Editing Departmental Pages

1. Log-in to Acalog using the following link https://apsu.acalogadmin.com/
a. Enter Username and Password
b. See Log-in and Changing Password instructions if this is the first time you have logged in
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Invalid Username/ Password combinal
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2. Inthe 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.
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PermaLink Usage Welcome to the acalog ACMS™ Publisher, Dixie

Hierarchy
Programs & Cores
Courses Login Information

Welcome to the acalog ACMS™. You have been provided with limited rights to 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 iple bulletins simult: Iy by i

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 Acaleg 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 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 month. 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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Welcome to the acalog ACMS™ publisher, Adel
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April's Tralnlmj WPMIIRI recording Is now available on Acalog University
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The topic for cur Aaril Training Webinar was Marketing Your Institution with Acalog utiizing Social Media Links and My Porticlic. This training webinar was recarded and is naw available cn Acalog University
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4. You can Search for a Custom Page by entering a keyword or phrase and clicking on search or
Select from the list of Custom Pages at the bottom (example 2). Note you will only have access

to those that have a yellow pencil “ next to them. The pencil will be grayed out if you do not
have access.
a. First click on the preview button next to the page you want to edit. Leave this window
open, but minimize it
b. Double click on the program you wish to edit
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Custom pages are HTML pages of "front of the bulletin” information built directly within the acaleg ACMS™.

Find Custom Pages

Gateway & Content
PermaLink Usage
Hierarchy
Programs & Cores
Courses

Preview
Preview
Breview

#Cullstin Home [System Default]  Active

Special Programs of the University Active Breview
& Telephone and Web Directory Active Breview

| Tuition. Fees and Financial Aid Active Preview
& University Academic Policies Active Preview

| University Calendar Inactive-Hidden Preview

1, Digital Architecture

5. If you do not have access to an area you feel you should, please contact Tamara Deep at
deept@apsu.edu for assistance
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6. After you double click on the program, a Summary will appear of the program
7. Click on the Edit tab located at the top of the page to Edit the text in your area
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The Link URL above will not function until this bulletin is accessible from the Gateway (i.e., "Published”). You may still preview this item using the Preview tab above.
Courses

To link to this custom page from within the acalog ACM5™, use a Permalink. @

Page Header: Special Programs of the University
Navigation Link Label: Special Programs of the University
Status: Active-Visible
Creation Date: 12/01/2010 16:30:11 by Transition Team 6
Last Modified: 02/17/2011 11:16:20 by Transition Team 4

Theme: Green | Slate | Brown | Sepia | Red e
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8. Once you click on the Edit tab, the text will appear to edit
a. Many of the custom pages will have many departments on the same page. Please only
edit text in your area.
Note: When text is edited, there is a trail of who made changes
b. Make your edits and then scroll to the bottom and click on the Save button
c. Do not change the Active Status or Do Not click on Delete this program located just
above the Save button
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Page Header:
[This text will be displayed as the "title” of the custom page. If left blank, the Link Label above will be used.]

Page Content:
[This information will be displayed on the Gateway.]
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Academic Support Services - Made Changes 4/20/11
Web Address: www.apsu.edu/academic_support

Academic Support begins when students are admitted to APSU and continues until the goal of graduation is met.

K3

<

Active Status:

@ Active and wisible. [Show this custom page in the Gateway navigation.]

© Active and hidden. [Hide this custom page from the Gateway navigation, but still allow the custom page to work.]

O nactive and hidden. [Hide this custom page from the Gateway navigation, and disable the custom page target.]
Searchable? [Check to allow searching of this page using the Gateway search.]

[ Delete this custom page? [This will permanently remove this custom page. ]

This custom page cannot be deleted until all PermaLink references to it are first removed from other items in this bulletin, Referenced items for this custom page can be obtained in
the PermalLink Usage module.

Cancel Changes
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9. Once you click on Save the following page will appear indicating the Custom Page: Name of
custom page (example shows Special Programs of the University)

10. Click on Bulletin Preview link on the left

: Manape Custom Page
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Programs & Cores
Courses

The Link URL above will not function until this bulletin is accessible from the Gateway (i.e., “Published”). You may still preview this item using the Preview tab above

To link to this custom page from within the acalog ACMS™, use a PermalLink. @

Page Header: Special Programs of the University
Navigation Link Label: Special Programs of the University
Status: Active-Visible
Creation Date: 12/01/2010 16:30:11 by Transition Team &
Last Modified: 04/20/2011 22:45:58 by Adel Salama

11. The bulletins that you currently have access to will appear
a. Click on the Preview link located to the right to open the bulletin
b. Once the preview page opens, click on the link to the right that corresponds with the
custom page you just edited
c. Confirm that your changes were saved
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Preview Screen — This example shows selecting Special Programs of the University
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Austin Peay State University

Undergraduate Bulletin
2010-2011

WWW_APSU EDU

The 2010-2011 Undergraduate University Bulletin was prepared in the spring of 2010. The material presented

is for informational purposes only and should not be construed as the basis of & contract between a student and

Austin Peay State University.

The provisions of this Bulletin will ordinarily be applied as stated; however, the University reserves the right to
change any provision listed in this Bulletin, including, but not limited to, academic requirements for graduation,

without actual notice to individual students.

‘this Bulletin. APMail email is the official communication method used by the University to communicate
important information to all students. Students are deemed to have received nofifications delivered to their
respective APMail email address by the University. Failure to promptly check or open email messages delivered
to student’s APMail email address will not excuse a student from the responsibility to act in accordance
therewith or extend /delay deadlines contained therein. Students are strongly encouraged to check their APMail
email account on a daily basis for messages requiring their prompt attention. Students are strongly discouraged
from forwarding APMail email to another email provider. The University hereby disclaims any and all

responsibility for the security and confi of inft contained in ges forwarded from APMail
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Preview Screen — Note the text “Change Made 4/20/11" next to Academic Support Services.

This shows changes made were saved successfull
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Student Life
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Academic Support Services - Made Changes 4/20/11

Web Address: www.apsu.edu/academic_support
Academic Support begins when students are admitted to APSU and continues until the goal of graduation is met.

Academic Advising

Web Address: www.apsu.edu/academic_support/advising

Deliberate and intentional academic advising at Austin Peay State University guides students in making
responsible academic and career choices, setting goals, and developing education plans to realize those goals.
Effective advising fosters critical thinking and informed decision making which supports meaningful living in a

global society.

Freshman Advising. Academic Advising is an element of academic support that begins at the time of initial
enrollment at APSU through graduation. During new student orientation undergraduate students meet with
faculty to discuss career goals and to plan a schedule for their first semester. Students who have declared a
major are assigned to permanent faculty advisors during their first semester. Students who are still deciding on

a major continue to be advised by professional advisors in the Career and Advisement Center.

Regular Academic Advising. Each semester students are expected to schedule an appointment with their
assigned faculty advisor(s) for the purpose of distussing academic progress and planning a schedule for the
following semester. The role of faculty advisors is to help students clarify goals, career options, courses of
study, program requirements, and educational needs, and to identify University resources that support the
academic goals. Faculty advisors regularly interact with their advisees in order to coordinate educational

experignces and monitor student progress throughout the year. While, in the final analysis, academic choices
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