Using a Reporting Query for UNIVERSITY OF

Processing Applications (Grad) CALGARY
SA - Graduate Programs

The following steps will include how Graduate Program Administrators use Reporting Tools to query and
process applications. For more specific details on how to run a query, consult Using Reporting Query for
Processing Applications (Ugrad) on the Student & Enrolment Services website.

1. Click the Reporting Tools link.
[l- Reporting Tools|

2. Click the Query link.

3. Click the Query Viewer link.

4. There are several hundred queries available. To refine the search for just queries for admissions,
enter the letters ucad_ and part of the query name (e.g. ucad_new for new applications that have
arrived) in the begins with field and press enter or Search.

Query Viewer

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

*Search By [Query Name | begins with ucad_new
Search Advanced Search
5. It is recommended to add them to your favorites. Click on the Favorite link at the end of the query

uon

line to add to your favorites. To remove the favorite, click the remove minus sign “-" or to clear all
the favorites at once, click Clear Favorites List. The queries that will be frequently used by GPA'’s
are:

UCAD_NEW_APPLICATION_ARRIVED: For any new applications that have been submitted

UCAD_READY_FOR_EVALUATION: Any application that are ready to have evaluators assigned.

UCAD _UPLOADED_REFEREE_DOC: View status of references from the referees which includes
reference forms and/or letters

UCAD_UPLOADED_SUPPORTING_DOCS: For viewing which supporting documents have been
submitted (e.g. Unofficial Transcripts)

UCAD_UNSUBMITTED_WEBAPPS: For any applications still to be submitted that are still within
the deadline date, otherwise use the UCAD_UNSUBMITTED_WEBAPPS_PASS query

UCAD_UNSUBMITTED_WEBAPPS_PASS: For applications that were not submitted by the
deadline date and the application deadline date has passed
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v Favorite Queries Personalize | Find | & | B First'4' 1-6 of 6 '*' Last

Runto Runto Runto

Query Hame Description Owner Folder HTML Excel HTML Schedule Remove
LICAD_MEW_APPLICATION_ARRIVED Mew processed App Arrived Public Excel XML Schedule j
UCAD_READY_FOR_EVALUATION Appl Ready For Evaluation Public HTML  Excel XML Schedule j
UCAD_UNSUBMITTED_WEBAFPFPS Unsubmitted Web Apps Public HTML  Excel XML Schedule =]
UCAD_UNSUBMITTED_WEBAPPS_PASS_ Unsubmitted Web Apps Passed Dt Public HTML  Excel XML Schedule =]
UCAD_UPLOADED_REFEREE_DOC Uploaded Docs for Prog Referee Public HTML  Excel XML Schedule j
UCAD _UPLOADED_SUPPORTING_DOC  Uploaded Supporting Documents Public HTML  Excel XML Schedule j
Clear Favorites List <
6. To generate a report for any query, click on the HTML Link:

7. UCAD_NEW _APPLICATION_ARRIVED - Applications that have been submitted. This query is often
used by larger programs that have opted out of email notification.

UCAD_NEW_APPLICATION_ARRIVED - New processed App Arrived

nstitution: UCALG @,
Academic Career: |GRAD | @,
dmit Term: 2147 @,
Academic Program: | =%
Degree Plan: Q You must enter information in these fields, at the very least, for
- - search results to be populated.
‘Academic Plan: ENCH-A0S @

Processed Date >=: |2014/01/01 |[5]

Admit Type: | @,
Acad Plan(LOC): @,
Acad Plan(SPC}): @,
View Results o h»"
Download resuls in ;. Excel SpreadSheet CSV TextFile XMLFile (29 Kb)
View All First 4, 1-77 of 77 (3 Last}
. Application Prog Acad Degree Acad Plan Processed Admit
Empl ID Last Hame First Hame Nbr Nbr Prog Plan Plan (LOC) Plan(SPC) Date ELP Status Type
MSC- ENCH- EMNEE-G-
1 0 GSMTH DEG ADS SPC 2014/01/01 REG
M3C- ENCH- ENPE-G-
2 0 GSMTH DEG ADS SPC 2014/01/08 REG
MSC- ENCH- EMPE-G-
3 0 GSMTH DEG ADS SPC 2014401407 REG
M3C- ENCH-
4 0 GSMTH DEG ADS 2014/01/07 REG
MSC- ENCH- EMPE-G-
5 0 GSMTH DEG ADS SPC 2014/01/08 REG
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8. UCAD_READY_FOR_EVALUATION - Displays students who have all checklist items completed
(paid application fee, references, unofficial transcripts and supporting documents) and are ready to
have evaluators assigned.

