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INTRODUCTION

Provider and Program Registry System (PAPRS) provides line-of-business functionality and
common registry services. The registry represents Provider and Program key data that is
captured and utilized by multiple Ministries, Branches within those Ministries, Post-Secondary
Institutions, and Private Career Colleges. Managing the capture, administration and use of data
is considered a key function of PAPRS. Therefore, PAPRS is comprised of six line-of-business
modules, a Registry for common data consumption and multiple integrations to consumer
applications.

To simplify, the system is referred to as PAPRS and Post-Secondary Programs are referred to as
PSP for the remainder of this document.

nste  PAPRS functionality for Post-Secondary Programs (PSP) is contained in the
- Approvals area of PAPRS.

Overview

This reference document reviews the components of the Approval section of the PAPRS
application. The following topics we be addressed in this document:

e Accessing and navigating the PAPRS system
e Dashboard
e Search
e Proposals
o Searching program proposals
o New program / specialization proposal
o Change proposals

o Specialization load change proposal
o Templates

e Institutions
o Search for your institutions record
o Viewing your institutions record
o Institution contact and location details

e Activation and funding details
o Adding and maintaining activation details
o Maintain funding details
o Viewing activation and funding

e Adding and editing administrative codes

e Brokering

e Reporting

Government of Alberta ® Advanced Education 4 |

Classification: Protected A



GETTING STARTED

Accessing the PAPRS system

PAPRS is a web based application accessible using most common web browsers. The
recommended browser for accessing the PAPRS system is Microsoft’s Internet Explorer, 9 or
higher.

Access to PAPRS is controlled by a security system called the MyAlberta Digital ID (MADI). You
can log in to MADI using a MADI user name and password. If you do not already have a MADI
account, please contact the PSI Help Desk:

Post-Secondary Institution Help Desk
Toll Free Phone: 310-0000

Phone: 780 427-5318 (option 6)

Fax: 780 427-1179

Email: psihelpdesk@gov.ab.ca

Follow these steps to access the PAPRS site

1. Openaninternet browser window.

2. Enter this address, https://paprs.ae.alberta.ca/ into the address bar.

The MADI Login screen displays.
3. Enter your Username and Password in the appropriate fields.

4. Click the Next button.

@ Common questions @ Contact us

MyAlberta, —
DIGITAL iD —

MyAlberta Digital"lD

A secure way to verify who you are online

Your single, verified online identity. Safe, secure, and backed by the Government of
Alberta.

Username

Password

Terms of Use

Government of Alberta ® Advanced Education 5|
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mailto:psihelpdesk@gov.ab.ca
https://paprs.ae.alberta.ca/

nee  If you enter an incorrect Username and Password combination, you will be
presented with a message asking you to re-enter the correct information.

Jon.Smith

oo00O0OOGS Q

A Your username does not exist

Next

Forgot your username or password?

Terms of Use

Once you have successfully logged in, the main page of the PAPRS site is displayed:

_A(beﬁbﬁ\_ﬂ Hello PAPRS & Log off

Government

PAPRS Approvals Funding Publishing

PAPRS Home
PAPRS
Welcome to the Provider And Program Registry System (PAPRS)
Approvals
To get started, please select one of the following tabs (based on your security access):
Funding + Approvals — Post-secondary Programs
* Funding — Alberta Post-secondary Student Funding Loan & Grant Program
Publishing + Publishing — Alberta Post-secondary Education Information (ALIS)
PAPRS Administration

Administration

PAPRS Help

Help Documents

Government of Alberta ®m Advanced Education
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Navigating the PAPRS System

The first screen you are presented with, after login, is the PAPRS Home Page. From this screen
you have access to the Navigation Menu and Quick Launch panel.

be' bﬁ\Jﬂ Hello PAPRS UAT = Log off

Government

PAPRS Approvals Funding Publishing

Navigation Menu

PAPRS

PAPRS
Welcome to the Provider And Program Registry System (PAPRS)

To get started, please select one of the following tabs (based on your security access)

Approvals

Funding « Approvals — Post-secondary Programs
+ Funding — Alberta Post-secondary Student Funding Loan & Grant Program
Publishing + Publishing — Alberta Post-secondary Education Information (ALIS)
PAPRS Administration \
Administration QUle Launch pane|

FPAPRS Help

Help Documents

e Navigation Menu — Provides access to the sub-sections of the PAPRS application, which
includes Approvals, Funding and Publishing.

e Quick Launch panel — Contains contextual navigation features (different options are
displayed depending on the screen displayed).

Signing-Out of PAPRS

After completing a session with the PAPRS application, sign-out to ensure your user account has
been properly logged off.

Perform the following steps to sign-out of the PAPRS application:

1. Click the Log off option, next to your name in the top right

Hello @ Log off
corner of any PAPRS screen.

Once you are logged off the system, you can close the web
browser window.

Click the Log off
option

Government of Alberta ® Advanced Education 7 |
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Dashboard

The Approvals Dashboard allows you to quickly view and navigate to any work-in-progress
(WIP) associated with your institution.

Home § Approvals
welcome to the Appravals Site Click anywhere on a row to select
and display the WIP details.
There are 5 tasks assigned ! available toyau. Rows perpage:| 50 ¥
Work Type Operating Hame Program Name Program @ Specialization Specialization Status Received  Start
1] Name Code Date Date
PSP Mew Maorthern Alherta Institute Accelerated CEDAAC Draft Apr 26,
DipJCert/Mon-Cred.  of Technology Accounting 2018
FSF Change Maorthern Alherta Institute Alternative Energy ALT Alternative Energy ALT Draft Apr 27,
of Technalagy Technology Technology 2018
PSP Mew Maorthern Alherta Institute Basket'Weaving Biy20 Basket'Weaving Biy20 Draft Mary 26,
DipJCert/Mon-Cred.  of Technology 2017
PSP Mew Maorthern Alherta Institute Denturist DET Mew Specialization Sp Code Draft Apr 26,
DipJCert/Mon-Cred.  of Technology Technology 2018
FSF Change Maorthern Alherta Institute Weterinary Medical WA Weterinary Medical WA Draft Qct 16,
of Technalagy Assistant Assistant 2017

Alter the number of results displayed on each page by selecting a number from the drop-down
list, just above the results grid on the right side of the screen. The columns in the grid are
sortable by clicking the column header.

Once you have identified a record you would like to work on, click anywhere on the row to
select it and display the WIP details screen.

Government of Alberta ® Advanced Education 8|
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SEARCH

Program Search

The Program Search screen provides users with a list of search criteria broken down by
organizational and functional data. The organizational data is common to all business areas
while the functional data is specific to individual business areas.

Perform the following steps to execute a Program Search within Approvals:

1. Click the Program Search in the quick launch area on the left side of the screen.

PAPRS Approvals Funding

PAPRS

Institution Details

I Program Search I 4/

| Click Program Search

Specialization Search

The screen refreshes to display the Program Search page.

Government of Alberta ® Advanced Education 9|
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2. Enter your search criteria into the appropriate fields and/or select the desired option(s)
from the drop-down lists.

Program Search

© Search Criteria

Governance Post-Secondary Programs Institution Category v
Institution Name v Short Name v
Program Name Academic Year 2017-2018 L3
Program 1D Approval Type hd
Credential Type A Program Status hd
Program Type A In Progress Status v
. . v
Enter the search criteria
q v
and click Search
3. Click the Search button.
The screen refreshes to display the search results at the bottom of the page.
4. Click anywhere on a row to select and open the Program Details screen.
© Search Results
The search criteria returned 145 rows of resulis. Rows per page:
Institution Name Program Name Program ID Status In Progress Academic Year
Status
Northem Alberta Institute of Academic Upgrading 2017-2018
Technalogy Select the desired row
Northem Alberta Institute of Accelerated Accounting 2017-2018
Technology
(7 Northem Alberta Institute of Accelerated Accounting CEDAAC Active 20172018
Technology
Northem Alberta Institute of Administration des affaires bilingues FBU Terminated 2017-2018
Government of Alberta B Advanced Education 10 |
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The screen refreshes to display the Program Details page for the selected program.

Institution Number: 27 Institution Type: Polytechnic
Operating Type: Public Operating Name: Morthemn Alberia Institute of Technology
Home Jurisdiction: Alberta Legal Entity: MNorthem Alberta Institute of Technology

Governance: Post-Secondary Programs

@ Program Details

Academic Year Filter 2017-2018 v

Change Program —Manage WIP-- v

Specialization Search

PAPRS allows you to search specializations using the Specialization Search function.
Perform the following steps to execute a Specialization Search:

1. Click Specialization Search in the quick launch area on the left side of the screen.

PAPRS Approvals Funding

FAFRS

Institution Details

Program Search . o
Click Specialization Search

I Specialization Search I

The screen refreshes to display the Specialization Search page.

Government of Alberta ® Advanced Education 11 |
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2. Enter your search criteria into the appropriate fields and/or select the desired option(s)
from the drop-down lists.

nse  The Academic Year drop-down list defaults to the current academic year.

L

Specialization Search

@ Search Criteria

Governance Post-Secondary Programs Specialization In v
Progress Status
Institution Name h Academic Year 2017-2018 v
Institution Category v Delivery Mode he
Program Name Unique Student Cohort v
Program ID LERS Flag v
Program Type v Load Flag e
Credential Type e Sessions and Costs v
Flag
Level of Study v .
Publishing Flag w

Specialization Name

Specialization Code

Specialization Status v

Enter the search
criteria and click Search

CIP Code

3. Click the Search button.
The screen refreshes to display the search results.

4. Click anywhere on a specialization row to select and open the Specialization Details

Classification: Protected A

screen.
@ Search Results
The search criteria returnad 242 rows of results. Rows per page
....... -
Select the desired row
Institution Name Program Name Specializatiol In Progress Academic
Status Year
Nerthern Alberta Institute of Academic Upgrading Adult Basic Education -fevel | CEDADULI Terminated 2017-2018
Technology
Nerthern Alberta Institute of Academic Upgrading Adult Basic Education - Level Il CEDADULI Terminated 2017-2018
Technology
MNerthern Alberta Institute of Academic Upgrading High School Equivalency CEDADULHS = Terminated 2017-2018
Government of Alberta ® Advanced Education 12 |



noe  Click on the numbers below the specialization table to view additional listed
~  specializations - if the search results have multiple specializations - to navigate to
other pages.

prenticeship Roofer APROOWT 1ot ]

Click to navigate to

I- I / other pages
2 3 4 5

The screen refreshes to display the Specialization Summary and Details page for the
specialization selected.

‘Operating Name: Morthem Alberta Institute of Technology Lepal Name: MNorthern Alberta Institute of Technology
Insfitution Category: Polytechnical Institutions Operating Type: Public

Jurisdiction: Alberta

Program Name: Accelerated Accounting Program Id: CEDAAC

Program Number: 41267 Program Authority: Post-Secondary Programs

Program Status: Active

© Specialization Details

Specialization Load Activations and Funding Specialization Characteristics
Academic Year Fiter | 2017201 Summary, including institution [~
© Specializations and program information for

selected specialization

Change Specialization —Manage WIP—

@ Characteristics

5. Select a different academic year by clicking the Academic Year Filter drop-down under
the Specialization Details section of the page (if required) and click the desired year.

2004-2005 1 |
2005-2006

o . 2006-2007
alization Details 2007-2008

20082003 Select the desired year
2008-2010

2010-2011 from the Academic Year

2011-2012 .
2012-2013 =

122013 Filter drop-down
2014-2015
2015-2016
2016-2017
Academic Year Filter 2017-2018
2015-2019

Government of Alberta ® Advanced Education 13 |
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noe  Click the page indicators to view additional listings from the listing for the
“—  Academic Year specified - if required.

6. Click the Plus icon (%) to expand the Specialization section.

7. Click anywhere on the desired row to select a Specialization.

The Characteristics and Basics sections are displayed, below the Characteristics section.

