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FOUNDED 1795

Accessing Student Files

e International.union.edu

e Click on “Log into existing applications” or

e Go to https://union-ipo.terradotta.com/index.cfm?FuseAction=Security.Login
(Hint: Create a bookmark for this!)

UNION HOME OFRACES & SERVICES INTERMATIONAL PAOGRAMS.

Programs Offices & Services: OLD CHAPEL, THIRD

How to Apply FLOOR
INTERNATIONAL PROGRAMS

outbound Students % (518) 388-5002 | Emergency:

{588) 573-0471
15 (518) 388-7124
= intlprograms@union.edu

NEXT STEPS WITH 2018 SUMMER AND FALL APPLICATIONS
» Summer mini-term and summer/fall term program letters will be in mailboxes
after 4:00 pm on Friday, February 9.

For Returning Students

For Parents i ; :
- C i 137.3 ip - If pted to 3 summer mini-tarm or a fall tarm % union.edufinternational

For Facuity pregram, you will need to go te your online application and complete the soclal:f v @

Commitment to Participate by Friday, February 16,
Contact Us OFFICE HOURS

Withdrawal Policy can be found in the Academic Catalog. st
Log Into Existing « Passports/Visas MONDAY - FRIDAY, B30 AM - 500 PM
ApRicationfs) o Passports: Students going abroad must have a passport that is valid for + ALL OFFICES AND SERVICES

s dlecabfan SE i B A TR T SR

WWW.UNION.EDU/INTERNATIONAL
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Access Student Files

e You will need to create a list of the students you are tracking
° From the Applicant drop-down menu, select Advanced Search

ABOUT ACADEMICS ADMISSIONS CAMPUS LIFE ATHLETICS NEWS & EVENTS GIVING

L. Profiles = Programs = Protess = Sile = Staif = Settings - Maintenance - Ginny Casper &

nced
armation you would like to query.

Evrhanna Balanrae —

WWW.UNION.EDU/INTERNATIONAL
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Access Student Files

1 Select Application Parameters
2 Click Next

k.3 Profilas ~ Programs - Procoss - Sile - Stafl - Setlings - Maintenance - Ginny Casper &

Search : Advanced [ —

Please salact the typa of information you would ke o query

New Query Wizard

Choose the type of information you would like to query:

1 ¥ Application Paramaters
.

1 Program Paramelers

WWW.UNION.EDU/INTERNATIONAL
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SRR A Access Student Files

Select Parameters:

FOUNDED 1795

1. User Classification: Union Only

2. Program Types (Important!): Program Enrollment

3. Application Cycles: All (or select a specific term. If need more than one, hold down the ctrl key)

4.  Application Phase: Pre-Decision

5. Application Tags: Initially, select Any (pages 7-10 explain how to use this feature)

6. Application Terms: All (or select a specific term. If need more than one, hold down the ctrl key)

7. Application Years: All (or select a specific term. If need more than one, hold down the ctrl key)
Search : Advanced

User Classification: g 3 By Institution: Exchange Status:
2 o incoming A _
Risk Manage ~ @Al
E (keyword search) L'::'-Exchange

Incident Rep
Travel Regis g

(T )Mon-exchange

Application Parameters:

Appiemign Cycles: 4 . Application Phase:
3-.— 2 Continued
— Pre Decision
ISA Program 2017 - Fost Decision -
siPogsnT e on next
Click to add all existing application cycles .
slide

Application Terms:

Gy
“
L -



UNION Access Student Files — continued

COLLEGE

FOUNDED 1795

Select Parameters (continued from previous slide):

8. Program Status: Pending

9. Program: Union Programs not through International Programs

10. Press Search. A new window will appear with the results.

11. Scroll towards bottom of page to find the box Save Search Query and name this search, e.g. SRG — 18FA

Application Status:

Check All Uncheck All 8
.

DAd\nsmg Pendmg DWallhsl DACCEpled
[|Advising (no aliases) [ |Pending (no aliases [|waitlist (no aliases) [ IAccepted (no aliases)
GPA too low D\Nan Pool DAccepwd - NonUnion-
Conditions

Deferred Application
DDeferred Acceptance

Prog BCaro
Program: Program Groups:
senegal- summer Break mine-en ]
South Afica - Winter Break Hini-Te s
Spain - Summer Break Mini-Term Uncategorized .
» R 4 Spain (Cordoba) - Winter Break Mi Terms Abroad - Union |
b : ; Spain (Seville) - Fall Term (Odd Ye Terms Abroad - PGE =
Tanzania - Winter Term (even yeart Wini-Terms
‘ Thailand - Winter Break Mini-Term Il*é??-Umon Pragrams
Turkey - Fall or Winter/Sprin, v
=) UmonyF’mgrams not thrguglg Interr =] Independent Study Abroad (ISA4) Pr
Uruguay - Spring Term E International Exchange Students/L
-

