NIPISSING

U N I V E R S 1 T Y

1

CATALOG NAVIGATOR
USER GUIDE



CATALOG NAVIGATOR USER GUIDE



TABLE OF CONTENTS

Contents
User Guide for Catalog NaVIBator............ccccuiiiiiiiiie et e st e e e e ate e e e snte e e e e neee e eeanees 4
LOgiN t0 Catalog NaVIZAtOr ............uiiiiiiiie e e e e e e e s ate e e e e bte e e e e btee e e eabteeeesabeeeeennnees 4
Catalog NaVigator HOMEPAGE ..........oeiiiiiiiii ettt st e s st e e s seate e e s sntaeesseateeessanbeeessans 5
N Y= 1 AT o PRSP 5
=TT ] 1 - PRSPPI 6
Edit Catalog CONLENT ... et e e e e e e e e e ate e e e s atee e e ebteeeessteeeesnsteeeeanseeeesansens 7
Submitting a Catalog Change ReQUESL.................ooiiiiii it sre e e re e e e bae e e e 13
Frequently Asked QUESTIONS ..............occiiiiiiiiiii et e s s sree e s sesteeessesbaeeesenraeessans 15

CATALOG NAVIGATOR USER GUIDE 3



User Guide for Catalog Navigator

Please Note: This document is to be used as an online reference guide and is not intended to be
printed, as it will be updated on a regular basis.

What is Catalog Navigator?

Catalog Navigator is a web based system that is hosted by Decision Academic. Catalog Navigator enables
efficient management of the Academic Calendar content. In addition, it helps students to research,
evaluate and make initial decisions about courses.

Why do we use Catalog Navigator?

Catalog Navigator is used to make changes to our Academic Calendar in a systematic way. In the past,
changes were proposed using a paper document which proved difficult to manage and track. Catalog
Navigator provides a streamlined, organized, and efficient way of managing and archiving changes
electronically.

Login to Catalog Navigator

Links to Catalog Navigator
Catalog Navigator has two sites: a test site (Development), and a live site (Production). The test site is a
copy of the live site. It allows us to test the effects of any changes we want to implement.

If you are new to Catalog Navigator and wish to work on the test site where you can try actions without
implementing a change, please use:

= Test Site: http://academiccalendar-test.nipissingu.ca/Home.aspx
The login credentials are:

Username: your username

Password: your WebAdvisor password

To login to the Live Site of Catalog Navigator, go to the following webpage:

= Live Site: http://academiccalendar.nipissingu.ca/Home.aspx
The login credentials are:

Username: your username

Password: your WebAdvisor password

IMPORTANT: Use only Internet Explorer or Mozilla Firefox when using Catalog Navigator.

@ Problems? Contact the Help Desk at helpdesk@nipissingu.ca for login assistance.
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http://academiccalendar-test.nipissingu.ca/Home.aspx
http://academiccalendar.nipissingu.ca/Home.aspx

Catalog Navigator Homepage

Dashboard

When you first login to Navigator Suite the My Catalog Summary appears.
DE-. Catalog Curriculum w
NAVIGATOR suite

##%#% Unsupported Browser **#%

Navigator Suite

Welcome to Navigator Suite. THIS IS THE NIPISSING TEST SITE.

My Profile [21

User: Initiator Curriculum Test B e AR ”My catalog summary" summarizes:
] i .

View My Profile Details . My Catalog Summarv/ ASSlRHEd Change requeStS. Catalog

requests that are waiting for your review
= Submitted change requests: Catalog
requests you have submitted

Assigned change requests (0)

<
]
=

Submitted change requests (0)

<
]
=

Your working folder contains:

<.
]
=

DGl s » Your working folder: Catalog requests
- 0 course content items that you have saved but have not yet
- 0 degree content items .

- 0 program content items su bmlttEd

- 0 custom content items

Navigation

Catalog along the top black navigation bar allows you to execute Catalog edits or Search Change
Requests within Catalog.

As you navigate through the system, Catalog and My Catalog sections will appear on the left hand side
of the screen.

