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Direct Admissions Process Overview  

PGT Process 
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ERASMUS / LLL / UG PT Process  
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PGR Process  
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Working with the Pending Applications Pagelet 

Add the Pagelet 

Procedure 

 
 

Step Action 

1. Click the Content link. 

 
 

Step Action 

2. 
Click the Pending Applications option.  
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Step Action 

3. Click the Personalize Layout link. 

4. Click the Pending Applications list item. 

5. Click the Move Right button twice to place the pagelet in the Right Column. 

 

 
Step Action 

6. Click the Save button.  

 
Step Action 

7. End of Add the pagelet. 
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Retrieving Applications for an Application Centre 

Procedure 

 
 

Step Action 

1. Click the Customize Pending Applications button. 

 

 
 

Step Action 

2. Click the Look up icon for Academic Career, or type in the appropriate career. 

 

3. Click the relevant link, e.g. PGR 

4. Click the Look up icon for Application Center, or type in the relevant code. 

 

5. Click the relevant link e.g. RMVL.  

6. The results displayed will include those that are greater than or equal to the specified Admit 

Term value, e.g. entering 2011 will return applications for 2011 and for 2012 or later if there are 

any. 

 

Click the Look up icon for Admit Term, or enter the relevant value.  

7. Click the Look up icon for Program Action.  

8. Click the Applicatn  link. (APPL) 

9. Enter the desired information into the Max Rows field to set the limit on the number of reults to be 

displayed. e.g."25". 
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Step Action 

10. Click the Save button. 

 

 
 

Step Action 

11. If returning to the pagelet after some time, click the Refresh Pending Applications button to run 

the query again and update results. 

 

12. The pagelet can be minimised by clicking the Minimize Pending Applications button.   

13. To restore it again, click the Expand Pending Applications button.   

14. End of Retrieve Applications for an Application Centre. 
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Export all results to Excel 

Procedure 

 

 
 

Step Action 

1. Click the Full Query Results link. 

 

this will include all query results, not only those displayed on the pagelet (there may be more 

results than the max number of rows) 

 

 
 

Step Action 

2. Click the Excel SpreadSheet link to export to Excel  

3. Follow on screen instructions for saving file. 

4. End of Export results to Excel. 
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Review of Applications - Admissions Processors 

Initial Review of Applications 

Procedure 

 
 

 
 

Step Action 

1. To check or change the criteria for the records showing in the pagelet, click the Customize 

Pending Applications button. 

 

2. Check that the pagelet is searching for the applications you require. 

 

In this example, we are looking for PGT applications from the Social and Political Science 

application centre, from 2011 onwards. 

Action APPL and a blank Action Reason will ensure that applications still to be processed are 

returned. 

 

Click the Save button. 

 

 

 
 

Step Action 

3. Click the application number 00006056 link to view the Maintain Applications screen. 
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Step Action 

4. Click the Application Program Data tab. 

 
 

Review information as necessary 

 

Note that the Program Action is currently set to APPL ï Application and the Action 

Reason is blank.  These two settings indicate that this application has not been processed. 
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Step Action 

5. To view a pdf of the application form and other supporting documents, click the Application Data 

tab.  . 

 
Step Action 

6. Click the View All  link. 

 

7. Click the View link. 

 

8. For further detail on viewing uploaded documents see Uploaded Document Review in the General 

Section 

 
Step Action 

9. 
Click the Close button.  

10.  

End of Initial Review of Applications. 
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Hold for Documents 

Procedure 

Either: 

Click the application number link on the "Pending Applications" pagelet  

 

Or  

 

Navigate directly to Student Admissions > Application Maintenance> Maintain Appliactions 

Enter the relevant search infomation and click the Search button. 

 

 
 

Step Action 

1. Click the Application Program Data tab. 

 

 
 

Step Action 

2. If an application requires to be held for documents, a checklist item should be created to generate 

an automatic communication to the applicant. 
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Step Action 

3. Click the Add a New Checklist button.  

 
 

Step Action 

4. Click the Look up icon for Checklist Code   
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Step Action 

5. Click the ADHFD  link. 

 

 
 

Step Action 

6. To specify the documents and their due date, click the Checklist Management 2 tab. 

 

 
 

Step Action 

7. The default checklist item is HFDFTR - Full Transcript 

 

OPTIONAL STEPS: 

Use the Item Look Up to specify alternative documents. 

 

Due Date can be amended if necessary 

 

If required you can specify the Organisation providing the document in Org ID .  The Look Up list 

will display the organisations stored on the system. 

 

For further details on Managing Checklists, see the View / Edit Checklists in the General section. 

