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Direct Admissions Process Overview

PGT Process
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ERASMUS / LLL / UG PT Process

Applicant Admissions Processor Actions Reviewer
Actions Actions
Complete '
| Initial Review of Applications

Online App

Hold For Docs &
send comm

Documents
Required?

:1

v
o
o o
@ 3

=

|

Update Checklist
Send to
Selector Decision . Reviewer
Required?
N View Reviewer 4
_— Comments | Comment &
Notify

e e

Verify Residency
(Fee Calculation)
Update
Residency to ' Y Fee Status Check
“International” |* Required?
& send comm
-
I Head of i
| Admissions may |l N
l amendresdency |l
—————— -t

1

:

1

Accept / '
Reject/ N
|

1

1

1

1

1

v

Offer or Reject ‘

Defer /
Withdraw

End

Page 2



ik University Training Guide
/ q(Glasgow Direct Admissions

PGR Process
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Working with the Pending Applications Pagelet

Add the Pagelet

Procedure
BEB
(hetgs (Ypatiweapqonbegin o U ZS000 P COACAYTMALONTE MR MRE FORTA _FERS WOMET AL FORTAL WOMIPAGE 5j Locul indrewt s LN v .
Step Action
1. Click theContent link.
s University
20 of Glasgow
Personalize Contemt
Wrk sime Masnage |
1 Fagelnt
Arraege P ageiel =
PregdeS et Ajgd ations Peciniing Sont s
=
Step Action
2.

Click thePending Applicationsoption.@
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Step Action
3. Click thePersonalize Layoutlink.
4, Click thePending Applicationslist item.
5. Click theMove Right button twice to place theagelet in the Right Column.
]

Personalize Layout

Bask Laywnt ¥ Cvbaren ) cohmn

£t cmom

e

Dawhe Papant

Step Action

6. Click the Savebutton.

fain Comm e Pl A e D ey oy Aitn Miflen Bant  Basarsern bus

Step

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

Wean B O T rendag Appications

Sewmch

Step Action

1. Click theCustomize Pending Applicationsutton.

Personalize Pending applications

ACodninst Iesinmen  OLEEW O
Acoduindc Car st

Applic st Cortn

Adis T

Progtaen Action

Sraai Neanon

Wi Fons

Step Action

2. Click theLook up icon for Academic Career,or type in the appropriate career.
3. Click therelevant link, e.gPGR

Click theLook up iconfor Application Center, or type in the relevant code.

=

5. Click the relevant link e.qRMVL.

6. Theresults displayed will include those that greater than or equal tothe specified Admit
Term valueg.g. entering 2011 will return applications for 2011 and for 2012 or later if there &
any.

Click theLook up icon for Admit Term, or enter the reIevawalue.@

7. Click theLook up icon for Program Action. @
8. Click theApplicatn link. (APPL)
9. Enter the desired information into tMax Rowsfield to set the limit othenumber of reults to be

displayed. e.g25".
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EMewiwindow 7 Help  [# Customize Page o hittp

Personalize Pending applications

Select frorm the available option(s) to personalize the display of this pagelet

‘Academic Institution |GLEGIW @
*Academic Career FGR O

*Application Center RMyL O

“Admit Term 2011 Q@
‘Program Action APPL Q@
Action Reason Q
Wax Rows 24
Save Retum to Horme
Step Action
10. Click theSavebutton.

Save

,,,,,, c | ?

Meau B D TR rending Appications BESH

Semche Candnd foein Monl  Rane Al At Deasiipdies oo At Aty ot o Predng Racle viors
"

MEE QP00

Step Action

11. If returning to the pagelet after some time, click Redresh Pending Applicationsbutton to run
the query again and update results.

12. The pagelet can be minimised by clicking Miaimize Pending Applications button. 2
13. To restore it again, click thexpand Pending Applicationsbutton. Ol
14. End of Retrieve Applications for an Application Centre.
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Export all results to Excel
Procedure

T T ]
Meau CR-R

Semcn

W Faviise

S Sorwde

MaraOh Sef Sovdin | an | Pucksgtiam T
Ralrudrg

VAR AT SLEID

Benas

Compensston

G0k

Virws aret | s

Step Action

1. Click theFull Query Resultslink.

this will include all queryresults, not only those displayed on the pagelet (there may be more
results than the max number of rows)

VOG_AD_PG_PENDING_AFPLICATIONS- Pagelet Pending Appiications
Wk ' & |
. « acime " B Sems o P50 (Actim hbeat . RendiAced | o ¥ | O Freg
-~ 1 Actny . F 1 2" wacl  Type WM
Step Action

2. Click theExcel SpreadSheelink 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

PoaAetts Atanfotr  Boerarwedt e

Step Action

1. To check or change the criteria for the records showing in the pagelet, clickgstmmize
Pending Applicationsbutton.
2. Check that thpagelet 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 applicatidhtdte processed are
returned.

Click the Savebutton.

