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Accessing eTMS

To access eTMS, log in to the Partner Portal at: www.ocas.ca.

LogIn/Registerv Frangais .
Data Warehouse
0 C A S WhoWeAre v What | oo | Register / More Info

Partner Portal
Looking for the Ontario college application? Head over to ont Login | Register / More Info

tional Portal
Login [\Register / More Info

Apply to a\ Ontario College
Go to ontari®olleges.ca

Click Log In / Register at the top right of the
OCAS website. Then, select Partner Portal
Login from the drop-down menu.

You can also log in by visiting the following
link: partnerportal.ocas.ca

Be sure to bookmark this URL for quick one-
click access.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS‘



Accessing eTMS

OCAS Partner Portal / Portail de
partenaires OCAS

Choose how you want to sign in / Veuillez sélectionner
votre mode de connexion:

OCAS Employee Account / Compte
d'employé(e) OCAS

Partner Account / Compte de partenaire

© 2020 OCAS. OCAS and its trademark are protected. All rights reserved.
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Accessing eTMS

Log in using the username and password provided in the Partner Portal registration email.
.

OCAS

LOG IN

Note: Login information
IS case sensitive.

Username

PARTNER\ | Username

Manage your account access
Forgot your password or username? < - with the link: Forgot your

Password
password or username?
Password 1 |

Request Account

If you don't have an OCAS partner account you can request one below.
Request Account

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.




‘ Accessing eTMS — eTMS Only Users

If you have eTMS only access, you will go directly to eTMS after log in.

Francais

ontariocolleges.ca

APPLY TODAY. CHANGE TOMORROW.

Transcript Requests Reports Notifications

[+] Search

To Be Processed Incomplete In Progress Completed

Download to: ‘ﬁ ,\,
| ror |

Pages: |«First <Previous 1234567 8 9 10 Next> Last>|
Showing 50 Items per Page. Page 1 of 112, Items 1 - 50 of 5585

|l | 1 | If

" T
Request  Date Last

= | |
Date . Reference ; e .- i o : P a S = -
} Reqested T Age oo Name Type AenTon Send Date  Request Status ®upload Transcript (_Action (No Upload) ‘
Past SEL
2016/08/25 Diie H20160825012033 othree, samabcd Original Mar. 2015 Transcript Action Required Upload Transcript
Now

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



Accessing eTMS — Dashboard

If you have been granted access eTMS as well as other functions in the Portal, you will land on the
Dashboard Home screen after log in. Access eTMS from the link on the Dashboard or sidebar.

E30CAS = Settings o G
@ Dashboard Home
Applicant Management

eTMS ® Applicant Management B eTMS

Transcript Management  Search Applicants e Transcript Management -« ———m _CIICk the Transcrlpt Management
« Upload OST File link under eTMS on the Dashboard.

» High School Reports

Navigate to the Transcript Management
link under eTMS on the sidebar.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS‘



£4 eTMS Features

Francais

ontariocolleges.ca

APPLY TODAY. CHANGE TOMORROW.

eTMS

Transcript Requests — Access all transcript requests at a high school or school board.

‘ Reports || Notifications Reports — Access Summary and Detailed Reports (see pages 39 & 40 for details).
Notifications — Access to customizable email notification options (see pages 14 & 15
for details).

"ALL HIGH SCHOOLS v
[+ Search
[ To Be Processed ] Incomplete In Progress Completed
Download to:| "‘\”
Pages: | <First <Previous 1 Next> Last:| ﬁaﬂm
Showing 50 Items per Page. Page 1 of 1, Iftems 1 - 10 of 10
} Date | | reres | | el o o sen I I
| Past Victoria Park Night S
2020102111 D‘;Z 1H20200211025994  Armstrong, Juston Original slcnzr;? AN Aug.2019  Transcript  Auto-Fulfilment Error Upload Transeript
Now

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



£4 eTMS Features

Francais

ontariocolleges.ca

APPLY TODAY. CHANGE TOMORROW.

High School Name (Board users only) —
eTMS School board staff have access to requests for
all of their schools.

Transcript Requests Reports Notifications 1
High School Name:
ALL HIGH SCHOOLS v

Search — Access basic and advanced search options

[+] Search «— )
7 — (see pages 35 & 36 for details). 3
[ To Be Processed ] Incomplete In Progress Completed
Download to CSV — View all transcript request T o
Pages; lxFlesticbravieus L Nexts: Last=| details provided by each applicant. The information ___p p—

Showing 50 Items per Page. Page 1 of 1, Iftems 1 - 10 of 10

can be filtered and sorted, if required.

[ |

= | = el
~ Reference [ | ‘Request l

Requested A9 Number —— we o' Download to PDF — View all transcript request BHNoIOpioad) |
paci ~ Lwe details provided by each applicant.
2020/02111 Due H20200211025994  Armstrong, Juston Original School .
oW

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



$4 eTMS Features — Tabs

Francais

ontariocolleges.ca

APPLY TODAY. CHANGE TOMORROW.

