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INTRODUCTION

The Provider and Program Registry System (PAPRS) is the source of all educational institutions
and programs publishing data in Alberta (and distance learning offered in western Canada) for
the ALIS-OCCinfo website. This means any additions and/or updates to institutions and
program details, that are to be published on ALIS, must be entered through PAPRS.

Every year ALIS requests that post-secondary institutions review and update their institution
and program details. This review includes the details of newly approved programs and
specializations for publishing, the updating of existing published content and the un-publishing
of programs that are no longer offered.

This reference guide will help users working within the Publishing (ALIS) module of Advanced
Education’s PAPRS application.

Overview

This reference guide focuses on the Publishing components of the PAPRS application. These
components help institutions manage information that is published on ALIS. Please refer to the
Table of Contents for the full list of topics covered.
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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
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nee  If you enter an incorrect Username and Password combination, you will be
o presented with a message asking you to re-enter the correct information.

Jon.Smith

oo 0OOOO® Q

A Your username does not exist

Next

Forgot your username or password?

Terms of Use

Once you have successfully logged in, you will be presented with the main page of the
PAPRS site:

‘A/(bm_ﬂ Hello P & Log off

Government

PAPRS Approvals Funding Publishing

PAPRS Home
PAPRS
o Welcome to the Provider And Program Registry System (PAPRS)
pprovals
To get started, please select one of the following tabs (based on yeur 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 ® Advanced Education 5]
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Navigating the PAPRS System

PAPRS Home Page

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.

_A{b@"bﬁ-ﬂ 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 \
Quick Launch panel

Administration

FAPRS Help

Help Documents

e Navigation Menu — May include Approvals, Funding and Publishing tabs, depending on
user permissions.

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
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PUBLISHING

Dashboard

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

Home [ Publishing

Weicome to the Publishing Site Click anywhere on the row to select
and display the WIP details.

Mote: The WIP Created Date indicates when the workflow was initiated from the original source.

@ Search Results

The search criteria returned 158 rows of results. Rows per page: | 50 0w |

Registry Name Source  Program Name Specialization Name Type Status wip WiP
Created = Received

Morthern Alberta PSP Test 2018-201% academic year ALIS Change PSI Apr 27, Apr 27,
Institute of Technology Update Specialization Working = 2018 2018
Morthern Alberta ALIS ALIS Institution Pl Apr 26,

Institute of Technology Update Information Request Working | 2018

Morthern Alberta PSP Test New Build ALIS Change PSI Apr 27, Apr 27,
Institute of Technology Update Specialization Working = 2016 2016
Morthern Alberta ALIE Accelerated Accounting ALIS Change PSI Apr 25,

Institute of Technology Update Program Working | 2018

Morthern Alberta ALIS Alternative Energy Technology Alternative Energy Technology ALIS Change PS1 Mar &, Apr 22,
Institute of Technology Update Specialization Working = 2016 2015

Common reasons for why there are WIPs on your Publishing Dashboard include:

a) A new program has been approved by PAPRS Approval which is governed by Alberta
Advanced Education’s Post-Secondary Programs (PSP) Branch. The new program
requires your institution to enter and submit additional details (example, admission
requirements) in order to be published on ALIS-OCCinfo.

b) Someone from your school with Publishing access intended to publish some updates.
They have started a WIP to enter the updates and have saved their progress but have
yet to complete and submit the changes for publishing.

Government of Alberta ® Advanced Education 7 |
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note  Completing WIPs that were created over a year ago may be a challenge as
system upgrades may have corrupted the WIP since. If possible, it is
recommended that you delete the old WIP and then create a new WIP to
publish changes for any affected program.

Change the number of results displayed on each page by selecting a number from the
dropdown 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.

Government of Alberta ® Advanced Education
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Institutions

Viewing Institution Details

PAPRS allows users to view details of post-secondary institution records. These details are
published on the ALIS-OCCinfo website’s Schools in Alberta subsection.

Perform the following steps to view your Institution record

1. Click Institution Details, in the Quick Launch area on the left side of the screen.

PAPRS Approvals Funding Publishing

PAPRS Home f Publishing

I Institution Details
Jublishing Site
\ Click Institution Details ng

Program Search
Specialization Search Mote: The WIP Created Date indicates when

The screen reloads to display the Institution Details screen.

Home / Publishing / Insitution Search / i Details.

@ Institution Details

Institution Number v

Registry Name Merthern Alberta Institute of Technology
‘Operating Name Merthern Alberta Institute of Technology
Legal Enfity MNerthern Alberta Institute
Institution Type University
Operating Type Public
Home Jurisdiction Alberta

Governance Post-Secondary Programs

Institution Publication Status Active
2. Scroll through the screen to view the entire record.
Government of Alberta ® Advanced Education 9|
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Changing Institution ALIS Details

Perform the following steps to Change your institution’s ALIS Details

1. Navigate to the Institution Details screen (see Viewing Institution Details).

2. Scroll to the ALIS Institution Details Status section (bottom of the screen).

3. Click the Change Institution Details button to initiate the change.

© ALIS Institution Details Status

# Change Institution Details

m © Add Program Q, View All Programs

The Institution WIP Details screen is displayed.

