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	Step
	Action

	1.  
	Click the Student Admissions link.
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	2.  
	Click the Application Entry link.
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	3.  
	Click the Add Application link.
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	Step
	Action

	4.  
	Enter the desired information into the ID: field. Enter "3424".

If applicant already exists in the system then just select the ID from lookup and add another application for that applicant.

This ID field is used to enter Application Form Number.
Note: 
To ensure uniqueness in the system, use the following format;

Format : XXXYYTZZZZZ

XXX : Departmental/Faculty Code

YY : Year

T : Session (Spring, Fall, etc)

ZZZZZ : serial number

Example: 
UCS09F00001

	5.  
	Enter the desired information into the Academic Career: field. Enter "GRAD".

Click lookup to view all possible values of Academic Career. 

Possible values are;

1. UGRD
2. GRAD
3. PGRD
4. CNED

	6.  
	Click the Add button.
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	7.  
	Click the Prefix: list.
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	Action

	8.  
	Click the cell.
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	Step
	Action

	9.  
	Enter the desired information into the First Name: field. Enter "Imran".

	10.  
	Enter the desired information into the Middle Name: field. Enter "Ahmad".

	11.  
	Enter the desired information into the Last Name: field. Enter "Khan".

	12.  
	Enter the desired information into the Date of Birth: field. Enter "02/26/1985".

In format month/day/year.

	13.  
	Click the *Gender: list.

[image: image12.png]Unknown








 

[image: image13.png]Ble Edt Vew Hstory Bookmarks Swspbook Iools Help

€ - C L [Olroiermomremmortmsmocss srucanons sov e oo coore: 77 - |
Most Visited ¥ Getting Started 51| Latest Headines || Links

] Add Application
ORACLE'

Google

= Application Eniry
b Academic Information
b Relationships
b Partcipation Biographical Details al | Application Program Data | Application Data | Application
b Application Materials
b Persanal Information

Mew Winow | Help | Customize Page | 8 (&

3424
[Person information

Effective Date: (0310512008 |

b Application Maintenance

© Application Evaluation ‘FormatUsing:  English  Change Formal

© Processing Applications T—]

1> Application Delete Prefix: r -

 Applican Summaries mran Widdle Name: ~ [Amad
©3.C's and Event —

Summaries [Khan

b Extenal Org Summaries

b Application Fees and Suffbc: |

Deposits

b Enroliment Targets " (02021885 | .

e Date of Birth: 020211985 5 girth Information Campus ID:

Processing

b ApplicationfTranscript -
Loads 031052008 5

b OUAC

b Reports Single =] As ]

b Educational Contracts NLD| *Gender: [ =1

b Base Register NLD.
b Internship Contracts NLD. i

D s kimssons | (o (O —
b CFl Snapshot NLD [Natonal Gerty Gard
0 Proceseing Admissions

Nzt

D TAC Processing

© Processing Studisink NLD

Done I




 

	Step
	Action

	14.  
	Click the cell.

[image: image14.png]Male







 

[image: image15.png]Ble Edt Vew Hstory Bookmarks Swspbook Iools Help

€ - C L [Dlroiermomremmormsimocss srucanons sov e awes coore: 77 - |

Google

) Most e S Geting Started 1 Latet Headines | Liks
) Add appiication e
ORACLE"

< Application Entry .
b Academic Information Effective Date: [03/05/2008 5
b Relationships ;
b Participation FormatUsing:  English ~ Chane Format

b Application Materials ]
b Persanal Information

[mran Middie Name:  [Ahmad
[han

 Applicaion Mainfnance St

» Applicaion Evaluation

 Processing Applicaions
© Applicaion Delele
 Applicant Summares
3G’ and Event
Summaries Iea/oci2008 |
1 Bxternal Org Summaries. 0510572009 |6

b Application Fees and [mge =] As
Deposits e
b Enrollment Targets G Wiale <

© External Test Score
Processing

b ApplicationTranseript
Loads

b OUAC

b Reports

> Educational Conracts NLD|
b Base Register NLD.

b Internship Contracts NLD.
b Processing Admissions:
NLD

b OFI Snapshot NLD

b Processing Admissions:
NZL

021021985 |5 girtn information Campus ID:

o
ome v we  [pone  [bi [Gountiy[prstered] |
. (030512008 5 [ — EHE
"Tac prosssing e =

b Prosessing Stuselink NLD A Q. T I~
Done I




 

	Step
	Action

	15.  
	Enter the desired information into the field. Enter "35201-1234567-9".

	16.  
	Click the Edit Address link.
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	17.  
	Enter the desired information into the Address 1: field. Enter "39 Empress Road".

	18.  
	Enter the desired information into the City: field. Enter "Lahore".

	19.  
	Enter the desired information into the State: field. Enter "PUNJAB".

	20.  
	Enter the desired information into the Postal: field. Enter "54000".

	21.  
	Click the OK graphic.
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	Step
	Action

	22.  
	Click the list.
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	23.  
	Click the list.
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	Step
	Action

	24.  
	Enter the desired information into the field. Enter "03341234567".

	25.  
	Click the list.
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	Step
	Action

	26.  
	Click the Add a new row at row 1 (Alt+7) graphic.
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	Step
	Action

	27.  
	Enter the desired information into the field. Enter "xyz@company.com".

	28.  
	End of Procedure.
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	Step
	Action

	1.  
	Click the Application Pro link.
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	2.  
	Enter the desired information into the *Admit Term: field. Enter "0913".

Term represents session, i.e., current admission session.

	3.  
	Enter the desired information into the *Academic Program: field. Enter "MSCIT".

	4.  
	Enter the desired information into the *Campus: field. Enter "AIQBL".

	5.  
	Enter the desired information into the *Academic Plan: field. Enter "MSCIT".

Note:

Academic Plan represents specializations of the program. Enter same value as program code in this field.

	6.  
	Enter the desired information into the *Sub-Plan: field. Enter "MORN".

Sub-Plan represents offering time of program and its possible values are

1. Morning

2. Afternoon 

3. Evening

	7.  
	Click the Add a new row at row 1 (Alt+7) graphic.

Note:
Click '+' to add multiple programs.
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	8.  
	Enter the desired information into the field. Enter "MSCGI".

