% graduate Manage Application Reviewers
R Business Process Guide

ARIZONA STATE UNIVERSITY

For Academic Unit staff
who update and maintain
Graduate Application Reviewers

Purpose
The Manage Application Reviewers allows Academic Unit staff to update and maintain Graduate

application reviewers. This modification controls who will have the “application review” link in MyASU.

Security
Role ASU_SA_AD GR Dept Supervisor is controlled by current committee assignment as to which
Manage Application Reviewer members can be edited.

Role ASU_SA_AD GR Admissions Supv incorporates super user rights to Manage Application
Reviewer pages.

Role ASU_SA_AD GR Admissions Staff incorporates read only rights to Manage Application
Reviewer pages.

Definition
Manage Application Reviewers is the list of benefits eligible staff endorsed to review student
application records and provide admission recommendations to the Academic Unit support staff.

Navigation
To search for Application Reviewers

log in to PeopleSoft => ASU Customizations => ASU Admissions => Graduate Appl Admin Tools =>
Manage Application Reviewers
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How to Set-up

New Reviewer
**use these instructions to enter a new application reviewer**

Using the Manage Application Reviewers search screen, perform a search to see if the employee has

an existing endorsement. The search can be performed by name or Empl ID. If performing a name
search, the last name MUST be spelled correctly. First initials are appropriate for the first name field.

Favarites Main Menu > ASU Custgmizations > ASU Ad‘[nissions » Graduate Apgl Admin Tools » Manage Application Reviewers

Srch App Reviewer

Manage Application Reviewers

Empio |
Hame - Last, First | MORGAN

Academic Org (T

Academic Plan |7Q} ——

DEXTER

Search returns the Manage App Review page.

Verify that the Empl ID and Job Title of the individual are correct.

‘ EMPLID 1000888388 Dexter Morgan Job Title Assistant Dean ‘
Find | View Al First Kl 4 or1 I | aet
] ] [+
Approved for Acad Org Qﬁ Expiration Date EJ
- Save |

Enter the Acad Org for the reviewer and hit the Tab key. A list of active plan codes for that acad org
will be displayed.
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EMPLID 10003858888 Dexter Margan

Academic Plan

LAAPMPHD

Select Acad Plan(s)

LACOMBIPSM
LACOMPBPHD
LAMATHMA
LAMATHMMS
LAMATHPHD
LAMTEMAP
LAMTEFHD

OooOoOoooooo;

LASTPPHD

- Selectall | [Un-selectAll

' Save |

CMATHSTAT
Approved for Acad Urg Math & Statistical Sci Sch T

Job Title  Assistant Dean

Eind [ View Al First EI 1 0f4 I3 Last

I [+]
Expiration Date Eﬂ

Description
Applied Mathematics

Computational Biosciences
Math{Computatnl Biosciences)
Mathematics WA

Matural Science (Math)
Mathematics PHD
Mathematics Education
Mathematics Education

Statistics

Select the approved plan code(s) (at least one plan code is required) for the reviewer and enter and
Expiration Date (this is a required field), hit the Save key.

EMPLID 1000888888  Dexter Morgan

Select Acad Plan(s) Academic Plan

[0 LAAPMPHD

[0 LACOMBIPSH
LACOMPBPHD

[ LAMATHMA
LAMATHUNS

[0 LAMATHPHD
LAMTEMAP

[] LAMTEPHD

[] LASTPPHD

~ SelectAll | |Un-selectAll

Job Title  Assistant Dean

Find | View Al First El 4 of 4 I Last

CMATHSTAT
Approved for Acad Org [ A Math & Statistical Sci Sch T

e [+
Expiration Date |12/31/2013 =4

Description
Applied Mathematics

Computational Biosciences
Math{Camputatnl Biosciences)
Mathematics MA

Matural Science (Math)
Mathematics PHD
Mathematics Education
Mathematics Education

Statistics

Re-activate a Reviewer

**use these instructions re-activate an existing application reviewer**

Using the Manage Application Reviewers search screen, perform a search to find the employee. The
search can be performed by name or Empl ID. If performing a name search, the last name MUST be
spelled correctly. First initials are appropriate for the first name field.

3of11

9-6-13



Favarites Main Menu > ASU Customizations > ASU Adyissions > Graduate Apgl Admin Tools » Manage Application Reviewers

Srch App Reviewer

Manage Application Reviewers

Empl ID

HName - Last, First |MORGAN DEXTER

Academic Org | Qs
| | Search
Academic Plan @, - —

Search returns the Manage App Review page.
Verify that the Empl ID and Job Title of the individual are correct.

The check boxes next to the plan codes will be grayed out at this time because the employee is
currently expired in the system.

