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The Program Guides System
Introduction

The Program Guides System (PGS) stores a complete record of published program guides, and allows staff to create new drafts when there are program amendments.
The system controls the publication of these guides, and also produces PDF versions of the guides for committee approval (if required).

The system takes some information, including the program structure, from PeopleSoft, whilst schools can edit other information.

Staff Security Roles
Each staff member who has been given access to the PGS will have been allocated a security role. The system has several security roles. These roles restrict access within the system to the functions that pertain to each staff member.

As a rule, these roles align closely with the program approval process and the general program guide lifecycle.

Staff access will also be restricted to school or college, which means most staff are only able to edit or work with guides from their own school or college.

The three main security roles are described below.

Program Developer
Most school users will have this role. A Program Developer is able to create new drafts, edit guides and submit them for approval. 

Program Developers usually have their access restricted to a single school.
College Approver
College Approvers are generally central college staff who, in addition to having Program Developer rights, are able to Endorse guides. Guides are Endorsed when the college approval process is complete (usually after College Board approval).
College Approvers usually have access to all schools in a college.

ARG Administrator
This is a very limited security role, generally for staff of the Course and Program Administration unit in the Academic Registrar’s Group.
ARG Administrators have access to the guides from all schools, have all the rights of Program Developers and College Approvers, and are the only staff who can Publish a guide. They can also Unpublish or Discontinue guides.

ARG will not publish a guide until it has completed the approval process.

Guide Locks and Timeouts
Guide Locks
The PGS has a “locking” mechanism in place to prevent multiple users accessing the same guide at the same time. If another user has loaded a program guide when you try to load it, you will see a message under the guide status on the Program Guide Selection page. This message will read “Locked by Ennnnn”, where nnnnn represents the E-number of the other user.
You will still be able to view the record, but you will not be able to edit it whilst it is locked.

Locked guides are unlocked after 30 minutes, or when the user logs out.

These locks also apply if a user accidentally has two browser windows open. If you have multiple browser windows or tabs with the PGS loaded, you may lock yourself out of a guide. To release these locks, log out and log back in again.

Timeouts
The PGS has an automatic timeout system to prevent you from locking records for long stretches of time.
After 25 minutes of inactivity, you will receive an alert warning you that you will soon be logged out. Five minutes later you will be logged out of the system.

Be sure to save records frequently to prevent loss of work.

The Program Guide Lifecycle
This section explains the lifecycle of a program guide, specifically with regard to the Program Guides System. This section does not describe the broader program approval process, nor does it describe internal college approval and communication processes.

For further information, and detailed process steps, please contact your college Academic Development area.

Broad System Lifecycle

The program guide lifecycle, up until the point a guide is published, is shown below.
Lifecycle
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Process Steps
The steps in the above diagram are explained in further detail below.

1. Program configured (created/amended) in PeopleSoft.
Before a Program Guide can be created in the Program Guides System, the program record must be created in PeopleSoft.
If the program already exists, but there is a change to the structure or some other change that needs to be stored in PeopleSoft, then the PeopleSoft record must be updated.
2. Draft guide created in the PGS.
Once the PeopleSoft record has been created or updated, the school can create a new draft guide in the PGS. Before creating a new guide, the school should consult with the college Academic Development area with regard to the changes required, and to clarify the exact process required.
3. Draft guide edited/updated in PGS.
Once the new draft guide has been created, the content can be entered/updated. PeopleSoft data will be imported into the system automatically. If the program structure has been amended, it can be “refreshed”, to ensure it is up-to-date.
Once the school is satisfied that the guide is ready for approval, the guide is “Submitted” in the PGS. Once submitted, the guide is no longer editable by the school.

4. College approval process.
The college will have different approval requirements for different types of change. There may be several committees who must approve the guide. Your college Academic Development area will be able to advise in more detail.
Once the guide has completed the college approval process, the college will “Endorse” the guide in the system. Once endorsed, the guide is no longer editable by the college.
5. University approval process.
Again, the university approval process will vary depending on the nature of the proposal. A new Bachelors degree, for instance, will require the endorsement/approval of Policy & Programs Committee, Academic Board, and Council. A new TAFE program will only require sign-off from the Director (TAFE).
Once a guide has completed the university approval process, ARG will “Publish” the guide.
6. Guide available on Handbook site.
When ARG publish the guide, it is uploaded to the RMIT website.
If there is a previous version of the guide already published, then the previous version will be removed from the web and archived in the PGS, and the new version will be uploaded to the web (the system will process all these actions when ARG hit the Publish button).
7. A guide that has been Submitted or Endorsed, can be moved back to Draft if it requires further editing.

Statuses
The lifecycle above shows the various statuses a guide will move through during its life.

To view the status of an individual guide, load the program record and go to the  Program Guide Selection screen.

Here you can also see the version number of the guide. Each time a new draft is created, it will be allocated a new version number. This allows you to find previous versions of a guide.

The different guide statuses are described below.

Draft

A draft guide is one that is not yet ready for submission. As a guide is being developed, it will be in draft status. Staff with Program Developer or College Approver roles (see Staff Security Roles) will be able to edit a draft guide.

