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SA — Processing Online Web Applications

Introduction

The intention of this guide is to provide instruction to the Departments and Faculties (i.e.
Registrar’s Office, University of Calgary International (UCI), Schulich School of Engineering,
Faculty of Law and Haskayne School of Business) and Faculties required to process online web
applications for Incoming Exchange applicants. This guide includes the entire end to end
process including generating an invitation to one or multiple applicants, how the student views
items in their student centre and how they can upload supporting documents. Also included are
instructions for staff to upload documents for an application and how to view them. There will
be instructions on how to run three types of queries for viewing applications that are ready for
Faculty processing and also a query to find applications that are missing information to be
processed. Instructions will cover how to view the supporting documents uploaded by the
applicant and how to enter a UCI/department decision based on their application assessment.
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Generating an Invitation to Single or Multiple Applicants
These tasks are performed by University of Calgary International (UCI) and/or faculty offices

The following outlines the process for generating an invitation to an Incoming Exchange
applicant for one or more applicants. There are two ways to invite applicants to apply to the
Incoming Exchange program.
1. Invite for Web Appl by Faculty — this will allow invitations for all faculties to be entered
on a single screen.
2. Maintain Invite for Web Appl - this will allow invitations for a specific program reference
code (OSEXG, LAEXG, ENEXG) to be entered on a single screen and eliminates the need
to enter the Program Reference Code, Academic Program and Degree for each applicant.

1. Invite for Web Appl by Faculty:

Click the Student Admissions link.

[+ Student Admissiond

Click the Processing Applications link.

Processing Applicationg

Click the Invite for Web Appl by Faculty link.
[nvite for Web Appl by Faculty]

Click the Look up Application Form button.

&l
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Three options will display, select I for Enrolment Services — Incoming Exchange.

Click the Enrolment Services link.

Enrolment Serviced

Look Up Application Form

UCALG

begins with s ||

Academic Institution:
Application Form:
Cancel

Look Up Clear

Search Resulis

View 100 First 'A
Application Form Dezscription

] Enrolment Services
F Cumming School of Medicine
| Enrolment Services

1zafz F Last

Basic Lookup

Help

You will be taken to this screen:

Invite for Web Appl by Faculty

Find an Existing Value Add a New Value

Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

Academic Institution: [begins with ~|[UCALG Q
Application Form: @ | &}
Academic Career:  [Degins with v |[UGRD Q
Faculty: [oegins with v|[RO Q
Admit Term: [oegins with ~|2177] x|Q

Clear | Basic Search E’. Save Search Criteria

Search |

"R}‘_

-

If desired, all fields can be
entered without selecting the
lookup tool

Enter the Academic Career, Click the Undergraduate Programs link.

[Undergraduate Programg
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Click the Look up Faculty button.

&l

Click the Enrolment Services link.

Enrciment Serviced

Enter the applicable Admit Term (e.g. 2177 Fall 2017) and press Search or Enter. Note: All
previous fields can be entered without selecting the lookup tool.
Click the Search button.

Search
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To add multiple invitations at one time:

It is possible to upload the information for several applicants at one time by using the File
Upload option. The file must be formatted as indicated (Program Reference Code, Academic
Program, Degree Code, Email Address, First Name, Last Name, Acad Plan 1). There is no need to
enter the remainder of the fields for this form. If invitations will be sent out after the beginning
of a term, please contact the Business Analyst for instructions on using the Application Deadline
field) as it will necessitate using spaceholders in the input file.

Click the Select File button.

Favorites ¥ Main Menu ~ » Student Admissions ¥ > Processing Applications ~ >  Invite for Web Appl by Faculty ﬁ Home Add to Favorites

NIVERSITY OF

ALGARY

Mew Window | Help | & o
Invite for Web Appl by Faculty
The excel file (.csv) must be formatted as indicated. I
Maintain Invite for Admissions by Faculty
File Upload 1
Academic Institution: iversi
ucaLe University of Calgary [CSV File Formatl—=Program Ref Code, Academic Program, Degree Code,
Application Form: 1 Incoming Exchange Student Form Last Name,Acad Plan1,Acad Plan2 Acad Plan3,5ubPlan, Application Deadlir
Academic Career UGRD UGRD Input File:
Faculty: RO Enrolment Services
Admit Term: 2177 Fall 2017
Maintain Invite for Admissions
[ select New [ Select All Send Invitation Email Send Reminder Email Delete Selected Rows
Applicant's Data
#of N *Program - N
Select |Email Status [Email | OF Reminder | b g ence Academic *Degree *Email Address *First Name *Last Nan
sent Sent Code Program
1| O [success 1 ENEXG ENEXG EXST-DEG @ucalgary ca New Incoming
2 O Success 1 ENEXG ENEXG EXST-DEG wicalgary.ca
3 O Success 1 ENEXG ENEXG EXST-DEG @amail.com |
4 O Success 1 ENEXG ENEXG EXST-DEG @agmail.com p
5 O Success 1 ENEXG ENEXG EXST-DEG Bucalgary.ca o
6 O Success 1 ENEXG ENEXG EXST-DEG Bucalgary.ca
7 O Success 1 ENEXG ENEXG EXST-DEG Bucalgary.ca v
< >
H100% -

Click the Browse button.

Browse. ..
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Browse for the csv file and upload.
Click the Upload button.
Upload '

All Information in the file will be uploaded and be displayed on the invitation screen. If you do
not intend to send the invitations immediately, use the Save button.
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To enter invitation rows

individually:

Click the Add multiple new rows link at the end of any of the rows.

After clicking the Add but

ton you will be prompted to enter one or more lines to obtain a

blank row(s). For this example we will only add one row for an applicant.
Click the OK button.

Script Prompt:

Enter number of rows to add:

7 UNIVERSITY

OF
GARY
v for s Apgi By Facny

Maintainkinvite for Admissions by Faculty

To give you a blank row:

Ao it | el | £

s
Kok wads  OCALG it
Appir auon Foom » Sutfan Appication Deadine( Ty s
Arademic Carses ol File: T
P o
Agmit Term:
Maintain nvite for Admissions
| Satect Mew || Sedoc il
Applicant’s D
oot oot [evogam |, |
| [soee [emes fot e T e - e s it et 3 [ I..,w.r popaton | o = vemssiin
[ fio fom = | =
KGR = f— g | | | A | . | |
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On the newly added row, click the Look up Program Reference Code button.

* UNIVEREITY OF

"/ CALGARY
Inyie for Wb Appl by Faculty
Maintain Invite for Admissions by Faculty

File Uptoad
: UCALG srivvarsi it

Academiciitaiica”  YCALS Uivarkity of Caigary 1CEV Fil Eormal]—Progiam Ref Code, Actumic Program, Digrow Cote, Emai Address, First Narme,
Appiication Form: 1 Incoming Exthange Shaent Fam L8 Name, ALat PIEN1 AZ0a Pn2 Arad Piand, SLoPian ADication DRScNNeCYYYYMMDD)
Academic Career UGRD UGRD Ingust Fiin:
Faculty: RO Enrgimant Senaces
Admin Term: ani Fan oy

Maintain Invite for Admissians
U] sadact New (] Salect AN Send Invitation Emasd ‘Send Remninder Email Deiete Selectod Ruws

Applicant's Dato

eot ool Frogram
setect (S mad |esmcer Aateroce o oo "Emas Acress First Hame Lt Rame Acodemc Fan 1 [Academic Plan 2 |Academc Flan 3 Acad Subltlan1 [ APPCHDON
| O tnene (offenins o fexstote a Test Studem [— a, a, a ™ J
al —r =T A = = —= = =T == ——

-~
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A list of options displays, select OSEXG for Incoming Exchange applicants.
Click the OSEXG link.

PDSEXG

Look Up Program Reference Code

Help
Academic Institution: UCALG
Application Form: |
Academic Career; Lindergraduate Programs
Faculty: RO

Program Reference Code: |begins with s |

Look Up Clear Cancel Basic Lookup

Search Resulis

View 100 First ‘4' q.4qi4 B Last
Program Reference Code Description
ENEXG Incoming Exchange - Engineering
LAEXG Incoming Exchange - LAW
OsDuL High Schoal Dual Credit (invitation only)
QOSEXG Incoming Exchange

k

Click the Look up Academic Program button.
&l

Click the OSEXG link.

PSEXG

Click the Look up Degree button.

]

Click the Undergrad Exchange Student link.
Undergrad Exchange Studen

Enter the applicant's email address (not displayed for FOIP reasons), first and last name. Then
scroll to the right to complete the other fields.

Click the Look up Academic Plan 1 button.

[l
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Click the Blank - for validation only list item.

Blank - for validation only|

For this example no other fields are required. When completed scroll left and press the Save
button. NOTE: the save button is not needed if you will be immediately sending the
invitations, the send button will automatically save the information on the screen. If you do
not intend to send the invitations immediately, use the Save button.

[5] save

Favorites Main Menu Student Admissions Processing Applications Invite for Web Appl by Faculty /‘\ Home Add to Favornites

UNIVERSITY OF

CALGARY
Admit Term: 77 Fall 2017 A
Maintain Invite for Admissions
[ select New [ ] Select All Send Invitation Email | | Send Reminder Email || Delete Selected Rows
Applicant's Data
Select Eg:_'l‘ fEr‘l"lLll »:nl *r?mgmm pAca *Degree *Email Address *First Name *Last Name
S |sent |[sent Code bz
1| [ |Success 1 ENEXG ENEXG EXST-DEG
2| [ |Success 1 ENEXG ENEXG EXST-DEG
3| [ |Success 1 ENEXG ENEXG EXST-DEG
4| [ |Success 1 ENEXG ENEXG EXST-DEG
5| [ |Success 1 ENEXG ENEXG EXST-DEG
6] [] |Success 1 ENEXG ENEXG EXST-DEG
7| [0 |Success 1 ENEXG EMEXG EXST-DEG
8| [ |Success 1 ENEXG ENEXG EXST-DEG
9] [ |Success 1 LAEXG LAEXG EXST-DEG
10( [J [|Success 1 LAEXG LAEXG EXST-DEG
11| [ |Success 1 LAEXG LAEXG EXST-DEG
12 [ |Success 1 OSEXG OSEXG EXST-DEG
13| [ |Success 1 QOSEXG OSEXG EXST-DEG
1| O 0SEXG |Q, [0SEXG |Q |[EXST-DEG |@ Test Student
[Flsave ||[oh Returnto Search ||[=] Notify v
< ?ﬁ >
H100% v
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2. Maintain Invite for Web App:

Using this screen rather than the previous screen will allow invitations to be sent for a

single specific Program Reference Code.

Click the Student Admissions link.

[» Student Admissiond

Click the Processing Applications link.

Processing Applicationg

Click the Maintain Invite for Web Appl link.

| Maintﬁ‘u Invite for Web Appl |

Click the Look up Application Form button.

&l

Three options will display, select I for Enrolment Services — Incoming Exchange.

Click the Enrolment Services link.

