Checklists, Add/Remove and
UNIVERSITY OF
CALGARY Checklist Management - Person

SA — Student Administration Basics

The following steps will explain how to include checklists or "To Do" items for students visible in their student
centre. Depending on authorization, checklists can be added or removed, either manually or by via the checklist
icon. The following steps outline the manual process for the following:

- Add/Remove a Checklist

- Checklist Management - Person to Review a Checklist

- Use a Checklist Icon

Add/Remove a Checklist:

1. Click the Campus Community link.
| Campus Community |

2. Click the Checklists link.
ChECkIsT
Manage ch

3. Click the Person Checklists link.
Person Checklists

Mapngng ~hoslblicots fo

4. Click the Checklist Management - Person link.

Checklist Management - Person

5. Click the Add a New Value tab. Enter the student ID number. Click the Add button.

Checklist Management - Person

Find an Existing Value Add a New Value
IID: Q ‘

Add

Find an Existing Value | Add a Mew Value
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6. On Checklist Management 1, select the Administrative Function. Click the Look up Administrative
Function button.

Checklist Management 1 Checklist Management 2

ID: 2 * [

Yariable Data |

Checklist Date Time: 2012/0314 13:47:50
T =24
*Academic Institution: I University of Calgary ﬂ
*Checklist Code: Q
*Status: Ilnitiated j’ Status Date: 2012/03H14
Due Date: Ei
Due Amount: ’—Q Currency Code
Comments:
7. A list of Administrative Functions will appear, make the appropriate selection. For this example, we

will select ADMP Admissions Program. Click the ADMP link.

Look Up

Look Up Administrative Function

Administrative Funcﬁon:l bedins with j |
Description: |begins unith j|

LaakUpl Clear | Cancel |Elasich|c|kug

Search Results

100

ministrative Function [Description

ADA Admizsions Application

m)MF' Admissions Prnqraml

Mﬁ AdvancementAcknnwfeduements
A Advancerment Initiatives

AB Advancerment Mermber Benefit
AhiS Advancement Membership
AWRD Awvarding
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8. Click the Look up Checklist Code button.

&

9. A list of Checklist Codes display, make the appropriate selection (e.g. UGSW1). Click the UGSW1

link.

Look Up Checklist Code

Checkiist Code
Description| begins wilh v/

Checklist Type[= v]

Look Up

Clear Cancel

Search Results

View 100

Checklist Code

DVM
GSACNV
GSADMT
GSAPPL
GSNEWF
GSNEWP
GSNEWS
GSNEWW
GSPROG
OPEX
OPST
OSAPPL
PGMR
UGARCH
UGART
UGAUDT
UGBAMU
UGBCR
UGDQR
UGENER
UGQATR
UGQTRP

First ‘4 124024 '}/ Last
Description Checklist Type

Veterinary Medicine Req List
GS-Conversion Checklist Other
G5 Admit Condition
G5 Application Req List
G5 Newly Admitted - Fall Req List
GS Newly Admitted-Spring Req List
G5 Mewly Admitted-Summer  Req List
G5 Newly Admitted-\Winter Req List
G5 Program Specific Condition
Exchange Req List
Open Studies Req List
OPST Application Req List
PGME Registration Condition
Architectural Studies Minor Condition
FA - Art Program Req List
FA - Audition Required Req List
Inactive BA in Music Req List
MD - BCR Application Condition
UG Diverse Qualifications Condition

Basic Lookup

Energy Engg Supplemental Info Condition
Qatar Application for Admissio Req List

Condiion
Condition

Qatar - Supporiting Docs

Help
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Note the status is initiated. Other status include completed and cancelled. The next steps show how

10.

to associate the checklist item to the application. Click the Variable Data button.
| \ariable Data |

Checklist Date Time | VariableData |

*Administrative Function ADMP | Q) Admissions Program
*Academic Institution | University of Calgary o
*Checklist Code UGSW1  |Q UG SW
*Status | Initiated v| Status Date
Due Date 9999/12/31 |[5]
D Am - Cr g Tedn i
11.  Click the Look up Academic Career button. If there were more than one career (e.g. Grad) it would

display here. Click the Undergrad link.