	9.  
	Enter the desired information into the *Academic Plan: field. Enter "MSCGI".

Note:

Academic Plan represents specializations of the program. Enter same value as program code in this field.

	10.  
	Enter the desired information into the *Sub-Plan: field. Enter "MORN".

	11.  
	Click the Applicatio link.
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	12.  
	Enter the desired information into the *Admit Type: field. Enter "OPN".

	13.  
	Click the Save button.
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	14.  
	End of Procedure.
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	Step
	Action

	1.  
	Click the Student Admissions link.
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	Step
	Action

	2.  
	Click the Application Entry link.
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	3.  
	Click the Relationships link.
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	4.  
	Click the Relationships link.
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	Action

	5.  
	Click the dd a New Value link.
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	6.  
	Enter the desired information into the ID: field. Enter "3424".

	7.  
	Enter the desired information into the Academic Career: field. Enter "GRAD".

	8.  
	Click the Add button.
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	9.  
	Click the *Relationship: list.
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	10.  
	Click the Relationship list.
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	Action

	11.  
	Enter the desired information into the *Name: field. Enter "Khan,Dilshad".

Format:

 last name, first name

	12.  
	Click the *Guardian: list.
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	13.  
	Click in the Guardian field.
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	14.  
	Click the Save button.
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	15.  
	End of Procedure.
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	1.  
	Click the Student Admissions link.
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	Action

	2.  
	Click the Application Entry link.
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	3.  
	Click the Academic Information link.
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	4.  
	Click the Education link.
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	Step
	Action

	5.  
	Enter the desired information into the ID: field. Enter "3424".

	6.  
	Enter the desired information into the Academic Career: field. Enter "GRAD".

	7.  
	Click the Search button.
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	8.  
	Enter the desired information into the *External Org ID: field. Enter "SS".

Choose Secondary School (SS) for entering Matric qualification. 

	9.  
	Click the *Career: list.
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	10.  
	Click the cell.
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	11.  
	Click the Look up External Term (Alt+5) graphic.
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	12.  
	Click the Annual link.
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	13.  
	Enter the desired information into the Term Year: field. Enter "2001".

	14.  
	Click the list.
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	15.  
	Click the cell.
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	Step
	Action

	16.  
	Enter the desired information into the field. Enter "770".

Enter Obtained Marks.

	17.  
	Enter the desired information into the field. Enter "850".

Enter Total Marks.

	18.  
	Enter the desired information into the field. Enter "1".

This field is used to enter Division.

	19.  
	Click the Add a new row at row 1 (Alt+7) graphic.
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	20.  
	Enter the desired information into the *External Org ID: field. Enter "HSS".

Choose Higher Secondary School (HSS) for entering Intermediate qualification. 

	21.  
	Click the *Career: list.
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	22.  
	Click the cell.
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	23.  
	Click the Look up External Term (Alt+5) graphic.
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	24.  
	Click the Annual link.
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	25.  
	Enter the desired information into the Term Year: field. Enter "2003".

	26.  
	Click the list.

[image: image74.png]






 

[image: image75.png]~ Academic Information

- Academic Interests
- Sludent Groups
b Relationshins

b Application Materials
© Persanal Infarmation
- SearchiMtatch

- Add Application

b Application Maintenance
b Application Evaluation
b Processing Applications
b Application Delete

b Applicant Summaries

1 3C's and Event

b Extenal Org Summaries
b Application Fees and

© Enrallment Targets
© External Test Score

b ApplicationTranseript

> Educational Conracts NLD|
b Base Register NLD.

b Internship Contracts NLD.
b Processing Admissions:

b OFI Snapshot NLD
b Processing Admissions:

b TAC Pracessing

b Processing Studielink NLD
= Application Status Update
= Mark Eliniblity

= Marks Adjustment

- Selup Programs For

- Sublect Detalls
- application Closing Date

External Education

Imran Khan

“External Org ID:

Data Number:

Term Type:

Term Year:

@ Higher Secondary School

» School Details.

High Schl

ANUL @ Anuual

Full vear

~ Transcript Summary

‘Summary Tye

I Checkiist ftem Update.

ize | Find |

DS

BYS
Cerifcate

DAE.
D
Diploma
FA.

Fc.

LLB.
L

. Arch.

BBIT (Hons)

D. Pharmaty

F Sc (Pre-Medical)

F Sc.(Pre-Engineering)
Graduation Equivalent

cs
JEEC——




 

	Step
	Action

	27.  
	Click the Return to Search button.
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	Step
	Action

	28.  
	Enter the desired information into the field. Enter "900".

Enter Obtained Marks.

	29.  
	Enter the desired information into the field. Enter "1100".

Enter Total Marks.

	30.  
	Enter the desired information into the field. Enter "1".

This field is used to enter Division.

	31.  
	Click the Add a new row at row 2 (Alt+7) graphic.
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	32.  
	Enter the desired information into the *External Org ID: field. Enter "HEC".

Choose Higher Education Commission (HEC) for entering graduation and onwards qualifications. 

	33.  
	Click the *Career: list.
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	Step
	Action

	34.  
	Click the cell.
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	Step
	Action

	35.  
	Click the Look up External Term (Alt+5) graphic.
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	36.  
	Click the Annual link.
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	37.  
	Enter the desired information into the Term Year: field. Enter "2007".

	38.  
	Click the list.
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	Step
	Action

	39.  
	Click the cell.
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	Step
	Action

	40.  
	Click the list.

Select PU if applicant has completed degree from PU.
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	Step
	Action

	41.  
	Click the cell.

Select PU if applicant has completed degree from PU.
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	Step
	Action

	42.  
	Enter the desired information into the field. Enter "600".

Enter Obtained Marks.

	43.  
	Enter the desired information into the field. Enter "800".

Enter Total Marks.

	44.  
	Enter the desired information into the field. Enter "1".

This field is used to enter Division.

	45.  
	Enter the desired information into the field. Enter "CS".

	46.  
	Click the list.
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	Step
	Action

	47.  
	Click the cell.

Note:
Course level has two possible values: Major and Regular

Major: Major is used to complete degree information.

e.g., In Degree B.Sc (Hons.) Computer Science
"Computer Science" should be added as major subjet to completely describe the degree name. 
Regular: Regular indicates subjects that are studied in above selected degree.
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	Step
	Action

	48.  
	Click the Add multiple new rows at row 1 (Alt+7) graphic.
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	Step
	Action

	49.  
	Click the OK button.
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	Step
	Action

	50.  
	Enter the desired information into the field. Enter "STAT".

	51.  
	Click the list.
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	Step
	Action

	52.  
	Click the cell.
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	Step
	Action

	53.  
	Enter the desired information into the field. Enter "80".

Enter Obtained Marks.