Enroclment Serviced

Look Up Application Form

Academic Institution: UCALG

Application Form: |

Search Results

View 100 First ‘&' 13cr3 B Last
Application Form Description
D Enrolment Services
F Cumming School of Medicine
| Enrolment Services

L

Look Up Clear Cancel Basic Lookup

Help

13 of 76

May-17



Incoming Exchange Web UNIVERSITY OF
Applications Training Guide CALGARY

SA — Processing Online Web Application

The following screen will be displayed:

Fawvorites Main Menu Student Admissions Processing Applications Maintain Invite for Web Appl

UNIVERSITY OF [

CALGARY

Maintain Invite for Web Appl

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

w Search Criteria

Academic Institution: UCALG Q
Application Form: [ Q,
Academic Career: UGRD Q,
Faculty: RO Q,
Admit Term: 2177 Q,
Program Reference Code: ENEXG ® |Q
Academic Program: Q,
Degree: Q
Search..%{- Clear | Basic Search @. Save Search Criteria
=3

Enter the Academic Career, Click the Undergraduate Programs link.
[Jndergraduate Programg
Click the Look up Faculty button. &l

Click the Enrolment Services link.
Enrolment Serviced

Enter the applicable Admit Term (e.g. 2177 Fall 2017), Program Reference Code (ENEXG —
Incoming Exchange — Engineering, LAEXG — Incoming Exchange — Law or OSEXG — Incoming
Exchange), Academic Program and Degree and press Search or Enter. Note: All previous fields
can be entered without selecting the lookup tool. For this example Program Reference Code:
ENEXG has been selected.

Click the Search button.

| Search |
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To add multiple invitations at one time:

It is possible to upload several applicants by using the File Upload option. The file must be
formatted as indicated (Email Address, First Name, Last Name, Acad Plan 1). There is no
need to enter the remainder of the fields for this form. If invitations will be sent out after
the beginning of a term, please contact the Business Analysts for instructions on using the
Application Deadline field as it will necessitate using spaceholders in the input file.

Click the Select File button.

-~ UNIVERSITY &F
"y CALGAR

(mmum Invite for Web Appt | )

Maintain Invite for Admissions

Program Refersnce Code: &
Acadomic Program:
Dearen:

Maintain Invite los Admissions
[l seiectbiow [ soloct all Send Inviation Emal | | Sand Reminder Gmall
Applicant’s Data

Erni

sot oot
Select |Chet  |Email |Reminder |-Email Address
y | )

TosBing@oma com

2l O |ouceess 1

Click the Browse button.

Browse for the csv file and upload.
Click the Upload button.

Upload '

All Information in the file will be uploaded and will be displayed on the invitation screen. If
you do not intend to send the invitations immediately, use the Save button.

To enter invitation rows individually:

Click the Add multiple rows link at the end of any of the rows.
X
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After clicking the Add button you will be prompted to enter one or more lines. For this
example we will only add one row for applicant.
Click the OK button.

Script Prompt: 0

K " w,
Erter number of rows to add: ; |
Cancel

Enter the fields: Email Address, First Name, Last Name, and Academic Plan 1.

el

- |UNIVERSITY OF

Maintain levite for Wb Appl

Maintain Invite for Admissions

Instirution: ueALG = =

A The eacel file [csv) must be formatied as indicated
Application Form:
Acadesnic Carvet UGRD
Faculty: RO Fili Upload
Admit Term; mr 2 i : = 2

ISV Fie Formatj—-»Emai Adoress,First Name, Last Name ALag Fian1 Ated Fanz. Azsg

Program Refarence Code: ENEXG Icaming Exchangs - Enginessn Piand Susiian Applcaton Deagiing (YYYY/MMWOD!
Academic Progrom: ENEXG Scrusch School of Engineening Imput File: [
Degree: EXST-DEG Unoeegrad Dxehange Student

Maintain Invie for Admissions

] setect New ] Setect All Eman Emad E S te] HCrars

Applicant's Data

L W I ; o Application
S e [t (i [ asrase / Firat Mame 2 st Harme / Academic Pn i |Academic Pan?  [Acadomic a3 [Acnd SobiPlan 1 (APBOCHE
A
i1 O Testing@gmai.com » Test i Swugert L T} A‘ [ Q Q o
] ne@amal com Srudent —T a, §
O] [Buetess 1 Mo Incomngee T
o - it ot s G S W

When completed entering the applicant information click the Save button. NOTE: Sending
the invitations will also save the rows.
I Save

Sending the Invitations:

Invitations can be sent individually or in groups. To send the invitation to a specific applicant
select the applicant row by checking the box in the Select column.
Click the Select option.

g
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Select New can be used to select all applicant rows that have been entered and have not had
an invitation sent.

Select All can be used to select all applicant rows — this will send an invitation to everyone on
the screen. If an invitation has already been sent, another will be sent with the same token
(access) information as the first.

After the selections have been made Click the Send Invitation Email button to send the
invitations emails to the applicants.

Using the same selection process to identify rows the Send Reminder Email button can be
used to send a reminder email to the invitees (this email can be a different format than the
original invitation email). Delete Selected Rows will remove rows from this screen if the
invitation has not been sent, rows cannot be deleted if the invitation has been sent.

Send Invitation Email

Favorites ™ Main Menu ~ » Student Admissions ¥ > Processing Applications ¥ >  Invite for Web Appl by Faculty ﬁ Home Add to Favorites

w=o UNIVERSITY OF

/) CALGARY

Admit Term: 2177 Fall 2017 ~
Maintain Invite for Admissions
D‘gﬁc[ New [ select All Send Invitation Email | | Send Reminder Email || Delete Selecied Rows
Applicant's Data ﬁ
Email #of # of *Program
Select Statu Email |Remind Refi P *Degree *Email Address *First Mame *Last Name
®  |Sent |Sent Code regram
1| [0 |Success 1 ENEXG ENEXG EXST-DEG | |
2| [ |Success 1 ENEXG ENEXG EXST-DEG [ [
BIF N WWW\WWV
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When the invitations have been sent, each applicant will be assigned a unique invitation
identifier (token) and this will be noted on the screen as well as the date and time it was
created. The OPRID indicates the emplid for who has sent the invitation.

Favorites Main Menu Student Admissions Processing Applications Invite for Web Appl by Faculty /‘\ Home Add to Favorites

* UNIVERSITY OF

N
/ Personalize | Find | | = First ‘& 1-130f13 & Last
. - icati N . = Last Update Update
wdemic Plan 2 |Academic Plan3 |Acad SubPlan 1 Deadline 1 Created Date/Time Create OPRID Date/Time OPRID

0944f69bc-50f-4a00-9871- 2017/04/03 | =
434d7c7c088d 10:39:24AM

c82d626b-aab2-4338-804a- 2017/03/29 =
5821450a03df 1:28:42PM
001a7c86-cfid-474c-abda- 201710328 Iﬂ
3068c5d0ffaf 10:29:24AM

Be6aBchi-44e2-4c67-8412- 201710328 Iﬂ
c4a5b5b6634a 11:54:50AM
afsfelce-95c 3-4066-952d- 2017/0329 Iﬂ
218264108325 1:28:41PM
141a2112-5022-477d-91c4- 2017/0329 Iﬂ
6be338f646ba 1228:41PM
01471437-acba-46bb-a7df- 201710328 =
47bcOcBade 1t 1:15:45PM
a05b897 3-efad-4bed-9921- 2017/03/29 ]
11d5452f1c2 9:49:15AM
elc22e88-4dfd-4235-b979- 2017/03/29 |
Td90923e9867 IAT51PM
5c9261f5-e8c8-4041-a70d- 2017/03/28 )
043595ef94ed 10:29:25AM
5869f33e-285a-4e20-b2c5- 2017/03/28 )|
bd024b5771d6 11:54:50AM
43f552e5-0d6b-4276-84b5- 2017/03/28 )
86cae13alfch 10:29:25AM
56196253-d11a-4046-8e45- 2017/03/28 =
8eff730e0876 11:54:52AM

5L Add Update/Display v
< >

®100% v
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This is an example of the email that is sent to the applicant with the Send Invitation action. In
the email is their unique identifier (token) enabling them to access the University of Calgary
application system. The instructions indicate how to complete an eID and proceed with their
application.

Winiversity of Caigary Intoming Exchangs - Inviation for Application e i - B

Dbt Rl yilfie: dljasy 0 Boliiy 15 (10 chayde L]

.
Tws
Wkl e 1 e Uiy of Tpaaeyd Whn windd bbb 1 @70 yiins B COiTdiadd (o | el el Eadiaraph Shudant ool el geini o0 ok Tl 201 T iaive, Plborian Liha thes Piddasre) Seg 13
STty you g a0

1. Wikl P filicmarig doh b Crinides o Lireomrty off Calgiry ol pensedera] bt sdaary [y vearder (7 pou sty bavw & U aksary @il folkow e 5 a

w e il o e D, o BpC |
T PR
T Pt Ehaemy . pelre paraoey i the Uy srsty ol Calgarey
meors e Ingommang Eachangs”™ orikne appicason o b
e 10 you and sarnal by shared sl piter Sudenia
s
X ]
0 "Seubret” & Feabon ADplrslonT [ adll B SApiRees Thed Aedre TROE il SDis B o faluk! [ORs{ible
o e il b meert A et memcall sicieess vou eckoaiied o S appln ke S
sE
O men -2 b cayn
pad oy oibee documsnds Sl are esqured Bor vour Sppie sharn 1o b compiels Paune s oy upioaes

¥ i sl e i Eriliteyd o DS B W s dhppler e pleded ot [T Sl Bl d g o 8

¥ i Pl sy Quaiileded el Ol o cran) E b Dol Spoisl S0n, Pbdie DOriail vour LUCEGT Esthangs Comrdnms

Vi Wk Prwe] R0 WO a1 T LFe e, 0F Cagady

This is an example of the acknowledgement email that is sent to the applicant after they have
submitted their application successfully. If their application has a search/match problem, it
will sit in the holding tank until it is resolved. Once that is resolved, this email will be sent to
the applicant. In the email is their UCID number enabling them to access the University of
Calgary student centre.

Submitted University of Calgary Incoming Exchange Application N
Thank you for your application to be an Incoming Exchange student at the University of Calgary. We appreciate your interest and wish you all the best
during your studies at the University of Calgary.
Your University of Calgary identification (UCID) number is:
Your UCID should be used when you are corresponding with your Exchange Coordinator and Academic Advisors at the University of Calgary.
Now that you have your ID number, you can upload your required supporting documents for your application:

- To upload your transcripts and any other required documents, log onto your MyUCalgary.ca Portal https://my.ucalgary.ca with the 1D and password that

you selected when you d your for ad:
- Once in your Student Centre, you will find an "upload” button that can be used for transcripts and any other required documents, as specified when you
itted your licati

- *Please note that you may experience a delay (normally, no longer than 30 minutes) before being able to access the online Student Centre.

You may also wish to have a look at some useful websites:
Public Course Search: https://csprd.ucalgary.ca/psauthent/class-search/public
International Student Services: https://ucalgary.cafiss/
i of

Services: hitp://\ Lucalgary.ca/

Your file will be reviewed within 30 days after all required documents have been received. In the meantime, if you wish to stay in on-campus housing, we
strongly encourage you to apply online as soon as possible. Additional details, as well as the online housing application can be found at the Residence
Services link above,

If you have questions, please do not hesitate to contact your University of Calgary Exchange Coordinator,

Yours sincerely,
University of Calgary
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Completing an Online Web Application: Student View

The following explains the steps the student must complete to submit an online web
application.

After clicking on the unique identifier in the email they will be navigated to the Central
Authentication Service (CAS) logon menu. If they have not already created an elD they must
complete one by this link. Otherwise they can log in with their credentials.

Click the Create an elD link.

Central Authentication
Service

Password

On Account Registration they must create an eid which is their first name followed by a period
and their last name. For this example we will use test.student. Note: This is a test eID Account
Registration site for training purposes. Enter the desired information into the eID field. Enter a
valid value e.g. "test.student".

= elD l
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If the student/applicant has never received a UCID from the University of Calgary (never
applied here before) they should indicate they do not have a UCID. Click the I don't have a

UCID... option.

Rccount Registrati

TEST elD Registration

Enter your profile information

note:
Your elD must end with lastname

= For example, if your name is John Smith your elD must end with smith which
means it can be j.smith or js.smith, etc.

