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Accessing the GEO Application System

The GEO application system site is located at intlsa.uoregon.edu. Click “Non-UO LOGIN” in the
upper- right hand corner of the home page to log in with your GEO username and password.

If you are a new user, you will receive a temporary password from geoinfo@uoregon.edu after you
are added to the GEO portal. The temporary password is valid only for 14 days. You need to set your
permanent password within 14 days.

Once you have logged in you will land on your admin home page.

Global Education Oregon

Admin User : H

AS 30 ASMIN USer you can i

My Queries & Reports

Vit 10102 » Search:

Uncategorzed

Saved Quary Actions

B. || & snaes cuen

You will see various sections on your admin home page.
A. Top navigation menu: This is where you can search for applications through the simple
search, advanced search, or locator search.
B. Shared Queries panel: Queries shared by GEO can be found in Shared Queries section
under My Queries & Reports.
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Queries

A query is the result you get when looking for a specific group of applications. You can run a query by
going to the Simple Search or Advanced Search options under Applicants. Your query can be as simple
as 'who is studying abroad in Fall Semester 2019’ or as advanced as 'who is a female, majoring in
Biology that studied abroad in 2018.’

Searching for an application

The search interface provides a great variety of search criteria, permitting the administrator to filter
all the applications to a view that can be saved as a query. You have access to the profiles and
applications of users that are currently enrolled at your institution.

Simple Search

Go to Applicants -> Search
Enter part or all of an applicant’s name in the 'Applicant Name’ field in order to bring up a list
of search results.

e Enter part or all of a program title in the 'Program Name’ field in order to bring up a list of
search results.

e When you have finished selecting your search terms, click 'Search’ and the page displays
the applications that fit the criteria you requested.

Search : Simple

Below, you can search for applications based on multiple criteria. List boxes allow you to select multiple values by heolding the Ctrl/Cmd key while clicking. Results are retumned
based on applications that match all selected criteria. For a search based on specific application response data and program parameters, use the Advanced Search.

Search Applications:

Applicant Name: Program Name:

Program Terms:

Any

Academic Year 2019-2020
Academic Year 2018-2019
Academic Year (JPN) 2020-2021

Ammdrmaio Wone (IO 040 3000
Show all terms

Include withdrawn applications

Note: If you enter more than one word in the search field, the system will use an 'OR’ search logic for
that field. For example, if you enter the words Ben Smith in the Applicant Name field, the system will
bring up all applications with the name Ben as well as all applications containing the name Smith. To
search for an exact name, put double quotes ("Ben Smith”) around the name and it will bring up only
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applications that have those exact words.

The 'Program Terms’ list box enables you to select specific application cycles in which to search. You
can select multiple application cycles by holding the Command/Control key as you click each option.

Collectively, the three main options in the simple search use 'AND’ search logic. If you enter 'Ben’ into
the 'Applicant Name’ field, ‘Germany’ in the 'Program Name’ field, and 'Summer 2019’ into the
'Program Terms’ box, the system will bring up only the applications that meet all of these criteria.

By default, the Simple Search does not include applications that have been withdrawn. If you wish to
include withdrawn applications in your search, you must check the box next to 'Include withdrawn
applications’ to enable this option.

Note: If you do not provide any keywords, the search displays all the active applications from your institution
in the system.

Advanced Search

The Advanced Search works on the same principle as the simple search, but it allows you to search for
very specific criteria.

Go to Applicant Admin -> Advanced Search. From this page, a list of options with a checkbox to the
left of each one is displayed. If you wish to use one of these options as a filter for your search, select
the checkbox next to it.

Search : Advanced

Please select the type of information you would like to query.

Next

New Query Wizard

Choose the type of information you would like to query:
Application Parameters
Program Parameters
Applicant Parameters
Complete/incomplete Submissions

Questionnaires
Question Item Folders

Advising Questions

Recommendation Questions

Screening Intemnal Questions

You can select multiple options. After selecting filter types, click Next. The next page that appears
contains list boxes that you can use to select your criteria for the search.
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If there is a list box with an option that you wish to search for, select the list box to search with that
option. You can make multiple selections in a list box by holding down the Command/Control key when
you click the additional options. If you do not change the option in a list box and leave the default
selection of 'any’, it is not used as a search filter.

