STANDARD OPERATING PROCEDURE
Curriculum Review via Acalog

PROCEDURE:

An email audit alert will notify the Editors that curriculum for their review is pending.
1. Log-into ACALOG

a. https://guamcc.acalogadmin.com/login.php
b. Enter your username

Selecting a catalog
immediately after logging
in is a Best Practice and is

c¢. Enteryour password highly recommended.

2. Select a catalog from the dropdown. See figure 1.
a. For AY 2013-2014, select Working Guam Community College 2014-2015 Catalog

3. From the left menu options, select Version Auditing, see figure 2

4. Select “My Alerts” from the top menu options, see figure 3.

5. Atop sub-menu will display. See figure 4.

a. Review the displayed table.
i. Determine where your open events are located.
ii. From the top sub-menu select the area where your open events are located.

6. InFigure 5, the open events are located in “courses”. Begin your review by:

a. Click review history to see the details prior to your response.
b. Click review attachments to see documents.
¢. You may also press the + or —to expand or collapse the audit event

7. Infigure 6, see the “response” column. In this example, the name is “Johanna Camacho”. When “response
requested” is selected, another top-sub-menu appears, see figure 7.

8. For the LOC Chair or Co-Chair, the audit event should be forwarded to the appropriate Dyad by creating a new Audit
Event. This will cancel the Audit Event to the LOC Chairs. Click on “Add a new audit event alert”. See figure 9. This
will generate:

a. Either a new email alert to the appropriate Dyad (e.g. Dyad 1, Dyad 2, etc.)
b. Or notify the Department Chair of the curriculum disapproval. The DC will communicate with the author the
requested changes.

9. For other Editors (i.e. Deans, Dyads, etc.) Select from the top sub-menu, “my response”. See figure 8.

a. Either select approve or reject.

b. Enter your comments. It is recommended that you enter the date of approval as the system time is based on
Florida’s time.

c. Click on “respond”

10. Click on “Add a new audit event alert”. See figure 9. This will generate:

a. Either a new email alert to the next approver

b. Or notify the Department Chair of the curriculum disapproval. The DC will communicate with the author the
requested changes.

11. Complete the following:

a. Enter your comments
b. SELECT: “Invite the people selected below to comment on this audit event, and send additional notification via
email.”

c. Select a recipient; either a group or individual(s) from appropriate list of values or list based on the
curriculum manual process. Please refer to the Approved Curriculum or the Flow Chart in Appendix K of the
Manual for details.

d. Click, “Create Audit Event Alert”
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Figure 1
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Figure 3
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Figure 4

My Alerts Hy Events All Events

[working Guam Gemmunity Gollege 2014-2015 Catalog

Custom Pages [ Programs Shared Cores Courses

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 algroup in which you are a member has received an audit item. A summary is provided
below. Choose a tab abave to view your audit event alerts for the following audit items: custom pages, hierarchy items, programs, shared sores, or courses

Custom Pages Hierarchy Itetns Programs Shared Cores Courses g}

Open Audit Events: o Events Ho Events No Events Mo Events 1 Event

Closed Audit Events:  No Events No Events No Events Mo Events No Events
Active Routes: o Events o Events No Events Mo Events No Events
Closed Routes: Ha Events Ha Events No Everts Mo Events No Events

Figure 5

Audit Events Responses Version Status
€D 180 - Language Arts in Early Childhood [view History] [View Attachments] Change to: Working

nofz Current: Approved
Add 2 new snapshot, # add a new sudit event alert, * add a new route, i
(#Add & new snapshot, # add & new sudit event alert, % add s new route ot e

AUDIT EYENT
Date: 11/17/2013 17:49:27 [Revisw Snapshot] LOC Chairl - o response yet.
Created By: Juan Flores LoC Chairz - o response vet.