@ Institution WIP Details

Institution Number
Registry Name
Operating Name
Legal Entity

Institution Type

27

Morthem Alberta Institute of Technology
Morthem Alberta Institute of Technology
Northem Alberta Institute of Technology

Polytechnic

4. Scroll to the ALIS Institution Details WIP section and complete the required information

in the Work-In-Progress fields:

e Work-In-Progress Alternative Institution Name Data: Identifies the names that
public users may know the institution by, including acronyms, old names, etc. Mainly
used to support the keyword search function on ALIS. Please note that the deletion

of existing content is not recommended.

e Work-In-Progress Institution Overview Data: Provides a general description of the

institution.

e  Work-In-Progress Application Deadlines Data: Provides a general deadline for
applying to the institution, rather than to specific programs. To enter program
specific deadlines, refer to the Updating Specialization Details section of this

reference guide.

Government of Alberta ® Advanced Education
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e Work-In-Progress Standard Admission Requirements Data: Provides the general
admission requirements, rather than requirements for admission to specific
programs. To enter program specific requirements, refer to the Updating
Specialization Details section of this reference guide.

© ALIS Institution Details WIP

Work-In-Progress Alternative Institution Name + Paragraph B 7
Data

|»
M
(1]
il
1]

L @

Enter all required information
in the Work-In-Progress fields

note  Existing ALIS Institution Details information is provided in the Current fields, just
below the Work-In-Progress fields for your reference during this process.

5. Click on the Update Details
button to save your WIP - in
the Workflow Status section.

When all of the ALIS Next step v
Institution Details field N

escription
updates are completed, ’

navigate to the Workflow
. [E) Update Detzile | |« Update and Submit
Status section of the screen. _

© Workflow Status
Current status ALIS Working CI|C k U pdate Details
Current substatus Working to save ChangeS

Label

6. Select the Submit for Approval option, from the Next step dropdown list.

@ Workflow Status

Current status ALIS Woarking
Current substatus  Viarking Select Submit for Approval L
MNext step | ¥

Label
B Update Details « Update and Submit

Government of Alberta ® Advanced Education 11 |
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To cancel a WIP workflow that has not been submitted and remove it from
the Dashboard select the Delete option from the Next Step dropdown.

7. Click the Update and Submit button to submit your changes for approval to the ALIS
business area.

The Institution Details screen reloads and indicates that the details have been
Submitted for Approval - in the Current status field of the Workflow Status section.

note  If you need to make additional changes to the WIP, after submission, either:

a. Email ALIS to request for the WIP to be returned to your Publishing Dashboard,
OR

b. Wait until the WIP is processed and then submit a new WIP.

Institution Information Request Workflow

An Institution Information Request is initiated by the ALIS business area and the institution is
asked to provide information such as:

e Alternative Institution Name Data

e |[nstitution Overview

e Application Deadlines

e Standard Admission Requirements

éViewing the Change Request

When a change to your institution’s details is requested, a change request will appear on your
institutions Publishing Dashboard.

Perform the following steps to View the Change Request

1. Click the Publishing tab.

PAPRS Approvals Funding Publishing

PAPRS L/ Publishing

Institution Detail
retiution BEtats Welcome to the Publishing Site

ngri Click the Publishing tab
Specid

The screen reloads to display the Publishing Dashboard for your institution. Institution
Information Requests are listed on this screen.

Government of Alberta ® Advanced Education 12 |
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Completing the Institution Details

Once a request to change institution details has been initiated, the institution must complete

the ALIS Institution Details section of the Institution WIP Details screen for their institution.

Perform the following steps to complete the ALIS Institution Details

1. Click anywhere on the Institution Information Request row to select it and display the
Institution WIP Details screen.

Weicome to the Publishing Site

Note: The WIP Created Date indicates when the workflow was initiated from the original source.

© Search Results

The search criteria returned 13 rows of resulis.

Rows per page: |50 v

Registry Name Source Program Name Specialization Name Type Status WIP WIp
Created Received
Northern Alberta Institute of PSP Test 2018-2019 academic year ALIS Change Pl Apr 27, Apr 27,
Technology Update Specialization Working =~ 2018 2018
Nerthern Alberta Institute of ALIS ALIS Institution Pl Apr 26,
Technology Update Information Request Working =~ 2018
Northern Alberta Institute of PSP Test New Build ALIS Change Psl Apr 27, Apr 27,
Technology Update Specialization Working =~ 2016 2016
To complete this process, follow from step 4 of the Changing Institution ALIS Details section.
Viewing Institution Locations
Perform the following steps to view a Location’s details for your institution:
1. Click the Institution Details option, in the Quick Launch panel (Publishing tab).
PAPRS Approvals Funding Publishing
PAFPRS Home [ Publishing
Institution Details o .
I —. _ o I 2ublishing Site
Click Institution Details
Program Search
Specialization Search Mote: The WIP Created Date indicates when
Government of Alberta ® Advanced Education 13 |
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The screen reloads to show your institution’s Institution Details screen; scroll down to
the Institution Locations section.

