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 What’s New at The Graduate School? 

• People 

• LionPATH 

• Web Site 

• Application Updates 

• Reference Portal Updates 

• GRADS Updates 

 



People 

Lori Cottrill   lac102 

 Director of Network Operations and Data Systems 

 Lori joined The Graduate School in November 2012. 

 

Gillian Kinney   gak139 

 Programmer/Analyst 

 Gillian joined The Graduate School in May 2013.   

 She and TJ Collins are responsible for the new updates  

 and features in GRADS this year. 



LionPATH 

Keep Application and GRADS (interfaced)  

Or 

Integrate with LionPATH 

? 

 
LionPATH is the name given to the project to select and implement 
a new student system.  Several members of The Graduate School 
spent a significant portion of this year working on the LionPATH 
project.  We have wavered several times between thinking we will 
keep our application and GRADS or thinking we will move them 
into the new system.  The fit-gap analysis to be completed during 
the first quarter of 2014 will help determine our path – integrate or 
interface.  Regardless, as LionPATH’s live date is slated to be a few 
years in the future, we will continue to work on our current 
application and GRADS during that time. 



WebSite 

• www.gradschool.psu.edu 

• How to Apply 

• Access an Existing Application 

• Faculty & Staff > GRADS 

In September 2013, The Graduate School launched a new web site.  The 

following screens show the new How to Apply button for new applicants, as well 

as the link to Access an Existing Application for those who have started or 

submitted an application.   

 

GRADS was moved to the Faculty & Staff page and is accessible from the left 

column or the middle link.  If you have bookmarked GRADS and are being asked 

twice for your token input, this can be resolved by copying/pasting the following 

and saving it as your bookmark: https://secure.gradsch.psu.edu/cosign/grads/ 

 

http://www.gradschool.psu.edu/






Application Updates 

• Request Help and FAQ  

• Reference Updates from Status Page 

• Email Address Change from Status Page 

• State Regulations about Program Validity 
• http://www.worldcampus.psu.edu/degrees-and-certificates/educational-leadership-masters/state-

regulations/1379 

• Clery Act Compliance 

• Payment Portal: Interim Page Added for Check/Money 
Order or Credit Card 

 

** Changes to application will be effective 10/14/13. 
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Request Help 

• The Graduate School now uses JIRA for our help desk tracking.  A Request Help tab 

was added to the application for any questions/problems. 



FAQ 

• Our new web site also brought a new Frequently Asked Questions (FAQ) page, complete 

with anchors to pertinent subject areas.  This page is available from the application, as 

well as from the web site. 



Status Page Updates 

• Applicants are now able to remove and add references in addition to updating. 

• Applicants also have the ability to provide a new email address. 



State Regulations about Program Validity 

• The above disclaimer was added to the application to provide information about World 

Campus programs that have certain restrictions in certain states.  The World Campus 

maintains their page (accessed from the link above) to give applicants details about 

applicable programs. The following slide shows this page, as it appeared in October 2013. 





Clery Act Compliance 

• The above page was added to the application to comply with the Clery Act and provide 

applicants crime statistics about the campus to which he/she is applying.  These statistics 

are provided on the police pages linked above. 



Reference Portal Update 

• File upload or text box entry separated 

• User can view uploaded file for confirmation 

• Buttons, text, and links rearranged 

• Emphasis on hitting Submit button 

 

** Changes to application will be effective 10/14/13. 

 

Over 75,000 references are provided for applicants each year.  This year’s updates 

provided further clarification and cleaner instructions for these users, including 

reminders to submit the materials. 



File upload or text box entry separated 

• Previously, the option to upload a file or fill in a text box were given on the same page, 

potentially causing some confusion.  Buttons now provide a clear choice. 



User can view uploaded file for confirmation 

• Users can now confirm that the correct file has been uploaded before submitting. 

• User is reminded to click the Submit button. 



Text box alternative 

• Users also have the option of filling in a text box instead of uploading a file. 



GRADS Updates 

• Cannot see detail for unpaid applicants 

• Unpaid applicants can still be seen on the list, however, detail is not 
available until the applicant’s fee is paid. 

• Request Help 

• Front page 

• Applicant list 

• Program Specific Settings 

• Applicant list caching 

• Level 2 users can designate Level 3 users able to update program labels 

• Applicant notification preferences 

• Can email students about his/her status on demand (from detail) 

• Mass payment for checks (similar to waivers) 

• Excel download: filtered and sorted 

 

 

*** Changes to GRADS will be effective 11/4/13. 



Request Help Button 

• A new Request Help button is located on the right edge of each screen in GRADS. 

• Clicking on this tab will open a GRADS Help window that you can use to request help or 

offer suggestions about changes to the GRADS system. 



GRADS Front Page Changes 

• GRADS users now have the choice of selecting Degree or Certificate applicants by 

clicking on the appropriate button. 

