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Online Reference Form Process

This document describes the overall process for the Online Reference Form. This includes:

e Copy Template and Modify the Reference Form

e Definitions

e Publish Created Form

e Updating Program Contact Information

e View the Email

e Linking the Published Reference Form and Updating Program Details

e Graduate Program Administrator - Update or Edit Online Referee Information

e Upload Reference Form on Behalf of Referee

e View Submitted Online Reference Form for Evaluators and Graduate Program
Administrators

Step 1. Copy Template and Modify the Reference Form

This will explain how a graduate department can use the reference form template (FGS-TEMP)
for their online reference settings. .

1. Click the Set Up SACR link.
2. Click the Product Related link.
Product Related

3. Click the Recruiting and Admissions link.
[Recruiting and Admissions|

4, Click the U of C Web Application Set Up link.
[U of C Web Application Set Up|

5. Click the Reference Form link.
6. To create the graduate program form, click the Add a New Value tab.

Add a Mew Value

7. Form ID field — This field is the program or department name (e.g. ARKY-FORM).
This field can be up to ten characters.
Version control number — Defaults to 1. It can be changed (e.g. 2) if creating
another reference form; then the previous version (e.g. 1) can be copied into version
2.
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Note: If you need to update your form, you can keep the same name (ARKY-Form)

and just change the version number (e.g. if the current is version 1, you'll create
version 2).

Reference Form

Find an Existing Value | Add a New Value

Academic Institution: UCALG

Form ID: <€— Faculty/Dept Acronym
1

Version Control Number:

Add

Form Type - This is where the form detail can be entered. The Form Type will be
defaulted to Regular Form.

Please enter a description of the reference (e.g. Archeology Reference Form). This

description will not display on the online reference form, it is for internal viewing
purposes only.

Reference Form

Institution UCALG FormID  ARKY-FORM Version 1
*Form Type(_ | Regular Form - Published: []
Description |Archeclagy Reference Form /
Last Upd By Last Upd DiTm
Copyfrom  |gormip @, version Preview
Form Detail Find | View Al First'4' 1of 1 &/ Last
+|[=
*Page ID *Seq Num Required [ Answer Mandatory J J
*Answer Type | V‘ Translate Field @,
Question(254) [dBold
Question(L) i El source L a = BaaeElEaa
¢ Format ~| Font - | Size B I U =k
E £ £ E | = = - AT 7
Z|

[F Save ||[=] Motify [E: Add | #] Update/Display
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9. The next step will be to copy the Faculty of Graduate Studies template (e.g. FGS-
TEMP) to this reference form area. Select the applicable FGS template from the Form
ID field.
Click the Look up Form ID button and find the FGS template.
Reference Form
Institution UCALG FormID  ARKY-FORM Version 1
*Form Type I v Published: []
Description Archeology Reference Form
Last Upd By / Find FGS Template Last Upd
Copy from | korm ID @ Version
Form Detail Find |\
*Page ID *Seq Num ’— +| Required +| Answer Mandatory
*Answer Type I 4 Translate Field
Question(254) |
10.  Any pre-created FGS templates will display. FGS-TEMP is the current on-line
reference FGS reference form template. The text of these questions cannot be
edited.
Search Results
view 100 First (4 1-15of18 () Lasl
Farm ID
FGS-GEN-T Any pre-created
> . templates will be
FGS2.T listed here
L ]
Click the FGS-TEMP link.
FGS-TEMP
Oct-15 5 of 28
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11.  The form fields from the FGS-TEMP template must be copied to this reference form.

Click the Copy from button.

12.  This message will display when the template has been copied.

Message

Copied successfully from form FGS-TEMP wver 2 (0,0)

FOK R
L i hﬂ‘

Click the OK button.

13. Click the Save button.

14.  Tip: After saving, click on Preview to see how the referee will see these questions.
The preview is for viewing only allowing you to see the options on the drop down

fields.

