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This guide is meant for Faculty/Department/Programme Administrators who are required to run 
the process of transferring applicant/application data from GDA3 to EduRec.  
 
Before doing the transfer, please ensure that the application has been “Offer Accepted”. 
Note that “Acceptance Fee Pending” and “Acceptance Fee 1 Paid” should not, and will not be 
transferred. 
 
 
 
To start the process of transferring applications data to EduRec for applications that will be 
enrolled, please follow the steps below. 
 
1.) Moving applications in the Reader to the ‘To be Transfer’ Bin, and 2.) running the ‘Transfer to 
EduRec’ query to run the system process. 
 
 
Moving applications in the Reader 
 

1. Access the Reader, and proceed to the ‘Offer Made’ Bin. Applications that have been 
Offered (with the Decision Code Offer Made), should already been moved to this bin by 
the system. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



2. Click on ‘Build Query’, to proceed to the next section, where you will be moving 
applications to the ‘To be Transfer’ bin. 

 

 
 
 
 

3.  Once at the query page, proceed to select the ‘Bin’ option under the Batch Management 
section in the dropdown list. 

 

 
 
 
 
 
 
 
 
 
 
 



4. Within the Bin Management page, you should select ‘Set Bin’ at the Bin Action dropdown 
list. 

 

 
 

5. Select the ‘To be Transfer’ bin in the Bin dropdown list. 
 

 
 

6. Check the applications that you want to transfer and click on Update Selected to 
continue. Or click on Update All to select and move all applications listed to the ‘To be 
Transfer’ Bin. 

 

 
 
 
 



7. Now the applications you have selected and updated will be found in the ‘To be Transfer’ 
Bin. 

 

 
 
 
Running the ‘Transfer to EduRec’ query  
 
 

1. Proceed to the Query page. 
2. Search for the ‘Transfer to Edurec’ query. 
3. Click on ‘Run to Web Service’ to run the query process. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. Applications transferred to EduRec will be placed automatically in the ‘Transferred to 
EduRec’ Bin. 
 

 
 
 
 
The status/outcome of the transfer will only be available 15 minutes later. 
 
Run the following Query:” Edurec Transfer Status” to view the status of the transfer. 
 
 
 

 