Wietnam - Fall Term I_ncqmlngf—ﬂ visa international stu +

City: Country: Region:
Al = i =
Aachen = Argentina (=] Africa il
Accra Australia Asia
Addis Ababa Austria Australia/Pacific Isla
Agra Belgium Central America E
Akuapem Hills Belize Europe
Alleppey Bolivia Latin America
Amman Brazil Middle East
Amsterdam Cambodia Morth America

Andasibe - Canada - Oceania -

Dlnclude Program Locations (this expands the search to also include all applications that are part of a program having any program-level location

assignment selected above.) 1 0
. j
Search

Back

Save Searck A

SRG-18FA Save Search

WWW.UNION.EDU/INTERNATIONAL
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Search : Results

Frogress Audd -

Hame

Abarbanel, Lily R

Fulewing is a isting of applcations thal meet your search oiteia

‘You searched fus all applicants, within Qulguing prugrams,

Groug by -

esulls based on apphcatbon dinerary

Staws
Confirmed Participation

Al Hawash, Kinda
Addams, Kiley E

Ao, Erik M Contfirmed Participarion
Wiait Pocl

Aboulshia, Jacguelive R
Winit Pasi

Contirmed Participation
Pending
Confirmed Participation

Wiait Poci

From this list, you can select the students for which you are responsible by going to the Options
tab and selecting Batch app tags

Program Term
Germany - Spring Term (10 15483 - not ranked) Spring. 347
Enginnd (L ondon) - Spring Term (0 197 - not ranes) Spring, 215
France (Lille] - Winter Leoncmics EXchange (10 STTH not ranked] Winter, 2015
lady {Florence) - Spiing Term o0 13701 - ranked 2 Spring. 28
Greeee - Fall TRrm (10 158 - not ranked) Fall, 3015

Civil Fights Public Mistory - Winter Sreak Mink-Term (Odd Years] (i 12078  nol Winter Dreak, 2015

Grewce - Fall Term (10 23378 - mot ranked) Fall, 2013

Crech Repabiic - Fall EXCRaNge (it 17631 - ranked 1) Fall, 3016

Toew Zealand - Winter [reak Mini-Term 00 11555 - not rariked) Winter Ureak, 2015
Englarnd (London) - Spring Term 00 11264 - ranked 1) Sprinyg, 115

Asdarns,

Search : Results

Felowing i 8 issng of spplcatons iat meet yoor seaich erieris

Send smad t-

Group oy -

Yo gt Status Program Term
Confirmed Participation  Garmiany - Spsieg Term (10 18663 not reskad) Saring. 2047 .
Lxeel export
Confifmed Participation  England [Lomdon] - Spring Term (D 1245 - nat ranked) Suring. 2016 O n I I l u e
Thuni repant Wait Pl Framce (Lille) - Winter Economsics Fxcharge (0 45773 ot ranksd Wisster, 2015
Datch hang aly (Fborence) - SEring Term D 13761 - ke 21 Spring, 2016
Batch review Slams Wait Pool Greece - Fall Term o0 11583 - net rasiec Fal, 215 O n l l eXt
Civil Bights ¥ - Wit Bl i Tesen (Ockd Yeaes) (0 £399 . sot cnkec)  Wister Beesk, 2015
Penay Griece - il Tevm 10 23378 - mat anked) Fam, 2018 .
SR e e e S T = slide
feecs pending Wait Pool Tew Zealand - Vinder Beeak Wi Torm 0D 195 - nat ranked] Viinter Beead, 2018
B bl e Confirmed Participation  England (Londan - $pring Term 00 1364 - rnked 1) Spring, 316
Provided Financial Wiaiver  Cuba Winter Break Wini-Torm 00 17332 - not Faskess Wintnr Bresk, 2045
Batch anaca file
viain poot France {Lills) - Wintet Economics Fichangs (ID SH38 . aat rankad) viintar, 2018
Btk yorkow Confirmed Participation  Community Service - Wartns Break Bini-Tore (0 H13 - not ranked) Wintar Break, 2014
fuel oxport Confirmed Participation  France {Lifle) . Winer Fcomamcs Exzhange () 836 - aot rnka) Viintne, 3018

WWW.UNION.EDU/INTERNATIONAL
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E O L ILECE Selecting Your Students - continued

FOUNDED 1795

To select your students, first click on the arrow/triangle to the left of the heading Batch
Application Tag Edit:

You will see all the names. Similar screenshot seen below.