Reference Form

st oA Foami 10 ARSCY-FORM Varslon
*Faem Typs Publishad
Descripibon  Fucheolsgy Relsterce T
Last Uipd By Last Lipd DiTm 1508
Copybom | Foem 1D FE5-TENE Viprsion
Foruf | Voirm AF
F i I | Heq ¥ Arwered Mandaiory
T arralatn F

AppicanisTiodets s submd a forme megudd B acteas may O pven copeee o e Mislerercy Forma

#7] Powasud m List | |0 Mot i Ll |2 Netdy o A
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15.  The system will automatically open a new tab for preview, remember to come back
to the first tab (Reference Form) to keep working on your form.

mylJofC ¥ | Reference Form x i Reference Form Preview

16.  This is an example of the Reference Form Preview:

Reference Form Preview

piiulion ucald FomiD ARMOCFCAM Version T Acrmesdgy Seleresce Soem

AZDNLETE BROETE WG Bu0VT § S TR 00 BIOERS My T ST SNGRER OF el Beterense B

WOTE; Pipats SEve 0N 1 remain Bolve 553 10 SRLune D88 eSeTe 1 B il

Question 1 Sequence 1 |

@mhmmmmnl: }

i Ddfvar, plaaTa BupLER-

Earnpie shor et anseer

I have Bnown Bt pooloant for:

A EE Vel T appicant I B Tpligwing SreSE

B ortdangTt

Poasrea IeRCarTn aoiey

rosiheCus Dy

CAOSTEy I WO well Wi oers

iWork e |

o wonlid L 2000Cant rask e pIIL LN M powr I hationT

B SRCTRe SOMER by Bl it IALERSONT

1 By redd B BoOESaRTS FRLAAIGA DRODOLE]

| nersiney Dt DU referancs My e ULed for SORILErEND CMDoTAL

Einoe T Bbove MSngs 90 ROt Drovice 3 Complete gesoription of an appicant's. mmwﬂmmmug
DESITIDINg T AOCICETS MArTS 810 SRORCOMINgGS I TS [Rrana] mrmas SgaTar Wil AT OVTad MECTeETaaton.

1. Apademio Baokground and irpining — aootcam s pereny i ege of The Texd, 1 The Tig &G SOGTRNS! SR O Expenence
Tt Mg Pl Them Compiete Thel Gegres

I Fateanch OISy 35 1e0rD - NG B0 DN 10 TR0 el BCATSE TN, S B retearch GRS DU OF By MESAETR.
STy W RS O METOS0NGEE O T NEID A0NT) 1 TBLEE SRS, 80T R arell GRi TE)

1 Communaton phd LpAguBe BOINY ¢ SO0 IIEVTE SIMVTIETEN B0UY IR CTAER0T 1Y 3% A0 BTN B T SrERETETOS OF iRl O
SOMNNE. 800 S00s0Tg 800y ¥ ENGTEN 3 A0 THE SCOTIENTE UMD NS0T B0 SOTYRET 0N MBI SR ety = INgIen el B
Eoorts 8l

4 Apnsnumy sas Peronsl ApShas - 350 13773 PRITRETSONE SEUS S0 ISOETETET R IrR0LANT v

Fitaane: erosr youll COMyTEnTS. Repe

Sample long text answer
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17.  On the Reference Form window, the copied template (FGS-TEMP) contains 17 lines of
information already setup. To view all 17 lines, click the View All link to display them
at once. After reviewing the questions, it will be important to indicate “Published”
when the department is satisfied with the questions.

Note: Departments will only be able to delete rows if not marked as required. The
text of these questions cannot be edited.

Click the View All link.
[View All

Form Detail Find | Vigw All First '#' 1 of 17 '* ' Last
*Page ID |1 *Seq Num I 1 Required Answer Mandatory \

*Answer Type | Static Text Translate Field
Question(254) | Bold
Question(L
uestion(L) Applicants/Students who submit & formal request for access may be given copies of their Reference Forms.
»
o) Save |||gh Return to Search +_| Previous in List 4| Next in List =] Motify + Add

Congratulations! You have created your form. A few more steps and you'll be
done.

INFORMATION: The Following steps are merely informative to show you how the
questions added behave (e.g. drop down menu, radio buttons, and long text). You
may skip them to continue on to Publish and save the form.

Definitions:

18.  Page ID and Seq Num (sequence number) refer to where this will appear on the
form e.g. page 1 question 1. This is visible in Preview after saving.
Required Field: If the Required box is checked this question cannot be deleted by
the graduate program.
Answer Mandatory indicates the referee must answer this question otherwise they
will not be able to submit the form. Departments have the option to make the
question mandatory or not.

Examples Using Required and Mandatory:
1. If the question is marked as Required in the template the row cannot be

removed by the graduate program when creating their form. Each question
marked as required will be present.

8 of 28 Oct-15
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*Page ID 1 *seqhum |1

*Answer Type | Static Text Vl Translate Field

Question{254)

Question(L) El Source | @ [Q & e &
Fomat = | Font | Size - B I

R R I e oY Y Syt

[Cj Answer Mandatory GPA can't /J
delete row
[JBold
-0 &
U ke
|

First Wﬁl(\

2. If answer is Not Required, but Answer

Mandatory then the graduate

program can delete this question but if the graduate program chooses to use

it, the referee must provide an answer.

