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Viewing Applications and Making Evaluations

If you experience difficulty accessing Slate or need to request Slate permissions, please contact
your department chair. For general Slate questions contact slatehelp@govst.edu.

Searching for Applications to Review for a Decision

Slate Reader Overview

Slate Reader is used by admissions and program faculty for reviewing and evaluating
applications, making admission decisions, and tracking application progress. Within the Reader
tab, applications are sorted into bins. Each bin is representative of a different status within the
application process and contains only applications with that status.

1. To access Slate reader, locate and click on the “Reader” icon within the task bar.

2. Several tabs will appear on the left side of your screen which can be used to further
navigate within the Reader tool. Click on the “Browse” tab to see the processing bins for
your college.

Home:
Search
Queue
Recent
Share
Classify
Help

Bxit

3. Once in the Browse tab (pictured below), click on the “Program Review” binin the
second column under “First Read” to review applications within your Slate Permissions.



Home

Pre-Review
Awaiting Materials

College of Business

First Read Committee Review Decided

Program Review Committee Review Admit
Search
Queue 283 11 0 774
Recent .
Awaiting Payment Deny
Share
Classify 0 237
Help . . .
Awaiting Submission Waitlist

Exit

229 0

Note: Between Pre-Review and First Read, all applications must be reviewed by admissions,
therefore, evaluations may only be completed for applications under “Program Review” with
all of their checklist items completed. Applications in the Awaiting Materials, Awaiting
Payment, and Awaiting Submission bins are incomplete.

Some applications, however, may appear in the Program Review bin with incomplete
checklist items for reasons related to the applicant’s international status. This may indicate
that items have not been submitted, or have been submitted incorrectly (ex. letters of
recommendation which have been submitted under Supplemental Materials, due to the
applicant having only physical copies of the documents). Similarly, official transcripts may not
be available for some international applicants and may be listed as “Submitted Copy”.

At this point the application is reviewed by
Reader Bin Progression and Definitions | admissions and may appear in the Awaiting

Materials bin

Awaiting Awaiting Awaiting ) Program ) Committee Admit/Deny
Submission Payment Materials Review Review /Waitlist
Reader Bins

Awaiting Submission | Application has been started by the applicant but not submitted

Awaiting Payment | Application is submitted but the applicant has not paid their
application fees or submitted their fee waiver




Awaiting Materials | Application is submitted but waiting on the submission of
required materials including transcripts, letters of
recommendation, statements of character/purpose, etc.
Applicant has paid their fees, submitted their required materials,
and completed their application, application is now under review
by program faculty

Application has advanced to be reviewed by a program
committee

Applicant has been admitted, denied, or waitlisted

Program Review

Committee Review

Admit/Deny/Waitlist

4. After clicking on Program Review, you will be taken to the “Search” tab (shown below)
where a list of all the applications ready for evaluation within your permissions will be

visible.

slate | Applications (11) En
Home Name Program Bin Academic Plan Bin Timestamp Country Bin Count
T Dog, Jane School Psychology - Educati... Program Review Masters 04/19/2021 United States 1 Search...
S  PostMastersGehoolCounsel . ProoamBeview  Masters  08/06/2021 United States 1 First Read - Program Review v
Queve Johnson, loe ‘\ Names listed below the applicant’s name indicate | United States 1 Admissions Workflow Read View v
Recent Doe, James the admissions reviewer, immigration specialist, | e 6 Y fiter | not |[ ([ or )
Share Gre_en‘, e program faculty, etc. who have already completed e B S
Clssity SmthSa,a — a review form for the application (initial e
e Jones —— admissions, program review forms, etc.) s

» Mateusz Greczek -

o Clark, Jess Early Childhood Education - ... Program Review Masters 11/17/2021 United States 1

» Mateusz Greczek

Identifying the Program an Applicant Has Applied To
The program an applicant has applied to can be found within Slate Reader, listed under
“Program” in the Search tab.

Applications (3)

slate

e

Home Name Academic Plan Bin Timestamp  Country Bin Count
Doe, Jane
Browse » Sharla DeRosa Business Administration - En... Program Review Freshman 12/06/2021 United States 1 Saarch.

T

MBA Online - Supply Chain ...

Program Review

Masters

12/07/2021

United States

1

First Read - Program Review

However, the program can also be found by searching for the applicant using the Lookup bar.

