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Option 1:

+ Select "Workflow" from the menu list,
this window will generate.

+ Search and Select "C-ADM-
Graduate Decision Sheet WF"

+ Select "C-ADM-GDSWF-

Program Officer”
» List of all
the decision sheets are generat
ed in the "Inbox" on the right-
hand side.

+ Click/select the file that needs to be
processed; the form will be generated
in the bottom section, allowing you to
complete the department section.

> Refer to page to for note about
different types of admits/deny

+ Click "Save"

+¢ Click/Select the appropriate "Review
Complete Route
to Examiner" Or "Special
Admit Route to Graduate School"
once the Department Section
is completed.

Worlkflow Document

Last Login: 6/25/2024 7:5%:14 AM | @

Layout View Actions
Life Cydes nbox
I
-ear | e Mame Entry Date M
{E- My Owned ltems m @ [w] -

&1 Combined Inbox
O;ﬂ C - AA - Accelerated MA Intent Appplication WF

y - ADM - (Intl) Miscellanecus WF
C - ADM - Academic Pathway Declaration For...
;£ - ADM - Accelerated Nursing Prereq Workshe,.,

2 C- ADM - ACT/SAT/Accu Scores WF

S C- ADM - Additional Materials WF

-'t C - ADM - Admission Offer Update Form WF
2 C- ADM - Alien Registration (Green) Card WF

5 C - ADM - Allied Health Portfolio Processing WF

S C-ADM - AP Score Processing WF

o C-ADM - Application Update Form [UPDATE...
o C-ADM - Applications WF

oS
oS
o
o
o
oS
oS
o
o
oS

-

o r

C - ADM - Checklist Processing WF
C - ADM - CLEP Score Processing WF
C - ADM - CoB Committee Sheet

QE C - ADM - Grad Transfer Credit Request WF

QE C - ADM - Graduate Application Fee Waiver WF

I 4 o C-ADM - Graduate Decision Sheet WF I

E C - ADM - GDSWF - Initial (0)
#m C- ADM - GDSWF - Program Officer (107)

B3 C - ADM - GDSWF - Provisional (0)
F3 C- ADM - GDSWF - Processing (10)
F3 - ADM - GDSWF - Exit (0)

-0

C - ADM - Graduate School Decision Sheet - 6/26/2024 -

111486087 - JACKSOMN SPALDING

C - ADM - Graduate S5chool Decizsion Sheet - B/26/2024 -

111456440 - JOSHUA MCMANUS

C - ADM - Graduate School Decision Sheet - 6/26/2024 -

111481407 - DEEADRA REEVES

C - ADM - Graduate School Decision Sheet - 6/26/2024 -

109673408 - JONATHAMN SHARK

C - ADM - Graduate S5chool Decizsion Sheet - 6/24/2024 -

110899812 - NCUMISA NKOMO

C - ADM - Graduate School Decision Sheet - 6/24/2024 -

111483832 - MATTHEW WIEDERHOLT

C - ADM - Graduate S5chool Decizsion Sheet - 6/24/2024 -

103271315 - CAITLIN NOVAK

C - ADM - Graduate School Decision Sheet - 6/24/2024 -

111438009 - SULYMOM SAKA

C - ADM - Graduate S5chool Decizsion Sheet - 6/24/2024 -

6/26/2024 9:16:40 AM

6/26/2024 9:06:50 AM

6/26/2024 8:56:01 AM

6/26/2024 8:37:12 AM

6/24/2024 3:08:19 PM

6/24/2024 2:28:13 PM

6/24/2024 2:14:01 PM

6/24/2024 10:48:00 AM

C - ADM - CoE Decision Sheet WF 110208953 - KARA MCGRATH 6/24/2024 8:54:56 AM

C - ADM - College Transcript WF e e ct e imaimens

C - ADM - Committee Review Sheet WF C - ADM - GDSWF - Program Officer 107 ltems
C - ADM - Courses in Progress Form WF i Inbox [LF] Related ltems  User Interaction

C - ADM - DS5T Scere Processing WF

C - ADM - English Placement Survey Form Wor.., Primary Viewer -
C - ADM - GED/HS Equivalent WF

C - ADM - GMAT Score Processing WF C - ADM - Graduate School Decision Sheet - 6/26/2024 - 111486087 - JACKSON SPALDING %

Graduate School Decision Sheet

(=3 Admissions

UNIVERSITY OF COLORADO
COLORADO SPRINGS



New Form

X, Custom Queries

Document

Document Retrieval

Mew Form

Import Document
Batch Indexing

Documents Checked Out

Workflow

Open Workflow

= Custom Queries

Query Types

Q [Type to filter

All Employee Documents

+ All Student Documents
All Student Documents - ADM
All Student Documents - FA&
C - REG - All Student Documents
X - ICS - External Org

Show Instructions

Search Type
Keywords
Student ID

[111051054

First Name

[

Middle Mame

[

Last Name

[

Custom Query Results

Drag a column header hare to group by that column.