*Page ID 1 *SeqNum |12 i Required

*Answer Type | Translate Value Vl Translate Field

Question(254) 1 have known the applicant for:

Question(L)

BT N P e e VUV A hatagtn

First W(\qﬁf\
[=]
GPA able to e ™

delete row if
desired

[+] Answer Mandatory

[Jeold
Referee must

= 0& answer guestion or
won't be able to
I U ke submit form

If question is not Answer Mandatory
form without needing to answer the q

3.

-

Mt S A AN TN TN e TS

*Page ID 1 *SeqNum |20 @kquir&d nsv.rer Mandatory
- delete row if
*Answer Type | Stafic Text V] Translate Field desired
Question(254) Academic Ability and Learning Potential: [JBold
Question(L) Elsouce @ [Q & e & EMmE
Format * | Fort *| Size | B I U sbe

the referee will be able to submit the
uestion

First Wf\qt{\
=
GPA able to /

Answer type refers to a specific value (please refer to the job aid Translate Table
Definitions for Online Reference Form to understand the translate table definitions).
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Form Detail

*Page ID @ *Seq Num @ Required [¥] Answer Mandatory

*AnswerType | Translate Value v Translate Field |JC_KNOW_APPL_AS

licaptin my capacity as

19.  When you scroll further down the page you will see Page ID = 2 (this question will be
on page 2 of the reference form) and Seq Num = 5 indicating a new answer format
from the previous sequence. Note that Question (L) indicates the Answer Type (Text
Long) can be very long (> 2 pages).

DA € A i ) per A WA T A e U SR
7

*Page ID *Seq Num

*Answer Type |T‘3>d Long Translate Field @,

Question(254) |Please enter your comments here: [OBold
EE'SDurt:eI_CAﬂ e #HElEES
¢ Fomat ~ | Fort v | Size B I U =k

i
b -]
b

20.  If a department has determined a question is not necessary for their referees to
answer it can be deleted from the reference form provided it is not marked
Required.

Click the Delete row button.

Note: Make sure you have saved first to be able to preview the latest update
completed on the form.

21.  The Delete Confirmation displays. Click the OK button.

Delete Confirmation

Delete current’selected rows from this page? The delete will occur when the fransaction is saved.

oK 3 Cancel
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23.

24.

25.

26.

Preview the reference form to view what the referee will see on the reference form.
Click the Preview button. Tip: Press Save first to view the recent changes on the
form.

Preview

Click the Save button.

Examples Using Drop Down Menu:

In Reference Form Preview, there is a prompt for the referee to save the reference
form often so data is not lost. The first question refers to the first sequence

item listed in the form detail (page 1 question 1). To view the information on the
drop down menus click on the drop down arrow.

Click the Drop Down list.

The first question listed; “I have known the applicant in my capacity as” requires the
specific responses linked to the fieldnames from the translation table (please refer to
the job aid “Translate Table for Online Reference Form” to understand the definition).
Eg: UC_KNOWN_APPL_AS has these corresponding options setup.

Instructor
Supenvisor
Advisor

. Employer

. Other

o oo omw

Additionally, for the second question; “I have known the applicant for” options
displayed are also setup in the Translation Table (e.g. UC_HOW_LNG_KNW APPL)

oo o

. More than &5 years

Oct-15
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27.  The options for "Please evaluate the applicant....peer group" refer to translate table
code UC_GRD_SCALE_4_2. This relates to Background preparation.

Please ewvaluate the applicant in the following areas:

Badiground preparation B
Potential research ability a. Outstanding

b. Excellent
Intellectual ability c. Good

d. Average
Capacity to work well with others -
Work ethic -

28.  Examples Using Radio Buttons:

Some of the template information may contain radio button answers (Yes/No).
P AENATERN oo O AT\ M NS i A T Ve

Is the degree comparable at your institution? ® Yes No
| have read the applicant's research proposal: ® Yes No
lunderstand that this reference may be used for scholarship purposes ® Yes Ho

Since the above ratings do not provide a complete description of an applicant's potential, please expand on your assessment by
b chr FW"—I’US EWM OW\ e ‘

12 of 28 Oct-15
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Publish Created Form:

When satisfied with the remaining form details (questions) click the Published
checkbox, Save and Preview your final form.