Comments: Approved November 16, 2013,

EMS 103 - Emergency Medical Technician (EMT) [view History] [View Attachments]

— Current: Working
#Add 5 new snapshot, #add & new audit event alert, *add a new route Change ta: Appraved
EN 110 - Freshman ¢ [view History] [wiew ] etz s e

~ (#Add a new snapshot, #*add a new sudit event slert, *add a new route ° Change to: Approved
AUDIT EYENT
Date: 11/07/2013 21:26:26 [Review Snapshot] LOC Chairl - No response yet,

Created By: Gina Tudela LGG Chairz - No response et,

Comments: Routed to LOC for their review and approval

HS 203A - Food Safety & Sanitation ) [tiew History] [Yiew ]
#Add 5 new snapshot, #add & new audit event alert, *add a new route
AUDIT EVENT

Current: Working
0of2 Change to: Approved

Date: 11/17/2013 17:55:37 [Review Snapshot] LOC Chairl - fis response yet.
Created By: Juan Flores LOC Chairz - o response vet.

Comments: Approved November 16, 2013
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Figure 6

My Alerts

My Events AllEvents

[Warking Guam Cammunity Collags 2014-2015 Catslag

stom Pages

Shared Cores

Use the expand and cantract icons (&, ©) to view and hide audit events for courses below
To preview the snapshot, elick on the Rewiew Snapshot link. To view respanse details, click on a response link. To view the full audit histary click the View fistory link. Ta view all atatchments elick the View dttachments link. Add new snapshots, audit
event alerts or rates by dicking the Add = new audlé event snapshot, add @ new audit event alert, ar route 1o @ group links. Ta change the course version status, dlick an the new desired version status at far right
Audit Events Responses
EMS 103 - Emergency Medical Technician (EMT) [View History] [View iftachments]
#»4dd 3 new snapshot, #3dd 3 new audit event alert, # add a new rmute Hone
AUDIT EVENT
Date: 11/14/2013 13:15:05 [Revicn Snapshet]

Create trick Clym Johanna Camachd - Response Requested
Comments: Rejecte

HL131 is both 3 prerequisite and a co-requisite. A call to the department revealed this is not the intention and the request will be resubmitted.

SNAPSHOT

Date: 11/05/2013 18:42:16 [Review Snapshot]
Created By: Johanna Camacho
Comments: Credits are proposed to change from 7-8 to 8

Figure 7

My Alerts My Events All Events Configuration & Tools
[Working Guam Community College 2014-2015 Catalog (B alerts ¢ Recent Iterns
Custom Pages Hierarchy Items Programs Shared Cores Courses
Review Changes My Response History Attachments

Review Changes

You have been asked to review editorial changes made to this course. Review changes on this page, then click My Response abave to register your awn comments, and to approve or reject the changes.
Hide audit event details.

EMS 103 - Emergency Medical Technician (EMT) (8)
1171472013 19:15:05

Event Creator:  Patrick Clymer

Event Comments:

Rejected. HL131 is both a prerequisite and a co-requisite. & call to the department revealed this is not the intention and the request will be resubmitted
View associated with this course

The audit event alert snapshot is shown below. Select a comparison snapshot to show changes.

Left: [Ti/ie/z013 15115105 by Patridk Clymar - Rejacisd HLT3L is both  prereauisis and 3 cos ]
Right: [ Select One,

]

Load Comparizan Compare Sid

Compare Snapshots

[ 7]|[ | Uee this view ta compare snspshots side-by-side. Click the Combine and Show Changes butten sbove ta changs to Combine Snapshots view ta see changes visuslly.

11/14/2013 19:15:05 by Patrick Clymer [This Event: Response Requests

ed]
Comment: Rejected. HLL31 is both a prerequisite and a co-requisite. A call to the department revealed this is not the Comment: No Comment
intention and the request will be resubmitted.

. - h
EMS 103 - Emergency Medical Technician (EMT) (8) o event chosen

This course is designed for ambulanee service members and others who need to be trained to the level of ENT,

Students will learn how to provide emergency care to victims of accidents and iliness, recognize the nature and

serinusness of the patient’s candition, assess the patient's requirements for emergency care, and administe:

appropriate pre-hospital care to stabilize the patient’s candition. Upon suceessful completion of this ¢ bourse students

will be eligible to test for the National Registry of EMT (NREMT), national certifying examination. Fermerly ©1103,
ourse Offering: 4s nesded,

Prerequisite(s): HL 131, EN 110 and MA 106 Minimum age 18 years old with s high school 2 or GED. Police,
Court & Drug clearances will be requied 30 days prior to dlinical times. Police and court clearances must not have any
charges, convictions, or pending cases. All clearances will be st Guam Memorial Hospital and Guam Fire Department's
discration for final approval. If unapproved from either ageney, the student will not be allowed to complete dlinical
hours and/or ride alongs that are required to successfully complete th course. Unsuccessful eompletion of the course
will resukt in a student being unable to sit for the National Exam. Physical Exam (not alder than & manths prior to
clinical times). alid Drivers License.