8. When all editing is complete, click the Save button. 
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Step Action 

9. 
Click the Close button to return to Maintain Applications  

 

 
 

Step Action 

10. To update the record to show that the application is held for documents, click the Add a new 

row button for Program Data.  

 

 
 

Step Action 

11. Click the Look up icon for  Program Action  and choose APPL (Application) 
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Step Action 

12. Click the Look up icon for  Action Reason and choose HFD (Hold For Documents) 

 
 

Step Action 

13. Click the Save button. 

 

 

 
 

Step Action 

14.  

End of Hold for Documents. 



 

Training Guide 
Direct Admissions 

 

 Page 17 

PGT - Send to "Selector" for Review 

ñSelectorò is the MyCampus term for someone other than the admissions processor, who reviews and application 

before making a decision on whether an offer is to be made.  For PGT a feature called ñWorklistò is used to 

manage this process. 

If a processor determines that they need to send the application for review, they must update the record to this 

effect and notify the selector that the application needs reviewed. 

 

Procedure 

Either: 

Click the application number link on the "Pending Applications" pagelet  

 

Or  

 

Navigate directly to Student Admissions > Application Maintenance> Maintain Appliactions 

Enter the relevant search infomation and click the Search button. 

 

 
 

Step Action 

1. Click the Application Program Data tab. 

 

 

 
 

Step Action 

2. Click the Add a new row button. 
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Step Action 

3. Click the Look up icon for Program Action  and choose APPL (Application) 

4. Click the Look up icon for Action Reason and choose USEL (AD Under Selection) 

5. 
Click the Save button.  

 

This process will place a worklist item on the member of staff attached to the relevant program. 

 

Note: the mapping of staff to program/plan can be found at Set UP SACR > Product Related > 

Recruiting and Admissions > Applicants > UOG Admissions Set Up 

 
 

Step Action 

6. 
Click the Notify  button.  
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Step Action 

7. If you know the recipient's email address, you can type directly into the To: box. 

 

If the email address is not known, click the Lookup Recipient link. 

 
 

Step Action 

8. In the Name field, type the recipient's surname (or if typing the name in full, use the format 

Surname,Fistname) 

e.g "Fletcher,Ruth". 

9. 
Click the Search button.  

10. 
Click the To option.  

11. 
Click the Add to Recipient List button.  

 

 
 

Step Action 

12. Click the OK  button. 
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Step Action 

13. Enter the relevant information into the Subject field. e.g. "Application for review - 00005975". 

14. Enter the desired information into the Message field. e.g. "Please review and leave comment". 

15. Click the OK  button.  

 

This will return you to the Maintain Applications screen. 

 

This process will trigger an overnight communication in the form of an email (see separate 

document for sample communications) 

 

16. End of Send Application to Selector. 

 

 

 

ERASMUS and Non PGT - Send to Reviewer for Review 

For applications other than PGT (including ERASMUS) if a processor determines that they need to send the 

application for review, they must update the record to this effect and notify the reviewer that the application needs 

reviewed.  

 

Procedure 

Either: 

Click the application number link on the "Pending Applications" pagelet  

 

Or  

 

Navigate directly to Student Admissions > Application Maintenance> Maintain Appliactions 

Enter the relevant search infomation and click the Search button. 
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Step Action 

1. 
Click the Application Program Data tab.   

2. 
Click the Add a new row button.  

3. Click the Look up icon for Program Action and choose APPL (Application) 

4. Click the Look up icon for Action Reason and choose  SENT (AD Dir Sent to Reviewer) 

5. 
Click the Save button.   

 

 
 

Step Action 

6. In order to notify the reviewer that the application requires reviewing click the Notify  button. 

 
 

Follow steps 7 ï 15 of ñPGT Send Application to Selectorò 

7.  

End of ERASMUS & Non PGT ï Send to Reviewer. 
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Receive Feedback from Selector (All Applications) 

Procedure 

 
The Admissions Processor will receive an email similar to this when a reviewer or selector has completed the 

review and added comments. 

 
 

Step Action 

1. Click the link to view the reviewed application. 

(Or navigate to Maintain Applications and search for the relevant name or application number) 

 

 
 

Step Action 

2. Click the Transfer To list. 
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Step Action 

3. In Transfer To: click the Comments list item. 

4. 
Click the Go button.  This will display a search window with the ID carried forward. 

 

 
 

Step Action 

5. Click the Search button. 

 

If there is more than one comment for this application a list will be displayed. If this is the case, 

look for the comment category ADSLCT (Admissions Selector Comments) and click to select. 

