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How TO LOG-IN TO STUDIO ABROAD

1. Go to studyabroad.unt.edu.
2. Click MyStudyAbroad Login.

§ UNT International
UNT Study Abroad Office

EST. 1890 UNT Students Faculty & Advisors International Students Parents  Passport Office 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.

Please log in using your EUID and Password:

Mew User Registration

Username:
‘ |

Password:

New Administrative User:

Forgot your password? If you are a new admin user of this site

and require assistance logging in, click the
link below which describes the type of user
you are:

Recommender

Reviewer

Staff

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.

UNT International

Study Abroad Office

i EST.1890 |

Your Home Page : Steven Anderson - Applicant Home Page

e This i vour homepage and it provides you an overview of your application activity, In erder to complete or see the details of an application, you need to click cn the name of the program under the "applications filed” column.

Warning: you will no lenger be able to acoess an application altes its ‘deadine date’ and any further changes meed 1o be handled by a stall member.
¥ Summer, 2018 Steven Anderson
- Stevenanderson@my.unt.edu

LN e aunt Proposal {Completa Application})
b el No Edit Profile

Image
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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.

UNT International

1 )
Study Abroad Office
UNT y

EST. 1890

Logout | Applicant Home | Admin Home | User: Steven Anderson

Administration> Home

Administration : Home

e Below are several administrative areas that allow you to manage your programs, applications, applicants, as well as site and system settings.
Admin Settings Share Reports J| Query Watches | Manage Folders
RS ) m

Saved Queries:

i@ Uncategorized

) Check all Move checked items to: |- Choose Folder - ¥

(1 [ 5100 Application Fee PAID - Pending & Under Review BENaE
[ P All Status program participants 2017-2018 B X5
[ [ Eagles Abroad - CHINA B WX H)
1 [P Eagles Abroad - IRELAND BN X ®)
(] B Eagles Abroad Treland Course Selections W X ®)
[ [ F-$100 Application Fee PATD ExSy
£ B .- 5500 Confamaton Deposi P B9

Saved Reports:

8 Uncategorized

) Check All Move checked items to: |- Choose Folder - ¥

Terra Dotta Support

O [ Cannes Spring 2018 Raport W R = Browse Knowledgebase
[ B Student Information Report «an View Support Alerts

& Shared Reports

{8 Stock Reports
My Information Requests
Combine Queries & Reports

- No requests for information
- Select a Query - a®o iy
- Select a Report - M

Making the Most of Studio Abroad 3
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How 10 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.

Applicant

Profile Admin

Applicant

Bl Applicant Admin
Profile Admin

Search

Applicant Admin Advanced Search

Program Admin Locator Search

Process Admin Exchange Balances

Website Admin New Application

Alumm Information
System Settings

Program Admin

2. Select Application Parameters, then click Next. l

New Query Wizard

B Choose the type of information you would like to query:

- Application Parameters

| Program Parameters

| Applicant Parameters

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.

Application Parameters:

Application Cycles:

ST O T

Spring Break 2017 -
) | Summer 2018

Summer 2017 .

Summar AR

Making the Most of Studio Abroad 4
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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.

Application Status:

[l Pre-Application ¢l Pending Il waitlist
¥ Completed

#| Under Review

| Approved ¥l Confirmed [l Not Selected
|| Selected # Awarded || Award Cancelled
#| FL Participant
¥ Awaiting Confirmation Payment
¥ UNT Approved
| withdrawn

|| Program Cancelled

@ all ) exchange () non-exchange

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

UNT Faculty Led: Tracing Darwin's Path - Chile Cape Horn Biosphere Reserve (PHIL/BIOL)

UNT Faculty Led: UK & Ireland - British Isles Field School (GEQG)
- UNT Faculty Led: UK - British Broadcasting in London (MRTS)

UNT Faculty Led: UK - Mayborn in London (JOUR)

UNT Faculty Led: UK Global Perspectives in London (HNRS)

UNT Field Trip Registration

UNT Field Trip: Music Education in Austria

Accademia ltaliana Salerno Direct Enroll - Summer

Alliance for Global Education - 21st Century City

Alliance for Global Education - Contemporary India: Development, Economy, Society

Alliance for Global Education - Global and Public Health at Manipal University

4. Your query results will appear along with the options for naming your query and saving.

e Fallowing is & fisting of appications that meet your search criteria.

