Tutorial created on 14/05/2013

Removing a person from a list

This tutorial explains how to remove a student or an applicant from a list.

a. Starting from the person’s toolbox

1. Students > List of all students > = next to required student @

2. Applications > Lists of students/applicants > * next fo required list > = next to
required person @

@ 3. Applications > List of all applications > = next to required applicant @
4. Type first or last name in the search field (upper right comer of EConsort interface)

and press Enter. > = next fo required person @
b. Starting from the list itself

Applications > Lists of students/applicants > click the magnifying glass next to the
required list

A user is a person managing the EConsort application.

A An applicant is an applying student.
A student is an applicant who has been admitted.

gé" Prinfscreens in this futorial are centered and |indico’red by a boxl.
{

® Watch the corresponding video tutorial online by clicking the ‘Play’ icon.

a. Starting from the person’s toolbox

¥ Go to the item Lists and look for the list you want fo remove the student or applicant from.

Click the recycle bin next to the list.

.= Lists

= 2013_applications_nonEU &
= Economy_applicants 2/

= Summer schoo

= add new list

¥ Confirm or cancel.

Da you want to remove this student from the list

o ==

¥ The student or applicant has been removed from the list. The list itself is no longer displayed in this
person’s list overview.

= Lists

m 2013 applications_nonEU &
= Economy_applicants 2
= add new list



https://www.youtube.com/watch?v=mgM90q3AATQ&feature=youtu.be
https://www.youtube.com/watch?v=fso83XnK1Wg&feature=youtu.be
https://www.youtube.com/watch?v=fso83XnK1Wg&feature=youtu.be
https://www.youtube.com/watch?v=fuugmcolxAo&feature=youtu.be
https://www.youtube.com/watch?v=3fmM-lyEtdc&list=UUMN_mVyDIllWW5o3L2TP6fw&index=13
https://www.youtube.com/watch?v=mgM90q3AATQ&list=UUMN_mVyDIllWW5o3L2TP6fw
https://www.youtube.com/watch?v=fso83XnK1Wg&list=UUMN_mVyDIllWW5o3L2TP6fw
https://www.youtube.com/watch?v=kHNo7zrys3Q&feature=youtu.be

b. Starting from the list

¥ Within the displayed list, it's possible to look for a certain applicant or student by entering (part of) a
name, e-mail address or file number and hitting enfer.
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1 D'hont Sofie econsort@ugent.be 4 | 200801 Brs max gl 3
2. Usama Ibrahim econsort@ugent.be (4| 200802 B @&z ¥ £l
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¥ Once you've found the person you want to remove from the list, click the recycling bin.
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¥ Confirm or cancel.

Are you sure to editthe status of this field?
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