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Using the basket to modify lists 

 

This tutorial explains how to use the basket in order to modify a list. Students or applicants 

can be selected: these selected students will be virtually collected in the basket in the 

upper right corner. It’s possible to create a list using this selection of students/applicants. 

This selection can also be added to an existing list. 

 

The basket item can be found in the right upper corner of any EConsort management page: 

 

 

A user is a person managing the EConsort application. 

An applicant is an applying student. 

A student is an applicant who has been admitted. 

 
Printscreens in this tutorial are centered and indicated by a box . 

 

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

▼ First, define the group of people you want to select.  

 
▲ In this example, a new list is created gathering all applicants whose file numbers include the number 

(= cohort) 2008. This is done by entering a search value in the search field. Here, we search for ‘2008’ in 

all of the applicants’ files. 

 

▼ The search results are displayed. 

 
▲ Check the files you want to use to create a new list or to add to an existing list. 

 

▼ The records you’ve selected are now in the basket. 

The number of records you’ve selected is displayed. 

You can choose to show this selection or to clear the basket, removing all selected records. 

 
  

https://www.youtube.com/watch?v=oA8evz6zDuE&feature=youtu.be
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▼ When you choose to show the selection, the following options appear: 

 

 

▼ To create a new list, enter a name for the list, the category you want to save it in and click the button 

to finish. 

 

 

▼ To add the selected records to an existing list, choose the list to add the files to. 

Click the button to complete. 

 
 

▼ Don’t forget to remove the selection from the basket by clicking clear. 

 
 

 All selected records stay in the basket until you clear it. 

 

 
 