Batch Processing : Information Results Search Resuits

Use this form to add or remove application tags to the checked applicants listed below.

» Batc.y Application Tag Edit:

(click arrow to show applicants)

Add Application Tag — Select application tag — |z|
Remove Application Tag —Select application tag — |ZI
Batch Processing : Information Results Searc Results
Vs this form v add or calion tags W the socicanls Bied below.

= Batch Application Tag Edit

7| Name Status Program / Application Cycle
[¥] Abarbanei, Litg i Confirmed Partisipation  Germarny - Spring Term (Spring, 2047 )

7] Abdow, Erik i Confirmed Participation  England {Londan) - Spring Term {Spring, 2015 ) C t' d
[¥] Abdow, Erik vinin Paal Francs (L ilie] - Winter Eeannmics Exehange (Winter, 2015 | O n I n u e
[¥] Atulafia, Jacqueline R Confirmeed Participation  Italy {Florence) - Spring Term {Spaing, 2016 §

[¥] Absulafia, Jacqueline & wiait Pool Greece - Fall Term (Fall, 2015 | O n n eXt
[] Aulalia, Jacquetine & Contirmed Parbcipation  Chil Rights Public istory - Winter reak Mini-Term [0dd Years) (Winter Dreak, 2015 | .

W] Al Rawash, Kinda Pending Greece - all Term (Fall, 2018 } S I I d e
] | Acaang, Riley £ Confirmed Partcipation  Czech Repubdic - Fall Lxchange (Fal, 2096 )

| Aadamns, Kiley E Wiait Pool N Zealand - Winter Break MineTerm (Winter Break, 2015 )

V| Adamms, Savannah R Confirmed Partcpation  Lngland (London) - Spring Term (Spang, 2015 )

| Adenican, Omalolu O Provided Financisl Waiver Cuba Winter Ureak Mini-Term [Winter Break, 2015 |

WWW.UNION.EDU/INTERNATIONAL
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E O L ILECE Selecting Your Students - continued

FOUNDED 1795

1. Uncheck Name
2. Select the students you for which you are responsible (e.g. Mech Eng, Math, SRG). If they
have more than one application, looking at the term on the right may help determine which
application to select.
Batch Processing : Information Results [ searcn | Searcnmesus |

Usa this form lo add or remeve spplicalion tags 1o the checked spplicants Eted belw,

1 = Batch Application Tag Edit:
* 7| Name Status Program | Application Cycle
[FF] Abarbaned, Lity B Confirmed Partisipation  Germany - Spring Term [Spring, 2047 )

o
1
7] Ao, Erik Confirmed Participation  England {London) - Spring Term (Spring, 2015 )
[¥] Abdow, Erik vinin Paal France (Lilie] - Winter Eeannmics Exchange (Vinter, 2015 |
| Almulalia, Jacgueline B Confirmed Farticipation  Italy [} lorence) - Spring Term {Spaing, 2016 §
[¥] Absulafia, Jacqueline & wiait Pool Greece - Fall Term (Fall, 2015 |
] Abmnslalia, Jacqueline R Contfirmed Partcipation  Civil Rights Public History - Winter Dreak Mini-Term [Oad Years) (Winter Dreak, 2015 |
W] Al Rawash, Kinda Pending Greece - Fall Term (Fall, 2014 |
V| Adsms, Kiley L Confirmed Participation  Czech Hepabiic - Fall Exchange (Fall, 2015
| Aadamns, Kiley E Wiait Pool New Zealand - Winter Greak Mini-ferm (Winter Break, 2015 |
| Addsms, Savanmah R Confirmed Partcipation  Lngland (London) - Spring Term (Spang, 2015 )
| Adenican, Omalolu O Provided Financs Waiver  Cuba Winter Break Mini-Term (Winter Break, 2015 |
Batch Processing : Information Results Search Reslts

Use this form to add or remove application tags to the checked appiicants listed below.

= Batch Application Tag Edit:

D Name Status Program / Application Cycle
Abarbanel, Lily R Confirmed Participation ~ Germany - Spring Term (Spring, 2017 }
.

[[] Abdow, Erik M Confirmed Participation  England (London) - Spring Term (Spring, 2015 ) C O n tl n u e d
2 . [] Abdow, Erik M Wait Pool France (Lille} - Winter Economics Exchange (Winter, 2015 )

Aboulafia, Jacqueline R Confirmed Participation  ltaly (Florence) - Spring Term (Spring, 2016 ) 0 n n eXt

D Aboulafia, Jacqueline R Wait Pool Greece - Fall Term (Fall, 2015 ) .