There can only be one draft guide for a program/plan/campus combination at any one time. 
Submitted

Submitted status indicates that the guide has completed its initial development, and is currently being assessed by the College. 
Staff with the Program Developer role cannot edit a guide that has been Submitted.

It is not possible to create a new draft guide if there is another version of the guide (program/plan/campus) in Submitted status.

Endorsed

An endorsed guide is one which has completed the college approval process. ARG will publish the guide once it has been approved by any required university committees such as Policy and Programs Committee. If no university committee approval is required, ARG will publish the guide.
It is not possible to create a new draft guide if there is another version of the guide (program/plan/campus) in Endorsed status.

Published

A published guide is one that is on the RMIT Handbook website, available to students.
It is the official, authorised program guide for students.

A published guide cannot be edited in the PGS. If there are errors in a published guide, then, depending on the nature of the errors, either a new draft should be created and approved, or the guide should be temporarily “unpublished” by ARG.

Unpublished

If a guide is in Unpublished status, this is an indication that it has been removed from the web temporarily by ARG. There may be a variety of reasons for this. In most cases, a guide will be unpublished if there is a typographical error or other minor edit which needs to be made that does not require college or university approval.

Discontinued

If a program is discontinued or no longer being run, then the guide will be Discontinued in the system. This will remove the guide from the web and archive it. ARG will need to  be advised when a program is to be discontinued.

Archived

A guide is automatically archived when it is removed from the web. Only published guides can be archived. 
Archiving
All published guides are automatically archived in the system once they are replaced with new versions.

These archived versions can be viewed via the Program Guide Selection screen.

Deleting Guides
Any guide that is in Draft, Submitted, or Endorsed status can be deleted. However, a guide should only be deleted if the Year of Introduction is incorrect (the Year of Introduction cannot be edited once it is first entered). If a guide is in Draft, Submitted or Endorsed status, and the Year of Introduction is correct, then the guide should not be deleted. If it needs to be edited for future approval, the status can be changed to Draft.

Only ITS Helpdesk staff have the ability to delete a guide.

It is NOT possible to delete a guide from the system once it has been published. A published guide can, however, be removed from the web.

Removing/Replacing Published Guides
Once a guide has been published on the RMIT website, there are some circumstances under which the guide may need to be removed from the web.
The process varies depending on the reason for the guide being removed.
See the Status descriptions (Discontinued and Unpublished) above for further detail.

Updating the Program Structure
It is not possible to amend a program structure via the Program Guides System. Any amendments to a program structure must be made by ARG directly in PeopleSoft.
The PGS takes an extract of information from PeopleSoft. This extract includes the program structure.

The most common type of program amendment is one that changes the program structure in some way, whether it be substituting electives or fine-tuning the sequence of courses. Amendments to Higher Education programs require approval of the program guide, so the program guide must be accurate before this approval can be granted. This means that PeopleSoft must be updated before the program guide is submitted.

In general, this will require schools contacting ARG to arrange for the program structure to be changed in PeopleSoft (“future-dated”). These changes will then be available in the Program Guides System, where a new draft can be created. This will ensure that what is setup in PeopleSoft is what is approved.
Logging In
Accessing the Program Guides System
Login
1. Using your browser, navigate to http://www.rmit.edu.au/staff/programguides. 
2. Click the link to the Program Guides System.
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3. Enter your Staff ID (E-number) and regular network password.
4. Click Login (or press enter).
If you have any problems logging in to the application please contact the IT Helpdesk.

Accessing Program Guides

The Main Menu

The Main Menu appears in the top left of the application. From here you will be able to load up each of the main system functions that you have access to.

This menu is driven by your security role. This means that you will only have access to the parts of the system that you need. Different staff will have different menu items, based on their security role.

Most users will see the following items in the Main Menu:
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· Maintain Program Guides – allows you to view, create, update and process Program Guides (subject to your security role)
· Maintain Enrolment Program Structures – allows you to view, create, update and process Enrolment Program Structures (subject to your security role)
· Reports – allows you to extract data from the system, view compliance statistics, compare guides, view the history of another guide, etc.
More information on the Reports function of the system can be found in the PGS Reports How To Guide.

Accessing Program Guides 

To view or update a Program Guide, click the Maintain Program Guides link on the main menu.
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Program Search

The Program Search function allows you to search for a particular program using a number of criteria to filter your search.
You can limit your search to any one or more of the following:

· Program Code

· Title

· Academic Career

· College

· School
	[image: image57.emf]Note:
	The simplest way to find a program record is to search on the Program Code only.

Generally, the more criteria you enter, the fewer results will be returned. Remember that the results must match EVERY criteria you specify.


1. Enter your search criteria, and click the Search button.

The results will appear below the search criteria.
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2. Click the Program code link for the program you wish to view or update.

	[image: image58.emf]Note:
	· Searching by Title will search for text in the program title. The exact string of text entered here must appear somewhere in the program title for the program to be returned.