Published enables the form to be visible when linking the form to the reference form

ID in the next step.

Important: Once the form is Published and Saved, no further customizations can be
completed. A new version must be created from the beginning of this process.

Click the Published option.

Refarance Form

Institstion Farm i Virsion
*Fomm Type Regular Forr «
Descriplen  AJchegiogy Reterence Form
Last Upd By Last Upd DITm 150818 1.4530PN
Copy RO | foom D B —— Prionw
Dot Find | Ve &2 Fist & 100182 Lasi
i =
“Page 10 *Soeq Hum | Raquirad Angwer Mandatory
*hnswer Type Tox Transtaie Fiekd
Guession{254)  Aeplicanta/Students whe submil a formial requast for access may be ghven copees of e Refersnce Fama Bodd
5 I Ah b | T
CHpsaEoA[L) Soagee a3 Fy T (| lﬂ
ol Fart Sign H B L) s
. s
]
i S [ Rewwnio Search | =] Mooy + - Audd
L3

The form is now published and ready to be linked to your online settings. The next
step will ensure your Program Contact information is current.

Oct-15
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Updating Program Contact Information Tab:

All your contact information should be updated as the email the referees receive will
contain the details from this page and it will be populated in the email signature they
receive.

1. Click the Set Up SACR link.

2. Click the Program Contact Info tab.

Program Contact Info

3. Click the Product Related link.
Product Related

4. Click the Recruiting and Admissions link.
[Recruiting and Admissions|

5. Click the U of C Web Application Set Up link.
[u of C Web Application Set Up|

6. Click the Web App Program Details link.
[Web App Program Details|

7. Click the Search button.

Cseeen |

8. A grid of Web App Programs display. Select the specific Faculty or Department. For
this example select your program (e.g. ARKY). Click the ARKY link.

Web App Program Details

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

Find an Existing Value

Search Criteria
Academic Institution; begins with + |UCALG \
Academic Career: = - Graduate Programs -
Faculty: begins with - @,
Program Reference Code: begins with ~ |ARKY 3
Academic Program: begins with ~ N
Degree: begins with - b
Search Clear |Basic Search L,,ﬂ Save Search Criteria

Search Results

Wiew All First 4, 1-2of2 [, Last
Academic Career Faculty Program Reference Code Academic Program Degree
Graduate GS ARKY GSDOC PHD-DEG
Graduate GS  ARKY GSMTH MA-DEG

9. From the Degree Program Details page, click the Show following tabs button.

14 of 28 Oct-15
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Supporting Document Educational Test | [B) ,

Degree Program Details Degree Program Info Program Deadlines Question List

Academic Institution: UCALG University of Calgary
Academic Career: GRAD Graduate Programs
Faculty: GS Fac of Graduate Studies
Program Reference Code: ARKY Archaeology

10. Click on the Program Contact Info Tab. Update any necessary information and click

Save.

Note: Remember to update each degree setting (e.g. PhD and MSc). The change will
update overnight.

@ | Question List Supporting Decument

Educational Test Required Courses Program Activities Program Contact Info

Academic Institution: UCALG University of Calgary

Academic Career: GRAD Graduate Programs

Faculty: GS Fac of Graduate Studies

Program Reference Code: ARKY Archaeclogy

Academic Program: GSDOC Graduate Studies Doctoral

Degree: PHD-DEG Doctor of Philosophy

Scroll Area Find | View All First '+ 10f 1"} Last
. i =

*Priority: 1| *Academic Plan: |ARKY-AQS @

Department Name: Archaeology

Faculty Name: Arts

University Name: University of Calgary

Building/Room: Earth Sciences 806

Campus Address: MAINCAMPUS |@,  UofC Main Campus
2500 University Drive MYV

Calgary AB T2N 1N4

Canada

Phone Number: 403 220 7131

Fax Number: 403 282 9567

Contact Name
{Administrator):

Email Address:

Department Web Site:

Department Contact Title:

Graduate Program Administrator
GPA's name
deaprtment generic emaill@ucalgary.ca

www arky ucalgary.ca

15 of 28
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Email Notification using the online reference form

The following is an example of an email the referee will receive. The referee’s email
contains:

e ONE link to go online and complete “online reference form”

e Instructions for referees

e Department’s contact information on the signature.

(52 Reply (2 Reply All (5} Forward

1]
ai]

@ucalgany.c
Qar)

Reference request from the University of Calgary for

The above student is applying to the name of degree and program displays and has chosen you to provide a
reference. We appreciate you taking the time to comment on this applicant's ability and potential and place high
value on your assessment.

