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NCAD STAFF USER GUIDE TO QUERCUS

Quercus is the Student Record System used by NCAD. Quercus contains the curriculum structure for all
NCAD programmes and holds the admission, registration, financial and academic record of all degree
and CEAD credit students. SS&A Student Records/Exams Office manages access to the system and sets
permission levels for using the system. Any queries on access, login passwords or permission levels
should be directed to studentrecords@ncad.ie

Accessing Querucs

Quercus is hosted on a secure cloud environment, access to the system is through the following http
link: Quercus Live Log-in

https://eu-quercus.elluciancloud.com/app/ncad/

Once connected you should bookmark this link on your web browser.

At the login page you will be required to enter your user name and password. Your User name and
password are the same as those used for accessing NCAD Wifi and email. These are issued to you by
NCAD IT.
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LOGGING IN

To log into Quercus go to https://euquercus.elluciancloud.com/app/ncad/f?p=1001:10:6193011242690
and enter your username and password at which point you will be taken to the Quercus Menu (as seen
below)
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Academic and administrative staff access to Quercus — Quercus Menu

Academic and administrative staff access Quercus through an administrative interface known as

the Quercus Menu. What you see on this menu will depend on your permissions. The areas addressed in
this section of the guide are to do with Students and Course lookup and communications. These can be
accessed through the large icons at the top left of the Quercus Menu.

Students Courses Modules

ibid ¥ o°
[+ ] [+ ] [+ ]



https://euquercus.elluciancloud.com/app/ncad/f?p=1001:10:6193011242690

NGAD*

National College of Art and Design

Students, Courses and Modules Icons

STUDENT LOOK UP

To search for a student select the Students icon which takes you to the student search page.

You can search for a student by:

ID number or name: you can enter the first few letters of the student’s surname in the Student
field

Use the % wildcard character to match patterns. i.e. If you search for “John %” this will return all
students with the first name John, but if you search for just “John” it will return all students with
the surname John

For surnames with a space such as Mac, Mc or O’, use an underscore in the space: e.g.
Mac_Donnell or Mc_Carthy or O_Brien

Registration status : you can choose a registration status from the drop down list, for example
‘On waiting list’ or ‘Registered’

o - pesiciored o

Searching for a student using one name



NGAD*

National College of Art and Design

" == & ===
" e =i ==a

Q000000

Searching for a student using the % in place of a surname

To search for student:

e Choose to search by student (registered with NCAD) or Person (this
includes applicants, past students and any other entries in Quercus) MORE OPTIONS Ty
e If you want to search for a student with a particular status or user name,
check “More Options” to reveal these fields.




John Smith Student ¥

Application Not in Order

Application Pending

CAOQ place superceded by higher offer

Cancelled
Completed

Deferred after registration

Graduate Deceased

Not Registered

Not taking place

On waiting List

Place Deferred

Place accepted through CAO
ovisional Booking

ered

ered & withdrawn

Suspended

Time Out
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Hide ¥

Search Screen with “More Options” expanded

Any return of results will give you a list of students as seen in the examples above.

VIEWING A STUDENT RECORD

Once you have found the student you are searching for you can view the student’s record. In the

o
student list, click a view icon =) to view the student’s information.

You will be presented with a screen divided into an upper and lower section. The upper section displays

key parts of the student’s personal information.



Courses

-
ADZ0Z - BA (Hons) Design/Fine Art & BA [Hons) Design/Fine Art & Education

(AD2021

Education ZAMC)

External Academic History

Sorry, no data found,

Fatulty of

F - BA {(Hons) in Fine Art and BA (Hons) in Fine Art and Education [AD202F-

i

Education

Faoulty of

Education

Student Record Screen

The lower section is made up of different tabs.
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S5 21-5EP-15 20-MAY-16 Registered E

2016 21-SEP-16 20-MAY-17 Registered (&)

Each tab displays information relating to a particular aspect of the student’s record. The tabs are shown
below (note that not all these tabs may be visible, depending on your system configuration and access
permissions). Click on each respective tab to view the relevant information such as Addresses,

Communication, Attendance and Documents

Tabs as displayed on a Student Record

STUDENT DOCUMENT UPLOAD

To upload a document to an individual student’s record go to the Documents tab.

Documents

There are no documents attached to this student.

