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Terra	Dotta	Systems	(TDS)	
	

Terra	Dotta	Systems	is	program	and	enrollment	management	software	specifically	designed	for	study	abroad.	
TDS	enables	us	to	coordinate	application	materials	and	the	information	gathering	process	necessary	for	a	
successful	study	abroad	experience.		
	
You	can	access	TDS	at	snc.studioabroad.com.	
	
This	training	will	allow	you	to	become	familiar	with	some	of	the	administrative	functions	of	the	software,	so	
that	you	can	review	applicant	details,	approve	or	deny	applications,	and	edit	your	program	page.		
	
Creating	an	Account		
	

1. Study	Abroad	will	grant	you	permissions	to	access	TDS.		
2. You	will	receive	an	email	containing	instructions	for	you	to	set	up	your	account	and	access	your	

assigned	applications	and	program	page.		
3. The	email	instructions	will	lead	you	to	the	following	page:		
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4. Your	username	is	your	SNC	email	address.	You	will	use	the	TDS	temporary	password	to	initially	log	in.		
	
	

	
	
	

5. Follow	the	wizard	instructions	to	set	up	security	questions	and	create	a	new	password.	
6. You	will	be	directed	to	the	home	screen	(Admin	Home).		
7. From	the	Admin	Home,	you	can	access	the	drop-down	navigation,	which	will	direct	you	to	either	

applicant	information	(Applicants)	or	your	program	brochure	page	(Programs).		
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Applicants		
	

The	majority	of	your	tasks	will	be	related	to	the	applicant	admin	functionality.		
Applicants	allows	you	to:		

• Search	for	applicants	
• View	applicant	details	
• Print	and	save	applications	
• Approve	or	deny	applicants	
• Email	applicants	

	
	
Applicant	Search	
	

	
	
In	the	Applicant	Search	screen,	you	can	search	for	a	specific	applicant	by	name,	by	the	Global	Seminar	to	
which	they	are	applying,	or	by	program	term.		
	
You	only	have	access	to	applicants	of	your	Global	Seminar,	so	leaving	the	fields	blank	and	selecting	“Search”	
for	“Any”	program	term	will	return	a	full	listing	of	those	who	have	applied	to	your	program(s).		
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



Study	Abroad	|	Center	for	International	Education	
TDS	Training	Document	

	
View	Applicants	
	

	
	
The	applicant	search	results	screen	will	show	the	students	who	have	applied	to	your	program,	their	current	
application	status	(pending,	accepted,	or	committed),	the	program	to	which	they	have	applied,	and	study	
abroad	term.			
	
To	access	a	student’s	application,	click	on	the	program	name	in	the	search	results.		
	
If	your	results	show	multiple	terms	or	programs,	you	can	sort	your	results	with	the	“Group	by”	drop-down	
menu	just	above	the	results	listing.		
	
From	the	applicant	search	results	screen,	you	can	email	all	applicants	using	the	“Options”	drop-down	menu	on	
this	screen.	Simply	select	“Send	email”	to	navigate	to	the	system	email	form.		
	
	
	
Save	Search	
You	can	also	save	any	search	query	in	TDS	by	selecting	“Save	Search”	at	the	bottom	of	the	results	screen.	This	
will	save	you	time	if	you	are	consistently	accessing	the	same	results	(e.g.	applicants	to	your	program).	Enter	a	
name	for	the	query	and	select	save.	The	query	will	show	in	your	Admin	home	page	under	“Saved	Query.”		
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Application	Overview	
	
Click	on	the	student’s	program	name	to	access	their	application	profile.	From	the	Application	Overview	screen,	
you	can	view	students’	progress	as	they	complete	their	application.	Utilize	the	navigation	tabs	to	access	
specific	items	of	a	student’s	application.		
	

	
	
	
The	primary	tabs	of	a	student’s	application	are	Questionnaires,	Materials,	and	Recommendations.	
Questionnaires	and	Materials	house	the	majority	of	the	application	requirements.	The	Recommendations	tab	
is	where	you	will	find	the	students’	recommendation	forms.				
	