 

You can view the comment as shown below. 
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Step Action 

6.  

End of Receive Feedback from Selector / Reviewer. 
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Review of Applications by Reviewers / Selectors 

Review by Selectors (PGT) 

Procedure 

 
 

 
 

Step Action 

1. Click the Worklist  link. 

 

 
 

Step Action 

2. Click the Link for the application to be reviewed 

e.g. 2019501, 00005975, 0, PGT, GLSGW, 5322, L313-5322 link. 

 
 

Step Action 

3. Click the Application Data tab. 
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Step Action 

4. The Selector can review the application form pdf and supporting documents from this page.  Click 

the View link. 

   
 

For further detail on viewing uploaded documents see Uploaded Document Review in the General 

Section 

 

 

Step Action 

5. Having reviewed the Application, the selector should leave a comment to record their decision. 

6. Click the Application Program Data tab. 

 

 

 
 



 

Training Guide 
Direct Admissions 

 

 Page 27 

Step Action 

7. Click the Add a New Comment button.  

 
 

Step Action 

8. Click the Look up icon for Comment Category  and choose ADSLCT  (Admission Selector 

Comments) 

9. Enter the relevant information into the Comment field. e.g."Excellent application.  A conditional 

offer should be made requiring that applicant achieves a 2:1 or above in their current 

degree.ò 

 
 

Step Action 

10. Click the Save button. 
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Step Action 

11. Click the Close button to return to Maintain Applications. 

 

 
 

Step Action 

12. In order to notify the Admissions Processeor that the application has been reviewed and comments 

made, click the Notify  button.  

 
Follow steps 7 ï 15 of ñPGT Send Application to Selectorò, amending text as appropriate. 

13. Selectors should update their worklist  to ensure that only outstanding tasks are displayed  

Click the Worklist  link. 
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Step Action 

14. Click the Mark Worked  button. 

 

 

 
 

Step Action 

15. End of Review by Selector (PGT). 
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Review by Reviewers (ERASMUS and Non-PGT) 

Procedure 

When a processor has updated an applicant record to ñSENT ï AD Dir Sent to Reviewerò reviewers will 

receive an automatically generated email similar to the one below. 
 

 
 

Step Action 

1. Click link to view the application.  

 

 
 

Step Action 

2. Click the Application Data tab. 
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Step Action 

3. Click the View All  link to view the Application form and supporting documents 

 

 
 

Step Action 

4. The Selector can review the application form pdf and supporting documents from this page.  Click 

the View link. 

   
 

For further detail on viewing uploaded documents see Uploaded Document Review in the General 

Section 
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Step Action 

5. Having reviewed the application the reviewer should leave a comment on the application record, 

noting the decision. 

 

Click the Application Program Data tab.  

 

 
 

Step Action 

6. Click the Add a New Comment button.  

 

Follow steps 8 ï 10 of Review by Selectors (PGT) - 

7. In order to notify the Admissions Processeor that the application has been reviewed and comments 

made, click the Notify  button.  

 
Follow steps 7 ï 15 of ñPGT Send Application to Selectorò, amending text as appropriate 

8.  

End of Review by Reviewers (ERASMUS and Non PGT) 
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Offer / Reject 

Verifying Residency 

Before making an offer, residency should be checked to ensure the Tuition Fee will be calculated correctly.  If 

further clarification is required, a fee status check email can be sent. 

Procedure 

Either: 

Click the application number link on the "Pending Applications" pagelet  

 

Or  

 

Navigate directly to Student Admissions > Application Maintenance> Maintain Appliactions 

Enter the relevant search infomation and click the Search button. 

 

 
 

Step Action 

1. Click the Application Program Data tab. 
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Step Action 

2. In the Transfer To field, click the Residency Data list item. 

3. Click the Go button. 

 

 

 
 

Step Action 

4. You should compare the Residency data with that of section 8 of the Application Form (Available 

on Application Data tab - see steps above for accessing this) 

 

If the residency data on the application record is Home / EU and further clarification is required to 

confirm that this is accurate, the Admissions Processor should amend the residency to 

ñInternationalò and send a Fee status Check communication.  This scenario is assumed in the 

following example. 

