STEP 1 — Accessing the Intranet

e Open a web browser, type the link below into the address bar on the
webpage and press enter
e http://intranet.gold.ac.uk/cs/apps/ga/final/programme_monitoring.php

STEP 2 - Logging In

e Alog in screen will appear
e Type your usual Username and Password and click OK to log into the
intranet

Authentication Required

9 A user name and passward are being requested by Bktp: Jfintranet, gold, ac.uk, The site savs: "Order”

User Mame: | |

Password; | |

I oK l [ Cancel ]

e This will take you to the report creation page

STEP 3 — Creating a New Report

e Select your Year and Term, and your Programme (if writing a single
programme report) from the drop-down lists!
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e Select Sing\le Programme or Compound Report
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Programme Monitoring Compound Report

Create a Compound Report

Type in Report Name \

Select Academic Year |0

\:\ Select Term |Autumn

Please select the programmes you want to include in the report by ticking the box to the left of the programme name
Then click "Continne’ - scroll down fo the battom af the page! (part fime programmes are not included)

Select Programme Code and Details
FT ACCESS TO HIGHEE EDUCATION DIPLOMA: SOCIAL AND CULTURAL STUDIES - 3300144
FT ACCESS TO HIGHEE. EDUCATION DIPLONA: SOCIAL WOERE - 3300154

FT ACCESS TO HIGHER EDUCATION DIPLOMA: TEACHING DESIGN AND TECHNOLOGY -
3300164

FT ACCESS TO HIGHER EDUCATION DIPLOMA TEACHDNG DESIGN AND TECHNOLOGY -
3300164

FT ACCESS TO SOCIAL AND CULTURAL STUDIES - 3300064

FT ACCESS TO SOCTAL WORK - 3300124

FT ACCESS TO TEACHING: DESIGH AND TECHNGLOGY - 3300054

FT ACCESS TO TEACHING: DESIGN AND TECHNGLOGY - 3300054

FT ASSOCIATE GEADUATE STUDENT - 7500084

FT ASSOCIATE GEADUATE STUDENT - 7500084

FT ASSOCIATE GRADUATE STUDENT - 7500084

FT ASSOCIATE RESEARCH STUDENT (ART) - 7500014

FT QOCTATE REAEARCH STIIDENT (AT - 750001 e
Done Adblock

e If entering a Compound Report the next step is to choose your from a
list and give your report a meaningful name eg PyschologyUG09-10
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e You will then be presented with a screen that lets you confirm your
report and the programmes it contains and continue, or change the
detail you have entered.




STEP 4 — Entering Issues

e Select an issue from the drop down list, complete the comment,
action by, action required, resolved and outcomes sections
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e Click on the ‘Save then Add Next Issue’ button '\
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e The issue will then appear on the Existi ng Issues’ list at the of\tom (0]
the screen :

\.

\
e Once all information is entered you can view the report using the ‘View
Report’ button
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‘ Report Summary

Done Adblock

e You can review and edit issues from the ‘View Report’ page, and print
the report by clicking on the ‘Print View’ button and then printing as
usual

e If you choose the ‘Commentary’ button you will be presented with the
screen below where you can (optionally) add any comments you wish
and a summary of the report. Pressing the ‘Close Form’ button takes
you back to the ‘View Report’ screen.

Quality Affairs Login Form - Mozilla Firefox
Eile  Edit  View History Bookmarks Tools  Help

@ ~ far | 7] | hitpffintranet.gold. ac.ukfesjapps/qa/finaljedic_report.php v - | [Gl+ | driving theary test -

[8] most wisited € chomsky.info : The OF... SB CounterPunch: Americ... | | Howard Zinn page % yourDictionary.com e ... |g Democracy Mow!: radi.. i Astronomy Picture of . >

Programme Monitoring - Edit Report Comment and Summary

Report: 1365, AUTUMN, 0809
Programme: Compound, test, P4

Report Comment Report Summary
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Done Adblock

When you have finished close the web page to exit.