Once you have found the applicant’s profile, click on their Application tab (shown
below), then select “App Details” from the menu on the right side of the screen.



Smith, Ron

Dashboard Timeline 2022 Graduate Awaiting Decision 2021 Graduate Profile Materials

Applicant 012345678

Additional Info Fin Aid

2022 Graduate Overview
Fi | Ai
Awaiting Decision Current Bin: Program Review No decision on file. Financia) Aid
Submitted September 3, 2021 Workflows
Last updated December 9, 2021 Portfolio
Populations

Read Application
Download PDF

Checklist

Insert Requirement

Impersonate > Applications

W 11/30/2021 Transcript (Governors State) Waived v Impersonate > Status Page
V" 09/01/2021 Transcript (Governors State University) Received v Edit Application Details

V" 09/07/2021 Transcript (Moraine Valley Community College) Received v

V" 11/30/2021 Transcript (Moraine Valley Community College) Waived v emational Defai

- Available information about the application (including the program the applicant has
applied to), waivers, orientation information, and comments/notes will then be visible.

Smith, Ron Applicant 012345678

Dashboard Timeline 2022 Graduate Awaiting Decision 2021 Graduate Profile Materials Additional Info Fin Aid

2022 Graduate verview

Financial Aid
Awaiting Decision Current Bin: Program Review No decision on file.
Submitted September 3, 2021 Workflows
Last updated December 9, 2021 Portfolio

Populations

Read Application
Download PDF

Colleague Person 1D

1234567

CAS Application ID
Common App ID

Hispanic
Yes

Application Race
White The program the

Application Academic Informatio applicant has applied

Application Academic Plan to can be found here
Masters
Application Undergraduate Program

under “Application
Application Graduate Program
MBA Online - General Management

Academic Information”
Application Entry Term

Spring

Academic Advisor
Taylor, Jennifer

Student Type
Returning/Re-Entry

Cohort

Recruiter Agent

View Applicant GPA and Previously Completed Rating Forms

Impersonate > Applications

Impersonate > Status Page

Edit Application Details

App Details
International Details

The applicant’s cumulative GPA and GPA based on their last 60 credit hours (for domestic
applicants), as determined by admissions, can also be found within Slate Reader, under the

“Review Forms” tab.



1. Click on the application you would like to view the GPA of from within the Search tab of
Slate Reader.

slate  Applcations (11) T T KT BN BN BT

Hoeme Name Program Bin Acadenmic Plan Bin Timestamp  Country Bim Count

Frst Read - Program Reveew -

Search...

Student Type

Supplemental ...
Form Title Student Type
Have you previously attended  Yes
Governors State University?
Please enter the Governors 1184152
State University Student 1D (It it

Resume is available)

Were you in good academic Yes
standing at GSU?

Please select your student type  Returning e Entry

Transcripts

Statements

References

Orther Referenc..

3. The Initial Admissions Review screen will then appear, which lists the applicant’s
precalculated cumulative GPA and last 60 GPA (for domestic applicants).

012345678 Doe, Jane Search...

1/ 2, Review Forms (Initial Admissions Review)

Application

Initial Admissions Review
Supplemental ...

Form User Mateusz Greczek

Form Title Initial Admissions Review

From Bin Admissions Review

Program Review
072021

Resume

Initial Decision Program Review
Reler Reason Other
Academic Advisor Taylor, Jennifer

Transcripts
Statements

References

Other Referenc..]



4. Any additional forms which have been completed for this applicant, including rating
forms completed by the other faculty reviewer, can also be found under Review Forms.

- Use your mouse or arrow keys to scroll through the available documents within this tab.

012345678 Smith, Ron Search...
3 / 4, Review Forms (COB Rating Form)

Application
COB Rating Form
Form User Olumide ljose
Form Title COB Rating Form
Other From Bin Program Review
Into Bin Program Review
Form Submitted 07/13/2021
Resume

GPA from Last 60 Hours  3.50
Calculated GPA Score 700
(GPA Last 60 hours X

200)

GMAT Equivalent Score 450
(GMAT score; or GRE

score converted to GMAT
equivalent; or flat 450

points if waived)

Work Experience/Career 10
Growth Score

(0-100 points)
Motivation/Leadership 150
Potential Score

(0-200 points)

Communication Ability 150

Test Scores

Transcripts
Foreign Crede...

