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Definitions 
Admit: The status in Slate that a student enters if they receive an offer of admission from 
CSU. A letter is sent to their CSU Student Applicant Portal where they can read their 
admission decision and then accept their offer of admission. 

Applicant: The stage a student enters as soon as they start an application—even if they 
have not submitted it yet! An applicant can be your hottest possible lead since they 
“awaiting submission” of an application and have taken the big step of starting one, or, they 
could be a student who submitted an application and is currently finishing any other 
required action items for a complete application checklist. 

CRM: a CRM is a Customer Relationship Management system used to track “customers”. 
When used in the context of higher education, it tracks prospective students through to 
enrolled students. 

Inquiry: A student who has indicated interest in CSU through some channel, such as an 
online form, clicking on ad, or by simply starting an application.  Inquiries are your hard 
leads that may result in enrolled students. 

Matriculated: The status a student enters after they select yes to an offer of admission. 
This status in Slate does NOT mean they enrolled in classes. Only the field “CSU Credit 
Hours” will indicate if a student is enrolled and is visible from the student’s dashboard 
under their application for the term below their “applied program”. A number between 1-12 
will appear to indicate credit hours. 

Non-Degree Seeking Graduate: An application-type that a student can select and then a 
status they can hold to be able to graduate classes but not be enrolled in a current program 
of study. This may be the right application type and status for a student interested in your 
program, but who needs a number of graduate-level prerequisite courses to qualify for 
admission. Non-degree students are automatically admitted as long as they have proof of a 
bachelor’s on file and may require assistance with course enrollment if classes have 
enrollment rules that must be waived. 

Post-Baccalaureate Applicant: Students can apply to CSU as a post-bachelor’s applicant 
seeking to take undergraduate courses. This is usually done to improve a GPA or to fulfill 
prerequisites for a program of study at the graduate level. Sometimes students had a 
narrowly tailored undergraduate degree and taking post-bacc classes can help align them 
with a new career focus that they’d like to pursue at the graduate level. Some pathways are 
clearly defined like a pathway to nursing while others are similar to non-degree seeking and 
undefined. 
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Recruitment Pipeline: The flow of students from exploration/interest to enrollment.  They 
go through stages from inquiry to applicant to admit and finally enrolled student. 

SIS: a SIS is a Student Information System or database 

Slate: The CRM currently used by CSU to track prospects through to enrollment for both 
undergraduate and graduate programs. Exceptions to this process are any program that 
use CAS or are working with external recruitment partners though all students are 
eventually placed in Slate for import into our Student Information System (SIS). 

What is Slate 
Slate is the Customer Relationship Management (CRM) system and database that is 
used by CSU to manage the recruitment process for the University. A CRM tracks a 
“customer” from prospect to purchaser.  In a higher education context, we track 
prospective students through to enrollment in the CRM.  

We use the CRM to build our recruitment pipeline, or the pool of interested students 
through application to the enrollment stage. 

What can Slate do 
Both graduate and undergraduate teams use Slate for many purposes. Slate can: 

1) Track student leads from point of interest 
a. They may complete an interest form on our website 
b. They may call us and ask to be put in contact with a program; enter as lead 
c. They could simply start an application and thus are now a ‘lead’ 
d. As more information is collected, it is stored in Slate 
e. Notes on outreach to a student can be kept on the student for all on campus 

to see so everyone can know where student is in outreach/pipeline 
2) Communicate with students via email or text 

a. While they are exploring or “inquiring” about CSU 
b. While they are applying 
c. After they are admitted 
d. Until they enroll and up until the start of classes 
e. Automation of communications is possible 

3) Collect Applications and related materials 
4) Provide checklists to students for application materials 

a. They also get post admission checklists, if admitted 
b. Checklists can be tailored to each program 
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5) Process Applications 
a. Graduate applications can be viewed in a “reader” by those who are making 

admission decisions 
b. This process can be automated at the request of the program 

6) Host event registration forms  
a. In-person or virtual 
b. Can track registrations, set automated communications pre-and post-event, 

and can create check-in processes and/or printable badges 
7) Host Forms that collect information for other purposes 

a. Scholarship applications 
b. Getting to know you forms 
c. Quick surveys 

What Slate is not 
Slate is not the tool used to manage students once they are here and taking classes.  Slate 
is a snapshot of the student right before the start of term. 

If a student enrolls by registering for classes but then drops all of their classes at a later 
date—Slate cannot see this.  We capture data on the student that is fed back from 
Peoplesoft (CampusNet) one time as of 2026-2027—this means we get a picture of what 
the student did all the way until they enroll and then the data stops. 

After that, the student is considered “current” and now lives in a Student Information 
System (SIS).  To review current students in your program, you would use CampusNet or 
Starfish, or any other method your college deploys to track current yield or returning 
student data and information. 

Using Slate 
To access Slate, you need to be added to the CRM by Graduate College or Enrollment 
Management. Please email come2csu.grad@csuohio.edu if you are planning to use Slate 
for application decisions or to monitor your recruitment pipeline. 

Weblink for Slate CRM 
https://go.csuohio.edu/manage  

Your login would be your CSU email and then the password will either be sent to you as a 
temporary login from Technolutions OR, you can select to reset your password. 