== I
NAVIGATOR suite =

== Unsupported Browser =5 %

p— The “Catalog” section of the webpage
displays current and inactive
Academic Catalogs. A search feature

is also available to enable a content

Manage Catalog Group

— Calendar 2015 -2016
|<,-weamh text= Search
Advanced Search

4 Current Content Properties Security . .
*+ e ool search in the Academic Catalog.
» Inactive
Hamge Theme Layout Active?

2015 Nipissang MipEsding (4

|_‘My Catalog” summarizes:
= Assigned change requests: Catalog requests
that are waiting for your review
= Submitted change requests: Catalog requests
you have submitted
= Your working folder: Catalog requests that you
have saved but have not yet submitted

Assigned chan

Submitted chan

Your working fc
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Search Change Requests

Searching

Searches can be performed by request number, title of request, date submitted, or status of request.
You must select at least one filter in order to perform a search.

1. Go to top navigation bar of the

homepage, click on Catalog. s

2. Click on Search Change Requests.

AEAL Catalog ¥

]
v FAIUK sulte

**% Unsupported Browser ***

Catalog Navigator

Catalog Editor
Manage the structure and content of your academic catalogs.

[

My Profile [2]
Search Change Requests

User: Initiator Curriculum Test Searches the available catalog change requests.

View My Profile Details

3. On the Search Catalog Change
Requests screen, complete any or all
of the search options but you must
enter a minimum of 3 characters to
search fields.

**% Unsupported Browser ***

Search Catalog Change Requests

Change Request Number ‘

(]

Search options: | Containg =]

My Profile 7 - r
User: Initiator Curriculum Test

Date Submitted 2%

Status of Change Request:

Results Per Page ‘ 5 Z‘

My Catalog

Assigned change requests (0) view

Submitted change requ

) view
Your working folder contains:  view Search  Clear
- 0 change requests
- 0 course content tems
- 0 degree content items
0 program content items Back
0 custom content items

Change Request Number is the
automatically generated tracking
number from when catalog requests
are submitted to the workflow.

Title of Change Request does not refer
to the Faculty, Department or name of
the Program/Course, but to the
workflow title the initiator gave when
submitting the request. The titles of
Change Requests should follow the
format: Type of change - section (ie.
Revision — Admission Requirements)

Date Submitted is a search on a specific
date the Change Request was
submitted.

Status of Change Request can be set to
Choose... which will return everything,
or be used to restrict the search to
Approved, In Workflow or In Working
Folder.

Search Catalog Change Requests

B ——
| eorch oprons: [ Contains 7]

Change Request Number:

Title of Change Request:

Institution Unit: Choose...

Date Submitted:

Y
A

Status of Change Reguest:

[Choose._[7]

Results Per Page:

:

Search Clear
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Edit Catalog Content

1. Onthe top black header bar click on Catalog and Catalog Editor.

2. To edit a specific page within the Academic Calendar, double click on the appropriate Calendar year

O0mm
(=

NAVIGATOR suit

*%% Unsupported Browser ***

Catalog Editor

Catalog

2015

Content Properties Security

Catalog Pages

Name order Delete

Academic Calendar 2015/2016 ¥ ﬁﬁ

University Faculty and Administration 10 ﬁﬁ

Calendar Updates 11 ﬁj

Calendar Archive 12 ﬁf}ﬁ
Filter text:

Catalog Chapters

Name Order Delete
Important Dates 2015 - 2016 2 ﬁf
Admissions 3 ﬁfﬁ
University Regulations 4 o
My Catalog =
Einancial Information 5, m
Assigned change requests (0)  view Undergraduate and Professional Studies 6 o
Submitted change requests (0) view Graduate Studies a ﬁf
Your working folder contains:  view Course Listings ) ﬁf
- 0 change requests
- 0 course content items Filter text:

- 0 degree content items
- 0 program content items
- 0 custom content items

NAVIGATOR suite

(WSS

[search text> | searen
Advanced Search

4 [ Current
4 | Calendar 2015 -2016
4 [ 2015

Important Daj
4 Admissions
Admissions
Undergraduate Admis
Graduate Admissions
university Regulations
Financal Information
Undergraduate and Profe
Graduate Studies
Course Listings
University Faculty and Ad
Calendar Updates
Calendar Archive
Inactie

My Catalog
siew

Assigned change reque

3. Double click the ap
OOmE

Manage Chapter

propriate Chapter to edit (ie Admissions).

Admissions

Content
Manage Display Ordering

“hapter Pages

Name Order Delete
admission o 8
Fter text

Sub-Chapters

Name Order Delete

Undergraduate Admissions 1 i ]

‘Graduaee Aamssons 2 B
Fter et
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4. Locate the page that requires revision under the Catalog section (double clicking will open up the
contents of each chapter).