	54.  
	Enter the desired information into the field. Enter "100".

Enter Total Marks.

	55.  
	Click the Save button.
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	56.  
	End of Procedure.
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	Step
	Action

	1.  
	Click the Student Admissions link.
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	Step
	Action

	2.  
	Click the Application Entry link.
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	3.  
	Click the Academic Information link.
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	4.  
	Click the Test Results link.
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	Step
	Action

	5.  
	Enter the desired information into the ID: field. Enter "3424".

	6.  
	Enter the desired information into the Academic Career: field. Enter "GRAD".

	7.  
	Click the Search button.
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	8.  
	Enter the desired information into the field. Enter "MSCIT".

Note:
Enter Test ID same as Program's Code.

	9.  
	Enter the desired information into the Test Date: field. Enter "03/12/2009".

	10.  
	Click the Look up Component (Alt+5) graphic.
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	11.  
	Click the ENTST link.
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	12.  
	Enter the desired information into the field. Enter "70".

	13.  
	Click the Add a new row at row 1 (Alt+7) graphic.
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	14.  
	Click the HAFIZ link.
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	15.  
	Enter the desired information into the field. Enter "20".

	16.  
	Click the Save button.
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	17.  
	End of Procedure.


Add Publications (If Program's Requirement)

Add Publications of an Applicant

Procedure



 

[image: image119.png]Personalize Content | Layout

®

b My Favorites
> Display UPK help

> Hostel ianagement System
> Online Application System
1 Self Senice

b Manager Self Service

b Recruiting

1 workforce Adrministration
1 Benefits

> Compensation

o stock

1 Time and Labor

b Payroll for North America
> Global Payrol & Absence Mot
> PayrollInterface

1 Workforce Develapment
1 Organizational Development
> Enterprise Learning

1 workforce Monitaring

b Pension

b Campus Community

1 Student Recrulting

o Student Admissions

1 Recards and Enroliment
o Curticulum Management
1 Financial Aid

[ Student Financials

0 Academic Agvisement

1 Contriutar Relations

b Set Up HRMS

> Set Up SACR

b Enterprise Components
b worklist

1 Application Diagnastics

1 Tree Manager

1 Reporting Taals.

> PeopleTools

|- careers

|- Change by Password

|- v Personalzations

|- by System Profle

|- by Dictianary




 

	Step
	Action

	1.  
	Click the Student Admissions link.
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	Step
	Action

	2.  
	Click the Application Entry link.
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	3.  
	Click the Participation link.
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	4.  
	Click the Publications link.
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	Step
	Action

	5.  
	Enter the desired information into the ID: field. Enter "3424".

	6.  
	Click the Search button.
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	7.  
	Click the Publication Type: list.

[image: image127.png]






 

[image: image128.png]ORACLE

S Pethtan
= Extracurricular
Activities
Honors and Awards
> Romicaten eterits
e
i
ey
e
L
5 hppleaton Evateton
e e
0 hentestim Dot
e T
e
g
e s
5 hoptraton Feve g
Daee
e
BRI
P
i o —
o
s
? Berore
L —
{ Gass Rogseis
S
BB
i
Y snapenetnin
B A

NZL
b TAC Pracessing
b Processing Studielink NLD
- Auplication Status Update
- Auplication Status-
Preference
= Mark Eliniblity
jark Publications
= Mark\Work Experiences
= Marks Adjustment
= Merit List Reversal

Publications

Imran Khan

3424

Mew Wingow | Help | Customize Pace |

Author Type:

“Publication Number: 1

Publication Type:

Publication Title T
Book

Publication Name: Present
Record

Publisher: Thesis
video

Publication information
™ Date Format (PowerPlay OnlY)  pate:pat

Volume: Issue:

[/

Page Number(s):

Notes: |

- Setup Programs For [l [




 

	Step
	Action

	8.  
	Click in the Publisher: field.
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	Step
	Action

	9.  
	Click the Author Type: list.
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	Step
	Action

	10.  
	Click the cell.
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	Step
	Action

	11.  
	Enter the desired information into the Publication Title field. Enter "Support Vector Machine".

	12.  
	Enter the desired information into the Publication Name: field. Enter "Support Vector Machine".

	13.  
	Enter the desired information into the Publisher: field. Enter "Imran Khan".

	14.  
	Click the Save button.
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	15.  
	End of Procedure.


Mark Relevant Publications of an Applicant

Procedure

Note:
Its mandatory to mark publications relevant, as only relevant publications are considered in merit calculation.
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	Step
	Action

	1.  
	Click the Student Admissions link.
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	Step
	Action

	2.  
	Click the Mark Publications link.
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	Step
	Action

	3.  
	Enter the desired information into the EmplID field. Enter "3424".

	4.  
	Click the Search button.
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	5.  
	Click an entry in the Name column.
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	Step
	Action

	6.  
	Click the Publication Number button.
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	7.  
	Click an entry in the EmplID column.
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	8.  
	Click the Relevant option.
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	9.  
	Click the Save button.
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	10.  
	End of Procedure.


Add Work Experience (If Program's Requirement)

Add Work Experience of an Applicant

Procedure
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	Step
	Action

	1.  
	Click the Student Admissions link.
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	Step
	Action

	2.  
	Click the Application Entry link.

[image: image151.png]Application Entry





	3.  
	Click the Relationships link.
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	4.  
	Click the Work Experience link.
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	Step
	Action

	5.  
	Enter the desired information into the ID: field. Enter "3424".

	6.  
	Click the Search button.
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	7.  
	Enter the desired information into the field. Enter "Techlogix Pvt. Limited".