Save

s Unipversity

2% o Glasgow

Man My,

oy enas ) L ?
Weau B Q T Pesding Agplicwtam BEREB

Sewmcn

Jesnd Tovme  Cunat M Lhgtll  Apphiie Do ik o Acth Acien B Decunimet Lids

Step Action

3. Click theapplication numbe00006054dink to view the Maintain Applications screen.
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\

Naistaln Apphealiens - Wadaws isterset [aplarer prowided by The Uniweestty of Glasgow =
L3 e aen e g e b DTS | oo
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J etanl N e L ] £ vt ek %

Step

Action

Click the Application Program Data tab.

If Application Program Data

Review information agecessary

Note that the Program Action is currently set to ARFApplication and the Action

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

5. To view a pdf of the applicatiomfm and othesupporting documentslick the Application Data

* Application Data
tab.

Crmmtas Ow aEEn Wt v T Pegsiw -
e Bt sten Mt N -
[T - Tt bl ok s v ol
Cimrginte Dele " Mt . M
1
Fobenind Aunss thn Mo Tor Twe! [ Bavenee =
3
e
Vet e Srainten Vo
— eI "
e e o¥ . -
|
Tirensiee fo¢ | BiRERRES . 0w
R ) G R F\ et thetore (W Crmet ety d
. »

Step Action

6. Click theView All link.

7. Click theView link.

8. For further detail on viewing uploaded documentsi$gl@aded Document Revieww the General
Section

- —
g (T b e e e e 2SO AL ot thega ¥ 2 DPtie 104 e Al el )1 M) 8 ZAUIT YA - Winshons briprrmt Lapiat [ 15 R £ 00F IR

Q o PG T . - ox o - »
N tx &To Ffeowts b
o o B em i Detwwnives * ot 2 e ¢ = B e b Pammon O Ao LA 3 et
B Nerimn we ] ot IO AS 8-t o v e vy Tehs @ "} 0 °
Ao o BB Peen [homet g Mo oo @ BN e m DR n . A v -
e - i (a1 IR A : =
}“ 1 o
P University  University of Glasgow
& of Glasgow  On-Line Application
m | Edrburgh
]|
il
1]
i
1|l
! 11
L
9 ‘—‘ ) o LR " o " a
- © lrwors iow '

Step Action

Click theCIosebutton

10.

End of Initial Review of Applic ations.
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Hold for Documents

Procedure
Either:
Click the applicatiomumber link on the "Pending Applications" pagelet

Or

Navigate directly to Student Admissions > Application Maintenanddaintain Appliactions
Enter the relevant search infomation and clickSkarchbutton.

‘.r:.'kk Man ShaOent aaaienn Apcicanon Mamenarce Mo ApohCUns

. R T N e T e

IvEaETa B 219581
Tuore of Bl DOMMIT 5 gy Canvn 1

s iicel Hestwy Py s Haety U
thectivs Detic 22000010 & #=
M al oie Mot Fegrred ¥ Al ZH0A01 R

Gegader: L L
T LS LT
Loty Netussd 19 (vee (I Sileamy

opR 0O Pt Reyiawt w = -

et = Loy Pt

Ldews Type:  Home . '

e » T = -

O s
o

Step Action

1. Click the Application Program Data tab.

If Application Program Data

Fisytoz W Mo, SHOeNt ATy 0TI ITON MmN Martan Apghcatons

14 0 2 -
M praghii M Detiig Maveies Hipane _ APOM Aty Data M 020 53 00 YY)
ACaderstc MSTRENAC  nmnra Ry 215 b oe Appbacamen) Marat e
Acoderndt Cuost yrediads Taugl Catwet Mimshod
7 TSI P T 2O
— 3=
P T ENT oo D STUTTELR )
Al Term a0 =L o EMectv Seapimn e s A
Acarbermt Progane 25 PODOR, Expoattod Gr ddastnns Tontnd
Aot Losd fulTires » Catgmns Mari 4 Nw
[ Joast Progren
PR PRTTOR aver

Step Action

2. If an application requires to be held for documents, a checklist item should be tvegdeadrate
an automatic communication to the applicant.
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Fasgrtez  MnMany - Shuent

BVEThi M Detiie  tdweies

ATy ACcicaton Mamenacn Martan Apghcaons

e \weoow 2 ey

Hapane _ AR Dot Mt 0820 S MOFRRONEN Y

Barwrira Bmon

Ataderstc MSTEBE  InmyrnRy 31 5 b pow Appta o Hoal e 0370
Acoderd Cuont Postyeiads Tognl et Mmshot
3 L Sl

PV O T ecmen Do SAULENY

Al Term WL - ERelhn Seaien e

Aeanbernac Progane 150 Exjunctod (x edastn) Tonted R

Acaiatle Lot fubTie » Catngis: O TR Y

[ 2oast Progrmn
Dty
L Azpleare At Dt 130300

201 8601

Step Action

Click theAdd a New Checklistbutton

Coie At

il

W Ses ) ety

Acinn

Fargim (T - Cae y JRTL . Pere Qwehibs et Mensgareed - e
RECE & 7 W ’ "
o | T
Acming snerfts Rren LU "
RemIol  vechion ste owe 40 Vot Dale
Avrbndo st T thene P Q ALrreasiem Pragrs
m Acrbed btnmen Sropensy ¥ A0 00n _
SOl Gl 1
MLl [T hlen S Samis Ome 000 0201 |
e D »