@ Institution Details

Institution Number

Registry Name

Operating Name

Legal Entity

Institution Type

Operating Type

Home Jurisdiction

Governance

Institution Publication Status

Publish On Website

Institution Category

Institution Advertised Name

Publish Funding

27

Northern Alberta Institute of Technology
MNorthern Alberta Institute of Technology

MNerthern Alberta Institute of Technolegy

Polytechnic

Public

Alberta

Post-Secondary Programs

Active

Yes

Polytechnical Institutions (Alberta)

rs
Note
=

table.

Navigate to other pages of the listed locations by clicking the numbers below the location

Athabasca University -
Athabasta University -

Athabasca University -

Calgary Learning Centre
Centre for Innovative Mgmt.

Edmonton Learning Centre

Active

Active

Active

Post-Secondary Programs
Post-Secondary Programs Mo

Post-Secondary Programs

—

Click these numbers
to display additional
institution locations

2. Click anywhere on the location row to select a location and open the Location Detail
screen for that location.

@ Locations

Click row to select a
location and open the
Location Detail screen

Status

Active

Active

Athabasca University

Athabasca University

- at Mount Royal

Active

Active

Governance Region
Post-Secondary Programs
Post-Secondary Programs
Post-Secondary Programs

Post-Secondary Programs

Rows perpage: (10 ¥

The screen reloads to display the Location Detail screen.

Government of Alberta ®m Advanced Education
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Updating Location Details

The following are the steps to update your institution Location Detail

nae  Applicable to ALIS governed programs; not all fields available for edit when the program is
PSP governed.

1. Update the fields as required on the desired Location Detail screen - to navigate to the
Location Detail screen, see Viewing Institution Locations.

2. Click the Submit button to commit your changes (found at the bottom of the screen).

@ Location Detail

*Location Name

Governance Alperta Learning Information Service

Update as required
and click Submit

Location Status Active

Publish On Website No

Sub Region v |I

@ Location Addresses

Government of Alberta ® Advanced Education 15 |
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Programs

Quick Search

The Quick Search screen allows you to search for all published programs associated with your
institution. To search for all programs, including unpublished programs, please refer to the
Program Search section of this document.

Perform the following steps to execute a Program Quick Search

1. Click the Quick Search option, in the Quick Launch panel.

PAPRS Approvals Funding Fublishing

FAFPRS Home / Publishing

Institution Detail s _
TALAL A o s T -I-.'Ehlng SI[E

Program Search Click Quick Search
Specialization Search / Note: The WIP Created Date indicates 1

I CQwick Search I

@ Search Results

Rl The search criteria returned 13 rows of

The screen reloads to display the Quick Search page.
2. Select your institution.

The Select a Program... field lists the published programs associated with your
institution.

3. Select the desired program from the list.

@ Select a Program. .. @ Select

Select the

161 programs were found.

Academic Upgrading - 78438 desired program
Alternative Energy Technology - 57742
Android Mobile Developer - 76504

Animal Health Technology - 28364
Apple i0S iPhonefiPad Mobile Developer - 76903
Applied Banking and Business - 38371

Government of Alberta ® Advanced Education 16 |
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4. Click the View Details button.

The screen reloads to display the
Program Details screen for the

selected program.

Q View Details

Building Environmental Systems Technology - 383€
Business Administration -

EENEEE VRS  Click View Details
Business Analyst Leaders

© Add Program

Institution Number:
Operating Name:
Institution Category:

Jurisdiction:

—Manage WIP--

a7

Morthern Alberta Institute of Technology

Polytechnical Insfitufions (Alberta)

Alberta

Program Number

Program Name

Program Credential

Program Type

TBE34

Business Analyst

Certificate

QOccupational

Registry Name:

Legal Name:

Northem Alberta Institute of Technology

Northem Alberta Institute of Technology

Operating Type: Public

© Program Details - Approved

v

Program Search

The Program Search screen allows you to search for all programs associated with your

institution, including unpublished programs and programs that have never been published on

ALIS.

Perform the following steps to do a Program Search within Publishing:

1. Navigate to the Publishing Dashboard (click the Publishing tab).

2. Click the Program

Search option, in the
Quick Launch panel.