D Aboulafia, Jacqueline R Confirmed Participation  Civil Rights Public History - Winter Break Mini-Term (Odd Years) (Winter Break, 2015 ) S I I d e

[] Abu Hawash, Kinda Pending Greece - Fall Term (Fall, 2018 )

Adams, Kiley E Confirmed Participation  Czech Republic - Fall Exchange (Fall, 2016 )

[] Adams, Kiley £ Wait Pool Hew Zealand - Wiinter Break Mini-Term (Winter Break, 2015 )

WWW.UNION.EDU/INTERNATIONAL
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COLLEGE Selecting Your Students - continued

FOUNDED 1795

Scroll to the bottom of the screen to select the appropriate tag (hold the ctrl button to select
more than one tag). If you do not see an application tag for your department, see the last slide
for contacting the International Programs office.

uuuuuuuu

i R e e s
>

Remove Application Tag

807 UNIO)| Sz 5208 CONTACT ADMISSIONS:
Grant Hall

L (518) 3 807 Union Street

(518) 3886112
fw © hiegesiimrmeton

With this application tag, you can go
create a new query (see page 5, point 5)

< >4

WWW.UNION.EDU/INTERNATIONAL




UNION Review an Individual File

COLLEGE
FRTIE L Aobs From your Administrative home page, select the Query

you wish to review by clicking on the name you gave it

Administration : Home Admin Setings
Below are several administrative areas that allow you to manage your programs, applications, applicants, as well as

Tasks
Task List | Mew Task

Subject Due date Assigned to

My Queries & Reports
View folder ~
Uncategorized Moved checked 1 |Z|
[[] saved Que! Actions
E I 18WI - Union Programs - NonlP > B @l & x
Bl B Union Programs non-IP Programs & lml & &

all Charad Moarioe

i

“
b % e e

WWW.UNION.EDU/INTERNATIONAL




UNION Review an Individual File

COCLEGTE
FOUNDED 1795 Click on the program name next to the student

Administration : 18WI - Union Programs - NonlIP

Following are the results of your saved search.

Results for saved query "18WI - Union Programs - NonlP™
You searched for all applicants (internal-only), within Program Enrollment programs for the program name Union Programs not through International Programs that have
applied for the term Winter 2018, that have a status of pending (and all aliases).

Options = Progress Audit = Group by =

Search results based on application itineral

Name Status Pro Term

Casper, Rosa Pendin‘ Union Programs not through Internationamﬂmzf not ranked) Winter, 2018
Epstein, 5 th Pending Union Programs not TGN hiernational Programs (ID 23504 - not ranked) Winter, 2018

Herbert, Jordan N Pending Union Programs not through International Programs (1D 23494 - not ranked) Winter, 2018
MacManus-Spencer, Laura Pending Union Programs not through International Programs (1D 23493 - not ranked) Winter, 2018
Maung, Jessica N Pending Union Programs not through International Programs (ID 23498 - not ranked) Winter, 2018
O'Hora, Heidi E Pending Union Programs not through International Programs (D 23500 - not ranked) Winter, 2018
Pagano, Alexandra E Pending Union Programs not through International Programs (ID 23497 - not ranked) Winter, 2018
Riley, Rachel A Pending Union Programs not through International Programs (1D 23499 - not ranked) Winter, 2018

WWW.UNION.EDU/INTERNATIONAL
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w. oW o R

Required Paperwork

Questionnaires

Signature
D.ocuments

Emergency Contact Information — entered online

Self-ldentification Form — uploaded online. This is for special
accommodations/learning disabilities. If applicable, the student must submit
the original form to Accomodative Services (Shelly Shinebarger, Reamer 303)
Smart Traveler Enrollment Program (not required for international students
traveling outside of the United States and students traveling within the United
States) — entered online

Health Insurance (only required for students traveling outside of the United
States) — proof of purchased insurance uploaded online

Student Health Information (optional) — entered online

Travel Information

Passport Copy (only required for students traveling outside of the United
States) — entered and uploaded online

Participant Agreement — completed and uploaded online

Alcohol & Drug Policy — digital signature
Conduct Code — digital signature e
Sexual and Other Forms of Unlawful Harassment Policy — (’

digital signature WWW.UNION.EDU/INTERNATIONAL
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Access Student Files / Required Paperwork
Application : Overview

Use the tabs below to view and change information for this application.

