Change of Program
UNIVERSITY OF
CALGARY Manually Denying a Student

SA - Admissions

Use the following process to manually deny a student for any other reason than low GPA. Deny has to be
completed on application maintenance in order to record the reason for denial.

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

2. Click the Application Maintenance link.
[Application Maintenance]

3. Click the Maintain Applications link.
[Maintain Applications|

4, Enter applicable search criteria and press Search or Enter.
Click the Search button.

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

Search Critena

Application Nbr: begins with W 4=
ID: begins with | L
Academic Institution: = W UCALG B

&

Academic Career: begins with » (|UGRD

Application Program Nbr;| = 0

&

Academic Program: begins with

o

Admit Term: begins with

&
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Application Center: begins with
Campus ID: begins with
Hational 1D: begins with

Last Name: begins with

First Hame: begins with

[include History [ ICorrect History [ |Case Sensitive

Search Clear |Basic Search @.E' Save Search Criteria
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5. Click the Application Program Data tab.

Application Program Data

Favorites - | Main Menu~ > Student Admissions = » Application Maintenance = » Maintain Applications

Biographical Details Addresses Regional Tﬁpplication Program Data Application Data Application Student Response
sy
Academic Institution:  University of Calgary Application Number:
Academic Career: Undergraduate Programs Career Number: I 0
Program Data Find | View All First' 4 10f 1'% Last
Program Number: 0 *Effective Date: 201410122 [
FHE=

6. Click the Add a new row button. A new effective dated row displays.
7. Enter the applicable Program Action and Action Reason as per the next steps.

Click the Look up Program Action button.

Biographical Details || Addresses || Regional || Application Program Data || Application Data || Application Student Response
2]
Academic Institution:  University of Calgary Application Number:
Academic Career: Undergraduate Programs Career Number: I—
Program Data Find | View Al First ‘& 1 of2 ‘&' Last
Program Number: 0 *Effective Date: .il .:I
*Admit Term: 2157 @, F15 Effective Sequence: 1 &2
*Academic Program: "NBCH@, KNBCH Expected Graduation Term: @,
*Academic Load: *Campus: MAIN |3, UCALG
[ Joint Program Program Choice:

Program Status

Status: Applicant Action Date: 201410/22

*Program Action: 0 Action Reason:

Last Updated On: By: Evaluation

Plan Data Find | View All First ‘4 10f2' ' Last
*Academic Plan: BSC-DEG @, Bachelor of Science DEG BSC [+ [=]
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8. A list of Program Actions displays the options available. For example click the
DENY link.
DENY

Look Up Program Action

Program Action:| begins with

Description:

Look Up

begins with

Clear Cancel BasiclLookup

Search Results

Wiew 100

First (41 1-18of16 () Last

Program Action Description

Admit

Admission Revocation
Application
Conditional Admit
Diata Change

Defer Enrollment
Intention to Matriculate

DEMNY Deny
MATR Matriculation
PLMC Plan Change
PRGC Program Change
RAPP Readmit Application
RECHM Feconsideration
WADM Administrative Withdrawal
WAIT Waitlist
WAPFP Applicant Withdrawal
9. Click the Look up Action Reason button.

Help
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10. A list of Action Reasons display available options.

Click the NPOS - No Position link.

Look Up Action Reason
Look Up Clear Cancel |BasiclLookup
| Search Results
| View 100 First (4 1-30 of 20 () Last
Action Reason Description
Hi Arademic Reason(s)
ZMMNY Too many courses for undecided
| 2% Cluota or Space Reason(s)
ABIM ABC - Incomplete Documents
ABMNO ABQ - Mo Offer
APPF Application Fee Mot Paid
AUTO Automated Eval Decision
AVER HS Average Too Low
DOCL Late Documents
Dcm D2 - Incomplete Documents
DQaMNG DQ - Mo Offer
ELP ELP Too Low
EMMY Too many crses for Concurrent
FIrMA Audition/Porfolio Inadequate
GPA GPAtoo low
GRAD HS Grades Too Low
HCRS Deficient Regd HS Subject(s)
| IMCA Incomplete Application
| MORE Mare Than One Reason
NMDOC Documents not Received
K NPOS Mo Position )
PCRS Deficient Reqd PS Course(s)
QFAC CQuota Faculty Mo Postn Offered
|l amal Cluota Major Mo Positn Offered
QIrd Cuota Minor Mo Postn Offered
RRTW RTW - Last 12 Months
| SUPP score-supplementary info low
| USTS SAT/ACT scores too low (LUSA)
| VISA Visa Appl Decision Too Late
WAIT Waiting for final June grades
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11.

When the Program Action and Action Reason have been entered save the change.
A communication record will not be sent automatically; an email must be sent.

Click the Save button.

End of Procedure.

For the corresponding online learning consult www.ucalgary.ca/itraining
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