5. In the Residency field, click the International  list item.  Other fields will populate automatically. 

 

Note: "Unknown" should NOT be used 
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Step Action 

6. Click the Save button. 

 

7. To send the Fee Status Communication, navigate to Maintain Applications . 

The following steps demonstrate how  to do to using the Favorites Menu 

8. Click the Favorites button. 

 

 
 

Step Action 

9. Click Maintain Applications  

 

 
 

Step Action 

10. Note that the Application Number has been carried to the search page. 

 

Click the Search button. 
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Step Action 

11. In this example, the applicant has multiple career records.  Click the relevant one to view. 

 
 

Step Action 

12. Click the Application Program Data tab. 

 

 
 

Step Action 

13. Click the Add a New Communication button. 
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Step Action 

14. Click the Look up icon for  Function and choose GEN (General) 

15. Click the Look up icon for  Comm Key and choose AD_D_ADF (Fee Check) 

 
 

Step Action 

16. Click the Save button. 

 

This will trigger an overnight process which will send an email to the applicant.  See separate 

document for communication detail. 

 

17. End of Verify Residency (and send Fee Status Check). 
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PGR - Adviser / Thesis page 

Procedure 

Either 

Navigate to Student Admissions > Application Maintenance>Postgraduate research 

And enter the necessary search data 

 

OR 

Navigate to the Maintain Applications  page and the Application Program Data tab 

 
 

Step Action 

18. In Tranfser To click the Postgraduate Research list item. 

19. 
Click the Go button.  
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When the page first opens it displays the information provided by the applicant in their on line application. 

This includes: 

- proposed start date 

- proposed research superviser 

- proposed research title and abstract 

 

Step Action 

20. To view the details of the proposed research superviser, click the Expand section button.  

 

Once viewed, click again to collapse   
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Changes can be made to this data on first entering the page without adding a new row. (Note that the effective date 

displayed will correspond with the current date on entering the page) 

 

Staff may choose to change the "Approved start date" or "Approved Research Title" (Thesis and Abstract). 

 

Once saved, subsequent changes need to be effective dated and so Add new row will be required. 

 

 

 
 

Step Action 

21. If changes are required to the applicant's initial proposal - enter them as appropriate. 

 

e.g. in the Thesis field. Enter "Disease Diagnosis through examination of animal tissue". 

 



 

Training Guide 
Direct Admissions 

 

 Page 41 

 
 

Step Action 

22. To specify the approved superviser, choose the PGR Principal Supervisor list item in Adviser 

Role. 

23. If the ID for the superviser is known, type it in Academic Advisor, or click the Look up icon to 

find it. 
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Step Action 

24. 
To add an additional superviser, click the Add a new row button.  

 
 

Step Action 

25. Click the PGR Principal Supervisor list item. 

26. If the ID for the superviser is known, type it in Academic Advisor, or click the Look up icon to 

find it.  

27. Click the Save button. 

 

 

 
 

Changes can be made to this Postgraduate Research page up to the point when the applicant accepts the offer and 

is matriculated.  At that time, a process will run that will copy the admissions research details into the Student 

Records module and thereafter, any changes must be made in the Students Records pages. 
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Step Action 

28.  

End of PGR Adviser / Thesis page. 
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Making a Change of Program Offer 

If the decision is made to make an offer for a different program to that initially applied for, the admissions 

processor should: 

1. update the record to show there has been a program change  

2. make the conditional or unconditional offer, following the standard procedure. 

When the offer has been made, the communication generated by the system will include additional text to highlight 

and explain the program change. 

Procedure Part 1 ï Update the record to show the program change. 

 
Use Pagelet or Navigate to Maintain Applications as before 

 

Step Action 

1. Retreive the relevant records by entering the relevant details and click Search. 

 

Then click anywhere on the relevant application record to view. 

 

 
 

Step Action 

2. Click the Add a new row button. 
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Step Action 

3. Click the Look up icon for Program Action and choose PRGC (Program Change) 

4. Click the Look up icon for Action Reason and choose CPR (AD Dir Chg Academic Reasons) 

5. Click the Look up icon for Academic Program and choose the relevant program e.g. Master of 

Business Admin 
 

(If necessary, you can sort the description column alphabeticaly by clicking 

the Description column header) 

6. Click the Look up icon for Academic Plan and choose the relevant plan, e.g.  Business 

Administration,MBA  
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Step Action 

7. Click the Save button. 

 

 

Procedure Part 2 ï Make a Conditional or Unconditional Offer. 

 

Follow the steps for the relevant offer type as detailed in the following pages. 

 

 

8. End of Make a change of Program Offer. 
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Making an Unconditional Offer 

Procedure 

 
Use Pagelet or Navigate to Maintain Applications  and search as before. 

