WSU Catalog — Quick Guide CourseLeaf Editors/Approvers

Numbers in the lists correspond to the numbers in the illustrations.

Follow the link in the review request email, or navigate to the approve pages URL: https://
nextcatalog.wichita.edu/courseleaf/approve/. Log in using your WSU ID and password. (Use Firefox,

Edge, Chrome or Safari.)

Use the Your Role drop down box to choose the role you've been assigned. Make sure to choose your

role, not your name. (If your role is not in the list, you have no pages to approve.)

After choosing your role, a list of page URLs waiting for your approval will appear in the Page window.

Select a page to edit/approve.
The selected page will appear in the Page Review window.
If edits are necessary, click the blue Edit button on the right.

If no edits are necessary, click the green Approve button to approve and send the page to the next person

in workflow.

i
|
1

File Edit View History Bookmarks Tools Help - o X
Approve Pages X |+
€ ) ®a nt extcatalog.wichita.edu/courseleaf/approve e Qsearch + A B 9 D 4 =
@ Catalog Console :: 201... @ Approve Pages @ Public Catalog WSU @ Banner Login @ WebNow @ Faculty/Staff Directory () WebNow
T
° COURSELEAF © b || User:LsaFetwood || EfLosout |2
s 2
3_Pages Pending Approval 7 Finer List 2 Refesh List a!alog Editor |  [Pageinto [ Workiiow Status | AfiachedFiles | Revision Fistory |
Completed:
d Coltection Lisa Flee ~ Lisa Fleetwood, Campus Network Access
Initiator
Ishared/campus-safety: Campus Safety Lisa Fleetwood
Child Lisa Fleetwood Pending:
atalog Editor
/shared/commencement: Commencement Lisa Fleetwood
/shared/degree-snapshot Degree Snapshot Lisa Fleetwood
Honors Lisa Fleetwood
Ishared/dropadd-fee-policy: Drop/Add Fee Policy Lisa Fleetwood Update Pending Workflow
v
a — — 6
PAGE REVIEW &\ [N G EUTEEI Al Changes (Edt®) Yotk ©) Approve® '
Es—— =
{ WICHITA STATE Search catal =
Browse A-Z Index
: UNIVERSITY

Directories

ADMISSIONS  ACADEMICS i RESEARCH i STUDENTLIFE i ABOUTWSU i NEWSINFO i ATHLETICS : GIVETOWSU i

HOME / SHARED PAGES / CAMPUS NETWORK ACCESS

CATALOG 2018-2019

Graduate : Campus Network Access

Shared Pages ~ .....................................................................................................................................................................
» Campus Network Access

Undergraduate Note: Shared Pages are not published. Shared page content must be imported to other pages.

PRINT OPTIONS ¢ Campus Network Access

» Send Page to Printer i All residence hall students are provided a direct, high-speed connection to the campus network and the internet. Wireless

» Download Undergraduate PDF i access to the campus network (and Internet) is also available from all campus buildings.
» Download Graduate PDF :

Wichita State University | 1845 Fairmount St. Wichita, Kansas 67260 | (316) 978-3456

Questions?
Ginny Vincent
ginny.vincent@wichita.edu
316-978-5395




Editing Toolbar

1. If editing is necessary, click the blue Edit button to the right in the Page Review window.

2. The beige-colored editing toolbar will drop down.

3. The pencil icons on the toolbar represent tabs that have been built for the page. Most likely, the
information you will need to edit can be accessed by clicking the Page Body pencil icon. If doing
that opens an empty window, click cancel to shut the editing window and click on one of the

other pencil icons. (In the illustration below there are two others — Admissions and Require-

ments.)
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Editing Window
1. The name of the tab being edited

2. Available formatting controls

3. When edits are complete, clicking OK will save your work and close the editing window. Click OK if you
are not working on a shared page.

4. If you are working on a shared page, the word shared will appear in the URL of the page. Click the save

icon first @ to save your changes. Then click Start Workflow to close the editing window and return to
the Page Review window.
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Campus Network Access

All residence hall students are provided a direct, high-speed connection to the campus network and the internet. Wireless access to the campus network
(and Internet) is also available from all campus buildings.
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Hyperlinks

. In the editing window, double click on the hyperlinked word.
If the hyperlink hasn’t been set up yet. Select the word to be hyperlinked, then click on the link

icon | ® in the toolbar. A pop-up window will open.

. When the pop-up opens, type or paste in the new URL (including the https://).
If the URL is long and complicated, a print-friendly URL can be requested by clicking the Web-
site Support link at the bottom of any WSU page, then clicking the button to Request Short URL.

. If the link will point to a page outside the catalog, check Open in new window.

. To remove a hyperlink, select the existing hyperlink and click the delete link = icon on the

toolbar.
Example of hyperlinked text in online catalog.

Example of the same text in PDF format.
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pursuits. Students are expected to use this email address for official communication with facuIE/ and University offices.
Applications, instructions and other information about email accounts are available at the onlin€ WSU email center,

and University offices in their academic pursuits. Students are expected

to use this email address for official communication with faculty and

University offices. Applications, nstructions and other information

about email accounts are available at the onlife WSU email center
(http://wichita edu/email).



Tables

1. In the editing window, to insert a new table, click the table icon.

2. Existing tables have a blue border. To edit an existing table, double click inside the table.
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Technology Help Desk
Technology Help Desk is housed in Jabara Hall, room 120. Technology Help Desk provides technical support to all students, faculty and staff of
Wichita State University. More details about the help desk and its services are available online at the help desk website. The phone number for

the help desk is (316) 978-HELP (4357).
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Weekends Closed

OK || Start Workflow = Cancel

Approve the Page

1. After the page has been edited, saved, and workflow started, the editing window will close and

the Page Review pane will be unobstructed.

2. Click the green Approve button on the right to send the page forward to the next person in

workflow.
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Undergraduate Note: Shared Pages are not published. Shared page content must be imported to other pages.

PRINT OPTIONS Email (@shockers.wichita.edu)

» Send Page to Printer Every WSU student is automatically assigned an email account with the “@shockers.wichita.edu” suffix. This email account

» Download Undergraduate PDF provides students with a convenient way to communicate with other students, faculty, and University offices in their academic

» Download Graduate PDF pursuits. Students are expected to use this email address for official communication with faculty and University offices.

Applications, instructions and other information about email accounts are available at the online WSU email center.