Transcript Requests Reports Notifications

To Be Processed — View transcript requests to be processed or requiring other
follow up.
[+ Search

- Incomplete — View transcript requests with an exception. (e.g. Student Not
Found, On Financial Hold, No Academic Data, File Upload error)

[ |
H To Be Processed ] Incomplete In Progress Completed I
’ |

In Progress — View transcript requests currently being processed by the system.
Pages: | <First <Previous 1 Next:> Last:| . . .
Showing 50 Items per Page. Page 1 of 1, Items 1 - 10 of 10 Completed — View completed or fulfilled transcript requests.
} s | ! et —h |
g:;eueste 5 * Age ‘ﬁﬁ:ﬁ::_ce Name T;::es Source Atat:ndaefi b:lt‘e Request Status ®upload Transcript (_Action (No Upload)

| Past Victoria Park Night send
2020/02/11 D‘;Z H20200211025994  Armstrong, Juston Original slcnzr;? S Aug.2019  Transcript  Auto-Fulfilment Error Upload Transcript

Now

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



eTMS Features — Request Table

To Be Processed Incomplete In Progress Completed

Download to:ﬁ ) W
Pages: |«<First <Previous 1 Next> Last>| |_por_|

Showing 50 Items per Page. Page 1 of 1, Items 1 - 10 of 10

Date , Reference : Request Date Last  Send : > Com—
Requested T Age Nimbos Name V0o Source Attended Date Request Status @upload Transcript (_Action (No Upload)
Past Victoria Park Night Send
2020/02/11 Bie H20200211025994  Armstrong, Juston Original School Aug. 2019 Transcript Auto-Fulfillment Error Upload Transcript
Now
Past Send
2020/02/24 Due H20200224026421  Pagac, Waiter Original Valley Park Jr Hs Dec. 2017 Transcript Auto-Fuffillment Error Upload Transcript
Now
Past SENd
2020/03/05 Due H20200305026778  Padberg, Alvera Qriginal East Metro - Gallaway Nov. 2017 Transcript Auto-Fulfillment Error Upload Transcript
Now

Date Requested — Date a transcript request was paid. By default, the table is sorted by Date
Requested from oldest to newest request (ascending order). Click the arrow to sort from newest to
oldest.

Age — Age of the request(s) in number of days. If a request reaches the Service Level Agreement
(SLA) threshold time, it will be yellow. If a request goes beyond the SLA time, it will be red.

Reference Number — Number assigned by the system when the transcript request was initiated.
Click the Reference Number links to view the transcript request details. go

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCA



eTMS Features — Request Table

Name — Applicant’s first and last name as provided on their ontariocolleges.ca application. Click the
name link to jJump to the Applicant Details page. Hint: To sort the table in alphabetical order by last
name, click the Name heading.

Request Type — Type of request.

Source (Board users only) — The institution that is the provider of the transcript or the source of the
transcript.

Date Last Attended — Year and month the applicant last attended high school.
Send Date — Date the transcript request is to be sent. (e.g. Send Transcript Now, Send End of Term)
Request Status — Status of the request.

Upload Transcript — By default, the Upload Transcript option is selected and provides easy access
to the Upload Transcript function.

Action (No Upload) — Click this option and select the appropriate action when an electronic file

(XML) cannot be uploaded.
This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCASﬁ



eTMS Features — Re-Upload Transcript

Located on the Completed tab, an XML file can be uploaded again to eTMS.

To Be Processed Incomplete In Progress Completed I h

Download to: ﬁ 1%
Pages: |<First <Previous 1 Next> Last>|

Showing 50 Items per Page. Page 1 of 1, Items 1 -8 of 8

2013/06/18 H20130618001181 82:?95”' Original gc\;ngk”" Secondary | 45,2016 | System/Systeme 2013/06/18 | Electronic Transcript Sent I Re-Upload Transcript I
2017/03/03 H20170303012762 T::t'j:’:f Original hlas‘::z:‘;’e Collegiate | cop 2015 | PARTNER\Wat 66052 ullaccess | 2020/09/21 | Hardcopy Transcript Sent | Re-Upload Transcript
2017/04/20 H2017042001403g | ‘esttiff Giiginay [ AdMRRay:Sehool Feb.2015 | PARTNER\Wat 66052 fullaccess | 2020/09/21 | Hardcopy Transcript Sent | Re-Upload Transcript
sam Continuing Education
Wiliamson, | : . _ :
2017712102 H20171202016100 | .- Original | Adult Day School Jan 2014 | ONCO\etmsadmin 2017112103 | Electronic Transcript Sent | Re-Upload Transcript
2019/09/30 H20190030024615 | ﬁ\% Original g;isz“" Secondary | \ov.2015 | PARTNER\Wat. 890227 hsetmsoni | 2020/04/03 | Electronic Transcript Sent | Re-Upload Transcript
2020102128 H20200228026620 | utch. Ohginali || 2WPhamihorpe Oct. 2011 PARTNER\at 66052 fullaccess | 2020/09/22 | Hardcopy Transcript Sent | Re-Upload Transcript
Raoul Collegiate Institute
2020/03/24 H20200324027183 D'Ef_n“;:‘:r Original g;;o'f"l"g CiHight Aug. 2013 | AStmarioncu 2020/03/26 | Electronic Transcript Sent | Re-Upload Transeript
, _
2020109113 H20200913029219 J‘c’:"f:ﬁ:‘ Original ﬁ:;tt;:w"m Collegiate | ;) 2019 PARTNER\uat 66052 fullaccess | 2020109721 | Hardcopy Transcript Sent | Re-Upload Transcript