@ Basics

Active Locks

O ASI Lock O LERS Lock

© Specializations
Select the desired
Specialization -
Name Code
Accelerated Accounting CEDAAC tive
Change Specialization —Manage WIP-- v
@ Characteristics
Rows per page:
Description Start Date End Date LERS Load and Length Sessions and Costs Publishing
Morthem Alberta Institute of Technology - Main Jul 1, 2004 = a m}
Northem Alberta Institute of Technology - Overseas Jul 1, 2005 = a O
Morthemn Alberta Institute of Technology - SITE Jul 1, 2004 = m] ]

Characteristics and Basics for
the selected Specialization

Government of Alberta ® Advanced Education
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Viewing Specialization Load
Perform the following steps to view the Specialization Load page:
1. Search for the desired Specialization Detail record.

See the Specialization Search section of this guide for details on how to perform the
search.

2. Click the Specialization Load link to access the specialization load totals.

@ Specialization Details

ISpE[:iaIizatinn Load I
\ Click Specialization
Load
Academic Year Filter
@ Specializations
Government of Alberta ® Advanced Education 15 |
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The screen refreshes to display the Specialization Load Details page with load totals.

© Specialization Load

Change Specialization Load —Manage WIP— v

Active Locks O ASl Lock O LERS Lock

Specialization Name Accelerated Accounting

Unit of Load @ Credits O Hours

Year of Study Year1 v

Year Instructional Load Practicum Load Actual Weeks Actual Load

o — :
o e —— :
o Summer |:| 0
o Spring and Summer |:| 0

= Non-Sessional 30 0 15
fotals * 0 " Specialization
Totals

Full Load 30

Full Load Equivalent 1.00

@ Specialization Totals

Approved
Full Load a0
Total Load 30
FLE 1.00

3. Scroll down the page to view the Specialization Totals section.

note By default, the first year of study is shown.

—

Government of Alberta ® Advanced Education 16 |
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4. Select the desired year from the Year of Study drop-down to view Specialization Load

information for that year.

@ Specialization Load

Change Specialization Load

Active Locks

Specialization Hame

Unit of Load
Year of Study
Year Instructional L
& Fal 5

~Manage WP

O Azl Lock O LERS Lock

CommercialPhatoorsphy

@ Credits Q) Hours

Select desired
Year of Study

“feard

“rear2
rear3
“Yeard

The screen refreshes to display the Specialization Load information.

Government of Alberta ® Advanced Education
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PROPOSALS

This section explores the functions available for Creating a Program Proposal.

The Post-Secondary Programs branch provides institutions with guidance on how to prepare
Program Proposals, as well as general information on processes for Program Proposal Reviews
and Load Calculations.

Proposals are created to gain Ministerial approval for the following:
e New programs and specializations
e Suspension, reactivation or termination of a program or specialization
e Change to a program or specialization name

e Change to full load equivalent, or curriculum changes resulting in an actual load or full
load change.

Searching Program Proposals

Perform the following steps to execute a Program Proposals Search.
From the Approvals home page -

1. Click Proposal Search in the quick launch area on the left side of the screen.

PAPRS Approvals Funding

PAPRS

Institution Details

Program Search

Specialization Search

| Click Proposal Search
I Proposal Search I

Brokering Search

The screen refreshes to display the Advanced Search - Proposals page.

Government of Alberta ® Advanced Education 18 |
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2. Enter your search criteria specifying an Institution Name or Reviewer to activate search.

Advanced Search - Proposals

@ Search Criteria

Institution Name
Reviewer
Program Name
Program 1D

Proposed Program
Implementation Date

Work Type

Enter the search criteria
and click Search

3. Click the Search button.

The screen refreshes to display the search results at the bottom of the page.

© Search Results
Number of
The search criteria refurned 10 rows of results within 4 proposals. Rows per page: |50 w
results found | —  l— v
Work Type Proposal Operating Program Mame Program Specialization Specialization = Status Status Received Implementation
Type Name D Name Code Date Date Academic Year
PSP Change Program Morthern Instrumentation  IET Assigned  Jan Jan 15, 2016-2017
Placeholder Alberta Engineering to 15, 2016
Institute of Technology Reviewer 2016
Technology
=
PSP Change Change Load  Northemn Instrumentation  IET Instrume g 016-2017
Alberta Engineering Engineering A
Institute of Technology Technology I Se | eCt the deS| red row I
Technology

4. Click anywhere on a row to select and display a program proposal.

The screen refreshes to display the Proposal Detail page for the program selected. The
top section of the page lists summary information for the Program Proposal.

Insfitution Name:

Program 1D: IET

© Proposal Details

Academic Year 2016-2

Frogram Specialization

Morthern Alberta Institute of Technology

Program Proposal
summary information

[ View Proposal Report | M View Comparison Report

Government of Alberta ® Advanced Education
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June 2018 PAPRS — Post-Secondary Institution (Approvals)

New Program Proposal

The New Program Proposal allows institutions to propose new programs that they wish to have
reviewed and approved. In the following section, describes the New Program Proposal process.

New Program Proposal Process

New Program Proposal Process

Government of Alberta B Advanced Education 20 |
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Creating a New Program Proposal
The creating a New Program Proposal process allows your institution to submit a new program

proposal for approval by the Ministry.

noe  This is the same workflow process when proposing a new specialization within an
approved program.

Perform the following steps to creating a New Program Proposal.

1. Click Proposal Search - in the quick launch area on the left side of the window.

PAPRS Approvals Funding

FAPRS

Institution Details

Program Search

Specialization Search
| Click Proposal Search

I Proposal Search I

Brokering Search

Government of Alberta ® Advanced Education 21 |
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The screen refreshes to display the Advanced Search - Proposals screen.

Advanced Search - Proposals

@ Search Criteria

Institution Name W
Reviewer N
Program Name

Program ID

Proposed Program
Implementation Date Clle NEW

Work T'
ork Type Program Proposal

© Mew Specialization for Program © MNew Program Proposal I

2. Click the New Program Proposal button to initiate the process.

The Start a New Program Proposal popup window is displayed.

3. Enter the required information (all fields are mandatory).

4. Click the OK button.

Start a Mew Program Proposal

Fillin the detailz on thizs dialogue and click OK ta intiste the creation of & new program proposal. Clicking
Cancel will cloze this dislogue without creating the neve program proposal.

*Institution Hame v

*Program Hame

*Program Id
*Credential Type v
*Program Type T
=
Government of Alberta ® Advanced Education 22 |
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The screen refreshes to display the Proposal Details page. Details of the proposed
program are displayed in the summary section at the top of the page.

Institution Name: Morthern Alberta Instifute of Technology Program Name: ional System Analyti

Program ID: 154

© Proposal Details

Academic Year 2017-2018 Proposed Program

summary information

Program Specialization Brokering

Completing the Program Proposal Details
Perform the following steps to complete the Program Proposal Details:

From the Proposal Details screen for your New Program Proposal (see previous
sections).

1. Click the Program tab, near the top of the page.

Ingtitution Name: Morthern Alberta Insiitute of Technology Program Name: d ineering Technol

Program ID:

Click the
Program tab

Acadg®Year 2016~ Is« View Proposal Report | s View Comparison Report
I
E Specialization Brokering
y

© Proposal Details

Government of Alberta ® Advanced Education 23 |
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2. Complete the Program tab fields by entering the desired information for the new
program proposal. Fields marked with a red asterisk are mandatory.

@ Proposal Details

Academic Year 2017-2018
Program Specialization Brokering
*Program Name International System Analytics
*Institution Program ID 154
Program Type Post-diploma certificate
Program Credential Certificate

*Program Length Category W

*Level Of Study W

Minister's Decision Date

Hard File Name

Complete the Program tab fields,
remembering that the fields
marked with an asterisk are

mandatory

Hard File Number

Suspension Start Date

Suspension End Date

Termination Date

Requires Designation Review Mo

Program Calendar Description

3. Scroll to the bottom of the page and click the Update Proposal button to commit your
inputted dates.

The system checks the submitted information and, if necessary, displays validation
messages at the bottom of the screen.

@ validation Messages

4' Scro” to the bOttom Of the page to VieW the Frogram Motification Recipient rmust be entered.
Validation Messages Section_ Program Cantact Email must be entered.

Frogram Contact Email is invalid.

Program Contact Phone must be entered

The except|0ns IISted n the Valldatlon Messages Program Contact Phane is invalid. Accepted formats are 555-123
section must be corrected before PAPRS allows you 4557, (858173 4807 and 695 173 4567

. Fragram Contact Mame must be entered.
to move forward in the program proposal process.

noe  As a minimum, at least one specialization for the new program must be entered to
- proceed with the proposal process.
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5. Scroll to the top of the page and click the Specialization tab.

Institution Name: Morthern Alberta Institute of Technology Program Name: Instrumentation Engineering Technology

Program ID: IET

Click the

@ Proposal Details

Specialization tab
Acagdemic ¥e 016-2017 aa View Proposal Report w View Comparison Report
Program Brokering

The form refreshes to display the Specialization tab form.

6. Click the Add Specialization button.

7. Complete the Basic section of the form for the Specialization by entering the desired
information for the specialization of the new proposed program. Fields marked with a
red asterisk are mandatory.

@ Add Specialization & Change Specialization ¥ Delete Specialization=)

I Basic Lo

Specialization Hame Mew Specialization
Specialization Code Sp Code
Primary Funding Source ¥
Administrative Unit T
Proposed Implementation Date j
Proposed End Date _“:]
CIP Code

& CIP Search

Statz Canada Lookup

Entrance Requirement v

Unit of Load & Credits Hours

note  For the CIP Code field, if you require additional information for entering the
appropriate code, click the Stats Canada Lookup link provided to reference the
Statistics Canada website to access their lookup service. Once you have
referenced the Statistics Canada site, return to the form to select the
appropriate CIP Code for the specialization being completed. Click the Search
button to access the search form.
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The Search CIP Code popup window is displayed.

Search CIP Codes

Please enter your CIP Code search criteria belowy then press the "Search’ button to perform the search.
Select your desired CIP code from the resulting list then select OK to confirm your selection.

CIP Code Value

CIP Code Description

/

Enter the CIP Code or
Description and click Search

x Cancel

8. Enter a keyword in the CIP Code Value or the CIP Code Description and click Search.

9. Select the row from the listing results and then click OK to confirm the selection.
The form refreshes to display the CIP Code field populated with the selected code.

10. Complete the remaining Basic information for the specialization and click Save.
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The Validation Messages section (at the bottom of the page) indicates any missing
information for the current stage of the proposal.

» Cancel

@ “alidation Messages @ Comments

Specialization Mew Specialization cannot have a total full load

equivalent of zera,

The exceptions listed must be
corrected prior to continuing
with the process

I Add & new comment:

Current status Drraft

Hext step

The Load information for the Specialization must now be entered.

11. Scroll to the top of the Basic form and click the Load tab.

A Chanoe Specialization

O Add Specislization

Click the Load tab to
continue the process

o F
—

Specialization Hame Mews Spe

Specialization Code Sp Code
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The screen refreshes to display the Load form for the new specialization.

Basic Load

Select the Year of _
# Change Load

‘ study to complete
[ Year Semester(s) I ctional Load Practicum Load Actual Weeks Actual Load Full Load Full Load Equivalent

0 30 0

[0  Year1 0 0 0

of [1] [1] i 1]

12. Select the Year of study to complete by click on the row.

The Load form refreshes to display an entry form for the Year selected.

Year 1
Year Instructional Load Practicum Load Actual Weeks Actual Load
v [0 | 8 |
g e D | o | 00
]  Spring 0
O Summer 0
0 Spring and Summer Enter the Load 0
]  Non-Sessional info rmation 0
Totals 600 1] 600
*Full Load 30
Full Load Equivalent 20.00
Change Description

13. Enter the load information for the selected year. Ensure that you check the checkbox for
each session of the year, to complete the accompanying load information.