= If your last name is longer than 5 characters you must use at least the first 5
characters

= Your eld cannot have any special characters or spaces.

= elD test.student

/

11 don't have a UCID and wish to register a guest account

L
L 1
L
I

= First Name
= Last Name
= Date of Birth {yyyymmdd)

Email address

UNIVERSITY OF 1
CALGARY [

What is an elD?
Your elD will be your personalized unique ID
for electronic access here at the UofC

What should | choose as my elD?

The elD we recommend is first Iast (e.q.
Joe.Smith). However you can choose anything
as long as you follow the eid rules==

My elD was already taken...

more==

What is my UCID?

Your UCID is the number on the front of your
UofC ID card. Please enter only the digits.
more==

Add another UCID?

Some users may have more than one UCID.
You can add as many as you own by clicking
Add another UCID.

What is my display name?

The myUofC portal will address you by this
name. We suggest you use simply your first
name more>=

Complete the required fields for First Name, Last Name and date of birth.
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The applicant will be required to create a password. They must follow the necessary criteria to

create a password. Also complete the Password Recovery Questions. Once the Account
Registration page is completed they can continue to the next page.

Click the Continue button.

Continue

Enter yous password

note: The password Must be 3t last § CRaractens lang with 3t At 008 CRAMCIB 4om
o 4 followineg Groups:

Bl CA5H (3T

* uDper Case (A-Z)

9)

* puntiuation exchuding = -5\

Why co | need such a complex password?
i IMporant 10r e sacurity of your

informaton thal you Choos 3 psswort It i
]

. eyt for olhers bo fgure out g
* Confirm Password W
_J
Entor your Password Recovery information
N
Why do | peed to enter Password Recovery
* Recovery Question 1 |Moters masden name ~ information?
; Winen you dorget your eld password we nead
Recowery Answir 1 ity :
* Recovery Queslion 2 Fathar's Micdle Name L% o wll by asend s questions again, and
you st arvswer them both correcly
il dodaviadd {Bceceding fo ihe Snswers you have emend
L ¥ Lol

Continug, |

®
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After Account Registration is successful, the confirmation menu displays their eID and their
registration information is confirmed (e.g. the elD is test.student). The student/applicant is
ready to begin the application for admission.

Note: It is not advisable for the student to sign on using the “here” button, they should
continue to follow the instructions in the email invitation. However, this screen indicates the
elD has been created.

[Susech Ustc_JGol

W |

LINIVERSITY OF

Account Registration -~ .

elD Registration

el registration is complete!

Wealcome Test Youw elD (s teststudent ‘/’

You have complabed the MylLUiofC regesiration process.

T sign on fo myUEC, chok bire and Sign on with your new &0 and passwornd

= st Ay - ATo 2w
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As per the instructions in the email invitation the student/applicant can navigate to the
Central Authentication Service (CAS) logon window where they can log on with their newly
created eID and password.

Click the Sign In button.

| Sign In |

Central Authentication
Service

test student

This prompt confirms the successful logon to the CAS (Central Authentication Service) and can
be closed. Click the Close button.

The Student Admissions application for Incoming Exchange displays (note this is a testing
environment). All Incoming Exchange applicants must click Edit to begin an application rather
than Create a New Application.

Click the Edit link.
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Click the Edit button.
Edit

®

UNIVERSITY OF

Slllllelll l-lllmISSIlIIIS # Incoming Exchange uwessiry or

Admission Forms

To begin your application, pleass click "edit”, “/

1f the edit link does not appear, pleass contact ITSupport@ucalgary.ca or 1-403-220-5555(;'5_..

Create a New Application &

Application Status

Application for Fall 2017 (by invitation) Incomplete Edit

The student/applicant can begin completing the application for admission. The left panel
displays the steps required. Each step will prompt for required information. Follow all the
steps on the application and press Save & Continue or Back as they process through the
application.

Click the I have read this page option.
EI have read this page

Click the Save & Continue button.

Save & Continue
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UNIVERSITY OF

CALGARY

Complete all the required field information for Personal Information then press Save &

Continue.

Click the Save & Continue button.

Bove & Conbinua

= Rzad This Fiest

Parconal Information

Addresaes

Coninct infomeation
Clizerahip
[Previguz Sdusatan
Poxt Barondary

Program |micreation

Aodibonal Informetion

R=iew =nd Submit

Personal Information

Plzaze wrie your sumame and first name =xactly as they appear i your passport.

Applicant's Name

* Eurname Studant
- First Name g
Middie Neme L?

Prefersd First Name

Former Bumameis)

icgraphical Infarmation

* Gender ® Famumie O pmie
* Dat= of BN (yyyy-mm- |
ad]

* Cguniry of Birih Canada

Additional Information

“ Have you previously apodled io the Unkershy of ot
G!E;':-:f’ E ! : () v (8 g

Vmad year @il you spok?

* Heve you preyiously aftended e Universky of -
- tl':,;', p ! 4 O s (O8I gy

What I your Unheersity of Caigery Student 10 Nomiber
[ kmaawn]

Are you currently estending an Engilsh 2 8 Second

Langusge Frogram In Canada? O Yes @ o
s WUhat Is your Flrst Langusge? |Erg|lsh v|
Wihat s your E=cond Lenguege? |-G-E|El!t— 'V|
Ehsdend Aooecelbillty Esrdioac
Students seeking csdemic sccomodebans shoukd consul B Student Acc=ssibiity Sarvdoes for sdvising and seooort.
G0 Back Bmve B Gnnmuﬂ
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Enter the Current Mailing Address and if necessary Permanent Address or select same as

above.
Click the Save & Continue button.

v o |

e Addresses
% Fesonal informetion

—rr % Current Mailing Address

aeme s svove F

* Couniry

P Gy

* Asdress

* City/Frovince/Stabe

PosisiTp Code

* Country [Canada o
© Azdnezs |323 Test Agarzse

-Gty |caigary

* Province [Aera r
“ Postal Code T2ZN1N4

Permanent Address

@0 Baok Save & Condinue. |
e
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Confirm all the contact information in the required fields including confirming your email
address as this is the email that subsequent information will be emailed including:

- Confirmation of Application receipt

- their University of Calgary ucid #

- Additional Reminders of important dates

Click the Save & Continue button.

e i |

Contact Information

The emall address you provide will be used fo communicate with you. Yiou will receive the folowing by emall

= &confimatian of rec=ipt of your ecpllcation
Confeot Information = your Universky of Caigary |0 numBer winin 1-2 working deys. of your submissicn of fis Acpiication for Admisicn
= remiaders of Imporiant dabes

Be sure you:
= Check your aooount for MEsseaes

= ma|ust sny emall SRErs you have 10 slow emalls from e Universky of Caigary 1o be recehed
= add regi=am@ucaigary cn a3 & safe sender b your address boak

Email Address ‘/"

“Emall Address.

“Confimm Emall Address */

Phones

Country CodeiPrefix Area Code Fhone Nemier Exisnslon
Frimary Phane [canada -1 || 4oz J108ERT
AR=mats Phane [-sglect |

‘8o Bapk un-xl:nrthnu!J
.8

When selecting Country of Citizenship the options change. For example when selecting
Canada the option for Canadian Aboriginal declaration displays including the Registration
Number option.
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If the Country of Citizenship is other than Canada (e.g. United States) the options for
Immigration Status will display including the Actual or Anticipated arrival to Canada. Once the
status is selected (e.g. Student Permit) the Permit Number may be included.
Click the Save & Continue button.

Zaww & Continus

= Fead This Frst

= Personal imformation

= Acdresses

= Contact Infommaton
Cizenship
Pravioes Sdussnn
Pt Secondary
Frogesm information
FrogramrrEpectic
ChesHons

Addisonal imformesion

Feesiew and Eubemit

Citizenship

Fizase Indicate: the: sirius onder which vou plan o enber Canade.

Informaon on visas andfor permits required to enter Canada can be fpund at

Although we nsaitze that st this sage you heve not IRety Analized your tavel plans, please indicats e date on which you currently expect bo
enfar Canede.

Your Etudent Fermik numcer is not requined.

Country of Citizenship
“Ciizenship [Unitzd Stzize W

Immigration Status

*Immigration St () Prranant FasizentLanded |mmigrants
—- % Student Pami
) work Parmi

':::' F=fuges

) Crher
Actusl or AsSripated Entry /
Dwaf= Inko Cansde (ryyy-mm | 17 06 01

=0}

Permit Numier

-

@0 Enok Zawm E Contines

Make a selection on the Post Secondary school page.

Click the Add A Post-Secondary Institution link.

|:-:|u & Poct-Tscandary Inchitution I

A
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Complete all the required fields for the post-secondary institution (e.g. United Kingdom, etc).
Note: The drop down list of Institution Names will only contain Exchange schools.

Click the Add button.

R0

Post Secondary

Pizase proyids detalls on your curent educasonal instheSon and degree progrem

Mot that "Engl Durie" reders fo your snficioatsd graduetion diae from your home unhersity.

Post Secondary Academic History

Add A Poct-Beoondary Incttution

Addtional Information

Reewend Submit Add Post Secondary Academic History
* Eauntry Unifi=d Fangoam =

Or plaase specty Bt ls not In the Ist

TR e
2015 w
* End Cets e v
Aczgemiz Crezents [aimon ~| @

Or plaase specty Bt Is not In the Ist

K
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Note: You can add more than one post-secondary institution if necessary by repeating the
steps.

Click the Save & Continue button.
|

= Resd This Frst

Post Secondary
& Personal imformaiion

Fiease provide detalls on your oament educetioned Insttution and degree program.
= Addreses
Mot that "End Ombe” refers to your enbcpated g radeasion dete from your Boeme by,

= Coniact Imomeaton

= ® Post Secondary Academic History

r

Previcss Sducadnn

Add A Poct-Sssondany iInchfuticn

Post Secondary

Laneczestiar Univarsity (Saptamber 2005 - March 2007 Edit Cakti

‘3o Baok la.ﬂ.l.(t-ﬂrl‘hr‘l.ﬂ
R

Confirm the Program of Choice and the correct Term (Incoming Exchange Fall 2017). No
option is required.

Click the Save & Continue button.
e v |

SIIIIIEI‘II Admissions - Incoming Exchange E‘E%;W

SBTART AFFLICATION LG0T

TR Program Information

= Peesonal imformation

Your peogram of choige is based on your home university major, as well a5 e courses you wish 10 study al the Universiy of Calgary
& Addrezes Piaase contact your UCakgary Exchange Codntnalor f you have afy quisions
# Contact Imormetion
® Clzmmhip Program of Choice
Brevias Sdutssnn Program Term

= Eo=t Secondany t‘ ry Bichange - Engreerng Fall Mi17 }
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Enter the applicable information for the program specific questions required for Incoming
Exchange. For example list a minimum of 7-8 courses per semester as back-up options.

Click the Save & Continue button.

Zave & Continue

Student AdMISSIONS - 1coming Exchange »a

CALGARY

START APPLICATION

Fiesd Thes Firsd

Program-Specific Questions
Persoral informaton
Plaase provide 3 benkatve (isl of counsesimodules you are inlefasiad in Exking a1 Me Univaraity of Calgary, usng e Uiniersity of Calgary

Fuldieasca COurs® Codes and numbers (Le, POLI 343 BIOL 205, eic.)

