Graduate Students Approaching
UNIVERSITY OF

CALGARY Completion Query
SA - Graduate Program

Graduate Program Administrators and Graduate Program Officers can run a query to identify students who are
approaching their final year of program. Included is how to run the query and save or remove it as a favorite.

1. Click the Reporting Tools link.
Reporting Tools

2. Click the Query link.
Queny

3. Click the Query Viewer link.
Query Viewed

4, Enter the desired information into the begins with field. To identify queries for UofC Student
Records, enter ucsr. Click the Search or press Enter button.

Query Viewer

—nter any information you have and click Search. Leave fields blank for a list of all values.

*Search By [Query Name ¥|  begins with ucsr_| .
Search %Advanced Search
5. A list of ucsr public queries displays. To search for Students Approaching Completion and run the

query, scroll down to UCSR_GRAD_APPROACH_CMPLT _DT. Click the HTML link.

Query Viewer

[Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By begins wih

éAﬂvanced Search

Search Results

*Folder View
Query Personalize | Find | View All | (21| =] First ‘&' 1-230f23 ‘' Last
‘Query Name Description Owner Folder ﬂaf_ﬂ 2::;] ;:;:"I‘_m Schedule Definitional References ?:rju(r?les
UCSR_ACCESS_STONT_T2202 INFQ  Peress SuintT2202 Public HTML Excel XML Schedule  Lookup References  Favorite
UCSR_COOP_CLASSES_TO_SCHEDULE COOP/ANTE Class Scheduling Public HTML Excel XML Schedule Lookup References Favorite
UCSR_DONATION_SUMMARY gﬁnﬁi?f'\ Donation Public HTML Excel XML Schedule  Lookup References  Favorite
UCSR_EFWR_NOT_CLEAR_BY_DT EFF. Wiiing Mot Clearby— pypyic HTML Excel XML Schedule  Lookup References  Favorile
UGSR_EMAILS_FOR_LOCKERS_RENTED Sg":iég"‘" for Lockers Fublic HTML Excel XML Schedule  Lookup References  Favorie
UCSR_ENROLLED_NO_T2202_DATA Students with no T2202 Data Public HTML Excel XML Schedule Lookup References Favorite

IUCSR_GRAD_APPROACH_CMF‘LT_DT Students Appr Compleion  Public
Students Exceeding

cel XML  Schedule Lookup References Favarite ‘I

UCSR_GRAD_EXCEED_CMPLT_DT

Completion Public HTML Excel XML Schedule Lookup References Favorite
UCSR_GS PASTOUE CHKLST ITEMg A Srad stdntpastdueadm gy HTML Excel XML Schedule  Lookup References  Favorite
= R o vy o =
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6. The UCSR_GRAD_APPROACH_COMPLT_DT query window opens allowing selection criteria to be
entered. Complete the fields with desired search criteria. Note: You can enter this information
directly or use the Lookup tool. Click the Look up Institution button. Click the UCALG link.

7. Enter the desired term directly or use the Lookup tool. Click the Look up Term button. For this
example, select 2191 (Winter 2019). Click the 2191 link.

Query
Search by. |Term v |begins with | A
Look Up Cancel | Advanced Lookup

Search Results
View 100 First ‘4 12350f235 B Last
Term Degcription Short Description
9999 End of Time End Time
2217 Fall 2021 F21
2215 Summer 2021 521 |
2213 Spring 2021 P21
2211 Winter 2021 W21
2207 Fall 2020 F20
2205 Summer 2020 520
2203 Spring 2020 P20
2201 Winter 2020 W20
2197 Fall 2019 F19
2195 Summer 2019 519
2193 Spring 2019 P19

|| 2193 Winter 2019 W19

18
2185 5UMmmer 2018 518
2183 Spring 2018 P18
2181 Winter 2013 W13
2177 Fall 2017 F17
2175 Summer 2017 517
2173 Spring 2017 P17
8. If desired, enter a Primary Plan. Click the Look up Primary Plan button.

0. Enter the desired information into the begins with field. For this example of GDER-AOS, enter
"gd". Click the Look Up button.
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10. Click the GDER-AOS link.
Query
Search by: [Academic Plan | begins wiihED | x
Look Up Cancel | Advanced Lookup
Search Results
View 100 First ‘4" 1or1 ‘% Last
Academic L Academic Academic  Academic
Deszcription
Plan Plan Type Program Career
GDER-AQS Grad Div of Educational Resrch ADS (blank) GRAD
11. You may also enter optional Degree Stream (e.g. EDD-DEG) and Academic Program (e.g. GSDOC)
to narrow query search results. Date From and Date To fields must be completed. You can enter
the date directly or use the Lookup tool. Click the Calendar Date From button.
Gl
12. Manipulate the calendar to select the desired Date From. Tip: Using the calendar manipulation
ensures the date is formatted correctly.
13. You can enter the Date To directly or use the Lookup tool. Click the Calendar Date To button.
Manipulate the calendar to select the desired Date To.
14. When satisfied with the query search criteria entered click the View Results button.

