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Purpose

Post-secondary institution ACAT Contact Persons can use this step-by-step guide for the Learner

Pathways DCaR Modules to upload course, program and transfer agreement/decision information into
the Alberta Council on Admissions and Transfer (ACAT) Learner Pathways Catalog.

Background

Alberta’s Learner Pathways System (LPS) is comprised of stakeholders, including post-secondary
institution staff and students, and all of the identified technology systems and tools that are ACAT-
related supports for learner pathways and mobility. LPS tools and supports include:

e Secure ldentity & Access Management System (SIAMS) for secure user access

e learner Pathways Data Collection and Reporting (DCaR) modules for mass uploading course,
program, and transfer agreements/decisions data into the Catalog

e lLearner Pathways Transfer Credit Evaluation System (TCES) for articulating agreements (once
available)

e learner Pathways Catalog (Catalog) for managing and storing data as a central repository,
including a Settings (administration) tool for institutions and ACAT

e Transfer Alberta website, search tool, and mobile app for publicly sharing Catalog data and
learner pathways information with students and other stakeholders.

The Learner Pathways Data Collection and Reporting (DCaR) application is a tool to transfer/upload

information from post-secondary institutions’ systems into the Learner Pathways Catalog (Catalog). In
turn, the Catalog supplies data to the Transfer Alberta website, search tool, and mobile app, which help
inform learners, educational staff, and post-secondary institutions regarding learner pathways and
mobility, including transferability, within Alberta’s Transfer and Pathways System.

Important:
How-to video tutorials to support this guide are accessible on ACAT’s

Transfer Alberta YouTube Channel at
https://www.youtube.com/channel/UCr8sUaJBrdt8C3 MZcmxFRw.
ACAT will add new videos and updated versions of the current videos as needed.

Alberta Council on Admissions and Transfer Page | 3


http://www.acat.gov.ab.ca/new_format_include/learnerpathways/
http://www.acat.gov.ab.ca/new_format_include/learnerpathways/
https://psdata.eae.alberta.ca/DCAR.Web.External/
https://www.youtube.com/channel/UCr8sUaJBrdt8C3_MZcmxFRw

Learner Pathways Data Collection and Reporting (DCaR) How-to Guide (Version 2, Feb. 2017)

Learner Pathways System (LPS):

Important: See how-to video—LPS Overview.

Learners/Students

Catalog Admin
(Catalog Settings)

Learner Pathways System
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Logging In
1. Launch your Internet browser (e.g., Internet Explorer, Google Chrome).

NOTE: The Learner Pathways Catalog (Catalog) may function better in Google Chrome. You may
wish to access DCaR using the same browser you intend to use for the Catalog.

If you are using Internet Explorer, for the Catalog to display properly, you will need to go under
Settings/Tools > Compatibility View Settings > and then un-check the box for “Display intranet

sites in Compatibility view”.

B

@ nttps://web siams.alberta.ca/Siams Enrolment/Pin.aspx O~ @ ¢ || @ TheHub DCaR - Agreements LPS Catalogue

G E
| ANSIAMS 2%

D Transfer Alberta - Ya.. | € SIAMS Enrolment %

a4 N
‘:ﬂf K ’ Compatibility View Settings X
| : [
Print 4 Wﬁ Change Compatibility View Settings
- )
File ’ &
Zoom (100%) 4 Add this website:
Safety ~ fiberta.ca | [ Add
el Websites you've added to Compatibility View:
* oy Add site to Start menu gov.ab.ca Remove
[y :
- View downloads Ctrl+)
Manage add-ons

F12 Developer Tools
Go to pinned sites
Compatibility View settings -

[ pisplay intranet sites in Compatibility View

[Juse Microsoft compatibility lists
Learn more by reading the Internet Explorer privacy statement

Report website problems
Internet options

About Internet Explorer Close

L

2. Copy and paste the following Learner Pathways DCaR URL into your browser’s address bar:

https://psdata.eae.alberta.ca/DCAR.Web.External/

OR

Paste the following SIAMS Application Dashboard URL into your browser’s address bar and
select DCaR from the Business Partner Applications drop down list and click on Go:

https://adfs.siams.alberta.ca/adfs/ls/Dashboard.aspx?Signin
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3. Enter your SIAMS Username and Password and click the Login button.

NOTE: If you do not have an existing account, you would have to create a SIAMS Username and
Password. If you are an ACAT Contact Person at your institution, you would have received a
Learner Pathways Catalog PIN letter and a DCaR PIN letter. You will need to activate your PINs
for both the Learner Pathways Catalog and DCaR before you can use these applications.

1 have an existing SIAMS ID/Username [{whstis szams?) New to STAMS? Sign-up!  (what is stams?)
& Help

= You may already have a SIAMS account if you have used]

Username: Ibesneri2 the following services:

Password: esssssss

» Apprenticeship Trade and Occupational Managem
System (ATOMS)
Or » Any external SharePoint 2010 sites
» Energy Innovation Platform of Alberta (EIPA)

Forgot Username or Password ?

Recover your SIAMS Username

Create an Account

* - Required

SECURITY TIP: For security, create a long password, and don't use common words (like words you would find in the dictionary).

NOTE: If you enter the incorrect Username and Password combination, you will be presented
with a message indicating to re-enter the correct information.

I have an existing SIAMS ID/Username  ({whstis siamsn New to SIAMS? Sign-up!

© liep You may already have a SIAMY

Username: the following services:
E3
Password: » Apprenticeship Trade a
- — System (ATOMS)
@  There was an error with your submission. or « Any external SharePoind

. + Energy Innovation Platfi
The Username or Password you have entered is

incorrect. Please try again or contact the Help Recover your SIAMS Username

Desk for more information.

Forgot Username or Password 7

* - Required

SECURITY TIP: For security, change your password every 3 manths.
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Once you have successfully logged in, the Terms and Conditions page is displayed.

4. Review the terms and conditions and check the “l acknowledge” statement checkbox and click
on the Accept icon to continue.

Government of Alberta m
Data Collection and Reporting

Home

Terms and Conditions

| understand that when | access personal information of students, it must be accessed only on a need to
responsibilities.

| understand that | must keep student personal information confidential.

| understand that the Data Collection and Reporting application records my activities. Further, any inform{
logged, including the date and time of the change.

| understand that this logging protects both myself and stw jortin
misuses of the Data Collection and Reporting system Acknowledge the Term

I understand that the Data Collection and Reporting applic and Conditions and then or ng
click on the Accept link

| acknowledge | have read and understand the Terms and Conditions.

)
@ Accept
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Navigation

Important: See how-to video—DCaR Modules . Overview of Login, Homepage, Publishing.

1. Once you have agreed to the terms and conditions, the main DCaR page is displayed. This
includes the Home, Agreements, Courses and Programs tabs, and the Sign Off link. You may
also have other system’s tabs available to you if you have been granted access to other GoA
systems that also use DCaR.

Government of Alberta m . 3¢ Sian Off
Data Collection and Reporting Section tabs Logoff option

Home Agreements Courses Programs I

Welcome to DCaR

D This is the Data Collection and Reporting system. Flease select a menu item above to begin.

Data Submission Process — Mass Upload

Important: See how-to video—DCaR Modules . Overview of All 3 Steps for Mass Uploading CSV File.

The steps for entering your institution’s data into the catalog are:

1. Create a CSV upload file for courses, programs, or transfer agreements/decisions and import the
file (Import Data).

2. Validate the course entries (Validate Data) and make corrections as needed to address errors
in your records identified in the validation report (View Validation Errors).

3. Publish your institution’s information to the Catalog (Publish Data).

Ve

N
Important:

The course data submission process/steps will be outlined in this guide. The data
submission process is the same for courses, programs and agreements, so you can follow
these steps for all three. Each do have different data requirements, however (see CSV File
Formats for Courses, Programs, and Agreements). Blank CSV templates are also available
for your use when you are creating an upload file; these templates already include the
needed data requirements headings.

. J
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NOTE: When uploading your CSV files, please ensure that you upload data into the Courses and
Programs tabs first, then the Agreements tab. This is because agreements/decisions rely on the
courses and programs data to create the needed relationship in the system.

Step 1 - Creating and Importing the Course Submission Upload File

DCaR is a tool that enables you to mass upload your institution’s courses, programs, and transfer
agreements/decisions data to the Learner Pathways Catalog.

Following the course submission upload process as an example, the first step is for your institution to
create the course submission upload file and import this file into DCaR. See ACAT’s website for a
Course CSV template, CSV File Format containing required data standards, and LPS Data Dictionary.

Important: See how-to videos:
e DCaR Modules . Step 1 of 3 Creating and Importing a CSV File .
e DCaR Modules.CSV File Formats and Common Editing Errors .

NOTE: For post-secondary institutions that do not have their own technical systems for courses,
programs, or agreements, please see the interim solution.
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CSV File Format Requirements

Each of your institution’s upload files must be in CSV format. A CSV file looks like a spreadsheet when
it’s opened in Microsoft Excel, but it has the “.csv” file extension.

Here is a sample upload file, as viewed in Microsoft Excel.