All information provided is confidential.

The deadline date for the uploading documents: (date may display) (optional)

In accordance with the Freedom of Information and Protection of Privacy act (FOIP), the student gives you, the
referee, and consent to disclose personal information, such as attendance or performance to the University of
Calgary. This information is required to evaluate the application for admission and for scholarship purposes. Please
keep a copy of this e-mail as proof of consent in compliance with FOIP.

To access the on-line reference system, please use the following link (disable your pop-up blocker and close all
internet browsers before clicking the link): https://saua.ucalgary.ca/psauthent/upload-reference/public (long url
will display) include student’s last name.

Tips for filling out this form are available at: http://kb.ucalgary.ca/files/itkb/pdf-
attachments/pa_referee_instructions_using_online_reference_form_jun15j.pdf.

Thank you in advance for assisting us in the evaluation process.

Sincerely,

Department Name

Earth Sciences 806, 2500 University Drive NW
Phone: 403 220 7131

Fax: 403 282 9567

Email: department email displays@ucalgary.ca

16 of 28 Oct-15
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Linking the Published Reference Form to Online Settings

The final step of the process is to add the Online Reference Form in each degree setting in the
Web Applications > Program Details page.

Linking the Published Reference Form:

1. Click the Set Up SACR link.

2. Click the Product Related link.
Product Related

3. Click the Recruiting and Admissions link.
[Recruiting and Admissions|

4. Click the U of C Web Application Set Up link.
[U of C Web Application Set Up|

5. Click the Web App Program Details link.
[Web App Program Details|

6. Click the Academic Career list. Complete the Web App Program Details search
criteria by selecting Academic Career (e.g. Graduate Programs).

Click the Graduate Programs list item.
| Graduate Programs |

7. Click the Search button.

Web App Program Details

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

Search Criteria

Academic Institution: UCALG 2
Academic Career: ‘ = V| | W
Faculty: @
Program Reference Cude: a
Academic Program: 2
Degree: / 2

Search Clear |Basic Search [JF Save Search Criteria

Oct-15 17 of 28
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8.

9.

10.

A grid of Web App Programs display. Select the specific Faculty or Department. For
this example we have selected the program (e.g. ARKY). Click the ARKY link.

Web App Program Details

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

Find an Existing Value

Search Criteria
Academic Institution: begins with + UCALG
Academic Career: = - Graduate Programs -
Faculty: begins with -
Program Reference Code: begins with ~ ARKY
Academic Program: begins with ~
Degree: begins with ~

Search Clear  |Basic Search @ Save Search Criteria

Search Results

View All First 4y 1-2of2 ( Last
Academic Career Faculty Program Reference Code Academic Program Degree
Graduate GS  ARKY GSDOoC PHD-DEG
Graduate GS  ARKY GSMTH MA-DEG

Click the Degree Program Info tab.

Degree Pragram Info

On the Degree Program Info tab you must indicate:

¢ Number of Referees: Graduate Programs can have up to 3 referees.

e Reference Type- Using Online Reference template: Must choose
“Reference Form” The Reference Type must be changed to Reference Form
and associated to the modified reference form. It is not necessary to remove
the location of the Reference Form (URL) .PDF file as once the Reference form
is linked this will be disabled.

¢ Location of the reference form (URL)* (applicable to .pdf template only).
*After saving the online reference form, this link will be disabled for future
referees. You can overwrite the current URL in your website by uploading
the online reference template in word.

e NOTE: Referees that received .pdf form prior to your program using the
online reference form, will be still able to find the URL link and to upload the
.pdf template as they normally would do.

18 of 28 Oct-15
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Academsas InsEdalomn LCALG Linkersity of Galgar
ACAGEHMes Lsrgsnr: GRAL ]
Faciulfy: Fac of Graduate Sudies

Program Reference Code:  ARKY hrchadology
Academs: Progrom

Degroe:

O *haos0p

Enabde automatsc email notification 7 Yes (®Ho

Enable omail notification when all commitiee members has completed the svaluation? Yos % No

Using a FundedMon Funded Program Deadiag? Yos % No

Enabda Evaluators to vie'w ol evabaations 7 Yas * No

Number of Releress | e a T .-[.-

. J st L| [ i

Chechlist Code: |GIAP 53 Apgili e pdf file

Checkiist ltem CD Prefix: REFER 4 / J Ir;-:._iul::

"Reference Type: | Refer b ./

Location of the Refersnce Form (URLE  hex wEalgary ca
Personadize | Find | & | BN Flrst & 10 1% Last
'__||: :;' Shatui *Fadim I Vargion  Descriplion D g

Actres " @""f Preview [+ [=

Online Reference Form:

11.  To Link the Reference form to the Degree Program Info choose the From Term when
the online reference will start being used (e.g. 2157). Complete the following fields:

Status- Active status always. (NOTE: Only one row is allowed active).

