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How To Use The UCD APPLICATIONS SYSTEM

Section 1: The Applications System
VldeO tutorlal here to watch on YouTube

Tip #1: Video not playing? Click

This video demonstrates how an applicant sets up an account and applies for a course in UCD. A text version of these
instructions, which includes additional information, is available on pages 4 and 5.
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Tip #2: Click on this symbol

How To Use The UCD APPLICATIONS SYSTEM in the toolbar above to

print or download a PDF

Section 1: The Applications System
Making an application

Step 1 - Accessing the system
New applicants can access the UCD applications system by going to www.ucd.ie/apply, clicking on *Apply to UCD’
and then ‘Start a new Course Application’.

There are two other ways an applicant can access the system:
* by using the direct link via SISWeb: https://sisweb.ucd.ie/usis/W_HU_MENU.P_PUBLISH?p_tag=APPLY

* by using a ‘deep link’ - this is a direct link to the application form for a specific course (i.e. the applicant does
not have to search for the course they're applying for). For example:
https://sisweb.ucd.ie/usis/!'W_HU_MENU.P_PUBLISH?p_tag=DEEP&MAJOR=W114&TYPE=GRAD&TERM=20140
0

These links can be used for online marketing purposes. In order to activate a ‘deep link’ for your own courses, you
need to substitute your own major code(s) in each case (i.e. instead of W114, in the example above, include your
own major code and you will then have a deep link for that course). When doing so make sure that both the correct
term and application type (GRAD above = Graduate Taught) is also included. If you are using this facility please
contact the Applications team regarding the correct application type code to use.

N.B. The deep link should only be used to create the initial application. Applicants returning to an application
should use the standard link: https://sisweb.ucd.ie/usis/W_HU_MENU.P_PUBLISH?p_tag=APPLY

Step 2 - Setting up an account
New users create an account using their email address and a password of their own choosing. Current UCD students
or alumni should use their student account details to log into the system.

Step 3 - Entering personal information

Once the account has been created, the applicant can begin to enter their personal information. When all the relevant
information has been provided, an automatic confirmation email is sent to the applicant with their applicant ID
number and account details.
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How To Use The UCD APPLICATIONS SYSTEM

Section 1: The Applications System
Making an application (continued)

Step 4 - Applying for a course

Applicants can choose their preferred course(s) using the Course Finder facility. Applicants can search for a
programme by keyword or phrase which can be refined by category. There are a number of sections in each
application. The specific sections which appear will vary depending on the course. The different options available
are outlined on the following pages.

Step 5 - Filling in course details

Academic record: This section is for third-level results only. If the institution which the applicant attended
does not appear on the drop down list, the applicant can enter the name of their institution manually.

Referees: Applicants can be requested to supply a specific number and type of referee details (e.g. one
academic and one professional, etc.). It is also possible to make the entry of these details compulsory prior to
submission of the application. This is done by the Applications team.

Employment details: Here the applicant can enter details of prior employment, including employer name and
contact details and a summary of experience.

General questions: All course application forms will contain a certain number of questions, some of which are
general and others which can be tailored per course. Questions can be made compulsory from either the
submission or assessment stages.

Application checklist: The Application checklist allows both payment (i.e. application fee and deposit) to be
made and any required documents to be uploaded.

Declaration: The above stages can be completed in any order. It is also possible for the applicant to log out of
the application and complete it at a later stage. Once the application form has been submitted it is no longer
possible to amend any course specific information. Personal details, however, can be changed if necessary. It is
still possible to upload supporting documentation after submission.
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How To Use The UCD APPLICATIONS SYSTEM

Section 2: The Administration System |-
V|de0 tutO r|a| here to watch on YouTube

The following video demonstrates how to use the administration system. A text version of these instructions, which
includes additional information, is available on the following pages.
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How To Use The UCD APPLICATIONS SYSTEM

Section 2: The Administration System
Accessing the system

Administrators can access the system through UCD Connect. If you require access, please contact the Applications
team quoting your Connect Login ID, Personnel nhumber and School code.

