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Training Guide
Publishing Plans

Introduction

As prospective students are constantly browsing the University web pages for information on the
programs & plans we offer, this needs to be actively maintained so that the most up-to-date
information is always available. In the past, this maintenance task has been carried out centrally,
however the University has now taken the decision to devolve this task out to Faculties and Schools,
so that they themselves are responsible for the upkeep of this material.

The Course Marketing module in Campus Solutions has been specifically designed to the requirements
of the University. It is thought that users will work on Campus solutions in conjunction with viewing
the published information on the University website.

The procedure follows 4 main process steps — Draft > Ready for Approval > Approval> Publish

The editing of a publishing plan must be made in the Draft stage (this is the only stage at which
changes can be made) and then the process follows to approve and finally publish the data.

A brief outline of workflow is detailed below.

® Identify changes required from the webpage

Copy the Plan Code from the end of the web address

In Campus Solutions, navigate to the Marketing Information page

Paste in the Plan code and click on Search

The plan will be set to ‘Published’ and all fields will be greyed out

Select a status of ‘Draft’ and then click on Save

You have now created a new draft version and all fields will be active

Proceed to make any changes, moving across the tabs as necessary

Once done, Preview your changes to ensure you are satisfied

Select a status of ‘Ready for Approval’ and Save

The Approver will then set to ‘Approved’ and Save

The plan information can then be ‘Published’

\ 4 A new published version number will then be assigned
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IT Services Training
Publishing Plans

Viewing the Existing Published Data

e You can view the existing published plan data on the University webpages. Navigating from the
main University Homepage www.manchester.ac.uk, locate your chosen plan to view.

MANCHESTER e AR
Trcone 8 Quck Lt

S ES LI PR Fostgraduate  Toternational  Our research  Dasiness  Alemmsi  About us

= he Manchester expenunce | Clurssl | Open days  How 1o apply | Fess | fundng | Student lile | Accummudstion | Schosls and clleges  Contact us

Italian Studies (4 Years) [BA]

* Undergraduste View tabbed content | Yeew 3l content (for printng

m About the course  Entry requirements  Selection criteria  Study detaidls  Academic department

& Course sesech 2011

& bTofc e UCAS course code: RI00

UCAS institution code: M20

Degres awarded: 84

Duration: 4 yaars

Typical A lavel offer: Grades 8BS-8CC mdudng Grads 8 in 3 Modam Foreign Languags @ A2 or AS level

Course fees: Tuiton fees for home/EU students commenong thair studies In Septomber 2011 will be appraxmately
aaill urst £3,375 per anrum, Tubion fees for intermabonal studerts wikl be £11,700 per annum, For general nformation

o Ent SO please sas the undergraduate faes pages

Equivalent or lower guadification fee details:

it you a9 3 Home (UK} or EU studant appiving to study 3 gualfication that 5 at an equivalent levsl to, of lowar

level than one that you have akready been awarded, you may be fiable to pay the equivalent of the relevart

standard reemanonal rate of tuition fee and may not be aligible far funding for your fees o iving costs. Further

» Acedeic departmant Infarmanion can be found here: DR W mandhestiet st b/ ngsraraouste/fess!

Scholarships/spoasorships: For information regarding avadable schalarship and Dursanes please 96 our funging

Ragen

Academic department: School of Languages, Lnguestics and Cutures

Relgted baite: wmw manchestar ar ghlsngusges

Contact email: ug-langy

Contact telephone: +44 (0)161 275 3211

How 10 apply: Apply throwgh UCAS

Smanglwester ac uk

¢ You will see that the page is divided up into various tabbed sections that can be navigated
through.

Italian Studies (4 Years) [BA]

View tabbed content | View all content (for printing)

(V22 About the course || Entry requirements || Selection criteria ” Study details ” Academic department .

UCAS course code: R300

UCAS institution code: M20

Degree awarded: BA

Duration: 4 years

Typical A level offer: Grades BBB-BCC including Grade B in a Modern Foreign Language @ A2 or AS level

Course fees: Tuition fees for home/EWJ students commencing their studies in September 2011 will be approximately
£3,375 per annum. Tuition fees for international students will be £11,700 per annum. For general information
please see the underaraduate fees pages.

Equivalent or lower qualification fee details:

If you are a Home (UK} or EU student applying to study a qualification that is at an equivalent level to, or lower
level than one that you have already been awarded, you may be liable to pay the equivalent of the relevant
standard international rate of tuition fee and may not be eligible for funding for vour fees or living costs. Further
information can be found here: http://www.manchester. ac.uk/undergraduate /fees/

Scholarships/sponsorships: For information regarding available scholarship and bursaries please see our funding
paages.

® NOTE: The final 5 digits of the web-page address relate directly to the Plan code within

Campus Solutions. You can therefore ‘copy and paste’ this into the search page when
locating this specific plan in the system.

£ Italian Studies (4 Years) [BA] (The University of Manchester) - Windows Internet Explorer

@@ - http:,l',l'www.manchester.ac.uKI'undergraduate,l'courses,l’search2011,l'atoz,l'cc-urse,l'?cod4=l3l3268 I b
—
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Making Changes

Calling up the Publishing Plan Data

After having identified the changes you wish to make from the web-page, copy the plan code from
the end of the web address (as shown on the previous page) so that you can use it to search as

detailed below.

Navigate To: Student Recruiting > Publishing Plans > Marketing Information.

1. Copy in the Academic Plan code and then click on the Search button. (The Academic
Organization value will default in, as you will only have access to update records for your own

school).

Marketing Information
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

Limitthe number of results to (up to 300y |300

Academic Institution: hegins with |» [[UMANC Q
Academic Plan: begins with vl 00268 QI
Academic Year: begins with |» |2D11 (&)
Description: hegins with | » |

Academic Organization:| begins with » |1DDD Q
Academic Career: begins with |» | &}
Publishing Status: = v | ]

[case Sensitive

Search ||| Clear |Basic Search [E) Save Search Criteria

2. The publishing plan details will then be displayed. You will see that most of it appears greyed out
however, as the Publishing Status is set to ‘Published’ and the Version is set to a whole

number.

m Aboutthe Plan

Academic Institution

Academic Plan

Academic Year

Plan Content Entry Requirements Selection Criteria Study Details Contacts m
UMANC The University of Manchester
00268 BA(Hons) talian Studies
2011 201112 Academic Year

Find | View Al First = 10f6 O Last

Version

3.000

“publishing Status | 4. Fublished v

Effective Date
Plan Title (Web)

*Subject Area

ryoo By B Re-Publish

112011 UCAS Code

ltalian Studies (4 Years) [BA]

]

Modern Languages and Cultures

Related Subject Area(s)

*Qualification Award | a

*Duration

3. You will see that the page is split into tabbed sections, similar to that on the web-pages for ease

of use and familiarity.

Flan Content

m About the Plan

Entry Requirements

Selection Criteria Study Details Contacts [®

Page 6
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Creating a New Draft

In order to make changes to the plan information, you will need to firstly create a new ‘Draft’ version
(as the plan is currently set to ‘Published’ and so no more changes to this version are permitted).

Navigate To: Student Recruiting > Publishing Plans > Marketing Information.

1. Call up the publishing plan data as described on page 6.

Fact File About the Plan Flan Content Entry Requirements Selection Criteria Study Details Contacts ID

Academic Institution UMANC The University of Manchester

Academic Plan 00ze68 BA(Hons) talian Studies

Academic Year 20M 201112 Academic Year
Version 3.000 *Publishing Status | 4. Published V|
Effective Date 18/01/2011 UCAS Code R300 B [E | RePublish

Plan Title (Web) Italian Studies (4 Years) [BA]

*Subject Area l:l Modern Languages and Cultures

Related Subject Area(s)

m
:

*Qualification Award

*Duration

2. Change the Publishing Status to be ‘Draft’ from the drop-down menu.

Fact File Aboutthe Plan Plan Content Entry Requirements Selection Criteria Study Details Contacts [»i

Academic Institution UMANC The University of Manchester

Academic Plan 00268 BA{Hons) ltalian Studies

Academic Year 2011 201112 Academic Year
Version 3.000 *Publishing Statu: | 1. Draft V|
Effective Date 112011 UCAS Code rRzoo By [B | Re-Publish

Plan Title {\Web) Italian Studies (4 Years) [BA]

*Subject Area I:I Modern Languages and Cultures

Related Subject Area(s)

*Qualification Award |5‘ |

*Duration |-' years |

3. Scroll down and click on the Save button at the foot of the page. You will see that the Version
now increments to .001 to signify a new draft, and that the fields now become available.

=] Save ,(_:{ Return to Ssarch | [=] Netify } B Add g] ncludeHizton

Page 7
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Editing Information

Once a 'Draft’ version has been established, you can then begin to edit the fields.
Navigate To: Student Recruiting > Publishing Plans > Marketing Information.

1. Call up the publishing plan and create a new draft version, as described across pages 6.

About the Plan Flan Content Entry Requirements Selection Criteria Study Details Contacts ]
Academic Institution UMANC The University of Manchester
Academic Plan 00268 BA(Hons) ltalian Studies
Academic Year 2011 201112 Academic Year
[]
Version 3.001 *Publishing Status| | 1. Draft N

2. You can now begin to amend information across the various tabs. You may wish to keep the
webpage open whilst working in Campus Solutions, for your reference. Below is a table of how
the information both across the webpage and in Campus Solutions is stored. Be aware that this
may alter slightly however, depending on any future changes made by the web team.

Campus
Webpage . P
Tab Possible Content Solutions
Tab(s)
UCAS code; Degree awarded; Duration; Typical A level offer; Number of Fact File:
Fact File places/applicants; Academic department; Related website; Contact email; Ent !
Contact telephone; How to apply; Course fees; Additional expenses; " i
Scholarships/Sponsorships; Open days; Academic Entry Qualification Requirements
Course Description; Special features; Module details; Course aims; Course units
About The overview; Course content for year 1; Course content for year 2; Course content About The Plan;
for year 3; Course content for year 4; Course content for year 5; Career Plan Content;
Course opportunities; Scholarships & Bursaries; Student opinions; Accrediting Fact File
organisations; Associated organisations; Course collaboration(s)
Application requirements; English language requirements; A-level entry
Entry requirements; AVCE entry requirements; BTEC entry requirements; GCSE entry Entry

Requirements

requirements; Intl. Baccaleaureate entry req.; Irish entry requirements; Other
Intl. entry requirements; Other/Mature entry req.; Professional entry qual.;
Scottish entry requirements

Requirements

Selection
Criteria

Advice to Applicants; How Apps are Considered; Non-academic Criteria;
Interview Requirements; Returning to Education; Aptitude Test Requirement;
Fitness to Practice; Criminal Records Bureau Check; Deferrals; Re-sit Applicants;
Multiple Sitting Applicants; Re-Applications; Transfers; Portfolio Requirements;
Overseas (non UK) Applicants

Selection Criteria

Study Details

Teaching and learning; Course work and assessment; Facilities; Disability
support

Study Details

. Contacts;
Academic Admitting department; Contact name; Telephone; Fax; Email address; Website; Additionall
Department Overview; Related research; Subject area; Related courses .
Information
Career
Opportunities | Career Opportunities About the Plan
(PG only)

Page 8
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3. To change a field value click the look-up button. You will be presented with a list of values to

select from.

Eind | View Al First - 10f7 O Last

Version
Effective Date
Plan Title {Web)

*Subject Area

3.001 “Publishing Status | 1. Draft |
14/04/2011 |3 UCAS Code Raoo By B | Publen

ltalian Studies (4 Years) [BA]

LL Q| 1odern Languages and Cultures

}

Look Up Subject Area

Subject Area:| hegins with » |

Description: | hegins with |

: Look Up Clear Cancel :Basicl_ookug

Search Results

iew 100 First [4] 198 ofgs [ Last
Subject Area Description

AL Architecture

AF Accounting and Finance

AH Art History and Wisual Studies

AN Anatomical Science

AR Archaeology

Al Audiolocy

BC Biological and Computing Science
BE Bioethics

Bl Biology

B Biomedical Sciences

4. To change basic entry text fields, simply delete and re-enter the relevant data.

Find | View Al First -/ 10f7 I Last

Version

Effective Date

Plan Title {(\Web)
*Subject Area

Related Subject Area(s)

*Qualification Award

*Duration

*Qualification Award

*Duration

@ NOTE: The information populated directly from Campus Solutions (Qualification Award &
Duration) should only be reformatted and not changed completely. If this information is
incorrect this means that the plan has been set up incorrectly and you will need to contact

3.001 “publishing Status | 1. Draft |
14/04/2011 |5 UCAS Code R0 B B [ Publen |

Italian Studies (4 Years) [BA]

LL @ mModern Languages and Cultures
Q =

D

|4 years

[BA (Hens)

|4 Years

the relevant plan administrator to have this corrected.

Page 9
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5. For bigger blocks of text, there is an HTML editing facility. Clicking on this notepad icon
will open up a full text entry and editing facility — allowing you to format the text exactly as you
wish for it to appear on the final webpage, using standard Microsoft Word functionality.

Course Fees { Short Version) Q. %»I

Macc: 1000
Fees for entry in 2011 have not yet been set. For entry in 2010, the tuition fees are £2,290 per annum for home/EU
students, and are expected to increase slightly for 2011 entry. For general fee information, please visit.

Undergraduate fees.

Edit HTML
Academic Institution LUMANC The University of Manchester
Academic Plan 00268 BA{Hons) ltalian Studies
Academic Year 2011 201112 Academic Year
Text Data Code PLAMFEES Course Fees (Short Version) M 1000
O % Ga @& G G| & 5| |B 7 x. x @ Q2 |i= = |- & B @

fees for entry in 2011 have not yet been set. For entry in 2010, the tuition fees are £3,230 per annum for home/EU

students, and are expected to increase slightly for 2011 entry. For general fee infermation, please visit: Undergraduate
fees=.