Statements

Score

(0-200 points)

Grand Total 1460
(Calculated GPA Score +

GMAT Equivalent Score +

Work Experience/Career
Growth Score +
Motivation/Leadership

Potential Score +
Communication Ability

Other Referenc..

Score)
Reviewer Decision Accepted
| vote to admit this Yes
student:

Viewing Applications Without Making an Evaluation
1. If you are not ready to begin making evaluations, but would like to view a particular
application and its supporting materials, find the application you would like to view
within the Reader Search tab, then click on the “Display Copy” icon (shown below) on
the application you would like to view.

slate | Applications (11) En

Home Name Program Bin Academic Plan Bin Timestamp Country Bin Count
Browse D'o_e_, }a‘n\e . " School Psychology - Educati... Program Review Masters 04/19/2021 United States 1 O Search...
Smith, Ron . - -
Search S M Greczok Post Masters School Counsel... Program Review Masters 08/06/2021 United States 1 First Read - Program Review v
Queue J'ohnsqn, Joe‘ Counseling - Clinical Mental ... Program Review Masters 09/23/2021 United States 1 " Admissions Workflow Read View v

Note: If this icon is not visible, you may either need to scroll to the right or to change your
view by clicking on the third drop-down menu on the right side of your screen (shown below).



slate  Applications (11)

Home Name

Doe, Jane
Browse » Mateusz Grecze
o
Queue Johnson, Joe

» Ar s Dillman

Recent Doe, James
» Sharla DeRosa

Program

School Psychology - Educati...
Post Masters School Counsel...
Counseling - Clinical Mental ...

Counseling - Clinical Mental ...

Bin Academic Plan Bin Timestamp
Program Review Masters 04/19/2021
Program Review Masters 08/06/2021
Program Review Masters 09/23/2021
Program Review Masters 10/11/2021
Search
First Read - Program Review v

Admissions Workflow Read View - US \

Decision Release Pending View
Final Decision Needed View
First Read View

Freshman Incomplete

Country

United States

United States

United States

United States

Bin Count

1

1

1

Search...
First Read - Program Review v
Admissions Workflow Read View v

Y Filter NoT || (/[ orR )

Click here to
change your view

Select “Admissions Workflow
Read View” from the third drop-
down menu

2. The application you have selected will then be visible.

Supplemental ...

Queue” at the bottom left of the page.

012345678 Doe, Jane

2 /9, Application

Transcripts

Statement of C...

References

Review Forms

Student Type

Form Title Student Type

Have you previously attended No
Governors State University?

Please select your student type  New

Only add an application to your queue when
you are ready to begin reviewing it. While the
application is in your queue, other reviewers

will not be able to add that application to
their queue or complete an evaluation for it.

Add to Queue Displaying Copy +b I

9

You may add the application to your queue at any time by clicking on “Add to




3. When you are done browsing the application, click on the Slate icon at the top of the
Reader navigation bar to return to the Reader Search tab.

012345678 Doe, Jane

2 / 9, Application

Student Type

Supplemental ...
Form Title Student Type
Have you previously attended No
Governors State University?

Please select your student type  New

Making Evaluations

You may receive an email notification informing you when an application has entered the
Program Review bin and is ready for faculty evaluation.

1. Ifyou are ready to begin your evaluations, click on the application(s) you would like to

review within the Search tab (Note: you may select more than one application a time).

Once selected, the item(s) you have chosen should be highlighted dark blue.
slate  Applcations (11) EN KN

Program Bin

Academic Plan  Bin Timestamp  Country Bin Count
Browse

Masters 04/19/2021 United States Search...
SmittiRon Pust Masters School Counsel... Program Review

Masters 08/06/2021

School Psychology - Educati...  Program Review

United States 1 First Read - Program Review

2. Click on “Add to Queue” in the upper right corner of the webpage to add the selected
application(s) to your queue.

Applications (11)

By == [ recoomen Y|
=

Home Name Program Bin Academic Plan Bin Timestamp Country Bin Count

Browen Doél{jjrscrmek School Psychology - Educati...  Program Review

04/19/2021 United States St
EmithiRcT Post Masters School Counsel... Program Review