5. Click on Edit.

[

Catalog
Admission Requirements
Gemntets e - g

Advanced Search

#%% Unsupported Browser %%

Cutalog Editor

4 | j Current Content Properties Security
4 |, Calendar 2015 -2016

4 | 2015 21 print

+ Academic Calendar 20

. Important Dates 2015 Insert Content
Web Preview

4 Admissions
Admissions £ Manage Display Ordering
4 Undergraduate Adi 1
Admission Infol
4 | Admission Reqy 00 Admission Requirements [ID: 232] . A G
4 | Admission F Approved - Web & Print
Admissic
Admissions Admission Requirements for Undergraduate Degree Programs Requiring Previous Post Secondary Studies

Admission Reguirements

International Applicants

Applicants P 1 Post-Secondary Education
Other Applicants

Admission to a Second Degree Programs
Admission to Non-Degree Studies

professiona
Additional I—
Graduate Admissio
university Regulations
Financial Information
. Undergraduate and Pri

Admission Requirements for Undergraduate Degree Programs Requiring Previous Post Secondary Studies
Bachelor of Science in Nursing (BScN) for Registered Practical Nurse (RPN) Graduates
Successful completion of a two year Registered Practical Nurse (RPN) diploma with a minimum overall GPA of 3.0 from one of the member

6. The Edit Content page will now be open. Click on Open in Editor.
O]

) AR o

*#%% Unsupported Browser *#*#*

. . - . .
Edit Content

Name: | Admissiol/Requirements | *

|<search text> ‘ Search =
Advanced Search Body:( Open in Editor
4 [ Current ® Admission Reguirements for Undergraduate Degree Programs Reguiring

4 |y Calendar 2015 -2016
4 | 2015

Previous Post Secondary Studies

i ® Admission Reguirements
Academic Calendar 20
Important Dates 2015 ® International Applicants
4 Admissions ® Applicants Possessing Post-Secondary Education
Admissions L ® Other Applicants >
4 | Undergraduate Adi T < b
Admission Infol Open in Editor
4 | Admission Reqy|
. Admission F Other Properties
» Admissions
P oicssiong Content Item Type: Custom
+ Additional T
. Graduate Admissig [#] Print output?

_ University Regulations [ web output?

. Financial Information

' Undergraduate and Pn
. Graduate Studies

Save [/ Update Content Cancel
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7. After clicking Open in Editor, a new Navigator Suite — Text Editor page will display to enable editing.
The text editor (WYSIWYG) offers many useful functions, including table support, external linking,
and internal linking). Edit page as required.

@ Navigator Suite - Text Editor - Mozilla Firefox

¥ | academiccal -testnipissingu.ca/TextEditorModal aspxiro = falsefpageid =texteditormodal/ TextEditarModal aspxro=falsef

] =B F U« FEBE| Styes = Farmat = Font Family = Font Size =

A-w-lXnamEEERc|o o (22 g B0
| | — @ xRl |3
[E2 L Y 1l &&=
® s s for Undargraduate Degras Requiring Previous Post Studias a
:N.kmsmu Reguiremints 3
Intemational Apphcants
. [ Pogt: ndary
® Other Appbcants
. -

o
® agméssion (o Non-Degres Studies

wAdmission Requirements for Undergraduate Degree Programs Requiring
Previous Post Secondary Studies

Bachelor of Science in Nursing (BScN) for Registered Practical Nurse
(RPN) Graduates

e ion of a twe year Practical Nurse (RPN) diploma with a minimum overall GPA of 3.0 from ooe of
the member institutions of the Northemn Partners in Practical Nursing Education Consortium (Cambrian College, Canadare
College, College Boreal, Confederation College, Northern College, Magara College and Sault College], a3 well as successhul
camplation of the Canadian Practical Nurses Ragistration Examination [CPNRE) or proof of aligibility to write and subsaquently
pass the CPNRE is required for admission considaration.

Path: ul» k= a

Apply cancel
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WYSIWYG Editor

-

@ Navigator Suite - Text Editor - Mozilla Firefox E

academiccalendar-test.nipissingu.ca/TextEditorModal.aspx?ro=false&pageid=texteditormodal/TextEditorModal.asp

P B I U&= = == | styles ~ Format ~ Font Family = Font Size -
A -lxpamEElEEc| o (28 ym|Fo

7 | | | | —cE QB |ww |
(=8 @ a1t AR A=

Options available using the Navigator Suite Text Editor are similar to those available in Microsoft Word
(ie. spell checking; bold; italic; underline; align left; align centre; align right; align full; highlighting, insert
pictures, insert tables, insert or break links, etc.). Place your cursor over the icon for a description.