Ref. Number
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Documents Tab selected on a Student Record

Click Add. This will take you to the document upload screen. Here you can title the document and add a
description, course and module where required. You must also set the visibility of the document to
either “Only Staff Can See” or “Staff and Student Can See”.

Documents

There are no documents attoched to this student.

Add Document

*

TITLE
* visieimy Only staff can see r
* Choose File | No file chosen
DOCUMENT
DESCRIPTION
4
COURSE | (All) v

MODULE | (All) ¥
—

Document Upload Screen

STUDENT COMMUNICATIONS

The Communication tab allows you to communicate with a student via email and also allows you to
enter details of other communications such as face-to-face meetings, phone calls, or the dispatch of
printed materials.



NGAD*

National College of Art and Design

Courses Communication l

MODE OF STUDY

(A} v
Communications Tab on the student record
To view the history of communications with a student

1. Click the Communication tab. A list of communications with the student is shown on the tab.

2. You can sort the list by clicking on any of the list headings such as Date or Status.

3. You canfilter the list by using the From, To, Status and Channel options, which can be views by
checking the More Options box

To search the communications with a student
Enter the text you want to search for in the Search field.
Click Search.

If the word or phrase occurs in the subject line of the communication, the communication will
appear in the list with the word or phrase highlighted in red.

o
Click the view icon = to view the communication.

Communication

SEARCH
No Communication History recards match the search criteria. Emnai
Interaction
Communication Search
To send emails to a student
TASKS

1. Click the Communicate icon in the right-hand Tasks panel. The Send & COMMUNICATE
a Message text editor opens.

2. Inthe Type drop down choose Email.

3. Complete your email subject and body and click Send.
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4. The email will be processed. Its status can be viewed in the communication list.

Send A Message

*TvPE | Emai v
* SUBJECT | Email To Student
* goDy
4
Test Email Body|
body p 4

Communications Tab — Emailing a student

5. Emails will be sent from the email account of the person logged into Quercus. Replies to
that email will go to the email address of the person logged in.

To record details of face-to-face interactions with a student

Note: you cannot edit face-to-face interaction details once they have been saved. If you need to modify
details of a face-to-face interaction you will need to enter a second note.

Click the Send a Message icon in the right-hand Tasks panel. The Send a Message panel opens.
In the Type drop down choose Interaction.

Enter details of the interaction.

Click Submit.

PwNPRE
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The interaction details are added to the database and will appear in the communication list.

Send A Message

¥ TYPE | Interaction ¥

* SUBJECT | Meet ng with Student

* BoDy

Ell
Spoke in person regarding exams|
body p A

DATEANDTIME |04 ¥ - JUL ¥ - 2017 ¥ |12 ¥ |18 ¥ DD-MON-YYYY HH24:M

Communications Tab - Recording an Interaction with a student

COURSE LOOK UP
To search for a course click the Courses icon which will take you to the Course search page. Click the
“More Options” box to expand the search criteria

You can search for a course by:

e Course Code
e Course Session (academic year)
e Course Stream/Discipline

e Title
10
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As with the Student Look Up you can use % as a wild card character (see Student Look Up).

Courses

SESSION
e MORE OPTIONS |+
2016 T )

TUDY COURSE STREAM LOCATION

v Fashion v (Al v
Instance Course Description (Course Code] v Start Year Mode of Study Location Status View
MFA in Design (AD432-1FASH)  MFA in Design (AD438) 19-5EP-16 1 Fulltime Postgraduate Faculty of Design  Course Instance Open Q
MFA in Design (AD438-2FASH)  MFA in Design (AD438 19-5EP-16 2 Fulltime Postgraduate Faculty of Design  Course Instance Open o

Course Search Screen

Download as CSV, by clicking on this option you are creating a CSV file which you can open and save as
an Excel File on your computer.

Viewing a Course

Once you have found the course you are searching for you can view the course. In the course list, click a

. . o . . .
Vview Icon = to view the course information.

As with Student Records, Course screens are divided in two, with the overview in the top panel and the
tabs with their associated details on the lower half of the screen.