PAPRS Approvals

FAPRS

Institution Search

Administration

Program Search

Specialization Search

CQuick Search

WIP Search

Mass Update

Funding Funding Designafion Publishing

Home / Publishing

Select Program
Search

@ Search Results

The search criteria returned 212 rows of resultg

Government of Alberta ®m Advanced Education
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The screen reloads to display the Program Search screen.

Program Search

@ Search Criteria
Instituion ¥ Program ID
Govermnance
Regiztry Name Program Status v
Institution Program Functional v
Operating Name Status
Institution Number Program Details v

3. Enter your search criteria into the appropriate fields and/or select the desired option
from one of the dropdown list.

4. Click the Search button.
The screen reloads to display the search results at the bottom of the screen.

5. Click anywhere on the desired row to select and open the Program Details screen.

@ Search Results

The search cnteria returned 1 rows of results.

Click the desired row I _
page: (10 ¥

Registry  Program = Program Program Program Spec(s) Credential Program = Program Program = Publish Program
Name Number = MName Governance Functional Designagfn Type Type Length Status On Details
Status State Category Website  Status
Cids 56931 Post- Post- Active Cne or More | Certificate Post- 1 Year or Mo
College: Diploma Secondary Designated Diploma Less
Certificate = Programs
4 3

The screen reloads to display the Program Details screen for the selected program.

Government of Alberta ® Advanced Education 18 |
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May 2018 PAPRS for PSI Users (ALIS)

Updating ALIS Program Details

Perform the following steps to update the ALIS Program Details

_No'xe Applicable to ALIS governed programs; not all fields available for edit when the program is
PSP governed.

1. Navigate to the desired program.

Please refer to the Program Search section for more details.

2. Select the Start New Workflow option from the dropdown list located below the
Program Details title (near the top of the screen).

@ Program Details

| --Manage WIP--

)l L Ll w

Program Name N‘j Select Start new

Program Credential Certificat workflow

The screen reloads to display the Program WIP Details screen.
Specialization

MName

Click the
Program tab alization Status

Agricuttural Buginess

Agriculture

4. Click the Change Program button.

Program Specialization
. / Change Program iew Approved Program
Click the Change | __—%

Program Number Program button

Program Name

Program Credential Diploma
Program Type Oeccupational
Program Length 2 Years
Government of Alberta ® Advanced Education 19 |

Classification: Protected A



The screen refreshes to display the Program fields ready for input.

@ Program WIP Details

Program Specialization

View Approved Program

Program Number 73438

*Program Name Academic Upgrading
*Program Credential MNon-Credential v
*Program Type Academic Upgrading L]
*Program Length Category 1 Year or Less v
Program Governance Alberta Learning Information Service

5. Enter new or edit existing information for all relevant fields.

6. Click on the Update Program/Specialization button (towards the bottom of the screen).

C
l Click Update Program/Specialization

Curre

MNext step

Description Label

B Update Program/Specialization

I '.

« Update and Submat

7. Review the Validation Messages section for any conditions that need to be met to
move forward with the process. Make any necessary changes.

@ “alidation Messages

A If conditions are present, you will not be able to proceed.

Government of Alberta ® Advanced Education 20 |
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8. Select the Submit for Approval option from the Next Step dropdown list.

I Select Submit for Approval I

MNext step | \ ¥ |

Cul

Description Label

" Update and Submit

Bl Update Program/Specialization

9. Click the Update and Submit button to submit the record for approval by the ALIS
business area.

I Click Update and Submit |

Next step Submit for Approval

Description Label

B Update Program/Specialization

+ Update and Submat

To cancel a WIP workflow that has not been submitted and remove it from the
Dashboard select the Delete option from the Next Step dropdown.

The screen refreshes to display the Current status as Submitted for Approval.

Current statusl Submitted for Approval I

Current substatus Working

Next step

Description Label

B Update Program/Specialization

« Update and Submat

Government of Alberta ® Advanced Education 21 |
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i If you need to make additional changes to the WIP, after submission, either:
o c. Email ALIS to request for the WIP to be returned to your Publishing Dashboard,
OR

d. Wait until the WIP is processed and then submit a new WIP.

New Program Workflow

The New Program Workflow allows institutions to create a program workflow for a new
program they wish to offer under ALIS governance. Only programs that are not subject to the
New Program Proposal process for Post-Secondary Programs can be entered using this
workflow. In this section, the New Program Workflow process is described.

;Creating a new Program with the New Program Workflow

The Creating a New Program process allows an institution to submit a new program workflow
for approval by the ALIS business area.

Perform the following steps to create a new program with the New Program Workflow

1. Click the Quick Search
option, in the Quick
Launch panel.

PAPRS Approvals Administration Funding Funding Designafion Publizhing

PAPRS Home [ Publishing

nstitution Search

Welcome to the Publishing Site

Program Search

B

Specialization Search

Select the Quick

Quick Search Search Option
PSS The search criteria returned 212 rows of resultd
Mass Update

The Quick Search screen is displayed.

