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Use the following query for viewing applications that have been sent to Study Abroad Office (SAO) and/or 
departments for faculty processing for Incoming Exchange applicants. 

 
1. Click the Reporting Tools link. 

 

2. Click the Query Viewer link. 

 

3. To search for queries specific to admissions, enter "ucad" in the "Search by begins with" text 
box and press Enter or Search. 
Click the Search button. 

 

 

4. A reduced list of queries displays, click View All to view the entire list of queries for admissions. 
Click the View All link. 
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5. Scroll down to the query UCAD_FILE_AT_FACULTY. Tip: Click Favorite to add this to your 
favorites.  
Click the HTML link. 

 

 

6. Enter the Institution (UCALG), Career (UGRD) and the applicable Term (e.g. 2177 Fall 2017). 
Click the Look up Program button. 

 

7. A list of Academic Programs display including 3 for Incoming Exchange; ENEXG Schulich 
School of Engineering; LAEXG Faculty of Law and OSEXG Open Studies. For this example select 
ENEXG. Click the ENEXG link. 
 

 

8. Click the View Results button. 
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9. The results display the student ID number, name, Academic Program, File Status (File), Date 
that the file was sent to the Faculty.  
 

 
10. Scrolling to the right displays additional information such as the Updated By column which lists 

the individual in Enrolment Services who forwarded the application to Study Abroad Office for 
review. 
 

 
 End of Procedure. 

 For the corresponding online learning, consult www.ucalgary.ca/ittraining 
 
 
 

 