Please consider bookmarking this page for future access to Slate. 

mailto:come2csu.grad@csuohio.edu
https://go.csuohio.edu/manage
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Your Role and Slate 
Your role and how you use Slate will vary based on your colleges or programs assigned 
structure. In some colleges, vendors are used to assist with recruiting processes. Be sure 
to understand what roles the vendor you use plays in recruiting, and what you play 
within that structure. 

Vendors may have full pipeline management under their purview—they may recruit to build 
your inquiry pipeline, connect with inquiries to move them to the admit phase, confirm 
their next steps to complete an application, and then they may even push them to enroll or 
help with getting them into their classes. 

Vendors may also only do the outreach once they are inquiries and then manage the 
relationship from there.  

Do note that currently, The College of Graduate Studies works with a vendor to do general 
outreach along the pipeline for all non-vendor supported programs.  This outreach 
though is NOT program-specific—your effort then to do program-specific outreach, is 
encouraged. 

Some offices have different staff roles for the student lifecycle. Confirm with  your 
leadership if you have someone who does outreach or an office that does outreach while 
students are inquiring.  Then confirm if someone is doing outreach for admission decisions 
and enrolling students. 

Additionally, we recommend confirming if your program or college has a specific GA/TA/RA 
or scholarship process or processes.  Students generally have LOTS of questions about 
aid and so understanding who to send them to for questions or what timeline to point them 
to for understanding aid, is important. 

If you are responsible for inquiries, applicants, and admits, this guide should assist 
with clarifying how to use all of Slate along this pipeline. You can jump through the 
guide as-needed depending on your role with Slate! 

Accessing Student Records 
To review a student record, you can search by name, CSU ID#, email, or phone if written in 
xxx-xxx-xxxx format. 
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A student record is comprised of a dashboard, timeline, materials, and their application or 
applications.  The dashboard will show you basic details (see below): 

• Full Name 
• Citizenship 
• Address 
• Phone 
• SMS Opt-In Status 
• Most Current App Status 

• Anticipated Program (NOT applied) 
• Email 
• 1st Date of contact 
• CSU ID # 
• Student Type 
• Opt Out/Fraud Denotations 

 

 

Accessing Student Applications: Student Record View 
When you are in a student’s Slate record, you can see if they have submitted one or more 
applications to Cleveland State. Prefixes FA, SP, and SU represent fall, spring, and summer 
terms, respectively. The term year that the application is valid for, follows. After that, you 
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should see GRAD to indicate they have started or completed a graduate application. 
Finally, you can see a summary of the status of that application such as awaiting materials, 
submitted, etc. 

Students may have more than one application for a term. They may also have duplicate 
applications for the same program in other terms—we hope to keep their record clean by 
closing any unintentional duplicates or applications that are left open but incomplete. This 
is a manual effort so if you see a record with many applications, but you know the student 
is interested in only x program for y term, send the Graduate admission team an email to try 
to get the record cleaned up. 

Slate Application Tab Details 
Inside the student record are application tabs. These application tabs, when clicked on, 
show you: 

• Status of application 
• CSU ID # 
• Submitted Date 
• Decision  

• Applied Program 
• CSU Enrolled Hours 
• Applicant Checklist 
• Submitted Materials  

 

Inside each application tab, you can view the student’s current applicant checklist, as well 
as any additional checklist items that are added once they are admitted (if admitted). You 
can see if they were received, awaiting, or waived 
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Waiving Checklist Requirements 
As a note, waiving items is the responsibility of enrollment services or graduate studies. 
Place all requests to waive items either view the “request to waive checklist item” form 
located above the checklist, or send the request to come2csu.grad@csuohio.edu.  

Keep in mind, waiving items should be done sparingly and with consideration for meeting 
admission criteria—if items are consistently waived for all applications it no longer meets 
the threshold of an admission requirement and would need to be removed as a required 
item from your process. 

Viewing Submitted Materials Outside of an Admission Decision 
Below the checklist is the student’s submitted materials. You can view recommendation 
letters, transcripts, and any other required items submitted for the checklist. Student’s 
may also choose to submit additional items that are not required, such as a CV or 
resume—you will see this appear in materials along with the submit date, in the materials 
section. Another way to access this information is via the “materials” tab within the 
student’s record. 

Accessing Student Applications: Reader View in Slate 
If you are responsible for decision-making via a recommendation on applications, you will 
have access to Reader in Slate. Reader is a function of slate that you must open to access. 
The link to directly access reader is here: https://go.csuohio.edu/manage/reader/.  

You can also access reader via the reader icon:  

 

A yellow dot on the reader icon means you have applications that are sitting in your reader 
queue. Your reader queue only populates with completed applications that are ready for a 
decision. It updates each term to only show you applications for terms that are active in 
Slate. 

 

 

 

mailto:come2csu.grad@csuohio.edu
https://go.csuohio.edu/manage/reader/
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Slate Reader: Accessing your Queue 
You can access your queue by clicking on “applications” or, if already in the reader view, by 
clicking on “queue” in the side bar.  

 

 

 

Your queue indicates the name of the applicant, the round they have applied which is the 
season and then year of term, as well as the applied program, and bin entry timestamp, or 
the time in became available for a decision. 