2. Select your institution.

. Post-Baccalaureate Diploma -
3. Click the Add Program button. Universily Certiicate - 38312

University Diploma in Arz - 358
University Diploma in Inclugive

Click Add Program

* Program NMame -Pro gt

The screen reloads to display the

Program WIP Details screen.
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4. Enter the required information, noting that mandatory fields are marked with a red

asterisk.

@ Program WIP Details

Enter details into
the fields

Program Specializa

Program Number 57625

*Program Name

*Program Credential

e

5. Click the Update Program/Specialization button to save your work in progress (at the

bottom of the screen).

Mext step r
- Click Update
Description R .
Label / Program/Specialization

Bl Update Program/Specialization

5. Review the Validation Messages section for any conditions that need to be met to move
forward with the process. Make any necessary changes.

@ Validation Messages

Program Mame must be entered.
Program Credential must be entered.
Program Type must be entered.

Program Length must be entered.

Af least one specialization must be entered.

A If conditions are present you will not be able to proceed.

s . . . . .
note  As @ minimum, at least one specialization for the new program must be entered

to proceed with the workflow process.
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6. Scroll to the top of the page and click on the Specialization tab.

@ Program WIP Details

Click the
Specialization tab

Program

7. Click the Add Specialization button.

Program Specialization

Click Add Specialization

8. Complete the fields on the Basic tab o
by entering information for the
specialization of the new program.
Mandatory fields are indicated with a *Specialization Name
red asterisk. Specialization Number 138951

Publish On Website es

Publish Funding Mo

Specialization Advertised Name

*Admission Requirements

9. Click Save, at the bottom of the Basic section.

10. Review the Validation Messages section for any conditions that need to be met to move
forward with the process. Make any necessary changes.

11. Click Save again.

Government of Alberta ® Advanced Education 24 |
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12. Click on the Location tab (top of
screen) to specify where the
specialization will be offered.

-

*Specialization Name

Specialization Number 139951
Publish On Website Yes

Publizsh Funding Mo

Specialization Advertised Name

*Admission Requirements

13. Select a location(s) to indicate where the specialization is offered. PAPRS only displays

locations that are published on ALIS.
14. Click the Save button.

Basic Locations

Select a location(s) to indicate where the specialization is offered. Only active locations that are published on the ALIS website are listed.

Location Name

Northemn Alberia Institute of Technology - 7th Street

Morthern Alberia Institute of Technology - Continuing Education

Northern Alberia Institute of Technology - Distance

7 Morthern Alberia Institute of Technology - Drayton Valley

MNorthern Alberia Institute of Technology - Patricia Campus

Rows perpage: |10

-

Location Governance
Post-Secondary Programs

Alberia Learning Information Service
Post-Secondary Programs
Post-Secondary Programs

Post-Secondary Programs

Reload # Maintain Institution

nee  To add another specialization, click
o of the screen and repeat the above

on the Add Specialization button at the top
steps. If not, continue to step 15.

15. View the Validation Messages
section (bottom of the screen) and
ensure that there is no required
information missing.

16. Select Submit for Approval from
the Next Step dropdown list.

Current status P35I Waorking

Current substatus Working
Next step | v
Description
Label = /

Update Program/Specialization

Government of Alberta ®m Advanced Education
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17. Click the Update and Submit button.

nee  Once the program and specialization have been submitted for approval, the
information provided will be made available to the ALIS staff for review.

Current status l Submitted for Approval l

Curmrent substatus

Next step

Deszcription The change will be submitted for approval
Label
B Update Program/Specialization

+ Update and Submit

Specializations

Quick Search

The Quick Search screen allows you to search for all published specializations associated with
your institution. To search for all specializations, including those that were unpublished, please
refer to the Specialization Search section of this reference guide.

Perform the following steps to execute a Specialization Quick Search

1. Click the Quick Search option, in the Quick Launch panel (Publishing tab).

Approvals Administration Funding Funding Designafion Publishing

PAPRS Home / Publishing

Institution Search

Welcome to the Publishing Site

Program Search
Specialization Search

Select the Quick
Search option

Cluick Search

AP EER The search criteria returned 212 rows of resulty

Mazss Update

2. Select your institution.
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3. Select the desired program from the Program list.

@ Select a Program. ..

25 programs were found.
=

Bachelor of General Studies - 38326
Bachelor of Health Adminisiration - 353
Bachelor of Human Resocurces and Lab
Bachelor of Management - 38351
Bachelor of Management 3 %r - 38348
hSackelocafblursingLlocdscad 55507

@ Select a Specialization...

Select the

Bachelor of Administration - 28227 Y- ‘ desired program
Bachelor of Arts - 38324

Bachelor of Arts 3 T - 38325

Bachelor of Commerne - 35328

The Select a Specialization... list box populates with the specializations associated with

the selected program.