	8.  
	Enter the desired information into the *Start Date: field. Enter "02/25/2008".

	9.  
	Enter the desired information into the *End Date: field. Enter "06/25/2009".

	10.  
	Enter the desired information into the field. Enter "Software Engineer".

	11.  
	Click the Save button.
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	12.  
	End of Procedure.


Mark Relevant Experience of an Applicant

Procedure

Note:
Its mandatory to mark work experience relevant, as only relevant work experiences are considered in merit calculation.
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	Step
	Action

	1.  
	Click the Student Admissions link.
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	Step
	Action

	2.  
	Click the Mark Work Experiences link.
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	Step
	Action

	3.  
	Enter the desired information into the EmplID: field. Enter "3424".

	4.  
	Press [Enter].

	5.  
	Click the MSCIT link.

[image: image162.png]




	6.  
	Click the Look up Seq. Number (Alt+5) graphic.
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	7.  
	Click the Techlogix Pvt. Limited link.
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	8.  
	Click the option.
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	9.  
	Click the Save button.
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	10.  
	End of Procedure.


Evaluating Applicants

Determine Eligibility Report

Procedure

This report assists in identifying ineligible applicants.

Note:
Age of each applicant is calculated by taking difference of date of birth of applicant with application closing date. 

If no date of birth of applicant or application closing date for the program is not set in system, then report will show -1 in age column.
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	Step
	Action

	1.  
	Click the Reporting Tools link.
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	Step
	Action

	2.  
	Click the XML Publisher link.
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	3.  
	Click the Query Report Viewer link.
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	Step
	Action

	4.  
	Enter the desired information into the field. Enter "PU_DET_ELIG".

	5.  
	Click the Search button.

[image: image173.png]Search





	6.  
	Click the View Report link.

[image: image174.png]View Repor





	7.  
	Enter the desired information into the field. Enter "PU".

	8.  
	Enter the desired information into the Career: field. Enter "GRAD".

	9.  
	Enter the desired information into the Admit Term: field. Enter "0913".

	10.  
	Enter the desired information into the Program: field. Enter "MSCIT".

	11.  
	Enter the desired information into the Campus: field. Enter "AIQBL".

	12.  
	Enter the desired information into the Academic Plan: field. Enter "MSCIT".

	13.  
	Enter the desired information into the Academic Sub-Plan: field. Enter "MORN".

	14.  
	Enter the desired information into the Admit Type: field. Enter "OPN".

	15.  
	Click the OK button.
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	16.  
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	17.  
	Click the object.
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	Step
	Action

	18.  
	Press [Page Down].

	19.  
	Press [Page Down].

	20.  
	End of Procedure.


Mark Ineligible Applicants

Procedure

Note:
By default all applicants are eligible.

After taking decision of ineligible applicants from "Determine Eligibility Report", mark ineligible applicants. The applicants marked ineligible will not be considered in the merit list evaluation process.


 

[image: image179.png]ORACLE
Personalize Content | Layout

®

b My Favorites
> Display UPK help

> Hostel ianagement System
> Online Application System
1 Self Senice

b Manager Self Service

b Recruiting

1 workforce Adrministration
1 Benefits

> Compensation

o stock

1 Time and Labor

b Payroll for North America
> Global Payrol & Absence Mot
> PayrollInterface

1 Workforce Develapment
1 Organizational Development
> Enterprise Learning

1 workforce Monitaring

b Pension

b Campus Community

1 Student Recrulting

o Student Admissions

1 Recards and Enroliment
o Curticulum Management
1 Financial Aid

[ Student Financials

0 Academic Agvisement

1 Contriutar Relations

b Set Up HRMS

> Set Up SACR

b Enterprise Components
b worklist

1 Application Diagnastics

1 Tree Manager

1 Reporting Taals.

> PeopleTools

Careers

|- Change by Password

|- v Personalzations

|- by System Profle

|- by Dictianary




 

	Step
	Action

	1.  
	Click the Student Admissions link.
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	Step
	Action

	2.  
	Click the Mark Eligiblity link.
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	Step
	Action

	3.  
	Enter the desired information into the EmplID: field. Enter "0050".

	4.  
	Click the Search button.
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	5.  
	Click the   option.
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	6.  
	

	7.  
	Click the Save button.
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	8.  
	End of Procedure.


Ineligible Applicants Report

Procedure

This report shows the list of ineligible applicants.
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	Step
	Action

	1.  
	Click the Reporting Tools link.
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	Step
	Action

	2.  
	Click the XML Publisher link.
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	3.  
	Click the Query Report Viewer link.
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	Step
	Action

	4.  
	Enter the desired information into the field. Enter "PU_INELIG_CA".

	5.  
	Click the Search button.
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	6.  
	Click the View Report link.
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	7.  
	Enter the desired information into the Institution: field. Enter "PU".

	8.  
	Enter the desired information into the Career: field. Enter "GRAD".

	9.  
	Enter the desired information into the Admit Term: field. Enter "0913".

	10.  
	Enter the desired information into the Acad Prog: field. Enter "MSCIT".

	11.  
	Enter the desired information into the Campus: field. Enter "AIQBL".

	12.  
	Enter the desired information into the Acad Plan: field. Enter "MSCIT".

	13.  
	Enter the desired information into the Sub-Plan: field. Enter "MORN".

	14.  
	Enter the desired information into the Admit Type: field. Enter "OPN".

	15.  
	Click the OK button.
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	Step
	Action

	16.  
	Point to the AVPageView object.
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	17.  
	End of Procedure.


Adding Positive and Negative Adjustments of Applicants

Procedure

There are two types of adjustments 

1. Positive:
Additional marks are given as positive adjustments. e.g., 20 additional marks if an applicant has studied specific subject in previous education.

2. Negative:
Deductions are given as negative adjustments. e.g., There is 2 marks deduction from total merit with each year lost.
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	Step
	Action

	1.  
	Click the Student Admissions link.
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	Step
	Action

	2.  
	Click the Marks Adjustment link.
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	Step
	Action

	3.  
	Enter the desired information into the EmplID: field. Enter "0053".

	4.  
	Click the Search button.

[image: image203.png]Search





	5.  
	Click the option.
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	6.  
	Enter the desired information into the field. Enter "40".

	7.  
	Enter the desired information into the field. Enter "Diploma in Graphic Design From UCAD".

	8.  
	Click the Add a new row at row 1 (Alt+7) graphic.
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	9.  
	Click the option.
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	10.  
	Enter the desired information into the field. Enter "2".