· Leaving any of the three drop-down menus (Academic Career, College or School) as the default NONE means the search will ignore these filters.

· Only programs that are active in PeopleSoft will be returned, along with any programs that have had guides created on the system, but are no longer active in PeopleSoft.

To be returned in the search, a program must:

· 
be active in PeopleSoft; or

· 
have had a guide created in the PGS previously, regardless of the program’s current status in PeopleSoft. 


Understanding the Program Guide Selection Screen

Select Existing Program Guide

There can be a guide for each unique plan/campus combination delivered as part of the program. For instance, if the program has only one plan, and is offered at both the City and Bundoora campuses, there would be two guides, one for each campus. 
The Program Guide Selection screen displays a list of all the guides that have been created for the selected program.
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Under Select Existing Program Guide is a table listing each plan/campus combination for this program that has had a guide created for it. The version number, status and publication date of the latest version of each guide is displayed here.

In the above screenshot, there are five different plans for this program, all offered at the City campus, which have existing guides.

If you click the [image: image8.bmp] image, the previous versions of a guide can be seen.
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In the screenshot above, version 1.0 has been archived, and replaced by version 1.1.
This feature allows you to view the history of a guide, so you can see exactly what was published at any point in time.

Clicking on the Status link will allow you to view the guide.

Create New Program Guide (plan/campus does not have guide)
The Create New Program Guide section allows you to choose a plan/campus combination and create a new guide for that combination.
The system will prevent you from selecting a combination of plan and campus that already has a guide. If a guide already exists, and you need to create a new version of it, then you need to open the guide and click New Draft.

To create a new guide choose the plan and campus from the drop-down menus.

[image: image10.png]Create New Program Guide

Plan:  [Thone- =]
Campus: [Thome- =]





Then click the Create button.

You will be taken to the New Guide Information Page.

New Guide Information Page

The New Guide Information Page allows you to enter information about the Program Guide. Most Higher Education guides require approval, so this page contains sections that are used to record the nature of the submission. This page covers both new program submissions and program amendments, so there are check boxes for both.
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Proposed Year of Introduction
This is a critical section of this page, as it drives the “effective date” that in turn drives the data extraction from PeopleSoft. Many records in PeopleSoft are effective dated, which means there is a full history of the record, with the date from which the information was valid. When a record is changed, this change is “effective dated”.

The year you enter here determines how the records in PeopleSoft will be extracted. If the guide is to become valid in 2011, then 2011 should be entered here, even if the proposal is submitted early in 2010. This is because the program structure and other program information will only be valid in PeopleSoft from the beginning of 2011.

Once you enter a year here and create the guide, you will NOT be able to change the year. Draft guides can be deleted by the Helpdesk if necessary.

You MUST enter a year into this field in order to create the guide.

Type of Amendment

The Type of Amendment does not strictly cover amendments only. You can also choose New Program or New Plan.

You cannot create a guide without selecting at least one check-box. In some circumstances, you may wish to select multipe check-boxes.

There are also sections for text descriptions of the change/proposal.

	[image: image59.emf]Note:
	ALL the data on the New Guide Information Page will appear on the cover sheet of the PDF version of the guide (created by clicking the Print button on the guide itself).


The guide will be created when these sections are completed, and you click the Create button.
	[image: image60.emf]Note:
	You can return to this page to edit the information (apart from the Year of Introduction) by clicking on the Information Page button, once the guide has been SAVED. See the section on the Information Page below.


Having clicked the Create button, the Program Guide Detail page will appear, and you can now begin entering content into the guide itself. (See the section on Understanding the Program Guide Detail Screen below.)

When the guide is complete, and ready for submission to the College, click the Submit Draft button. Most school staff will NOT be able to edit the guide once it is Submitted, so it is important to ensure that all the content is correct before submission.
Understanding the Program Guide Detail Screen

Program Guide Detail Header
To view an existing guide, you need to click its Status link on the Program Guide Selection screen.
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This will open the Program Guide Detail screen, where you can view the contents of a guide, edit them (depending on the guide status and your security role) and conduct general functions relating to the guide.
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The top section of the Program Guide Detail screen shows information about the guide you are viewing. This includes the program, plan and campus details, the version of the guide, its status, when it was last updated, and the dates between which the guide was published.
Version Number

The version number is the version number of the guide! 

The version number contains two elements – a “major” number and a “minor” number. The major number is the number before the decimal point, the minor number is the number after the decimal point.
Each time a new draft is created, the major number will increase by 1, and the minor number will be reset to 0. In the screenshot above, 1.1 is the version number. If a new draft was created, then 2.0 would be the version number of the new draft.
The minor number is only incremented if the guide needs to be Unpublished by ARG (usually to fix a minor error or typo).

Status
This section shows the status of the guide. The status closely reflects the stage at which the guide is within the approval process. The status determines whether or not the guide can be edited, and who can edit it. Further information on the various statuses can be found under “Statuses” in the Program Guide Lifecycle section above.
Last Updated
This shows the latest date and time when any part of the guide was last saved.
Each action in the PGS is logged with a username and date. This information can be queried by running a History Report.