 

Once you click on a record, you can see their demographic information, as well as any 
required testing results such as the GRE, GMAT, or English language proficiency scores. 
Additionally, you will see all listed schools and the GPA of any school where a GPA was 
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awarded—you will also be able to see if a degree was conferred as sometimes students do 
transfer or attend a school just for Pass/Fail grades.  An example is below: 

 

Reviewing the Application and Submitted Materials 
Use the lefthand sidebar to view the application, transcripts, and any additional required 
submitted materials for you to make an admission decision. 
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Opening the Slate Reader Decision Form 
To open a decision form, move your cursor to the bottom and righthand side of the screen 
and click on “review form / send to bin”.  

 

 

Decisions that are available to you include: 

• Admit 
• Admit with course prerequisites 
• Admit – Provisional  
• Deny 
• No Decision/Other 

When entering a decision, there will be a “comments” box. You may write in this box ONLY 
if you feel you are able to follow strict adherence to fact-based statements that are related 
to required admission criteria, only.  
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The Slate Reader Comment Box 
Slate reader admission decisions of admit, admit with course prerequisites, admit – 
provisional, and deny all are public record.  Students may make public records requests 
and read their admission decision, which includes reading whatever is type in the 
Comments box. 

If you choose to write in the comments box, your statement is subject to legal 
ramifications and consequences. If you believe you are capable of making admission 
comments that are fact-based and related only to required application materials, you are 
welcome to write in the comments box.  

If you do not feel you can handle the responsibility of monitoring what you write in the 
comments box, our team advises against writing comments. 

Unacceptable Fact-Based Comments Box Statements in Slate Reader 
Just because something is a fact does not mean it is acceptable to write in the comments 
box. Race, gender, or ethnicity could be considered facts. It is never acceptable to note a 
student’s race, gender, or ethnicity for any purpose in an admission decision.  See the 
Office of Civil Rights for information about discrimination in educational admission 
processes: https://www.ed.gov/laws-and-policy/civil-rights-laws.  

It may be a fact that you have met this student before. As long as meeting you is not a 
requirement of admission, referencing that you have met this student before and whether 
that interaction was positive or negative is considered beyond our admission policy and 
thus is not a fact that would be deemed appropriate for the comments box as it is 
extraneous to our admission criteria—if an interview is part of your admission process, you 
could note that you met the student and have no concerns and/or they met your 
expectations for the interview requirement. 

Opinions are never acceptable in the comments box.  Noting that you did not like their 
essay, or that you did not think their work experience was “relevant” or that you believe 
them to be unethical or untrustworthy, should never be noted in the comments box as 
these are your opinions—even if they are based on some kind of fact you feel is notable in 
the application. If you require a writing sample as part of your admission criteria and 
discover an AI watermark—you can note this, but only in a fact-based manner—“student 
was required to submit example of writing. Writing sample was AI-generated per watermark 
in submission. Did not meet minimum expectations of this admission criteria”. Exclude 
opinion-based language about how this made you feel or how you felt this showed poor 
character. 

https://www.ed.gov/laws-and-policy/civil-rights-laws
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Acceptable Fact-Based Comments Box Statements in Slate Reader 
You may keep track of fact-based admission items for yourself in the comments box. A 
minimum GPA is a requirement of admission—you are welcome to note “met GPA 
minimum” or even “GPA 2.75—meets min”. 

You may note that recommendations met expectations or did not meet expectations—no 
further elaboration is encouraged. You are welcome to note that one letter met 
expectations while the second letter did not meet expectations—this can help you track 
that one was positive while the other was not. If you list what the recommender wrote in 
their letter, you open that person up to negative repercussions from the student—it is best 
to consider protecting the recommender’s anonymity in the process for safety. 

You may note that a major aligns with minimum admission expectations for admit without 
requirements, or you can note that the degree of biology for an MBA will require admission 
with requirements to ensure academic preparedness. 

You may note that a writing sample met expectations or did not meet expectations. If you 
note that the student did not provide citations and thus had a writing example that would 
not pass plagiarism minimums set by CSU, this can be fact-based and is okay to state. 
Simply avoid elaborating with adjectives like “unethical, wrong, stupid, careless”, etc. 

You may note that they meet all minimums but because of a large applicant pool, did not 
exceed expectations and thus was not admitted for this round—just keep in mind that if 
you state more specifics, you must be sure that this is 100% accurate so in this case, less is 
more. This could help you in the future if they apply again as you may wish to admit them 
when you have space available. If you’d like to explore introducing the waitlist function 
for your program, please contact come2csu.grad@csuohio.edu.  

Application Comments Box: Denial 
If you are going to deny, remember, your comments will remain readable as public record. 
You can note things like “did not meet GPA minimum”. You may note “class-filled 2026-
2027” or “missed admission deadline of xx/xx for x term”. Writing that you did not like the 
candidate, that you questioned their transcript, or that you feel they used AI are not 
acceptable. 

Application Comments Box: When in Doubt, Leave it Blank 
Writing in the comments box increases our legal liability. Many institutions train staff for 
many weeks or months on how to write admission decision comments, especially at highly 
competitive institutions.  It is reasonable to feel some hesitation in using the comments 

mailto:come2csu.grad@csuohio.edu
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box.  Thus, we recommend that if you doubt that you are able to keep comments fact-
based and neutral, it is best to avoid writing in the comments box. 

You are responsible for understanding expectations of the Office of Civil Rights when 
it comes to discrimination in admission decisions as a person responsible for issuing 
a decision or recommendation—the institution and our office have this responsibility, as 
well. You can learn more about Civil Rights that apply to admission decisions here: 
https://www.ed.gov/laws-and-policy/civil-rights-laws. This can help shape your decision to 
use or not use the comment box and what is or is not appropriate for the basis of a decision 
or recommendation. 