11



Courses - AD438-1FASH

MFA IN DESIGN (AD438)

MFA In Design (AD438-1FASH)

YEAR/SESSION  1/2016

MODE OF STUDY  Fulltime Postgraduate

STREAM  Fashion

Course Details

COURSE LEVEL
SEMESTERISED

OURSE STRUCTURE

CREDITS

DURATION
NUMEER OF WEEKS

TAGS

Postgraduate Degree (Hons)
True

1

60

2

Course Documents

START-END  19-SEP-16 - 19-MAY-17
LOCATION  Faculty of Design

5TaTUS  Course Instance Open

DIVISION
FACULTY Faculty of Design
DEPARTMENT  Design
APPROVED DATE  05-MAR-14
INSTANCE STATUS  Course Instance Open

QUOTA

Course Screen

NGAD*
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TASKS

hd COMMUNICATE

& PRINT CLASS LIST

Course Instance
Maintenance

Assessments

Course Instance -
Services

This screen will give you access to all the modules assigned to a particular programme and registered
students. You can go in through the module tab and see the students registered on the module and a

record of their assessment details

CLASS LISTS

Through the course look up you can view class lists of all students identified with a specific course.

Once viewing the correct course, select the Students Tab.

12
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MFA In Design (AD438)

ODE OF STUDY  Fullteme Possgraduace 2016
STREAMN!  Fashion Lo 1

LOCATION  Faculry of Design STAAT - END  19:SEP-16 - 16-MAY-17
Students

A — Ji Vit
- - [— o}
= ] Ip—— Not taking place e
== === e Regizered (o]

Students Tab when viewing a Course

From here you can filter the list of students using the Status drop down menu. In general class list will
consist of all students identified with a status of Registered. You can also view individual student

records by clicking the J icon.

Students
IMAGES
v
- Time Out e
- Noz taking place e
] e
Deferred after registration
Graduate Deceased

Status drop down menu when viewing students

13
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Tip: If you want to generate a class list you will need to identify all students who appear with a status of

‘Registered’. Each list of students can be downloaded as a CSV and then saved onto your own computer
as an excel file. In the early part of each semester there may be students who have not yet registered
but are expected to, these can be identified under the status of ‘Transferred to Register’ .

BULK COMMUNICATIONS
TASKS

Using Course Look Up you can communicate in bulk with all the students hd COMMUNICATE
registered on a specific course. When viewing the correct course you will see a
Tasks menu in the top right corner.

Clicking Communicate will take you to a communications screen similar to that when communicating
with individual students in Quercus. Using this screen, you can choose to email individual students, a
specific group of students or the entire class.

Send A Message To Course Members Selected Below

*TvPE | Emai r

* sugjecT

* Bopy

Course Communications Screen

To Send an Email to students on a course:

Click Communicate in the Tasks Menu

Select Menu from the Type drop down and enter the subject and body of the email

Click Show Recipients to expand the class list

Select the intended recipients or check All to send to all students registered on the course
Click Send. You email will be processed and its status can be viewed in the communication list.

vk wNE

14



COURSE DOCUMENT UPLOAD
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To upload a document relating a specific course or cohort of students, use the course look up function
and view the relevant course. It is important that you select the correct course instance (i.e. stream &
year). When viewing the course instance, you will see a Course Instance Maintenance button on the

right hand side. Click on this.

Courses + ADZ204-2AMC

BA (HONS) IN FINE ART (AD204)

BA (Hons) In Fine Art (AD204-2AMC)

YEAR/

A
m

SSION. 2/ 2017

MODEOFSTUDY  Fulltime

STREAM  Applied Material Cultures

Course Details

COURSE LEVEL
SEMESTERISED

COURSE STRUCTURE

Undergraduate Degree (Hons)
True

1

s 60

N3

Course Documents

Course Screen (Course Instance Maintenance Button)

START - END

LOCATION

STATUS

DIVISION

APPROVED DATE
INSTANCE STATUS

QuUOTA

19-Sep-2017 - 198-May-2018
Faculty of Fine Art

Course Instance Open

¥ Faculty of Fine Art

Fine Art
04-Mar-2014

Course Instance Open

TASKS

i COMMUNICATE
@ PRINT CLASS LIST
® ENROL A STUDENT

Course Instance
Maintenance

Assezzments

Course Instance -
ervices

21

Once inside Course Instance Maintenance you will find the following tabs. Click on the Documents tab.

15



Course Instances - Modules

BA (Hons) In Fine Art (AD204-2AMC)

2/2017
MODE OF STUDY  Fulltime
STREAM  Applied Material Cultures

START - EMND

LOCATION

STATUS

NGAD*
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10-Sep-2017 - 19-May-2018
Faculty of Fine Art

Course Instance Cpen

Documents Tab within Course Instances

This will take you to the document upload screen. Here you can title the document and add a
description. You must also set the visibility of the document to either “Only Staff Can See” or “Staff and

Student Can See”.