6. Once you have finished editing, you will need to click on the Save (disk) icon to verify your
changes and return to the main page.

Edit HTML
Academic Institution UMAMNC The University of Manchester
Academic Plan 00268 BA{Hons) ltalian Studies
Academic Year 2011 201112 Academic Year
Text Data Code FLAMNFEES Course Fees (Short Version) Ve 1000
P daB@E A9 B 7 xxQ2Q[=iE |P-maJdBE @
= for entry in 2012 have not yet been set. For entry in 2011, the tuition fees are £3,.250 per annum for heme/EU
students, and are expected to increase far 2012 entry. For general fee information, please visith Undergraduate fees.

7. Most text fields are also able to use look-ups, known as Text Blocks. This allows for a pre-

defined piece of text to be set up and then pulled in via the look-up, without the need to type it
in from scratch.

Page 10
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Publishing Plans

8. A good example of this is the *How to Apply’ text. Clicking on the look-up provides a list of pre-
defined text blocks for you to use.

*How to Apply

Apply through UCAS.

SYS386 E E

9. Click on the Text Block Code Description you wish to use.

Look Up How to Apply

Text Data Code:
Text Block Code: | hegins with |

HOWTOAPP LY

Description: bedins with

Look Up Clear Cancel |Basic Lookup

Search Results
Wiew 100 First [q] 12z of2 [#] Last

Text Block Code Description

Sv3386 Howe to Apply for Undergraduates
SYE387 Howe to Apply for Postaraduates

10. There is also a Help Tip facility set up for some fields (question mark icon) which will provide

additional field information as the mouse is hovered across them.

*How to Apply

Apply through UCAS.

SYS5386 Q@ [E

11. Finally, the editing of a Draft does not have to be completed in one ‘sitting’. You can save all
changes thus far by clicking on the Save button at the foot of the main page, enabling you to
close it down and re-access it at a later date to continue.

®

B Save

L\ Return to Search

[=] Notify

E} Add

NOTE: There is a Preview facility that will allow you to view your changes, exactly as they

will appear on the final published webpages. You can use this as and when you make
changes to ensure that you are happy with what you are doing. The use of this feature is

detailed on page 19.

Page 11
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Further Data Tabs

In addition to the tabs that appear both on the webpage and in Campus Solutions (as detailed on
page 8), there are also some further tabs in Campus Solutions for you to use when updating
publishing plan data.

To access them, click on the More Tabs icon as shown, to scroll across and reveal 4 other sections.
These are Additional Information, Plan Specific Text Data, File Upload and Audit Information. You
can then click on the More Tabs icon again to access the final section, Audit Information.

m Aboutthe Plan || Plan Content | Entry Requirements || Selection Criteria || Study Details || Contacts | [/

@ Study Details Contacts Additional Information Flan Specific Text Data File Upload Audit Information

Additional Information

The top half of this page is simply a set of tick-boxes to denote where on the University webpages
the course content should appear. For example, this plan below is selected to be available as a
Combined Studies course, so in addition to the plan information appearing on the full A-Z listings by
default, it will also be included in the specific *Combined Studies’ course listings.

] [ Study Details cOmads Flan Specific Text Data || File Upload || Audit Information

Academic Institution UMAMC The University of Manchester
Academic Plan 00268 BA(Hons) Italian Studies
Academic Year 2011 201112 Academic Year
Version 3.001 *Publishing Status | 1. Draft V|
Effective Date 14/04/2011 ) B B | fublish
Checklist

O Scholarship | Studentship | Sponsorship Opportunites?
[ Available via Clearing?
[ available via UCAS Extra?
[ can be Entered via a Foundation Year?
[ lFoundationCourse?

[¥] combined Studies Course?

lIncl. Learning a Foreign Language?
[incl. Study Abroad Component?

["Tincl. Industrial Exnerience/Placement Component?

!

Choose a course for 2011 entry

o A-F of all course titles (2011 entry)
s Courses listed by subject area (2011 entry)
Io Combined studies courses (2011 entry) I

Page 12
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The lower section of the page allows you to specify the following:

¢ Linked Academic Plans — View Only (these would be defined in the Plan set-up, elsewhere).
Linked Plans are other academic plans that are able to adopt the same plan information. An
example of this would be a plan that is offered both full time and part time — the part time plan
may be linked to the full time plan. This information will then appear in the Course Options
section at the foot of the published webpage. (In the example below there are no linked plans).

¢ Other Related Academic Plans — This allows you to specify any other related plans that may
be of interest to the student, if they have similar content/aims.

e Sources of Funding — This allows you to specify one or more possible funding sources for the
plan which are then able to be displayed as links on the final published webpage (on the Fact File
tab), taking the user directly to the relevant section of the funding source information on the
website. Note that this is only applicable for PG courses at present.

o Keywords — The use of this at the University has yet to be established.

¢ Further Information — Any additional information that is not able to be specified elsewhere.

Q =

a, =
Related Research Q m Macx: 3000
Keyword(s) Q m Mase: 2000
Further Information Q m Macx: 2000

Page 13
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Plan Specific Text Data

This section allows you to specify further information about the plan, for inclusion on the School
webpages only. Text entered here will not be displayed on the main University course listings.

1. To use this feature, lookup an appropriate Text Data Code for the type of information you wish

to enter.
] | Study Details Contacts Additional Information Plan Specific Text Data File Upload Audit Information

Academic Institution UMAMC The University of Manchester

Academic Plan 00268 BA(Hons) Italian Studies

Academic Year 201 201112 Academic Year
Version 3.001 *Publishing Status | 1. Draft V|
Effective Date 1410412011 [ B B | Fuslen

Add Plan Specific Text Data
Text Data Code [ | Add Text Data Code

2. Click on the Add Text Data Code button to insert this as an actual field on the page. You can
then click on the HTML editor (notepad) icon to enter your text as detailed previously on page 10.

Add Plan Specific Text Data

Text Data Code [t Add Text Data Code

Study in Europe Q Max: 10000 El

The course entails that you spend a year studying in beautiful Haly.

Page 14
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File Upload

This enables you to add a link to an additional document for inclusion on the published webpages
(such as a sample timetable). You can upload a maximum of 5 documents.

1. Start by selecting the ‘Document’ radio button (ignore the ‘Image’ option, as this is not in use)
and then click on the Upload File button.

(Il Study Details Contacts Additional Information Plan Specific Text Data File Upload Audit Information

Academic Institution LIMANGC The University of Manchester
Academic Plan 00268 BA(Hons) ltalian Studies
Academic Year 2011 201112 Academic Year
Version 3.001 “publishing Status | 1. Draf |
Effective Date 140412011 [ B B | Publish
select File Type to Upload ® pocument | C'image | Upload File

2. Browse to the location of the document and then click on the Upload button. Files can be in
either DOC or PDF format (although PDF is preferable). Each file must be 1 megabyte in size
(or smaller). After clicking ‘Upload’ there will be a short delay whilst a virus-scan takes place.

[ File Attachment x|

[ wWndd\DesktoptSample Timetable fot ltalian Studies (xim Browse... ]I
: Upload Cancel

3. The file is then added. You must then change the File Label (the name of the link as it will
appear on the webpage). This is to ensure that it is obvious to the user what the file is, without
the help of surrounding text. You also have the option of adding a File Description, which can
be used to give a full description of the file contents.

File Upload
Select File Type to Uplead @ Document O mage Upload File
|
Fil samoie timetsdis pdf Ale Type Dotument =
3% Modfied 01-Dec7003 114347
*File Labed Sample timetable for Italian Studies (4 Years)

File Description Although student imetadles will vary depending on the course unils they hawe
chosen, s Sle s an example of 3 curend Srstvear imetadle for 348 Hons)

K3 (X
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Audit Information

This section logs each stage of the publishing plan process (Draft, Approval, Publish, etc) with time,
date & user. It also allows for you to enter your own comments for your own tracking purposes.

4] | Study Details Contacts Additional Information Flan Specific Text Data File Lipload Audit Information

Academic Institution UMANC The University of Manchester
Academic Plan 00268 BA(Hons) Italian Studies
Academic Year 2011 201112 Academic Year

¢ The Comment section for your own use is in the top section of the page.

Find | View Al First = 10f7 O Last

Version 3.001 *Publishing Status | 1. Draft v|
Effective Date 14/04/2011 | B B |[ofublishe
Comment Converted from SITS IPP Code UMBF1-H1R300

Sample Timetahle added by Kim Graakjaer 14/4/2010

1. The lower section of the page is where the automatic Audit Information will be displayed.
Each time publishing plan information crosses another stage in the process, it will be logged here.

Audit Information

Last Update User ID mpcisse? Last Published User ID
Last Update Date/Time 14/04/2011 15:13:44 Last Published Date/Time
Last Approved User IO Deleted User ID

Last Approved Date/Time Deleted Date/Time

@ NOTE: There may be more than one record for a publishing plan, depending on version, so
it may be necessary to scroll through these pages to get the complete history.

Find | View All Frst 2! 10f7 O Last

Version 3.001 *Publishing Status |1.Draﬂ v|
Effective Date 1410412011 B B [wesbublish
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Comparing & Previewing

Comparing Versions

There is a facility to enable you to run a quick comparison between different versions of publishing
plan information which you may find useful when editing.

Navigate To: Student Recruiting > Publishing Plans > Marketing Information.

1. Call up the publishing plan, as detailed on page 6.
2. Click on the Compare icon (resembling 2 sheets of paper), located just underneath the
Publishing Status field. (This is available within each of the tabbed sections).

Dat Contat D

Acaclemic Instituton
Academic Plan

Acaclamic Year

Vorsion 3.001 *Publisting Status 1 Diak v
Effectyve Dats 14042011 s UCAS Code 4 D :

Plan Title (Web) Malian Swdies 14 Years) [BA

Subgact Area

Redated Sutyect Areals) 4 .
"Qualificaton Award

Duration

3. You will now be taken to a page where the existing Version (that you are working with) will be
displayed at the top, along with a drop-down field for you to select the Version that you wish to
compare this current one to. All published versions will be in whole numbers and drafts will be in
decimals, as follows:

Compare Marketing Information

\CadeImic 8RN

Acaciamic Pran 02 BAH
Academuc Year
Version
Publishing Status
AN neu
ackan o
QoY \J

“WVarsion Publiah - Compare

Version Number | Status
0.001 First Draft
1.000 First Published
1.001 Second Draft
2.000 Second Published
2.001 Third Draft
3.000 Third Published, and so on...
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4. Click on the Compare button. A webpage will now open up (in a new window) displaying the
differences between the two, highlighted by different coloured blocks.

*Acacemic Institution AN

*Academic Plan 0268 y BAHong) Rakan Studies

"Acasemic Year

“Version ) iblianed v Campare

Version: 3.001

Version: 3.000

Last modified: Thu, 14 Apr 2011 14:13:44 GMT
Last modified: Tue, 18 Jan 2011 14:54:00 GMT
Last modified by: mpcisse2

Last modified by: MOBSSRSG

Last approved:

Last approved: Tue, 18 Jan 2011 14:55:10 GMT
Last approved by:

Last approved by: MQBSSRSG

Last published:

Last published: Tue, 18 Jan 2011 14:58:35 GMT
Last published by:

Last published by: MQBESSRSG

Audit comments

Converted from SITS IPP Code UMBF1-H1R300

Converted from SITS IPP Code UMBF1-H1R300

Degree awarded: BA (Hons)
Degree awarded: BA
Duration: 4 Years

Duration: 4 years

Course fees: Element: feesShort - Unable to display element. Data must be ¥*MTHL compliant -
Exception: ¥ML parser error CreatexmlDoc Fatal Error: at file Integration Server line: 1 column:
371 message: Expected an attribute value (159,5)

Course fees:

Fees for entry in 2011 have not yet been set. For entry in 2010, the tuition fees are £3,290 per
annum for home/EU students, and are expected to increase slightly for 2011 entry. For general
fee information, please visit: Underagraduate fees.

@ NOTE: Only the sections that have differences between the two compared versions will be

displayed (this is not a preview of the final pages). In this example we can see that we have
differences in the Course Description and the Subject Area.
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Previewing Data

There is a facility to enable you to preview your publishing plan information, as it would appear on
the published webpages, at any point.

Navigate To: Student Recruiting > Publishing Plans > Marketing Information.
1. Call up the publishing plan, as detailed on page 6.

2. Click on the Preview icon (resembling a sheet of paper with a pair of glasses), located just
underneath the Publishing Status field. (This is available within each of the tabbed sections).

Academic Instituton

Academic Plan

Acaclemic Year

/orsIon 3.001 *Publisting Status 1 Diaf v

Effective Data 14042011 iy UCAS Code R200 3 D

Plan Title (Vieb) Nalian Swdes (4 Yeans) [B4]
Subject Area S Mede

Redsted Subyect Areals)

*Qualification Award BA

Duration

3. A webpage will now open up (in a new window) displaying the information that will appear on the
final webpages.

Italian Studies (4 Years) [BA]

Wiew tabbed content | View all content (for printing)

UCAS course code: R300
UCAS institution code: M20
Degree awarded: BA (Hons)
Duration: 4 Years

Course fees: Element: feesShort - Unable to display element. Data must be ¥MTHL compliant -
Exception: XML parser error CreateXmlDoc Fatal Error: at file Integration Server line: 1 column:
371 message: Expected an attribute value (159,5)

Academic department: School of Languages, Linguistics and Cultures
Related website: www.manchester. ac.uk/languages

Contact email: ug-lanquages@manchester.ac.uk

Contact telephone: +44 (0)161 275 3211

How to apply: Apply through UCAS.

