
Admissions & Enrolment 
QUEEN MARY UNIVERSITY OF LONDON 

  01/06/2016 

 

POSTGRADUATE ADMISSIONS 
– PRINCIPAL USERS 

 

  



ADMISSIONS & ENROLMENT  POSTGRADUATE ADMISSIONS – PRINCIPAL USERS 

 

  
01/06/2016 1 

 

Contents 
1 Overview ................................................................................................................................... 2 

1.1 Getting Access.................................................................................................................... 2 

1.2 Terminology ....................................................................................................................... 2 

1.3 Related Guides ................................................................................................................... 2 

1.4 Process Overview ............................................................................................................... 2 

1.5 Difference between Principal User and Academic Selector ................................................. 3 

2 Viewing Applications Released to Principal Users ....................................................................... 4 

2.1 Online Application Status Codes ......................................................................................... 4 

2.2 View ALL applicants released for department action ............. Error! Bookmark not defined. 

    2.3        Updated View Options (new) .................................................................................................8 

2.3.1 Forward to Academic Selector .................................................................................... 8 

2.3.2 Submit to Admissions ............................................................................................... 10 

    2.4 View of live applicant data ............................................................................................... 11 

3 Viewing Reports..................................................................................................................... 154 

 

  



ADMISSIONS & ENROLMENT  POSTGRADUATE ADMISSIONS – PRINCIPAL USERS 

 

  
01/06/2016 2 

 

1 Overview 
1.1 Getting Access 
To get access as a Principal User, please log a call on the MySIS helpdesk by going to the ‘SIS Support 
& Training’ page on MySIS.  Please indicate which courses/levels you want access to (e.g. all PGT, all 
PGR or specific courses). 

1.2 Terminology 
Expression Meaning 
Applicant 
ID 

This is the unique 9 digital number given to all applicants.  If they enrol at Queen 
Mary, this then becomes their student number. 

ARO Admissions Office – formally known as Admissions and Recruitment Office 
AS Academic Selector – This is typically an academic within a school/institution (but 

not always).  A principal user can pass an application to an academic selector to 
review. 

Evision Another name for MySIS 
PGT Postgraduate Taught 
PGR Postgraduate Research (PhD) 
PU Principal User – This is typically school/institutional administrative staff.  Principal 

users review new applications receive and either make decisions, or pass them to 
academic selector. 

1.3 Related Guides 
You may also wish to look at the following guides: 

 Postgraduate Admissions – Academic Selectors 

1.4 Process Overview 
The workflow of the departmental recommendation process replicates the movement of a paper 
application. At its simplest, the workflow will look like this: 
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1.5 Difference between Principal User and Academic Selector 
Principal Users are typically school/institution administration staff.  They receive all applications that 
have been forwarded by Admissions and can then either make decisions themselves, or forward 
them on to Academic Selectors. 

Academic Selectors are typically academic staff within schools and institutions.  They are forwarded 
specific applications by Principal Users to make a recommended decision. 

Someone can be both a Principal User and an Academic Selector, but they must be careful about 
which option they choose when viewing ‘Admissions Home’.  There are different sections for each 
role.  

Admissions receive online application; transfer the 
application into the admissions area of SITS and release to 
Principal Users 

Principal Users receive released applications or forwards to 
an Academic Selector for consideration 

Academic Selector receives forwarded application from 
Principal User and makes a decision. Submits decision back 
to Principal User 

Principal User receives decision from Academic Selector 
and submits a recommended decision to Admissions 

Admissions receive the 
recommended decision from the 
Principal User and apply the 
decision to the application record 

Offer/rejection 
letter sent to 
applicant 

Application 
submitted online 
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2 Viewing Applications Released to Principal Users 
The Admissions Home page on MySIS will allow you to view and process Postgraduate Taught and 
Research applications.  Principal Users should see the following section on this page: 

 

Options 4, 5 and 6 are covered in section 3 of this document. 

Please note: section 2 is no longer in use. 

2.1 Online Application Status Codes 
In options 1 (covered in section 2.2) and option 3 (covered in section 2.3) you will see an option 
called ‘Online Application Status’.  These are one-character indications of where in the decision 
making process the application is. 

The codes are as follows: 

Code Full Name Meaning 
B View applications sent back 

to Admissions 
Applications that have been returned to Admissions by the 
Principal User 

D View applications with a 
decision 

Applications that have had a decision input by the 
Admissions Office 

R Released to department for 
decision 

A new application that has been sent from the Admissions 
office to the Principal Users to make a decision on. R will 
also be used for re-released applications, e.g. where a 
scholarship decision is now required 

S Released to Academic 
Selector 

Applications that have been released to Academic 
Selectors and ones that an Academic Selector has 
responded to 

T Category B applicant, to 
department for advice 

Applications that have been returned to Admissions, but 
Admissions are asking for further information and thus re-
released it to the school/institute.   