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



Notifications

Transcript Requests Reports Notifications e
Summary Notification Settings

Select the Enable Summary Notification checkbox below to be notified by email whenever there are requests that are to be processed.

Note that this configuration does not affect the request Non-Fulfillment Notifications to the requestor which are always sent immediately and cannot be turned off.

Enable Summary Notifications:
Notify transcript requests fulfilled:
Select a day: (] sunday & Monday (] Tuesday & Wednesday (] Thursday & Friday [ Saturday

Select a time: Time Zone: | (GMT-05:00) Eastern Time (US & Canada) v|

Email: |support@desk.ocas.ca requests@desk.ocas.ca

Vi

O Notify of Transcript Requests which are waiting to be processed for E or more business hours

@® Notify of any to be processed Transcript Requests

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



Notifications

Enable Summary Notifications — Enables email notifications. Users will receive email notifications
whenever there are processed or pending requests.

Notify transcript requests fulfilled (for Auto eTMS users only) — Email sent to user to identify how many
requests were fulfilled by Auto eTMS.

Select a day — Select the day(s) to send email notifications.

Select a time —Select the time to send email notifications.

Time Zone — Select the time zone for email notifications.

Email — Enter the email addresses that will receive email notifications. Use a semicolon (;) to separate each
email address.

Notify of Transcript Requests which are waiting to be processed for or more business hours — Set the
number of hours to receive a notification for transcript requests requiring attention. Note: The system
recognizes eight business hours as equivalent to one day.

Notify of any to be processed Transcript Requests — An email will be sent as each transcript request
OCCurs,

Submit — Save the current notifications settings. Note: Click Submit each time any changes are made.

Clear — Clear all fields and disable notifications. Note: Changes will not be saved until the Submit button is
clicked. If clicked by accident, simply close the browser and re-open Notifications.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS@



Auto eTMS

Auto eTMS is a web service that automatically matches applicant transcript requests to student
records in a board or school's Student Information System (SIS). When a transcript request is
successfully matched with information in the SIS, an electronic transcript file is returned and
automatically loaded into eTMS. The transcript request then moves to the Completed tab in eTMS,
and its status is updated to Electronic Transcript Sent.

To Be Processed Incomplete In Progress Completed h

Download to: ﬁ (\_

Pages: | <First <Previous 1 Next> Last>]|
Showing 50 Items per Page. Page 1 of 1, Items 1 -8 of 8

., Reference ... Request . Date Last - Dat

: S5 i Sou= SRR j\aﬁ” e  Source s ‘:gt{'*a“?“B“ s “es«ts“ﬁlg 'Re-Ubpload Tranccrint
Reqtlestod Nunbor Name Ty Source Attendcd Last Updated By Cotnploted Request Status Re-Upload Transcript
2013/06/18 H20120618001181 8::];’;&5“ | Original gth:ka”" Secondary | »g. 2016 | System/Systeme 2013/06/18 I Electronic Transcript Sent I Re-Upload Transcript
|
2017/03/03 H20170303013762 T—Eﬁ‘ Original r:;;;z:‘:re Collegiate | cop 2015 | PARTNERIUat 66052 fullaccess | 2020/09/21 | Hardcopy Transcript Sent | Re-Upload Transcript
2017/04/20 H20170420014038 | S | oging | Adult Day School Feb.2015 | PARTNER\Wat.66052 fullaccess | 2020/09/21 | Hardcopy Transcript Sent | Re-Upload Transcript
‘ sam | Continuing Education
| 201712102 H20171202016100 H\l:g;amson,, Original | Adult Day School Jan. 2014 ONCO‘etmsadmin 2017/12/03 | Electronic Transcript Sent | Re-Upload Transcript

The transcript is then sent to the applicant’s college choices through a nightly transmission.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS@



Auto eTMS — Re-Upload Transcript

If for any reason a transcript needs to be resent through eTMS, the Re-Upload Transcript option is
available to upload a new XML file under the Completed tab.