Courses Sample Data 1 - Excel

g -
HOME INSERT

PAGE LAYOUT FORMULAS DATA REVIEW VIEW

b cut Calibri Ju A A F=2 ®- EwepTed General F 7 | Normal e ST
Paste BB Copy - ===|&s= o m Condna\ Format s Neutral calculation | | I -

I Format Painter Tu-m- &rAr === =5 EMegencenter - §-% 0 530 Formatting = Table~ — -

Clipboard ) Font r Alignment ] Number e} Styles
A1 - S | institutionCourselD
A B C D E F G H 1 J K L [ N Q P Q R S

1 Institutiur_Cde Number Title Descriptic Comment PreRequis CoRequisi Instructor Instructiol CreditTyp CreditVali Credentia Categorie OutlineUF ReviewDa EffectiveS EffectiveE DeleteRecord
2 5540 AC Introductc Postulates, principle EC 1020 EC 1020  Masters d 45 Hours L Credit 3 University Accounting HHHHHEEE BHEEEEEE No
3 5541 AC 3220 Manageri: This course includes AC 3110 AC 3110 Masters d 3 Hours Le Credit 3 University Accounting HHEHH S No
4 5542 AC 3510 IntermediThis course consists AC3110  None Masters d 45 Hours L Credit 0 University Accounting s $HE No
5 5543 AC 3520 IntermediThis course continue AC3510 AC 3510 Masters 45 Hours L Credit 3 University Accounting I HIEE No
6 5544 AC 4600 Principles This course examine Prerequi Prerequi Masters 30 Hours L Credit 3 University Accounting HEHHHEEE HHEEEEEE No
7 5545 AN 1010 Introducti This course will look None None Masters d 45 Hours L Credit 3 University Anthropology HHHHEEE BHEEEEE No
8 5546 AN 2070 Introducti The comparative stu Prerequis Prerequis Masters d 45 Hours L Credit 3 University Anthropology HHHHHEEE BHEEEEEE No
g 5546 AN 2070 Introducti The comparative stu none none Masters d 45 Hours L Credit 3 University Anthropology HHEHH S No
10 5547 AN 2270 INDIGENC This course examine a 3-credit a 3-credit Doctorate 45 Hours L Credit 3 University Anthropology s $HE No
11 5548 AN 2500 North Am Ethnographic survey Pre-requi: Pre-requi: Masters d 45 Hours L Credit 3 University Anthropology HHHHHH SHHBHEE No
12

L2

Institutions that have their own technical systems (e.g., PeopleSoft, Banner) can ask their IT staff to
generate these files, pulling data directly from their institution’s system into the CSV file.

: You do not need to track what data already exists in DCaR or what data you will submit in the
future. DCaR will use key fields in each record (e.g., institution course ID, course code, course title,
course number) to check newly submitted data against existing data. Depending on what is appropriate,
DCaR in conjunction with the Catalog will update existing data, add new data, or leave data unchanged.
You will not have to worry about creating duplicates. It is recommended to have your institution’s
system be the source of truth and for you to upload this data into DCaR for publishing in the Catalog.

For data requirements, again, please refer to the Word documents titled “CSV File Format”, which detail
the CSV file requirements for the Courses, Programs and Agreements tabs in DCaR. You can also locate
this information in the CSV File Format Terms section of this document.

e DCaR Modules.CSV File Formats and Common Editing Errors.
e DCaR Modules . Editing CSV Files for Required Date Format.

‘ Important: See how-to videos:
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Importing your Institution’s Course Data

Once you have created your CSV file, the information from the file must be imported into DCaR.
Continuing to follow this guide’s example using course data, the next step is to import the file into the
Course Submission Module.

(" )
Important:
When uploading your CSV files, please ensure that you upload data into the
Courses and Programs tabs first, then the Agreements tab. This is because
agreements/decisions rely on the courses and programs data to create the needed
relationship in the system. The steps for each upload of data in DCaR are the same
for courses, programs, and agreements/decisions.

See how-to videos:
e DCaR Modules . Step 1 of 3 Creating and Importing a CSV File .
e DCaR Modules.CSV File Formats and Common Editing Errors
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1. From the home screen, click on the Courses tab.

Government of Alberta m
Data Collection and Reporting

? Click on the Courses
Home ™ Agreements FTogram application section tab

Welcome to DCaR

m This is the Data Collection and Reporting system. Fle

2. On the Courses page, click on Submissions.

Government of Alberta m
Data Collection and Reporting

Home Agreements | Courses Programs

Courses

m Here are your options for Courses

D e Click on the

Submissions Submissions icon

3. Once the screen reloads, click Import Data.

Courses Submission {

Institution: University of Alberta Su

I 8 Import Data I©mD Click on the

Import Data icon
I—a] Create New ‘g Bulk Update WEY Rule Showmg View:
Instituti... F | Code T | Title Y| Descri.. | Comm... %¢| Number °%¢| Pre-Re.. °F

Alberta Council on Admissions and Transfer Page | 12
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4. The Import Courses Data window is displayed. If you are importing data from a CSV, make sure
Import New Data is selected. Click Select a file to upload.

Import Courses Data K Close
Import by: Luc Besner@gov.ab.ca Started on: 5/18/2016 2:59:09 PM
Status: Complete Completed on: 5/18/2016 2:55:10 PM

(@ Import New Data () Import from Transfer Catalog

I [ Select a fl to upload I €< Click on the Select a file to upload

@) Import File

: For instructions on importing data from the Catalog, see Import from Transfer Catalog in

this guide.

5. Select the file you wish to submit.

: The file being submitted must be in the CSV file format (see CSV File Format
Requirements).

Alberta Council on Admissions and Transfer Page | 13
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{2 Choose File to Upload

=

m'. . » Sample Files

0! Program Sample Datal

| Leamer Pathway: = System Envirenment for LPS

4 Libraries
_i": Documents
J" Music
) Pictures

. Videos

M Computer
& Local i)
& apps (\\FILEDEV.| =

File name: Courses Sample Data 1

- | +y | | Search Sample Files B
Organize ~ HNew folder =~ 0 @
s Favorites *  MName : Date modified Type Size
B Desktop = . i
& Downloads u_ Courses Sample Data 1 03/11/2016 11:14 ...  Microsoft Excel C... 6 KB
4 Recent Places — =
| ACAT

03/11/2016 11:14 ... o Microsoft Excel C... 10KE
03/11/2016 11:15 .Tu_,tlc:k ltem 30 KB

Select the file to be
submitted

v [ANFiles () -

Open Iv Il Cancel I

The Import Courses Data window will refresh with the title of the file you selected.

6. Click Import File.

Import Courses Data

x Close

Import by: ranuka.jinadasaf@aov ah ca
Status: Complete

File to be uploaded

Started on: 11/3/2016 3:50:46 PM
Comnolatard an: 11372016 36047 P

Click on the Import

@® Import New Data = * log File link to continue
i) Select a file to upload
r Courses Sample Data 1.cSV Clear I ¢
[@) Import File

Alberta Council on Admissions and Transfer
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7. Click Confirm to continue with the import.

If the import is successful, the Import Courses Data window will close, and the Courses
Submission page will reload with the data from the CSV file.

Courses Submission

Institution: Northern Alberta Instif

Courses Submission page will reload with the newly uploaded entries displayed.

Instituti... ¢ | Code

2 R 1036 AAC
2 8 10347

P AAC
PR AAC
2 & 10361 AAC

— Courses Submission

¥ Number

200

310
34

360

Institution: Morthern Alberta Institute of Technology

8 Import Data @ Validate Data @ Publish Data

s Create New 3 Bulk Update “j Bulk Delete ‘,é Filter By Rule
7 Title

Business C..

Income Tax

Computer i...

Accounting ...

8 Import Data @ Validate Data @ Publish Data

Lal Create New 3 Bulk Update “; Bulk Delete ',ﬁ Filter By Rule

Showing View: Course Records v

%Y Descri.. ¢ Comment ¢ PreRe.. ¢ CoRe.. ¢ Instruc...

Please see ..
Please see ..
Equivalent

Please see ..

AAC360 ch...

64 Hours High school...  BUS106 Under the s
64 Hours High school...  Bus106 Under the s
AAC310 be ACCT106 ACCT106 Under the s
Please see ... = Bus207 None Listed Underthe s
64 Hours C... | CMIS241 AAC120/2... | Underthes

Q) Back to Listing (@) Help

Submission: 2016 Submission

Showing View: Course Records v

Instituti... % Code “F Number ¢ Title ¢ Descri.. ¢ Comment ¢ Pre-Re.. ¢ Co-Re.. Tf| Instruc...
& & | 10346 AAC 200 Please see 64 Hours High school BUS106 Under the s
7 & 10347 Business C...  Please see ... 64 Hours High school...  Bus106 Under the s
7 R AAC 310 Income Tax...  Equivalent ... AAC310be.. ACCTI106 ACCT106 Under the s
7 R AAC 341 Computeri...  Please see ... Pleasesee... Bus207 None Listed Under the s
# 8 10351 AAC 360 Accounting AAC360 ch 64 Hours C CMIS241 AAC 12012 Under the s
Alberta Council on Admissions and Transfer Page | 15
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If the import fails, a red message is displayed in the Import Courses Data window highlighting
the error(s) in the file. A sample message is provided here.

Click Close and go back to your CSV file to correct the errors and begin the Import Data process
in DCaR, again, for your corrected file OR click on New Import to upload a different CSV file if

you accidentally imported the wrong file.

Import Courses Data K Close
Import by: AnnMarie Lyseng@gov.ab.ca Sample Import Started on: 2/20/2017 7:00:27 PM
Completed on: 2/20/2017 7:00:27 PM

Status: Error Error Message

' very comma in the header record is both preceded

Submission import failed: An empty column h:
and followed by a column header value

Import failed
3 New Import
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Step 2 - Validating and Correcting Errors in your Institution’s Course Data

Once you have imported your data, you must validate your data and correct any errors encountered in
the validation process. Records containing errors cannot be published to the Catalog.

e DCaR Modules.Validating a CSV File Mass Upload (Step 2 of 3).
e DCaR Modules.CSV File Formats and Common Editing Errors.

l Important: See how-to videos:

Validating your Institution’s Course data is the next step.
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1. On the Courses Submission page, click Validate Data.