ﬂ

ot

Options: - Select Opben - * | Progress Audit; - Selact Phase - v
Save Search: o Seacch

[You searched for all applicants. within Oulgoing programs for the program name UNT Faculty Led: UK - British Broadcasting in London (MRTS) that have applied for the term Summer 2018,

| Program
FL Partexpant UNT Facully Led: UK - British Broadeasting in Londan (MATS) (15 13259

Awaiting Confirmation Payment UNT Faculty Led: UK - British Broadcasting in Lomdan {MATS] |

s
walist UNT Facultly Led: UK - Britinh Broadeasting in Londen (METS) (00 17547

Awaibeg Conhrmabon Payment. UNT Facully Led: UK - Brilish Broadeasting in Lomdon [MATS) (10 33633

Swaitng Confirmaten Payment UNT Faculty Led: UK - British Breadeasting in Losden {MATS) (15 33588
FL Partiespant UNT Facully Led: UK - British Breadeasting in Londan (MRTS) (10 13587

Walist UNT Faculy Led: UK - British Broadcasting in Londen {MRTS) (15 33610

Awaiting Confirmation Payment | LINT Faculty Led: UK - British Broadeasting in Londan (MRTS) (70 22564

st Selecked UNT Faculy Led: UK - British Broadasting in Lunden {MRTS) [15 33554

UNT Faculty Led: UK - British Breadcasting in Lamdsn (MATS) (15 33568
UNT Faculty Led: UK - British Broadeasting in Londen (MATS) (12 19877

st Selncted UST Facully Lads UK - British Broadeasting in Lomden (METS) (15 23533 -
FL Participant UMT Faculty Led: UK - British Broadcasting in London {MRTS) (15 33580 -

FL Pamicipant UNT Faculty Lad: UK - British Brosdeasting in Laaden [MRTS) (10 1382 -
Awating Confirmabon Fayment UNT Faculty Led: UK - British Brosdcasting in London (METS) (15 33333 -
UNT Facully Led: UK - British Broadeasting in Londan (METS) (10 22553 «

Hak Selected UNT Faculty Led: UK - British Broadcasting in Londen [MRTS) (io 33872 -

L Participant UNT Farailty Led: UK - Britinh Broadéasting in Lundon {METS) (15 13588 -

FL Fartiopant UMNT Faculty Led: UK - British Brosdcasting in London (MRTS) (10 33563 -

L Particoant UNT Faculty Led: UK - British Broadeasting in Londen {MRTS ) (10 21564 -

FL Farsicpant UNT Faculty Led: UK - British Broadcasting in London {MRTS) (16 13537 -

L Bamicipant UNT Faculty Lk UK - British Broade asting in London (METS) (1D 17367 -
FL Farticipant UNT Faculty Led: UK - British Breadcasting in Londen (MRTS) (10 1284 -

pp——
it rankad)
et rakad)
rit rackad)
o sl
bt rasid
nat raked]
Pt rasiad]
rat ranked)
rak raskad]
it rankad]
mat raskad)
et raskad)
rarkad 1)

rit raskad]
e raknd |

runknd 1)

ot rankad)
Lt
ranked 1)

nct raskad]

Group your resulls by: | Appicant v
| Term
Summer, 2018

Summar, 3918
Sammer, 2018
Sammer, 2018
© 2038
., 2018
, 2018
1 2918

Smmer, 1018

Sammer, 2018
Summer, 2018
Sammer, 2618
Sammer, 1018
Sammer, 2018
Summer, 1018
Sammer, 2018
Summer, 2018
Sammer, 2015
Summer, 2019
Sammer, 1018
Sammer, 2018
Summer, 2018

Found: 23 applicants / 23 aw
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5. Type a name for your query in the Save Search field and click Save Search.

Administration> Search> Results

Search : Results

e Following is a listing of applications that meet your search criteria.

Search Results

Options: | - Select Option - ¥ | Progress Audit: |- Select Phase- ¥
‘ Save Search: |Br'rtish Broadeasting in Londen Application List || 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.

My Queries & Reparts
Saved Querias:
. Uncateganzed
Check all Mova chacked ltems to: |- Choose Folder - +

R 5100 Applicatian fas DATD - Daniing & Uinder Revie - Musa®n
Al % Prog: ichpant

Ateaad S 0}
B ractes Tratand Comirsm Salactinn ®
L1 B ro- 5000 Application Fas PAT o =

BB v - 5300 Confirmation Deposit Paid @

NOTE: You can edit your query at any time by clicking the pencil icon N to the right of your
query.

