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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 

 

 
 

2. 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. In Progress 2011-12 Graduate Bulletin 

c. You will click on the 2010-11 Training Undergraduate Bulletin for today’s training 
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d. Once you click on the  button you will see the message that the Bulletin changed 
successfully 
 

 
 

3. Click on Programs & Cores 
a. In the Enter Keyword or Phrase box, enter the program you would like to edit (see 

example below).  We recommend only putting part of the name in case it has been 
abbreviated  

b. Click on the Search button 
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c. Once you click on Search, programs matching your entry will appear 
i. If the program does not appear, enter the text differently (shortening the word 

and so on) and click on Search again 
 

 
 

4. First click on the Preview link to open the program – leave this box open while doing edits (it 
gives you a point of reference)  
Example 
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5. Double click on the Program Name you wish to edit 
a. Note the yellow pencil next to the name – this indicates you have access to edit this 

program 
b. If there was a gray pencil, it would indicate you do not have access to edit this program 

i. If you feel you should have access to edit a program that you do not, please e-
mail Shirley Korbe at korbes@apsu.edu 
 

 
 

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 contact information for the 

program/college 
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8. Once you click on the Edit tab, the contact information for the College/Program will appear for you 
to edit 

a. Make your edits and then scroll to the bottom and click on the Save button 
b. Do not change the Active Status or Do Not click on Delete this program located just 

above the Save button 
 

 
 

9. Once you click on Save the following message will appear saying Program saved successfully 
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10. Next click on the Cores tab at the top of the page (see previous example in item 9) 
11. Under the box with Core Name, double click on the portion of the program you wish to edit 

(remember to refer to the preview window you opened previously as you make your edits) 
 

 
 

12. When you double click, an additional row of tabs will appear 
a. Core Summary – Information that will appear when you double click on the area of the 

program you want to enter 
b. Edit Core – Will display the text information in that area to edit 
c. Courses – Will display courses for the area in which you are editing 
d. Ad-Hoc Text – Will display the ad-hoc text you may wish to edit 
e. New Core – Do not use this tab 
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13. After you have selected the area you wish to edit and you are on the Core Summary tab, click on 
the Edit Core tab 
 

 
 

14. After you make your edits in the Edit Core tab, click on the Courses tab 
a. Make changes to the Core Name if necessary (in this example if the number of hours 

changed from 18 to 21, you would make a change here to reflect the new number of 
hours) 

b. Make appropriate changes to text in the Description area 
c. Do Not make changes to the Core Active  or  Delete this Core boxes – these are only 

used by the Office of the Registrar 
d. Click on the Save button to save – This will take you back to the Core Summary 
e. Click on the Cancel Changes to cancel any changes you have made.  Text will remain 

the same as it was prior to the changes you made. 
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15. After you click Save under the Edit Core tab you will be taken back to the Core Summary tab 
a. If the area you are in has courses listed, you will then need to click on the Courses tab 

located next to the Edit Core 
b. Remember to compare your preview window (opened when you first began editing) to 

your Courses tab to compare 
 

 
 

c. Removing a course 
i. To remove a course, click on the check box next to the corresponding course 
ii. Click on the Remove Selected button – course will be removed 

 

 
 

 

Select appropriate 
check box to remove 
a course and click on 
Remove Selected 
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d. Adding a course – Under Add Courses section 
i. Select a prefix, click on the Filter button 
ii. Under the Select Courses to Add 

1. Select courses to add by clicking on the appropriate checkbox under the 
Add  column 

2. Click on the Add Selected button 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select appropriate check box to add 
a course(s) and then click on the 
Add Selected button.                    
Note: there may be more than one 
page of courses to select from 
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16. To add Ad-hoc text before or after a course, you will need to scroll down to the Insert Ad-Hoc 

Text (Interstitial Course Information) area  
a. Ad-Hoc Text Name – This is the name you want to give the ad-hoc text.  It will not display 

in the online bulletin, but it will appear in the Courses area above it (you will not see the 
actual text you enter for the course in the Optional Information/Description area in the 
online bulletin but it will display in the online bulletin) 

b. Associated course – Select the course you want to associate the text with 
c. Placement – Where do you want this text to display – before or after the course? 
d. Optional Information / Description – enter the text the way you want it to display in the 

online bulletin in this area 
e. Click on the Add Now button 

 

 
 

17. After you have made all your changes, click back on to the Core tab to move to the next area 
18. Double click on the next area you wish to edit and repeat steps 11 – 15 until you have completed 

your edits for that program. 
 

Insert Ad-Hoc Text Section 

Use this feature to add text before 
or after a course 

 

 

 

 