ool i e e e, PEASON_CIE00 ST OEOA IST_(Dfprmmpls

L Cmiminy Code

Te A 7 lpetatapey

eI

3 Lo rbrwwt iy o %

P o ey

Step Action

Click theLook up icon for Checklist Code [&]

areve l'.::rmnu ‘?n;st' Pawion Ceciits Checist Mrvooment - #

Look Up Checklist Code

Ohochiiel Cotdc Bapies Wi »
Descagiione  Bupes with &
(ecn Tyyw & -

LAy Clew Caret
Search Resulty

M (UL

URerhied Coge Desx i irtien
o e 1 st S

tawl g 1o us B Lat
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Step Action
5. Click the ADHFD link.
o= [Sma,
o ;
a ----- e
Step Action
6. To specify thedocuments and their due date, click @teecklist Management 2ab.
" Checklist Mananement 2
Prag I),‘hl'l:c.bn » ™ mand Enpe e 1
m " ,'—.. U T \i.:::. e :l",“ s Dvne  J
Step Action
7. The default checklist item is HFDFTHRFull Transcript
OPTIONAL STEPS:
Use the Item Look Up to specify alternative documents.
Due Date can be amended if necessary
If required you caspecify the Organisation providing the documer®rg ID. The Look Uplist
will display the organisations stored on the system.
For further details on Managing Checklists, see the View / Edit Checklists in the General se
8. Whenall editing is complete,lick the Savebutton.

Page 14




4 University
of Glasgow

Training Guide
Direct Admissions

Step

Action

9.

Click theClosebutton to return to Maintain Applicatio

Facpto:  Mar\ Men, ERCNNT AT

Aggicanon Mamenace Mot ApohClons

B rise R ? e o -
Deptiosd Uulats Sitesias Bopiine _ Apbeahi Duls  Mbiaben Sy
Arratta Bire ya1
ACodeindt stimbac g L T [CHUSRE
Acateks Cotner yod " e wot Shmsber

PYag e ariae BT oot Dt AR °

Al Tevme At Efectine Semince A T dhetare L
Acadetc Pngane 2 PUDpEo; Exproctonl (s sadiathns Tattes 3

Acadetntc Lose futlime w Carrgusn: MNAR A wan

[T ot Progoen

S gl e Actiem Dot 1902031

Progrom Actoss ML L Aot At Foasen

Step

Action

10.

To update the record to show that the application is held for documents, clisttdlzenew
row button forProgram Datd*]

Fane Mar) Yon, S0t Aoy ApeCaton Nanteranoe Mantan Loka1on
> 1o I8 " ¢ Qi A
D Oty Aiseusat Bugendi m Muhaton Dats  apptastaes Sty
Afva I\ S 17

Avadersas bnatpimers £ OINE QoW T T 0597

Acodeimic Caueen Sorpatode Taagtt went ndva

Progwntis . 0,0

igmes § ¢

Prog e oo Thactve Dite: pewI ey

At Vorns: J011 & LMot Sequetice: ! N

Acaderss Progean (5937 Dipectmd Grvbwdion Trvme

Acovbemmsc Lasd FukTore ¥ <o AN W

] Mot Program
Saamas: AgON o Bcrien Date; wieIt
Frogan Acties 1 Rctiant Reasaon:
(Lo a0 v om Zicn (Y —
o W]
T154Y . s Hi=
Acaderie Plaw L83 L Crmmbegy ™ PET O PaDY
amne o BB
S P 2 o=

Tramnden Ta: | EQUCHAM » >
Danas o Adrvascron
W e L Aean i Seeon -y D Fetwan £ Daaas sy W Convmet Matary

-
4 »
T AIon inla00. et Adnd, ADM_UUR. PROG PROGC ACTION ookl o cocal intremt 2= SN -

Step

Action

11.

Click theLook up icon for Program Action@ and choos@&PPL (Application)
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Step

Action

12.

Click theLook up icon for Action Reasonand choos&lFD (Hold For Documents)

i WSS  Shaent AT BTN WATSER Ve ARG
B0 1w Verstew 7
Dentbenu Dot Sivvwsses  Bepdine _ Aprbtaben Duls  bisben Semeingyy o
srrrrta S
AL SIREC  Onmnredy of Ghen pow A ) st
Acadeinde Carwer ay wivds Taugy ot Mmsher
Progrmm Date £l | Y A By B
Haon 2l=
PV o et ETocten Dot PRNGGOY, =
Alrkt Terme Joi Q ENactio Segmmnc MA
Acadwmic Progpare 1790 X FODpEo Expmrted (e achiston Tomnes 1
Acobostc Losd FUbTime w — N

L Jetnt Progrom

Pragram Statim

b U H Apptewt Acthan Dvtac

Prog e Actos WP [ Af i tir Acties Feasert

Step

Action

13.

Click the Savebutton.

