenk nexi to the address. You will be required to confirm that you wish to delete the address. This
operation cannot be undone.

Styles

This page allows you to modify the style sheet used on the mobile application. On the rightisthe i Mo b i | e
Application E x a m pwhiehawill let you preview how your mobile application will appear, including the banner you
setinthei Ap p | i Seatttiitabngs the left you will find a table listing the various elements of the application,
which you can change the color of. You cannot change font size/style or layout of the application. The elements
are as follows:

1 Loading Spinner: The loading spinner is used to indicate when mobile application pages are loading.
You may choose a color of black or white.

I Toolbar (Background and Text): This element is the top section of the mobile application. It typically
shows the catalog name. You may choose the color of the background gradient and the text.

1 Button (Background and Text): This element affects the buttons at the top left and top right of the
mobile application. You may choose the color of the background images and the text. Info Box
(Background and Text): This section will include instructions for the userorthei[| ARCHICYEBL OG] o
alert. You may choose the background and text color.
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1 Content Background: This element is the background shown behind the body text and link text.

1 Application Background: This element is the pinstripe background shown behind the mobile
appl i ceontdnton 6 s

1 Header: The header text will be shown in several places at several sizes. You may choose the text color
used for all headers.

1 Body, Link Text: You may choose the color of both the standard body text and link text.

91 List Separator (Background and Text): The separator is used to define groups of data such as breaking
up an alphabetical listing by letter.

1 List Item (Background and Text): List items are clickable links used to browse the c a t a lintoignétien.
You may choose the background and text color.

1 List Item (Selected) (Background and Text): Selected list items are list items that have been rolled
over. You may choose the background and text color.

1 List Item (Details): Occasionally additional details will be shown within a list item in this style you may
choose this text's color.

9 List - Chevron: The chevron element is the i >ifdage used in list items. You may choose the color of the
chevron.

1 Secondary Button (Background and Text): This element will be seen on the search page in the mobile
application. You may adjust the background and text color.

When a change is made to any style, the mobile application example will be updated to reflect the change. This
allows you to see what the style changes will look like before saving them.

To save the styles, click the fBaveobutton. All changes made will be live and immediate.

Rev[172020
O/

DIGARC.COM - 5015 SOUTH FLORIDA AVE +« THIRD FLOOR - LAKELAND, FL 33813 -« 863.709.9012 DlGHRC



l...

ACALOG T rg

Gateway & Content Module

This module allows you to customize the appearance of your Gateway navigation for a selected catalog as well
access to edit the contents of the pages found within the navigation. The Gateway & Content Module includes the
Navigation, Filters, External Links, Custom Pages, and Media Files Tabs.

When you first navigate to this module, you will see the Navigation tab.

Note: If you access this module with manager level access, you will see five tabs across the top of the page. If
you access this module with any other account type, you will only have access to Custom Pages.

If Custom Permissions are enabled, non-manager level users may have even fewer permissions and they will be
designated by two icons:

¢’ - Indicates permission to edit the selected item has been granted.

- Indicates permission to edit the item has been revoked. The Edit Tab will not be available.

NAVIGATION

The Gateway navigation is unigue to each catalog and may include any of the following items:

1 Filters - templates generated based on your selections to dynamically display catalog data such as a list
of courses or programs.

1 External Links - links placed in the e Orcring | ancel and Rese rterng + tewriter || vowtrematne [ Hewcustombage ||+ New edarie
navigation that direct the user to a Navigation Link Label Type Remave
location outside of your catalog Catalog Homa [Previen] (system Cetaut]
content, such as your institutional % Horzontal Ruls isplay e Delste
website. % Uniersity Caliar [Previon] CustomPags Mk Insce

2 General Information [Praview] Custom Page Make Inactive

1 Custom Pages - narrative content
such as a message from the president, academic policies, or a list of staff and faculty. Typically, the
content found in the front for very back of a traditional printed catalog.

1 Media Files - files such as PDFs, images, or videos you would like to make available to users on the
Gateway.

From the Navigation Tab you will see a brief description followed by links to add new items to your navigation; this
is offered as an optional shortcut in addition to navigating to the corresponding tab at the top of the page for the
type of item you would like to add.

Below the add links, you will see the current Navigation displayed within a table. The first column lists the
i Na v i d.imkLiaobnevhich reflects the clickable link text that will appear in the Gateway Navigation. Each of
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these is a clickable link that will take you to the summary tab for that item, where you can review additional details
or modify the items. To the right of eachi t e Ne®igation Link Label, you will see af P r e vlinkdoweach item
which will launch the Publisher Preview.

Enterprise Edition Specific Feature

When viewing the Navigation, y o ufid tHat each item has an additional icon appearing next to it. Hovering over
the icon will provide a tooltip identifying its purpose.

@ - Indicates that content is housed at the System Level and cannot be modified within an Organization
but may appear within several aliased catalogs.

= - Indicates that content is housed within an Organization. The content is not shared across multiple
catalogs and may be edited at this level.

The i T y paun will indicate if the item is a Filter, External Link, Custom Page, Media File, or Display Item.
This information can help you determine at a glance the type of content that may be displaying, as well as how it
may be modified.

Note: Catalog Home is listed as a [System Default] under Type. This item is a Custom Page that will always be
listed as the first item within your Navigation. It is not able to be removed.

Enterprise Edition Specific Feature

When editing a Catalog at the System Level, you will not see the usual i Ca t & b omgléfault page. You may
reorder items at the System Level, but each Organization will have the ability to override the ordering you indicate
at the System Level.

When editing the Catalog navigation at the Organization Level, you will seethe i Ca t & b engléfault page,
which will be unique to this Organization. You may adjust the active status of items and reorder the navigation
within the Organization, overriding the order that was saved at the System Level. You will also be able to add
display items normally.

The i R e mooolenin allows you to remove items from the Navigation. The option for these items willbe A Ma k e
I n a c tnot detete.,Making items inactive will hide them from view on the Gateway and remove them from the
Navigation. If you would like to fully delete an item that appears in the Navigation, you will need to navigate to and
edit that item directly.

The exception to this will be Display Items. Display items, such as a blank line or horizontal rule, are elements
placed in the Navigation for the purpose of organizing the list and do not display any actual content. These items
will provide afi D e | eptioa and allow you to delete them from the Navigation.

Rev[172020

Y )
L~
DIGARC.COM - 5015 SOUTH FLORIDA AVE - THIRD FLOOR - LAKELAND, FL 33813 - 863.709.9012 ’ 3i; DlGHRC



Page710f 166

Re-Ordering Navigation Items

The order of the items in this Navigation is the same order that will be used on the Gateway. Thei Cat &b g 0
default will always appear at the very top of the Navigation; as the System Default it cannot be moved or deleted.
All other items in the Navigation can be re-ordered using a simple drag-and-drop method.

To change the order of the Navigation, hover over an item, and the entire row will be highlighted, and your cursor
will change ( 2 ) to indicate that the item can be moved. Be sure to hover over the icon < to the left of the item
name or to the right of the preview link - clicking on the name of the item or on the preview link will take you to the
summary or launch the Publisher Preview rather than begin the reordering function. Left-click and hold to drag the
item, then release the left-click to drop the item in place. After making all ordering changes, click thefi Sa v e

Or d e rbuttorgad the top or bottom of the page. Additionally, you ; -
can click the i Ca nan@Reset Or d e rbuttorgtd return the [ Cancel and Reset Ordering W

Navigation to the previous save.

Displayltems

At the bottom of the page, there is a drop-down menu that can be used to add

display items to the Navigation. A blank line or horizontal rule may be selected.

These display items are meant to help organize the Navigation when seen on the
Gateway.

University Calendar
The example at the right shows how the Navigation will appear on the Gateway with

a horizontal rule appearing belowit Cat &b meg 0

To add a display item, choose the optiony o uliedto insert Add New Display Item:

from the drop-down menu and click i A d &au ¢an only add [Display items will be added to the bottom of the list by default ]

a single item at a time, so you may need to do this several

times if you want to add multiple items. By default, new Blank Line

display items will always be added to the bottom of the
navigation. Once added, you can re-order the display items Honizontal Rule

using the drag-and-drop method described above.

AddingNewltems

Items are added to the Navigation when the content elements - Custom Pages, Filters, External Links, or Media
Files - are created and set with a status of i A ¢ tVii vse Toladd.n@éw items to the Navigation, you will either
need to modify an existingi t e stadus to reflect this or create a new one with this selection.
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FILTERS

Filters are used to dynamically display information from the Catalog. They allow you to establish a template by
selecting a set of options so that the Publisher can gather a list of links that organize your catalog's data into
manageable pages of consistent information. You can design them to display as much, or as little, filtered data
from the catalog as you want.

Filters are typically used to display Courses or Programs information, but they can also include Hierarchy
information, or be used to display Archived Catalogs or even Search Results!

When you navigate to the Filters tab, you will find the i A dachew F i | linlke a Search, and a list of all existing
Filters currently within the Publisher.

Find Filters

In the table listing the Filters, you will find three e ouoedor Presse:

columns. The first column will be fi F i Name.o ) Shsonty st et

This will listthe i Na v i d.iak Li aobnewhat will

appear in the Navigation on the Gateway and will

serve as the clickable link text for the user. fr— s

Art depariment course for Print Active-Hidden Preview

The second column is the status. Filters may be
one of three options:

+ NewFiter

1 Active-Visible - The Filter will display in the Navigation and be visible on the Gateway. You may create
PermalLinks to this Filter.

1 Active-Hidden - The Filter will not display in the Navigation, but you can still create PermalLinks to it.

1 Inactive-Hidden - The filter will not be visible on the Gateway at all. PermalLinks to this Filter will be
disabled.

The third columnis the i P r e voptenyvBach Filter will have a preview link, which will launch the Publisher
Preview allowing you to review how the Filter will appear on the Gateway.

Enterprise Edition Specific Feature

When viewing the list of Filters, y o ufiad that they have additional icon appearing next to it. Hovering over the
icon will provide a tooltip identifying its purpose.

@ - Indicates that content is housed at the System Level and cannot be modified within an Organization but may
appear within several aliased catalogs.

= - Indicates that content is housed within an Organization. The content is not shared across multiple catalogs
and may be edited at this level.
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When viewing a list of Filters from an Organization, y o uafs® find that instead of af St a ¢olunsnd/ou will have
ifSEt atandsicOEt at Thefi $&t a tcaland shows the system level status of the item and the A O L
St a tcalnd shows the organization level status of the item. The i O8t a twillaffectthei t e abditg to be
viewed on the Gateway whilethe fi S&t a tisuirdoomational only. Any of these items created at the organization
level will not have a system-level status.

Creating a New Filter

To create a new Filter, start by clicking on the link, i A dAdNew F i | tAfyou begin filling in this form to establish
your Filter, note that any fields with a red asterisk are required fields, and any fields without the asterisk are
optional.

The first field will be the Navigation Link Label. The text that you place here will serve as the name of the Filter
and what will display in the Navigation as the clickable link text. This field allows a maximum of 200 characters
and does not allow any type of formatting to be entered.

The Page Header text would appear as the title of the page if you would like the page title to differ from the text
that appears in the Navigation. For example, you could have fi Pr o g of & ins dligpfay in the Navigation and

fi 220-2021 Undergraduate Programs of St u dligpfay as the Page Header. If you would like the Page Header to
display the same text as the Navigation Link Label, you can leave this field blank and it will populate the
information for you. This field allows a maximum of 255 characters and does not allow any type of formatting to be
entered.

The Page Description field provides a WYSIWYG editor where you can enter an unlimited amount of text and
formatting using the toolbar provided. The information provided in this field will display above the filtered content.
The Page Description is an optional field.

The next section, Choose Filter, determines the type of Filter that you want to use. You can create three different
types of filters:

1 Basic - displays one level of information from the catalog, such as all departments or courses.

1 Complex - displays two levels of information from the catalog: hierarchy information and either program
or course information.