X Re-released at confirmation 
stage (new!) 

Applications released to the Principal Users where a 
confirmation decision is required. Applicant is CF (or C) 
and has submitted relevant qualification documents. 

 

(new) The Principal User will receive an email notification whenever the admissions office releases 
an application with the code R (requires selection decision) or X (requires confirmation decision). 
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2.2 View ALL applicants released for department action  
 

Clicking on option 1 within the Postgraduate Admissions container will present you with the 
following options you can use to retrieve applications: 

 

If you begin typing the course or department code it will display a list of possible options.  For 
example: 

 

The options in the Online Application Status dropdown list are explained in section 2.1. 

Now that we are using MySIS for confirmation decisions, as well as initial selection, you will need to 
select either R from the dropdown list for new applications requiring a selection decision or X from 
the dropdown list for applications requiring a confirmation decision. If you wish to view only those 
applications that require urgent action, then you should also set the option ‘Re-release (high 
priority)’ to Yes, as this will highlight any decisions that have been marked as urgent by the 
Admissions Office.  
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You can leave any of these fields blank, but please be aware there is a limit on the number of 
applications you can retrieve.  If you are having problems retrieving applications, try more specific 
retrieve criteria. 

On the next page you will see the list of applicants that meet your retrieve criteria.  Depending on 
what you’ve selected in Online Application Status, the table itself will vary.  For example, selecting R 
shows something like this: 

 

(new) This list view can be sorted by clicking on the header of any column. 

While selecting S will show you something similar, but also include the names of the Academic 
Selectors the application has been released to: 

 

Clicking View Application and Admissions Advice will then display the application itself. 
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The sections of the application form are as follows: 

1. A link to view the full application form (opens in a new tab) 
2. A link to download any documents that the applicant or Admissions have uploaded 
3. An overview of the qualifications that the applicant has listed 
4. Any qualification advice that Admissions has added for your consideration 
5. Details of any notes added by anyone involved in the application; Admissions, the Principal 

User or Academic Selectors 
6. A section where you can either input a decision or forward the application on to the 

Academic Selector 
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2.3 Updated View Options (new) 
 

 The search facility now allows for applications to be searched under ‘Re-Release (high 
Priority)’.  This will allow central admissions to flag high priority re-release(s) applications for 
immediate or urgent review.  Applications that have been marked as high priority will show 
on the retrieved list indicated by a red flag. This flagging works both for applications 
released for an initial selection decision or a confirmation decision. 
 

 New datatables sorting/filtering has also been introduced for the list view. 

 

 Principal Users, now within the application view will see a new section entitled 
‘Confirmation of Results – Applicant Document Upload(s)’ section, which contains any 
qualification documents uploaded by the applicant via the Confirmation upload facility in 
their Mysis portal. This section will only display if the applicant has uploaded Confirmation 
documents.  

 

 If there is a conditional offer, the offer conditions on the application will be displayed  

 

 

2.3.1 Forward to Academic Selector 
Clicking on this button will allow you to send the application to an Academic Selector.  You will see 
the following options: 



ADMISSIONS & ENROLMENT  POSTGRADUATE ADMISSIONS – PRINCIPAL USERS 

 

  
01/06/2016 9 

 

 

The first option will display a dropdown list of Academic Selectors within your department. 

Clicking the link on the second option will allow you to search for Academic Selectors (in a new tab) 
from other departments based on surname.  It will then display a list of Academic Selectors that 
match that criteria: 

 

Copy their staff code into the box next to option 2. 

Type any notes you wish in the box next to option 3 and then click Next. 

This will send the Academic Selector an email informing them the application has been released.  At 
this point you can then return to the application, where you will see the note you sent and you can 
re-send an email if you wish. 

You can release to more than one Academic Selector. 

(new) Principal Users can now re-send an application to Academic Selectors who have already 
reviewed the application as part of the initial assessment, either to request a review or to request a 
confirmation decision. The academic selector will receive an e-mail notification when the Principal 
User releases an application to them 

Note that Principal Users will now receive an e-mail notification when the Academic Selector returns 
the application to them. 
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2.3.2 Submit to Admissions 
If you have a decision to return to Admissions, you can do so by filling out the boxes at the bottom of 
the page: 

 

From the dropdown box you can select your recommended decision; conditional, unconditional, 
reject, more info (from Admissions), refer, withdraw or waiting list. 