Courses Submission

Institution: University of Alberta

8 Import Data! @ Validate Data I%h Click on the Validate

Data link
G Create New 3 Bulk Update 8 Bulk Delete ~gf Filter By Rute |
Instituti... %f | Code T Title ¥ | Descri... %F| Con
7 & | 12345 370485725 amet tincid._.. | nibh ipsum__. | lore

2. The Initialize Validation Run window is displayed. Click Run Validations to execute the
validation routine.

Initialize Validation Run K Close

Institution: Northern Alberta Institute of Technology Submission: 2016 Submission
Status: Draft

Validation Type Record
# selectAl [ Clear Al

@ Mandatory Fields
# selectal [ Clear Al

M Field “InstitutionCourselD is required Enterprise  Course
¥ Field "Code’ is required Enterprise  Course
 Field "Number is required Enterprise  Course
M Field Title is required Enterprise  Course
M Field "InstructorQualification” is required Enterprise  Course
& Field “InstructionType is required Enterprise  Course
 Field "CreditType’ is required Enterprise  Course
M Field "CreditValue is required Enterprise  Course
& Field "Credentials’ is required Enterprise  Course
& Field "Categories’ is required Enterprise  Course
 Field "Description’ is required Enterprise  Course
M Field "EffectiveStartDate’ is required Enterprise  Course
& Field "DeleteRecord’ is required Enterprise  Course
(2 Reference Data Click on the Run Validations option to -

View Last Run execute the validation routine. I ﬁ Run Validations I@ Reset
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3. The Validate Submission report is displayed. Review the report and then click Close to continue
with the validation process.

Click on Close to

Meonitor Validation Run contlnue the proceSS. x Close
Type: Full validation (19 courses) Started by: ranjit sekhon@gov.ab.ca
Status: Complete Started on: 2/22/2017 3:53:28 AM

Completed on: 2/22/2017 3:53:41 AM

100%
Validation Complete.
Validation Duration Issues Percent Status
Mandatory Fields -
Field “InstitutionCourselD" is required 6.8 Sec. 2 105 % Complete
Field "Code’ is required 0.0 Sec. 1 53 % Complete
Field "Number™ is required 0.0 Sec. 1 53 % Complete
Field "Title" is required 0.0 Sec. 1 53 % Complete
Field “InstructorQualification” is required 0.0 Sec. 0 0.0 % Complete
Field “InstructionType™ is required 0.0 Sec. 0 0.0 % Complete
Field "CreditType’ is required 0.0 Sec. 0 0.0 % Complete
Field "CreditValue™ is required 0.0 Sec. 0 0.0 % Complete
Field "Credentials’ is required 0.0 Sec. 0 0.0 % Complete
Field "Categories” is required 0.0 Sec. 0 0.0 % Complete
Field "Description” is required 0.0 Sec. 0 0.0% Complete
LCinld "EfnrtininCtartNata’ e ramnirad NN Cnr n nnog Mamnlata M

g Initialize New Run

Alberta Council on Admissions and Transfer Page | 20



Learner Pathways Data Collection and Reporting (DCaR) How-to Guide (Version 2, Feb. 2017)

Reviewing Validation Results and Correcting Errors

Once you have executed the validation routine for your institution’s submission, you can view the
Validation Errors report to review any errors that may be present in the records in your file.

Reviewing Validation Results is the next step in the Courses Submission Process.

NOTE: If errors are identified during validation of your submission, it is recommended that you make
the required changes to the data in your institution’s system to maintain it as the source of truth.
After correcting the errors, you will need to re-create the CSV upload file and follow the earlier steps
for importing and validating the data, again. If the errors are caused by a DCaR formatting
requirement(s) only (and not errors in your institution’s CSV file data), then you may wish to correct the
errors by editing the data directly in DCaR (e.g., bulk update for date format) (see Editing Data in DCaR).

You may also decide to publish those records in your submission that contain no errors, and correct the
records with errors separately in your system, re-uploading just the corrected records at a later date.
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1. On the Courses Submission page, select Validation Errors from the Showing View drop-down

list.

Courses Submission

Institution: University of Alberta

9 Import Data @ Validate Data @ Publish Data

L_'_,l Create New 3 Bulk Update ﬂ Bulk Delete ‘,é Filter By Rule

Instituti.. | Code Select the Validation Errors
2 & 12345 370485725 gption from the Showing
) x 12345 B8h566028 View drop_down

The screen will reload with a grid that lists:

QP BacktoListing @) Help

Submission: University of Alberta

Showing View: Course Records v

meer 7| pree.. 7

JARSE287 NO§
JARSE48 NO

a. Records —The number of errors encountered for each validation rule.

Percentage — Indicates the percentage of all r
validation rule.
c. Validation — The validation rules executed du

ecords with exceptions to the listed

ring the validation process.

Courses Submission

Institution: University of Alberta

e Import Data @ Validate Data @ Publish Data

@ Back to Listing (&) Help

Records, Percentages fra

and Validation Rules are

“r | Rec Y Percen.. °F| Validation

» B2 3 0.6% i Field “InstitutionCourselD" is required

(" 15 3 0.6% | i) Field “InstitutionCourselD" is an invalid length

displayed
v
Thsev.. F I Record T
Error Course A
Error Course

2. Click on the arrowhead icon in the far left column to view the records included in the Record
Count for the Validation Rule indicated in the selected row.

Showing View: | Validation Errors v
7 Rrecads 7 F Click on the arrow head icon to ¥ Sev.. 7 Recod ¥
Dh view validation error Ermor Couse A
» FO 3 information jth Error Course
r» B0 0 0.0% | i’ Field Code is an invalid length Info Course
y B0 0 0.0% | i) Field"Number' is an invalid length Info Course
Alberta Council on Admissions and Transfer Page | 22
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A sub-grid listing submissions included in the Error Count is displayed, just below the listed rule.

Y | Records ¢ Percen._ ¢ | Validation Sub_grid I|St|ng Submissions Record
4« g2 3 0.6% i) Field “InstitutionCourselD" is require include in the Error Count Course A
Ingtituti... ¢ | Code 7| Title 7| Descri.. 7| Comm.. 7 Number 7| PreRe.. ¢ CoRe.. °F| Instuc.. 7
370485725 amet tincid... | nibh ipsum... | lorem lacre... | COARSE287 | NONE MNONE Doctorate d... |
85566028 sed dolore i adipiscing 5. ut tincidunt.. COARSE48 NONE NONE BA English__. | |
904973218 eratelit alig... | aliquamtin... | aliguamelit... | COARSE395 | NONE NONE BA English... |
|4 ] 1 v > ]
2. Click on the arrow head again to hide the listing.
3. Click on the filter icon to view the records included in the Error Count.
°¢ | Records °f| Percen... °f | Validation °F | Sev. ¥ Record 9
» n 3 0.6% i) Field "InstitutionCourselD" is required Error Course A
P gl 5 0.6% i) Field “InstitutionCourselD" is an invalid length Error Course
= A fal falali? i Liold ~Codar i LacL L th Lok, L

4. The screen will reload to show the submission records included in the Error Count.

Courses Submission

Institution: University of Alberta

Q Import Data @ Validate Data @ Publish Data

L’__;J Create New 3 Bulk Update g Bulk Delete ‘,é Filter By Rule
Instituti.... Code Title Descri... Comm... Number
& 1 Field "InstitutionGourselD" is required Rule Filter applied
7 AR 370485725 amet tincid... | nibhipsum... | lorem laore... | COARSE287
7 R 85566028 sed dolore i. adipiscing s... | ut tincidunt.. COARSE48
ra 904973215 eratelitaliq... | aliguamtin... | aliguam elit... | COARSE395

@ Back to Listing (&) Help

Submission: University of Alberta

Showing View: | Course Records v

Pre-Re... Co-Re... Instruc...

NONE NONE Doctorate d...
NONE NONE BA English...
NONE NONE BA English...

: As referenced, if errors are identified during validation of your submission, it is
recommended that you make the required changes to the data in your institution’s system to
maintain it as the source of truth. After correcting the errors, you will need to re-create the
CSV upload file and follow the earlier steps for importing and validating the data, again. If the
errors are caused by a DCaR formatting requirement(s) only (and not errors in your institution’s
CSV file data), then you may wish to correct the errors by editing the data directly in DCaR
(e.g., bulk update for date format) (see Editing Data in DCaR).
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You may also decide to publish those records in your submission that contain no errors, and
correct the records with errors separately in your system, re-uploading just the corrected
records at a later date.
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Step 3 - Publishing your Institution’s Course Data to the Catalog

Once you have validated your data, you must publish it in order to complete the submission to the
Learner Pathways Catalog.

Important: See how-to video—DCaR Modules.Publishing Data to the Catalog Mass Upload (Step 3 of 3).

Publishing your Institution’s Course Data is your final step in the Course Submission Process.
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1. Starting from the Courses Submission page, click Publish Data.

Courses Submission P BacktoListing @) Help
Institution: University of Alberta Submission: University of Alberta
O importData (& vaiste Data <& Click on the Publish Data option
€ Create New 3 Bulk Update 3 Bulk Delete g4 Filter By Rule _ . v

Instituti... ¢ | Code | Title Y| Descri.. ¢ | Comm... %7 | Number % |PreRe.. %f| Co-Re.. %7 Instruc...
# & | 12345 370485725 amet tincid... | nibhipsum_.. | lorem laore... | COARSE287 | NONE NONE Doctorate d. 4,
7 | | 12315 85566028 sed dolore | adipiscing s. ut tincidunt. . COARSEA48 NONE NONE BA English..
] x 12345 506085084 lorem elitdi.. | tincidunt sit. sitdolore lo... | COARSE430 | NONE NONE BA English ..

2. The Publish Data window is displayed, indicating the number of records that are available to
publish. Click Publish Records to continue.

: The Publish Data window will refresh to indicate the progress of the publishing to the
Catalog. This may take a few moments, so please be patient.