Search : Advanced

Use the form below to search for applications based on one or more criteria. The list boxes allow you to select multiple values within them by holding the Ctrl/Cmd key while
clicking.

User Classification: Program Types: By Institution: Exchange Status:
@ All All / Advisini " @ All
(O UO Only Incoming (keyword search) (O Exchange
() Non-UO Only Scholarship v (O Non-exchange
Application Parameters:
Application Cycles: Application Phase:
" -
Academic Year 2019-2020 Advising
Academic Year 2018-2019 Initial Application Process
Academic Year (JPN) 2020-2021 o Post-Internview Process >

Click to add all existing application cycles

Application Tags: Application Terms: Application Years:
- - "
[ Faculty: Deny Academic Year 2021
[ Faculty: Ready for Review Academic Year (JPN) 2020
[ Faculty: Recommend e Calendar Year e 2019 &~

L3 R PR T T JREY EOY =R T An4n

@ is assigned () is not assigned

You can restart your search and select new parameters by clicking Back. This takes you to the
Advanced Search page.

Parameters Available
The options are grouped under various parameter titles. The available groups are:

e Show Parameters - These options enable you to view applicants belonging to a particular group. The

options are the following:
o User Classification- Select Non-UO applicants, or all applicants as your students are grouped under.

o Program Types - Leave as is (“Outgoing”).
o Institution - Leave this field blank.

e Application Parameters - These options enable you to list the applicants based on the details of their
application and the program they have selected. The options available are the following:
o Application Cycles - Select the application cycle to which the applicants belong. NOTE: By
default, the list only includes the previous, current, and future application cycles. If you wish to include all
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existing application cycles, you must click “Click to add all existing application cycles”.

o Application Phase - Select the phase in which the application is currently present. For
example Initial Application Process, Post-Interview Process, and so on.

Application Status - Select the appropriate status of application.

Application Terms - Select the appropriate application term, not specific to a year.
Application Years - Select the year in which the application was processed.

Application Activity - Provide the dates of various activities regarding the application.
Program - Select the name of the program to which the applicant belongs. NOTE: This list

may include programs that are not applicable to your students. Please select an appropriate program to narrow
your search.

o0 Program Groups - Leave it as is

o City - Select the city in which the program is provided.

o Country - Select the country in which the above selected city is located.

0 Region - Select the region in which the country lies.

IMPORTANT: When selecting a city, country or region as a search criteria, please check the
“Include Program Locations” box to ensure an accurate search.

O O O O ©o

e Program Parameters - These options are not applicable at this time.

e Applicant Parameters - These options enable you to search applications based on applicant
parameter values.

e Complete/Incomplete Submissions - These options enable you to search for applications
depending on complete or incomplete submissions of signature documents, questionnaires, and so on.

The Complete/Incomplete Submissions search criteria use "AND" logic within and between the drop
down boxes for the various process elements. This means that the query will pull only those applicants
who have complete/incomplete status for EVERYTHING you select, not ANY of the options you select.

This makes it especially difficult to use as a reporting mechanism for incomplete applications. You can
easily pull those applications that have a particular item incomplete, for example, anyone who hasn't
paid their application fee. But you can't pull all applications that have ANY piece of their application
incomplete, without running multiple queries (one for each process element) and then combining the
results.

It is recommended that you use the Progress Audit report as an alternative for identifying incomplete
applications for a given group of applicants.

e Questionnaires - These options enable you to search for applications based on the responses
submitted by applicants to the question items in application questionnaires.
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Query Results Page

Once you have run your query and you are on the results page, there is a box called 'Options’ at the top
of the page. If you click on the drop down arrow, you will see the following options: Send Email, Send
SMS (text message), Text Export, Excel Export, Create Report, and Batch Attach File.

You searched for all applicants, within Outgoing programs for the program name Spanish Language and Culture in Segovia that have applied for the term Summer 2019.