Casper, Rosa (Edit Profile) Created: 02/06/2018 (by Applicant)
Last Updated: {
Last Viewed by Applicant:

Union Prog not through I ional Programs

Winter, 2018
Status: Pending

1D# 23502

Program Enrollment Applicant
{add principal application)

— Add tag to application — EI

Print Applicaticn

Application Summary:

Received
Item: Advising | Pre-Decision Post-Decision While Abroad Returnee Tota
Signature Documents - Found under Materials tab 0o 3 0/0 /0 0/0 o3
Material Submissions 0/ 070 00 00 00 00
Questionnaires - Found under QUeStiOnnaireS tab 0o 0/ 0/0 00 0/0 /8
Assessments oo 00 0/0 0/0 0/0 0/0
Resources 0o 00 on 00 0/0 on

0/0

Academic Advisor Approvals

WWW.UNION.EDU/INTERNATIONAL
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Explanations

e Status: “Pending” status. All applications begin as “Pending”. Once a student
completes all the paperwork for the program, you can go in and change this to
“Processed”. This will still save the file but will remove it from the Query you
open up.

e Pre-Decision: This is not applicable to your review and will never change. It
was used to set up this program in the database.

e Materials: Refers to documents that were either digitally signed, called a
Signature Document, or if we need the actual hard copy, it is called a Material
Submission.

e Questionnaires: Refers to information the student directly entered online or
was able to upload

~

“
& o e

WWW.UNION.EDU/INTERNATIONAL
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COLLEGE Run an Audit on a Group

FOUNDED 1795

e To see how far along the students are in completing their paperwork, rather
than checking one by one, you can run an audit
e Gothe Administrative home page

# ‘ 3 ’ Applicant - Profiles ~ Applicants ~ Programs ~ Process « Site = Staff ~ Settings = Maintenance =

Applicant an s =
L D Administration : Home

Administrative
Below are several administrative areas that allow you to manage your programs, applications, applicants, as well as site and system settings.

e Click on the name of the query you created
Administration : Home

Below are several administrative areas that allow you to manage your programs, applications, applicants, as well as

Tasks
Task List | New Task

Subject Due date Assigned to

My Queries & Reports

View folder ~
Uncategorized Moved checked 1 E|
[] Savegoume Actions
[] IR13WI - Union Programs - NonlP BE MW &£ x
] W Union Programs non-IP Programs B i # &

WWW.UNION.EDU/INTERNATIONAL
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Run an Audit on a Group

e From the tab Progress Audit, select Pre-Decision

Administration : 18WI - Union Programs - NonIP

Following are the results of your saved seal

ams - NonlP"

ly), within Program Enrollment programs for the program name Union Programs not through International Programs that have
e a status of pending (and all aliases).

You searched for all applica
applied for the term Winter

Advising 255 Audit « Group by -
Pre Decision :d on application itinerary:
Post Decision Status Program Term
R Pending Union Programs not through International Programs (ID 23502 - not ranked) Winter, 2018
While Abroad
Pending Union Programs not through International Programs (ID 23516 - not ranked) Winter, 2018
Returnee Pending Union Programs not through International Programs (ID 23504 - not ranked) Winter, 2018

WWW.UNION.EDU/INTERNATIONAL
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COLLEGE Run an Audit on a Group

FOUNDED 1795

Batch Processing : Progress Audit EEE=

Faliowing 15 3 progress SudR 1o SHgPEre COCUMENES, Matrial suamisskns, Questinnalres and Mecommendations

Progress Audit Options:

Please check off which items you would like to appear in the progress sudit. .
e Under Materials to
Show, select Check
Aloonal & Drug Palicy A”.
Conduct Code
e Under

ezl & Oner Fomms: of Unilawiul Harzssment Pallcy

Choose Questionnaires to Show: QU eStI O n n al reS tO

ch e Show, select Check
1. Emergency Contact Information
All.

2. Set-dentification Farm

B e Leave the remainder
4 Sman Traseler Enroliment Program blank

5. Shudent Healh infarmation {Dpflonal)

. PEsgpon Immatkn [ ] SCI’O” tO bOttom Of

7 el soren screen, hit Next.

8 Partiipant Agresment

Choose Assessments to Show:

No matching sssasemants found.

Choose Learning Content to Show:

Mo matching lsaming content found.

Other Options:
|:| Aditzor Agorouas)

Disﬂews

|:| Display Procss Elements Due Daes

WWW.UNION.EDU/INTERNATIONAL
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FOUNDED 1795

Batch Processing : Progress Audit

Following is a progress audit for signature documents, material issions, g i ires and rec

Return to Audit Options  [=)

Status Materials Questionnaires

g

S

o

£

-]

E

8 =

= E E

< £ S

z HE E

s £z, Z2E

"] 2 5

£ 5 & E & - T+ g

5§ S48 =23 :s £§ ¢

< e 5 5E % 8 % E

5 >3 = < g EQ S F

£ 2 2 2 E ;5 pEE

SS8ecEEEE5 5 ¢

-tz £Z8gEP3g

T2 2 EZTtBzzs ¢

= £ a2 W o o - Www o

Check All | Uncheck All @ S T w5 B BN o= oo

Pending 0 0 00O ODOODOOO
Pending [ 0 O OO ODOODOODO
pending ] OO O OO O 0O O OO O
pending [] 0 0 OO OO0OMW OO
pending [ 0 0 OO OOOMW OO
pending [] O O OO 0O0ODODOOO
Pending W] W W W [0 [0 WM W W W W

WWW.UNION.EDU/INTERNATIONAL
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COLLEGE

FOUNDED 1795

1.
2.
3.