Reason for “No Decision/Other” vs. the Comments Box 
If you are choosing the decision-type “No Decision/Other” which you can read below for 
when to select, you no longer will see a comments box. This is because you are NOT 
making a decision. 

Instead, you are passing the application on to a reviewer for assistance or triage. In this 
instance, you can write as much as you would like in the reason box—this is NOT part of a 
decision record for the student. 

Slate Reader: Decision Types 
There are 5 active decision-types in Slate currently for graduate admissions: 

• Admit 
• Admit with course prerequisites 
• Admit – Provisional  
• Deny 
• No Decision/Other 

Decision Type 1: Admit 
If you select Admit as your decision type, you are indicating that you have determined that 
the applicant either meets or exceeds all required admission criteria and you would like to 
offer admission without any academic requirements. 

This admission type is available to all applicant types. 

Decision Type 2: Admit with Course Prerequisites 
If you select Admit with Course Prerequisites, you are indicating that you recommend 
admission, but that the student should take a series of selected courses to be adequately 
prepared for the program of study. 

https://www.ed.gov/laws-and-policy/civil-rights-laws
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This admission type is available to all applicant types and is the only other admit type 
acceptable for international students. 

Please keep in mind that these prerequisite courses cannot count toward degree 
completion for the student—instead, these courses must be completed in addition to the 
rest of the curriculum for a graduate degree to be conferred.   

If you are assigning more than 2 required prerequisite courses, it might behoove you 
and the student to engage in a conversation about readiness and taking classes non-
degree graduate or as a post-baccalaureate and then applying once more after 
successfully getting a B or better in the courses.  This is because more courses means the 
student is not prepared and they would then be extending their time to degree beyond a 
term. Post-Baccalaureate allows them to take undergraduate-level preparatory classes 
while non-degree graduate allows them to take graduate-level prerequisites. 

Decision Type 3: Admit – Provisional 
This admission type is for students that you would like to recommend for admission, but 
they did not meet the GPA minimum requirement for admission, but may have 
demonstrated other readiness that you feel fills this academic gap and thus giving them a 
chance to start is worth the investment and will likely yield a graduate. 

This admission type is not acceptable for international students. This admission type will 
result in no visa being awarded so keep this type limited to domestic or permanent resident 
applicants. 

Additionally, you cannot assign prerequisites for this admission type. If you feel this 
student does not meet GPA minimums AND needs remedial coursework, it is likely they are 
not admissible—you may want to reach out to the student to recommend they take non-
degree graduate or post-baccalaureate courses to lift their GPA eligibility and ensure they 
are prepared for the course of study, moving their application to one of these types. 

Decision Type 4: Deny 
Choose this if you feel the student does not meet the minimum eligibility criteria for 
admission based on your required admission items. You can also choose this admission 
decision type if you have limited space available and had to make decisions based on a 
holistic view of the app that required applicants not only meet but exceed admission 
minimums. 

This admission type is acceptable for all applicant types. 
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Decision Type 5: No Decision/Other 
Use this admission type if you are unable to make a decision and want to notify the 
graduate college of why so that an action can be taken on your or the student’s behalf. 

For example, if you are missing a data point, like GPA, please select “no decision” and then 
provide details in the “reason” box so the team can fix a data error. 

If you note that the student applied multiple times to the same program in different but 
near terms, or even the same term, let graduate studies know and they can close duplicate 
applications or reach out to the applicant to confirm their preferred admission term. 

Here is a list of times to use the “No Decision/Other” decision-type: 

• Missing a data point or required admission item 
o GPA not included 
o Missing a recommendation letter 
o Something is appearing blank/not appearing for you and it should be 

• Student applied multiple times to same program 
o Same term or future terms 
o Want to get clarity from student on what they are trying to do so not wasting 

your time/decisions 
• Student missed deadline for admission 

o And you want grad studies to follow-up with them to see if they’d like to 
consider a future term 

o You followed up with the student and will forward written correspondence 
between you and the student to come2csu.grad@csuohio.edu to append to 
their record indicating they would like to move terms for a decision 

• Student needs too many prerequisites so you would like grad to connect with 
student to change application to post-baccalaureate or non-degree graduate 

• Some other concern/issue with app that you need help troubleshooting 

The “reason for no decision/other” box is NOT a comments box. It is NOT recorded on the 
student’s permanent admission record. Instead, this box is sent to graduate studies for 
greater understanding of the issue. Please write a robust statement for why you are 
returning this application to the graduate college so that our team can quickly assist 
you. 

Slate Statuses 
Within state, students will hold specific statuses. The statuses in slate have two levels: 
Person status, and then Applicant Statuses.  The person statuses in Slate are as follows: 

mailto:come2csu.grad@csuohio.edu
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• Prospect: If we are missing key details that explain how we got this lead, it will enter 
our system as a prospect to ensure they only receive outreach in a controlled way 
since they may not have fully consented to outreach (manual add/limited contact 
lead).  We rarely use this status, ever, except when truly needed. 

• Inquiry: When someone has NOT started an application EVER with us—they can 
never return to this status if at ANY TIME started an application  

• Applicant: The student has started an application at ANY TIME in their lifetime in 
our database (even as an undergraduate), they will hold this status. Even if they 
never submit an application, they will live in this status and can never go backwards 
to an inquiry, again. 

