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This guide will focus on three application clean-up processes that can be automatically or manually generated 
to close applications where application fees have not been paid. 
 
The following three processes will: 

- Cancel any checklists associated with ADMA, ADMP and PROS administrative functions in initiated 
status. These functions are normally associated with processing an application for admission. 

- Reverse the application fee charge 
- Cancel any communications (i.e. system letters) that have not been sent to the applicant 
- Cancels the application and indicates the applicable program status 

 
Applicants App Fee not Paid – an applicant has applied for admission but has not paid the application fee  
Admitted App Fee Paid – an applicant has been admitted but did not accept the offer of admission 
Applicants App Fee Paid - applicant has paid the application fee however did not complete/or submit 
supporting documents required for admission  

 
 Process # 1 Applicants App Fee not Paid 

 
This process will clean-up applications for applicants that have applied for admission but have not 
paid the application fee. 

1. Click the Student Admissions link. 
 

2. Click the Processing Applications link. 
 

3. Click the Application Clean-Up link. 
 

4. Click the Applicants App Fee not Paid link. 
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5. When running the report for the admission term for the first time, create a Run Control ID. Otherwise 
if a run control for that term has already been created, click Search. 

 
Click the Add a New Value tab. 

 
 

6. Enter a Run Control ID. The name of the run control is not relative to the output (e.g. Fall_2015). A run 
control must be one word and no spaces. Tip: Use an underscore to join the words. 

 
Click the Add button. 

 
7. If a run control has already been created, click Search.  
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8. Choose the Academic career (GRD, MED, UGRD) by clicking on the lookup tool. There are also 
options for Required: Program Group UGRD only. These have been divided into the various types of 
student applications (e.g. Open Studies, Law, Vet Medicine and Other UGRD Programs). Select the 
applicable program (e.g. Law).  
 
You may select either Report only mode or Update mode.  
 

 
Click the Run button. 

 

 
Note:  
Report only mode: 
You should always run this process in Report only mode first so the applications to be affected can 
be reviewed before they are updated. Use this mode to determine how many applications will be 
affected by the run. The report downloads results to an excel file for viewing. Running the process in 
Report only mode will not automatically cancel any applications or update the system.  It is 
recommended to run the Report in Report only mode if you would like to know the number and 
which files will be affected when you run in update mode.  
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9. The following steps display the work flow process for the job and is the same for Report only mode 
or Update mode and the same for each of the 3 Application Clean-Up processes. 
 
The Process Schedule Request displays, click the OK button. 

 

 

10. Check the process monitor to check the progress of the report. Click the Process Monitor link. 
 

11. The Process List will display any reports queued for processing.  Press "Refresh" to view queued, 
processing and success/posted.  
Click the Refresh button. 
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12. When the process indicates Success/Posted, click on the details link to view the report. 
Click the Details link. 

 

13. Click the View Log/Trace link. 
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14. These are the files resulting from running the process in Report only mode.  The file list will indicate 
AppFeeNotPaid_inReportMode.csv when posted. Click the file name.csv link. 

 
15. You will be prompted to Open, Save or Save As in excel. 

 

 
16. The information will display for applicants that have not paid the application fee. Running this report 

in “Report only mode”, will give the user an idea of how many files will be affected if the report is run 
in “Update Mode”. Note: Information has been omitted for FOIP reasons. 
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17. Update Mode: 
These are the resulting files when the process is running Update mode. Running the process in 
Update mode will update the system and cancel the applications with an action of DENY and a 
reason of “Application Fee Not Paid”.  An exception report is generated which may contain 
applications. These applications must be looked at manually and if necessary, cancel the application 
and waive the application fee.  
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18. Exception Report: 
This is an example of an exception report. The exception report will contain applicants who partially 
paid the application fee. These applications must be manually closed. It is important to note if the 
exception report contains no applicants, no applications have to be processed manually. 

 

19. Application Maintenance > Maintain Applications screens: 
When running the process in Update mode for the Applicants App Fee not Paid process, this is what 
displays in Application Maintenance > Maintain Applications > Application Program Data tab. The 
process has updated the system and the application will indicate a Program Status of Cancelled, 
Program Action DENY and Action Reason (APPF) Application Fee Not Paid. 
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 Process # 2 Admitted App Fee Paid- did not accept the offer of admission 
This report will display applicants that have been admitted, paid the application fee but did not 
accept the offer of admission. 
 

1. Click the Admitted App Fee Paid link. 
 

2. Add a new value otherwise press Search if one has already been created. 
Click the Search button. 

 

3. Indicate the desired required criteria and press Run. Click the Run button. 

 

4. Click the OK button. 

 

5. See steps 8 through 18 in the Process #1 for details on running and reviewing the jobs. 
Check the process monitor to check the progress of the report. Click the Process Monitor link. 

