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Preparing records for Home offers 

 

This guide should be used in conjunction with the Admissions section of the SES website, the Taught 
Admissions Policy, school policies, approved entry requirements and any other regulatory body material 
affecting the admittance of an applicant.  

The ‘Entry Requirements’ section of the Taught Admissions Policy provides detail around our Admissions 

Requirements. 

The ‘Offer Making Checklist’ included in the Guide to Taught Postgraduate Offer Making covers all the general areas of admission for 
consideration when verifying an application for offer; please note that programme or school/faculty specific considerations are not 
detailed in this. Please treat this checklist as the main resource for supporting the review of applications when preparing them for offer. 
The checklist guides admission staff through the applicant’s personal details, verifying the application for offer (including  reference to 
requirements of the University and other regulatory bodies) and preparing the offer letter. 

 

 CHECKLIST - Preparing records for Home offers 

- Do you wish to make the applicant an offer? If yes, continue with the steps below. 
 

- Whether you’re issuing an unconditional or conditional offer, verify the academic qualification, grade (if complete) and institution – more 
information can be found on the SES website. The Academic qualification record in CRM must be updated prior to issuing an unconditional 
offer 
 

- Whether you’re issuing an unconditional or conditional offer, verify the English language qualification – more information can be found on 
the SES website.  The English language qualification record in CRM must be created/updated prior to issuing an unconditional offer 
 

- Apply Qualification Hold where applicable, and continue to process the offer in CRM 

http://www.leeds.ac.uk/info/128005/applying/799/taught_admissions_policy_2021-22
https://ses.leeds.ac.uk/info/22240/taught_postgraduate_admissions_procedures/1107/guide_to_taught_postgraduate_offer-making
http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwi759r-sMrVAhWBnBoKHZ8UCJcQjRwIBw&url=http://www.foundryartcentre.org/context/&psig=AFQjCNEwXibSQpCcOwoFeQ-o-MxffxeyYw&ust=1502375997585240
https://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwi9qpDg4P7VAhXL0xoKHdzhAdIQjRwIBw&url=https://econsultancy.com/blog/62783-the-essential-small-business-website-checklist/&psig=AFQjCNFsCWTo37nwHZlySkAaGiku6w2Knw&ust=1504175552883767
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Academic Evidence - Qualification Checking 
PLEASE NOTE that ALL of these steps must be completed prior to issuing an unconditional offer 

a. In the Qualifications tab on the application, 
scroll down to QUALIFICATIONS (ACADEMIC 
& PROFESSIONAL) 

 

b. Access (by double clicking into) or create (by 
selecting the + sign) the relevant Academic 
record for the qualification you wish to 
consider – this will open up the detail of this 
record, and therefore the detail of the 
qualification including dates and grade 
(where relevant) 

 
c. Open (by clicking into) each Document URL 

record to verify that the information 
provided by the applicant in the qualification 
record is correct, and to complete 
institution, qualification and grade 
equivalency checks – for further information 
about performing these checks, please visit 
the Offer Making Guide on the SES website: 
https://ses.leeds.ac.uk/info/22240/taught_p
ostgraduate_admissions_procedures/1107/
guide_to_taught_postgraduate_offer-
making  

 
 

 

 

https://ses.leeds.ac.uk/info/22240/taught_postgraduate_admissions_procedures/1107/guide_to_taught_postgraduate_offer-making
https://ses.leeds.ac.uk/info/22240/taught_postgraduate_admissions_procedures/1107/guide_to_taught_postgraduate_offer-making
https://ses.leeds.ac.uk/info/22240/taught_postgraduate_admissions_procedures/1107/guide_to_taught_postgraduate_offer-making
https://ses.leeds.ac.uk/info/22240/taught_postgraduate_admissions_procedures/1107/guide_to_taught_postgraduate_offer-making
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d. In the APPLICANT QUALIFICATION : MAIN  
screen, scroll down to the Summary  
**CHECKING** section and complete the 
Check Status to ‘Condition of Offer’ or 
‘Checked and Accepted’ relevant to the 
decision and/or offer you wish to make. Also 
complete the Decision Based On, and 
Original Documentation Seen? fields. 

 

 

e. Scroll further down to Academic / 
Professional and complete Academic 
Evidence field. 

‘Academic Evidence’ – this should match the 
title of the degree awarded as per 
documentation accepted 

 

‘Academic Evidence Used for CAS’, 
‘Qualification Used for Academic Progression’ 
and ‘Academic Level’ fields are for international 
offers that require a Student visa only 

 

Click SAVE & CLOSE 

 

NOTE: DATES and GRADING 

should be recorded accurately 

for all applicants for audit 

purposes 
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f. Open the Qualifications tab and scroll down 
to the QUALIFICATIONS (ACADEMIC & 
PROFESSIONAL) **Checking** section. 
Populate the Academic Qualification Check 
field relevant to the decision and/or offer 
you wish to make. Populate the Highest 
Qualification on Entry field (for 
Unconditional offers only) - for further 
information about this field, please visit the 
SES website: 
https://ses.leeds.ac.uk/info/22209/taught_p
ostgraduate_academic_requirements/1117/
uk_qualifications_for_postgraduate_entry  
Click SAVE. 

