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Overview

Welcome to DocumentImaging. Thisjob aid provides guidelines on how to review Graduate
Applicationsinthe Document Imaging system using the Perceptive Experience web application. Unlike
its predecessor WebNow, Perceptive Experience does not require Javaand as such may be accessed via
PC, MAC or Mobile Devices such asiPads.

(Please note that WebNow is still available should you encounterany issues viewing documentsin
Perceptive Experience. Remember, WebNow can only be used with Javaand Internet Explorerona
Windows based PC.)

DocumentImaging provides Graduate Program Directors (GPDs) with access to documents as they are
enteredinto the systemand cleared through the Graduate Admissions process. Asdocuments are
received by the Graduate Admissions Office, they will be scanned and stored in a central repository. The
applications themselves are stored in one of two queues (directories) that correspond to each of the
Plan/SubPlansto which the student has applied.

UMLGA Applied & Processing Directories: Directories appended with “UMLGA Applied &
Processing” are used to store incomplete applications packets until all of the required
documentsarereceived. Incomplete applications are accessible inthis queueforthe purposes
of allowing GPDs to pursue the applicant based on the documentation on hand. In such cases,
GPDs must contact the Graduate Admissions office and request thatthe incompleteapplication
packet be movedto the “Readyfor Review” queueforimmediate processing. Inthe typical
sequence of events, applications will be moved out of the “Applied & Processing” queue and
intothe “Ready for Review” queue once all necessary documents are received and a Profile
Sheetiscreated.

UMLGA Ready for Review Directories: Once all of the documentsrequired tocomplete an
Application are received and a Profile Sheet generated, the Application will be moved to the
“UMLGA Ready for Review” queue. Itisfromthisqueue that GPDs will approve/deny
applicationsand returnthemto the Graduate Admissions office forfinal processing.

Example: The documents of a studentapplyingto the Masters of Business
Administration plan with a concentrationin Accountingwould be stored inaqueue
(directory) named “BusAd MBA-Accounting (UMLGA Applied and Processing) until the
profile Sheetis created at which time they would be moved to a queue named “BusAd
MBA-Accounting (UMLGA Ready for Review).

£} BusAd MBA-Accounting (UMLGA Applied and Processing)
:} BusAd MBA-Accounting (UMLGA Ready for Review)
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Supported Desktop Browsers:

e MicrosoftInternet Explorer 11, Microsoft Edge
o MozillaFirefox (Microsoft Windows OS)

e Google Chrome (Microsoft Windows OS)

e Apple Safari(Mac OSv10.10)

Note: Supported browserversions are listed, however, we recommend that you upgrade to the latest
patch of the supported browsers. Notethat some browsers release automaticupdatesand some
browsers nolongersupportversion numbers.

Supported Mobile Browsers:
e Google Chrome (Android 5.0and higher)
e AppleSafari(i0S9.0and higher)
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Graduate Program Director (GPD) Process Summary

The process by which GPDs will review and accept/deny/etc. graduate student applications consists of
the following steps. The steps below are detailed more thoroughly in their corresponding sections.

Select
Plan/SubPlan
Queue

Log Into
Perceptive
Experience

Review /Annote
Documents

Ctrl+Click the heading to navigate to each section for greater detail and instruction.

Log into Perceptive Experience: Log into Perceptive Experience by navigating to the UML Document
Imaging homepage (https://www.uml.edu/IT/Services/Administrative-Applications/Dl.aspx), clickingon
the Perceptive Experience Login and using your UML Credentials.

Select Plan / Sub-plan: Click on the “Workflow” icon to display your list of program queues. Highlight
Plan (e.g. “Business Administration (MBA) / Accounting”) in the left hand column of the screen and then
click the Search Buttoninthe upperright of the screento display the list of applicants forthat particular
program.

Select Application: Selectanapplication by double-clickingonthe Application. The Application will
openinthe WebNow Viewer.