Document Type

7 Contains...
C - ADM - Application Update Form
C - ADM - Application Update Form

C - ADM - Completed Application
Document Packet

C- ADM - Goal Statement

C - ADM- Graguate Application

C - ADM - Intemational Transcript
Evaluation

hems: 17

| Docurment Date | Student ID

T 0on... T Contains...
12/15/2023 111051054
5/16/2023 111051054
5/10/2023 111051054
4/5/2023 111051054
4/1/2023 111051054

111051054

5/10/2023 111051054

Graduate School Decision Sheet

UCc

(=] Admissions

UNIVERSITY OF COLORADO
COLORADO SPRINGS

Date of Birth

MNad yyyy
Campus Code

( 7

Student ID*

111051054




+ Select the appropriate student's "C-
ADM-Graduate School Decision
Sheet.” The form will be generated at
the bottom section, allowing you to
complete the department section.

+ Refer to page to for notes about
different types of admits/deny

+» Right-click to access the shortcut list.

+» Select "Workflow "

+» Select "Open Workflow"

» For Windows operation
users: ensure that the Pop-
up is allowed.

+» The next page with the finalize option
will generate.

+» Click the appropriate "Review

Complete Route to Examiner™

Or "Special Admit Route to Graduate
School" once the Department Section
is completed.
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Accessing OnBase Unity client

Note: Here is the link to

the download "Unity Client":
https://www.cu.edu/doc/onbase-web-urls-
and-unity-client-urls-v4.pdf

% Click on the OnBase Icon on your
computer desktop.

% You can also pin the icon on your
taskbar

% Login to OnBase

Note: Ensure you are logged in to your VPN

and log off/close out onBase each evening.

% The "Decision Sheet" can be accessed in
two ways: 1. By searching the
prospective student through the
"Workflow." 2. Search for the
prospective student through "Custom
Queries."

% Select the appropriate option of
your choice.
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Option 1:

+ Select "Workflow" from the menu list,
this window will generate.

+ Search and Select "C-ADM-
Graduate Decision Sheet WF"

+ Select "C-ADM-GDSWF-

Program Officer”
» List of all
the decision sheets are generat
ed in the "Inbox" on the right-
hand side.

+ Click/select the file that needs to be
processed; the form will be generated
in the bottom section, allowing you to
complete the department section.

> Refer to page to for note about
different types of admits/deny

+ Click "Save"

+¢ Click/Select the appropriate "Review
Complete Route
to Examiner" Or "Special
Admit Route to Graduate School"
once the Department Section
is completed.
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Student ID* First Name * Last Name *
000000000 | ‘ | | |
Semester College
|Fa|| |'| ‘Engineering |v|
Year Program
|2024 | ‘Computer Science (MS) |v|
C
\ [

If the student is being admitted into a different program, different
term, or adding a program other than the one applied for (which is
listed above), please click here and input the appropriate data.

[_] Change from Application to Admission

Admission Decision
|Ad mit

|
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Regular I
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) Yes @ No
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@ Yes ) No 12/2023

Institution Name?

|Flun'da Institute of Technology |

d School’s p

I Artach Graduate School Decision Letter I

Name of Program Oﬁ-iuer Completing ﬁis Form




If the student is being admitted into a different program, different
term, or adding a pragram other than the one applied for (which is
listed above), please click here and input the appropriate data.

[] Change from Application to Admission

Admission Decision

[admit 1
Type of Admission: -
L

|Regular

Special Admit - Route
to Graduate School

CU-SIS

C - ADM - Graduate School Decision Sheet - 7/14/2023 - 1034115
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fie 9
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B A
onbase , ... e e

@ Yes O No [12/2022 ] [Florida instieues of Technology |
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If the student is being admitted into a different program, different
term, or adding a program other than the one applied for (which is
listed above), please click here and input the appropriate data.