• Admit: When a decision of “admit” of any time is made, they will move to this 
status. If a student is denied, they will stay as an “applicant” in the system.  An 
admit can move back to an applicant if they have additional open applications, but 
they can never move down farther in the system to inquiry or prospect. 

The person-type Slate field is the higher-level status that is assigned to their record. Once 
they start an application and enter into applicant stage, they then have statuses that are 
more nuanced: 

• Awaiting Submission: This status is for any student that starts an application, but 
doesn’t submit it—they can hold this status on a specific application that was never 
submitted but then their person status will be “applicant” 

• Awaiting Materials: This means the student completed an application, submitted 
it, and now they have their checklist that has required items that need to be 
submitted.  The checklist is dictated by the programs admission requirements as 
filed in the catalog.  All changes to checklists must go through modern campus with 
full approval to be implemented in Slate. 

• Awaiting Decision: All materials that are required for a decision have been received 
and the application is now moving to the workflow bins for decision steps.  Awaiting 
decision should align with “Program Coordinator Review Bin” for it to be in the 
correct workflow—if you ever have an error where this does not align and the bin still 
says “Awaiting materials” this is a good time to reach out to Graduate Studies for 
correction! 

• Awaiting Confirmation: The student has a decision that was made by a Program 
Coordinator or the assigned staff for Slate Reader, and now the system is holding 
that decision release until it goes through the next bins, which includes 
academic/personal conduct review if the student reported a crime or academic 
conduct concern. All application decisions are manually released on Mondays, 
Wednesday, and Fridays. 
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• Decided: When the decision has been released, this status will appear, followed by 
the decision type such as admitted, admitted provisionally, denied, or withdrawn if 
withdrawn along the pipeline 

Once a student is admitted, they have additional Decision Statuses or Reason Codes 
That you will note: 

• Administrative Withdraw: The application was removed for a specific reason and is 
no longer active 

• Matriculated: The applicant decided to Accept their offer of admission formally 
by completing the checklist item in their student portal—at this time, the step is 
NOT required, but highly encouraged. This does NOT mean the student has actually 
enrolled in classes 

• Declined Offer: On their offer of admission form, they stated they will not be 
enrolling OR, they communicated to staff at CSU they will not be enrolling and this 
was noted on their record 

• Admitted, did not enroll: Posts after add/drop if the student was offered admission 
but never enrolled per a pull from PeopleSoft or our SIS system in use 

• Deferred: Student has a new application opened for a future term with an 
admission decision; they can defer up to 1-year and each program may allow 
deferral based on their admission terms (can’t defer to spring if only admit in Fall, 
for example)—Mistakes do happen since this is manual, so report any concerns to 
Graduate Studies! 

All of this creates a very complex layer of decisions. Basically, a student has a person 
status that allows us to identify them as one record. After that, they may have many 
applications in different statuses, like awaiting submission, awaiting materials, and even 
decided, all at the same time! And then for all decided applications, the student then can 
take actions to indicate their intent and we try to keep this as correct and accurate as 
possible and you staying on top of your student admission lists (or the appropriate staff 
member in your department) ensures this is up-to-date. This is the reality of a “one-to-
many” database when we allow multiple applications for graduate study from one student 
in any given term or terms! 

Slate Reporting 
Slate has the ability to build queries from the many fields inside the system. These queries 
are the foundation for reports. Reports can provide raw data, or could include charts and 
graphs or counts. 
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All Program Directors or those responsible for monitoring their inquiries and applicant to 
admit pool are sent two reports weekly: an inquiry report and an applicant/admit report. 

Accessing Slate Queries and Reports 
Slate reports are sent to the identified decision-maker(s) for your program weekly as a PDF 
email. Additionally, when you login to Slate, you can access reports built by Graduate 
Studies. 

 

Reports that are emailed weekly are stored under reports in the queries/reports tab in 
Slate. Reports can be downloaded as excel files if you click on the report and then select 
“export to query” on the righthand side of the report. 

 

Reports are live-updated when opened from Slate. This means, at the time the report is 
generated when you click on it, that is the most up-to-date data in slate. The emailed report 
is a snapshot in time, you can access the report in Slate via the email if you scroll to the 
bottom of the message and click on “display report in Slate”. If you are denied access, 
contact come2csu.grad@csuohio.edu for access permissions. 

mailto:come2csu.grad@csuohio.edu
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Slate Reporting: Functions that Can be Explored 
If you would like additional data sent, or would like us to explore creating a report or an 
addition to your emailed report that displays data in a visual way or by counts, contact 
come2csu.grad@csuohio.edu. While we may need to confirm what we can and cannot 
report out to you, or what we can or cannot build from a database functionality standpoint, 
we are happy to be partners in thought and improving your deliverables! 

Query vs. Report in Slate 
A query is the most basic function that can be built into a report. It is a search performed 
within the database to pull out rows of data. The query must be built on the correct “base” 
or joined in the correct way across the many tables that exist inside the database. 

A query can be run to pull out data at any time and can be viewed to access data straight 
from the query while a report generates a list, but may not allow you to click on each record 
for review. 

