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Publication Preview in CCMS

1 Introduction

This module walks you through the steps to generate a preview of your curriculum change
requests to see how the final publication will appear in the calendar.

The Publication Preview feature in CCMS allows you to see how your curriculum change requests
will be displayed in the web version of the academic calendar once they are published.

You can generate a PDF of the preview and upload it as a supporting document in your dossier so
that approvers can view a proof of the final published version.

The preview only shows how the published content will appear once all change requests are
approved, and does not show track changes to indicate any text that has been deleted. You can see
the old and new text side by side on the individual Change Request forms.
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Access the preview page from the Dossier Screen

The Publication Preview feature can be accessed from the Dossier Screen.

Once your dossier is completed, scroll down and click Publication Preview.

B Dossier Screen - CCMS x +

culumtest.concordia.ca

Name of Committee: Name of Committee:

Date of mesting: Date of meeting:

Summary of Discussion

Format Y| B IT|U|EEZE EEE |eow H

Save || Send forreview || Submittoneststep || Re-open for previousstep || View PDF with most recent edits || View PDF (including previous versions) mpad“ Pubnmmnrmiew] ¢ Back

n Click Publication Preview.

The pop-up will list all the changes if they have been made in different pages.

If you have made multiple changes on a single page, you will see only one preview
item.

ulumtest.concordia.ca

Publication Preview

Title

BA Major in Philosophy

BA Honaours in Philoscphy

E Click the view icon for the first change.
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3 Save the web preview as a PDF

You will be directed to a preview of the calendar page in which your changes have
been made.

If you wish to include the calendar preview page as a supporting document in your
Dossier, you have the option of saving the page as a PDF.

C Program Template - Google Chrome

www-ga.concordia.ca

MyConcordia Carrefour Library Directories A-Z Maps COVID-19 The Campaign for Concordia Quick links ~ e Sign in -

UNIVERSITE

@Concordia

UNIVERSITY MONTREAL Future students Current students  Alumni & friends  Parents  Faculty & staff  Media

e

ACADEMICS

BA Major in Philosophy

Program Requirements

Concordia University uses technical, analytical, marketing and preference cookies. These are necessary for our site to ACCEPT - :
i - ] ) rivacy polic
function properly and to create the best possible online experience. frvacy policy

Bl press the |€tn +p key.
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Check that the destination is PDF and you have included all pages.

C Program Template - Google Chrome

www-ga.concordia.ca

Goneordia university

Print 3 sheets of paper
Destination 5 Adobe PDF -
Pages All -
Layout Portrait v
»
» Calor Color h
More settings ~

Concordia Uni
olicy

function prope cancel

!I Click the Print button.

Enter an appropriate file name as shown in the example.

| @ save PDFFile As 24
€ > v 1 ﬁ s This PC » Downloads w e} O Search Downloads
Organize = MNew folder = - Q@ |
= Documents # Name Date modified Type I
P Pictures ~ Last week (2)
APC and Senat: DossierReport_GCS-BCEE-1221_Step_1_08 23_2022_02_17_09 2022-08-23 2214 PM Ado
CCMS DossierReport_GCS-BCEE-4947 Step_10_08_23 2022 02 01_55 2022-08-23 2:04 PM Ado
~ Earlier this month (3)
Graduate calen
MiLiS_LOI Budget Chart (Version 10- February 2021)_Mov2021_v7 2022-08-19 3:57 PM Ado
guidelines
UGCalendar22-23 2022-08-08 10:17 AM Ado
> @ OneDrive - Persa OOR-OOR-681 dossier changes Jan 2022 2022-08-05 4:20 PM Ado
> [ This PC ~ Last month (43)
[T T R S SR SO SR AT AT A0 LA R Al
.
File name: | Publication preview‘ll ~
Save as type:  PDF files (*.PDF) w
+ Hide Folders Cancel

EI Click the Save button.
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You can close the preview window once you have checked and saved your preview

file.

