
eCalendar Coordinator Guidelines 

As faculty representatives, you are an integral part of the academic calendar editing process. In your Coordinator role, 

you manage workflows sent to your units, provide input on changes to the structure of information, and sign off on all 

content edited by units within your faculty. You also act as liaison between your faculty’s academic units and Enrolment 

Services (ES) and vice-versa, relaying information when necessary. 

Publication Process Overview 

Steps include a kick-off meeting, Webtop and PDF draft cycles, and final content review and sign off. 

Kick-off meeting/discussion 

Coordinators are invited to a kick-off meeting at the start of each yearly production cycle to discuss terms, including: 

 Updates in the review process 

 Timeline 

 Training and support 

 Feedback from last year, ideas for this year 

They’re also meant to encourage communication between faculties/schools and ES; set expectations and goals for the 
coming eCalendar site; and ensure that everyone is prepared to begin the next review cycle. 

Draft cycles 

 Workflows are started in Webtop (https://cms.mcgill.ca/webtop), and as topics are edited and forwarded, they 

are automatically sent to the next reviewer in the following order: 

 

Editor  →  Approver  →  Coordinator  →  Coordinator 2  →  Copy Editor  →  Technical Verification 

 

    Department/Unit     Faculty/School     Enrolment Services 

 

Note that a reviewer can be assigned to more than one role on a topic (i.e.: both Editor and Approver). When 

this is the case, the topic is sent to that reviewer for editing only once. 

 While reviewing topics, Coordinators may refer to the current eCalendar to view the information in context. 

 Once all topics are forwarded with no outstanding issues, the draft cycle is complete. 

Final Verification 

 Unless a Coordinator specifies that a topic’s content is final & ready for publication as-is, a PDF of each topic is 

sent as draft 2 to verify all changes and ensure that the topic is final. 

 Once the publication has gone through all draft cycles, ES will test the content to ensure it has uploaded 

correctly before appearing on www.mcgill.ca/study in HTML and PDF format. 

https://cms.mcgill.ca/webtop
http://www.mcgill.ca/study/
http://www.mcgill.ca/study


Role of the Coordinator 

Before the editing process 

Coordinators will be sent a topics & reviewers spreadsheet showing all current topics and corresponding reviewers; 

topics that will be sent out via Webtop for editing will be highlighted. Following discussion with your units, you should: 

 Inform ES team of any further topics that should be sent out for review, or un-highlight any topics that don’t 

need to be reviewed; 

 Inform ES team of any changes to a topic’s reviewers; 

 Inform ES team of any major changes in content or structure, including: 

o new topics that need to be created or topics to be deleted 

o major structural changes (changes to the order of topics/information) 

 Ensure all users are technically prepared for eCalendar review editing: 

o XMAX software is installed; users are familiar with software & processes (if not, see lab sessions) 

During the editing process 

To ensure a successful draft cycle, Coordinators should: 

 Inform all users of the timeline and set internal deadlines if necessary 

 Check the Work Queue Monitor in Webtop to ensure topics are being forwarded, and identify any Editors or 

Approvers who have not finished their topics by the deadline; follow up with them if necessary 

 Keep track of topics you’ve already signed off on using the Topics & Reviewers spreadsheet 

Contact the eCalendar team with any issues, errors, or questions that arise during the editing process. If users require 

support, please encourage them to contact us directly or join a lab session. Detailed instructions and guidelines are also 

available at www.mcgill.ca/es/ecalendar-project/ecalendar-procedures. 

Signing off on eCalendar Content 

 Save and Check in the topic, adding a short description with your initials in the description field, so that the 

next user can see that the topic was edited and what changes were made.  

Example: A user named “Julie May” might add comments such as:  

“JM: No corrections” 
“JM: Intro text modified, comment added” 
 

 

Note: If there are any issues regarding a topic that the next reviewers should be aware of, a Comment should be left 
directly in the topic content (Insert > Comment) rather than in the Description field. 

 Forward the topic. The topic will be sent to the next reviewer in the workflow. 

http://www.mcgill.ca/es/ecalendar-project/training-and-support/lab-sessions/
https://cms.mcgill.ca/webtop
http://www.mcgill.ca/es/ecalendar-project/training-and-support/lab-sessions/
http://www.mcgill.ca/es/ecalendar-project/ecalendar-procedures


Support & Contact Information 

 Copy Editor: Nadia Signorino (nadia.signorino@mcgill.ca; 514-398-8344) 

Managing Editor: Andrea Di Stefano (andrea.distefano@mcgill.ca; 514-398-7523) 

ecalendarsupport.es@mcgill.ca (monitored by the eCalendar team) 

 Lab sessions: schedule available at www.mcgill.ca/es/ecalendar-project/training-and-support/lab-sessions 

 Training and support documentation: www.mcgill.ca/es/ecalendar-project/training-and-support  

 After publication, a meeting can be organized (if necessary) to discuss, share feedback, and make changes to 

the process for next year 

Glossary 

Coordinator 

The Faculty/School point of contact between Departments/Units and Enrolment Services. Coordinators play critical roles 

in monitoring content, supporting units, and validating modifications. 

Reviewer/User 

Anyone who is assigned to review an eCalendar topic is often referred to as a “user” or “reviewer”. Reviewer roles may 

include the following: Editor, Approver, Coordinator, or Coordinator 2. All reviewers should ideally have some Webtop 

experience and should be familiar with the material they are reviewing. Editors should make the bulk of the changes to 

topics, while Approvers look over these changes and confirm them. 

Topic 

Information in the eCalendar is divided into “topics”, or text files, which are then sent out to be edited. A program topic 

is a section containing the description and courses related to a certain program. 

Webtop 

Content Management System containing all eCalendar topics, which allows editing in workflow format by multiple users.  

XMAX 

XMAX is the editing software that reviewers use to edit eCalendar files, which are in .xml format. 
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