Masters 08/06/2021 United States First Read - Program Review

Indicates how many
Add to Dueui :: Ed—— items will be added to

your queue

10



3. You will then be directed to the Queue tab (shown below), where all the applications
you have added will be visible.

slate | Queue(2)
Home Applicant Bin Ref search |
Doe, lane: ) Program Review 022345678 All Bins |

S’rmr.h; Ro’n. ) Program Review 012345678 v

Y Fiker NOT [ (][ OR )

e Toremove one or more items from your queue tab, click on “Remove from Queue” in
the upper right corner of your screen.

p—

slate  Queue(2)
Home Applicant Bin Refl Search... ]
Doe,Jane ) Program Review 022345678 Al Bins v

Slth.Ron Program Review 012345678 vl

Y Filter NoT | ([ OR )

- Then, select the items you would like to remove.

Remove from Queue (2)

Browse 012345678 All Bins. ~
022345678 v
Y Filter NOT [ ( OR )
Selected items
will become ] ) )
highlighted - After you have selected the items you would like to remove, click on Remove
dark blue from Queue again and the items will no longer appear within your queue.

4. Once the item(s) you would like to review have been added to your queue, click on the
application you would like to begin evaluating.

5. You will then be taken to the application screen (shown below) where you will be able
to see and click through the various components of that application, including any
documents that have been submitted by the applicant (supplemental materials,
petitions, test scores, official transcripts, writing samples, etc.).

11



012345678 Doe, Jane Search...
1/ 8, Application

Student Type
Form Tite Student Type The search bar can be

Have you previously attended  No

Governors State University? used to look up and switch

Have you earned college credit  Yes

(excluding Dual Credit and/or to another application

AP credit)?
Use the Reader Havcer:olu earned 24 or more Yes

college credit hours?
tabs to view Have you already eameda  Ves
Transcripts bachelors degree?
materials '< Please select your student type  Second Bachelor's
submitted by

the applicant.

Statements

Grey tabs indicate that
there are no items to

view within that tab

Review Forms

Tools from left to
right: Annotate,
Drag Page, Select
Text, Highlight,

Erase, and Note

Click here to access
the Program

/ Review Form

Remove
application from

h t _> Remove from Queue Annotations Review Form / Send to Bin
queue when no D ——
in use

- Several tools are available at the bottom of the application screen which can also
be used to navigate the application/supporting materials and add notes to the
documents.

Annotations

Note: Any comments made on the application with the Annotation/Note tools may be visible
to other reviewers.

6. After reviewing the selected application, click on “Review Form/Send to Bin” on the
bottom right side of the webpage.

I ——
Review Form [ Send to Bin

7. The COB Rating Form (pictured below) will then appear on the right side of the screen.

12



- Complete all applicable fields of the Rating Form, but do not change or
complete fields under Send to Bin, including “Next Bin” and “Next Reader”, as
Slate will automatically advance the application where/when needed.

COB Rating Form

¢/~ GPA from Last 60 Hours

Calculated GPA Score
(GPA Last 60 hours X 200)
0

GMAT Equivalent Score
(GMAT score; or GRE score converted to GMAT
equivalent; or flat 450 points if waived)

Work Experience/Career Growth Score
(D-100 points)

Motivation/Leadership Potential Score
(D-200 points)

Communication Ability Score

(D-200 points)
Be sure to complete | |
all fields prior to : Grand Total

L (Calculated GPA Score + GMAT Equivalent Score + Work
submlttlng the Experience/Career Growth Score +

luati Motivation/Leadership Potential Score + Communication
evaluation Ability Score)

0

Reviewer Decision
O Accepted

O Denied

O Conditional

Notes

Complete both questions to confirm
your decision

1 vote to admit this student:

\8 I,is Keep application in Program
Review bin so it may be
Sendto Bin reviewed by the other faculty
o e / reviewer, completing Next
Click on Send once Next Bin (required) Reader field is not necessary
you have completed _Progrem Review (current) v]
the review form Next Reader (optional) |

\

8. Once the Review Form is completed click on “Send” to submit your evaluation.

Send

13



- The application will remain in the “Program Review” bin until both reviewers submit
their decisions.

Note: In the event that the faculty reviewers submit conflicting decisions of admission for a
particular application, the application will then be automatically sent for Committee Review,
where a final decision will be made by the dean of the college.