Documents
Title w Description Visibility
BA Fine Art This is your home work Staff and student can see

Add Document

* TITLE
* VISIBILTY | Staff and student can see ¥
* DOCUMENT
Cheoose File | No file chosen
DESCRIPTION

Uploaded Download Edit
01-Aug-2017 10:37 AM Q -]

Document Upload Screen (Course Instances)

Tip: This function can be used to upload any documents you want all students on a particular course year
and stream to see, for example a timetable, a reading list, a project brief or any course documentation.

16
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ASSESSMENT / ONLINE GRADEBOOK

Step 1: Entering module results into Quercus.
After logging in select ‘Manage Assessments’ from the menu on the page. (screen shot 1)

ellucian.quercus

STUDENTS ~ COURSES  MODULES

B6BH

¢® o

screen shot 1

If you do not see ‘Manage Assessments’ as a choice contact Student Records who will ensure you have
the correct permission levels assigned.

You are now in the Course Assessments part of the system, in order to access the results entry page you
have 2 options:

Option 1 (screen shot 2)

1. Select ‘Modules’

2. Enter either the module name/ part of the name or module code in the module box.
3. Select the required session. (e.g. 2016 = academic Year 2016/17)

4. Click on search box

17
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i apps @ Q ome ™M [ CAO Connect (@ Pinterest Holidays € Login | ExpressionEn  [Q) 1SSUU - National Coll = Sallie Mae - Departm  [T] MyZone Home [l Irish Times » Other bookmark:
ellucian.qu e oo WELCOME,

i g a9

Screen shot 2

This will bring you to a page with a list of modules or a module. You should select the module you wish
to enter results for by clicking on ‘View’ which brings up the list of students registered on that module.

In order to enter a student’s grade you should:
1. Click ‘Edit’ on the top right hand side of the page.
2. Enter the students Alpha Grade (A+, A, A-, B+, B, B- etc.) under the ‘Grade’ tab.

3. Enter the calculation point that is equivalent to the Alpha grade under the ‘Gross’ tab. (A chart giving
the calculation point is included at the back of this document.)

Tip: Enter all the Alpha grades first. Then click the ‘Grade’ tab which will sort by grade. Then enter the
calculation point against each grade. This will make it easy and quick to enter the calculation points
accurately.

4. Click ‘Save’ in order to save any entered results.

5. You can download the results you have entered by clicking ‘Download to CSV’. This will out-put your
results to a CSV file which you can open and save as an excel file or print out and use to verify and check
results. See Screen Shot 3 below.

18
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ellucian quercus

NODOR 2016

Asvasirman

<
=
<
'z
-
=

Screen shot 3
Option 2

You can also navigate to the required module by going in at course level. The pathway is ‘Manage
Assessment’ /‘Course’, as in option 1 above enter the name or code of the course you are looking for
and the session, click ‘Search’. This option will bring up your course, you should then select ‘View’.

& Staff- National College - X (M Inbox (281) - mecartney: X ' f1 x @@ x
< G | & secure | https/quercus.campusitnet o
[ WELCOME - Blockbo- B8 me M [ CAO Comnect (@ Pintarest [ Holidays 4 Login| Expressiontng, [0) ISSUU - National Cal | == Saliie Mae - Departm: [ MyZone Home [T Inh Times 5 Othes bookmans

ellucian,qliercus ASSESSMENTS ~ BOARDS
ssessments

s @ Courses  © Modules

course SEssion
MORE OPTIONS
medical 2016 ¥
Caurse v Sta Year
AD460 MSc in Medical Device Design (AD460) 19.56P-16 1

NG 1915
o oz B

)

19
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Clicking ‘View’ brings up a list of all students registered on the Course. By selecting ‘Module’ (see the
screen shot 5 below) you will get a list of all the modules attached to your programme.

ellucanquercus ASESIMENTS B0

ADWS ADSW

Select the Module you wish to enter results for by clicking on ‘View’ (screen shot 6) and proceed to enter
results as in Option 1 above.

[

$RED

0000000000 00000

Screen shot 5

TIP: _Download as CSV, by clicking on this option you are creating a csv file you can open and save as an
excel file on your own computer.