Review / Annotate Document:

Reviewing Documents: As part of each application, thereare several “Related Documents”. Display the
list of Related Documents by clicking the “Show or Hide Related Documents” iconinthe upperright-
hand toolbarand selecting “Grad Admissions Docs UML” as the relationship type. Openany related
documents by double-clickingthe document. The documentwillappearinanew Viewerwindow.
(Note: Dependingonyourbrowsersettings, you may need to allow pop-ups)

Annotating Documents: Perceptive Content provides several annotation tools. Toannotate a
document, click onthe “Annotate Page” iconin the top left-hand toolbarand select “Create
Annotation”. Click onthe page where youwould like the annotation to appearand thenselect the type
of annotation youwantto add. Make the annotation usingthe windows that will appear.

Note:To apply a decision, use the appropriate Text Stamp for Admit/Deny/Waitlist, etc.

Route Application back to Graduate Admissions: Once you (GPD) have applied the proper Text Stamp

indicating Acceptor Deny, etc., to the Application, route the Application back to Graduate Admissions by
clickingthe “Route Forward” buttoninthe top left-hand toolbar. You will be presented with routing
options that match your admission decision. Selectthe properroute and click OK.
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1. Loggingin to Perceptive Experience

The Login for Perceptive Experience is located on the University’s Information
Technology web page: https://www.uml.edu/IT/Services/Administrative-

Applications/Dl.aspx

The following screen will appear

Doctiment Imaging

= et s

system Tweets:

Look here for information and
scheduled maintenance
information about Document
Imaging

UML Links
ook here for useful links to
other UML web pages

Document Imaging Login
Options

WebNow: Use this option to
access WebMNow. Must use
Internet Explorer and have
Java properly configured

Virtual WebNow: Use this to
bypass your local Java
settings and access WebNow
in the UML Learning
Commons. All browsers
supported

Perceptive Experience
Login:

Use this to access Perceptive
Experience. This version does
not use Java and supports all
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1.1 Once on the Document Imaging home page, scroll to and click “Perceptive Experience
Login”

The following screen will appear

m University of Massachusetts

UMASS Ambhert Boson Dartmont b Louell Worceter UbasOnline

User:

5
Service Maintenance: UMass COIN, SiS & WISER will ba July 18th through 12 noon Sunday July 20th for scheduled system

Secure Access Login

1.2 Enter your User Name, Password and Campus. Click Login

User Name and Password are your UML credentials.

2. Perceptive Experience Home Page

The Perceptive Experience homepage provides you with two options; “Documents” and
“Workflow”.

Documents: Usedto view Applicationsthat have been processed by the Coordinatorand
routed back to Graduate Admissions. Theyare nolongerinthe Workflow.

Workflow: Used to locate documents that are awaiting an admission decision. These
applicationsare still inthe workflow residingin eitherthe plan’s “Applied and Processing”
or “Ready for Review” queue.

. = o a

n &

AN

o

Usefultip:-clicking-the-green-"Perceptive-Experience”-icon-brings-the-browserto-the-home/main-menu-
page.-
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3. Logging out of Perceptive Experience

3.1 Clickthe Usericon in the upperright-hand corner of the
3.2 Clickthe On/Off Powericon in the drop down menu that appears

& > Home

b
Workfiow Documents

4. Selecting the Workflow Plan/Sub-Plan Directory

To view applications fora particular Plan/Sub-plan, you must first select the Plan/Sub-Plan

fromthe list of available Plans.