9 Direct - displays information for one school/college, department, or program.

Once you have selected a Filter, a new section will appear tittedd Fi O p te ir orhesFiltey Options will vary for
each filter that you select.
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BasicFilters

The Basic Filters provides several options to display different types of content - but the content is pulled from just
one area of the Publisher at a time. Basic Filters may pull from Hierarchy, Programs, Courses, or even Catalog
information.

All Levels>Departments

When you select the All Levels > Departments Filter, you are establishing a acalog University

template that will provide a list of your Hierarchy displaying all levels (institution College of Arts and Sciences

and school/college) and the departments they own. If no other options are Biological and Environmental Sciences
selected, this will create a list of these items with no clickable links or other Agricultural Sciences

details available on the page, as shown in the example. Art

Underthe @ Ot D@t | beading, there are two additional checkboxes that you
may select to turn on additional features.

The first one, finclude link to the institution, school/college or department

descriptionowill provide a link beneath each item that would direct the user to [:o[[ege of Arts and Sciences
the description for each hierarchy item that displays within this filter. By
default, this option will use a generic term within the link, listing for example,
fi C| here ko see information forthisd epar t ment . 0

Go to information for this school/college.

If you would prefer that the actual name of the hierarchy entity display
rather than the generic term, then you can also add the second checkbox,
fi U saetual name of item in "Show/Hide" and description links instead of
generic term.o

College of Arts and Sciences

Go to information for College of Arts and Sciences.

Schools/Colleges

When you select the Schools/Colleges Filter, you are establishing a template

that will provide a list of the school/college hierarchy items, not including the College of Arts and Sciences
institution level or any departments they may own. If no other options are College of Business & Technology
selected, this will create a list of these items with no clickable links or other College of Education and Human Services

details available on the page.

Underthe i Ot D@t | beading, there are two additional checkboxes that you may select to turn on additional
features.

The first one, i | n c linkitd the institution, school/college or departmentd e s c r i wil provale alink beneath
each item that would direct the user to the description for each hierarchy item that displays within this filter. By
default, this option will use a generic term within the link, listing for example, i C | heie ko see information for this
department . 0o
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If you would prefer that the actual name of the hierarchy entity display rather than the generic term, then you can
also add the second checkbox, fi U saetual name of item in "Show/Hide" and description links instead of generic
term. o

Departments

When you select the Departments Filter, you are establishing a template that will Accounting, Economics, Finance
provide a list of the department hierarchy items, not including the institution level or Agricultural Sciences

any school/colleges that may own them. If no other options are selected, this will Applied Sciences

create a list of these items with no clickable links or other details available on the

page.

Underthe i Ot D@t | beading, there are two additional checkboxes that you may select to turn on additional
features.

The first one, fi | n c linkitd the institution, school/college or departmentd e s ¢ r iwil{provala alink beneath
each item that would direct the user to the description for each hierarchy item that displays within this filter. By
default, this option will use a generic term within the link, listing for example, i C | hexe ko see information for this
department . 0o

If you would prefer that the actual name of the hierarchy entity display rather than the generic term, then you can
also add the second checkbox, fi U saetual name of item in "Show/Hide" and description links instead of generic
term. o

Programs

When you select the Programs Filter, you are establishing a template that will provide a list of programs with a
status of Active-Visible. The Programs Filter will have two additional options to review.

Under the Programs heading, you will need to determine how you would like to group your programs within the
Filter. There will be three options to choose from.

1 No Grouping - This option is selected by default. If No Grouping is selected, the programs will be sorted
alphanumerically based on their names.

1 Program Type - If Program Type is selected, the programs will be sorted based on the Program Type
that has been assigned to the Programs. Programs sharing a type will be grouped together, the type will
display on the Filter above the associated programs, and the ordering will follow the ordering
consideration applied to the Program Types within the Item Types Module.

Once the Program Type option has been enabled,

a new option will appear at the bottom under Baccalaureate/Master

Aot m@ ti givimg @OU the ability to include « Professional Accountancy B.PA. and MBA with a minor in Accounting
the type descriptions. If you have provided any Certification
descriptive text within your Program Types, you + Arts and Sciences All-Level Teacher Certification
may choose to display them within your Filter by « Computer Information Systems Teacher Certification, 8-12 Computer Science
enabling this feature.
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Note: In order for the Item Type description to display in the filter, the Item Type must have descriptive text, must
be set to visible, must have a program associated with it, and the Filter must have option enabled. For more
information about Program Types, see the Item Types Module.

1 Degree Type - If Degree Type is selected, the programs will be sorted based on the Degree Type that
has been assigned to the Programs. Programs sharing a type will be

grouped together, the type will display on the Filter above the Bachelor of Fine Arts
associated programs, and the ordering will follow the ordering . Communication Arts B.FA.
consideration applied to the Degree Types within the Item Types . Studio Art BFA.
Module.

Bachelor of Music
Once the Degree Type option has been enabled, a new option will . Music Performance BM.
appear at the bottom underi Ot D@t i giving gou the ability to
include the type descriptions. If you have provided any descriptive text
within your Degree Types, you may choose to display them within your
Filter by enabling this feature.

Bachelor of Professional Accountancy

« Professional Accountancy B.PA.

Note: In order for the Item Type description to display in the filter, the Item Type must have descriptive text, must
be set to visible, must have a program associated with it, and the Filter must have option enabled. For more
information about Degree Types, see the Item Types Module.

If you choose to group programs by Program or Degree Type or choose No Grouping - this section allows you to
determine how the programs will sort within that category. The default will be for programs to sort
alphanumerically by name, but you may choose to use the Custom Ordering option as well.

If you choose Custom Ordering, a line of text indicating i ARrdgrams will be Custom Or d e rwél dppear,
followed by an option for Course Ordering. After choosing the option, you will need to click fi S a &nd Set Custom
S o r t at thegbdttom of the page

On the next page, the first option will be for you to remove the Custom Ordering and revert to the sorting method
described previously. If you wish to choose this option, click i Re mdCus,tomOr der i ng. 0

Below thisisthe A Ma n &gstom Or d e rsictiog.dn this screen, you will be able to use the drag-and-drop

functionality to reorder the programs to the exact order you wish them to display within their grouping. You will
see an icon + next to each program that you will be able to move, and hovering over the program will highlight
the row. Next, left-click the item and hold while you drag the item to the new
position, and then release. When you are done making your changes, click

i Sa®ed e rat aittgerdthe top, or bottom of the page.

Bachelor of Arts

. AgriBusiness B.A.
Note: You cannot drag programs between different groupings. For example, . Biological Sciences B.A.
if your Filter displays Program Types, you cannot changeap r o g r tgpm 6 s . English BA.

by dragging it from one group into another. The only way to change a

program 6 type is to edit the program directly.

Note: If you add additional programs after a Filter has been established with custom ordering, you will need to
edit the Filter to incorporate the new program.
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Courses

When you select the Courses Filter, you are establishing a template that will provide a list of courses with a status
of Active-Visible. The Courses Filter will have two additional options to review.

Under the Courses heading, you will need to determine how you would like to group your courses within the Filter.
There will be two options to choose from.

1 No Grouping - This option is selected by default. If No Grouping is selected, the courses will be sorted
alphanumerically based on their prefix, code, and name.

1 Course Type - If Course Type is selected, the
courses will be sorted based on the Course
Type that has been assigned to the courses. Accounting courses require approval prior to registration.
Courses sharing a type will be grouped together,
the type will display on the Filter above the
associated courses, and the ordering will follow + ACCT 222 - Principles of Accounting Il Hours: Three
the ordering consideration applied to the Course » ACCT 311 - Managerial Accounting Hours: Three
Types within the Item Types Module.

Accounting

« ACCT 221 - Principles of Accounting | Hours: Three

Once the Course Type option has been enabled, a new option will appear at the bottom underi Ot h e r
Op t i giving pou the ability to include the type descriptions. If you have provided any descriptive text
within your Course Types, you may choose to display them within your Filter by enabling this feature.

Beneath the grouping options is a checkbox for i | n ¢ pragihra display field after eachc o u r B y®u have the
program display field enabled within the Courses Template, you can also display the information, for many
institutions this may be the credits field, for example, within a filter. For more information on the program display
field, see the Courses Template.

Note: In order for the Item Type description to display in the filter, the Item Type must have descriptive text, must
be set to visible, must have a course associated with it, and the Filter must have option enabled. For more
information about Course Types, see the Iltem Types Module.

If you choose to group courses by type or choose No Grouping - this section allows you to determine how the
courses will sort within that category. The default will be for courses to sort alphanumerically by name, but you
may choose to add the prefix and code into that consideration as well.

Note: Custom Ordering is not an option for any filter involving courses.

ArchivedCatalogs

The Archived Catalogs Filter can be used to create a Filter displaying links to each of your archived catalogs. This
may be helpful when you have several archived catalogs, or when you would prefer a link in the Navigation rather
than a list in the drop-down menu. Some schools have also chosen to include links to older PDF versions in the
Page Description field as well, allowing them to provide even more versions of previous catalogs.

The first section after choosing the Archived Catalogs Filter will be to determine how you would like to group the
catalogs together. You will have two options to choose from:
Rev[172020
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1 No Grouping - This option is selected by default. If No Grouping is selected, the catalogs will be sorted
alphanumerically based on their name.

1 Catalog Type - This option will sort your catalogs based on their types. For example, Undergraduate and
Graduate catalogs will be separated based on the types that have been assigned to them.

Beneath these options is a checkbox indicating fLimit catalogs to those that have

the same Catalog type as the current user selected catalog.olf this is selected, Graduate

and the user viewing the Gateway currently has the Graduate catalog selected - o Graduate Catalog 2018-2019
then the Filter will only display archived catalogs that also have the Graduate type

applied to them. Undergraduate

The next section will define which order the information from the Filter is * Undergraduate Catalog 2018-2017

displayed. If the Catalog Type grouping option is selected, each group will also be
sorted in either ascending or descending alphanumeric order.

1 Ascending - This option will sort the Archived Catalogs alphanumerically starting with 0-9 and then A-Z.
Numbers will be sorted before letters. For example, fi 2 8-2019 Graduate C a t a Wib ke disted before
fi St u tlandbbok 2018-2019. ©

1 Descending - This option will sort the Archived Catalogs in reverse alphanumeric order starting with Z-A
and then 9-0. For example, i St u tHandbbok 2019-20200would be listed before i 2 8-2020 Graduate
Catalog. o

CatalogSearch

The Catalog Search Filter allows you to perform a search and save the results as a Filter. This may be helpful if
you have a specific key word within your courses that you would like to make available - for example, some
institutions have a hidden field in their Course Template with a word like A H o n ahat $héy can search for and
save as a Filter, so that they can direct users their quickly.

Enter the desired search keyword or phrase for the Filter. The i F i whale word or phrase o n | option can be
used to narrow the search. For example, rather than searching for any instance of i E N 6rdi 1 0 it wll,refine the
results to only instances of i E NGO Iplaced together.

If you need to narrow it down further, you can use the Search Location tool. Select one (1) or more location for the
search to retrieve the Keyword or Phase. Each location érasults will be grouped together and listed based on the
Search Options outlined in the Gateway Options Module > Settings Tab.
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ComplexFilters

Complex Filters are going to combine hierarchy information with either program or course information. There are
four different options for programs and four different options for courses.

All Levels>Programs

The All Levels > Programs Filter is going to create a template that will Art
display your entire hierarchy structure (including the institution,
schools/colleges and departments) along with the programs owned by
each one. Once this option has been selected, you will be able to select
additional Filter options to further refine the template.

Go to information for Art.
Hide programs for Art.

Bachelor of Arts/Bachelor of Science

« ArtBA/BS.
Under the Programs heading, you will need to determine how you would « Arts and Sciences All-Level Teacher Certification
like to group your programs within the Filter. There will be three options « Photography BA/BS.
to choose from. Bachelor of Fine Arts

« Communication Arts B.FA.

