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What is Slate?

Slate is a comprehensive admissions system that comprises CRM (Customer Relationship
Management) and Application platform. It is currently being used by over 750 institutions
including many UC Graduate Divisions. It is designed and developed exclusively for higher
education admissions and recruitment.

Currently, UCR’s Graduate Division is using the CRM portion of Slate. This tool allows us to
communicate with students throughout the admissions and recruitment lifecycle, from prospects
until they become admitted students.

Slate is a robust system. In addition to a communications tool, Slate has several components to
assist graduate faculty and staff. In this user manual, you will find many of the features Slate
provides. Slate is easy to use and user friendly.



How to Access Slate:

To get user access to Slate, please fill out the following form:
https://grad.ucr.edu/register/SlateRequest

To access Slate, please use the following link:
https://grad.ucr.edu/manage

The Slate Dashboard should look something similar to:

Nancy Cruz i

Welcome, Nancy.

SIat * SPIRIT SHOP

Slate Spirit Shop is now open! Stock up on all your favorite Slate gear: t-shirts, water bottles, tote bags, beach balls, and more!

Fee Waivers Links (Forms and Queries) g!

Fee Waiver Forms & Queries

Graduate Prep Programs

Form

Query

Cal-Bridge Submissions Report - Maria FG

Open House ($30 Discount)
Form

Query,
MATH ($30 Discount-makeup session)

o MATH Query

GSOE $30 Discount
GSOE Query,

Grad Div Recruitment Events Waivers
Form
Query,

Slate Options:

You have accessed Slate from 2 devices in the past 72 hours. Details Your Profile Supervised Login

Slate Spirit Shop NEW!

Slate on Social
Knowledge Base
Community Forums
Slate Feedback

Service Status

F=

o1

Queries | Reader |Deliver Inbox | Forms Events

&
Reports

Records

Schedul | Database

er




Person Record:

There are two ways to access a student record in Slate. Firstis using the Records tab on the
Slate dashboard:

¢
4

LOOkUp CBO Contacts
Community-Based
. Organizations
Partial Match ‘Eearch... Lookup
Matching Rows Undergrad Colleges
Organizations
Filters Y Fiter | NoT || (| OR ) ——

Organization Contacts
Forms/Events

Schools

Sports

Graduate Program Contacts
Graduate Programs

You can sear a student record by name (first or last), or
typing in the partial match search bar. Anyone matchi
below

-mail. Search for an individual by
g what you entered will be displayed

Look
. X
Partial Matcl nancy.cruz@ucr.edu
Matching Row: 4
Filters Y Filter NOT ( OR )
name birthdate application
Cruz, Nancy Cruz 11/06/2018
Ruz, Nancy C 11/05/2000
Skipper, Noah 01/03/2009
Test, Test Test 11/06/2011

Each name provided is an active link and can be clicked to view the students record.

A second way to look for a contact/student in Slate is to use the Search bar in the upper right-
hand corner:

Nancy Cruz

Lookup New Person CBO Contacts
Community-Based
Organizations




LOOkU p New Persor
Partial Match ‘ nancy.cruz@ucr.edu

Matching Rows 4

Filters Y Filter NOT ( OR )

Click on the name to bring up the student record.

Nancy Cruz .

nancy.cruz@ucr.edu|
Prospects
Cruz, Nancy Cruz
Ref: 244511551, DOB: 11/06/2018
Ruz, Nancy C
Ref: 180945105, DOB: 11/05/2000
Skipper, Noah
Ref: 352948002, DOB: 01/03/2009
Test, Test Test
Ref: 185465799, DOB: 11/06/2011

Nraanizatinn Cantacte



How to Add a New Student/Contact:

You can add a new prospect student/contact in Slate by clicking the “New Person” button.

Looku p New Person
Partial Match Search...

Matching Rows 579,108

Filters Y Filter NOT ( OR )

However, this will not add the contact into a deliver campaign, since there is no way to add a
program of interest. A new contact can be added through the following link:
https://connect.ucr.edu/register/prospectgradstudent

This will ensure that the contact added will be added to the appropriate communication flow.
New contacts can also be added through department RFI (Request For Information) forms
created through Slate. Please contact Nancy Cruz (nancy.cruz@ucr.edu) to setup a department
RFI.




Reading a Person Record in Slate

Below is a prospect student record:

MacDonald, Lana

Inquiry 115911077

Dashboard Timeline Profile Materials UA Person

Contact

Email lanavalemacdonald@gmail.com
Activity History
Tags
°
6/8/ 6/8/2020\ 6/8/2020  6/8/2020  6/8/2020  6/8/2020  6/8/2020  6/8/2020  6/8/2020  6/8/2020  6/8/20: 6/8/2020 6/9/
2...

2020
@ Interaction Event Login Email Sent Email Opened Email @Hficked

Status History
06/08/2020 Inquiry

Populations
06/08/2020 GD_SPP_Prospect

The student Dashboard is a quitk overviewof a person record. Contact infermation is included
on the right side of the record. Status History shows whether the student is\an inquiry
(prospect) or an applicant (created/submitted an application through GradSlS). The Populations
will show which program of interest and communication flow the student is interested in.

From the Dashboard, an email can be sent to the student by clicking their email hyperlink:

Send Message

X
Sender "Nancy Cruz" <nancy.cruz@ucr.edu> j I«
al
Recipient ‘IanavaIemacdonald@gmail.com j send using_alternate client
at
cc \ |
Subject \ ‘
B @ @ ™~ L E=E R Q b3 | I, Z0 [ source 22
B I U S | = = | = &= = | Format -~ Font - size - A- DB~
P

Send Cancel Edit Attachments

This email will be saved to the student record and show up in their timeline.



The timeli
received.

e on a person record shows a compilation of all communications the student has

Inquiry 11591107

Timeline Profile Materials UA Person

Interactions
2020 June New Interaction Audit Log
Campaigns
06/09 2:11:36 PM Sent Message UCR Master of Public Policy Program - Thank You for Your Interest!
06/08 11:55:3¢ PM [ Form Submitted Prospect Grad Student

Set Default Tab

Slate by Technolutions (University of California, Riverside)

The timeline will show all communications sent. If the student has opened the email, there will
be a line showing that interaction as well. Clicking on Interactions will show all interactions
with the student record. You will be able to see how the record added to Slate. In this

example, the record was added through the Prospect Grad ent form.
MacDonald, Lana

Influiry 115911077

Dashboard Timeline Profile Materials UA Person
Date A Code Subject User/Status Timeline
New Interaction B nens
Audit Log
06/09/2020 Message #1 from SAO  UCR Master of Public Policy Program - Thank You for Your Interest! Sent = Campaigns
06/08/2020 Source Prospect Grad Student -
Search Interactions...
Messages
Sources

Interactions

Set Default Tab

The Audit Log will show all access to the record.

MacDonald, Lana Inquiry 115911077

Dashboard Timeline Profile Materials UA Person
| 03/11/2020 | | 06/09/2020 | | | Refresh Timeline
Interactions
Audit Log
2020 Jun Campaigns
06/09 8:19:42PM 4. Record Access

06/09 2:11:33 PM 1y Query Execution Query Execution of #1 from SAO (deliver-afternoon)

06/08 11:59:31 PM Audit Event  Population Added - GD_SPP_Prospect
06/08 11:59:31 PM Status Change Status Change: Inquiry

06/08 11:55:35PM || Field Set Program of Interest set to Public Policy
06/08 11:55:35PM |, | Field Set Student Level (Person) set to Grad Prospect
06/08 11:55:35 PM Person Created Person Created

Set Default Tab



The Campaigns section will show you if the record is currently in a campaign. If the record is old

or has already received all communications in the campaign, this section will be empty.

MacDonald, Lana

Dashboard

Timeline

Profile Materials UA Person

[ 06/09/2020 | | 09/07/2020 | |

#1 from SAO

UCR Master of Public Policy Program - Thank You for Your Interest!
Program of Interest IN Public Policy

Student Level IN Grad Prospect

Population Timestamp Days IN GD_SPP_Prospect; = 1

#2 from MPP Ambassador

Why I Applied for the MPP Program at UC Riverside
Population Timestamp Days IN GD_SPP_Prospect; = 5
Program of Interest IN Public Policy

Student Level IN Grad Prospect

#3 from Graduate Advisor

Faculty & Research at the UCR School of Public Policy
Population Timestamp Days IN GD_SPP_Prospect; = 10
Program of Interest IN Public Policy

Student Level IN Grad Prospect

#4 from Dean

Make an I-MPP-ACT with a UCR MPP Degree
Population Timestamp Days IN GD_SPP_Prospect; = 15
Student Level IN Grad Prospect

Program of Interest IN Public Policy

#5 from Career Services

Career Services at the UCR School of Public Policy Edit Subject
Population Timestamp Days IN GD_SPP_Prospect; = 20

Program of Interest IN Public Policy

Student Level IN Grad Prospect

Running/Ongoing

Preview
Check Logic

Running/Ongoing

Preview
Check Logic

Running/Ongoing

Preview
Check Logic

Running/Ongoing

Preview
Check Logic

Running/Ongoing

Preview
Check Logic

3 Refresh

Inquiry

Timeline

Interactions
Audit Log
Campaigns

115911077
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The Profile tab in the student record allows you to see all information on the student record..