To Be Processed Incomplete In Progress Completed h

Download to: ﬁ 1%
Pages: | <First <Previous 1 Next> Last>|

Showing 50 Items per Page. Page 1 of 1, Items 1 -8 of 8

Name - Source Last Updated By - . Request Status ~ Re-Upload Transcript
2013/06/18 H20130618001181 82:?"5”' Original g;ngk”" Secondary | pg 2016 | System/Systéme 2013/06/18 | Electronic Transcript Sent | Re-Upload Transeript I
2017/03/03 H20170303013762 Tgft'ia;’f' Original E‘s';:z?;re Collegiate | cop 2015 | PARTNERIUat 66052 fullaccess | 2020/09/21 | Hardcopy Transcript Sent | Re-Upload Transcript
2017/04/20 H20170420014038 | oSt Ohging | AdutBay School Feb.2015 | PARTNER\Wat.66052 fullaccess | 2020/09/21 | Hardcopy Transcript Sent | Re-Upload Transcript
sam Continuing Education
| 201712102 H20171202016100 H";‘g'yam”"* Original | Adult Day School Jan.2014 | ONCOletmsadmin 2017/12/03 | Electronic Transcript Sent | Re-Upload Transcript

Note: If you have uploaded the wrong transcript, please use the Re-upload Transcript option to
upload the correct one.

Please also send an email to service@ocas.ca in order for us to remove the incorrect transcript from

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS@



Auto eTMS

If Auto eTMS is unable to match the information from a transcript request to a student record in a
board or school’s SIS, the request will remain in the To Be Processed tab of eTMS and its status will

be changed to Auto-Fulfillment Error.

Transcript Requests Reports Notifications

High School Name:
ALL HIGH SCHOOLS v
[+ SeardI

A

“[ To Be Processed ] Incomplete In Progress Completed
Download to: X ,\ﬁ
Pages: |=First <Previous 1 Next> Last=| [“ov | ror ]
Showing 50 Items per Page. Page 1 of 1, Items 1 - 12 of 12
 Usses | T P — T
St e - » .,_-': Sost? : = Tlast j:S't!"n: d RETIOG 5 e
Requested ETE T Name Type Source Attended  Date Request Status ®upload Transcript Action (No Upload)
Past Westview Centennial =
2019/09/25 H20190925024528  Robyn_Thompson Original Aug. 2014 Transcript Auto-Fulfiliment Error Upload Transcript
Due Summer School Now
Past Westview Centennial el
2019/09/25 D H20190925024529  Robyn _Thompson Original Aug. 2014 Transcript Auto-Fulfiliment Error Upload Transcript
ue Summer School N

Past 1 akeshnore CI Ninht Send
This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



Transcript Requests

If a discrepancy in the transcript request details prevents Auto eTMS from locating a matching
student record, quite often it can be matched manually, and an electronic transcript (XML) file of the
transcript can be uploaded. To view all of the details about an individual transcript request, click the

Reference Number link.

Transcript Requests Reports Notifications
High School Name:
ALL HIGH SCHOOLS N

[+] Search

|| To Be Processed ] Incomplete In Progress Completed

Download to: X i P

Pages: |=<First <Previous 1 Next>last>] [“ov | o |

Showing 50 Items per Page. Pagel§ of 1, Items 1 - 12 of 12

1" | T

ot e _,,., o — Ra." Rl “Send. — " _— ) :
Requested BT Name Tope Source Attended . Date Request Status ®upload Transcript ~Action (No Upload)
Past Westview Centennial Saod
2019/09/25 H20190925024528 QBRobyn Thompson Original Aug. 2014 Transcript Auto-Fulfiliment Error Upload Transcript
Due Summer School N
Past Westview Centennial e

2019/09/25 Due H20190925024529  Robyn Thompson Original s School Aug. 2014 Transcript Auto-Fulfiliment Error Upload Transcript
Sﬁ

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCA



Transcript Request Detalls

The Transcript Request Details window also indicates if a request could not be automatically fulfilled
and the reason why.

ontariocolleges.ca

APPLY TODAY. CHANGE TOMORROW.

TRANSCRIPT REQUEST DETAILS

=  Could not automatically fulfill request. Please fulfill manually. Reason: Connection Failure: unknown

Action:: O Provide Résponse If an XML transcript is available in your Student

Information System, please upload the XML file. If an
@ upload Transcript l Choose File | No file chosen j [ i plovael ]

XML is not available, please upload a PDF.

Note that fields that have no values are hidden for your convenience.

TRANSCRIPT REQUEST INFORMATION

Date Received 2019/09/25

Reference Number H20190925024528
Application Number 200025387

Account Number 210022924114
Request Type ORIGINAL

Current Status Auto-Fulfillment Error
Last Updated By System/Systéme

STUDENT INFORMATION

Surname Robyn

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



Uploading Transcripts

Upload Transcript can be accessed through the Reference Number link or from Upload Transcript

on the eTMS main screen.

Transcript Requests Reports Notifications

[+] Search

High School Name:

ALL HIGH SCHOOLS v

Reference Number — Click the Reference [
Number link.

Pages: | <First <Previous 1 Nexi{§ Last=|
Showing 50 Items per Psge. Page 1 of 1, Items 1 - 12 of 12

j Upload Transcript — Click the Upload Transcript [

link on the eTMS main screen.

