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Welcome to your new role in admissions at The University of Manchester!

	Book onto the following training sessions: 
	

	Induction session with central admissions – use booking for on admissions intranet pages.
       Before attending your induction, please:

· download and read through the Student Admissions Policy
· Familiarise yourself with your central admissions contact details and the Admissions Intranet Pagehttp://www.raid.manchester.ac.uk/ - Student admissions – New starters
· Glance through the information provided to applicants on the University website: 

http://www.manchester.ac.uk/undergraduate/howtoapply/
http://www.manchester.ac.uk/postgraduate/howtoapply/
	

	Admissions training session (mandatory)
Undergraduate: Getting to grips with UCAS and UCAS Admissions –UCAS (2 half day sessions)

Postgraduate and Direct Entry: Postgraduate and Direct Entry Admissions (2 half day sessions)

To book a place:

 http://www.staffnet.manchester.ac.uk/employment/training/it-systems/campus-solutions/admissions/index.htm
	

	Verification training (mandatory)
See Admissions intranet http://www.raid.manchester.ac.uk/student-admissions/training-events/
See Bulletin for dates
	

	Discoverer training

http://www.its.manchester.ac.uk/trainingcourses/coursesforstaff/discoverer/
	

	Livelink quick guide 

On-line user guides are available at Livelink Information and User Guides. For new users basics course or the quick reference guide will be a good starting point. 
	

	Request access for the following systems and databases:
	

	Campus Solutions

Complete BAS Access Request form (Campus Solutions (Recruitment and Admissions)) from the drop-down    http://remedy.manchester.ac.uk/cgi-bin/BASUserAccess/controlpanel.cgi
	

	 English Language verification services

IELTS/ TOEFL / PEARSON : http://www.raid.manchester.ac.uk/student-admissions/application_assessment/verification/englishlanguageverification/
	

	Livelink

Complete BAS Access Request form (choosing Livelink from the dropdown in the ‘Business Application’ section)  http://remedy.manchester.ac.uk/cgi-bin/BASUserAccess/controlpanel.cgi
	

	UCAS Weblink access  (for UG members of staff only)
Please contact the relevant member of our clerical team, providing your email address, academic school and internal telephone number.
	

	DSE Bulletin list

Request that your email be added to the DSE bulletin list.  Send your contact details to dsenews@enews.manchester.ac.uk
	

	QUALIFIES web service:  http://qualifies.pss.manchester.ac.uk/login.aspx
The Qualifies Database is secure and only accessible to authorised users. To register, please use your Manchester email address to register at the URL.
	


Further information
Intranet

SRID intranet at http://www.raid.manchester.ac.uk/  is a very useful source for staff working in Admissions, Recruitment and/of International Development. Please add it to your favourites and spend a few moments to become familiar with it. If something is not working well on the Admissions section in the intranet, if the information is not clear or you have any comments on how it could be improved, please email your central admissions contact.
The Bulletin

Bulletin is a newsletter containing important updates from the Directorate for the Student Experience.  It is sent out every two weeks and provides updates about operational issues, training, International visits, admissions information for key points of the year.
Recruitment and Admissions Networks

The purpose of the Networks is to ensure that staff are kept informed of institutional developments in recruitment and admissions. They help to ensure consistency in key process areas to support strategic objectives by brining together Schools and DSE staff to share good practice across schools and support the ‘single team’ approach to administration of admissions and recruitment activities.

Information about the Networks is included in the DSE bulletin and on Admissions Intranet.
Campus Solutions Access

When you request access to Campus Solutions, you will be set up with the role you requested and will be sent confirmation once this is done.  To log into your new account, you will need your username and your password is your date of birth written in eight digits (DDMMYYYY).
Discoverer

Discoverer is a reporting tool which interrogates the Campus Solutions database providing data which can be exported into Excel. You will need to request access before you can attend training.
preQuals
preQuals is a database offered by the International Office to provide admissions staff with qualifications equivalencies, ranked institutions and information on previous recruitment within each country.
The international office provides a referral service so you can send any international or EU qualification queries directly to them.  See the form at the following link for further information: http://www.raid.manchester.ac.uk/international-office/international-qualifications/.
UK Naric

The National Agency responsible for providing information, advice and expert opinion on vocational, academic and professional skills and qualifications from over 180 countries worldwide.

http://www.naric.org.uk/. For further information about UK Naric and how it can help you, please contact Fran.Halliwell@manchester.ac.uk .
Link to the IT training Admissions Guides

http://www.its.manchester.ac.uk/trainingcourses/coursesforstaff/campus/recadm/ra-material/
Link to IT Training sessions

http://www.its.manchester.ac.uk/trainingcourses/coursesforstaff/campus/timetable/.
The Admissions Office
Catherine Schofield, Head of Student Services Operations 

Alison Charles, Undergraduate Admissions Manager
Tania Smith, Admissions Officer (Contextual data and UK qualifications)

Admissions Clerical Team:
	Staff Member
	School
	Tel
	Email address

	Mark Corrin


	Humanities
	64034


	Mark.D.Corrin@manchester.ac.uk


	Matthew Schofield
	MHS and FLS
	58847

	Matthew.Schofield@manchester.ac.uk

	Patrick Feehan

	EPS
	50377
	Patrick.Feehan@manchester.ac.uk



If your contact is not available please free to contact the other clerical team member