MacDonald, Lana Inquiry 115911077
Dashboard Timeline Profile Materials UA Person
Biographic Overview
Lana MacDonald Biographical
Contact / Address
Contact Relationships
Email lanavalemacdonald@gmail.com
Schools
Scores
Jobs
Courses
Interests
Sports
Account
Workflows

Create Application
Restore Application
Edit Slate ID

Edit Restricted Access

Set Default Tab

Clicking on one of the links on the right will bring up information if it is available. You can also

edit or add information that way:
MacDonald, Lana

Inquiry 115911077

Dashboard Timeline Profile Materials UA Person

Name Overview
Prefix j Biographical
First (Given) ‘ Lana ‘ Contact / Address
Relationships
Middle \ ‘
Last (Family) ‘ MacDonald ‘ :chools
cores

Suffix vI Jobs

Preferred First ‘ ‘ Courses
Interests
Other Last Names Used I ‘ Sports
Preserve Formatting
Account
Biographical Workflows

Restore Application

Birthdate -0 -| Edit Slate ID

Edit Restricted Access

Deceased

Citizenship

Primary Citizenship \ |
Dual Citizenship [ ;I

Social Security Number l:l

Save

11



The student record of someone that has an application will look different than a prospect

record.
Arellanes Castro, Guadalupe

Dashboard Timeline Graduate Applica... Profile Materials

Biographic

Female

Born 05/15/1993, age 27

Graduate Applications - 2019-2020

Started 11/19/2018

Activity History

([ ] [ ] ([ ] [ ] [ ]
12/1/2018  1/1/2019 2/1/2019  3/1/2019 4/1/2019  5/1/2019 6/1/2019

@ Interaction Event Login Email Sent

Academic History

Csu Los Angeles, Master of Arts
Latin American Studies

Los Angeles, CA

Geomarket: CA-19 East Los Angeles

Csu Long Beach, Bachelors of Art
Women's, Gender and Sexuality St
Long Beach, CA

Geomarket: CA-22 Long Beach

El Camino College, Non-Degree
N/A

Torrance, CA

Geomarket: CA-20 South Bay

UA Person

7172019 8/1/2019
Email Opened

Set Default Tab

9/1/2019  10/1/2019
Email Clicked

11/1/2019

Applicant 229286719

Inglewood, CA
CA-21 South & South Central Los Angeles

Los A_Jgeles

san giego Phoenixo

142 W Kelso St

Inglewood, CA 90301-2238
Contact

Email garellanes.castro@gmail.com

Phone +1 310-431-5302
Mobile +1 310-431-5302

GradDivision GR

vision Prepared 120  OptOut Puente

le County Education Collabora

cord Umoja

Status History
11/19/2018 Applicant

12



The Graduate Application tab will have information on the application. Clicking on
Program/Degree Retails will show the details of the application.

Arellanes Castro, Guadaltpe

Dashboard Timeline Graduate Applica... Profile

Graduate Applications - 2019-2020
No decision on file.

In Progress
Last updated November 13, 2019

Checklist

Insert Requirement

b4 GRE Score Report

Materials

Date A Description

New Material

Decisions
Effective A Decision

New Decision
Activities

Date A Code
New Activity

Subject

Arellanes Castro, Guadalupe

Dashboard Timeline

Graduate Applications - 2019-2020

In Progress
Last updated November 13, 2019

GradSIS Application ID#
100148253

Application Status
Accepted - Final

Application Details

Application Term
Fall 2019

Graduate Program
Ethnic Studies

Degree Objective
Doctor of Philosophy

Grad Staff Assigned
SID
861024002

Edit

Materials

Graduate Applica...

UA Person
Awaiting
Record User
Released Received User
User

Set Default Tab

Profile Materials UA Person

No decision on file.

Set Default Tab

Applicant

Overview
Financial Aid
Workflows
Portfolio
Populations

Read Application
Download PDF

Impersonate > Applications
Impersonate > Status Page
Edit Application Details

GOAINTL-APP
Program/Degree Details
SAAADMS - App
SGASTDN-APP
SZAUSDA-APP

SPAIDEN

Grad Application Details

229286719

13



Campaigns:

To Add Communications to a Current Campaign:

Hover over the Deliver icon and click on Campaigns.

Deli
Welcome, Nancy. iver
[~ Mailings
m @Technolutions E @Hamrind ij Calendar bs
5, Campaigns
Wishing a very This holiday sea: New
Recent Iy

#HappyHanukkah to am thankful for |

Find and click on your program’s folder:

Campaigns
Name
GD_AHS_Prospect
GD_ANTH_Admits
GD_ANTH_Prospect
GD_ANTH_Saved
GD_ANTH_SIR
GD_BCMB_Admits
GD_BCMB_Applicant
GD_BCMB_Prospect
GD_BCMB_Saved
GD_BCMB_SIR
GD_BIEN_Admits
GD_BIEN_Applicant
GD_BIEN_Prospect
GD_BIEN_Saved
GD_BIEN_SIR
GD_BMSC_Prospect
GD_BMSC_Saved
GD_CEE_Admit
GD_CEE_Applicant
GD_CEE_Prospect
GD_CEE_Saved
GD_CEE_SIR
GD_CHEM_Prospect
GD_CHEM_Saved

‘You have accessed Slate from 1 device in the past 72 hours. Details

@l
@ {

- = &

I'set up a webinar We had a blast last @Technolutions Big fan

event series with week at the Yale of the Mars layout! n

Mailings Running
2 0
1 0
2 0
1 0
4 0
3 0
2 0
3 3
4 0
4 0
5 0
6 0
5 5
10 6
5 0
3 0
2 0
4 0
11 0
4 4
8 0
6 0
1 1
1 0

Supervised Login

Updated

09/06/2018
11/13/2018
08/30/2018
11/13/2018
11/14/2018
11/14/2018
11/14/2018
07/26/2018
11/14/2018
11/15/2018
11/20/2018
11/20/2018
08/13/2018
11/16/2018
11/20/2018
09/06/2018
11/26/2018
11/06/2018
11/06/2018
08/13/2018
11/06/2018
11/06/2018
10/09/2018
12/03/2018

14



Click on New Mailing.

GD_CHEM_PrOSpeCt New Mailing

Rules

There have been no rules created for this population.
Statistics  Show

Mailings

Letter from Grad Div Dean Running/Ongoing

UCR Chemistry Graduate Program - Welcome from the Dean Preview

Population Timestamp Days
OR

Program of Interest

Has Form/Event Registration

Fill out the Name of your new communication.

Select the Graduate Division Folder and then your program’s folder.

Enter the Number of Days when you’d like the communication to go out. If you’d like the email
to go out one day after someone becomes a prospect, enter the number “1”. If you'd like the
email to go out five days after someone becomes a prospect, enter the number “5”, etc.

15



IILCITGIL LIV LIIGH DU y

ent Registration = Yes

- New Mailing

Name
Folder
User
Method
Opt Out

UTM Tracking
Population

Time Interval Type

Number of Days

Hide from Timeline

Save Cancel

‘Thank you for your interest

~| /| cHEM

‘ Graduate Division

‘ Cruz, Nancy j

’ Allow Unsubscribe (default)

Disabled ~
GD_CHEM_Prospect
‘ Number of Days j

| I

Click “Edit Message” to begin editing your email:

Thank you for your interest

Method Email
Folder Graduate Division / CHEM
User Nancy Cruz

Recipient Lists

Thank you for your interest (live query)

No exports have been configured for this recipient list.
Population Timestamp Days

Current Status Not Running
Start Date/Time
Stop Date/Time

Opt Out Allow Unsubscribe (default)

Message
Reply To

Sender "UCR Connect" <connect@ucr.edu>

Recipient
cc
Subject

Please be sure to edit the Reply To, Sender and Subject Fields.

Edit
Edit Recipient Lists
Edit Message

Send Mailing

Copy Mailing

Display Sample Message

Send Test Message

= 0

16



us
Time

ime

Nn avnarte have heen canfiaurad for thie recinient lict

Edit Message

Reply To (opt.) ‘ | ‘
Sender "UCR Connect" <connect@ucr.edu> ‘
Recipient ‘ ‘
cc \ |
Subject ‘ ‘ ‘ Version 1 j

B @ @ it R EE DR Q b L £l B souce ¥

B I US| ¥ &= | = = = Fomat - Font - Size -~ A- ¥
Save Cancel

Click Save when you are done.

Edit Attachments

17



How to Edit a Current Campaign:

To see your communications, hover over the “Deliver” icon and click “Campaigns” on the drop
down menu:

We|c0me, Nancy_ Dfliver” You have accessed Slate from 1 device in the past 72 hours. Details Supervised Login
|7 Mailings
E @ValpoTara m @Technolt } Calendar ns * @zach_kuba @KHarv28 m @DanielSchieltz
Campaigns
@Technolutions Data Thanks for joinir Recent e My LAST day of work Still smiling on the last @Technolutions my
migration happens for On the Road for the summer and I day of own personal Slate n
today! Let's do this! A Visits Overviev Career Opportunities- ~ cial have to say this may be #slatelaunchpad. Cant After Dark from last
#Slate Erin (and Gonzo, MA oday the best one yet, all wait to get home and night.
course!) Look ot thanks to start launching! u
Part 2 3, comet || Thank you foryour sit @ ions and @ ion
on application st interest ality #Slate!! Take care of
ill you?
. I Learn more and apply Tor yourseff, will you?
H Thank you for your —
Posted on Aug 25, 2018 Postedon Aug 2 interest-MA 2018 Posted on Aug 24, 2018 Posted on Aug 24, 2018 Posted on Aug 24, 2018

Research tracks

Funding Opportunities

Thank you for your

Slate Interactive Encore Series: Featt r:trest Ms jur Slate Interactive sessions from the recent Slate Innovation Summit held on June 28, 2018.
Join us for an Slate Interactive encore we MCBL_Prospect_Templateg the Applicant Status Portal on Wednesday, August 29 at 2:00 PM Eastern. Learn best
practices for using Slate's new status portai, nunr appicauun suunssiun to enroliment deposit, as well as tips and tricks to setting up custom checklist items and custom

checklist sections. Register here to attend.