(ot | InSorenainn Plisasi ¢ongull our Public Courss Seanch af il i B @REUrE BV SOUMES YOU 358
requisting are avadabie in the semester you plan 19 come. If e coming year's tourses are nat yet avadable, we recommend Iogking at the

Cliconahip commespanding samaster of the custent year,

- Education Be sure i 0onsull your Exchange Coordinaior 1or infoMmabon on Coures limitalons of restncions pror i making mis ist

Prorid St orelary z
1. Piease Iist a minimum of 7-8 courses per semester (in arder of prority), 35 back-up oplions are essential in case a cownse i not
available

Program irdormaston

Program. Specaic
Duestians h

Aulcbtraral riormatzn

Fieview and Submi

Go Back Save & Continuns

4
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Enter the checkbox for the required field regarding English Language Proficiency.
Click the Save & Continue button.

e |

Stllllﬂllt ﬁdmissinlls # Incoming Exchange CAE%

START APPLICATION LOGOUT

b Additional Information

Pereonal irdormation

Fidr rsen
nalish Language Profickency
Cunmine | balaivralin I:-':-:-'i'.'l"r."-:- Englsh Languags Proficiency nequisemant must Ba mad bedons | cam b oonsicensd for admission at he University
o Calgary
Calrermhip
Priratoizs Educaton
FEnghsh is ur irst language, Fou may need b peowide proof of Engleh language (woicency. Piease Chacih willh your Rome
wiiveraly Exchange Coordinaior fof detain

130 Back Save & Continme

The Review and Submit table indicates what has been completed or, not completed allowing
the applicant to return to the specific section for completion.
Click the Continue link.

Student Admissions - ncoming Exchange gy oo

BTART APPLICATION (Kalcis iy

Review and Submit

= Acdresses Sactkan

% Confact Information Raad This First

- zaafi il [NAC T b Comphate
= C - Parsan al [NAomea i Comglk
Addresss Complkeis
Previoss SAutsunn . =
Contact Information Comglkets

% Fost Sscomdany Chizenshig Comgpbate

& Progem informetion SRl Complets

. FrogrameEpectic Prograim Infonmatic Compkets
' Chrtons

= Addional informeSion

Ga Eaok Continug

R
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Review the application and if necessary return to edit any information.

Slllllﬂlll Admissions - Incoming Exchange @E%;mg

ETART APPLICATION

S Review Application

& Personal Informeation

L= Admission Information
= Cortact informeticn Refaramos Humber 7OCC47SE
Esquancs Numbar 1
= Cliz=nhip si0 student
Tarm Fal 2047
Frevigus Educstion Last Updatn Dats Apdl 07, 2017
% Post B=condary
% Progrm monmason Personal Infformation
. _ Hama Etudent
] meﬂ:ﬂ Carndar Famuma
Dabes of Birth
ST Country of Birkh Cansds
[ —— \ Emall Addrece gosstron{ucsigary.cs
Currant Addrece 333 Tt Address
Calgmry, AS
Canads TIN1N4
Fhone Number 1-#02-2108882y7
Clizanchip United Eimims

immilgration Etafus Student Pemit
im In September 0H, 20497

i

Kz

Albarts Hudent Mumber |% 8N
Eoolal Insuranos Humbar [ M)

Afiending E 8L Program [
Firet Languags English

Post-Secondary Education

Lamcastor Unhnors ity ¥ou mus? provide & ranscrpt
September I075 - Manch 2017
United Kingdom

Program Information

Programic Incaming Exchange

Program Specific Questions

[

— ' = -
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Confirm the additional information on the lower portion of the Review and Submit. If anything

requires changes use the Go Back option. The applicant can also print the summary page.

When all information is confirmed press the continue button.

Click the Continue button.

ononus

Curra|

Fhons Humbar

Clizenchip

Immilgraticn Etafus

Entry Dais Info Cansda

Applisd af the Univerciy of
Calgary

Frevioucly Attanded the Univercity
of C:algary

Albaris Hudent Mumber {& 8N
Boolal Insuranos Number [ S4)
Afisnding E 8L Program

First Language

Post- Secondary Education

Lancaster Unhmarsity

Program Informaticn
Frograms'c

Program Specific Questions

Incoming Exchange,

Ie niot avallabdes

AMAT 307 ar AMAT 415

Inearming Exchange,

Additional Information

Calgany.

hi—1

1. Filzzcs lict a minimem of 7-2 courcec per cemasisr {In order

Y, AB
Canade TEN1N4
Sogmz-3 ¥

2 ESSS!,M
Unit=d Stmt=s
Student Pemit
Seplember 09, 2097

Hiz

Kz

Mz
Englxh

¥ou must provide B ranscripgt
Seplember 205 - Manch 2017
Unit=d Kingdoem

Incaming Exchange

Program Specific Documentation Reguirement

1. Plesse upioad & oy of your irarscripl Snom jyour home irstiution

S

oo Bk

S

of priorify), 26 back-up opélonc am sccantial In cace a

Prinf Bummary

lHMW‘_/\“”ﬂ\wfﬂ

OUres

v | understand the Englsh Languags Froficlency mouinement must b met osfane | can b considersd for admissian st the Unkoersity of

Coniinus,
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The applicant must Indicate that they understand the application declaration and payment
requirements by checking the box. When completed press Submit.

Click the Submit link.

Submi

Student Admissions - Incoming Exchange E‘EE%;W

LOGoUT

Application Declaration and Payment

mer=dy declare the Information | hae submiSed In this application s true, complete and corect to e est of my knowiedge and thet my
antobiographic and personsl submissions ans suthorsd sciely and entirely by me; | Wil keep e oniversky informed of any changes fo the
nfermatdcn In my epplicabon matenals. | undersiand that sebeitting this application permis the Unhversity of Caigery bo request or confimm

= Comiact Imommetian mry factusl imformebon necessany fo support my epplicaban for sdmission and Sk e submission of any false or pleglaioed stabsments ar
documents ar faliurs fo disdoss sfi=ndsnce et ancther post-secondary nstiution will result i e iImmediste cance labion of sdmission and
% CiEremship registrafion to the Unhversity of Caigary.
The persanal information of epplicants is collsched under e setforky of the Post-Bacondery Learning Act and in ecocedanos with the
iz Bdussten Fremdom of Information and Frotsction of Frivmcy Act [Alserts] [t s requied to determine sigisiky for sgmission and o contact applicants
regaming Unkersity peograms and sanioss. If admitied, the personal information will form pert of the shadent recced and will be disclosed 1o
= Fost Secondany rElevant academic and admicistrathe units. Scme Informabion wil be discicsed o relevant student sodeties and the alumnl essoclation and

will b= peovided to the federal and provincial govermments o meet reporting requirements:

= Progeam isformaticn

- The following persanal information b defined os e students pubilc recond et the Usbesrcly of Caigany: name, datss of registration and
= FrogearrEpedic gradustion, tsculy of regisiration, and degres/dipkms swarded. Qussions sisoet e collection o use of your parsonal Information may be
= made 10 e Admissians Offce s A03-110-7E25 0

= Addisonal informeson

Faview and Bubmit n @h:w remd mnd undersiood this epplicant decieresion, Bnd that B samithed bo the Usiversty of Calgary, | sgres to comply with a1 nie=s
=Ad reguistions of the Linkversky

Oo Exok Aubmit

L
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Once the application is complete the Finalize Application instructions indicate the next steps
the student/applicant must complete in order to satisfy their application requirements.
Please note that there may be different requirements for different types of exchange
applications.

Review and Submit - Finalize Application

Print Summary

Next steps

Within 1 - 2 business days of submitting your application, you will receive an email containing your University of Calgary

Identification number (LUCID).

« Once you have received your UCID through email, please log into the myUofC portal (https://my.ucalgary.ca) to access your
Student Centra.

« In the Student Centrs, you can view your Checklist, which will indicate which supporting documents (i.e. your transcript) are
requirad before your application will be complete.

« In order to finalize your application, you must submit 2 scanned copy of your official transcript from your home university. This

can be done through your onling Student Centra as soon as you have received your University of Calgary Identification Number

(UCID). Please upload 2 scanned copy of your official transcript (and any other required supporting documents) to your Student

Cantre within one week of raceiving your UCID.

Once all your supporting documents have been received, please allow 30 business days for processing of your application.

Correspondence from the University of Calgary will be sent to your email account. Please ensure you check your email account

regularly for messages.

Transcripts and Documentation Deadlines

You must provide transcripts from the following Post Secondary Institutes:
« Karolinska Institutet
You must provide the following supporting documentation

» Please upload a copy of your transcript from your home institution.

Flease submit your transcripts and other supporting documents within one week of receiving your UCID.

Exit
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Student Centre: Student View

Once a prospective student has submitted an application for admission there are checklist items
that are system generated that appear as To Do List items in the Student’s Centre. Often these
items require the student to upload supporting documents required to support their application
for admission. These documents can include unofficial transcripts, letters of recommendation,
record of work experience, etc. The following steps display how a prospective student uploads a
document in their student centre.

After navigating to MyUofC Portal at: my.ucalgary.ca they will see a login screen where they
can enter their user name and the password they created at the time of application
submission.

Click the Sign In button.

Sign In

Central Authentication
Service

student eid eg. first.lastname

student's password

Tip: They can minimize "-" or close "x" the Central Authentication Service window.
Click the Minimize button.
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After logging into the MyUofC Portal with their eid and password, they will see the Student
Centre and their information will appear including their emplid number/student id number
(e.g. 30051894). There is additional navigation under Quick Links that should be noted.

Home | Account | j

Hello

Welcome to myUofC
" UNIVERSITY OF

—~in
30051894 'Student,¢ on [N
v CALGARY 1 on 20'1?01—23 @ 08:59

Dashboard +  Allaboutme  Academic  Around campus

Announcements N A Quick Links

my T4/T4A Consent \
View my T4/T4A
Download T2202A
My Student Donation Receipt

No articles currently available
VIEW ALL ANNOUNCEMENTS

Desire2Learn

Office 365 Student Email
Webmail (archived)
Degree Navigator
Student Success Centre
My grades

My class schedule

Calculate GPA ?
Register for courses

. /

Student Centre StudentID # ME

. - Valuable
_m @ You are not enrolled in classes. Quick Links

My Academics

SCHEDULE BUILDER |

SEARCH FOR CLASSES |

enrollment shopping cart =
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Scrolling down in the Student Centre displays additional information. Of particular note is the
item on the "To Do List". These are action items the student must complete to satisfy their
application for admission. For example, Unofficial Transcript is requested. The To Do list for
applicants is often directly related to the items displayed in the Admissions section. This is
where students can upload supporting documents (e.g. Unofficial Transcripts).

SCHEDULE BUILDER I
Eiamiﬁh @ ¥ou are not enrolled in classes.

SEARCH FOR CLASSES I

enrollment shopping cart

[other academic.., v |i#)

Mo Haolds.

T To Do List

¥ Finances

. .

My A nt Unofficial Transcript
Bccount Inquiny @ You have no outstanding charges at this >
Financial Aid time. e
Wiew/Accept/Decline Awards A ts
Aoply for Awards coount aummary T Enrollment Dates
Submit Banking Information

Past Due: 0.00 Open Enrollment Dates
[other financial... ~ |® Amount Expected | Total Due

e Owred Loans for Term

0.00 0.00 0.00 T Enrolment Services Links

Print Enrolment Verification
Reqgistration information

— : Know your dates and deadlines
Personal Information

Contact Information - ]
Emergency Contact Student Fees and Finances
Names ‘Mailing)

Privacy Settings H“—W%‘ Pay vour tuition & fees
333 Test Address Student loan information
Calgary AB T2N1MN4 Puwards at UCalgary
[cther persanal... ~ |® Current Home Phone Campus E-mail
= | |~ othertiks
= — Enrglment Services
Foculy of Graduare Studies
UofC Calendar
A Ceo Status
Change of Program £ =Ee s

Accept/Decline

Select 'Status’ link for detzils
My Applications

- Open
|—5'°E-“s Studies

Fall 2017 | F.y | Upload

May-17
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The following steps display how a student can upload required supporting documents.
Click the Upload link.