Corequisite(s): HL131

Student Learning Outcomes (SLOs):

Upan successful completion of this course, students will be able to:

Seaich Deskiop

My Alerts

My Events All Events Configuration & Taols
[Werking Guam Community <ollege 2044-2015 Catalog Blerts | Recent Trems (@) Help
Custom Pages Hierarchy Items Programs Shared Cores Courses
Review Changes My Response History Attachments

My Response

You have heen asked to review editorial changes made to this course. See Revrew Changes 1o see the edits, and then use this section to register your own comments, and ko approve or reject the changes
Hide sudit event details

Course:  EMS 103 - Emergency Medical Technician (EMT) ()
Event Creation Date:  11/14/2013 19:15:05
Event Creator:  patrick Clymer
Event Comments:  Rejected. HL131 is both a prersquisite and a co-requisite. A call to the department revealed this is not the intention and the request will be resubmittsd,
You must complete required fields.

Approve or Re

[Fese chonse whether you spprove o refect the changes. To view the changes, see Review Ghanges ahove.]
O approve changes,

O Reisct changes.

Comments

Please enter comments to explain why you approved or rejected the changes.]
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Figure 9

My Alerts.

My Events All Events Configuration & Tools
[Warking Guam Cammunity Callags 2014-2015 Catalag [ Alerts | Recent Items  Heln
Custom Pages Shared Cores Courses
Audi Responses Version Status
EMS 103 - Emergency Medical Technician (EMT) [View History] [View Attachments] e
Add 2 new snapshot, #2dd a new audit event alert, 3 add 2 new route Nene Change to: Approved
SNAPSHOT
Date: 11/05/2013 18:42:18 [Review Snapshot]
Created By: Johanna Camacha
Comments: Credits are proposed ta change from 78 to &
My Alerts My Events Al Events n & Tools
[orking Guam Gommunity Gollege 2014-2015 Gatalog v | ({00 [ Alerts ¢ Resent Itemns @ Help
New Audit Event Alert for: Emergency Medical Technician (EMT)

Creating an audit slert initistes an approval cycle through which other users, or & araup of users, are invited to approve, reject, and comment on revisions ko an audit item, To protect an item that is being reviewed, it is recommended that an audit
lock is placed on the audit item, If there is an active route in place for this item, the aroup associsted with the route must me included in the alert, You may alse choose to include yeur event auditors or sther managers or managers, You may instead
create a #new snapshot or #new route for this item,

You must complete required fislds.

Enter C ts:

[Acalog includes an alert system thraugh which users are notified of sudit events when they lag in to the system. You may 2lso chosss ta have the system send an email alert by choosing the appropriate radia button belaw.]
Invite the people selected below to comment on this audit event, but send no email

[e] h le selected bel his aud b d I
Invite the people selected below to comment on this audit event, and send additional notification via emai

® h le selected bel his auch d send additional notif I

[Choose people to notify below, Hold down the "Ctrl" key (Command on a Mac) to select or deselect multiple names, Use the radio buttons below to specify your prefersnces for notification.]
Group: See Group Herbers

My Event Auditors (Preselected): Other Editors/Managers:
No current evert: auditors Dyads, LOC [Editor] =~

Tudela, Gins [Editer]

Comparison Snapshot:

[You may pre-select the snapshot that will be automatically compared ts the current snapshot of this item when other users respand to this audit event.]

Gompare to: [select one..

[ Audit lock this course? [Protect it from being edited or having additional audit events created until the lock is removed.]

Craata Audit Event Alart

Document History
First Draft November 20, 2013

Second Draft December 2, 2013
Sent to Deans & AVP  December 2, 2013
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