Fangutnn  Man Moy S0t Aoy Apescaton Nanteranoe Mantan Lok 1on
. o -
Deprasiin ety Asiseasat Svgendi _ Mewhioton Dats  apgiastan SikaMainitng )
Baswarflaa Serr
Avavdernds athmesc PNVOLOEY B DANE Q0w Apehcation Mt Q035974
Acodeinic Coter Sostparue Taagtl et Wtidve
.
e, ‘
Frog s oo Thecthve Dite: pInGm e #
At Toens: 011 G (1 [ p—— ! s
Acadetnds Prograsry (5993 L PODwiEs Dxpectmd Gapbwdion Trrme
Acavbems: | asd FukTire ¥ o AN QO e
7] domt Progiam
Saames: QN v Bcrien Date; #0000
Proglan Aclae WL T Aipien Rnan Raason: D QL AD De vty
Furtts Doy
Abads
(™ STy - (P77 [P
LI1358Y y y L
Acodenic P MIISIT A gy R EOTOw SAOE
s e Nt e (151 Fratt B,
S A ==
Trants Ta Eouan
Basts of Awdvaiony 11 A Fosl Degrew sf UK nathiae
W Seer O maniiewn [ sy G et £ e ey Gt My
s A a1y -
4 »
IvecorptiudokActan_smediioo et wed TVRIED, OO PRGN S cocalintremt e NN -

Step

Action

14.

End of Hold for Documents.
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PGT - Send to "Selector" for Review

RnSelectoro is the MyCampus term for s
before making a decision on whether an offer is to be made. Foafgiiue c al |
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.

omeone ot her
ed AWor kIl i st

Procedure
Either:
Click the applicatiomumber link on the "Pending Applications" pagelet

Or

Navigate directly to Student Admissions > Application Maintenance> Maintain Appliactions
Enter the relevant search infomation and clickSkarchbutton.

o) My BN AaTRN Locie ATon Mimennce Mt ACORCAXY

. 2

Step Action

1. Click the Application Program Data tab.
" Application Prodram Data

ROENT STRTENY A0ciCaTOn Mamenrcn Marcan Apghcaxr

Y RON M Dt Meae Sepiane m AP Ab00 Dats  MAALA 2055 AR Yy

A1 Bre
Avadersas basthimere WLy 315 bt oo Appicamen Werabos

Frogam abw e Db

Addt Teeas: 011 4 o1 EMction Segince T Y )

Acadesss: Progeasry 2007 X MODoEw Cxpracted G aedsatyen Tamree
Acaberssc Lose Catrguan:

L ot Progen

Step Action
2. Click theAdd a new row button.
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Step

Action

3.

Click theLook up icon forProgram Action and choos&PPL (Application)

4.

Click theLook up icon for Action Reasonand choos&SEL (AD UnderSelection)

5.

Click the Savebutton.

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

Note: the mapping of staff to program/plan can be found at Set UP SACR > Product Relateq
Recruiting and Admissions Applicants > UOG Admissions Set Up
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Step

Action

Click the Notify button.

‘-'.‘".‘.\n DNt BTNy AociCanon Mamenrcn Marcan Apghcaxr

Send Notification
T ramies gronad adtrensse nde To OO M B s LS HY) S e F "
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o
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Presvhy St st erF ek

=% v
Messape &

4 i » ol i ’ 1
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Step Action

7. If you know the recipient's email address, you can type directly infddhbox.

If the email address is not knowglick the Lookup Recipientlink.

v e bt Akvemr PPy SPTrEE re— Mord o iga e Farr

......

Step Action

8. In theNamefield, type the recipient's surname (or if typing the name in full, use the format
Surname,Fistname)
e.g 'Fletcher,Ruth".

S Click theSearch button.

10. Click theTo option.@

11.

Click theAdd to Recipient List buttonl e i

Send Notification

Lookup Address

[ Herqeery Loedd A ery —

.
= >

AL 3 Fecis ot st

r i

B

Step Action

12. Click theOK button.
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Send Notification

Ok Larw o

Step Action

13. Enter the relevant information into tBeibjectfield. e.g." Application for review - 00005975.
14. Enter the desired information into tMessagedield. e.g."Please review and leave commeéht
15. Click theOK 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 need
reviewed.

Procedure
Either:
Click the applicatiomumber link on the "Pending Applications" pagelet

Or

Navigate directly to Student Admissions > Application Maintenance> Maintain Appliactions
Enter the relevant search infomation and clickSkearchbutton.
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o v

SRONNT AOTRENY AociCanon Mamenrce Marcan Apohcaxy

y n
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iy Detenid B Lane [[FTESRR ] Dimesty

Step Action

1 . L I" Application Prograrn Data
Click the Application Program Data tab.

Click theAdd a new row button.

Click theLook up icon forProgram Action and choos@&PPL (Application)

Click theLook up icon for Action Reasonand chooseSENT (AD Dir Sent to Reviewgr

alhlwr N

Click the Savebutton

Eaaont Aoy ALCRCanon Nantergnoe Mantan Lok 1on
- -
At Evgendt m Muatos Dats appen staes Sebaaie it iy
I N T

Sostpatue Taagtl v oot nidve
Frog s Mnoe ( Lhacihve Dite. PG #®
Aot Toens: oM 01512 LM ecsron Seqoetie
Acadernbs Progean (1997 FOLwIED Dxpectnd Gpdwdion Terme
Acabermsc L asd FutTive - oo AN Q war

[T ot Program
S AQOIN & Bcrien Date: it

§ 3
ACdei1oe Phax 55102 L Haren Fightes v Pt e A rETOE
S e
Trasedes Ta: | ECUCHIN » o
Dt of Adrmassion
W e L A Sesoh -y D Fetean £ Doasm sy ¥ Cotvmat Mty
2 {arr) 2
. »
S cocl ntrwmt 0% v

Step Action

6. In orderto notify the reviewer that the application requires reviewlini the Notify button.

Followsteps7715 of APGT Send Application to

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

The Admissions Fcessor will receive an email similar to this when a reviewer or selector has completed the
review and added comments.