Upcoming Webinar

Click on the folder for your program on the right side menu:

Campaigns Mailings
Calendar
Name iling: i C
GD_BCMB_Prospect 3 1 07/26/2018 Populations
GD_BIEN_Prospect 6 0 08/13/2018 Overview
GD_CEE_Prospect 4 0 08/13/2018 GD_AHS Prospect
GD_CMDB_Prospect 3 0 07/26/2018 GD ANTH_Prospect
GD BCMB _Prospect
GD_CSE_Prospect 3 0 08/13/2018 GD BCMB_Prospect
GD_BIEN Prospect
GD_EE_Prospect 6 0 08/13/2018 GD BMSC Prospect
GD_EEOB_Prospect 4 0 07/30/2018 GD_CEE Prospect
GD_ENSC_Prospect 4 0 07/26/2018 GD _CEN Prospect
GD_ENTM_Prospect 2 0 07/26/2018 GD CHEM Prospect
D CHOR Prospect
GD_ENTX_Prospect 3 0 07/30/2018 6D CHOR Prospec
GD_CMDB Prospect
GD_GGB_Prospect 3 0 07/30/2018 GD_CPLT Prospect
GD_GLSC_Prospect 3 0 07/30/2018 GD_CSE_Prospect
GD_GSOE_MA 5 5 07/17/2018 GD CWCR Prospect
GD_GSOE_ME 5 5 07/17/2018 GD CWPA Prospect
GD_GSOE_PhD 5 4 0771772018 GD_DNCS Prospect
o / GD_ECON Prospect
GD_GSOE_TEP 6 6 07/17/2018 GD EE Prospect
GD_MATH_Prospect 3 0 07/30/2018 GD EEOB Prospect
GD_MCBL_Prospect 3 0 07/30/2018 GD_ENGL_Prospect
GD_ENSC_Prospect
GD_ME_Prospect 7 0 08/13/2018 GD_ENSC Prospect
GD_MSE_Pi 5 2 TEIRE GD_ENTM_Prospect
e /13/. GD_ENTX_Prospect
GD_NRSC_Prospect 2 0 07/26/2018 GD ETHS Prospect
GD_PLBL_Prospect 3 0 07/30/2018 GD GGB Prospect
GD_PLPA_Prospect 3 0 07/30/2018 GD_GLSC Prospect
GD_STAP_Prospect 2 0 07/30/2018 GD_GSOE MA

GD GSOE ME

18



This will bring up the communications for your prospects.
title of the communication:

GD_CEE_Prospect

Rules

This population is determined by the following rules:

e CEE Prospects

Program of Interest IN|Chemical and Environmental Engineering

Statistics  show

Mailings

Thank you for your interest
UCR CEE Program - Thank you for your interest
Population Timestamp Days IN GD_CEE_Prospect; = 1

Email from Grad Div Dean
UCR CEE - Welcome from the Dean
Population Timestamp Days IN GD_CEE_Prospect; = 3

Funding Opportunities
UCR CEE - Funding Opportunitites
Population Timestamp Days IN GD_CEE_Prospect; = 10

Research tracks
UCR CEE - Research Tracks
Population Timestamp Days IN GD_CEE_Prospect; = 24

To edit a communication, click on the

New Mailing

In Progress
Preview

In Progress
Preview

In Progress
Preview

In Progress
Preview

19



Click on “Edit Message” on the right side menu:

Thank you for your interest

Method
Folder
User

Recipient Lists

Current Status
Start Date/Time
Stop Date/Time
Opt Out

Message
Reply To
Sender
Recipient
cc
Subject

Email
Graduate Division / CEE
Nancy Cruz

Thank you for your interest (live query)
Population Timestamp Days IN GD_CEE_Prospect; = 1

Not Running

Allow Unsubscribe (default)

gradcee@engr.ucr.edu
"UCR CEE Program" <gradcee@engr.ucr.edu>
{{Email}}

UCR CEE Program - Thank you for your interest

Edit Recipient Lists
Edit Message
Send Mailing

Copy Mailing

Display Sample Message

Send Test Message

H[a]
B -

B Vo
v “Ongineer “Cuecllence,
poz:

2
B

Dear {{First}},

Thank you for your interest in the UCR's Chemical & Environmental Engineering (CEE) Graduate Program.

We are excited that you are interested in becoming a part of our dynamic and engaging graduate student
body. Our students enjoy access to state-of-the-art research facilities, first-rate professors, and worldwide
networking that comes from being part of the prestigious UC System. In addition, we offer competitive

financial packages and excellent research opportunities.

CEE's research is at the forefront of our nation's

enel

rgy i and inabili
the UCR CEE Program is housed in Bourns College of Engineering (BCOE). BCOE has been the fastest
growing engineering program in the UC system, widely recognized as the best system of public higher

education in the world. BCOE

and material of the UC system with a

uniquely intimate research environment, fostering frequent faculty-student interactions rarely found at other

universities.

Adrienne Thomas, the CEE Graduate Student Affairs Officer, will be happy to assist you with the
application process. She can be reached at (951) 827-2859 or gradcee@eng.ucr.edu.

We encourage you to complete your application as soon as possible.

Edit

U

20



Clicking on “Edit Message” will bring up your communication. You can now make changes to
the communication.

Time
B Edit Message
ime
Reply To (opt.) ‘gradcee@engr.ucnedu ‘ Email
Sender ‘"UCR CEE Program" <gradcee@engr.ucr.edu> ‘ First
ssage
Last |
Recipient ‘ {{Email}} ‘ ‘
cc \ |
Subject ‘ UCR CEE Program - Thank you for your interest ‘ Version 1 vI
Source E
Format ~  Font - Size - A- 3~
Dear {{First}},
Thank you for your interest in the UCR's Chemical & Environmental Engineering (CEE) Graduate
Program. We are excited that you are interested in becoming a part of our dynamic and engaging
graduate student body. Our students enjoy access to state-of-the-art research facilities, first-rate
professors, and worldwide networking that comes from being part of the prestigious UC System. In
addition, we offer competitive financial packaaes and excellent research opportunities.
Save Cancel Edit Attachments

Adrienne Thomas, the CEE Graduate Student Affairs Officer, will be happy to assist you with the

Things to look for:

* Reply To (opt.): make sure there is an email address in this field. If a prospect clicks
reply, this is the email address that will receive the email.

* Sender: This is what the prospect will see as the sender of the email. This information
can be edited. If you do edit, please be sure that the name of the program stays
between the two quotation marks (ex: "UCR CEE Program") and that the email address
stays between the two arrows (ex: <gradcee@engr.ucr.edu>)

* Recipient: Please do not change this field. It should contain the following: {{Email}}.

* Subject: This is the subject line the prospect will see when receiving this
communication.

21



* Toadda Iinkwl:r communication, highlight the text and then click on the chain icon:

B

@ @ @ [ if
I U § = & EO=

{}

LE=R

Q 85| L &) [ souce 3

Format ~  Font - A- Y-

Size ~

education in the world. BCOE combines the intellectual and material resources of the UC system with a

uniquely intimate research environment, fostering frequent faculty-student interactions rarely found at

other universities

* To add or edit a picture, click on the image icon:

E @ @ N if
I U § | &= E| =

{}

3

Q 85| L &) [ souce 3

Format ~  Font ~ A- Y-

Size ~

education in the world. BCOE combines the intellectual and material resources of the UC system with a

uniquely intimate research environment, fostering frequent faculty-student interactions rarely found at

other universities

Click save when you are done updating/making changes.

You can send a test message of the communication by clicking on the “Send Test Message” link
on the right side:

Thank you for your interest

Method
Folder

User
Recipient Lists

Current Status
Start Date/Time
Stop Date/Time
Opt Out

Message
Reply To
Sender
Recipient
cc
Subject

Email
Graduate Division / CEE
Nancy Cruz

Thank you for your interest (live query)
Population Timestamp Days

Not Running

Allow Unsubscribe (default)

gradcee@engr.ucr.edu
"UCR CEE Program" <gradcee@engr.ucr.edu>
{{Email}}

UCR CEE Program - Thank you for your interest

Edit

Edit Recipient Lists
Edit Message
Send Mailing

Copy Mailing

Display Sample Message

Send Test Message

= 0

wE
BEE

Once you are satisfied with your prospect communications, you can either contact Nancy Cruz
to have the communications go live, or you can set the communications to go live yourself.
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Sending a Communication:

To make the communications “Live”, click on the Send Mailing link on the right side:

Thank you for your interest

Method Email

Folder Graduate Division / CEE

User Nancy Cruz

Recipient Lists Thank you for your interest (live query)
Population Timestamp Days

Current Status Not Running

Start Date/Time

Stop Date/Time

Opt Out Allow Unsubscribe (default)

Message

Reply To gradcee@engr.ucr.edu

Sender "UCR CEE Program" <gradcee@engr.ucr.edu>

Recipient {{Email}}

cc

Subject UCR CEE Program - Thank you for your interest

This will bring up a “Send Mailing” screen:

end Test Message

Edit Recipient Lists
Edit Message
Send Mailing

Copy Mailing

S]]
E]s) -

Display Sample Message

Edit

O
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Send Mailing
.eC

nll

Pre-Flight Checks

Estimated Recipients

Recipient Lists

Batch Size (optional)
Review

Outbox

Ongoing

Start Date/Time
Deduping

Delay Delivery

= T T o

No errors have been found. Pre-flight checks identify only the most
common issues, so please still review your mailing before sending.

Upon clicking Send Mailing, the following actions will be taken:

0 records will be considered for immediate delivery.
No records will be excluded as a result of suppression lists.

The recipient count is determined from the following lists:

1. Thank you for your interest (live) - 0 records

Thank you for your interest (live)

Send max I:l messages and suspend.

| This message is ready for review.
| Send to outbox and do not deliver automatically.

| Continue running mailing indefinitely.

| Send only one message/recipient LI

_ Delay delivery until a specific time.

’

Send Mailing Save Settings Cancel

CEE's researcn IS at tne Torerront or our Natuon's Commitment 10 energy inaepenaence ana sustainaliity.

LA A——- I A A~



Things to look for on the Send Mailing screen:

Make sure that the Pre-Flight Checks message is green. If you have a red message,
there is an error in the filter that will prevent the communication from going out.
Contact Nancy Cruz if you have any error message.

Ongoing: Please check the “Continue running mailing indefinitely” box. Clicking this
option will make Slate send out this communication every day if there are any new
prospects.

Send Mailing

Recipient Lists Thapk you for your interest (live)

Send max S messages and suspend.

Batch Size (optional)

Review This message is ready for review.
Outbox Send to outbox and do not deliver automatically.
Ongoing 2 Continue running mailing indefinitely.

Start Date/Time l:‘ Time: |:| Eastern Time

Stop Date/Time

Weekdays Monday

Thursday
Friday

| Saturday
Sunday

Delivery Window Overnight: 2:00am—4:00am
Morning: 10:00am-12:00pm
Midday: 12:00pm-2:00pm
Afternoon: 2:00pm—4:00pm
Evening: 8:00pm—10:00pm

Deduping ‘ Send only one message/recipient j‘

It Delay Delivery Delay delivery until a specific time.

b Send Mailing Save Settings Cancel

» anarmu indanandanca and crictainahilihg

Start Date/Time and Stop Date/Time: You can enter a start and stop date if you like.
This is optional.

Weekdays: Check every day of the week, including weekends. If you do not select all
days of the week, the flow of your communications will be affected.

Delivery Window: Click a time frame that you would like your communications to go
out.

Deduping: This should be left at “Send only one message/recipient”. If this option is not
selected, the prospect may receive the same message more than once.

When you are done, click the green “Send Mailing” link.
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[N,

o

Send Mailing

Recipient Lists Thank you for your interest (live)

Batch Size (optional) Send max messages and suspend.

Review | This megsage is ready for review.
Outbox | Send tp outbox and do not deliver automatically.
Ongoing Contifue running mailing indefinitely.

