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Breadcrumb Navigation

Filters2
Filters add together – allowing for complex searching and 
improved reporting
Course code
• Enter first 3 characters to autocomplete
Search by Course or Class Details
• Free text, searches title, term, details columns 

(including class number, topic and mode of delivery)
Organisation, Availability, State
• Drop down lists relating to content stored in the 

columns of the same name 
• Items in drop downs are multi-selectable
Years
• Defaults to current and next year, multiple years can 

be selected
Date
• Allows date range selection
Checkbox Controls
• Created by Me – select to show only your items
• Recently modified by me – modified in the last month
• Clear all filters – reset all filters by clicking
• Include child orgs – on by default, includes parent and 

child academic organisations in filter

Button functionality
Selecting a curriculum item enables buttons based on 
your role permissions:
Copy Outline
• New class summary based on existing content from 

current course or a different course
New Outline
• New Class Summary based on the latest class 

summary template
View
• Read only access to Class Summary content
• Print Class Summary to PDF

Modify
• Make changes to the content of the selected Class 

Summary
Workflow
• Provides graphical view of workflow
• Supports change state (based on your role)
• View history and comments 
New Schedule (access by Class Schedule Manager only)
• Requests a new Class Schedule to be created in the 

Student Administration System (SAS) 
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Other

Reports

Header – columns can be sorted by clicking on icons
Row Height – Icon at far right of columns controls row 
height – Alternates between condensed view or 
expanded view so all text can be displayed
Table View – To select an item click anywhere in the 
row. Some buttons       require an item to be selected to 
become active
Display – A page number can be entered in small box to 
jump to any page.   Items per page can be 10, 20 or 50
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Four Reports available via top left drop down
• Count by current state
• Workflows created, approved or published by month 

(across 1, 2 or 3 years)
Dynamically updates based on Filter choices
Export to PDF (graph view) or CSV (table view)
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