UCAD_READY_FOR_EVALUATION - Appl Ready For Evaluation

Anstitution: UCALG @

Academic Career: GRAD |3,

Admit Term: 2133 [ @,

\application Centre: GRAD &, You must enter information in these fields, at the very least, for

P T a search results to be populated.

Degree Plan: @,
Acad Plan: ENCH-A0S @,
b\CompIeIeDaleF: 201310201 [5

Acad Plan(LOC): | @y,

Acad Plan{SPC): @,

View Result';_- S
Download results in - Excel SpreadSheet CSVTextFile XMLFile (1 kb)
View All First(q) 1-2 of 2 (p ) Last
D Name Acad Prog Degree Plan Plan IEE& Plan(SPC)  Appl Nbr Prog Nbor Appl Ctr '?r:,:gt Date TF::e

1 GSMTH  WMSC-DEG _ESSH’ gggsfc— 42209662 0 GRAD REG 2013/02/14 STN

2 GSMTH SE‘S"G’ _ESSH’ 42217159 0 GRAD REG 20130411 INT

9.

A student showing on this report is driven by the "application complete" flag which is found under
Student Admission > Application Maintenance > Maintain Application > Application Data
(Tab). The flag is set when a student GSAPPL Checklist has all the items marked as "Complete or
Waived". There is a nightly batch job that reviews checklists and sets this flag accordingly.

W

Favorites | Main Menu » Student Admssions » Appication Evaluation 3

D o (o vt
(a Addresses Regional Applicston Program Diata Application Student Response

&l

Academic Institirison:  Uneversity of Calgary

BE e
Academic Career: Graduate Programs Application Mumber:
Applcation Data
*Application Cente:  |GRAD |0 GRAD *Admit Type: REG Q@ REG
*Application Date; 20121240 [ Academic Levek -
*Created On: 20121210 |7 *Nobification Plan: Requiar -
" Prior Applicalion Application Method: Webappl -

Fimancial Add Intarast

Compiete: [Fllapae: 20130103 &

SIaus  MNogd Recaloulation Calculale Application Fees
External Application Nbr:  [G10023082 Fee Type: |ntematni ;
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10. UCAD UPLOADED _REFEREE_DOC - View status of references from the referees which includes
reference forms and/or letters.

UCAD_UPLOADED_REFEREE_DOC - Uploaded Docs for Prog Referee

Acad Career:

Acad Prog: =% You must enter information in these fields, at the very least, for
search results to be populated.

Degree Plan: @,
cad Plan: ENCH-AOS  |@,
@Ioaded Date »=: |2014/04/01 |5 )
Checklist: @,
Acad Plan(LOCY: A This application reflects that referee 1 has
Acad Plan(SPC): @, uploaded both a form and a letter on 2014/04/01
View Results

Download results in ©  Excel SpreadSheet CSVTextFile XMLFile (1 kb)

View All First 4, 1-2 0f 2 () Last

Empl ID Last First N\ame Application Nbr r Acad Plan Plan(LOC) Plan{SPC) Uploade Document Type Checklist Chklst itm
1 42253490 0 ENCH-ADS EMEE-G-5PC  2014/04/01 Letter GSAFPL REFER1

2 42253490 0 ENCH-AQS ENEE-G-SPC  2014/04/01 Form GSAPPL REFER1

11. UCAD_UPLOADED_SUPPORTING_DOC - View status of Supporting documents.

UCAD_UPLOADED_SUPPORTING_DOC - Uploaded Supporting Documents

stitution: UCALG|Q

cad Career: GRAD|Q

dmit Term: 2133]Q, You must enter information in these fields, at the very least, for
cad Prog: GsD0dQ, search results to be populated.
Degree Plan: Q,

cad Plan: ENCI-A0S  |Q

Uploaded Date »=: |20123/02/01 |[5]

Acad Plan({LOC):

oy

Acad Plan{SPC}):
View Results

Download results in . Excel SpreadSheet CSV TextFile XMLFile (1 kb)

View All Firstlﬁ 1-4 of 4 ﬂ Last

Empl 1D Last First Name Application Nbr Prog Nbr Acad Plan Plan{LOC) Plan{SPC) Uploaded Date Checkligt Chklst tm | Chkist Seq
200819 0 EMCI-AQ3 GTEN-G-3PC  2013/02/04 GSAPFL| CV 400
200819 0 ENCI-ADS GTEMN-G-SPC  2012/02/04 GSAPPL| RSRCHP 300
200819 0 EMCI-ADS GTEMN-G-SPC  2013/02/04 GSAPPL| UTRAN 100

200819 0 EMCI-ADS GTEN-G-SPCN_2013/02/04 GSAPPL 200

B k3

12. UCAD_UNSUBMITTED_WEBAPPS - View status of students who have started an application and
haven't yet submitted the application. This query populates applications that are still open and
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haven't passed the deadline date. Once the deadline date has passed use the
UCAD_UNSUBMITTED_WEBAPPS_PASS query.

