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HOW TO LOG-IN TO STUDIO ABROAD 

1. Go to studyabroad.unt.edu. 

2. Click MyStudyAbroad Login. 

 
 

3. Enter your EUID/password combination. This is same combination that is used to login to 
MyUNT or Blackboard. Click Login. You will be directed to either your Applicant or Admin 
Home Page.  

  

APPLICANT HOME PAGE 
Your APPLICANT HOME page will only appear as an option if you have applied for a program or 
submitted a program proposal. You can toggle between your Applicant Home and Admin Home page, 
or Logout in the upper right corner of most screens in Studio Abroad. 

 

  

http://studyabroad.unt.edu/


Studio Abroad - Faculty Led Programs 

Making the Most of Studio Abroad                  3 

 
ADMIN HOME PAGE 
Your Admin Home page is where you can query (search) applicants and save queries and reports. 
Queries and Reports will be covered in further detail later in this guide. 
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HOW TO CREATE A QUERY FOR YOUR PROGRAM 
The purpose of this section is to provide instructions on how you may create a search regarding your 
program and to save it as a query to run again in the future. 

1. On the left-hand side, click on Applicant Admin to expand the menu and then select Advanced 
Search. 

 
2. Select Application Parameters, then click Next. 

 
 

3. On the next page, under Application Parameters, select the Application Cycle. Choose one of 
the following options that include the current year. Example: Spring 2018, Summer 2018, 
Wintermester 2017-2018, etc. 
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Under Application Status, you may want to only check Pending and Confirmed. You don’t 
really need to see withdrawn or not selected applicants. Pending and Confirmed (and their sub 
statuses) are used by Study Abroad for Faculty Led Programs. 
 

 
 
Scroll down and select your program, then scroll back up and click Next. 
 

 
 

4. Your query results will appear along with the options for naming your query and saving. 
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5. Type a name for your query in the Save Search field and click Save Search. 

 
 
This will return you to your Admin Home page and you will see your saved query in your Saved 
Queries list. You can simply click any query in this list at any time to run your search again. 
Your query will mainly be a list of applicants to your program where you can view each 
application. You can combine your query with a report with your choice of data on the report. 
Later in this guide, you will learn how to run a report. 

  
 

NOTE: You can edit your query at any time by clicking the pencil icon  to the right of your 
query. 
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HOW TO CREATE A QUERY WATCH (Automatic Updates on a Saved Query) 

 
The purpose of this section is to provide instructions on how users may receive automated 
notifications of new additions to or withdrawals from a saved query.* 
 
*You must have a saved query in order to create a Query Watch. 
 

1. From your Admin Home page, click on the Query Watches button. 
 
 
 
 
 
 
 
 
 
 

2. Click the New Query Watch button. 
 
 
 
 
 
 
 
 

3. The Query Watch Configuration screen will appear and you can set up the Query Watch 
based on your specifications. 

a. Enter a Query Watch name. 
b. Enter Start Date. (End Date is optional, but you could set it for the application 

deadline for your program if you choose. 
c. Choose Daily or Weekly Frequency and enter hours and a start time. End time is 

optional. 
d. Choose the query you created.  
e. Uncheck export and check email. Further options will appear below these. 
f. Check IN to see all new applications. Check OUT to include any withdrawn 

applications. Checking ALL will give you a complete list every time the email is sent. 
This option is not suggested. 

g. Ignore Report format for export. 
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h. Change email from to: FacultyLedPrograms@unt.edu. 
i. Enter your email address in the recipient list. Also enter any other email you wish to 

receive your Query Watch email. DO NOT check the option to Send email to the 
addresses in query watch search results. 

j. You can ignore the body of the email and Studio Abroad will send you a standard 
email with the information you request from the Query Watch. You can type in your 
own text to appear in the body of the email if you wish. 

k. Make sure Yes is selected to include a list of the new records in your Query Watch 
email. 

l. Click Add to add your Query Watch. 
 