~ C‘J e ’\ ! @!"- v-l Y . >.'-.-m-

B My Fonei O Mo | e e od M egeity Pokow AU 8

Nes Nt SgecEs & 8 fom P 0TGN LA
R Petiter
Tuman Apprnmar Apean
ok how Notio amon 3
Pnoty

Cuate Sent 2011.10.07

Sert To Bum Flehenibaasney a8

Fhosne ok on It bk bedow 10 SG0ees By s action
Mip Spsdevanp ¢ ACADERP OYEERRME c FROC
ol 0 N | CAREERSPOTRADM APP| MRS

LICATIONS ADI ARFY, WA
AAPFL FROO HEIR =OAEAH

CEQHLY
N SIAINSTITUTIO

NMessage Test

Apphcatun reviewed g corramenty ke . please jrncess acowingy

Step Action

1. Click the link to view the reviewed application.
(Or navigate to Maintain Applications and search for the relevant name or application numbg

Eacont Aoy Aeicaton Nanteranoe Nt Gockaton:
> 7 -
Asseaset  Evgene m Muhiatos Daty  apgtastae Sty B
a 2 Brrr N195
dernhs IatBmerr U paeroiy of O1E oo AR athon Mt dves
Aciderndc Cover Sostpatue Taagh v oot tidve
s '
Frog s o ( EBaciive Dite. s
Aot Toens: 01 LMot Soquetice ! W
Acadernd: Progeaan (2997 FODwIES Dxpectnd Gandwdion Trime
Acowbormsc Losd FukTore 'y e B
| Mt Progl am
e ApON & Bcren Dte: aJmt
Frogam Acthes  JOFL 0L Aspies Rnan Raason: LSEL O A0 wr
11343 = =
Acaderie Plaw L1353 A Crmaigy PETOE PO
T YT
S e 4 2=
Traedes Ta: | ECUCHIM - o
Danas o Adrvascron
W e L Aean i Sesoh -y D Fetwan £ Doss Wy ¥ Convmet Mty
. »
. »
S ool ntrwmt s NN -

Step Action

2. Click theTransfer To list.
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Step Action

3. In Transfer To: click theCommentslist item.

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

Foscgtnr Mo Ven, DRt BTN ACCICATON MANSNED. +  Martan ALghcitir

Person Comment Entry

TIAR SN YOU hawe and (ke o noe Epben BEVIA §
oo e o S
vaasy rearedee of raws a sebion (0 b
o begTm Wi W 2218581
Sontrence Wazabe . -

Adententl ibve P the | LOG 10 il ¥

Commtnnin Cegwy Loy M W
Acmbsane Betitioe tegrn ath W b
Canstrandt Date: » v W
Noamamat dr Lo Wi &
Camnpans K Lo Wi
Lot Marwe: tegrs Wt v
Pt Haane: Laggrrs Ml W

s Seretie

Gearch e 2 8

Fewas e 11l

Step Action

5. Click theSearchbutton.

If there is more than one comment for this application a list will be displéfyids is the case,
look forthe comment categoADSLCT (Admissions Selector Commejhtndclick to select.

You can view the comment as shown below.
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RACRNT BTNy AOCACITON MaAmenrecn Martan Apohcatir

Person Comment Entry

Cameserft Date Thaee; OTANG01 Tt 141262
Astramtons ol hom Tave e M3k § FYOQURY

Acadeinis bentpumeny
Vansie Dats

W Se L R b Seais iy o M

Step

Action

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 theWorklist link.

R rercimarehryng v AL IO LS Mtk Withed Rnssnign

Step Action

2. Click theLink for the application to be reviewed
e.9.2019501, 00005975, 0, PGT, GLSGW, 5322, L35322link.

.1 =
s UIINVETLY
o5 of Glasgow
- vamn WAL e Coreom
Fancatns  Voar Ay WOkt ot
3 ? .
Atrantta S 15501
Acovborsds MatBImerc w50y 31 3 ke pon Appcamen Wansbe L IE
Acavdernic Catwer Postyaloas Thuy Catwet Yamshor
Sy (YT )
Prag s W Tl et Dutse prnacmy i
Aaw Tra o 201133 EReciive Se@isace & }
Acalews: Progan 2 raug Expoctedl G aadiannon Toav !
ACbaani Losa FulTine & U Myl L Nar
[ ottt Progam
Sl Arct v Acthes Dl 1 \
Progran Actiee  WEFL AS LA Bl O Actim Maners

Step Action

3. Click the Application Data tab.
" Application Data
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Fagyton \w._v‘-v YoRt Wonkt
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4 »

[ I W oac= wrrtorberw -

Step Action

4, The Selectocan review the application form pdf and supporting docunfemts this page Click
theView link.