	11.  
	Enter the desired information into the field. Enter "1 Year Lost".

	12.  
	Click the Save button.
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	13.  
	End of Procedure.


Run Jobset to Evaluate Applicants

Procedure

Pre-Requisite:
Create "JobSet" definition using Pre-Setup Admission tasks. All Evaluation Processes must be setup before running this jobset.
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	Step
	Action

	1.  
	Click the PeopleTools link.
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	Step
	Action

	2.  
	Click the Process Scheduler link.
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	3.  
	Click the Schedule JobSet Definitions link.
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	Step
	Action

	4.  
	Enter the desired information into the field. Enter "PU_MSCIT_EVAL".

	5.  
	Click the Search button.
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	6.  
	Click the Run Now button.
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	7.  
	Click the Process Monitor link.
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	8.  
	Click the Refresh button.
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	9.  
	End of Procedure.


Merit List

Generate General Merit List Report

Procedure
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	Step
	Action

	1.  
	Click the Reporting Tools link.

[image: image219.png]Reporting Tools







 

[image: image220.png]ORACLE
Menu &

> Display UPK help

> Hostel ianagement System
> Online Application System
1 Self Senice

b Manager Self Service

b Recruiting

1 workforce Adrministration
1 Benefits

> Compensation

o stock

1 Time and Labor

b Payroll for North America
b Global Payroll & Absence
pgmt

b PayrollInterface

1 Workforce Develapment
1 Organizational Development
> Enterprise Learning

1 workforce Monitaring

b Pension

b Campus Community

1 Student Recrulting

o Student Admissions

1 Recards and Enroliment
o Curticulum Management
1 Financial Aid

[ Student Financials

0 Academic Agvisement

1 Contriutar Relations

b Set Up HRMS

> Set Up SACR

b Enterprise Components
b worklist

1 Application Diagnastics
b Tree Manager

b Query

b Painvision

b XML Publisher

- Report Manager
> PeopleTools
- carsers
- Change iy Passworg
- My Personalizations
- 1y Systern Profie
|- My Dictionary ~

Reporting Tools

Fun, create, an manage queries and rivision reports.

eport Manaer ' Query PSiVision
eview repart st Extact information using visuarepresertations |~ Design and creste WS Excelspreadsheet
of your PS cetabase. reparts on PeopleSort deta
= Query Manager =l Define Report Baok
= Gueery Viewer =l Reaister Drilldown Layout
1] Schedule Query =] Define Report Request

Elpefine Scope

L Publisher
Regster XML-based report templates and
transiations. Run Guery-based reports. Use.
enhanced search for XMLP report nstances.
Elpsta Sowrce
ElRepart Defintion
5 Contert Library.

Shiare,




 

	Step
	Action

	2.  
	Click the XML Publisher link.
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	3.  
	Click the Query Report Viewer link.
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	Step
	Action

	4.  
	Enter the desired information into the field. Enter "PU_GMLST_GRD".

	5.  
	Click the Search button.
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	6.  
	Click the View Report link.
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	7.  
	Enter the desired information into the Institution: field. Enter "PU".

	8.  
	Enter the desired information into the Career: field. Enter "GRAD".

	9.  
	Enter the desired information into the Admit Term: field. Enter "0913".

	10.  
	Enter the desired information into the Program: field. Enter "MSCIT".

	11.  
	Enter the desired information into the Campus: field. Enter "AIQBL".

	12.  
	Click the OK button.
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	13.  
	Scroll the object with the mouse wheel.

	14.  
	End of Procedure.


Finalize Seat Allocation

Procedure

All the applicants have ''APPL" status in the system. If you want to show applicant is the merit list report, you need to change his status from "APPL" to "COND". 
Conditionally Admit (COND):
"COND" is the status that shows the admission offer to an applicant. Seat is not reserved on COND status.

If the candidate does not depsite admision dues, his/her admission will not be confirmed.
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	Action

	1.  
	Click the Student Admissions link.
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	Step
	Action

	2.  
	Click the Application Status Update link.
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	Step
	Action

	3.  
	Enter the desired information into the Academic Career: field. Enter "GRAD".

	4.  
	Enter the desired information into the Admit Term: field. Enter "0913".

	5.  
	Enter the desired information into the Academic Program: field. Enter "MSCIT".

	6.  
	Enter the desired information into the Campus: field. Enter "AIQBL".

	7.  
	Enter the desired information into the Academic Plan: field. Enter "MSCIT".

	8.  
	Enter the desired information into the Academic Sub-Plan: field. Enter "MORN".

	9.  
	Enter the desired information into the Admit Type: field. Enter "OPN".

	10.  
	Click the Add button.
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	11.  
	Click the Education link.
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	12.  
	Click the View Subject(s) button.
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	Step
	Action

	13.  
	Point to the titlebar.
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	Step
	Action

	14.  
	Click the Other Scores link.
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	15.  
	Click the Show all columns graphic.
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	16.  
	Click the Applicant Info link.
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	17.  
	Enter the desired information into the field. Enter "COND".

	18.  
	Enter the desired information into the field. Enter "Give any remarks here.".

	19.  
	Enter the desired information into the field. Enter "COND".

	20.  
	Enter the desired information into the field. Enter "Give any remarks here.".

	21.  
	Click the Save button.
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	22.  
	Click the Finalize Merit List button.

Note:
Click this button, if you have finalized seat allocation for applicants that should be in merit list report.
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	23.  
	Click the OK button.
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	24.  
	After Finalizing Seat Allocation, you can generate merit list report.

End of Procedure.


