MCCNet User’s Guide

Draft

This year, another major overhaul of the MCCNet web site has occurred.  With the new site, there are quite a few changes.  This system is available to anyone who has Internet access.  Most of the site is the same with the exception of significant changes in the Data Submission Area.

Before we begin, a few notes:

· Any Internet connection, be it through your College, AOL or other local provider, will give you access to this system.

· You must now use either Netscape version 4 or Internet Explorer version 4 or higher to use this site effectively.  Older browsers and some other browsers may not handle the content on this site correctly.  It Is HIGHLY RECOMMENDED that you use Internet Explorer 5.

· You must also have your browser set to allow Cookies, as the authentication used on the new site makes extensive use of them.  Check your individual browser's documentation regarding Cookie set-up.  You will know your browser is not accepting cookies if you are continually told that you must log in after doing so.

1. The Home Page

The first thing you need to know is to how to actually get to the web site.  Once you have made your Internet connection and opened your browser:

1. In the Location field, type http://www.michigancc.net
2. Press  ENTER and wait for the page to load into your browser

When the MCCNet Home Page has loaded, you will be able to select the following options by clicking on them:

· Community College info

· MCCDEC Info

· Event Calendar

· On-Line Documents

· Links & Sites

· Statistics & Data

· Workshop Information and Registration

· Login

· Search

· Contact Us

· Password Request

· Help

In addition to the above options, you will also have access to other areas and functions after you have successfully logged on to the site.  These additional functions include:

· Change Password

· Data Submission Area

· Administration

If you have a slow connection to the Internet and turn off your graphics, don’t worry, this site has been designed to allow for easy navigation even without graphics.  Each of the following sections in this manual will cover each one of the sections listed above.

2. Getting Help

Every page on the MCCNet web site has a Help link at the top of the page.  Clicking on this link will bring up a new window (see Understanding Popup Windows in Section 3) which  gives you options for general help on the site, as well as context-sensitive help for the particular section you happen to be on at the time.

3. Basic Navigation

Navigation within the site is very easy.  Every page on this site has a pop-up menu that you can click on to go to any other section on the site instantly.  The MCCNet web site has also been designed for ease of use. Each page is designed to help you always know where you are. The following information can help you understand each section of the site. 
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1. Toolbar - Every page on the MCCNet web site has a handy toolbar across the top of each page. This Toolbar has links for help, the MCCNet home page, change password and logout options to use when you are done with a session. There is also a link to many of the Search functions on the site. 

2. Popup Navigation - At the top (and bottom) of every page is a popup menu that you can use to instantly navigate to different sections of the site. Simply click on the menu, scroll down to the section you wish to visit and release your mouse button - you'll be taken there instantly. 

3. Section Titles - Every page contains the Section that you're on so that you always know where you are in relation to the rest of the site. In addition, the main topics for that section are also listed. When you go to a certain section, these titles will appear in a different color to let you know where you are. 

4. Page Titles - The page title also appears so that you know exactly what resource you're looking at. 

Understanding Popup Windows 

You will notice that many hyperlinks on the site (including this one) "popup" a new window, causing two web browser windows to be open on your desktop at the same time. As web content becomes richer and more dynamic, it becomes harder and harder to continually click Back and Forward buttons to try to remember where you are.

Most hyperlinks to non-MCCNet pages will "popup" this type of external window, while keeping the main MCCNet window up in the background. You can treat this new popup window as you would a normal browser window - it can be resized, moved and navigated just like any other window. Most of these popups will have a link at the top of them which, when clicked, will close the popup window and return you to your main window.

4. Logins, Logouts, IDs and Passwords

You should always login and logout whenever you need to use the protected portions of the MCCNet web site. In addition, you should pay careful attention to managing your IDs and Passwords. The following is information that you might find helpful for handling authentication in MCCNet: 

· IDs - You were assigned an ID when you were given access to this site. Typically, IDs consist of your last name and the first letter of your first name or your E-mail ID. In the case of two people having the same last name and first initial, an alternative ID will be given. 

· Passwords - You were given a password when you were first given access, as well. You are able to change your password at any time by clicking the Change Password link at the top of any page. All you need to do is type in your desired new password two times, and it will automatically be changed in the system. 

· Access - It is always important that you both login AND logout when using MCCNet. Just click the Logout link at the top of any page when you're done with the site. This provides added protection to you. 

· Password Request - If you forget your ID (or your password) there is a link on the home page that allows you to request that your ID and Password be E-mailed to you. 

· Timing Out - For your protection, the system will automatically log you out if you have been idle on the system for more than 30 minutes. If you take a break and come back to discover that pages you're trying to go to are appearing blank, go back to the home page and log in again. 