4. Select a specialization and click the View Details button.

@ Select a Program...

Select a
Specialization to view

Bachelor of Management - 38351
Bachelor of Management 3 r - 38349
Bachelor of Mursing - Updated - 38325
Bachelor of Professional Ars - 38339
Bachelor of Science - 35330

@ Select a Specialization...

14 specializations were found.

Anthropelogy - 47551 - 41372042
Canadian Studiss - 47552 - 411372012
English - 47353 - 411302012

French - 47554 - 4/13/2012

General - 63841 - 4/13/2012

History - 47535 - 41132012
Humanities - 47556 - 4132012
Infarmation Systems - 47557 - 4/13/2012
Labour Studies - 47558 - 8/21/2013
Paolitical Economy - 47555 - 4M13/2012
Political Science - 62716 - 82172013

Government of Alberta ®m Advanced Education
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Political Economy - 47558 - 4/13/2012
Political Science - 62716 - 8/21/2013
Psychology - 47560 - 41372012

Sociclogy - 47561
‘Women's and Gex

Click the View Details
button

-

ber - ALIS Last Updated Date

Q “iew Details © Add Specialization

# Maintain Metadata
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The screen reloads to display the Specialization Details screen for the selected
specialization. Use the scroll bars to view the full page.

@ Specialization Details - Approved

—~Manage WIP- T

Specialization Number 47580
Specialization Code PSYC
Specialization Name Psychology

AcademicYearld 20M7-2018

Specialization Search

The Specialization Search screen allows you to search for and display specializations associated

with your institution, including specializations that have been unpublished from, or never
published on, ALIS.

Perform the following steps to do a Specialization Search within Publishing

1. Click the Specialization Search option, in the Quick Launch panel (Publishing tab).

PAPRS Approvals Administration Funding Funding Designafion Publishing

PAPRS Home / Publishing

nefiution Search Welcome to the Publishing Site

Program Search

SIEEE ST S < | Select Specialization
Quick Search Search

WP EREE The search criteria returned 212 rows of resulty

Mags Update

The screen reloads to display the Specialization Search screen.

2. Enter your search criteria into the appropriate fields and/or select the desired option
from one of the dropdown list.

Specialization Search

Enter the search
criteria...

@ Search Criteria

Institution Governance v
Minimum
Registry Name Specialization Length
Maximum
Institution Operating Specialization Length L
Name Linit
Government of Alberta ® Advanced Education 28 |
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3. Click the Search button.

Specialization Code

P ...and click Search

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

4. Click on the row of the desired specialization to display the details.

Specialization Search

© Search Criteria Click a specialization row

@ Search Results

The search criteria returned 62 rows of results. Rows perpage: |10 ¥

Registry City Program Program Specialization = Specialj Speicalization = Specialization = Sp lization | Publish = Continuing
Name Name Governance = Functional Desi Number Name Status On Education
Status State Website
Athabasca  Athsbasca  Bachelor of Post- Suspended Designated ATSTT Health Active fes Mo
Administration = Secondary Administration
Programs
- " e e
Administration | Secondary Relations &
Programs Human

The screen reloads to display the Specialization Details screen for the selected
specialization.
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Updating Specialization Details
Perform the following steps to update ALIS Specialization Details

1. Open the desired specialization (see Specialization — Specialization Search).

2. Select the Start new workflow option from the dropdown list located below the
Specialization Details title (towards the top of the screen).

@ Specialization Details - Approved

| ~Manage WIF--

“Manage WiP—

Specialization Code HADM

The screen reloads to display the Program WIP Details screen.

3. Click on the Specialization tab (if necessary).

pmgmm \
I Click the Specialization tab Rows per page: (107

Name Specialization Status WIP Status

Health Administration Active

Industrial Relafions & Human Resources

The screen lists the specializations associated with the program.
4. Click on the row of the specialization you wish to complete the ALIS details for.

5. Click the Change Specialization button.

@ Program WIP Details

Click the Specialization row...

Program Specialization

Rows perpage: (10 ¥ |

e | w
Name / Specialization Status WIP Status
Industrial Relations & Human Resources I

Crganization

. ...and click Change
Public Administrat] - .
Specialization \

© Add Specializatior | £ Change Specialization | W Delete WIP Specializafion(s)
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6. Select the desired Change Specialization option from the popup window.

7. Enter or edit the information as required.

nee  Fields indicated with the red asterisk are mandatory.

Basic Locations
4‘ Complete

0)24—7 mandatory fields
cialization Name

e To add another specialization to the same workflow, select that specialization row
and click the Change Specialization button.

note  Only specializations where the WIP status is blank can be added to the workflow.

e To add a new specialization to the program in the same workflow, click the Add
Specialization button. Applicable to ALIS governed program only.

note  Only specializations with WIP status of Working can be removed from the
- workflow — select row and click the Delete WIP Specialization(s) button. If a

specialization is removed by mistake, it can be add again.

