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GTTR Review

Access List of Applicants

Procedure
Navigate to: Main Menu>Student Admissions> UCAS Processing> GTTR Applications

Step Action

1. Enter any information you wish to apply to specify your search. Or leave blank
to return all applications
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Step Action

End of Access List of Applicants.

Review Application Screens

The following images demonstrate where you will find the various sections of the
Application Form. We will examine the content more closely later in the document.

Step Action

1. Having accessed the list of applicants as described above, click anywhere on the
row showing the applicant you wish to review, e.g: Boyle
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Step Action

2. Click the relevant tab to display that detail, e.g.

Statements

to display the full statement.
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Step Action

3. On the Qualifications tab, click the Show all columns button.
to reveal more detail
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Step Action

4. Click the Show following tabs button _E) to reveal more tabs
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Srodent Admassor UCAS Sroceszng  + GTTR Appications
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Step Action

End of Review Application Screens.
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GTTR Special Selection

Send Application to a "Worklist" (Admissions Administrator task)
Procedure

Navigate to Main Menu>Student Admissions> UCAS Processing > GTTR Decision
Processing > Decision Processing

o1 University
- o (Gl

3 o Crlasgosw
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Step Action

6. Click the Maintain Applications link [42intain Applicafions]

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

8. Type APPL in Program Action or click the Look up icon and choose it from
the list.

9. Type USEL in Action Reason or click the Look up icon and choose it from the
list

Step Action

10. Click the Save button.
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:,"J"’ JULES r salg | Addissas Raul nal | Apghcston Frogam Oata | Apoicat on Dats | Agpication Schot r-::._.‘ uiting | Appieation Sty ;.-,-v;:; ponss
Done
11. This will send the application to a “Worklist” for the selector who is assigned to

deal with the applicant’s program / plan.

The selector will be able to view it by following the next process.

End of Send Application to Worklist.
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Process applications on Worklist (Selector Task) - Overview

This task will be carried out by Academic staff who are required to review an application
before allocating it to one of up to 10 pre-agreed groups. We will refer to this process as
“Evaluation”. The system allows one person to be identified as the Selector for a given plan.
If the school wishes to involve more reviewers on that process, they should agree a process of
communication or group decision making prior to the fnal evaluation by the identified
Selector.

The Send to Worklist process (see above) is carried out by an admissions administrator.

MyCampus offers two options for evaluation, which can be used either as alternatives or as
separate steps in the process, allowing two stages of categorisation. The decision on how to
use these features is to be agreed at school level.

The groups for categorising applications listed below have been agreed by the Education
School (22/11/11).

Option A: Simple allocation of a group code to report decision (no option for comment).
This option will be used for Undergraduate Applications (BEd, MA RE,
BTechEd, MA Primary(Dumfries).

Group | Undergraduate Applications

Number | (Use Evaluation link in Program Status section of
Maintain Applications)

Unconditional Offer - ND

Unconditional Offer - RC

Conditional Offer - ND

Conditional Offer - RC

Invite to Interview — (MA RE / MA Primary only)
Reject - no Interview

Reject - after Interview - (MA RE / MA Primary only)
Deferral approved

Unconditional Offer

Conditional Offer

OO |NOOA|WIN|F

=
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Option B: This is a different screen which allows for the optional addition of a comment as
well as the group number, and also allows for multiple evaluations to be
recorded.

