H UNIVERSITY OF
Evaluator Instructions CALGARY

SA - Graduate Programs

The following instructions are for evaluators who will assess and, in some cases, include ratings for prospective
students' applications for admission. Evaluators will receive an email inviting them to evaluate a prospective
student. Some evaluations will have a deadline indicated; however, this is Department/Faculty specific.

1. Thisis an example of the email the evaluator will receive. (Not exactly as shown).
Note: In accordance with the Freedom of Information and Privacy Policy some data has been removed.

SAMPLE EMAIL

Frome N

Ta: —— <€———  Evaluator Name

Ce

Subject: Ready tor Evaluation -« i
Student ID: © \
P — Student Name
Academic Program: = %
Degree; i
Academic Plan: W% . "
Evaluation Deadline Date may be included, €= DePartmentFaculty Dependent Deadline MAY appear
You have been assigned as the eval for the above student. The applicant’s application is ready for your evaluation.
To complete this evaluation, please go to my.ucalgary.ca, login to your Faculty Centre and then select
the Adm Evaluation by Evaluators link.

2. The evaluator should log into their MyUofC Portal with their username and password.

Central Authentication
Service

Enter Your Username

Password Enter Your Password
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3. Once the evaluator has logged into the MyUofC Portal they can click on Academic then Faculty Centre.

Hello,Evaluator Name

Welcome to myUofC Account  Help  Signout
UNIVERSITY OF
Dashboard v All about me My work Research Academic Around campus My favourites +- Search mylUofC qQ
Teaching Direct access
Teachingschedule University Calendar
View course calendar ¢ Faculty Cemre
Manage grades DesireZlearn =
Book a classroom Campus Bookstore
Book equipment HR Academic Staff
Order books & materials
Dispose of old documents
Teaching & Learning Centre
View course evaluations

Announcements

4.  Click on Admin Evaluation by Evaluators.

Hello (EVAlUatar Blame
Welcome to myllo
UNIVERSITY OF

CALGARY

Account  Help Signout

Dashboard v All about me My work Research Academic Around campus My favourites 4- Search myUofC ﬂ

ﬁ Faculty Center

Use the Faculty center to manage all your class related activities.

My Schedule E Administer Grades E Grad Stdnt Annual Progress Rpt
View your class and exam schedules. Administer Grades Graduate Student Annual Progress Report

E Student Competition Scoring E Class Roster

= Grade Roster

Student Competition Scoring Assign grades and post your grade rosters.

Wiew your class rosters.

E Adm Evaluation by Evaluators E Adm Eval by Program Directors
Admission evaluation by evaluators for applications Admizsion Evaluation by Program Directors
currently assigned to them by the program administrator.
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5. The Adm Evaluation by Evaluators window will display a list of application(s) assigned for evaluation. Click
View All to see a complete list of the applications. The Student ID# will appear, the applicants name, etc. will
be listed. Note: In accordance with the Freedom of Information and Privacy Policy, some data has been
removed.

Click the Applicant Name link to evaluate the applicant. Note: There may be more than one applicant
listed if the evaluator is required to evaluate more than one application.

Hellome
‘Welcometo myUJoT! Account  Help  Si;
UNIVERSITY OF ~—

Dashboard v All about me My work Research Academic Around campus My favourites +- Search mylJofC

Eva uanr Hame

Admission Application Evaluation

@pplications assigned to ynu) Click View All to see a complete list of applications

Applications assigned to you | Fg'j

Personalize | Find | View All | 2|

Application Academic Degree Academic
Nbr Program Plan Plan

1 30000026 D 3 Fall 2015 G5DOC PHD-DEG GLGP-AOQS SOWHKC Evaluator Review
~ -
Zh>

Search for more applications

Student |Click to view application Term

Committee|Evaluation Status

Ewaluator: Search for applications that you have been assigned at

some point as an evaluator but are not in the above list.

Empl ID: ]
Acad Career: S
Admit Term: S
Acad Prog: [
[

Degree Plan:
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6.  The application will display including the applicant’s name, id number, application fee status and additional
details. If desired evaluators can view the unofficial transcripts, references and supporting documents by
clicking on the link(s).

Application Evaluation

Applicant Name: Student's Hame ID: Student ID Humber

Program Applied To For Fall 2013

Application Fee

Facully of Graduate Studies:

Graduste Studies Doctoral
Doctor of Philosophy {Degres Stream)

inesring [Area of St
Erw ircnmental Enginessing {Interdis ciplinary ) {Spedializstion)

Citizenship Information:
Country of Citizenshipt  Canada
Visa Type
Ciate Landed:
Abariginal Person: M
Applicant Contact Information:

Ermnail:

Phonsg Phong Humbsr [Extansion Prafarrsd

Current Home - ||
Other O

Click on Unofficial
Previgusly apply to the Graduate Studies at the U of C: ‘== Term: FOE Drate:  2005/0831 Transcript to view the
University of Calgary Mtendance: Never attendad University of Calgany Unofficial Transcript

Ciick o view Unotficy
Institution sttendsd From Diats To Dats Transcript Recshied Transcn " | Date Loaded Year Converbed GPA
159905001 | 200605030 | 20130418 Unofficial Transcript| 20130418 2004
2010001701 | 2012006030 | 201300311 Unofficial Transcript| 20130418 2012
P Tl e ———
Transcript Rscslved | Click to view
High $chool Attendsd From Dats To Date Dats Unoffictal Transcrl b Converted GPA
(Mot Available)
Institution De=pras Description Ma|or Ares of Study Depres Dats Status Depres Sourcs

BSC Bacheler of Science 200412001 | Complete

Self-Rpted
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7. Additional information can be viewed on the application by scrolling down the page.
...N" » -"}I ‘lhv—'f -"' "‘\. f‘ - _,.F'\ oy _.; ,.f, .r" TR S _,4"“'1_.';' .J'fr.\'

,.P

&
-

"—f

Qick here to view the Refermce Form or Reference Lettel
[

ot My bt Mame  QeQaniEEDOR MATY
- — F
Raferpnon Foorrm
T
Ha'eremca Letw .

