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The following steps outline how Graduate Program Directors are able to view all applications in their program 
that have been assigned to evaluators as well as enter evaluation status for prospective applicants.  

 
1.  To view the applications, sign into the MyUofC portal my.ucalgary.ca   

 
Click the Sign In button. 

 
 

 
 

2.  Under Quick Links click the Faculty Centre link. 
 

 
 

3.  The Faculty Centre will open to My Schedule page. In order to view the applications assigned to you 
you must navigate to Adm Eval by Program Directors.  
 
Click the Faculty Center link. 
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4.  Click the Adm Eval by Program Directors link on the menu. 
 

 
 

5.  All applications that have been assigned evaluators will be visible on the Program Director Evaluation 
page. Click on any desired application you wish to view and evaluate. For this example we will select the 
first one listed. 
 
Click the name of the applicant link. 
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6.  The application will display including the student's name, id number, application fee status and 
additional details. 

 
 

7.  If desired Graduate Program Directors can view the unofficial transcripts, references and supporting 
documents by clicking on the link(s). 
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8.  Additional information can be viewed on the application by scrolling down the page including where 

the Graduate Program Directors can view all faculty members evaluations by clicking on View All.  

 
 
Evaluator status and comments will be visible. 

 
 

9.  The Graduate Program Director can select the evaluation status and enter comments.  
Click the Evaluation Status list. 
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10.  Three evaluation status' will display: 
Eval INADM: for applicants that the GPD is not recommending for admission 
Eval RECOM; for applicants that the GPD is recommending for admission 
Eval REVW: for applicants pending evaluation 
 

11.  You can enter an evaluation date and comments and press Save when completed. You may also use 
the navigation buttons to evaluate the next application or return to the search page. 

 
 
Press the Save button. 

 
End of Procedure. 

  
 

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

http://www.ucalgary.ca/ittraining