Publish Data K Close
Published by: ranjit.sekhon@gov.ab.ca Click on the Publish Records
Status: Error C¢ option to continue
There are 499 records available to be published I v

|
I @ Publish Records I

: Submission data must be validated every time there is a new upload of data or changes
made to any of the records in your submission. If you attempt to publish your data prior to
validating it, you will see the following error message.

Publish Data 3 close
Published by: ranjit.sekhon@gov.ab.ca Started on: 6/1/2016 1:21:02 PM
Status: Error Completed on: 6/1/2016 1:21:05 PM

Unable to start publishing. There have been changes to the submission data since the last validation run. A full validation run needs to be completed
first
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3. Once the publishing process has completed, click Close to return to the Courses Submission

page.
Publish Data Click Close

Published by: AnnMarie Lysengi@gov.ab.ca Started on: 2/10/2017 1:08:43 AM
Status: Complete Completed on: 2/10/2017 1:10:20 AM

Your infermation has been sent to ACAT for processing. After validation and approval, your
information will appear in the Leamer Pathways Cataleg. You will also be sent a cenfirmation
message on how your request will be processed.

Publish has completed.

4. The Courses Submission page will reload with the Published Results view displayed. This
confirms the published records. Click on the far left arrowhead to expand and view the records
that were published.

Courses Submission {® Backto Listing (@) Help
Institution: King's University, The Submission: 2016 Submission

8 Import Data @ Validate Data @ Publish Data

Showing View: Published Results v
Record Co Y | Publish Result T
Published Records

Click on the arrow head icon to view the details of the records that were published.

5. You can select the Course Records view to see the listing of records that were not published to
the Catalog. Any records that contained errors are displayed in this view, as DCaR will not
publish records with validation errors.

Courses Submission @ Back to Listing @ Help
Institution: King's University, The Submission: 2016 Submission

8 Import Data @ Validate Data @ Publish Data

L}I Create New _5 Bulk Update 8’; Bulk Delete ,f Advanced Filter Showing Viewll Course Records v I
Instituti... % Code *f MNumber g Title Y Descri.. % Comment % Pre-Re.. % Co-Re.. ¢ Instruc..
7 & 69714 PHIL 332 20th Centur... = An examina... Prerequisite... = Prerequisite... = Doctorate d.
L & & 6977 THEO 3 A Conspira... = A close exa... THEO 250 THEO 250 Masters de..
2 W | rosn HieT R & Hictans n This ranrea HIST 207 n HIST 217 A Minrtarata d
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Editing Data in DCaR

Once you have imported your data, you can do manual updates in DCaR where/as appropriate. DCaR
supplies this data to the Catalog, which in turn supplies data to the Transfer Alberta website, search
tool, and mobile app.

: Recommended best practice is for an institution to correct submission errors in your institution’s
system to maintain it as the source of truth. After correcting the errors, you will then, again, need to
re-create the CSV upload file and follow the same earlier steps for importing and validating data, as
well as meet the CSV File Format data requirements that have been outlined in this document.

If the errors are caused by a DCaR formatting requirement(s) only (and not errors in your institution’s
CSV file data), then you may wish to correct the errors by editing the data directly in DCaR (e.g., bulk
update for date format).

1. Using the Courses Submission page as an example, click on the Edit icon (a green pencil at the
far left of each row).

‘-]" Create New 3 Bulk Update d Bulk Delete ‘é Filter By
Instituti... “F | Code a T Title *F | Descri

- Click on the Edit icon for the sed ipsum... | magna

entry you wish to edit.
7 R I _loremipsu... | dolorn

2. After clicking the edit icon, the Course Record Management window is displayed. Update the
information as appropriate and then click Save to submit your changes.

: A Bulk Update option can also be used when you are viewing your Validation Errors and
need to make the same type of correction in multiple records, such as date format.

Course Record Management K Close
Institution: Northern Alberta Institute of Technolegy Submission: 2016 Submission
Status: Draft
Course Overview
Institution Course |D: 24660 Description: PowerPoint will b
Code BSC Comment Please see Instry
Title Digital Tools anc Number: 207
Upd ate the course Course Status/Requirements
H H Pre-Requisite None Listed Credit Value 1.5
information as ¢ .
o Co-Requisite: None Listed Credentials Diploma @y
required.
Instructor Qualification: | Under the supery Categories. Biological St €
Instruction Type: Lecture/Lab 4 Outline URLS www.nait.ca
Credit Type Credit v
Course Timeframe
Review Date Effective End Date: |2999-12-31
Alberta Council on Admiss| | fiective StartDate: ~ |2004-07-01 Delete Record Page | 29
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Interim Solution for Institutions without Technical Systems

There are different approaches that can be used by institutions without technical systems for courses,
programs, and/or agreements, so that you can use DCaR to upload your institution’s data into the
Learner Pathways Catalog. For assistance using the Learner Pathways DCaR Modules or any of the
information in this how-to guide, please contact the ACAT Secretariat.

For data requirements, please refer to the Word documents detailing the CSV File Format requirements
for the Courses, Programs, and Agreements tabs in DCaR, as well as the CSV File Format Terms section

of this document.

4 )

Important:
When uploading your CSV files, please ensure that you upload data into the

Courses and Programs tabs first, then the Agreements tab. This is because
the agreements/decisions data rely on the courses and programs data to
create the needed relationship in the system.

See how-to videos:
e DCaR Modules . Overview of Login, Homepage, Publishing.
e DCaR Modules . Overview of All 3 Steps for Mass Uploading CSV Files.

1. Once you have logged into DCaR, you will see the Home tab. You will see the Agreements,
Courses and Programs tabs, as well as the Sign Off link.

) a g;
Government of Alberta m GOA\amber.chipm Sign Off

I Home Agresments Courses Programsl

Welcome to DCaR

D This is the Data Collection and Reporting system. Please select a menu item above to begin.

: While this example shows how to add a course under the Courses tab, the process for
adding data to the Programs and Agreements tabs is the same.
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2. Click the Courses tab and then click Submissions.

Government of Alberta m Click the Courses tab and then
Data Collection and Reportin click Submissions
Home  Agreements Programs

Courses

r:] Here are your options for Courses

Ei

Submissions

192

At this point, as an institution without a technical system for your data, you have three main
options you can choose from to upload your institution’s course, program, or agreement data into
DCaR (again using Course submissions as an example):

i Create New: Create a new course record directly in DCaR.

ii. Import New Data: Manually fill in a blank CSV course file template that you will use to
upload a new course(s) into DCaR.

iii. Import from Transfer Catalog: Use the Import from Transfer Catalog feature to view and
edit a copy of all of your already published courses from the Catalog directly in DCaR. Once
the data is imported into DCaR, you can also choose to export from DCaR a CSV file of these
courses for editing and then re-uploading to DCaR.

i. Create New

You can use this feature to create a new course record directly in DCaR.

1. Once the screen reloads, click Create New. This feature allows you to create a new course
record directly in DCaR.
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Courses Submission

Institution: University of Alberta

»& Import Data @ Validate D=t= ) Buklich Nat=

_ Click Create New

Rule

F| Code 7| Title

Instituti....

|
¥ | Descri... W Comm...

Sul

Showing View:

7| Mumber °F| Pre-Re.. 7

2. Complete all the data fields in the Create New Course Record window and click Save.

|I Create New Course Record i

Institution: University of Alberta
Status: Draft

Course Overview

Institution Course 1D:
Code:
Title:

Pre-Requisite:
Co-Requisite:
Instructor Qualification:
Instruction Type:

Credit Type:

Course Timeframe

Review Date:

Effective Start Date:

5540
AC

:tory Accounting

Course Status/Requirements

EC 1020

EC 1020

Masters degree ir
ire, 30 Hours Lab
Credit v

Description:
Comment:

Number:

Credit Value:
Credentials:
Categories:

Outline URLs:

Effective Fnd Date-
Click Save

Delete

x Close

Submission: Course Submissions

Postulates, princi|

3
"University T o,

"Accounting] o,

The screen will refresh with the course now on the screen.
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Government of Alberta m GOA\amber chipman @ Sian Off
Data Collection and Reporting

Home Agreements Courses Programs

Courses Submission (P Back to Listing @) Help
Institution: University of Alberta Submission: Course Submissions

8 Import Data @ Validate Data @ Publish Data

L} Create New _3 Bulk Update a Bulk Delete ':."( Advanced Filter Showing View: | Course Records 4
Instituti... ¢ | Code ¥ Number ¢ Title Y Descri. ¥ Comm.. % Pre-Re.. %f Co-Re.. ¥ Instruc...
I # 8 5540 AC Introductor Postulates, EC 1020 EC 1020 Masters de... I

Once you have added all of your new data records to the Courses, Programs and Agreements
tabs as needed, proceed with following Steps 2-3 of this guide, starting with Step 2 - Validating
and Correcting Errors in your Institution’s Course Data, followed by Step 3 — Publishing Your
Institution’s Course Data to the Catalog.

: Submission data must be validated every time there is a new upload of data or changes
made to any of the records; otherwise, you will not be able to publish the data to the Catalog.
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ii. Import New Data

You can use this approach to manually fill in a blank CSV course file template that you will use
to upload a new course(s) into DCaR.

1.

2.

Manually fill in a blank CSV course file template with the appropriate data from your
institution for each of the data fields for a course record.

NOTE: This process is the same for courses, programs, and agreements, with each having its
own CSV template with unique CSV File Format data requirements.

Courses-Elank-CSV (1) - Excel

InstitutiolCode  Number Title DescripticComment PreRequis Instructior CreditTyp CreditVali Credentia Catezorie Outli DaEffectives Effect;

Use the manually completed file to upload a new course(s) into DCaR by completing
Steps 1 — 3 in this guide, starting with Step 1 — Creating and Importing the Course
Submission File, Step 2 - Validating and Correcting Errors in your Institution’s Course Data,
and Step 3 — Publishing Your Institution’s Course Data to the Catalog.

iii. Import from Transfer Catalog

You can use this feature to import a copy of your published courses, programs, or agreements

data from the Catalog into DCaR. Once the data is imported into DCaR, you can also export

from DCaR a CSV file of these courses for editing and then re-uploading to DCaR.