For further detail on viewing uploaded documentsiggl@aded Document Revieiw the General
Section

Step Action

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

6. Click the Application Program Data tab.

IK Application Program Data N
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Step Action
7. Click theAdd a New Commentbuttonl]

arase Dala

- o= ey A ey
Step Action

8. Click theLook up icon forComment Category and choos@&DSLCT (AdmissionSelector
Comment}

9. Enter the relevant information into t@®mmentfield. e.g.'Excellent application. A conditional
offer should be made requiring that applicant achieves a 2:1 or above in their current
degreed

Person Comment Enmry

¥ e T T A 5 Moy
Step Action
10. Click the Savebutton.
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Step

Action

11.

Click the Closebutton to return to Maintain Applications.

» Veur, W
014 w2 -
BUETaphi M Detnis  Stdwrres  Ripane m AOMAbIY Dats Ml e8an S 00T MONEN
at1 B 1 5601
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Step

Action

12.

In order to notify the Admissiorrocesseor thahe application has been reviewed and comme
made, click theNotify button.

Followsteps 7 150fA PGT Send Appl i c amendmgtextas ap@apliaec t

13.

Selectors shouldpdate their worklist to ensure that only outstanding tasks are displayed
Click theWorklist link.

—
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v »ey v ~ Mk WEeo Fodsene
Arpesh

Step Action

14. Click theMark Worked button.
Mark Woarked

Work Lint Fiter x

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 recércdste NAD Di r

receive arautomatically generategmailsimilar to the one below.

University

Z of Glasgow

Sent eviewersRwlv i

.....

et Appensiaee P Puswa  DOOWMEM
Work Now Notito stion

Prccty

Ciste St 20111.00.07
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ut

Phettn ok on the bk Dediw 10 sa00ss Tas Lo scthon
B ALSOeVA0P r18s (b B2 ub 29200 e SAC ADERNL G E PR Py

Vikhainne U

Message Text

Please taview o mave o commam
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u_,., A[HA'?QH( le!:,u.p MNUF R r.l;.vu».n;_ AT S N I (L B YR

l|/)' AN Hlll 15

A Laar

Step Action

1. Click link to view the application.
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Danis of Advasnion: ! L Faret Dogree af UN mardex
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Step Action

2. Click the Application Data tab.
" Application Dats

Page 30

e



University Training Guide
ofGlasgow Direct Admissions

Fangytor  Man Meny oot Aoy Apescaton Nanteranoe Mantan spokcaton

21y B ’ Foi B W

Depsiin Dot Asdousat  Evgerdl  Austcalan Sagiim Odts _ Apginatam Sty )

T
Avodsinds st rveredy of

Acavdermic Carwer Rosipatue Tesgel Bppdcation MEder  (0J0804E
Posbcatien Caster: HAFE QL BaAnPOT et Type: NEw O dow AP
fosba i Time oMty & B aonain Leved b4
Crnated O oo = Wethe athom Flanc b e A
CIPvie Aocbcomen L e T WeoSpyE
Theening Mee osd: - CIFassnctal fl amoness
Compbont 1 Dosw ) S Perdiy LNt A2sia st Eee
Eatoemad Appteson Wb Foe Tvoe Simowd  »

Atscne) P90 Dot e
Pronsad fogreesd .
R refuon o 2
e — |
Temstey T E0NINN ¥ ioe

W Sae L Reoas o Gt Ay O By A vehdesatay I Commct ity

8 e Munacht O B aawere tw bew

Step Action

3. Click theView All link to view the Application form and supporting documents
| 1l
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Step Action

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

For further detail on viewing uploaded documentsi$ggl@aded Document Revieww the General
Section
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Step Action
5.

Having reviewed thapplication the reviewer should leave a comment on the appficatord,
noting the decision.

. o " Application Program Data
Click the Application Program Data tab.l—‘

o Dude IR i

Lhectivn Seqgience =

Academt: Progeaary 2147 Capractod (r adaatyer Tanie

Acobounsc | ose FutTire % Carvgran:

L Mt Brog e

Actios Datwe

Step Action
. [ ]
6. Click theAdd a New Commentbutton]

Follow steps 8 10 of Review by Selectors (PGT)

7. In order to notify the AdmissiorBrocesseor thalhe application has been reviewed and comme
made, click theNotify button.
Followsteps7715 of APGT Send Ap,amendng text asapprogiateS e |
8.

End of Review by ReviewerfERASMUS and Non PGT)
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Offer / Reject

Verifying Residency

Beforemaking 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 applicatiomumber link on the "Pending Applications" pagelet

Or

Navigate directly to Student Admissions > Application Maintenance> Maintain Appliactions
Enter the relevant search infomation and clickSkearchbutton.
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Step Action

1. Click the Application Program Data tab.

| Application Program Data N
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Step Action

2. In theTransfer To field, click theResidency Datdist item.
3. Click theGo button.

Foscrte: A My ERARNt SR LOCICATON MAManace - Martan Apokcators

GIRRI e s Sesitvecs e By St
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Step Action

4, You should compare the Residency data with that of section 8 of the Applicatior{Aaitable
on Application Data tabsee steps above for accessing this)

If the residency data on the application recorddasne / EU and further clarification is required t
confirm that this is accuratthe Admission$rocessoshould amend the resiggy to

Y

filnternational 06 and send a Fee status Chsed
following example.