"ﬂ > Workflow

Sl 4 = & o @ a- @ O+ D

List of Applications for that Plan/Subplan

WORKFLOW PROCESSES
= £ UML Grad Admissions
¥ Readly for Review 2

Time In Queue Stat.. Studen.. StudentName Term

P Ready for Review Apps Older Than X Days
| Q Accounting MS (UMLGA Applied and Processing) 18 days 6 hours IidIcJEN0 1544l Fothergill,Christopher 2019 Fall

Q Accounting MS (UMLGA Ready for Review) 50 days 2 hours IlicIeJll01555MMlHambelton john 4 2019 5
Q Additive Mftg in RF MV Apps (UMLGA Applied and Pracessing)
@ Addiive Mg n RF MY Apps (UMLGA Ready for Review) L. B B
Q Adlt Psy & Mntl Hith NU Crt (UMLGA Applied and Processing) 140 days 7 hourSiidicJ0 15638 Williams, Riley B} 019 <
Q Adlt Psy & Mntl Hith NU Crt (UMLGA Ready for Review) .

147 days 4 hour... Idle  01819.. Moussa,Ernestine N 20195...
Q Admit (UMLGA Review Complete)
Q App Psych & Prevent Sci (PHD) (UMLGA Applied and Processing) 153 days 5hour... Idle  01819.. JavierIslley C 2018 Fall
& App Psych & Prevent Sci (PhD) (UMLGA Ready for Review) 157daysShour.. Idle  01818.. Vengano,Augustina P 2018 Fall
Q Applied Biology (PhD) (UMLGA Applied and Processing)
Q Applied Biology (PhD) (UMLGA Ready for Review) 217 days 4 hour... Idle  01812.. Ortloff,Sean 2018 Fall
(i e et (@ (LS L el et g)) 264days7hour.. Idle  01806.. ChenXinrui 2018 Fall
Q Applied Statistics Crt (UMLGA Ready for Review)

266days 7hour... Idle  01806.. Alsalman,Muna A 2018 Fall

Q Autism Stds-ABA (UMLGA Applied and Processing)
Q Autism Stds-ABA (UMLGA Ready for Review) 270 days 3 hour... Idle  01806.. Nesvaderani,Milad 2018 Fall
Q Autism Stds-Research Int. (UMLGA Applied and Processing)

&Q Autism Stds-Research Int. (UMLGA Ready for Review)

Q Autism Studies MS (UMLGA Applied and Processing)

Q Autism Studies MS (UMLGA Ready for Review)

Q BEH Int Autsm BCBAP 18cr(Cert) (UMLGA Applied and Processing)
Q BEH Int Autsm BCBAP 18cr(Cert) (UMLGA Ready for Review)

n Autism Crt (UMLGA Applied and Processing)

ki ot (1A & D F Do siant

354days4hour.. Idle  01779.. JinLanlan 2018 Fall

G Beh Interven

A Bk Tebas

Scan Date/Time

/072015078
:
:

06/29/2018 07....
06/25/2018 07:...

06/21/2018 06:.

04/22/2018 07:...
03/06/2018 06....

03/04/2018 07-...

02/28/2018 07-.

12/06/2017 07....

®

Type

Application
Application
Application
Application
Application
Application
Application

Application

12 items

4.1 Click on the “workflow” icon

&7 > Home

A
Documents Workflow — o
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4.2

Selectthe Plan whose applications you wish to review by highlighting the Plan/Subplann

name listed beneath the Workflow heading and then clicking the blue Search button in

the upperright corner of the screen..