Download to: )X | ‘rk)
[av | ror |

v::::n‘ested T Age Number Type

2019/09/25 :::' H20190925024528 § Robyn. Thompson  Original w&mv.:‘w smw
2019109125 Pol  H20190025024520 Robyn Thompson  Original g e
2020/02/04 S“: H20200204025802  Rohan Rosemary  Original :ﬁ?ﬂ%’ﬁ,ﬂﬁw

Date Last

Attended Date Request Status ®Upload Transcript __Action (No Upload)
Send

Aug. 2014 Transcript Auto-Fulfillment Error u Transcript
Now
Send

Aug. 2014 Transcript Auto-Fulfillment Error Upload Transcript
Now
Send

Apr. 2019 Transcript Auto-Fulfillment Error Upload Transcript
Now

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.




Uploading Transcripts — Reference Number Link

The Reference Number link opens the Transcript Request Details window. Click Choose File to
locate the stored transcript file in your system.

ontariocolleges.ca

APPLY TODAY. CHANGE TOMORROW.

TRANSCRIPT REQUEST DETAILS

Could not automatically fulfill request. Please fulfill manually. Reason: Connection Failure: unknown

If an XML transcript is available in your Student
Information System, please upload the XML file. If an
XML is not available, please upload a PDF.

Action: () Provide Response

@® Upload Transcript ’ Choose File | No file chosen ’ { Uil ’

Note that fields that have no values are hidden for your convenience.

Note: The Upload Transcript action is selected by default.

Date Received 2019/09/25

Reference Number H20190925024528
Application Number 200025387

Account Number 210022924114
Request Type ORIGINAL

Current Status Auto-Fulfillment Error
Last Updated By System/Systéme
STUDENT INFORMATION

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



Uploading Transcripts — Reference Number Link

Select the transcript file. You will then be returned to the Transcript Request Details window and see
the file you selected in the Choose File box. Click Upload to upload the file to eTMS.

0 Open o
1, > ThisPC > Desktop > Transcripts XML v 0 ontarIOCOIIeges.ca
APPLY TODAY. CHANGE TOMORROW.

Organize v New folder

TRANSCRIPT REQUEST DETAILS

Name
# Quick access
|| 200025387

@ OneDrive ] H20170206013610-1
2] H20170206013610-11

Could not automatically fulfill request. Please fulfill manually. Reason: Connection Failure: unknown

=3 This pC If an XML transcript is available in your Student

Information System, please upload the XML file. If an
XML is not available, please upload a PDF.

2] H20170223013712
¥ Network 2] H20200214026173

2] H20200224026414

2] H20200224026414-1

2] H20200224026414-11

2] H20200224026414-111

Action: () Provide Response

@® Upload Transcript { Choose File | 200025387 .xml y Upload < —

5& BE ise SIS S 5

Note that fields that have no values are hidden for your convenience.

TRANSCRIPT REQUEST INFORMATION

<

el File name: (200025387 v| # Date Received 2019/09/25
[ Reference Number H20190925024528
Application Number 200025387
Account Number 210022924114
Request Type ORIGINAL
Current Status Auto-Fulfillment Error
Last Updated By System/Systéme

To cancel the transaction, click the X (top right of the window) or the Close button (bottom of page).

Note: After you have successfully uploaded a transcript file from your system, eTMS remembers the
last folder you chose a file from so you won'’t have to search for the folder again. ﬁ

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCA



Uploading Transcripts — eTMS Main Screen

On the eTMS main screen, the Upload Transcript button is selected by default. Click the Upload
Transcript link to open the upload window.

Transcript Requests Reports Notifications
High School Name:
ALL HIGH SCHOOLS v

[+] Search
To Be Processed Incomplete In Progress Completed
Download to: X {\b_,
Pages: | <First <Previous 1 Next> Last=| [ "GV | ror |
Showing 50 Items per Page. Page 1 of 1, Items 1 - 12 of 12
[ 1 Fe [ " " B 1 i 1
Requested T Age Number i Type i Attended Date S ®Upload Transcript | Action (No Upload)
Past Westview Centennial
2019/0925 H20190925024528  Robyn Thompson Original Aug. 2014 Transcript Auto-Fulfillment Error Upload Transcript
Due Summer School Now
Past Westview Centennial
2019/09/25 H20190925024529  Robyn Thompson Original Aug. 2014 Transcript Auto-Fulfillment Error Upload Transcript
Due Summer School Now
Past Lakeshore Cl Night i
2020/02/04 0200204025802  Rohan, Rosemary Original Apr. 2019 Transcript Auto-Fulfillment Error Upload Transcript
Due —— School Cont Ed Now

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



Uploading Transcripts — eTMS Malin Screen

Click Choose File to locate the stored transcript file in your system.

Upload Transcript File (XML or PDF)

Reference Number H20190925024528
Student Name: Thompson Robyn

Date of Birth 1986/03/27

If an XML transcript is available in your Student Information System, please upload the XML file. If an XML is not available,
please upload a PDF.