UCSR_GRAD_APPROACH_CMPLT_DT - Students Appr Completion

(

Institution |UCALG |Q,
Term 2191 |Q
Primary Plan (Optional) GDER-AOS |Q “’
Degree Stream (Opiional) Q,
Academic Program (Optional) Q
Date From 2018/02/01 Eﬂ(

Date To [2019/06/30 |[5] «

View Resulis
Last Name Student ID Plan Degree Plan Academic Program

March 2019

Maximum Completion Date IE DL Joint Program
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15. The query results will display in HTML format. The results can be saved as an Excel file. Note: All

student information displayed is scrambled for FOIP reasons. Click the Excel SpreadSheet link.

UCSR_GRAD_APPROACH_CMPLT_DT - Students Appr Completion

Institution |UCALG |3

Term 2191 |Q

Primary Plan (Optional) GDER-ADS  |Q

Degree Stream (Opftional)

a

Academic Program (Opfional) &}

Date From 2018/02/01

El

Date To [2019/06/30 |5

View Results

Download results in :

View All
Last First Name
1 Eckhart Jocelyne
2 Graham Diane
3 Leversuch Dan
4 Mogos Aravamudhan
5 Melson Vanda
6 Paglicauan Rebecca
7 Patriana Dalton
&  Phillips Lorraine
9 Rooney Dylan
10 Schaber regina
11 Somerville Jill

12 Zacharewicz Stella

Plan
GDER-AOS
GDER-AOS
GDER-AOS
GDER-AOS
GDER-AOS
GDER-AOS
GDER-AOS
GDER-AOS
GDER-AOS
GDER-AOS
GDER-AOS
GDER-AOS

Excel SpreadSheet | CSV Text File XML File (2 kb)

Degree Plan
PHD-DEG
EDD-DEG
PHD-DEG
EDD-DEG
EDD-DEG
EDD-DEG
EDD-DEG
PHD-DEG
EDD-DEG
EDD-DEG
EDD-DEG
PHD-DEG

Academic Program

GsDOC
GsDOC
GsDOC
GsDOC
GsDOC
GsDOC
GsDOC
GsDOC
GsDOC
GsDOC
GsDOC
GsDOC

Maximum Completion Date
2018/07TM15
2019/04/30
2019/04/30
2018/06/30
2019/06/30
201812131
201812131
2018/10/06
20181222
201812131
2018/09/30
2019/02/28

First 1-12 of 12 Last

VE DL

mmm-—=G = mm?r™ —rm~m =

ZZZZZZZ =222

Joint Program

16. After pressing Excel SpreadSheet, a download bar displays (depending on browser) prompting you
to Open/Save (Save, Save as or Save and Open).

4| Page
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Do you want to open or save UCSR_GRAD_APPROACH_CMPLT_DT_2387.xdsx (4.40 KB) from

Save

r.ucalgary.ca? Save as

Open

Save T Save and open

—
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17. Results will be displayed in the Excel SpreadSheet. Information removed for FOIP reasons.

UCSR_GRAD_APPROACH_CMPLT_DT_2387.xlsu [Protected View] - Excel
Home Insert Page Layout Farmulas Data Review View ACROBAT 9_ Share
“ PROTECTED VIEW Be careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing x
G30 - I v
A B C D E F G H I J -

1 12

2

3 |Eckhart locelyne GDER-AOS PHD-DEG  GSDOC 2018-07-15|T N

4 Graham Diane GDER-AOQS EDD-DEG  GSDOC 2019-04-30| E N

5 |Leversuch Dan GDER-AOS PHD-DEG  GSDOC 2018-04-30 L N

& Mogos Aravamudhan GDER-AOQS EDD-DEG  GSDOC 2018-06-30 1 N

7 Melson Vanda GDER-AOQS EDD-DEG  GSDOC 2019-06-30|L N

2 Paglicauan Rebecca GDER-AOQS EDD-DEG  GSDOC 2018-12-31 E N

% Patriana Dalton GDER-AOQS EDD-DEG  GSDOC 2018-12-31 E N
10 |Phillips Lorraine GDER-AQS PHD-DEG  GSDOC 2018-10-06 T M
11 |Rooney Dylan GDER-AQS EDD-DEG  GSDOC 2018-12-22|T M
12 |Schaber regina GDER-AQS EDD-DEG  GSDOC 2018-12-31 E M
13 |Somenville dill GDER-AQS EDD-DEG  GSDOC 2018-09-30 E M
14 |Zacharewicz Stella GDER-AQS PHD-DEG  GSDOC 2019-02-28 E N