5. Community College Info

The Community College Information section contains three main areas, Directories, Reports & Documents and Community College State Board Info. All of these sections basically contain HTML documents that you can view directly on-line.
6. MCCDEC Information

The MCCDEC Information section contains three main areas, About MCCDEC, Projects & Activities, Agendas and Meeting Minutes. All of these sections basically contain HTML documents that you can view directly on-line.

7. Workshop Information and Registration

A link from the front page takes you to information on upcoming workshops located at http://www.michigancc.net/workshop/.  You can register for workshops directly online from this section.

8. On-Line Documents

The On-Line Documents section contains documents that can be downloaded directly to your computer.  These documents are currently categorized into 7 different sections.  These documents will come in different formats, but most will be either Microsoft Word documents of Adobe PDF documents (see section 8.2 for information on downloading Adobe PDF Reader).

8.1 Downloading Files

After you click on the directory containing the file you want to get, downloading documents is easy:

1. Click on the file you wish to download.

2. A dialog box, asking where you want to save the file, will appear.  Navigate this window until you determine the location you wish to save the file to.

3. Click on the Save button.  You will be returned to your browser when the download is complete.

Note: If your browser attempts to display a file in your browser window, simply return to the document list and right-click on the file you wish to download with your mouse.  Select the Save Link as option from the resulting pop-up menu and proceed beginning with Step 2 above.

Some browsers have "plug-ins".  These little programs allow your browser to perform different functions.  If your browser has certain document display plug-ins, the document you click on may automatically be displayed in a new window on your computer.

8.2 Obtaining Adobe Acrobat Reader

Many documents on this web site will be in Adobe Acrobat format. To view these files, you must have Adobe Acrobat installed on your computer. To obtain Adobe Acrobat, you need to go to www.adobe.com/products/acrobat/readstep2.html.

9. Links & Sites

The Links section allows you to go to dozens of links in several categories. Simply click on any link to go directly to the site.

10. Statistics & Data

This section has not changed significantly since last year.  Data uploading is no longer performed in this section.  This section is now strictly for the public's use and allows the searching of various databases (Searchable Databases) and the browsing of reports, tables and other documents.

10.1 Searchable Databases

If you click on the Searchable Databases option, you will be taken to a page that allow you to search for data on Program Inventory, Awards Conferred and Year-End Program Enrollment.  Searching these databases is identical (and will be identical for any databases that are brought on-line in the future.  After clicking on the database you wish to search, you'll see the following form:
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You can search by College, CIP Code, OCC Code, Non-Traditional status or Program Name.  You could, for instance, find all of the programs in the 2-Digit CIP Code of 51 for college 03 by typing 51 in the CIP Code field and typing 03 in the College Code field.

Note: Leaving all of the fields blank will brink up all the data in the database.  It is not recommended you do this, as such searches will take an extremely long time.

Once the Find Items button has been pressed, the resulting data will be displayed in spreadsheet format on a new web page:
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10.2 Data Tables, Books and Perkins Indicators

This section houses many documents and files with vital information.  You have 2 options for each set of data - Acrobat File and Excel File.

Use the directions found in Section 8.1 to download either the associated Acrobat or Excel file associated with the Report you wish to view or download.  Simply clicking on the appropriate icon will begin the process.
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11. Data Submission Area

The Data Submission Area allows you to perform two basic functions - manipulating your on-line databases and uploading/downloading data documents.  Since you will be using this section primarily to modify and view your databases, all of your on-line database options have been included on the front page of this section.  In addition, a link to the IPEDS on-line reports is provided on this page as well. 

Most options in this section has an  

  icon next it.  Click on this icon for further instructions.

11.1 On-Line Databases

We have added several different databases you can import, modify or view in our new web site.  There are 20 reports in all.  The options for each database are clearly laid out.  The following page gives a brief explanation of these different options:

· Add - A few databases allow you to add a new program to the database.  For those databases, clicking this option will allow you to add a new program. 

· Change - You will use this option more than any of the others.  You will choose to modify a database whenever you have new or changed data to report.

· VPD - You can choose to View, Print or Download an Excel spreadsheet of any database at any time by using this option. 

· Delete - You can also select a program for deletion for certain reports

· Done – When you have completely modified all of your data for a report, you must notify the system that you are done.

· Import – Many reports now accept direct file imports.

Each of these options is explained in the following sections

11.1.1 Adding New Programs

You probably won't add new programs often, but it might be helpful to know how to do so.