(C Program Template - Google Chrome

www-ga.concordia.ca

MyConcordia Carrefour

Library Directories A-Z Maps COVID-19
—_—

UNIVERSITE

@Concordia

UNIVERSITY MONTREAL Future students  Current students  Alumni & friends  Parents  Faculty & staff  Media

ABOUT ACADEMICS A

BA Major in Philosophy

Program Requirements

Concordia University uses technical, analytical, marketing and preference cookies. These are necessary for our site to ACCEPT . :
: - i . rivacy polic
function properly and to create the best possible online experience. frvacy policy

El Click Close.

Publication Preview

Title

BA Major in Philosophy

BA Honowrs in Philosophy

EI Click Close.

page 6 of 9 CONCORDIA




Publication Preview in CCMS

Upload the PDF as a supporting document

You can now upload your PDFs as Supporting Documents to your Dossier.

This action is not required but may be helpful to the approvers.

B Dossier Screen - CCI X +

& c iculumtest.concordia.ca

Format v||B|T| U

EEE eom &8

Thank you for your consideration of this proposed curriculum changes for which there are no additional resource
implications. The new courses will come from the department’s current allotment.

Supporting Documents

1. PHIL 429 Values and Biotechnology Syllabus | 1]

EI Upload Document

Summary of Discussion

Approved by: For Submission to:
Name of Committee Chair: Name of Committee Chair:
Title of Committee Chair: Title of Committee Chair:

EI Click Upload Document.

Select the type of document from the drop down list (Others).
Enter an appropriate document name.

Click Choose File and attach the file from the file manager on your computer.

Notice that the file is now attached and ready for upload.

Upload Supporting Documents

Mote: Posteript (Print to file) format, or PDF or Excel ONLY, Do not attach .doc {If you upload a pdf
file, please ensure you end it end the .pdf extension, Also, ensure no spaces are in the flename.
eq: add_spaces_like_this.pdf).

Document Name Publication preview 1

Choose File I Publication preview 1.pdf I
q

I:I Click Upload.
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You can continue selecting and uploading more files from this screen.

In this example, we have uploaded the second PDF for you.

In the background, a green confirmation notice will display for a few seconds. In ad-
dition, the list of your Supporting Documents will get updated as you upload your
files.

Let's exit this window.

- O
B Dossier Screen - CCMS x +

& c curriculumtest.concordia.ca % O @ incognito

Upload Supporting Documents

Note: Posteript (Print to file) format, or PDF or Excel ONLY, Do not attach .doc {If you upload 2 pdf
fle, plezse ensure you end it end the .pdf extension. Also, ensure no soaces are in the Flename.
eg: 30d_spaces [ike_this.pcf.

Type of Document - Select- ~

Document Name |

Choose File | No file chasen

& Succesfully created.

lﬂl Click Close.
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Make sure you save your changes from the bottom of the Dossier Screen.

- [u]
B Dossier Screen - CCMS x 4+

& (¢} curriculumtest.concordia.ca % O @ incognito

Name of Committee: Name of Committee:

Date of mesting: Date of meeting:

summary of Discussion

Format v| B I|U EEE T e B

Im Send for review || Submittonextstep || Re-open for previous step || View PDF with most recent edits || View PDF (including previous versions] || Impact Report || Publication Preview || < Back

m Click Save.

You can now generate a PDF with all the changes you made in your Dossier includ-
ing all change requests and Summary of Discussion notes if applicable.

B Dossier Screen - CCMS x 4+
&« (] curriculumtest.concordia.ca
\ o] | o]
Name of Committee: Mame of Committee:
\ o] | o]
Date of meating: Date of mesting:
v & v B
summary of Discussion
Format Y| B I U EEE TEE el E
a
Save | Send forreview || Submittonextstep || Re-open for WEI’EI View PDF with most recent edits | View PDF (including previous versions) | | Impact Report || Publication Preview < Back
4

IHEI Click View PDF with most recent edits.
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