Select Transcript File:

|(Choose File | No file chosen

=n e

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



Uploading Transcripts — eTMS Main Screen

Select the transcript file. You will then be returned to the upload window and see the file you
selected in the Choose File box. Click Submit to upload the transcript file to eTMS.

0 Open
T > ThisPC > Desktop > Transcripts XML
Organize v New folder
Name
s Quick access
(2] 200025387
@ OneDrive ©] H20170206013610-1

[ This PC

(=] H20170206013610-11
(&) H20170223013712

¥ Network (] H20200214026173

(=] H20200224026414

(2] H20200224026414-1
(£ H20200224026414-11
(=] H20200224026414-111

<

Date medified

2020-09-29 6:43 PM
2020-09-29 7:13 PM

O Search|

Type

XML Docum
XML Docum
XML Docum
XML Docum
XML Docun
XML Docun
XML Docum
XML Docum
XML Docum

ﬁ File name: | 200025387

v| Al Fites

[gpen

l Upload Transcript File (XML or PDF) D‘
Reference Number H20190925024528
Student Name: Thompson Robyn
Date of Birth 1986/03/27

If an XML transcript is available in your Student Information System, please upload the XML file. If an XML is not available,
please upload a PDF.

Select Transcript File:

| Choose File | 200025387.xml |

m - 4= (Click Cancel to cancel the transaction.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



Validation Screen

The system compares the information from the transcript request to the information in the XML file.
The Transcript Request Details validation screen appears when a mismatch occurs between data
fields in the request and the XML file you are attempting to upload. The fields used for comparison
are First Name, Surname, Date of Birth, and Gender.

TRANSCRIPT REQUEST DETAILS

FIELD TRANSCRIPT REQUEST TRANSCRIPT SUBMITTED

FIRST NAME randy RANDY

SURNAME rizzo RIZZO .

DATE OF BIRTH 1991/08/28 1991/08/29 Guu— Mlsmat_ches are
— o Q shown in red text.
HIGH SCHOOL NUMBER 0 000060162542

OEN 000000000 948743687

HIGH SCHOOL BSID 722790 722790

DATE LAST ATTENDED 2010/02 N/A

0SSD ISSUE DATE N/A 2010/02/02

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS@



Validation Screen — Options

The validation screen appears whether you upload the XML using the Reference Number link or the
Upload Transcript link from the eTMS main screen. You have the option to cancel or save the upload.

TRANSCRIPT REQUEST DETAILS

FIELD TRANSCRIPT REQUEST TRANSCRIPT SUBMITTED
FIRST NAME randy RANDY

SURNAME rizzo RIZZO

DATE OF BIRTH 1991/08/28 1991/08/29

GENDER M M

HIGH SCHOOL NUMBER 0 000060162542

OEN 000000000 948743687

HIGH SCHOOL BSID 722790 722790

DATE LAST ATTENDED 2010/02 N/A

0SSD ISSUE DATE N/A \ 2010/02/02
No - Cancel and Return to Previous Screen Yes - Save and Continue

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS@




Validation Screen — Options

If you wish to Cancel the upload, select No - Cancel and Return to Previous Screen.

See Action (No Upload) on page 30 for next steps.
If you wish to save, select Yes - Save and Continue to complete the upload for the request.

Note: If you have uploaded the wrong transcript, please use Re-Upload Transcript to upload the
correct one.

Please send an email to service@ocas.ca in order for us to remove the incorrect transcript from our
system.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS@



Action (No Upload)

When you cannot upload a file using eTMS, you can chose an alternative action from the Select
Action drop-down list. You can access the Select Action drop-down list through the Reference
Number link or from Action (No Upload) on the eTMS main screen.

Transcript Requests Reports Notifications

High School Name:
ALL HIGH SCHOCOLS v

Reference Number — Click the Reference Number link Action (No Upload) — Click Action (No Upload) to
to access the Select Action drop-down list. access the Select Action drop-down list.

l To Be Processed l Incomplete In Progress Completed

Download to:ﬁ %
Pages: |«First <Previous 1 Ne)t Lastz| 1 | por |

Showing 50 Items per Psge. Pafe 1 of 1, Items 1 - 12 of 12

| | Il | | | | Il |

Date b Reference Request Date Last Send
e ft Age Number Name Type Source Attended Date Request Status Q.lpload Transcript (@Action (No Upload) .
|
Past Westview Centennial FEIE
2019/09/25 B H20190925024528  Robyn, Thompson Original SiimmerEohoe] Aug. 2014 Transcript Auto-Fulfillment Error | -- Select Action -- bed } m

Now

Send

: .
This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.

Past Westview Centennial




Action (No Upload) — Reference Number Link

Click Provide Response to view and select from the drop-down list of actions. Then, click the Submit
button to save.

ontariocolleges.ca

APPLY TODAY. CHANGE TOMORROW.