/

.

Important:

e When importing a copy of your published Catalog data back into DCaR, it is important that you
are aware that it will overwrite any unpublished DCaR data you already have in DCaR.

e As this Catalog data is a copy of what has already been published, use of this import feature
would be to obtain a copy of all of your courses, programs, or agreements data from the
Catalog and to make edits as needed. There would be no need to re-publish this already
published data to the Catalog unless you are making updates/edits to the data.

o |f you export the copy of your data from DCaR into a CSV file for editing, it is also important to
be aware that once you upload an updated copy of the CSV file to DCaR, the previous copy of
the imported Catalog records will no longer be visible in DCaR (but will still be safely published
in the Catalog).

\
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1. Select Import Data.

Courses Submission

Institution: Northern Alberta Institute of Technology

|8 Import Data I@ Validate Data @ Publish Data

L.';‘i Create New _3 Bulk Update a Bulk Delete ’,ﬁf

Instituti._.  %¢ | Code “f MNumber %¢ Titl

2. Select Import from Transfer Catalog and Confirm.

Import Courses Data R close
Import by: ranjit.sekhon@gov.ab.ca Started on: 2/22/2017 1:35:08 AM
Status: Complete Completed on: 2/22/2017 1:35:08 AM

This option imports Courses from the Transfer Catalog |

_ Import New Dati (& Import from Transfer Catalog I

Iﬁ Import from Transfer Catalog

Import Cours pe=Dete 1 3¢ Close

Import by: ranjit. selhon@gov i
Status: Complete

- . . Started on: Q/22/2017 1:35:08 AM
Importing from the Transfer Catalog will overwrite i )
|—? all existing Course records in the Submission. Are Ipleted on: W22/2017 1:35:08 AM
you sure you want to continue? [ ]

This option imports Rourses fror I I

@ Confirm @ Cancel |
() Import Ne§ Data (g Import from Transfer Catalog

Import from Transfer Catalog
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3. You can now View and Edit a copy of your Catalog data as needed in DCaR. You can also

choose to Export a copy of all of your published Catalog records from DCaR into a CSV file by

selecting Export and following the same Export steps outlined for Exporting a CSV File from
DCaR for All Unpublished Records.

Courses Submission

Institution: Northem Alberta Institute of Technology

Instituti... ¢ Code *f MNumber
PR BRE:rr civ 120
& 8 34861 OHSC 3370
& M 36933 DMIT 2018
2 & s cH 252(T8L)
& & 34857 HRMT 3430
& B 2625 BSC 104
2 8 10532 FNCE 222
2 B 105208 BUS Fied
2 B 19992 ETC 131
7 R 34862 HRMT 2285
CI 2 3 4 5 6 7 8 (v im

8 Import Data @ Validate Data @ Publish Data

o Create New 3 Bulk Update 8 Bulk Delete g Filter By Rule
o Bulk Update Filter By Rule
7 Tile

Surveying

Occupation...

Intermediat.

Qrganic Ch...

Performanc
Word

Managerial

Promotional....

Basic Elect

Human Re

*f Descri...

This course

This course...
This course...

Qrganic Ch...

Performanc

This introdu

Students ar

Students ar

This course...

This course

Comment

Please see

Please see ..

Knownas ...

272 hours T...

Please see

Please see

Course wa..

Course Ho..

Please see ...

Please see

Showing View: Course Records v
¥ PreRe.. ¢ CoRe 7 Instruc

None Listed None Listed Under the s
HRMT2226 HRMT2226 All instructi..
CPSC1517...  CPSC1517... | Underthes
Prerequisite Prerequisite Under the s
HRMT2226 HRMT2226 All instructi
None Listed None Listed Under the s
Prerequisite Prerequisite All instructi..
BUS376 None Listed Allinstructi..
Admission t Admission t Under the s
None Listed None Listed All instructi

{ Backto Listing (@) Help

Submission: 2016 Submission

4. If you have viewing and editing your data directly in DCaR, you can use the Editing Data in DCaR
instructions in this guide to help you do so. Following completion of editing your records in
DCaR, you can then follow Steps 2 — 3 in this guide, starting with Step 2 - Validating and
Correcting Errors in your Institution’s Course Data, and then Step 3 — Publishing Your

Institution’s Course Data to the Catalog.

5. If you are exporting a copy of all of your published Catalog records from DCaR into a CSV file

and editing these records directly in that CSV file, you can then re-upload the revised CSV file

and follow Steps 1 — 3 in this guide. Please start with Step 1 — Creating and Importing the

Course Submission File, Step 2 - Validating and Correcting Errors in your Institution’s Course

Data, and then Step 3 — Publishing Your Institution’s Course Data to the Catalog.
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Modifying the Display of Submitted Course Data

This section will explain how to modify the display of your institution’s data, using the Courses

Submission page as an example.
The following are the topics covered in this section.

i Sorting entries
ii. Filtering entries
iii. Filtering by validation rule

Sorting Entries

Once you have successfully imported your data, you can sort the entries based on columns.

1. On the Courses Submission page, the submitted records can be sorted by clicking the header of
the desired column. For example, to sort by course code, click on the Code column header.

Courses Submission

Institution: University of Alberta

9 Import Data @ Validate Data q;,? Click on the desired
column heading to sort

© Create New 3 Bulk Update 44 Bt based on that column e
Instituti.. '-}'I Code T I Title '-}'I Descri... '-}'I Comment  “f | MNumber

7 & | 12345 370485725 amet tincid... | nibhipsum... | lorem lacreet... | COARSEZ

# B 12345 85566028 sed dolore i... | adipiscing s... | ut tincidunt er... CDARSEAI

2. The records are now sort by Code in ascending order. Click on the column heading a second
time to sort the records in a descending order.
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- i R
Instituti... “Ff Code a °F [ Title ¥ | Descri.
& | 12345 101240113 sed ipsum... | magna
& 3 | 12345 101758336 loremipsu... | dolorn
S &8 | 12345 103650921 nibh amet ... | lorem 3
& & | 12345 105406252 sed tincidu... | dolor al
& W | 12345 106301014 ipsum cons... | sed tin
& & | 12345 10760321 adipiscing. erat eu

ii. Filtering Entries
You can also filter the data based on the columns.

1. On the Courses Submission page, click the filter icon of the desired column. For example, to
filter by course code, click the filter icon in the Code column header.

Courses Submission

Institution: University of Alberta

Q import Data @ Validate Data (G} Publish Data

o Create New 3 Bulk Update 4 Bulk Delete “g Filter By Rule
Instituti.. %y’ | Code a iﬂe *f | Descri.. ¢ Comm

7 8 12345 101240113 sedipsum_. | magnalore... | diam ti
F & | 12345 101758336 loremipsu... | dolor nonu... | nibh tir
7 &8 | 12345 103680921 nibh amet ... | lorem amet... | magna

2. Acriteria box is displayed, just below the column heading. Click on the first drop-down list and
select the desired condition. For example: “Is equal to.”
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Instituti. .. ‘]" Code a "]” Title ‘]" Descri... '?‘ Comment
& 8 | 12345 101240113 Show items with value that: = diam tincid
2 B 12345 101758336 Is equal to Y 1.} nibh tincidy
105406252 X
7 & | 12345 103680921 | t... | magna dolj
2 R 12345 105406252 | (A7 4 | ipsum mag
2 8 12345 106801014 Is equal to Y 5. | ametutdol
& & | 12345 10760321 od. | magna euij
7 8 | 12345 108608232 Filter Clear 1. | diam erat 3
F R | 12345 113884149 euismod do__. | aliquam no__. | diam nibh 1
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3. Enter your criteria value. For example: “105406252”. Then, click Filter.

Instituti... 5| Code a T | Title Y | Descri... ¢ Comment
# & | 12345 101240113 Show items with value that: 2. diam tincid
2 &8 | 12345 101758336 ls equalto Y '\ nibh tincidd

105406252 X

7 8 | 12345 103680921 I | I t... | magna dol

12345 105406252 | (A7 a.. | ipsumma
P ¢ p g
P & 12345 106801014 Is equal to Y ... | ametutdo
F & | 12345 10760321 iod. | magna eui
# & 12345 108608232 Filter I Clear |4 | diam erat 3
& B 12345 113884149 euismod do... | aliquam no... | diam nibh s

4. The grid will refresh to show the records that match the specified filter.

i s Create New 3 Bulk Update 8 Bulk Delete . Filter By Rule

- Current applied filters ‘i

*f Comment ¢

& Code equals "105406252" I

12345 105406252 sed tincidu... | dolor aliqua__. | ipsum magna._.

5. To remove the filter, click the filter icon of the appropriate column and then click Clear.
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i} Create New 3 Bulk Update , Bulk Delete g Filter By Rule

Instituti... ¢ | Code a r | Title 7| Descri... %7
@ Code equals "105406252" Show items with value that:
2 8 12345 105406252 Is equal to I
105406252
And v
Is equal to v

Filtering by Validation Rule

You can also filter the data based on the validation rules.

On the Courses Submission page, click Advanced Filter, Filter by Rule.

Courses Submission

Institution: Athabasca University

8 Import Data @ Validate Data @ Bublish
Lal Create New _3 Bulk Update a Bulk Delete "?f Advanced Filter

 Backto Listing (@) Help

Submission: 2016 Submission

Instituti =S¢ | Codea ¢ Number ¢ .vé Filter By Rule

# 8 nhuplicalen.. | PHIL 261 < Filter Editor

Showing View:  Course Records v
Fn‘ ¥ Comment %¢ Pre-Re f CoRe % |Instruc
hod of ... Mone. Mone. Doctorate d...