& > Workflow o e
&Q BusAd MBA-General Business (UMLGA Applied and Processing)
& BusAd MBA-General Business (UMLGA Ready for Review)
Q BusAd MBA-General Business Prof (UMLGA Applied and Processing) ®  TimelnQueue Stat.. StudentID StudentName Term Date Scanned
& BusAd MBA-General Business Prof (UMLGA Ready for Review)
Q BUSAd MBA-Healthcare (UMLGA Applied and Processing) 301days23.. Idle 01791639 2018 Fall 01/21/20180...
£ BUSAd MBA-Healthcare (UMLGA Ready for Review) 358days1h.. Idle 01787662 2018 Fall 12/06/20170...
@ BusAd MBA-Information Technology (UMLGA Applied and Processing)
Q BusAd MBA-Information Technology (UMLGA Ready for Review) 324days30.. Idle 01468069 - 2018Fall 12/24/20170...
&Q BusAd MBA-International Business (UMLGA Applied and Processing) 312days1h.. Idle 01798359 . 2018Fall 01/16/20180...
& BusAd MBA-International Business (UMLGA Ready for Review)
Q BusAd MBA-IT Professional (UMLGA Applied and Processing) 43days Tho... Idle 01820880 20195... 08/13/20180...
& BusAd MBA-IT Professional (UMLGA Ready for Review) 339days 19.. Idle 01785414 2018 Fall 12/15/20170...
& BusAd MBA-Manufacturing (UMLGA Applied and Processing) 85days22h.. Idle 01805336 2019 Fall 08/23/20180...
& BusAd MBA-Manufacturing (UMLGA Ready for Review)
Q BusAD MBA-Marketing (UMLGA Applied and Processing) 294 days 22 ... Idle 01794054 2018 Fall 01/14/20180...
£ BusAD MBA-Marketing (UMLGA Ready for Review) 79days1ho.. Idle 01824592 20195... 08/27/20180...
& BusAd MBA-Mgt Leadership (UMLGA Applied and Processing)
@ BusAd MBA-Mgt Leadership (UMLGA Ready for Review) 2days1hou.. Idle 01678273 20195... 12/02/20180..
& BusAd PhD (UMLGA Applied and Processing) 38days1ho.. Idle 01052652 20195... 10/22/20180...
& BusAd PhD (UMLGA Ready for Review)
&Q BusAd PhD-Entrepreneurship (UMLGA Applied and Processing)

®

\

Type Pa.
Application Gra... 2
Application Gra... 2
Application Gra... 2
Application Gra... 2
Application Gra... 2
Application Gra... 2
Application Gra... 2
Application Gra... 2
Application Gra... 2
Application Gra... 2

Application Gra... 2

Remember: The applications contained in the “Applied and Processing” queues are incomplete

applications while thosein the “Ready for Review” queues are complete.

5. Selecting Applications

Once you selectaPlan/Sub-Plan directory, any applications forthat Plan/Sub-Plan will appear

inthe panel ontherightside of the screen.

(s}
o > Workflow
S P& S ©@ gy ¥ DBy B~ List of Applications for
this Plan/Subplan
WORKFLOW PROCESSES
~ Q UML Grad Admiss...
P Ready for Review €  TimeIn Queue Stat.. Studen.. StudentName Scan Date/Time  Type Pages
‘¥ Ready for Revie...
Q Accounting M... 18days6hours... Idle 01544.. Fothergill,Christopher W “ 2019 Fall 11/07/2018 07:... Application Gra... 2
Q Accounting MS ... 80days2hours.. Idle 01555.. Hambelton,john A 2019S.. 09/06/201806.... Application Gra... 2
Q Additive Mftg i...
Q Additive Mftg 94days4 hours... Idle 01822.. Ngeh,Rodrick 20195S... 08/23/2018 06:... Application Gra... 2
Q Adlt Psy & Mntl.. 140 days 7 hour... Idle  01563.. Williams,Riley B 2019S... 07/08/2018 06:... Application Gra... 2
Q Adlt Psy & Mntl.
147 days 4 hour... Idle  01819.. MoussaErnestine N 2019S... 06/29/201807:... Application Gra... 2
Q Admit (UMLGA ...
Q App Psych &Pr... 153 days5hour.. Idle  01819.. JavierIslley C 2018 Fall 06/25/2018 07.... Application Gra... 2
& App Psych &Pr... 157days8hour.. Idle  01818.. Vengano,Augustina P 2018 Fall 06/21/201806... Application Gra... 2
Q Applied Biology...
Q Applied Biology... 217days4hour... Idle  01812.. Ortloff,Sean 2018 Fall 04/22/2018 07...  Application Gra... 2
Q Applied Statisti... 264days7hour... Idle  01806.. Chen,Xinrui 2018 Fall 03/06/2018 06:... Application Gra... 2
Q Applied Statisti... X
O Autism Stds-AB... 266 days 7 hour... Idle  01806.. Alsalman,Muna A 2018 Fall 03/04/2018 07:... Application Gra... 2
Q Autism Stds-AB... 270days 3 hour... Idle 01806... Nesvaderani,Milad 2018 Fall 02/28/201807:... Application Gra... 2
Q Autism Stds-Re...
354 days4 hour... Idle 01779.. Jin,Lanlan 2018 Fall 12/06/2017 07:...  Application Gra... 2
Q Autism Stds-Re...
Q Autism Studies ...
Q Autism Studies ...
Q BEH Int Autsm ...
Q BEH Int Autsm ...
Q Beh Interventio...
A\ Dok Intaniontia