Start Date/Time Time: Eastern Time

[ ]
Time: I:l

Stop Date/Time Eastern Time

Weekdays

Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

| Overnight: 2:00am—4:00am
Morning: 10:00am-12:00pm
| Midday: 12:00pm-2:00pm
| Afternoon: 2:00pm—4:00pm
| Evening: 8:00pm-10:00pm

Delivery Window

Deduping | Send only one message/recipient

Delay Delivery | Delay delivery until a specific time.

Send Mailing Save Settings Cancel

You will get a screen asking for confirmation. Type SEND if you are certain you want the
communication to go live.

To confirm that you want to SEND this mailing, type SEND into the box below.

SEND)|

Cancel ] [

OK

If your communication was set up correctly you will see the following message:
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Thank you for your interest Edit

Method Email
Folder Graduate Division / CEE This mailing is active. To
edit the recipient lists or

User Nancy Cruz message, stop the mailing.
Recipient Lists Thank you for your interest (live query) »

Population Timestamp Days IN GD_CEE_Prospect; = 1 Stop Malling
Current Status Scheduled/Running Copy Mailing
Start Date/Time 08/28/2018 12:01 PM
Stop Date/Time Sending until suspended
Opt Out Allow Unsubscribe (default)
Message Display Sample Message
Reply To gradcee@engr.ucr.edu Send Test Message
Sender "UCR CEE Program" <gradcee@engr.ucr.edu>
Recipient {Email}y}
iy Wf | .
Subject UCR CEE Program - Thank you for your interest BE —

(=%

( r ,
(@, ngonecr Cwecllence
oz

'y T ~

You can also confirm your communication is live by going back to your programs Campaign
screen. Click on your program’s folder to go back:

& Nancy Cruz Lo

All Campaigns > GD_CEE_Prospect

Thank you for your interest Edi
Method Email

Folder Graduate Division / CEE This mailing is active. To

edit the recipient lists or
User Nancy Cruz message, stop the mailing.
Recipient Lists Thank you for your interest (live query)
5 I N Stop Mailing
opulation Timestamp Days IN GD_CEE_Prospect; = 1

Current Status Scheduled/Running Copy Mailing

Start Date/Time 08/28/2018 12:01 PM

Stop Date/Time Sending until suspended

Opt Out Allow Unsubscribe (default)

Message Display Sample Message
Reply To gradcee@engr.ucr.edu Send Test Message
Sender "UCR CEE Program" <gradcee@engr.ucr.edu>

Recipient {{Email}}

« E1<2 |
Subject UCR CEE Program - Thank you for your interest D I:‘ ==
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The communication will now show a green Running/Ongoing status:

Mailings

Thank you for your interest Running/Ongoing
Preview

UCR CEE Program - Thank you for your interest
Population Timestamp Days

Email from Grad Div Dean In Progress
UCR CEE - Welcome from the Dean Preview
Population Timestamp Days

Funding Opportunities In Progress
UCR CEE - Funding Opportunitites Preview
Population Timestamp Days

Research tracks In Progress
UCR CEE - Research Tracks Preview

Population Timestamp Days

Once the communication is live, you cannot make edits unless you stop the communication
from going out. Click the Stop Mailing link on the right:

Thank you for your interest Edit
Method Email
Folder Graduate Division / CEE This mailing is active. To
edit the recipient lists or
User Nancy Cruz message, stop the mailing.
Recipient Lists Thank you for your interest (live query) »
Population Timestamp Days Sliep VAR
Current Status Scheduled/Running Copy Mailing
Start Date/Time 08/28/2018 12:01 PM
Stop Date/Time Sending until suspended
Opt Out Allow Unsubscribe (default)
Sent 0
Opens/Clicks Browser/Location
1 Delivered
Opens
Clicks 0
1
Unique Opens 0
NaN
Unique Clicks 0
NaN
0
Bounces 0

Click the red Stop Mailing link:



Send Mailing
Recipient Lists Thank you for your interest (live)
Batch Size (optipnal) Send max |:] messages and suspend.

- Review
Outbox

This message is ready for review.
Send to outbox and do not deliver automatically.

Ongoing v Continue running mailing indefinitely.

Start Date/Time 08/28/2018 | Time: |12:01 PM Eastern Time
Stop Date/Timne Time: |:| Eastern Time

I

- Weekdays Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

JKISKISTISIS

Delivery Window Overnight: 2:00am—4:00am
v Morning: 10:00am—12:00pm
Midday: 12:00pm-2:00pm
Afternoon: 2:00pm—4:00pm
Evening: 8:00pm—10:00pm

’ Send only one message/recipient j

ivery Delay delivery until a specific time.

Stop Mailing Cancel

Confirm that you want to stop the mailing:

To confirm that you want to STOP this mailing, type the word STOP into the box below.

STOP|

You should now be able to edit the communication.



BCC Line on Emails:

Adding a unique Slate address to the BCC line of an email (outside of Slate), will allow all
communication with that contact to be documented in Slate. You can include the Slate address
to the BCC line of any email you send, whether the contact has a Slate record or not. Slate has
the ability to incorporate previous interactions into a contact’s profile as soon as they become a
prospect or applicant.

To get your unique Slate BCC address:

From the Slate dashboard, hover over the gear icon and click on “Database”:

Databasg
{1 Database
Pinned

past 72

Welcome, Nancy. You have access

_ ‘ e ceansee

Recent

Under the “Messages”section, click on “Email to Slate Gateway”.

Search Database...

Database

Pinned Features

@ Launch Clean Slate

Records Applications Decisions Reader

Fields Application Editor Release Decisions Reader Bins

Tabs Application Periods Letter Templates Reader Review Forms
Prompts Application Rounds Decision Codes

Materials Application Logic Decision Reasons

Checklists Teasers (deprecated)

Tests Essays (deprecated)

Course Catalog

Tags

Activity & Interaction Codes

Datasets

Entities

Automations Import Queries

Rules Editor Upload Dataset Query Exports/Filters

Populations Batch Acquire Query Bases

Origin Groups Consolidate Records Export/Filter References

Origin Sources SFTP Explorer Standard Query Library Communiggtions History
Translation Codes Format Definitions Refresh Configurable Joins Library Message ups

SQL Logic Transfer Objects Configurable Joins Base Explorer Email to Slate Gateway
Triggers (deprecated) Source Formats Microsoft Outlook Add-in

Source Format Library
Force Process Pickup
Force Process Import
Scrub Address Records

Users & Access Portals Auditing Diagnostics
Security Dashboard Event Landing Pages Launch Test Environment GUID Search
User Permissions Portals Launch Time Warp Field Search
Projects Launch Clean Slate
Custom Permissions Retention Policies
Role Groups & Permissions Retention Policies (Deprecated)
SFTP Connection Validation Resource Auditor

Deletion Log

Unused Resources
Pavment History
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The following popup will have your unique Slate BCC address:
Email to Slate Gateway

The Email to Slate Gateway enables you to connect external email systems to Slate. By adding the private email
address below to your address book in Gmail or other mail sgrvice, you can quickly add messages exchanged outside
of Slate to the appropriate records in Slate. To forward a mgssage that you have received into Slate, you can either
BCC this address on your reply or forward the message to this address. Keep this address private and do not include

it in the 'To' or 'CC' lines when replying to a student. Messages received by this gateway will typically be added to the
records within 15 minutes of receipt.

ucr.2bac3a5384714c24b7ae56cbf244c2f6@slatemail.technolutions.com

Close

Copy and paste this address into the BCC field of your email. **Tip: add tis email address to
your contacts and name it “Slate” to easily add it to the BCC line.
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Queries
The query tool is used to create a list of student records that meet specific criteria.

To Build a Query:
To build a Query, click on the Queries tab from the Slate dashboard and click on Queries:

‘
Wel N Queries / Reports You h ed Slate from 2 devices in the past
elcome, ancy_ ! 'ou have access ate from 2 devices in the pas
[~ Queries
/] Reports
Knowledge Base " Rep
Recent
e (06/09 Custag TEST-CNAS 1gs Form fields may be mapped to the custom fields that created in Database>Fields. Use
Right Tool! ( ~
) ee
. 06/09. Duolii 4 Prospects Ijest Scores Overview The Duolingo English Test is a convenient and affordable online Engl
proficiency ¢ .  Recruitment ingo... . . . .
e 06/09 Exclu ‘ Recruitment ith the Rules Editor General Explanation 1. Imagine that there are 10 records in a Slate in¢
2. Some rec ™
¢ GSOE

e 06/09 Launc “ﬁ - vith Admissions  Overview Slate Launchpad is a four-day training course designed to teach
administrat o1l 2018-19 Visit Days nentin...

o 06/09 Maial | | Transfer Celebration ey MaiaLearning is a platform that engages middle and high school students in plan

for college &
9 1 UGA Prospects

77 Veteran Prospect
Fee Waivers Links Report raduate Programs Open Applications New Students - 19F

Click on “New Query” to build a query you will want to save.

Queri d [Search Queries...
New Query Quick Query
Name Folder Base Updated
Campaigns Graduate Division Prospects 02/13/2020
CNAS Open House 2018 Graduate Division / Open Ho... Forms/Events 11/13/2018
ECE Admits Graduate Division Applications 03/02/2020
EE Prospects Graduate Division / GD Prospects 12/09/2019
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1. Name your query

2. Be sure to select the appropriate folder for your query. The first folder should always be
“Graduate Division”. You can select your program folder or create one if it doesn’t exist.

3. Base: Choose the base of your population.
Prospect-this will include all student records. Each student record will appear as a single
row in the query results.
Applications-all applications will be considered, regardless of the status (saved,
submitted, etc.). Records with multiple applications will appear multiple times in the
guery results.

4. Click Save to begin your query.

New Query X |

u
Name ‘ ECE-Saved |
User ‘ Cruz, Nancy :l |
Sharing Share query with other users with the query and query base permissions '
Folder ‘ Graduate Division :l / ‘ GD j‘ '

|
Type ‘ Local j‘

i
Base \ Applications j‘

Save Cancel
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5. Click the Export button to begin selecting what information you want to query. These

selections will appear as columns in your query results
Exports \

[ Export

(7] Literal

% Formula

= Custom SQL

@ Existence

Rename Exports

6. You can select as many exports as you like. Most common used are first name, last
name, email and program. You can look through the list and click the options or do a

partial search in the search bar
Insert Query Part / X

Search I name /

Groups Pinned Exports Local Exports Slate Template Library

Application Material Details

Material Name

Local Exports / Prospects

Name
Select All Name Prefix
Preferred Middle
Suffix Alias

School #1 Address

School 1 Address Country Name
Staff Assignment

Staff Assigned Name
Upcoming School Visit By Trip

HSVT Trip Name

Slate Template Library

Continue Cancel
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7. You can add more exports by clicking on the Export button again. You can rearrange the
exports by clicking and dragging them to the desired location. The columns of your
report will appear in the order of the exports.