1 No Grouping - This option is selected by default. If No Grouping
is selected, the programs will be sorted alphanumerically based on their names.

1 Program Type - If Program Type is selected, the programs will be sorted based on the Program Type
that has been assigned to the Programs. Programs sharing a type will be grouped together, the type will
display on the Filter above the associated programs, and the ordering will follow the ordering
consideration applied to the Program Types within the Item Types Module.

Once the Program Type option has been enabled, a new option will appear at the bottom under i Ot h e r
Op t i giving pou the ability to include the type descriptions. If you have provided any descriptive text
within your Program Types, you may choose to display them within your Filter by enabling this feature.

Note: In order for the Item Type description to display in the filter, the Item Type must have descriptive text, must
be set to visible, must have a program associated with it, and the Filter must have option enabled. For more
information about Program Types, see the Item Types Module.

9 Degree Type - If Degree Type is selected, the programs will be sorted based on the Degree Type that
has been assigned to the Programs. Programs sharing a type will be grouped together, the type will
display on the Filter above the associated programs, and the ordering will follow the ordering
consideration applied to the Degree Types within the Item Types Module.

Once the Degree Type option has been enabled, a new option will appear at the bottom under i Ot her
Op t i giving wou the ability to include the type descriptions. If you have provided any descriptive text
within your Degree Types, you may choose to display them within your Filter by enabling this feature.

Note: In order for the Item Type description to display in the filter, the Item Type must have descriptive text, must
be set to visible, must have a program associated with it, and the Filter must have option enabled. For more
information about Degree Types, see the Item Types Module.
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If you choose to group programs by Program or Degree Type or choose No Grouping - the Program Ordering
section allows you to determine how the programs will sort within that category. The default will be for programs
to sort alphanumerically by name, but you may choose to use the Custom Ordering option as well.

If you choose Custom Ordering, a line of text indicating i ARPrdgrams will be Custom Or d e rwél dppear,
followed by an option for Course Ordering. After choosing the option, you will need to click i S a and Set Custom
S o r t at thegbdttom of the page.

On the next page, the first option will be for you to remove the Custom Ordering and revert to the sorting method
described previously. If you wish to choose this option, click i Re mdCus.tom Or der i ng. 0

Below thisisthe A Ma n &gstom Or d e rsictiog.dn this screen, you will be able to use the drag-and-drop
functionality to reorder the programs to the exact order you wish them to display within their grouping. You will
see an icon - next to each program that you will be able to move, and hovering over the program will highlight
the row. Next, left-click the item and hold while you drag the item to the new position, and then release. When you
are done making your changes, click i S a @ e d e r at aittgercthe top, or bottom of the page.

Note: You cannot drag programs between different groupings. For example, if your Filter displays Program
Types, you cannot change ap r o g r tgpmBygragging it from one group into another. The only way to change a
pr ogr tapmid ® edit the program directly.

Note: If you add additional programs after a Filter has been established with custom ordering, you will need to
edit the Filter to incorporate the new program.

The last section willbe i Ot @t i drhissection has three options by default, and an optional fourth.

1 Use "Show/Hide" link. - displays programs only after a collapsible show/hide link has been clicked,
rather than loading them when the page initially loads. If there is a large amount of content, this option
can help the page load much faster as the user can display only the selected portion of data rather than
all.

1 Include link to the institution, school/college or department description. - will provide a link beneath
each item that would direct the user to the description for each hierarchy item that displays within this
filter. By default, this option will use a generic term within the link, listing for example, fi C | lhee ko see
information forthisde par t ment . 0

I Use actual name of item in "Show/Hide" and description links instead of generic term. - displays
the actual name of the hierarchy entity display rather than the generic term, then you can also add the
second checkbox, fi U saetual name of item in "Show/Hide" and description links instead of generict er m. 0

1 Include type descriptions for: (Optional) - If you have provided any descriptive text within your Degree
Types, you may choose to display them within your Filter by enabling this feature.
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Institution>Programs

The Institution > Programs Filter is going to create a template that will display only the institution and the
programs directly owned by it. This Filter will not include any of the programs owned at the school/college or
department level. Once this option has been selected, you will be able to select additional Filter options to further
refine the template.

As this Filter will display much less content then All Levels > Programs Filter, the fi U sShow/Hide L i nwkl @ot
be an option with this filter. All other options will be the same as listed within the All Levels > Programs Filter.

School/CollegesPrograms

The School/Colleges > Programs Filter is going to create a template that will display only the school/colleges and
the programs directly owned by them. This Filter will not include any of the programs owned at the institution
level. Once this option has been selected, you will be able to select additional Filter options to further refine the
template.

As this Filter will display much less content then All Levels > Programs Filter, the fi U sShow/Hide L i nwkll @ot be
an option with this filter.

By default, # Hi Repartment P r o g r wilirbe anchecked. Although you will not see the departments listed
within the Filter, you will see any programs owned by departments owned by the school/colleges appearing within
the respective entity in the filter. If you would like to limit this to only the programs owned directly by the
school/colleges, you can check this option to hide the programs owned at the department level.

All other options will be the same as listed within the All Levels > Programs Filter.

Departments Programs

The Departments > Programs Filter is going to create a template that will display only the departments and the
programs directly owned by them. This Filter will not include any of the programs owned at the institution or
school/college levels. Once this option has been selected, you will be able to select additional Filter options to
further refine the template.

For this Filter, a new option will be available under the Department & Program Ordering heading titled
iDepar ®mae et Byrdefault, the departments will be organized in alphabetical order by their name - but if
you would prefer, you can choose the fi C u r Hierarachy Or d e roptiorgt@instead organize them to match the
ordering of your current hierarchy.

As this Filter will display much less content then All Levels > Programs Filter, the fi U sShow/Hide L i nwkil @ot be
an option with this filter.

All other options will be the same as listed within the All Levels > Programs Filter.

Rev[172020

Y
DIGARC.COM - 5015 SOUTH FLORIDA AVE - THIRD FLOOR - LAKELAND, FL 33813 - 863.709.9012 , ;i; DlGHRC



>
Page820f 166
All Levels> Courses
When you select the All Levels > Courses Filter, you are Art
establishing a template that will provide a list of courses with a
. . . . . Go to information for Art.
status of Active-Visible to be organized across your entire hierarchy _
. . .. . Hide courses for Art.
structure. The Courses Filter will have three additional options to
review. Art
. . . + ART 110 - Drawing | Hours: Three
Under the Courses heading, you will need to determine how you _g _ _
« ART 111 - Two-Dimensional Design Hours: Three

would like to group your courses within the Filter. There will be two
options to choose from.

1 No Grouping - This option is selected by default. If No Grouping is selected, the courses will be sorted
alphanumerically based on their prefix, code, and name.

1 Course Type - If Course Type is selected, the courses will be sorted based on the Course Type that has
been assigned to the courses. Courses sharing a type will be grouped together, the type will display on
the Filter above the associated courses, and the ordering will follow the ordering consideration applied to
the Course Types within the Item Types Module.

Once the Course Type option has been enabled, a new option will appear at the bottom underi Ot h e r
Op t i giving pou the ability to include the type descriptions. If you have provided any descriptive text
within your Course Types, you may choose to display them within your Filter by enabling this feature.

Beneath the grouping options is a checkbox for i | n c¢ pragira display field after each c o u r B y®ou have the
program display field enabled within the Courses Template, you can also display the information, for many
institutions this may be the credits field, for example, within a filter. For more information on the program display
field, see the Courses Template.

Note: In order for the Item Type description to display in the filter, the Item Type must have descriptive text, must
be set to visible, must have a course associated with it, and the Filter must have option enabled. For more
information about Course Types, see the Iltem Types Module.

The next section is tittedd Co u® 15 @& e r and ifflypudchoose to group courses by type or choose No Grouping -
this section allows you to determine how the courses will sort within that category. The default will be for courses
to sort alphanumerically by name, but you may choose to add the prefix and code into that consideration as well.

Note: Custom Ordering is not an option for any filter involving courses.
The last section willbe i Ot @ t i drhissection has three options by default, and an optional fourth.

1 Use "Show/Hide" link. - displays courses only after a collapsible show/hide link has been clicked, rather
than loading them when the page initially loads. If there is a large amount of content, this option can help
the page load much faster as the user can display only the selected portion of data rather than all.

1 Include link to the institution, school/college or department description. - will provide a link beneath
each item that would direct the user to the description for each hierarchy item that displays within this
filter. By default, this option will use a generic term within the link, listing for example, i C 1 hexe ko see

information forthisdepar t ment . 0
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1 Use actual name of item in "Show/Hide" and description links instead of generic term. - displays
the actual name of the hierarchy entity display rather than the generic term, then you can also add the
second checkbox, i U saetual name of item in "Show/Hide" and description links instead of generict e r m. 0o
1 Include type descriptions for: (Optional) - If you have provided any descriptive text within your Degree
Types, you may choose to display them within your Filter by enabling this feature.

Institution> Courses

The Institution > Courses Filter is going to create a template that will display only the institution and the courses
directly owned by it. This Filter will not include any of the courses owned at the school/college or department
level. Once this option has been selected, you will be able to select additional Filter options to further refine the
template.

As this Filter will display much less content then All Levels > Courses Filter, the i U sShow/Hide L i nwiil @ot be
an option with this filter. All other options will be the same as listed within the All Levels > Courses Filter.

School/Colleges Courses

The School/Colleges > Courses Filter is going to create a template that will display only the school/colleges and
the courses directly owned by them. This Filter will not include any of the courses owned at the institution or
department levels. Once this option has been selected, you will be able to select additional Filter options to further
refine the template.

As this Filter will display much less content then All Levels > Courses Filter, the i U sShow/Hide L i nwill dot be
an option with this filter.

All other options will be the same as listed within the All Levels > Courses Filter.

Departments Courses

The Departments > Courses Filter is going to create a template that will display only the departments and the
courses directly owned by them. This Filter will not include any of the courses owned at the institution or
school/college levels. Once this option has been selected, you will be able to select additional Filter options to
further refine the template.

For this Filter, a new option will be available under the Department & Course Ordering heading tittedfi De par t me nt
Or d e r Byrefamlt, the departments will be organized in alphabetical order by their name - but if you would

prefer, you can choose the i C u r Hierardhy Or d e roptiorgt@instead organize them to match the ordering of

your current hierarchy.

As this Filter will display much less content then All Levels > Courses Filter, the fi U sShow/Hide L i nwill @ot be
an option with this filter.

All other options will be the same as listed within the All Levels > Courses Filter.

Rev[172020

V)
DIGARC.COM - 5015 SOUTH FLORIDA AVE « THIRD FLOOR - LAKELAND, FL 33813 - 863.709.9012 , 3i; DlGHRC



Page84 of 166

DirectFilters

Programs, courses, and hierarchy entities are all examples of content that will not appear on the Navigation by
default. In order for these items to be available, they must be included within a Filter. The Basic and Complex
Filters provide options to create a list of items, but Direct Filters give you a way to create a Filter displaying
contents about a specific item. You can use the Direct Filter to establish a Filter for a program, department, or
school/college; each one with different options available.

School/College

To begin a Direct Filter to a school/college, first you will need to select the radio button oot Fiers:
next to the drop-down menu, then you will need to select the school/college from the list.

® College of Arts and Sciences v

The Filter Options will be initially broken into three categories - Hierarchy Items,
Programs, and Courses. As you make additional selections, more options become available.

Hierarchy Items

Under Hierarchy Items, the first item is to decide if you would like to include the description of the selected
school/college.

1 Do notinclude description. - This is the default selection. If selected, neither the descriptive content
within the hierarchy module nor a link will be provided.

1 Include link to description. - A link will be provided to view the description of the hierarchy item.

1 Include full description. - The descriptive contents of the hierarchy item will display.

The next option is a checkbox to indicate if you would like to include the departments that are owned directly by
this school/college. If you check this box, you will see the same three options again. The selection will apply to all
departments.