Published From and Published To
These two fields show the dates between which a guide was published on the web. When a guide is published, the Published From field is updated. The Published To field is only populated when the guide is removed from the web (either Unpublished or replaced with a newer version).
These dates will assist in identifying which version of a guide was published at any time in the past.

In the screenshot above, there is no Published To date, but there is a Published From date, which indicates that the guide is still on the web.
Action Buttons

Below the general guide information, under the Select Action heading, are the Action buttons.
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The Action Buttons are the main function buttons for a guide, allowing the guide to pass through the approval process, as well as allowing staff to view other information about the guide and generate a PDF version of the guide for printing.

Many of the action buttons change the status of the guide.

The action buttons that are displayed depend on two things:

· the status of the guide; and

· your security role.

The Print and Information Page buttons are always available for all roles.

The Copy Other Guide button is only available when the guide is in Draft status.
Action Buttons and Security Role
The table below explains which buttons appear for each status and security role.

	
	Security Role

	
	Program Developer
	College Approver
	ARG Administrator

	Guide Status
	Draft
	Edit

Submit Draft

Copy Other Guide
	Edit

Submit Draft
	Edit

Submit Draft

	
	Submitted
	-
	Edit

Endorse

Unendorse
	Edit

Endorse

Unendorse

	
	Endorsed
	-
	-
	Edit

Unendorse

Publish

	
	Published
	New Draft
	New Draft
	New Draft

Unpublish

Discontinue

	
	Unpublished
	New Draft
	New Draft
	Edit

New Draft

Publish

Discontinue

	
	Archived
	-
	-
	-

	
	Discontinued
	New Draft
	New Draft
	New Draft


Content Sections

Below the action buttons is the content of the program guide itself. The guide is broken up into several Content Sections, each with it’s own grey bar and an expand/collapse symbol.

To view the content of each section, click the Expand [image: image15.bmp] image.
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When you first open a program guide, the Program Details content section will be expanded. This section contains a number of smaller fields. Most of the other Content Sections are single fields in their own right.

Scroll down to view the other Content Sections.
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If the guide is editable (depends on the guide status and your security role), there will be an Edit action button within each of the content sections. 
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Note that the Edit button is NOT available if the guide in Published Status.

	[image: image65.emf]Note:
	The Content Sections for guides vary by Career. For instance, TAFE guides have different content sections to UGRD guides.

You will only see Content Sections that are appropriate for the guide you are viewing.


Many of the fields within the Program Details section contain data that has been extracted from PeopleSoft. In most cases, these fields should not be changed.

Program Structure

The Program Structure section is a special section that contains the structure of the program. The program structure displayed in this field is the approved structure, extracted directly from PeopleSoft. This section also contains a number of editable “notes” fields in which the raw structure of the program can be annotated or augmented to assist students in understanding the program requirements.

Clicking the Edit button (if available) for the program structure will allow the “notes” fields to be edited. It will also reveal two other functions – “Include all AUS Campuses” and “Refresh”.

By default, the program structure will only display the course offerings that match the campus of the guide displayed. Many courses have “offerings”, where the campus is unique, so a course may have an offering for AUSCY and another offering for AUSBU. If the guide is for MC162 AUSCY, then only those course offerings with an AUSCY campus will be displayed.

Checking the Include all AUS Campuses checkbox will change the display of the program structure, so that all offerings where the campus code starts with “AUS” will be displayed. This may be useful if the program is run across multiple onshore campuses.

The Refresh button re-loads the program structure from PeopleSoft. Remember that you cannot edit the program structure via the PGS. Course and Program Administration staff are the only staff who can change the program structure in PeopleSoft.

Where there is a program amendment that involves a change to the program structure, a new draft should be created. When created, the new draft will automatically pick up the new structure from PeopleSoft (assuming ARG have already updated it). However, there may be several iterations of the structure, as the structure may have to be fine-tuned during the approval process. Each time ARG updates the structure, clicking the Refresh button will re-load the structure from PeopleSoft, ensuring that the structure included in the guide is up-to-date and correct.
Required Fields

Content Sections and Fields highlighted with a red asterisk (*) are required fields that must be completed before the guide can be Endorsed.

Creating a New Draft (where there is already a published guide)

If there is a published guide for a plan/campus combination, and the guide needs to be amended in some way, you need to create a New Draft of the guide. The new draft can then be edited, and submitted to the college for approval.
	[image: image66.emf]Note:
	If the new guide is required for a program amendment that includes a change to the program structure, the program structure should be updated in PeopleSoft BEFORE you create the new draft. Otherwise, the new draft will contain the wrong program structure (use the Refresh function to update the structure from PeopleSoft).

Contact your college academic development area for further information about how to arrange this.

You cannot modify the program structure via the PGS. 


To create a new draft, you first need to load the guide record.
Firstly, search for the program, then click on the “Published” link for the correct plan/campus combination from the Program Guide Selection screen. Once the guide is loaded, click the New Draft button.

