How to Edit and Approve a Catalog Document

You will receive an email, like the example below, when there is a catalog document to review.
e You will receive a separate email for each document needing your review
e If you have more than one page to review, you can simply click on the next page in the list. You
do not need to return to the individual email links.

Catalog Changes: rebetag
5| | € Reply | % Reply ANl > Forward

@ Catalog Review Requested <easternflorida@®notify.courseleaf.com>

nessage

CAUTION: This email originated from outside of EFSC. Do not click links or open
attachments unless you recognize the sender, know it was actually sent by them, and know

the content is safe.

There have been proposed changes to the Student Ombudsman (Advocates) page of the
Catalog. You may review these changes by visiting:
Ell:" https://nextcatalog.easternflorida.edu/student-support/student-ombudsman- ]

advocates/index.html
-

General Information

1. You can only edit and approve through the link in the email.
2. You can export the page to a PDF from the edit/approval site. (View last page of this document for

instructions)
3. The document will only move through workflow if it is approved. Once edited, it must be approved to move

to the next reviewer.
4. When a Workflow process is started, an email is automatically sent to the next person in the workflow in each

step of the review process.

STEP 1.Click on the link in the email you received.

You will see a list of all pages needing your review.
e If you have more than one page to review, you can simply click on the next page in the list. You do not
need to return to the individual email links.
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Pages Pending Fitter List ' Refresh List Your Role: | Curriculum Staff ~|  [Pageinfo | Workfiow Status | Aftached Files | Revision History |
Approval

Title

Last Update:
Icourseadmin/555: ARTC 1300: Drawing 1 Stephanie Burnette Template:
Icourseadmin/5626: PSY 2014: General Psychology 2 Stephanie Burnette Page Authors:

Workflow:
College:
Department:
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STEP 2. Click on a Page
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The page content will appear below the PAGE REVIEW bar. On the PAGE REVIEW bar, you can click on the
following:

> Hide Changes: Click here if you want to review the document without edits from previous reviewers
> View Changes By: Click here if you want to view edits made by a previous reviewer. If you do not click
here, you will see all edits.

> Edit-Rollback-Approve (STEP 3)

STEP 3. Read through the document before deciding on one of the following actions:
Edit the Page
1. If page needs edits, click the blue “Edit” Button.

PAGE REVIEW & m AT ENG T All Changes v
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| Republish This Page & Page Body - Graphic - Filter Image @ Accuracy Report . Show Differences LR N B s

2. Click “Page Body” to open the box to make applicable edits. Click OK at the bottom of the Page Body after

editing. If you click Cancel, you will lose all edits.
3. Click the green “Approve” button to move document to next person in the workflow.

Rollback

If you want to return the document to a person who reviewed before you, click the red -
“Rollback” button.
1. Select the previous reviewer to whom you want to return the document.
2. You must enter a Comment/Reason. In this field, enter questions and/or
comments.
3. Click “Rollback” under the comment to return page to whom you selected.

Comment/Reason.

Rollback || Cancel

Approve

If there are no changes in the page, click the green “Approve” button
e Once you click “Approve” you will no longer be able to see the page.
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How to print page from the PAGE REVIEW bar

PAGE REVIEW 2 m \ETEeEGG AT All Changes v H. W‘ Approve @&

‘ PRINT OPTIONS & ‘ ‘ SEARCH Q ‘ ‘ MENU = ‘

1. Click “Print Options”
2. Select option Print Options x

Send Page to Printer

Print this page.

Download Page (PDF),
The PDF will include all information
unigue to this page.
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