 
 

g. Scroll down and check the HOLD section. 

The following fields should be populated if we 
have not yet seen the originals of the academic 
qualification:  

Hold Type which should be ‘Qualification Hold’ 
and 
Hold Reason which should state the title of the 
academic qualification. 
 

NOTE The Qualification Hold is the mechanism 
in the CRM which prevents an applicant from 
registering until the original academic 
documents (not English language) have been 
seen and ratified by a member of the  

NOTE NCUK applicants do not 

require a HOLD for their original 

academic documents as the 

University has agreed that the 

NCUK Centres have responsibility 

for checking these 

 

https://ses.leeds.ac.uk/info/22209/taught_postgraduate_academic_requirements/1117/uk_qualifications_for_postgraduate_entry
https://ses.leeds.ac.uk/info/22209/taught_postgraduate_academic_requirements/1117/uk_qualifications_for_postgraduate_entry
https://ses.leeds.ac.uk/info/22209/taught_postgraduate_academic_requirements/1117/uk_qualifications_for_postgraduate_entry
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admissions team. COVID flexibility has been 
applied in the recent past to waive the 
requirement for original paper documents to be 
seen prior to Registration. Senior colleagues are 
currently considering whether this flexibility will 
be extended further.  

 

English Language Evidence - Qualification Checking 
PLEASE NOTE that ALL of these steps must be completed prior to issuing an unconditional offer 

a. In the Qualifications tab scroll down to 
QUALIFICATIONS (ENGLISH LANGUAGE) 
 

b. Access (by double clicking into) or create (by 
selecting the + sign) the relevant English 
record for the qualification you wish to 
consider – this will open up the detail of this 
record, and therefore the detail of the 
qualification including dates and grades 
(where relevant) 

 

 Note: An English record must be created for an applicant, regardless of 

whether their academic qualification also satisfies the English requirement 

– do not overtype English language information, create a new record for 

each new certificate provided 
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c. Open (by clicking into) each Document URL 
record to verify that the information 
provided by the applicant in the English 
record is correct, and to complete 
verification checks – for further information 
about performing these checks, such as how 
to verify IELTS online, please visit the Offer 
Making Guide on the SES website: 
https://ses.leeds.ac.uk/info/22240/taught_p
ostgraduate_admissions_procedures/1107/
guide_to_taught_postgraduate_offer-
making  

 

 

d. In the APPLICANT QUALIFICATION : MAIN  
screen, scroll down to the Summary  
**CHECKING** section and complete the 
Check Status, Decision Based On, and 
Original Documentation Seen? fields 
relevant to the decision and/or offer you 
wish to make. 

Note: For English language the Original 
Documentation Seen? should be set to Yes as 
we are not required to see the original of 
English language evidence 

  

https://ses.leeds.ac.uk/info/22240/taught_postgraduate_admissions_procedures/1107/guide_to_taught_postgraduate_offer-making
https://ses.leeds.ac.uk/info/22240/taught_postgraduate_admissions_procedures/1107/guide_to_taught_postgraduate_offer-making
https://ses.leeds.ac.uk/info/22240/taught_postgraduate_admissions_procedures/1107/guide_to_taught_postgraduate_offer-making
https://ses.leeds.ac.uk/info/22240/taught_postgraduate_admissions_procedures/1107/guide_to_taught_postgraduate_offer-making
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Click SAVE & CLOSE. 

e. Scroll further down to English Language and 
complete the English Language Check Status 
field. 
 

‘English Language Check Status’ – this should 
match the relevant category - see the ‘How to 
Record English Language Correctly’ page on the 
SES website 

 

The ‘English Language Evidence Used for UKVI’, 
‘Qualification Used for Academic Progression’ 
fields are for international offers that require a 
Student visa only 

Click SAVE & CLOSE  

NOTE: DATES and Grades should be recorded 

accurately for all applicants, regardless of 

whether the English language evidence provided 

meets the entry requirement – this information 

may be used by the Language Centre for pre-

sessional multi-term or combined offers, and for 

audit purposes 

 

https://ses.leeds.ac.uk/info/22207/taught_postgraduate_english_requirements/1094/how_to_record_english_language_correctly
https://ses.leeds.ac.uk/info/22207/taught_postgraduate_english_requirements/1094/how_to_record_english_language_correctly
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f. Open the Qualifications tab and scroll down 
to the QUALIFICATIONS (ENGLISH 
LANGUAGE) **Checking** section. Populate 
the English Language Check field relevant to 
the decision and/or offer you wish to make.  

 

Select ‘Not Applicable’ in the Academic 
Progression Check field, as this is only relevant 
to international offers requiring a Student visa 
only 

 
 

 

END OF GUIDE 

For a comprehensive list of all of the Admissions User & Process Guides, please visit the CRM User Guides page on the SES website – click on the picture 

below, or alternatively visit: https://ses.leeds.ac.uk/info/22244/crm_support/1108/crm_user_guides  

https://ses.leeds.ac.uk/info/22244/crm_support/1108/crm_user_guides
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https://ses.leeds.ac.uk/info/22244/crm_support/1108/crm_user_guides