Notes

12items.

Note: If there are no applicantsfora Plan/Sub-Plan, the right panel will remain unpopulated

and will display the message “No Items Found”.

5.1 Double click on the row containing the Application you wish to view.
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6. Perceptive Experience Viewer

Once you have selected the Applicationto be processed and it has displayed in the viewer.
The image below and the table that follows describe the various options available withing the
Viewer.

Note: Depending on Profile Permissions, not all options may be available.

"" > Workflow @

H @ v > % ¥ [ & & @® 4> ¥ DB~y DB~ A=A [i]

ENT PROPERTIES

Report ID: ZADRO0257 University of Massachusetts Lowell PageNo 1 2
Institution: UMLOW Graduate 'Web Application Summary RunDatc  09/06/20 3212296 _ON3V32CKPOOOGFX
Career - Appl Ctr: GRAD - GRAD Applications POSTED to PeopleSoft Run Time 18:29; DRAWER

UMLGA
3212295 ON3VSNCKT0003..)
F STUDENT ID
Bio Demo Data Citizenship & Visa 01555414
Name Hambelton,John A Country of Citizenship nited States E:IJDEN; Nl':ME hn A
Previous Last Name Hambelton Visa Type ambelton,john
01555414 Visa Status TERM

Appl Nbr 00772943 Visa Number 2019 Spring
— Rec Nbr W252035 Visa Start Date .
R Appl type WWW Visa Expire Date EEAN -
Email ID john_hambelton @student.uml.edu Birth Country United States Accounting (MS)
SSN Xxx-Xx-2393 Birth City Concord Massachusetts e —
Notification_Plan REG e
Start Term 2019 Spring 09/06/2018 06:48:28.107 PM
Admit Type Graduate Degree TYPE
Application Graduate A...
172y 5% - O + ¥ ki I

CUSTOM PROPFRTIES
Relationship: | Grad Admissions Docs UML

MikSs
®  Type Scan Dat Term Plan Pa.. LastViewed By Notes Sub-Plan
Acknowledgment letter 09/07/20180... 2019 Spring Accounting (MS) 1 10129538
Letter of Recommendation 09/11/20181... 2019 Spring Accounting (MS) 2
Letter of Recommendation F...  09/09/2018 0... 2019 Spring Accounting (MS) 2
Resume 09/06/2018 0... 2019 Spring Accounting (MS) 1
e

Note: You may control what is displayedin the Perceptive Experience Viewer window as follows:

1. Thumb Nail of Pages: These thumbnail images of the pages within the selected document may
be enabled/disabled via the “Show/Hide Thumbnails” icon

2. Related Documents: These Application Documents are displayed by clickingthe “Show/Hide
Related Documentsicon.
a. Inadditiontoshowingthe Related Documents, you must specify the Relationship
i. Clickthe down-arrow onthe Relationship bar, whichislocated beneath the Web
Application Summary document. Select the “Grad Admissions Docs UML” from
the drop-down menu.
b. Thisoption mustbe selected foreach Perceptive Experience session

3. Document Properties: These indexing values may be displayed or hidden by clicking the
“Show/Hide Properties” icon.
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Viewer Options