This will take you to the New Guide Information Page, where you can enter information about the type of amendment required, as well as the proposed year of introduction (See the section on the Information Page below.)
Once the New Guide Information is complete, the new draft can be created.

When the new draft is created:

· The PeopleSoft-sourced information will be refreshed from PeopleSoft based on the Year of Introduction

· The textual content will be copied across from the previous version of the guide.
Information Page

About the Information Page
The Information Page records information about the guide. When a program is amended, a new guide is required, to reflect the changes made. The Information Page records the type of amendment, and a description and rationale of the amendment itself. The PDF version of the guide will automatically have this information inserted onto the cover page, which will assist committees through the approval process for Higher Education programs.

The Information Page also includes a section which records the status and date of submission of the guide to the Policy & Programs Committee, Academic Board, and Council (if applicable). This section applies to Higher Eduction programs only.
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How to View the Information Page
To view the Information Page, click the Information Page button on the Program Guide Detail Screen.

[image: image67.emf][image: image20.png]Program Guide Detail

Progr

MC142  Master of Creative Media

Pla MC1424IM Master of Creative Media (Animation and Interactive Media)

Campus: AUSCY  City Campus

Version: 1.1 Status: Published

Last Updated: 05/06/2008 1525 Published From: 05/06/2008 1525 Published To:

Select Action

Print| Infarmation Page New Draft

© Program Details *




Populating the Information Page
When a New Draft guide is created, the first step is completion of the Information Page. The Information Page can be updated at any time before the guide is Published.

The system will not allow the draft to be created until the Information Page has been completed.

Note that only ARG staff have the rights to edit the Committee Approval dates section of the Information Page.

Copy Other Guide

About the Copy Other Guide Function
The Copy Other function allows you to copy the content from another guide into a draft guide.
This function will be useful when there are multiple campus (or even plan) offerings of a guide, where much of the content is similar or the same. It may also be useful when setting up guides for exit-point programs (such as Grad Certs and Grad Dips or Cert IVs and Diplomas).

Using the Copy Other Guide Function
The basic steps in the Copy Other function are as follows:

1. Create a new draft (usually for a new plan/campus combination). This is the “destination” guide – the guide into which the content will be copied.

2. Once the new draft is open, click the Copy Other button.

3. Specify the “source” guide – the guide from which the content will be copied.

4. Click OK, to copy the content from the source guide into the new draft.

Not all content from the source guide is copied. PeopleSoft-sourced fields, such as the award title and program structure are NOT copied over.

When you use the Copy Other function, any content (apart from PeopleSoft-sourced fields) already in the draft guide will be overwritten.

You can copy content from any guide in the system (subject to your access rights). You must also specify the version of the guide you wish to copy.

Field Editing and Formatting

Many of the fields in the PGS are plain text boxes, that allow you to enter plain text. At the top of these fields are a couple of toolbars, similar to Microsoft Word, that enable you to modify formatting and add or edit tables.
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You can only edit fields if you have the appropriate security role and the guide is editable.
WARNING
It is possible to copy text from a Word document and paste it directly into a field in the PGS. However, this is VERY LIKELY to result in corruption of the data which will prevent generation of the PDF file.

If possible, type text directly into the field. If you must copy from Word, then paste the text into Notepad first, then copy it from Notepad. This will strip out most of the proprietary formatting that Word inserts.

Bullet and number formatting should be removed from any text BEFORE it is pasted into a PGS field, and added only via the editing toolbar in the PGS.

Under no circumstances paste a table directly from Microsoft Word.

General Field Formatting
The top row of tools is for general text formatting (the second is for table editing).
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These buttons are similar to Word.
The simplest way to format text is to type it in plain, and then select the text that needs formatting, and click the button for that format.

It is possible to bold and italicise text, and insert bullets or numbered lists.

	[image: image69.emf]Note:
	When pasting plain text from Notepad (not Microsoft Word), the bullet function operates slightly differently in Firefox and Internet Explorer.

In Internet Explorer, if you paste the following text (three paragraphs):

Item one

Item two

Item three

And then select the text and click the Unordered List (bullet) button, the text will appear thusly:

· Item one

Item two

Item three

In Firefox, all three items will be bulleted correctly.

In Internet Explorer, each item will have to be bulleted individually.


You can also create or delete hyperlinks, and undo or redo actions.

Note that it is NOT possible to underline or indent text.

It is also not possible to change the font, or change the font size.

The RMIT standard website style-sheets will automatically be applied to the published guides – these control the standard font and font size.
	[image: image70.emf]Note:
	The Program Guides System saves fields in HTML format.

When you enter or edit text, the system will insert hidden html coding. In some ways, this behaves differently from MS Word. For instance, hitting Return (Enter key) will create a “paragraph” in html, which automatically inserts a blank line. In Word, you would have to hit Return twice to achieve the same result.


Working with Tables

Important Information about Tables
Although the majority of a program guide will be flat text, it is possible to insert tables into certain fields in a program guide using the PGS. Not all fields can have tables entered.

	[image: image71.emf]Note:
	DO NOT PASTE A TABLE FROM MICROSOFT WORD.