Special features

Emphasis placed on Italian cultural analysis through history, film, and literature.
Mative speakers involved in language tuition at all levels.

Third year is spent abroad with a wide choice of possible destinations.
Extensive interaction with the Italian cultural agencies in the North West.

Course content for year 1

e In Year 1 Italian language instruction is divided between 'ab initio' and Post-A level groups

fuwiith tha maiarite nf ctiidante haina haninnaret 'Ah initia' chndante will hava fivva cantact

@ NOTE: You will see that the tabbed sections do not run across this Preview pane, as they

would on the actual published webpage. Instead here they are listed one underneath
another and so you will need to scroll down the page to view all the different sections.
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Approving & Publishing
Making ‘Ready for Approval’

Once you have finished making your changes, you will need to set the draft to be approved. If you
have access on the system as an ‘Approver’ yourself however, you may skip this step and move
directly on to setting the status to be ‘Approved’, as detailed on page 21.

Navigate To: Student Recruiting > Publishing Plans > Marketing Information.

1. Call up the publishing plan, as detailed on page 6.

m Apoutme Plan . Plan Contert | Entiy Réquirements | Selection Crfsna  SwoyDstads | Contets [

Academic Instituton UMANC The Uneversty of Manchestar
Academic Plan 00258 BAlHons ) itakan Studes
Acaclemic Year 2011 201112 Acagemse Year
End | Yimw AR ot : 17 O
Version 3.001 *Publisting Status 1 Diafl v
Effectsve Dats 1042011 [§ LICAS Code rRuo B B
Plan Title (Web) Malian Swdles (4 Years) [B4]
*Subject Area LL Q. Medern Languages and Cultures
Relsted Subyect Areals) Q & =
*Qualification Award BA (Hons
“Duration 14 Yuora

2. Change the Publishing Status to be ‘Ready for Approval’

Aboutthe Plan Flan Content Entry Requirements Selection Criteria Study Details Contacts E)

Academic Institution UMAMC The University of Manchester

Academic Plan 00268 BA(Hons) ltalian Studies

Academic Year 201 201112 Academic Year
Version 3.001 FPublishing Status | 2. Ready for Approval V|
Effective Date 1410412011 [ UCAS Code R3o0 By B | Fublish
Plan Title {Web) Italian Studies (4 Years) [BA]
*Subject Area LL QU Wodern Languages and Cultures
Related Subject Area(s) Q =]
*Qualification Award [BA (Hons)
*Duration |4 Years

3. Click on the Save button at the foot of the screen.

:ﬁ Save: ,Q\ Return to Search: E| Notify :E‘q. Add: E nelude Hiztony
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Approving

This is the final stage prior to publishing. If you have access on the system as an ‘Approver’ yourself,
you may apply this stage directly upon completing your draft.

Navigate To: Student Recruiting > Publishing Plans > Marketing Information.

1. Call up the publishing plan, as detailed on page 6. The status should be ‘Ready for Approval’,
(unless you are applying this stage directly from the ‘Draft’ stage, if you are an ‘Approver’).

Fact File Aboutthe Plan Flan Content Entry Requirements Selection Criteria Study Details Contacts E)

Academic Institution UMAMC The University of Manchester

Academic Plan 00268 BA(Hons) ltalian Studies

Academic Year 2011 201112 Academic Year
Version 3.001 *Publishing Status | 2. Ready for Approval V|
Effective Date 141042011 | UCAS Code R3O B B | Publish
Plan Title {Web) Italian Studies (4 Years) [BA]
*Subject Area LL QU Wodern Languages and Cultures
Related Subject Area(s) Q =]
*Qualification Award [BA (Hons)
*Duration |4 Years

2. Change the Publishing Status to be ‘Approved'.

ezl 8 Aboutthe Plan Flan Content || Entry Requirements Selection Criteria Study Details Contacts | [

Academic Institution UMANC The University of Manchester

Academic Plan 00268 BA(Hons) Italian Studies

Academic Year 201 201112 Academic Year
Version 3.001 *Publishing Status |3. Appraved V|
Effective Date 1410412011 |5 UCAS Code R300 B Er L Fublieh
Plan Title (Web) ltalian Studies (4 Years) [BA]
*Subject Area LL Q' Modern Languages and Cultures
Related Subject Area(s) Q =]
*Qualification Award [BA (Hons)
*Duration 4 vears

3. Click on the Save button at the foot of the screen.

ﬁ Save: ,Q Return to Search: E| Notify E‘+ ﬁdd: E PO
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Publishing

Finally now, after approval, you are able to publish the plan information.
Navigate To: Student Recruiting > Publishing Plans > Marketing Information.

1. Call up the publishing plan, as detailed on page 6. The status should be ‘Approved’. Click on the
Publish button.

=(ei=-00 Aboutthe Plan | Plan Content || Entry Requirements || Selection Criteria || Study Details || Contacts | [

Academic Institution MAMNC The University of Manchester

Academic Plan 00268 BA(Hons) Italian Studies

Academic Year 201 201112 Academic Year
Version 3.001 *Publishing Status | 3. Approved
Effective Date UCAS Code rRaoo By B || Publish |
Plan Title {\Web) Italian Studies (4 Years) [BA]

*Subject Area WModem Languages and Cultures

Related Subject Area(s)

*Qualification Award ||3'- Hons |

*Duration |—' Years |

2. You will be presented with a warning message to confirm that you wish to Publish. Click on the
Yes button (or the No button if you wish to go back without publishing).

Do youwish to Publish this Marketing Information record? (23700,108)

Click "es'ifyou wish to schedule the publishing process for this Marketing
Information record, or 'Mo'to cancel.

!

(=070 Aboutthe Plan | Plan Content || Entry Requirements | Selection Criteria || Study Details || Contacts | [

Academic Institution UMANC The University of Manchester
Academic Plan 00268 BA(Hons) ltalian Studies
Academic Year 2011 201112 Academic Year Process Monitor
Find | View Al First * 40f7 O Last
Version 3.001 *Publishing Status | 3. Approved

UCAS Code Raoo By B [ Puslieh |

Effective Date
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3. You will now be returned to the main page, with all of the information greyed out, as nothing else
may now be amended. The data should now update to the webpages immediately, but you can
verify that everything has run successfully by clicking on the Process Monitor link.

Szl Aboutthe Plan Flan Content || Entry Requirements Selection Criteria | Study Details Contacts | [

Academic Institution UMAMC The University of Manchester
Academic Plan 00268 BA(Hons) Italian Studies
Academic Year 2011 201112 Academic Year Process Monitor

4. This will then open up the Process List and your User ID should default in (enter it if not). Upon
clicking on the Refresh button, you will be presented with your process(es). Eventually, you
should see that the Run Status is set to ‘Success’

View Process Request For

User ID: |mpcisse2 | QL Type: | v| |Last v| | 1 Days v Refresh
Server: Hame: Q Instﬁnce:| to |
Run Distribution Save On Refresh
Status: Status:
Customize | Find | Wiew Alll First 4] 1-Z2of2 ] Last
Select Instance Seq. Process Type ﬁ User Run Date/Time Run Status gitz::i:ution Details
2937252 Application Engine UMPRC053 mpcisse2 |15/04/2011 10:21:43 BST Success Fosted Details
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Bulk Processing
Bulk Copy

You will start by searching for existing published plans and then proceed to run a process which will
create new ‘Draft’ copies of them for you to work with.

Navigate To: Student Recruiting > Publishing Plans > Process > Bulk Copy.
1. Click on the Add a New Value tab. (If you have already created a Run Control ID here

previously, search for it on the ‘Find an Existing Value’ tab and proceed to step 3). Specify a Run
Control ID (to refer to your bulk copy settings) and then click on the Add button.

Publishing Plans Bulk Copy

Find an Existing Value

Run Control ID: |[ITAL_BULK

Add

2. You will be taken to the Bulk Copy page to specify your selection criteria. Enter the Academic
Organisation; Academic Career; Academic Year From and Academic Year To.

3. The Allow Overwrite setting (Yes or No) determines whether or not you wish to overwrite
existing Draft material. In other words, if within your selection of Published Plans retrieved there
is a Plan that is already set to ‘Draft’, do you want the system to overwrite this existing Draft and
create a new one as part of this bulk process. In the majority of cases it is assumed that you
would set this to be ‘Yes’, but this is your decision.

4. Once done, click on the Search button.

Run Control ID:  [TAL_BULK Report Manager Process Monitor i
*Academic Institution UMANCQ, The University of Manchester

*Academic Organization 4038 QU alian studies

*Academic Career UGRD/Q, Undergraduate

*Academic Year From 2011/Q

Publishing Status From
*Academic Year To 201 |Q
Publishing Status To

*Allow Overwrite Yes b

Search Reset

Page 24



IT Services Training
Publishing Plans

5. You should then have returned a list of Published Plans matching your selection criteria.

Customize | Find | B0 | B First £ 4-16 of 16 1 Last

Academic Plan Formal Description Published By Published Ditm

O] 00077 SREEIE) IFEEm AR e MQBSSRSG  18/01/2011 14:57:49
Business & Management (ltalian) T

[] 00216 BA(Hons) English Literature and a MOBSSRSG  18/01/2011 14:58:16
Modern Language (ltalian}

[] looz223 ) EMEEE SN 5 EIE MOBSSRSG | 18/01/2011 14:58:20
Modern Languages (ltalian)

O] 00254 BA(Hons) History of Attand a Madem i opacpas 18/01/2011 14:58:2
Language (ltalian)

[0 00259 BA(Hons) History and Italian MOBSSRSG | 18/01/2011 14:58:32

6. You can individually select which plans you wish to create Draft copies of; or you can select them
all by clicking on the tick icon. You can also de-select them all by clicking on the un-tick icon.

7. Once satisfied with your selection, click on the Run button at the top of the page.

Bulk Copy

Run Control ID:  [TAL_BULK Report Manager Process Monitor Run
“Academic Institution UMANC & The University of Manchester
*Academic Organization ’WQ Italian Studies
*Academic Career ’mo\ Undergraduate
*Academic Year From WQ
Publishing Status From Published
*Academic Year To WQ
Publishing Status To Draft
*Allow Overwrite Yes w
F Search Reset

=tar
Customize | Find | @] HH First |4 1-16 of 16 ] Last

Formal Description Published By Published Ditm
(e T = Lan s fu MOBSSRSG | 18/01/2011 14:57:49

Business & Management (ltalian)

BA(Hons) English Literature and a

A MOBSEREG 18/01/2011 14:58:16
Modern Language (ltalian)

SO TE STTIEET FUGEE a7 MQBSSREG  18/01/2011 14:58:20
Modern Languages (ltalian)

8. You will then be taken through to the Process Scheduler Request page where your process
will be listed. Click on the Ok button to confirm that you wish to run that process and then be

returned to the main Bulk Copy page.

Process Schaduler Regquest

Usan £ mociesal R Comtrod £ (140 BULS
server Hame: NG Fuse Dage: 12062911 5
Mecuatame ~ P Thenae: | 1110 85 Resel iz Sument DoteTene
Thetws Zorme -
T —
b Y me Fietend Tre Troe Tt <ITE CE ]

apieatin Enpre ol » T ) Cisttar
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9. You will now need to click onto the Process Monitor link.

Bulk Copy

Run Control ID:  [TAL_BULK Report Manager |Process Wonitor - RUM

Process Instance: 2937277

10. The Process Monitor is where you can view the status of any processes running. Ensure that
your User ID is specified and then click on the Refresh button until your process is listed with a
Run Status of ‘Success'.

11. Your process should now be completed, but you can verify this by clicking on the Details link to
take you to the Process Detail page.

View Process Request For

User ID: |mpcisse2 _Q Type: | v| |Last v| | 1 Days v . Refresh | |

Server: V| Name: a Instance:| to |

aun Distributon Save On Refresh

Status: Status:

Customize | Find | View All| First Kl 1-20r2 I | ast
Process . Distribution .

SEIECT INSTANCE SE0. Frocess [Ype hun bate’lime Bun Status Detalls
Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details

2937277 Application Engine UMPRCO51 mpcisse2 15/04/2011 11:13:46 BST Success Posted

12. Click on the View Log/Trace link to take you to a list of process log files.

Parameters Transfer
Message Log View Locks

Batch Timings

View Loag/Mrace

13. Click on the Report.txt link to open up a report of the process for you to check through.

Hame File Size s Datetime Created
AFE _UMPRC051 2937277 stdout 290 15/04/2011 11:22:26.820095 BST
Report 2937277 td 1,053 15/04/2011 11:22:26.820095 BST

|

R R R R R R R R AR AR AR R AR RR AR AR AR RTR

* % % BEING BULK COPY REPORT = * =

R R R R R R R R AR AR AR R AR RR AR AR AR RTR

The following report i=s for the Bulk Copy Process

Process Instance: 2837277
Cperator ID: mpeissel
Run Control ID: ITAL BULK

@ NOTE: You may also wish to check your Plans in the Marketing Information pages to
verify that they have indeed had new Draft copies created.
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Bulk Update

This is where you will now apply the updates & changes to the plan data.
Navigate To: Student Recruiting > Publishing Plans > Process > Bulk Update.
1. Click on the Add a New Value tab. (If you have already created a Run Control ID here

previously, search for it on the ‘Find an Existing Value’ tab and proceed to step 3). Specify a Run
Control ID (to refer to your bulk update settings) and then click on the Add button.