Generate Merit List Report

Procedure
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	Step
	Action

	1.  
	Click the Reporting Tools link.

[image: image245.png]Reporting Tools







 

[image: image246.png]ORACLE
Menu &

> Display UPK help

> Hostel ianagement System
> Online Application System
1 Self Senice

b Manager Self Service

b Recruiting

1 workforce Adrministration
1 Benefits

> Compensation

o stock

1 Time and Labor

b Payroll for North America
b Global Payroll & Absence
pgmt

b PayrollInterface

1 Workforce Develapment
1 Organizational Development
> Enterprise Learning

1 workforce Monitaring

b Pension

b Campus Community

1 Student Recrulting

o Student Admissions

1 Recards and Enroliment
o Curticulum Management
1 Financial Aid

[ Student Financials

0 Academic Agvisement

1 Contriutar Relations

b Set Up HRMS

> Set Up SACR

b Enterprise Components
b worklist

1 Application Diagnastics
b Tree Manager

b Query

b Painvision

b XML Publisher

- Report Manager
> PeopleTools
- carsers
- Change iy Passworg
- My Personalizations
- 1y Systern Profie
|- My Dictionary ~

Reporting Tools

Fun, create, an manage queries and rivision reports.

eport Manaer ' Query PSiVision
eview repart st Extact information using visuarepresertations |~ Design and creste WS Excelspreadsheet
of your PS cetabase. reparts on PeopleSort deta
= Query Manager =l Define Report Baok
= Gueery Viewer =l Reaister Drilldown Layout
1] Schedule Query =] Define Report Request

Elpefine Scope

L Publisher
Regster XML-based report templates and
transiations. Run Guery-based reports. Use.
enhanced search for XMLP report nstances.
Elpsta Sowrce
ElRepart Defintion
5 Contert Library.

Shiare,




 

	Step
	Action

	2.  
	Click the XML Publisher link.

[image: image247.png]¥ML Publisher





	3.  
	Click the Query Report Viewer link.
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	Step
	Action

	4.  
	Enter the desired information into the field. Enter "PU_MLIST_GD".

	5.  
	Click the Search button.

[image: image250.png]Search





	6.  
	Click the View Report link.
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	7.  
	Enter the desired information into the Institution: field. Enter "PU".

	8.  
	Enter the desired information into the Career: field. Enter "GRAD".

	9.  
	Enter the desired information into the Admit Term: field. Enter "0913".

	10.  
	Enter the desired information into the Program: field. Enter "MSCIT".

	11.  
	Enter the desired information into the Campus: field. Enter "AIQBL".

	12.  
	Enter the desired information into the Academic Plan: field. Enter "MSCIT".

	13.  
	Enter the desired information into the Academic Sub Plan: field. Enter "MORN".

	14.  
	Enter the desired information into the Admit Type: field. Enter "OPN".

	15.  
	Enter the desired information into the Iteration Number: field. Enter "1".

	16.  
	Click the OK button.
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	Step
	Action

	17.  
	Click the AVPageView object.
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	18.  
	End of Procedure.


Reverse Merit List (If Required)

Procedure

Note:
You can reverse current merit list iteration after finalizing merit list. But you cannot reverse it once it gets frozen.

Merit list can be reversed in the following scenario

1. If new applicant is added after finalizing seat allocation.

2. Educational or test marks of applicant(s) is updated. 

3. If some applicant is considered in merit list by mistake.
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	Step
	Action

	1.  
	Click the Student Admissions link.
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	Step
	Action

	2.  
	Click the Merit List Reversal link.
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	Step
	Action

	3.  
	Click the Add button.
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	4.  
	Enter the desired information into the *Academic Career: field. Enter "GRAD".

	5.  
	Enter the desired information into the *Admit Term: field. Enter "0913".

	6.  
	Enter the desired information into the *Admit Type: field. Enter "OPN".

	7.  
	Enter the desired information into the *Reason: field. Enter "Any Reason".

	8.  
	Enter the desired information into the Academic Program: field. Enter "MSCIT".

	9.  
	Enter the desired information into the field. Enter "AIQBL".

	10.  
	Enter the desired information into the Academic Plan: field. Enter "MSCIT".

	11.  
	Enter the desired information into the Academic Sub-Plan: field. Enter "MORN".

	12.  
	Click the Reverse button.
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	13.  
	Click the OK button.
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	14.  
	Note:
To reverse Preference based merit list iteration click on the check box as pointed by arrow in the picture.

End of Procedure.


Generate Waiting List

Procedure
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	Step
	Action

	1.  
	Click the Reporting Tools link.
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	Action

	2.  
	Click the XML Publisher link.
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	3.  
	Click the Query Report Viewer link.
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	Step
	Action

	4.  
	Enter the desired information into the Enter any information you have and click Search. Leave fields bl field. Enter "PU_WLIST_GRD".

	5.  
	Click the Search button.
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	6.  
	Click an entry in the View Report column.
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	7.  
	Enter the desired information into the Institution field. Enter "PU".

	8.  
	Enter the desired information into the Academic Career field. Enter "GRAD".

	9.  
	Enter the desired information into the Admit Term field. Enter "0913".

	10.  
	Enter the desired information into the Academic Program field. Enter "MSCIT".

	11.  
	Enter the desired information into the Campus field. Enter "AIQBL".

	12.  
	Enter the desired information into the Academic Plan field. Enter "MSCIT".

	13.  
	Enter the desired information into the Academic Sub Plan field. Enter "MORN".

	14.  
	Enter the desired information into the Admit Type field. Enter "OPN".

	15.  
	Enter the desired information into the Iteration Number field. Enter "1".

	16.  
	Click the OK button.
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The following candidates are in the wating list for M.Sc. Information Technology(Morning) for the academic session Spring 2009 and quota Open Merit subject to the following

1. Any candidate who is found at any time to have obtained admission by making any mis-statement in the Admission Form or by willul concealment of any material fact (particularly about Marks, Division,
Previous Admission to the Department/nstitute/College or Employment, expuision, conviction etc.) shall be dropped from the rols of the University/College.

2. The candidates whose names appeared in the First Merit List but they could not obtain admission within stipulated dates, may also be considered in the Third and Fourth Merit Lists

3. University reserves the right to correct any typographical error, omission etc.
4. Deffered candidates will also be considered after 2° Merit List if they had not submitted their dues before in case of availability of seats.
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Signature of Department Adnmission Commitiee Signature of DirectorPrincipalChaiman
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£
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	Step
	Action

	17.  
	Press [F11].

	18.  
	End of Procedure.


Freeze Merit List Iteration

Procedure
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	Step
	Action

	1.  
	Click the Student Admissions link.
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	Step
	Action

	2.  
	Click the Application Status Update link.
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	Step
	Action

	3.  
	Click the ind an Existing Value link.
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	4.  
	Enter the desired information into the Admit Term: field. Enter "0913".

	5.  
	Enter the desired information into the Academic Program: field. Enter "MSCIT".

	6.  
	Enter the desired information into the Academic Sub-Plan: field. Enter "MORN".

	7.  
	Enter the desired information into the Admit Type: field. Enter "OPN".

	8.  
	Enter the desired information into the Iteration Number: field. Enter "1".

	9.  
	Click the Search button.
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	10.  
	Enter the desired information into the field. Enter "ADMT".