• Several radio button choices were replaced with drop down options. 

• From here, there are updates, as well, from within the View Applicant List and Soft/Filter 

Applicant List options. 

 



Changes to View Applicant List 

• Customize List and Program Management were moved to the bottom in order to maximize the space on 
the screen to view the applicant data without the need to scroll. 

• In this screenshot, both Customize List and Program Management are expanded, but they can be 
minimized by clicking on the blue triangle in the box. 

• Fields to be displayed on your screen can be added/removed by indicating a check mark next to the field 
in the Customize List field choices.  For example, if you always deal with only one campus, you can 
uncheck it to gain more space for other data fields. 

• The sort and filter were changed on this screen. You can sort using the up/down arrows next to the field 
name and filter using the drop down box option for each field. 

 



Program Specific Settings 

• Choosing “Set Program-Specific Application Features” from the View Applicant List (above) will open the 

options below.  There are several new features that you can access from here.  These include new 

features in “Set program specific settings” and a new feature “Set applicant notification preferences”. 



Applicant list caching 

• Applicant list caching enables a user to download the list of applicants once and store it in local memory 

for a period of several hours, eliminating the need for GRADS to download the list again and improving 

system speed and performance.  We believe this will be particularly helpful to programs that have several 

hundred applicants.  You can take advantage of this feature by checking the box within “Set program 

specific settings” and entering a number in the Duration field.  We recommend this duration be set to 4 or 

8 hours (half-day or day), as the new applicant data is uploaded to the mainframe once per day. 

• When individual applicant detail is selected from the applicant list, the most updated information is 

retrieved each time for the individual. 

• This feature is optional.  If you choose not to use it, verify that the box is not checked. 



Level 3 designation 

Also from within “Set program specific settings”, there is now an option for Level 2 users to 

designate Level 3 faculty to be able to update Program Labels. The access ID of each 

faculty member should be entered in this box, each separated by a semi-colon.    



Applicant notification preferences 

• Choosing “Set applicant notification preferences” enables to user to set up template messages that will 

populate the applicants’ status page and be available to send on-demand emails to applicants. 

• The above example shows templates for Missing GREs, Missing Official Transcripts, and All Done.  

These notification choices will then appear, in the order assigned, within the detail of the applicant’s data 

(shown on an upcoming slide). 

• Each program has the ability to set up its own template choices. 

• If you wish to provide a message for more than one missing item (for example, missing GREs and official 

transcript), a notification template will need to be created for this combination and any other combination 

required. 



Notification Edit 

• When a user chooses to create/edit a template, options are available, as shown above. 

• The status page message and email can each be changed independently from Enabled to Disabled in the 

future if no longer used. 

• Sort order defines the order this notification will appear in the drop down within the applicant detail. 

• Users can define the text to appear in the status page, as well as the text, header, and sender for the 

email. 

• Note that %firstname% and/or %lastname% can be used to personalize the email message. 

 



Notification within the applicant detail 

• Within the applicant detail, there now appears a Notification drop down, to be selected, as 
appropriate. 

• Choosing a notification will cause the message to appear on the applicant’s status page, 
enabling the applicant to see this when checking his/her status. 

• There is also an Email link to the right of the Notification drop down that will open the 
email information that can be sent to the applicant.  Clicking on the Email link allows the 
user to view and edit, if necessary, before sending the email to the applicant, as seen in 
the next slide. 





Mass payment for checks 

• Similar to the function that enables programs to do a mass waiver payment, a mass check 

payment can now be performed, by checking the box.  This option is found from Program 

Management from the View Applicant List  and selecting Initiate Mass Payment Process. 



Sort/Filter Applicant List 

• Sort/Filter Applicant List now has a new look, as well, with changes similar to View 

Applicant List. 

• After the applicant list has been sorted/filtered, choosing the download to excel icon will 

produce an excel file reflecting the same list that appears on the screen.  Previously, all 

applicant information was downloaded, but this updated feature allows for better 

refinement of the list. 

 



Customize List 

• Many additional fields are available from the Customize List option within the Sort/Filter 

view.  Users can choose fields individually to be added to the column layout.  Use the 

arrows to select and order fields, as desired. 



Save and Share Lists 

• After using Customize List to choose the fields desired and column layout, this list can be 

saved and then shared with others.  For example, if a particular faculty group would like to 

see certain data items, this can be saved and shared. 



What’s Next? 

• Additional application questions 
• A few new questions will be added to the application, for use by The 

Graduate School.  These questions include collecting the applicant’s high 
school and  programs in which the applicant may have participated as an 
undergraduate. 

• Updated documentation 

• Updated instructions for obtaining GRADS access 

• Your suggestions 
• The Graduate School always welcomes your suggestions about 

problems you have using GRADS or your ideas to make GRADS 
better.  Please use the Request Help tab from within GRADS to 
send us your suggestions. 



Thank you! 


