AEFIS Reference: Manage a Self-Study

Purpose: To understand how to participate in a Self-Study
Requirements:
e Permission as Self Study Section Editor or Chair

Content:

e Loginto AEFIS
e Find your Self Study

e Reviewing the Sections of a Self Study

e Assigning a Section (Applies Only to Self-Study Chair)
e Viewing Related Documentation (Applies Only to Self Study Chair)

e Assigning Actions

e Attaching Documents

e Preview and Print/Download the Document

Log into AEFIS
Log into AEFIS at https://rochester.aefis.net

Find your Self Study

Click on the three lines, or “hamburger” button, in the upper left-hand corner next to the home icon and

words AEFIS Dashboard.

= 1 AEFIS Dashboard

ROCHESTER

e
Find and click on “Self Study” in the menu.
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All studies that you have access to should be listed here. Choose your self-study and click the Manage
button to the right.

owner Name Academic Year  Accreditor Moderator | Complete Date Status Actions
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Reviewing the Sections of a Self Study
Click on the Sections item in the left-hand menu.

A selfstdy
A Home
INFORMATION
@ Details
Lx Settings
CONTENT

B Document Progress

I = Sections I

B Related Documentati...

All of the sections associated with your self-study have been created as individual sections that can be
assigned and edited separately. You may have been given permissions to all or some of these sections.

To edit the text in any section, click the “pencil” icon. If you do not see a pencil, you do not have

permission to edit.

Self Study Sections

@ Al Sections © completed © In Review © n progress © Not started

@ Standard I: Mission and Goals

A full text editor will appear here with the existing text entered.
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Note: To learn more about the editor, see Contributing to a Self-Study.
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Assigning a Section (Applies Only to Self Study Chair)
In the Self Study’s left-hand menu, go to the “sections” option.

A SelfSwdy

A Home
INFORMATION

© Details

L2 Settings

CONTENT

@ Document Progress

ections

B Related Documentati...

Once in the Self Study section view, find the three dots, in a blue circle to the left of the pencil icon, and
click on it.

@ |I: PROGRAM OVERVIEW

A @ Last Updated: Jun 13th, 2022 @20:41:13 () Updated ay: Waldron, Victoria
Then click on the icon with people on it. If you hover over it, “assign users” will pop up.

@ I: PROGRAM OVERVIEW a0 m E ° 7
N CEZDD) © 1estupdard Jun13th, 2022 0204113 (@) Upcated 2y Waldron, Victoria Action Buttor

A new window labeled “Assign Users” will open.

Assign Users

6}

User Not Found

‘Any user has not been assigned to this business object
Use the Add button to add a user.

cLose

Click the plus sign, in the blue circle in the box, and then start typing a name.

<+ Add User

Sslect a Person
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found, select the user and click the Add User button.
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Wait for the system to autofill with the names of users and choose the appropriate user from the list.
Additionally, you must choose a role for the user. The system will not let you add them without doing

this. Once you have, click the “Add User” button.
=+ Add User

Select a Person

Select a Role

All Roles v

la

All Roles

Self Study Section Approver ‘

Self Study Section Editor

—

The screen will look like this.

Assign Users

) sif study section Editor

CLOSE

Note: If the user you want to assign to this self-study does not appear, please contact AEFIS support.
Not all staff are automatically given accounts and must be added separately.
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Viewing Related Documentation (Applies Only to Self Study Chair)
Click on the Related Documentation item on the left-hand menu.
A SelfStudy
A Home
INFORMATION
© Details
X Settings
CONTENT
B Document Progress

= Sections

I B Related Documentati... I

All evidence from the Evidence Bank that is tagged to your Accreditor will appear here. From the pull-
down to the right of the evidence, you can Preview the evidence.

Related Documentation Epoty @
Available Evidence
+ Addafiter ; Q | Search
Evidence Submitted By  Contact Person Event Date Artifact Criteria, Objectives or Keywords | Updated Actions
B MSCHE ~ MSCHEVI ~ MSCHEIV  studentresources 8 20220602 | pggt -
# Edit |
B MSCHE ~ MSCHEVII  Board of Trustees & & b
| & Download Document
B MSCHE ~ MSCHEI  MSCHEIV diversity &
© Delete
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Assigning Actions
Tasks can be assigned to people associated with your self-study through the Action Items area.

Documents that are not part of the public evidence bank can be added to your self-study.

TEST o=

Notes () mmDocuments () @ Tagged i)

Click on Action Items in the menu and then click the + sign.

I Action items [ B

Mo action items. I

[+ ]!

Add a Task Title, Deadline, and Details. Click in the Person to assign this task box and start typing a
name. Users in the system will populate, choose the person to assign the task, and then click Save.

+ Add Task

Task Titie Task Deadline

Ente

Task Details

Person to assign this task

e a name fo search for a use

| have completed this task.
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Attaching Documents

Documents that are not part of the public evidence bank can be added to your self-study.
TESTE=E e [T

1 Action items [ ENotes| Taggedn()

Click on Documents in the menu and then click the + sign.

s mmoocuments ) @

No documents.

[+ JCY

Drag your file into the dialog box, or click in the box to browse for the file.

<+ Add Document
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Preview and Print/Download the Document
From the Sections area, click on the Document Preview button.

Self Study Sections SLLE S 7 ]

From here you can review the document in its entirety.

Click on the Printer icon, or “print” under the File tab, to print a copy of the entire document.

== ONLYOFFICE File m

Close Menu

Download as...
Print

Document Info...

Version History

Advanced Settings...

& i =

Or Help.

The arrow pointed down (next to the printer icon) or “Download as...” section will allow you to save a
digital version of the document. The document can be saved as a Word (DOCX or DOTX), PDF (PDF/A),
ODT, TXT, RTF, or HTML.

~
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DOCX PDF opT
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DOTX PDF/A oTT RTF

Click EXIT when finished.
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