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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. 

 

2. Click the Checklists link. 

 

3. Click the Person Checklists link. 

 

4. Click the Checklist Management - Person link. 

 

5. Click the Add a New Value tab. Enter the student ID number. Click the Add button. 
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6. On Checklist Management 1, select the Administrative Function. Click the Look up Administrative 
Function button. 

 

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. 
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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. 
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10. Note the status is initiated. Other status include completed and cancelled. The next steps show how 
to associate the checklist item to the application. Click the Variable Data button. 

 

 

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. 

 

12. Click the Look up Application Number button. 
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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. 

 

14. Click the OK button. 
 

15. Click the Checklist Management 2 tab. 

 

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

 

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. 
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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. 

 

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. 

 

 

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

 

24. Click the Checklist Management 1 tab. 

 

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. 

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

 
1. Click the Campus Community link. 

 

2. Click the Checklists link. 

 

3. Click the Person Checklists link. 
 

4. Click the Checklist Management - Person link. 
 

5. You can enter the student ID, Last Name or First Name to search for a student. 
Click the Search button. 
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6. A list of Checklists may appear. Make the appropriate selection e.g. ADMA 2107 APFEE.  

 

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. 
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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.  

 
9. Clicking on the Checklist Comments displays the Checklist Item Comments. If authorized, you can 

enter Student Specific Comments. Click the OK button. 
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10. You can navigate to the next or previous checklist item by using the buttons. 

 
Click the Return to Search button. 

 

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. 

 
12. Click the Add a New Checklist icon. 
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13. 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. 

 

14. Enter any comments and press Save. Click the Save link. 

 

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

 


