
1. Log into an account with authoring permissions. 

2. Click on AIS tab.

 

3. Make sure you’re under the author view in the AIS.  

 

 

4. Click on the title of the Template to access the template.  

5. At the top of the page, authors can select which section of the Template needs to be completed. 

 

6. To edit the template, simply type in the text box provided in the template. You can also attach any artifacts using the 
attachment module. This is a preliminary template; we can add more modules upon request. 

 

 

 

 

 

 



 

7. Submitting Templates 

AIS authors are able to submit each of the sections of the template to the Evaluator group when they are completed. 
This was designed to allow authors and contributors to continually work on the template using feedback from Evaluators. 

a. Click on the section of the template that is completed and needs to be submitted. 
b. Click on the Submit option. 
c. Repeat the process for additional sections. 
d. Edits can be made to submitted sections. 

 

 

8. Click Save to exit the template. 

 

 

 

In the process of editing the content we are still able to add more modules to the template. Please contact 
Atlas.Yu@pepperdine.edu if you want to modify the template. 

Thank you. 

mailto:Atlas.Yu@pepperdine.edu

