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Quick Reference Guide: Selection Process

Management for Selection Managers
· This Guide should be read in conjunction with the Quick Reference Guide: Selection Process Management for Assessors.

· For detailed instructions on using this functionality see the Selection Process Management User Guide at

      www.adm.monash.edu.au/eadmissions-project/user-documentation.html.

· For support in using this functionality email support_eadmissions@adm.monash.edu.au.
Snapshot

1. Manage Assessors in your Assessor Group via Maintain Selection Management Assessors (EADF0016).
2. Create new Assessor Roles to match your selection workflow in Maintain Selection Management Roles (EADF0015) and link Assessors to the new Roles.

3. Set up a new Selection Plan Type in Maintain Selection Plan Types (EADF0017).
4. To ensure that online applications automatically follow the correct Selection Plan, set up a Selection Plan Rule for your Selection Plan Type in Selection Plan Rules (EADF0025).
1. Manage Assessors in your Assessor Group via Maintain Selection Management Assessors (EADF0016).
Navigation:  Admissions > Selection Process Management > SPM Reference Data
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1.1
Query on the Assessor: Query on the Assessor’s Oracle (Callista) username or use the Person Search button (the blue face beside the Person ID field) to search for them by surname and first name (remember to tick the ‘Staff’ tickbox).
1.2
Add the Assessor to your Assessor Group: If the Assessor is joining your Assessor Group, select the Assessor Group from the list of values.

1.3
Give an Assessor Group Level Access: If you wish the Assessor to have Group Level Access to assign/reassign Tasks and take Tasks off hold, tick the Group Level Access tickbox.
1.4
Close/suspend an Assessor: If an Assessor has left the university, tick the ‘Closed’ tickbox. If an Assessor is absent sick or on leave, so that you do not wish Selection Tasks to be assigned to them – and the Assessor has not been able to suspend themselves – tick the ‘Suspended’ tickbox.

1.5
Link Assessor Roles to an Assessor:
· Select any Role you wish the Assessor to hold, by clicking in the first vacant line of the bottom block of the form, and selecting the Role from the list of values. The Assessor will then be available to be assigned Tasks for any Step in a Selection Plan that is linked to the Assessor Role.
· Please note that you can also link Assessors to Roles in Maintain Selection Management Roles (EADF0015).
· The ‘Auto Assign’ tickbox indicates whether the role is flagged to have Selection Tasks automatically assigned to it by the system in Maintain Selection Management Roles (EADF0015).

· The ‘Closed’ tickbox indicates whether the role is closed in Maintain Selection Management Roles (EADF0015). 
2. Create new Assessor Roles to match your selection workflow in Maintain Selection Management Roles (EADF0015) and link Assessors to the new Roles.
Navigation:  Admissions > Selection Process Management > SPM Reference Data
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2.1
Query on existing roles in your Assessor Group: Select the Assessor Group from the list of values in the first line of the top block and query. All roles previously created for the Assessor Group will appear.
2.2
Instruct the system to auto-assign Selection Tasks to a role: Tick the ‘Auto Assign’ tickbox beside the row of the role.

2.3
Close a role that is no longer to be used: Tick the ‘Closed’ tickbox beside the row of the role.
2.4
Create a new role:
· In the first blank line, enter a unique Assessor Role code of up to 20 characters in the ‘Role’ field.