14. Click the Save button (at the bottom of the Load form) to commit your changes for the
selected year of study.

note  Information must be entered for every year of study of the specialization in

- order to continue with the proposal process. If the information for following
year of study is the same as the previous year, you can choose to copy the
information from one year to the other. Located just below the form for the
selected year, select from Copy this year's data drop-down list the year of study
you wish to copy the information to.
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Year Instructional Load Practicum Load Actual Weeks Actual Load

300 100 12 400
300 100 12 400
pring )
Summer a
a
Select the year of study to copy v
the information too 24 800
FoTTee

Full Load Equivalent

Copy this year's datato

Change Description

15. Click the Copy button (optional). FulLoad | 30

Full Load Equivalent 26867

Copy this year's data to | “ear2

[ ]

Change Description

16. Click the Save button - once you have completed the information for each year of study.

If you wish to add another specialization to the program proposal, click the Add
Specialization button at the top of the page and repeat the above steps. If not, continue
to the next step.

17. Complete the steps presented in the Adding and Completing a Template section of this
document, before returning to this section and proceeding to step 18.

18. Scroll to the bottom of the page to view the Validation Messages section and ensure
that there is no messages indicating missing information.
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19. Select Request Sign-off from the Next Step drop-down list and click the Update and
Submit button.

@ Yalidation Messages @ Comments
Current status Draft Add & new comment:

Hext step Request Sign Off v

Select Request Sign-off from
the Next Step drop-down

B Update Proposal

Description Please ensure that the word ducum_emis Cumpleted
prior to requesting VPA Sign Off.
Label
) Supmi m

Program Proposal VPA Sign Off

Sign off of the New Program Proposal must be obtained in order for the proposal to be
submitted to the Post-Secondary Programs branch for their review and approval.

Perform the following steps to complete the sign off by VPA for a Program Proposal
With the desired Program Proposal Details open -

1. Review the information provided for its accuracy.

2. Scroll to the bottom of the Proposal Details page and from the Next Step drop-down list
select Sign Off to continue the proposal process (or Request Revision to return it to the
previous step).

3. Click the Update and Submit button to continue.

Current status Drraft L=
Current substatus Awaiting WPA Sign Off

Proposal status indicator

Hext step v |

Description Sign Off

Label Reguest Revision

B Update Pro

~  Update and Submit

The Current Status value updates to indicating the proposal is With Ministry and is
Waiting to be assigned.

Government of Alberta ® Advanced Education 30 |

Classification: Protected A



June 2018 PAPRS — Post-Secondary Institution (Approvals)

New Specialization Proposal

The New Specialization Proposal allows the institution to add a new specialization to an
approved and active program. In the following section, we present the New Specialization
Proposal process.

New Specialization Proposal Process

New Specialization Process
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Adding a Specialization to an Active Program
Perform the following steps to add a specialization to an Active Program.
From the Approvals home page -

1. Click Program Search - in the quick launch area on the left side of the window.

PAPRS Approvals Funding

PAPRS

Institution Details
I Program Searnch I /

Specialization Search

| Click Program Search

2. Perform a search for the desired program you wish to add a specialization to.

Please see the section in this document, Program Search for more information on
searching for a program.

3. Click the radio button in the right column of the desired program row.

4. Click the New Specialization for Program button

™) Northern Alberta Institute of Dental Technology DLT Active 20172018
Technology
NW& of Denturist Technology DET i it —
Technelogy
Select the desired row and
' BE click the New Specialization
/ for Program button

© New Specialization for Program © New Program Proposal

note  The New Specialization for Program button is only be available for a program
- record with the Program Status marked as Active and In Progress Status as
blank.
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The Add a New Specialization popup window is displayed

5. Click the OK button to continue with the proposal process.

Add a Mew Specialization

Select & warkflove for the nevy specialization.

Workflow Start new vl o v

| Click OK I —

The screen refreshes to display the Proposal Details page with the Specialization tab
active.

6. Click the Specialization tab, followed by the Add Specialization button.

7. Complete the Basic section of the form for the Specialization by entering the
information for the new specialization. Fields marked with a red asterisk are mandatory.

@ Add Specislization & Change Spec W Delete Specialization(s)

I Baszic Load

Specialization Hame Mew Specialization
Specialization Code Sp Code
Primary Funding Source v
Administrative Unit r
Proposed Implementation Date j
Proposed End Date )
CIP Code

& CIP Search

Stats Canada Lookup

Entrance Requirement v

\ Unit of Load & Crecits Hour =
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note  For the CIP Code field, if you require additional information for entering the
appropriate code, click on Stats Canada Lookup link provided to reference the
Statistics Canada website to access their lookup service. Once you have
referenced the Statistics Canada site, return to the form to select the
appropriate CIP Code for the specialization being completed. Click the Search
button to access the search form.

The Search CIP Code popup window is displayed.

8. Enter a keyword in the CIP Code Value or the CIP Code Description and click Search.

9. Select the row from the listing results and then click OK to confirm the selection.

Search CIP Codes

Pleaze enter your CIP Code search criteria belowy then press the "Search' button to perform the search.
Select your desired CIP code from the resulting list then select OK to confirm your selection.

CIP Code Value

CIP Code Description

/

Enter the CIP Code or
Description and click Search

» Cancel

The form refreshes to display the CIP Code field populated with the selected code.

10. Click the Program tab (top of the Proposal Details page).

© Proposal Details

Academic Year 20172018

Specialization Brokering

0 k ode Status
| Click the Program tab [

Denturist Technol ET Active

O Mew Specialization 5p Code
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11. Select the information required from the Institution Notification Recipient and Program
Notification Recipient dropdown lists, under the Program tab.

*Institution Notification Recipient

Institution Contact Mame
Phone Number
Fax Number

Email Address

*Program Motification Recipient

© Add

© Add

Note

To add a new Notification Recipient simply click the appropriate Add button
and complete the displayed fields. The Area Code field requires a 3-digit

number, for example 780.

12. Scroll to the bottom of the page and click the Update Proposal button to save your

changes.

13. Click the Specialization tab and enter the remaining information on the Basic tab for the

Specialization.
14. Click the Load tab.

o F

@ Add Specialization

Click the Load tab to

Specialization Hame

Specialization Code

continue the process

———

MNew Spe

Sp Code

1 Celete Specializationi's)
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The screen refreshes to display the Load form for the new specialization.
15. Select the Year of study to complete.
The Load form refreshes to display an entry form for the Year selected.

16. Enter the load information for the selected year. Ensure that you check the checkbox for
each session of the year, to complete the accompanying load information.

Year 1
Year Instructional Load Practicumn Load Actual Weeks Actual Load
# Fal 300 0 12 300
< Winter 300 0 12 300
Spring 0
Summer 0
Enter the Load
Spring and Summer . . ]
information
Mon-Sessional 0
Totalz =] 1] 24 E00
Full Load 0
Full Load Equivalent 20,00
Copy this year's data to v
Tatal 0 i i 0 120 0.o0

17. Click the Save button (at the bottom of the Load form) to commit your changes for the
selected year of study.

note  Information must be entered for every year of study of the specialization in

- order to continue with the proposal process. If the information for following
year of study is the same as the previous year, you can choose to copy the
information from one year to the other. Located just below the form for the
selected year, select from Copy this year's data drop-down list the year of study
you wish to copy the information to.
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Year Instructional Load Practicum Load Actual Weeks Actual Load

¥  Fal 300 100 12 400
¢ hirter 300 100 12 400
Spring ]
SUMmmer u]
u]
Select the year of study to copy 0
the information too e -
Full Load 20
Full Load Equivalent 26 .67 \
Copy this year's data to l Tearz vl

All “ears

Change Description

18. Click the Copy button (optional). Fulload %0

Full Load Equivalent 2667

19. Click the Save button - once you

Copy this year's data to ear?

have completed the information
for each year of study.

Change Description

If you wish to add another specialization to the program proposal, click the Add
Specialization button at the top of the page and repeat the above steps. If not, continue
to the next step.

20. Scroll to the bottom of the page to view the Validation Messages section and ensure
that there are no messages indicating missing information.

@ walidation Messages @ Comments
Current status Draft Acd & nesw comment:
Hext step Request Sign O v Click the Update

L Please ensure that the word document is completed
D
serintion prior to requesting VPA Sign OF. Proposal button
Label p
1 Unda Upda il Submi

21. Click the Update Proposal button.

22. Complete the steps presented in the Updating a Template section of this document.
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June 2018 PAPRS - Post-Secondary Institution (Approvals)

Change Proposals

A. The Program Change Proposal allows institutions to request changes to a program they
offer such as Name Change, Suspension, Re-Activation and Termination.

B. The Specialization Change Proposal allows the institution to request changes to a

specialization they offer such as Details Change, Load Change, Suspension, Re-Activation
and Termination.

Change Proposal Process

Change Proposal Process
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Initiating the Change Proposal
The first step of the Change Proposal process is initiating the proposal.
Perform the following steps to initiate a Change Proposal:

1. Open the record to be changed.

2. Click the Academic Year Filter drop-down list and select the year you wish to work with.

Institution Number: 27 Institution Type: Polytec hnie

Operating Type: Public 2004-2005
2005-2006

Home Jurisdiction: Alberta 2006-2007
2007-2008

Governance: Post-Secondary Pn 2003-2009
2009-2010 | h d . d f
2010-2011
o1Tana Select the desire year rrom
20122013 || < A A

[ P the Academic Year Filter
2014-2015 q
20152018 drop-down list
2016-2017
Academic Year Filter 0 015
2013-2019
Change Program —-Manage WIP- v

note By default the current Academic Year is selected when this screen loads unless
~ the current academic year is locked, then it defaults to the following year.

3. Select the Start new workflow option from the Change Program or Change
Specialization drop-down list - just below the Academic Year Filter drop-down list.

Change Program

—~Manage WIF— |T]
—Kanage WIP—
Start new workllow

Select the Start new
workflow option

Change Specialization:

.--Manage WIP--
—Manage WIP—
Start new workflow

PSP Change - Waiting to be Assigned (0 Prog / 1 Spec/0 Load) - 7/8/2013 9:35:39 AM
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June 2018 PAPRS — Post-Secondary Institution (Approvals)

The screen refreshes to display the Proposal Details page.

4. Click the Program or Specialization tab.

Ingtitution Name: Northern Alberta Institute of Technology Program Name: d ineering Technol

Program ID: IET

© Proposal Details

r Click the Program or
(A) ssmers (B Specialization tab
Program Specialization M

5. Click the Change Program or the Change Specialization button.

& Proposal Details

Academic Year 2017-2018 v @

Frogram Specialization Brokering

& Proposal Details
Academic Year 2M7-2018 v
Frogram Specialization Brokering
Rows per page:
..... -
O Name Code Status WP Status
Alternative Energy Technology ALT Active

& Change ation o Delete !

‘No‘;e The Change Program button is found in the top right corner of the tab, the
~  Change Specialization button is found in the bottom right corner of the tab.
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The Change Program or Change Specialization pop up window is displayed.

6. Select the one of the following:

A - Change Programs B - Change Specializations
Change program name Change specialization details
Terminate Program Terminate Specialization
Suspend Program Suspend Specialization
Re-Activate Program Re-Activate Specialization
Change Progranm Change Specialization

Change program for the 2017-2018 academic year. Change specialization for the 2017-2018 academic year.
Change program name. Change specialization details.

¥ &pphy changes forward across future academic years. Specialization name, primary funding source, and instructional load.
| Apply changes forward across future academic years.

Terminate program.

Suspend program. _ o
Terminate specialization.
Use the Change Specialization procedure to initiate changes to specialization details (oad, name) and

to suspendireac nate individual ons Suspend specialization.

noe By default, the Apply changes forward across future academic years is selected.
- If this option is not required, then uncheck it and the changes being requested
are only be applied to the current selected academic year.

7. Click the OK button to continue - once you have made your selections.
The screen refreshes to display the Proposal Details page.