Back

Options - Prograss Ayt = Map Results » Group by «

Send SMS (text message)

Text export Status Program Term
Excel export Acceptance Confirmed  Spanish Language and Culture in Segovia (ID 70246 - not ranked) Surmmer, 2019
Create report Acceptance Confimed  Spanish Language and Culture in Segovia (ID 70166 - not ranked) Surmmer, 2019
Batch status change Acceptance Confirmed | Spanish Language and Culture in Segovia (ID 70131 - not ranked) Summer, 2019
Batch review status Acceptance Confirmed  Spanish Language and Culture in Segovia (ID 63009 - ranked 1) Surmmer, 2019
Batch info edit |

Acceptance Confirned  Spanish Language and Culture in Segovia (ID 68197 - not ranked) Summer, 2019
Batch app tags |
Recs pending .B\cceptance Confimed  Spanish Language and Culture in Segovia (ID 63190 - ranked 1) Surmmer, 2019
Batch material edit Acceptance Confimed  Spanish Language and Culture in Segovia (ID 69501 - not ranked) Summer, 2019
Batch attach fils Acceptance Confimed  Spanish Language and Culture in Segovia (ID 71566 - not ranked) Summer, 2019
Batch workflow Acceptance Confirmed | Spanish Language and Culture in Segovia (ID 68753 - not ranked) Summer, 2019
Full export Acceptance Confimed  Spanish Language and Culture in Segovia (ID 70558 - not ranked) Summer, 2019
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1. Send Email- The first option is 'Send email’. Once you select this option, a window will open
in which you can type your message and then send it.

» Email Recipients (17 Total)

(Chck amow 10 show recipeents.

(i coplabie addrass s - includes ALL addeesses)

Privacy Waming Any itmages or other lles linked of embeddod through the WYSIWYG editor into the body of the message are accessibie by public URL, meaning that no secured
SCCESS TSUiCRons are poied Care should be Whan not 1o amach sensiive or confidestial information
Email Content
From: 2 VO
Subject:
cC:
BCC:
Body: Food Se - Format « Mad Merpe « Temgiate - W P B 4 &
Soce () 0 2
B /7 N & X x & 82 a s = = 3 e j» =

When sending an email to multiple recipients, each recipient receives a separate email - the
distribution list will not be known to the recipient. In other words, they will not know (or get
the email addresses of) the other applicants to which you sent the email. You will also receive
a copy of the email.

If you wish to send an email to certain students within the search results, you must click the
arrow next to “Email Recipients” and uncheck the box next to the students whom you wish to
exclude.

2. Send Text- The second option is ‘send SMS (text message)’. Once you select this option, a
window will open in which you can type your message and then send it. In cases where a user
hasn't provided an SMS address, the message will be sent to the user's primary email address.

The SMS functionality of the software is generating the messages via the email portal provided
by mobile phone carriers and while there is no cost to the office sending the message - care
should be taken with the use of this functionality as there may be charges on the side of the
applicant for receiving these messages.

Note: This functionality will work with international numbers if the international carrier
provides a domain name to which SMS messages can be sent via email. For these carriers, the
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applicants are provided with an 'Other’ option in the carrier drop-down menu which permits
them to manually enter this domain.

3. Create Report- Once you select this option, you will be presented with the Report Wizard.
Mark all the items you would like to be included in the report. At the bottom of the page, click
Results. When the report generates, you can see the report in the new window by clicking the
“New Window”. Note: You will also have the option to export your report into Excel. “Export
Essay Content” needs to be checked to include responses to the essay-type questions.

Admin User : Report Wizard

Please select the type of information you would like to use in creating your report.

Step 1: Choose Primary and Secondary Output Grouping:

Term/Year

Program Name

Location City/Country
Application Status

None (alphabetical by last name)

7] 7] Include record count for grouping

# Label

# Program Name
@ Term

@  Year

# Application Status

1 Deadline

| ApPRILEaUn Ty s

Save Report As:

I 2 New Window ) Export as Excel ' Export Essay Content I
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4. Batch Attach File- The sixth option is ‘Batch Attach File’. Once you select this option, the
system will bring you to a form where you can either select an existing document from the
site's Document Center to attach to the application or upload a file to the server that will be
attached to the application.

» Batch Attach File:

(click arrow to show applicants)

Attach file to application(s):

Existing File: - Select File - ~
Document Title: - select document type - ~

New File: Browse... | Mo file selected.