This will be used for PGDE applications

Group | PGDE (Primary and Secondary)

Number | (Use Application Evaluation, in “Transfer to” field of Maintain
Applications)

Invite to interview

Reject — no interview

Further information required — Add comment (free text)
Conditional Offer RC

Conditional Offer ND

Unconditional Offer RC

Unconditional Offer ND

Reject after interview

Deferral Approved

OO |INO|OBWIN|F

[3xY

The final decision on what is meant by either list of group numbers rests with the school.
These definitions are not stored in the system. Evaluations are simply recorded against the
application as numbers 1 — 10.
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(Option A) — Undergraduate Applications
Procedure

Pariinace I 27

Sewen

Wy Faveine
A Sarwin

wott DS Harnie
frecntrg
VAMALSIES Adrerestinnat
Eard

I Conperiston
S0k

Step Action

1. From any screen, click the Worklist link on the Navigation header

Favoriies M Meny Workks Workkes

Work List Flsers e

froen Owfe Froem Wik um Wocked By Acttely Bty Link

Ach Loevs Und et
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Ruh Floxnar \ " 18 r i . RO Marw \Warked Feasaign
nng 4 10 s v - e Maes \Warked Reosaipn
NotnNc e
Ruth Flexner DL F L B NoYtcston W Agutcatun fus ceden- LOSOBGIY Mark Worked
vz ee dliatunle oy Dol
( ) 1 nge o y v ApLENOBIUBTES. 6.0 Wars Wk Ruaeaign
" - P A YOO V1 oo yaad
Nicrt tan Tosiasn VU1 '§ ndar Quiastnn AXIMY TN AGIESIE g - R f e Moes WA G Roazalmn

Step Action

2. Click the relevant link for the item to be reviewed.
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Step Action

3. To review the Application, click the UCAS Personal ID link.

This will open the Application screens in a new window or on a new browser tab
(depending on your browser settings)

Ande aneliae | 9100014 1 e ! e
Nevstemms Nrasw ase

e e A o D

Doben Jpa—— e

Cmeteg Wose Tere beme

s

e e = | |

[T A Wi A ot [T- [ JI—
Sovww tpse  MLIEURMSSRNNE co . Ten peem M Bk o matiepes trey
= AT {TTL. o
Mssbunter  Noreans Cum  Weve G e Deiben ey

Step Action

4, To view any uploaded supporting documents, click the application number
00005895 link under the “Maintain Applications” heading to view the Maintain
Applications screen for this record.
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Step Action

Click the Application Data tab. — :
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-
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Step Action

6. In the “File Attachments” section, click the View All link, to ensure all
attachments are displayed
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Step Action

7. Click the View link.
8. Once you have reviewed all the necessary information and made your decision,

click the Close button to return to Maintain Applications

afs| Urniversity
_* ¥ ll\)u\\

Famori Man Moy \Wondst WOosse:
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Prog mn Data 1ot :
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AT Torms Jon ) 1-4 EfTective Seqience: ' INEE
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[ ) Joirt Progras
Stus Apgheas) Action Dage: 0
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. " 5
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s Plan *

Transter To: | Edecstin - G0
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i Same Vi Uk et AL it roit | hrdte e

Step Action
9. Click the Evaluation link.
10. From the Evaluation Status drop down list, choose the appropriate Group.
See above for suggested group definitions, to be confirmed by school.
11. Optional: enter the current date in the Evaluation Date (the calendar button offers
a link to choose current date)

Ts| University

_ff_:l asgow

Favorites - Main Menu > Worklist > worklist

Evaluation

Evaluation Status:

Evaluation Date: a0 ozl [

Ok Cancel Refresh

Page 15



Training Guide 4 University

of Glasgow

4

Step Action
12. Click the O_K button.

You will now be returned to Application Program Data.
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Step Action
13. Click the Save button.
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Step Action

14. To return to the Worklist, click the Worklist link.
HOrENET

Note: the Worklist items can be sorted using the column headers in this
list. In the example below, they are sorted in descending date order.

Alternatively,
to view the next item on your worklist, click the Next in Worklist button.