A report can have lots of tables or components while a query is just base data presented in 
rows—ask Graduate Studies for assistance if you want a report or query built—generally 
our office builds reports so that you can get the data emailed, but a query could also do the 
trick if you do NOT need to data emailed every week or biweekly, etc. 

mailto:come2csu.grad@csuohio.edu
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Slate Report and Query Structure/Foundation 
Slate is a one-to-many database. It is built off of a person or organization, and then all 
other data is stored in tables from there. This means, for every person, there may be many 
applications, many addresses, many emails, many admission decisions, but they, the 
person, are the one datapoint that is at the center of it all.  

When we build reports from the person-base, we get one person row back and then one 
row of whatever data we requested.  When we build reports from the application base, we 
are pulling all applications that exist and this may pull the person in more than once, if they 
have multiple applications. Each approach has data implications and value—we do our 
best to make the right decision from the base to ensure accurate reporting, but our team is 
ever-learning! 

Slate is a Configurable Join database—we can configure the query to join to many other 
bases as-needed. Where we build that join matters—it determines how the data is limited.  
There is both science and art to building reports—the more complex or nuanced a 
database, the harder it becomes to get out basic data. 

Allowing multiple applications per term and allowing the same application for a term does 
lead to some duplication in data that increases reporting complexity and therefore can 
impact reporting accuracy. We do our best as a team to consider all of the limitations of 
how we have allowed our students to apply as graduates and how this impacts data 
collection and reporting. 

At the end of the day, our goal is to provide you with an accurate list of who is in your 
pipeline for the recruitment cycle. If at any point you feel this data may not be accurate—let 
us know! We are happy to review a report to ensure its accuracy. 

Slate Report Data Points 
As a reminder, if you are responsible for inquiries or applicants/admits and connecting with 
them in your pipeline, you should be receiving 1-2 reports at a minimum to track your active 
recruitment pool.  

If you are working with a vendor for recruiting, it is important to know what your role is in 
the process versus what the vendor does to support your program. We do NOT want to do 
outreach on two fronts that confuses the student—be sure to check with your college 
leadership to confirm what your role is in the recruitment processes 

If you are reviewing reports, whether just to be in the know or to act on the data you are 
receiving, please ensure that your report has the minimum data points for each report type. 
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Minimum Inquiry Data Points 

• First and Last Name 
• CSU ID (though may be blank) 
• Citizenship (though may be blank) 
• First Inquiry Date 
• Anticipated Program 
• Anticipated Term (May be blank) 
• Phone (may be blank) 
• Email 
• SMS opt-in/Out (may be blank) 

Inquiry reports only pull in students who have NO APPLICATIONS ON FILE with CSU. This is 
how they get the status “inquiry” in the database. 

Minimum Applicant/Admit Data Points 

• First, Last Name (preferred may be included) 
• CSU ID# 
• Citizenship 
• App Submit Date (May be blank if “awaiting submission”) 
• Program (actually applied to) 
• Term (actual) 
• App Complete date (May be blank if “awaiting submission” or “Awaiting materials”) 
• Decision (where the app is currently, did student accept offer?) 
• Decision Details (specifics, if provided) 
• Admission Decision (what you decided) 
• CSU Enrolled Hrs (only field that indicates enrolled at CSU) 
• Phone 
• Email 
• SMS Opt in/out (may be blank) 

Applicant/Admit reports pull in any student for the active terms that you are recruiting for 
that have started an application, even if they haven’t submitted it. 

Applicants that are “awaiting submission” are really “hot leads” because they haven’t 
actually submitted the app, but they were at one point thinking about it! These could be a 
good audience to connect with to see what more they’d like to know to make the plunge! 
Or, open their record to see if they finished an application for a different program—this is 
quite common! Students don’t realize they don’t have to open a new application each time 
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they want to explore something new, and thus this can lead to multiple open but awaiting 
applications—let us know what we can close if you can get that information confirmed in 
writing with the student! 

Slate Communications 
We use Slate Deliver to send marketing communications to prospective students. At this 
time, we send emails to inquiries, applicants, and admits. Below is the outline of what we 
send: 

• Inquiry Emails (3 total) 
o 1 sent the day they inquire for a specific program that has a content block 

with program-specific information 
o 1 sent 2-weeks later to students who remain inquiries to a specific program 

with a content block with program-specific information 
o 1 send after 45 days as an inquiry if they have indicated a specific program 

reminding them to reach out if they have questions about their program of 
interest 

o If you are working with a vendor to assist with outreach to inquiries, they 
DO NOT receive these emails in an effort to not overwhelm them with 
messages 

o Entered into College of Grad Studies general outreach campaign structured 
by vendor to push to apply; except vendor inquiry-supported programs 

• Applicant Emails 
o 1 System email that thanks them for submitting an application to CSU and 

gives them access to their CSU Applicant Portal 
o 1 Program-specific email that thanks them for applying, sent 2-days after 

submit 
o 1 Program-specific email send 2-weeks later if app remains incomplete 
o Continuous bi-weekly system reminders of incomplete application items 

sent for 2-months 
 After that sends every 3 weeks until close of app window 
 Mailed a postcard with incomplete items after 36 days pending 

o If you are working with a vendor to assist with outreach to applicants, 
they DO NOT receive these emails in an effort to not overwhelm them 
with messages (CAS, Collegis, Keypath, etc) 
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o Entered into College of grad studies general outreach campaign to finish app 
and enroll structured by vendor; except vendor applicant-supported 
programs 