Form ID- Search for your created form (e.g. ARKY-Form). If you cannot find the
created form ensure you have published the form.

Version- It will automatically display

Description- It will automatically display

Preview- See once more how the final form will look like.

Save- By saving it you are making the form live in production and at the same
time the URL .pdf template gets disabled for future referees.
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12.  IMPORTANT: Once you add the online reference form and save, the .pdf option will
be automatically disabled and no longer available to referees; however, referees who
have already received the .pdf form will have to email the form to the
Faculty/department to manually upload.

Checklist Item CD Prefix: |REFER @,

*“Reference Type: | Reference Form V|
Location of the Reference Form {URL): hﬂp:.-'.-'grad.ucalgary.ca.-'sites.-'grad.ucalgar
Reference by Term Personalize | Find | 2 IL':_EAIi First '@ 1 of 1 &/ Last
:I'me Status *Form ID Version Description Preview
erm
2157 @, ARKY-FORM @, 1 .L.rcna-magyﬂaferanceD Preview | [+]
[5] save || ReturntoSearch | f5] PreviousinList | |45 NextinList ||[=] Motify S+ Add é

<

Degree Pid. k‘ Details | Degree Program Info | Program Deadlines | Question List | Supporting Document | Educational Test| Reqi

13.  If, in future, changes are made to the reference form, it will be necessary to create
and publish a new form (version 2) and publish a new form.

Repeat the first part of the process (modifying the FGS-TEMP reference template)
then disabling the previous linked reference form and adding the updated/new
reference form here with a new Term.

Click the Add a new row button.
14. Click the Status list.

15.  Inactivate the previous form (e.g. Archaeology Reference Form ARKY-FORM).

Click the Inactive list item.

Inactive

16.  Enter the applicable Term. IMPORTANT: The same term cannot be listed twice
regardless if one is inactive and the other is active. You must use a different term.
Additionally you cannot have 2 forms active.

Click the Look up Form ID button.

[

Q|

17.  Select the new or updated reference form (e.g. ARKK-FORM).

Click the ARKK-FORM link.
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18.  Once you press save the change will occur overnight and the new form will be active
and the previous form will be inactive. Referees that have received the form you are
about to delete (version 1) will still be able to use the online reference system and to
submit; and evaluators/GPAs to see as long as there is a form (version 1 or 2)
linked/added in this section

,‘nr\_“/\_\m__‘_ﬂ_.,,.\ AMA‘MVW%N\JWMWM&\_%
Location of the Reference Form (URL): http:.-'.-'gra-j.LlcaIgary'.ca.-'sites.-'gra-j.ucalgary'.ca.-‘ﬂles.-

Reference by LIl s dnre et Personalize | Find | 2 | E First'4' 1-2 of 2 '}/ Last
selected - must be unigue

AT ‘)mﬁ *Form ID Version Description Preview

Term
ARKY-FORM |@, 1 Archeology Reference Form Preview | [+] [=]
BRKK-FOR x @, 1 Archeology Reference Form Preview | [+| =]

(5] Save [&h Returnto Search | |t=] PreviousinList ||4=] MextinList ||[=] Motify Es Add
K &
Click the Save button.

19.  The Program Director will be indicated in the Signature Name and Title area;
however it will not appear on the email to the referee. If desired, include the Empl ID
for the Program Director and this will enable them to view the referee comments. If
the Empl ID is included here, it is not necessary to add them to the Evaluation
Committee.

Once the entire process is complete save the updates. The process will complete
overnight.

Phone Number:
Fax Number:
Department Contact Title: |Graduate Program Administrator

Contact Name
{Administrator):
Email Address: @ucalgary.ca

Department Web Site: http:/ WWW.  .ucalgary.ca
Signature Name and Title: Initials: Empl D:O
Input File: Select File

The referee will see this information in the signature of the email they

receive. Please make sure this information is current and correct.