Favonies  Msn Meru Workist Workit

Gunyaptiial Detaliz Mibocans Eogioma) Appii e og Duns Apgiiuton S tRRIuang »

Michael Bole 2019293
Acatdemec Instoutore  Unae sy of Glasgow Apphcation Nunbres: KO0580S
Acadesic Caman Fostgraduss Taught Cotooa Manls

DCAS Pat senal 1D

T ¥ =
Progemm Nuwber: Effective Date: unezo i
Adlt Terne 20009 201993 Effoctive Saquence: | MR C
Acodenic Prograne (5334 SL PCOEFim Expected Graduation Tosmm

Acadenec Leak: FulkTime & Campus: WAN - T Men

T it Program

St Apgticart Achon Date: TH1O201

Proguam Actien: AFPL O Avulcaton Action Reasoc USEL O AD Under Selocton

Man Dats LT
e o TRt 3=

Acadesic Pl «100-5324 L Priray Eouaiod, FODE 07 Ol

Sib Plamc

Tramster To: | ESucaton v 30

Basis of Adumssior

W save 70 View Workhat & wmanverma 5] sty G Remesn A nchae Motory. S Coreect Matory

SJ Local rtravet 2~ Ko v

Step Action

15. End of Process Applications on Worklist (Option A — Undergraduate).
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(Option B) — PGDE

Procedure

Follow steps 1-4 for Option A to review the application.

On returning to the Application Program Data screen there is a different navigation to allow
the allocation of a different set of group numbers and, if required, add a comment.

Step

Action

1.

In Transfer to, click the Application Evaluations list item.
Application Evaluations

£ -t vean PN — £) Vehammies W o Sy

Step Action
2 Click the Go button.
3. Click the Look up icon for Evaluation Code @
4, Click the EVALUATION link.
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Bl Stat: UL R Cotrmmition Rating ID:
Fval D 8oty W Ol Rating 10
Catrmint:

University Training Guide

Step Action

5. In Eval Stat: click the relevant group.
See Above for suggested group definitions.

Enter the current date (link to current date available via calendar icon)

OPTIONAL:
Enter any relevant comments in the Comment field.

8 Click the Save button.

\l. University

i Crlasgow

Fovontes  Man Menu Workset okt
m Qeerad Rabng Cammliee Ratng Evaluatr SMd1g
M hael Boyts LU a3
N M
Acadesuc Career:  Posigraduas Taught Appacstion Moe: CODDSEIS :
Prog Niw . Acatemic Prograee PGLE w Frim Tehing Qualcin

*Bvaksation Code: EVALUATION < Evalsagon Rankng

"Evalation Nbr: : | Racacstate Evaluation
Eval Stat: Group 4 A Cosnmittos Rating 10 -
Fval e 10702011 Over ol Fating I

Comment:

Transfer To: A2plEalon Evalusie Radngs v &0

W seve A Metwnio Soarch  [=1 Netty. s Mefrech

ammities Raang | Bvaklator 5

To complete this process, selectors should mark the process as “Worked”
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Step Action

9. Click the Worklist link, EEEE]

it TNNY Undersmetn At A o R Masivgntiny isimeson
;';‘ - . oy ’ Wars faansed Reassnn
= = u‘-: EAULLIBRUIL g . Mark Warsed Raaszgn
- v.- - > e Mars ¥aared Reaassyn

,,l_,l‘ ROV ¥ Atoraton Hi oo Mark Vagthed

Step Action

10. Click the Mark Worked button.
hark Worked

This will remove this item from the worklist.

If an Additional Evaluation is required by another reviewer, use the Reassign
button (see next process)

11.
End of Process Applications — (Option B — PGDE).
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Re-Assign Worklist (Selector Task)

This may be used to request that another reviewer records an evaluation decision. An

application can be assigned to anyone with Reviewer Role, even if they are not assigned to
the specific plan in the system.

Procedure

Step Action

1. Click the Reassign button.
Feassion

Step Action

2. Click the Look up icon for User ID
3. Advanced Look Up will allow a search by user ID (equivalent to GUID) or by

Description (the Person's Full Name)
Click the Advanced Lookup link fxdvanced Lookup)

Enter the relevant search information e.g.vl.