20
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< C &

% )/ B Course Instance - Modu! X

e | httpsi/quercus.campusit.net/app,

NO:

* O i

Other bookmarks

jin. Bl WELCOME - Blackbo: ] Tri

ellucian.quercus B conns WELCOME, CATHY MCC..
Assessments

* Help - Logout

EndNote [3 CSF iandai Home ™ [ CAO Comnect () Pimterest [ ] Holidays @ Login | Expressionéng [0) 155U - National Call. = Salli Mae - Departm. (] MyZone Home (I8 insh Times »

Course Instance

MSC IN MEDICAL DEVICE DESIGH Maintenance

AD460 AD460

N 172016 START-END 19-SEP-16 - 25-AUG-17

Lot

\ Faculty of Design

STATUS  Course Instance Open

Modules

MODULE

Cre Start End
cience (TCD) (MDD-03) 5 19.5EP-16 (o]
ADD) (MDD-01) Core 10 19-5EP-16 o}
Design Studio Callaborative Project 1A (MDD-02) Core 5 19-5EP-16 13JAN-17 (o]
Fundamentals of Medical Device Design 1 (MDD-04) Core 5 19-5EP-16 13JAN-17 ®
Human Factors and Bic-instrumentation (MDD-05) Core 5 19-5EP-16 13JAN-17 (o]
Studio Collaborative Project 3 (MDD-08) Core 10 23JAN17 19MAY-17 @
Studio Collaborative Project 18 (MDD-06) Core 5 23JANT7 19-MAV-17 (o]
Studio Collaborative Project 2 (MDD-07) Core 10 23JAN17 19-MAY-17 ®
I of Medical Device Design 2 (MDD-09) Core 5 23JAN-7 19-MAYV-17 (o]
Design Studio - Major Thesis Project (MDD-10) Core 30 20-MAY-17 25AUG17 (<]

ENG 1917
w oy B

@

Screen shot 6

Step 2:

Once you have entered your results into the online grade book and checked the results for accuracy
email Michael O’ Leary in the exams office to confirm that you have completed entering results
olearym@staff.ncad.ie

The Exams Office will lock the results and run a Broad Sheet for the programme which will be emailed
back to you and used at the Pre-Exam and Exam Boards.

Each School is responsible for ensuring the accuracy of any results entered into Quercus. Once exam
results are ‘locked’ only the Exams Office can alter any assessment result on the Student record System.

Results are approved at Exam Board.

21
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NCAD / UCD Award and GPA Level Equivalence Table:

Calculation ) Award
Grade | Lower Upper Point Grade Point | cjassification
A+ 76.67 | 100.00 78.33 4.2 H1
A 73.33 76.66 75.00 4.0 (First Class
A- 70.00 73.32 71.67 3.8 Honours)
B+ 66.67 69.99 68.33 3.6 H2.1
B 63.33 66.66 65.00 3.4 (Second Class
B- 60.00 63.32 61.67 3.2 Hons, Grade 1)
C+ 56.67 59.99 58.33 3.0 H2.2
C 53.33 56.66 55.00 2.8 (Second Class
C- 50.00 53.32 51.67 2.6 Hons, Grade 2)
D+ 46.67 | 49.99 48.33 2.4
D 4333 | 46.66 45.00 2.2 Pass
D- 40.00 | 4332 41.67 2.0
E+ 36.67 39.99 38.33 1.8
E 33.33 36.66 35.00 1.6
E- 30.00 33.32 31.67 1.4
= 26.67 29.99 28.33 1.2
F 23.33 26.66 25.00 1.0 Fail
F- 20.00 23.32 21.67 0.8
G+ 16.67 19.99 18.33 0.6
G 13.33 16.66 15.00 0.4
G- 00.02 13.32 11.67 0.2
NG 00.00 00.01 00.00 0.0

NGAD*

National College of Art and Design
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ellucian.quercus
USER GUIDE FOR NCAD ACADEMIC STAFF

Postgraduate Applications

1. Signinto Quercus using your username (which will be your surname followed by your initial) and
your password (which will be the same for NCAD IT services) and click on the orange “Login” button.