8. Complete the required fields, entering the desired changes on the Program and
Specialization tabs - as necessary.

noe Al fields marked with a red asterisk are mandatory.
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*Program Hame

Institution Program ID
Program Type

Program Credential
Program Length Category
Level O Study

Minister's Decision Date
Hari File Hame

Hard File Number
Suspension Start Date
Suspension End Date
Termination Date
Requires Designation Review

Program Calendar Description

*Institution Notification Recipient

Institution Contact Name
Phone Number
Fax Humber

Email Address

Alternative Energy Technolocy

ALT

Ceccupational

Diploma

2ears

Career Preparation

Alternative Enerdy Technology

411512

Mo

Program Tab

Basic Load

*Specialization Name Afternative Energy Technology

Specialization Code ALT

Primary Funding Source

Administrative Unit

Proposed Implementation Date

Proposed End Date

CIP Code 160603

Stats Canada Lookup

Entrance Reguirement

Unit of Load * Credits Hours

Suspension Start Date

Suspension End Date

Specialization Tab

Termination Date

R ion Date

Approved Term

From

To

Approved Implementation Date

Approve? C Mo Q Yes
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9. Scroll to the bottom half of the page and click the Update Proposal button to commit
your changes.

Description

Lahel

B Update Froposal

10. Review the Validation Messages section of the page - at the bottom of the Proposal
Details page. If there are any messages indicated in that section, complete the
necessary sections of the Program and / or Specialization tabs, to satisfy the conditions.

& validation Messages

Institution Contact Email must be entered.

Institution Contact Email is invalid.

Institution Contact Phone must be entered.

Institution Contact Phone is invalid. Accepted formats are 555-123-4967, (995)123-4567 and 555 123 4567,
Institution Contact Mame must be entered.

Institution Motification Recipient must be entered.

Program Motification Recipient must be entered.

Program Contact Email must he entered.

Frogram Contact Email is invalid.

Frogram Contact Phone muost be entered.

Frogram Contact Phone is invalid. Accepted formats are 955-123-4567, (555)123-4567 and 555 123 4567,

Frogram Contact Mame must be entered.

noe  You are unable to proceed in the process until all messages in the Validation
- Messages section have been addressed.

11. Continue to the Adding and Completing the Change Template section to complete the
change proposal process.

Once the Change Proposal has been initiated, the appropriate Change Template must
be added to the proposal with the necessary information included.

12. Complete the steps presented in the Adding and Completing a Template section of this
document, before returning to the next section (below), Submitting the Change
Proposal.
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Submitting the Change Proposal

Once you have completed updating the program details and have finalized the change template
document, the Change Proposal can be submitted for approval.

Perform the following steps to submit the Change Proposal.

1. Select the Change Proposal you wish to submit from the listing on the Approvals home
page by clicking the desired row.

ielcome to the Appro

There are 6 tasks assigned [ available to you. SeleCt the

Work Tvpe Operating Name Program Name Cha nge Pro posa I Specialization Code Status H
PSP Mew DipCertiNon-Cred. Marthern Alberta Institute of Technology Accelerated Accounting CEDAAC Draft
PSP Change Marthern Alberta Institute of Technology Alternative Energy Tec ALT Alternative Energy Technology ALT Draft
FSP Mew DipJCert/Nan-Cred. MNarthern Alberta Institute of Technaology Basket Weaving, Bwwz0 Basket Weaving BwW20 Draft
PSP Mew DipJCert/Non-Cred. MNarthern Alberta Institute of Technaology Denturist Te®fnology DET Mew Specialization Sp Code Draft

I FSP Mew DipJCert/Nan-Cred. MNarthern Alberta Institute of Technaology International Systern Analytics 154 Mew Specialization Sp Code Draft |
PSP Change Marthern Alberta Institute of Technology Weterinary Medical Assistant WA veterinary Medical Assistant WA Draft

The screen refreshes to display the Proposal Details page.

2. Scroll to the bottom of the page and select the Submit for Review option, from the Next
step drop-down list.

3. Click the Update and Submit button to complete the submission.

Current status Diraft

I Mext step Submit for Review v I

Description The proposal is forwarded to the Ministry for review. Please ensure that
the proposal template is completed and all other relevant documents
have been attached prior to submission.

Lahel

B Update Prog
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June 2018

Specialization Load Change Proposal

PAPRS — Post-Secondary Institution (Approvals)

The Specialization Change Proposal allows the institution to request changes to a specialization
Load Change. The following section demonstrates the Specialization Load Change proposal

process.

Specialization Load Change Proposal Process

Specialization Load Change

Government of Alberta B Advanced Education
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Initiating the Specialization Load Change Proposal

The first step of the Specialization Load Change Proposal is to initiate the proposal with a
specialization load change.

Perform the following steps to Initiating the Specialization Load Change Proposal.

1. Perform a search to locate the desired Specialization Details record.

2. Click the Specialization Load link to access the specialization load totals, from the
desired Specialization Details screen.

@ Specialization Details

ISpeciﬂIization Load I
\ Click Specialization

Load

Academic Year Filter

@ Specializations

The screen refreshes to display the Specialization Summary and Details page with load
totals.

3. Select the academic year you wish to update, from the Academic Year Filter list.

@ Specialization Load Details

Academic Year 2017208 v

© Specializations

4. Select Start New Workflow from the Change Specialization Load dropdown.

@ Specialization Load

Change Specialization Load --Manage WIP-- v

--hanage WiIP--
Start new floy

e
Active Locks O ASILock O LERS Lock
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5. Click the Load tab followed by the Change Load button.

@ Add Specialization A& Change Specialization W Delete Specialization(s)
Basic Load .
Click Change Load
button

The Change Load popup window is displayed

Change Load

Apply changes ta:

The 2017-2018 academic year onhy

#2017-2018 and all subsequent years.

6. Select the appropriate radio button.

note  Specifying the academic and “... and all subsequent years” affects the selected
~  academic year and the academic years to follow.

The screen refreshes to display the Proposal Details page with the Specialization tab
active and the Load tab in edit mode.

7. Click the row you wish to update - from the load table displayed.

A& Change Load

Click the row you
m/ wish toupdate | oo -
] Year Semester(s) Instructional Load Practicu d Acti Full Load Equivalent

|| | reard 30 i} 14 a0 a0 1.00 I

Total an i 14 an an 1.00

The screen refreshes to display the selected year of study information displayed below
the load table.
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8. Update the desired information for the selected year of study and provide a brief
description of the change in the Change Description field.

Year 1

Year Instructional Load Practicum Load Actual Weeks Actual Load
Fall 0
pnter Update the load ’
Spring information as desired 0
Summer 0
Spring and Surmmer i]

i Mon-Sessional an il 15 an
Totals a0 0 148 30

*Full Load 30

Full Load Equivalent 1.00

Change Description

Provide a brief change
description

x Cancel

note  If the load information updated applies to other years of study, select from the
Copy this year’s data to list the year of study for which this change in load also
applies to and then click the Copy button to apply those changes.

Copy this year's data to

Change Description

9. Click the Save button, to commit the changes.
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10. Review the Validation Messages at the bottom of the Proposal Details page.

@ validation Messages

Frogram Motification Recipient must be entered.
Frogram Contact Email must be entered.
Frogram Contact Email is invalid.

Frogram Contact Phone must be entered.

Frogram Contact Phane is invalid. Accepted formats are 595-123-
4567, (5559123-4567 and 555 123 4567,

Frogram Contact Mame must be entered.

If there are any messages indicated in that section, complete the necessary sections of
the Specialization fields to satisfy the conditions being indicated.

nste  You are unable to continue with the process until all messages in the Validation
- Messages section have been addressed.

11. Click the Update Proposal button to commit your changes.

Current status Draft

Hext step Submit far Rewview: r

Description The propos gt e iussianebity’ [
review. FIEal click the Update
template is ant

Proposal button
documents
suhmission.
Label /

B Update Prop

» Lpdate and Submit

12. Complete the steps presented in the Adding and Completing a Template section of this
document, before returning to the next section (below), Submitting the Specialization
Load Change Proposal.
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Submitting the Specialization Load Change Proposal

Once you have completed updating the program details and have finalized the Load Change

Template document, the Specialization Load Change Proposal must be submitted for approval.

Perform the following steps to submit the Specialization Load Change Proposal.

From the Approvals home page -

1. Select the Specialization Load Change Proposal you wish to submit from the listing.

There are B tasks agsioned [ available toyou.
Work Type Operating Nama Program N: Select the Name Specialization Cote Status
PSP New DipfCert/Mor-Cred, Morthern Alberta Institute of Technology o change Proposal Draft
FSF Change Morthern Alberta Institute of Technology gy Technology AT Drait
PSP New DipCert/Mon-Cred, Morthern Alberta Institute of Technolo Basket Weaving Bw20 Basket Weaving Bw20 Draft
PSP New DipJCet/Mon-Crad Morthern Alberta Institte of Tec iy Denturist Technology DET INew Specialization Sp Code Dratt
PSP Mew DipCert/Mon-Cred, Morthern Alberta Institute of Technology International System Analics 154 Mew Specialization Sp Code Draft
PSP Changs Morthern Alerta nstitte of Technology VBtarinary Medical Azsistant WA weterinary Madical Assistant WMA Dratt

The screen refreshes to display the Proposal Details page.

2. Scroll to the bottom of the page and
select the Submit for Review option
from the Next step drop-down list.

3. Click the Update and Submit button
to complete the submission.

The screen refreshes to display a
message indicating that the record
was updated and submitted
successfully.

Current status Draft
I Hext step Subimit for Reviesw v I
Description The proposal is forwarded to the Ministry for

Label

iew. Please ensure that the proposal

Select Submit for
Review

B Update Proposal

+ Update and Submit
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TEMPLATES

Document Templates are added to a proposal when new proposals are created, or when
existing programs and specializations are updated.

Adding and Completing a Template

Once a Change Proposal has been initiated, the appropriate Change Template must be added
to the proposal with the necessary information included.

Perform the following steps to add and complete the Change Template:
From the Approvals home page, under the PSP Administration heading -

1. Click the Shared Doc Templates option - in the quick launch area on the left side of the
window.

PAPRS Approvals Funding

PAPRE

Institution Details

Frogram Search

Specialization Search

Froposal Search

Brokering Search

FAPRS Help

Help Documents

Click the Shared Docs

- _~ Templates option

Administration
I Shared Docs Templates I /

Maintain Administrative Unit Codes
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The screen refreshes to display a listing of change template documents.

& Files

Current Falder: Termplates

Twpe Hame Size
Guidelines
[ CAQC Mew Degree Proposal Template Part B.docy BOGOT
[ Cerificate, Diploma, and Mon-Credential Template. docx 730145
[ Load Chanoe Template.docs 37080

Last Modified

342018 7:03:40 P
TONE2017 4:01:34 P
TOME2017 4:08:19 PM
1002017 4:01:35 P

Modified By

wal Filippow
wal Filippow
“Wal Filippow
“Wal Filippow

2. Click the name of the appropriate Template document.

The document will download to your computer.

3. Update the document name by adding the Program / Specialization name to the

template name.

4. Open the saved document and complete the requested information.

5. Save and close the document.

6. Return to PAPRS and click the Approvals tab.

The page refreshes to display a listing of current task assigned to you.

7. Click the row of the record you want to work on.

The page refreshes to display the Proposal Details page.

8. Scroll to the Proposal Documents section - bottom of the page.

9. Click the Add Document button.

& Files
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The Files popup window is displayed.

2018-04-26-135744 - Mew Proposal - Accelerated Acc
Click the Choose

Browse ta the docurnent you intend to upload. / File button

Cwerwrite existing file?

Q Add Anather File

*File Choose File |Rofile chosen 0 Femove

10. Click the Choose File button.
11. Locate your updated and saved Change Template file.

12. Click the Open button.

The Upload Document popup window is displayed

E Save A

Organize * Mew folder

4. Downloads i Marne
= Recent Places

, Termplates

T

, Projects
. Training

, My Adobe Captis

i Libraries
@ Documents i

\T--\\'I
{ “'\-_.JI | 4 ¢ Cormputer » Local (T » Users » kDo

05 CAQC Mew Degree Proposal Ternplate P...

= =Rl lame Change Template — Your Program Mame

Save as type: ’Word Document (*.docx)

13. Click the OK button.
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The page refreshes to display the document added to the Files section of the Proposal

Details page.