· It is essential that this code follow a strict format, so that it is always easy to find roles on a list of values. See ‘code formats’ below.
· Enter a description of up to 60 characters and select your Assessor Group from the list of values.
· Tick ‘auto-assign’ so that the system will automatically assign tasks to whichever assessor linked to the role is available and has the smallest number of tasks. (If ‘auto-assign’ is not ticked, tasks for this role will be activated but not assigned. An Assessor with Group Level Access will need to check the Assessor Role task queue frequently to assign any new tasks to individual assessors.)
2.5
Link assessors to a role: With the row selected in the upper block of the form, select assessors from the list of assessors in your Assessor Group. For all assessors selected, you will be able to see whether they have Group Level Access, are suspended or closed, according to whether the relevant tickboxes beside their row are ticked. You can view other roles held by the selected assessor by clicking on the ‘Show Other Roles’ button.
Code formats
The following format must be used for Assessor Role codes and Selection Plan Type codes, so Assessors will easily be able to find the right code on a list of values.
· Start each code with two letters designating the major organizational unit that manages the admission (faculty, campus, International Recruitment Services or Monash College).
· Use additional pairs of letters to define the Assessor Role or Selection Plan Type further – see the list of abbreviations below. For instance, if it was necessary to have a Selection Plan Type specifically for Arts Faculty Caulfield campus postgraduate applications, this would start ARCAUG.
· Assessor Role codes (because they can be up to 20 characters long) should separate pairs of letters with hyphens for ease of reading.

· Where an individual course has its own Selection Plan Type or Assessor Role, use the course code as part of the code. For example, an Assessor Role specifically for selection to the Bachelor of Medicine/Bachelor of Surgery might be MN-UG-0040.
Unit/campus/level
Abbrev.

Art and Design 
AD

Arts 
AR 

Berwick
BE 

Business and Economics
BU 

Caulfield
CA 

Clayton
CL

Education 
ED

Engineering 
EN

Gippsland 
GP

International Recruitment Services 
IR

Information Technology 
IT

Law
LW

Sunway campus, Malaysia
MA

Monash College 
MC

Medicine, Nursing & Health Sciences
MN

Off-campus learning 
OC

Peninsula 
PE

Postgraduate 
PG

Pharmacy 
PH

Monash South Africa
SA

Science 
SC

Undergraduate
UG

3. Set up a new Selection Plan Type in Maintain Selection Plan Types (EADF0017).
Navigation:  Admissions > Selection Process Management > SPM Reference Data
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3.1
View existing Selection Plan Types: View existing SP Types for your SP Type Group by selecting your group from the list of values in the second column of the first row and then querying.
3.2
Configure Selection Plan Types so electronic documents and document requirements are loaded automatically to Selection Plans:
· You can decide whether, when a Selection Plan is created from one of your SP Types, any electronic documents attached to the Admissions Person Record are loaded automatically to the Document Management form, and/or whether any other document types that may be required (on the default list of required document types) are loaded to that form.

· To do this, tick the ‘Add E-Docs’ and/or ‘Add Doc Reqs’ tickboxes on the same row as the SP Type.

· If you do not tick these boxes, Assessors will still be able to use the Document Management form manually, by selecting document types that are required for the course, and selecting the document IDs of e-documents that are attached to the Admissions Person Record.

· For the default list of required document types, view the Document Requirements Template (EADF0026; navigation: Admissions > Selection Process Management > SPM Reference Data).
3.3
Delete a step from an existing Selection Plan Type: With the SP Type selected in the top block, click on the step you wish to delete and then click on the red cross Delete button in the toolbar at the top of the form.
3.4
Add a step to an existing Selection Plan Type:
· With the SP Type selected in the top block, click on the step after which you wish to insert a new step, then click on the green plus sign Add button in toolbar at the top of the form.
· Select the task for the step from the list of values in the first column, then the Assessor Role from your Assessor Group list of roles, from the list of values in the second column.

· If you wish to make the step mandatory, tick the ‘Mandatory’ tickbox to the right of the row.

· If the step is auto-assign, and you wish to ensure that it is assigned to the same assessor*, tick the ‘Same Assessor’ tickbox to the right of the row.
[* The ‘same assessor’ is the assessor who performed the most recent previous step in the Selection Plan at which the Assessor Role was the same. If that assessor is not available, the system will auto-assign the step to whichever assessor with that role is available and has the smallest number of tasks.]
3.5
Create a new Selection Plan Type:
· In the first blank row of the upper block, enter a SP Type Code of up to 10 characters.
· It is essential that this code follow a strict format, so that it is always easy to find SP Types on a list of values. See ‘code formats’ above.