] Change from Application to Admission Jocument

Admission Decision |
‘Admit M E ]

Type of Admi Workflow Related | Review Complete
Queues Items Route to Examiner

AN

Special Admit - Route
to Graduate School
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1
| I ;
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Has the applicant received the required degree? Month and year degree was earned?
@ Yes () No 12/2023

Institution Name?
uccs |
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Complete|
% af - ADM - HS Concarrent Ann
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Name of Additis Depar | Approver (ex. Dean, Chair, Director, etc.)
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This routing option is only for use by the Graduate School Representatives during their provisional review. If you select one of these
options prior to provisional review, this form will not be routed for processing.

Graduate School Routing
) Route to Examiner for Procassing
() Route to Department with Comments

Name of the Graduate School Officer Completing This Form




If the student is being admitted into a different program, different
term, or adding a program other than the one applied for (which is
listed above), please click here and input the appropriate data.

[_] Change from Application to Admission Yocument

Admission Decision -
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Type of Admission: Workflow Related | Review Complete -] Special Admit - Route
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Name of Additional Depar I Approver (ex. Dean, Chair, Director, etc.) sl e fe bt s S o s e At e mo i e e
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options prior to provisional review, this form will not be routed for processing.
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If the student is being admitted into a different program, different  Provisional Type
term, or adding a program other than the one applied for (which is Undergrad GPA
listed above), please click here and input the appropriate data. | |

[_] Change from Application to Admission

Graduate GPA

File Document

Admission Decision | | T |
[admit 7] ] i5 A
o [_J GPA lower than required by the program Workflow Related | Review Complete - | Special Admit - Route
Type of Admission: . L Queues Items Route to Examiner | to Graduate School
|Prcwisional |v| O GPA lower than required by the Graduate School (minimum C - ADM - GDSWE - Prograr STem:
GPA=2.75)
C - ADM - Graduate School Decision Sheet - 7/14/2023 - 1034115
[C] Test scores lower than required
[[J Needs to take pre requisite courses first
[CJ Other
The applicant can be admitted as a Regular Degree student after
the fulfillment of the following conditions (Note: be specific in
Example: “The student must earn a B or better in their first two 'ﬁ""‘;"::ge :gi;s_')':m"“ receive a B+ or higher in each course for the
graduate level courses in your first semester.” ISSLCISTERISy:
Please refer to the Note Section
4
. 2 ]
Provisional Approval » ©3 C-ADM-Hardware at Home =T
|Ye5 |v| WF - Special
5> &2 C-ADM- High School Compler AT
onBase Transcript WF -Reute o @m";
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@ Yes ) No e ) i

Has the applicant received the required degree? Month and year degree was earned?
@ Yes () No 12/2023

Institution Name?
luccs |

‘ Attach Graduate School Decision Letter

Name of Program Officer Completing This Form

|
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If the student is being admitted into a different program, different
term, or adding a program other than the one applied for (which is
listed abowve), please click here and input the appropriate data.

I_Flmnge from Application to Admission

Term Change Program Change

| | | |
Addition 1 Addition 2

Admission Decision

|Ad mit |v|
Type of Admission:
|Regular |v|
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Accessing OnBase web client
¢ Login to your "My UCCS Portal"
+ Click on the drop-down
icon next to the "CU
Resources Home"
+ Select "Business Tools"
% Select "OnBase" icon
» Note: Make sure you
are login to your VPN

Web Client -

Application
Update Form

Locating the Student Update Form

+ Click "Main Menu" for the drop-
down menu

% Select "New Form"

¢+ Search for "C-ADM-Student
Update Form [Updated 2024]"

+ Or type "Update Form" in the
search bar to locate the form

CU Resources Home v

CU Resources Home

Students

Iy Info and Pay

Benefits & Wellness

Training
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Student Systems

Business Tools

Request System Access

CU Careers — Search Jobs/Apply

v

CAREERS

Student Support Network

@

v

Reporting and Compliance

Useful Links

Help / Support

New Form

My Worklist - Summary View

o

Document

»
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Document Retrieval

Custom Queries

CU Careers — Recruiting

)
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Campus Solutions Concur Travel & Expense System

-

Voluntary Fiscal Assessment eComm

g

Internal Promotions
OnBase DM

=
OnBase

eGomm

Digital Measures Policy & Risk Management

SAI360

iDigital Measures

Forms

— QlUpdate Form| |>{

B e e e e e e s e s s s s B

C - ADM - Applications

Import Document
Batch Indexing

Documents Checked Out
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Accessing OnBase Unity client
% Click on the OnBase Icon on your
computer desktop.
» You can also pin the icon on
your task bar
% Login to OnBase
> Note: Make sure you
are login to your VPN
and log off/close out onBase
each evening.