Note: It is recommended to usethefi | n c linkitdd e s c r ioptibn ifyou @hoose to include the departments.
Many school/colleges own multiple departments and including the full descriptions for all of them may result in an
extremely lengthy page with long load times for your end user.
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Programs

By default, no programs are included in this Filter. If you would like to see them included, check the box for
Al ncPwudgr amsswil provide three options for determining how you would like to group the programs.

Note: If you have included departments, the programs for each department will also display when this feature is
enabled.

1 No Grouping - This option is selected by default. If No Grouping is selected, the programs will be sorted
alphanumerically based on their names.

1 Program Type - If Program Type is selected, the programs will be sorted based on the Program Type
that has been assigned to the Programs. Programs sharing a type will be grouped together, the type will
display on the Filter above the associated programs, and the ordering will follow the ordering
consideration applied to the Program Types within the Item Types Module.

Once the Program Type option has been enabled, a new option will appear at the bottom under i Ot her
Op t i giving wou the ability to include the type descriptions. If you have provided any descriptive text
within your Program Types, you may choose to display them within your Filter by enabling this feature.

Note: In order for the Item Type description to display in the filter, the Item Type must have descriptive text, must
be set to visible, must have a program associated with it, and the Filter must have option enabled. For more
information about Program Types, see the Item Types Module.

1 Degree Type - If Degree Type is selected, the programs will be sorted based on the Degree Type that
has been assigned to the Programs. Programs sharing a type will be grouped together, the type will
display on the Filter above the associated programs, and the ordering will follow the ordering
consideration applied to the Degree Types within the Item Types Module.

Once the Degree Type option has been enabled, a new option will appear at the bottom underi Ot h e r
Opt i giving pou the ability to include the type descriptions. If you have provided any descriptive text
within your Degree Types, you may choose to display them within your Filter by enabling this feature.

Note: In order for the Item Type description to display in the filter, the Item Type must have descriptive text, must
be set to visible, must have a program associated with it, and the Filter must have option enabled. For more
information about Degree Types, see the Item Types Module.
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Courses

By default, no courses are included in this Filter. This section will provide three options for determining how you
would like to include the courses.

Note: If you have included departments, the courses for each department will also display when this feature is
enabled.

1 Do notinclude courses. - This is the default selection. This option will exclude all courses from the
Filter.

1 Include course links. - This option will provide the courses within a list and the user may click each one
to expand and view the details of them.

1 Include course details. - This option provides the course with its description expanded, requiring no
clicks from the user.

Note: As a Best Practice, we suggest usingthe i | n ¢ Courdedl i n Rethind. There are typically more courses
than anything else within a catalog and displaying all of them at once with their full description expanded can take
a considerable amount of time to display. To make it easier for your end user to load the content, it is
recommended to use the list option.

Under the Courses heading, you will need to determine how you would like to group your courses within the Filter.
There will be two options to choose from.

1 No Grouping - This option is selected by default. If No Grouping is selected, the courses will be sorted
alphanumerically based on their prefix, code, and name.

1 Course Type - If Course Type is selected, the courses will be sorted based on the Course Type that has
been assigned to the courses. Courses sharing a type will be grouped together, the type will display on
the Filter above the associated courses, and the ordering will follow the ordering consideration applied to
the Course Types within the Item Types Module.

Once the Course Type option has been enabled, a new option will appear at the bottom underi Ot h e r
Op t i giving pou the ability to include the type descriptions. If you have provided any descriptive text
within your Course Types, you may choose to display them within your Filter by enabling this feature.

Beneath the grouping options is a checkbox for i | n c¢ pragrhra display field after eachc o u r B y»u have the
program display field enabled within the Courses Template, you can also display the information, for many
institutions this may be the credits field, for example, within a filter. For more information on the program display
field, see the Courses Template.

Note: In order for the Item Type description to display in the filter, the Item Type must have descriptive text, must
be set to visible, must have a course associated with it, and the Filter must have option enabled. For more
information about Course Types, see the Iltem Types Module.

The next section is tittled i C osa Or d e r and iflypudchoose to group courses by type or choose No Grouping -
this section allows you to determine how the courses will sort within that category. The default will be for courses
to sort alphanumerically by name, but you may choose to add the prefix and code into that consideration as well.
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Note: Custom Ordering is not an option for any filter involving courses.

The last section willbe i Ot W@ t i orhissection has three options by default, and an optional fourth.

1 Use "Show/Hide" link. - displays courses or programs only after a collapsible show/hide link has been

clicked, rather than loading them when the page initially loads. If there is a large amount of content, this

option can help the page load much faster as the user can display only the selected portion of data rather

than all.
1 Use actual name of item in "Show/Hide" and description links instead of generic term. - displays

the actual name of the hierarchy entity display rather than the generic term, then you can also add the

second checkbox, fi U saetual name of item in "Show/Hide" and description links instead of generict er m. 0
1 Include type descriptions for: (Optional) - If you have provided any descriptive text within your Iltem

Types, you may choose to display them within your Filter by enabling this feature.

Department

To begin a Direct Filter to a department, first you will need to select the radio
button next to the drop-down menu, then you will need to select the department
from the list.

Art v

The options within the department Direct Filter will be the same as the options for the school/college filter but will
not include the school/college option for hierarchy items.

Program

To begin a Direct Filter to a program, first you will need to select the radio button next to the drop-down menu,
then you will need to select the program from the list. There will not be any filter options for this Filter.
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EXTERNALINKS

External Links are used to place a link in the Navigation when you need to direct a user away from the catalog. It
may be used to point them to your institutional

website, for example. These are referring to only links | ™™™ ™ * i
within the Navigation - and are different from a

hypertext link placed within the WYSIWYG editor. oo s etk

When you navigate to the External Links Tab, you will
see the fi A dadhew externall i mak, a search, and a
list of any existing External Links. S i

Within the table of existing External Links, the first column will list the fi E x t e.inkiNaal m eThig name will also
serve as the clickable link text that will appear within the navigation.

The i St a ¢olumsndndicates the active status - an External Link can be either Active-Visible or Inactive-Hidden.
The last column is the preview link - and clicking this link will open the destination URL in a pop-up window.

To create a new External Link, click on fi A dachew external | i nCk thénext page, the first field will be the
i Nav i dimkLiaobnelThis will be the name of the External Link, as well as the clickable link text that appears in
the Navigation. This field allows a maximum of 200 characters and does not permit any formatting.

The next field is i L i UnRkLaid will be where you provide the URL you would like to direct the user to. You will
need to include the full URL, inclusive of the protocol (http:// or https:// in most cases) and the i ww Wid. ¢ inmo
order for this to function.

Note: Not including the protocol (http:// or https://) will result in an error when attempting to save the content; even
though many browsers would fill this content in for you. This will be required within the Publisher to save the
content. As for the 6 w wwsdme websites require it, and some d o n\We suggest it as a Best Practice to ensure it
works; but if you test it and it works without it - you can certainly go without!

Next, determine how you would like to load the URL. The default selection will be to load the URL in a new
window, as this is also the Best Practice we suggest when you are creating a hypertext link within the editor that
would direct a user to content outside of your catalog. This way, if the user spends a lot of time on the new link -
they have an easy way back to your catalog content without needing to rely on the browser back button.

The last item will be the Active-Status; allowing you to change between Active-Visible and Inactive-Hidden.
External Links set to Active-Visible will be added to the Navigation.
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Custom Pages are built directly within the .
database and usua”y Contain the StatiC <+ Add A New Custom Page | or find custom pages to manage using the search below.
narrative content found in the front of the Find Custom Pages
book (policy info, academic calendar, Enter Keyword or Phrase:
president's message, etc.).
[[] Show only active custom pages.

To manage Custom Pages, navigate to the
Custom Pages tab. Here, you will find the
ﬁ A (h'd]ew CUStom p a g Imb the SearChv Custom Page Name Status Preview
and a table displaying any existing Custom 20192020 Active-Hidden Preview
Pages. Academic Procedures Active-Visible Preview

acalog™ University Organizational Chart Active-Hidden Preview

Within the table, you will see three
columns. The first column displays the i C w1 Page N a m ewhich is also the Navigation Link Label - and
serves as the clickable link text that will display in the Navigation.

The second column indicates the status. A Custom Page can have three possible status options:

1 Active-Visible - The Custom Page will display in the Navigation and be visible on the Gateway. You may
create PermalLinks to this Custom Page, and it will show up in search results.

1 Active-Hidden - The Custom Page will not display in the Navigation, but you can still create PermaLinks
to it and it may show up in search results.

1 Inactive-Hidden - The Custom Page will not be visible on the Gateway at all. PermaLinks to this Custom
Page will be disabled.

Page Header: Administrative Procedures

To edit a Custom Page, click on the page name. This will direct you
to the Summary Tab, which will display details about the page such
as the Page Header, the Navigation Link Label, Status, its Creation

Date, when it was Last Modified and the user who performed those
actions. Last Modified: 06/04/2020 11:21:34 by Mara Sansolo

Navigation Link Label: Administrative Procedures
Status: Active-Visible

Creation Date: 09/12/2013 16:58:48 by Digital Architecture

Note: At the top of the page you will find an i E x t eCustom Page U R L Thés URL is provided so that you can
link to this Custom Page from another location - such as your institutional website. This URL is specific to this
page within this catalog only - if you make a copy of this catalog for next year, you would need to update this URL
on your website. If you would like to link to this page from another location within the catalog - you should use the
Permalink feature within the WYSIWYG editor.

Next, navigate to the edit tab. The firstitem y o uséd id the Edit Lock - this item just indicates that the page is
locked by you to prevent other users from editing the content. For more information about the Edit Lock, see the
section on Edit Locking.

The first field you will see isthe i Na v i d.mk Li acbnenvhich @s what will appear as the clickable link in your
Gateway navigation. This field has an asterisk, indicating that it is a required field. This field is limited to 200
characters and does not allow any formatting.
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Next, you will see the optional fi P a B e a d #eld which is what will appear at the top of the page when it is

viewed on the Gateway; if you leave this blank, the Navigation Link Label will be used as the Page Header. This

field only needs to be filled in when you would like to have the text in the Navigation differ from the title of the

page, for example, you may want a shortened version of the page title to be used. Some institutions may choose
toplaceda Uni v €a b e nigitherNavigation and then display fi 220-2021 University AcademicCal e natar 0
the Page Header.

The page contents are managed within a single WYSIWYG Editor and allows for unlimited amounts of content to
be entered. The WYSIWYG Editor is covered in detail in the WYSIWYG Editor section of this document.

Belowthe i P a § e nt dealdfyou can determine the active status of your custom page. If you choose i Ac t i v e
Hi d dasthe p a g etétss, you can choose whether the page should be displayed in search results by

selecting or deselectingthe i S e a r ¢ hcadekbax.?Abthe bottom of the page, you can save or cancel your

changes.

If you have selected Active-Visible as the status, it will be added to the Navigation automatically at the bottom of
the list. You can access the Navigation tab and reorder the items as you see fit.

Note: If you are editing the Catalog Home Custom Page, you will only be able to edit the page content field.

MEDIAFILES

Media files offer you a way to incorporate various types of media (images, Microsoft Word documents, PDFs,
Flash files, etc.) into your online catalog. Such files are useful for including things such as a campus maps, faculty
photos, or promotional videos. To use a media file, you will first need to upload them.

To access the media files, you will need to
select the Media Files Tab. From this page,
you will see the i A dachew mediaf i link 0
the search, and a table listing any existing 1 show only active media fles.
media files.

Within the table, you will see five columns.

The fIrSt one WI” IISt the n M e d:"ea\lame’o i gcalog™ University Organizational Chart 23374KB  organizational_chart jpg Active-Hidden  Preview
which will act as the Navigation Link Label or i ot Gover mage 2012K8 fon_coverpg Actveiston Provi
clickable link text for any that are listed as 5 Loge 1236K8  logoipo AciveHiddon  Pravion
Active-Visible.