Exports
First B Export
Last [Tl Literal
Email 2 Formula
Program _ CrEmmELL
@ Existence
Rename Exports
8. Click on Filters to begin building the population of your query.
Filters  Matching Rows: 149,883 \
Y Filter
= Custom SQL
OR
NOT
(
)
9. The first filter should always be “Student Level (person)”. This will remove any
undergraduate records from your query.
Insert Query Part / x
Search | student level / |
Groups Pinned Filters Local Filters Slate Template Library

Slate Template Library

Student Level (App)

Slate Template Library / Prospects

Continue Cancel
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10. Click Continue and select the student level. “Graduate” will only include those with a
graduate application in Slate/GradSIS. “Grad Prospect” will only include prospect
students, without an application. You can select one or both options.

Edit Part

Status

Name

Source

Matching Rows
Student Level (Person)

Save Save and New

Active ~

Student Level (Person)
Library Filter
22,204

‘N v -

Graduate
Medical
Undergrad Prospect

Undergraduate

Cancel

11. For this example, we will be looking for all Electrical Engineering contacts who have a
saved application. To accomplish this, we will need to filter for application status and

program nam

Filters Check Logic

Student Level (Perggn) IN Graduate
Application Staplis IN Saved

Program Electrical Engineering

Matching Rows: 341

Y Filter

= Custom SQL
OR

NOT
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12. Other options when creating a query:

a. Edit Properties:
Edit Query
Folder Graduate Division / GD

User Nancy Cruz Edit Properties

Base Applications 5 )
Edit Web Service

Execution Mode Retrieve all records each time query is run
Sharing Permissions
Schedule Export
Preview Results
Display SQL

Save Copy

Exports

First B Export
Last 1T Literal
Email 2 Formula
Program = Custom SQL

© Existence

Rename Exports

Filters Check Logic ~ Matching Rows: 341
Student Level (Person) Filter
Application Status = Custom SQL
Program OR

NOT

(

)

13. Saved queries can be configured to limit records based on a number of factors. Click
Edit Properties to set some of those limitations. Only use “Limit Rows” if you only want
a specific number of records. **Not used often. For Executive Options, select “Retrieve
all records each time query is run” when you want all records that meet the criteria to
be included in your query, each time the query is run. “Retrieve all records and save
recent result history” will give you all records that meet the query criteria each time the
query is run. Each time the query is run, the history will be saved so you can see the
records that met the query criteria previously. “Retrieve only the new records since
qguery was last run” will give you new records that were not included in the previous
guery results. The history of the query results is also saved.
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Edit Properties

Limit Rows

Execution Options

Queue
Primary Key
Secondary Key

Save Cancel

14. Click on “Sharing Permissions if you would like to have other Slate users view and/or

]

© Retrieve all records each time query is run
Retrieve all records and save recent result history
Retrieve only the new records since query was last run

| None (default) j
a.[id]

]

Warning! Secondary keys should be specified only under special circumstar
introduce extreme risks for mailings if used inappropriately.

edit your queries. Click on “Add Grantee”.

Edit Permissions

Grantee
Add Grantee

Close

Permissions Status



15. Type should be set to “User”. Under the “User” search bar, type the name of the Slate
user you would like to share the query with. For “Permissions”, select the appropriate
permissions setting. Users you share a query with can have permission to “Display/Run

V]

Query”, “Edit Query” or both. Edit permission requires both permissions to be selected.

Edit Grantee
Active Active
Type User v
User Jun Dizon
Permissions ¥ Display/Run Query
Y Edit Query
i
Save Cancel

16. Schedule Export-typically used when exporting data from Slate to an external system.
Not typically used.

17. Preview results-used to preview results of your query.
18. Save a Copy-Allows you to save a copy of your query. Queries can be saved, re-named
and edited if you want to build a new, similar query without starting over.
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19. Once you have all your criteria selected, you are ready to run the query. Click on the
name of your query in the upper left-hand corner of Slate.

Nancy Cruz

Edit Query

Folder Graduate Division / GD
User Nancy Cruz
Base Applications

Execution Mode Retrieve all records each time query is run

Exports
First
Last
Email

Program

Filters Check Logic ~ Matching Rows: 341
Student Level (Person)
Application Status

Program

20. Cli
Al

ck on “Run Query”

ECE-Saved

Folder Graduate Division / GD
User Nancy Cruz
Base Applications
Execution Mode Retrieve all records each time query is run
Filters Student Level (Person)
Application Status IN Save
Program IN Elect Engineering

wn

341

Matching RO\J
y

Run Query

Slate by Technolutions (University of California, Riverside)

Edit Properties

Edit Web Service
Sharing Permissions
Schedule Export
Preview Results

Display SQL

[ Export

7] Literal

2 Formula

= Custom SQL

@ Existence

Rename Exports

Y Filter
= Custom SQL
OR

NOT
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The next screen will be your query output. You have several options with the query. Most
common output options to use are “Excel Spreadsheet” and “Deliver Mailing”.

ECE-Saved /

Export Destinations

Output

Rows 1-100 ~|of 341

Deliver Mailing

Portal

Report Builder
Comma-Delimited CSV File
Tab-Delimited File

PDF Document Export

First Decision Letter Export to Word Pro
Moh dH i PDF Report -
lohammad Hossein HTML Report ec
Neman Mail Merge Word Document Elec
VAW Batch ﬂénagement Elec
Activity
Kamran Bin Elec
Ahraar Shareef Mugsit Checklist Elec
h Decision I
Mohammed Field Elec
Olutola Generate PIN Elec
Md Ibrahim Ibne Interaction B Elec
Zahraalsadat Alavizadeh zahra.alavi7Z0@gmail.com Elec

Choosing “Deliver Mailing” will add your query to an email that can be sent out. Email should

be created and saved before attempting to add the query to a deliver mailing. This option is
meant to be used with one-off emails and not with a communication in your campaign.
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Events

Creating a new event:
If your event is a recurring event, creating a template will save time.
To create a new template:

Login to Slate: https://connect.ucr.edu/manage
Click on the Events tab ard click “Events”:

& Nancy Cruz Logout

>

You have accessed Slate from 1 device in the past 72 hours. Details Your Profile Supervised Login

. @kandyheadz ﬁ @samdezerga H @UCDavisGrad

Welcome, Nancy.
o ed g ON ’

T-minus 7 days until 1am s00000 excited for Counting the days until Florida Tech has a Finally picked my Please join us in

Underscore arrives in #SlateSummit! Can't #slatesummit! I just great time at schedule for recognizing and n
Chicago for wait to connect with all need to learn how to Launchpad last week. #SlateSummit! One congratulating Laura
@Technolutions Slate my @Technolutions be two places at once. Learned new tricks, week until I am in Young, business

Summit! This year we peeps! For. Every. Single. made some awesome Chicago for the very systems analyst for u
are sending six of our Session. (Time travel is new connections < first time. ¥ @UCDavisGrad. Laura

staff to attend sessions, also an option... @Technolutions = has been awarded a

meet with clients, and @Technolutions) @yalemusic @UCDavisStaff Citation '@’
man our table as part SN P s o of Excellence in

o the #SlateShowcase. B = ST Inovation for her

Posted 2 hours ago

Posted 3 hours ago

Posted 14 hours ago

Posted 19 hours ago

Posted 20 hours ago

Posted on Jun 11, 2019

INNOVATION SUMMIT

SIatECHICAGO-2019

Summit is approaching. Register at SlateSummit.org to join 3,000 members of the Slate family in 7d 19h 55m 9s.

Click on New Template:

[ Search Events...

Events
New Event New Template
May 2019 month week day < > today
Sun Mon Tue Wed Sat
1 4

High School/Commu... |l High School/Commu... |l High School/Commt
Riverside, CA Riverside, CA Riverside, CA

# (62]

I uals/Fal Individuals/Families I uals/Fa
Riverside, Riverside, CA Riverside, CA

#112 ( #58 (46) #28 (22)

Santa Monica Colleg... Ji§ 9:00am San Bernardi... |l 8:30am Admitted Stu...
Santa Monica, CA Sn Bernrdno, CA Los Altos His, CA

East Los Angeles Col...

Monterey Park, CA

Elementary/Middle S.
Riverside, CA
#5 FULL (412)
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Fill out the New Template information:

] = L
E New Template X

dlde

i Details Location Description Limits Rescheduling Notes Il Fe

imp

E Template Name |TEP-Info Sessions | AS

m Internal Name (optional) | | AS

Timezone | Autodetect from Location

o
(=%
=

22|
L]
2 |

B . \G:
! Privacy Do not display on public landing pages. G
ﬁ User I Cruz, Nancy j 5
E Admin Notify Email |nancy.cruz@ucr.edu ﬁ

g
=
=
=

=
=|

=
>

=
(@]

e
(@]

| ser:
E xclu
(cluc

Cancel
ilen

11:00am San Berardi... |l 11:00am Freshman I... 10:00am Residence ... 11:00am High School...
Sn Bernrdno, CA Riverside, CA Riverside, CA Riverside, CA

Template Name is required.

The default for status is “Active”. If you do not want your template to be active immediately,
change the status to “Inactive”. If you do make the template inactive, you will need to return to
this screen to change the status once the template is ready to be used.

If you would like to receive an email each time someone signs up for your event, enter your
email address in the “Admin Notify Email” section. Separate emails with a comma.