Look Up Academic Career

Help
Empl ID
Academic Career=___ V|
Look Up Clear Cancel Basic Lookup

Search Results

View 100 First ‘4 1o0f1 ‘B Last

Academic Career
Undergrad

12.  Click the Look up Application Number button.

&l
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13.  This is an example of a student having two applications submitted. For this example, we will select

the most recent. Click the Application link.

Look Up Application Number
Help
Empl ID
Academic Career UGRD
Student Career Nbr 0
Application Nbr[begins with w|]
Academic Institution Q.
Application Center Q
Recruiter 1D [}
Look Up Clear Cancel Basic Lookup
Search Results
View 100 First ‘&) 1202 B/ Last
Applicati Acads Appli Admit Recruiter Application
Nbr Institution Center Type 1D Date
UCALG OFST OSR__ (blank) _2010/03M12 |
UCALG UGRD TRN wiank) 2009M11/27

14. Click the OK button.

15.  Click the Checklist Management 2 tab.
| Checklist Management 2 |

16.  On Checklist Management 2, enter the applicable Checklist Item. Click the Look up Item button.

Checklist Management 1 I‘ Checklist Management 2 |

[v]
Checklist Date Time ____.__ .. _ .. .__. ..
Administrative Function Admissions
Program
Academic Institution University of Calgary
Checklist Code UG
swW
Checklist ltem Table o
*Seqguence *ltem *Status
100/ Q, Initiated W
Responsible ID Q, Name

March 2020
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Status Initiated

Status Date

Due Date 9999/12/31

+ =
*5tatus Date *Due Date EHE
2T 9999/12/31

Checklist Comments
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17.  The list of Checklist items display. You can scroll down the list to make a selection. For example,
select HSEDI (HS Transcript Transfer ApplyAB).

6|Page

Look Up Item X
FTRAM Org Final Official Transcript Final Tran A
FUMDNG  (blank) FProposed Funding Flan Funding
FWAIVE (blank) Foundation Year Waiver FOMNWAINY
GMAT (blank) Graduate Mgmt Admission Test GMAT
GRE (blank) Graduate Record Examination GRE
GREADV (blank) Graduate Record Exm - Advanced GRE - Adv
GSACD Org GS5-Accepted-Dept (CONV) ACD-CHY
GsADM  Org Admission - Letter (CONY) ADM-CHV
GSDEFA Org G5-Deferred Adm Letter (CONV) DEFA-CHV
GSFD Org G5-File Sent to Dept (CONV) FD-CNV
GSFEE Org GS-Application Fee (CONV) FEE-CNV
GSFEEM Org GS-MGMT MBA/JEMBA & Fee(CONV) FEEM-CHN
GSFF Org G5-File Received in FGS (COMNVY) FF-CHNV
G5FS Org G5-File sent to FGS (CONY) F5-CNV
GSLOI Org G5-Letier of Intent (CONV) LOI-CHV
GSMEDI Org G5-Media (CONV) MEDI-CHV
GSMOFE Org GS-Appl Fee Quistandg CONV) NOFE-CH
GENOP  Org G5-No Graduate Program (CONV)  MNOP-CNV
GSPGMF Org G5-Program Proposal (CONW) PGMP-CN
GSPSTE  Org G5-Personal Statement (CONV) PS-CNV
GSRADM  Org G5-Readmission Letter (CONV) RADM-C|
GSRCF Org G5-Reg Confirmatn Frm (CONV) RCF-CHNV
GSREAC 0Org G5-Adm File Reactivated (CONV) REAC-CNV
GSREF Org G5-Reference (CONV) REF-CNV
GSREEM  Org G5-Reminder (CONV) REM-CHNV
GSREV Org G5-Revised Adm Letter (CONV) REV-CHV
GSRFD  (blank) GS5-Refusal-Dept (CONV) RFD-CHV
GSRFF Org G5-Refusal -FGS (CONW) RFF-CHNV
GSTEST 0Org G5-Test Score (COMNV) TEST-CHNV
GSTP Org G5-Thesis Proposal (CONY) TP_CNV
HOURS  (blank) Clinical Hours for RN C Hours
HEMDIF Org Proof Dipl Complete Winter Trm HREM Confrm
|-_rSEDI Org HS Transcript Transfer ApplvAB HSEDI |
HSTRAN Org High Schoal Transcript HS Tran
HSTRQ Org High Schoal Transcript HS Trnscrp
ID-RP (blank) Copy of Qatar ID/IRP ID-RP
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18. Note the status defaults to initiated. Other status include completed, received and waived. If
authorized, the status can be changed. Click the Checklist Comments link.