Making the Most of Studio Abroad 6
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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.

Administration> Home

Administration : Home

Below are several administrative areas that allow you to manage your programs, applications, applicants, as well as site and system settings.

e

My Queries & Reports

Saved Queries:

@8 Uncatcgorized

|| Check all

2. Click the New Query Watch button.

Query Watches : Manage All

0 Following is a listing of your watched gueries.
I Results 1 -2 of 2

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. lgnore Report format for export.

Making the Most of Studio Abroad 7
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Query watch name: ‘ British Broadcasting in Londi

Duration: —) Start Date [T 11/01/2017 (Format: mm/dd/yyyy)
End Date (optional) i _ (Format: mm/dd/yyyy)
Frequency: — |Daily v every| | [hours ¥ | starting at 7:D0AM and ending at I:I (optional)

Name of saved query: - | Please select one v

Actions taken on update: - ¥ export || email | custom process EI workflow
Records included in actions: — ¥ ¥ our O ALL

Report format for export: | Please select one v

(saved report definitions provide the field selections for exports)

| -cemcel- || -Resst- || -Add>=
Report format for export: Please select one
(saved report definitions provide the field selections for exports)
Email from: EE—) | Faculty edPrograms@unt odu ¥
Email recipient list:
steven.andersonBunt.edu _

3977 | characters left

- Send email to the addresses in query watch search results

(displayed above induded data records)

©@ privacy Wamning: Any images or other files linked or embedded through the WYSIWYG editor into the body of the message are accessible by public URL, meaning that no secured access
restrictions are applied. Care should be taken not to attach sensitive or confidential information.

| Font -|| size || Fomat -/|o8 ® B @ @ 5| eswe 0 = @
/B 7 ulls = x |l = = =||i= = =|m B = (a4

Include list of records in email

® Yes No {—
[ -Cancel- - Reset - -Add > | (—

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.

I. Click Add to add your Query Watch.

Making the Most of Studio Abroad 8
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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.

Administration> British Broadcasting in London Application List

Administration : British Broadcasting in London Applicati

e Following are the results of vour saved search.

Options: |- Select Option - ¥ | Progress Au
- Select Option -
Send email _
Results fd 5.4 gis [text massage) ndon Applica
You searchi 15,4 export ns for the progr
Excel export
Create report <{mmm

Batch status change
ST LS Batch review status
Batch info edit
Name Batch app tags Program

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.

Administration : Report Wizard

e Please select the type of information you would like to use in creating your report.

Primary: Secondary: Grouping:

Term/Year
Program Mame

Location City/Country

) @ Q@ Application Status

_—) @ Mone (alphabetical by last name)
|« | Include record count for grouping

Check Everything | Uncheck Everything —

| Programs & Terms

Making the Most of Studio Abroad 9



] STUDY ABROAD Fj :
Studio Abroad - Faculty Led Programs UNT International d UNT

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.

B Applicant Parameters
Gender

Check Everything | Uncheck Everything Email

B programs & Terms pos

D= Home Institution

[ _—
Label . Partner Institution

Program Name Home Institution

Academic Level

Term

Most Current Value ¥
Year

Academic Career
Application Status IMost Current Value ¥
Deadline UNT Cum GPA

Decision Date Most Current Value v
Program Currently Assigned City Academic Plan

Most Current Value ¥
Program Currently Assigned Country

Country of Citizenship
Program Currently Assigned Region Most Current Value ¥

Program Date Record: Start Date EIS ID Number
Program Date Record: End Date Total Hours

B program Parameters IMost Current Value v

Featured Programs by College Primary Email

Fields of Study Degree Major

Minimum GPA Requirement Ethnicity

Additional Features Mailing Address 1
Program Type Mailing Address City
UNT Faculty Leader(s) Mailing Address State
Academic Level Mailing Address Country
Faculty-Led Program Term Mailing Address Postal Code
Additional Requirements Permanent Address 1
Prior Language Required Permanent Address 2
Language of Instruction Permanent Address City

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.

‘ Save Report As:  British Broadcasting Applicant Report
- # New Window Export as Excel Export Essay Content

[ <cancel || -Reset- || Resuks> |

|

Making the Most of Studio Abroad
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How 10 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.

& listing of applications that meet your search criteria.