TRANSCRIPT REQUEST DETAILS

Could not automatically fulfill request. Please fulfill manually. Reason: Connection Failure: unknown

g . ‘ o B . If an XML transcript is available in your Student
Action : P R T = v S LERIE
® Provide Response | Select Action bl } Information System, please upload the XML file. If an

N 7 XML is not available, please upload a PDF.
() Upload Transcript Hardcopy Transcript Sent
Student Not Found

No Academic Data

On Financial Hold

TRANSCRIPT REQUEST INFORMATION

that have no values are hidden for your convenience.

BN Ha See Explanations on page 33 for a full description of each Action.
Reference Number v S
Application Number 200025387

Account Number 210022924114
Request Type ORIGINAL

Current Status Auto-Fulfillment Error
Last Updated By System/Systéme

STUDENT INFORMATION

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



Action (No Upload) — eTMS Main Screen

Select the appropriate action from the drop-down list. Then, click the Submit button to save.

[ To Be Processed ] Incomplete In Progress Completed
Download to:ﬁ ‘i\:
Pages: |<First <Previous 1 Next> Last=| | roF |
Showing 50 Items per Page. Page 1 of 1, items 1 - 12 of 12
‘ 1 11 | Iy . 4’ 1T ‘ 5 1r . 1 1T
. Date . : Reference Request Date Last  Send ) :
Requested f Age Number Name Type Source Attended Date Request Status (_Upload Transcript @Action (No Upload)
Past Westview Centennial SE
2019/09/25 H20190925024528  Robyn. Thompson Original Aug. 2014 Transcript Auto-Fulfillment Error -- Select Action -- v m
Due =i —— Summer School .
Now - Select Action --
Hardcopy Transcript Sent
Past . .. . Student Not Found
2019/09125 Die oot See Explanations on page 33 for a full description of each Action. No Academic Data r—
| On Financial Hold
Past Lakeshore CI Night Sau
2020/02/04 H20200204025802 Rohan, Rosemary. Original Apr. 2019 Transcript Auto-Fulfillment Error | -- Select Action -- S | m
Due —_————— e School Cont Ed Now
Past S
2020/02/04 Due H20200204025804  Rodriguez, Mavis Original York Detention Centre  Jan. 2019 Transcript Auto-Fulfillment Error | -- Select Action -- v | m
Now
past Alderwood CI Night =end
2020102104 Pl HD0200204025813  Roberls Santino  Original e 0 9" Aug.2013  Transcript  Aulo-Fulfilment Error [-- Select Action -- - | —
Now
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Action (No Upload) — Explanations

Hardcopy Transcript Sent — The transcript is only available in hardcopy format and is being sent to OCAS.
The Board or school cannot locate an electronic transcript (XML file) in their Student Information System
(SIS) or PDF, and may have a transcript in an archive format only.

The Board or school can email a PDF to service@ocas.ca , mail or fax a hardcopy transcript to OCAS, and
then sets the Request Status to Hardcopy Transcript Sent. This informs OCAS and the applicant that a
hardcopy transcript has been sent. The transcript request is then moved to the Completed tab.

Student Not Found — The student’s record could not be located in the Board or school’s SIS. The Request
Status is updated in the application to inform the applicant that their student record could not be found. The
applicant is sent an automated email with instructions to contact their Board or school. The transcript
request is then moved to the Incomplete tab.

No Academic Data — The student is registered at a Board or school and is found in the SIS, but no
academic data is available to send (i.e. student pre-registered only).

On Financial Hold — The transcript request is on hold due to outstanding fees owed to the Board or school
by the applicant. The Request Status is updated in the application to inform the applicant that a payment is
outstanding and the transcript request will not be processed. The applicant will be sent an automated email
with instructions to contact the Board or school to settle the outstanding fees. The transcript request is then
moved to the Incomplete tab and can be further actioned at a later date.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS@



‘ Applicant Search

To search for a transcript request, click Search to access basic search functions.

eTMS

E Search _
[ To Be Processed l Incomplete In Progress Completed
Download to:ﬁ }\Q
Pages: |<First <Previous 1234567 89 10 Next> Last>| | poi |
Showing 50 Items per Page. Page 1 of 112, items 1 - 50 of 5593
f s | | e | | Reaoat | e If I |
e . eference equest ate Last S . 4 , ,
Requested f Age NOmBer Name Type Attended Send Date  Request Status ®upload Transcript _/Action (No Upload) \
Past SETE
2016/08/25 Dile H20160825012033 othree, samabed QOriginal Mar. 2015 Transcript Action Required Upload Transcript
Now
Past e
2016/08/26 i H20160826012037 UQHZ, sam Original Feb. 2009 Transcript Action Required Upload Transcript
Now
Past S
2016/08/26 Due H20160826012039 IXFN, sam Original Feb. 2009 Transcript Action Required Upload Transcript
Now
— Send
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Applicant Search — Basic Search

You can search for transcript requests by creation date (Start Date / End Date), Application and
Account numbers, Ontario Education Number (OEN), Reference Number, and the applicant’'s name.
Click Search to perform the search based on your criteria or Clear to clear all fields.