Send an email to students who have forms outstanding (you can select the students)

Print the information

Export the results of the audit

2 g Z = = 8 23 2=

=32 E2EF¢E s
Check All| Uncheck All 282223535223
Casper, Rosa Pending [0 O O O O O O O O O
[ Epstein, Mallory rending | |0 |0 (O |O (O OO OO
Epstein, Samantha pending [ O O O O O O O O O
[ Fogarty, samuel renaing O |0 O |0 O O O O & O
[ cue, Lynn pending [] O O O O O O O =& O
[ Herbert, Jordan renaing O |0 |0 (O |0 OO 0O OO
[[] wickernen, saran Pending W W W W [ [ &
[ Huther, Sophie Pending [] [0 [0 M M [0 M M M M
[] mMacManus-Spencer, Lura rending ] O O O O O O O O O
[C] marmen, Erin Pending ] M ® O O O O =& & &
[[] Maung, sessica Pending W W @ [0 [0 & [0 & & O
[] maung, Jessica pending [ O O & O O O O & &
O'Hora, Heidi Pending W M M O O O O O
[ Pagane, Alexandra Pending ] O O O O O |3 |
[ Pagano, Alexandra pending [ O O O O O O O O O
[ | e Pending W B M O O O O & & O
[ m Pending W W ® [ OO0 & OO0 & & O
[ r= Penaing (] O O O O & O O & =
Toolan, Mitchell Pending W] W M W WM WM M
[ wan Hostrand, Maria nding & M M M O M M &8 O &

end = arked =) - Export Options - El

3

WWW.UNION.EDU/INTERNATIONAL
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UNION

COLLEGE Updating the Union Programs Non-IP

FOUNDED 1795

Programs Query — Individual Student

e After a student has completed the required paperwork for your department,
you can update the student status from Pending to Processed

Casper, Rosa (Edit Profile) Created: 02/06/2015 (by Applicant)

Union Programs not through International Programs Last Updated: 0;

Last Vi d Appl it:
Winter, 2018 st Viewed by Applican

Status: Pending

Program Enrollment Applicant

Comments ( Status I leviews

106t 23502

(add principal application)

Overview

w Advisor Approval(s) Journal Credit Transfer
— Add tag to application — IZI
Print Application
Application Summary:
Received

Item: Advising Pre-Decision Post-Decision While Abroad Returnee Total
Signature Documents 00 33 0/ o 0o 313
Material Submissions L ol ol L oo ol
Questionnaires L B8/8 L) [ oo E
Assessments L ol ol L oo ol
Resources 00 00 01 o L) 0
Academic Advisor Approvals 0o

WWW.UNION.EDU/INTERNATIONAL
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FOUNDED 1795

Updating the Union Programs Non-IP
Programs Query — Individual Student

e After a student has completed the required paperwork for your department,
you can update the student status from Pending to Processed

Application : Status Searth Resulls

Usz the tabs below to view and changs information for this applicatic AdvEng

GPA To0 ow

Dafered Apphcation

Casper, Rosa [Edit Profile) Created: 0210672018 [by Applicant)
Unlen Pregrams not through Internatianal Programs. :Zz:::i A—— N Last UPW: 02.[061'20{0 @ 00:56:52 PM
Winter, 2018 bitrdheranianics = Last Viewed by Applicant: D::G::';:
Stots: Pending Commeted

Program Cnroliment Applicant Cod 2d Participation

o {add principal application)

Comemicted - Defg leposk to be paid next yea
Mot Acceptsd

vided Financial Waive

Low GPA
— Add Tag 1o application — T| ports
GPA Not Maintaned
Waithst
e |

Withdrawn -

| |
@ s I Y

Deadline:  11/30/2018
Waive: until

Decision Date: 1210172018 (This date 15 spechic o ts program.)