· Select your Assessor Group from the list of values. Enter a description of up to 30 characters.

· Tick (or leave unticked) the ‘Add E-Docs’ and ‘Add Doc Reqs’ tickboxes on the same row: see 3.2 above for the effects of ticking or not ticking these tickboxes.
· Insert steps in the Selection Plan Type by the method described in 3.4 above.
4. Set up a Selection Plan Rule for your Selection Plan Type in Selection Plan Rules (EADF0025).
Navigation:  Admissions > Selection Process Management > SPM Reference Data
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The system uses Selection Plan Rules to identify the SP Type from which to create a Selection Plan for an online applications, when these transferred to the Admissions Module. Each SP Type must have one or more rules to direct applications to it. When creating a new SP Type or closing an old one, Selection Managers should always adjust their SP Rules.
4.1
View existing Selection Plan Rules:
· Query to view all SP Rules.

· If you wish to view only the SP Rules for your Org. Unit, select the Org. Unit number for the list of values in the second column of the first row, and query.
· For the selected SP Rule, you can view the Admission Process Category or categories on which the rule operates, and any other details of the rule, in the lower block of the form.
4.2
Create a new Selection Plan Rule from scratch:
· Instea of creating an SP Rule from scratch, it may be quicker to clone an existing rule and alter some of the parameters: see 4.3 below.

· In the first blank row of the top block, enter a SP Rule Code of up to 10 characters. This code should closely resemble the code of the SP Type to which it is related.
· It is essential that these codes follow a strict format, so that it is always easy to find SP Rules on a list of values. See ‘code formats’ above.

· Select the Org. Unit condition from the list of values. Each rule must have one, and only one, Org. Unit number: it will apply to courses managed by that Org. Unit.
· Select the SP Type that the rule will use to create Selection Plans. Enter a description of up to 60 characters.
· You must select at least one Admission Process Category condition, and may select more than one, from the list of values in the ‘Adm Cat’ section of the form. You can only opt to “include” Admission Process Categories; you cannot select “All” or “Exclude”, as you can with the other parameters

· The rule can be set to operate (or not) for specific locations. The default setting for the location condition is “All”. If you wish the rule to include specific locations, or exclude specific locations, you must select one of these options and then list the locations that are to be included or excluded. If some locations are excluded, there must be a second, mirroring rule that includes the remaining locations. For example, if a rule operates only for Caulfield, there must be a second rule that excludes Caulfield (ie, it operates for all the other locations).
· The rule can be set to operate (or not) for specific courses. The default setting for the course condition is “All”. If you wish the rule to include specific courses, or exclude specific courses, you must select one of these options and then list the courses that are to be included or excluded. If some courses are excluded, there must be a second, mirroring rule that includes the remaining courses. For example if a rule specifies that it does not apply to course 0040, there must be a second rule that applies only to course 0040.

4.3
Create a new Selection Plan Rule by cloning an existing rule

· Select the SP rule to be cloned in the top block of the form and click on the ‘Clone Rule’ button. A pop-up window will appear with the existing rule code and description. Change these to the code and description for the new rule, and click ‘OK’.
· The new rule will be added to the form. All its conditions (Org. Unit, SP Type, Admission Process Category parameters, Location parameters (if any) and Course parameters (if any) are the same as the rule that you have cloned. You will need to change at least some of these conditions to ensure that each new application will meet the conditions for only one rule.
· For example, if you have just created a rule that applies to all applications to your faculty except that it excludes applications for a specific course, you should clone this rule. In the new, cloned rule, you should change the course parameter from “Exclude” the specific course code, to “Include” the specific course code.
· For detailed instructions on using this functionality see the Selection Process Management User Guide at

      www.adm.monash.edu.au/eadmissions-project/user-documentation.html.

· For support in using this functionality email support_eadmissions@adm.monash.edu.au.
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