Click the Look Up button. and click the relevant link e.g. Vanessa

Loison.
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Favorites — Main Menu > Worklist > Worklist

Hame

of Glas

el L

worklist | Multichanned Cel

University

gOW

User ID: pi18h
Comment:
Ok Cancel Refresh
Step Action
6. Click the OK button.
This worklist item will no longer show in the original selector’s worklist.
7.

End of Re-Assign Worklist item.
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Invite to Interview (College Admissions Administrator Task)
Procedure

Navigate to : Main Menu> Student Admissions> UCAS Processing> GTTR Decision
Processing> Decision Processing

o1 University

‘f'_ of( ”.l*.!:l:-.\

Fovories  Msin Mery Ehycent Adrasiorn LUCAS Procesang 5T TR Dechon Frocessng Decton Srocassng
TR o -~
Deciston Date Thmve: 1 3000071 14,36 22 Decmiom Makea: A
Apge oval S2at: T wiHague Appraver:
Witeraew Date: a2
Conmse Change: ) Canngras Champe:
Modutn Change: < Entyy Your Chaswgo:
Entry Moith Change: Pars-Tune Chamge: 4
Dociskn Code:
Lite VI Goale " -
T Mard ! et Lo leat
» v - -
st 1! Do !
Froe Fonmsat; o Zpm. For Full aeals sae e
WA A 00w B ukeduc sticnip
-
Transaction Code: 7T ORISHEE 556 Www 135 00w B2 o0 (U0 D0 DR DR NiRws
Pute 0f intsrview/audition: 26-Sep-11
Comsesncs (i€ any)
at Izen., Fos Full Getalls aes
vV, glasgow, ac.uk/sdooat ion/ podeinterviens
@ Save (L4 Retanio Sowch o70 Nt n st
-
Dere S Locel rtranet a~ Hiow v

Step Action

Use the Look up icon or Enter "I".in the Institution Decision field.

2. | Enter the interview date or click the Choose a date button.

3. | Note: The interview time must be typed in the Free Format box in order to
appear on the invitation Email. Open and close quotation marks (° ©) must be
used

4. | Scroll to view the Letter Text button and click to view the letter content

[ atter Te |

5. | Enter the relevant Basis of Admission code into the Basis Admit field. e.g. "3D".
Alternatively use the Look up icon

6. | Click the Save button.

End of Invite to Interview
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Working with Comments

Add a comment

Step Action

8. Having reviewed the Application, the selector may choose to leave a comment
further to the allocated group.

9. Click the Application Program Data tab.
" Application Program Data

14 o
RMErphiM Detis Stdwrres  Bipane _ MOty Dats Ml e8an 33 O MONEN

Atadersic stBiBc WATLRY 315 W g Apptaamen) Waal e

Acoboimdl Cuont N

Progrem Dsts fea | T
PV g PO oo Do LU

3=
Adrd Termm ot " EMect e Seaben e S O

Acinbermts Progane A58 PODO. Expoattod Gr dadastuns Vontnd 1 M:Tr..wuml

Acoderni Lose fulfire = Capms MARL L May

s Arplenre AcThos Dt

Prowam Achee.  JFPL O Arpraton Actham Nwaverc

Step Action

10. Click the Add a New Comment button 21

A e ey

Step Action

11. Click the Look up icon for Comment Category and choose ADSLCT
(Admission Selector Comments)
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Step Action