Click Save.
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Your template has been created. Next step is to add the registration form for your event. Click
“Edit Form:

TEP-Info Sessions Edit

Folder Templates
User Nancy Cruz Edit Communications
Status CONFIRMED

Edit Form
Documents Edit Documents

New Query

New Report

Create Events
Upcoming Instances
Date/Time ¥ Description Category Status
Past Instances
Date/Time A Description Category Status

Technolutions Slate (University of California, Riverside)

You will get a basic Slate form. You can add and remove fields by using the options on the right

side of the screen:

Edit Form
Email Address Edit Properties
Edit Conditions
First Name Edit Rules
Edit Scripts
Middle Name Show Form Logic
Copy Form
Last Name Sharing Permissions
Birthdate J J _l H1 Heading 1 H2 Heading 2
£ Header Row = Instructions
Mailing Address ¥ Text Box 17! Paragraph Text
Country
United States j [4) Check Boxes Selectable
Street = Option Buttons .» Rating Scale
B2 Select List = Multi-select List
Cit
by M Street Address @ Location
State " Birthdate " Date
Select State M
J % Calendar — Section Break
Postal Code
% Related Event... = Material Uploa...
5] Interaction Se... & Widget Table
& Translation &= Payment

Technolutions Slate (University of California, Riverside)

Do not remove the Email Address, First Name and Last Name fields. These are system fields
which will create a person record for all who fill out the form.
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To add a picture and instructions, click on Instructions;

H1 Heading 1 H2 Heading 2

= Header Row = Instructions

I Text Box [7] Paragraph Text
Check Boxes Selectable

‘= Option Buttons . Rating Scale
Select List 5 Multi-select List

MR Street Address 9 Location

2" Birthdate " Date
“® Calendar — Section Break
& Related Event... = Material Uploa...

Interaction Se... &« Widget Table

& Translation & Payment

Add text and pictures in the Label text box;

" Edit Field

: Status

Type

Label

° BG G e = ™ @M
B I U S| I &= EIE OE
™

l‘ l ™
Script Key [

Q b

Font

I

k=

0 Source

Size

A-D-

Default Value Formula

Column Width e.g., 33%; leave blank for single-column layout
Layout Default ~
Options Internal Only

Ur Conditional Logic Filters
Add Filter Y Fiter NOT ( OR )

Save Cancel

“nm ..



Click Save when done.

Continue adding desired fields. Be sure to mark fields as “Required”. If not marked as required,

the form may be submitted with missing information.

Funpw Social Media
UCR Website
UCR Faculty/Staff
UCR Student
UCR Alumni
On-Campus Flyer
Google Search
Other

Default Value Formula

Default Value(s) Social Media
UCR Website
UCR Faculty/Staff
UCR Student
UCR Alumni
Maximum Selectable I:I
Column Width |:| e.g., 37%; leave blank for single-column layout
Layout Default ~
Options Required
| Internal Only
Read Only

Hidden (accessible through script)
Disabled / Display but do not store

Conditional Logic Filters

Add Filter Y Fiter  NOT (  OR )

If you would like the person filling out the form to be added into a Deliver Campaign, the
following two fields must be included in your form:

Program of Interest:

Student level

To add the Program of Interest field:
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Drag the Select List field onto your form:

H1 Heading 1

= Header Row
J Text Box
Check Boxes
:= Option Button
Select List
MR Street Address
=" Birthdate

“** Calendar

o Related Event...

Interaction Se...

"= Translation

Instructions
| Paragraph Text

Selectable

.

Rating Scale

Multi-select List

Location

I ©

Date

— Section Break

= Material Uploa...

& Widget Table

& Payment
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The following fields must be filled out:

Label: Enter the name of the field. This will be visible to the person filling out the form.
System Field: Select “Fields” from the drop down menu:

Label Program of Interest:
| Hide Label
Placeholder Text
System Field
Record
Export Key Address
Device
Data Type
Fields
Size Interaction
Prompts Interests
Jobs
Project Task
Project Task Log
Relationship
Relationship Job
Relationship School

Default Value Formula

Default Value

Save Cancel

School Courses
Schools

Sport

Tags

Test Scores

Special Form Fields
System
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Select “Other — Degree Objective” on the next drop down menu:

Status Active 'I
Type Select List v

Label Program of Interest:
Hide Label /
Placeholder Text ‘ /
System Field | Fields - [v
Other - Academic Interest
Export Key ’

Other - Area of Research Inter
Data Type Other - Area of Specialization
- Other - Athlete

Size Expanded width Other - Birth Country (Banner;
Prompts Other - California Residency
Other - Class Level
Other - Country of Birth
Other - Country of Citizenship
Other - Current Grade Levgl
Other - Deceased
Other - Degree Objective

Other - Division
Other - Entry Term
Other - Ethnicity
Other - Ethnicity(U)
Other - Exam Status
Default Value ‘ Other - Exam Type

Nthar - Firct MCanaratinn

Default Value Formula

Column Width l:l e.g., 33%; leave blank for single-column layout

Save Cancel

Export Key will automatically pre-populate. Do not change this field.
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Prompts: This field will pre-populate with all the degree objectives. If you would like to
change this, check “Override system prompts”. 91

Export Key | sys:field:gd_degree_objective_gs
Data Type ‘ Text/Unspecified j

Size ~ Expanded width

Prompts Master of Arts

Master of Education
Teacher Education/rogram
Doctor of Philosgphy

»
| Override system prompts Connect to system pro

Default Value Formula

Default Value

EU|

Column Width e.g., 33%; leave blank for single-column layout
Layout Default ~
Options _ | Required
_ | Internal Only
Read Only

| Hidden (accessible through script)
Disabled / Display but do not store

Canditinnal | nnir Filterc



Clicking “Override system prompts” will allow you to remove the degree objectives you do not

want on your form. It will also add a bunch of numbers and letters after the name. Do not

remove this tag.

Edit Field
Export Key [sys:ﬁeld:gd_deglkobjective _gsoe

Data Type

Size Expanded width

Prompts Teacher Education Program96a8daa0-05e1-4f63-9227-ab7ag6c23aef]

Override system prompts

Default Value Formula

Default Value [
Column Width e.g., 33%; leave blank for single-column layout
Lo
Options Required
Internal Only
Read Only

Hidden (accessible through script)
Disabled / Display but do not store

Conditional Logic Filters
Add Filter Y Fiter  NOT ( OR )

Click on the “Internal Only” option:

Jefault Value

Teacher Education Program

~olumn Width

Default ~

ayout

e.g., 33%; leave blank for single-colum

)ptions\ | Required
Internal Only
Read Only

| Hidden (accessible through script)
| Disabled / Display but do not store
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Example of how this field should look:
Edit Field

Status

Type Select List <

Label g—————> |Program of Interest:

| Hide Label
Placeholder Text |
System Field < :| Fields j | Other - Degree Objective - GSOE ;I
Unsafe Override | Enable unsafe import to this destination
Export Key |sys:ﬁeld:gd_degree_objective_gsoe
Size | Expanded width

4——) .
Prompts Teacher Education Program”~96aadaa0-05e1-4f63-9227-ab7a96c23aef

Override system prompts

Default Value Formula

Edit Prompt Conditions

<& -
Default Value ™ ”| Teacher Education Program

Column Width |:| e.g., 33%; leave blank for single-column layout

Options Required
—> Internal Only
Read Only
| Hidden (accessible through script)
~ Disabled / Display but do not store

Conditional Logic Filters
Add Filter Y Fiter  NOT ( OR )

Save Save as Copy Delete Cancel

Click Save when you are done.
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To add the Student Level field:
Drag the Select List field onto your fo

H1 Heading 1 H2 Hgading 2

= Header Row nstructions

J Text Box /| Paragraph Text

Check Boxes Selectable
:= Option Button .» Rating Scale
Select List = Multi-select List

MR Street Address 9 Location

T" Birthdate T" Date

“ Calendar — Section Break
o Related Event... = Material Uploa...

[3=] Interaction Se... « Widget Table

"= Translation & Payment

Label: Enter the name of the field. This will be visible to the person filling out the form.
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System Field: Select “Fields” from the drop down menu:
Active 'I

Program of Interest:

Statu:

Type
Label

Hide Label

Placeholder Text

System Field

Export Key

Data Type

Size Interaction
Prompts Interests

Project Task Log
Relationship
Relationship Job
Relationship School
School Courses
Schools

Sport

Tags

Test Scores

Special Form Fields
Default Value . System

Default Value Formula

P -

Save Cancel

Select “Other — Student Level”

Status
Type SelectList \ ]
Label Student Level

| Hide Label \
Placeholder Text [ \

\ r :

System Field \Fields—\;l Other - International Indicator
Export Key ‘ \ Other - Master Status

Other - Military Service

Data Type Text/Unspecified ~ Other - Native Language

Other - Program of Interest

Size | Expanded width Other - Race

Prompts Other - Residency Standing
Other - Resideny Status
Other - Sport

Other - Staff Assigned
Other - Staff Assigned Locked
her - State of Birth

Other - Term of Application
Other - Text
Other - Transcript Downloaded
Other - Tribal Member
— Other - U.S. Citizen
Other - Undergraduate Colleges
Default Value Other - Veteran Indicator

Ablne  \fimn Fada

Default Value Formula

Save Cancel



The Export Key will pre-populate as well as the lirompts. Do not change the Export Key:
Edit Field

Unsafe Override Enable unsafe import to this flestination
Null Handling _ | Enable custom null handling
Export Key Tsys:ﬁeld:person_student_levef
Data Type ‘Text/Unspeciﬂed LI
Size | Expanded width
Prompts Grad Prospect
Graduate
Medical
Undergrad Prospect
Undergraduate

| Override system prompts Connect to system prompts

Default Value Formula

Default Value ‘

Column Width I:l e.g., 33%; leave blank for single-column layout
Layout Default ~
Options _ | Required

Internal Only

Read Only

~ Hidden (accessible through script)
Disabled / Display but do not store

Conditional Logic Filters

Save Cancel



Click on “Override System Prompts”. This will allow you to remove the student levels not

needed:

Export Key | sys:field:person_student_level

Data Type ’Text/Unspeciﬂed j

Size Expanded width

Prompts Grad Prospect~f773690f-81ad-4536-9f7d-7aa4a

Graduate~f600c5d7-58ed-4680-9699-04c1a8b2
Medical*62ce7f3e-1589-4961-99bc-a27c6841bc
Undergrad Prospect\f22b6ff8-c3c1-4891-8ba5-.
Undergraduate”~e99772bc-55e0-4f7e-be7d-1ba:

Override system prompts

Default Value Formula

Default Value

Column Width l:] e.g., 33%; leave blank for single-colum
Layout Default ~
Options _| Required

Internal Only

Read Only

Hidden (accessible through script)
Disabled / Display but do not store

Conditional Logic Filters

Add Filter Y Filter ~ NOT | (  OR )



Remove all student levels except “Grad Prospect”:

Edit Field

Export Key ‘sys:ﬁeld:person\student_level

Data Type ‘ Text/Unspeciﬁed‘\ j

Size Expanded widt

Prompts Grad Prospect~f773690f-81ad-4536-9f7d-7aa4a411365f

Override system prompts

Default Value Formula

Default Value | Grad Prospect

Column Width I:l e.g., 33%; leave blank for single-column layout
Layout Default ~
Options | Required

Internal Only

Read Only

Hidden (accessiblg,through script)
~ Disabled / Display kut do not store

Conditional Logic Filters

Add Filter Y Fiter NOT ( \OR )

Save

Select Default Value and set the field Options to “Hidden”.
Click Save to make the changes to your form.