Tables
Catalog Navigator’s WYSIWYG editor offers flexible range of options for manipulating tables

Tables can be added and properties can be altered by clicking on the Insert/Edit Table icon.
'; Navigator Suite - Text Editor - Mozilla Firefox

5

academiccalendar-test.nipissingu.ca/TextEditorModag] rro=false&pageid=texteditormodal/Text

~| Paragraph ~ Font Family ~ Font Size =
| ® Fom [fH O

|—-.2|§|x, xQH| w3

ST YR Y| & TS

, r General Properties
A Columns Rows
Cell Padding I:l Cell Spacing I:l
Alignment ﬂ Border El ok
Width ] Height ]
Class | -- Not Set -- EI
- Table Caption  [|

[ Insert l [ Cancel ]

Enter in the information for the table under General Properties. Columns, Rows, Alignment and Border
can be added. Advanced options are available under the Advanced tab.
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Links
Links to external websites can be created using the WYSIWYG Editor.

Click Insert/Edit link icon.
@ Navigatpr Suite - Text Editor - Mozilla Firefox

@ | acagemiccalendar-testnipissingu.ca/TextEditorModal.aspx?ro=false&pageid=texteditormodal/Tex

I U ¢ | = = = = | styles = Paragraph = Font Family ~ Font Size =+
- XA EE| =« | & ® Fwm |G O
S|t ¥ @ - ol @

i um e A AR TR/

Accessibility Admissions Policy

[ ]
® spplicant Responsibility

® proof of Proficiency in English
®

[ ]

Admission Procedures and Regulations
How to Apply to Undergraduate Programs

i Accessibility Admissions Policy

h | encourages applications from those of Aboriginal ancestry, visible minority and/or [
Appllcants who meet the minimum stated requirements for admission to the University but not the adr
program applied to, may apply for consideration under the accessibility policy. Such candidates should
themselves in writing to the Office of the Registrar at the time they apply for admission. Eligible persor
Citizens or Permanent Residents and applying to first year studies from high school or post-secondary

To link text to an external webpage, click on Insert/Edit link and add the Link URL information. Click
Insert. Click Apply.
‘a Navigator Suite - Text Editor - Mozilla Firefox r

@ | academiccalendar-testnipissingu.ca/TextEditorModal.aspx?ro=false&pageid=textediigadal/TextEditorModa

~ B I U 4| = = = = | Styles - Paragraph ~ Font Fgfily = Font Size ~

Inser?’_dit Link

General || Popup || Events Mfdvanced |

® -Genera
e Link URL ‘www,nipissingu.ca 3 |
g -
e Anchor: EI
]
Target ‘ Open in This Window/Frame EI
pAccessibiliy) | | . | |
Class ‘ -- Not Set -- EI

5 fie

[ Insert I [ Cancel ]
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To create a link to an internal chapter or page within Catalog Navigator, click on
Insert Catalog Link. Enter the Catalog information (ie. 2015), and choose the appropriate Chapter/Page.

@ nNRvigator Suite - Text Editor - Mozilla Firefox

academiccalendar-test.nipissingu.ca/TextEditorModal .aspx?ro=false&pageid=texteditormodal/TextE

B I U&k|E

W X aBA@EE|=EG EE Jm @O

| | | —c | x Q| | =
@J@&jﬁlﬂ B [um e A A ST A

| styles » Paragraph ~ Font Family * Font Size =

®
.

Lists (numbered or bulleted)

To create a numbered or bulleted list, use the function provided in the text editor to ensure correct
alignment and wrapping.

@ Mavigator Suite - Text Editor -

academiccalendar-test.nipigsi
2 B I Uk EE :i Styles ~ Format ~ Font Family » Font Size =
~a7 .| W p iE sE 4 @
A-2-| X528 EEE | % % Fuo | T @

A | | | | |—zEix.xa/|mww | 3
E R k= | =

8. When editing is complete, or to discontinue and resume at a later time, click Apply at the bottom of
the screen. This action will navigate back to the Edit Content screen.

9. Click Save/Update Content at the bottom of the screen. The request has now moved to Your
Working Folder.

Catalog Editor

Edit Content

Name: | admission Requirements | *
Body:  Qpen in Editor
* Admission Requirements for Undergraduate Degree Programs Reauining
Pr Post Secondary St
* Admission Requirements
® Intemational Applicants
® Applicants P Post- S ndary Education

* Other Apphcants o

Qpen in Editor

oOther Properties

Content Item Type: Custom
| Print Outpul?