Pasting a table from Microsoft word will cause the PDF generation function to fail, so you will not be able to print your guide. 

Also, the table in the published guide on the web will look quite poor and may not reflect the content that was originally intended.

It is recommended that you create your tables from scratch using the PGS editing tool. This will ensure the tables will appear correctly in both the PDF version and in the published guide on the web.


There are two types of table in the PGS – custom tables and pre-formatted tables.

Custom tables allow you to specify the number of rows and columns and build the table from scratch. Pre-formatted tables are already-defined tables, with specified columns, rows, headings, etc. There is a pre-formatted table for both the Capability Matrix and the Articulation and Pathways field.
	[image: image72.emf]Note:
	The RMIT website style-sheets will automatically format your table on the web. This will apply bolding and a darker background to the top row, set the alternating grey and white rows, and automatically determine the table and column widths, which can be seen in the sample table below, taken from the RMIT website.
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contact

Advertising (Undergrad)

advertising@rmit.edu.au

Advertising (Postgrad)

meommadvertising@rmit.edu. au

Communication Design (Undergrad, Honours, and Grad Dip)

communication.design@rmit.edu.au

Journalism (Undergrad & Grad Dip)

journalism@rmit.edu. au





There is no need to add cell padding or cell spacing, width or height to your table in the PGS. Any formatting you apply in the PGS will be overridden by the RMIT style-sheet formatting. 


Custom Tables
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In order to insert or edit a table, you must have editing rights for the guide being viewed, and the guide must be in a status in which it can be edited.

The Custom Table function uses the second row of formatting buttons. If this second row of buttons is not visible, then it is not possible to insert a table into the field.
All but one of these buttons will be disabled unless there is a table in the field and the cursor is placed somewhere in the table.

Inserting a Table

The button to the far left is the Insert Table button.
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Clicking on this button opens the Table Widget, where you will be able to specify the number of rows and columns for your table, as well as set column widths if necessary.

This button is also used to view the properties of an already existing table. Click anywhere inside the table, then click this button to view the table properties.
The Table Widget contains a number of functions, most of which you will not need to use.

[image: image74.emf][image: image75.emf][image: image76.emf][image: image26.png][Semeral | _Advanced |

General properties

cols

Rovs
celpadang [ ] Calipacng [ ]
Algnment Sorder
widh — skt
Class





By default, the table will have two columns and two rows.
To insert a new table, specify the number of columns and rows required, change the border to 1, then click the Insert button. (Changing the border to 1 will make it easier to view the table within the PGS.)
If you are uncertain as to how many rows or columns you will need, make a rough estimate. You will be able to add or delete rows and columns once the table has been created.
	Note:
	It is a good idea to hit the Enter key a couple of times and insert the table on the second line.
This will give you space to enter text above and below the table if you need to.

If you insert your table at the top of the field, you will not be able to insert any text above it or below it.


Entering Text into Cells

After you click the Insert button, your table will appear in the field where the cursor was located. It may look fairly clumsy at first. This is because the table is in html format, so it looks and behaves differently to a Microsoft Word table.
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Place the cursor into a cell, and type in some text.
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The table will automatically re-format itself so that the text fits into the cell.

	Note:
	Using the TAB key will NOT shift the cursor to the next cell.

You will have to either select the cell with the mouse, or use the arrow keys on your keyboard to select it.


As you enter text into more cells, the table will continue to re-format itself.
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	Note:
	If you use Firefox, it is a good idea to enter some “spaces” into each cell before you save the table. This is because the html can sometimes become “corrupt”, and empty cells may “disappear” or become uneditable. The table below was saved without any content in the second row.
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Note that the second row has “disappeared”.


As you enter more text, the table will continue to format itself to fit the text being entered.
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Inserting Rows and Columns

If you need to insert a row, you need to first place the cursor in the row above or below where you would like the row inserted. This will enable the table toolbar buttons.
To insert a row, click on the Insert Row After or Insert Row Before button.
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Using Insert Row After, having placed the cursor in the second row:
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To insert a column, click on the Insert Column After or Insert Column Before button.
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Deleting Rows and Columns

If you need to delete a row or column, you need to first place the cursor in the row or column you would like to delete. This will enable the table toolbar buttons.

To delete the row or column, click on the Remove Column or Delete Row button.
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Deleting Tables

If you need to delete an entire table, you need to first place the cursor somewhere in the table you would like to delete. This will enable the table toolbar buttons.

To delete the table, click on the Delete Table button.
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	Note:
	There is no confirmation dialog when you click the delete buttons. The instant you click the button, the row, column or table will be deleted.

If you accidentally delete something you wish to keep, click the Undo button on the top toolbar.
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Table Appearance in Published Guide and PDF

It is important to note that the appearance of a table in the PGS application does NOT reflect how it will look either in the published guide on the web or in the PDF version of the guide (Print button).
The RMIT website style-sheets will automatically format your table on the web. The style-sheets will apply bolding and a darker background to the top row, set the alternating grey and white rows, and automatically determine the table and column widths.
The table below was created in the PGS as a default table with only the table border set to one. No widths were changed, borders weren’t “dragged” to make them bigger, and no formatting was applied.

