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MONITORING REVIEW/APPROVAL PROCESS FOR COURSES 

 

1. Course status can be monitored by going back into course via ACALOG. Click on Courses on the left hand side.  

 

2. To access courses, utilize the Course Filter. Enter in following field(s); Prefix, Code or Number, and Type and click 

on Filter. This will bring up the existing course. Click on the course.  
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3. You can review the events associated with the course by clicking on the tab Version Auditing. 

 
 

RESPOND TO AN EMAIL ACALOG NOTIFICATION FOR COURSES 

 

1. There are different types of Acalog Notifications: 

 Acalog Version Auditing Audit Event Notification Alert  

 This is a Version Auditing Audit Event Response Notification 

 Acalog Version Auditing Audit Event CLOSED Notification 

 Acalog Version Auditing Audit Event CANCELLATION Notification 

2. To review the notifications, log into ACALOG and from the Home page, click on Version Auditing on the left of 

the screen. 
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3. Click on the My Alerts tab. 

 
 

4. From this page, you can see what alerts require your attention. For course related alerts click on the Courses 

tab.  
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5. Click the Expand  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, 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. 

 

6. If changes require the course form to be updated, Review relevant attachments, View Attachments. 

i. Download and rename the Course Curriculum Form by clicking on the most recent version 

of the form. 

ii. Make recommended changes and/or provide comments. 
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7. Upload revised document into Attachments. Click on Edit Item, this will take you to the Course main page. Click 

on Attachments tab, proceed with upload process by choosing file via Browse and then click on Upload 

Attachment.  

 

 

 
8. After file uploads, proceed back to audit alert for course. Click on Response Requested. Navigate to the tab My 

Response. 
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9. Choose the appropriate response; Accept or Reject Changes. Include in comments local date and time. Click on 

Respond.  

 
 

10. Once your response is submitted, it will take you back to the My Alerts page. Click on the button Show All Audit 

Events Alerts and the alert just closed will show on the list.  Click on add a new audit event alert associated with the 

course. Complete the audit event alert process and select the editor/manager who sent the original alert. This is 

how you respond if changes were requested. Failure to send an alert may result in a delay in process.  

 

 
 

 

 

 

 


