Viewing a Student Application Using SAAADMS
Admissions Application Form:

The Admissions Application form is used to view general information about the recruit’s application
pp g pPp >

such as application date, college, degree, program, level and term.

1. Open the Admissions Application form by typing SAAADMS in the Go box of the Banner
Main menu and press the [Enter] key on the keyboard. If the student’s name is already
displayed, skip to step 4.
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Leave this field blank to
view all applications.
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Term: [T
App”cation Tab: s, Interests, Comments  Contacts, Cohorts, Attributes
yplfesiin This tab contains general
Entry Term: |nf0rmat|0n abOUt the appllcatlon' F Application Date: |01-JUL-2003 @ =
Admission Type: MEGR MNew App Application Status: ’EEDECISIOH Made
Student Type: WF MNew First Time Application Status Date: 05-SEP-2003 @
Residence: WEIM\ch\gam Resident —
Site: [=] Curricula and Field of Study Summary Blocks:
Il Til ime: . .
i These blocks display the department and major |

s codes to which the student has applied.

Curricula Summary - Primary ~

Priority: |1 Catalog Term: |200410 Level: |GR Graduate College: ]5 College of Education )

Term: 200410 Program: MA-ED Campus: Degree: Ma Master of Arts =]

Field of Study Summary

Priority: |1 Type: MAJOR Department: TCED Teacher Education (=

Term: 200410 Field of Study: EDMT Educational Media & Technology Attached to Major: ,,

Priority: Type: Department:

Term: Field of Study: Attached to Major: e
Entry term; press LIST forvalid codes, DUPLICATE ITEM for prospect summary. \
Record: 111 [ | | | <osC»

2. Type the Student ID of the student you ate looking for OR press the [Tab] key to navigate
to the Name field and type the student’s name (Example: Last, First).

3. If you ate searching by name press the [Enter] key to open the Extended Search box. If
there is only one match to your search, the name will be automatically filled in on the form.
See the Basic Student Information workshop for more information on searching for

students.

4. Click the Next Block icon on the toolbat to populate the form with general information

about the student’s application.

5. When you ate finished, click the Exit icon on the toolbar. The Banner Main menu displays.



Viewing a Checklist Summary for a Student Using SAAADMS
Admissions Application Form — Checklist Summary Block:

The following items are also found in the Checklist Summary block of the Admissions Application
form (SAAADMS). The list of items in the Checklist Summary will change depending on Admit
Type, Student Type, and Program Type (Graduate or Undergraduate, includes curriculum

information). It lists all mandatory and non-mandatory items that are required to review the

application selected. Each row of the checklist represents a different item and each item may have

the following information:

Request: Code that is used to identify each individual checklist item

Description:  Brief description of the code mentioned previously

Received: Displays the date that the item was received by EMU Admissions

Item: Identifies the source if the checklist item is required from a specific source such as

Item Desc:

an institution

Displays additional comments about the relevant checklist item (e.g. School Name

From the first block of the Admissions Application form (SAAADMS), click on the Next
Block button to access the Checklist Summary block.
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ID: [E00008795 [ ¥ [Robertson, Kathryn R,

Application Curricula Fees, Mail Submission, Withdrawal Data

Admission request col
Recard: 17

Application Checklist
Admission Mandatory Print
Request Description Received Date Item Item Description Indicator Indicator
- 1
Application Fee 01-JUL-2003 [ I v v -
First Request: Count: Source: SYSTEM |18-JUL-2003
Last Request: Deadline:
LR Graduate Applcaton [FI-T0CZ00 | [ 4 4
First Request: Count: Source: SYSTEM |18-1UL-2003
— —
CLT1 College Transcipt Admission Mandatory Print
Request Description Received Date Item Item Description Indicator Indicator
7] 2 ]
larec) Application Fee 01-JUL-2003 | v v
[rst Request: Count: | Source: |SYSTEM |18-JUL-2003 y
GRES GRE General Test Last Request: peadline:
T T T T
— | / Deadline:
Admissions Request Code Va-1uL-z003 [ [B%s (JENNIFER_IONES) v v
and Description 24-JUL-2003 Count: Source:  |SYSTEM |18-JUL-2003
Doadling:
Mandatory and Print Checkboxes:
| Received Date: !

No date will be displayed unless this
document was received.

If Mandatory is checked, then that item
is required for this application.

Print is always checked. It indicates
this information will be printed in a
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follow up letter.




Viewing a Checklist Summary for a Student Using SAAADMS
Admissions Application Form — Checklist Summary Block:

From the Checklist Summary block you can access a student/applicant’s imaged transcripts, test
ry y pp g pts,

scores, and applications.

2. From Checklist Summary block click in the Admission Request field of the document

you want to view. The selected document will be highlighted in yellow.
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ID: [E00005795 [+ [Robertson, Kathryn R Term: ~

Application  Curricula  Fees, Mail Submission, Withdrawal Data Sources, Interests, Comments  Contacts, Cohorts, Attributes

Application Checklist

Admission Mandatary  Print

Request Description Received Date Item Item Description Indicator Indicator
&d] =
Application Fee 01-IUL-2005 [ [ I I (=1
First Request: Count: | Source: |SYSTEM [18-JUL-2003
Last Request: Deadline:
APGR Graduate Application 01-IUL-2005 [ [ I I
First Request: Count: | Source: |SYSTEM [18-1UL-z003
Last Request: Deadline:
cLTL Caollege Transcript 15-IUL-2005 [1a7s [Bethel college In I I

First Request: 24-IUL-2003 Count: 1 Source: SYSTEM |18-JUL-2003 N
Last Request: Deadline:

[erREZ | GRE General Test Score [ [waived - =
First Request: [z4-1UL-z003 Count: | 1 Source:  [SYSTEM [18-1UL-z003
Last Request: | Deadline: |
= Personal Statement 24-10L-2003 [ [Bxs (3EMNIFER JONES) = )
First Request: [z4-1UL-z003 Count: | 1 Source:  [SYSTEM [18-1UL-z003
Last Request: | Deadline: -
Admission request code; press LIST for valid codes,Count Query for Rules | J
Record: 147 | | | | | =0SC>

3. When you are finished, click the Exit icon on the toolbar. The Banner Main menu displays.



