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Benefits of the AAP Online 

• Access the most current applicant 

information (including standardized test 

scores and GPA)

• Manage your own address information 

without contacting the Admissions Office

• Submitted reports are automatically 

viewable by the Chairmen and the 

Admissions Committees  



Logging in
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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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This is the information you will 

see when you log into your 

AAP Online account.



AAP Contact Information

Manage your AAP address, phone 

and email information
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By clicking the “AAP Contact Information”

link on the Home Page, you will be able to 

view and change your current information 

on file.  
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To add to or change the information 

listed, click the underlined links for 

Address, Email and Phone.

This address is the contact 

information that is provided to 

students.
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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 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 if it is 

the same as your home or business 

e-mail address because this is the 

address that is sent to students. 
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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.



Your AAP Interviews

Manage the interviews that have 

been assigned to you
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Click “Your AAP Interviews” to view and 

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.
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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.
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After submitting the report you will have view 

access to the report information for your records.  

Once submitted, reports cannot be edited. 



Chairman’s Contact 

Information
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You can easily access your local 

Chair’s contact information