WWW.UNION.EDU/INTERNATIONAL



ERION

Updating the Union Programs Non-IP
Programs Query — Batch Status Change

e Click on the name of the query you created (see page 16)

Administration : Home

Below are several administrative areas that allow you to manage your programs, applications, applicants, as well as

Tasks
Task List | New Task

Subject Due date Assigned to

My Queries & Reports

View folder =

Uncategorized Moved checked 1 |Z|

[[] Saved Que Actions
1 “ 18WI - Union Programs - NonIP > B @l & x

[ H Union Programs non-IP Programs

~

ol Charnd Munriae m
: S

WWW.UNION.EDU/INTERNATIONAL
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COLLEGE Updating the Union Programs Non-IP

FOUNDED 1795

Programs Query — Batch Status Change

e From Options, select Batch status change

Search : Results

Fulewing is a isting of applcations thal meet your search oiteia

‘You searched fus all applicants, within Qulguing prugrams,

Frogress Audd - Group by -

esulls based on apphcatbon dinerary

Hame Staws Program Term
Abarbanel, Lily R Confirmed Participation  Germany - Spring Term (ID 13483 - not ranked) Spring. 217
Ao, Erik 1 Confirmed Participation  Engiand {London) - Spring Term (o 1976 - not rankes) Spring, 2045
it oot France [Lille] - Winter Leonomics Exchange (1D ST - ol ranked] Winter, 2015
Aboubsfia, Jacqueline R i i Waly {Florence) - Spring Term 00 13701 - ranked 2 Spring. 2018
\iniz Pai Greeee - Fall TRrm (10 158 - not ranked) Fall, 3045

Confirmed Participation  Civil Rights Fublic Mistory - Winter Greak MinkTerm (Odd Years) iD 12078 - nol ranked]  Winter Ureak, 2015

Al Hawash, Kinda Pending Grewce - Fall Term (10 23378 - mot ranked) Fall, 2013
Addams, Kiley E Confirmen Participation  C7ech Aepabiic - Fall EXCRANGE (I 17031 . ranksd 1] Fal, 3016

Wit oo Tew Zealand - Winter reak Mini-Term 00 11555« not ranked) Winter Break, 2015
Adams, Savannah B # Englarnd (London) - Spring Term 00 11264 - ranked 1) Spring, 25

Search : Results

Felowing i 8 issng of spplcatons iat meet yoor seaich erieris

Send smad

Send SMS flaxt messaga)

Yo gt Status Program Term
Confirmed Participation  Garmiany - Spsieg Term (10 18663 not reskad) Saning, 2T
Lxeel export
Confifmed Participation  England [Lomdon] - Spring Term (D 1245 - nat ranked) Saing, 2015
Cregig Wait Pl Framce (Lille) - Winter Economsics Fxcharge (0 45773 ot ranksd Wisster, 2015
aly (Fborence) - SEring Term D 13761 - ke 21 Spring, 2016
Wait Poot Greece - Fall Term o 11303 - not raskey Fan, 2015
Civil Bights ¥ - Wit Bl i Tesen (Ockd Yeaes) (0 £399 . sot cnkec)  Wister Beesk, 2015
Batch info edit
Penay Griece - il Tevm 10 23378 - mat anked) Fam, 2008
Batch app tags Comfirmed Paticipation  Csech Aiepablic - Fall Exchange (10 17641 - ranked 1) Fall, 2048
feecs pending Wait Pool Tew Zealand - Vinder Beeak Wi Torm 0D 195 - nat ranked] Viinter Beead, 2018
B bl e Confirmed Participation  England (Londan - $pring Term 00 1364 - rnked 1) Spring, 316
Provided Financial Wiaiver  Cuba Winter Break Wini-Torm 00 17332 - not Faskess Wintnr Bresk, 2045
Batch anaca file
viain poot France {Lills) - Wintet Economics Fichangs (ID SH38 . aat rankad) viintar, 2018
Btk yorkow Confirmed Participation  Community Service - Wartns Break Bini-Tore (0 H13 - not ranked) Wintar Break, 2014
fuel oxport Confirmed Participation  France {Lifle) . Winer Fcomamcs Exzhange () 836 - aot rnka) Viintne, 3018

WWW.UNION.EDU/INTERNATIONAL




UNION

COLLEGE

Updating the Union Programs Non-IP
Programs Query — Batch Status Change

1. Select/Unselect the students whose status you want to change by clicking on
the white triangle (refer to pages 8-9)

FOUNDED 1795

2 From the drop-down menu, Change checked to: select Processed

Batch Processing : Status Update

Search Resulls

Use this form to apply an application status to the checked applications listed below.

1 } Baich Application Status Edit:
. b

(click arrow to show applicants)
Change checked to:

Processed :

- Select - =
‘_ nts.

