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The following outlines the process of viewing documents for undergraduate admissions. This process will 
enable staff to view any supporting documents uploaded into PeopleSoft Student Administration. Also 
included are instructions to run a query to produce a report listing what documents have been uploaded and 
direct links to view the document or view the checklist. 

 
1. Click the Student Admissions link. 

 

2. Click the Application Evaluation link. 

 

3. Click the UofC Web Electronic Documents link. 

 

4. Click the Maintain Adm Upload Document link. 

 

5. Enter the student ID number and press Search or Enter. Do not select Add a New Value. Note: For 
FOIP reasons some information has been removed. Click the Search button. 
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6. Depending on the student, a grid of information may display if they have indicated more than 
one program choice (e.g. HABCH and SCBCH). For this example, click the HABCH link. 

 

7. Supporting Document will list any supporting document(s) generated from the web application. 
To view the details in the supporting document click on the link. If there are more than one 
supporting documents listed you may click "View All". Checklist code details are also indicated. 
Optional: You can view the details of the checklist by clicking on the link to view. Click the View 
or Upload Document link. 
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8. Note the Document Name will display as well as the uploaded date. To view the uploaded 
document you can click on the "View" link. Click the View link. Important: Do not check the 
Verified box as this removes the student ID in the query and has other implications in the system. 

 

9. The document will display as a separate webpage. Tip: Ensure your popups are allowed. Close 
the window after viewing. Click the Close Window "X". 
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10. To investigate or audit what may have previously been uploaded, click the Audit tab. 

 
11. If there were any other previously uploaded documents they will be listed here including the 

document name, who uploaded it and when it was uploaded. Click on the Documents tab to 
return to the Upload Documents page. 

 
12. To return to Maintain Adm Upload Document > Supporting Documents page close the window. 

Click the Close Window "X". 

 

13. To view information on the Transcript Document page click on the tab. Click the Transcript tab. 
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14. Any Transcript Document(s) will be listed. Click "View All" if more than one is listed. Click the 
View All link. 

 

15. For this example, there are two supporting documents that have been uploaded; BC Ministry of 
Education and English Language Proficiency. To immediately view the uploaded corresponding 
document, use the View Document link. Click the View Document link. 
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16. The most recently uploaded document will immediately display as a separate window. Tip: 
Ensure your popups are allowed. Close the window after viewing. 

 
17. The document that displays from View Document is the most recently updated version. Use the 

View All/Upload Document link to view a history of what has been uploaded if the current 
document is not what is needed. Click the View All/Upload Document link. 
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18. The Upload Document window opens to display the details of the uploaded document, 
document name, uploaded date and name of document. Click the View link. Note: It may be 
necessary to check Synergize if the document is not included here.   

 

19. The document will display as a separate webpage. Close the window after viewing. Click the 
Close Window button. 
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20. Close the Upload Document window after viewing. Click the Close Window button. 
21. Similarly, to view the details of the uploaded supporting document for English Language 

Proficiency use the View Document link. Click the View Document link. 

 
 

22. A new window opens to display the uploaded document. Close the window after viewing. 

 
23. The document that displays from View Document is the most recently updated version. Use the 

View All/Upload Document link to view a history of what has been uploaded if the current 
document is not what is needed.  Click the View All/Upload Document link. 
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24. The Upload Document will list any previously uploaded document. You can view the supporting 
document. Note: It may be necessary to check Synergize if the document is not included here.   

 
25. A new window opens to display the uploaded document. Close the window after viewing. 

Click the Close Window X.  
26. Close the window to return to Maintain Adm Upload Doc page.  

 
 Report Viewer – Query UCAD_WC_ALL_DOCS_SRCH_EMPLID 

This query will produce a report displaying results for supporting documents that have been 
uploaded a student. Direct links to View Uploaded Document and View Checklist are included in 
the query. 

1. From the Main PeopleSoft menu, click the Reporting Tools link. 

 
2. Click the Query link. 

 
3. It is recommended to use Query Viewer, avoid using Query Manager or Schedule Query. Click 

the Query Viewer link. 

 
4. To narrow the search results, type part of the query name in the begins with field. The query 

name for Uploaded Documents is UCAD_WC_ALL_DOCS_SRCH_EMPLID. Enter the query name 
into the begins with field. Enter ucad_wc_all_docs_srch_emplid and press the Search button. 
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5. The query UCAD_WC_ALL_DOCS_SRCH_EMPLID (Uploaded Docs) displays. It is recommended 
to add this to your favorites. Click Favorite. 

 
6. My Favorite Queries displays including the recently added query. You may remove if necessary 

by clicking on the "minus" - sign for one at a time or click Clear Favorites List to remove all 
queries listed. To run the query you can click on HTML. 

 
7. On the query menu, UCAD_WC_ALL_DOCS_SRCH_EMPLID, enter the desired student ID number 

(removed for FOIP reasons). To narrow search results, enter the applicable admit Term (e.g. 
2197). Click the View Results button. 

 
 

 



 

Viewing Uploaded Documents for 
Undergraduate Admissions 

SA – Admissions 
 

 

11 | P a g e  
January 2020 

8. Search results display every document uploaded into PeopleSoft. For this example, the student 
has several documents uploaded. Note the details for Admit Term, Checklist and Checklist Item. 
Scroll to the right side of the query results to view additional information. 

 
9. The right side of the query includes a description or name of the document uploaded. There are 

two links available; Link to Document and Link to Checklist that directly navigate to the 
uploaded document or checklist management component. Click the Link to Document link. 
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10. A new window opens and navigates directly to Transcript Document. Remember to click View 
All if more than one supporting document has been uploaded. Click View All. 

 
11. For this example click on Upload Document to view the uploaded document for example Nova 

Scotia High School. Click the Upload Document link. 
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12. Details of the uploaded document and the corresponding checklist codes, etc. display. To view 
the document, click the View link. 

 
13. The document displays in a new window. Note for FOIP reasons some information has been 

removed. Close the Window. 
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14. To view the corresponding checklist item, click the Link to the Checklist. 

  
15. The checklist will open in a new window.  
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16. To view the details of the corresponding checklist is completed indicating the transcript has been 
completed (e.g. Nova Scotia). Close the window to return to the Query Report. 

 
End of Procedure 
For the corresponding online learning, consult the Student and Enrolment Services, Student 
Administration (PeopleSoft Campus Solutions) training website. 

 


