
Graduate Application View/Review 

1) Log in to https://myapplications.microsoft.com/, click ‘All Apps’, select ‘Slate’  

 

2) Click on the “Slate Reader” icon, this will launch the Reader 

 

 

 

3)  Click on “Browse” on the left 

 
 

4) This will show all of the bins and the number of corresponding applications in that bin 

https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmyapplications.microsoft.com%2F&data=04%7C01%7Cgalvinl1%40southernct.edu%7C580c63879ab64100800a08d9197f1af5%7C58736863d60e40ce95c60723c7eaaf67%7C0%7C0%7C637568855968708147%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=N6nuWnIh05kQasONocxf5dyaQfK7ZLlAV7pKMAzkUGc%3D&reserved=0


 

 
5) Clicking on any bin will show you a list of applicants in that bin 

 

6) To view application file, click on the icon to the right of the name:  
7) This will bring you to the summary sheet.  This sheet will provide all pertinent information about 

the applicant.   



 

For Reviewing Applications to submit official admission recommendation 

8) While viewing the summary sheet, click the “Add to Queue” on the bottom left of the screen 
9) On the left menu, click “Queue” and you will see a list of applications in your review queue 
10) Click ‘Application File’ to see the app, then review the application materials by navigating the 

side tabs 
11) When you are ready to enter a decision, click on the “Review Form/Send to Bin” button on the 

bottom right of the screen 
12) Fill out the form and select the next bin the application should move to.  Note: you can select to 

keep it in the same bin if you need to come back to it before you move it along* 

 

*Programs that lead to certification should move from “Coordinator Recommendation” to the 
“College of Ed Review”;  

Programs that do not lead to certification should move from “Coordinator Recommendation” to 
“Grad School Review”;  

For the MSW/MA dual degree, the application should move from the “Coordinator 
Recommendation” to the “Second Program GC Review”. 

For committee review: 

For assigned read (those where faculty are assigned certain application files to read); the 
coordinator will go into the “Awaiting GC Committee Assignment” bin and select the application and 
then assign the reader, then move it to “Committee Member Rev - Assigned” where each member 
will review the file.  Once they are done with the review, it is moved to the “Coordinator 
Recommendation” for the coordinator to make the admission recommendation and move it to 
“Grad School Review”. 



For those committees whose members read all applications, the read would take place in the 
“Committee Member Rev – All Read” bin, then, upon completion of all reading the files, each 
application would be moved to the “Coordinator Recommendation” for the coordinator to enter the 
recommendation and then move it to “Grad School Review” (or ‘College of Ed Review’ where 
applicable). 

Note: for students who indicate they will be requesting transfer credit, please see the GR Transfer 
Credit Review Training document on the Faculty Portal page. 

Interactions 

For those with permission, you will see a “GR Interactions” tab.   

Selecting this tab allows you to see any interactions placed on that individual’s file.  To add your own 
interaction (information that you wish to retain about an applicant that is viewable based on 
permissions), you would click the “Add a new interaction” button.  Then you would choose the 
Interaction Code: 

GR Internal Notes – information your program or another 
unit would need to know 

GR Off Campus – If you interacted with the individual off 
campus and needed to notate that 

GR On Campus – Typically used if you had a noteworthy 
interaction on campus at an event such as a recruitment 
event 

GR Phone – for important information obtained/provided 
over the phone 

 

 

 

 

You would then indicate a subject and the content of your note 



 

Once submitted, it will be visible on the GR Interactions tab: 

 