Transcript Requests Reports Notifications
=] Search
Start Date :«:-ﬂ Application Number Account Number
End Date & oEN Reference Number

First Name Last Name

[# More Search Options @ Click More Search Options to access

advanced search functions.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS@



Applicant Search — Advanced Search

You can perform an advanced search using More Search Options.
(=] More Search Options

Date Last Attended B T

Show Status: (] select All

To Be Processed: [] Action Required

Incomplete: (J File Upload Error (] On Financial Hold (JNo Academic Data [ Student Not Found
In Progress: (J Transcript File Uploaded to OCAS

Complete: (] Electronic Transcript Sent () Hardcopy Transcript Sent [ Request Cancelled

[ To Be Processed Incomplete In Progress Completed

Date Last Attended — Search for requests by the date the applicant last attended high school.

Show Status: Select All — Search all tabs and request statuses to retrieve a result.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS@



Applicant Search — Advanced Search

To Be Processed: Action Required — Search for requests only within the To Be Processed tab with
Action Required status.

Incomplete — Search within the Incomplete tab for the following request statuses: File Upload Error,
On Financial Hold, No Academic Data, and Student Not Found

In Progress: Transcript File Uploaded to OCAS — Search within the In Progress tab for requests
with electronic transcript files waiting to be processed by OCAS’ system.

Complete — Search within the Complete tab for the following request statuses:
Electronic Transcript Sent — Requests with electronic transcript files sent to the institutions.
Hardcopy Transcript Sent — Requests with hardcopy transcripts sent to the institutions.

Request Cancelled — Requests that have been cancelled by OCAS.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS@



ontariocolleges.ca

APPLY TODAY. CHANGE TOMORROW.

eTMS

Transcript Requests Notifications

Reports

Start Date & End Date — Select transcript request creation date range.

Date Transcript Request Received

Start Date:

Select High School (Board
users only) — Generate a
report by a specific school.

End Date: E Select High School: ALL HIGH SCHOOLS

(Dates refer to date transcript request paid by applicant)

Clear Clear — Clear all report criteria.

Run Report — Generate a report based on the specified criteria.

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



Reports — Summary

Reports

Date Transcript Request Received

Start Date: 2020/09/01 = EndDate: 2020/09/30 = Select High School: ALL HIGH SCHOOLS v

(Dates refer to date transcript request paid by applicant)

Clear Run Report

|| Summary || Detailed Summary — View the status of transcript requests by the selected date range.

Download h-’};‘i

Date Range : 2020/09/01 to 2020/09/30

Total Transcript Requests Original Transcript Requests Re-Issue Transcript Requests
To Be Processed 15 0
Action Required 0 0
Auto Fulfillment Error 15 0
Incomplete 0 0
On Financial Hold 0 0
Student Not Found 0 0
No Academic Data 0 0
File Upload Error 0 0
In Progress 0 0
Completed : | 0

This document, and all assets related to it, are strictly confidential and are considered the intellectual property of OCAS.



Reports — Detailed

Reports

Date Transcript Request Received

Start Date: 2020/09/01 = Endpate: 2020/09/30 = Select High School: ALL HIGH SCHOOLS v

(Dates refer to date transcript request paid by applicant)

Clear Run Report

summary | etaited | Detailed — View transcript request details by applicant by the selected date range.

Pages: |<First <Previous 1 Next> Last=| Download‘ﬁi L::

Showing 50 Items per Psge. Page 1 of 1, items 1 - 16 of 16

ﬂuml)-er Nunﬁ)er Paui ‘ Nan;e i;lame Source Atfe»n&ed» Transcnpts

200013192 H20200910029194 | 2020/09/10 | Ethan Vinten 2002/01/15 |0 AY Jackson Secondary School Mar. 2014 0 524.00
210002001 H20200910029180 | 2020/09/10 | Samuel Abbott 2003/01/26 |0 Downsview Secondary School 0 524.00
210002835 H20200903029135 | 2020/09/03 | Constantin | Lemke 1966/10/18 Ttzxzz5def12 Fernie House Apr. 2017 0 $24.00
210003067 H20200906029143 | 2020/09/06 | Tanner Cole 1954/12117 3rmjhwciSmmz Maple Leaf Night School Jul. 2018 0 524.00
210003134 H20200906029149 | 2020/09/06 | Cindy Doyle 1987/02/18 Stbwbf0a7isz Westview Centennial Night School | Aug. 2020 0 524.00
210003152 H20200906029153 | 2020/09/06 | Savannah Mayer 1967/03/13 bt0t7qcf1wgx Elia Middle School Dec. 2017 0 524.00
210003457 H20200908029162 | 2020/09/08 | Jeffry Hackett 1966/05/14 s41gwiljd7sr F H Miller Night School May. 2020 0 524.00
210003511 H20200909029173 | 2020/09/09 | Kariane Hirthe 1993/02/26 0fbu70otiaws Weston Cl Summer School Apr. 2013 0 524.00
A4nnnnran timAnAAAAAAAAATA | AAnAmAnA | Ao Poasios annminrsar soasLRsaELel | amisdeis eesissess Ate. AAAA ~ PONPPIN
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