Internal-use only [ (if checked, this document will not be visible to the applicant)

Send email notification to applicant O

When attaching a document, you can decide whether or not the applicant is going to see this
attached document and whether or not the applicant will receive an email notification
regarding the document being attached to their application. If you wish to send an email
notification to the applicant, check the box next to “Send email notification to applicant”.

If documents are available to the applicants, they will see these documents in a panel on their
application pages. The applicants will be able to download/view them from this panel of their
application page.
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Progress Audit

The progress audit is a report that can be executed on the results of an application search in which a
list of process elements and requirements can be selected and a report detailing whether or not the
items are completed, not yet completed, or are not applicable to the application is output. This report
can be exported to an Excel document.

Running a progress audit is done after running an application search. A drop-down menu appears at the
top of the search results listing from which the administrator can select the phase in which the report
will be checking the progress. Only one phase's process elements can be output in a single progress
audit.

Options ~ Progress Audit ~ l MapResults ~ Group by ~

Initial Application Process

Post-Interview Process
ONoresull \while Abroad
Returnee

MName Status Program Term

Found: 0 applicants / 0 applications

Once the phase is selected, the admin is taken to a wizard that will list all the materials, signature
documents, and questionnaires that are applicable to the applications in the search results for the
selected phase. There are also options for including the number of submitted reviews and the tally of
completed/required recommendations for the applications.

ISR LT YU | A RIS Y S Ly

Progress Audit Options:

Please check off which items you would like to appear in the progress audit.

Choose Materials to Show:

Check All | Uncheck All
$50 Application Fee Charged to UO Student Account

350 Non-refundable Application Fee (UO Students)
CIEE Programs - Application Instructions
Cancellation and Deferral Policy - Study Abroad Fee
Conduct Record Returned to GEO

Duckweb Transcript

Passport and Visa Requirements

Release of Conduct Record

Choose Questionnaires to Show:

Check All | Uncheck All
Application Essays

Consent for the Collection and Processing of Personal Data

Interview Report

After making all the required selections, the report will be generated. This will list whether or not the
selected items are complete, incomplete, or not applicable elements for that application’s current
phase.
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There is an option to export this report into an Excel document. There is also an option to mark
checkboxes for specific applications and send a batch email to the checked applicants.

Status Marerials Cuigsticnhisaires.

Cancellation and Defarral Policy - Study Abroad Fos

§50 Hon-refundable & pplication Fee (U0 Students)

#50 Application Fes Charged to U0 Student &ccount
Conduct Record Returned 1o GEQ (internal-usey

Consont for the Collectian and Processing of Pemonal Data

fppEcation Ess ays

sk A

2019 - Summes - CIEE- Summer Accelerated Chiness Studies in Shanghal

= Iritial
DEmith.J-:uhn Apphcation O O OO & o

Process

Shared queries

GEO has created five queries for your institution: ‘Acceptance Offered’, ‘Application Cancelled’,
‘Application Initiated’, ‘Under Review’, and ‘Participation Confirmed’. These queries will appear on
your admin homepage and will reflect the most updated lists of applications for students from your
institution.

e In the ‘My Queries and Reports’ panel, click on the ‘Shared Queries’.
e C(Click on the title of the query.
e You will see the most updated list of students.

=4 Shared Queries
I 5250 Housing Deposit 3 [F %
B 5400 Housing Deposit BRI
B 550 GEO App Fee B E Ll x
B 5500 Program Deposit B Ll x
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Locator Search

In the Locator Search page, you can search for applications based on the location at which the
applicant stays. Locator Search can be accessed under Applicants -> Locator Search.
e Select the location (City, Country, and Region) you wish to search in, from the respective
drop-down list boxes.
e The Applicants Abroad drop-down list box provides you with two options, ‘On’ and
‘Between’. If you select ‘On’, you are prompted to enter only one date. If you select
‘Between’ from the list box, you are asked to provide a date range. This is the date or date
range duringwhich these applications are categorized as Abroad.

o C(Click Search> to open a new search results page with all the applications that meet the
search criteria.

IMPORTANT: When run locator search, please check the “Include Program Locations/Dates” box to
ensure an accurate search.