Checklist ltem Table

+|[=

*Sequence “Item *Status *Status Date *Due Date =
100 HSEDI Q. Initiated ~ 2 9999/12731
HSEDI N
Checklist Comments
Responsible ID Q Name °
Org ID (&} Description

19. Note the checklist item comment is auto populated based on the Checklist item selected. You can
enter student specific comments that will be visible in the student centre if desired. Click the OK

button.

Checklist ltem Comments

Checklist Item: HSEDI HS Transcript Transfer ApplyAB

Responsible 1D: *
| }
Org ID: 4
v

Checklist |Th= Uo
Item - -
Comment:

Optional Comments (visible to student)

Student
Specific
Comment:

[

OK Cancel
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20.  When completed press save. The checklist item will be immediately displayed in the student centre.
Click the Save button.

21. If authorized, you may remove or delete a comment by clicking on the minus "-" sign. To delete a
checklist item navigate to the checklist item on the Checklist Management 2 tab. Deleting a
checklist item may be necessary if it was added in error. Otherwise, checklists are updated manually,
or in some cases, by the system. Click the Checklist Management 2 tab.
| Checklist Management 2 |

22. Ensure you are on the correct checklist table item and click the minus sign. In some cases, there
may be more than one item in the checklist item table. Click the Delete row button.

B

oW
Checklist ltem Table

+
*Sequence *ltem *Status *Status Date *Due Date J
100 HSEDI a, Initiated L ¥ 99909/12/31
HSEDI .
Checklist Col

Responsible ID |¢277 77" a, Name
Org ID a, Description

23.  The Delete Confirmation prompt displays, click the OK button.

Delete Confirmation

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

OK i Cancel

24.  Click the Checklist Management 1 tab.
I_Qhen:klisl Management 1 |

25. Click the Save button.
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26. Note: After deleting the checklist item the status changes to completed. This checklist item will not
appear in the student centre.

Academic Career UGRD
Admit Term 2403
Student Career Nbr
Application Nbr
Application Program Nbr g

Checklist Date Time
*Administrative Function ADMP |Q

Variable Data

Admissions Program

*Academic Institution | University of Calgary v/

*Checklist Code [UGSW1 | Q UG SW

| *Status|Completed vl ] Status Date

Due Date 9999/12/31 |[3)

Due Amount Currency Code Q,

Comments |opfional

The next steps will explain how to review a Checklist from Checklist Management - Person.

1. Click the Campus Community link.
Campus Community

ks gl o wmd T e s sidiom

2. Click the Checklists link.
Checklists

Manane rhar

3. Click the Person Checklists link.
[Person Checklists]

4. Click the Checklist Management - Person link.
[Checklist Management - Person]|

5. You can enter the student ID, Last Name or First Name to search for a student.
Click the Search button.

Search
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6. A list of Checklists may appear. Make the appropriate selection e.g. ADMA 2107 APFEE.

Search Results

First |fJ] 1-9of9 | Last

Sequence Admin (Admit (Checklist Hational ID HID Short Mational |Date of Gender|Name Campus Last Name First
Number Funt:tlon ITerm Code Countnr Descnntlon ID Blrth ID Name

L ADMA 2107 APFEE s 10131962 Femalel St 3t
P Z PROS an ELF L.m ——— T
I 3 ADMP 2107 UGSW1 CAN SN msses 1DA3M962 Fernale |\ o (blank) |
i 4 ADMA 2107 UGCANT  CAN SN mees 40/13/1962 Female | {blank) ¢
i 5 ADMA 2103 APFEE CAN SIN weeeees {0/13/1062 Fernale G (blank)
£ 6 ADMA 2107 ADDL CAN 2N s (/131962 Female ¢ (blank)
= S 74 = W MaRn fhloak)
7. Details of the Checklist will appear including the Application Number, Administrative Function,

Checklist Code, Status of the Checklist, Status Date and Due Date (if applicable). Also displayed may

be the Due Amount and any additional comments.

