Checklists: Update by Person,
UNIVERSITY OF

CALGARY Summary & Detail
SA - Student Administration

The following is how to update a checklist by person, view and update the checklist summary (if authorized)
and view the details of a checklist. Please note, which components you may update change or view, depends
on authorization.

Item Update by Person:

1. Click the Campus Community link.
[l Campus Community

2. Click the Checklists link.

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

4. Click the Item Update - by Person link.
ltem Update - by Person

S. Enter the emplid, Last Name, First Name or any search criteria you have. Click the Search button.

Item Update - by Person

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

Find an Existing Value

Maximum nurmkber of rows to return (up to 300); |300 f
a

ID: | begins with || Emplid

Sequence Numbenlz j |

Admin Function: |begin5 withj| Q
Admit Term: | begins with ||

Checklist Code: | begins with = ]|

Hational ID: |begins withj|

Campus ID: | begins with ||

Last Name: | begins with | |LastName /
First Name: | begins with | |FirstName 4/

" Case Sensitive

I Search I Clear |Elasic:Searc:h [E) save Search Criteria
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6. Any checklists will appear in the grid below. Select the desired checklist. For this example click the
APFEE link.

Search Results

First |fJ] 19cof9 | Last

Sequence Admin Admit Checklist (National ID HID Short Mational (Date of Gender [Hame Campus Last Hame Flrsl
uumhpr [Function  [Term {‘ndP ICountry Inescrintion lin IRirth e n L

ADMA 21 07 AF'FEE I CAN SIN ********* 10:’131'1962 Fernale _____ 2353

"
2 FROS blank) ELF W CAN SIN T 0T TAT 1052 Temale [
3 ADWP 2107 UGSW1 CAN En [ 101131962 Femnale g
4 ADMA 2107  UGCANT  CAN R === 101311962 Female

5 ADMA 2103 APFEE CAN s e 1011311962 Female - St
6 ADMA 2107  ADDL CAN SIN et 10/13/1962 Female

7

ADMP 3 ueswz ran S Femeee 1013172 Tam-'e S P

7. By default, any checklists in Initiated Status display. If authorized, the Status can be changed by
clicking on the Item Status list. Checklists can be Completed, Initiated or Waived. For this
example, select Completed. Click the Completed list item.

Item Update - by Person

Checklist ltems
ltem Sequence Administrative Checklist Type Checklist Code Descr *Item Status *Status Date
Function —
Essay 200 ADMP ADC UG SW Alternate Checklist | mifiated = 2012102108 [5
nitiated
RecLtr 400 ADMP ADC UG SW Alternate Checklist 201202108 [+
Reference 300 ADMP ADC UG SW Alternate Checkiist | Initiated x| [2012/02/08 [
Work Exp 100 ADMP ADC UG SW Alternate Checklist | Initisted =] [2012/02/08 [

Bl save | &\ Return to Search | +[E] Previous in List | +[E] Next in List | [=] Notify |

8. Note the Status Date defaults to the System Date (today's date). This can be changed if required.
Click the Save button.

El =ave

Person Checklist Summary:

1. Click the Campus Community link.
[l- Campus Community
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2. Click the Checklists link.
[Eheckiists|

3.  Click the Person Checklists link.

Person Checklists

4. Click the Person Checklist Summary link.

Person Checklist Summary|

5. Enter emplid, Last Name or First Name to search. Click the Search button.

Person Checklist Summary

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

Find an Existing Value

Maximurm number of rows to return (up to 300): W
ID: | begins with > | Emplid

Campus ID:| begins with x| |

National ID:|begins withj|

Last Name: | begins with v|[Last Name
First Name:| begins with ¥| |First riame
[ case Sensitive

Clear |ElasicSearch Save Search Criteria

6. Checklists display based on the Selection Criteria entered. With only the Responsible ID populated
just the checklists created by this individual will display. By default, any Checklists in Initiated Status
will display. Consequently, if the Responsible ID is removed the entire list of Checklists will appear
regardless of the Status. Click the Search button.

Checklist Summary Operator 3C Groups Summary

°ex @
Function
Remove IC to view entire Checklists ﬁ
Q. variable Data
Checklist Type Checklist Responsible ID, Status

| R o —

Checklist Item Description |ltem Sta'us
Edit View UGSW2 WREKVOL ‘Work or Volunteer Experience 9999M12/31/ Initiated
Edit View UGSW2 ESSAY Essay 9999M12/31| Initiated
Edit View UGSW2 REFERE Letter of Reference 9999M12/31| Initiated
Edit View UGSW2 RECLTR Recommendation Letter 999912131\ Initiated
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7. Selecting the applicable Function or Variable Data can further define the search results. Click the
Look up Function button. A list of Functions Variable Data displays. For this example select ADMP
Admissions Program. Click the ADMP link.

