Introducing the UNCP Online Catalog

For 2016-17, the print edition of the UNCP Academic Catalog, together with the PDF and HTML versions,
has been replaced by a new online catalog. This document provides an overview of how to navigate the
online catalog and how to use some of the new features, such as the Portfolio and the Degree Planner, that
were not available in previous years.

A limited number of printed copies of the 2016-17 catalog will be available for faculty and staff through
their departments and for students to purchase at the UNCP Bookstore.

Accessing the Catalog

The catalog can be accessed at the following web address: catalog.uncp.edu

Browsing the Catalog

You may easily browse through the catalog by starting with the different navigation
links on the left side of the screen. These navigation links are similar to the major
sections listed in the Table of Contents of previous years’ print catalogs.

Some links at the top and bottom of the navigation display pages with information
about the University, its policies and services, and other related information. Links
in the middle of the navigation display all of the University’s current academic pro-
grams and courses. These are grouped by schools/colleges (in the left-hand naviga-
tion) and then, within each school/college, by departments.

Most pages will show "Go to Information...” links following a school/college or de-
partment. Click on that link to display complete information about that school/
college or department.

Within each department, program and course titles are almost always shown as
links. Clicking on a program title will display all the related information for the pro-
gram. Clicking on a course title will display the course description and other infor-
mation about the course below the course title; clicking on the course title again
will collapse that information. (Course information may be shown in a pop-up win-
dow if you have an older browser. )

While a program or course is displayed, you can click on the Add to Portfolio link to
add it to your personal Portfolio for later retrieval. See below to learn more about
using the Portfolio feature.

Searching the Catalog

The Catalog Search (shown at the top of the navigation on the left side of the page) allows quick retrieval
of catalog content. You can simply enter a search keyword or phrase and press ENTER. The search will find
any matching content in the catalog, including courses, programs, school/colleges, departments, or other

narrative content.



For more precise searching of the catalog content (recommended), click on the Advanced Search link
below the regular search form to display the search options. To limit your search to only specific types of
catalog content, check only the boxes for content categories you wish to include in your search. Check the
"Whole Word/Phrase” check box to search for an exact match for a keyword or phrase.
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After entering all your search information in the Advanced Search, click the Search button to perform the
search.

Using the Portfolio Feature

You should create your own personal Portfolio and then add items to it as you browse through the online
catalog. The Portfolio feature will retain a list of courses, programs, pages, divisions, and saved searches
that you have found interesting and wish to save for future visits to the online UNC Pembroke catalog. The
Portfolio feature is based on an account system. You must create an account in order to permanently store
items in the Portfolio feature.

Create a Portfolio Account: To create a Portfolio account, simply choose My Portfolio at the bottom of
the left-hand navigation and click on the create an account link. Now enter a valid email address and a
password. The account will be created, and you will be logged in automatically. Any items you had already
added to your Portfolio will now be stored permanently in your account.

Login and Logout of the Portfolio Feature: To login to your Portfolio account, simply choose My Portfolio
from the left-hand navigation, enter your email address and password, and click the Login button. (If you
have forgotten your password, just enter your email address and click the Reset Password button. An email
will be sent to the email address you used to sign up for your My Portfolio account with a link that will
enable you to reset your password.) To logout, simply view your Portfolio and click the Logout link at top
right.

Add Items to Your Portfolio: To add items, click the Add to Portfolio link *! for the item in which you are
interested. This will open a new pop-up window that displays all items currently in your Portfolio.

Remove Items from Your Portfolio: You may remove items from your Portfolio by selecting the checkboxes
next to them and clicking the Remove button.

Edit Your Portfolio Profile: To edit your Portfolio account information, login to your Portfolio account and
click on the Edit Profile link at the top right of the Portfolio feature. You may change your account login by
entering a new email address and clicking the Send button. To change your password, click on the Change
Password link. A pop up window will prompt you for a new password. Enter a new password and confirma-
tion and click the Reset button. When you are finished, you may close the pop up window.



Printing Pages of the Catalog @

To print a page*, click the print link [Z1. The "Print Friendly” version will open up with just the content of
the page in it (no navigation or header). If you click the print link on a "Print Friendly” page, the browser
will pop up with the print dialog, allowing you to print that page; you may also use the print dialog to save
the page as a PDF file rather than sending it to a printer. (If your browser does not support the print link,
you may need to use the operating system or web browser’s built in print functions instead—or choose a
different browser.)

*A “page” in the online catalog consists of all information displayed when you scroll through a
specific link. Clicking the print link will print all of this information (or save it to a single PDF file),
even if it is longer than a single physical page in the hard copy.

Using the Degree Planner

While a program is displayed, you can click on the Degree Planner link |&l to generate a "Print Friendly”
checklist of all requirements for that program. If you click the print link at the top or bottom of this check-
list, the browser will pop up with the print dialog, allowing you to print a hard copy of the checklist and/
or save it as a PDF file.

Students who have declared a major should print/save a checklist for their degree program and update it
each semester. Academic advisors may wish to create a checklist for each of their advisees.

All students can print/save a separate checklist for General Education. These requirements can be dis-
played by clicking on the General Education Program link in any degree program or through the Under-
graduate Core Requirements link in the left-hand navigation.

Using the Share and Help Links E

While a page is displayed, you can click on the Share link £ to share the contents of that page on Facebook
or Twitter by clicking on the appropriate icon displayed above the Share link.

Clicking on the Help link I will display information on how to use the online catalog; most of that informa-
tion is summarized above. This link will NOT provide help with the CONTENT of the catalog. You should
contact the appropriate department or office—on the UNCP website, by phone, or in person—if you have
guestions, or need further information, about a specific department or program described in the catalog.

Selecting a Different Catalog

The most recent catalog (currently 2016-17) will be displayed when you first access the e-catalog Gateway,
and this is the one you should use unless you have a specific need for information from a previous year’s
catalog. When previous years’ catalogs are available, you will see a dropdown box toward the top of the
page with the name of the current catalog. (If you do not see the dropdown box, then only a single catalog
is currently published.)

Clicking the dropdown box provides access to earlier archived catalogs. Selecting an alternate catalog will
load it into the Gateway. Each page displayed will have an [ARCHIVED CATALOG] alert at the top to remind
you that you are in an earlier year’s catalog. Return to the dropdown box, scroll back up to current catalog,
and select that when you want to return to the current catalog.