IMiO  ImiCompomsi Descripdicn

1 ELP IELTS IELTS Bang
i GRE ANLY Arpiyraal
1 GRE SUAN Craantestive
4 GRE VERS Werbal

Supporting Documents Customize

cliﬂ: to view Documant

pplcation Questions

Are you applying to a Combined Program® if yes, specily
No

g’ Dalslosde]

Balerercp Lot

20080802
201200727
201208727

"\I'I‘
t-"h- L

| Find | ) ¥
Date Loaded

AT Click to view Supporting
Program Proposal p—
GP;:C:l:uI;nut / Sid ]

which program

Hive you completed sy Courtes towards this program? if yes, pleases list them

o -]

Is this application for re-admivsion (0 complets 3 program you withdrew, of were withdrawn from

Students answers to
program questions

4 How did you hear about this program?
Interoat Search ‘ dlselared here

i you have completed an undergraduate snd/or WMaster's thesis, plesse give the thesis ared and title.

previoushy?

Provide 3 copy of the abatract if st all possible

22087

-
-

List below any scademec avwards, schirvementy, honours of other distincions you have received.
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8.  For Committees WITHOUT Rating Components:

Scroll down the window to the area where the evaluator can select the evaluation status and enter
comments. Three evaluation status’ will appear:

Eval INADM: for applicants that the evaluator is not recommending for admission
Eval RECOM: for applicants that the evaluator is recommending for Admission

Eval REVW: for applicants pending evaluation

Make the appropriate Evaluation Status selection and enter applicable comments.

Committee: ANTH ANTH Admission Committee CNDTIFY PROGRAM ADMINISTRATOR | )
Evaluator ID: Evaluator Emplid Evaluator Name

Committee Role: ACAD / Academic Member of Committaa

Evaluation Status: Eval REVW ~ Evaluation Date;  [2013/08/22 @

Overall Rating:

Comment:
Enter Comments

Note: Once an evaluation status has been evaluated, the application will no longer show in the "Applications
assigned to you", but can be located by using "Search for more applications".

If you find an exceptional applicant and would like to notify the administrator to take immediate action, enter
your comments and evaluation status and then select "Notify Program Administrator". This will
immediately send an email to the program administrator with your comments.
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For Committees WITH Rating Components:
Scroll down the window to the area where the evaluator can select the evaluation status and enter
comments.

Evaluators can type in the rating or use the Rating Value Look Up tool to rate the applicant accordingly.

Look Up Tool

Click on the rating value that reflects your assessment of the applicant. The rating values will display
indicating the rating and the descriptions available. Do this for each component.

Committee: MARCH MARCH Admissions Committee NOTIFY PROGRAM ADMINISTRATOR |

Evaluator ID:

Committee Role: MMBF Member of Committee

Evaluation Status: Evaluation Date: 2014/01/13 @
Dvwerall Rating: fio0.00

BT A good candidate for cur program

Comments can be entered here.

Scheme: EVDS Committea Rating Scheme

-
Customize | Find | @ | R First n

Rating

Out of Comments
Value

Component| Description

1 o001 GPA 40% G, 40 |
2 0010 Partfolio 40% (G 40 |
3 ooz0 References 10% Q 10 |
4 0020 Statement 10% Q 10 |
Save RETURN TO SEARCH PREVIOUS | NEXT PRINT|
s AN

NOTE: The rating components displayed are a sample. Each program can have their own criteria to evaluate
applicants.

Select the overall evaluation status of the applicant

Three evaluation status’ will appear:

Eval INADM: for applicants that the evaluator is not recommending for admission
Eval RECOM: for applicants that the evaluator is recommending for Admission
Eval REVW: for applicants pending evaluation.

Make the appropriate Evaluation Status and enter applicable comments.
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UNIVERSITY OF Evaluator Instructions
CALGARY SA - Graduate Programs

Once you have selected a rating value for each rating component and an overall evaluation click
the Save button and you will see an overall rating value populated to show your overall rating of the

applicant.
SAVE |
Committea: MARCH MARCH Admissions Committee NOTIFY PROGRAM ADMINISTRATOR |
Evaluator ID: 10156108 Shunpike,Stan
Committee Role: MMBF Member of Committee

Evaluation Status: | Eval RECO V Evaluation Date: |2014/01/13 [
@PE“REtinm 82.00 fwo.oD

A good candidate for our program

Comment:

Scheme: EVDS Committee Rating Scheme

=
Customize | Find | EI | B First n

Rating

Out of Comments
Value

Component Description

1 ooo1 GPA 40% [ 32 z.s1-370 a0 |
2 0010 Portfolio 40% [ 35/ very aood a0 |
3 0020 References 10% [ 6Q good 10 |
4 0030 Statement 10% | & very good 10|

Note: Once an evaluation status has been changed from Eval REVW and saved the application will no longer
show in the "Applications assigned to you", but can be located by using "Search for more applications".

End of Procedure.

For the corresponding online learning, consult the
Student and Enrolment Services training website >
Student Administration (PeopleSoft Campus Solutions).
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