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In order for uploaded documents to be visible on the application on the Dept Admission Evaluation page for 
Graduate Program Administrators, as well as on the Adm Evaluation for Evaluators page for Evaluators and 
Graduate Program Directors the following steps must be completed. There are three locations where this 
information must match: 

- External Education 
- Unofficial Transcripts 
- Checklist Management – Person 

 
 External Education: 

1. Click the Student Admissions link. 
 

2. Click the Application/Transcript Loads link. 
 

3. Click the Education link. 
 

4. Enter the Emplid, Last Name or First Name and press Enter or Search. 
Click the Search button. 

 

5. From the External Education tab, ensure that the External Org ID and Extend Org Description are 
accurate (e.g. Universidad Complutense de mad). Correct and save if required.  
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 Web Electronic Documents: 
1. Ensure that the same External Insitution is also populated in Web Electronic Documents, Unofficial 

Transcripts component. You may navigate from the main menu or follow the breadcrumbs as 
follows.  
 
Click the Student Admissions button > UofC Web Electronic Documents  

 

2. Click the Web Electronic Documents menu. 

 

3. Click the Search button. 

 

4. Click the link for the Admit Term and degree you are looking for (e.g. GSMTH). 
Click the GSMTH link. 

 

5. Click the Unofficial Transcripts tab. 

 

6. On the Unofficial Transcripts tab ensure the Organizational Id and Extended Org Name match the 
External Education component (e.g. 00100518 Universidad Complutense de mad). If changes are 
required update and save the page. 
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 Checklist Management – Person: 

1. Ensure the Checklist also matches the External Institution. You can navigate from the Main Menu 
or follow the breadcrumbs. 
 
Click the Main Menu button. 

 

2. Click the Checklist Management - Person menu. 
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3. The Emplid should carry over, otherwise enter it and press Enter or Search. 
 
Click the Search button. 

 

4. Any checklists will appear in the grid below. Select the applicable checklist (e.g. GSAPPL) for the 
admit term that you are updating. If the student has applied more than once in the same admit term, 
you will have to update both checklists. 
 
Click an entry in the GSAPPL row. 

 

5. Click the Checklist Management 2 tab. 

 

6. From the Checklist Management 2 tab ensure that the Org ID and Description of the 
Institution match the other two components (External Education and Unofficial Transcripts). If 
changes are required, update and save. 

 
7. Click the Checklist Comments link. 
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8. From the Checklist Item Comment, ensure that the External Institution is also indicated. If changes 
are required, update and save. 

 
9. Click the OK button. 

 

10. Once the External Institution is populated on each of the 3 components; External Education, 
Unofficial Transcripts and Checklists, it will be visible on the application. You may navigate from the 
main menu or use the breadcrumbs to navigate to the Application. 
 
Click the Main Menu button. 

 

11. Click the Dept Admission Evaluation menu. 

 

12. The Emplid should carry over.  Press Enter or Search to view the application. 
 

13. The Application Evaluation will be displayed. Scroll down to view the External Institution. 
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14. When all 3 components are populated with the External Institution the uploaded document will be 
available as a link for downloading. Until all three areas match the uploaded documents will not be 
visible. 

 
End of Procedure. 

 
 

To view the corresponding online learning, consult the 
Student and Enrolment Services website > Student 

Administration (PeopleSoft Campus Solutions). 