Look Up Function

Administrative Function: | begins with » ||
Description: |begins with j|

LookUpl Clear | Cancel |ElasicL00kug

Search Results

A S Application
Admissions Prograrm
Advancement Acknowledoements
A Advancement Initiatives
AhdB Advancement Member Benefit
AVhS Advancement Membership
AWRED Awvarding

BDGT Budget Maintenan -

T T

8.  Click the Search button.

Search |

9. Search results can also be defined by Checklist Type. Click the Checklist Type list. If desired, select
the applicable Checklist Type.

Selection Criteria

Function
ADMP Q yariable Data

Checklist Type

Condition
Hiring
Medical
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10.

11.

12.

July 2020

Checklists can also be selected. The checklist type list is populated by the selection made in the
Function Variable Data field (ie. ADMP). Click the Look up Checklist button.

Look Up Checklist

Checklist Code:l heging with j |
Description: | begins with ¥ ||

*

%"Dl Clear | Cancel |ElasicLunkun

Search Results
I First n 1-6 of G u Last

Checklist Code [Description

ADDL Additional Requirements
APFEE Application Fee

ELF Enalish Language Proficiency
UGCANT UG Canada - Transfer Appl
LGS LIG S

LUGEW2 UG S Alternate Checklist

The Status field can be used to Search for All, Completed or Initiated Checklists. For this example,

click Initiated.

Al

Completed
Inmated |

Status
All

When completed with the Selection Criteria, click the Search button.

Search |
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13. The Edit link on the Code Item Status transfers to Checklist Management 1 where, if authorized, you

can edit the checklist. Click the Edit link.

Selection Criteria
Function

ADMP &, variable Data

Checklist Type Checklist Responsible ID Status

| =l | Q |

Al =l

M EH @

Search |

'9999/12/21

Item Status

Edit View WRKVOL  Work or Volunteer Experience Initiated
Edilgview UGSW2 ESSAY Essay 9999/12/31 Initiated
Edit View UGSW2 REFERE Letter of Reference 99991231  Initiated
Edit View UGSW2 RECLTR Recommendation Letter 99991231  Initiated
Edit View UGSW2 WREVOL Work or Volunteer Experience 99991231  Initiated
Edit View UGSW2 ESSAY Essay 9999/M12/31  Initiated
Edit View UGSW2 REFERE Letter of Reference 99991231  Initiated
Edit View UGSW2 RECLTR Recommendation Letter 99991231  Initiated
Edit View UGSW2 WREVOL Work or Volunteer Experience 99991231  Initiated
Edit View UGSW2 REFERE Letter of Reference 9999/M12/31  Initiated
Edit View UGSW2 RECLTR Recommendation Letter 9999M12/31  Initiated
Edit View UGSW2 RECLTR Recommendation Letter 9999/M12/31  Initiated

14.  |f authorized, edits can be completed. Click the Checklist Management 2 link.

Checklist Management 1

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

Application Nbr:
Application Program Nbr: 0
Checklist Date Time: 2012/03M13 15:06:28

Variable Data |

*Administrative Function: ’m Q ’ Admissions Program
*Academic Institution: | University of Calgary [~
*Checklist Code: uesw2 Q" UG SW Alternate Checklist
*Status: [iniated =] “ Status Date: 2012/0313
Due Date: 999912/31 [+
Due Amount: ’_ Q Currency Code
Comments: test ‘

6|Page

July 2020



UNIVERSITY OF

CALGARY

Checklists: Update by Person,

Summary & Detail
SA - Student Administration

15.  Review the Checklist Comments on Checklist Management 2. Click the Checklist Comments link.

Checklist Management 1 Checklist Management 2

Checklist Date Time:
Administrative Function:
Academic Institution:

Checklist Code:

2012/03M315:06:28
Admissions Program
University of Calgary

LG SW Alternate Checklist

Status:
Status Date:

Due Date:

@ x

Initiated
2012/03M13

9998/M12/31

O

Checklist [tem Table

*Sequence  *ltem *Status Date  *Due Date E|
[ 100 |wrkvoL @ x| |2012103113 | |9999M12134
Work E
s | Checklist Commentsl
Responsible I0:” 777 Q b‘
*Sequence “ltem *Status Date  *Due Date E|
200 ESsaYy O j |20‘12.|'E|3.|"13 999912131
Essay Checklist Comments
Responsible 1D: Q

16.  Any comments will be displayed here, included any student specific comment. To return to the

previous page, click the OK button.

