How to Attach Documents in Acalog

After logging in, Select catalog; “Working Guam Community College 2014-2015 Catalog”
Click “Version Auditing”

Click “My Alerts”

Click “Courses or Programs”

Locate your Audit Event. If it does not appear click on “Show All Audit Events Alerts” button,
then locate your Audit Event (e.g. CUL200)

Click on “Edit Item”

Click on “Attachments” NOTE: If an editor has already entered

6.

7.

8. Click on “Browse” the Response Requested screen, the editor
9.

1

Locate & select your file, then click “Open”. must exit and go to My Alerts (Step #3).

0. Click on “Upload Attachment”

Acalog ACMS™ Publisher

Logged in a clymer / Logout

Publisher Home My \iaris My Events All Events Configuration & Tools

User Accounts Waorking Guam Community Cdllege 2014-2015 Catalog j m
Account Types

Custom rayca Shared Cores
Catalogs
Gateway Options My Alerts
Audit event alerts are invitations for you to review edits for comment, and to approve or reject change(s). Route event alerts are notices informing you that a

Gateway & Content group in which you are a member has received an audit item. A summary is provided below. Choose a tab above to view your audit event alerts for the following

PermaLink Usage audit items: custom pages, hierarchy items, programs, shared cores, or courses.
Item Types
Hierarchy =
Custom Pages Hierarchy Items Programs Shared Cores Courses
Programs & Cores
Courcac Open Audit Events: No Events No Events No Events No Events 1 Event
. - Closed Audit Events: No Events No Events No Events No Events & Events
FlashPaoint™ Links
N Active Routes: No Events No Events No Events No Events No Events
EELO) L Closed Routes: No Events No Events No Events No Events No Events
-—
Custom Pages Hierarchy ltems Programs Shared Cores Courses

My Alerts

Click the &J icon to see alert details for courses in the table below. To view a snapshot, click on the Review Snapshot link. To respond to an audit ever
click on the Response Requested lipk. If available, you may view other users’ responses and comments by clicking on the response link next to a user n:

Audit Event Alerts
Only audit event alerts ti uire a response are shown. Click the button below to show all audit event alerts.

Show All Audit Event Alerts

Audit Events Responses

) HS 208 - Managing Service in Food & Beverage Operations [View History] [View Attschments] Response Requested
##Add a new snapshot, . add a new audit event alert, #add a new route.

L L+ ———

_| € & ntips:/fouamec.acalogadmin.com /auditjmy_slerts.php?object_type=cashow_all=0&page=3arpage=1 <] ‘ ‘ Bl - Bing ,0| B-

Acalog ACMS™ Pul

Logged in as: editor.plc / Logout

Publisher Home

ﬂ User Accounts H | Working Guam Community College 2014-2015 Catalog

jm 7] Alerts g | Recent Items

Custom Pages Hierarchy ltems Programs Shared Cores Courses

Catalog Preview

Gateway & Conient My Alerts
Permal.ink Usage Click the & icon to see alert details for courses in the table below. To view a snapshot, click on the Review Snapshot link. To respond to an audit event alert,

Hierarchy click on the Response Requested link. If available, you may view other users’ responses and comments by clicking on the response link next to a user name.

Programs & Cores

Audit Event Alerts
Courses

Version Aus All audit event alerts are shown. Click the button below to show only audit event alerts that still require a response from you.

Show Only Audit Event Alerts that Still Require a Response from Me |

Audit Events Responses

) CUL 180 - Garde [Edit Item] [View History] [View Attschments] Response Complete
#*Add a new snapshot, # add a new audit event alert

) CUL 200 - Baking I: Breads and Baking [Edit Item] [View History] [View Attachments] Response Complete
# Add a new snapshot, # add a new audit event alert

() CUL 220 - Baking II: Patisserie [Edit Item] [View Hi jew Attachments] Response Complete
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Acalog ACMS™ Publisher Logged in as: editor.plc / Logout

Publisher Home Courses

User Accounts " Working Guam Community College 2014-2015 Catalog j m Recent Items ) Help