 

6. Once the report has been queued, processed and indicates success/posted, clicking on the 
Details link navigates to the process monitor where you can open the report in excel. Click the 
Details link. 

 

7. Click the View Log/Trace link. 
 

8. If this report is run in “Update Mode”, an exception file will be generated with a list of students 
whose files could not be cancelled automatically.  You will be prompted to Open, Save or Save As 
in excel. 

9. The information will display for applicants who have been admitted but did not accept the offer 
of admission. Note: Information has been omitted for FOIP reasons. 

 



Application Clean-Up 
SA – Processing Applications  

 
 

10 | P a g e  
    Nov 2019 
 

10. Application Maintenance > Maintain Applications screens: 
When running the process in Update mode for the Admitted App Fee Paid process, this is what 
displays in Application Maintenance > Maintain Applications > Application Program Data tab. 
The process has updated the system and the application will indicate a Program Status of 
Cancelled, Program Action WADM and Action Reason (DNRG) Did Not Register. 
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 Process # 3  Applicants App Fee Paid  
The following steps will explain how to run a report for applicants that have paid the application 
fee; however, did not complete/or submit supporting documents required for admission. 

1. Click the Applicants App Fee Paid link. 
 

2. Enter a new value for the report otherwise press Search. Click the Search button. 

 

3. Click the Run button. 

 

4. Click the OK button. 
 

5. See steps 8 through 18 in the Process #1 for details on running and reviewing the jobs. 
Check the process monitor to see the progress of the report. 
Click the Process Monitor link. 

 

6. Once the report has been queued, processed and indicates success/posted clicking on the Details 
link navigates to the process monitor where you can open the report in excel. 
Click the Details link. 

 

7. Click the View Log/Trace link. 
 

8. If this report is run in “Update Mode” an exception file will be generated with a list of students 
whose files could not be cancelled automatically. You will be prompted to Open, Save or Save As 
in excel. 

9. The information will display for applicants who did not submit the required documents. Note: 
Information has been omitted for FOIP reasons. 
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10. Application Maintenance > Maintain Applications screens: 
When running the process in Update mode for the Applicants App Fee Paid process, this is what 
displays in Application Maintenance > Maintain Applications > Application Program Data tab. The 
process has updated the system and the application will indicate a Program Status of Cancelled, 
Program Action DENY and Action Reason (INCA) Incomplete Application. 
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 Cancel an Application 
The next part of this lesson will explain how to cancel the application from maintain applications. 
Cancelling the checklists will stop the information from showing on the “To Do” list in the Student 
Centre. This resolves the problem of outdated items being requested when a student reapplies to 
the UofC. 
 
If, after running the previous processes, you need to manually cancel any application follow these 
instructions: 
 

1. Click the Student Admissions link. 
 

2. Click the Application Maintenance link. 
 

3. Click the Maintain Applications link. 
 

4. Enter the (UCID) number, the applicable career (Grad, UGRD, etc.) and/or any other desired search 
criteria and press Search or Enter. 
Click the Search button. 

 

5. Click the Application Program Data tab. 
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6. To clean up applications for applicants that did not submit their application fee, follow the next 
steps. In order to cancel the application, add a new effective dated row. Click the Add a new row 
button. 

 

 

7. Click the Look up Program Action button. 
 

8. Click the DENY link. 
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9. The status will change to cancelled reflecting the Deny option selected. 
Click the Look up Action Reason button. 
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10. Select APPF Application Fee Not Paid when denying a student that has not paid the application fee. 
Click the APPF link. 

 

 

11. Once the program action is DENY and the action reason is entered APPF Application Fee Not Paid 
save the changes. Click the Save button. 
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12. To clean up applications for applicants that have been admitted but did not accept the offer of 
admission follow these next steps. Click the Add a new row button. 

 

13. Click the Look up Program Action button. 
 

14. Click the WADM link. 
 

 

15. Status will change to cancelled reflecting the program action of WADM Administrative Withdrawal. 
Click the Look up Action Reason button. 
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16. Select the DNRG Did Not Register action reason. Click the DNRG link. 
 

 

17. Once the program action is WADM Administrative Withdrawal and the action reason is DNRG Did 
Not Register, save the changes. Click the Save button. 

 

18. To clean up applications for applicants that paid the application fee but did not submit supporting 
documents follow these next steps. Click the Add a new row button. 
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19. Click the Look up Program Action button. 
 

20. Click the DENY link. 
 

 

21. Click the Look up Action Reason button. 
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22. For the action reason select INCA - Incomplete Application. Click the INCA link. 
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23. Once the program action is DENY and the action reason is INCA Incomplete Application, save the 
changes. Click the Save button. 

 

End of Procedure 

For the corresponding online learning consult the Student and Enrolment Services website > Student 
Administration (PeopleSoft Campus Solutions). 

 