Find Media Files
+ Mew Media File

Enter Keyword or Phrase:

Media File Name Filesize Original Filename Status Preview

The second column indicates the i F i | eokeach iemn, followed by the i Or i Eilemamd,0thenthe @ St at us o
andthenthe i Pr e i ew

Clicking on the name of any existing media file will direct you to the Summary Tab, which will display details about
the file such as the Media File Label, Status, its Creation Date, when it was Last Modified and the user who
performed those actions. Selecting the Edit Tab will allow you to modify the Navigation Link Label, upload a new
file, change the Active Status, or delete the file.
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To add a new media file, navigate to the Media File tab, and then click fi A dachew mediaf i [Tk firét field you
will be asked to fill outisthe @ Na v i d.imk Li acbndg-br média files, this is only used to identify them within the
Publisher, or if the status is set to Active-Visible, it will be used as the clickable link text within the Navigation. This
field has a maximum of 200 characters and no formatting is allowed.

Next, you will be able to upload a file of your choice. You are able to upload files up to 25 MB per file, and you are
not restricted by type - however there are some suggestions to keep in mind.

These three are suggested for displaying images on the web, and can be inserted directly into the WYSIWYG
editor after they have been uploaded:

1 JPEG - Joint Photograph Experts Group. These are images that have been compressed to a small file
size. This format is usually used for photographs on the web because they can create small files that look
great - but they are not as good for logos or graphics.

1 GIF - Graphic Interchange Format. This format also compresses content into a small file, but in a different
way from a JPEG. They have a very limited range for printing - but are very useful for displaying logos or
small animations on the web.

1 PNG - Portable Network Graphics. This format is used exclusively on the web, but it does not display
photographs as well as a JPEG does.

These options are not suggested:

1 TIFF - Tagged Image File Format. TIFF images are typically very large file sizes - they are usually
uncompressed and contain very detailed images. They are common in photo software like Photoshop or
page layout software like Quark and InDesign - butt h e ynd@t great for the web due to the large file size.

1 BMP - Bitmap. These files do not use compression and result in very large file sizes.

1 RAW - Unprocessed images created by a scanner or camera.

You can also upload video - however 25 MB is a very small allotment. Acalog does not support embedding video
content directly into the editor, so references to the video will result in a pop-up window.

PDFs and other downloadable content are supported as well and may be provided through a PermaLink in the
WYSIWYG editor or through the Navigation if the status is set to Active-Visible.
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As Permalinks are created throughout Acalog, the item being reference through the PermaLink becomes unable
to be deleted if that PermalLink exists in order to maintain the integrity of the link. This is how Acalog prevents

running into issues suchasaf N & to u neddab.

As you will likely need to remove some items at some point, the PermaLink Usage Module provides you with a
tool to track where these PermaLinks are being used across the database. To learn more about using

Permalinks, see the section on the WYSIWYG editor.

To use the PermaLinks Usage Module, you will need to navigate to the PermaLink Usage Tab at the top. If you
navigate to the module and are unsure where to navigate - the last sentence of the page will direct you.

The next page will present you with the PermaL.ink Search

search. You may use the drop down to search | searcn for: -

for a specific type of item - any item that you Courses v
can PermaLink to, including Hierarchy, Prefix: Code:
Programs, Courses, Filters, Custom Pages, or | M

Media Files.

Search Keyword or Phrase:

Once you have made the selection on the
location, additional filter options may become
available to help narrow the search. If you

arend gure, you can just click i Se a toc h 0 PermaLink Name Usage
return a list of all items within that category Course: ENG 434 - Literature and Film 1 ltem
Containing PermalLinks. Course: ENG 432 - History and Aesthetics of Film 1ltem

When viewing the results, the PermaLink Name will list the item that has a
reference to it. The i U s a gpleiron will indicate how many items throughout the
Publisher contain a reference to that item. Clicking on the link in the Usage column
will create a pop-up window that will list each of the items, along with a clickable
link, so that you may quickly navigate to each one and locate the PermalLink as
needed.
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ltem Types Module

Item types are used to help organize information that is displayed in filters on the Gateway. A filter that is set to
sort by type will have system inserted headers for each type, appearing above the list of items that have that type
assigned. Item types can also be used when searching for items. Although item types are optional, we do highly
recommend using them - if you d o nthetonly option for sorting will be alphabetical.

Although there are five tabs available in the Item Types Module, only the following three are used.

Note: The School/Colleges and Departments tab are no longer used within the system and should not be
modified.

1 Course Types - assigned to courses and are usually a direct translation of a prefix. For example, the
prefix CHEM would have a coursetypeAi Che mé st r vy
1 Degree Types - assigned to programs, these types typically designate the actual degree a student would
receive for completing the associated program. For example, the program English, BA would have a
degree type of i Ba ¢ hoéArotrs . o
1 Program Types - assigned to programs, these types are typically broader and are used to separate
things like Majors and Minors. For example, the same English, BA program would have a program type of
iMaj or . o
Note: Catalog types are managed from within the Catalogs module. All the other item types are distinct within
each catalog. For example, i Gr a d arelfi @ @ d e r g r catdlag &ypes will be the same when editing any
catalog; however, you can have different course, program and degree types within each catalog.

Although they are used in different places, they are created and managed in exactly the same way.

CREATINGANDEDITINGANITEMTYPE
To create an Iltem Type, select the tab that corresponds to the appropriate type: Program, Degree, or Course.

On this page, you will see the fi A dadhew t y pliekéand a table listing all of the existing types within this

Program types may be reordered using drag and drop. Click the Save Ordering button to record ordering changes. See the Help page for more information about
using drag and drop.

Save Ordering Cancel and Reset Ordering [ + New Program Type ]
Program Types Show Description?
: Undergraduate Major No
: Undergraduate Minor No
category.
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Within this table, there are two columns. The firstoneisfi _ _ _ Types,owhich will list the name of each type and

the second one is i S h @escription,0which indicates if the item type has a visible description.

If you click on any of the type names, you will be taken to the Summary Tab for that item where you can see the
Type Name, Type, Description Status, Creation Date, Last Modified Date, and the user who performed those
actions. If you wish to modify this type, you can click the Edit Tab to make any changes.

To create a new type, click on i A dadew programt y p Ehe first field will be the i T y ldaene,0which is
indicated as a required field. The text entered here is what would display on any filter pages where this type is
referenced. This field has a maximum of 255 characters and does not allow any formatting.

The Type Description field is optional and provides a WYSIWYG editor. You are able to enter any formatting
necessary. Once you have entered content into this field, if you would like it to be able to display you must ensure
that you check i A | Hesoniptiond i s pdt theybottom before clickingi S a.0 e

Note: Enabling the description display here does not automatically display the content - any filter where the type
will display must also allow for the description to display in order for it to appear. For more information, see the
section on Filters.

Once Item Types have been created, they will display on filters in the order that they are presented here. The

table they are listed in does provide the drag-and-drop function as noted by the icon + appearing to the left of
eachitemt y p eathe. To reorder the types, hover over the item to highlight it - either over the icon or in the
space to the right. Left-click and hold while you drag the type to the new location, release, and then click i Sa v e
Or d e rat thegop or bottom of the page.

DELETNGANITEMTYPE

If you need to delete an Item Type, you will need to select the appropriate type from the tabs at the top: Program,
Degree, or Course. Next, select the type you wish to delete from the list of available options to be taken to the
Summary Tab. From here, select the Edit Tab.

The checkbox, i D e | thastt ey p &if? e at the bottom of the page. Once you click this checkbox, you will be
prompted to confirm that you wish to permanently remove it, once you confirm you will need to click delete again
to remove it from the system. Removing an Item Type is considered a permanent action and cannot be undone.

Note: When you choose to delete an Item Type, you will be removing the association with any content it
previously held. Any programs or courses previously associated with that item type may now appear under
i Ot hwithindilters as a result of this removal.
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Hierarchy Module

Because the structure of every university and college is unique, Acalog allows you to structure your catalog in a
way that is parallel to that of your institution. This is accomplished by including three distinct "levels" in Acalog, as
shown in the diagram below.

1 Institution - the umbrella hierarchy item that owns all other items whether directly or indirectly. There will
only be one Institution level entity.

1 School/College - owned by the Institution and may in turn own Departments, Programs, or Courses.
Cannot own other School/Colleges.

1 Departments - owned by the Institution or a School/College and may in turn own Programs or Courses.
Cannot own other Departments.

Note: Theterms i | n st ifitucthiooonl,/o&nd i D e g @ 1 @mmeustamizable it these do not fit your current
structure. For example, some schools may use the terms fi Di v i.&df yon wauld prefer to change these terms,
please contact our Client Care team, support@digarc.com or use the Support widget in the lower-left corner of
your Publisher.

.
e
@
-
Schools/Colleges o
0
=7
<
Departme Department
, v
O
c
Programs Programs Programs J =
1 . 1 ’ 1 n
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Note: Programs do not have ownership over courses; courses are attached to programs as
requirements but are owned by a hierarchy item.

When you navigate to the Hierarchy module, you will be directed to the Institution Management page, which will

provide a brief overview of the function of the Hierarchy. To use the Hierarchy Module, you will need to navigate

to the Hierarchy Tab at the top of the page. If you navigate to the module and are unsure where to navigate - the
last sentence of the page will direct you.

On the Hierarchy Tab, you will find

the ﬁ A mmew hierarchy | t e“nké Save Ordering Cancel and Reset Ordering | <+ New Hierarchy Item
as well as the table displaying all Hierarchy tom Name status FlashPoint™ Link
existing Hierarchy entities. Instietion: acslog Universy [reviau] petve R

Schoolicollege: College of Arts and Sciences [Preview] Active-Visible None [New Link]

Note: In most instances, you will
likely be working from a copy of a
previous catalog, which will include
an already established Hierarchy
structure. Should you ever decide to build a new catalog entirely from scratch - the Hierarchy will be one of the
first items to establish, as you will not be able to enter any program or course data without this structure.

Department: Agricultural Sciences [Praview] Active-Visible None [New Link]
Department: Art [Preview] Active-Visible None [New Link]

Department: Biological and Environmental Sciences [Preview] Active-Visible None [New Link]

When viewing the table of existing entities, there will be three columns. The first one will listthe A Hi e r Bemc hy
N a m eHiegarchy entities will not be added to the Navigation, so this text will not serve as the clickable link text. It
will be used to identify entities when associating programs and cores, managing course imports, or importing

content from Curriculog through Integration Manager. Following the name will be a preview link, which will launch

the Publisher Preview.

The i St a dolursndwill display the active status of each entity. As Hierarchy items are not added directly to the
Navigation, the status options are limited to just i Ac tVii vse dbil lea-tli dde n. 0O

Note: Changing the status of a Hierarchy entity to Inactive may have far-reach impacts across your catalog. If a
school/college were to be set as inactive, then all departments, programs, and courses owned by the
school/college will also be set to inactive. If there are any direct filters to the entity, the filter will also be
automatically made inactive.

The last column, i F 1 a s LR acnikili in@licate if any FlashPoint Links have been associated with this entity.
FlashPoint Links will be covered in the FlashPoint Links Module section.

Note: When previewing contents that contain a FlashPoint Link, the Publisher Preview will only display the text
associated with the link. When published and viewed from the Gateway, the icon will display as expected.

Enterprise Edition Specific Feature

For a system-level catalog that has been assigned to organizations, hierarchy items must be created and
managed at the system-level or within each organization. You may not create or manage hierarchy items at both
locations.
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STRUCTURENDORDERING

When viewing the Hierarchy table, you will see the
same structure reflected here that was illustrated
above. The ownership of each item is indicated by level
Of indention and the iCOﬂ associated With each item o Department: Biological and Envircnmental Sciences [Preview]
indicates where it may be moved.

Institution: acalog University [Preview]

School/college: College of Arts and Sciences [Preview]

The Institution will always be the first item listed. The icon associated with it will be a blank circle - ~ - indicating
that this item cannot be reordered or reparented. It will be listed farthest to the left and will be the only item at this
level. Thisi t e matne typically reflects that of your institution.