& Files

& Add Document

Type Hame

tr Delete Selected

The new document

I [ Mame Change Termplate - Your Program Mame.docy I

& Add Document

¥ Delete Selected

Updating a Template

The following section provides the steps necessary to update a Template document, which was
previously uploaded to PAPRS - as described in the Adding and Completing a Template section

of this document (above).

Perform the following steps to update the Template document.

From the Proposal Details page for your Proposal -

1. Scroll to the Files section at the bottom of the Proposal Details page.

& Files

& Add Document

Tvpe Hame

& Add Document

T Delete Selected

B Mame Change Template - Your Program Mame.docs

T Delete Selected

Government of Alberta ® Advanced Education

Classification: Protected A

54 |



The Files section displays a listing of documents that have been included with the
current program change proposal.

2. Click the document Name to download it.
3. Open the document and perform the desired updates.
4. Save and close the document.
5. Click the Add Document button - in the Files section at the bottom of the Proposal
Details page.
Type Name

B MName Change Template - Your Program Name. docx

@ Add Document | 1 Delete Selected

The Files popup window is displayed.

6. Click the Choose File button.

2018-04-26-135743 - Mew Proposal - Accelerated Acc

Click the Choose
Browse to the docurment you intend to upload. / File button

*File Choose File |Rofile chosen 0 Femove

Crverwrite existing file? ¥

Q Add Anaother File

note  With the previous PAPRS system editing template documents was completed
within a web browser. Now you must save the document to your computer (or a
shared drive) and complete the edits locally before uploading the document
back in to PAPRS.
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7. Locate the updated document you want to upload to PAPRS.

ElSaue.ﬂ.s
( ‘:\T"‘\
) | 4 v Computer » Local (T} » Users » b Dowe

Organize * Mew folder

4 Downloads 0 Marre i

X RecentPlaces 7.
0S| CAQC Mew Degree Proposal Template P...
, Temnplates E|
J Projects
J Training

My Sdobe Captiv
o Libraries
@ Documents %

I EL =Rl ame Change Template — Your Program MName

Save as type: [Word Document (*.docx)

8. Click the Open button.
The Files popup window is displayed
9. Click the OK button.

10. The page refreshes to display the document added to the Files section of the Proposal
Details page.

The screen refreshes to display the updated document with the updated time stamp.

@ Files

& Add Documert | & Delete Selected The new document
is listed

Type Hame

I B Mame Change Termplate - Your Program Mame.docy I

& Add Document | i Delete Selected

Repeat the above steps if you wish to perform additional updates to the document.
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PROPOSAL REVIEW PROCESS

When the proposal is developed and submitted to the PSP branch for review, it is no longer
available for updates and it is removed from the institution’s dashboard. The institution user
can search for this proposal on the Proposal Search screen to confirm proposal status. For the
proposal review process to begin, the proposal must be assigned to a PSP reviewer.

Proposal Notifications

When the proposal is assigned to the reviewer, the system generates an e-mail to inform
Institution and Program Notification Recipients of the proposal status change. The institution
user enters names and e-mail addresses of the notification recipients on the proposal.

Below is a sample of notification that the system generates when the proposal status changes.

E-mail subject line: PAPRS Notification: PSP Proposal - Status Update for Program Name

The status of the PSP New Dip./Cert. /Non-Cred. for Program Name has changed

Revised Status: With Ministry / Assigned to Reviewer

Reviewer: First Name & Last Name e-mail and phone number of reviewer

Similar notifications are generated when the proposal:
e isreturned to the institution for further development
e s returned to the institution with Request to Withdrawn
e isapproved.

Note

Return Proposal to Institution

The proposal process is interactive — the proposal contains a record of communication between
the PSP branch manager and the institution. During the review and approval process, the
proposal may require additional information, clarification or be withdrawn. In such cases, the
PSP reviewer returns the proposal to the institution.

nste  The Programs and Specializations Workflow report can be used to print detailed
- information how the status of each proposal has been changed during the review and
approval process.
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Proposal Returned to Institution

During the review process, proposal may be returned to the institution for the following
reasons:

e returned to the institution for further development
e returned to the institution for withdrawal.

In both scenarios, the system generates an e-mail to inform Institution and Program
Notification Recipients of the proposal status change and the proposal appears on the
institution’s dashboard.

Proposal returned to the institution for further development.

An institution user can access a returned proposal from their dashboard. When a New
Program/New Specialization proposal is returned to the institution, the status of the proposal
changes to Requested Further Information. The returned change proposal shows status as
Returned to Institution.

Work Type Operating Name Program Name Program ID | Specialization Name Specialization Status @ Received Start
Code Date Date

PSP New Northern Alberta Institute of ~ Accelerated Accounting CEDAAC2 Awaiting VPA Sign Off Apr 26,
Dip./Certi./Non-Cred. Technology 2018

PSP New Northern Alberta Institute of ~ Millwork and Carpentry MIC New Specialization Sp Code Draft May 4,
Dip./Certi./Non-Cred. Technoj 2018

PSP Change Northe| Veterinary Medical Assistant VMA Draft Oct 16,
=4 Check the Status column 2

PSP New Northe! New Specialization 1 NS-101 Requested Further JJun 5, 2013 May 7,
Dip./Cert./Non-Cred. Technology echnology Information 2018
PSP Change Northern Alberta Institute of ~ Biological Sciences Technology BST General BST Return to Institufion JJun 5, 2018 Jun 5,
Technology 2018

Change Proposal

When the Change Proposal is returned to the institution, the institution user has the following
options:

Current status Return to Institution

e Update the proposal and

select as a Next Step the e g WWitwirawn
option Under Review Description
Label

e Withdraw the proposal and

slect a5  Next St the

option Withdrawn

When the institution selects the Under Review option, the proposal is returned to the PSP
branch and appears on the PSP branch dashboard.
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When the institution selects the Withdrawn option, the proposal review process ends, and
changes are not applied to the program and specialization. Proposals with status Withdrawn
can be searched on the Proposal Search screen by selecting the Work Type first and then
Proposal Status.

Advanced Search - Proposals

© Search Criteria

Institution Name Northern Alberta Insfitule of Technology (MA) W
Reviewer ~

Program Name

Program 1D
Proposed Prog: ion Date v
Work Type PSP Change v
Proposal Type w
Proposal Status Withdrawn v

————————————

New Program/Specialization Proposal

When the proposal is returned to the institution with the status Requested Further

Information, the institution

should update the proposal as
requested and send it back to the
PSP branch. There is only one
option for a proposal with this
status, this option is Revised
Proposal Under Review. This
option returns the proposal to the
PSP branch and the review

Current status

Current substatus

With PSI

Request Further Information

Next step Revised Proposal Under Review v
Description The revised proposal is returned to the department for further review.
Label

Update Proposal + Update and Submit

process continues.

When the decision has been made to withdraw the New Program/Specialization proposal, the
PSP reviewer returns the proposal to the institution with the status Request for Withdrawal.

Proposal with this status appears on the institution’s dashboard.

Welcome 1o the Approvals Site

There are 16 tasks assigned [ available to you.

Work Typa Dperating Name

HNorthein Alberta int
Technology

PSP Change

I Check the Status column [

Riorvs: per p)
clalization Mame Specialization Status Received Date:
Code o]
neral B3T Retum o Jum 5, 2018

Imstilssan

PSP New
Dip/Cen Mon-Cred

Northern Alberta Institte of

Technology Technobogy

ilreless Systems Engnesning WST

Hew Spacialization 101 HS-101

Requerst for Jun 5, 2018
WWilharanwal
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The institution is expected to complete the review process by withdrawing the proposal. The
institution user must select Withdraw as the Next Step, and then Update and Submit the
proposal. The new program/specialization records are not created on the system once the
proposal is withdrawn.

Current status With PSI

Current substatus Request Withdrawal

I Next step Withdraw z I

Description The Ministry requests this proposal be Withdrawn.

Label

Update Proposal + Update and Submit

Approved Proposal

When the review is complete, the PSP reviewer recommends the proposal for approval. When
the final approval is granted by department officials, the proposal is approved on the system
and a final notification is generated to the Institution and Program Notification Receivers.

note  Approved proposal can be searched on the Proposal Search screen or printed using
- the Approved Program and Specialization Report.
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INSTITUTIONS

In this section of the document we explore the functions relative to managing your post-
secondary institution’s details.

Viewing your Institutions Record

PAPRS allows you to view the details of your post-secondary institution record.
Perform the following steps to view your Institution record:

1. Click Institution Details in the quick launch area on the left side of the window.

PAPRS Approvals Funding

FAFRS

I Institution Details I e | Click Institution Details

Program Search

Specialization Search

The screen refreshes to display the Institution Details page for your institution.

@ Institution Details

Institution Numhber 27
Registry Name Maorthern Alherta Institute of Technology
Operating Name Maorthern Alherta Institute of Technology
Legal Entity Marthern Alherta Institute of Technolooy

Institution Type Faolytechnic

Operating Type Fublic
The Institution Details
page is displayed

Home Jurisdiction Alberta

Governance Post-Secondary Program

2. Scroll the page to view the entire record.
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3. Select the desired version of the institution details record from the Select Temporal

Record drop-down list.

I Select Temporal Record

“Yerzion of: Jul 1, 2004

Effective Date of Change

Jul 1, 200
I Select the version you wish I
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Institution Contact Details

PAPRS allows users to view the details of the addresses associated with your primary post-
secondary institution record.

The Contact Details page displays the following sections:

Address
Phone
Email
Website

Viewing the Contact Details Page

Perform the following steps to view the Contact Details page for an institution:

1.

Navigate to the Institution Details page.

2. Scroll down the page to the Institution Addresses section.

@ Institution Addresses
The Institution Addresses section

of the Institution Details screen Rows per page: [ 10 ¥

Type Governor Contact Usage Address
FPRSFinal Apprenticeship and AT General Inguiries 11762 - 106 Street, Edmonton, ALBERTA Canada
Address Type EA  Industry Training TaG 2R1
Fhys=ical FPost-Secondary General Inguiries Office ofthe Registrar, 11762 - 106 Street,

Frograms Edmoanton, Alberts Canada TG 2R
Fhysical Apprenticeship and AT General Inguiries Office ofthe Registrar, 11762 - 106 Street,

|r sty Trainino Ermontnn Alhetta Canara 755 *E1

3. Click a row to select and view the Institution Address.
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The screen refreshes to display the Address Details popup window

Address Details

*Contact Usage General Inguiries
*Address Type Phrysical
*Country Canacs
*Province ! State Alberta
*City Edmartan
*Address Office of the Registrar

11762 - 106 Street

*Postal Code TSG2R1

4. Review and click Close.

The Contact Details screen is displayed.

5. Click the tabs to display Addresses, Phone numbers, Email addresses or Website

Rows perpage: |10

information.
@ Contact Details
I Addresses Phones Emails Wehsites I
4 Addresses
Usage Address Type q q
Click the tabs to display
) _ contact information
General Inquiries Fhysical
=
Institution Contact infarmation  Physical Ofice of the Registrar 11762 - Edrmantan, Alberta,
for ALIS 106 Street Canada
AIT General Inguiries Fhysical COfice of the Registrar 11762 - Edmonton, Alberta,
106 Strest Canada

Postal

Code

TaG2R1

TaG3IH1

TaG2R1

6. Clicking a row displays the details popup of the selected listing.
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Institution Location Details

PAPRS allows users to view the details of the locations associated with post-secondary
institution records.

Viewing Institution Locations
Perform the following steps to view a Location’s details for an Institution:

1. Navigate to the Institution Details page.
2. Scroll down to the institution Locations section.

3. Click the desired row in the Locations grid.

@ Locations
Rows per page: |10 ¥
Location Name Status Governance @ Location Code
Morthern Alberta Institute of Technology - Morthern Lakes College (Athabasca) Active Fost-Secondary Programs 95E
MHaorthern Alberta Institute of Technology - Morthern Lakes Callege (Atikameg) Active FPost-Becondary Programs 958

The selected location’s, Location Details screen is displayed.