If you are unsure of your password, please contact Michael O’Leary in Student Records or John
O’Donnell in IT and they will be able to reset it for you.

ellucian.quercus

USERNAME PASSWORD
mchughy [ ogin

© 2018 Ellucian. Version 8.14.0.3

2. Click on “Interactions”. This may be in a different place on your screen.

WELCOME, VALERIE MC
Help - My P 20}

ellucian.quercus STUDENTS ~ COURSES ~ MODULES

LATEST NEWS

Students Courses Modules
No news to display.
L] o o

Clossic Interfoce Reporting - Programme Organisations
=] W T
(+] (-] 4 (] (+]
Manoge Configure exam Interactions Services
assessments boards o '
° ] o °
|
Reporting Discoverer Plus Finance
— 32 3 =]
° -] e (-]
HEA Returns
- °

23
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3. Click on “Apply Online”
WELCOME, VALERIE

ellucian.quercus INTERACTIONS ~ SERVICES ]

Control Centre
TASKS

Interaction Menu

Recruit Enrol Engage Progress th SERVICE UsaGE
Th ENABLED SERVICES

Complete Survey

Accept Offer Assisted Enrolment
You have o services
w enobled/accessible for this stoge.

° ® ° °

Confirm Place Pay Fees

o Apply Online -
] I I °

q

Process Card
Payment

4. Change the Academic Session to “2018” from the scroll down menu, and then click the orange
“Filter” button. 2018/19 applications appear under the “2018” academic year.

INTERACTIONS ~ SERVICES o

Control Centre

Interacsion Menu - Apply Online TASKS

COURSE INSTANCE YEAR SESSION [P L) SEREIETEIEE
MORE OPTIONS lter »
(Al v (A v (i v 2017 v th SERVICE ACTIVITY

1h EVENT MONITOR

Apply Online Status

Cust

Hint: Click on the bars t nteractions

Offer Accepted

Offer Sent

Cancelled

On Waiting List

Recorded

Submitted

24



5. Click on the “Awaiting Academic Review” bar.

ellucian.quercus

INTERACTIONS

SERVICES

NGAD*
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WELCOME, VALERIE M

Interaction Menu - Apply Online

COURSE
(Al v

INSTANCE
(Al ¥

VEAR
(AIN) ¥

SESSION
2018 v

MORE OPTIONS.

Apply Online Status

Hint: Click on the bars to access interactions

Offer Accepted | 2

Awaiting Academic Review

313

Recorded

Submitted
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6. Select the course you will be reviewing from the drop-down menu here. Then click the orange

“Filter” button.
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Interaction Menu - Apply Online - Interactions

SEARCH COURSE INSTANCE ~ STATUS

________________________ (Al v (A} Y Awaiting AcademicRey ¥ v|  MoREOPTIONS
IDNumber FirstName Surname Course IF
17119481 AD433 - MA In Interaction Design - AD439 05-Apr-2018
17117372 AD439 - MA in Interaction Design - AD439 23Mar-2018 1
17116015 AD439 - MA in Interaction Design - AD439 23Mar2018 1 @
171150865 00002007 AD450 - Professional Master of Education (Art and Design] - AD450-1 2mar2018 1 @
17117313 00002191  AD450 - Professional Master of Education (Art and Design) - AD450-1 19-Mar-2018 1 @
17118701 00002334 AD438 - MA in Interaction Design - AD438 1emar2018 1 &
17117445 00002206 AD458 - Professional Master of Education (Art and Design] - AD458-1 13mar2018 1 &
17117682 00002232 AD453 - Professional Master of Education (Art and Design] - AD456-1 oeMar2012 1 @
17116174 00002045 ADA53 - Professional Master of Education (Art and Design] - AD450-1 o7-Mar-2018 1 @
17115040 00002005 ADA43 - MA in Interaction Design - AD439 o-Mar-2018 1 @
17116236 00002053 AD450 - Professional Master of Education (Art and Design] - AD450-1 wFeb2018 1 @
17115639 00001967 ADA439 - MA in Interaction Design - AD429 12Feb2018 1 @
17116091 00002025 AD458 - Professional Master of Education (Art and Design] - AD458-1 oaFeb201 1 &
15448282 00001966 AD458 - Professional Master of Education (Art and Design] - AD458-1 ogFeb201 1 @
17115781 00001982 AD439 - MA in Interaction Design - AD432 osreb201s 1 @

Downioad as CS¥

row(s) 1-15 of

16 ¥
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7. Toview each individual applicant, click on the orange eye icon at the end of the row.