=
tn

Save/Remove Query From Favorites:

1. To save a query as a favorite, navigate to Reporting Tools > Query > Query Viewer. Enter ucsr
and press Enter or Search. A list of ucsr queries display. Clicking on Favorite at the end of the line
will save the specific query as a favorite. Click the Favorite link.

Favorites ¥ Main Menu ¥ > Reporting Tools ™ > Query ™ > Query Viewer /n\ Home Add to Favorites Sign ¢

» UNIVERSITY OF  pajig 04274535 {wilson,Gretchen) on CSTRN3

CALGARY from CSPRD on 2018-09-30 @ 08:59
Search >
Enter any information you have and click Search. Leave fields blank for a list of all values.
“Search By pegins i
Search Advanced Search
Search Results
*Folder View |— Al Folders — v
Query Personalize | Find | View All | 2| i First 4/ 1-230i23 '} Last
Query Name Description Owner Folder ﬁ#;{n 2::8? E:"lm Schedule Definitional References
UCSR_ACCESS_STDNT_T2202 INFQ  AcCess Stdnt 12202 Public HTML Excel XML Schedule  Lookup References  Favorite
UCSR_COOP_CLASSES_TO_SCHEDULE COOP/ANTE Class Scheduling Public HTML Excel XML Schedule Lookup References Faverite
UCSR_DONATION_SUMMARY gﬁ;ﬁi‘r}f‘“‘ Donation Public HTML Excel XML Schedule  Lookup References  Favorite
UCSR_EFWR_NOT_CLEAR_BY_DT EZ{; Wiiting Not Clear by Public HTML Excel XML Schedule  Lookup References  Favorite
UCSR_EMAILS_FOR_LOCKERS_RENTED E':;‘ég”d' for Lockers Public HTML Excel XML Schedule  Lookup References  Favorite
UCSR_ENROLLED NO_T2202 DATA Students with no T2202 Data  Public HTML Excel XML  Schedule Lookup References Favorite
| UCSR_GRAD_APPROACH_CMPLT_DT  Students Appr Completion  Public HTML Excel XML Schedule  Lookup References  Favpite |
UCSR_GRAD_EXCEED_CMPLT DT RS ceeaing Public HTML Excel XML Schedule Lookup References  Fa
UCSR GS PASTDUE CHKLST ITEMS A Srodstdntpastdueadm — pype HTML Excel XML Schedule  Lookup References  Fa
UCSR_GS_PASTDUE_CHKLST_ITEMS_R Grad stant past due rec chkist Public HTML Excel XML Schedule  Lookup References  Favorite
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2. The favorite will display at the bottom of the menu in My Favorite Queries.

I My Favorite Queries I Personalize | Find | 2] = First ‘&' 10f1 ‘&) Last

Query Name Description Owner  Folder ﬁ#nM(LO E:cl:etlo ;ﬂr_m D R R
IUCSR_GRAD_AF'PROACH_CMPLT_DT Students Appr Completion Public HTML Excel XML Schedule Lookup References [=]

Clear Favoriles List

3. The next time you navigate to Query Viewer, My Favorite Queries will be listed eliminating the step
to enter ucsr for related queries. However, if you wish to use another ucsr query that is not listed
as one of your favorites, you will have to enter ucsr to see the entire list of queries.

4. To remove a query from your Favorites, click the “-” minus sign at the end of the row.
Click the Remove button.

Query Viewer

Enter any information you have and click Search_ | eave fields blank for a list of all values

*Search By begins with

Search Advanced Search

My Favorite Queries Personalize | Find | | & First ‘4 10f1 '}’ Last

Query Name Description Owner  Folder Runto Runto Runto

HTML  Excel XML = 1 & :
UCSR_GRAD_APPROACH_CMPLT_DT Students Appr Completion Public HTML Excel XML Schedule Lookup References
Clear Favorites List
5. The query will be removed. Note there is no prompt "Are you sure yes or no?" as the delete is

immediate.

For the corresponding online learning; consult the student-administration training webpage.
End of Procedure.
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http://www.ucalgary.ca/registrar/training/student-administration

