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Quick Reference Guide ­ Forms 
 
 

Form Form Name Key Elements 

SPAIDEN General Person Identification Name, Address, Telephone, Gender, DOB, 
SSN, Citizenship, Ethnicity, E-mail, etc. 

SOAIDEN Person Search Query Form 

SAAADMS Admissions Application Term, Admission Type, Student Type, 
Residency, Application Status, Curriculum 
(major and degree), Checklist, etc. 

SAADCRV Admissions Decision Term, Application Decision, Prior College, 
Test Scores 

SOAPCOL Prior College College, Transcript Received Date, Degree, 
GPA, etc. 

SOATEST Test Score Information Test, Test Score, Test Date, Percentile, tec. 

GOAINTL International Information Visa Type, Nation of Birth, Nation of 
Citizenship, etc. 
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Viewing Student Data 
 
Enter the form SPAIDEN 
 

 
 
Enter the Student ID.   
 
If you are unsure of the student ID, select the Query button next to the ID field.  You will be asked 
the type of search you wish to perform.  If you have the SSN of the student, you can select Alternate 
ID search and search using the SSN.  Otherwise, select the Person Search.   

 
 
  



 
 

5 
 

You will enter the form SOAIDEN.  
 

 
 
Enter the Last Name and First Name of the student you are searching.   
(You can use the % as a wild card if you are unsure of the spelling.) 
 
Execute the query. 
 
Select the ID by double clicking in the ID field.   
 
You will return to SPAIDEN.   
 
Perform the Next Block function until you reach the Address tab.   
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Perform the Next Block function to view Telephone data. 
 

 
 
 
Perform the Next Block function to view Biographical data such as SSN, gender, citizenship, etc.     
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Perform the Next Block function to view the student’s Email address. 
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Viewing An Application 
 
Enter the form SAAADMS 
 

 
 
The student ID should still be in the Key Block.  If not, enter the ID or perform a search. 
 
Enter the term for which the student has applied for admission.  To see all applications on file for the 
student, leave the term empty.  The most current application will be first.   
 
Perform the Next Block function. 
 
  



 
 

9 
 

The first block will show Admit Type, Student Type at admission, Residency, Application Status, 
and intended major.   
 

 
 
Select the Fees, Mail Submission, Withdrawal Data tab to see additional data on the student such as 
withdrawal reason if the student has cancelled their application, legacy if reported, and recruiter.   
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Select the Checklist tab to see items required for the student and if they have been received. 
 

 
 
 
 
Select the Sources, Interests, and Comments tab to view how the application was received or 
interests reported at time of application.   
 

 
 
 
 
Exit the form. 
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Viewing the Admission Decision 
 

Enter the form SAAADMS. 

 

 

The student ID should still be in the Key Block.  If not, enter the ID or perform a search. 
 
Enter the term the student has applied for admission.  To see all applications on file for the student, 
leave the term empty.  The most current application will be first.   
 
Perform the Next Block function. 
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Select Options using your mouse and choose Assign Decision to Applicant. 

 

The form SAADCRV will be displayed. 

 

You can see the decision placed on the student account in the Application Decision tab. 
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Using the tabs at the top of the form, you can choose to view Prior College and Degree information 
as well as Test Scores. 
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Viewing College Information 
 
Enter the form SOAPCOL. 
 

 
 
Enter the ID if the ID has not defaulted in from another form.   
 
Perform the Next Block function. 
 
Information about the student’s previous Colleges attended will be displayed. 
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Exit the form. 
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Viewing Test Scores 
 

Enter the form SOATEST. 

 

Enter the ID if the ID has not defaulted in from another form.   
 
Perform the Next Block function. 
 
The student’s test scores will be displayed. 
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Viewing International Information 
 
Enter the form GOAINTL. 
 

 
 
Enter the Student ID in the Key Block.  Perform the Next Block function. 
 
The Visa Type, Visa Number, Nation of Issue, and Start and End dates for the Visa will be 
displayed. 
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Select the Nationality tab. 
 
The Nation of Birth and Nation of Citizenship will be displayed. 
 

 
 
 
Exit the form. 
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APPENDIX A – Graduate Admissions Codes 
 
Student Types 
First-Time Masters 
First-Time Doctoral 
Non-Degree 
Transient 
Exchange 
Returning 
Continuing 
 
 
Application Status 
I Incomplete items outstanding 
C Complete ready for review 
D Decision made 
 
 
Decision Codes 
GA Accepted 
GC Conditionally Accepted 
GE Preparatory Acceptance 
GP Probationary Acceptance 
GX Denied 
GW Withdrawn – Duplicate App 
 
 
Classification – Decision Code Combinations 
Masters  GA  GC  GE   GX  GW 
Doctoral  GA  GC  GE   GX  GW 
Post Bac  GA   GE  GP  GX  GW 
 


