Department Processing an Application in Slate

Log in to Slate using yourSSO and password https://apply.umsl.edu/manage/
**ITrecommends using Chrome or Safaribrowsers when using Slate **
From the Slate homepage, click the Readerlcon as shown below

==| Slate Reader

The Slate ReaderInterface module will open. The left-hand side of the screen contains several
bin links and the righthand side of the screen contains instructions on navigating the Slate
Readerwith your mouse and keyboard. Take a moment to read through these instructionsin
your instance of Slate.

slate  Hello, Slate User!

Home The Slate Reader

Browse Navigating the Interface

The Slate Reader is designed to be navigated using both
the mouse and keyboard. While some users may be
accustomed to using only the mouse to navigate web
Queue pages, using keyboard shortcuts enables faster navigation,
and we've included several keyboard shortcuts in the Slate
Reader to help you move through applications quickly.

Search

Recent
Using the Mouse

Share
- diick tabs In the left panel to change sections
« Double-click on 2 page to zoom in

Classify « Right-click on 3 page to zoom out
«  Click-and-drag to move within/between pages

Hel .

el Using the Keyboard

Exit «  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: togole highlighter
I toggle note editor
« Q: toggle display of queue
«  R: toggle display of Review Form / Send to Bin
« S:toggle display of search
«  Esc: close open panels, return to first section

Click Browse on the left-hand side.

slate Browse

- Application Initiated Checklist Completed Final Decision
Browse
awaiting submission Department Review Final Decision - admit
Search
Queue 17 0 0
Recent
awaiting materials Final Decision - deny
Share
Hel
=l 5 0
Exit
Dept Awaiting Materials - Hold
4]

Click on Department Review to begin processing an application.
a. Ifyou have pulleditems into yourqueue, you can also click on the Queue link on the
left-hand side to enterdirectly into your queue.
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b. You can click on the headersto sortyour queue

#
Admit Materials  Admit
Name Term Days in Bin pastweek Type Bin Area of Study

6. Click on the papericon nextto the 1°* applicant and begin the Reader processing.

7. ThenClick “Addto Queue” in the lower left corner

Add to Queue

8. Review all materials provided to ensure applicant meets university/department guidelines for
admittance
9. Click onthe Review Formin the lower right hand corner

Review Form / Send to Bin

10. If more informationis needed fromthe applicant, send the record to the Dept Awaiting
Materials - Hold bin

Send to Bin

Next Bin (required)

Current Bin
Domestic Review

Next Bin (required) Dept Awalting Materials - Hold

Dean - Recommend Admit

Next Reader (optional)

| | Dean - Recommend Deny

Dean - Recommend Withdraw

11. Ifthe applicant has submitted all the requirements and has met the criteria foran admission
decision, selecta Program Action.

Academic Department Reader Review

University of Missouri-St. Louis

Program Action

Admit

Deny

Withdraw

12. Thenchoose a Program Reason, these are dependent on which Program Action was selected. If
Admit is selected and the applicant does not qualify as one of the options below, then Regular
must be selected. The Program Reason field cannot be left blank.
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Action Reason (Admit)
v

Regular

Lifelong Learner Graduate
INon Degree Certification
Provisional and Restricted
Provisional Graduate Student
Restricted graduate students

[Special Non Degree Graduate

No financial documents (Int)

13. Aftera Program Action and Action Reason are selected, choose the Next Binand move forward.

Next Bin (required)

Dept Awaiting Materials - Hold

Dean - Recommend Admit

Dean - Recommend Deny

Dean - Recommend Withdraw
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