2. The Filter by Rule window is displayed. Click the desired rule for filtering your data.
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Filter By Rule 3¢ Close
Institution: University of Alberta Submission: University of Alberta

Validation Click on the desired rule to be  Type  Record

@ Mandatory Fields applied as filter to your data ~

ald *CaursaN TN Enterprise Course
Enterprise Course

Enterprise Course

+ Field "Number is required Enterprise Course
+ Field "Title" is required Enterprise Course
+ Field "InstructorQualification” is required Enterprise Course
+" Field "InstructionType’ is required Enterprise Course
+" Field "CreditType’ is required Enterprise Course
+” Field "CreditValue” is required Enterprise Course
+ Field "Credentials” is required Enterprise Course

3. The Filter by Rule window will close, and the Courses Submission page will refresh to show the
records matching the rule.

8 Import Data @ Validate Data @ Publish Data

Lal Create New 3 Bulk Update d Bulk Delete ‘*.f Advanced Filter Showing View: | Course Records v
Instituti... Code Number Title Descri... Comment PreRe.. CoRe... Instruc

& i) Field "InstitutionCourselD’ is required Rule Filter applied

s R PSYC 1500 Psychology... = This course... | nolab Masters de..
7 R PSYC 1500 Psychology...  This course... Masters de..
7 R PSYC 1500 Psychology... = This course... Masters de..
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4. Once you have completed reviewing the filtered entries, click on the clear filter icon for the
indicated filter rule.

e Import Data @ Validate Data @ Publish Data
u}l Create New _g Bulk Update a Bulk Delete ’-.{’ Advanced Filter Showing View: | Course Records L4
Instituti . . . . | Instruc
Click on the clear filter icon to the left of the rule, to clear it
7 R : : — B : : : Masters de..
7 R PSYC 1500 Psychology This course Masters de
7 R PSYC 1500 Psychology... = This course... Masters de..

3. The Courses Submission page will refresh to show all entries on the screen.

e Import Data @ Validate Data @ Publish Data
L’}I Create New _‘a Bulk Update ﬂ Bulk Delete t,f Advanced Filter Showing View:  Course Records v
Instituti... ¢ | Code °F | Number ¢ Tiile *F| Descri.. ¢ | Comment ¢ Pre-Re.. ¢ CoRe. Y | Instruc...
Fa Lk ANTH 1500 Introduction... = General intr.. no lab hours Mo Universi... Masters de..
r SR CLITP 110 Cree Langu... Documente...  Documente... Masters de..
L ra S« CLITP 112 Cree Langu... CLITP 110 CLITP 110 Masters de..

ra SRt CLITP 13 Cree Langu... CLITP 112 CLITP 112 Masters de..

3 ocAc ~Tn 44E e | e ST 442 ST 449 Bllmmbmem oA
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Exporting Data from DCaR into CSV Files

This section will explain how to export data you have uploaded to DCaR into a CSV file, using the Courses

Submission module as an example.

Important: See how-to video—DCaR Modules . Exporting Uploaded Data and Errors from DCaR into a CSV File.

i. Exporting a CSV File from DCaR for All Unpublished Records

1. Once you have uploaded data into DCaR by completing:

e the Import Data process (Step 1), and/or

e validation of this data using the Validate Data process (Step 2),
you can export a copy of your unpublished data (including records with and without errors)

into a CSV file by clicking on the Export function.

Courses Submission

Institution: Morthern Alberta Institute of Technology

Instituti... %S¢ Code

P 8 1034 AAC
2 R 10347

PR AAC
PR AAC
2 8 10361 AAC
2 8 10369 ACR
# 8 103704 ASE
2 & 103708 ASE
2 &8 21750 HSC
P 8 2915 COB
o as | oo .

L] 1°r L]

“F  MNumber

200

310
B4y
360
323
16
223
104
203

e Impoert Data @ Validate Data @ Eublish Data

G Create New 3 Buk Update y8 BulkDelete g Eilter By Rule

r  Title ¢ | Descri... %
Please see
Business C... = Please see ...
Income Tax.. Equivalent ..
Computeri...  Please see .
Accounting ... | AAC360 ch...
Coporate Fi Please see
Effective C... | ASEN6is ..
Effective C...  In ASE223, ..
Medical Ter... = This course...
Bakery Ma...  Inthese co..

Comment
64 Hours

64 Hours

AAC310 be...

Please see ...

64 Hours C...

80 Hours

201272013 .

2012/2013...

Please see ...

Please see ...

Q Backtolisting (@) Help

Submission: 2016 Submission

Showing View: | Course Records

Y PreRe..

High school

High school...

ACCT106

Bus207

CMIS241

BUS106/B

None Listed

MNone Listed

None Listed

Basic comp...

¥ CoRe.. 57 Instruc...

BUS106 Under the =
Bus106 Under the s.
ACCT106 Under the s

Mone Listed Under the s.

AAC 120/2... Under the s.

BUS311/B Under the =

Mone Listed Under the s.

MNone Listed Under the s.

Basic comp...  Under the s.

Mone Listed Under the s.

1-19 of 19 items

Notes :?f History

| Click on Export to begin to export uploaded data from DCAR into a CSV file.
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2. An Export Data screen will appear. You can select to export Filtered Only data (if you have
already previously selected a filter) or export All Data if you wish to download a copy of all your
uploaded, unpublished data records from DCaR.

Important:
When exporting your DCaR data into a CSV file, if you complete this export after

validating your data and before publishing any of the data to the Catalog, you will be
able to export a complete copy of your unpublished file — both records with and
without errors.

3. Select Export Data to begin the Export (downloading) of your DCaR data. Following completion
of the export, a message will appear confirming the submission data was successfully exported
to a CSV file. Following viewing of this message, click Close.

Export Data K Close

Current filter (19 courses):
No filter currently applied

Filtered Only (@ All Data

I_T],j Export Data
d Submission data successfully exported.
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4. The successfully exported file of unpublished records will appear at the bottom of the screen.
Click on the arrow to the right of the file name to open the file as desired.

Courses Submission (D BacktoListing (@) Help
Institution: Northern Alberta Institute of Technology Submission: 2016 Submission

e Import Data Q Validate Data (@ Publish Data

LJ} Create New _j Bulk Update a Bulk Delete ’,;‘ Filter By Rule Showing View: | Course Records v
Instituti ¥ Code ¥ Number ¢ Tile ¥ Descri ¥ Comment % PreRe % CoRe ¥ | Instruc

7 & 10346 AAC 200 Please see ... 64 Hours High scheol... BUS106 Under the 5. =
2 & 10347 Business C... Pleasesee... 64 Hours High school... Bus108 Under the s.
A 4 AAC 310 Income Tax Equivalent AAC310 be ACCT106 ACCT108 Under the s
e 4 AAC 341 Computer i Please see Please see Bus207 None Listed Under the s
# 8 10361 AAC 360 Accounting ... AAC360ch... 64HoursC... CMIS241 AAC120/2...  Underthe s.
2 & 10369 ACR 323 Coporate Fi...  Please see .. 80 Hours BUS106/B.. BUS31/B... Under the s.
# & 103704 ASE 116 Effective C... | ASE116is .. 20122013 .. None Listed None Listed Under the s.
# 8 103708 ASE 223 Effective C In ASE223, 20122013 MNone Listed None Listed Under the s
P B 21150 HSC 104 Medical Ter This course Please see Basic comp. Basic comp. Under the s
# 8 21975 COB 203 Bakery Ma... In these co.. Please see ... Mone Listed None Listed Under the s.

‘Q Al Annea s ana o ~ - - —~ e [ e D e "
A o ok 1-190f 19items @

Notes ?J’ History E,j Export

Release Notes | Version 4.2.1.10

B MNA_Submission (9).csv &3 Show all »

Open
Always open files of this type

Show in folder

Moorton

EI MNA_Submission {9).csv =
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5. Open the CSV file and save and use as needed. The file contains a complete downloaded copy
of the unpublished data that you have uploaded into DCaR, including records with and without
errors if you exported the file after completing data validation and before publishing any
records.

ubmission (9) - Excel

Insert  Pagelayout  Formulas  Data  Review Q Tell me what you want to do
= = e B
% Gut Calibii MRV Y P wrap Text General 4 Normal Bad = EEEE)( > AutoSum éY p
pase 2 CoPY 2 Conditional F ‘)t d 1 ' Insert Delete Format - Sort & Find &
aste B I U B -A- = [ Merge & Center - ~ 9% 3 %300 Conditional Formatas | Goo: Neutral . Insert Delete Forma o in
< ¥ Format Painter 4 5 Mg $ ® 22 Eormatting ™ Table~ > = > £ Clear~ Filter~ Select~
Clipboard & Font o Alignment o Number o Siyles Cells Editing -~
AL M J || InstitutionCourselD e
A B € D E F G H 1 J K L M N o P Q R s T u v w 2=
1 [mstitutiolcode  Number Title Descriptic Comment PreRequis CoRequisi Instructor Instructiol CreditTyp Creditvali Credentia Categorie OutlineUF ReviewDa Effectives Effectivet DeleteRecord
2 10346 AAC 200 Please se¢64 Hours HighschoiBUS106  Under the Lecture/LeCredit  N/A Certificate Advanced www.nait.ca S No
3 10347 Business (Please se¢«64 Hours HighschoiBus106  Underthelecture Credit  3to6 Certificate Advanced www.nait.ca R s NO
4 AAC 310 Income Te Equivale AAC310b¢ACCTI06 ACCTI06 Underthelecture Credit 0 Certificate Advanced www.nait.ca s SRR No
5 AAC 341 Computer Please sePlease seBus207  None ListcUnder the Lecture  Credit 0 Certificate Advanced www.nait.ca s S NO
6 10361 AAC 360 Accountin AAC360 cF 64 Hours (CMIS241  AAC 120/2 Under the 39 Hours L Credit 0 Certificate Accelerat«www.nait.ca 9/1/1996 sy No
7 10365 ACR 323 Coporate Please sec80 Hours BUS106/8IBUS311/BIUnder the Lecture  Credit 0 Diploma  Court Rep www.nait.ca S No
8 10370A ASE 116 Effective (ASE116is 2012/2013 None Liste None List¢Under the Lecture/L: Credit 0 Diploma Civil Engir www.nait.ca 3/5/1992 #utEHE No