Type in who signed off the decision and input any funding information if you have it. 

If it is a Postgraduate Research application, input the staff codes (using the ‘Find a supervisor’ link to 
find them) for the Primary and Secondary supervisors.   

Tick the box if they have been interviewed and enter any conditions of offer, reject reasons or query 
for Admissions in the bottom box before clicking Submit to Admissions. 

If there’s any outstanding Academic Selector requests you will be presented with a warning, but you 
can continue if you wish. 
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2.4 View of live applicant data 
This allows you to get an overview of the applicant data, but not process any decisions.  Clicking on 
this option allows you to search on slightly different criteria: 

 

The Applicant Category codes are as follows: 

Code Meaning 
HCC Home/Channel Islands Confirmed 
HCP Home/Channel Islands Provisional 
HEC Home/EU Confirmed 
HEP Home/EU Provisional 
HHC Home Confirmed 
HHP Home Provisional 
OOC Overseas Confirmed 
OOP Overseas Provisional 
QQP Query Provisional 

 

Online Application status is discussed in section 2.1. 
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When you click Run Process you’ll see a list of applications that meet the criteria: 

 

Clicking View Applicant Details will then show the applicant details: 



ADMISSIONS & ENROLMENT  POSTGRADUATE ADMISSIONS – PRINCIPAL USERS 

 

  
01/06/2016 13 
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The sections are as follows: 

1. Overview of applicant details 
2. Application form (opens in a new tab) 
3. Documents uploaded (by applicant or Admissions) 
4. Decision details (C = conditional, U = unconditional, R = reject) 
5. Details of the offer sent to the applicant (if conditional) 
6. Personal details of the applicant  
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3 Viewing Reports 
Options 4, 5 and 6 allow you to extract information about the applicants. 

Option 4 contains application details (e.g. programme applied for, decision input etc) while option 5 
contains applicant personal details (e.g. contact details).  Option 6 combines both of those. 

This guide will only cover option 6 (Run a report: applicant data & personal details) as this covers the 
other two reports. 

Clicking on the option will then present you with retrieve criteria to input: 

 

PGT/PGR refers to whether it’s Postgraduate Taught or Postgraduate Research. 

Applicant Category code can be H (Home), O (Overseas) or Q (Query). 

Initial Decision can be C (Conditional), R (Reject) or U (Unconditional). 

Once you click on Run Report it will then begin preparing your report.  It may take a while to 
complete depending on the criteria you put in. 

Once it has completed, you will then be presented the results in text format.  You will need to copy 
this text and paste it into Excel. 

Select the first column (as in the screenshot) below and click ‘Text to Columns’, found on the ‘DATA’ 
tab in the ribbon (highlighted in green below): 
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A new window will open.  From here choose Delimited and click Next. On the next page tick Comma 
and then click Next. 

 

On the next page you then want to highlight ‘STUID’ at least (but you can also highlight other 
columns) and change the data format to Text.  This will prevent leading 0s from being removed (e.g. 
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 STUID 
 SURNAME 
 FORENAME1 
 FORENAME2 
 FORENAME3 
 TITLE 
 INITIALS 
 PROGRAMME NAME 
 APPLICANT STATUS 
 INITIAL DECISIONS 
 INITIAL DECISION 

DATE 
 INITIAL RESPONSE 
 INITIAL RESPONSE 

DATE 
 CONFIRMATION 

DECISION 
 CONFIRMATION 

DECISION DATE 
 CONFIRMATION 

RESPONSE 
 CONFIRMATION 

RESPONSE DATE 
 DISABILITY CODE 
 DATE OF BIRTH 
 NATIONALITY 

 

090297223 in the example above would become 90297223 if you did not).  Clicking on Finish will 
then give you the complete spreadsheet. 

 

The full list of fields in this report are as follows: 

 

 
 DOMICILE 
 HOME ADDRESS1 
 HOME ADDRESS2 
 HOME ADDRESS3 
 HOME ADDRESS4 
 HOME ADDRESS5 
 HOME ADDRESS 

COUNTRY 
 HOME POSTCODE 
 HOME TEL NO 
 HOME EMAIL 
 CONTACT 

ADDRESS1 
 CONTACT 

ADDRESS2 
 CONTACT 

ADDRESS3 
 CONTACT 

ADDRESS4 
 CONTACT 

ADDRESS5 
 CONTACT ADDRESS 

COUNTRY 
 CONTACT 

POSTCODE 
 CONTACT TEL NO 
 CONTACT EMAIL 
 FEE STATUS 