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

Note: "Unknown" should NOT be used
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Step Action

0. Click the Savebutton.

7. To send thé&ee Status Communicationnavigate tdMaintain Applications.
The following steps demonstrate haewdo tousing the Favorites Menu

8. Click theFavorites button.

Recortly Ueand

Mo fuin ALl athr
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v by i L Fooandon y Do
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Tommorr  WHRRLON A * Tt Resabmcy Eocepmes -
W Ses L A o Seeh rean, el e A1 rnhae ey T Covect Hevivey

Step Action

9. Click Maintain Applications

RNt SR Selcaton MaMenace Mt Apckcatiors
y "
Maintain Agplicadons
LRl DR
mm on

Fophcition Mxc: 1t W) -
v Segte oty w0\
LA T I . LSO
Pcabaonic Ca o Ve wEr W
Pavbetten By o e Rle -
A ssbama. Py cop anz 2t Wl o
Mt Bt PR wth -
Aot b Wi (it ] " v
Camnpan Kx g " ¥
Matwasi v e with &
Lo Marse Jru it v
0 M P Wit -

lachod 1bntroey Coenmct Mintoey [ Cane Semaiion

Aewcn Clew v )

Step Action

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

Click theSearchbutton.
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In this example, the applicant has multiple career recdttisk the relevanbne to view.

Step

SRONNT ATy ALt Mamenarca Mot Apescanors

Alvesier Boiiete

festioat iaxan Dods

Appha shag Duls

et er Gidwart m
Tuw of Butic LT '

gy g ai bstary

Vet Date NORT0N ®

Ml St Nl Awpitin

Action

12.

Click the Application Program Data tab.

" Application Prodrar Data

Step

SURD) MATETLe | ML CAIDPS

Bt s DR Za PRI 4L
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At be dbes Wersdan
A b Cent

Party . Taught wees Weardes
FYon 0 M ENectiom (s J

L e

[RTTE N TP TS

TS M

Ty |
M

Action

13.

Click theAdd a New Communicationbutton.
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Step Action
14. Click theLook up icon for Function and choos&EN (General
15. Click theLook up icon for Comm Key and choosé&D_D_ADF (Fee Check
2 Commumicatian Managersest - Windows Internet Explorar pesvided by The Unmmrasty of Glagaw
e TadeeeT v g b CUETRT RN | »
.‘n-:nb‘ .'.:‘:- r”;.gt:nn. * sty Moo ¢ * ] Wekoma 12 Pacinock. ©OF Yaboa! LE & balire f
Brwue s Mroyyer. M- - Pame ddye Tebs @ "
Latier Comm A A " o6 Caach pchide Enclonimen
Step Action
16. Click the Savebutton.
This will trigger an overnight process which will send an email to the applicant. See separat
document for communication detail.
17.

End of Verify Residency (and send Fee StatuSheck).
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PGR - Adviser / Thesis page
Procedure

Either

Navigate toStudent Admissions > Application Maintenance>Postgraduate research
And enter the necessary search data

OR
Navigate tothe Maintain Applications page and thépplication Program Data tab
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Step Action

18. In Tranfser To click thePostgraduate Researclist item.

19. Click theGo 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, clié«yand sectionbutton. Il

Once viewed, click again to collapse

M JT
Acaivnm btiimbary TR O GO ey
A bk Connnt Potigrasudle Hessart Shalod Com oo My
Ao e Mty 10000087 A hcatbom Py i onn Ml n
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NOUEN P scamaton Iy ’ agy !
FAiil |0 W0 At Wil bW pant e

1N cHIow Datwy (T DINE o LRI Saien &
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displayed will correspond with the current date on entering the page)

Changes can be made to this datdirst entering the page without adding a new row. (Note that the effective

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.
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Step Action

21.

If changes are required to the applicant's initial proposater them as appropriate.

e.g. in theThesisfield. Enter"DiseaseDiagnosis through examination of animal tissué
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Step Action

22. To specify the approved superviser, choosd”BR Principal Supervisor list item in Adviser
Role.

23. If the ID for the superviser is known, type itAcademic Advisor, or click theLook up icon to
find it.
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Step Action

24.

To add an additional superviselick the Add a new row button.

St e Al 1 il

Thests £ J " ¢
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Step Action

25. Click thePGR Principal Supervisor list item.

26. If the II%lfor the superviser is known, type itAcademic Advisor, or clicktheLook up icon to
find it.

27. Click the Savebutton.
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Changes can be made to this Postgraduate Research page up to the point when the applicant accepts th
is matriculated.At that time, a process will run that will copy the admissi@sgarch 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 offi@r a different program to that initially applied for, the admissions
processor should:

1. update the record &how there has been eogram change
2. make the conditional or unconditional offésllowing the standard procedure.

When the offer has been matlee communication generated by the system will include additional text to highlight
and explain the program change.

ProcedurePart 11 Update the record to show the program change.

UsePageletor Navigate to Maintain Applications as before

Step Action

1. Retreive the relevant records by entering the relevant details an&ebc&h.

Then click anywhere on the relevant application record to view.