EMPLID 1000777777 Angel Batists Job Title Tech Support Analyst Senior
Approved for Acad Ora  CMATHSTAT  yyath & Statistical Sci Sch T Expiration Date |10/082010 {51 [+
Select Acad Planis) Academic Plan Description
LAAPMPHD Applied Mathematics
LACOMBIPSM Computational Biosciences
LACOMPBPHD MathiComputatnl Biosciences)
LAMATHMA Mathematics MA
LAMATHMMS Matural Science (Math)
LAMATHPHD Mathematics PHD
LAMTEMAP Mathematics Education
LAMTEFHD Mathematics Education
LASTPPHD Statistics

Modify the Expiration Date to a date in the future and hit the Tab key. The check boxes next to the

plan codes will now be editable.

Select the approved plan code(s) (at least one plan code is required) for the reviewer and enter and

Expiration Date (this is a required field), hit the Save key.
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O0rOFOROO

 SelectAll |

EMPLID 1000838333  Dexter Morgan

CIMATHSTAT
Approved for Acad Org Q Math & Statistical Sci Sch T

Select Acad Planis) Academic Plan
LAAPMPHD

LACOMBIPSM
LACOMPBPHD
LAMATHMA
LAMATHMMNS
LAMATHPHD
LAMTEMAP
LAMTEFPHD
LASTPPHD

Un-select All

Job Title  Assistant Dean

Description
Applied Mathematics

Computational Biosciences
Math{Computatn| Biosciences)
Mathematics MA

Matural Science (Math)
Mathematics PHD
Mathematics Education
Mathematics Education

Statistics

Expiration Date |12/31/2013 B

E3

Inactivate a Reviewer

**use these instructions to inactivate an existing application reviewer**

Using the Manage Application Reviewers search screen, perform a search to find the employee. The
search can be performed by name or Empl ID. If performing a name search, the last name MUST be

spelled correctly. First initials are appropriate for the first name field.

Srch App Reviewer Active

Inactive

Manage Application Reviewers

Empl ID

Name - Last, First | LAGLERTA

Academic Org @,
Academic Plan Qﬁ

MARLE

Search

Search returns the Manage App Review page.

Verify that the Empl ID and Job Title of the individual are correct.

Update the Expiration Date to the desired inactivation date. Click Save

NOTE: Do not uncheck academic plan check boxes.
NOTE: Expiration Date must be the current date or later, it cannot be a date in the past.
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EMPLID 1000666666  Maria LaGuera Job Title  Assoc Professar
[CENGLISH | ore201d [+]
Approved for Acad Org CENGLISH Qﬁ ; Expiration Date| 101 5"201D| @
EnglishDpt T
Select Acad Plan(s) Academic Plan Description

[0 |EDAFLFHD Applied Linguistics
[0 LACWRITMFA Creative Writing
LAENGLIMA English MA
[ LAENGLPHD English PHD
[0 LAENGMTESL Teach Eng to Spkrs of Oth Lang
[0 LAEMLITFHD English (Literature)
LAENRHTPHD English (Rhtre/Comp & Linguis)

 SelectAll | Un-selectll

Add an Additional Acad Org
**use these instructions to add an additional acad org to an existing application reviewer**

Using the Manage Application Reviewers search screen, perform a search to find the employee. The
search can be performed by name or Empl ID. If performing a name search, the last name MUST be

spelled correctly. First initials are appropriate for the first name field.

Favo‘['rtes Mainvl‘v'lenu > ASU Custgmizations > ASU Advmissians » Graduate Apgl Admin Tools » Manage Application Reviewers

Srch App Reviewer

Manage Application Reviewers

Empl ID

MName - Last, First |MORGAN DEXTER

Academic Org | Qs
| | Search
Academic Plan @, - —

Search returns the Manage App Review page.
Verify that the Empl ID and Job Title of the individual are correct.

The check boxes next to the plan codes will be grayed out at this time because the existing acad
may not belong to your academic unit.

Click the ‘+’ sign to add a new acad org endorsement.

6 of 11

org

9-6-13



EMPLID 10008538888

Approved for Acad Org

Dexter Maorgan

CMATHSTAT

Select Acad Planis)

Selecthll

[Academic Plan

LAAPMPHD
LACOMBIPSM
LACOMPBPHD
LAMATHMA
LAMATHMMNS
LAMATHPHD
LAMTEMAF
LAMTEFHD
LASTPPHD

ldn-selectAl

Iath & Statistical SciSch T

Job Title  Tech Support Analyst Senior

Description
Applied Mathematics

Computational Biosciences
Math(Computatnl Biosciences)
Mathematics MA

MNatural Science (Math)
Mathematics PHD
Mathematics Education
Mathematics Education

Statistics

Expiration Date |10/08/2010 =

Find | View All First EI 4 0f 1 IV Last

Enter the Acad Org for the reviewer and hit the Tab key. A list of active plan codes for that acad org

will be displayed.