Important: Asterisks must be used in the fields that aren’t populated.

Note: This illustration is split in two as it returns many populated columns.

UCAD_UNSUBMITTED_WEBAPPS - Unsubmitted Web Apps

[N UCALG O,
Acsd Career: GRAD O
App Form: A t/ Apphcabde Tors
Adm Tanm [Eater ™ for ol 2141
- Enier search criena (al st o dass felds
Acad Prog Eeier = for ol £y % 10 LA 1RSS5 Then DIEss View Resalts of
1 Entar
Diagr Man Eries ™ for ait o | 1
Acad Plan Enier ™ for i} * |

pw..oc..am»-uo-.q-! | -(——-— Asterisks must be entered for fields that

le;ll-imﬂ'lmlqlll'j' | arent populated
Wiew Hadaly l'u
Download resulls - Ewel SpeadShest CHY TedFie ML Fie (2 k)
Ay | hemil first i gy TGS 5 Prog  Faculty| hAcad |©
Foem| Torm Referosce Seofam  Lasi Name Usjam Emad Creacen | Updsied | PorafEID | EBridduie  Crrenship Simis PR Carear Flag Fadesnscs 1 Prog 1
19T Canman ORADN P CPSC GS GSMTH (- o

Cargdian GRAD B WGHT

Right Side of llustration First ﬂ 1-3 of sﬂ Last

Plan Plan Acad | Plan | Plan

cad |Degree| Acad Faculty ’;:'gg Degree

1| Plan1 | Plan 1 (LOC) | (SPC) 2 Plan 2 Plan [(LOC)|({SPC) Institution
1 1 2 2 2 2
MSC- |CPSC- -
WTH DEG  |AOS T UCALG

PHD-  [MGMT-
DEG |AOS

M3)

Doc UCALG

13. UCAD _UNSUBMITTED_WEBAPPS_PASS - View status of students who have started an
application and haven't yet submitted the application and the deadline date for submission has
passed. Note: Results displayed are for one year.

Note: This illustration is split in two as it returns many populated columns.
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UCAD_UNSUBMITTED_WEBAPPS_PASS_ - Unsubmitted Web Apps Passed Dt

Iestitution LICALS O

Read Caresr GRAD G, Enter Applicable Term
App Farmn 3
Adnat Twem [Enser = for aly (2137 |G Enter search criteria {at least) in
these fields, then press Enter or
View Resulls

Acdd Prog (Emer ™ for al)

Deigr Plar (Ested ™ fov it f |

Acad Pian [Enter ™ for i

{-‘— Asterisks must be entered for fields that
arent populated

PlanLOC) [Enger ™ for all]
Pland SPC) [Ender + for all) [
Wi Pavuliy

Dowriload resulls in | Exgei Sorescfrest TSV Tex Fig g iy (12 kb)

rl::‘ Term | feference |Segtivm  Lant "r"" Migdie Emga Creation | Upsiated | Portal B0 | Birthdate | App_Cisigenabd| Descr
T A 21T | BOGO01 88T ] 20111108 201302114 TR0R0113 | COM Ratuges
Siudant

2 A 2137 800001847 19 2091111730 2012128 1870501 | ARG pe:‘:.

Right Side of lllustration

Prog Facully Acad |Degree| Acad | Plan | Plan Faculty|Academic|Degree | Acad | Plan | Plan Institution
g Reference Prog Plan | Plani |[LOC) | {SPC) 2 P Plan |Plan2 |{LOC) |{SPC)
~ |PHD- [BMEN- P

QEIMEN G5 GSDOC DEG ADS UCALG

o _|PHD- [ECON- o
{;E...DN G5 G5DOC DEG A0S UCALG
('/ PHD- |ANTH-

ANTH G5 GSDOC
T

NS

End of Procedure

For the corresponding online learning consult Student &
Enrolment Services > Student Administration
(PeopleSoft) Campus Solutions Training > Topics Related
to Graduate Program Information > Processing an
Online Web Application for Admission for Graduate
Program Administrators