Publishing Plans Bulk Update

Find an Existing Value

Run Control ID:|ITAL_UPDATE]

Add

2. You will be taken to the Bulk Update Select Records tab to specify your selection criteria. Enter
the Academic Organisation; Academic Career; and Academic Year (the Effective Date
will default to today’s date). Click on the Search button.

) |select Fields Edit Fields

Run Control 1D:  ITAL_UPDATE EReport Manager Process Monitor Run
*Academic Institution UMANC/ & The University of Manchester
*Academic Organization 4058 Q ltalian Studies
*Academic Career UGRDQ Undergraduate
*Academic Year 2011/Q
Publishing Status Draft
*Effective Date 15/04/2011 [31
Search Reset

3. You should retrieve the same list of course as you did previously. Use the tick-boxes to select
the plans that you wish to update.

) st K )]
Formal Description Updated By Update Ditm
BA (Hons) [.'1-JE|E.I'I'I ITan_guage and Business mpcisse2 15104/2011 11:22-14
& Management (ltalian}
BA(Haons) E_ngl_ish_.LiteratLlre and a Modern mpcisse? 15/04/2041 112215
Language (ltalian)
BA(Hons) Europ_ea!'l Studies and Modern TrEEsEl 15/04/2011 11:2214
Languages (Italian)
4. Click across to the next tab, Select Fields.
Select Records | | EditFields
Run Control ID:  |TAL_UPDATE Report Manager Process Monitor i
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5. Here you will be able to select the fields that you wish to update, using the tick-boxes.

Select Records Select Fields Edit Fields

Run Control ID: [TAL_UFDATE Report Manager Process Monitor

Run

Customize | Find | B0 ¥ First © 185085 L Last

Field Description Page
[ |Course Fees (Short Version) FactFile
O Supporting Fee Statement FactFile
[0 |Additional Expenses FactFile
[0 ‘Mumber of Places/Applicants FactFile
[ Howto Apply Fact File
Open Days Fact File
[ Access to HE Diploma Fact File
Special Features Aboutthe Plan
[ 'Scholarships and Bursaries Ahoutthe Plan

6. Now click across to the Edit Fields tab. Here you will see that you are now able to edit your
selected fields.

Select Records Select Fields d eld

Run Control ID:  ITAL_UFDATE Eeport Manager Process Monitor | Run

7. Using Text Blocks and/or the HTML Editor, proceed to define the information in the fields.

Select Records Select Fields Edit Fields

Run Control 1D |TAL_UPDATE ReportManager Process Monitor !

Run

Find First K 1-2.0f2 I a5t

— i )
Open Days Q —

Cpen Days will run every other Thursday from January to March. Please contactthe School for further
information and to reserve a place.

i S |
Special Features 8Y5397 Q Max: 2000

‘ » Avyear abroad

8. Once done, click on the Run button.

Select Records Select Fields Edit Fields

Run Control ID: [TAL_UPDATE Report Manager Process Maonitor] !

Run

Page 28



IT Services Training
Publishing Plans

9. You will then be taken through to the Process Scheduler Request page where your process
will be listed. Click on the Ok button to confirm that you wish to run that process and then be
returned to the previous page.

Process Scheduler Request

User Dt mpcisse2 Run Control ID: |TAL_UFDATE
Server Name: Run Date: | 19/04/2011 il
Recurrence: Run Time: | 13:28:50 . Resetto Current Date/Time
Time Zone: Q
Select Description Process Name Process Type *Type *Format Distribution
Fublizshing Flans Bulk Update UMPRCO54 Application Engine | Web v| TXT v|Distrihuti-:|n
OK Cancel

10. You will now need to click onto the Process Monitor link.

Select Records Select Fields Edit Fields

Run Control 1D |TAL_UPDATE Report Manager | Process Monitor |

Run

Process Instance:2937312

11. The Process Monitor is where you can view the status of any processes running. Ensure that
your User ID is specified and then click on the Refresh button until your process is listed with a
Run Status of ‘Success’.

12. Your process should now be completed, but you can verify this by clicking on the Details link to
take you to the Process Detail page.

View Process Request For

UserID: [mpcisse2 Q. Type: | v| [Last v | 1 [pas . Refresh
Server. Hame: Q Inslance:| to |

o Distrbution [ save on Refresh

Status: Status:

~bam
Customize | Find | View A1 E01 38 First £ 4303 O Last
Process Distribution

Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details

2037312 Application Engine UMPRCO54 mpcisse2 1510412011 13:29:50 BST Posted

13. Click on the View Log/Trace link to take you to a list of process log files.

Parameters Transfer
Message Log Wiew Locks

Batch Timings

View Log/Trace
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14. Click on the Report.txt link to open up a report of the process for you to check through.

Name File Size (bytes) Datetime Created
AE UMPRCO54 2937312 .stdout 290 15/04/2011 13:31:15.140048 BST
I Beport 293731244 I 1,394 15/04/2011 13:31:15.140048 BST

Cperator ID: mpcissel
Fun Control ID: ITAL_UPDATE

Institution: THAENC

Beoad Org: 4058

Boad Year: 2011
Status: LFT
Effective Date: 2011-04-15

Fields that were updated on the plans listed above

@ NOTE: You may also wish to check your Plans in the Marketing Information pages to
verify that they have indeed now been updated.
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Bulk Status Change

This is where you will now change the status of the publishing plan from ‘Draft’ to ‘Ready for
Approval’ (or ‘Approved”).

Navigate To: Student Recruiting > Publishing Plans > Process > Bulk Status Change.

1. Click on the Add a New Value tab. (If you have already created a Run Control ID here
previously, search for it on the ‘Find an Existing Value’ tab and proceed to step 3). Specify a Run
Control ID (to refer to your bulk status change settings) and then click on the Add button.

Publ Plans Bulk Status Change

- e g PN i BAhd w
= v - Bedasadviseoididoars S0l

Run Controd 1D ITAL_STAT)
A~dd

2. You will be taken to the Bulk Status Change page to specify your selection criteria. Enter the
Academic Organisation; Academic Career; and Academic Year.

R AT
[ DN SRRA Uhange |

Run Control X [TAL_STATUS g0t Manager Process Manin fun

“Academic Insttution

“Academic Organization 403 takan Sudies

*Acoosmic Coreer

*Acadamic Year

*Statue From f ¥
*Stotus To Reac roal bt
v r Seartn Resst

3. Click on the Search button. This should then return the set of publishing plans that you have
been working with thus far.

Run Control ID:  |TAL_STATUS Report Manager Process Monitor| Run
*Academic Institution UMANCI/Q The University of Manchester
*Academic Organization 4053 Q ltalian Studies
*Academic Career UGRDQ Undergraduate
*Academic Year 2011 Q
*Status From | Draft v|
*Status To | Ready for Approval V|
F r Search Reset
ol i el ot I ofa
Acad Rlan Formal Description Updated B Update Dttm
BA (Hons) Modern Language and Business - 5 S0 a4-
7T L 5104/ 33
00077 & Management (Italian) mpcisse2 15/04/2011 13:31:01
P BA(Hons) English Literature and a Maodern . . =04l q.m4-
00216 Language (talian) mpcisse2 15/04/2011 13:31:01
BA(Hons) European Studies and Modern = .
00223 Languages (Halian) mpcisse2 15/04/2011 13:31:02
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4. Select the appropriate Status From and Status To (probably from ‘Draft’ to either ‘Ready for

Approval’ or Approved”) and then select the publishing plans that you wish this status change to
be applied to.

5. Click on the Run button to take you to the Process Scheduler Request page where your
process will be listed. Click on the Ok button to confirm that you wish to run that process and
then be returned to the previous page.

Process Scheduler Request

User Ik mpossed Run Control 8 (YAl _STATUS
Server Name bt Run Date: 15042011 "
Recurrence: o4 Rim Time: 135549 Resetto Curent DalaTime
Tme Zone: Q
Select (escnption Procoss Name frocess Type Type Tormet [Estrbution
= Sulk Status Update UMPRCO04D Apphcaton Engine | Web | TXT w Distrbution
oK [Cancel

6. You will now need to click onto the Process Monitor link.

Bulk Status Change

Run Control ID:  [TAL_STATUS Report Manager| Process Monitor Run

7. The Process Monitor is where you can view the status of any processes running. Ensure that
your User ID is specified and then click on the Refresh button until your process is listed with a
Run Status of 'Success'.

8. Your process should now be completed, but you can verify this by clicking on the Details link to
take you to the Process Detail page.

View Process Request For

User ID: [mpcisse2 Q. Type: | v| |Last v| | 1 Days v

Server: Hame: Q Instance:| to |

Status: Status:

Customize | Find | View Al B9 | 3% First & 4.50f5 1 Last
Process . Distribution .

SEleCt INSTaNce o5ed. Frotess [Ype hun Uatellime Lun otatus Uetaills
Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details

2037216 Application Engine UMPRC049| mpcisse2 15/04/2011 13:51:45 BST Posted
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Click on the View Log/Trace link to take you to a list of process log files.

Parameters Transfer
Message Log Wiew Locks

Batch Timings

View Log/Trace

10. Click on the Report.txt link to open up a report of the process for you to check through.

File Size (bytes] Datetime Created

AE UMPRC049 2337316 stdout 290 15/04/2011 13:53:39.660170 BST
Report 2937316t a7e 12/04/2011 13:53:30.660170 BST

* * % BEGIN BULK STATUS CHANGE REPORT * * *

The following report iz for the Bulk Status Change Process
Process Instance: 2937316

Cperator ID: mpcissel
Run Control ID: ITAL STATUS
oo RUN CONTIRCL PRRAMETERS = o ow

Institution:
Lcademic Org :
Loademic Year:
S5tatus From:
Status To:

@ NOTE: You may also wish to check your Plans in the Marketing Information pages to

verify that they have indeed now had their statuses changed.
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Bulk Publish

This process will locate all your publishing plans that are set to be ‘Approved’ and then proceed to
publish them.

Navigate To: Student Recruiting > Publishing Plans > Process > Bulk Publish.
1. Click on the Add a New Value tab. (If you have already created a Run Control ID here
previously, search for it on the ‘Find an Existing Value’ tab and proceed to step 3). Specify a Run

Control ID (to refer to your bulk publish settings) and then click on the Add button.

Publ Plans Bulk Status Change

Find an Existing Value

Run Control ID:|ITAL_FPUBLISH

Add

2. You will be taken to the Bulk Publish page to specify your selection criteria. Enter the Academic
Organisation; Academic Career; Academic Year and Publishing Status (this will be
‘Approved”).

Run Control ID:  [TAL_PUBLISH Report Manager Process Manitor Run
*Academic Institution UMANC & The University of Manchester
*Academic Organization 4088 Q ltalian Studies
*Academic Career UGRD/Q Undergraduate
*Academic Year 2011/ Q
*Status From Ready for Approval b
*Status To
¥ Search Reset

3. Click on the Search button. This should then return the set of publishing plans that you have
been working with thus far.

|0 25l Firet KO v]

Acad Plan Formal Description Updated By Update Dittm

BA (Hons) Modern Language and Business N . e

77 5i04) 3505
oo & Management (Italian) mpcisses AT TR
00218 E;‘EEgzgfl';:f’l'i':l?._ Literature and a Modemn | oiec oo 1510412011 12:50:54
00223 E:;';Eg:iﬁ'ﬁ:ﬁ:ﬁ” Studies and Modem oo 1510412011 13:50:54

4. Select the publishing plans that you wish to proceed to publish and then click on the Run button.

Run Control I: [TAL_PUBLISH Report Manager Process Maonitor Run
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5. This will take you to the Process Scheduler Request page where your process will be listed.
Click on the Ok button to confirm that you wish to run that process and then be returned to the
previous page.

Process Schaduler Request

User I rocisses Runy Control IT: (TR, _FUBLISH
Server Hams ¥ fun Date: | 15022011 5
RECUITeRCe v A Tiene: a Resst 10 Cunvent DaaTims
Tame Zome: 2
(Wocesttot —— ]
emet Ogagiiption Procesa eng Preceas Tine Tiws Fotme Gt ibeson
= Bulk Status Upaste MPRCO23 sgplcation Engine 2 | IXT S Duavritatign
ok e
6. You will now need to click onto the Process Monitor link.
Bulk Status Change
Run Control ID: ~ ITAL_FUBLISH Report Manager] Process Monitar] © Run

Process Instance: 2937409

7. The Process Monitor is where you can view the status of any processes running. Ensure that
your User ID is specified and then click on the Refresh button until your process is listed with a
Run Status of ‘Success’.

Sener st
View Process Request For

User ID: mpcisse? Q| Type: | v| |Last v| | 1 Days R4 Refresh
Server: ¥ | Name: ,79\ Instance:l to |
Run Distribution save On Refresh
Status: Status:
Customize | Find | View A1 B 3 Fist £ 16 of 6 I Last
Select Instance Seq. Process Type ﬁ User Run DateiTime Run Status w Details

2937409 Application Engine UMPRC049 mpcisse2 15/04/2011 15:39:27 BST Posted

8. Your process should now be completed, but you can verify this by clicking on the Details link to
take you to the Process Detail page.

9. Click on the View Log/Trace link to take you to a list of process log files.

Parameters Transfer
Message Log View Locks

Batch Timings
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10. Click on the Report.txt link to open up a report of the process for you to check through.

Name File Size (bytes) Datetime Created
AE UMPRCO48 2837409 stdout 280 15/04/2011 15:40:27 362293 BST
Eeport 2937409 td 1,094 15/04/2011 15:40:27 362293 BST

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

The following report is for the Bulk Status Change Process
Process Instance: 23937409

Cperator ID: mpcissel?