 

Step Action 

1. 
Click the Application Program Data tab.   

 
 

Step Action 

2. Click the Add a new row button. 

3. Enter ADMT (Admit) in the Program Action field. (or click the Look up icon and choose it from the 

list) 

4. Enter "UNOF" (AD Dir Unconditional Offer) in the Action Reason field (or click the Look up icon 

and choose it from the list) 

5. Enter the Basis of Admission code or click the Look up icon to view the possible codes. 

(These codes are the same as previously used, e.g 11 = First Degree of UK Institution) 
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Step Action 

6. Click the Save button. 

 

7.  

End of Make an Unconditional Offer. 

 

 

Making a Conditional Offer 

Procedure 

 
Use Pagelet or Navigate to Maintain Applications and search as before. 

 

 

Step Action 

1. 
Click the Application Program Data tab.  

 

 
 

Step Action 

2. Conditions are set by using the ñChecklistò feature. This will identify all the items that an applicant 

must provide. 

Click the Add a New Checklist button.   

 



 

Training Guide 
Direct Admissions 

 

 Page 49 

 

Step Action 

3. Click the Look up icon for Checklist Code and choose the relevant link, e.g.ADSPGT (PGT- 

Standard Required Items).  

 

This will choose a set of standard checklist items required for a conditional offer 

 
 

Step Action 

4. To review, amend, add and remove checklist items, click the Checklist Management 2 tab. 

 
 
Due dates for existing items can be amended and an organisation ID can be added. 

For new items, a due date must be added. 

 

For full details, see Communication Management in the General section 

 
 

Step Action 

5. Click the Save button. 

 



Training Guide  

Direct Admissions 
 

 Page 50 

Step Action 

6. Click the Close button to return to the Maintain Applications page. 

 

 
 

Step Action 

7. It is now necessary to update the program status of the application to record the Conditional Offer. 

 

Click the Add a new row button.  

8. Type "COND" (Conditional Admit) into the Program Action field (or use the Look Up to find this 

value) 

9. Type "CADM " (AD Dir Conditional Offer) into the Action Reason, or use the Look up icon to 

choose this value from the list. 

10. Enter the relevant code into the Basis of Admission field. e.g. "11" for First Degree of UK 

Institution. 

 

Note that these codes are the same as those previously used. 
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Step Action 

11. Click the Save button. 

 

12.  

End of Make a Conditional Offer. 

Rejecting an Application 

Procedure 

 
Use Pagelet or Navigate to Maintain Applications and search as before. 

 

 
 

Step Action 

1. Click the Application Program Data tab. 
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Step Action 

2. In order for the reason for rejection to be included in the rejection communication a rejection 

comment needs to be added to the application. 

Click the Add a New Comment button. 

Insert a Comment Category appropriate to Rejection (codes begin with ADRé), e.g. 

ADRJO1 - Acad Quals do not meet rqts  

The Comment field will update automatically 

 
 

Step Action 

3. 
Click the Save button.   

4. 
Close the window to return to Maintain Applications   

 

To add additional comments, repeat steps 5 - 8. 

 

All reject comments will appear in the rejection communication. 



 

Training Guide 
Direct Admissions 

 

 Page 53 

 
 

Step Action 

5. It is now necessary to update the record to trigger the reject communication. 

 

Click the Add a new row button.  

6. In Program Action type in the code DENY, (or click the Look up icon to choose it.) 

7. Type the code REJ (AD Dir reject application) in Action Reason   

(or click the Look up icon to choose it from the list. (REJ = AD Dir Reject Application) ) 

8. Enter the appropriate Basis of Admission code, e.g.  "11" (First Degree of UK Institution) 

 

 
 

Step Action 

9. Click the Save button. 
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Step Action 

10.  

End of Reject an Application. 
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General 

Uploaded Document Review 

Procedure 

 
Use Pagelet or Navigate to Maintain Applications and search as before. 

 

 
 

Step Action 

1. 
Click the Application Data link.   

 
 

Step Action 

2. Note the number of records on the File Attachments Header Bar.  If there are more than two, click 

view all to display all uploaded docs. 

 

Click the View All  link.   
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Step Action 

3. Click the View link to display the attachment in a separate window. 

 

 
 

Step Action 

4. Close this window to return to Maintain Applications 
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Step Action 

5. Click the Audit  link to display additional information such as when or by whom record was 

updated. 

 

 

 
 

Step Action 

6.  

End of Uploaded Document Review. 

 

 



Training Guide  

Direct Admissions 
 

 Page 58 

 

View Communications 

Procedure 

Use Pagelet or Navigate to Maintain Applications and search as before. 

 

Step Action 

1. Click the Application Program Data tab. 

 

 
 

Step Action 

2. In the Transfer To field, click the Communications list item. 

3. 
Click the Go button.  

 
 




















