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Slate 101:
Training for 

Faculty & Admins
Reviewing Applications &

Submitting Admission Recommendations



In June 2018 the Graduate School & International Admissions 
office went live with Slate, a new application system.

Why a new application?
• Much more user friendly for applicants.
• Eliminates paper screening sheets.
• Smoother transition from Graduate School to department and back.
• Application and supporting documents now located within the 

application system.

How does this affect me?
• Faculty & Admins will now log into Slate to electronically view 

applications for their programs.
• Recommendations for admissions/denials will now be electronic.
• If you cannot log into Slate, just let us know! Also, let us know if you 

program coordinators change or you get new faculty members that 
will be reviewing applications for your department/program.



Logging In
• To log into Slate, you will need to 

visit 
https://admissions.unco.edu/man
age. We highly recommend 
bookmarking this page.

• Log in using your complete 
@unco.edu email address and 
password.

• Please use Google Chrome or 
Mozilla Firefox to access Slate.

Initial Page
• This is the main page you see after 

logging into Slate. 
• You will only need the third icon 

from the left, the “Slate Reader” 
icon.

• Click the icon and select “Slate 
Reader” to view your applications.
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https://admissions.unco.edu/manage


Slate Reader
• The initial Slate Reader page is 

sparse.
• Use the links on the left to 

navigate within the reader and 
applications.

Left Menu Links
• Browse: brings up your “bins” 

and shows applications for 
your program and what stage 
they are in.

• Search: allows you to search 
for a specific applicant.

• Queue: shows applications that 
are specifically in your personal 
queue.

• Recent: a list of recent 
applications you have viewed.

• Exit: returns you to the main 
Slate page.
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Browse
• The browse function brings up a flow of bins.
• Each bin corresponds to a different step in the application process.
• The “Faculty Review” bin is where your work will be done.
• All applications that have been reviewed by the Graduate School, evaluated, and completed, will show in the 

Faculty Review bin.
• Click the bin to pull up the list of those applications.
• You can also filter applications by program using the drop down menu in the upper right. Only applications 

within that program will show in your Faculty Review bin.
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Faculty Review Bin
• Clicking the Faculty Review 

Bin brings up a list of 
applications. 

• To view an application, click 
the “Papers” icon on the far 
right.

Application
• The “Dashboard” gives you a 

complete overview of the 
applicant including: name, 
date of birth, preferred name, 
program, start term, calculated 
GPA, previously attended 
schools, relevant test scores 
(GRE, TOEFL, IELTS), and list 
of references.

• There are additional pages that 
include information from the 
application that may not be 
relevant to you. 

• Note: You can use your mouse 
to scroll through pages, but we 
recommend using your arrow 
keys. It’s much easier!
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Navigation
• The left side menu 

provides shortcuts to 
specific requirements of 
an application.

• If an item is not required, 
it will appear grayed out 
and you cannot click on 
it.

• You will still be able to 
view all submitted 
transcripts. 

• Any additional 
documents, statement of 
goals, resume, writing 
sample, and copies of 
licenses/certifications are 
also viewable.

• Again, it may be easier to 
use your arrow keys to 
move from page to page 
within the application.
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Staff Review Form
• Instead of receiving a paper 

screening sheet, you’ll now 
be able to review the “Staff 
Review Form.”

• The information previously 
included on a screening 
sheet is available here.

• Here you see the applicant’s 
calculated GPA, verification 
of degree conferred, and 
whether they meet, partially 
meet, or do not meet the 
Graduate School 
requirements for admission.

• You will also see “Admin 
Review Forms” for other 
steps within the application 
process. You can ignore 
these!

• You can also still see the 
GPA calculation/evaluation 
sheet by clicking the “GPA 
Calculation” link on the left 
side menu.
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Recommending Admit/Deny
• Important!! Only one faculty 

member can submit the 
Faculty Review Form. If you 
are the first of many to be 
reviewing the application, do 
not proceed with the form. 
Please assign one person 
to submit the Faculty 
Review Form.

• Once you’ve reviewed the 
application and are ready to 
recommend the applicant for 
admission or denial, you first 
need to click the “Add to 
Queue” button located in the 
bottom left.

• You will then see a “Review 
Form/Send to Bin” button 
appear in the bottom right.

• Clicking this to bring up the 
“Faculty Review Form” where 
you complete the “screening 
sheet” and send it back to the 
Graduate School.

• You are required to complete 
each area or else you cannot 
send the form.
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Bottom Left

Bottom Right

Confirm that the program, 
term, and site are correct. If 
changes need to be made, 
please describe them in the 
text box that appears.

Select the type of 
admission/denial you are 
recommending.

Enter in advisor name, Bear #, 
and @unco.edu email. This is 
required in order to submit 
the form.



Recommending Admit/Deny
• Depending on how you complete the fields on the Faculty Review Form, additional areas may appear. 
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If you want to make changes to 
the program, term, or site, 
select “No” and enter changes in 
the text box.

If recommending a provisional 
admit, enter the provisional 
requirements in the text box 
that appears.

If you are recommending 
a denial, no other fields 

will appear.

NOTE: If an applicant’s GPA is below 
2.8, a text box will appear where you 
will be required to provide 
justification as to why you believe the 
applicant will be successful.

If the applicant has applied 
for licensure or a double 
major, you’ll be asked if 

you’re reviewing for both 
program areas. If you are, 
select “Yes” and proceed. 

Otherwise, select “No.”



Completing the Faculty Review Form

• Once you have completed all the fields in the Faculty Review Form, you will then send your 
recommendation back to the Graduate School.
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At the bottom of the Faculty Review Form, 
you will select “Faculty Review (current)” 
from the “Next Bin” drop down menu. 
Leave the “Next Reader” box blank.

Then simply click “Send” at the bottom of the page!

The completed Faculty Review Form 
is then created and sent to the 

Graduate School for processing.



Double Major and/or License in 
Addition to the Program
If an applicant applied for a double major or a 
license, one review form for each program needs 
to be submitted. The dashboard indicates which 
programs the applicant would like to pursue.

• License in addition to degree

• Double major
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If you are 
reviewing the 
applicant for the 
license program, 
select NO for 
the double 
major question 
and YES for the 
license

If you are 
reviewing the 
applicant for the 
double major, 
select YES for 
the double 
major question 
and NO for the 
license question

Double Major and License

If you are reviewing the applicant for the license 
program, select YES for the license question. If 
you are reviewing the application for the main 
Program, select NO.

If you are reviewing the applicant for the double 
major, select YES for the double major question. 
If you are reviewing the application for the main 
Program, select NO.



A few things to consider:
• The Graduate School will no longer 

be accepting paper documents from 
the department to be sent to the 
applicant. Once an applicant has 
received their electronic admission 
letter, the status page will display 
their Bear #, Bear Email, Program, 
Start Term, Location, Residency, and 
Advisor. 

• If you don’t generally assign advisors 
at time of admission, you’ll need to 
either pick a faculty member to 
assign as a default, or use an admin. 
The advisor can be changed later, but 
you won’t be able to send your 
recommendation without filling out 
the advisor fields.



And that’s it!
We know it will take some getting used to, but we think you’ll like it!

Our goal is to make the process as easy and smooth as possible for 
applicants, staff, and faculty!

If you have any questions, or want additional training, please let us 
know! We are happy to attend departmental/staff meetings to review 

the process with those of you who will be using Slate.

Contact: Marissa Boston
351-2002

Marissa.Boston@unco.edu

Thank you!
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