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Benefits of the AAP Online

« Access the most current applicant

iInformation (including standardized test
scores and GPA)

« Manage your own address information
without contacting the Admissions Office

e Submitted reports are automatically
viewable by the Chairmen and the
Admissions Committees



Logging In
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PeopleSoftS

Login Notes :
AAP Online Web address:

https://heprod.georgetown.edu

Login by typing your net id in the
User ID box and then typing your
password in the Password box.

Click the Sign In button.

PeopleSoft 8 works best when you

use Internet Explorer as your web
browser.
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File Edit “ew Favorites Tools  Help W
Language: English Espafial Francais

[taliano Deutsch Francais du Canada

B*FiE Porugués MNederlands

EJ/PL Syenska
UserID:  |ASPCHA
Password: |esssssss 4
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AAP Contact Information

Manage your AAP address, phone

and email information
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By clicking the “AAP Contact Information” '

erond informetion link on the Home Page, you will be able to
rmAgbuentns view and change your current information
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Alumni Admissions Program 0061746 Welissa Cessato

{(é Contact Infformation

This address is the contact
Address: — . o o .
information that is provided to

2400 41t Street MY, #212
students.

Washington DC 20007

Freferred Marme: Melissa Anne Cessato

Committee: AAPOML AAP Qnline Test Committes

Email: stefanoandmelissa@yahoo.com

Phone: 2020338-7938 Return to AAP Main

To add to or change the information
listed, click the underlined links for
Address, Email and Phone.
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& Home

Country: USA United States

Address 1: 2400 41 st Straet MW

Address 2: Apartment 212

Address 3:

City: Washington

County: Postal: 2no07

D District of Calumhia

State:
Change Home address{es)

Country: LJSA United States

Address 1: 2400 415t Street N, #212

Address 2:

Address 3:

City: Washingtan

County: Postal: 20007
State: DC District of Columbia

i
{!é Change AP addressies)

Celete AAP addressies)

Country: LISA United States
Address 1: Undergraduate Admissions
Address 2: Georgetown University
Address 3: 3Tth And 0 Streets Mw

City: Washington

County:

State: DC District of ol

Change Work address{es)

Delete YWork address{es)

Add a new address Return to A%F Contacts

f;) Worklist

S Sign Out

Address Change:

Click the Change Address
link to update the addresses
that you have on file.

Click the Add a new address
to add a new address.
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Email Addresses

Melissa Cessato

Below is a list of your email addresses. Please be sure to designate an AAP address if one is not
listed already, and make sure to keep that address current.

To add a new address, click Add an Email Address. Each address must have a unigue type, and
should be inthe form of name@address.extie.d, j[smith1 3@peoplesoft.corm). The last type forwhich
the Preferred checkbox has been selected will be saved as the preferred email address, howewer,
the AAP email address will he the address used to contact wou for A8F purposes.

*Email Type *Email Address Preferred
|ﬁ.-'—‘c.F' j |stefann:uandmelissa@yahnn.cnm r Delete |
|Other j |cessatnm@genrgetnwn.edu | Delete |

& L= P

|
_ sae |

e
Return to AA

Add an Email Address

P Contacts

Email Change:

Change your email address by
typing over your former ‘Email
Address’ and clicking save.

You can add a new email address
by clicking the link.

Remember to include an e-mail
address type of AAP even ifitis
the same as your home or business
e-mail address because this is the
address that is sent to students.




Phone Number Change:

Change your phone number by
typing in the “Telephone” field and
saving the changes.

You can add a new phone number
by clicking the link.

Remember to include a phone
type of AAP even if it is the same
as your home or business phone.
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Your AAP Interviews

Manage the interviews that have
been assigned to you



Click “Your AAP Interviews” to view and
¢t Manage the interviews that have been
assigned to you.

Every time you are assigned an interview
you will receive email notification with this
information.
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Your AAP Interviews

View how many applicants have been
assigned to you, how many are completed
and how many are outstanding.

Submit Reports:

To submit your reports, click the Manage
your Interview Reports link on this page.
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Manage your Interview
Reports:

View the students you have
been assigned to interview.

This screen also notes the

< status of your assignments and
allows you to submit reports as
well as view them.

Once a report is submitted, it
cannot be changed.

The Detail panel gives you the
applicant information including
address, phone number, email
address and academic
information if it is available.

16



Submit Report:

When you click the Submit
Report link next to the
applicant’s name, you can
enter your interview report
and rating.

IMPORTANT:

We recommend that you
compose in Word and cut
& paste into this field.
People Soft will time-out
after 20 minutes and your
work will be lost.




After submitting the report you will have view
access to the report information for your records.
Once submitted, reports cannot be edited.
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Chairman’s Contact
Information



You can easily access your local
Chair’s contact information

!
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