B Eal=Tn

T Admissions

A
L

Chanoe of Program — e
Accept/Decline Select 'Status' link for detzils
My Applications
. Opsn A
SEE | dias Fall 2017 £y | Upload

p L

For this example the student is being requested to upload an unofficial transcript.
Click the Select link.

Documents Upload

Please upload the supporting documents listed belowr.

If you want to replace a decument that you have previously upleaded with a new one, dick the
‘Select’ button beside the document name and follow the instructions an the following page.

Only the most recent decumeant uploaded will be considered for admission.

| Select [Please provided Enrolment Services a copy of your transcript from your home institution.
L

[goto-. “1®

If the student attempts to upload a document after the application deadline has passed they
will received this error message.

bilsspnmn
(i

The deadline for uploading program specific requirements has
passed. Your application will be evaluated based on
documentation submitted before the deadline.

K
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Click the Upload button.

Upload |

' Attachments |

Document Mame |5l:atu5 |'|I'ienr |Up|nad | |
View Upload | I =

T .

The student can attach a file after browsing for it.
Click in the Browse field.

Help

Select the file (e.g. unofficial transcript).
Click the Open button.

l Open ]
=t Pl

After locating the file they wish to upload they can click the Upload button.
Click the Upload button.

Upload

If the file name is too long (greater than 30 characters) the following error message displays.
They can rename the document if necessary and attempt to upload again.

Message

AddAttachment failed: File name too long (137.55)
Call to AddAtiachment method feiled because the specified file name was too long.

Ok
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When the file has been successfully uploaded press the save button. If any updates are
required they will overwrite the previous document. Once the document has been loaded the
‘upload’ button is replaced by an ‘update’ button. Using the update functionality will allow
applicants to replace the previously uploaded document with a revised version if necessary.
Click the Save button.

I Save

Upload Document

Please provided Enrolment Services a copy of your transcript from your home institution,

You may upload a new document to replace your previous document by selecting the 'Update' button,

Only the most recent document upleaded will be considered for admission. Upon retumning to this screen, only the latest document will
appear.

Attachments

Document Mame |l.lp|uade-d Date |Description Status |'Uie1nr| |

View e |

Unofficial Transcript.docx 2017,/04/26 Unofficial Transcript.docx
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To return to the Student Centre click the Academic Link.

Click the Academic link.

Hello
Welcome to myUofC

30051894 (Student, on PAUA .
from PAPRD on 2017-01-29 @ 08:59 Advanced Searc

Dashboard v All about me Academic Around campus My favorites +-
ra

g [ Newi indaw | Help | B

Upload Document

Please provided Enrolment Services a copy of your transcript from your home institution,

You may upload 2 new document to replace your previous document by selecting the 'Update’ button,

Orly the most racent document uplosdad will be considened for admission. Upen retuming to this screen, only the lstess document wil

appear.
Document Name [ Date |Description [Status  [View| |
Unofficial Transeript doex 017/04/26 Unofficial Transcript docx Uploaded View (=]
Go back to list of documents

Click the Student Centre link.

Academic Around campus

Direct access

Unjye glendar

Deszire2Learn :
Degree Mavigator

fards Webmail
Student Success Centre
ds Campus Bookstore
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Uploading and Viewing Supporting Documents

The following steps demonstrate how to navigate to a UofC Web Electronic Document page in
order to upload an unofficial transcript. Also included is how to view the uploaded document.
Electronic Documents for Incoming Exchange are unofficial transcripts or any checklist
requirements as requested by the Faculty and/or Department.

Note: The task of uploading supporting documents is completed by Enrolment Services.
The task of viewing the supporting documents is completed by UCI and the faculties.

IMPORTANT: The name of any file(s) CANNOT be longer than 30 characters, including
spaces or symbols.

Navigation: Student Admissions > Application Evaluation > UofC Web Electronic
Documents > Web Electronic Documents > Enter Student ID humber > Search/Enter

Click the Student Admissions link.
Student Admissions

Click the Application Evaluation link.

Bpplication Evaluation

Click the UofC Web Electronic Documents link.
[JofC Web Electronic Documentd

Click the Web Electronic Documents link.

Web Electronic Documentd

Enter the Student’s EMPLID associated with the document to upload, UCALG in the
Academic Institution field and enter the applicable term (e.g. 2177 Fall 2017) and press
Search.

Search
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Web Electronic Documents

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Application Nbr: IW QL

ID: begins with w F:"EDD51 9[!9_} '
Academic Institution: = W UCALG QL &
Academic Career: QL
Application Program NI:ur: ')
Academic Program: Q
Admit Term: 2177 <Y 4
Application Center: Q,
Campus ID:

National ID:

Last Name:

First Name:

[ Include History [Icase Sensitive

Search ;Jki:[]lear Basic Search ED. Save Search Criteria

This will display the student’s supporting document page
Click the Supporting Documents tab.

| Supporting Documents |
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Program Referees Supporting Documents Unofficial Transcripts Data Recovery

Program Referees

Academic Program: OSEXG Academic Plan: EXST-DEG

Broosam Rafaracs

Application Number: 42363607 Program Number: o Program Status: Primary

Eind Eirst

ALy
30051909 i {

Academic Institution: UCALG University of Calgary Admit Term: 2177 Fall 2017

Academic Career: UGRD Undergraduate Programs Student Career Number: 0

Appilicant

1pfq Lk ) oot

On Supporting Documents the Supporting Document required is indicated by the Checklist

Code: OPEX and the Checklist Item: XTRAN Unofficial Transcript-Exchange. Note that the

Checklist Status: Initiated. This indicates the unofficial transcript has not been uploaded at

this point. The student will see a "To Do" item in Student Centre.
Click the Upload Document link.

Jpload Documen]

Program Referees Supporting Documents Unofficial Transcripts Data Recovery

Supporting Document

Academic Institution: UCALG University of Calgary Admit Term: 2177  Fall 2017
Academic Career: UGRD Undergraduate Programs Student Career Number: 0

Application Number: 42363710 Program Number: Program Status: Primary Applicant

Academic Program: EMNEXG Academic Plan: EXST-DEG
Supporting Document Find First ‘&' 10f1 &/ Last
+
Supporting Doc ID: 1127 (+]
PSAPPS

Checklist Code: OPEX Exchange
Checklist ltem: XTRAN Unofficial Transcript-Exchange Date Created: 2017/05/M15

Checklist Seq#: 100 Checklist Status: Initiated

Upload Document  Wiew Document CheckList

%

[F5ave _3:‘ Return to Search Previous in List =] Nextin List [=] Motify # Update/Display

Program Referees | Supporting Documents | Unofficial Transcripts | Data Recovery

To upload an unofficial transcript click on the Upload button.
Click the Upload button.

& Include History
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Upload

At this point it is assumed the unofficial transcript has been saved on the user's computer
and can be uploaded.
Click the Browse link.

Browse to the location of the unofficial transcript, select the file and click open.
Click the Open button.

Click the Upload button.
' Upload |

Supporting Documents

Upload Supporting Documents

30051919 Q
Academic Institution: UCALG University of Calgary Admit Term: 2177  Fall 2017
Academic Career: UGRD Undergraduate Programs Student Career Number: 0
Application Number: 423853710 Program Num| £ & chino D SRINTAEL &

Checklist Code: OPEX Checklist Item| 1€ Attachment

Help

Docoments | Audi _\Demonstration of an Unoffic  Browse._.

Upload | | Cancel

L3
—

Document Name Documed|

Supporti

[i|Save ||t Return to Search [=7] Notify

Note that Update displays enabling additional unofficial transcripts to be uploaded using the
update button if necessary. Click the Save button.
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Supporting Documents
Upload Supporting Documents
30051919 [:3

Academic Institution: UCALG University of Calgary Admit Term: 2177  Fall 2017

Academic Career: UGRD Undergraduate Programs Student Career Number: (0

Application Number: 42368710 Program Number: 0 Supporting Document ID: 1187

Checklist Code: OPEX Checklist Item Code: XTRAN Checklist Sequence: 100

Documents Audit
Document Name Uploaded Date Description Document Type Status View
E;Crgg?ig?m”—m—a”—U“"mc'a'—Tra 201710518 Demonstration_of_an_Unofficial_Tran| Supporting Document View [=]

* Update

[Glsave ||[Eh ReturntoSearch | |[=] Notify

Note the Supporting Document indicates the Checklist Status: Completed. This indicates an
unofficial transcript has been uploaded. To view the checklist click on Checklist

Click the Checklist link.

FProgram Referees Supporting Documents

Supporting Document

Unofficial Transcripts

Data Recovery

30051919 ﬂ

Academic Institution: UCALG University of Calgary Admit Term: 2177  Fall 2017

Academic Career: UGRD Undergraduate Programs Student Career Number: ]

Application Number: 42362710 Program Number: 0 Program Status: Primary Applicant

Academic Program: EMNEXG Academic Plan: EXST-DEG

Supporting Document Find First ‘4 1of1 & Last

+

Supporting Doc ID: 11587 +
Checklist Code: OPEX Exchange PSAPPS
Checklist Item: XTRAN Unofficial Transcript-Exchange Date Created: 2017/05/15
Checklist Seq#: 100 € Checklist Status: Completed

Checklist

[Z] Motify

Upload Document  View Document

[F]Save ||[@h Return to Search

Program Referees | Supporting Documents | Unofficial Transcripts | Data Recovery

Update/Display _,'sj Include History
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Checklist Management 1 displays the Checklist Code: OPEX and the Status: Completed as
well as the date the Checklist was completed.
Click Checklist Management 2.

Checklist Management 1 Checldist Management 2

ID: 30051919

Academic Career: UGRD

Admit Term: 2177

Student Career Nbr: 0

Application Nbr: 42368710

Application Program Nor: 0 Vanable Data
Checklist Date Time: 201710515 11:48:28AM
“Administrative Function: ~ ADMP_|Q Admissions Program
*Academic Institution: [University of Calgary M
*Checklist Code: |OPEX IO\ Exc hange)

Status Date: 2017/05/13 )

@ Currency Code

Completed  w

9920/1231 |5

GStalus:

Due Date:

Due Amount:

Comments:

[FlSave | |[ah Return to Search [=1] Motify EL Add 4 Update/Display
Checklist Management 1 | Checklist Management 2
Click the Checklist Comments link.
Checklist Commentd
Checklist Management 1 ({| Checklist Management2 | )
ID: 30051909 ﬂ

Checklist Date Time: 2017/04/28 11:06:49AM

Administrative Function: Admissions Program Status: Initiated

Academic Institution: University of Calgary Status Date: 2017/04/28

Checklist Code: Exchange Due Date: 99991231

Checklist ltem Table
*Sequence *ltem *Status =Status Date  *Due Date [#][=]
100 KTRAN |Gy Completed ™| |2017/08/07 9999M2/31
UnoffTrans ]
Checklist Comments
Responsible Q Name: x
D:

|l save ||[af Return to Search [=] Notify =% Add F7 Update/Display

Checklist Management 1 | Checklist Management 2
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Checklist item comments are what the student would see in the Student Centre on their To
Do list.

Click the OK button.
8] 4

Checklist ltem Comments

Checklist Item: XTRAN Unofficial Transcript-Exchange

Responsible ID:

Checklist

Item /

Comment:

These comments appear in the Student Centre To Do List

Student
Specific
Comment:

OK Cancel

When completed viewing the checklist you can close the window.
Click the Close Tab button.

View Supporting Documents:
This section is used by University of Calgary International (UCI) and faculties

The next part of this lesson demonstrates how you can view the uploaded document. Note:

You can also view uploaded documents from Student Admissions > Application Evaluation >
Dept Application Evaluation.

Click the Student Admissions link.
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[+ Student Admissiond

Click the Application Evaluation link.