8. Click the Save button - bottom of the Basic tab.

*ALIS Last Updated Date Dec 21, 2017

Last Updated Dec 21, 2017 | CIICk Save I

~—

x® Cancel

nee  Clicking Save only saves your WIP, the information still needs to be submitted for

approval.

9. Review the Validation Messages section for any conditions that need to be met to move

forward with the process. Make any necessary changes.

@ Validation Messages

Specialization Mame must be entered.

The minimum specislization length and specialization length unitz must both be
provided, or minimum, masimum, and wnits must be empty.

The length description field must be entered if a minimum length and units are not
specified.

Government of Alberta ® Advanced Education
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A If conditions are present you will not be able to proceed.

10. Review the information provided and scroll to the bottom of the screen to submit the
information for approval.

11. Enter comments in the Comments text box. This text box is used for communication
between the institution and ALIS.

12. Click the Add button.

@ Comments

Add a new comment:

Enter comments
and click Save

‘ Q@ Add

13. Select the Submit for Approval option, from the Next Step dropdown list.

I Select Submit for Approval I

Mext step | \ v |
Description

Label
Bl Update Program/Specialization

" Update and Submit

Cu

To cancel a WIP workflow that has not been submitted and remove it from the
Dashboard select the Delete option from the Next Step drop-down.
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14. Click the Update and Submit button to submit the record for approval by the ALIS
business area.

I Click Update and Submit

Next step Submit for Approval

Description Label

B Update Program/Specialization

« Update and Submat

The screen refreshes to indicate that the Current status as Submitted for Approval.

Current statusl Submitted for Approval I

Current substatus Working

Next step

Description Label

B Update Program/Specialization

" Update and Submat

nate  If you need to make additional changes to the WIP, after submission, either:

 E—

a. Email ALIS to request for the WIP to be returned to your Publishing Dashboard,
OR

b. Wait until the WIP is processed and then submit a new WIP.
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Work In Progress (WIP) Search

The WIP Search screen allows you to quickly find and check the status of a WIP record (for
example, checking on submitted WIPs). By completing one or more of the search fields you can
filter the results that are displayed after the Search button is clicked.

Work In Progress(WIP) Search

This screen allows you to search and retrieve a list of institution/program/specialization work-in-progress records that have yet to be submitted for approval or are awaiting approval

Qs h Criteri
s Complete one or more of the search

Registry Name fields to filter the Search results.

Operating Name

Institution Number

Program Name

Program Number

Specialization Name

Specialization Number

WIP Source
WIP Type ALL A
WIP Status ALL ¥
WIP Created From =
WIP Created To EH
WIP Received From ]
WIP Received To i
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In the Search Results section at the bottom of the page, a message will indicate if any results
were found. If results were found, the number of pages and WIPs are included within those
results is indicated.

@ Search Results

The search critens returned 45 rows of results Rows perpage: |10 ¥
........ -
Registry Name Source Program Name Specialization Name Type Status wIP wip
Created Received
Northem Alberts Institute of ALIS
Technology Updste

Nohem Abeta bsititeof | AUS | Acadamic Upgrading Click anywhere on the row to select

Technology Update . d d I h WI P d I
Morthem Alberts Institute of ALIS Acoelersted Accounting p y
Technology Updste
Morthem Alberta Institute of ALIS Acocelerated Accounting ALIS Change Program PSI May 14, May 14, 2018
Technolog Update Working 2018

em Alberta Institute of ALIS Acocelersted Accounting Accelersted Accounting ALIS Change Specisiization PSI May 14, 2018
Technology Updste Working
Northem Alberta Institute of ALS Altemative Energy Technology Altemstive Energy Technology =~ ALIS Change Specisiization PS Apr 22, 2015
Technology Update Working
Northem Alberts Institute of AUS Animal Health Technolagy ALIS Change Program PSI Mar 10
Technclogy Update Warking 2018
Northem Alberts Institute of ALIS ArcGIS Technology Specisity ArcGIS Technology Specialty ALIS Change Specislization PS May 14 May 14, 2018
Technology Update Working 2018
Northem Alberts Institute of ALIS Bachelar of Business Administrstion Bachelor of Business ALIS Change Specislizaticn PS May 14, May 8, 2012
Technology Updste Administrston Working 2015
Morthem Alberts Institute of PSP Bachelor of Technalogy in Construction ALIS Change Program PSI JulS, 2014 | JulB, 2014
Technology Update Mansgement Working

You can alter the number of results displayed on each page by selecting a number from the
dropdown list, just above the results grid on the right side of the page. The columns in the grid
are sortable by clicking the column header.