EMPLID

Select Acad Plan{s)

. Save |

1000888388

Diexter Margan

Ooooooooag

| SelectAll

CHATHSTAT
Approved for Acad 0’9 Math & Statistical Sci Sch T

Academic Plan

LAAPMPHD
LACOMBIPSM
LACOMPEFHD
LAMATHMA
LAMATHIMMNS
LAMATHPHD
LAMTEMAP
LAMTEPHD
LASTPPHD

Un-select All

Job Title  Assistant Dean

Description
Applied Mathematics

Computational Biosciences
Math{Computatnl Biosciences)
Mathematics MA

Matural Science (Math)
Mathematics PHD
Mathematics Education
Mathematics Education

Statistics

Find | View Al First KB 4.0F1 I3 ast

] [+
Expiration Date Eﬂ

Select the approved plan code(s) (at least one plan code is required) for the reviewer and enter and
Expiration Date (this is a required field), hit the Save key.
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EMPLID 1000888888

Dexter Morgan

Job Title  Assistant Dean

Select Acad Plan(s)

Academic Plan
LAAFMPHD

LACOMBIFSM
LACOMPBPHD
LAMATHMA
LAMATHMMS
LAMATHPHD
LAMTEMAP
LAMTEPHD
LASTPPHD

 O00FHOFOROO

ectAll  Un-selectAll

CMATHSTAT
Approved for Acad Org [-% A Math & Statistical Sci Sch T

Description
Applied Mathematics

Computational Biosciences

Math{Computatnl Biosciences)

Mathematics MA
Matural Science (Math)
Mathematics PHD
Mathematics Education
Mathematics Education

Statistics
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How to Search

Search Existing Reviewers by Academic Org

**use these instructions to search for existing reviewer by acad org to an existing application

reviewer**

Enter the acad org to be searched on and click Search.

Empl ID

Hame - Last, First

Academic Plan

Manage Application Reviewers

3

a

Academic Org CENGLISH &, English Dpt T

Search

Search results display both tabs for Active and Inactive members.

Active Tab Results

Srch App Reviewer

Inactive

Active Application Reviewer(s)

Academic Org CENGLIEH Result(s)

Manage EmplID Last Hame
1 Manage 4000888888 Morgan
2 Manage 100077F77Y | Datista
3 Manage 1000666666 LaGuerta
4 Manage 1200111111 | Morgan
5 Manage 1000444444 | Bennett
G lManage 1000999999 Masuka
7 Manage | 1000555555 | Quinn
g Manage 1000333333 | Doaskes
9 Manage 1000111111 | Lundy
10/Manage 1000222222 Morgan

First Hame
Drexter
Angel
Maria
Debra

Fita

Yince

Joey
James
Frank

Harry

Expiration Date
0143142011
058/31/2011
05M11/2011
0831201
1203112013
08M1/2011
1203112013
121312013
05/31/2011

12312013

Inactive Tab Results
NOTE: To re-active a member, see instructions above.
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3rch App Reviewer Artive m

Inactive Applicaton Reviewer(s)

Academic Org CEMNGLISH Result(s)

customize | Find | BV | 3 First K 1071 I aet
Manage Empl ID Last Name First Hame Expiration Date
1 Manage 1200666666 Cooper Ry 1001442010

Search Existing Reviewers by Academic Plan

**use these instructions to search for existing reviewer by acad plan to an existing application
reviewer**

Enter the acad plan to be searched on and click Search.

Srch App Reviewer

Manage Application Reviewers

Empl ID
Hame - Last, First |

Academic Org Qh

. Search
Academic Plan | [LAENGLMA 824 |Eqglish Ma -

Search results display both tabs for Active and Inactive members.

Active Tab Results

Srch App Reviewer m Inactive
Active Application Reviewer|s)
Academic Org CENGLISH Result(s)
Manage EmplID Last Hame First Hame Expiration Date

1 Manage 1000888888 Moroan Dextar 0143112011
2 Manage 1000777777 | Batista Angel 08/31/2011
3 Manage 10006GEGGG LaGuerta aria 05M11/2011
4 Manage 1200111111 | Morgan Debra 05/31/2011
5 Manage 1000444444  Bennett Fita 12131/2013
G Manage 1000999999 @ Masuka Wince 05M1/2011
¥ Manage 1000555555 Guinn Joey 1213112013
8 Manage 1000333333  Doakes James 1213112013
9 Manage 1000111111 Luncy Frank 05/31/2011

10 Manage 1000222222 | Morgan Harty 12/31/2013

Inactive Tab Results
NOTE: To re-active a member, see instructions above.
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" Srch App Reviewer [ Active \

Inactive Applicaton Reviewer(s)

Academic Org CENGLISH Resuli(s)

Manage Empl ID Last Hame

1 Manage 1200666666 Cooper

Customize | Find | & | 2 Fist
First Hame Expiration Date
Ry 1001442010
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