
Slate 101: 
Access and 
Navigation
The basics of accessing and 
navigating within Slate



Logging In

• To access the Slate System as a WCU faculty or staff member, visit the 
following link: https://gradadmissions.wcu.edu/manage/
• We highly recommend bookmarking this page.

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

https://gradadmissions.wcu.edu/manage/


Slate Main Page
After logging into Slate, you will see the main page where you can search for applicants, access the 
Reader, pull reports, ect. 

Two of the most common sections you will likely use are:

Slate Reader
• Access and Review Applications Here
• To access, click the third icon (which looks 

like an open book) and select “Slate Reader”
• If there is a bell shape in the corner, this 

means that you already have 
applications added to your queue.

Search
• You can search for an applicant by entering their 

first name, last name, or nickname. 
• Start typing their name and a list of potential 

matching applicants will appear
• Click on an applicant name to open their 

application in database view. 



Slate Reader Navigation

Return to the Slate Reader from an open application

View navigation guide 

View all “bins” and shows applications for your program and what stage they are in

View applications that have been added to your personal Queue. These could have 
been added by yourself, or they could have been sent to you specifically when 
someone completed the review form and sent them to the next bin. 

Exit the Reader and return to the main Slate page

Search for applications by bin. You can filter results. You can also search for a 
specific applicant



Slate Reader: 
Browse

• The Browse tab brings up all 
the “bins” and shows the 
number of applications within 
each part of the application 
process. 

• Please note that the number 
of bins you can see and/or 
access will vary depending on 
your permissions and needs. 

• The only bins that program 
reviewers will utilize (Take 
Actions) during the review and 
decision processing are:
• Program First Reviewer Read
• Program Interview (only 

available for select programs)
• Program Head Reviewer Read
• Waitlist



Slate Reader: Filtering
• When viewing the bins, you can filter 

applications and narrow them down based 
upon criteria. 

• When you are in one of the bins, or in the 
search tab, there is a section on the right-
hand side where you can add the filters and 
change the bin you are looking at. 
• Click on filter
• search for the filter you want. For example: 

application entry term
• Click continue. This brings you to the next 

section to specify what exactly you are filtering 
for. 

• Adding a “NOT” before a filter means that it will 
narrow down to the applications to do no 
contain that criteria. 

• If you browse in another bin, your filters will 
go away. 



Reviewing Applications in a Bin

• The bins will list the applications.

• Some information is displayed for each application, as shown above. 

• You can sort the application by clicking on the column headers (A-Z or Z-A) 

• If the application has a Lock icon and is greyed out, this means that it is 
checked out to someone else's queue. An application may only be in one 
queue at a time. 

• If the application has an orange triangle with a “!” inside, this means that you 
have already reviewed it at least once. 

To open and view an 
application in the Reader, 
click the paper icon



Adding an application to your Queue in the Slate Reader

• There are two ways to add an application to your queue (Again, an application can only be 
in ONE person’s queue at a time):

1. If you are in the bins viewing the list of applications
• Click on the applications that you want to review; these will turn blue
• In the top right-hand corner, click the “Add to Queue” button (this will show the number of highlighted 

applications you will be adding to your queue)

2. If you have opened the application (click the paper icon      ) 
• Along the bottom bar there will be a grey box that says, “Add to Queue”. 
Click this to add to your queue.
• If you need to remove an application that is in your queue (and you do not want to complete the 

review form), look in the same area that you clicked add to queue and there will be a grey box that 
says, “Remove from Queue”.

Click this to make it so that someone else can check the application out to their queue instead. 



Reader Navigation

When viewing an 
application, you’ll 
see tabs along the 
left side of the 
page. Click on these 
tabs to view the 
contents.

Refer to the 
navigation page (on 
the home screen) 
for help with 
rotating pages, 
zooming in and 
more.

Return to Bins

General info like Academic History and Community Standards

Transcripts 

Official Test Scores like GRE and TOEFL

Recommendation forms and letters

If grayed out, item not provided

Goal Statement or Essay

Overall GPA Calculated by the Graduate School

All review forms completed by the Graduate School and program



Reader Navigation: Additional Information and Accessing the 
Application Database View
When viewing an application in 
the Slate Reader, click on the 
bolded applicant name at the 
top.

• Applicant contact info

• A link to lookup the application 
in the database view. This 
opens the application in a new 
window/tab.  (database 
navigation in the next pages)

• If there are any decisions on an 
application, they will show up 
below the blue links.



• Another way to search for applicant records is to use the Search 
Database, with the first icon that looks like a profile page. 

• When you click on this first icon, it takes you to the Lookup function. 
Type in the name of the applicant you are looking for. 

• As you type, it will pull up all potential matches to your search. 

Database 
Lookup



Applicant Record 
in Database View: 
Dashboard Tab 

• This Tab shows the 
overall prospect 
information, including:

• Banner ID number (only 
generated after 
application submission)

• Prospect Interests (Not 
the same as applications)

• Biographic Information

• Contact Information

• Activity History (See 
what the applicant has 
been doing with their 
account)

Email address is listed, the blue 
link opens a pop-up window 
where you can send an email 
to the applicant directly 
through Slate

Applicant 
Contact 
Information



Database Applications
Each active application (including 
unsubmitted) have their own 
application tab on the applicant 
record. 

Current Bin shows where the 
application currently is 

Decisions made on the application are listed 
here. The most recent decision will be on top.
• Released = Graduate School released the decision 

and sent notification.
• Received = Applicant viewed the decision letter in 

their status portal.

You can click on the decision to view the 
decision letter 

Checklist shows the required 
materials for the application. 
• Red X marks = missing 
• Green check marks = received
• Grey check marks = waived

Materials received for an application are 
listed here. Clicking on the material brings 
up a thumbnail view



Timeline Tab

The timeline provides detailed 
information regarding 
interactions with the applicants. 
This includes:

▪ Emails sent to applicants,  
including notification that the 
email was opened

▪ How often the applicant logs in

▪ External interactions that are 
added to the timeline

Profile Tab

The profile tab details     
applicant information and 
includes several side tabs in Blue



Materials Tab

• The Materials tab includes a list of 
materials and documents that have 
been received for the applicant.

• To view a document, click the material 
from the list. A popup window will 
provide a smaller view. 

• Click the blue “Display” link to open 
the document in full form in another 
tab. 

• Materials are also listed on the actual 
application tab. 

Details Tab

• The details tab provides information 
regarding the applicant, including their 
banner ID number, their catamount 
email address, and more. 