ellucian.quercus

‘Control G

INTERACTIONS

SERVICES WELCOME, VALERIE M

Interation Menu - Apply Online - Interactions

SEA COURSE INSTANCE  STATUS
AD439-MA in Interactic ¥ (A v Awaiting Academic Rex ¥

ID Number First Name Surname Ref Course

17110481 00002449 ADA439 - MA in Interaction Design -
17117372 00002198 AD439 - MA in Interaction Design -
17116015 00002012 ADA439 - MA in Interaction Design -
17118701 00002354 ADA439 - MA in Interaction Design -
17115948 00002005 AD439 - MA in Interaction Design -
17115639 00001967 ADA439 - MA in Interaction Design -
17115761 00001982 AD439 - MA in Interaction Design -

Downloat

MORE OPTIONS

2018

AD439 05-Apr-2018
AD439 23-Mar-2018
AD439 23-Mar-2018
AD439 16-Mar-2018
AD439 01-Mar-2018
AD439 12-Feb-2018
AD439 06-Feb-2018
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8. You will then be in an applicant’s screen. From here, please click on the “Documents” tab, to
view the documents uploaded by the applicant.

ellucian,quercus
Control Ce

INTERACTIONS

SERVICI
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Help

Interaction Menu - Apply Online - Interactions + Summary
NAME COURSE

DATE OF BIRTH REF.NO.

1D NUMBER DATE

Summary ~ Team Personal Commun Finance  Offer

Updates

Valerie Mc Hugh
10-APR-2018 11:41 AM

ACADEMIC REVIEW

Valerie Mc Hugh
10-APR-2018 11:41 AM

VALIDATE DETAILS

05.APR-2018 1126 PM  SUBMIT

REFERENCE NUMBER:17119481

MA in Interaction Design @
00002449
05-Apr-2012 11:26 P

Address  Documents

Education  Su

OWNER
ASSIGNED TQ

STATUS  Awaiting Academic Review

STUDENT AND STAFF CAN SEE 1

PAGE HELP v
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9. To view all of the documents, click on the “Download” button beside each document. Each
document will open up separately when you click on the “Download” buttons.

elluman.qg.lercus INTERACTIONS ~ SERVICES

ontrol Centre Help

Interaction Menu - Apply Online - Interactions - Documents TASKS
. - UPLOAD DOCUMENT
NAME COURSE  MAin Interaction Design OWNER *
DATE OF BIRTH REF.NO. 00002449 ASSIGNED TO
NUMBER DATE 05-Apr-2018 11:26 PM STATUS  Awaiting Academic Review
Summary Team Personal Communication Finance Offer Address  Documents  Education Survey Language  Audit
Documents
Document Unloaded Download Delete
Academic Reference From Or [ 05-Apr-2018 11:16 P Q (-]
Certified Nuig Academic Transeripts 05-4pr-2018 11:12PM Q Q
Certified Nuig Degree 05-4pr-2018 11:13PM Q (-]
Interaction Design Supplementary Personal Statement 05-Apr-2018 11:16 PM Q (-]
Portfolio Link 10-Apr2018 11:33 AM ‘ Q (-]
Recent Cv 05-Apr-2018 11:12 P Q (-]

Other Interartinn Documents

10. Each applicant will be either

o Offer - Applicants will be issued a place offer subject to meeting minimum entry requirements
(2.1 degree, IELTS 6.5 or equivalent, etc)

¢ Conditional Offer - Applicant to be offered a place subject to condition (Qualifier or other) set
and approved by Department

e Interview - Applicant to be invited for interview - offer status to be determined thereafter

e Waitlist - Applicant is suitable for postgraduate study and may be issued a place offer should
another candidate withdraw or defer

¢ No Offer - Applicant not suitable for postgraduate study
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11. Please open up the Excel Spreadsheet “Postgrad Document Tracker” and note down in the

“Offer status box” which of the above four options applies to each applicant. Once you have
completed the Excel Spreadsheet, please email this back to admissions@staff.ncad.ie in order
for offers to be sent to applicants. If you wish to add comments, please use the “Academic
Comment” box in the spreadsheet.

Once you have viewed all of the applicants and their documents, you are done, and can log out.
If any more postgraduate applications come in, the Document Tracker will be sent to you again
with the new applicants listed.

The Admissions Office will use the Excel Spreadsheet to send the offers out to the applicants on
Quercus.
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