Upper Toolbar

Function Name Function | Description
Icon
Return Closesthe currently opened Application documentand returns to the list
— of Applicationsforthe chosen Plan
Save Savesthe documentincluding any annotations made
H
Create Task
L]
Annotate Document Enables the Annotation functionality.
B e Click Create Annotation
e Pointto areaon documentwhere annotationisto be displayed
e Selectannotationtype frommenu
Also hides annotations
Add Page Adds a blank page to the document either BEFORE, AFTER or In Place Of
2 the current page
Delete Page Deletesthe current page
[}
Download Savesthe documenttothe local hard-drive
Document 3
Exportto PDF Savesa PDF version of the document to the local hard-drive
[
Print Document Prints the currentdocument with or without annotations
=
Send Email Sends the documentviaemail
]
Apply Retention
Hold ®

Version Control

Addsversion control to the documentallowing fordifferent users to add
and track annotations

Apply Workflow

Hold W

Route Back Sends the document back to the previous workflow queue
(L

Route Forward Sendsthe documentto the next queue inthe workflow
(&
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Bottom Toolbar

Function Name

Function Icon

Description

Page Navigation

1

/20

Reflects the current page number
(boxed) and the total number of

pages.
Use arrows to navigate between

pages

Zoom Level

25%

Reflects the currentsize of the
documentasa percentage of 100
(full size)

Use +and — to adjust size of
document

Best Fit

T ;'
L]

Setsthe documentsize to the
largestsize, both heightand
width, that will fitinthe display
window

Fit With

-

Setsthe document width to the
size of the display window

FitHeight

o]

Setsthe document heightto fit
the length of the display window

Original Size

LE

Sets the document to 100%

Rotate 90°
(right— Left)

N
R

Rotates the document 90 degrees
rightor left.
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7. Reviewing Application’s Related Documents

Related Documents are available only once theirassociated Applicationis openedinthe
viewer.

. . . =] .
7.1 Click the “Show or Hide Related Documents” icon = located | the top right-hand
toolbar

A window will appearinthe lower part of the screen.

"" > Workflow 2
« H B EF* $~ & ¥ [+ & & ® av ¥ DO+ B+ W B e HE o

Report ID: ZADR0257 University of Massachusetts Lowell PageNo 1
Institution: UMLOW Graduate Web Application Summary RunDate  11/26/2018
Career - Appl Ctr:  GRAD - GRAD Applications POSTED to PeopleSoft Run Time 18:48:18
Bio Demo Data Citizenship & Visa
Name Country of Citizenship
Previous Last Name Marsden Visa Type
ID 01848511 Visa Status
Appl Nbr 00792621 Visa Number
Rec Nbr W260797 Visa Start Date
Appl type WwWw Visa Expire Date

1721 33% - wme—y 3% b4 I B D T

Relationship: ' Grad Admissions Docs UML _ - e
®  Type Scan Date/Time Term Plan Pa.. LastViewed By Notes Sub-Plan
Resume 11/26/2018 0. 2019 Spring Accounting (MS) 3 10129538
Statement of Purpose 11/26/20180... 2019 Spring Accounting (M5} 3 10094948
7.2 Clickthe down-arrow in the Relationship window and Select Grad Admissions Docs UML
as the relationship type
Note: DependingonyourPCsettings, you may need to manually expand the Related
Documents window. Todo so, use your mouse and hoveroverthe separation between the
upperand lowerwindows until adouble arrow II appears. Once it does, pressand
hold the left mouse button and drag the separator upward.
7.3 Openthe desired document by double clicking on the document

Note: Use the “Fit Width”, “Fit Height” or “Zoom Level” toolsto adjustthe documentto
suityour reading preference.
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8. Adding Annotations

Perceptive Experience allows you to add annotationsinavariety of forms. All annotations are
permantly stored as part of the documentto which they are applied.

Remember: Once annotations are saved, they are viewable by other persons who may review

the documents.

To add annotationstoa document...