• Admit Emails 
o 1 Admission letter with decision, system sent and stored in CSU Applicant 

Portal for the student 
o 1 system-based email on activating your student account/email for CSU, if 

admitted (sent after admission decision released and viewed) 
o 1 welcome to CSU letter from college/dean/program designed by the 

program or college 
o 1 next steps email based on program next steps 
o 1 start of term reminder email of things to do, program based, such as 

orientation or meeting with an advisor, as required/recommended 
o 3 general emails from Graduate Studies reminding students about on-

campus services, activating your student accounts, tuition and financial aid 
o 1 invitation to new student welcome reception if admitted summer/fall 
o Emails to student email account from bookstore and CSU about 

transportation that start 2-weeks before classes start 
o If you are working with vendor to assist with outreach to admitted 

students, they DO NOT receive most of these messages to avoid over 
saturating them with comms via email 

o Entered into College of Graduate Studies general outreach campaign to 
finish enrollment/confirm plan to enroll; except vendor admit-supported 
programs 

Additional communications can be built, but preference is given to email templates that 
can be used for all terms and start dates and entered into a cycle of communication. One-
of emails sent at specific times of the year can be sent via Slate for you, but the COGS will 
not maintain a calendar or reminders to send these—you will need to be proactive to 
request that these be sent and will need to provide the specific one-time content. 

Content Blocks: Program-Specific Information 
We manage 3 inquiry, 2 applicant, and 2-3 admit emails that are program-specific, for each 
program. Instead of creating individual emails which would result in a minimum of 7 emails 
for each program x 150 different pathways, we use content blocks to create a specific 
section of content within an email that is narrowed to your program. 
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Content Block Best Practices 
We recommend that you point to some action for the reader to in your content block. This 
tells us that they interacted with your message, so your message had impact that drove 
engagement. This best practice is what our current marketing partner, EAB, does in their 
general email campaigns. 

Some ways you can drive your recipient to engage with the emailed content are below: 

1) Give them a link to a calendar to meet with you or someone on your team if they 
have questions 

a. Consider using Microsoft Bookings: https://www.csuohio.edu/messaging-
services/microsoft-bookings 

b. While you can always offer your email and/or phone for direct outreach, this 
is not best practice as it will require careful monitoring of your inbox since 
most students expect a reply within 24-hours with our marketing partner 
stating over 48-hours ineffective 

2) Invite them to explore your Program Page to learn more about something special 
about your program (where your graduates work, career outcomes, research 
expertise, scholarships) 

3) Invite them to look at events taking place in your college 
a. Recommend having a college calendar or event page 
b. Something that is maintained and updated annually so link stays active 

4) Invite them to apply for GA/TA/RA/Scholarships 
a. Link to page that is always available to learn more 
b. Make sure this link works year-round; don’t link to a form that shuts off or 

gets replaced each year 
5) Drive them to view faculty highlights or profiles 
6) Share your social media page with them to follow 
7) Have them sign-up for your newsletter or magazine 
8) Have them complete a special survey that tells you more about their interests 

a. Have grad studies build in slate 
b. Can set up an automatic flow to send results to someone 
c. Can send auto-communications from form to thank them and tell them 

someone will follow-up 
d. If you aren’t actually going to follow-up, don’t do this!!! 

https://www.csuohio.edu/messaging-services/microsoft-bookings
https://www.csuohio.edu/messaging-services/microsoft-bookings
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Content Block Email Templates 
The Office of Graduate Studies has created some email template guides to help you see 
what your sending email will look like, and what content block material is most appropriate 
for the email that was built. 

You can send your content block edits to graduate studies for update. Graduate Studies is 
updating content blocks based on existing outgoing communications and will reach out to 
each program to ensure the content blocks match expectations as they move through the 
list for this update. The estimated date this project will be complete is December 15, 2026. 

After that, content blocks will be maintained on an excel sheet and can be updated 
whenever you desire, or as program directors change or contact information changes for 
the college. 

Inquiry Templates 
The following links connect to our existing templates used for Slate Inquiries—you are 
welcome to make a copy to edit the “content block” areas of these templates for your own 
specific content. Graduate studies will have either connected with you to write these 
already, or written content blocks on your behalf to try to get the process started with a 
December 2026 launch date for content-block based emails. 

Inquiry Email 1_Template & How-To Write Content Block Guide - Copy.docx 

Inquiry Email 2_Template & Content Block Guide - Copy.docx 

Inquiry Email 3_Template & Content Block Guide - Copy.docx 

Applicant Templates 
Applicants are sometimes in “awaiting submission” stage, which means they are hot leads 
who almost submitted an application, but haven’t quite finished. We can target these 
students as well as those “awaiting materials” to try to ensure they feel supported but also 
so that they know that more is needed to take the next step for CSU consideration. We have 
not historically emailed this population of student but hope to have this up and running by 
December 2026. Templates are below: 