Application Evaluation]
Click the UofC Web Electronic Documents link.

LUofC Web Electronic Documents
Click the Web Electronic Documents link.

Web Electronic Documentd

You can enter the student ID or search for the grid of information again if desired.
Click the Search button.

Search

Click the Supporting Documents tab.

| Supporting Documents |

To view any uploaded supporting documents click on the View Document link. Note the
Checklist Status: Completed. This indicates an unofficial transcript has been uploaded it can
also be viewed to verify the correct document has been uploaded.

Click the View Document link.

SE LOCUmEn
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Program Referees Supporting Documents Unofficial Transcripts Data Recovery

Supporting Document

30051919 Ej

Academic Institution: UCALG University of Calgary Admit Term: 2177  Fall 2017
Academic Career: UGRD Undergraduate Programs Student Career Number: 0

Application Number: 42388710 Program Number: 0 Program Status: Primary Applicant

Academic Program: EMNEXG Academic Plan: EXST-DEG
Supporting Document Find First ‘&' 10f1 ‘& Last
+
Supporting Doc ID: 1187 '_]
PSAPPS

Checklist Code: OPEX Exchange
Checklist Iltem: XTRAN Unofficial Transcript-Exchange Date Created: 2017/0D5/15
Checklist Seq#: 100  Checklist Status: Completed

Upload Document  View Document ChecklList

x

[5]Save ||[GF Return to Search [=] Notify £ Update/Display = Include History

Program Referees | Supporting Documents | Unofficial Transcripts | Data Recovery

At this point, the unofficial transcript would display (not shown for FOIP reasons).

»

An unofficial transcript would display. For FOIP reasons there is not one
available.

Demonstration of an Unofficial Transcript
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Query: UCAD_READY_FOR EVAL_EXCHANGE:
This section will be used by Enrolment Services

The following steps are required to run a query to view applications where all supporting
documentation has been received and the file is ready for review.

Navigation: Reporting Tools > Query > Query Viewer

Click the Reporting Tools link.

[»_Reporing Toold
Click the Query link.

:

Click the Query Viewer link.

Query Viewel
In order to view queries relative to admissions, enter "ucad" in the “Search By begins” with

text box and press Enter or Search.
Click the Search button.

Search

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

.
Search By [Query Name v|  begins with *

Search Advanced Search

3

Click the View All link.

Ruery Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

"Search By oegins vt

Search { Advanced Search

Search Results
*Folder View |—All Folders — v

Query Personalize | Flnd\ E First ‘4 1-300f53 b/ Last

. Runto Runto Runto Add to
Query Name Description Owner Folder HTML Excel XML Schedule Definitional References B

Adm Deposit Mass Changes

UCAD_ADM_DEPOSIT_MASS_CHANGES Quen Public HTML Excel XML Schedule Lookup References Favorite
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Scroll down to view the query UCAD_READY_FOR_EVAL_EXCHANGE
Tip: Click Favorite to include this query as a favorite.
Click the HTML link.

bl

UCAD_READY FOR_EVAL COP Applicants for Change of Prog Public HTML Excel XML Schedule Lockup References Favorite /
UCAD_READY_FOR_EVAL_EXCHANGE Ready for Eval for Exchange Public Excel XML Schedule Lookup References Favorite

UCAD_READY _TO_EVAL UGRD students ready to eval Public HTML Excel XML  Schedule Lockup References Favorite

Enter the Institution (UCALG), the Career (UGRD) and the Term (e.g. 2177).
Click the Look up Application Centre button.

A list of Application Centres display. Select OPNF Open Studies Admission-No Fee which is
the application centre for Exchange applications. Click the OPNF link.

UCAD_READY_FOR_EVAL_EXCHANGETRETAV Tor EVATTOFEXchange

Institution: UCALG |Q

Academic Career: UGRD |Q

Admit Term: 2177 |&

T (T Q Search by: [Application Center s|begins with

Acad Prog: Q

Look Up Cancel Advanced Lookup

Degree Plan: &}

Academic Plan: Q Search Results

Appl Complete Date ==: B View 100 First ‘4 11gof12 P/ Last

| View Results | Application Center Description Academic Career

Acad Prog EMPLID MName  Degree Plan A CAAP Campus Alberta GRAD
COP Change of Program UGRD
GRAD Graduate Admissions GRAD
GSPG Grad Special Programs GRAD
LAW Law Admissions UGRD
LOP Use for APAS Trans LOP only UGRD
MED IMedicine (except BHSC) MED
NFEE Mo Admission fees {blank)
L OPNE < Open Studies Admission-No Fee UGRD )

OFSs kj Open Studies Special Cohorts  UGRD
OPST Open Studies Admissions UGRD
OQTR Open Studias - Qatar UGRD
PGME Postgraduate Medical Education MED
PGNF PGME - Sponsored Programs  MED
QATR Undergraduate Qatar UGRD
RAD Re-Admit to Graduate Program  GRAD
UGRD Undergraduate Admissions UGRD
VETM Veterinary Medicine UGRD

Click the Look up Acad Prog button.

&

A list of Academic Program displays. For this example select ENEXG for Schulich School of
Engineering. Other acceptable programs are: LAEXG Faculty of Law and OSEXG Open Studies.
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Click the ENEXG link.

-
EMNDIP Schulich School of EN Diploma  ENDIP EN A
(ENEXG Schulich School of Engineering  ENEXG EN D
EMNSr.N Schulich School of EN Special  ENSPC EMN
ENVIS Schulich School of EM Visiting  ENWVIS EN
EVEXC Environmental Design Exchange EVEXC EV
EVMTH Environmental Design Msir Thes EVMTH EV
EVSPT Environmental Design Spec Thes EVSPT EV
BEVAWST Environmental Design Vist Thes BEVWVET BV
FABCH Fine Aris Bachelor FABCH FA
FADIF Fine Aris Diploma FADIP FA
GSDOoC Graduate Studies Doctoral GsSDoC GS
GSEXC Graduate Studies ExchangeCrse GSEXC G5
GSEXT Graduate Studies Exch Thesis GSEXT G5
GSMCB Graduate Studies Master's Crse  GSMCB G5
G5SMTH Graduate Studies Master's Thes GSMTH G5
GSMNFPC Graduate Studies Non-Prog Crse GSNPC G5
G3VEC Graduate Studies Visit Crse GSVSC GS
GSVST Graduate Studies Visit Thesis GSWST G5
HABCH Haskayne Schl of Business Bach HABCH HA
HUBCH Humanities Bachelor HUBCH HU
KNBCH Kinesiology Bachelor KMBCH KN
LABCH Law Bachelor LABCH LA
(TAEXG Faculty of Law LAEXG LA~ D
MDEBCH Medicine Bachelor MDBCH WD
MDDPL Medicine Diploma MDDFL WD
MDEXC Medicine Exchange MDEXC WD
MDMD Medicine Medical Doctor MDMD WD
MDPST Post-Graduate Medical Educatn MDPST WD
MDSPC Medicine Special Student MDSPC WD
MOWIS Medicine Visiting MDOWIS WD
NUBCH Mursing Bachelor NUBCH MU
NUBQT Mursing Bachelor - Qatar NUBQT MU
OSCDH Open Studies: Casual Stdnt{DH) OSCDH RO
OSCHD Open Studies: Casual Stdnt(ND) OSCND RO
OsDuUL Open Studies: Dual Credit Fam OSDUL RO
OSEXC Open Studies: Exchange Student OSEXC RO
I'“-IC?SEXG Open Studies OSEXG RO

Click the Choose a date button and enter the Application Complete Date by selecting it from
the Calendar or enter it directly. This date is the date that the file is complete. You can specify
which completion date you want to start to review files from (e.g. May 1, 2017).
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Click the View Results button.

Wiew Results

The results will display:
- Academic Program

- Student ID (EMPLID)
- Name

- Degree (Degree Plan)
- Academic Plan

- Application Number
- Program Number

- Admit Term

- Application Center (OPNF)
- Admit Type

- Appl Complete Date (date file was complete)

NOTE: When entering Degree Plan as "EXST-DEG" and leaving Acad Prog blank you will get

all the Incoming Exchange programs

UCAD_READY_FOR_EVAL_EXCHANGE - ﬂeaay for Eval for Exchange

Institution: UCALG |Q
Academic Career: UGRD |Q
Admit Term 2177 |Q
Applicafion Centre: OPNF |3
Acad Prog: ENEXG |Q
Degree Plan: Q,
Academic Plan: Q,
Appl Complete Date ==: |2017/05/01 Ei;l
View Results
Download results in - Excel SpreadSheet CSV Text File XML File (1 kb)
View All First 1-1 of 1 Last
Acad Prog EMPLID Name Degree Plan Acad Plan ApplNbr ProgNbr Admit Term Appl Ctr  Admit Type  Appl Complete Date  Fee Type
1 ENEXG 30051890 EXST-DEG 42368672 02177 OPNF  OSN STN
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Sending file to Department/Faculty for review
This section will be used by Enrolment Services

Use the following steps to notify a Department/Faculty that a file is ready for them to review.

Enrolment Services reviews students returned on the ‘Ready for Eval — Exchange query (previous
query) and sets the File Status field.

Navigation: Student Admissions > Application Evaluation > Application Evaluation >
Enter Student ID number > Search/Enter

Click the Student Admissions link.

[+ Student Admissiond

Click the Application Evaluation link.

Rpplication Evaluation

Click the Application Evaluation link.
Wpplication Evaluatior]

Enter the applicable student ID number or academic program and, if desired, term. Press Enter
or Search.
Click the Search button.

Search
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Select student from the list by clicking on the appropriate row under ‘Search Results’

Application Evaluation
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
Search Criteria
Application Nbr: Q,
ID: 30051909 Q
Academic Institution: = W UCALG Q,
Academic Career: aQ,
Application Program Mbr: QL
Academic Program: Q
Admit Term: Q,
Application Center: Q,
Campus ID:
National ID:
Last Name:
First Mame:
U include History [ Correct History [ Case Sensitive
Search Clear | Basic Search [BF Save Search Criteria
Search Results
View All
Application Nbr ID Academic Institution Academic Career Application Program Mbr Academic Program Admit Term
423656097 30051909 UCALG UGRD 0 OSEXG 2177
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Sending File to Faculty for Review

When an applicant completes the on-line Exchange Application, the system will add the
evaluation code of 'Exchange’ on the ‘Application Evaluation’ to the student'’s file. Note: If you
are dealing with a paper application, the ‘Exchange’ evaluation code can be added manually on
the same page. The ‘Exchange’ evaluation code stores the evaluation (Eval Stat) and file (File
Status) statuses set during the process as the file is transferred between Enrolment Services and
the University of Calgary International (UCI).

Favorites = Main Menu ~ » SBtudent Admissions ¥ > Application Evaluation ¥ > Application Evaluation ﬁ Home Add to Favarites

© UNIVERSITY OF

/JCALGARY

*Evaluation Code: EXCHANGE | Exchange

1

“Evaluation Nbr: Ll Recalculate Evaluation

Evaluation Rating
Eval Stat: Committee Rating ID: Q
Eval Dt: B3] Overall Rating ID: EXCHANGE |Q
Comment:
Application Status Find | View All First ‘4 10f1 &) Last
; . HE
*Effective Date: | 2017/05125 ] Effective Sequence: 1
EA Status:
Adm Status: Prog Status: Applicant
Assessment Ind: [ Assessment Ind Override
File Status
File Status:
At Fac
Date: Domestic User ID:
Hold
Intl Eval
Transfer To: |Application Evaluaior Ratings ~| Go

[FSave ||[gh Retumn to Search | |<]Notify || % Refresh 4 Update/Display s Include History [i%» Correct History

Application Evaluation | Overall Rating | Committee Rating | Evaluator Rating | HS Average Calculation | Early Adm Average Calculation | Cond Adm Average Calculation | GPA Calculator W

#100% ~

Select At Fac from the File Status list.

