Simple creation of a list

Log in into the management part of your EConsort instance.

Select “Applications” => “List of all applications”
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You can select people by clicking the checkbox next to their name, in this way they will be
added to your list.
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Notice in the top right corner of your screen, the number of selected people is shown. These
selected people are added to a basket.
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By clicking “show” the list of people selected by you is shown
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In the top left side of the screen, you ‘Il see a box, that enables you to name the list, select the
type of the list and to save the list to a certain destination.

Save this list ...

Name of the list: || Q‘ -
Type of list: shared v affe—
Sawve in category: Rootfolder v f—

Save

By clicking on the “save”button, you are forwarded to the next page.

7 Actions on this list: test_lisf
[+ Change application form to: application_2011_eu + Set status of form to open: [ | Change application farm
o Field: - ~ Changed since: -1 - 2010 (dd-mm-yyyy) | Search within list

@ Generate list of email addresses
€ send email to all students in this list

. ) Build printable report based on the design of the form : Default management farm A
o Apply 3 tabular report on this list @ Student overview % -
@ Update a field for all members in this list : - A

[save all the below records to a list]

On this page you can do different actions to the list.

By clicking on “Applications”, “List of students/applicants” you get a list where all your
saved lists are shown.

Econsort Manual V1 11/2010 Simple creation of a list



http://www.youtube.com/watch?v=uv7GwtP5Pc8

|
d 2008_Master 1_Ghent i

sconsort s Cohorts: S5 08 Waster 1_Alganve

&
HELP Add § 2008_Master 1_Bremen

Tim Deprez | 2008_ students fram EU

\ You are here: | 5008_paster 2_Klaipeda

m Home & Applications é Students | 2008_Master 2_0Oviedo I

& Listof all applications 2008_Master 2_Paris
B ki TP — 2008_All Master students
" ® applications 2008_ students without schalarship :
4 Add new applicant Tim - as testuser
F @& Applicant reports 2009_students Reserve list
_0-..- Lists of studentsiapplicants 2009_All Master students
e .
o Legl Send bulk email 2009_Mon-Eu students with EU schalarship
) . 20089_Master 1_ Algarve -
o Build printable report based = Sl i

2009_Master 1_Bremen

o Apply a tabular report on thil 2009_Master 1_Ghent
2009_ELU students

2008_Thesis Ghent students
2008_ students with EU scholarship
2009 _Master 1_Ghent_non_belgian
2009 _Ghent_EU_scholarship
2008_oviedo_non_EU

Cohort 2008

Cohort 2009

@ Update a field for all membed

[save all the below records to a list]

Result navigation

Total number of results: 14 - Navig
Mumber of results per page : 20 - §

By scrolling down , you will find the test list as it was saved before.
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By clicking on the list you created and savede before, you are taken to a new screen, where
possible actions on that list are shown.

List Actions
®m Copy list to memory: £

® Send email to all people in this list: £

® Generate list of email addresses:E

® Apply 3 tabular report: Student overview -

® Apply 3 printable report:  Default management form -

® Compare list with other list: 2008_Master 1_Ghent -
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In order to clear your basket, go to the top right of your screen and press “Clear”
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