Institution Humber: a7 Institution Type: Palytechnic

Operating Type: Public Operating Hame: Morthern Alberta Institute of Technology
Home Jurisdiction: Alberia Legal Entity: Morthern &lberts Instiute of Technology
Governance: Post-Secondary Programs

@ Location Details

Location Number T

*Location Name Morthern Alberta Institute of Technology - Duffield (Ironhead)
Governance Fost-Secondary Programs
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Viewing Institution Location Addresses

Perform the following steps to view a Location Address for your institution:

1. Scroll down to the bottom of the Location Details page, to the Locations Addresses

section.

@ Location Addresses

Tyme Governor

Physical  Albetta Learning Information

Service

Contact Usage

Location Contact information for
ALIS

Rowes perpage: | 10 ¥

-

Address

cfo Office ofthe Registrar, 11762 - 106 Street, Edmonton, Alberta Canada
TaG 2R1

Q Add Address

2. Click a row in the Location Addresses grid to display the Address Details popup window.

3. Review the details and click the Close button.

Address Details

*Contact Usage

*Address Type

*Country

*Province ! State

*City

*Address

*Postal Code

Physical

Canada

Alberta

Edmonton

cio Office of the Redistrar

TTE2 - 106 Street

TaG2R1

The screen refreshes to display the Contact Details screen.
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4. Click the tabs to display Addresses, Phone numbers, Email addresses or Website

information.

@ Contact Details

I Addresses Phanes Emails

Wiehsites
1 Addresses
Usage Address Type
Location Cantact infarmation far ALIS Physical

Address

cio Office ofthe Registrar 11762 - 108 Street

Rows per page: |10 ¥

City / Province | Country

Edtnantan, Alberta, Canada

Puostal Code

TEG2R1

Q@ Add Address

5. Clicking a row displays the details popup of the selected listing.
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Adding Location Details

An institution location can be added to an institution once institution details have been
established.

Perform the following steps to add Institution Location Details:

1. Click the Add Location button found at the bottom of the Institution Details page.

nate  If the Add Location button is not visible, click the Show/Hide Locations icon (2,&).

The screen refreshes to display the Location Details screen.
2. Enter the requested information into the fields.

@ Location Details

Location Number 0

I *Location Name I

Governance Post-Secondary Programs

Enter mandatory information and
optional information as required

Academic Year 2017-2018

Active Locks O ASl Lock O LERS Secondan

I *Location Code I

Location Status Active

Offsite o

I *Effective Date Jul 01, 2017 a I

Termination Date

Inactivation Date

3. Click the Submit button to save and submit the new Location Details.

nte  The Location Details has been assigned a Location Number.

=

@ Location Details

I Location Number 30753 I

‘Location Name  new Loczton 7l A Location Number is assigned

Governance Post-Secondary
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Updating Location Details
PAPRS allows users to update the location details for an Institution Location.
The following are the steps to update an institution’s Location Details.
1. Update the following fields as required on the desired Location Details page.

All fields marked with a red asterisk are mandatory.

@ Location Details

Location Number AT

I *Location HName

Morthern Alberta Institute of Technology - Duffield (ronhesd)

Governance

Academic Year

Active Locks

Fost-Secondary Programs

2M7-2018

O ASI Lock O LERS Secondary Lock

Location Code 23

Location Status Active

Offsite 2

International Location U

Effective Date Mov 25, 1998

Termination Date :E
Inactivation Date =
B Submit 1 Delete
2. Click the Submit button to commit your changes.
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Adding Location Address Details
PAPRS provides the ability to add address details for an Institution Location.
Perform the following steps to Add Institution Location Addresses:

1. Click the Add Address in the Location Addresses section, on the Location Details page.

@ Location Addresses

Rows perpage: |10 ¥

-

Type Governor Contact Usage Address
FREFinal Address Type Apprenticeship and Industry AT General 10632102 AVERUE , , GRANDE PRAIRIE | ALBERTA Canada TaY
Al Trainirg Inguiries 6.8

FREFinal Address Type Apprenticeship a
AL Training

MUE | GRANMDE PRAIRIE | ALBERTA Canada T8V 68

Click Add Address button [\

2. Enter the requested information in the Address section.

Address Details

*Contact Usage v

*Address Type v

*Country v
*Address

3. Click the Save button to commit changes to the system.
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4. Click the Phones tab and click the Add Phone button.

Phone Details

*Contact Usage

*Phone Type

Country Dialing Code

*Phone Humber

Extension

5. Enter the requested information and click Save.

6. Click the Emails tab and click the Add Email button.

Email Details

*Contact Usage

*Email Type

*Email Address

7. Enter the requested information and click Save.

8. Click the Websites tab and click the Add Website button.

YWihsite Details

*Contact Usage

“Wehsite URL

9. Enter the requested information and click Save.
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Deleting Location Address Details

PAPRS provides the ability to delete address details for an Institution Location record.

Perform the following steps to delete Institution Location Address Detail information:

From the Contact Details screen -

1. Click the Addresses, Phones, Emails or Websites tab.

2. Select a row under one of the selected tabs.

I Addresses FPhones Emails Wehsites I\‘

Click a tab and

2 Addresses select a row Rows perpage: |10 ¥
Usage Address Type Address City / Province / Country Postal Code
ifain Address hfailing 7727 98 STREET NORTHWEST Edmontan, Alberta, TEE 529
Canada
Location Contact information for FPhysical cfo Office of the Registrar 11762 - 106 Edmaonton, Alberta, TaEzR1
ALIS Street Canada
The screen refreshes to display the selected detail in a popup window.
Address Details
*Contact Usage hain Sddress v
*Address Type Mailing v
*Country Canacda A
*Province | State Alberta v
*City Edmarton
*Address 7727 98 STREET NORTHWEST
*Postal Code THE 5C3
o Delete
3. Click the Delete button.
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ACTIVATION AND FUNDING DETAILS

PSI users are responsible for maintaining location and funding information for each approved
specialization. Activation also includes duration dates, indicating that the specialization is
offered at the location during the specific academic year.

Adding Activation Details

Perform the following steps to Add Activation Details:
1. Search for and select the desired Specialization Details record.

See the Specialization Search section of this manual for details on how to perform the
search.

The Specialization Details screen is displayed.

2. Click the Activation and Funding link to access the activation and funding load totals.

@ Specialization Details

Specialization Load I Acthsations and Funding I Specialization Characteristics

Academic Year Filter 2017-2016 v

© Specializations

The screen refreshes to display the Current Activations page with the activations for the
current year listed by default.

3. Click on the desired year - from the Academic Year Filter drop-down - to view the
activation details for that year.

@ Current Activations

Academic Year 2017-2018 v

20042005
20052006
2006-2007
20072008
2005-2009
2008-2010
2010-2011
2011-2m2
2012-20M3
2013-20M4
201 4-2015
2015-20M6
2016-2017

Location - Characteristic Name

Marthern Alberta Institute of Technology - Main

Morthern Alberta Institute of Technology - Overses

Marthern Alberta Institute of Technology - SITE

Q@ Add hew
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The screen refreshes to display the Current Activations page for the selected Academic

Year.

4. Click the Add New button to add an activation.

Morthern Alhera Institute of Technology - SITE 7

tivation Details Q, Yiew Funding Details

5. Select the desired location from the Location - Name / Code / Offsite drop-down list.

*Location - Name | Code § Offsite | Marthern Albetts Instiute of Technology - Fth Street £ 76 7 Mo v |
*Activation Start Date H
Activation End Date i
B Submit X Cancel
6. Enter the Activation Start Date for the activation.
7. Click the Submit button to commit your changes.
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Funding Details

Perform the following steps to View / Maintain Funding Details:
1. Search for and select the desired Specialization Detail record.

See the Specialization Search section of this manual for details on how to perform the
search.

2. Click the Activation and Funding link, from the Specialization Details screen, to access
the activation and funding load totals.

@ Specialization Details

Specialization Load I Acthsations and Funding I Specialization Characteristics

Academic Year Filter 2017-2016 v

© Specializations

The screen refreshes to display the Activation and Funding page with the activations for
the current year listed by default.

3. Click on the desired year, from the Academic Year Filter drop-down, to view the
activation details for that year.

& Current Activations

Academic Year 2017-2015 v

2004-2005
2005- 2006
2006-2007
20072005
20082009
2009-20M0
201 0-2011
201122
2012-2013
2013-20M4
2014-20M5
201 5-2016
2016-20M7

Location - Characteristic Name

Morthern Alberta Institute of Technology - Main

Morthern Alberta Institute of Technology - Overses

Morthern Alberta Institute of Technology - SITE

@ Add New Q View Activation Details
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The screen refreshes to display the Current Activations page.

4. Click the radio button in the left column of the table to select the row.

5. Click the View Funding Details button to view the activations for that location.

Marthern Alberta Institute of Technology - SITE ia

Q Add New Wien tivation Details Q Yiew Funding Details

The screen refreshes to display the Funding Details page.

6. Click on the desired year, from the Academic Year Filter drop-down, to view the funding
details for that year - if necessary.

@ Funding Details

Active Locks O ASl Lock O LERS Secondary Lock

This activation has funding callections fram Jul 1, 2004 to Dec 31, 29949,
There are no funding details in WIP for this activation.

D Delete Al

Academic Year 2017-2018 v

& Change Funding Details 2004-2005
2005-2006
2008-2007
2007-2008 i i

20072008 Click the desired year
) _ 2009-2010
Funding Type Start Date Funding Tvige | 50902011
2011-2012
Jul 1, 2004 202-2013
2013-2014
2014-2015
2015-2016
2016-2017

2015-2019

7. Click the Change Funding Details button to initiate the change.
The Choose how to apply these changes popup window is displayed.
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8. Click one of the radio buttons to the selected Academic Year or for all subsequent
years. (If funding is being added for the first time, this first option is not displayed).

Chonose how to apply these changes

Anply changes 1o
e The 2018-2019 Academic Year only
2018-2019 and all subsequentyears.,

® Cancel

9. Click the OK button to continue.

The screen refreshes to display the funding details for the selected academic year with
the Edit option enabled.

10.Click the row to change the funding details.

Funding Type Start Date Funding Type End Date Funding Code Description Y Amount Working

I Jul1, 2018 Jun 20, 2019 BBA Base 100 = I

Q Add MNew B SubmitP X Cancel WP

The screen refreshes to display the selected funding details placed in edit fields - bottom
of the page.

11.Make any required updates.

FundingCode Base - BEA

FundingPercentage 100

B Save ToWIF

12.Click the Save To WIP button to commit those changes to the funding details.

13.Click the Submit WIP to complete the submission to the Post-Secondary Programs

branch.
Funding Type Start Date Funding Type End Date Funding Code Description B Amount Working
Jul 1, 2018 Jun 30,2014 BBEA Base 100 [
Q@ Add Mew ] o VIF ® CancelWIP
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ADMINISTRATING UNIT CODES

This section provides information relating to the administration of unit codes for institutions.
The following functions are available to you.

e Adding an Administrative Code

e Editing an Administrative Code

Adding an Administrative Code

Perform the following steps to add an Administrative Code.
From the Approvals home page —

1. Click the Maintain Administrative Unit Codes option - in the quick launch area on the
left side of the window.

FAFRS Approvals Funding

FAPRS

Institution Details

Frogram Search

Specialization Search

Froposal Search

Brokering Search

PAPRSE Help

Help Documents

Click the Maintain
PSP Administration Administrative Unit

/ Codes option
Shared Docs Templates 1

Maintain Administrative Unit Codes
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The screen refreshes to display the Administrative Unit Code Results page. A list of
existing Administrative Unit Codes is displayed.