On the UCD homepage, click on the Login button for UCD Connect and then select InfoHub.

In Infohub, select Students and then UCD Applications System.
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How To Use The UCD APPLICATIONS SYSTEM

Section 2: The Administration System
Accessing the system

This will take you to the UCD Applications System menu. Please note that the options which appear
may vary slightly from those shown below, depending on your access rights.

Y ) InfoHub [} News 'O # Tasks 0 * Favourites ? Help 1 My Profile » Logout
uco
. Systems Students HR Research Identity Manager My UCard

Home = Students :

UCD Applications System

Applicant Enquiry Screen Central Administration Menu

View a summary of an applicant's defails +r Central Office Administration tasks ¥

Operational Reporting New Features! School Administration Menu

Displays a menu of reports on current applications ¢ Schoal Administration tasks ¥

Management Reporting Online Applications - Old System

Displays a menu of management reporis ¥ Link to old Applications System +r

Other Special Interest Reports Recruitment Analytics

Special inferest reports to provide information on specific areas of interest. ¢ Summary Dashboards on Student Recruitment ¢
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How To Use The UCD APPLICATIONS SYSTEM

Section 2: The Administration System
V|eW| ng d pp|lca nt deta”S Tip #4: Click inside the image box to view

more images or to enlarge the image

The Applicant Enquiry screen

You can view individual applicant details by using the infoHub [ News{@) o Tasks@) & Favourites 2 Help & MyF
Applicant Enquiry screen. Search

It allows you to search by name, ID number (i.e. A100... Systems  Students ~HR  Research Identity Manager
number or UCD student number), email address or
application number (i.e. the five or six digit number specific

. .. . . H Stud UCD Applicat S
to each individual course application). ome - Sludents L

Applicant Enquiry Screen

Please note: only submitted applications can be processed
(i.e. applications where the form has been completed and
the submit button has been pressed). Therefore,
applications with the status of ‘Awaiting Submission’ cannot
be processed. Select Applicant:

Search for Applicant using name, ID, email or Application Number

It is possible, however, to contact applicants with
unsubmitted applications as long as any such contact is
specifically and exclusively in relation to the
application process itself.

This is because applicants must now give their consent to be
contacted by UCD in relation to their application at the
account creation stage.
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How To Use The UCD APPLICATIONS SYSTEM

Section 2: The Administration System
Viewing applicant details (continued)

Clicking on the Applicant Details button will give you an overview of the course(s) to which that applicant has
applied.

When a new application record has been merged with an existing record, if you search using the newly created
applicant ID, the search will return the details under the existing record.

Address Click for Click

Home > Students > UCD Applications System (new) » ! for
Applicant Enquiry Screen

Search for Applicant using name, ID, email or Application Number ?|_|‘ rl p | | ( :’-_‘ n \
W r C

o |
Select Applicant. | Test Person [Applicant -] v \
Clear

Al details are confidential

Email Address Address

A10010474  Test Birth: Permanent.  test222@tesbyzcom  HOME:

TERM:

<< Back to Contents



How To Use The UCD APPLICATIONS SYSTEM

Section 2: The Administration System
Entering comments

The applications system has a brand new feature which allows
you to record comments against an application. You can access
the comments screen by clicking on the Comments button on

the Applicant Details screen. —
There are four options available:

Personal Details foi

1. Notes on Decision - comment entered cannot be seen by
the applicant.

2. Offer Conditions (if applicable) - you can enter any e
specific conditions that are attached to a conditional offer.
This will appear on the offer letter.

3. General Comments - cannot be seen by the applicant.

4. Individual Comment for Offer Letter - you can add
customised text per applicant, which will appear in their offer
letter.

When you have entered your comments, click the Submit
button to save them.