3/5/1992 s No
R | FEEEE NO
7/1/2008 st No
R | FEEEE NO
7/1/2004 #uEHEEE No
7/1/2003 ##s No
7h00a sz o

223 Effective (In 2012/2013 None Liste None List Under the Lecture/L:Credit
104 Medical Ti This cours Please set Basic com Basic com Under the Lecture/L: Credit
203 Bakery M: In these ¢ Please se¢Nane ListeNane List Under the Lecture/LiCredit
104 Baking Saf This cours Please se¢None Liste None List«Under the Lecture/Ls Credit
205 Computer The cours: Please seNone ListeNone ListUnder the Lecture/L: Credit
104 Word  This introcPlease se¢None Liste None Listc Under the Lecture/Ls Credit

IR Camnirtar The raiirs Bleace <ot Nnna | isteNna | ictel Inder tha | artura/i - Cradit

0 Diploma _ Civil Engir www.nait.ca
1 Diploma  Medical R www.nait.ca
1 CertificateBaking  www.nait.ca
1 certificateBaking  www.nait.ca
1.5 Diploma _ Biological www.nait.ca

9 103708 ASE
10| 27750 HSC
1 27975 COB
12| 28364 COB
13| 19810 BSC
14 24625 BSC
15| 2mRsa Rsc

1.5 Diploma _ Biological www.nait.ca

15 Ninlnma  Rinlngiral wn nait ca

ii. Exporting a CSV File for Uploaded Records with Errors Only

1. Once you have uploaded data into DCaR by completing:
e the Import Data process (Step 1),
e validation of this data using the Validate Data process (Step 2), and
e publishing of the data without errors using the Publish Data process (Step 3),
you can export a copy of your unpublished records that contain errors only into a CSV file by
following the same Export steps outlined for Exporting a CSV File from DCaR for All Unpublished

Records.

Important:
When exporting your DCaR data into a CSV file, if you complete this export after validating

your data and after publishing all data without errors to the Catalog, you will be able to
export a complete copy of your unpublished file containing records with errors only.
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iii. Exporting a CSV File for Published Records from the Catalog

2. To use this feature, you will need to first upload data into DCaR by completing the Import Data
process (Step 1) by selecting the option to import all of your courses (or programs or
agreements) from the Catalog into DCaR.

Courses Submission

Institution: Northern Alberta Institute of Technology

|6 Import Data I@ Validate Data @ Publish Data

l.'::J Create New 3 Bulk Update d Bulk Delete "QE

Instituti._.  %¢ | Code *f Number ¢ Titl

{

Important:
o When importing a copy of your published Catalog data back into DCaR, it is important that you
are aware that it will overwrite any unpublished DCaR data you already have in DCaR.

e As this Catalog data is a copy of what has already been published, use of the import feature
would be view a copy of your published Catalog data in DCaR or to export a copy of this data
into a CSV file of all of your courses, programs, or agreements Catalog data. There would be
no need to re-publish this already published data unless you are making updates.

e Once you upload a new CSV file to DCaR, your imported copy of the Catalog records will no
longer be visible in DCaR, but will still be safely published in the Catalog.
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2. Select Import from Transfer Catalog and Confirm.

Import Courses Data 3 close
Import by: ranjit.sekhon@gov.ab.ca Started on: 2/22/2017 1:35:08 AM
Status: Complete Completed on: 2/22/2017 1:35:08 AM

This option imports Courses from the Transfer Catalog.

_ Import New Dati & Import from Transfer Catalog I

@ Import from Transfer Catalog

Import Courses Data

x Close

Import by: ranjit. seflhon@gov.: . - . Started on: §/22/2017 1:35:08 AM
I rt fi the T fer Catal 1l it
Status: Complete e _bor g from Hhe Transter Gata og wit OVerwrite | leted on: [122/2017 1:35:08 AM

|—? all existing Course records in the Submission. Are
you sure you want to continue?

@ Confirm @ Cancel

This option imports BoUrses froh e smme s

() Import Ney§ Data (& Import from Transfer Catalog

E] Import from Transfer Catalog

6. You can now Export a copy of all of your published Catalog records into a CSV file by selecting
Export and following the same Export steps outlined for Exporting a CSV File from DCaR for All

Unpublished Records.

Courses Submission D BacktoListing @) Help
Institution: Morthemn Alberta Institute of Technology Submission: 2016 Submissicn
8 Import Data @ Validate Data @ Publish Data
& Create New ) BukUpdate o) Bulk Delete g Eiter By Rule Showing View: | Course Records .
Instituti f Code ¥ Number ¢ Title “f Descri ¥ Comment ¢ PreRe f CoRe ¥ Instruc
# 8 19922 CIv 120 Surveying This course. Please see None Listed None Listed Under the s
# &8 34861 OHSC 3370 Qccupation...  This course... = Please see ... HRMT2226 HRMT2226 All instructi
# #3693 DMIT 2018 Intermediat This course. Known as CPSC151T. CPSC1517 Under the s
2 & 10579 CH 252(T&L) Organic Ch Organic Ch 272 hours T Prerequisite Prerequisite. Under the s
& ¥ 487 HRMT 3430 Performanc. Performanc.. Please see ... HRMT2226 HRMT2226 All instructi
7 B | 24825 BSC 104 Word This introdu Please see None Listed None Listed Under the s
& 8 10532 FNCE 222 Managerial . Students ar.. Course wa Prerequisite. Prerequisite... = All instructi
Z & 105208 BUS 477 Promotional Students ar.. Course Ho. BUS376 None Listed All instructi
& B 19992 ETC 131 Basic Elect This course. Please see Admission t Admission t Under the s
# 8 34862 HRMT 2285 Human Re.. This course... = Please see... None Listed None Listed All instructi
2 o | arrn P, ) PR - - - , e
Wi @2 345 6 7 8 (rim
Notes
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CSV File Format Terms — Course Submission File

The following is a listing of definitions for the information included in the Course CSV File Format for the

Course Submission file.

Course CSV File Format

Terms

Description of/Definitions for Terms

Institution Course ID

Institution-provided unique course ID identifiers used at the institution for
their courses (e.g., “25433”, “C1234”). Institutions are responsible for
providing these unique course IDs to correspond with their own systems. ACAT
will also use this unique course ID within the Learner Pathways Catalog and
System.

Code

An institution-provided unique course code identifier for each of its courses
(e.g., “CHEM” in CHEM 101). The institutions are responsible for providing this
unique course code to correspond with their own systems. ACAT will also use
this unique course code identifier within the Learner Pathways Catalog and
System.

Title

Institution-provided unique course titles for their courses (e.g., “Introductory
University Chemistry 1”). Institutions are responsible for providing these
unique course title identifiers to correspond with their own systems and
transcripts. ACAT will also use this unique course identifier within the Learner
Pathways Catalog and System.

Description

Institution-provided course and program descriptions for their offerings (e.g.,
institution academic calendar descriptions). The Institution is responsible for
providing these descriptions to correspond with their own systems and
academic calendars. ACAT will also use this description within the Learner
Pathways Catalog and System.

Comment

Institution-provided course comments for their courses that will be publicly
accessible (e.g., a footnote, a disclaimer). Institutions are responsible for
providing comment information to correspond with their own systems. ACAT
will also use this information provided within the Learner Pathways Catalog
and System.
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Course CSV File Format

Terms Description of/Definitions for Terms
Institution-provided unique course numbers (e.g., number “101” in CHEM 101)
for their courses. Institutions are responsible for providing these unique course
Number number identifiers to correspond with their own systems. ACAT will also use

this unique number identifier within the Learner Pathways Catalog and
System.

Pre-requisite

A Course or credit that must be completed before a more advanced course can
be taken (e.g., “pre-requisites” of this course offering).

Co-requisite

A course or credit that must be taken at the same time as another course (e.g.,
“co-requisites” of this course offering).

Instructor Qualifications

Description of the institution-provided Instructor Qualifications required for
the course being offered. The Institution is responsible for providing the
description to correspond with their own systems. ACAT will also use this
information within the Learner Pathways Catalog and System.

Instruction Type

Instruction type is used to manage or identify the type of instruction basis for
the course. Types can range from hours to system defined types such as Lab;
Lecture, Seminar; Tutorial; and others, as well as the number of hours (e.g.,
“20H Lab, 1000H work experience hours”).

Course credit type is used to manage the type of credit associated with the

Credit Type course. Credit Type can range from credits to work experience (but are not
limited to).
The value assigned to a course that refers to the credit value for the purpose
of counting its value towards a credential such as a certificate, diploma or
. degree. Number signifying the value of credit (0.00-9999.99) that may be
Credit Value

related to the number of hours of instruction. The majority of academic
courses are worth three credits, with some variance depending on the
program and institution. Many degrees require 120 credits.
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Course CSV File Format

Terms

Description of/Definitions for Terms

Credentials

Is official documentation recognizing completion of a course of study/program
area that is issued by the individual institution, to be awarded after a student
has successfully completed all of the curricular requirements, normally
including the accumulation of a minimum number of credits. Credentials (Post-
secondary System Defined) can include Diploma, Preparatory / Upgrading,
University Transfer, Applied, Degree Undergraduate Degree, and Certificate.