 

  

mailto:FacultyLedPrograms@unt.edu
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CREATING REPORTS IN STUDIO ABROAD 
1. Go to your Admin Home screen. In your Saved Queries, click the Query that you would like 

to use to create a report. Your query results will appear. 
2. In the drop-down options, select Create report. 

 

 
 

3. The Report Wizard will appear.  
a. Choose your Primary and Secondary grouping options. Application Status as 

Primary and None (alphabetical by last name) as Secondary are the suggested 
options. Leave the boxes checked for Include record count for grouping. 

b. Under Choose Output, click the Uncheck Everything option so that you can start 
fresh with building your report with the data you choose. 
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c. Now all the options under Choose Output will be unchecked. There are many 
options for data to appear on the report. You can edit your report checking and 
unchecking data options until you feel you have the information necessary that you 
need. Many data elements under the Applicant Parameters section have the option 
of Most Current Value which means it is updated by UNT EIS on an ongoing basis 
such as UNT Cum GPA or Academic Plan so that you can have up-to-date 
information on your applicants. Many of the options will be irrelevant to your needs 
and can be ignored. 
 

 
 

d. Once you have selected your data for your report, type a name for your report in the 
Save Report As field at the bottom of the screen. You can check a box for a new 
window to appear with your report or to export into Excel. Then click Results to view 
your report.  
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HOW TO VIEW COMPLETED STUDENT APPLICATIONS 

1. Once you have created a query for your program’s applications, you can use that query to 
review student applications. You can click on any of the hyperlinks to view a student’s 
application. 

 
 

2. The Application Overview screen will appear. The Application Summary at the bottom 
shows you the number of items that have been completed for each section. You have the 
option or printing the application or you can click on the Online Info. Submission Forms or 
Action Items / Electronic Sig. Docs tabs to view each individual part of the application 
submission. You can click the Profile tab to see up-to-date information such as GPA. You 
can also return to your Search Results at any time to select a different student to review. 
 
 

  

 

Student 
Names 
will 
appear 
here 
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HOW STUDENTS START AN APPLICATION 

1. Students will login with their EUID and password combination to Studio Abroad on the 
Study Abroad website just as you do. Students do not have to create a new user as 
their EUID already gives them credentials to access the system. 

2. When reviewing a program, if applications are open the student will see an Apply button 
in the top right section of the program page. 
 

 
 

3. Next they will select the available term. 

 
4. Once they select the term and click Apply, the Program Application Page will appear. 
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5. Under Online Information Submission Forms and Electronic Signature Documents, 

students will click on the hyperlinks to be taken to a questionnaire form or to read and 
sign a document. Once the forms have been submitted a check mark will appear in the 
box to the right under the Received column. 

6. Under Action Items, students will click the links to completed actions such as paying 
application fees, etc. 

7. Once a form has been submitted, students should contact the Faculty Led Program 
Coordinator to make revisions to any form. 

8. All of these preliminary steps must be completed before the Faculty Led Program 
Coordinator will update the status from Pending to Under Review for the Faculty 
Leaders to review applications.  

9. Faculty Leaders will review applications and email the Faculty Led Program Coordinator 
to approve or not approve a student application. 

10. The Faculty Led Program Coordinator will update the application status to Awaiting 
Confirmation Payment. The student will receive an email that they have been accepted 
to the program and now will have further documents and action items to complete from 
the Program Application page including paying their confirmation deposit. 

11. Once the confirmation deposit has been paid, the Faculty Led Program Coordinator will 
update the application status to FL Participant. This will open all necessary documents 
and action items to be completed prior to departure. 

 

QUESTIONS 
You can find additional assistance at the Studio Abroad/Terra Dotta knowledgebase by clicking 
the link below: 

https://tdsupport.force.com/support/apex/Public_Article_Search?inapp=1 

For other questions and information, please contact the Faculty Led Program Coordinator: 

FacultyLedPrograms@unt.edu 

940.565.2207 

 

 

https://tdsupport.force.com/support/apex/Public_Article_Search?inapp=1
mailto:FacultyLedPrograms@unt.edu
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