[bookmark: _GoBack]Catalog Management Tool 
Smart Catalog’s IQ

An Abbreviated Step by Step Guide 
to Editing Curriculum Content

This process is necessary for any items (courses, etc.) with a change for the upcoming curricular year.  If there are no changes to an item for the new academic year, then no action is required on that item.

Step 1. Getting into the tool

· Open MyWellesley and log-in to Aministrivia> Catalog Management Tool (Smart Catalog IQ).
· Click on the Sitecore button. 
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· Click on Content Editor. 
[image: ]
· Click on My Toolbar. 
· Click on Favorites 
· Choose an item in the drop down window. 
[image: ]

Step 2. Edit an Item
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· In the navigation tree, click once on the item (course, etc.) you wish to edit
· Click the Edit button on MyToolbar. 

[image: ]

· Make necessary edits to each field.  
Tip: For long text fields you must first double-click in the space to open the long text editor. Click ACCEPT button.

[image: ]

· Once your changes are complete, click the Edit button on My Toolbar.


Step 3. Managing Workflow 
A. Course Submission

Once your changes are complete, you will need to submit the changed items to your Department Chair or Program Director for their approval.  

You do this in the “Workbox.”

· [image: ]Click the Sitecore button in left corner of screen and select workbox. 

· [image: ]All edit and/or submitted items will appear in the workbox.


· Click Submit on the item(s) ready for Chair/Director review
· A dialog box pops up for you to make a note. 
· We recommend that you enter your initials & brief comment for the approver. 
· Click OK. 
[image: ]

If you decide to wait until each and every item is complete before submission, you can, once ready, click the Submit (all) button to move all items in your Draft level up one level.  
Please proceed with caution as items submitted inadvertently will require that the Chair/Director manually find and send that item back down the workflow for further editing.  Also note, the comment box will not be available if you choose this option.




4. The “Summary of Changes” Item

Every department/program has an item called “DEPT-SummaryofChanges” in their content tree under the major and/or minor items.  

[image: ]

You are responsible for updating this item (through the Content Editor) and submitting it through your workbox to CCAP.  

Tip: We recommend that this be the final item you submit up the workflow.  This will signal to CCAP that you are finished with your curriculum changes. 

5. Log Out
[image: ]To log out of Sitecore button in bottom left side of screen and select log off.
image4.png
Sitecore
« ataogiqcom »

[8) Most Visited (" Gettng Started () Latest Headines 0 My Weles 3 sookmarts

Media Library
intain meda content.

Security Editor
ant
per

AllApplications [





image5.png




image6.png




image7.png
My Toobar

You do not have permission to
editthe content of tis tem.

ZDB

Favortepc | Edt_preview Myitems _speling

B3
&

Add to Favorites

organize
@ mmsn
@ socam

Media Library





image8.png
® \J American Studies
= (3 Department of Anthropology
& (3l Antrvopology Major
(O A Summaryofchanges |
[8) Anthropology Minor
& @ Anthropology Courses
@ w0
® @0
= @300
© an-300
€ Aot
© amas
€ A
© A
€ A
© amass
€ anmHsso
@ a3
© anH-3e0
© amiss2
€ A
@ avabic
& [ architecture





image9.png
[

€ > [@ wellesleysmartcatalogi.comysitecore/shell /defauttaspilsc_ang=en

77 v ][ 8- Geogle R

(B Most Visited [} Getting Started () Latest Headlines W/ My Wellesley

O =

e
Save | |Favortes -~ Edit~ Preview MyTtems Speling. S Hstory.

