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You can call the form directly by entering GLAEXTR in the Go Toé box on the Menu: 

 
Or you can use the expanding menu: 
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When you first open the form, it will have your username in as the Creator ID : and User 

ID: .  You need to click in the Creator ID:  field and change it to MARSHALL. 
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You need to enter ASSESSMENT into the Application:  field.  You can use the drop 

down list (click the arrow just to the right of the field ï click Assessment ï click OK): 
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Now you can choose the Selection ID:  from a pre-defined list.  To do this, click the 

down arrow just to the right of the Selection ID: field.  This form will appear: 

 

 
 

You can scroll thru the listing by: 

1) using the scroll bar located on right side of the Selection block 

2) using your PageDown and PageUp keys on your keyboard 

3) using your down arrow and up arrow keys on your keyboard 

 

Once you have located the one you want, highlight it by clicking it with your mouse: 
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Now click on the Select icon on the Main Iconic Menu Bar.  You will be returned to 

GLAEXTR with the Selection ID: populated with the Selection you just chose.   

 

 

 

NOTE:   The Selection IDs are pre-defined based upon the information submitted by your 

college/department.  Each Selection ID is prefaced with the acronym for your 

college/department. This listing is in alpha order.  Therefore, all of you Selection IDs will 

be ñbundledò together.  In addition, the student events have an _S at the end if their 

Selection ID and the faculty events have an _F at the end of their corresponding Selection 

ID.  This is to facilitate the drawing of a ñstudent onlyò prize(s) and a ñfaculty onlyò 

prize(s). 
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You then need to perform a NextBlock function by: 

1) clicking into the ID  field 

2) using Ctrl -> PageDown on your keyboard 

3) click Block -> Next on the Main Menu 

 

You will then be presented with a blank listing (if this is the first time you have entered 

MUID numbers for this Selection ID:) or a listing of existing MUID numbers (If you 

have entered some previously and now need to add more). 

 

If it is the first time, you will see a message in the message bar (lower left corner) stating 

that no records were retrieved (see next page). 



8 

 
 

You can now enter an MUID into the ID  field.  If you donôt know the MUID, you can 

perform a lookup using the drop down arrow located just below the ID  field header.  

Once the MUID has been entered, the personôs name will automatically appear.  Once 

you have entered the MUID (s) you must click Save to commit the data.  When you do, 

you will receive a message (lower left corner) ñtransaction complete:  x  records applied 

and saved.  The x would be the number if MUIDs you entered before clicking Save. 

 

See example below: 
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Now, since you are entering MUID numbers, these are associated with your username.  

Therefore, you can have multiple users entering MUID numbers for the same event.  

Multiple users entering MUID numbers for the same event will not harm the actual prize 

drawings.  That process is only parsing the Selection ID: field and ID field, not the User 

ID : field. 

 

Here is an example of two different users entering MUID numbers for the same Selection 

ID:  (aka event): 
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You can see the details of each User IDs data entry.  To do this, Click on the User ID you 

are interested in.  Notice the AutoHelp bar (lower left corner): 
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Click Help on the Main Menu. Then click on List. The following form will appear: 
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Notice a different MUID number and name.  You can also call this form from the main 

menu by typing in GLIEXTR. 

 

 

 