Fr o s Mt fecten Dy MR

Aot Terne: o H LMt So g ienc e S =
Acadesss: Progeaary (710 ur. Cpractod (e aedaatwen Tomine

Acovbormsc Lose FnTire ¥ Catrgus:

Step Action

2. Click theAdd a newrow button
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Step Action

3. Click theLook up icon forProgram Action and choos®RGC (Program Change

4, Click theLook up icon for Action Reasonand choos€PR (AD Dir Chg Academic Reasons

5. Click theLook up icon for Academic Programand choose the relevant prograrg.Master of
Business Admin

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

6. Click theLook up iconfor AcademicPlan andchoose theelevant plan, e.gBusiness
Administration,MBA
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Step Action

7. Click the Savebutton.

Procedure Part 21 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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UsePageletor Navigateto Maintain Applications and search as before.
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Step Action

1 . L " Application Program Data |
Click theApplication Program Data tab. = :

L 2ot Prograen
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Step Action

2. Click the Add a new row button.

3. EnterADMT (Admit) in the Program Action field. (or click theLook up icon and choosi from the

list)

4. Enter 'UNOF" (AD Dir Unconditional Offer)in the Action Reasonfield (or click theLook up icon

and choosdt from the lis)

5. Enter theBasis of Admissioncodeor click theLook up icon to view the possible codes.

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

6. Click theSavebutton.

End of Make an Unconditional Offer.

Making a Conditional Offer

Procedure

UsePageletor Navigate to Maintain Applications and search as before.

Step Action

1. . L " Application Program Data
Click theApplication Program Data tab. = :

BMETghiM Detnes  Aowrres  Mipans m MoMabiy Dats Maddeianis 1.::-;w n:, f
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[ vast Prog
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Step Action
2. Conditions are set by wusing the ACheckl i g

must provide.
Click theAdd a New Checklistbutton.
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Action

Click theLook up icon for Checklist Codeand choose theelevant link, e. ADSPGT (PGT-
Standard Required Items

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

Toechanst Time Tne vanaie Dala
AQibey the o o AOwF

Acobonds otnsiens VAW P4 51 ONS DOv
Chachinl Cudy

States

o Dtw

006 Apvaint

Al LpoataOupiey

Step

Action

To review, amendadd and remove checklist item$ick the Checklist Management 2tab.

" Checklist Managerment 2

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 Communicatidfanagement in the General section

oA e Dy

Step

Action

Click theSavebutton.
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Step Action
6. Click theClosebutton to return to the Maintain Applications page.
M E 3TN M Dty IDeeres sEine m ALDHE Mg Trats x:n'n.—n;«,-.-.-.-a--.:n-,.; .
Flan Dotn Pl | ot ey N,
Step Action
7. It is now necessary to update fhr@gramstatus of the applicaticio record the Conditional Offer.
Click theAdd a new row button
8. Type "COND" (Conditional Admit)into theProgram Action field (or use the Look Up to find thi
value)
9. Type "CADM" (AD Dir Conditional Offer) into theAction Reason,or use the Look up icaio
choose this value from the list.
10.

Enter the relevant code into tBasisof Admissionfield. 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 Savebutton.
Bl save

12.
End of Make a Conditional Offer.

Rejecting an Application

Procedure

UsePageletor Navigate to Maintain Applications and search as before.

Fosgrte: Mo My EDCRNT AR 200k YTON MmN Marton Applcaton
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I

Step Action

1. Click the Application Program Data tab.

|f Application Program Data N
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Step Action

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

comment needs to be added to the application.
Click theAdd a New Commentbutton.

Insert aComment Categoryappropriate to Rejectiohc odes begi fegwi t
ADRJOL1 - Acad Quals do nd meet rqts

The Commentfield will update automatically

( Vel Dws

S s s PO Y IR T -

Step Action

3. .
Click theSavebutton.

Close the window to return to Maintain Applicatio

To add additional comments, repeat step85

All reject comments will appear in the rejectioommunication.
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Step

Action

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

Click theAdd a new row button.

In ProgramAction type in the cod®ENY, (or click theLook up icon to choose i}.

Type the cod&®EJ (AD Dir reject application)n Action Reason
(or click theLook up icon to choose it from the liSfREJ = AD Dir Reject Application))

Enter the appropriatBasis of Admissioncode, e.g."11" (First Degree of UK Institution)
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Step

Action

Click theSavebutton.
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Step Action
10.

End of Reject an Application.
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General

Uploaded Document Review

Procedure

UsePageletor Navigate to Maintain Applications and search as before.
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Step Action

Click the Application Data link. ealon e
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Step Action

2. Note the number afcords on the File Attachments Header Bathere are more thamvo, click
view all to display all uploaded docs.

Click theView All link.
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Step Action

3. Click theView link to display the attachment in a separate window.
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Step Action

4. Close this window to return to Maintain Applications
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Step

Action

5.

Click theAudit link to display additional information such as wratby whomrecord was
updated.
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End of Uploaded Document Review
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View Communications
Procedure
UsePageletor Navigate to Maintain Applications and search as before.

of Gl

University
asgow

Step Action

1. Click the Application Program Data tab.

d Application Program Data N
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Step Action

2. In theTransfer To field, click theCommunicationslist item.

3. Click theGo button.
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