Applicant Email 1_Template & How-To Write Content Block Guide - Copy.docx 

Applicant Email 2_Template - Copy.docx 

Admit Templates 
Once admitted, The College of Graduate Studies does send general emails with reminders 
about CSU life and things a student can do to get ready for classes, such as how to get a 

https://csuohio.sharepoint.com/:w:/s/CollegeofGraduateStudies844/IQAdRKAX81rhQJR7zZ123MtqAUxfKM8w-4cxlhUmYvSiZpc?e=PhXls3
https://csuohio.sharepoint.com/:w:/s/CollegeofGraduateStudies844/IQDOXX0XitlkT4HqbEWxPjLYAX65kNIRFNzB5WEapVDeRT0?e=BO9K1A
https://csuohio.sharepoint.com/:w:/s/CollegeofGraduateStudies844/IQCc7pgclcc-TbmOESwaSaqwAS8HIOm69uwd-G_8ichDt-E?e=3VYdkY
https://csuohio.sharepoint.com/:w:/s/CollegeofGraduateStudies844/IQBP9jxWPyBRSYekK90qcpHYAWEN_KLE5P4c2QwP7L5-JbU?e=wHkrd7
https://csuohio.sharepoint.com/:w:/s/CollegeofGraduateStudies844/IQCHfyKJGgjXRbi0L_RaoxcuASwSTJSq5wq9zDj_nBIRaqw?e=9xvdrf
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CSU ID, where to learn more about parking and public transportation, or where to learn 
how to access online course materials and content, as well as general guides on registering 
for classes, tuition and financial aid, and other reminders by population group (online/US 
vs. foreign national student).  Admitted International students get system automated 
outreach designed by CISP to ensure they take any required next steps for Visa’s and I-20s, 
as applicable.   

Templates that are sent that are program specific for post-admission, are below.  We highly 
recommend thinking about how you can concisely communicate next steps to admitted 
students, with templates that can withstand time—do you have a specific course 
sequence, point person for them to talk to about registering for classes, timelines, or 
onboarding procedures like an online orientation or some kind of program welcome?  What 
do you always do, no matter the term admitted if you admit at more than one term cycle? 

Admit Email 1_Template - Copy.docx 

Admit Email 2_Template - Copy.docx 

Slate Events 
Slate can host registration forms for events. These events can take place in-person or could 
be hosted virtually via Teams or Zoom and shared as virtual check-in links to registered 
attendees. Slate events can create check-in features so you can track attendance, and can 
create automated communication plans to identify students to invite, thank them for 
registering, remind them about the event, and send post-event thank you’ s to attendees 
and those you missed. 

Slate tracks events attended and saves these to the student’s record. Slate events can be 
embedded into website pages for CSU or shared as links.  QR codes can be created from 
Slate to put on flyers or at check-in for self-service, as well. 

Contact the College of Graduate Studies to collaborate on moving your events from 
external form platforms to Slate for a convenient one-stop shop of services that are FREE, 
including the ability to text reminders and send cancellation updates due to poor weather 
conditions. 

 

 

 

https://csuohio.sharepoint.com/:w:/s/CollegeofGraduateStudies844/IQDp2Tg4hHc1TZwkwjCqjTLJAU8VSI-2OfbKmE9PQZZaLiA?e=cJOcV4
https://csuohio.sharepoint.com/:w:/s/CollegeofGraduateStudies844/IQAtulUOBtMFQabQMFwkVnvHAY0tT79rXTvW5vKWtK3wkp0?e=maa2vw
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Building an Event in Slate 
Slate allows users to set events as 1 time, recurring, or to copy past events to be edited and 
reused as-needed. Slate collects basic event data to set the event details page, and then 
allows users to build a form to collect registrations. 

Slate events can take place in-person or virtually. Virtual events  

 

What You Need to Set up a Slate Event 
The basic items you need to set up a Slate event through Graduate Studies are: 

1) Title/Name of Event 
2) Date and start/end time of event 
3) Primary contact for event—who will manage questions, be listed as the point of 

contact on emails, etc 
4) Short description of event (think 2-5 sentences maximum) 
5) Audience—who do you want to invite 
6) Virtual or in-person—if Virtual be sure to set up an EVENT via zoom or teams to 

ensure a distinct event-specific link is sent (share with Grad Studies) 
7) What questions you need beyond the basics (name, entry term, program of interest, 

email) 
8) Recommend 6-8 week minimum notice for ample promotion and planning 
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What Communications Can be Sent via Slate Event 
Slate allows users to set up pre-programmed email communications to a number of 
audiences and for a number of purposes. At a minimum, each event will get: 

1) A confirmation of registration success screen 
2) Confirmation of Registration 
3) At least 1 event reminder email 
4) A post event thank you 

a. Can be programmed for those that attended 
b. Can be programmed for those who did not attend (didn’t check-in) 

Additional communication options include: 

1) Audience Invitations 
a. Can send as many as desired on prescheduled dates 
b. Can send to a list pulled from Slate database based on your parameters or 
c. Can be sent from an uploaded list shared with Grad Studies 

2) Additional Reminder Emails 
a. Recommend 1 a few days before (2-5), 1 day before, and 1 day of 
b. Attachments are possible, to include things like maps if you have made one 

to help with parking or getting to your event location, or a parking pass if you 
are providing one! 

3) Texts 
a. If you collect phone number 
b. Short statements, can invite to register to attend or remind about event 
c. Can send check-in code to do scanned check-in if having grad studies help 

with event 
4) Targeted messages to specific populations from the questions on your event 

registration form 
a. If you want a specific thank you for attending from each program included 
b. If you want to email PhD students something different from Master’s 

interested students who attended 
c. Must have right questions on form to create this narrowed outreach 
d. Survey can be sent to guests if you design one (we will not design for you) 
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