Editing College/Departmental Pages (Hierarchy)

1. Log-in to Acalog using the following link https://apsu.acalogadmin.com/

2.

a. Enter Username and Password

b. See Log-in and Changing Password instructions if this is the first time you have logged in
NOTE: IF YOU CHANGE YOUR PASSWORD, IT MAY TAKE UP TO ONE HOUR BEFORE
YOU CAN SEE ALL THE AREAS YOU HAVE ACCESS TO. ONLY CHANGE YOUR
PASSWORD WHEN YOU DO NOT INTEND ON WORKING ON YOUR EDITS
IMMEDIATELY.
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In the top left-center of page, start by selecting a bulletin
a. For training purposes you will see 2010-11 Training Undergraduate Bulletin
b. For editing purposed you will see:
i. In Progress 2011-12 Undergraduate Bulletin
ii. InProgress 2011-12 Graduate Bulletin
c. You will click on the 2010-11 Training Undergraduate Bulletin for today’s training
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Start by selecting a bulletin using the dropdown above.

Welcome to the acalog ACMS™ Publisher, Dixie

Welcome to the acalog ACMS™. You have been provided with limited rights te edit bulletin content based on permissions assigned by a system manager. Please note: The
acalog ACMS™ is designed to allow you to manage data in one bulletin at a time. Please do not attempt to work in multiple bulletins simultaneously by opening
multiple browser windows/tabs. If you do, you may experience display errors on some pages.

Hide login information.

Register today for Thursday's Training Webinar - Marketing Your Institution utilizing Social Media Links and My Portfolio.
Posted: March 16th 2011

The topic for our April Training Webinar is Marketing Your Institution with Acalog utilizing Secial Media Links and My Portfelio. Invite your Marketing and Admissicns Staff te
observe! Seats are limited to 24 participants (1 registration per institution) though feel free to invite others to sit in with you as observers. Registration is on a first come, first
serve basis. These sessions will be at no cost to our clients, and will focus on a different topic each month. The details are listed below.

Topic: Marketing Your Institution with Acalog utilizing Social Media Links and My Portfolio

Date: April 14, 2011

Time: 2 pm to 3 pm EST

Registration: Email training@digarc.com with your name, title and institution

Acalog Training Webinars are recorded and available on Acalog University.

Read More ...
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d. Once you click on the m button you will see the message that the Bulletin changed
successfully
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Welcome to the acalog ACMS™ Publisher, Dixie

Welcome to the acalog ACM5™. You have been provided with limited rights to edit bulletin content based on permissions asslgned by a system manager. Plaasa note: Tha
acalog ACMS™ is designed to allow you te manage data in one bulletin at a time. Please do not attempt to work in bulletins simult: y by
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Register today for Thursday's Training Webinar - Marketing Your Institution utilizing Social Media Links and My Portfolio.
Posted: March 16th 2011

The topic for our April Training Webinar is Marketing Your Institution with Acalog utilizing Social Media Links and My Portfolio. Invite your Marketing and Admissions Staff to
observe! Seats are limited to 24 participants (1 registration per institution) though feel free to invite others to sit in with you as observers. Registration is on a first come, first
serve basis. These sessions will be at no cost to our clients, and will focus on a different topic each menth. The details are listed below.

Topic: Marketing Your Institution with Acalog utilizing Social Media Links and My Portfalio
Date: April 14, 2011

Time: 2 pm to 3 pm EST

Registration: Email training@digarc.com with your name, title and institution

Acalog Training Webinars are recorded and available on Acaleg University.

Read More ...
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3. To change College Text Only, you will need to do this in the Hierarchy area. All program
changes (courses, etc) are done under Programs & Cores. Department contact information (text
information) can be changed under Hierarchy.

a. Select Hierarchy from the menu on the left.
b. Then Click on Hierarchy from the tab at the top
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Bulletins Use this medule to maintain and organize information for schools/colleges and departments. Proper maintenance of this information is important to take advantage of system

template filters, which can be accessed in the Gateway & Content medule. While your entire acalog ACMS database typically is linked to a single Gateway (implying a single

“institution™), it is possible to change the display name and/or description information for the institution and other hierarchical items on a per-catalog basis. This is provided to make

the system more flexible for unique cases. If you need a single acalog ACMS database to support multiple Gateways, you will need to upgrade to acalog ACMS Enterprise.
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c. Once you click on Hierarchy, all information in your respective colleges will appear
i. The example below shows all colleges, but this is because as a Manager, the
Registrar’'s Office will have access to all colleges
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Permalink Usage
Item Types Hierarchy Item Name Status FlashPoint™ Link
Hierarchy . ion: Austin Peay State Universit Active Not Available
Programs & Cores I School/college: College of Arts and Letters Active None [New Link]
Courses +, Department: Department of Art Active None [New Link]
FlashPoint™
Links ¢,/ Department: Department of Communication and Theatre Active None [New Link]
Version Auditing +,) Department: Department of History and Philosophy Active None [New Link]
@ It ¢, Department: Honors Program Active None [New Link]
Export ¢,/ Department: Department of Lanquages and Litersture Active None [New Link]
Remote Services -
¢, Department: Department of Music Active None [New Link]
(Panfatho @tezs I School/college: College of Behavioral and Health Sciences Active None [New Link]
Portiolio Accounts -
. Department: School of Nursing Active None [New Link]
¢, Department: Department of Health and Human Performance Active None [New Link]
¢ Department: Department of Military Science Active None [New Link]
¢, Department: Department of Political Science Active None [New Link]
&3 p: = Dep: of holog Active None [New Link]
+ Department: Department of Social Work Active None [New Link]
¢,/ Department: Department of Sociology Active None [New Link]
3 School/college: Coll=ae of Business Active None [New Link]
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Double-click on the College or Department you wish to change text for
a. The College/Department Summary will first appear
b. Click on the Edit tab located at the top to change text
c. Do not enter anything under Code; Do not do anything with the Currently Active check
box; Do Not click on the Delete this school/college box
d. Click on Save to save your changes
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After you have made all your changes, click back on to the Hierarchy tab at the top to make
changes to any additional areas
Repeat Steps 2 — 5 to make changes to additional areas