Run Control ID: ITAL PFUBLISH

oo RUN CONTRCL PFRERMETERS o oE
Institution: UMANC

Lecademic Crg : 4058

Lcademic Year: 2011

5tatus From: RFL

5tatus To: LFF

oo REPCORT BODY o oE

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

00077 - BA (Hons) Modern Language and Business & Management (Italian)
00216 - BL(Hons) English Literature and a Modern Language (Italian)
00223 - BL(Hons) European Studie=s and Modern Languages (Italian)

@ NOTE: You may wish to check the webpages to see if the updated plans have been

published. In most cases the publishing should be fairly instant, unless new indexes need to
be created or removed, in which case updates will occur overnight.
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Further Features

Creating a Text Block

Text Blocks are pre-defined blocks of text. Once set up, they can then be accessed via a look-up
table and re-used to save you from entering the same piece of text several times over.

Navigate To: Student Recruiting > Publishing Plans > Set Up > Text Block Codes.
1. Click on the Add a New Value tab.

Text Block Codes

Find an Existing Value

Text Data Code: || aQ
Text Block Code:

Add

2. Look-up and enter a Text Data Code, (this refers to the category of Text Block you are going to
add). You will also need to enter a Text Block Code to define your text block. In the example
below we are adding a text block containing fee information for the School of Law, so a Text
Block Code beginning with the letters ‘LAW’ has been specified.

Text Block Codes
Find an Existing Value

Text Data Code: |PLAMNFEES Q@
Text Block Code:||ITA UG FEE

Add

@ NOTE: You should always create your Text Blocks with a code beginning with the 3-
character reference assigned to your school. These are detailed on page 48.

3. Once done, click on the Add button to be taken to the Text Block Codes page.

Text Data Code FLANFEES Course Fees (Short Version)
Text Block Code ITA UG FEE
LY 11
=
*Effective Date 150412011 |[) *Status | Active v
Description

*Text Block Content Ma 1000 =
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4. The Effective Date will default in. Enter a Description of your Text Block.

Text Block Codes

Text Data Code FLAMFEES Course Fees (Short Version)
Text Block Code ITAUG FEE

Find | View Al First K1 1 0f1 D Last

=
*Effective Date  |15/04/2011 |5 *Status
“Description [schoot ofLLC
*Text Block Content Max: 1000

5. Click on the Notepad icon to open up the HTML Editor to enter your text into.

Text Block Codes

Text Data Code FLAMFEES Course Fees (Short Version)
Text Block Code ITA UG FEE

Find | View Al First EI 10f1 D Last

=
*Effective Date  |15/04/2011 [ *Status
“Description [3chool of LLC
*Text Block Content Max: 1000

6. Enter your text in the box provided. Once done, click on the Save button (disk icon).

Edit HTML
Text Data Code PLAMFEES Course Fees (Short Version)
Text Block Code ITAUG FEE School of LLC
Effective Date 15/04/2011
Mazc: 1000
[dh 1% wa@@miatiio s s x x|z T-mAd D@

The fees for Undergraduate Study in the Schocol of LLC are £3,250 per annum.

7. You will no be returned to the main page where you will need to click on the Save button at the
foot of the screen.

B save | |=] votity | Sk Add| [ UpdateiDisplay | [ mnclude History | [[5F Correct History |
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Editing an Existing Text Block

Text Blocks are pre-defined blocks of text. Once set up, they can then be accessed via a look-up
table and re-used to save you from entering the same piece of text several times over. You may at
times need to edit one of your Schools Text Blocks. See the note about updating Text Blocks in the
Final Pointers section at the end of the document.

Navigate To: Student Recruiting > Publishing Plans > Set Up > Text Block Codes.

1. Enter the required Text Block Code as your search criteria and click on the Search button. You
should find that all of your own Schools Text Blocks begin with the 3-character reference
assigned to your School, as detailed on page 48. Select your required Text Block from the
returned list (if applicable).

Text Block Codes

2. You will then be presented with the existing Text Block configuration. Click on the little plus
sign to insert a new row.

Text Data Code FLAMFEES Course Fees (Short Version)

Text Block Code ITAUGFEE

—— — 3] =
*Effective Date 15042011 1 *Statys | Active v
*Description School of LLC
*Text Block Content Max: 1000 m

The fees for Undergraduate Study in the School of LLC are £3 290 per annum

3. This will have an Effective Date of today’s date and will replicate the existing information, ready
for editing.

Text Data Code FLANFEES Course Fees (Short Yersion)

Text Block Code ITAUG FEE

4 [
— =
*Effective Date 1810412011 [ *Status | Active v
*Description School of LLC
*Text Block Content wax 10w | E

4. Now proceed to edit the text via the HTML Editor and save your changes to completion, as
detailed in steps 5-7 on page 38.
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Exporting Data

Campus Solutions offers you the facility to export the Publishing Plan data (in the form of an XML file)
to then use as you wish (say, to import into Excel or Word). This session covers how to export the
data from Campus Solutions, but does not elaborate on what to do with the extracted data thereafter.
Navigate To: Student Recruiting > Publishing Plans > Process > Bulk Extract.

1. Enter the Institution; Acad Org; Career and Academic Year required to identify the
Publishing Plans that you wish to extract.

*Institution WQ The University of Manchester
*Acad Org 4058 Q Italian Studies

*Career ’mq Undergraduate

*Academic Year WQ

*Version Latest '

Latest

Published Reset
e————

2. You will also need to select which Version you wish to extract - either the last Published
version or the Latest version (the latest version could be a new draft copy for example).

3. Click on the Search button to return a list of corresponding Publishing Plans.

*Institution UMANCQ, The University of Manchester
*Acad Org 4038 Q ltalian Studies
*Career UGRD R Undergraduate

*Academic Year 2011/

*Version Fublished s

F Search Reset Export

3 Find |01 28 First B 116 0f 16 I L5
Selected Acad Plan Formal Description Status Published By Published Dttm

[] |oog77  |BA(Hons)Modemlanguageand b pycnaq y0BSSRSG | 18/01/2011 14:57:49
Business & Management (ltalian)

0 00218 ﬁ;ldiigiaig?llésggITII'::IFI;;%IFE anda b pished MOBSSRSG  18/01/2011 14:58:16
-
] |oozes  |BA(Hons)European Studies and Published MOBSSRSG  18/01/2011 14:58:20

Modern Languages (ltalian)

4. Use the tick-boxes to select which Publishing Plans you actually wish to extract and then click
on the Export button.

¥ - Search Reset Export
.‘:::’ Al HH 4 16 of 16 4
Selected Acad Plan Formal Description Status Published By Published Ditm
0] [ooory  BA(Hons)MedemlLanguageand pppepeq yopssRSC  |18/01/2011 14:57:49
Business & Management (ltalian)
] [oozes  BAMHons)Englishliteratureanda o pucpeq yopssrse 180152011 14:58:16
IMadern Language (Italian)
an BA{Hons) European Studies and ; - . P
9 ) MOBSSRS 04/ 5
0022 el Published MQBSSRSG | 18/01/2011 14:58:20
pozs4  BAHons)HistoryofAtand aModem o, pycpeq aBSSRSG | 18/01/2011 14:58:29
Language (ltalian)
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I Message |

ou are aboutto download the exportfile. (23700 14)

This may take anywhere from a few seconds up to a minute, depending on the
number of plans selected.

A pop-up blocker ar the Internet Explarer Information Bar may stop you from
heing able to download this file. Ifthis is the case, the software causing the
izsue will have instructions on how to setit to allow file downloads.

OK Cancel

5. You will be presented with a message on-screen asking you to confirm your actions by clicking
the Ok button.

6. You will now be asked whether you wish to open the file directly or save it. Choose to Save.

File Download X

Do you want to open or save this file?

LT Mame: UMAMC_4058_2011_Expart,xml
\_"). Tupe: =ML Document
From: studentpreprod.manchester.ac,uk

’ Open [ Save Cancel

7. You will now be presented with a standard Windows Save As dialogue box to enable you to save
the file to your chosen location and choose an appropriate filename.

8. When you now access the XML file it will look similar to that shown below. You can now import
this file into another application (such as Excel or Word) for further use.

o]

UMAMC_4055_2011_Export.xml =

|o2|Code | < = | Title:l Hl?v @ | C - i@, | % [ checkpage

k?xml version="1.0" encoding="TUTF-3"2>
<COUrsess
<COurae:
<commentsrConverted from SITS IPP Code UMBFL-HIERI9</commentss
=] § <ocontactlane></contactlanes>
<degreedwvarded=Ba< /degreedwardeds>
<duration»4 years</duration>
<email=uy-languagesfnanchester, ac, uk< /enails
<faxr+4d (01161 275 3031</fax>
<feratures:
<availableViaClearing=N</availableViaClearine:
<availableViaFoundationVear>N< /availableViaFoundationVear>
<availableViallCASExtrarN< /awvailableVialCASExtras
<has3cholarships>N< /hasicholarshipss»
<includesibroad:=Y< /includesibroads
<includesIndustrial>N</includesIndustrial>
<includeslaniage>¥< /includesLangquages
<izCombineds=N</isConbineds
ZigFoundation=N</isFoundations:
</features>
<higherDegreePercentager0< /higherDegreePercentages>
<phone>+44 (0)161 275 3211</phone
<provider:>
<identifier>=3030</identifier>

Srantacrtlamne:%rhnnl af Tanrmiare=s Ldinmidisticrs and Miltoare=as feamtactlamess
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Linked Plans

As part of the Publishing Plan settings, you can specify that some plans are ‘linked’ to others, so that
they adopt the same publishing plan information. Examples of this would be where a plan is offered
both full-time and part-time and the part-time plan is linked to the full-time plan; or where there are
other qualification outcomes (such as Postgraduate Certificate and Postgraduate Diploma) and the

two are

linked together. On the final published webpage the full-time plan would then be listed as

having an equivalent part-time option, as part of the Course Options section at the foot of the page.

Navigate To: Student Recruiting > Publishing Plans > Setup > Academic Plan Settings.

1. Enter some criteria to locate your chosen plan (either by entering the plan code directly or using
the look-up) and then click on the Search button.

Academic Plan Settings

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Limit the number of results to (up to 300): [300

Academic Institution: | begins with v| &}

Academic Plan: begins with w |D4259 Q

Plan Title {Web): hegins with |» |

[Oinclude History [ Correct History [ Case Sensitive
Search || Clear |Basic Search [E) Save Search Criteria

2. You will then be taken to the Academic Plan Settings page. You will see here that we have
accessed a full-time plan for MSc Environmental Biotechnology, which currently has 5 linked
plans.

Academic Plan Settings
Institution The University of Manchester
Academic Plan 04269 MSc Environmental Biotechnology

Page 42

Mode of Attendance Full-time

=
*Effective Date  |07/08/2007 |53 *Status

*Plan Title (Web) |Enuir0nmenta| Biotechnology MSc

*Plan Code Description Mode of Attendance
1[07365 | MScEnvirenmental Biotechnology Partime & =
2[07366 Q@ PG Diploma Environmental Biotechnalogy Fullime & =
3 WQ F G Diploma Environmental Biotechnology Fart-time El
4 WQ PG Cerificate Environmental Biotechnology Full-time =1
5 WQ P& Cerificate Environmental Biotechnaology Part-time =1



IT Services Training
Publishing Plans

3. To link another plan, simply click on the little plus sign (in the upper section of the screen) to

insert a new effective dated section. You can then enter the plan code in the Linked Plans

section and then click on the Save button to complete.

4 [}]
Find | View All First 1 nf2 Last

*Effective Date 18/0412011 5

*Status

3] =1

“Plan Title (Web)  |ENVironmental Biotechnology MSc

Linked Plans
*Plan Code Description
1[07365 @ MSc Environmental Biotechnalogy
2 WQ PG Diploma Environmental Biotechnology
3 WQ PG Diploma Environmental Biotechnology
4 WQ PG Cenrificate Environmental Biotechnology
5 WQ PG Cenrificate Environmental Biotechnology

b Q

1 e
First 1-6 of & Last

Customize | Find | =] |

Mode of Attendance

Part-time =

Ful-time =

Part-time =

Ful-time =

Part-time =
=]

4. When the Plan is next Published, it will now display all of the available options within the Course

Options section at the foot of the page.