Once your form is completed, you are ready to add events to this template.
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To add an event:

Click on the Events tab and click “Events”:

Welcome, Nancy.

& Nancy Cruz Logout

>

You have accessed Slate from 1 device in the past 72 hours. Details Your Profile Supervised Login

o  ed ﬁ iffer ' @techfadil . @kandyheadz
T-minus 7 days until 1 am s00000 excited for Counting the days until Florida Tech has a
Underscore arrives in #SlateSummit! Can't #slatesummit! I just great time at
Chicago for wait to connect with all need to learn how to Launchpad last week.
@Technolutions Slate my @Technolutions be two places at once. Learned new tricks,
Summit! This year we peeps! For. Every. Single. made some awesome
are sending six of our Session. (Time travel is new connections &
staff to attend sessions, also an option... @Technolutions
meet with clients, and @ i i

man our table as part
of the #SlateShowcase.

Posted 2 hours ago

Posted 3 hours ago

slat

Posted 14 hours ago

il EREY

Posted 19 hours ago

ﬁ @samdezerga

Finally picked my
schedule for
#SlateSummit! One
week until I am in
Chicago for the very
first time. ¥

Posted 20 hours ago

INNOVATION SUMMIT
CHICAGO: 2019

= @UCDavisGrad

Please join us in
recognizing and n

@UCDavisStaff Citation ' '
of Excellence in )
Innovation for her

Posted on Jun 11, 2019

Summit is approaching. Register at SlateSummit.org to join 3,000 members of the Slate family in 7d 19h 55m 9s.

Click on New Event:

¢
Events
New Event New Template
May 2019
Sun Mon

I Sd\o&/Comm
#1 FULL (62)
I uals/Families
Riverside, CA
#112 (8:
Santa Monica Colleg...
Santa Monica, CA

Tue

High School/Commu
Riverside, CA

#1 (44)
Individuals/Families
Riversi

#58 (46

9:00am San Bernardi...
Sn Bernrdno, CA

Riverside, CA
#5 (121)

Wed

hool/Comm

Mol
mel

Elementary/Middle S.
Riverside, CA
#5 FULL (412)

Thu

1 2
4th Annual Ethnic St.
Fullerton, CA
#4

Individuals/Fal East Los Angeles Col...
Riverside, CA nterey Park, CA

#28 (22)

8:30am Admitted Stu...
Los Altos His, CA

month  week day < >

‘ Search Events...
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Fill out the Page Title. This will be visible to your registrants.
Click on Template and pick the template created for this event:

New Event X
Details Location Description Limits Notes
Page Title ‘TEP-Information Session ‘

Internal Name (optional) ‘

1HYIH DLHIUU ST LY SVEHILY S WU WUV S el v

Template Individuals/Families

Folder MATH Preview Day Template
Online Event

Status Recreation Center Tour

Recurrence Residence Hall Tour
Teacher Education Program Info Session

Date Teacher Education Program Webinar Info Session
\TEP-Info Sessions

Deadline Test

Timezone TEST 1- Ind. Lab Tour

TEST 1- Ind. Residence Hall Tour
Privacy test-esme-mapping groups CTO
Transfer Information Session

User : X
UA_Admit Celebration

Trip UA_Avid Classroom Visit
UA_BSU

Admin Notify Email UA_CBO

UA_CCC Advising Appointment
UA_Chaffey Initiative
UA_Classroom Presentation

Related Records

Save Cancel

Cl: 00s¢ a folder for your event:

Dgtails Location Description Limits Notes

Pagq Title [ TEP-Information Session

Integnal Name (optional)

Template TEP-Info Sessions
v »
Folder
Campus Tour
Status CNAS
Recurrence CNAS Open House
Graduate Admissions L
Date Graduate Division fintil
Deadline UA Campus Tours Office
UA CTO Options |
Timezone UA CTO Visit Day Options
. UA Events I
Privacy UA FR Events 1ages.
User UA Non-Res Events User 2
UA TR Events
Trip UA_Admit Celebrations L Ll
. N ; UA_CEO r
Admin Notify Email UA_China Regional Events
Related Records Other

Save Cancel
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Change the Status to “Confirmed/Active”:

New Event

Details Location

Page Title

Internal Name (optio
Template

Folder

Status

Recurrence

Date

Deadline
Timezone

Privacy

User

Trip

Admin Notify Email

Related Records

Save Cancel

ription

Limits

Notes

TEP-Information Session

[

| TEP-Info Sessions

[ Graduate Division

Add multiple events

~| /| esoE -

‘ ‘ Time ‘

| until |

[ ‘ Time \

l

[ Autodetect from Location

Do not display on public landing pages.

[ Cruz, Nancy

-

|

User 2 ‘

-

l

[Search for Record

Fill out the Date of your event. Select a Deadline that is after your event. If no deadline date is
set or if you set the deadline date the same as the event date, your form will become inactive on

the date of the event. No one will be able to see or submit the form:

New Event

Details Location

Page Title

Internal Name (optional)
Template

Folder

Status

Recurrence

Date

Deadline

Timezone

Privacy

User
Trip
Admin Notify Email

Related Records

Save Cancel

Admin Notify Email: Fill out if you would like to be notified when a form is submitted.

Click Save.

Description Limits Notes
‘TEP-Information Session /
7
[ pd
l TEP-Info Sessions
| Graduate Division ~| /] esoe -

Confirmed/Active 'I

Add multiple events
[06/17/2019 | Time [6:00

[06/30/2019 | Time |

} until |06/17/2019 | Time |8:00

|

[ Autodetect from Location

-

Do not display on public landing pages.

l Cruz, Nancy

-

User2 |

[

-l

[Search for Record
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Your event has been created:
All Events

TEP-Information Session

Date Monday, June 17, 2019 at 06:00 PM until 08:00 PM

Template TEP-Info Sessions

Folder Graduate Division / GSOE

User Nancy Cruz

Status CONFIRMED

URL https://connect.ucr.edu/register/?id=9e1eb2f0-6b3b-41c9-b780-23cecadfd726
Documents Edit Documents

Registrants (0) Launch Check In Launch Registration

Registered Cancelled All Registrants

Registrant
New Reqistration

Technolutions Slate (University of California, Riverside)

Edit URL

Payment D
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Once your event is created, you should be able to see it in the event calendar view:

Click on the Events<¢ah_and the event tab will be visible:

Events lSearch Events...
New Event New Template
June 2019 month  week day < > today
Sun Mon Tue Wed Thu Fri Sat
1
3:30pm TEP Informa...
Riverside, CA
#23
2 3 4 5 6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22
#15 Riverside, CA
#5
23 24 25 26 27 28 29

#19 (12)

30

Select “Graduate Division” link on the right side to view events only pertaining to Graduate
Division. You can then select your department subfolder to only view your events.
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Online Events and Webinars

Slate provides the ability to host online events through its Share webinar platform. Its features
include the ability to broadcast live streaming audio, video, and content from PowerPoint, PDF
documents, URL video content or image files. Share also offers open and moderated chat
functionability. There are no enforced limits on attendees who can register and attend an
online event.

To create a Share webinar session, go to the Events tab in Slate:

¢
/

Welcome , Nancy. You have accessed Slate from 2 devic

Community Forums

e 08/06 how do you handle application comments []1 Our previous application system had a place to put public (vis

Online events should be approached like any event. A template should be created if it is a
recurring event. Creating an event template saves time and effort by allowing you to configure
event components for an event type in a central location. All events that have an event
template use that template’s registration form and communications.

Click on “New.Template”:

Events s
NewEvent = New Template
July 2020 month  week
Sun Mon Tue Wed Thu Fri
1 2
5 6 7 8 9
10:00am Alternate to...
#32
12 13 14 15 16

#61
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Fill out the details of your event on the Details tab:

New Template

Details Location

Template Name

Internal Name (optional)
Realm

Status

Time Zone
Privacy
User

Admin Notify Email

Save Cancel

Description Limits

Rescheduling

Notes

’0pen House 2020

|
R

’ Autodetect from Location

Do not display on public landing pages.

‘ Cruz, Nancy

-l

‘ nancy.cruz@ucr.edu

-

1Al =l

-

< I I/ I/ = /Al TIm I

&)

12 =

5
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Click on the Location tab;

New Template X

Details Location Description Limits Rescheduling Notes

IS

Online Event

Location Name

\
[
Country | United States -
Street Address ‘ ‘
City \ |
State | select State -

Pt coce —

Preserve Formatting

Save Cancel

Click on the Online Event drop down menu. Select “Host event using Share webinar Platform

New Template X

|
\
Details Location Description Limits Rescheduling Notes ‘
l

Online Event
Host event using Share webinar platform |
Location Name Host event using external service l |
Country ‘ United States :l
Street Address |
|
" |
City \ | ;
State | Select State | |

Postal Code

Preserve Formatting

Save Cancel



Fill out location (optional) and any waiting room content you would like displayed.
New Template

Details Location Description Limits Rescheduling Notes

Online Event ‘ Host event using Share webinar platform :I

Location Name optional “

Waiting Room Content _
I U S B & 3 | I, [o) Source

Early Access j

Save Cancel

Click save to save your template. You will now have a Share Template for your event. Click on

“Share Template” to add the functions needed for your online event.
Open House 2020

Folder Templates

User Nancy Cruz

Status CONFIRMED

Documen Edit Documents
Share Tgmplates

Features Updated

New Share Template

Share TeMplate 08/06/2020
Upcoming Instances

Date/Time v Description Category
Past Instances

Date/Time A Description Category

Slate by Technolutions (University of California, Riverside)



The Share Template menu will be displayed and you will be able to select your desired
functions:

Share Template X

Template Name Bhare Template

Audio

Audio via Bridge

Video

Share Screen

Record Webinar

Chat

Chat Moderation

Slides

Edit Leaders Add or Change Share Leaders

Save

Cancel

Audio — allows for presenters to use their microphones/recording devices to capture
and play audio share.