<< Back to Contents 11



How To Use The UCD APPLICATIONS SYSTEM

Section 2: The Administration System
Managing documentary requirements

The Applicant Checklist screen allows you to review or manage any documentary requirements.
Here you have the option to merge all documents into a single PDF.

Occasionally, incorrect documents may be uploaded by applicants against a checklist item. It is now possible to mark
such documents as invalid. This option is available on the Document Review Screen in the Review Notes section.

Once a document (which previously appeared with a received date) has been marked as invalid it then appears as
outstanding. This will have a corresponding effect on the status of the application, meaning that an application which

formerly appeared as ‘complete’ will now appear as ‘incomplete’ (provided of course that this is the only document
uploaded against this checklist item).

‘Dl::cument Re Ciownload all inone POF | Add New Reduirerment

Requirement

Transcript from Inner Mongolia University of Finance Received on 24
and Economics December 2013

Additional Documentation Qutstanding

<< Back to Contents
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How To Use The UCD APPLICATIONS SYSTEM

Section 2: The Administration System
Managing documentary requirements (continued)

Occasionally , it may be necessary to add a new checklist requirement against
an individual application account. Application Checklist

This can be done by using the Add New Requirement option.

There is also the facility to include a checklist item for administrator use only. s

This will allow an administrator to upload a document to an applicant’s checklist S Echamics December 201
which is not visible to the applicant. However, this does not affect the applicant’s Additional Docurnentation outstanding
rights under the Freedom of Information Act. Anyone wishing to avail of this
facility should contact the Applications team.

Transcript from Inner Mongolia University of Finance Received on 24

If you wish to add a new checklist requirement to a particular major, please
contact the Applications team.

English Language Test

Entering a decision Application Details

L. Click on the Application Number o
To enter a decision, click on the five or six digit application number relating to

that course application and then click on the Add Decision button which
appears on the bottom of the screen.

Application | Term
Access to enter decisions is not automatic (i.e. just because you can view the Number
applications does not mean you necessarily have decision entry access) so if you
require access, please contact the Applications team quoting your personnel
number, UCD Connect login and School code.

175890 2015/2016
September
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How To Use The UCD APPLICATIONS SYSTEM

Section 2: The Administration System
Offer letter

When you enter a Conditional Offer or Offer decision against an application, an offer letter is created and is available in
the application as a PDF. It will remain unless a decision of Offer Lapsed is entered against the application.

The offer letter contains information such as relevant contact details, tuition fees, duration and start date of course.

The letter also provides information on what the applicant should do next and an additional page of information for
international students.

You can add customised text to the offer letter per major code and you can also enter an individual comment for an
applicant, which will be included in the offer letter.

If you wish to exclude a particular major code (or codes) from the offer letter facility, please contact the Applications
team.

Home > Students » UCD Applications System (new) * Applicant Enquiry Screen » Applicant Details

Application for

Print  Previous Page

TABLE OF CONTENTS
PDF of Application Form

Personal Details Contact Details

LGl CE e N+ Please fully complete personal details ***

<< Back to Contents
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How To Use The UCD APPLICATIONS SYSTEM

Section 2: The Administration System
Reports

In this section we will look at Operational Reporting. These are reports that relate to current applications

InfoHub [} News 4 # Tasks 0 % Favourites ? Help & My Profile ) Logout

Systems  Students HR  Research  Identity Manager =~ My UCard

Home > Students > UCD Applications System

Operational Reporting

° Applications Requiring my Attention

View applications on which you need to take action +

° Current Applications Summary - by Team

View a summary of current applications for my team +¢

<< Back to Contents



How To Use The UCD APPLICATIONS SYSTEM

Section 2: The Administration System
Reports

Applications Requiring my Attention

This folder contains five sections. The first four reports allow you to view your applications divided into each
of the categories indicated by the report name.

The ‘Other Items for Follow-Up’ sub-folder currently contains three reports. Additional reports will be
included if and when required.