Environmental Biotechnology MSc
Yew tatibed content | View all content (for ponting)

m About the course  Entry reguirements  Study dotails  Career spporty

At ad
dopartment

Dogree rded: Mic, PG Dl PG Cortificate
Duratioa: MSe FT < 12 months, PT Lo te 60 months

Fatry requirements: WS¢ - AL laast 4 200 (lower second clags honoirs) Jegres or Bquavsent in 3 refevant tubject
Postgraduate Diplomas - At lasst o third class dogres or aquivalent i a relevant sudject Pastgraduasty Ceruficats -
Any degres (0 aguivalent) in s relavant subject, Aoplicants without prior farmal quatfiications will be tonsidensd
Laking Wty Acount @ combington of Carmar mperience 4nd perfommance n Lnts stended s iIndmdus trsnng
COures Examolas of relerant diooined far your Nt degred are’ analybcal chemistry, analvtcal sownce,
Diotcency, DIOCemstry, Bosngineerng, cnamecal enginuenng, chsmstry, SRrane sngireenng, eatreal
ENQINARNDG, anvirarmertal tachnoiogy, oo scmnce, manufatieing engneenng, mathematica, affshore
angiresning, petrolsum engneenng, pharmacology, pharmacy, dhysics and process enginesring. Flesse snoure
SLOUL the relavence of your st degree o Caress supanarie

Course fees:

For the 2008/09 scademic yaar the tUtiorn fees are a8 follows for ol students

o Mic « £12,400

o Pustgraduate Digioma « €£13,400

o Postgradiate Cartificate < £6,740

o INaVdud Ut - £1,685

Part-tins itudants DRave ths option of sithar payng the full fee whaen they begin the courss or gaying for sadh Urt
1or the Eaught sament of the courss in the acadamic yaar that it 4 studied. Studerts choosing tn pay fur
widvidual Ursts should note that the fes will ncrease sach yaar

For mare detaled fees irformation, ploase vist Pastacaduate Fees

Schelarships /spanserships: Salf-funded United Kingdom and Buropean Unon students enmaling for the Mic
ourse may apply to the School for a Schularshp to cover 30% of ther fees

Related wobsite: woes tas mandiesteracuk)

Acadumic department; Scncal of Chemical Engreenng and Analytesl Scierces

Contact emall: Dot cean@enanchaataracis

Contact tobophone: +44 (0)16]1 206 DUan

How to apply: Apale acdos
Course options
Full-tima  Part-thns Full-time distance leaming Part-tima distance leaming
MEc Y ¥ N N
PGCoant Y Y N N
PGDIp v Y N N
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5. When you have linked plans together, remember to also go and update the ‘master’ plan
Marketing Information with all of the available options for the linked courses. For example,
you may now need to update the ‘Duration’; ‘Fees’ and ‘Entry Qualifications’ fields (amongst
others) so that there is information on all available plan options (as shown on the published
webpage below).

Degree awarded: MSc, PG Diploma, PG Certificate

Duration: MSc FT - 12 months, PT up to 60 months

Entry requirements: MSc - &t least a 2{ii) {lower second class honours) degree or equivalent in a relevant subject.
Postgraduate Diploma - &t least a third class degree or equivalent in a relevant subject Postgraduate Certificate -
Any degree {or equivalent) in a relevant subject. Applicants without prior formal gualifications will be considered
taking into account a combination of career experience and performance in Units attended as individual training
courses Examples of relevant disciplines for your first degree are: analytical chemistry, analytical science,
bioscience, biochemistry, bioengineering, chemical engineering, chemistry, electronic engineering, electrical
engineering, environmental technology, food science, manufacturing engineering, mathematics, offshore
engineering, petroleum engineering, pharmacology, pharmacy, physics and process engineering, Please enguire
about the relevance of your first degree or career experience.

Course fees:

For the 2002/09 academic year the tuition fees are as follows for all students.

MSc - £13,480

Postgraduate Diploma - £13,480
Postgraduate Certificate - £6,740
Individual Unit - £1,685
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New Plans

When a new Academic Plan is created in Campus Solutions, this will need to have a Publishing Plan
record created against it so that it can be advertised along with the other plans, on the university

website.

Navigate To: Student Recruiting > Publishing Plans > Setup > Academic Plan Settings.

1. Click across to the Add a New Value tab and enter the Academic Plan code that you wish to
create the publishing plan record for (you can use the look-up to search for this if you wish).

Click on the Add button.

Academic Plan Settings

Eing an Ensting yalue ARG A Thow Volun

Acadamec ystitumon: UMANC O

Acadersc Marc D439 3

=03

2. You will then be taken to the Academic Plan Settings page. Here you will need to specify any
linked plan information (as detailed in the previous section from page 42). If there are no linked
plans to enter, simply click on the Save button.

Academic Plan Settings
Institution The University of Manchester
Academic Plan 054899 Life in the Universe & SETI

Mode of Attendance Distance Learning PIT

=l
*Effective Date 18/0412011 | *Status

“Plan Title (Web} |Life inthe Universe & SETI

Customize | Find | T 35 First & 4 014 O Last

*Plan Code Description Mode of Attendance

[t (| =]

B save | [=7 notify | B Add | [ /A Update/isplay | |JE] Include History | | 57 Correct History |
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Navigate To: Student Recruiting > Publishing Plans > Marketing Information.

3. Click across to the Add a New Value tab and enter the Academic Plan code (you can use the
look-up to search for this if you wish), along with the Academic Year you wish to create the
publishing record for. Click on the Add button.

Marksting information

S DR PADIOT e

ACaemec Pl H4F 2

ACacomuc Year

-2

4. You will now be taken through to the Marketing Information page for this new plan, in a first
draft mode (Version 0.001 - as no previous published version exists). You can now proceed to
enter the information across the tabbed sections (as detailed in the Publishing Plans training
guide) and work through to publish the information.

@ Aboutthe Plan Plan Content Entry Requirements Selection Criteria Study Details Contacts m

Academic Institution UMAMC The University of Manchester

Academic Plan 05499 Life in the Universe & SETI

Academic Year 201 201112 Academic Year
Version 0.001 “Publishing Status | 1. Draf v|
Effective Date [18i04/2011 B Other Code B B
Plan Title {(Web) Life in the Universe & SETI
*Subject Area Q
Related Subject Area(s) Q =
*Qualification Award |UG Credit
“Duration [24 weeks. [Part-Time]

% Doing Higher Degrees

Course Fees {Short Version) Q Max: 1000
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Additional Content

Creating Publishing Plans for the next Academic Year

You can use the Bulk functionality to create Publishing Plans for the following academic year. To do
this, when creating new ‘Draft’ copies at the Bulk Copy stage — simply enter the forthcoming
academic year in the Academic Year To field, as shown below.

Navigate To: Student Recruiting > Publishing Plans > Process > Bulk Copy.
1. Click on the Add a New Value tab. (If you have already created a Run Control ID here

previously, search for it on the ‘Find an Existing Value’ tab). Specify a Run Control ID (to refer
to your bulk copy settings) and then click on the Add button.

Publishing Plans Bulk Copy

Find an Existing Value

Run Control ID: |[ITAL_BULK

Add

@ NOTE: This is essentially the same process as that covered in the Bulk Copy section of the
guide, as detailed from page 24.

2. You will be taken to the Bulk Copy page to specify your selection criteria. Enter information as
you would do for the usual Bulk Copy process, however specify the Academic Year To as the
next sequential year (eg: instead of copying from 2010 to 2010 to make copies of the 2010
records; instead copy from 2010 to 2011 to create new 2011 records based on the existing 2010
set-up).

3. Continue with the Bulk Copy 'Run’ Process as detailed from page 24. This will then create
new ‘Draft’ copies (copies of the current years records) and set them to be for the following
academic year (2011 in our example).

Run Control I: test Report Manager Process Monitor Run
*Academic Institution UNANC Q The University of Manchester

*Academic Organization 4058 QU Htalian studies

*Academic Career UGRD/Q, Undergraduate

*Academic Year From 2010

Publishing Status From

*Academic Year To 2011

Publishing Status To

*Allow Overwrite Yes A

Search Reset
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Text Block School Codes

Here is a list of 3-character reference codes for which should always be used at the start of the
coding for any new Text Blocks that are created.

Faculty / School / Area Code
Combined Studies Centre CsT
Manchester Business School MBS
Faculty of Life Sciences LSC
School of Arts, Histories and Cultures AHC
School of Chemical Engineering and Analytical Sciences CES
School of Chemistry CHM
School of Computer Science CsC
School of Dentistry DEN
School of Earth, Atmospheric and Environmental Sciences | EAS
School of Education EDU
School of Electrical and Electronic Engineering EEE
School of Environment and Development SED
School of Languages, Linguistics and Cultures LLC
School of Law LAW
School of Materials MAT
School of Mathematics MTH
School of Mechanical, Aerospace and Civil Engineering MAC
School of Medicine MED
School of Nursing, Midwifery and Social Work NUR
School of Pharmacy and Pharmaceutical Sciences PHM
School of Physics and Astronomy PHY
School of Psychological Sciences PSY
School of Social Sciences SOC

Page 48



IT Services Training
Publishing Plans

Final Pointers

As we have now come to the end of the training session, here are a few final points to note about the
Publishing Plans module in Campus Solutions:

1. You can only update Publishing Plan information for your own school
2. Changes can only be made to a publishing plan when it is in Draft status
3. Remember to make use of the Preview facility as you are making changes

4. Effective Dates in this module are only used to ensure the latest versions of any Text Blocks
(look-up values) are used. Effective Dates here DO NOT control the entire publishing plan.

5. When publishing, ensure that you only click on the Publish button once.
6. When running processes, ensure that you only click on the Run button once.

7. Ensure that a process step has completed successfully before moving onto the next stage. If a
process does not run to Success, click on the Details link to find out where the problem lies.

8. When editing Text Blocks, only ever edit Text Blocks for your own School. NEVER edit Text
Blocks beginning with the characters 'SYS' as these are system/central Text Blocks.

9. When you have edited an existing Text Block, be aware that this WILL NOT automatically
update the text on any plan using this same block, as Text Blocks, along with the Publishing Plans
themselves are Effective Dated. The Publishing Plans will need to be updated in order to
reflect a new Effective Date which will in turn then incorporate the latest edition of the Text
Block. You can do this as follows:

o In Bulk — Follow the steps as outlined in this guide, creating new drafts and then going
on to edit/update. At the editing stage, select the field for which you need to pull in the
new Text Block and then select this Text Block Code. Continue to amend the status and
then publish in bulk.

o Singularly — Call up the Publishing Plan individually (as covered in the Publishing Plans
training guide) and create a new draft version. This new draft will be dated with today’s
date and so you should then see that the updated version of the Text Block will have
pulled in for you. You can therefore save this as is (assuming no additional changes are
required) and continue to approve and publish singularly.

10. Requesting Access - To request access to the Publishing Plans module, please complete the
online BAS Access Request form, available via the following link:

http://www.itservices.manchester.ac.uk/trainingcourses/corporateapplications/campus/access/
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Funding Sources Introduction

Just as prospective students are constantly browsing the University web pages for information on the
Academic Programs & Plans we offer, they also look for information relating to any sources of funding
for their studies (such as Scholarships and Bursaries) that they may be eligible for. This ‘Funding
Source’ information therefore needs to be actively maintained so that the most up-to-date information
is always available to them.

The Funding Sources module in Campus Solutions has been specifically designed to the requirements
of the University, enabling users to update the information easily and efficiently and then
automatically uploading any new data to the website on a daily basis (including updating the
Postgraduate Funding search facility), without any other intervention.

Those of you already familiar with the Publishing Plans aspect of Campus Solutions will find this
module very intuitive as it is built around the same principles and functions; however this module
does have some key differences in that it does not make use of Version Numbers or the
Draft/Approved/Published status sets.

How does this module interact with the Publishing Plans component?

A new field has been added into the Publishing Plans component entitled ‘Sources of Funding’. This
now allows you to link a plan directly to one or more relevant funding sources. This in turn means
that on the final published webpage (of Publishing Plan data) one or more links will appear
underneath a heading of ‘Scholarships/sponsorships’, allowing the user to move directly from the Plan
information to further details of any relevant funding.

This is where the real advantage is, from a marketing perspective — providing a direct link
from an academic plan to its relevant funding sources.

Sources of Funding

00000067 C, Marketing MBS Scholarship [=]
00000082 C, Peter Roberts Marketing Scholarship [=]

The new ‘Sources of Funding’ field within the Publishing Plans component

Degree avwarded: MSc
Duration: 12 months full-time,

Entry requirements: To gain a place on our MSc Marketing course you will need to have
top ranking academic results, We are looking for a UK bachelor degree with first or
upper second class honours, or the overseas equivalent in any discipline, When
assessing your academic record we take into account your grade average, position in
class, references and the standing of the institution where you studied your
qualification. We particularly welcome applicants from institutions of high ranking and
repute.

Course fees: For entry in 2008, the tuition fees are £8,070 per annum for home,EU
students and £13,990 per annum for international students. Far general fees
information, please visit: Postaraduate Fees,

Scholarshipsfsponsorships:

The Peter Roberts Scholarship offers a scholarship worth 6,000 Canadian dollars to
support one student, The award is open only to UK nationals,

Contact us for further information on scholarships available,

s Marketing MBS Scholarshi
s Peter Roberts Marketing Scholarship

An excerpt from a published webpage, showing links to the Funding Source data
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Viewing Funding Sources on the Website

e You can view the existing published Funding Sources data on the University website. Navigating
from the main University Postgraduate Homepage (http://www.manchester.ac.uk/postgraduate/)
to your relevant area (PGT/PGR) and then to the ‘Funding’ section. This displays a search facility
that displays all published Funding Sources and allows you to search by level of study, subject
area and nationality; or simply display all sources.

@ NOTE: Currently, detailed information about individual funding sources is only provided at

Postgraduate level,
st st Fuvudlonp oy are ity estr o 41 e Lnfwe oy ] Warchester ) WicsonolLdnfennes Ll JJ(BI
Fle Ed Vew Favorkes  Took  Hebp '
u S ; )| Sewh Favore 4 vigg B8 ¥ 3
() 140 st vt o Ub oot 3y g west iy st VU Bregacs et disdon {1 =000 L APt it mar it il i et gbantnocts g [ 90 © »en Q-

MANCHSTER scheall U5 2ol i .