This is how it appears in the PGS:
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This is how it appears when published on the RMIT website:
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This is how it appears in the PDF (Print button):
[image: image40.png]Course Code

Course Title

PRGS1234

Creating Tables in the Program Guides System

PRGS1285

Publishing a Program Guide





Note that each version looks different. The PGS application displays the table as it was created, based on standard HTML. The published version has the RMIT style-sheets applied, which automatically adds bolding to the top row, and sets both the table and column widths, and cell background shading.
The PDF is different again, in that it has no formatting style sheets applied, meaning all the text has the same look (no bold first row) and no cell background shading. Also note that the table width has been set to the width of the page, and that each column is the same width. If the table width and cell widths are not set, the PDF version of a custom table will always appear as full page width, with the columns all the same width. Text will automatically wrap within each cell.
“Dragging” External Table Borders

You can “drag” the edges of a table around to make the cells bigger.
	Note:
	Changing the size of a table by dragging the borders will have NO EFFECT on the way the published table will look on the RMIT website.
The RMIT website style-sheets control the look and feel of tables on the RMIT website. The style-sheets will automatically set the column widths and the width of the full table.


To change the shape of the table, click on the table border, so that the white “handles” appear.
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You can then drag these handles around, by holding down the mouse button over one of them, to stretch the table.

This may help in selecting the correct cell when you start entering data.

However, once you have dragged an edge, you have effectively “set” the total width of the table, as it appears in the PGS application. This means that as you enter text, the text will wrap within the cell, but the total width of the table will not change.

Remember also, that setting the width will not change the dimensions of the table when the program guide is published. The RMIT style-sheets will automatically set the total width of the table and the widths of each column based on their content. You cannot change this. Nor will stretching tables change the appearance of the table in the PDF.
Dragging borders of a table in the PGS has a purely cosmetic affect, and this affect only applies within the application itself. The display of the tables on the web and in the PDF are controlled in other ways.

Use the dragging function only to assist in data entry.

Setting Table and Column Widths of Tables in the PDF Guide
The PGS Table Widget allows you to set the table and column widths. Although these will be overridden by the RMIT website style-sheets when the guide is published to the web, they will be retained in the PDF version of the guide, which is used for internal RMIT approval purposes.

	Note:
	Changing the widths of columns or the table itself will have NO EFFECT on the way the published table will look on the RMIT website.

The RMIT website style-sheets control the look and feel of tables on the RMIT website. The style-sheets will automatically set the column widths and the width of the full table.


Note that this is an advanced feature that requires you to “tweak” the guide and preview the results before it can be perfected.

By default, the PDF version of a table will automatically be stretched across the full width of the page, with all the columns set to equal widths. This results in poor layout when one column has very little content and another contains more detailed information.

	Note:
	You cannot set the table width by “dragging” the borders.

You must use the table widget to set the column widths.


To change the width of the table in the PDF you must specify the width of each of the columns in the table. Changing the table width in the Table Properties using the Widget will have no effect. Each column must be set individually.
In order to set the width of a column you must place the cursor in the top (header) row of the column you wish to change. If the cursor is in any row below the top row when you change the properties, the column width will remain as previously set.

Place the cursor in the top row of the column you wish to change, then click the Table Cell Properties button.
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Note in the above screenshot that the cursor is located in the top row of the first column (circled in red).
Placing the cursor in the top row of the column to be changed and clicking the Table cell properties button will open up the Table Cell Properties widget.
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It is possible to set the width of the column as either:
· a percentage of the page width; or
· number of pixels
By default, the full table will be stretched (in the PDF) to the width of the page.  This can also be described as 100% of the page width, or approximately 488 pixels (px). Enter the desired column width into the Width box. 

If using percentage, enter the percentage sign (%) as well, eg. “60%” (without the inverted commas).

If using pixels, just enter the number of pixels.

Click the Update button to save the changes.

	Note:
	If setting column widths as a percentage, the percentage will relate to the width of the page, not the width of the table.
To force the table to be less wide than the width of the page, set the column percentages to add up to less than 100% (eg. a two-column table, with the first column set at 25% and the second 50% will result in a table that is 75% of the width of the overall page).

The alternative is to set the column widths to have a total less than about 488 pixels.


The example below shows the difference that setting the width can make to a table in the PDF version of the guide (setting the width will make no difference to the table in the published web version of the guide).

In this example, the same table has been entered twice. Both have a border of 1. The first instance has been setup with defaults, the second has had each column changed to 122px.
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You can see in the second table, that the Course Code column has been widened to a width greater than that taken up by the text. The Course Title column is still as wide as the cell containing the most text.
Now, a PDF page is about 488px wide, so setting each of the two columns to 122px will set each column to about a quarter the size of the page, with the entire table being about half the size of the page.

Saving the record, clicking Back, and then clicking the Print button will generate a PDF that looks like this:

[image: image45.png]The table below has been set with default column widths.