[5] save |/Gt-Returnto Search | |#5] PreviousinList | |45 NextinList ||[=] Motify =+ Add

Degree F’ru*;n Details | Degree Program Info | Program Deadlines | Question List | Supporing Document | Educational Test | Required Courses | Program
e |

Click the Save button.
[5] Save
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Update or Edit Online Referee

If there is a need to Update/Edit Current Online Referee Information follow these steps:

1. Click the Student Admissions link.
[l Student Admissions]

2. Click the Application Evaluation link.
Egglicatinn Evaluation

3. Click the UofC Web Electronic Documents link.

UofC Web Electronic Documents

4. Click the Web Electronic Documents link.

Web Electronic Documents

5. In the event the incorrect referee email address for referee #1 or #2 has
been entered, it is necessary to add (+) another line under the
appropriate referee #1 or #2 to input the new referee’s information and
send the referee links when saved.

Example: Referee #1 had incorrect email address.
On the Program Referee tab, click the “plus” sign and include the
updated email address.

Program Referees Find Fest & 1-30f3' Y Last
- ] i~ e -+
Referse Mumbear: r Seq @ Date Created: 20150817 ¥ Data from Waeb App?
| |5 .":-l:-l.\
it Referes
‘First Mame: [Information
Bemaoved for
‘Last Name: LFOIP reasons
Phone Number: | Extension: |
Mobile Phone# |
*Email Address: |
Org Name: |
Checklist Code: GS Application  checklist em: REFER1
Chacklist Seq#: 500 Cheekllzt Status: Initiated
Reference Type: I W
Refer Form URL: |
Oin-line Ref Form; ARKY-FORM Version: i
Referee’s Unique ID: &
Upload Document  View Letter Do View Form Do View Oneline Ref Form  Send Emad  CheckList
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When updating an email address you will have to re-enter all the referee
information (Tip: use copy and paste). Note: The Seq# will now be 2.

*Re[ereeI‘»lumLJer:l_1 *Seq

*First Name:

*Last Name:

*Email Address:

‘T}% Created:

Title: [

Phone NHumber) Extension:

Mobile Phone#:

Org Name:

— —

Checklist Code: Q Checklist [tem:

Checklist Seq# Checklist Status:
Reference Type: I j

Refer Form URL

Referee’s Unique ID:  unigue id number will appear

I~ Data from Web App?

04082141

You must reenter
all the referee
information

6. Click the Save button. Once save is pressed the email will be automatically sent.
The original sequence entry (e.g. 1) will be waived automatically. There is no
need to update the checklist status.

7. Adding New Referee’s Information:
In the event new referee information for referee #1 or #2, it is necessary to add
(+) another line under the appropriate referee #1 or #2 to input the new referee’s
information.

Resend Email Notification to Referees

The system will automatically send email notification to referees, but if referee needs the email to be

resent again, locate the referee and click send email buttom.

IMPORTANT: If email has never been automatically sent by the system to referees the message will
show as: Do you want to send an email to this program referee?... You can continue, but If you see this
message, please contact the FGS Administrator immediately to have the automatic system
checked out with IT.

Oct-15
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Message

Do you want fo send an email to this program rederes? (0,0)

Lve i w

If the email is sent successfully the following message displays:

Message

The email has been successiully sentto  Referee's email 1(0,0)

If the system has automatically sent the email and you are resending it, after you click send email, the
message will show as:

Message

The email has already been sent to this program referee.
Do you want to send an email again? (0,0)

This means the referee has received the email when applicant submitted online application.

Message

The email has been successiully sentto  Referee's email 1(0,0)
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GPA Uploading Reference Form Manually

With the new online reference form, you'll still be able to upload form on behalf of the referee in
case referee is having issues doing it online; or if they submitted the wrong file. GPA will need to

send the reference form as an attachment by email to referee. The reference template is available
in Sharepoint , make sure you enter your faculty information on the header section of the template.

Note: Uploading a document, when there is already a document uploaded, will cause the
previous upload to be overwritten.

*IMPORTANT: The name of the file(s) CANNOT be longer than 30 characters, including spaces or
symbols.