To	save	time	and	review	a	student’s	application	as	one	concise	document,	click	the	“Print	Application”	link	
below	the	tabs.	This	will	allow	you	to	print	or	save	the	student’s	entire	application	as	a	PDF	document.		
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Questionnaires	Tab		
	

	
	
When	a	student	finishes	a	questionnaire	item,	the	title	will	bold	and	link	to	the	completed	submission.	TDS	will	
also	show	the	submission	date.	Click	on	the	title	of	the	item	you	want	to	review	(e.g.,	“Essay”)	to	access	the	
student’s	submission.	Click	the	printer	icon	to	print	or	save	the	specific	item	as	a	PDF	document.		
	
	
Materials	Tab		
The	Materials	tab	shows	items	received	by	Study	Abroad.	It	also	shows	if	a	student	has	completed	a	task.	To	
change	the	status	of	a	material	submission,	mark	as	received,	and	then	click	“Save	All	>”.			
	
Note:	Most	of	these	items	will	be	completed	by	the	student	or	Study	Abroad	staff.		
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Recommendations	Tab	
Students	are	required	to	request	two	recommendations	through	TDS.	At	least	one	must	come	from	an	SNC	
faculty	member.	TDS	will	generate	an	email	request	to	the	student’s	references.			
	
The	recommendation	will	show	as	received	once	a	student’s	reference	has	completed	the	online	form.	To	
view	it,	click	on	the	reference’s	name.	To	print	or	save	the	recommendation	as	a	PDF	document,	click	the	
printer	icon.		
	
Note:	The	“Print	Application”	option	includes	the	completed	recommendations	in	the	generated	PDF	document.		
	

	
	
Status	Tab	
Under	Status,	you	can	update	a	student’s	application	status	from	“Pending”	to	“Accepted”;	“Rejected”;	or	
“Waitlist”.	These	options	are	available	from	the	“Status”	drop-down	menu.	Click	“Update	>”	to	save	the	
status	change.		A	student’s	application	deadline	can	be	extended	in	the	Status	section.	Choose	a	new	date	
under	“Waive	until”	to	change	the	student’s	deadline.			
	
Note:	Any	changes	should	be	first	discussed	with	Study	Abroad	to	ensure	that	program	and	logistical	deadlines	are	not	compromised.			
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Additional	Components		
	
Comments	Tab	
The	comments	tab	allows	you	to	make	notes	regarding	a	student’s	application.	For	example,	this	may	be	
useful	if	you	have	a	large	number	of	applicants	and	need	to	rank	applications	accordingly.	Students	cannot	
view	comments	that	are	entered.		

	
	
	
Email	Tab	
The	email	tab	allows	you	to	email	a	student	directly	from	the	site.	This	is	helpful	if	you	need	to	send	them	any	
reminders	regarding	their	application.		

	
	
	
	
	
	
	



Study	Abroad	|	Center	for	International	Education	
TDS	Training	Document	

Documents	Tab	
Use	the	documents	tab	to	view	any	items	which	have	been	uploaded	to	the	student’s	account	(e.g.,	transcript,	
passport).	You	can	attach	any	necessary	documents	by	clicking	“Attach	New	Document	To	Application.”		
	
Note:	Most	documents	will	be	uploaded	by	Study	Abroad	staff.		
	

	
	
	
Programs		

	
The	program	admin	functionality	will	allow	you	to	locate	and	make	minor	edits	to	your	program	brochure	
page.	Use	the	Programs	drop-down	tab	>	List	All	to	access	the	search	screen.	You	can	locate	your	program	by	
searching	for	any	part	of	the	program	name.		
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To	access	your	program	admin,	click	on	the	title	of	your	program.		
	

	
	
Similar	to	applicant	admin	view,	the	program	admin	view	is	also	organized	with	navigation	tabs.	
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Brochure	Tab	
The	majority	of	your	tasks	will	live	under	the	Brochure	tab.	The	program	brochure	is	the	detailed	description	
and	itinerary	of	your	Global	Seminar.	This	serves	as	the	primary	marketing	tool	to	inform	and	inspire	students.		
	

	
	
Use	the	WYSIWYG	editor	(What	You	See	Is	What	You	Get)	to	make	any	minor	edits.	Click	“Update	>”	to	save	
any	changes.		
	
Note:	Please	discuss	any	major	edits	to	your	itinerary	or	program	description	with	Study	Abroad.		
	
	
Additional	Components		
Study	Abroad	will	manage	all	information	shared	via	the	remaining	tabs.		

	