- The application will then be moved to the appropriate Admit/Deny/Waitlist bin.

9. If you have multiple applications in your queue, return to your queue and select the
next application you would like to evaluate.

10. Once you have completed all your evaluations, click on the “Exit” tab within Reader
(shown below).

=1
Browse
Search
Queue
Recent
Share

Classify

Help

D)

- After clicking on the Exit tab, you will then be returned to the Reader home tab.

Slate Tips, Tricks, and Shortcuts

Mouse and Keyboard Shortcuts

Easily navigate through applications and supporting materials within Slate Reader with your
keyboard or mouse by using the following shortcuts.

Using the Mouse

Click tabs in the left panel to change sections
Double-click on a page to zoom in
Right-click on a page to zoom out
Click-and-drag to move within/between pages

14



Using the Keyboard

Arrow Keys: move up/down/left/right

Pg Up/Pg Down: page up, page down

+/-: zoom in, zoom out

Tab: next section in index

Shift + Tab: previous section in index

1-9: display 1st tab, 2nd tab, etc. in index
Ctrl + Left/Right Arrow: rotate page (PC)
Cmd + Left/Right Arrow: rotate page (Mac)
Shift + H: toggle highlight remover

H: toggle highlighter
N: toggle note editor
Q: toggle display of queue

S: toggle display of search

R: toggle display of Review Form / Send to Bin

Esc: close open panels, retum to first section

- It may also be useful to open Slate Reader in a new window by holding down the “Ctrl”
(PC) or “Cmd” (Mac) keys while clicking on Reader.

Impersonating an Applicant

The Impersonate function may be useful to faculty reviewers, as it can be used to view the
application screen as it appears on the student’s end.

1. Locate the student’s profile you would like to impersonate by using the Lookup bar,
then click on the Application tab within their profile.

Note: If the student has not submitted their application, you will not be able to
impersonate their application until they do so.

2. Locate and click on “Impersonate > Applications” from the menu on the right side of the

screen.

Smith, Ron

Dashboard Timeline 2022 Graduate Awaiting Decision 2021 Graduate

2022 Graduate

Awaiting Decision
Submitted September 3, 2021
Last updated December 9, 2021

Checklist

Insert Requirement

V" 11/30/2021 Transcript (Governors State)

WV 09/01/2021 Transcript (Governors State University)

V" 09/07/2021 Transcript (Moraine Valley Community College)
WV 11/30/2021 Transcript (Moraine Valley Community College)

Current Bin: Program Review

Profile

Materials Additional Info Fin Aid

No decision on file.

Waived
Received
Received
Waived

Applicant 012345678

Overview
Financial Aid
Workflows
Portfolio
Populations

Read Application
Download PDF

Impersonate = eanis Page

Edit Application Details

App Details

International Details

- A box will then appear on your screen containing information about the application
details including the date the application was started and the current application status.

15



Application Details X

e dat recc
| Started 08/30/2021
1Tl swws Submitted 09/03/2021
whel 2022
2022 Graduate
oap
1Pply
ual fsity

ech | open Application Cancel

- Then, click on “Open Application” to view the student’s application screen as they see it.

Smith, Ron 2022 Graduate, 012345678 X

Impersonation Active: You may be able to see data and make changes that the user might not be able to see or do directly. Avoid
impersonating muttiple records simultaneously in a single browser session
(" Home

Application Details

Student Type
Application Details  Graduate Plan
Personal Select Doctoral if you are applying to a doctorate level program. Otherwise, select
Background Masters.
AR Masters v
Click through the various ‘gw} .
. Academic History Graduate Programs
tabs to view what the Buislhass MBA Online - General Management v
applicant has completed '< (Aﬁ%‘\'l)'-ﬂ@lm Entry Term
. Spring v
from each section of the Test Scores
application Employment Application Cohort .
Activities and
Distinctions
Recommendations College Plan
Signature Are you interested in campus housing?
Review O Yes
\ ® No

3. Once you are ready to stop impersonating the applicant, click on the “x” within the grey
bar at the top of the screen to exit the application and stop impersonating the student.

Smith, Ron 2022 Graduate, 01234567®

Impersonation Active: You may be able to see data and make changes that the user might not be able to see or do directly. Avoid
impersonating multiple records simultaneously in a single browser session

- You will then be returned to the student’s dashboard tab.
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