Change status of candidate from "COND" to "ADMT" if he/she deposits admission dues.

	11.  
	Enter the desired information into the field. Enter "Admission Fee Received.".

	12.  
	Click the Save button.
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	13.  
	Click the Freeze Iteration button.

Note:
Once deadline to deposit admission dues for candidate closes, you have to feeze current merit list iteration, so the you can move to next iteration.
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	14.  
	Click the OK button.
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	15.  
	Point to the object.

Admission Fee for this applicant was not received, so his admission is deferred till 3rd and 4th Merit List. 
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	16.  
	Repeat same flow for 2nd, 3rd and 4th iteration.
End of Procedure.


Seat Allocation With Preference

Procedure
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	Step
	Action

	1.  
	Click the Student Admissions link.
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	Step
	Action

	2.  
	Click the Application Status- Preference link.
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	Step
	Action

	3.  
	Click the Look up Preference Id (Alt+5) graphic.
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	4.  
	Click the PUCIT_PREF link.
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	5.  
	Enter the desired information into the Admit Type: field. Enter "OPN".

	6.  
	Click the Look up Academic Sub-Plan (Alt+5) graphic.

[image: image291.png]




	7.  
	Click the ALL link.
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	8.  
	Click the Add button.
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	9.  
	Enter the desired information into the field. Enter "COND".

	10.  
	Click the Look up Quota Division (Alt+5) graphic.
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	11.  
	Click the F.SC./ICS link.
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	12.  
	Enter the desired information into the field. Enter ".".

In FSc Quota.

	13.  
	Click the Finalize Merit List button.

[image: image296.png]Finalize Merit List





	14.  
	Click the OK button.
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	15.  
	Enter the desired information into the field. Enter "ADMT".

	16.  
	Click the Freeze Iteration button.

[image: image298.png]Freeze lteration





	17.  
	Click the OK button.
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	18.  
	End of Procedure.


Matriculate Individual Applicant (Make applicant a student)

Matriculate Individual Applicant

Procedure
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	Step
	Action

	1.  
	Click the Student Admissions link.
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	Step
	Action

	2.  
	Click the Application Maintenance link.
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	3.  
	Click the Maintain Applications link.

[image: image304.png]






 

[image: image305.png]< Application Maintenance
= Maintain Applications
= Program Addilion
- Action/Reason Entry
- Ady/Upgate a Person
b Application Evaluation
b Processing Applications
b Application Delete
b Applicant Summaries
1 3C's and Event
Summaries
b Extenal Org Summaries
b Application Fees and
Deposits
© Enrallment Targets
© External Test Score
Processing
b ApplicationTranseript
Loads
b OUAC
b Reports
> Educational Conracts NLD|
b Base Register NLD.
b Internship Contracts NLD.
b Processing Admissions:
NLD
b OFI Snapshot NLD
b Processing Admissions:
NZL
b TAC Pracessing
b Processing Studielink NLD
- Auplication Status Update
- Auplication Status-
Preference
= Mark Eliniblity
jark Publications
= Mark\Work Experiences
= Marks Adjustment
erit List Reversal
~ Selup Prorams For
Preferences
- Sublect Detalls
= Applicaion Closing Date
b Recards and Enroliment
o Curticulum Management
1 Financial Aid

Maintain Applications

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

Find an Existing Value

Application Nbr: begins with =]

0: begins with ]
Academic Instiution: PU
Academic Career: begins with =] PORD

Application Program Nbr:

ER |

Academic Program:

Segins win =]

Admit Term:

begins wih =]

Application Center:

begins wih =]

Campus ID:

begins wih =]

National ID:

begins wih =]

Last Name:

begins wih =]

First Name:

Segins wih =]

I include History I Correct History ™ Case Sensitive

Search | _ Clear |Basic Search g Save Search Crieria

PLLLLLLL

New Wingov |



 

	Step
	Action

	4.  
	Enter the desired information into the ID: field. Enter "0044".

	5.  
	Click the Search button.
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	6.  
	Click the Application Pro link.
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	7.  
	Click the Correct History button.
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	8.  
	Click the Add a new row at row 1 (Alt+7) graphic.
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	9.  
	Enter the desired information into the *Program Action: field. Enter "MATR".

	10.  
	Press [Enter].

	11.  
	Click the Create Program button.
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	12.  
	Click the Save button.
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	13.  
	End of Procedure.


Matriculate Applicants in Batch

Create Mass Change to Select Applicants

Procedure
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	Step
	Action

	1.  
	Click the Student Admissions link.
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	2.  
	Click the Processing Applications link.
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	3.  
	Click the Mass Change Definition link.
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	4.  
	Click the dd a New Value link.
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	5.  
	Enter the desired information into the Mass Change Definition: field. Enter "BSCS".

	6.  
	Click the Add button.
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	7.  
	Enter the desired information into the *Mass Change Template: field. Enter "app".

	8.  
	Click the Look up Mass Change Template (Alt+5) graphic.
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	9.  
	Click the Application Prog Update Select link.
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	10.  
	Click the tudent Administration link.
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	11.  
	Enter the desired information into the Academic Career: field. Enter "UGRD".

	12.  
	Click the riteria and Defaults link.
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	13.  
	Enter the desired information into the field. Enter "MATR".

	14.  
	Click the View All link.
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	15.  
	Click the list.

[image: image325.png]






 

[image: image326.png]~ Mass Change

= Mass Change Group
- Run Mass Change
b Evaluations
b Update Applications
- Assion Altemate Eval
Codes
- Alternate Program
Audtion
b Application Delete
b Applicant Summaries
1 3C's and Event
Summaries
b Extenal Org Summaries
b Application Fees and
Deposits
© Enrallment Targets
© External Test Score
Processing
b ApplicationTranseript
Loads
b OUAC
b Reports
> Educational Conracts NLD|
b Base Register NLD.
b Internship Contracts NLD.
b Processing Admissions:
NLD
b OFI Snapshot NLD
b Processing Admissions:
NZL
b TAC Pracessing
b Processing Studielink NLD
- Auplication Status Update
- Auplication Status-
Preference
= Mark Eliniblity
- MarkPublications
= Mark\Work Experiences
= Marks Adjustment
= Merit List Reversal
~ Selup Prorams For
Preferences
- Subject Details

Acaderic Carger

-

New Winow | Custarmize Page | B

Between Value A and Value B
Equal To

Greater Than

Greater Than or Equal To
In Subset

15 Blank

15 Not Blank

15 Not Null

Is Nul

Less Than

Less Than or Equal To
Like

| ot Between

Not Equal To
Notin
Not Like

Admit Term

I |

=




 

	Step
	Action

	16.  
	Click the cell.
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	17.  
	Enter the desired information into the field. Enter "UGRD".

