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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 

 

 
 

Step Action 

2.  

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.  

 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 

 

 

 

 

Step Action 

4. Click the Show following tabs button  to reveal more tabs 
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Step Action 

5.  

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  

 

 
 

Step Action 

6. Click the Maintain Applications link.  

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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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 

Number 
Undergraduate Applications  
(Use Evaluation link in Program Status section of 

Maintain Applications) 

1 Unconditional Offer - ND 

2 Unconditional Offer - RC 

3 Conditional Offer - ND 

4 Conditional Offer - RC 

5 Invite to Interview – (MA RE / MA Primary only) 

6 Reject - no Interview 

7 Reject - after Interview - (MA RE / MA Primary only) 

8 Deferral approved 

9 Unconditional Offer 

10 Conditional Offer 
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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 

Number 
PGDE (Primary and Secondary) 

(Use Application Evaluation, in “Transfer to”  field of Maintain 

Applications) 

1 Invite to interview 

2 Reject – no interview 

3 Further information required – Add comment (free text) 

4 Conditional Offer RC 

5 Conditional Offer ND 

6 Unconditional Offer RC 

7 Unconditional Offer ND 

8 Reject after interview 

9 Deferral Approved 

10  

 

 

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  

 
 

Step Action 

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

 

 
 

Step Action 

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

 



 

Training Guide 
 

 

 Page 13 

 

 
 

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) 

 

 
 

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 

5. 
Click the Application Data tab.  . 

 
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 

 

 

  
 

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) 
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Step Action 

12. Click the OK button. 

 
 

You will now be returned to Application Program Data. 

 

 
 

Step Action 

13. Click the Save button. 
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Step Action 

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

 
 

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. 

 

 

 

 
 

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. 

 

 

 
 

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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Step Action 

5. In Eval Stat: click the relevant group. 

See Above for suggested group definitions. 

 

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

7. OPTIONAL: 

Enter any relevant comments in the Comment field.  

8. 
Click the Save button.  

 

 

 

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

9. Click the Worklist link.  

 

 
 

Step Action 

10. Click the Mark Worked button. 

 
 
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. 

 

 
 

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.  

4. Enter the relevant search information e.g.vl. 

5. 
Click the Look Up button.  and click the relevant link e.g. Vanessa 

Loison. 
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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  

 

 
 

Step Action 

1.  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 

 

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. 

 

7.   

End of Invite to Interview 

 



Training Guide 

 
 

 

 Page 24 

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. 

 

 

 
 

Step Action 

10. Click the Add a New Comment button.  

 
 

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.  

 
 

Step Action 

13. Click the Save button. 

 

 
 

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) 
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Step Action 

3. Click the Application Program Data tab. 

 

4. Click the Transfer To list and choose Comments 
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Step Action 

5. Click the Go button. 

 

 
 

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 

 
 

Step Action 

8. End of View Existing Comments. 

 