Search Applications:

City: Any
International Projects Fair
Passport Grant
UQ Global Seminar Proposal

-

Country: Any
Antarctica
Argentina
Australia -
Region: Any
Africa
Americas
Antarctica -
Applicants Abroad: On v | 06/20/2019
Search Radius (optional): Applicant's - select address - v address is within miles v

of | street address, city, (state/province), country

I Include Program Locations/Dates I
(Search for travelers WG G0 MCT EVE SNy SPAICIION TINEIaTy 1ECOras

but whose program’s dateflocation information matches the search
criteria.)

Click Back to ignore the results and return to the Search home page.

**This feature is very useful in the case of an emergency. It can allow you to quickly identify who is in
the specified location. You can then send a SMS text message to those applicants.
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Application Layout - Administrative View

The Application administrative interface allows administrators to view the information related to an
applicant’s application and track submissions made by applicants

This admin interface can be accessed under Applicants -> Search or Advanced Search.

Application Management Tools

You can access various tools in the Application Management interface by clicking the appropriate tabs
under the header. The tabs are the following:

Overview

This tab provides a summary of the application. It includes items to be submitted by the applicants and
the number of items received. If the applicant has multiple applications, the “Other applications”
button appears. Click the button to view other applications. Click the Print Application button on this
page to print the application.

——

Multiple Apps  Priority Credit  Billed: Summer  Successfully Screened  Confirmation email sent
click to remove tag  click to remove tag  click to remove tag click to remove tag click to remove tag

— Add tag to application —- v

| e e
Application Summary:

Received

Item: Advising Pre-Decision Post-Decision While Abroad Returnee Total
Signature Documents nla 4/4 T 0/0 0/0 111
Material Submissions n/a 22 45 0/o 0/0 67
Questionnaires n/a 6/8 4/4 0/0 0/0 10012
Assessments nia 0/0 1 0/0 0/0 n
Leaming Content nla 0/0 0/0 0/0 0/0 0/0
Recommendations n
Reviews 1
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Reviews

You will have immediate access to review applications on your Reviewer Homepage. Once you have
reviewed the application, your comments and responses will appear in this area of the application
management page. Click here for more information on how to submit a review.

Questionnaires

This tab displays a list of questionnaires that are applicable to the application. There can be various
headers under which submitted questionnaires are grouped in this tab. If the questionnaire has
been submitted, the questionnaire title will be in green with the submission date. You can click on
the questionnaire title to view the student’s responses. You can also print the questionnaire
responses by clicking the printer icon located on the right.

— Add tag to application — v

Questionnaires

Advising

Actions

Questionnaire Name

Advising Questionnaire (STAFF ONLY) (internal-use) ~
(Mersion #3) IUEEI’B

Pre-decision (Application)

Questionnaire Name

Application Essays (submitted 06/19/2019) I ~
=200 L EEI 78

Consent for the Collection and Processing of Personal Data (submitted 06/19/2019) =
(Wersion #3) fu@la
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Materials

This tab provides a list of material submissions and signature documents that are applicable to the
application. It displays whether or not the materials and documents have been received by the GEO
office along with any notes associated with the submissions.

- Add tag to application - v

Materials

Pre-decision (Application)

Material Submissions
Title Receivedl Notes

T
$50 Application Fee Charged to UO Student Account =
WALy - © Add Notes not applicable
g:::ii;ct#‘secard Returned to GEO (internal use) = © Add Notes not applicable
Signature Documents
Title Receivedl| Notes
$50 Non-refundable Application Fee (UQ Stud .
(Version #12) I : : - D Add Notes not applicable

In this tab you can see if the Assessments have been completed.

Interview Scheduled Registration Submitted: SUMMER  Priority Credit  Billed: Summer  Successfully Screened
click to remove tag click to remove tag click to remove tag  click to remove tag click to remove tag

- Add tag to application —- v

Assessments

Post-Interview Process

Title: Complete Actions

GEQ Pre-Departure Quiz

(Version #8) - Minimum passing score: 100% Yes

Attempt #1 Score: 93.75%

Q Q

@
Attempt #2 Score: 100.00% @&

Overall score, according to the Highest of all attempts: 100.00%
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Documents

You can view any documents that were attached to the application.

-- Add tag to application — A

Attached Documents

Document Name Posted By Posted On Internal-Use Actions
University of Oregon_Travel Insurance Brochure 18-19.pdf - 445.1 KB S. Ura Dhillon  06/20/2019 No S x
Recommendations

This tab enables you to view all the recommendations that have been made to this application.
e You can click on the recommender’s name to review what the recommender submitted. You
can print the recommendation by clicking the printer icon located on the right.

