
Log in  
1. Go to the website http://www.gpso-fad.mcgill.ca 
2. Enter your assigned username and password  N.B.  There is only one username and password 

per department.  Passwords are case-sensitive. 
3. Click ‘Login’. 

 

                                     
 

Step 1: Choose a competition 
User will need to choose the corresponding competition from the drop down box before entering 
any applicant’s information. 
 

  
  
 User can now choose either to ‘Add an applicant’ or to ‘View List’ to see a summary of the previously 
entered applicants.  

 
Below is the summary page the user will see when the ‘View List’ button is clicked. 

 
 

http://www.gpso-fad.mcgill.ca/


Step 2: Add an applicant  
 

1. Click ‘Add Applicant’. 
2. On the resulting page, indicate whether the applicant is a McGill student or not. 

If yes, enter a McGill student ID.  
a. Screenshot for a student with a McGill ID# 

 

 
  
Once the McGill ID is entered then data will be pulled from the McGill Data Warehouse to populate 
several subsequent fields. 
 

3. Click ‘Search’ in order to proceed to ‘Add an Applicant’ page. 
4. On the resulting page, complete the form.  Depending on the competition you choose, the 

form will be slightly different:   
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Shaded fields are not 
editable.  This  
information comes from 
the data warehouse. 
 

!! If you have entered 
the wrong student ID, 
click ‘Choose Another List’. 
 

Selecting the status ‘Non-recommended to 
GPS’ will cause the ‘Reason’ field to appear.   
 

BE SURE to select the correct Agency 
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