Deleting and adding people to lists

Go to the ”Applications”, “list of students/ applicants”.
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In this example we select “test list”
e R SUUE_MIasueT L AuLEnve pau)

-] :=2009_Master 1_ Bremen (7]
[] :=2009_Master 1_Ghent(13)

[ :=2009_EU students (23} 2

[ :=Main_reserve_2010(46)

[ :=Wvlaamse studenten - Ghent - 2009 (5)

) :=OVIEDO2010-2011(22) &,

=R -=Ghent_lucas_de_heerne_straat_2009-2010(6) -,
-{ ] :=all applicants(164)

-] :=EU cohort 2009 erasmus studenten (22) J}

) :=2009_Master 2_Klaipeda (12)

[ :=2009_Master 2_Oviedo (22)

[ :=2009_Master 2_ Paris(12)

[ :=thesis info not submitted (18) &,

N == 2009_Non_EU with EU scholarship Year 2(16)
H-= Cohorte 2010

) :=eu_from_spain(15)

{3 :=eu_from_portugal (10) &,

) :=eu evaluation (67)

~{} :=bremen under discussion (4)

~{) :=lijstie_nic(7)

-] :i=yahooers(9) &,

) :=testlistnice ()

" :=mailing_all_students_cohorte_1_2_3(127]
) iStest_list (141 | am—

[} Add new folde

[ :=2008_All Master students (47] List Actions
{7} :=2008_Mon-Eu students with EU scholarship (16) . e .
~[J) i=2009_Master 1_ Algarve(20) &, opy ISt to memary: <
[} ;=2008_Master 1_Bremen(7) -, ® Send email to all people in this list: B
{1} :=2009_Master 1_Ghent (19) &,
-} :=2009_EU students(23) m Generate list of email addresses:&
~{ i=Main_reserve_2010(46) 4
[ :=Vlaamse studenten - Ghent - 2009 (5) 4 ® Apply a tabular report: Student overview -
- :=OVIEDO2010-2011(22) O,
~{] i=Ghent_lucas_de_heerne_straat_2003-2010(5) 4 ® 2Apply a printable report: Default management form -
) :=all applicants(164)
] :=EU cohort 2008 erasmus studenten (22) -, = Compare list with other list: 2008_Master 1_Ghent -
~{} i=2009_Master 2_Klaipeda (12) &
-1 i=2008_Master 2_Oviedo (22) » ™Make a copy of this list: Save in folder: Rootfolder ~ | Copy
~{) :=2009_Master 2_ Paris{12) &
~{] :=thesis info not submitted (18) & ® Make document from template for all members of this list:
-} i=2008_Non_EU with EU scholarship Yesr 2 (16) &, lUse tsmplate: leftter of acceptance university 2 -
E5 thm'te 2080 o Store file in: Acceptance form -
Hr 'Eeu_from_spam(la] % Overwrita:
-} :=eu_from_portugal (10} -
-{ ) iZeu evaluation (671 save
--{) :=bremen under discussion (4]
{1 i=lijstje_nic(7) &,
-{]) iZyahooers(3) 4 =IList Members (14) - show
[ i=testlistnice (6]
{1} :=mailing_all_students_cohorte_1_2_3(127) 4
=t | iStest_list(14)
{7} Add new folder

By clicking on the magnifyingglass, you will see a list of all students contained in “test list”
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You will be presented by a confirmation email, concerning the deletion of the field.

u““nw

Abreo Meil Angelo

nas.abreo@gmail.com

2, Go Gay Amabelle

gayamabelle@gmail.com

3. Macamay Greta

grets_love@yahoo.com

O &

2 e application_2011_non_eu
5'.3 ] f)l
ArNe @AE o

B4 'j . % application_2011_non_eu
® O 3

-

= The page at http://econsort.ugent.be says: M el

4. Cruz Wilfredo

willy1562@yahoo.com

5. Detera Ma. Adena

majdetera@gmail.com

g Are you sure to edit the status of this field?

Another way to do this is trough the toolbox of the student:

1. Macamay Greta grets_loved@yahoo.com |
2. Cruz Wilfredo willy1562@yahoo.com (4]
3. Detera Ma. Adena majdetera@gmail.com (4]

4, Javier Markparchei
b

princemark18@hotmail.com |




Select the student you want to edit, click on his/her name.
On the following screen, select “Toolbox”

Mark Archei Javier

Change the

| Follow up | File |1 Communication |§ch|§3§=_é | = Documents | Courses |

X

Mobility |Personal |Study |Study |Language |Professional |Fina
data data Data - |skills data Dat:
Year 2 appl

I Y Y L al T [y )

You’ll see in this example this person is only in 1 lists: “test list”

:= Lists
test_list Wj
m add new |

— := Lists 4%
m test_list @
® 3dd new Iis‘\

— ‘® Econsort Shares (under con

® add new EConsort Share

\ The page at http://econsortugent.be says: u

@ Do you want to rernove this student from the list
)

— .~ Special tools

® Check whether this student has applied to other coursi

® Click the below link to reset the pasword of a student/
He/She will receive an automated email with his newly
Reset password

® Resend email with password and link to application form

B Racand annlicatina farm tn thic etidant

By pressing the recyclebin-icon next to the list, you can delete the person from a certain list.
(again, with the confirmation box)
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In the same way you can add a certain person to a list. Click “Add new list”

|= Info on student page

| Form | Options |

== Li5t5[%

—fen a3dd new list

And the following screen (selection of lists in this case) appears.

[ Follow up | File [ Communication |@& Toolbox | Documents |

| Data overview

B The total size of documents for this student is: 0 MB.
m | ast file was loaded/changed at 10/19/2010 5:17:36 PM
B There are 0 files in this folder [Show file names]

|= Info on student page

| Form | Options |

‘= Lists

1 2008_ students from EU t] [ add the student to this list
2008_ students with ELJ scholarship

2008_ students without scholarship

2008_ Thesis Ghent students 3
2008_All Master students 1 on )
2008_Master 1_Algarve
2008_Master 1_Bremen
2008_Master 1_Ghent
2008_Master 2_Klaipeda
2008_Master 2_Oviedo
2008_Master 2_Paris

2008_oviedo_non_EU lied to other courses runnin

2009_All Master students word of a student/applicant

2009_EU students 1ail with his newly assigned

2009_Ghent_EU_schaolarship

2009_Master 1_ Algarve to application form
L2009 Master 1_Bremen pot

Fire 2009_Master 1_Ghent : o Highlight all [~ Match case



= Info on student page il h
| = The page at http://econsortugent.be says: lé]
Form Options;r
4 0 do you want to add the student to this list -
= Lists | | QK | l Cancel ] B
yahooers ¥ | addthe sdemm —

® add new list /

Select the list you want the student to be added to, and again, the confirmationbox will appear.

Once you added a person to a certain list, they will receive all updates/news/etc. intended for
this list

|= Info on student page

| Form | Options

-— Lists

2008_ students from EU ~ | addthe studs

-8 yahooers w8
® add new IiSQ
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