Press .o Save
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Query: UCAD_FILE_AT_FACULTY:

This section will be used by University of Calgary International (UCI) and faculties

Use the following query for viewing applications that have been sent to University of Calgary
International (UCI) and/or Departments for faculty processing for Incoming Exchange applicants.

Navigation: Reporting Tools > Query > Query Viewer

Click the Reporting Tools link.

[»_Reporing Toold

To search for queries specific to admissions, enter "ucad" in the "Search by begins with" text

box and press Enter or Search.
Click the Search button.

Search

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By [Query Name v begins with

Search Advanced Search

N

A reduced list of queries displays, click View All to view the entire list of queries for

admissions.
Click the View All link.

Query Viewer

Fnter any information you have and click Search. Leave fields blank for a list of all values

earch By begins wi

éAt\-.-anced Search

*

Search Results
*Folder View \
Query Personalize | F\nd\ LE.’
Query Name Description Owner Folder m‘."MI‘_° E:;ﬁ‘f ?;’,"I'_“’ Schedule  Definitional References ‘::f'o'r‘i’m
UCAD_ADM_DEPOSIT_MASS_CHANGES a‘i';"r?9°°5"“'3550“a”995 Public HTML Excel XML Schedule LookupReferences  Favorte
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Scroll down to the query UCAD_FILE_AT_FACULTY. Tip: Click Favorite to add this to your
favorites.
Click the HTML link.

CAD_E D N ™ TN HTML Excel XML Schbdule  Loofup Referehuds

.,
EA/STNRD

ICAD_FILE_AT_FACULTY File at Faculty Public HTWL  Excel XML Schedule Lookup References Favorite

ICAD_FILE_BACK _FROM_FACULTY File Back From Faculty Public HTM;Rj‘-_xceI XML  Schedule Lookup References Favorite
Studept Ranking-Final

ublic H

Enter the Institution (UCALG), Career (UGRD) and the applicable Term (e.g. 2177 Fall 2017).
Click the Look up Program button.

&l

A list of Academic Programs display including 3 for Incoming Exchange; ENEXG Schulich
School of Engineering; LAEXG Faculty of Law and OSEXG Open Studies. Note: OSEXC should
no longer be used. For this example select ENEXG. Click the ENEXG link.

zNEXC

ARBCH Arts Bachelor ~
CCBCH Communication & Culture Bach
CCVIS Comm & Culture Visiting
EDBCH Education Bachelor
EDDIP Education Diploma
ENBCH Schulich Sch of EN Bachelor
ENDIP Schulich School of EN Diploma
@EXG Schulich School of Engineering)
ENSPC Schulich School of EN Special
ENVIS Schulich School of EN Visiting
FABCH Fine Arts Bachelor
FADIP Fine Arts Diploma
HABCH Haskayne Schl of Business Bach
HUBCH Humanities Bachelor
KNBCH Kinesiology Bachelor
LABCH Law Bachelor
K TAEXG Faculty of Law )
MDBECH Medicine Bachelor
MDDPL Medicine Diploma
NUBCH Mursing Bachelor
NUBQT Mursing Bachelor - Qatar
OSCDH Open Studies: Casual Stdnt(DH)
OSCND Open Studies: Casual Stdnt(ND)
OsDUL Open Studies: Dual Credit Pgm
OSEXC Open Studies: Exchange Student
FOSEXG Open Studies t)
OSQTR Open Studies: Transition Qatar
0osvIS Open Studies: Visiting Student
QABCH MNursing Bachelor - Qatar
QADIP Diploma of Nursing - Qatar
SCBCH Science Bachelor
SCVIS Faculty of Science: Visiting
SSBCH Social Sciences Bachelor
SWBCH Social Work Bachelor
VIMDWVM Doctor of Veterinary Medicine v
AP AA - Graduation Program
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Click the View Results button.
Yiew Results

The results display the student ID number, name, Academic Program, File Status (File), Date
that the file was sent to the Faculty.

UCAD_FILE_AT_FACULTY -File at Faculty

Institution: UCALG |Q
Career:  UGRD | O
Term: 277 |

Program: |ENEXG |Q
View Results

Download results in :  Excel SpreadSheet CSV Text File XML File (1160 kb)

View Al / / / / First 1-100

Program Acad Degree Joint Acad Admit File Eval Action Prog Acad Eval HS
[ £ Choice Prog Plan D Program Level Type Status b= Stat S Rsn Actn Actionilaie Load Asum Code Average GE

t

1 30008901 | 4 FILE 2016/10/03 AP APPL 2016/10/03 N 0.0000
2 10174687 1 ! FILE 2016/10/03 AP APPL 2016/10/03 N 0.0000
3 30029104 | J FILE 2016/10/03 AP APPL 2016/10/03 N 0.0000

4 30027859 1 | FILE 2016/10/03 AP APFL 2016/10/03 N 0.0000

10136090 FILE 2016M10/03 AP APPL 2016/10/03 N 0.0000

Scrolling to the right displays additional information such as the individual who is responsible
for the file in Enrolment Services in the Updated by column.

A
First 1-10 57 b Last
le Ewval =

Action Prog ) Acad Eval HS . Updated

fus oo Stat SEE Rsn Actn BT Load ‘;Eg? Code Averapge B Lo By
EE 20161 V03 AP APPL 2016M10/03 N 0.0000 30009901
% 20161 V03 AP APPL 2016M10/03 N 0.0000 00315675

X 16110703 P APPL 2016M10/03 N 0.0000 30029104
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Application Assessment and Department Decision

Use the following steps to complete an evaluation of an Incoming Exchange applicant.

-Using the UCAD_FILE_AT_FACULTY query results to select students (previous step)
Department/Faculty reviews the application and enters an Evaluation Status

Navigation: Student Admissions > Application Evaluation > Application Evaluation >
Enter Student ID number > Search/Enter

Click the Student Admissions link.

[ Student Admissiond

Click the Application Evaluation link.

Bpplication Evaluation]

Click the Application Evaluation link.

Bpplication Evaluatior

Enter the applicable student ID number or academic program and, if desired, term. Press Enter
or Search.
Click the Search button.

Search

Click the Eval Stat list.

Eval Stat:
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‘Eval Status’ — applicable values for Exchange Applicants are: Fac Adm (admit), Fac Inadm
(inadmissible). For this example select Fac ADMIT.

Click the Fac ADMIT list item and press Save.

Fac ADMIT >

UMIVERSITY OF

" CALGARY

Apphcation Evalusiion | vl Batng | Coernilen Fabng

it Saguance:

EA Saatus:

Fac PROEX
Fac QO

Asm satus |

Anseanmend I LA Cona

File Stamyn [ ADM-Exct

]
LA e
File Sttt |y o
= LALIA-Paesy [FF 8
LAl e

Li] AT
Academnic Career  Undwgracusle FIogrETe Appicatssn M WETI0 il 5
Prog Mo Acatpmic Progras:  Srrelon School of Enginesing
Firgd [ View a8 Frst & 101 B Lt
‘Evalugiion Coge:  EACHANGE 0 [agharme X =
*EvRius D WD 1 | [P —
Ewaibeitezn Fatrg
Eval Sint Coaneraitos Fiaang i L §
vl D Oeepiial Rt IO EXCHAMGE O
Conmanenl:
A aon St Fordd [View a8 Fral & 1of1 A Ls

Prog Slahus: Agpscst

[ Assasnmannn st Creenrioe

Eviues Ratwwy | S Aebiage Cacusees, | B

a

s Wmiow | e | (I

0N -
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QUERY: UCAD_FILE_BACK_FROM_FACULTY:
This section will be used by enrolment services

This query is used to display any applications that have been processed and evaluated by the
University of Calgary International (UCI) or faculty/department.

Navigation: Reporting Tools > Query > Query Viewer

Click the Reporting Tools link.

[+ REeporting Toold

Click the Query Viewer link.

In order to view queries relative to admissions, enter "ucad" in the "Search By begins with" text
box and press Enter or Search.
Click the Search button.

Search

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search BY [Query Name v|  begins with .

Search Advanced Search
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A reduced list of queries will display. To view the entire list of queries, click View All.
Click the View All link.

RQuery Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By ——

Advanced Search

Search Results
*Folder View |—All Folders — v

Query Personalize | FindI E First ‘4 1-30 of 53 Last)

Query Name Description Owner Folder 5.';""‘}_0 E:QEIIO )R(;‘rl'_w Schedule Definitional References 'I?::otr‘i)tes
UCAD_ADM_DEPOSIT_MASS_CHANGES gﬂg‘rfepos't Mass Changes o e HTML Excel XML Scheduls  Lookup References  Favorite

Scroll down to view the query UCAD_FILE_BACK_FROM_FACULTY. Tip: Click Favorite to include
this query as a favorite.
Click the HTML link.

LUCAD_FILE_AT_FA TY File at Faculty ublic HTML Excel XML Schedule Lookup References Favorite

UCAD_FILE_BACK_FROM_FACULTY File Back From Faculty Public HTML JExcel XML Schedule Lookup References Favorite
Student Ranking-Final . -

Enter the Institution (UCALG) and the Career (UGRD) and enter the Term (e.g. 2177 Fall 2017).
Click the Look up Program button.

&l
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A list of Academic Program displays. Scroll down to view the entire list.

UCAD_FILE_BACK_FROM_FACULTY - T BacR rrom raculty

Institutiofi: [UCALG | @,
Career: Q

Term:
Program: |:|(1
User | _'1.5

ID Name User Program

Choice  Degree

Search by: [Academic Pregram w|begins with |

Look Up Cancel Advanced Lookup

Search Resulis

View 100 First ‘&' 137ofar B Last
Academic Program Description

2PRG [...]

ARBCH Arts Bachelor

CCBCH Communication & Culture Bach
CCVIS Comm & Culture Visiting
EDBCH Education Bachelor

EDDIP Education Diploma

ENBCH Schulich Sch of EN Bachelor
ENDIP Schulich School of EN Diploma
ENEXG Schulich School of Engineering
ENSPC Schulich Schoolgf EN Special

May-17
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Note the 3 current Academic Programs for Schulich School of Engineering ENEXG, Faculty of Law
LAEXG and Open Studies OSEXG. Note: OSEXC should no longer be used. Select the applicable
Academic Program (e.g. ENEXG).

ARBCH Arts Bachelor
CCBCH Communication & Culture Bach
CCVIS Comm & Culture Visiting
EDBCH Education Bachelor
EDDIP Education Diploma
EMBCH Schulich Sch of EM Bachelor
EMDIP Schulich School of EM Diploma
@EKG Schulich School of Engineering__:)
ENSPC Schulich School of EN Special
EMWIS Schulich School of EN Visiting
FABCH Fine Ars Bachelor
FADIF Fine Arts Diploma
HABCH Haskayne Schl of Business Bach
HUBCH Humanities Bachelor
KMNBCH Kinesiology Bachelor
LABCH Law Bachelor
(TAEXG Faculty of Law )
MDBCH Medicine Bachelor
MDDFL Medicine Diploma
MUBCH Mursing Bachelor
MUBQT Mursing Bachelor - Ciatar
OSCDOH Cpen Studies: Casual Stdnt(DH)
OSCND Cpen Studies: Casual Stdnt(ND)
osDUL Cpen Studies: Dual Credit Pgm
OSEXC Open Studies: Exchange Student
OSEXG Open Studies .
OSQATR Cpen Studies: Transition Ciatar
O5VIS Open Studies: Visiting Student
QABCH Mursing Bachelor - Giatar
QADIP Diploma of Mursing - Clatar
SCBCH Science Bachelor
SCVIS Faculty of Science: Visiting
SSBCH Social Sciences Bachelor
SWEBCH Social Work Bachelor
WIDWI Doctor of Veteninary Medicine
AP A4 - Graduation Program

l i
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Enter the Institution (UCALG), Career (UGRD) and applicable Term (e.g. 2177). You can enter your
EMPLID in the User field and press Enter or Search. This will generate a list of applicants that you
originally sent to the Faculty. Otherwise click View Results to view a list of all applications that
have been reviewed and sent back from the Faculty.

