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 When an applicant has not indicated an English Language Proficiency test result 
on their application it will be necessary to add this to their list of test results. These 
steps are outlined as follows: 
 

• Add the ELP Test Score to the Test Results 
• Update the Checklist 
• View the Test Results on the Department Admission Evaluation Page 

 
 Add the ELP Test Score to the Test Results: 

1. Click the Student Admissions link. 
 

2. Click the External Test Score Processing link. 
 

3. Click the Test Results link. 
 

4. Enter the ID, Last Name and/or First Name of the applicant and press Enter or 
Search. 
 
Click the Search button. 

 
5. The Test Results page will be displayed. Complete the fields as follows. 

 
Click the Look up Test ID button. 
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6. The Search Results for Test ID will be displayed. Scroll down to view the entire 
list. Click the UofC-Engl Lang Proficiency link. 
 

 
 

7. Enter the applicable Test Date (e.g. 2013/05/01).  
 

8. The Data Source must be entered. Click the Data Source list. 
 

 
 
Regular is selected when the test results are entered by a GPA.  
Self-Rpted indicates the applicant has self-reported the test results. 
Unoff Test indicates the student has sent a copy to the the department/faculty. 
 

9. Click the Reg list item. 
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10. Click the Acad Level list. Post-Secondary is always the selection for this list item. 
Click the Post-Secnd list item. 
. 

 
 

11. Click the Look up Component button. 
 

12. The Search Results for Component will be displayed. Scroll down to view the 
entire list. 
 

 
13. Select TOEFI - TOEFL Internet Based. Click the TOEFI link. 
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14. The score received should be entered into the Score field (e.g. 80). Enter the 
desired information into the Score field. Note: Once the Score is entered 
additional fields will autopopulate. 
 

15. Click the Save button. 

 
16. When Save is pressed the Checklist Item Update will indicate selected.  

 
  

Update the Checklist: 
The next step will show how to update the Checklist in Checklist Management - 
Person.  

1. Click the Campus Community link. 
 

2. Click the Checklists link. 
 

3. Click the Person Checklists link. 
 

4. Click the Checklist Management - Person link. 
 

5. The ID should carry over, otherwise you may have to enter the ID. 
 
Click the Add a New Value tab. The ID will carry over, otherwise you may enter it 
here. 
 

 
6. Click the Add button. 
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7. A new page will display the current date and time and the checklist status will 
default to Initiated. 

 
Click the Look up Administrative Function button. 

 
8. The Search Results for Administrative Function will be displayed. Scroll down to 

view the entire list. The Administrative Function should be set to PROS Prospect. 
Click the PROS link. 
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9. Click the Look up Checklist Code button. 
 

10. The selection must be ELPG for English Language Proficiency Condition. 
 
Click the English Language Proficience link. 
 

 
11. Click the Variable Data button. 

 
12. Click the Look up Academic Career button and click the Graduate link. 

 
13. Click the OK button. 

 
14. When completed the fields for the Checklist, press Save. 

 
Click the Save button. 

 
15. To ensure the Checklist has been created follow these next steps. 

Click the Checklist Management - Person link. 
 

16. The ID will carry over, otherwise enter  any search criteria you have. 
 
Click the Search button. 

 
17. Any checklists will be displayed in the grid below. Note the ELPG/PROS checklist 

has been created. 
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View the Test Results on the Department Admissions Evaluation Page: 
 

1. Click the Student Admissions link. 
 

2. Click the Application Evaluation link. 
 

3. Click the Dept Admission Evaluation link. 
 

4. Enter the ID or any search results into the applicable fields and press Enter or 
Search. 
 
Click the Search button. 

 
5. A gird of applications may appear for that student if there are more than 1. Click 

on the desired application. 
 
Click the GSMCB link. 

 
 

 
6. The Application Evaluation window will appear of the applicant. Scroll down to 

view the test results area to view the test results for English Language Proficiency. 
 

 
 
End of Procedure. 
 

 
 

To view the online learning consult: 
www.ucalgary.ca/ittraining 


