Will Tregidga, Coordinator, International Marketing

University of Otago, Study Abroad and Exchange applications:
Selecting papers in eVision

When a student has applied to the University of Otago through the online eVision portal, the home
page for the student will look something like the following screenshot. To go ahead with selecting
the papers (courses) they would like to take at Otago students should now select the button circled
in red below, as opposed to the current manual process of completing and uploading a course
selection form.
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The next screen to show after selecting the “Course Enrolment” button is shown below. Students
should click the button circled in the screenshot once it is available in the admissions process:
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Mandatory information the University is legally required to gather each year.

Select the papers you want to study in 2016.

The paper selection process is then initiated through the following screen. Students need to click
the circled button to progress on this screen:
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By clicking the “View” button shown on the previous page, a search function will open as shown
below. In this example | have typed in MAOR110 and added the paper by clicking a green cross that
opened next to the paper in the search module on the left. This populated MAOR110 into my
papers table on the right (circled). 1 am now attempting to add “MICR221":

You can request Special PEMISSIon 10 SEIECt e paper Make your reqUest rom the 'Review and
confir page at the end of the paper selection process. If you pian 1o request special permissian, you
may wish 10 select an additional paper now that you subsequently delele if your request for special
permission is approved
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| get the warning shown below when | try to add MICR221, because | have not completed the Otago
papers which are prerequisites (in fact, no study abroad and exchange students will have!), the
paper will not appear in my list on the right hand side of the page (MAOR110 does not have a
prerequisite, this is why it appears). This is not so intuitive for study abroad students, and there will
undoubtedly be confusion from students why the paper hasn’t been added. The process to add
papers that have Otago prerequisites will now be described.

Conditions not met

“ou do not meet at least one of the conditions for this paper. Please select an altemnative paper or request special
permission

Prerequisite: CELS191 and CHEM191 and 36 further 100-level points
Recommended preparation: HUBS191




When a student submits their paper selections (small red circle on previous screenshot) the
following screen will show:
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Scrolling down a student can then choose the green button to submit, or as most students will need
to do, add an upper level paper that has Otago prerequisites. Click red circle in screenshot below
(“Request Special Permission”):

Check your timetable based on your current paper selections.

Note: Your timetable won't include any papers that reguire departmental or special permission.

View Timetable
Course fees
Fees are not yet available.
| View Course Fee
Assessment
Programme specific questions *
Programme
Certificate of Proficiency COP Study Abroad T

Special permission
Do you need to request Special Permission to add a paper?

If you wish to repeat a paper that you have previously passed you must be enrolled on a Certificate of
Proficiency (COP). If you are not enrclled on a COP, select Programmes and papers to do so now. If
your reguest for Special Permizsion is for another reason, select Request Specigl Dk

[ Programmes and papers |

Any comments or questions?

Enter a guestion or comment for the staff member reviewing your submitted course.

Submit for Course Approval

Once you are happy with your paper selections, please submit these for approval. You can submit papers
for approval even if you have a timetable clash or are over the workload limit.

Want to change your paper selections? m

Want to save these papers, and come back later to make changes? Panse and hold my

Ready to be Course Approved?




The next screen to show is this:
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Students need to type in the code of the paper required, the “Search for a paper” field above will
auto-fill with the paper. After clicking “Continue”, circled above, the following screen will show:
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The next screen gives students a choice for whether they want the paper that special permission is
being asked for to replace an already selected paper if permission is granted:
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“You will shortly receive a message in your Portal in-tray confirming your application has been submitted.

i The reference number for this application is: SP2016-6709872-0006.
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Timetable “Your request now needs to be reviewed by the University. You will be advised of the outcome via your
Scholarships and Awards Portal in-tray.

i e Select the Continue button to return to the Review and confirm page.

If you wish to request special permission for another paper, please repeat this process once you are
returned to the Review and confirm page.
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Clicking “Continue” takes students back to the paper selection screen as shown on the following
page.



Back on this screen students once again have option to request special permission to take another
Otago paper with prerequisites, or submit papers by clicking the green button circled below. The
green button will only be available once a student has received permission from Otago to take at
least one of their specially requested papers that have prerequisites, OR they have chosen at least
one 100-Level paper:
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Students may revisit this paper selection again at a later date as well as being able to change papers
once they have arrived on campus.