	18.  
	Click the list.
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	19.  
	Click the cell.
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	20.  
	Enter the desired information into the field. Enter "BSCS".

	21.  
	Click the list.
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	22.  
	Click the cell.
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	23.  
	Enter the desired information into the field. Enter "0094".

	24.  
	Click the list.
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	25.  
	Click the cell.
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	26.  
	Enter the desired information into the field. Enter "ADMT".

	27.  
	Click the enerate SQL link.
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	28.  
	Click the Generate button.
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	29.  
	Click the Save button.
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	30.  
	Click the OK button.
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	31.  
	End of Procedure.
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	1.  
	Click the Student Admissions link.
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	2.  
	Click the Processing Applications link.
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	3.  
	Click the Mass Change link.
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	4.  
	Click the Mass Change Group link.
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	5.  
	Click the dd a New Value link.
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	6.  
	Enter the desired information into the Mass Change Group ID: field. Enter "UGRD_BSCS".

	7.  
	Click the Add button.
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	8.  
	Enter the desired information into the field. Enter "SA".

	9.  
	Enter the desired information into the Execution Sequence field. Enter "10".

	10.  
	Enter the desired information into the *Mass Change Definition field. Enter "comm".

	11.  
	Click the Look up Mass Change Definition (Alt+5) graphic.
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	12.  
	Click the Communication - Delete Temp link.
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	13.  
	Click the Add a new row at row 1 (Alt+7) graphic.
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	14.  
	Enter the desired information into the field. Enter "20".

	15.  
	Enter the desired information into the field. Enter "BSCS".

	16.  
	Click the Save button.
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	17.  
	End of Procedure.
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	1.  
	Click the Student Admissions link.
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	2.  
	Click the Processing Applications link.
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	3.  
	Click the Run Mass Change link.
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	Step
	Action

	4.  
	Click the dd a New Value link.
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	5.  
	Enter the desired information into the Run Control ID: field. Enter "UGRD_BSCS".

	6.  
	Click the Add button.
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	7.  
	Click the Execute Mass Change Group option.
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	8.  
	Enter the desired information into the Mass Change Group ID: field. Enter "UGRD_BSCS".

	9.  
	Click the Save button.
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	10.  
	Click the Run button.
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	11.  
	Click the OK button.
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	12.  
	Click the Process Monitor link.
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	13.  
	Click the Refresh button.
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	14.  
	End of Procedure.
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	Step
	Action

	1.  
	Click the Student Admissions link.
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	Step
	Action

	2.  
	Click the Processing Applications link.
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	3.  
	Click the Update Applications link.
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	4.  
	Click the Application Program Update link.
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	Step
	Action

	5.  
	Click the dd a New Value link.
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	6.  
	Enter the desired information into the Run Control ID: field. Enter "UGRD_BSCS".

	7.  
	Click the Add button.
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	8.  
	Click the UGRD_BSCS link.
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	9.  
	Click the Run button.
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	10.  
	Click the OK button.
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	11.  
	Click the Process Monitor link.
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	12.  
	End of Procedure.
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	Step
	Action

	1.  
	Click the Student Admissions link.
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	Step
	Action

	2.  
	Click the Processing Applications link.
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	3.  
	Double-click the Update Applications object.
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	4.  
	Click the Activate Applicants link.
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	Step
	Action

	5.  
	Click the dd a New Value link.
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	6.  
	Enter the desired information into the Run Control ID: field. Enter "UGRD_BSCS".

	7.  
	Click the Add button.
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	8.  
	Click the UGRD_BSCS link.
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	9.  
	Enter the desired information into the *Career field. Enter "UGRD".

	10.  
	Enter the desired information into the Admit Term field. Enter "0094".

	11.  
	Enter the desired information into the Acad Prog field. Enter "BSCS".

	12.  
	Click the Save button.
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	13.  
	Click the Run button.
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	14.  
	Click the OK button.
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	15.  
	Click the Process Monitor link.
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	16.  
	End of Procedure.


Application Status Report

Application Status Report

Procedure

Application Status Report:
This report is used to show list of candidates with their specific statuses in sorted order on the basis of merit score.

This report can be use for multiple purposes;
e.g., At the time of roll number allocation, you can generate report of admitted candidates in sorted order on the basis of merit score.
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	Step
	Action

	1.  
	Click the Reporting Tools link.
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	Step
	Action

	2.  
	Click the XML Publisher link.
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	3.  
	Click the Query Report Viewer link.
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	Step
	Action

	4.  
	Enter the desired information into the field. Enter "PU_CAND_STAT".

	5.  
	Click the Search button.
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	6.  
	Click the View Report link.
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	7.  
	Enter the desired information into the field. Enter "PU".

	8.  
	Enter the desired information into the Career: field. Enter "GRAD".

	9.  
	Enter the desired information into the Admit Term: field. Enter "0094".

	10.  
	Enter the desired information into the Program: field. Enter "MSCST".

	11.  
	Enter the desired information into the Campus: field. Enter "QAZM".

	12.  
	Enter the desired information into the Plan: field. Enter "MSCST".

	13.  
	Enter the desired information into the Sub-Plan: field. Enter "MORN".

	14.  
	Enter the desired information into the Admit Type (% for All): field. Enter "%".

Enter % to generate report for all admit types.

	15.  
	Click the Look up Candidate Status (% for All) (Alt+5) graphic.

[image: image407.png]




	16.  
	Click the Cancel button.
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	17.  
	Enter the desired information into the Candidate Status (% for All): field. Enter "%".

Enter % to generate report for all status.

	18.  
	Click the OK button.
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	Step
	Action

	19.  
	Click the AVPageView object.
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	20.  
	End of Procedure.
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