Checklist
Item

Comment:

Student
Specific
Comment:

%

I oK ]I cancel |

July 2020
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17.  Click the Return to Search link.
E), Return to Search
18.  The View link transfers to Checklist Management 1 for "view only" access. Click the View link.
Search Results
=
Checklist Item Description Due Date Item Status
Edit EswW2 WRKWVOL Woark or Volunteer Experience 9999M2/31 Initiated
Edit Vie GSW2 ESSAY Essay 9999M2/31  Initiated
=1 *F ERE I_etter ~f Referanre apEnmg R g
19.  No editing is permitted in "view only". Click the Return to Search link.
Admit Term: 2107
Student Career Nbr: 0
Application Mbr: 42094804 Variable Data
Application Program Hbr: 0
Checklist Date Time: 2012/031315:06:28
Administrative Function: ADMP Admissions Program
Academic Institution: University of Calgary
CheckKlist Code: UGsw?2 UG 8W Alternate Checklist
Status: Initiated Status Date: 2012/03/13
Due Date: 9999112131
Due Amount: Currency Code
Comments: test
Bl save | Q\ Return to Search | [Z] Notify |
20.  To view your 3C authorization, click the Operator 3C Groups Summary tab. Click the Operator 3C
Groups Summary tab.
Operator 3C Groups Summary
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21. The Operator 3C Groups Summary displays your authorizations for Checklists, Communications and
Comments. Inquiry Indicator allows view access and Update Indicator allows editing. If required,
additional access and permissions can be requested.

Checklist Summary Operator 3C Groups Summary

User ID: Hame:

Operator Group Summary

Institution Description [

| Update indicator

Inquiry Indicator

University of Calgary Advising Session Comments v W
University of Calgary Bachelor of Corm Rehabilitation I~ v
University of Calgary Bachelor of Health Sciences ird rd
University of Calgary Convocation I ¥
University of Calgary Co-op/internship ™ i~
University of Calgary Department ~d I~
University of Calgary Faculty of Education - UGRD ™ i~
University of Calgary Effective Writing ™4 I~

L

Checklist Management 1 & 2 Detail (View Only):
Checklists items cannot be updated, assigned or removed in Checklist Detail.

1. Click the Campus Community link.
Fampus Cnmmunity|

2. Click the Checklists link.

3.  Click the Person Checklists link.
| Person Chechliats!

4. Click the Person Checklist Detail link.
Person Checklist Detail
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S. Enter desired search criteria, Emplid, Last Name or First Name. Click the Search button.

Person Checklist Detail

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

Find an Existing Value

Maxirmum number of rows to return (up to 300) |300

D |begin5 with > | |Emplid a
Sequence Number: |= j |
Administrative Func.ﬁon:l hegins with j | Q.
Admit Term: | begins with ||
Checklist Code: | begins with ]|
National ID: | begins with = ||
Campus ID: | begins with ||

Last Name: |begin5 withj||_ast Mame (
First Name: |begin5 withj|Fir5t Marmeg K

" Case Sensitive

I Search I Clear |EIasicSearch 5] save Search Criteria

6. Any checklists will display in the grid below. Select the desired checklist. For example, click the
APFEE link.

Search Results

First |f] 19cf9 | Last

Sequence Admin Admit [Checklist (National ID HID Short Mational (Date of Gender|ame [Campus Last Name IFirst
Numhpr [Function  [Term rndp ICauntry IDeserintion lin IRirth ame i 251 7AME |jame

4 ADIIA 2107 APFEE SIN 10/13/1962 Female.
2 PROS blank) ELF W CAN SIN 0T 1902 Temale ERa
3 ADMP 2107 UGSWI CAN sIN 10/13/1962 Female i
4 ADMA 2107  UGCANT  CAN SN 101131962 Female
5 ADMA 2103 APFEE CAN SN 101311962 Famale i
6 ADMA 2107  ADDL CAN SIN sassestt 40/13/1962 Female
7 ADMP A Ueesw2 ran SN s 40131072 Tamele o O
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7. Checklist Detail 1 will display in view only and no changes can be completed. Click the Checklist

Detail 2 tab.

Checklist Detail 1

Academic Career:

Admit Term:
Student Career Nbr:
Application Nbr:

Application Center:
Checklist Date Time:

Administrative Function:

Academic Institution:

Checklist Code:

Status:

Due Date:

Due Amount:

Comments:

42094304 Variahle Data |
Undergraduate Admissions

2009111127 11:39:39

ADMA Admissions Application
University of Calgary

APFEE Application Fee
Completed Status Date:  2009/11/27
99992431

Currency Code

5] Save | | S\ Return to Search | | +[5] Previous in List | | +[E] Next in List | [=] Motify |

8. Checklist Details will display in view only. Click the Checklist Comments link.

Checklist Detail 1 Checklist Detail 2

Checklist Date Time:

Administrative Function:

Academic Institution:

Checklist Code:

Checklist tem Table

. @ *
20081127 11:39:39
Admissions Application Status: Completed
University of Calgary Status Date: 200911127
Application Fee Due Date: 9999/12/31

Q

Sequence  Item Status Status Date Due Date
100 APFEE App Fee Completed 2009111427
Responsibleld: -~ Name: |

9999M12/31 !ChecklistCnmmentsI

N

July 2020
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9. You can view the Checklist tem Comments. Click the OK link.
Checklist Item Comments

Checklist ltem: APFEE Application Fee

Responsible 1D:

u

Checklist Please submi
Item Undergraduate
Comment: |Law.

L

Student
Specific
Comment:

DK Cancel

For the corresponding online learning, consult the Student Administration (PeopleSoft Campus

Solutions) training website.
End of Procedure.
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