Options: - Select Opben - * | Progress Audit; - Selact Phase - v
Save Search: Sanm Search

[You searched for all applicants. within Oulgoing programs for the program name UNT Faculty Led: UK - British Broadcasting in London (MRTS) that have applied for the term Summer 2018,

Group your results by: | Appcan

Results

Student
Names
will
appear
here

UNT Faculty Led: UK - British Brosdeasting in Londen
UNT Faculty Led: UK - British Broadcasti London
UNT Facully Led: UK - British Broadcast

UNT Faculty Lk UK - British Bros
UNT Faculty Led: UK - Dritish Broa
UNT Faculty Led: UK - British Broa,
UNT Faculty Led: UK - British Broateasting in London

{MATS} (10 3157

Found: 27 applicants / 23 spplications

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.

0 L5 the tabe below to view and change Infarmation for this applicasion,

m

Edit Profile]
UNT Faculty Led: UK - GBritish Broadcasting in Lenden (MRTS)
Sumimer, 2018
Status: FL Participant

Qutgaing Applicant

— Add ag o apphe

Print Apgilcation —

Making the Most of Studio Abroad
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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.

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

UNT Faculty Led: Art Museum Education in ltaly (AEAH)

Florence, Italy; Milan, Italy; Naples, Italy; Rome, Italy (Outgoing Program) v Featured:

Summer, —) | Apply || Requestino || Print |
Summer 8WK

Program Terms:

Restrictions: UNT applicants only
Program Cost: | Summer 8WK
Dates / Deadlines:

Term Year App Deadline Decision Date Start Date End Date

Summer 2018 02/01/2018 == Rolling Admission 05/27/2018 06/22/2018

** Indicates rolling admission application process, Applicants will be immediately notified of acceptance into this program and be able to
complete Pre-Departure / Post-Decision Phase materials prior to the term's application deadline.

Next they will select the available term.

Your Home Page> Available Program Terms

Your Home Page : Available Program Terms

e To create your application, Select the term and year to which you are applying. When you are ready to create the application, click on the "Apply’ button at the bottom of the page.

Available Terms

Summer, 2018

[ <camei- || Resst || -Appy> |

Once they select the term and click Apply, the Program Application Page will appear.

Program Application Page (Application / Registration Phase)

6 This page shows current and reguired elements of your application in the aoplication / registration phase. Unless otherwise indicated, vou should assume that all dhements of the right-hand cobumn [action items, ehectronic signature documents, recommendations
and anline Informatian submissions) are required far your application ta be considered complete,

Application Instructions

Program:  UNT Faculty Lod: Art Musaum Thank vou for your interest In studying abroad on a UNT Faculty Led Program! Yeur application Is not comalete untll vour $100 application fee has been pald. Programes are open undll February 1 or untll
Education in Italy [AEAH} registration is full,

Tarm/Year: Summer, 2018

Deadline:  02/01/2016

Dates: 05/27/2016 - 06/22/2018 Online information Submizsion Formis)

Click the follawing to view and complete the follawing cakine infarmaticoa submission form(s]. You may begin an cnling infarmation submissan form and save it for [ster completian, but nobe that you must dick Submit in arder for
the onkne mhormption sokmission foem 4o be Iogged as complete and ready for rmvewn.

ooo

Submit Student Corsent to Release Information to dual vla Orfine Application

The falkeing is the current iteecary for your
program. Piease folow any instructions disclayed ta
provide the inkicmation requrad to camplate i,

o focation
Start Date: 05/27/2018
End Date: O6/23/2018

Submit Study Abread Applicant Information via Online Application

wpload PO of nofficsl Transeript via Onfine Aoplication

Electrenic Signature Document(s)

Cilck the fallowing t= view and digtaty sga imporant documents tn indizate ysor agreement snd understanding.

I EEEEEEEEE———————N
Sign Acknowledgment of UNT Application via Onfine Application - Faculty Led [&]
Sign Adcknuwledgment of UNT Communication Policy via Online Apglication o
Sign Student Agresment via Daline Appfication - Faculty Led [u]
ancial Obligation Apresment via Onlina Application - Faculty Led [m]
a

hideawal Policy via Online Applcation - Faculty Led

Acbon Thems require you te do sometheg such a5 miske 8 payment or burm = 8 hard copy of 80 dem. These sbema wil be marked 85 recerved by the Study Abrosd Dffice once comeleted end processed.

Makg Pavment of $200 Application Fee via Orline Application (=]

Making the Most of Studio Abroad
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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.

11.0nce 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

Making the Most of Studio Abroad
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