@

i b Blews® pmus@ g Favoutes 7Hlp L WyProfie ) Logout (EEEH
: JCE
#

. - ¥
Systems  Swdents  HR  Reseath dentyManager My UCard $ Systems  Students HR  Research  IdenftyManager My UCard

Home > Students

Applications Requiring my Aftention

Other Items for Follow-Up
Apphc i st ; Dq;yr:\ents 1 ° /_\pplications Not Submitted but Application Fee Paid

App I|cat|onswnh New C hec@xs E,Iti',"s: ° Offers that have been Conditionally Accepted (with no checklist items outstanding)

Complete Applications that are Ready for Review

Offers Awaiting Acceptance
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How To Use The UCD APPLICATIONS SYSTEM

Section 2: The Administration System
Reports

Current Applications Summary by Team

This report contains information on applications, offers and acceptances at Team level. Information on unsubmitted
applications is also available.

The default ‘team’ is the School. To cater for those who look after a group of majors (where the majors are either
within the same school or from a number of Schools), individual teams can be set up on request. If you require the
creation of a team please contact the Applications team.

An overview and graph at the top of the report provide information on decision speed for Graduate Taught applications.

Decision speed is based on the length of time from the receipt of a complete application (i.e. one which has been both
submitted and for which all required documents have been received) until the entry of one a number of specific
decisions (full offer, conditional offer, no offer, provisional offer, deferred offer, course cancelled, interview, reserve,
superseded, withdraw application).

NB Please note that an application can be counted as 'complete' even if required documents are outstanding - if any of
the following status codes appear against it (i.e. manual entry of any of the following codes will also ‘start the clock’):

» Application Complete ready for Review

» Forward to Board for Approval

Current Applications Summary - by Team

» Application Being Processed
* Further Review

» Application Complete & Documents Reviewed

17
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How To Use The UCD APPLICATIONS SYSTEM

Section 2: The Administration System
Reports

Current Applications Summary by Team

There may be occasions where it is appropriate to temporarily reassign an individual application to a different
team (e.g. in cases where the International Office wish to seek the advice of the relevant School). This can be
facilitated using the ‘Reassign to another Office / School’ option which appears in the ‘Assigned Office /
School’ section at the bottom of the screen in the application account. Once an application has been
reassigned, it then appears in the Operational reports of the new team. When it has been assigned back to
the original team it will appear on their Operational reports once more. The ‘Assigned Office / School’ section
also displays the reassignment history, where one exists, of the application.

Assigned Office / School

Full Name | Reassign Comments | Click to

UCD Global Centre Southeast Asia Reassign to another Office / School

REASSIGNMENT HISTORY

Last Modified | Last Modified By

UCD Global Centre Southeast Asia 13 Feb 2015

UCD International Dublin Centre 13 Feb 2015

<< Back to Contents 18



How To Use The UCD APPLICATIONS SYSTEM

Section 2: The Administration System
Reports

Management Reporting

Applications will only appear on the standard reports as that course is active (this is defined by the closing date of the
course plus a specified number of days).

Applications for previous terms can be viewed by clicking on Management Reporting on the UCD Applications menu list
in Infohub.

The Applications Trends - University Overview report
is intended for Senior Management who wish to be
informed of general trends in relation to applications - —
across the university. Not all staff will have access to Skl Trand- Orvsndl Overiion
this report.

(This Day Last Year),

However, a similar report is available at the School
level (titled Applications Year on Year - by School).
As well as providing an overview of applications, it
also provides a breakdown in terms of nationality
(defined in terms of citizenship).

<< Back to Contents 19



How To Use The UCD APPLICATIONS SYSTEM

Section 2: The Administration System
Reports

Historical Applications with Decisions - by School
In addition to the standard columns which are displayed, the reports also contain a *‘More Detail’ option which

contains information on registration, previous college details and whether an *OA (document verification) hold’
is still on the applicant’s account.