Categories

Refers to the grouping or classification of courses by field of specialty (e.g.,
“Chemistry”). This is defined and managed by the institutions.

Outline URLs

Uniform Resource Locator (URL) that consists of the web address where the
individual institution stores the course or program outline for public access.

Review Date

(“YYYY-MM-DD”) indicating the date or triggering a reminder for the institution
to review the course for accuracy.

Effective Start Date

(“YYYY-MM-DD"”) indicating the start date for the course. The first date the
offering detail was applicable or Active.

Effective End Date

(“YYYY-MM-DD"”) indicating the end date for the course. The last date the
offering detail was applicable or Active.

Delete Record

In the CSV File Format, “Yes”/“No” asks the institution if this is a request to
delete a course/program/agreement (e.g., if the course, program, or
agreement being submitted is currently in the Catalog and should now be
deleted (Answer to DeleteRecord = “Yes”)), or if the item being submitted is a
request to add a new item to the Catalog (e.g., Answer to DeleteRecord =
“No”).
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CSV File Format Terms — Program Submission File

The following is a listing of definitions for the information included in the Program CSV File Format for
the Program Submission file.

Program CSV File Format
Terms

Description of/Definitions for Terms

InstitutionProgramID

Institution-provided unique program ID identifiers used at the institution for
their programs (e.g., “25433"”, “P1234”). Institutions are responsible for
providing these unique program IDs to correspond with their own systems.
ACAT will also use this unique program ID within the Learner Pathways
Catalog and System.

Code

An institution-provided program code identifier for each of its programs (e.g.,
“Faculty of Engineering). The institutions are responsible for providing this
program code to correspond with their own systems. ACAT will also use this
program code identifier within the Learner Pathways Catalog and System.

Title

Institution-provided unique program titles for their programs (e.g.,
“Pharmacy Technician”). Institutions are responsible for providing these
unique program title identifiers to correspond with their own systems and
transcripts. ACAT will also use this unique program identifier within the
Learner Pathways Catalog and System.

Description

Institution-provided course and program descriptions for their offerings (e.g.,
institution academic calendar descriptions). The Institution is responsible for
providing these descriptions to correspond with their own systems and
academic calendars. ACAT will also use this description within the Learner
Pathways Catalog and System.

Comment

Institution-provided program comments for their programs that will be
publicly accessible (e.g., a footnote, a disclaimer). The institutions are
responsible for providing comment information to correspond with their own
systems. ACAT will also use this information provided within the Learner
Pathways Catalog and System.
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Program CSV File Format

Terms Description of/Definitions for Terms
Refers to a set of criteria stipulating education, training or experience needed
for eligibility to enter an educational program or occupation. These vary by
institution, credential type, and program, and may include grades, exam
Admission scores, portfolios or auditions, supplementary applications, videos, prior

Requirement(s)

learning and experience, and so forth. The Institution is responsible for
providing, managing and administering their admission requirements from
their own systems. ACAT will also use the admission requirements provided
within the Learner Pathways Catalog and System.

DateFirstOffered

Institution provided date first offered for their program. The institution is
responsible for providing the date first offered from their systems. ACAT will
use the date first offered within the catalog system.

PreRequisite

A Course or credit that must be completed before a more advanced course
can be taken (e.g., “pre-requisites” of this course offering).

CoRequisite

A course or credit that must be taken at the same time as another course

(e.g., “co-requisites” of this course offering).

CreditType

Program credit type is used to manage the type of credit associated with the
program. Credit Type can range from credits to work experience (but are not
limited to).

CreditValue

The value assigned to a program that refers to the credit value for the
purpose of counting its value towards a credential such as a certificate,
diploma or degree. Number signifying the value of credit (0.00-9999.99) that
may be related to the number of hours of instruction. The majority of
academic courses are worth three credits, with some variance depending on
the program and institution. Many degrees require 120 credits.

Credentials

Official documentation recognizing completion of a course of study/program
area that is issued by the individual institution, to be awarded after a student
has successfully completed all of the curricular requirements, normally
including the accumulation of a minimum number of credits. Credentials
(Post-secondary System Defined) can include Diploma, Preparatory /
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Program CSV File Format
Terms

Description of/Definitions for Terms

Upgrading, University Transfer, Applied Degree, Undergraduate Degree, and
Certificate.

Categories

Refers to the grouping or classification of instructional programs by field of
specialty that is defined, managed and administered by the institution within
the Learner Pathways Catalog and System. This field will be pre-populated
with a set list of predefined values established by the institutions and will be
displayed as system-defined fields.

Major

Refers to the main focus or specialized area of study (e.g., psychology or
mathematics), usually specified in a credential (e.g., B.A Psychology), and is
provided in the Learner Pathways Catalog and System by the institutions.
ACAT will use this information to display in the Catalog.

OutlineURLs

Uniform Resource Locator (URL) that consists of the web address where the
individual institution stores the course or program outline for public access.

ReviewDate

(“YYYY-MM-DD”) indicating the date or triggering a reminder for the
institution to review the course, program, or agreement for accuracy. This
data can be provided by the institution at their discretion. If this field
contains no information, the Learner Pathways Catalog will automatically
populate a review data 5 years from the provided start date.

EffectiveStartDate

(“YYYY-MM-DD") indicating the start date for the course, program, or
agreement. The first date the offering or agreement was applicable or Active.

EffectiveEndDate

(“YYYY-MM-DD”) indicating the end date for the course, program, or
agreement. The last date the offering or agreement was applicable or Active.

DeleteRecord

In the CSV File Format, “Yes”/”No” asks the institution if this is a request to
delete a course/program/agreement (e.g., if the course, program, or
agreement being submitted is currently in the Catalog and should now be
deleted (Answer to DeleteRecord = “Yes”)), or if the item being submitted is a
request to add a new item to the Catalog (e.g., Answer to DeleteRecord =
“No”).
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CSV File Format Terms — Agreements/Decisions Submission File

The following is a listing of definitions for the information included in the Agreements CSV File Format

for the Agreements/Decisions Submission file.

Agreements CSV File Format
Terms

Description of/Definitions for Terms

InstitutionAgreementID

Institution-provided unique agreement ID identifiers used at the
institution for their agreement (e.g., “25433”, “A1234”). Institutions are
responsible for providing these unique agreement IDs to correspond with
their own systems. ACAT will also use this unique agreement ID within
the Learner Pathways Catalog and System.

AgreementType

Refers to the type of agreement accepted by the To Institution. The
agreements can be defined as ‘Specific Program’ referring to a program
to program agreement/decision, ‘Specific Course’ referring to courses to
courses agreement/decision where both two and from courses are
defined or ‘Unspecified Course’ referring to courses to courses
agreement/decision where To Course maybe unspecified (ex AC 1xx)

Fromlnstitution

Refers to the institution from whom the student will be transferring from.
This was previously referred to as the ‘Sending Institution’. The ‘To
Institution’ is responsible to provide this information from a set of
institutions included within the Learner Pathways Catalog.

FromOffering

Refers to the course or program code and number (ex AC 100) offered by
the ‘From Institution’ included in the agreement or decision.

ToOffering

Refers to the course or program code and number (ex AC 100) offered by
the ‘To Institution’ included in the agreement or decision.

Comment

Institution-provided course comments for their courses that will be
publicly accessible (e.g., a footnote, a disclaimer). The institutions are
responsible for providing comment information to correspond with their
own systems. ACAT will also use this information provided within the
Learner Pathways Catalog and System.
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Agreements CSV File Format
Terms

Description of/Definitions for Terms

CreditType

Course credit type is used to manage the type of credit associated with
the course. Credit Type can range from credits to work experience (but
are not limited to).

CreditValue

The value assigned to a course that refers to the credit value for the
purpose of counting its value towards a credential such as a certificate,
diploma or degree. Number signifying the value of credit (0.00-9999.99)
that may be related to the number of hours of instruction. The majority
of academic courses are worth three credits, with some variance
depending on the program and institution. Many degrees require 120
credits.

Credentials

Is official documentation recognizing completion of a course of
study/program area that is issued by the individual institution, to be
awarded after a student has successfully completed all of the curricular
requirements, normally including the accumulation of a minimum
number of credits. Credentials (Post-secondary System Defined) can
include Diploma, Preparatory / Upgrading, University Transfer, Applied,
Degree Undergraduate Degree, and Certificate.

ReviewDate

(“YYYY-MM-DD”) indicating the date or triggering a reminder for the
institution to review the course, program, or agreement for accuracy.
This data can be provided by the institution at their discretion. If this field
contains no information, the Learner Pathways Catalog will automatically
populate a review data 5 years from the provided start date.

EffectiveStartDate

(“YYYY-MM-DD") indicating the start date for the course, program, or
agreement. The first date the offering or agreement was applicable or
Active.

EffectiveEndDate

(“YYYY-MM-DD”) indicating the end date for the course, program, or
agreement. The last date the offering or agreement was applicable or
Active.

DeleteRecord

In the CSV File Format, “Yes”/”No” asks the institution if this is a request
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Agreements CSV File Format
Terms

Description of/Definitions for Terms

to delete a course/program/agreement (e.g., if the course, program, or
agreement being submitted is currently in the Catalog and should now be
deleted (Answer to DeleteRecord = “Yes”)), or if the item being submitted
is a request to add a new item to the Catalog (e.g., Answer to
DeleteRecord = “No”).
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Data Dictionary

For additional information regarding Learner Pathways System definitions, please refer to the Learner
Pathways System Data Dictionary.

Contact Information for Help

For Learner Pathways System comments or questions:

ACAT Secretariat
Email: ae.lps@gov.ab.ca

For technical issues:

Post-Secondary Institution Help Desk (PSI)
Phone: 780 427-5318 option 6
Email: psihelpdesk@gov.ab.ca

Note: For toll-free access within Alberta, dial 310-0000 first.
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