Course Code

Course Tile

Guide

PRGS1234 Creating Tables in the Program Guides System
PRGS1385 Publishing a Program Guide
The table below has had each column set to 122px.
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You can see here that the second table has equal-width columns (both 122px), and that the second table is about half the width of the first table (two columns of 122px, which is 244px, or half of the approx. 488px of the full page).
Row Heights

Row heights will be set automatically in both the published guide on the web and in the PDF. 
You can set row heights either by using the widget, or by dragging the table’s borders, but these will have no effect outside of the PGS application. 

Aligning Text in a Table

All text in a table will be aligned to the left and top of the cell automatically.
You can change the alignment of text in a cell or row by using the widget, however, these settings will have no effect outside of the PGS application.

Pre-formatted Tables

Pre-formatted tables are tables that have their properties already set, so there is no need to create them from scratch.
There are two pre-formatted tables in the system, which are only available in the two fields below.

· Articulation and Pathways – this field appears in all bar RSCH programs. It is displayed in the published program guide on the web.

· Capability Matrix – this field only appears in UGRD and PGRD programs, and is NOT displayed in the published program guide on the web. However, it is required for program approval, and will appear in the PDF version of the guide.

Articulation and Pathways Table
The pre-formatted Articulation and Pathways table looks like this:
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This table allows you to enter the details of each other program’s relationship with the guide program.

You may wish to enter two tables, one to describe the incoming programs, and one to describe the outgoing programs.

Rows can be added and deleted as necessary.

You are not required to use this pre-formatted table; you may build your own custom table if you wish. 

To insert a pre-formatted Articulation and Pathways table, the Articulation and Pathways field must be open for editing.
	Note:
	It is a good idea to hit the Enter key a couple of times and insert the table on the second line.

This will give you space to enter text above and below the table if you need to.

If you insert the table at the top of the field, you will not be able to insert any text above or below it.

If you insert the table at the bottom of the field, you will not be able to insert any text below it.

Any blank space can be deleted once all the data has been entered.


Hit the Enter button a couple of times to set some space, and then put the cursor on the second line.

Click the Insert Articulation and Pathways Table button.
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The pre-formatted Articulation and Pathways table will appear at the cursor position.

The pre-formatted Articulation and Pathways table is designed to fit across an A4 page in portrait layout. You can see this by clicking the Print button on the Program Guide Detail page, which will create a PDF of the guide.

The full table is 480 pixels wide. The Program and Plan columns are 60 pixels, and each remaining columns are set to 120 pixels. (Use this information if you need to change the width of a column in the PDF. Do not exceed a total of 488 pixels, or the table will appear to ‘spill’ off the page.)
Capability Matrix

The pre-formatted capability matrix looks like this:
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This table allows you to enter the name of each capability in the left column, with the top row acting as a reference to each course in the program. A legend or key should be entered below the table to show which course each letter refers to. An “X” should be entered into the cells where the capability is addressed by the course.

You are not required to use this pre-formatted table; you may build your own custom table if you wish. 

To insert a pre-formatted Capability Matrix, the Capability Matrix field must be open for editing.

	Note:
	It is a good idea to hit the Enter key a couple of times and insert the table on the second line.

This will give you space to enter text above and below the table if you need to.

If you insert the table at the top of the field, you will not be able to insert any text above or below it.

If you insert the table at the bottom of the field, you will not be able to insert any text (legend) below it.

Any blank space can be deleted once all the data has been entered.


Hit the Enter button a couple of times to set some space, and then put the cursor on the second line.
Click the Insert Capability Matrix button.
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The pre-formatted Capability Matrix will appear at the cursor position.

There are ten rows into which capability descriptions can be entered. More rows can be added, or rows can be deleted if necessary.
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The text “Capability 1”, etc. should be replaced with the description of the capability.

Each letter across the top represents a course in the program.
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There is space for 26 courses here. Columns can be deleted if necessary. 

DO NOT add columns to the table or the table will appear to ‘spill’ over the edge of the page.
	Note:
	It is strongly recommended that you leave the letter codes in the top row as they are. 

DO NOT enter course codes or course titles in the top row.

The table is pre-formatted, with set column widths. Entering anything wider than one character in a course column will cause the table to appear poorly in the PDF.

For instance, a table with course codes in the top row may appear in the application like this:
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In the PDF, the above table will look like this:
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Each of the course columns has a set width. If you wish to enter course codes, you will need to either change the column widths using the Table Widget or create your own custom table from scratch.


The pre-formatted Capability Matrix is designed to fit across an A4 page in landscape layout. You can see this by clicking the Print button on the Program Guide Detail page, which will create a PDF of the guide.
The full table is 690 pixels wide. The Capability column is 144 pixels, and each of the course columns is set to 21 pixels.

You will need to enter a legend below the table to translate the letter codes to course codes. You can do this either as plain text, or you may wish to create a custom table.

Depending on the number of courses in the program or the nature of the content, you may wish to use multiple tables (perhaps one for each year). The system will allow you to enter multiple instances of the table.
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