Undergradestn BUTTLFTEE FELEY Inteemational Our Reswarsh  Dusisess Alumni Visttars Abaet Ly

v | Pusagradaans tavght | Inieengtianal g I adiates

Accounting and Finance MBS Scholarship

view tabbed content | Wigw 3il Lonteot (for ponting)

(AT criaivinty | Asoicotsan aed selection  Further infermation

Type of awerd

Scholarshp
Managing dapartments

e Faculty of Humamtes
o Marchester Business Scheol

Valup
Between ELO00-E16125 (far 2000/09 sritry Somifetihon
Specitied use
Tuatcn fess
Tenoble period
1 yeor
Continuation of award
otinuaton of the award 15 bosct Lo satifactory progras

Number avalleble

P to 4 (for 200809 entry competition)

&jDam [ R

e You will see that information about different aspects of the funding source is displayed under
numerous headings (Type of Award, Value, etc). These headings translate directly to Campus
Solutions, making them the fields that you will use to update the information. So for example, to
change the 'Value' information on the webpage you would need to update the information held in
the ‘Value' field for the corresponding Funding Source in Campus Solutions.

e If you now look to the URL at the top of the page, you will see that a section of it says id=. This

relates to the Funding Source ID (in Campus Solutions) for that particular set of funding source
data. So for example, in the screenshot shown below, the Funding Source ID is 00000002.

. =\ A = A, ; Y o B 5 | 84 =
f - ) S a | A+, D - = !
Back ) ﬂ \ﬂ (8 | J Search % Favorites 6- 3, = ) -_— 31 y ‘i

: Address féj http:ffwww.manchester .ac.uk/medialibrary/degreeprogrammes/fundingsources/results/display/?id000000028of fset=(

e This means that you can locate the information on the website that you wish to update, Copy this
numeric value and then Paste this into the Campus Solutions search dialog (as shown over the
page) in order to locate the corresponding information easily, ready for you to amend.
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Editing Information

Calling up the Funding Sources Data

After having identified the changes you wish to make from the web-page, copy the Funding Source

ID from within the web address (as shown on the previous page) so that you can use it to search as
detailed below.

Navigate To: Student Recruiting > Funding Sources > Funding Information.

4. Copy in the Funding Source ID and then click on the Search button. (The Academic

Organization value will default in, as you will only have access to update records for your own
school).

Funding Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value y Add a Mew Value

Limitthe nurmber of results to (up to 300): |300
Academic Institution; beains with ~|[UMANC Q

I Funding Source ID: begins with |DDDDDDDQ

Formal Title of Funding Source:| begins with + |

Academic Organization: beqins with |1DDD Q

Include History [] Correct History [] Case Sensitive

Search || | Clear |Basic Search [ Save Search Criteria

5. The funding sources information will then be displayed. You will also notice that there is an
Effective Date and Status displayed, along with the familiar Navigation Bar to scroll between
records. This allows you to verify that you are viewing the most recent data.

Academic Institution UMAMC The University of Manchester g

Funding Source 1D Q0000002

R E

Effective Date  |09/12/2009 [ Status

*Formal Title of Funding Source
Accounting and Finance MBS Scholarship

“Type of Award Scholarship v

*Owner 3016 @, Manchester Business School

“Managing Dept(s) 2001 Q) Faculty of Humanities =1
2016 Q, |Manchester Business Schoal [+ =]

*Value m

£3000 contribution towards tuition fees (for 2010/11 entry competition).

*Tenable Period m
1 year
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6. To aid you in navigating around the Key Data tab to locate specific fields, below is a reference
table showing all of the editable fields available within the tabbed section:

Funding Sources Section Tab Reference Table

Tabbed Section

Fields Available

Special Notes

Key Data

Effective Date
Status

Title

Type of Award
Owner
Managing Depts
Value

Tenable Period
Continuation
Specified Use
Number Available
Funding Provider

See page 24 for explanation of the difference between
‘Owner’ and ‘Managing Depts'.
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Adding a New Row

Each time an update is required to a set of funding sources data, a new ‘row’ of information will need
to be created with a corresponding Effective Date.

Navigate To: Student Recruiting > Funding Sources > Funding Information.

12. Call up the funding source data, as described on page 6.

Key Data
Academic Institution UMANC The University of Manchester i
Funding Source ID 00000002
Effective Date  |09/12/2000 [ Status B B =

*Formal Title of Funding Source
Accounting and Finance MBS Scholarship

“Type of Award Scholarship hd

*Owner 3016 G, Wanchester Business School

*Managing Dept(s) 2001 Q, |Faculty of Humanities [+ =]
3016 Q, \Manchester Business School =1

“Value 0

£3000 contribution towards tuition fees (for 2010/11 entry competition).

*Tenable Period m
1 year

13. Click on the little plus sign at the right-hand side of the page to insert a new Effective Dated
row. You should see that today’s date is now present in the Effective Date field and that you
have an extra ‘page’ showing on the Navigation Bar (in this example ‘1 of 8" as opposed to the
previous ‘1 of 7).

Key Data
Academic Institution UMANC The University of Manchester g
Funding Source ID 00000002

Effective Date  |12/0512011 [ status B B HE

*Formal Title of Funding Source

Accounting and Finance MBS Scholarship

14. This is the systems way of keeping track of the latest version of the data — it simply ‘looks’ to
the most recent Effective Date. By adding a new dated section you are telling the system that
you are about to make changes to the data, applicable from this date forward. You can now
begin to amend information across the various tabs, using the various editing methods discussed
over the coming pages.
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Amending Field Values

1. To change a field value, click on the look-up icon (magnifying glass) to be presented with a new
list of values to select from. Once the new value has been selected it will then appear in the
field, in place of the previous one.

*Oowner 3016 | : | Manchester Business Schoal

Look Up Owner

Academic Institution: LIMAMC

Academic Organization: | heginsg with » |

Description: hegins with |

Campus: hegins with | Q
Look Up Clear Cancel |Basic Lookup

Search Results

Wiy 100 First [4] 1-180 of 160 ] Last

Academic Organization Description Campus

1000 The University of Manchester AR

2000 Faculty of Eng & Phys Sci MAIN

2001 Faculty of Humanities AL

2002 Faculty of Life Sciences AL

2003 Faculty of Med and Hum Sci DAl

2005 University Administration AR

2006 Other University Activities AL

|

*Owner [7] |2001 QJ Faculty of Humanities

2. To change basic entry text fields, simply delete and re-enter the relevant data.

*Formal Title of Funding Source

Accounting and Finance MBS Schalarship

|

*Formal Title of Funding Source

Accounting and Finance Faculty Scholarship
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3. For bigger blocks of text, there is an HTML editing facility. Clicking on this notepad icon
will open up a full text entry and editing facility — allowing you to format the text exactly as you
wish for it to appear on the final webpage, using standard Microsoft Word functionality —
including bullet points, numbered lists, italics and hyperlink text.

*Value %»I

£3000 cantribution towards tuition fees (for 201011 entry competition).

Edit HTML
Academic Institution UMAMNC Effective Date 19/05/2011
Funding Source ID 00000002

Academic Organization 2001 .
Mz chars: 1000

HDO| & LB@E@m A9 |B I xx2Q|EE |- G E @

Between £5000 to £10000 for 2011/12

4. Once you have finished editing, you will need to click on the Save (disk) icon to verify your
changes and return to the main page. If you wish to discard your changes, click the Cancel
button instead.

H|D | X G @ @mE A9 B I x X Q0| E | = .o & & B @

Between £5000 to £10000 for 2011/12.

5. Some other field values are selected via a simple drop-down menu.

*Type of Award Schalarship hd
Bursary
Graduate Teaching Assistant i
Loan
Project Specific Studentship ]
Scholarship
Studentship

6. Finally, there is a Help Tip facility set up for some fields (question mark icon) which will provide
additional field information as the mouse is hovered across them.

*Type of Award Scholarship 3z

STUDEMTSHIF - norrmally full payment of tuition
fees plus a stipend for living expenses,
PROJECT SPECIFIC STUDENTSHIP - &s abowve but
the funding is attached to a named research
praject.

SCHOLARSHIP - normally payrment of sither
tuition fees or a stipend for living expenses.
GTA - normally payment of a studentship or a
scholarship plus reqular paid part-time teaching
duties during term time.

BURSARY - normally a one-off payment to help
with something specific (tuition fees, living
expenses, travel costs),
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Saving Data

Because the Funding Sources module uses Effective Dating (by adding a new ‘Effective Dated’ row in
order to begin editing); once you click on the Save button all edits thus far will be ‘logged’ to that
particular date.

If you navigate away from the Funding Sources page after saving, you will NOT then be
able to re-access the same page on the same date and continue editing. This is because in
order to edit, you need to add an Effective Dated row, and it is not possible to add more than one
row for the same date.

You should try to make all of your changes in ‘one sitting’ without navigating away from
the page

B Save || |54 Returnto Search | [Z] Hotify Er Add UpdateiDisplay [&# Correct History

I
: In a nutshell... You can edit and save repeatedly whilst within the Funding Sources component, but 1
j once you move away from that page, you will not then be able to edit the same data again until the I
1 following day :
I
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Comparing & Previewing

Comparing Versions

There is a facility to enable you to run a quick comparison between different versions of funding
source data which you may find useful when editing. Note that these functions will only be available
once you have made a change to the record and saved.

5. Click on the Compare icon (resembling 2 sheets of paper), located just underneath the
Navigation Bar. (This icon is available within each of the tabbed sections of the page).

Find | View Al First | 1 o7 8 I Last
Effective Date  |12/05/2011 [ Status B =[]

*Formal Title of Funding Source

Accounting and Finance Faculty Scholarship

6. You will now be taken to a page where the latest version that you are working with (identified by
the Effective Date) will be displayed at the top, along with some options for the previous
version(s) you wish to compare it to below.

Compare Funding Sources

Academic Institution
Funding Source ©
—)  Effective Date 19052911

Your current version,
identified by Effective Date:

Academic InsStution  UMENC QL The Undversity of Banchester

. - Funding Source 1D 30000002 'Q
The version (previous N -

Effective Dated record) that ——  EffectveDate Q
you wish to compare it to:

Rem

7. Select the Effective Date for the previous version you wish to compare with (you can do this via
the look-up) and then click on the Compare button.

Academic Institution UMANC The University of Manchester
Funding Source ID 00000002 Accounting and Finance Faculty Schalarship
Effective Date 19/05/2011

Academic Institution UMANC Gy The University of Manchester

Funding Source 1D oooooooz |G

Effective Date 09M12/2009 | Compare
Return
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8. A webpage will now open up (in a new window) displaying the differences between the two
versions, highlighted by different coloured blocks — purple for the latest version and blue for the
earlier version.

[T Petrenationsd  Ous Sesrardh  Busmess Al Baters  Alheet e
< Accounting and Finance Faculty Scholarship

> BeTl Ate aivien Accounting and Finance MBS Scholarship

o lmamameny) hndeg whoes  OWRSE FR0UITY OF MusaVes

g wtve pen shaby Ovemar Mas Fuiler foirwes o
4P ey -t Lot upeatol) Thu 17 Do 200N 11 4000 0Mr

b

* Panding e iherties Lot updatad: Wed L) Dec 2007 11 00«5 OeT

s ] Lt wpdatad vy wai bt
N Lot wpdeted byt mressers

Vahue
Retweow (100416 830 (b ITHOT/N entry competihine )
Saluasr C1000-4 MDD (Nir 200708 antry Campettan)

Batasnnr | Bamas | Conattett setian | Rmasehey | Piamieen of infeenatee | Saluate baly | Sonted

9. Only sections that have differences between the two compared versions will be displayed (this is
not a preview of the final web page). In this example we can see that we have differences
between the Funding Source Title; Owner; Date Updated, User; and the Value of the funding
source.

10. Once you have finished viewing this page, you can close this window. You will then be
returned to the Compare Funding Sources page within Campus Solutions where you need to click
on the Return button to be taken back to the main Funding Sources page.

Academic Institution UMANC The University of Manchester
Funding Source 1D 0oooo0ooz Accounting and Finance Faculty Scholarship
Effective Date 19/05/2011

Academic Institution UMANC & The University of Manchester

Funding Source IV 00000002 |G

Effective Date ognzrzo0e G Compare
Return

Academic Institution UMAMC The University of Manchester i
Funding Source 1D 00000002
Effective Date  |19/05/2011 [ Status BB =

*Formal Title of Funding Source
Accounting and Finance Faculty Scholarship

*Type of Award |50h0|3f8hiD v
*Owner 2001 Q. Faculty of Humanities

*Managing Dept(s) 2001 Q. Faculty of Humanities =]
3016 @, Manchester Business School =]
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Previewing Data

There is a facility to enable you to preview your Funding Source information, as it would appear on
the final published webpage. You can do this at any point after you have made changes to the
record, to verify that you are happy with it.

@ NOTE: It is advised that you always preview the webpage after making any changes.

4. Click on the Preview icon (resembling a sheet of paper with a pair of glasses), located just
underneath the Navigation Bar.

Key Data
Academic Institution UMAMNC The University of Manchester g
Funding Source ID 00000002

Effective Date |19/05/2011 [ status B HE=

*Formal Title of Funding Source

Accounting and Finance Faculty Scholarship

5. A webpage will now open up (in a new window) displaying the Funding Source information, as it
would appear on the final published webpage.

Ungsrgraduste Istermstsansl Ouwr Bescarch Sesmess Alssssw Viastars SAhaot Us
e+ . Accounting and Finance Faculty Scholarship
Type of award
» UUTE freng stves
SororThg
* raratcr o tmdg etice
* waveg wee vEe ety Managing academic departments
L e s :
Tasditas o Marctwster Busrwes SCPO0
* Fondng e Shertes
Nrddes €t Value
Sotemen £],500-£14,.300 (Yor 2007/5% eotry competton
* Luety cavtgty and

rrsamies Sp—— sod

v

Continusation of award

Conoegaton of the Jward o Suopect to satgfactory progness
Twton fees
Sumber avaladie
g 4 (or 2097/08 e amge
Funding providers
o Ids rvesesty of Manchesis

6. Once you have finished viewing this page, you can close this window.
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Making a Funding Source Inactive

Before you inactivate a particular funding source, you should always check to see if it is being
referenced by a set of Publishing Plan data. You do not want to inactivate a funding source if it is
linked to a specific plan, as this will then lead to broken web links.