Buttons

[ Bookmarks

My Toobar

¢
tologs
Wellesiy Colege
(M 20132014
= @ Couse Cataog
9 Degree Requirements
& [ Welesky Colege Course Catlog
S (3 Departments and Programs.
® @ oDept
(@ Department of Afrcana St
® (3 American Studes
© @ Department of Anthvopology
& [3) Anthropology Major

@mmz\—
@ ANTH-310
) You must lock this item before you can edit it

“Tolock thisitem, cick Edt on the Home tab.
* Lockand Edt

E] information
Course Name:
Wintersession in the Southern Balkans

3 — Course Number:
=g Courses 310
@ @10
8 @m Show Edtor « Suggest Fix * EdtHinl
& @m0 Course Description:
@ a0 This course aspires to familiarize students with the subtleties of national Balkan rifts and cultural divisions, through study abroad in the Southern Balkans
:ﬂz during Wintersession. The overall theme of the course will center on national majorities and ethnic minorities. The cultural diversity of the area will be
@ non examined both as a historical and as contemporary phenomenon. Students will be exposed to the legacy of the classical world, the impact of Christianity
e m and Islam, the role of European commercial empires, the impact of the European Enlightenment in national movements, the emergence of modernization,
@ a3t and the soclalist experiments in Macedonia and Bulgaria. The course will also offer a critical overview of the politics of historical continuity and the
pytion resurgence of Balkan nationalisms during the last decade of the twentieth century.
@ avmias
Pyt —
© ANTH-360 Subject Name:
@ a3z ‘Anthropology
@ a3
@ wabic ‘Subject Code:
i (ANTH

ontent

ple/1e ;_blue png&he=Content EditorBicl=0%

ORI R R )




image10.png
You have locked this tem.

My Buttons

Wielesley Colege
@ 20132014
5 @ Course Catolog &\ Fyou publish now, the selected version will ot be visible on the Web site because it is not in the final workflow step.
) Degree Requirements. ‘Version 5 wil be published instead.
© [2) Welksley Colege Course Catalog ] tnformation
© (@ Depertments and Programs. = N
@ (@ aDept
@ (@ Departmentof Aficana stuie| || | |wintersession in the Southern Balkans.
@ (@ American Studes.
& (@ Department of Anthvopology
& [g) Anthropology Major | 1o

Course Name:

Course Number:





image11.png
€ 9 | @ wellesleysmartcatalogiq.com/sitecore/shell/default.aspxsc_lang=en e || 49+ Google Al a
[B) Most Visited { ] Getting Started 3/ Latest Headlines W My Wellesley I3 Bookmarks
Q My Toobar
‘Youhave locked the
[ sitecore o @ ‘
~ BZUxX B $0f9-0- 0 % 288 = 3-| [
talogs [ Paragraph st... | Apply Css ..~ | -a
Wellesley College
@ 2132014 [This course aspires to familiarize students with the subtleties of national Balkan rifts and cultural divisions,
PU ‘;‘*“‘:ﬂ hrough study abroad in the Southern Balkans during Wintersession. The overall theme of the course will

=

) Welesky Colege Course Catalog

12 Departments and Programs
@ @ wept
[0 Department of Aficana Stude| |
@ () American Studes.
= () Department of Anthropology
& [5) Anthvopology Major
[8) Anthropoiogy Minor
S @ Antrvopology Courses.
& @0
& @0
& @0
© anmi-300
© avmia0
© ami-305
© a0
© AT
© AmHss
© amion
© amiss
Py —
@ AT

enter on national majorities and ethnic minorities. The cultural diversity of the area will be examined both as
‘a historical and as contemporary phenomenon. Students will be exposed to the legacy of the classical world,
tthe impact of Christianity and Islam, the role of European commercial empires, the impact of the European
Enlightenment in national movements, the emergence of modernization, and the socialist experiments in
Macedonia and Bulgaria. The course will also offer a critical overview of the politics of historical continuity and
the resurgence of Balkan nationalisms during the last decade of the twentieth century.

© ATz

© amiam

idy abroad in the Southern Balkans
tural diversity of the area will be

al world, the impact of Christianity
ts, the emergence of modernization,
historical continuity and the

Baabic

=]




image12.png
Michelle Gillett
welesley nglett

Content Editor ) Preview
R Henage your content.