Checklist Management 1 Checklist Management 2

Academic Career: UGRD
Admit Term: 2107
Student Career Hbr: 0

Application Nbr:

Variahle Data |

Application Center: Undergraduate Admissions

Checklist Date Time: 200911427 11:39:39

*Administrative Function: Admissions Application
*pcademic Institution: | University of Calgary [
*Checklist Code: ‘@ Application Fee

*Status: Completed ¥ Status Date: 2009/11/27

Due Date: 9999/12/31 [z

Due Amount: - |

Q Currency Code

Comments:

_.,|
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8. The Checklist Management 2 tab will display the details of the checklist including Checklist Date
and Time, Administrative Function, Checklist Code, Status, Responsible ID and the Name of the
person who created the Checklist.

Checklist Management 1 Checklist Management 2

D ex @
Checklist Date Time: 009/11/27 11:39:39
Administrative Function: rdmissions Application Status: Completed
Academic Institution: University of Calgary Status Date: 20001127

Checklist Code: 4pplication Fee Due Date: 9999/12/31
Checklist ltem Table

*Sequence *ltem * *Status Date  *Due Date +[=]
1000 [APFEE @ @pnngmm 9999/12/31
App Fee :
Checklist Comments
ResponsiblelD:[‘ Q Name:
.4
9. Clicking on the Checklist Comments displays the Checklist Item Comments. If authorized, you can

enter Student Specific Comments. Click the OK button.

Checklist tem Comments

Checklist ltem: APFEE Application Fee

Responsible 1D:

Checklist
ltem

Comment: L=

KN

Student
Specific
Comment: Optional Comments

%

Cancel |
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10.  You can navigate to the next or previous checklist item by using the buttons.
+[E| Previous in List | | +E Mext in List
Click the Return to Search button.
2\ Return to Search
11.  The Checklist Icon displays on a number of pages. When the Checklist Icon is used, Administrative
Function and Variable Data transfer from the original page to Checklist Management 1. For this
example the navigation displays the Checklist Icon in the Maintain Applications component in
Student Admissions > Application Maintenance.
Favorites | Main Menu > W > W> Qaintain Applications)
Il;ﬂ.m:uiic.alio-n Program Data | Application Data Application Student Response
B ——
ex @
Academic Insfitution:  University of Calgary Application Number: 42094804
Academic Career: Undergraduate Programs Career Number: 1
Program Data fnd | viewar  First Bl 4 052 B Lag
Program Number: 0 “Effective Date: 201006104 | ~hecklist Ico (
*Admit Term: 2107 F10 Effective Sequence: 3 b
*Academic Program: |S"WBCH SWBCH Expected Graduation Term:
*Academic Load:  |Ful-Time =] S MAIN UCALG
I™ Joint Program Program Choice: IPrimary' -]
Status: Active Action Date: 2010/06/04
“Program Action:  MATR Matriculation Action Reason: SELF Added by Self-Service
Process
[eEErEgE| Evaluation
Calculate Deposit Fees
Find | View Al First Bl 4 or2 I Last
=pcademic Plan: BSW-DEG Bach of Social Work DEG BSW
*Plan Sequence: 1
Sub-Plan Data Find [view Al First Bl 1 of 1 N Last
*Sub-Plan:
12. Click the Add a New Checklist icon.
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13.

14.

March 2020

When using the Checklist Icon, Administrative Function and Variable Data autocomplete saving you
these steps. Click the Look up Checklist Code button. You can enter part of the checklist code or
scroll to select the appropriate Checklist Code.

Enter any comments and press Save. Click the Save link.
El save |

For the corresponding online learning, consult the Student Administration (PeopleSoft Campus
Solutions) training website.

End of Procedure.
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