Catalog Preview Summary Preview Version Auditing Attachmen's

New Course

e E Yo il Course: CUL 200 - Baking I: Breads and Baking (4)
Permalink Usage

Course Title: CUL 200 - Baking I: Breads and Baking (4)

Hierarchy

Acalog ACMS™ Publisher Logged in as: editor.plc / Logout

Publisher Home Courses

User Accounts " |erking Guam Community College 2014-2015 Catalog m [54 Alerts g | Recent Items &) Help

Catalog Preview Summary Edi Preview Version Aus

achments New Course

[ e tallY Attachments for: CUL 200 - Baking I: Breads and Baking (4)
Permalink Usage Add a new attachment or manage existing attachments for this course. Click on an attachment name below to download the file.
Hierarchy
Programs & Cr™ s
Courses

Version Aua.“\ng

L« Upload Attachment

4 Attachments

ilename size Upload

te Uploaded By ck Delete
(W | 2014-02-11 OAdopt CUL200.doc 123.00KB 2014-04-04 03:35:46 Johanna Camacho Unlocked Delete

View the attachment log to see a history of attachment events for this course.

[x]

QU

|+ Libraries + Documents = Registrar fies + _Files + Acalog + Version Auditing + Culinary Arts-reved from dept +

| search Culinary Artseved fro... 2l

Organize v  MNew folder -~ [l @
Favorite: i
5t Favorites Documents library Arange by Folder -
I Desktop Culinary Arts-reved from dept
I8 Donrloads =
. Name - Date modified Tyoe se |-
‘& Recent Places

1 LMP-HTMP Files SP14 3/12/20142:11PM  File folder
9 Lbraries 2014-02-18_0Adopt_HMOO0AS-1{plc.editor).doc 3/13/2014 10:49 AM  Microsoft Word 97 -, 2118
Doauments 3] cui120 Foodservice Sanitation Sp2014.doc 3/11/2014 3:55 PM Microsoft Word 97 -... 124KB
é :j;s 51 CUL140 Culinary Foundations I 5p20 14.doc 3/L120144:19PM  Mirosoft Word 97 - 136 KB
) cuL 145 Cuinary Math Sp2014.doc 3/11/2014 2:26 PM Microsoft Word 97 ... 121KB
(] cuL160 Culinary Foundations IT Sp2014.doc 311/20144:29PM  Microsoft Word 97 .. 1348 [
+&) HomeH (51} Cui 180 Garde Manger Sp2014.doc 3/11/20144:33PM  Microsoft Word 57 -.. 125k8

0} cu ads and Baking [ Sp2014.dac 3/L1/2014 4: 15 PM =
1% Computer 8] cuL220 Baking II- Patisserie Sp2014.doc 3/11f2014 4:34PM  Microsoft Word 97 -... 122KB
£ tomlpek () El ) L 240 Pacific and Asian Cuisines Sp2014.doc 3(3/20142:03PM Microsoft Word 97 -.... 72k8 =

File name: [ CUL200 Breads and Baking 1 Sp2014.doc | JanFies ¢

| Acalog ACMS™ : Manage Course Attachments | = :

|
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Catalog Preview Summary Ed Preview Version Au

New Course

Gateway & Content Attachments for: CUL 200 - Baking I: Breads and Baking (4)
PermalLink Usage

Add 3 new attachment or manage existing attachments for this course. Click on an attachment name below to download the file.
Hierarchy

P &C Choose a file to upload:
Eogromsis L s [Select a file to upload from your computer or a networked hardrive. The maximum upload size is 25 megabytes.]

Courses Browse.. | No file selected.

Version Aus
hment? [Locked attachments may not be deleted. Only you or a manager may unlock this attachment.]

size Upload Date Uploaded By ck lete
14-03-11 OAdopt CUL200.doc 123.00KB 2014-04-04 03:35:46 Johanna Camache Unlocked Delete

|20

View the attachment log to see a history of attachment events for this course.
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