ERd
8.1 Clickthe Annotations icon
8.2 Select “Create Annotation
.:' > Documents
- H [~
-
Create Annotation
Hide Annotations
8.3 Drag Selection Box to location on document where annotation is to be positioned and

click to secure

ANMMNOTATION TYPE »
Arrow -

ANNOTATION TEMPLATE
Green Arrow

T T

Cancel Add

8.4 Select Annotation Type & Annotation Template
8.5 Click Add

The annotation selected will appearin the location selected.
The table on the next page lists the availabe Annotation types

Note: Dependingon Profile Permissions, not all annotation options may be available.
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Arrow Arrow annotations can be customizedin terms of color, line weight and
direction

Check Check annotations can be customized in terms of color

Highlight Highlight annotations can be customizedinterms of colorandfield size

Line Line annotations can be customized interms of length, colorand line weight

Oval Oval annotations can be customizedintermsof size, colorandline weight

Pen Pen annotations can be customizedin terms of colorand line weight. Pen
annotations are made using the mouse as the pen.

Rectangle Rectangle annotations can be customizedinterms of size, colorandline
weight

Sticky Note Sticky Note annotations allow users to attach notes to the documents. Please

be certainto include yourinitials on each note as a means of recordingwho
created the note.

Text Textannotations allow you to add test into the body of the document. Text
annotations may be customizedinterms of Font, Size, Style, Italics, alighment,
and color

Text Stamp Text Stamp annotations are the means by which Committee Members make

recommendations to the Program Coordinatorand by Which Coordinators
make final admission decisions. The following Stamps are available:

Committee Member Stamps:
e NotRecommended
e Recommended
e Recommended with Permissions
GPD Stamps
Admit
Admit with Conditions
Deny
Waitlist
URL URL annotations allow youtoadd a URL linkto the document

Committee Members helpingtoreview Student Applications should use the Committee Member

Stamps to make theirrecommendations to the Coordinator.

Program Coordinators indicating admission decisions to an Application will do so by applyingan
Annotation Text Stamp thatreflects one of four decision options; “Admit”, “Deny”, “Admit with

Conditions” or “Waitlist”. Only faculty members with the Coordinator (a.k.a GPD) role have access to
these stamps These stamps should be placed onthe first page of the Application Document

Note: When makingthe decision to “Admit with Conditions”, GPDs mustalso apply a Sticky Note
annotationlisting the conditions that are to be stipulatedin the lettertothe applicant
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9. Routing Completed Applications back to Graduate Admissions

Once a Decision Stamp has been applied to the Application document, the Application must
be routed back to the Graduate Admissions office forfinal processing. To route an Application
back to Graduate Admissions....

9.1 Click the Route Forward Icon located on the Upper Left-hand tool bar

&> Workflow / ®

« B Ev By B meE o =5 e

DOCUMENT PROPERTIES

Report ID: ZADRO257 University of Massachusetts Lowell PageNo 1 faME
Institution: UMLOW Graduate Web Application Summary RunDate  11/07/2018 32122C8_OPHZ84DKDO0001
Carcer- Appl Ctr: GRAD - GRAD ‘Applications POSTED to PeopleSoft RunTime  18:49:32
Bio Demo Data Citizenship & Visa
Fothergill Christopher W Country of Citizenship United States STUDENT NAME
Visa T Fothergill,Christopher W

01544731
00787750 L
2019 Fall

United States
Boston

n. Massachusetts

xxxxx Accounting (Ms)

REG sean oarerme
2019 Fall 11/07/2018 07:09:20.885 PM
Intended Program Manning School of Business e

Application Graduate A..