5 £ 5 0 ) ) 0 ) ) ) e )
=

‘ Add tag to appication -

General Academic Recommendation

This recommendation should be requested from a professor, instructor or graduate employee who can evaluate your academic
ability,

This recommendation cannot be from the faculty director of the program. Recommendations (1 required)

Rec 1D& ¥ 1F427BY7SF5055
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My Reviews

'‘My Reviews': This section on your admin home page first summarizes what you review, and reminds

you that by default you are only seeing applications from current applications cycles.

My Reviews

Reviews For: Spanish Language and Culture in Segovia

This feature will take you to APPLICANTS, not their APPLICATIONS. To find applications,
please use My Queries or the SEARCH feature.
You are currently filtering on applicants for Summer, 2019, excluding withdrawn applications,

grouped by program.

YF”TEFD ...............
Display: Group By:
- Current Terms/Mears - “ rogram .

Summer, 2019

Summer, 2018

Summer, 2017 [] Include withdrawn applications

Summer, 2016 w
- All Programs - w

Clear All
Progress Audit: =
Spanish Language and Culture in Segovia

Summer, 2019 Date Started Status

Williams, Katherine Rose 02/20/2019  Current Status: Acceptance Confirmed (complete)
(ID: 70245)

Smith, John Robert 06/06/2019 _ Current Status: «= Initial Application Process

(10: 72082) Ready for Review

To see other applications, click the Filter Options' button. You can filter by: application cycles, programs, term

and year, and whether or not to include withdrawn applications.

In the middle column, the date the application was started is shown. The final column displays the status of the

application, including the reviewers feedback.
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To see the application materials that have been completed at a glance, select the appropriate phase from the
'Progress Audit’ option. This will take you to form where you can select which application materials you'd like to

run the progress audit for in the phase you previously selected. You can also contact the applicants this way.
For example, if you need to contact each applicant that has yet to pay their application fee, you can run the
progress audit, select the applicants who are missing it, and choose to contact them.

Submitting a Review

From the 'My Reviews' pane, select an applicant to review by clicking their name.

You may be able to see applicant information, parameters, and responses to questionnaires, depending on the

permissions granted to you on one page.

Reviewers : Review: John Smith

Smith, John (Edit Profile) Created: 11/2%/2011 (by Super User, Studio Abroad)
Mon-UQ Applicant 6.4
(No home institution specified) Last Viewed by Applicant: unknown
Agreement - Spanish Language and Culture in Segovia IDs# 16416:n0 Iabel
Ongoing Fiiz, 2021-2022 . . (add principal application)
Status: Contracts: Expired/Discarded

Risk Managemsnt Applicant

Profile

Applicant Information

Gender: 4]

Date of Birth:

Confidentiality Flag: N

Email Address: intlavp@uoregon.edu

SMS Email Address:

Alternate Email Address:

Widdle Name:

Preferred Name:

Gender ldentity:

Preferred Pronouns :

Major:

Winor:

Academic standing at the beginning of the program :

Place of Birth (city, state, country):

Are you a U.S. citizen?:

If you are not a U.5. citizen, are you a U.5. permanent resident?

How will you finance your study abroad program?:

Language(s) studied & Mumber of years:

Custom Parameters
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At the bottom, you can add your reviewer feedback. This includes comments, recommendation, if the
review should be marked as complete, and if your review of this applicant should apply to their other

applications.

Reviewer Feedback

Comments:

D) characters left

Recommendation:

O Accept

O Reject

O Waitlist

[ Mark as completed

Your review is not considered completed until this checkbox is

marked. You can make preliminary notes and judgments here without
marking the checkbox then return later to finalize your review later.

[ Apply to Multiple Applications
Your review can be applied to other applicants within this term/year combination.

Note: a recommendation does not change the status of the student. Your recommendation will be
reviewed by GEO as part of the applicant acceptance process.

Note: As the instructions explain, you review is not complete until you've clicked the checkbox to mark
it as completed and clicked submit. You can return to the application and change any comments as
long as you have NOT marked the review as being complete.
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