«| Web Output?

Save f Updale Content Cancel

**IMPORTANT**

Save/Update Content does not mean submit!
This step will only save it to your Working Folder for you to work on later.
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Submitting a Catalog Change Request

1. Click on Your Working Folder and click view. This displays all content drafts.
2. Under the Select column, click on the box beside the content item you want to submit
(ie. Admission Requirements).

. . My Catalog Working Folder

é Print

y Profile [2]1

Content Drafts

User: Initiator Curriculum Test

View My Profile Details collapse
@ Deselect Al
y Catalog SelectName -

Assigned change requests [[] Admission Requirements
(0)
Submitted change requests

(0 _

Your working folder
contains: S

Create Change Request Delete Selected

- 0 change requests

- 0 course content items

- 0 degree content items
- 0 program content items
- 1 custom content item

3. Click on the Create Change Request button to start the workflow process.
4. Click on the Delete Selected button to remove this proposal from Your Working Folder and from
the Catalog Navigator system entirely.

New Change Request Details
In order to move your proposal through the necessary workflow steps for approval, the following
information must be entered on the New Change Request Details screen.

Note: All mandatory fields are marked with a red asterisk. The request will not save if these areas are not
completed.

1. Title (this mandatory field requires you to enter the title of the request. The titles of Change

Requests should follow the format: Type of section - change (ie. Admission Requirements -

Revisions).

Institution Unit (choose Nipissing University from the drop down box)

Workflow (this mandatory field is preselected)

Change Request Comments (add additional comments regarding your request, if desired)

Justifications (this mandatory field is for the initiator of the change request to add an

explanation for each of the proposed changes within the change request)

Click on Save and Continue

The Change Request Details screen will appear. The proposal has now been assigned a

randomly generated request number. This screen displays several different tabs (Justifications,

Collaboration, and Change Request Supporting Documents). If necessary, you will want to

upload supporting documents now before submitting the request.

8. You now have the option to Save the proposal which will save it in your working folder and you
can come back to it later. This does not move the proposal through workflow.

ok wnN

N o
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In order for the proposal to move forward through the catalog workflow process, you must
choose Submit Change Request for Approval. Once you click on this button, a warning message
will appear asking “Are you sure you want to submit this change request for approval?” Click OK
and proposal will go to next workflow stage.

The Back button (without hitting the save first) will allow you to delete this workflow request
and move your catalog proposals back to your Working Folder.

Notifications
The initiator of the proposal will receive an email notification indicating the proposal has been

submitted and approved.

Status of Submitted Change Requests

On the left hand side of the screen under My Catalog and Submitted Change Requests and click on
view. All of your submitted proposals will display. If you click on the individual Change Request
Number, a screen of information including the Change Request History and Workflow Stage will
display.

Note: The request needs to be approved through the workflow before it is completed and saved as
the current “version”.

Workflow

Submitting a Change Request will enter the Request into Workflow. Workflow in Catalog Navigator
consists of two stages: Initiator and Calendar Administrator. Once Change Requests are submitted they
are automatically forwarded to the Calendar Manager for approval.
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Frequently Asked Questions

Who do | contact for Catalog Navigator login help?
» Please contact the Help Desk at helpdesk@nipissingu.ca for login assistance.

What is the difference in “SAVE” and “SUBMIT”
» Save means you save your work to your working folder. You must go to your working folder,
create a request, and also submit for the proposal to move into workflow.

What does “In Change Request” mean when | am searching for a proposal?
> In Change Request means the proposal is currently in one of the workflow stages. It has not
received final approval.

Does Navigator “Time Out”
» Yes! Navigator will time out after an hour or two, so if you need to step away from your
computer make sure to SAVE your proposal to your working folder and you can go back to it
later.

What if there are technical issues with accessing Catalog Navigator?
> Please contact the Help Desk at helpdesk@nipissingu.ca for assistance with technical issues.

What if there are issues submitting my Catalog Request?
» Please contact navigator@nipissingu.ca for assistance with Catalog Request issues.

CATALOG NAVIGATOR USER GUIDE

15


mailto:helpdesk@nipissingu.ca
mailto:navigator@nipissingu.ca

	User Guide for Catalog Navigator
	Login to Catalog Navigator
	Catalog Navigator Homepage
	Navigation
	Searching
	Edit Catalog Content
	Submitting a Catalog Change Request
	Frequently Asked Questions