Advising

Pending

GPA too low
Deferred Application Cancel
Waitlist T
Wait Pool

Accepted

Accepted - NonUnion-Conditions

Deferred Acceptance

2 Committed
.

Confirmed Participation

Provided Financial Waiver

Committed - Deferral & depostt to be paid next yea

»

»

M Processed

5 Rejected
Not Accepted

’ Low GPA

* | points

GPA Not Maintained

STREET SCHENECTADY, NY 12308
000 @ Map & Directions

DOINHEBEPO

CONTACT ADMISSIONS:
Grant Hall

807 Union Street

(518) 388-6112

@ Request information

y I’I < |
& o e
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UNION

COLLEGE Reviewing Files that are Processed —

FOUNDED 1795

Individual File

* |f you need to go back to review the names, to find them you
will need to do an advanced search by going to the Applicant
drop-down menu and selecting Advanced Search

ABOUT ACADEMICS ADMISSIONS CAMPUS LIFE ATHLETICS NEWS & EVENTS GIVING

L. Profiles = Programs - Protess = Sile = Staif = Saffings - Maintenance - Ginny Casper &

nced
armation you would like to query.

1 Select Application Parameters
2 Click Next

# Profiles = Programs = Process = Site = Staff = Seitings = Maintenance -

Search : Advanced E

Please select Ine typa of information you would like 1o query
2 °

New Query Wizard

. Choose the type of information you would like to query:

1 . 7 Application Parameters =y
r o e
PRE— m
. et
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UNION

COLLEGE Reviewing Files that are Processed —

FOUNDED 1795

Individual File

e If you need to go back to review one name, to find it, go to the
Applicant drop-down menu and select Search

Advanced Search

E 3 Applicant = Profiles = Programs = Process = Site = Staff + Settings = Maintenance =
- imple Advanced Search Search Results Locator Search
an caarch far annlicg ria liet havae allnu n

1 ta calact multinle valiiae b haldina tha CtAiCmA kav whila clickine Raculte ara raturnad hacad nn

1 Under Applicant Name, enter all/part of the name
2 Make sure to check the box Include withdrawn applications
3, Press Search

.
Search : Simple Advanced Search | Search Results | Locator Search

Below, you can search for applications based on multiple criteria. List boxes allow you to select multiple values by holding the Ctri/Cmd key while clicking. Results are returned based on
applications that match all selected criteria. For a search based on specific application response data and program parameters, use the Advanced Search.

Search Applications:

Applicant Name:

1 . casper

Program Terms:

Willam Cady Stone 2017
Winter 2019

‘Winter 2017

Winter Break 2017

P ——
e
2 . Include withdrawn applications
3. :

e

Program Name:

afm
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UNION

COLLEGE Reviewing Files that are Processed — Group

FOUNDED 1795

* Go the Applicant drop-down menu and select Search

s *  Process s St Swff+  Semngs v Mantenance

L o 'STa0ON |Home

e el adnisteninos areas that allow you lo manags your programs. appications. apphcants as woll 33 8o and sysiem seitings

[r— m

e _
Hew Appicatian

1. Select Application Parameters
2 Click Next

k.3 Profilas ~ Programs - Procoss - Sile - Stafl - Setlings - Maintenance - Ginny Casper &

Search : Advanced

Please salact the typa of information you would ke o query

New Query Wizard

Choose the type of information you would like to query:

1 v Applcation Paramaters
.

Program Paramelers
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UNION

COLLEGE Reviewing Files that are Processed - Group

FOUNDED 1795

selections],
3. From Application Status select Processed

Advesing (no akases)
User Classification:

-

@ Linion Oty
Mon-Uruon Oely

Commitied

Commitied (no slases)
Confrmed Paripation
Frowded Fnancil Warer

3 o Commined - Deferral & depost

include Program Locations (thes expands the search 1o also nciude all spphcstions that are pant of a program haneng any program-level locstion assgrment selected

- o)

1. From Program Types, select Program Enrollment
2. From Application Parameters, choose the term(s) [to select more than
one term, hold down the control key and use the mouse to make

4. Scroll down and from Programs & Locations, select Union Programs not
through International Programs. Press Search.

Pendg Wiatist Accepted
Pending (o aliases) Weatiest {no shases) Accepted (no shases)
GPA 10 low ‘Wit Pool Accepted - NonUrion-Conditons
Deterrad Apphc abon Deforrad Accoptance
Rejected Withdranwn
Rejected (no akases) Withdrawn (no alases)
Mot Accepted Mot participating aher confirmmng
Low G4 partcipation
Pomts Accepled, Mot 153 Chokce

GPA Not Martaned Accepled - Dd not confirm

Incomplete Apphc sbon
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UNION

COLLEGE

FOUNDED 1795

Need Assistance?

For assistance in accessing TD contact:
Donna Sichak or Ginny Casper
International Programs Office
Old Chapel, 3rd Floor
Phone: 518-388-6002
Email: sichakd@union.edu
casperr@union.edu
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