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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.  This is 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. 

 
2.  The evaluator should log into their MyUofC Portal with their username and password. 
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3.  Once the evaluator has logged into the MyUofC Portal they can click on Academic then Faculty Centre. 

 
 

4.  Click on Admin Evaluation by Evaluators. 
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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. 
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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). 
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7.  Additional information can be viewed on the application by scrolling down the page.  
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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. 

 
 

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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9.  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. 

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

10.  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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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. 

 

 
 
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). 

 