RecydeBin
Media Library f recvce
5| Vantan meda content. €% search
Security Editor B orkbox
Grant and revoke
permisions.

PryS—





image13.png
{7 Sitecore o] & el
« @ wellstey smancatalogiq.comsitecore/shell defaultasprse_lang=en Google 2 #
8 Most Visted ] Getting Started 3/ Latest Headlines W/ My Wellesley W Directory I3 Bookmarks

ttems per Page: [ 10 [ ] & Refresh

(] Wellesiey New Course Workfiow

Wellesley Catalog Workflow

(i) Draft - (12items)

{58) 100 (Vietesey-College/2013-2014/Course-Catalog/2012-2013 Course-Catalog/Depar ments-and-frograms Department-f-Anhropclogy/Anthvapology-Courses) - Engleh, verson 2)
wellesiey\amihal changed from 2 to Draft on Friday, November 30, 2012. More v

[preven [00en Q0 @ Content Aucitng © bt
J 200 (/Wellesley-College /20 13-2014/Course- l0g/2012-2013-Course Catalog/Departments-and-Programs/aDept/ADT-Courses) - (English, version 2)
‘wellesley Jeasley changed from ? to Drafft on Thursday, November 29, 2012. More v

[preven [800en Q0 @ Content Aucitng ) Sbmit

‘aDept (elesiey-College/2013-20 14/Course-Catalog/2012-2013-Course-Catalog/Depar tments-and-Programs) - (Engish, version 2)
wellesiey \dward changed from ?to Draft on Friday, November 16, 2012. More v

[previen [B0pen Q0 @ Content Auditng ) bt

‘aDept Summary-4CCAP (vielesiey-Colege/2013-2014/Course-Catalog/2012-2013-Course Catalog Departments-and-rograms/aDept) - (Engish, version 2)
wellesiey\ngllett changed from ? to Draft on Wednesday, November 28, 2012, More v

[DPreview (@ 0pen QDI g} Content Audtng @ Scbmit

B @ ADT-110 (/Welesley-College/2013-2014/Course-Catalog/2012-2013-Course-Catalog /Depar tments-and-Programs/aDept/ADT-Courses/ 100) - (English, version 3)

ane: wellsey Veasley changed fram 2 to Drafton Thursday, November 29, 2012. More +
[Preview (@ Open QDIF g Content Audtng € submit

@) ANTH-104 (Vielesey Collge/2013-2014Course-Catalog/2012-2013 Course Catlog/Departenis 20 rogras Department-of Antopelogy/Anropology Courses/ 100) - Englsh, version 3
wellesey amihal changed from  to Draft on Friday, November 30, 2012. More v





image14.png
1@ ADT-104 (Wellsiey-Coliege/2013-2014/Course-Catalog/2012-2013-Course-Catalog/Depar tments-and-Programs/aDept/ADT-Courses/ 10
(= wellesey lpmetaxas changed from Draft to Department Program Review on Thursday, December 13, 2012, More +

[preview [E0pen Q)03 ) Content Auditng @ Reject € Submit ) Send to Dt

i





image15.png
1@ ADT-104 (Wellsiey-Coliege/2013-2014/Course-Catalog/2012-2013-Course-Catalog/Depar tments-and-Programs/aDept/ADT-Courses/ 10
(= wellesey lpmetaxas changed from Draft to Department Program Review on Thursday, December 13, 2012, More +

[preview [E0pen Q)03 ) Content Auditng @ Reject € Submit ) Send to Dt

i





image16.png
Enter a comment:

I





image17.png
= [ Department of Anthvopology
& (3] Anthropology Major
(& AnTH-Summaryofchanges
[8) Anthropology Minor

& @ Anthropology Courses
-





image18.png
Reporting Tools





image1.png




image2.png




image3.png
] Sitecore

€ P | @ wellesleysmantcatalogiq.com/sitecore/s ol =en >~ 2

5} Most Visied (] Gettng Started () Latest Headiines W 3 Bookmarks

© BN o

&