Adding a new program is very easy.  Simply click on the Add link next to the database you wish to add a program for and a form similar to the one below will appear:
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Just fill out the form with all of the relevant data and click on the Add Program button.  The program will be added and you will then be able to choose from a number of options to allow you to continue modifying the database or returning to the main menu.

11.1.2 Changing Data

Most of the time, you will go to the On-Line Databases to modify your data.  This process involves several steps and has several different variations.  You will probably want to read this section very carefully and maybe even print it out for future reference.

· Finding something to modify
The first step for many of the databases will consist of finding an item to change.  For these databases, you will be able to search for specific programs or course categories to modify.  This method is used for those databases that would have too much data or be too large to modify en masse.  For these databases, you will have a search form similar to the one at the top of the next page:
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To get a listing of all of the programs or items in a particular database, simply leave the form blank and click the Find button.  To get a listing of a sub-set of programs or items, use any combination of criteria to narrow your search.

When you are done searching, a listing of items to modify should come up on your screen (see figure below).  Simply click on the item’s CIP Code (or other field that appears as a hyperlink) to proceed to modify that item.
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· Modifying the Item(s)
After locating the item you wish to modify, you can then modify the item or items in one of two ways, depending upon the database.

Modifying Items in Spreadsheet format

Some of the databases allow you to modify the subset of items you found in a spreadsheet format.  In other words, all of the items found appear as a form that you can modify.  These databases include Program Inventory, Fall Residency and all of the Perkins Core Indicators data (please note that the Fall Residency and Perkins Core Indicators do not require you to search for items to modify, the entire database for that data comes up automatically when you click on the Modify option from the main menu).

To modify a database in this format, simply click in each field you wish to modify, enter the new data and click the Change, Modify, or Submit button at the bottom of the form.  (Hint: on most browsers, you can use the TAB key to automatically go from one field to the next):
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Note: Since this option can be time-consuming, it is recommended that you only change 20-30 items at a time with this method.  Remember, more than 30 minutes on the system without submitting a request times you out and you'll have to start over.

Modifying single items

For databases allowing you to only modify one item at a time, you will treat the resulting items form just as you would for submitting a new item.  Simply change the data in any fields necessary and click the Change, Modify, or Submit button at the bottom of the form.

11.1.3 Viewing/Printing/Downloading Databases

Every major database on the system allows you to View, Print or Download an Excel spreadsheet with all of your college's data in it.  To view or print your data, simply click on this option.  The data will automatically be displayed in a new page for you to view.  Just click the Print button on your browser (or choose File/Print from your browser's menu) to print.

Note: Some databases are extremely large.  To print these, you may need to set your printer to Landscape mode and reduce the size of the print on the web page.

Each page that allows you to view or print your database also offers you a hyperlink that you can click on to download a file with your data in it.  When you click on this link, you'll see a screen similar to the one below:
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After approximately 5-10 seconds, the file you requested will automatically be downloaded to your machine.  When this occurs, one of several different things may happen, depending upon your browser:

· If you have a browser with an Excel viewing plug-in, the spreadsheet may automatically appear in a new window.  If it does, you may want to choose File/Save As.. from the Excel window to save the document with the name and location you desire.

· You may be asked for an ID and Password to download the file.  Simply click on the OK button to begin the download.

· You may be asked if you wish to open or save the file (Netscape).  Usually, it's best to open the file and then save it once the file is opened.

· The file may simply be saved to your desktop.  Sometimes, if you simply click on this file, you might be told that it's not an Excel file and be asked what to do.  Simply tell Excel to open it anyway, then save the file.

Once the download is complete, return to the web page and click on the link that returns you to your main data submission area.

11.1.4 Notifying the State of Completion

After making changes to a database, click on the Done link next to the database you modified.  This will generate a message to the system, informing the appropriate state staff that your data for that report is complete.

11.1.5 Deleting Data

Deleting Programs is very simple and is similar to changing programs. The first step will consist of finding an item to delete.  You will be able to search for specific programs or course categories to delete using a search form similar to the one below:
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To get a listing of all of the programs or items in a particular database, simply leave the form blank and click the Find button.  To get a listing of a sub-set of programs or items, use any combination of criteria to narrow your search.

When you are done searching, a listing of items to delete should come up on your screen (see figure below).  Simply click on the item’s CIP Code (or other field that appears as a hyperlink) to proceed to delete that item.  Once on the page of the item you wish to delete, click the Delete Item button.

[image: image8.png]64 programs matched your search records. Click on the CIP Code of the Program you wish to modiy.