The School/college will always be placed in the second level of indention, as they are owned directly by the
Institution. The icon associated with school/college entities will be a circle with arrows pointing up and down - + -
indicating that this item may be reordered but it must stay at its current level. School/colleges cannot own other
school/colleges so there will not be any other valid parents to move the item to.

The Departments can be placed in the second level of indention, as they may be owned directly by the Institution;
or they can be placed in the third level of indention, as they may be owned directly by a school/college. The icon
associated with school/college entities will be a circle with arrows pointing up and down and one to the left - 2 -
indicating that this item may be reordered or reparented. Departments may not own other departments, but the
ownership can be changed between the institution or school/college entities.

The table the entities are listed in does provide the drag-and-drop function as noted by the icons - Jort
appearing to the left of each entity 6name for the school/college and department entities. To reorder the entities,
hover over the item to highlight it - either over the icon or in the space to the right. If you click directly on the name
or on the preview link, you may be redirected to the Summary or Publisher Preview. Left-click and hold while you
drag the type to the new location, release, and then click i S a @ e d e rat thegop or bottom of the page.

For departments, the table also provides the ability to reparent, as

noted by the icon % .To reparent a department level item, hover over

the icon of the department you would like to move. This will display a ¢ _f"':k o “h'ﬂ"‘ge thisSficultural Sciences [Proviey
, item's parent.

tooltip, indicating you need to click directly on the icon to the left of the et . [Preview]
ent inamed s

Department: Biological and Environmental

Click the * or &
icon of a new parent
or @ to cancel.

Next, a second tooltip will appear next to your mouse indicating that you will need to select
the new parent and click on the icon associated; or click the X icon to cancel.

Once you have selected the icon, navigate to the entity you would like to designate as the new parent. Hover of
the new p a r e ioon fiorsan additional tooltip, then click the icon to place the
department_ 3 School/college: College of |

. © Click here to : i
Once the item has been reparented, you may also choose to reorder the . - Accountin
make this the new

department within the new parent if needed, and thenclicki Sa@ed erat n g  paent t: Applied Si
the top or bottom of the page.
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CREATEA NEWHIERARCHYTEM
To create a new Hierarchy entity, click the i A dadhew hierarchy i t elinko

The first field on the next page willbe i Cr elarn deeThis 0
field is used to indicate the parent for the entity you are Select One
creating. As there can only be one institution, you may

create either a department or a school/college. The drop-

*Create Under:

down menu will list the institution and school/colleges as Institution: acalog University
available parent options. The option selected here will School/college: College of Arts and Sciences
impact the available options in the next field. School/college: College of Business & Technology

If you select the Institution, then under i Hi e r kemc h y School/college: College of Education and Human Services

Ty p o will be able to choose

either school/college or department. Hierarchy Item Type: *
|f you SE|eCt any Of the [School/colleges may only be created under the institution. Departments may be created under the institution or a

school/college.]

school/colleges, you will only be School/College
able to select department. @ Department

The nextfieldisi Hi e r hem& la yn eHietarchy entities will not be added to the Navigation, so this text will not
serve as the clickable link text. This will be used to display on filter links, and how you will reference the
ownership of programs or courses, and what will appear within your Courses Export. This field allows a maximum
of 255 characters and no formatting is allowed. This field is a required field.

Note: Acalog will permit two entities to have identical names, however it is not recommended. This may cause
difficulty during a course import or when using Integration Manager as it relies on the name of the entity to be
unique to be able to identify it.

The i De s c r fief s optional and allows you a WYSIWYG editor with an unlimited amount of characters for
you to enter any descriptive text necessary to describe the entity. Information entered here may appear on the
Gateway anywhere the entity is displayed.

The i Co caedd T y pieddd are remnants of an old version and are no longer used by the system. This
statement is also included on the page to serve as a reminder.

Note: Although the text under i T y pndicgates i Cr etgpesan the ltem Types mo d u |- ieis ndt recommended
to create school/college or department types within the Item Types Module. This feature is no longer utilized by
the Publisher and may result in errors.

Thefi Cu r r Amtt il eheckRbox determines if this item is visible on the Gateway. The active status of a
Hierarchy item will also impact any items that it owns.

Checkthe i Se ar c hbatd det@rine if the content of that hierarchy item can be searched using the
Gateway Search feature. If an item is inactive, this box will automatically be de-selected and grayed out.
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Once all content has been added, click the fi S a \ateh& bottom of the page to create the new entity. After
creation, it will be added to the Hierarchy table placed under the parent entity, as the last entry. If you would like
to change the ordering, you may reorder it at that time.

EDITINGA HERARCHYTEM

To edit a Hierarchy entity, click on the name of the entity you would like to modify e biciioal oot
to be directed to the Summary Tab. The Summary Tab will display details such as Code:

the name, active status, creation and last modified dates, and the user who RSV AN VS
performed those actions. ka

Creation Date: 09/12/2013 16:58:45 by Digital Architecture

Department: Educational Leadership

To mOdlfy the item, navigate to the Edit Tab. Last Modified: 09/02/2020 11:07:24 by Mara Sansolo

From the Edit Tab, you will not be able to change the ownership of the entity. The ownership will be displayed for
your reference, but it can only be modified from the Hierarchy Tab using the Created Under- *
drag-and-drop functionality. College of Education and Human Services

You may edit the Name, Description, Status, and Searchable Options, as well as choose to delete the entity.

Note: Deleting a hierarchy entity is a permanent action that cannot be undone and may have far reaching
consequences. If you were to delete a department, all the programs and courses owned by that department would
be reparented to the next level up. This may be the school/college or even the institution that directly owned the
department. If the entity is associated with any Direct Filters, those filters will be made inactive when the entity is
deleted.

When you are done making modifications, click the i S a \ateh& bottom of the page.
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The Program & Course Display feature allows you to quickly display any Educational Technology
programs or courses that are direCtly Owned by an entity W|th0ut A major in educational technology on the master's level is offered. For undergr
those preparing for professional education to acquire competencies needed fol
estab”Shing a filter. The list of programs or courses would Only appear appropriate for students majoring in business and industry Lo help them acquit
when viewing the entity directly on the Gateway and would not display in Programs
addition to filtered content. Undergraduate Major
= [nstructional Training and Design B.S.
This tool does not offer as many options as a filter but does provide a Courses
quick way to display the content. Once you have determined if you would Educational Technology
like to display programs, courses, or both - be sure to save the page. You » ETEC224 - Compuer Literacy
) ) ) . ) = ETEC 424 - Integrating Technology into the Middle/Secondary Curriculum
may then use the Publisher Preview to review how it will appear when « ETEC 489 - Independent Study
presented on the Gateway. Training and Development
» TDEV 370 - Supervised Work Experience in Industry and Business
PI’O g ram S « TDEV 410 - Utilizing Effective Instructional Technigques

« TDEV 411 - Managing the Instructional Environment

To display the programs within the entity, check the boxtofi Di s a@lll ay

programs assigned to this department below itsd e s ¢ r iapdthemdetérmine a method for how they should be
grouped. For programs, there is also an option to display only active-visible programs. This is helpful when you
have programs you are intentionally preventing from appearing in a filter - for example, a general education
program that does not offer a degree, but you have created Permalinks to and reference often.

1 No Grouping - This option is selected by default. If No Grouping is selected, the programs will be sorted
alphanumerically based on their names.

1 Program Type - If Program Type is selected, the programs will be sorted based on the Program Type
that has been assigned to the Programs. Programs sharing a type will be grouped together, the type will
display on the Filter above the associated programs.

1 Degree Type - If Degree Type is selected, the programs will be sorted based on the Degree Type that
has been assigned to the Programs. Programs sharing a type will be grouped together, the type will
display on the Filter above the associated programs.

Courses

To display the courses within the entity, check the boxto i Di s alllcaunges assigned to this department below
itsd e s ¢ r iapdthemdetérmine a method for how they should be grouped.

1 No Grouping - This option is selected by default. If No Grouping is selected, the courses will be sorted
alphanumerically based on their prefix, code, and name.

1 Course Type - If Course Type is selected, the courses will be sorted based on the Course Type that has
been assigned to the courses. Courses sharing a type will be grouped together, the type will display on
the Filter above the associated courses.
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Programs & Cores Module

Acalog gives you the flexibility to create a catalog that fits your specific needs - and the Programs & Cores
Module works towards that goal by allowing you to create and display any number of programs. The term
i pr o gis wsadby Acalog to define what many institutions may refer to as majors, minors, certificates,
requirements, degrees, pathways, or plans of study.

Acalog uses a cored method to display this program information - essentially creating an outline format that is
easy to read and easy to build.

Note: If Custom Permissions are enabled, non-manager level users may have even fewer permissions and they
will be designated by two icons:

& - Indicates permission to edit the selected item has been granted.
- Indicates permission to edit the item has been revoked. The Edit Tab will not be available.

Enterprise Edition Specific Feature

When viewing the Programs, y o ufiad that each item has an additional icon appearing next to it. Hovering over
the icon will provide a tooltip identifying its purpose.

@ - Indicates that content is housed at the System Level and cannot be modified within an Organization
but may appear within several aliased catalogs.

' - Indicates that content is housed within an Organization. The content is not shared across multiple
catalogs and may be edited at this level.
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As an example, the first image shows a program as it may appear with a traditional catalog.

Major—B.A. Biology, Teacher Certification, 7-12 (36 Hours)

Secondary certification in Biology requires a baccalaureate degree consisting of 36 credits
of specified biology courses, a minor in chemistry, specified cognates, and completion of
professional education courses (page 138) for licensure.

The student must apply for Initial Admission to the Teacher Education Program (usually by
the end of the sophomore year) after completing all requirements as outlined under
ADMISSION PROCEDURES in the School of Education and Psychology section of the
Catalog. Initial admission is required before the student can enroll in upper division
education courses.

The student must also complete an application and all other requirements for Admission
to Student Teaching. Prior to the professional semester, the student must take and pass
the PRAXIS Il licensure exam—both the appropriate section of the Principles of Learning
and Teaching, and the particular specialty test(s) for the licensure area(s).

Required Biology Core Courses Hours Chemistry Minor Hours
Biology Core Courses 26 CHEM 151-152 General Chemistry 8
BIOL 330 General Microbiology 4 CHEM 311-312 Organic Chemistry 8
BIOL 408 Flowering Plants & Ferns CHEM 351 Biochemistry | 3
OR 3 :
BIOL 409 Smoky Mt. Flora g;gg'fgsmg"atega i 5
BIOL 418 Animal Physiology 3 I Spente
MATH 215 Statistics 3
PHYS 127 Exploring Physics | 3

To be migrated into Acalog, several program elements must be defined:
Name: B.A. Biology, Teacher Certification 7-12 (36 Hours)
Degree Type: Bachelor of Arts
Program Type: Major
Description: The three paragraphs of descriptive text before the course requirements
Cores: Required Biology Core Courses, Chemistry Minor, Require Cognates

Within these cores, there are several courses listed, and in some cases, ad-hoc text as well.
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Once these items have been identified, you
place the same elements into Acalog into the
corresponding fields, which will take the

B.A. Biology, Teacher Certification, 7-12 (36 Hours) (2]

Secondary certification in Biology requires a baccalaureate degree consisting of 36 credits of specified biology

above program and convert it into the courses, a minor in chemistry, specified cognates, and completion of professional education courses for licensure.
fol |0wing examp|e: The student must apply for Initial Admission to the Teacher Education Program (usually by the end of the
ph e year) after ¢ ing all requirements as outlined under ADMISSION PROCEDURES in the School of

Education and Psychology section of the Catalog. Initial admission is required before the student can enrollin upper
division education courses.