1. Call up the publishing plan, as detailed on page 6.

Academic Institution UMAMC The University of Manchester g
Funding Source |D 00000002
4 [
Effective Date  |19/05/2011 [l Status | Active v B B ES=

*Formal Title of Funding Source
Accounting and Finance Faculty Scholarship

2. Click on the blue Information icon — this will the display a page showing if this particular
funding source is currently being referenced by a set of Publishing Plan data. If it is, then you
will need to make a note of the Academic Plan(s) listed, as these will need to be amended before
the Funding Source can be made inactive. Click on the Return button to exit this page.

Fund Source Pub Plans

Academic Institution UKMAMC The University of Manchester
Funding Source 1D 00000002

@ #H L4 L4
Acad Year Acad Plan Description Status Updated By Update Dttm
2010 02061 MSc Accounting & Finance Published MZyssjsC 200410 17:15:40
2011 02061 MSc Accounting & Finance FPublished mzysskhs 220910 14:51:08

Return

@ NOTE: If you need to amend some Publishing Plan records and have access to the Publishing

Plans module, click on the New Window hyperiink at the top-right of the screen. Navigate to
the Marketing Information screen, call up the relevant Publishing Plan record; create a new
Draft and amend the ‘Sources of Funding’ field accordingly,; Approve and Publish the updated
record] repeat as required for additional Plans.

@ NOTE: If you need to amend some Publishing Plan records and do not have access to the
Publishing Plans module, contact your relevant administrator.
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3. Back on the Funding Sources page, click on the little plus sign to insert a new Effective Dated
row.

Key Data

Academic Institution

LIMANC The University of Manchester o
Funding Source ID 00000002

Find | View All First 10 1 of 2 I 1agt
Effective Date  |19/05/2011 [

*Formal Title of Funding Source

Accounting and Finance Faculty Scholarship

4. On this new Effective Dated row, change the Status to be ‘Inactive’ from the drop-down list. If

the system detects any linked Publishing Plan records it will display a warning message — see
Step 2 on the previous page.

Status Inactive v
Active
Key Data
Academic Institution UMANC The University of Manchester g
Funding Source ID 00000002
Find | View Al First ) 1078 I Last
Effective Date | 19/05/2011 B Status % @’ =l
*Formal Title of Funding Source

Accounting and Finance Faculty Scholarship

5. Scroll down to the bottom of the page and click on the Save button.

ﬁ Save |

2, Return to Search | [ Notify |

[Ev Add | [JE] UpdateiDisplay| [ Inc <o | [[E# Correct History |
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Publishing
Automatic

There is an automatic publishing facility built within the Funding Sources module. The system
automatically detects any updates that have been made and then proceeds to pick these up and
publish them to the University website.

e This happens Monday — Friday at 6.00pm.

This means that after editing and saving a set of Funding Source information you need do nothing
else.
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Should you have an urgent update that needs to go live immediately and cannot wait until 6.00pm,
you can manually publish your updated information to the website.

@ NOTE: There may be cases where the changes you have made to a set of data require the

re-creation of ‘indexes’ on the University website (namely when you create a new Funding
Source or make an existing one 'Inactive’). In these scenarios your data would not appear on
the website until the main system update at 6.00pm, regardless of whether or not you
publish the record manually.

Navigate To: Student Recruiting > Funding Sources > Process > Bulk Publish.
5. Click across to the Add a New Value tab and enter a Run Control ID. This is simply an
identifier for your process. Click on the Add button. (If you have created a Run Control ID here

previously you can re-use this one as opposed to creating another, by searching for it under the
‘Find an Existing Value' tab).

Funding Sources Bulk Publish
Find an Existing Value ||

Run Control ID:|MBS_PUBLISH

Add

6. On the resulting screen you will need to enter the Academic Organization that owns the
Funding Sources you wish to publish. You can use the look-up to do this. You will then need to
select the Funding Sources to Publish — there are two options in the drop-down list:

a. Updated Funding Sources Only — This will publish all updated Funding Sources
(since 6.00pm the previous evening) only.

b. All Funding Sources — This will publish all active Funding Sources within the
specified Organization, regardless of whether or not they have been updated recently.

Run

Run Control ID:~ MBS_PUBLISH Report Manager Process Monitor
*Academic Institution UMANC Q The University of Manchester
*Academic Organization 2001 Q Faculty of Humanities
*Funding Sources to Publish | Updated Funding Sources Only  |»
Search Reset
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7. Once you have those options entered, click on the Search button to list all Funding Source

records matching that criteria. Tick the record(s) that you wish to publish and click on the Run

button

Bulk Fublish

8. You will now be taken to the Process Scheduler Request page where you should see the task

Run Control ID:  MBS_PUBLISH Report Manager Process Monitor |

Search Criteria

*Academic Institution UMANC G, The University of Manchester
*Academic Organization 2001 Q. Faculty of Humanities
*Funding Sources to Publish |AII Active Funding Sources v|
F | Search | | Reset |
Select Funding Sources Customize | Find | View 100 | | 1 425 of 37037 I Last
Funding Source Description Updated By  Update Ditm
00000006 Art Gallery and Museumn Studies Bursary miessard 08/04/09 09:53:59

*Publish Funding Sources’ listed and ticked. Click on the OK button to confirm.

Process Scheduler Request

UseriD: TRAIMNOA Run Control ID: MBS_PUBLISH
Server Name:l b | Run Date: | 12/05/2011 [#]
Recurrence:l V| Run Time: | 14:48:44 | Resetto Current Date/Time |
Time Zone: Q
Process List
zlect Description Process Hame Process Type *Type *Format Distribution
Publish Funding Sources UMPRCOGS Application Engine |Web v| THT v| Distribution
ok || cancel |

9. You will be taken back to the Bulk Publish page where you now need to click on the Process

Monitor hyperlink at the top of the page.

Bulk Publish

Run Control ID:  MBS_PUBLISH Report Manage] Process Wonitor | YA |

Process Instance: 2699882

Search Criteria

*Academic Institution UMANC 3 The University of Manchester
*Academic Organization 2001 Q Faculty of Humanities
*Funding Sources to Publish | All Active Funding Sources v |
F | Search | | Reset |
Select Funding Sources Customize | Find | View 100 | 0| 3 Fir=t £ 1235 of 37037 ' Last
Funding Source Description Updated By  Update Ditm
00000006 Art Gallery and Museum Studies Bursary miessard 08/04/09 09:53:59
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10. This will then open up the Process List and your User ID should default in (enter it if not). Click
on the Refresh button until you see the task listed with a Run Status of ‘Success’ and a
Distribution Status of ‘Posted’.

Process List [ ol o0

View Process Request For

UseriD:[TRAINDT Q@ Type: | | [Last
Server: Hame: C, Instance: | to |
R Distrbuton [ save On Refresh

Status: Status:

o |

= 4 ™
Process List Customize | Find | First 1o0f1 Last

Process . Distribution
Name User Run Date/Time Status

Select Instance Seq. Process Type

2699852 Application Engine UMFRCO0G69 TRAINO1 19/05/2011 14:45:44 BST SUCCesSsS FPosted Details

@ NOTE: As soon as the Run Status is set to 'Success’, the publishing task has completed.
We should verify this however by checking the Funding Sources Publishing Report.

11. Click on the Details link at the far-right of the task.

Process List Customize | Find | View Al B B First & 40f1 L Last
Process . Distribution .
SEIECT INStance : Frocess [Wpe Marme User Lun bate/lime hun Status etate | JREREIS
Select Instance Seq. Process T Name User Run DateTime Run Status Status Details
26993852 Application Engine UMPRCOG3 TRAIMO1|19/05/2011 14:48:44 BST SuUCcess Fosted Details

12. On this page, click on the View Log/Trace link in the bottom-right corner, and then on the
resulting Report_xxxxxx.txt link.

Parameters Transfer
Message Log View Locks

Batch Timinas

iew Log/Tracy

View Log/Trace

ReportID: 1701303 Process Instance: 2600882 Message Log
Name: UMPRCOE2 Process Type: Application Engine

Run Status: Success

Fublish Funding Sources

Distribution Details

Distribution Node:  psreports Expiration Date:
U O—
Hame File Size =51 Datetime Created
AE UMPRCOGS 2699382 stdout 290 19/05/2011 14:50:18. 908915 BET

1,164 19/05/2011 14:50:18.908915 BST

Report 2699882 .td

Distribute To

Distribution |D Type *Distribution [0
User TRAIMNO1
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13. This will then open up the Funding Sources Publishing Report (as a pdf file) in a new
window. You can verify here that the task has completed successfully.

R R R T T T T P P AR R R T R PR R R T PR R T P PR P PR T TR

oMo RUM CONMTROL PARAMETERS oMo
B R BB R BRR N B B RRH N B R R RROH W RO N B R

————— Funning in Bulk mode ———
PubTishing a1l active Funding Sources (limited to those selected by user)

Institution: UmamMC
academic org: 2001

D R R S TR R R R R R T TR R g R A

oW REPORT BODY oW
R R B R RN R R R B R R R R R B R R R R

The following funding sources were published

MO FURDING SOURCES WERE PUBLISHED

T TR R T R T AT

wOH W EMD FUMDIMG SOURCES PUELISHIMG REPORT wOE W
e e PP P P B P P PP P

00000006 - lrt Gallery and Museum Studies Gallery updated
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Creating a New Funding Source

Navigate To: Student Recruiting > Funding Sources > Funding Information.

1. Click across to the Add a New Value tab. You will see that the Academic Institution defaults
in for you and that the ID field is greyed-out and set to be ‘NEXT’. This means that the system
will automatically assign the next available ID to your new Funding Source. Click on the Add
button.

Funding Information

Find an Existing Value

Academic Institution: |UMANC G

Funding Source ID:

Add

2. Proceed now to populate the fields across the various tabs with your new funding source data.
Note that you DO NOT need to add a new row here, as the record is already Effective Dated.
Note also that the ID is still set to be *NEXT’, as this will not assign until you save the data.

Academic Institution UMANC The University of Manchester o
Funding Source ID MEXT
4 11
Effective Date | 19/05/2011 5 Status | Active &/ BB H=E
*Formal Title of Funding Source 2]
*Type of Award 4
*0wner Q
*Managing Dept(s) Q =]
“Value =
“Tenable Period =
3. Click on the Save button at the foot of the page to complete.
B Save | |[E] Metify S Add Update/Dizplay | | & Include Hiztory [EF Correct History
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4. If you attempt to save the record whilst there is still some mandatory data left unpopulated, then
a warning message will display on screen asking you to go back and correct it.

Highlighted fields are required. (15,30)
Enter data into the highlighted fields.
| ook |
Key Data
Academic Institution LIMAMNC The University of Manchester i
Funding Source 1D MNEXT

Find | View All First B 1 or1 I3 Last

Effective Date  |19/05/2011 & Status B B F[E=

*Formal Title of Funding Source

*Type of Award | Scholarship v|
*Owner 2002 QU Faculty of Life Sciences
*Managing Dept(s) 2002 Q) Faculty of Life Sciences

& =

5. When you click on the Save button and the system verifies that all mandatory fields are
populated, then the Funding Source ID will be assigned.

Academic Institution UMAMC

The University of Manchester o
Funding Source 1D 00000157
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Further Information & Final Pointers

As we have now come to the end of the training session, here are a few final points to note about the
Funding Sources module in Campus Solutions:

2.

10.

11.

12,

As this is a new module in Campus Solutions, a number of existing funding sources have
been made inactive, as they haven't been updated in a while. Therefore before creating a new
funding source you should check through your existing entries — it may be that the funding
source you require already exists and simply needs to be updated and made active again.

You can only update the Funding Source information for your own school.

Changes made are Effective Dated, and so multiple changes to the same record cannot be
made on any one day.

The Owner field on the Funding Sources page relates to the faculty/school that is responsible for
managing/updating that set of Funding Sources data. There can only be one value entered here
- there is no shared ownership of the data. This field is not displayed on the final published
webpage.

The Managing Dept(s) field related to the faculties/schools that deal with these particular
funding source applications and handle the awards. Multiple values can be selected here and this
information is included on the final published webpage.

The International Eligibility field allows you to select one or more international options that
are eligible for the award. The international options are hyperlinked, allowing you to view a list of
countries under each title. If you select options within this field, then the Nationality Restrictions
field will no longer be available to you.

The Nationality Restrictions field allows you to select one or more individual countries to
which the award is eligible to. If you select options within this field, then the International
Eligibility field will no longer be available to you.

The Project Summary field is only used to enter details of a project-specific studentship.

You can use the Information Icon at any time to check if a Funding Source is linked to any
Academic Plans.

When specifying URLs within fields (such as in the ‘Other Links’ section of the *Contacts’ tab)
you need to ensure that you specify the http:// at the start of the address. If the system cannot
detect this, a warning message will be displayed.

Requesting Access - To request access to the Funding Sources module, please complete the
online BAS Access Request form, available via the following link:

http://remedy.manchester.ac.uk/cgi-bin/BASUserAccess/controlpanel.cgi
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Reference Glossary
Accessing Documentation

All of the Campus Solutions Training Guides and Reference Materials can be downloaded from the IT
Services Training Team website at:

www.itservices.manchester.ac.uk/trainingcourses/coursesforstaff

@ NOTE: Reference Glossaries no longer contain details of functions such as User Defaults;
Adding a Row, or explanations of widely used system terminology. For details of these basic
functions please refer to the Campus Solutions Introduction.
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