Unity Client -

Application
Update Form

Locating the Student Update Form

+ Click "Forms" icon at the top of
the page

+ Search for "C-ADM-Student
Update Form [Updated 2024]"

¢ Or type "Update Form" in the
search bar to locate the form

,1-*
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= [ Envelopes [ Document Handle 4\ 19
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Page~ Queries Cabinets [= My Checkouts
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Websites & RSS Ticker & oa ravaorites I
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Application Update Form

W[ Admissions

International Status box™" and the

UNIVERSITY OF COLORADO "Y" or "N" field will auto-populate
COLORADO SPRINGS A
1

Student ID* |First Name * Academic Career* Admit Term (Ex. 2247)* rls this student an international student? If unsure,l
__l 10721375 [seE-TEST \ [cra [7] [z201 [¥][I prease select the button below to check. * I
N v
Please select how the student has been Last Name * Current Term: This will be used I_‘_ SlT=T=T=T=T=T=T=T-T= |'||
communicating with the universityand  [[BISH-TEST \ to check for any enrollment in || Check for Intemational Status|1 I
which email we should send the final the current term. (Ex. 2247)~ L— — e e e e o o
8 CCBH G eI e CabiO N iy Not Correct Student? Clear Student 2201 |v|
Ig)ccs Email I Information
"Admit Term" IESE_CU Email p Firstand Last names will auto- l
I%"”‘t Have Email Address populate once the SID is input . Select the career type "Grad" or "UG" prospectively
. Select the Admit Term i.e. Fall 2020 = 2201
IStudent Email Address +  Select the student's email type and . Select the Current term i.e. Spring 2020 =2204
I— Ll e the Email that is on the student's file
——— — — will auto-populate
"Current Term" Is this request being submitted Iis the student currently e_nr;II:d_lri Icheck for Enrollment (Only checking specified current ICredit Hours J Is this request being submitted after the census date
after the start of the current term?| classes?* 1 fterm) : for the term?*
- | | [ oo e Ce e —————-= (O Yes O No
This field is read only and will only

() Yes() No E=e=ssssssssss ==

pull in if ybu select the "Check for
the Enrollllpent" button.

Additional Notes (Please note that anyone with access to the form will be able to view these notes. However, these niptes will not be stored in Olﬂa.se as a keyword).

: S «  Click this box to check for enroliment.
i « ..currently enroll... box will auto-populate "Y"
e e e e e e > or "N"

*  The credit hours will auto-populate if
applicable




Please select from the following [] Update Application Term [ Updating Program/Plan
what is needing to be done to this O Program

student’s account.

Cancel Application or Admission /Discontinue

One of the checkboxes must be selected in order to proceed with the form.

Please select from the following pdate Application Term "] Updating Program/Plan Cancel Application or Admission/Discontinue
what is needing to be done to this (] Program

student’s account.

Desired Updated Admit Term (Ex: 2251)* th dent going to be attending another college prior to returning to UCCS?*
p2s |

Additional notes to processor (Please note that anyone with access to the form will be able to view these notes. However, these notes will not be stored in OnBase as a keyword).

Submitted By (Please input full name, no initials) * Department Affiliation * Requester Email Address*

_—

mEL | |
Date Submitted
|06,f25.f2024 |

@glect this box if you would like to receive an update about this form when it is completed.




Please select from the following what is needing to ) update Application Term
be done to this student's account.

[[] Cancel Application or Admission /Discontinue Program

Current College

| Al

0ld Academic Program —

| Mg
| ==

Old Academic Subplan —

| | |
| -

L
EN

El

=il

r

[ Professional College Qualified

Additional notes to processors (Please note that anyone with access to this form will be able to view these notes. However, these notes will not be stored in OnBase as a keyword).

Submitted By (Please input full name, no initials) *

Department Affiliation*  pem

—I

ct this box if you would like to receive an update about this form when it is completed.

||:I|

Date Submitted

06,/25,/2024




Please select from the following what is needingto [ ypdate Application Term [[] Updating Program/Flan Application or Admission/Discontinue Program
be dene to this student's account.

If the student provided a rezson on why they no longer wanted to attend UCCS, please indicate that reason in the text box.

Additional notes to processor (Please note that anyone with access to the form will be able to view the notes. However, these notes will not be stored in OnBase as a keyword).

-rlddiﬂnwllhumwﬂm—————_______

Attach Additional here. Attach are stored under C - ADM - Student Correspondance I.I

Submitted By (Please input full name, no initials)*| Department Affiliation* "= | Requester Email Address |

Date Submitted
06/ 25/2024

|h|s box if you would like to receive an update about this form when it is completed.
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