12. Enter the relevant information into the Comment field.

0 STt By

Person Comment Emry
i

Commmant# Dite Thine
Acridwton sthe b e

Acmiost Wnttitian
Varsdee Only

Cotmavmest C stspoy ADBLELT " WAaT ey

Cormrmn I
Depwtnent

Cavnrannt (1o

(T

Ta Al F Moy

Step Action

13. Click the Save button.

Paror Curmment By

Fowgtey  Non] aTgas Commenty Cremeres TeTeRTts - Swewn
Person Comment Entry
aranta Sy |3 ]
Creswmant Db v 14
Advouvr stve Fmctioe; PO 24 o
Acmbeesk bisthinien ¥ Ghungow "
O Vanats
Cotntrmest ( aegury! w T At shatist Carre yeatse Doty
Carmnoen 0 BT TP
Dagadnat,
Cotntrundt Dot
Cottvnnsts Ematen! dpqniation A coesmies ol ifer VN (kg el
ST T IS SR .
W Cotmet
o S .ty A et eaomy

Step Action

14. Click the Close button to return to Maintain Applications.
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View an existing comment

Procedure

Navigate to: Main Menu>Student Admissions > Application Maintenance > Maintain
Applications

Step Action

1. Enter the relevant search information e.g.Last Name "Boyle". First
Name "M".

2. Click the Search button.

If there are mutliple records matching your search criteria, they will be displayed
below the search fields. Click anywhere on a row to view the detail.

Alternative Navigation Method
From the GTTR Applications page, click the link to Mainain Applications identified by the
Application number (see below)

i1s University

o of € rlasgow

Fawames  Man Meny Student ASImEsOnS UCAS Processng STTR Appdcatons
B Naw V ow 7 b N B &
Chiless Sttsmerts QUalise shony Reternnces Degree Detily Wurk Empniance »

Nt Mchael Bope 0 2019243 Date of Birthe 0801 171223

Acalomse Instition: Unhars ity of Olasgos Farscoal infomnation
Pessonal kt 0800023372 Apphcation Code: oT!m Application Yean: 201

Appication Stmus

Applc ation Date: 1312010 Eambast Stant Data: ouoiN g

Foand Nuanber: 1 Previous Reanul;

Wl ey Wathii awen Dt

Status 20 Awaling Reply i SSates

Claat g Stamis: Flomn Now:

EAS: AOp1IE Irough Apply

Rounsd GITR GITR tey Bty Choise Mansaity  Desision
by ‘Course GTTR Coutas (e Cammion Yoo  (onih Vecinion  Maply Datelin oo dne Ity
1100 Pramary ¢ 2011 8 C -

¥ Other institution Chokces

Faxmul Hurndses It lon Code Nunie GTTR Cot nw Becision Pupty
~ Riograptical Details

Foe Payes: e asenalional agency 1M Entry Date: LG/ visin]
Ressdantiol Catogorny: 1 W Chzen of EL NMIOns
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Training Guide

Step Action

3. Click the Application Program Data tab.

I’f Application Pragram Data N

4, Click the Transfer To list and choose Comments

Fovortes  Masin Meru Ehudent Admesiorn

Acpication Nerterarce Martan Appheatons
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Ac et Laat: Fumime Campus: WAN T Men

Tl vt Program
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Step Action

5. Click the Go button.

Seputcs mankne

Bobnmr st b Toma then 2008 " o-

Ay toprE wh W

LTI W W -
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Lot Manve B wh -
b M

Case Soastim

Baann Ciew e

Step Action

6. Click the Search button..

7. If there is just one comment you will be taken straight to the detail of that
comment. If there is more than one, there will be a list of the comment records
displayed below the search fields

Click anywhere on the row for the comment to be viewed. The code ADSLCT
indicates a Selector’s comment

o1a) University
- G

Y Crlasgow

Fovoriles Mo Merw Shodent Ageaor Eopicabon Martenance Mardom Appicatbors

Person Comment Entry

Comrmnent Dato Thnw!
Adndimsti b Fulctie
Adobemim istfibont

Varisble Doty
e ety

wmseint KX Dunesiar, Chsnd
Iepartines

C omemmiily Eastlont Appheatn - relevan! wotk smpatiencs. Uncandtional Ofet

W Save Ll Rshan b Seaih hetry » A

Step Action

8. End of View Existing Comments.
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