2 Lnit Codes
@ Institution Search
Registry Name Morthern Alkerta Institute of Technolocy
@ Code Yalues
17 administrative unit codes: Rows perpage: |10 ¥
Administrative Unit Code Description Active
1 Business and Applied Ards C4
10 Sch. of Academic Found. and Bridging &
11 Schoal of Applied Building Science =4
12 School of Business =
13 Sch. of Electrical and Electronics Tech. &
14 Extension Semvices =4
14 School of Health Sciences =
16 Schaool of Hospitality &
17 Sch. of Infa. Mgmt. and Cormmun. =
18 Sch. of Mechanical and Manufacturing Tec =4
L
O Add Mew

2. Click the Add New button.
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3. Enter the desired code and description in the Administrative Unit Code and
Administrative Unit Description fields.

@ Maintain Adminisirative Unit Codes

Complete these
two fields

@ Institution Search

© Code Values

o /

*Administrative Unit Code

“Administrative Unit Description

"

“Active

4. Click the Submit button to commit your changes.

The screen refreshes to display your entry added to the listing.
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Editing an Administrative Code

Perform the following steps to edit an Administrative Code.

From the Approvals home page —

1. Click the Maintain Administrative Unit Codes option in the quick launch area on the left

side of the window.

FAPRS Approvals Funding

PAPRS

Institution Details

Frogram Search

Specialization Search

Froposal Search

Braketing Search

FAPRS Help

Help Documents

FSP Administration

Maintain Administrative Unit Codes

Government of Alberta ®m Advanced Education
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Shared Docs Templates (/

Click the Maintain
Administrative Unit
Codes option
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The screen refreshes to display the Administrative Unit Code Results page. A list of
existing Administrative Unit Codes is displayed.

2. Locate and click the Administrative Unit Code to be edited.

© Code Yalues
17 administrative unit codes: Click the row for the Rows perpage: |10 ¥
Administrative Unit - b
Administrative Unit Code Code Active
1 ess and Applied Ars =
10 ch. of Academic Found. and Bridging [C4
" School of Applied Building Science [

The screen refreshes to display the selected Administrative Unit Code in edit mode.

3. Complete the required changes to the Administrative Unit Code and Administrative
Unit Description fields.

& Maintain Administrative Unit Codes

Complete the required
changes

© Code values
e 12 !

*Administrative Unit Code 12

@ Institution Search

School of Buziness

*Administrative Unit Description

*Active )

E Submit ® Cancel

4. Click the Submit button to commit your changes. If you wish to cancel the action, click
the Cancel button.
The screen refreshes to display the changes applied to the Administrative Unit Code

entry.
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BROKERING

A brokered specialization is a ministry-approved specialization from one institution that is
offered at a host institution for a limited period of time. The agreement is made between two
institutions, a credentialing institution (who owns the specialization) and a host institution (who
temporarily offers the specialization), to deliver the specialization and to split the enroliment.

New Brokering Agreements

Creating Change Program Proposals for Brokering Agreements

1. Select a program, at the credentialing institution, from the Program Search screen — see
the Program Search section of this document.

2. Start a new workflow from the Program Details screen.

Py —— Select Start new workflow from
the Change Program dropdown

Academic Year Filter 2017-2018
Change Program | —Manage WIP— v |
--Manage WIP-—-
|_Stertnewworklow ______|

Active Locks O ASl Lock O LERS Lock

3. Click the Brokering tab.

@ Proposal Details

Academic Year 2017-2013

; |
Program Specialization /

Click the Brokering tab I

# Change Program
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4. Click the Add Agreement button.

@ Proposal Details

Academic Year 2017-2018 v
Program Specializafion Brokering
Rows per page: |10 v |
Host Institution Click the Add End Date WIP Status

Agreement button

(& o | s

The screen refreshes to display the Add Agreement screen.

(o oo | 4 o s

*Host Institution b
*Brokering Agreement Start Date icee |
*Brokering Agreement End Date zﬁ

Specializations Name Code Status WIP Status

[ Building Environmental Systems Technology BES Active

Enroliment Split Year Credentialing Institution Portion Host Institution Portion
Year 1 0 0
Year 2 0 0
Change Description

5. Select the Host institution from the dropdown list and enter Brokering Agreement Start
and End Dates.

6. Select Specialization(s) that are included in the agreement.

7. Enter the Enrolment Split data.
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The Proposal Report can be printed by clicking View Proposal Report button.

P
Note

8. Enter the Program and Institution contact details.

9. Add documents to the proposal by clicking the Add Document button at the bottom of
the screen — see the Add Template section of this document.

10. Click the Update and Submit button to submit for review - once all validation messages
have been dealt with.

Searching for and Viewing Brokering Agreements

All approved brokering agreements are displayed on the Brokering Search screen. Agreements

can be viewed by selecting the relevant row.

1. Click Brokering Search - in the quick launch area on the left side of the window.

PAPRS Approvals Funding

PAPRS

Institution Details

Program Search

Specialization Search
| Click Brokering Search

Proposal Search

I Brokering Search I
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The Brokering Search screen is displayed.

Brokering Search

@ Search Criteria

Credentialing Institution Name Northern Alberta Institute of Technology
Host Institution Name
Program Name
Program ID
Credentialing Specialization Name
Credentialing Specialization Code
Host Specialization Name

Host Specialization Code

2. Enter search criteria and click Search.

The Search Results section is displayed.

@ Search Results

The search criteria retumned 1 rows of results

Credentialing Institution Name Host Institution Name Program Name

Northern Alberta Institute of Technology Northern Lakes College Business Administration

Rows per page: | 50

Start Date

Jul 1, 2008

End Date

Jun 30, 2009

v

3. Click the required row from the search results grid.
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On the Brokering Details screen the user can select a specialization to navigate to the
Specialization Details screen.

@ Brokering Details

Change Brokering —Manage WIP- v

Credentialing Institution Name Northern Alberta Institute of Technology
Credentialing Program Name Business Administration
Credentialing Program ID BUS
Host Institution Name University of Alberta

Host Program Name Business Administration

Host Program ID NBM

Brokering Agreement Start Date Jul 1, 2008 Selecta speC|aI|zat|on

Brokering Agreement End Date Jun 30, 2009

Specializations Credentialing Host Host
Specialization Specialization Specialization
Name Name Code

Management NBM

I Management
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Activating Brokered Specializations

Once the brokered specialization characteristic record has been created at the credentialing
institution, the host institution can activate brokered specializations on the Current Activation
screen. This screen is accessible from the Specialization Details screen.

Specialization Load I Activations and Funding I Specialization Characteristics

Academic Year Filter 2017-2018 v

& Specializations

The Current Activation screen displays.

1. Select the correct Academic Year.

2. Click the Add New button.

@ Current Activations

Academic Year 2017-218 v
Rows per page:
Location - Characteristic Name Code Offsite Flag Activation Start Date Activation End Date

© Add New Q View Activation Details Q View Funding Details

The screen refreshes to display additional fields.

*Location - Name / Code / Offsite hd
*Activation Start Date i

Activation End Date i
*Credentialing Characteristic hd

3. Complete the newly displayed fields and click Submit.
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Modifying Brokering Agreements

The credentialing institution must create a new change proposal in order to change the end
date of the brokering agreement.

1. Navigate to the Brokering Details screen.

2. Select Start new workflow from the Change Brokering dropdown.

© Brokering Details

Change Brokering --Manage WIP—

Credentialing Institution Name Northern A

Select Start new workflow from the
Credentialing Program Name Business

Change Brokering dropdown

Credentialing Program ID ENES

3. Select the agreement on Brokering tab and click the Change Agreement button.

@ Proposal Details

Academic Year 2017-2018 v

Program Specialization Click the change

Agreement button [Pereees 10T

-

Host Institution Start Date End Date WIP Status

Andrews University Sep 1, 2018 Dec 31, 2020

© Add Agreement # Change Agreement

Make the desired changes and continue the change proposal workflow as described
above.

Government of Alberta ® Advanced Education

89 |
Classification: Protected A



REPORTS

The following reports are available to institutions:

e Programs and Specializations Under Review

e Approved Programs and Specializations

e Future Dated Programs and Specializations Review Report
e Programs and Specialization Report

e Programs and Specializations Workflow

e Programs Lock and Location Lock Reports

e Locations and Specializations Report

Programs and Specializations Under Review

The Programs and Specializations Under Review report provides information relating to
proposals submitted by your institution and are being reviewed by the Post-Secondary
Programs branch.

Perform the following steps to execute the Programs and Specializations Under Review
report:

1. Click the Programs and Specializations
Under Review option - in the quick launch
area on the left side of the Approvals I Programs and Specializations I

Under Review
home page.

Reports

Approved Programs and
Specializations

Future Dated Programs and
Specializations Review Report

Program .
Report Click the Programs and

Specializations Under

Program Review option

Workflo

Programs Lock Report

Locations Lock Report

Locations and Specializations
Repart
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2. Select the desired options from the report criteria screen and click View Report.

Output Type
* Browser

Institution

Work Type

Proposal Status

Reviewer

Received Date From

Received Date To

Implementation Date From

Implementation Date To

Wiord FOF

Excel

Marthern Alberta Institute of Technology
ALL

Approved

Azzigned to Reviewer

Seoaiting VPA Sign Off

Draft

Mot Approved

On Hald

Referred to CAGC

Request for Withdrawal

Requested Further Information

Return to Institution

Review Complete

Reviewy Complete Mot Recommended for Spproval
Reviewy Complete Recommended for Spproval
Reviewy Complete Recommended for Revision
Reviewy Complete Recommended Set Hold

B OEH EH E
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3. Review the information provided in the report. Refer to the Proposal Status column for
information on the status of the listed proposals.

Post-Secondary Programs Branch
Programs and Specializations Under Review
BBCA Diphoma Pamela P6-Aug-2013 Fh-Aug-2013
Cunningham -
EAE
AACH Diploma Acceleraled AAC Pamela Z6-Aug-2013 Apprcrved Z6-Aug-2013
Ascounting Cunninghanm -
ASR Cartificale Diane Wishart GeMay-2013 Appraved G=May-2013
ASR Certificale Aircraft Shin and ASR Diane Wishart E-May-2013 Appeoved E-May-20113
Structure Fepair
ASR Certificate Susan May 24-0ct-2013 Approrved 13-Hov-2013
ASR Ceriificale  Aircrafl Skin and KSR Susan May 24-0ci-2013 Apprerved 13-Mow.2013
Structure Repair
AT Diphoma Amernative Energy Th g Kaith Ede 15-Mov-2013 Apprerved Z6-Mov.2013
Techrology
ALT Diploma Ksith Ede 15-Mov-2013 Apprerved 26-Mov.2013

4. Click any column heading to sort the displayed proposals based on the column selected.

Proposal Status: Approved
Reviewer: ALL

Receive Date Period:

Approved Implementation Period:

Post-Secaondary Programs Branch
Programs and Specializations Under Review

PSP Change Terminate Program Morthern Slberta  Accelersted LACT Diploms Pamela 26-Aug-2013
Institute of Accounting Cunningham - EAE
Technology
PSP Change Terminate Morthern Slberta  Accelersted ARCT Diploms Accelerated anC Pamela 26-Aug-2013
Specialization Institute of Accounting Accounting Cunningham - EAE
Technalogy
PSP Change Suspend Program  Morthern Blherta  Aircraft Skin and ASR Certificate Diane Wishart E-May-2013
Institute of Structure Repsir
Technology
PSP Change Suspend Morthern Blberta  Aircraft Skin and ASR Certificate Adrcraft Skin and ASR Diane Wishart G-Mary-2013
Specialization Institute of Structure Repsir Structure Repsir
Technology
PSP Change Terminate Program Morthern Blberta Aircraft Skin and ASR Certificate Suzan May 24-0ct-2013
Inztitute of Structure Repair
Technology
PSP Change Terminate Morthern Alberta Aircraft Skin and ASR Certificate Adrcraft Skin and ASR Susan hay 24-0ct-2013
Specialization Institute of Structure Repair Structure Repair
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Approved Programs and Specializations

The Approved Programs and Specializations report provides a listing of programs and
specializations that have gone through the change, or new proposal, process and have been
approved during a specified period.

Perform the following steps to execute the Approved Programs and Specialization report:

1. Click the Approved Programs and Specialization option in the quick launch area on the
left side of the Approvals home page.

