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Logging In
Accessing the Program Guide System (PGS)

To Login to the PGS:
1. Navigate to: www.rmit.edu.au/staff/programguides
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2. Enter your Staff ID (E-number) and regular network password
3. Click Login (or press enter)to access the application
If you have any problems logging in to the application please contact the IT Helpdesk

Accessing Enrolment Program Structures
From the Main Menu 
To view or update Enrolment Program Structures (EPS) records:
4. Click Maintain Enrolment Program Structures from the main menu
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The Program Search Screen 
To Select a Program:
5. Select required search criteria

Search for a Program using any of the following criteria: 

· Program Code

· Program Title

· Career

· Portfolio

· School.

6. Click Search.
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Results of the search will be displayed on screen. 

7. Click the Program Code (link) for the program you wish to view or update.

Understanding the Enrolment Program Structure Selection Screen 
The EPS Selection screen shows all Plan/Campus combinations that are offered for the Program. Generally, this requires that an approved Program Guide exists for the Plan/Campus offering.
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The most recent Enrolment Program Structure version is displayed beside each Plan/Campus
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Note:
	Clicking the [image: image6.png]


 button expands to display all previous EPS versions, including prior years


If an approved Plan/Campus offering has no existing EPS records, the Create New Draft hyperlink is displayed if you are authorised to edit guides for this Program. Clicking this link allows a new EPS to be created.  If you are not authorised, the text ‘No records’ will display.

8. Click the Status link on the Status field of an existing EPS to view that record.
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Note:
	All users can view EPS records for any Program, but permission to edit or create new drafts is restricted based on your security settings and the School that owns the Program.


Creating a new EPS
A new Enrolment Program Structure record has a status of Draft.  A new draft can be created when:

· There is an approved Program Guide for the Plan/Campus offering

· An unapproved EPS for the year does not already exist

· You have permission to edit records for the School that owns the Program.
Create an EPS for a new Plan/Campus offering

The Create New Draft link is displayed on the EPS Selection Screen if an approved Plan/Campus offering has no EPS records. 

9. Click the Create New Draft link to create a new EPS.
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Type the enrolment year that the EPS applies to
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11. Click the OK button to continue, or Cancel to return to the EPS Selection screen.

The EPS screen consists of:

· a header 

· a list of available actions 

· two content sections: 

· Summary of Program Information, and 

· Program Structure.

NB Specific fields available TAFE and Higher Ed Programs differ
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1 Click on the [image: image11.png]


 or [image: image12.png]


 buttons to expand or collapse the content sections

Content is automatically populated from reference data maintained by the Academic Registrar’s Group, and program and class data configured in the AMS (PeopleSoft).

2 Update the EPS Content by clicking the Edit button [image: image13.png]


 of the respective sections

3 Click the Save button to save the record.

Once a record is saved it will then appear on the EPS Selection Screen.
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Create a new EPS from an existing record

If a Plan/Campus offering has an existing EPS record, the New Draft action button [image: image15.png]


 will be available to approved EPS records (only records that have a status of Published, Unpublished or Discontinued).
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12. Click the New Draft action button to create a new EPS record.

From that point, the process is the same as the process for creating an EPS for a New Plan/Campus offering.  The main difference is that the existing content entered on the previous version will copy onto to the new version.

Maintaining Enrolment Program Structures
All users can view EPS records for any Program, but permission to edit records is based on your security settings and the School that owns the Program.

13. Navigate to the EPS record you want to update

If you have permission to edit the record an Edit button [image: image17.png]


 will be displayed in each content section.
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4 Click the Edit button in the Summary of Program Information section

Fields that are editable will appear in textboxes.  Some fields (eg Program Structure Enquiries) allow for a range of formatting or functions: Bold, Italics, Number/Bulleted lists, indentation, hyperlinks, spellcheck, cut/copy, paste, undo/redo.
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Many fields are populated from data in other systems, or from Reference Data that is common to all Enrolment Program Structures and maintained by the Academic Registrar’s Group.

TAFE Programs have “National Program Code” (uneditable), “Full-time Duration” and “Minimum Nominal Hours” fields, instead of the Standard Credit Points/Semester fields.

5 Edit fields as required

6 Click the Save button to update the record

7 Click the Back button to return to the EPS Details screen.

Edit Program Structure

8 Click the Edit button in the Program Structure section
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The Program Structure is based on configuration in the PeopleSoft (AMS).  It displays courses only where classes have been scheduled in Semester 1 or 2 of the enrolment year that the EPS relates to.

9 Click the Refresh button to regenerate the Program Structure from current data in PeopleSoft.

The Requirement Group and Requirement codes are displayed for troubleshooting purposes only – these will not be displayed to students.

Generally only course offerings relating to the EPS Campus are included in the Program Structure.  It is possible to incorporate all Australian course offerings by selecting the Include all AUS Campuses checkbox.

Apart from refreshing the Program Structure and updating the Campus selection checkbox, the only editable fields are Notes fields which may be used to assist students in understanding the Program Structure or making enrolment decisions.

Courses listed in the Program Structure provide hyperlinks to the appropriate Course Guide.  If the Course Guide contains prerequisite data, the word Yes will appear in the Pre/Coreqs column.

Class Section codes (except those beginning with ‘ZZ’) are displayed after class numbers.  This allows Section codes with imbedded meaning to be described in the student Note fields. For Example, the section code ‘PT’ may indicate the class should be taken by Part-time students only.

10 Refresh or edit the Program Structure as required

11 Click the Save button to update the record.

12 Click the Back button to return to the EPS Details screen.

Updating the EPS Status

An EPS record’s status is updated by clicking the appropriate Action button.  Only Action buttons that are valid for the current status (and appropriate to your role) are available.

Actions are described below

1. New Draft:
Creates a new EPS record with a Draft status

2. Submit:
Changes the status from Draft to Submitted
3. Endorse:
Changes the status from Submitted to Endorsed

4. Unendorse:
Changes the status from Submitted to Draft

5. Publish:
Publishes the EPS to the web (archiving any previously approved/published EPS for the Plan/Campus. Changes the status from Endorsed (or Unpublished) to Published

6. Unpublish:
Removes a published EPS from the web and archives it.  Creates a copy with a status of Unpublished

7. Discontinue:
To be used if a Program/Plan is no longer offered within the current year. Removes a published EPS from the web and archives it.

	Note:
	See the appendix for a flowchart of the whole process.


Printing an EPS
A user can print an EPS for any Program.
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14. Click the Print button.

A PDF document will open in a new window.
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15. Save or Print the document, from this Adobe Acrobat window.

Quitting the Application
Log out of the Program Guide System 
The Logout button is available in the top right corner on all screens within the PGS.
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16. Log out of the application to prevent unauthorised use under your credentials.
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The system will display that you have successfully logged out.

Appendix - EPS Lifecycle
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