From the Program Referees Tab: Student Admissions > Application Evaluation > UofC Web
Electronic Documents > Web Electronic Documents

You can upload the document using Upload Document:

A R oiaes Find First ‘4 1-30f 3 ' Last
*Referee Number: l_ "Seq & l_ Date Created: 2015/08/17 | Data from Web App?
f PSAPPS
Title: [
*First Name: | Referee First Name
*Last Name: | Referee Last Name

Phone Number: | Extension: l

Mobile Phone#: [

*Email Address: |

Org Name: |
Checklist Code: = S Application Checklist Item: REFER1
Checklist Seqg#: 500 Checklist Status: Initiated

Reference Type: I i

Refer Form URL: Dept .pdf form url

On-line Ref Form: ARKY-FORM  Version: 1

D:

Referee’s Uni 6178-1

Upload Document  View Letter Doc  View Form Doc  View On-line Ref Form Send Email CheckList
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The following Referee Attachment page displays allowing you to upload the document:
Referes’'s Attachments

Welcome to the U of C Reference

System s
Student's Name ID# bessad
Academic Institution: ICALG Universaty of Calgary Admit Term: 2157 Fall 2015
Academic Career: GRAD Graduate Programs Student Caresr Number: 0
Application Numbser: Program Mumber: [
Checklist Code: GSAPP| Checklist ltem: REFER1 Checklist Sequence: 500
Referee's Mumber: 1 Seq#: 1 Referee’s Name: Refereaas Name
Documents Audit
Document Mame Document Type Status View Upload
Reference Form Wi Updoad =i

1 Save [O% Retwn o Search | [ Notify

Browse to the reference form file and upload and save the file.

File Attachment

Help

\i Browse... |

Upload : Cancel ,

Once the referee has completed the reference for the student they will receive an email
confirmation and the student is also copied.

{5} Reply 52 Reply AN (5} Forward

X Bucalgary.ca
" T | Thank you - Acknowledgement of receipt of University of Calgary Reference """‘——.

Student's Name
Thank yvou for completing a reference for who is apphying for admission to the Fall 2015 term at the University of Calgary.

If vou did not submit an online reference for this applicant, or vou have any questions or concems, please contact us immediately,
Student's Name
The applicant, -, has been copied on this email. No action 15 required from the applicant.

Sincerely,

‘Department
‘Contact
‘Information

Email: [Eucalgary.ca
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View Submitted Online Reference Form for Evaluators and GPA

All Evaluators and GPA'’s have the ability to view the online reference form once it has been

uploaded.

Navigation: Student Administration > Application Evaluation > Dept Admission Evaluation

Once the evaluation has been uploaded, click the Link to View the Reference to display the

evaluation:

|'me— i

Kain Menu - > Sludent Admissions. = » Application Evaluabon = » Dept Admission Evaheation

Dater Landed 2015-04.06
Aborginal Parson M

Applicant Contact Information:
Email

Prone Type Phone Numbsr  Extension

Previously apply to the Graduate Studies at the U of &

Prafeimed

Mo

University of Calgary Attendance: Never altended Unneersity of Calgary

Post Secondary
Ingbtuton Attended Fram Date  ToDate m‘ Chcie to view Unotficisd Transcript Year Comverted GPA
Uney of South AustraliafLNESA) 1991010 19950430 (Mot Ascatalile) 1505
High School
Migh SeRoct ATended FromDate ToDate [ oeobp . ChckioviewUnoffci Transcript Year | Comveried GPA
(Mo Arinlalie )
Dagrees
Insttuban Degres  Dwscription Major Area of Study Degres Dais  Status m
Uney of South Austrafial UISAY BES-H Bach of Ervaro Study - Honouw's 1HE0T0 Compiete Self-Rpted
Tithe First Nams LastMame  Organkeabion Mame Click to view Reférence Loaded  Email Address
il LiofC Lini 8o Refetence r
LighC (Mot Suimatted) £
LialG (Mot Sudwmatted) '

The Graduate Program administrator can view the submitted online reference form by

navigating to: Student Admissions > Application Evaluation > UofC Web Electronic Documents
> Web Electronic Documents on the Program Referees Tab:
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Program Referees Find First' ¥ 1-30f3'% Last

‘Referee Number: | 1 “Seq#:[7  DateCreated: 2015/08/17  (¥IData from Web App? &
PSAPPS

s l Referee Contact

Intormation
(Removed for
|r_ FOIF reasons)

“First Mame:

*Last Name:

Phone Number: | Extension: |

Mobile Phone#: |

*Email Address: |

Org Name: |UofC
Checklist Code: |f35°-*’*“-”-'~ GS Application  Checklist Item: |i'*‘i'--"*- R1 REFER1

Checklist Seq#: 500 Checklist Status: Cumpl@

= B
Reference T]I'pt: lH&.‘err—.n:ﬁ Farm S

Refer Form URL: [111p /arad

On-line Ref Form: ARKY-FORM  Version: 1
Referee's Unique ID: |

Upload Document  View Letter Doc  View Form Doc  View On-line Ref For Send Emaill CheckList
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