Utilizing this cored structure provides a

ConSIStenCy across the Catalog and IS the The student must also complete an application and all other requirements for Admission to Student Teaching. Prior

0n|y method com pat| b|e for use Wlth to the professional semester, the student must take and pass the PRAXIS Il licensure exam-both the appropriate
section of the Principles of Learning and Teaching, and the particular specialty test(s) for the licensure area(s).

Curriculog.

Although this sample program contains only Required Biology Core Courses
three cores - a program may also contain Bl Gre Gt e B
sub-cores and shared cores to help organize * BIOL 330 - General Microbiology Credit Hours: 4

yOUr Catalog ) * BIOL 408 - Flowering Plants & Ferns Credit Hours: 3

. - oR
1 Core: A core exists within a + BIOL 409 - Smoky lit. Flora Credit Hours: 3

particular program and consists of a

. N . « BIOL 418 - Animal Physiology Credit Hours: 3
title, descriptive text (optional) and

(possibly) associated courses. An Chemistry Minor
example of a core in a program such

o . s « CHEM 151 - General Chemistry Credit Hours: 4
asn P S y @gYI M d J mlgm be » CHEM 152 - General Chemistry Credit Hours: 4
ﬁ Ma ]R e q u | r eon é S u g g e < » CHEM 311 - Organic Chemistry Credit Hours: 4

+ CHEM 312 - Organic Chemistry Credit Hours: 4

Curriculum.o « CHEM 351 - Biochemistry | Credit Hours: 3

1 Sub-Core: A sub-core has the same
structure as a core but exists within
a core or another sub-core (often + ERSC 105 - Earth Science Credit Hours: 3
marked by a subheading in your » MATH 215 - Statistics Credit Hours: 3

) * PHYS 127 - Exploring Physics | Credit Hours: 3

print catalog). An example of a sub-
coreunderthefi Maj or
Requirememigien| nt r o Gaurses.0An gxample of a sub-core underthed Suggest ed
Cur r i ccaré mighttbe i F i Year-First Semester.o

1 Shared Core: A shared core has the same structure as a core; however, the same shared core can be
part of multiple programs. This saves the work of repeatedly entering the same information into multiple
programs. Shared cores will be explained in more detail in the section below.

Required Cognates

There are two tabs within the Programs & Cores Module - Programs and Shared Cores. Shared cores are
managed separately from programs and later attached. Each tab is explained below.
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PROGRAMS

When you navigate to the Programs &
Cores Module, you will land on the
Programs Tab by default. Here you will
be able to see the search, an
alphabetical list, the i A dadhew

p r o g rlirknand the list of all currently
existing programs.

The table of programs will list ten
programs at a time, in alphanumeric
order. If you select a letter or the pound
symbol from the alphabetical list, the
programs will sort and list the programs
beginning with that selection.

Within the table are three columns. The

Pagel04of 166

Manage programs

Programs Shared Cores

In Process Undergraduste:

Gatalog 2020-2021

'

Find a Program

Enter Keyword or Phrase:

[0 searn o program o
D Show only active programs.
sotresuts: @ upranencay oy rane

rograms siphabetically by prog
T N

Status. FlashPoint™ Link

None [New Link]

ion: [New Link]

N
Nons [New Link]
[t

fone [Mew Link]

firstis i P r o g\raamme&lldis will indicate the name of the program, which will also appear within any filters the
program displays in. The second columnis i St a whiclsvdll indicate the active-status of the program, and the

third Column, A

F 1 a s hLinkgowil indicate if any FlashPoint Links have been added. FlashPoint Links will be

covered in more detail in the FlashPoint Links Module.

Create a New Program

To create a new program, click on the fAdd

A New Prog r a lmk. The first field on the

page will be a required field-A Pr ogr a |

Name.0How you choose to name

programs is up to you - however as a Best

Practice, we strongly suggest keeping a
consistent naming convention. For
example, ify o u @hosen to use the
abbreviation for a degree after the title -
ensure that you are consistently using
either i B Awi B . ithed than a mix of
the two. The Program Name field has a
maximum of 255 characters allowed, and
no formatting is permitted.

Program Name: *

Accounting, B.B.A.

Code:
[Use this field to help identify this program in the Publisher. This information is not displayed on the Gateway.]

Degree Type:

Bachelor of Business Administration

Program Type:

Undergraduate Major

Create Under: *
[ltems whose parent is inactive will (also) be hidden from display on the Gateway.]

Department: Accounting, Economics, Finance

The code field is optional and may be used to help you search for Programs in the Publisher or to help
differentiate between similarly named programs. The code is not visible on the Gateway.

The Degree Type and Program Type fields are both optional but highly recommended. These fields are used to
assign the Item Types to the program from the respective categories, to enable the sorting options found in filters.
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The i Cr elan ceedropdown menu indicates the Hierarchy ownership of the program and is a required field.
The items in this menu will match the items entered in your Hierarchy Module.

There is a full WYSIWYG Editor available for the Description field. The description field is optional and will appear
at the top of the program if you choose to enter any text here.

Following the Description field, you will be able to select the active status for the new program. Programs have
three different status options:

91 Active and visible - if this option is chosen, the program will be visible on the Gateway, may appear
within filters or search results, and may be PermaLinked to.

1 Active and hidden - if this option is chosen, the program will not be viewable within the filters, but it will
still be available in search results and may be PermalLinked to.

1 Inactive and hidden - if this option is chosen, the program will not be viewable or accessible from
anywhere within the Gateway and any existing PermalLink references to it will display as plain text.

After choosing the active status, click Program Name: Accounting, B.B.A.
fi S a vGncedhe program is
created/saved, you will be taken to the

i S u mm dab fprdhe program, which will
provide a review of the name, code,
ownership, types, active-status, creation
and last modified dates, and the user who Active:  Active-Visible

has performed those actions. Creation Date:  09/02/2020 11:19:14 by Mara Sansclo

Program Code:
Created Under: acalog University » College of Business & Technology » Accounting, Economics, Finance
Degree Type: Bachelor of Business Administration

Program Type: Undergraduate Major

. . . L. Modified: 09/02/2020 11:19:14 by M Si |
To edit any of the information on the ast Modifie YA manse

previous screen, you canclickthe A Edi t 0
tab to adjust any of the content. To continue building out the program by adding in the requirements, navigate to
the i Co rtabs 0

ManagingCores

Cores are the basic building block from which programs are created. Cores are used to group sets of course
requirements and may include sub-cores to create levels within the sets of requirements - essentially creating an
outline of the program.

Click the i A dadhew c o rlinkdo create a new core. Core Name: *

First Year Requirements

First, enterthe i C o N @& meThig is a required field with a maximum

of 255 characters, and no formatting allowed. This information will Create Under: *
appear on the Gateway as the core heading. Core heading sizes will [Select the program or a core as the parent for this core ]
be determined by the level of the core as set in the fi C o r tabofthe Program: Accounting, B.8.A.

program. Code:

§ . - . || [Use this field to help identify this core in the Publisher. This |
When you first create a new core, you will seethe i Cr elant ceer 0

drop-down menu. If this is the first corey o u @reated in the
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program, the only option in this menu will be the program itself, making this a first-level core. As you add cores to
the program, they will be added to this drop-down menu. If another core is selected from this drop-down menu,
the core will be created as a sub-core. This option will not be available when editing existing cores; once cores
have been created, they can re-ordered and re-parented in the main i C o r tabs 0

The code field is optional and will never be seen on the Gateway, just like the code field for the Program. There is
a full WYSIWYG Editor available for a core description if additional context is needed. Not all cores need to have
descriptive text - some institutions may choose to use cores to place the total number of hours under a lengthy set
of requirements and no other details.

i Coa et i wileb@ checked by default but can be de-selected if you would like to hide this section of
requirements from the Gateway.

Oncey o u &nteeed all of the relevant details for the core,
click i S a \atehe bottom of the page to be directed to the Core Code:

summary, where you _cfan review the name, active status, Active: Active-Visible

creation and last modified dates, and the name of the user Creation Date: 09/02/2020 11:21:22 by Mara Sansolo

who last performed those actions. Last Modified: 09/02/2020 11:21:22 by Mara Sansolo

Core Name: First Year Requirements

From the summary, y o unticd that there are now two rows
of tabs available. The top row relates to the program, and the second row relates to the core. The item in each
row that is highlighted a different color will reflect your current location.

Summary Edit Cores Preview Version Auditing Attachments New Program

Edit Core  Courses Ad-Hoc Text  New Core

If you need to make any changes to the contenty o u §ust added, you can click the tab titled fi E dCiotr te eturn
to the previous page.

To begin adding courses to the core, clickthe i Co u rTsaebs 0

Add/Remov€ourses
Note: You must have at least one core within a program in order to attach courses.

Within cores, you may begin dynamically attaching courses to display within your programs. These dynamically
linked courses are not the same as a Permalink - this is a unique type of link used within the programs only.

Note: As it is not a PermalLink, courses that have been dynamically attached will not be able to be located
through the PermalLinks Usage Module, they may be deleted even if they are used within programs, and they are
limited to being used once per each core.

After selecting a core, navigate to the i C o u r sutetabdawithin the second row of tabs.
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The first table on the page will list any courses that are added to the core. Adding courses is done using the
course filter just below this table to search and choose courses from the results.

Courses Preview

No associated courses yet. Please search for and add courses below.

Add Courses
Course Filter

Search for courses using course prefix, course code, keywords or any combination

Prefix: Code or Number: Type: Keyword or Phrase:
SelectaPrefix ... v Select a Type .. v
Sort results: @ Alphabetically © By Rank [JJ Find whole word or phrase only.

To add courses, use the filter to locate the specific courses you would like to add. There are four options that you
can use to help narrow down the results for filters:

1 Prefix - Selecting only the prefix column will provide a list of every course that matches the selected
prefix from the drop-down menu.

1 Code or Number - Using only the Code or Number field will allow you to enter a numerical value and
return a list of all courses sharing that value in the code/number field regardless of the prefix associated.

1 Type - Selecting only the type column will provide a list of every course that matches the selected type
from the drop-down menu. The types listed are determined within the Iltem Types Module and must be
assigned to courses in order to return any results.

1 Keyword or Phrase - Using the keyword or phrase field will allow you to search of ra specific keyword
and return a list of courses sharing that value.

You may also combine fields to narrow results further; however, if results are too specific you may not see any
items returned.
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For example, if searching for the prefix i A C Canaentering no other value, you will see two pages of results
returned.

If you were to add the additional filter of Type and select i A ¢ ¢ o u yot Wwonlg see the exact same results, as
the courses with the ACCT prefix all also have the Accounting type assigned to them.

If you were to select another Course Filter

type, suchasi En g 'd)tﬁ]eﬂ the Search for courses using course prefix, course code, keywords or any combination.

SearCh WOUId return zero reSUltS Prefix: Code or Number: Type: Keyword or Phrase:

- because there are no courses AccT . SelectaType . - st )

in the database that have a
prefix of i A C CAN® a type of
AEngdi sh

Sort results: ® Alphabetically O By Rank [ Find whole word or phrase only.

Select Courses to Add

Note: When searching for Course Name Preview Ade
courses using the Code or ACCT 221 - Principles of Accounting | Preview o
Number fleld' yOU ma‘y aISO use ACCT 222 - Principles of Accounting 11 Preview m}
the asterisk (*) as a wildcard. ) _ )

ACCT 311 - Managerial Accounting Preview m}

For example, you can enter
fi 1 Otd réceive results for courses who have a value that begin with i 1.

Course Filter

When the list of search results is visible, the courses will be listed in Search for courses using course prefix, course code, k
alphanumeric order. The preview column will provide a link that will launch a Prefix: Code or Number:
pop-up window for you to review the contents of the course. The i A d alamn Soedabrae v | A6

provides a checkbox for each course - select the box next to each course you
would like to add and then click fadd selectedoat the bottom. If you have results
that span multiple pages, you can check the boxes for the courses on different
pages, and then click i A dSce | e cta agldiadl of them at the same time.