CIP Code Program Name Degree Level
09.0401 JOURNALISM 2
131202 EDUCATION - ELEMENTARY
131205 EDUCATION - SECONDARY

140101 PRE-ENGINEERING




11.1.6 Importing Data Files

The newest function is the ability to import entire data files instead of adding, changing and deleting your data one report at a time.

Note: There is a new option at the top of the screen labeled Import Definitions.  IT IS VITAL that you read the file definitions for a particular report very carefully and make sure that your import file matches the definitions exactly before uploading the file.  Failure to do so will result in an aborted import.

After clicking on the import link, you will have a screen like the one at the top of the next page:


· Your first step is to click on the Browse… button to locate the file that you wish to upload.  After finding the file, you will be returned to this screen with the File to import: field filled in.

· Click on the Import File button.  The system will check the file for data integrity and upload the new data.  You will get a message when the import is complete or an error message if the upload failed.

Note: When your data for a report is complete, REMEMBER TO DOWNLOAD your final data for next year’s planning.

11.2 Data Documents Directories

This section was formerly the Uploadable Data Library section of our web site.  At this time, the method for uploading and viewing files in this section has not changed, though it may in the future.  For the time being, you can still use the directions provided below.

You can upload many data collection files directly from the net if you are an authorized user.   Simply click on the Data Documents Directories link from the Data Submission Area home page and then click on the link for the library you wish to upload to and a window similar to the one below will appear:
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11.2.1 Downloading Files

A few authorized users may also download files from this section.  If you are one of these users, please read this section.  If you are not, please go to the next section.

1. Click on the file you wish to download.

2. A dialog box, asking where you want to save the file, will appear.  Navigate this window until you determine the location you wish to save the file to.

3. Click on the Save button.  You will be returned to your browser when the download is complete.

Note: If your browser attempts to display a file in your browser window, simply return to the library and right-click on the file you wish to download with your mouse.  Select the Save Link as option from the resulting pop-up menu and proceed beginning with Step 2 above.

Each Library’s list contains three pieces of information on each file: file name, how big the file is and the date the file was last modified.  This last piece of information, Date Modified, will indicate the most recent version of a file if more than one copy of the same file is listed in the directory.  Check this information before downloading files. 

11.2.2 Uploading Files

Authorized persons can upload files to the data collection libraries using Netscape 4.0 or above. From the directory you'd like to upload files to, click on your File menu item and select the File Upload option.  Then:

1. A dialog box will appear allowing you to search your hard drive for appropriate files.  Navigate your hard drive using this window until you find the file you'd like to upload.  Also:

· Make sure you choose the All Files option under the File Type setting so that you can view every file you might want to upload. 

· If the file name of the file that you are trying to upload already exists, you must use a different file name. To do this, add a number or letter into the file name that appears in the Filename: field before proceeding to the next step. 

· Remember that your file names should be of the 8.3 (********.***) format. whatever.xls would be acceptable, somethingelse.xls would not. 

· Make sure the three-letter extension on your file name represents the file. For instance, something.doc would be a Microsoft Word file, something.xls would be an Excel file. 

2. Click on the Upload button.  If the file is successfully uploaded, you will be shown a listing of all files in the directory for you to view.

· Please be patient during this process, as it can take quite a while to upload some particularly large files.

With Windows 95/98/2000, it is also possible to simply "drag and drop" a file for upload.  In other words, find the file you want to upload in Windows, click on the file and hold your mouse button down while dragging it into your browser window and then let your mouse button go.  Usually, the upload will begin automatically.

12. Additional Features

Our Web site has several additional features that make it even easier to use.  Each one of the following options can be accessed from the MCCNet home page.

12.1 Contact Us

Clicking on this option from the home page brings up a form that allows you to request information or leave comments.  Simply click in each field and fill it in.  When you’re done, click on the Send Us Your Comments button.  Someone should get back to you within 2 business days regarding your comments or request.

12.2 Search

You can also search most of the MCCNet web site.  When you click on this item, you will be able to search those portions of the web site which are comprised of HTML files.  Databases and documents on the site are not searchable using this feature.

12.3 Help

The new MCCNet web site also provides on-line help from every page of the site.  Just click on the Help link at the top of each page to get both general and context specific help on any section of the site.

12.4 Administration

After logging in, you may see an Administration option.  For security, Administration information is not provided in this manual but is provided on-line via the Help feature.

13. Support and Information

If you have any questions about this system, you can contact one of the following:

Technical Support

Mike Lowe (MCCTE)

517-353.4974 (Phone)
Lowemic1@msu.edu (E-mail)

Content Support and Additional Questions

Rhonda Burke
335.0402 (Phone)

burkerp@michigan.gov (E-mail)
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