Students ose: Identity Manager My UCard

gement Reporting

Summary of Historical Applications

Select SchoolUnit

Acceptance Stage

Unsubmitted | Applications  Offers o 0 Acceptances Non-Acceptances Offers Awaiting Registered | More Prior
Applications v - Ofters AN v | Acceptanceva v | Dewilw  Collegeva

20122014
September

20132014
September

201472016

20122014
September
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How To Use The UCD APPLICATIONS SYSTEM

Section 2: The Administration System
Reports

Reports can be added to the Special Interest Reports section as and when required.

InfoHub [0 Hews 7 # Tasks 0 * Favourites ? Help 2 MyP
InfoHub Systems Students Human Resources Research Ide

Home > Students > UCD Applications System (new)

Other Special Interest Reports

° What other courses did applicants apply to?

What other courses did applicants to 2 course apply to? %

° Number of Years of Full-time Work Experience

Special interest information cumently only mlevant to MEA admissions staff. ¢

<< Back to Contents



How To Use The UCD APPLICATIONS SYSTEM

Section 2: The Administration System
Reports

The School Administration Menu contains just a single report at present.

The Application Form Preview report allows staff to view how a course application appears (including the
opening and closing dates) without needing to create an application account.

Similarly, if a major code is set up on the Applications system for the first time, the application can be reviewed
by School staff before opening the major for applications.

When there is no date in the *Application Dates’ column for a particular course, it means that the course has
been set up on the Applications system but is not open for applications.

If a new major needs to be set up on the Applications system, please contact the Applications team with the
major code and any course specific questions / documentary requirements. You can also indicate if any of the
questions or requirements should be made compulsory , either prior to application submission or assessment.

? Help 2 MyProfie > Logout  (EEY
9

HR  Research Identity Manager My UCard

School Administration Menu

° Application Form Preview

22
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How To Use The UCD APPLICATIONS SYSTEM

Common issues

Have a question? Click here to

contact the Applications team

Issue

Explanation

I can’t find the course.

There is a facility in place to prevent duplicate applications
on the system. This means that if someone has already
started an application for a specific major code, this major
will no longer appear as an option on the Course Finder for
them. In such cases the major will appear under the My
Applications section and can be edited there.

The system won’t allow me to enter a decision.

Access to decision entry is only given on request. If you are
a staff member and you require decision entry access rights,
you should email your personnel number, Connect login and
School code to the Applications team. You cannot enter
certain decisions in the Decision Entry Screen unless there
is an appropriate decision already present. For example, an
'offer’ must be made before the 'accepted' decision can be
entered.

I can’t get the documents to merge.

Unless there is a problem with a specific document then all
the documents that appear against an application should
merge within a few seconds of clicking on the Download all
in one PDF link.

Unfortunately some pdf files contain specific errors and,
while it is generally possible to open these files individually,
they cause a problem with the merge process. This is a
software issue. The Management Services Unit (MSU) is
looking at a long term solution for this.

<< Back to Contents
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How To Use The UCD APPLICATIONS SYSTEM

Common issues

Have a question? Click here to

contact the Applications team

Issue

Explanation

I can’t see my applications any more.

Non-EU undergraduate and graduate taught applications,
with some exceptions, are assessed by the International
Office. This means that they now appear under the
appropriate International Office team on the Operational
reports and not your School team as previously. You can still
view all of your applications (both EU and non-EU) using the
Management reports.

Why do I need to hit the submit button twice for a
decision to record?

You don't. It is simply a timing issue. In order to simplify the
decision screen, certain features (such as the conditional
offer comment box) will now only appear once the relevant
decision code has been entered. This means that when a
decision code has been chosen, the decision screen needs a
few seconds to refresh. Just make sure that after you enter
the decision code you wait until the screen has refreshed
before you hit the ‘Make Decision’ button.

Can I change the information that appears on the offer
letter?

There is a wide range of flexibility and functionality currently
available on the offer letter. This includes both a facility to
include additional text per major code and against an
individual application. For any advice in relation to this
please contact the Applications team.
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