12y 8% - Gr——— s e I B3 T
Relationship: ' Grad Admissions Docs UML MK
2 Type Scan Date/Time Term Plan Pa.. LastViewedBy  Notes Sub-Plan
Acknowledgment letter 11/08/2018 1 2019 Fall ‘Accounting (MS) 1
GMAT Score (Official) 11/08/2018 0.. 2019 Fall ‘Accounting (MS) 2 10023899
Letter of Recommendation 11/08/20180... 2019 Fall Accounting (MS) 1 10023899
Letter of Recommendation 11/08/2018 0. 2019 Fall ‘Accounting (MS) 1 10062941
9.2 Select the Option that matches your admission decision

Upon forwardingthe application back to the Graduate Admissions office, the application
will be replaced with the next application waiting to be reviewed and the Related
Documents pane will refresh to display those document related to the new application
displayed.

Admit (UMLGA Review Complete)
Deny (UMLGA Review Caomplete)
UMLGA Routing Resolution

Waitlist (UMLGA Review Complete)

Route Anywhere »

Note: If the Application does not have a Decision Stapm annotation orif the Decision Stamp
and the Destination Route selected, the system willreturn the Application to the “Ready for
Review” queue.

Note: Applications with an “Admit with Conditions” stamp should be routed to the Admit
(UMLGA Review Complete) queue
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10.Viewing Documents No Longer in the Workflow

Once Applications have been fully processed by the program Coordinator (AKA : GPD), and
routed back to, and processed by Graduate Admissions, the documents exit the Workflow and
are sentto a central Document Rapository. Inorderto view documents residinginthe
Repository, you must use the Document optionfound onthe WebNow homepage.

&> Home @

A
Documents Workflow

10.1 Searching for Applications Already Processed

To search foran application where the Plan/Sub-Planis known...

1. Highlightthe Plan/Subplanand click the blue Search button in the upperright
of your screen.

The system will return up to 500 studentapplications belonging to that
Plan/Sub-Plan

2. To narrow the search, use the Search functionality by clicking into the Search
Bar.

Several Search Contraint windows willappear.

-
o > Documents o @
=| a
B UMLGA C&I MED-Initial Certification >
B UMLGA C&I MED-Science Education B
B UMLGA C&I MED-Special Education [0 o M * ‘
B UMLGA C&I MED-Teach Eng Spkr Othr L... " ritenia.

B UMLGA C&I MED-Technical Language

B UMLGA Chem MS-Chem & Polymer Sci P...
B UMLGA Chem MS-Pharmaceutic Bi g
B UMLGA Chem PhD-Biochemistry ‘
B UMLGA Chem PhD-Environmental Studies
B UMLGA Chem PhD-Green Chemistry 9
B UMLGA Chemical Eng MSE-Leadership

B UMLGA Chemical Engineering END

B UMLGA Chemical Engineering MSE

B UMLGA Chemical Engineering PhD

B UMLGA Chemistry Crt

B UMLGA Chemistry MS

B UMLGA Chemistry PhD

B UMLGA Civil & Environ Engineer END

B UMLGA Civil Engineering MSE
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10.1.1 Search Constraints

Whenyou click onthe Search window, the window will display Constraint, Operatorand

Value windows.

Add Constraint: | Name

~ | starts with A Add = Cancel

There are several options when searching fora particular Student Application and related

Documents.

The table Below relects the various Search Attributes

Search Criteria (Fields)

Search Criteria Options

Description

Drawer

Default: Thisvirtual file draweris where all Graduate Application documents are stored.

StudentID Thisis the peiopleSoft student ID assigned when the studen applied.

Student Name The convention forthis nameiis Last,First

Term Allows youto serach for applications by semester.

Plan Allows youto search for application documents by program attended.

Date Scanned Graduate Admissions use only.

Type Allows youtoseach for documents by type (e.g. Letter of Reference, Transcript, etc.)
Any Document Key System will search across all fields forthe entered Value

Operators: These options are self explanitory and link the Criteriaand the Value

[smrts with -

—is equal to
is not equal to
}is less than
Sis greater than
is less than or equal to

is greater than or equal to

ends with
contains

Value:Itis here you would enterthe specificitem on which you want to serach.

(e.g.Student ID, Nme, etc.)
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