Sort results: ® Alphabetically © By Rank

Select Courses to Add

Course Name

Oncey o u @dded them, they will appear within the table at the top of the
page in the ordery o u @dded them.

AG 100 - Introduction to Agriculture

ASTR 101 - Astronomy of Solar System
Note: If you have added a course that has an active status currently set to ASTR 102 - Introduction to Stars and the Universe
il na-<li idd ehe adoyrse will still be listed within the table in the appropriate
location but will have the text i [ | n aHci tdi dveathg ight of the courses

BSC 101 - Plant Biology

name. This course will not display within the program as long as it is Courses
inactive, but if you later change the status back to active, it will then display |‘—Cm‘ and Reset Ordering
Wlthln the program as eXpeCted'  AG 100 - Introduction to Agriculture

If you need to adjust this ordering, you may use the drag-and-drop + ASTRA101 - Astronamy of Solar System
+ ASTR 102 - Introduction to Stars and the Universe

r
functionality to reorder your courses. Each course will have anicon + next —
R R . y R y . . . | Cancel and Reset Ordering
to it to indicate that it can be moved up or down within this list.
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To reorder them, left click on the item when hovering over it and your cursor has transformed into the four arrows

icon ‘%’ left-click and hold while you drag the item to the new location. After you release, be sure to clickfi Sa v e
Ordering. 0

If a course needs to be removed, you can select the course in the i R e mooolenin by checking the box within
the same row and clicking i R e mdwed e ¢ This dill anly remove the course from this program, not from the
database.

Note: If a course is deleted from the database, it will automatically be removed from programs as well.

If you would like to preview how this program would now appear, you may use the Preview Tab within the first row
of tabs to launch the Publisher Preview to see how the core will appear within the program.

First Year Requirements

e AG 100 - Introduction to Agriculture Hours: One
e ASTR 101 - Astronomy of Solar System Hours: Four

e ASTR 102 - Introduction to Stars and the Universe Hours: Four

SubCores

Programs can contain any number of cores needed to outline your specific requirements. In addition to the cores
that are placed at the first-level, you can also create sub-cores within them to provide additional levels of
requirements.

For example, if our first-level core were titled i F i Yfear Re q u i r e memidhsalsafindafi Fi Sesme s andr o
afn Sec 8&r the s listed within, and each of those headings may have additional course requirements. To

allow the additional content, and to illustrate that they fall under the umbrella of the i F i Ylear Requirements,0

you can use a sub-core to add them with a slightly smaller heading and indented under the first-level. You can
continue to add third, fourth, etc. level cores as needed.

To create a sub-score, follow the same steps outlined in the Managing Core Name: *

Cores section. During the creation process, you canuse the i Cr e a t| FrstSemester

U n d dieldto designate which first-level core to parent the sub-core Create Under: *

under by selecting it from the drop-down menu. If you have multiple [Select the program or a core as the parent for this core.]
cores, you can also parent it beneath an existing sub-core. Core: First Year Requirements

If a core already exists and needs to be modified from a first-level core to a sub-core; or if you need to change the
current ownership or ordering of any existing sub-core, see the section for Re-ordering and Re-Parenting Cores.
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ReorderingandReparentingCores

Cores can be reordered or reparented within in a program using drag-and-drop functionality as needed. To
change the ordering or ownership, navigate to the Cores Tab within any program. From this tab, you will see a
table displaying all existing cores.

Within this table, the first Core Name Status Remove/Delete
columnwillbei CoX & me , Program: Accounting, B.B.A. Active-Visible Remove/Delete
and will list the program first al

as an uneditable item at the o Core: First Year Requirements Active Delete

very top level. The program % Core: First Semester Active Delete

will not be able to reordered % Core: Second Year Requirements Active Delete

or reparented - much like
the institution within the hierarchy module.

Below it, at the first level of indention, you will find all first-level cores. Program: Accounting. B.B.A.
. . T+ . . .
They will have an icon *i* next to them displaying arrows in all four
directions indicating that the core may be reparented or reordered. If o4 Core: First Year Requirements
there are any existing sub-cores, they will appear indented again o Core: First Semester

beneath the respective first-level or sub-core.

You can reorder cores that exist at the same level. This means that you may change the order of all of the first-
level cores by using the drag-and-drop functionality to rearrange them; noting that any associated sub-cores will
be moved with them. When reordering a sub-core, you will only be able to reorder it within its current ownership.

To change the ownership of a core, click the circle icon *i* to the left of the core name. ©»  Core: First Semester
You will see a sm(.';lll tqoltlp appear that says, fi ¢ | td ahdnge thisi t e méd s e Orice 0 Cikok to change this bauir
selected, the tooltip will change, telling you to select a new parent. item's parent.

Next, hover over the icon to the left of the core that should be the new parent

and a new tooltip will appear, indicating for you to click the icon to change the Core: Second Year Requirements
parent. © Click here to

. . . . ~ ke this th b :
After re-ordering or re-parenting any cores within your program, click the i S a v & ::reit_ S TENEW teset Ordering
Or d e rbutiorg After choosing to save the changes, the cores display will
collapse and reveal a pending bar while the changes are saved. You will not be able to modify the cores or
courses again until this process is complete.
RemovingCores

If you decide that a core needs to be removed from the program, you can use thefi Re mo v e / @lkirhne t e 0

If you choose the i Re mo v e / A elptientthat appears to the right of the program, you will remove all cores
and courses information within this program. This is a permanent action that cannot be undone.
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If you choose to remove a single core, you may choose the fi D e | link te the right of any core to remove it. If
there are any sub-cores owned by the core you choose to delete, the sub-cores would also be deleted at that
time. If you need to keep the sub-cores, you would need to reparent them prior to deleting the core that owns
them.

SHAREDCORES

The purpose of a shared core is to eliminate redundancy. It is not uncommon for institutions to have a collection
of courses that everyone who attends the institution must complete [e.g., Gen. Ed. Requirements]. The same is
often true for departments - sometimes a department may require that every program they own must take the
same set of initial courses. These would be great scenarios for Shared Cores to be used effectively.

Once a Shared Core is created, it can be attached to any number of programs in the catalog. Whenever the
requirements need to be updated, the changes will be made in the single Shared Core and those changes will
then be reflected in all programs the Shared Core is attached to.

Shared Cores are built and maintained exclusively in the Shared Cores | .-,
tab of the Programs & Cores Module and are not modified within an
individual program. When viewed within a program, the Shared Core ; Shared Core: Core Curriculum
will appear as a non-clickable link.

Core: Second Year Requirements

Create a Shared Core

To create a new Shared Core, you will need to navigate to the top of the page and select the Shared Cores Tab
from within the Programs & Cores Module.

Here you will be able to see the search, an alphabetical list, the i A dadhew shared ¢ o rliekpand the list of all
currently existing shared cores.

The table of shared cores will list ten shared cores at a time, in alphanumeric order. If you select a letter or the
pound symbol from the alphabetical list, the shared cores will sort and list the shared cores beginning with that
selection.

Within the table are four columns. The firstis i S h a CoeedN a m €ldis will indicate the name of the shared core,
as it would display within the program. The second column is fi C o dvehigh can be used to give a hidden code to
shared cores to help tell them apart. This is especially helpful when the shared cores may have similar titles, or if
you are also using Curriculog. The next columnis i St a whiclsvdll indicate the active-status of the shared core,
and the last column, i U s a gvidl iddjcate how many programs are currently using a specific shared core.

Note: Shared Cores are built and maintained entirely separate from the programs they may be attached to, and
cannot be converted into a core, nor can a core be converted into a shared core.
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Enterprise Edition Specific Feature

When you view an aliased catalog from within an organization, the shared core listing will showtwo i St at us o
columns. Thed S&t a tcallend shows the system-level status of the shared core andthet O&§ t a tcalemi
shows the organization level status of the shared core. The fi O&8t a twill affect the shared ¢ o r abditg to be
viewed on the Gateway whilethe i S&t a tisuirdodmational only. Shared cores created at the organization level
will not have a system-level status.

Next, click the i A dadhew shared c o rliakdo be taken to the fi N eShared C o r gage. Creating a new shared
core will follow steps similar to establishing a core within a program.

The first field will be i S h a CoeedN a m earid will be required. This will be the title of the shared core and will
display as the first level core within the program it is attached to. This field will allow up to 255 characters and
does not permit any formatting.

The fi 6deodfield allows you to enter a custom code to help identify the shared core. This information is never
displayed on the Gateway but can be very helpful within the publisher. Many institutions have shared cores with
similar names - for example, several departments may have a shared core titled fiGeneral Requirementsdand
need to use the code fields to distinguish them with the various department names. The code field will also be
helpful if you will be using Curriculog to manage shared core content; as the import preview will only display the
name and code fields. This field will allow up to 255 characters and does not permit any formatting.

The fi Bscriptionofield is an optional field where you can use the WYSIWYG editor to enter any relevant content.
You may enter an unlimited amount of content and use the editor to format the content as needed. The content
entered here will display above any attached courses.

The i Sh acoed c t icheekidox will be selected by default, and when checked, indicates that the shared core
will display when it is attached to a program.

Note: A shared core does not stand alone on the Gateway. In order for a shared core to be viewed from the
Gateway, it must be attached to an active-visible program.

The last option will be to save the shared core, which will then direct you to Shared Core Name: ~Core Curriculum
the Summary tab. The Summary tab will allow you to review the name, ShaisicoreiCons: INUS
code, active status, creation date and last modified date and the user who Actile: AcVE VD
performed those actions.

Creation Date: 09/12/2013 12:58:47 by Digital Architecture

Last Modified: 06/10/2016 10:07:32 by Digital Architecture

If any of these elements need to be modified, you can click the Edit Tab to
return to the previous screen.

Add/Remov€ourses

Once you have created the shared core, you can begin dynamically attaching courses.

Note: As it is not a Permalink, courses that have been dynamically attached will not be able to be located
through the PermalLinks Usage Module, they may be deleted even if they are used within programs, and they are
limited to being used once per each core.
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To add courses, navigate tothe fi Co u r tabe s 0

The first table on the page will list any courses that are added to the core. Adding courses is done using the
course filter just below this table to search and choose courses from the results - exactly as it is done when
building a core within a program.

Courses Preview

No associated courses yet. Please search for and add courses below.

Add Courses
Course Filter
Search for courses using course prefix, course code, keywords or any combination

Prefix: Code or Number: Type: Keyword or Phrase:

Select a Prefix .. - Selecta Type ... -

Sort results: ® Alphabetically O By Rank [J Find whole word or phrase only.

To add courses, use the filter to locate the specific courses you would like to add. There are four options that you
can use to help narrow down the results for filters:

1 Prefix - Selecting only the prefix column will provide a list of every course that matches the selected
prefix from the drop-down menu.

1 Code or Number - Using only the Code or Number field will allow you to enter a numerical value and
return a list of all courses sharing that value in the code/number field regardless of the prefix associated.

1 Type - Selecting only the type column will provide a list of every course that matches the selected type
from the drop-down menu. The types listed are determined within the Iltem Types Module and must be
assigned to courses in order to return any results.

1 Keyword or Phrase - Using the keyword or phrase field will allow you to search for a specific keyword
and return a list of courses sharing that value.

You may also combine fields to narrow results further; however, if results are too specific you may not see any
items returned.

Note: When searching for courses using the Code or Number field, you may
also use the asterisk (*) as a wildcard. For example, you can enter i 1 Ot o
receive results for courses who have a value that begin with i 1.&®

When the list of search results is visible, the courses will be listed in
alphanumeric order. The preview column will provide a link that will launch a
pop-up window for you to review the contents of the course. The fi A dablamn
provides a checkbox for each course - select the box next to each course you
would like to add and then click fadd selectedoat the bottom. If you have
results that span multiple pages, you can check the boxes for the courses on
different pages, and then click i A dSde | e cta agldladl of them at the same
time.

Oncey o u @dded them, they will appear within the table at the top of the
page in the ordery o u &dded them.
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