Reports Click the Approved Programs
Programs and Specializations and Specializations option
Under Review /

Approved Programs and
Specializations

Future Dated Programs and
Specializations Review Report

Programs and Specializations
Report

Programs and Specializations
Workflow

Programs Lock Report

Lacations Lock Report

Locations and Specializations
Report
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2. Select the desired options from the report criteria screen and click View Report.

Institution

Work Type

Reviewer

Academic Year

SpecializationBasicOrLoad

Recefsed Date From

Received Date To

Approved Date From

Approved Date To

Approved Implementation Date From

Approved Implementation Date To

Output Type

® Browser Word FOF Excel

Marthern Alkerts Instiute of Technology

ALL

ALL

20M7-2018

Specialization Basic Only

OB B OB EH E

-
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Report Selection Criteria
Institution(s) Selected

Wark Type:

Reviewer

Academic Year
Specialization Basic or Load
Received Date Period:

Approved Date Period:

Approved Implermentation Period:

Post-Secondary Programs Branch

Approved Programs and Specializations

Morthern Alberta Institute of Technology

ALL

ALL

2017-2018

Specialization Basic Only

PAPRS106

PSP Change Program
Flaceholder
PSP Change Change Loacd

PSP Mew Degree  Mew Program

PSP Mew Degree  Mew
Specislization

Morthern Alberta
Institute of
Technology

Marthern Alberta
Institute of
Technology

Morthern Alberta
Institute of
Technology
Marthern Alkberts
Institute of
Technology

7

s

27

v

Post-Secondary Praograms Branch

Approved Programs and Specializations

Fublic

Public:

Fublic

Public

Builcling
Envvironmental
Systems
Technology
Builcling
Environmental
Systems
Technology

Basketwesving

Basketweaving

ACE

37365

37365

Diplaima

Diplarma

Degree

Degree

Dccupational Career
Preparation
Occupational Career
Preparation
Applied
Appligd

PARPRS106

Approved

Approvedd
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Future Dated Program and Specialization Review

The Future Dated Program and Specialization Review report provides a list of specializations
that are offered by an institution for a specific period of time. These specializations are:

e Suspended
e Brokered
e Terminated with future Termination Date

Perform the following steps to execute the Future Dated Program and Specialization Review
report:

1. Click the Future Dated Program and Specialization Review option - in the quick launch
area on the left side of the Approvals home page.

Reports
Programs and Specializations
Under Review Click the Future Dated
Program and Specialization
Approved Programs and A .
Specializations // Review option

Future Dated Programs and
Specializations Review Report

Programs and Specializations
Report

Programs and Specializations
Workflow

Programs Lock Report

Locations Lock Report

Locations and Specializations
Report
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Select the desired options from the report criteria screen and click View Report.

Institution Name

Reviewer

Review Period From

Review Period To

Include Specializations.

Morthem Alberta Institute of Technology

ALL

Erokered

Conditionally Approved
Suspended

Terminated

Qutput Type
® Browser Word PDF Excel
The report displays:
Proposal Status: Approved

Reviewer ALL

Receive Date Period

Approved Implementation Period

Post-Secondary Programs Branch
Pregrams and Specializations Under Review

PSP Change Terminate Program Morthern Alberta
Institute of
Technology
P3P Change Terminate Morthern Alberta
Specialization Institute of
Technolodgy
PSP Change Suspend Program  Morthern Alberta
Institute of
Technolooy
PSP Change Suspend Northern Alberta
Specialization Institute of
Technology
PSP Change Terminate Program Morthern Alberta
Institute of
Technology
P3P Change Terminate Morthern Alberta

Specialization Institute of

Accelerated
Accounting

Accelersted
Accounting

Aircraft Skin and
Structure Repair

Aircratt Skin and
Structure Repair

Aircratt Skin and
Structure Repair

Aircraft Skin and
Structure Repair

ABCT

AZR

ASR

ASR

LSR

Diploma

Diploma

Certificate

Ceificate

Ceificate

Certificate

Accelerated
Accounting

Ajrcratt Skin and
Structure Repair

Aircraft Skin and
Structure Repair

AAC

ASR

ASR

Pamela
Cunningham - EAE

Pamela

Cunningham - EAE

Diane Wishart

Diane Wizhart

Suzan May

Susan May

26-Aug-2013

26-Aug-2013

6-May-2013

B-ay-2013

24-0ct-2013

24-0ct-2013
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Programs and Specializations Report

The Programs and Specializations report provides a listing of programs and specializations that
are active during a specified time period.

Perform the following steps to execute the Programs and Specializations report:

1. Click the Programs and Specialization Report
option - in the quick launch area on the left side [z

of the Approvals home page.
Frogr@msl  click the Programs
Under Re . .
and Specialization
Approved Report option
Specializ.

Future Dated Programs and
Specializations Review Repo

Programs and Specializations
Report

Programs and Specializations
Workflow

Programs Lock Report

. . Lacations Lock Report
2. Select the desired options from the report

criteria screen and click View Report. Locations and Specializations
Report
Active during Academic Year: 20172015 v
Specialization Basics Or Load Specialization Bazics only v
Program Status Active v
Specialization Status ALL v
Institution Name: Morthern Alberts Institute of Technology v
Program Name: ALl
Specialization Name: ALL
Credential: ALL v
CIP Code: ALL v
Output Type
® Browser Word PDF Excel
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The report displays:

Post-Secondary Programs Branch
Programs and Specializations Report

PAPRS113

Report Selection Criteria
Active During Academic Vear

Select Specialization Data to Report
Program Status

Specialization Status

Institution Name:

Program Name:

Credential

Specialization Name:

CIP Code:

2017-2m8

Specialization Basics only

Active

ALL

MNorthern Alberta Institute of Technology

Post-Secondary Programs Branch
Programs and Specializations Report

PAPRS113

Northern Alberta Institute of | NA Polytechnical Institutions Apprenticeship APPR Certfficate  [Joumeyman  |Career Recorded 01-Juk2004  [Auto Body Technician  |Active
Technology Preparation

Northern Alberta Institute of | NA Palytechnical Institutions Apprenticeship APFR Certificate  [Joumeyman  |Career Recorded 01-JuF2004  [Automative Semvice [Active
Technology Preparation Technician

Programs and Specializations Workflow

The Programs and Specializations Workflow report provides an itemized list of the stages (with
dates) through which a proposal moves.

Perform the following steps to execute the Programs and Specializations Workflow report:

1. Click the Programs and Specializations
Workflow option from the quick launch area
on the left side of the Approvals home page.

Government of Alberta ® Advanced Education
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Reports

Programs and
Under Review

Click the Programs and

Specializations
Workflow option

Future Dated Programs and
Specializations Review Report

Programs and Specializations

Repart

Programs and Specializations

Workflow

Programs Lock Report

Laocations Lock Report

Locations and Specializations

Repart
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2. Select the desired options from the report criteria screen and click View Report.

Institution Hame Marthern Alberta Institute of Technolooy
Reviewer ALL
Program ALL
Work Type ALL
Reporting Period From
Reporting Period To
Received, completed Received during selected reporting period
Completed during selected reporting period
Output Type
* Browser Wiard FOF Excel

The report displays:

Post-Secondary Programs Branch

PSP Pregrams and Specializations Workflow

PAPRS1TOD

Institutions
Reviewer.
Prograrms

Wark Type

Date To:

Diate Fram:

Report Selection Criteria

Received workflow only:

Marthern Alberta Institute of Technology
ALL

ALL

ALL

1-Jan-2018

30-Apr-2015

Received during selected reporting period
Completed during selected reporting period

Post-Secondary Programs Branch

PSP Pregrams and Specializations Workflow

PAPRS1TO

PSP Change

PSP Change

PSP Changs

PSP Changs

Morthern Alberta
Institute of
Technolooy

Morthern Alberta
Institute of
Technolooy

Morthern &lberta
Institute of
Technology

Morthern Alberta
Institute of
Technology

Building Building BES
Environmental Environmental
Systems Systems Technology
Technology

KHarmelta Topolski - Building ACE Building BES
Environmental Environmental
Systems Systems Technology
Technology

Karmelta Topolski - Building ACE Buileling BE=
Environmental Environmental
Systems Systems Technology
Technology

Harmelta Topolski - Building ACE Buileling BES
Environmental Environmental
Systems Systems Technology
Technology

Waiting to be 30-Jan-2018 30-Jan-2015 1]
Assigned
Assigned to 30-Jan-2018 30-Jan-2015 1]
Reviewer
Under Reviesw 30-Jan-2018 30-Jan-2015 0
Approved 30-Jan-2016 0
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Program Lock / Location Lock

The Program Lock and Location Lock reports provides the user with the ability to list all
lock/unlock programs and locations for selected institutions. There are three types of program
locks and two types of location locks that control access to locations, program, specialization,
activation, and funding data. The user can request the listing of lock/unlock programs by the
lock type.

Perform the following steps to execute the Program

Lock report: Reports
Programs and Specializations

1. Click the Program Lock option - in the quick Under Review

launch area on the left side of the Approvals

Approved Programs and
home page.

Specializations

Future Dated Prasksiaa

Specializations .
¢ Click the Program

Programs and Lock option

Report

Programs and Specializations
Workflow

I Programs Lock Report I

Locations Lock Report

2. Se_lect. the desired op_tlons: from the report Locations and Specializations
criteria screen and click View Report. Report

Institution

For Academic Year

Show Locked and Unlocked Programs

Output Type
® Browser Word PDF Excel

Northern Alberta Institute of Technology
2017-2018

AS| of Locked Program
LE ; 2

Program
ed Program

of Unlocked Program
LERS Secondary of Unlocked Program
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Locations and Specializations

The Locations and Specializations report provides a list of specializations that are offered at the
location during the specific time. A specialization that is activated at a specific location is
funded for the full duration of the activation. Detailed funding information identifies the
funding sources for the specialization at the specific location. The report prints the list of
specialization and funding records that are active during the time selected by the user.

Perform the following steps to execute the

Locations and Specializations report:
Programs and Specializations

1. Click the Future Dated Program and Under Review
Specialization Review option - in the Approved Programs and
quick launch area on the left side of the Specializations

Approvals home page.
Future Dated Programs and

Specializations Review Report

Programs and Specializations

Report

Click the Locations and
etz Specializations option
Workflow

Programs Lock Report

i . Lacations Lock Report
2. Select the desired options from the

report criteria screen and click View I Locations and Specializations I
Report. —

Institution Name: =Select a value>

Location Name/Location Code

Activation/Activation & Funding

£

Activation Start Date

Activation End Date

£

QOutput Type
® Browser Word PDF Excel

View Report
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Institution Name: Morthem Alberta Institute of Technology v

Location Name/Location Code Mew Location Test/1234 -
Morthem Alberta Institute of Technology/01
Morthemn Alberta Institute of Techneology - Main/02
Morthem Alberta Institute of Technology - Tth Sireet76
Meorthem Alberta Institute of Technology - ALPACIE3
Morthem Alberta Institute of Technology - Bonnyville/S3
Morthem Alberta Institute of Technology - Brooks/54
Morthem Alberta Institute of Technology - Calgary/21
Morthem Alberta Institute of Technology - Calgary/34
Meorthem Alberta Institute of Technology - Calgary - Alberta Bus. Educ. S/66
Morthem Alberta Institute of Technelogy - Charles Campsell Hospital/58
Morthem Alberta Institute of Technology - Distance/35
Morthem Alberta Institute of Technology - Drayton Valley/22
Meorthem Alberta Institute of Technology - Duffield (Ironhead)23

Morthem Alberta Institute of Technology - Edmonton General Hospital/53 -
Activation/Activation & Funding
Activation Start Date |
Activation End Date |
Qutput Type
® Browser ' Word W PDF U Excel
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CONTACT INFORMATION

For further assistance or for comments or questions:

Post-Secondary Institution Help Desk (PSI)
Toll Free Phone: 310-0000

Phone: 780 427-5318 option 6

Fax: 780 427-1179

Email: psihelpdesk@gov.ab.ca
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