Once you have identified the record you are looking for, click anywhere on the row to select it
and display the WIP details.
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Mass Update

The Mass Update screen allows you to modify the Last Updated Date for specialization(s)
published on ALIS-OCCinfo that do not require detail changes for the upcoming academic year
(July 1 to June 30). This date provides information to the ALIS team indicating the currency of
the information provided in the specialization record. The Mass Update screen provides a quick
method to update multiple specialization records.

Perform the following steps to execute a Mass Update

1. Click the Mass Update option, in the Quick Launch panel (Publishing tab).

PAPRS Approvals Administration Funding Funding Designation Publishing

FAPRS Home [ Publishing / Mass Update

Institution Search
Mass Update

Program Search Mass Update allows you to modify the ALIS Last Upd:
salected specialization(s) are still accurate even thoug

Quick Search Px Click Mass Update
WIP Search / Aca emicyear is rom July 10 June U orihe Ollowir|
Academic Year

Mass Update

Specialization Search

& Select an |nstitution

The screen will reload to show the Mass Update screen.

2. Select the desired Academic Year from the dropdown list at the top of the page.

Academic year is from July 1 fo June 30 of the following year. From March 1 to June 30, the next academic year will be displayed.
Academic Year

2017-2018

2017-2018

-
@ Select an Institution_ Seeds e

3. Select your institution followed by the desired program(s).

nee  To update several programs and their associated specializations at one time,
select the applicable programs from the program listing by holding down the
CTRL button on your keyboard.
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4. Click the Mass Update button.

@ Select one or more Programs

Select All Deselect All

130 programs were found.

Adult and Continuing Education - 7695
Applied Land Use Planning Certificate

Baccalaureat bilingue en Administration
Baccalaureat es arts - 41891 i
Bachelor of Arts - 41845 Select the programs you wish to

Bachelor of Arts (Augustana Faculty) - update bv holding down the CTRL
Bachelor of Ars in Criminology - 41343 A P y &
key and using your mouse to select.

Bachelor of Ars in Drama/Bachelor of
Bachelor of Ants in Native Studies - 413

Bachelor of Arts in Recreation and Leis
Bachelor of Commerce - 41346
Bachelor of Design - name change - 41

Bachelor of Education Elementary - 41

Bachelor of Fine Arts in Art and Design -
Bachelor of Fine Aris in Drama - 41844
Bachelor of Kinesiology - 41887

Bachelor of Management in Business Ec
Bachelor of Medical Science - 41892
Bachelor of Music - 41342

Bachelor of Music (Augustana Faculty) -
Bachelor of Music and Bachelor of Educe
Bachelor of Science - 41304

Bachelor of Science (Augustana Faculty)

Mmool F D i I+, LT o

* Program Name -Progsabsk

Q View Details #& Mass Update

The Program Mass Update Details window is displayed.
5. Click the OK button to continue.

Program Mass Update Details

Confirming this update will change the Date Received for all specializations for the programs selected or
for the specializations selected.

*Change Date Dec 18, 2017 ”;E
=2

The screen reloads and returns to the Mass Update page.
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6. Select one of the programs that was just updated to view the updated dates for the
associated specializations listed in the Specializations section.

© Select a Program...

162 programs were found.

Academic Upgrading - 78438

Alternative Energy Technology - 57742
Android Mobile Developer - 76904
Animal Health Technology - 38364

Apple i0S iPhonejiPad Mobile Developer -
Applied Banking and Business - 38371
ArcGIS Technology Specialty - 76871
Architectural Technology 38366

Elachelclrn:lfBUSlnessAdrnlnlstratlon 521
Bachelor of Technology in Technology Mat
Baking Certificate - 38370

Basketweaving - 80801

Becoming a Master Instructor- 76700
Biological Sciences Technology - 38373
Biomedical Engineering Technology - 384
Biomedical Engineering Technology Co-0
Building Environmental Systems Technolc
Business Administration - 38422
Business Analyst- 76834

Business Analyst Leadership Certificate -
Business Fundamentals - 79735
Business Fundamentals Management 8|: -

T T P T T _ T ya——,

* Program Name -Prograrn Number

Q ‘iew Details ©Q Add Program

@ Select a Specialization...

2 specializations were found.
[Acmunting - 47814 - 511412018 ]

Finance - 67537 - 5/14/2018

|

Specializations associated with
the updated program, with the
dates indicated.

* Spec Name - Spec Number - ALIS Last Updated

Date
Q View Details © Add Specialization
& View Metadata

rd . . . . . .
note  TO update a specialization or several specializations from the same program at

one time, repeat the above steps from the Specializations section instead of the

Programs section.
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CONTACT INFORMATION

For further assistance or for comments or questions:

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

Phone: 780 427-5318 option 6

Fax: 780 427-1179

Email: psihelpdesk@gov.ab.ca
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