Click the View Results button.

Wiew Results

UCAD_FILE_BACK_FROM_FAEUE TV -Tie Back rrom Faculty

Institution: |UCALG |G
Career:  (UGRD |Q

Term: 277 |Q Enter ID if desired
Program: [ENEXG |Q

User:

View Results

ID  Name *3ser Program Choice Degree Plan Joint Lvi Type FS EvalCode FES Fac StatDt Status Actn Reason Date Load EA

The results will display the student ID, name, the emplid of the individual in Enrolment Services
who sent the file to the faculty, program information, evaluation code, faculty decision (FES)*,
faculty decision date, program status and program status date.

*Note: Valid FES values for Exchange student are:

- FA - Faculty Admissible

- FC - Faculty Conditional Admit

- FI - Faculty Inadmissible

UCAD_FILE_BACK_FROM_FACULTY - T'le Back r-rom raculty

Institution: UCALG |Q

Career.  |UGRD |3y,

Term: 2177 |Q

Program: |[ENEXG |Qy

User:

View Results

Download results in :  Excel SpreadSheet CSW Text File XML File ({1 kb)

View All / / / First 1-1 of 1 Last
D

Name User Program Choice Degree Plan Joint Lvl Type F S  Eval Code FSE Fac Stat Dt Status Acin Reason Date Load EA

1 30051893 Hungary,Pretty 04004646 ENEXG 1 EXST- N OSN FILE EXCHANGE FE 2017/03/29 AP APPL 2017/03/29
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Admitting or Denying Offer of Admission
This task is performed by Enrolment Services

Using the results from the UCAD_FILE_BACK_FROM FACULTY query (previous step), Enrolment
Services will update the applicants program status.

Navigation: Student Admissions > Application Maintenance > Maintain Application >
Enter Student ID number > Search/Enter

Click the Student Admissions link.

[+ Student Admissiond

Click the Application Maintenance link.

Bpplication Evaluation

Click the Maintain Application link.
Bpplication Evaluatior]

Enter the applicable student ID number or academic program and, if desired, term. Press Enter
or Search.
Click the Search button.

Search

uon

Select the Application Program Data tab and click on the plus “+" sign to add a new row. This
enables you to update the status.

i Deda BubIres S Regional Application Program Data Appiicabion Data Application SchoolRecruiting | M
..... e [l ]
Academic institution: Unessrsity of Calgary Application Number: 4795
Academic Carger: e AdUETE Progeanms Carser Numbes
id | Wiew A ' 1of1 & Last
Program Numbier: "Effactive Dali: 2l H : :

*Admit Term: 2177 | Effective Sequence: = H
*Academic Program: DSEXG (O OSEXG Expected Graduation Q
Term: .
*Academic Load: L “Campus: =
[ soimt Program Program Choice: e
Statuis: ADpie ant Action Date:
*Program Action: |APPL |Cf Appscation Action Reason:
Last Updated On: 204 7/04/28 11:06:31AM By: DO775821 Evaluation
| Vigw Al First ‘& 101 & Lgal
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Beopraphical Dotails ACOrasses Bogeonal Application Program Data Apphc abom Data Appic abon SChoolRecnsiting [®
30081509 i~
Academic Institution:  Universsty of Caigary Application Humber: 42368867
Academic Career; Undergraduate Programs Career Number; a
Program Data Fird | View A1 Firsi & 10of2 k' Lasi
Program Mumber: o *Effective Date: 0TS |[H
[= [=]
“Admit Term: 2177 |3 F17 Effective Sequence: A = B @
“Academic Program: CSEXG (O OSEXG Expectad Graduation 1
Term: .
*Acsdemic Load: FUl-Thma:: % “Campus: (AN P UCALDG
[Jdsint Program Program Cholce: Primary
Program Stalus
Status: Active Action Date: 2000825
€Program Action:  MATR |0 Mafrculation ) Action Reason: a
Last Updated On:  2017/04/28 1105 3140 By: 00775821 Evaluation
Create Prograrm Calculate Deposit Feas
Ptan Diata Find | View Al First & 1001 & Last
*Academic Plan: EXST-DEG =3 Undengrad Exchange Student 0EG = =
“Plan Sequence: 1
Sub-Plan Data Find | View All First ‘& 10r1 & Last
=
*Sub-Plan: =1 [ =]
Transter To; | Education | Qe
_E;ﬂmﬁ' Retum 1o Search | | Moty | | &= Refresh £ Updateispiay | ) include History | | (2 Comect History
Bapgraph its | Addresses | Regional | Applicatson Program Data | Application Data | Application SchoolRecruiting | Application Student Response
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QUERY: UCAD_INCOMPLETE_APPLICATIONS:
This query can be performed by Enrolment Services or by the faculties

The following steps are used to complete a query for incomplete applications related to
Incoming Exchange. Incomplete applications refer to essential requirements missing from an
application therefore it cannot be processed.

Navigation: Reporting Tools > Query > Query Viewer

Click the Reporting Tools link.

[ Reporting Toold

Click the Query link.

Queny

Click the Query Viewer link.
Query Viewel

In order to view queries relative to admissions, enter "ucad" in the "Search By begins with" text
box and press Enter or Search.
Click the Search button.

Search

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By [Query Name ~|  begins with Z

Search Advanced Search

X

A reduced list of queries will display. To view the entire list of queries, click View All.
Click the View All link.
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Query Viewer

Fnter any information you have and click Search. Leave fields blank for a list of all values

"Search By -

e S83EN | Advanced Search

Search Results
*Folder View |— All Folders — v

L] Personai\ZéIFmd\ B (fst @ 130052 @ La;t

. Runto Runto Runto Add to
Query Name Description Owner Folder HTML Excel XML Schedule Definitional References e

Public HTML Excel XML Schedule  Lookup References — Favorite

UCAD_ADM_DEPOSIT_MASS_CHANGES g‘j’;‘r?ems‘t Mass Changes

Scroll down to view the query UCAD_INCOMPLETE_APPLICATIONS. Tip: Click Favorite to
include this query as a favorite.
Click the HTML link.

bl

*mmw “MWHWMMJ N L VR W o
UCAD_GRAD_ADM_LTR_WVW e Admission Letters  Public HTML Excel XML Schedule Lockup References

UCAD_INCOMPLETE_APPLICATIONS Incomplete Applications Public HTML Excel XML Schedule Lookup References Favorite w
UCAD_INTL_READY_TO_EVAL Intl. UGRD stdnts rdy to eval Public HTP.|.\9' Excel XML Schedule Lookup References Favorite

Law LSAC gquery by Admit
Term

Law L.

Favorite

UCAD_LAW_LSAC Public HTML Excel XML Schedule Lookup References Favorite

Enter the Institution (UCALG) and the applicable Admit Term (e.g. 2177 Fall 2017).
Click the Look up Program button.

&

A list of Academic Programs display. Scroll down to view the entire list. Note the 3 current
Academic Programs for Schulich School of Engineering ENEXG, Faculty of Law LAEXG and Open
Studies OSEXG. Select the applicable Academic Program (e.g. ENEXG).

Select the applicable Academic Program (e.g. ENEXG).

Click the ENEXG link.

EnExd
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UCAD_INCOMPLETE_APPLICATIONS - Incomplete Applications

Institution: lucALG @ _— S . :
ST TR 2177 |Q ((ENEXG Schulich School of Engineering  ENEXG EN -
. ENSFC Schulich-2 30l of EN Special ENSPC EN
Program: |:|Q ENVIS Schulich Schol of EM Visiting  ENVIS EN
Program Choice: | EVEXC Environmental Design Exchange EVEXC EV
Plan: |:|Q EVMTH Environmental Design Mstr Thes EVMTH EV
EVSPT Environmental Design Spec Thes EVSPT EV
EVWVST Environmental Design Vist Thes EVVST EV
AR S T T Program | FapcH Fine Arts Bachelor FABCH FA
FADIP Fine Arts Diploma FADIP FA
GSDOC Graduate Studies Doctoral GSDOC GS
GSEXC Graduate Studies ExchangeCrse GSEXC GS
GSEXT Graduate Studies Exch Thesis  GSEXT GS
GSMCB Graduate Studies Master's Crse  GSMCB GS
GSMTH Graduate Studies Master's Thes GSMTH GS
GSNFC Graduate Studies Non-Prog Crse GSNPC GS
GSVSC Graduate Studies Visit Crse GSVSC GS
GSWST Graduate Studies Visit Thesis GSVST GS
HABCH Haskayne Schl of Business Bach HABCH HA
HUBCH Humanities Bachelor HUBCH HU
KMNBCH Kinesiology Bachelor KMNBCH KM
LABCH Law Bachelor LABCH LA
(TAEXG Faculty of Law LAEXG LA D
MDECH Medicine Bachelor MDBCH MD
MDDPL Medicine Diploma MDDPL WD
MDEXC Medicine Exchange MDEXC MD
MOMD Medicine Medical Doctor MDMD MD
MDPST Post-Graduate Medical Educatn MDP3T WD
MDSPC Medicine Special Student MDSPC MD
MOWVIS Medicine Visiting MOVIS MD
NUBCH Mursing Bachelor NUBCH MU
NUBQT Nursing Bachelor - Qatar NUBQT NU
OSCDH Open Studies: Casual Stdni(DH) OSCDH RO
OSCND Open Studies: Casual Stdnt{ND) OSCND RO
OsDUL Open Studies: Dual Credit Pgm OSDUL RO
DOSEXC Open Studies: Exchange Student OSEXC RO W
OSEXG Open Studies OSEXG @

Click the Program Choice list.

' .:El

Program Choice: |

v]

Four program choice options display, select Primary.

Click the Primary list item.
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UCAD_INCOMPLETE_APPLICATIONS - Incomplete Applications

Institution: UCALG |Q
Admit Term: 2977 |Q
Program: ENEXG |Q

Program Choice:
Alternate
Flan: Correction (Temp Valug)
| View Results Primary s
—  |UGRD Admissions Alternate
Institution Application Term Program Program Choice ID MName

Click the View Results button.
| View Results |
The query results include the ID of the student (ID), the name of the student (removed for FOIP

reasons); the application number and the Checklist (OPEX Open Studies Exchange). As well as
the date the checklist was due (not displayed).

UCAD_INCOMPLETE_APPLICATIONS - Incomplete Applications

insitution oaLs oy
Adimit Team 2177 (G,
Program ENEXG O
Program Chosce: [Frimary V]
P L]

Wierw' Riesuits

Dowriosd nesults i . Exosl SpreadShesl OV Text Fis XML File |
Wi Ad First 14 of 4 Lasl

imsddution  Applcabion Term  Frogesm  Prograsn Chosce I Mg Applcation Miv - Program Nbe Checkiisl  Chechligl Due Dale

1 LCALS rg g ENENG 1 30051802 A2RBETY 0 OPEX SN2

2 UCALG 277 ENEXG 1 30051895 42ERA 0 OPEX SN 231

I UCALG HTT ENEXG 1 30051948 4XWEAT0G 0 OPEX SoeeM2AY

4 UWCALG T ENEXG 1 o181 4233710 0 OPEX I
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