Audio via Bridge — allows for 2-way audio via a conference bridge. In place of a separate
phone line, audio from both presenters and participants can be utilized within Share and
recorded for later use.

Video — allows multiple presenters to broadcast videos but attendees do not share their
video. The interface updates based on the number of moderators to allow multiple
simultaneous videos broadcasted (one for each moderator with video enabled).

Share Screen — allows sharing of content on primary or secondary monitors, useful for
doing a live demonstration.

Record Webinar — Allows users to record the full content from any online webinar
hosted via Slate’s Share platform. The recording combines all aspects of a Share
broadcast including slides, multimedia, live screen sharing, and audio/video into one
simple playback interface. Recorded webinars can be viewed in their entirety, or one
can simply skip through the recording to important moments.
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e Chat — Allows participants to chat during webinar. If “Chat” is enabled, “Moderated
Chat” also becomes an option. If Moderate Chat is not enabled, chat messages will be
seen by all attendees and the préesenter as they come in. When it is enabled, all
questions from participants will/appear in the Questions tab, where they will require
moderator approval before being seen by all participants.

Share Template

Template Name Share Templatf

Audio

Audio via Bridge

Video

Share Screen

Record Webinar

Chat v Download Chat Clear Chat
Chat Moderation

Chat Display Name Preferred First + Last ﬁ

Slides

Edit Leaders Add or Change Share Leaders
Save Cancel
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e Slides — Allows attendees to see only the current, current and previous, or all slides,

based on preference

Share Template x ¥
N
Template Name ‘ Spére Template
\
Audio

Audio via Bridge
Video

Share Screen
Record Webinar
Chat

Chat Moderatio

Slides
Slide Display Current Slide On
. Past & Current Slides
Edit Leaders Share All Slides s
Slides
Upload Slides Browse...  No file selected.
URL/Video [ https://
URLs and videos must support access and delivery via HTTPS.
Save Cancel

e The Edit Leaders function assigns the users that will be leading or working on the online

event. Edit Leaders must have access to Slate.

69



Participants must be registered for the event in order to access the online event. Each
participant will receive a personalized link to the webinar. In order for participants to get this

link, event communications must be set up.

1. Click on Edit Communications:

Open House 2020

Folder Templates

User Nancy Cruz
Status CONFIRMED
Documents Edit Documents

Share Templates
Name Features
New Share Template

Share Template

Upcoming Instances

Date/Time v Description

Past Instances

2. Click on New Mailing

Communications

Editing these mailings will update mailings for all associated event(s).

Slate by Technolutions (University of California, Riverside)

3. Fill out the New Mailing box and Save

New Mailing

Edit

dit Communications

Edit Form
New Query
New Query (Preview)
Updated New Report
New Events
08/06/2020
Category Status

Name [ Link for Event
Trigger ’ Upon registration or update ] ;I
Group i Email + Confirmation Page ;l

Status Active 'i
Method Email 'I
UTM Tracking Disabled ~

Attach iCal | Do not attach iCal file |

Hide from Timeline

Save Cancel
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4. Click Edit Message:

Link for Event Edit
Method Email
Form Open House 2020 Edit Conditions
Trigger Upon registration or update
99 ponreg P Edit Message
Group Email + Confirmation Page
Status Active
Pre-Flight Error: Recipient field is missing.

Error: No subject has been specified.

Sent 0
Opens/Clicks Browser/Location

1 Delivered

Opens

5. Fill out the needed information to send out email. To include the personalized link to
the webinar, include the merge field “Form-Share-Link”. It appears as “Access Webinar”
when dragged into the mailing. This will merge Kthe link to the Share inar and tie it
to the registrant’s person ID.

Edit Message

Sender "UCR Graduate Division" <no-reply@admissionsucr.edu> Reply To | nancy.cruz Form-Link

Recipient {{sys-email}} Form-Internal-Link

Form-Share-Link
cC

Form-Share-Recording-
‘ Version 1 j Link

Form-Mobile-Pass

Subject Thank you for Registering

Preheader (1)
Form-Title

B @ « Q b5 I, &) [ Source 3% Form-Date-Time

Form-Date

B I US Font - Size - A- Q-

Form-Time
Access Webinar| Form-End-Date-Time
Form-End-Date
Form-End-Time
Form-Deadline
Form-Timezone
Form-Location
Form-Street
Form-City
Form-Region
Form-Postal
Form-Country
Form-Person-ID
Form-Record-ID

Save Cancel Edit Attachments

When registrants access the webinar through the link, they will automatically be marked as
attended.
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Using Mailchimp with Slate
Importing a Mailchimp Template into Slate:

1. Click on the Deliver icon:

Welcome Nancy. Dellver You have accessed Slate from 2 devices in the past 7
’ . = Ml
[~ Mailings
B I calendar
Community Forums = Campaigns
e 07/14 Slate Chatbot? [ 16 Does i Recent thatbot for web chat? If not, what web chat chatbot services are yc
using?... ] Templates

2. Click on the Templat

_Sid

es folder:
]

Deliver Search Mailings... Mailings
Calendar
New Mailing Campaigns
Outbox

Name Status A Start Date Updated Library,
UA_Alumni Ambassador Program - Launch Email Help Recruit UCR's Next Generat... Email Scheduled 07/20/2020 06/19/2020 Snippets
New Decision Notification New Decision in Athletics Workflow Email Running/Ongoing 06/24/2020 06/09/2020 Gateway Inbox
NR Transfer Bin Notification New Queue Assignment for Athletics Workflow Email 07/03/2020 06/09/2020 SMS Inbox
CA Transfer Bin Notification New Queue Assignment for Athletics Workflow Email RuMRing/Ongoing 07/03/2020 06/09/2020 Status
NR Freshman Bin Notification New Queue Assignment for Athletics Workflow Email Running¥Qngoing 07/03/2020 06/09/2020 All Mailings
CA FR Evaluation Notification New Queue Assignment for Athletics Workflow Email Running/Ondej 07/03/2020 06/08/2020 Running/Ongoing
ASU Review Bin Notification New Queue Assignment for Athletics Workflow Email Running/Ongoing 07/03/2020 06/08/2020 %ﬂe d
Athletics Workflow Bin Notification New Queue Assignment for Athletics Workflow — Email Running/Ongoing 07/03/2020 05/14/2020 In Progress
New Application Update Form-Ongoing (after 4/8/20) New Application Update Su... Email Running/Ongoing 04/08/2020 Ready for Review
Grad I-20 Ready Email for Programs - COVID-19 1-20 Prepared for {{Last}}, {{Fir... Email Running/Ongoing 04/08/280 04/08/2020
Admission Offer Admission Offer Email Running/Ongoing  02/14/2020 09/30/2019 Folders
Congratulations on Admissions Congratulations on Admissions Email Running/Ongoing 02/14/2020 :!()F:Iders
Welcome to UCR  Welcome to UCR Email Running/Ongoing 02/14/2020 Change of Date
Admission Offer Admission Offer Email Running/Ongoing 02/14/2020 09/30/2849 CNAS
Admission Offer Admission Offer Email Running/Ongoing 02/14/2020 09/30/2019 Graduate Division
Congratulations on Admissions Congratulations on Admissions Email Running/Ongoing 02/14/2020 09/30/2019 System
Welcome to UCR  Welcome to UCR Email Running/Ongoing 02/14/2020 09/30/2019 Iﬁm
Conaratilatione an Admissione  Conaratilations an Admissions Fmail Runnina/Onanina 03/19/2000 09/30/7019 -

3. Click on New Mailin

Deliver Search Mailings...
New Mailing

Name Method Status A Start Date Updated
Template-Grad Division-New Logo Email Template 07/08/2020
Grad Div Template Grad Div Template Email Template 09/03/2019
MCBL_Prospect_Template Email Template 07/31/2018
CMDB-Prospect Template Email Template 07/30/2018
GSOE-MA-Prospects GSOE Email Template 07/12/2018
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4. Fill out the New Mailing box:
a. Name —name of your template
b. Folder — MUST assign all templates to the Template Folder. Do not assign a
template to your department folder. You can assign your department sub-folder
by selecting “Other” or finding your department name.
c. Click Save.

New Mailing X
Name ‘ Math Template
Folder ‘ Templates j / ‘ Other j

Math|

The Templates and System folders are special folders that should not be
used for normal message delivery. Messages in these special folders may
have certain options disabled, including the option to send the message.

User ‘ Cruz, Nancy j
Realm lj

Method

UTM Tracking

Hide from Timeline

Save Cancel
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5. Click “Edit Message”:

Math Template

Method Email
Folder Templates / Math Edit Message
User Nancy Cruz

Copy Mailing

Message Send Test Message
Sender "UCR Connect" <connect@ucr.edu>
Recipient

cc

Subject

|

6. Click Source on the Slate text editor:

Edit Message

Sender “‘UCR Connect" <connect@ucr.edu> Reply To ]\
N

Recipient ‘ \
N\
cc

[ AN

AN

Subject \ T\ [ Version 1 -

| \ AN

Preheader (1

(I R

@
&
@

o ~

3]
H
([T}
®

Q b5 L Z) [ source ¥

w
~
S
1]

e
L]
lil
m
S
3
-8
‘
-
o
2

- sSize - A-DBQ-

Save Cancel Edit Attachments

Edit

0
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7. Delete HTML code:

Source X

1 <html>
<head>
<title></title>
</head>
<body>
&nbsp;
</body>
</html>

fel
pi¢

©CONOUAWN

Cancel OK

8. Go to your mailchimp template. Copy the HTML source of the mailchimp template.
a. The HTML source code can be found under Tools for the Firefox browser:

@& Firefox File Edit View History Bookmarks Window Help
. SN Downloads 8J
[ X N J *|MC:SUBJECT|* X |+ Add-ons O%A
- G @ file:///private/var/fa SR C tq0gs8wr0000gn/T/com.microsoft.Outlook/Outlook Temp/Mat
: > 3 Toggle Tools g8l
Page Info Eq Inspector X 3¥C
| Web Console 38K  iLin your browser

Debugger X8z

Network X $8E

Style Editor ©F7

Performance {Fs
Storage Inspector {rro
Accessibility ©F12

Remote Debugging
Browser Console ©38J
Responsive Design Mode X 3M
Eyedropper
Page Source

Get More Tools

test copy
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b. For Safari, the HTML source code can be found under the Tools menu:
@ Firefox File Edit View Historx Bookmarks Window Help

p— |
[ N N J *IMC:SUBJECT|* X |+ 23:::?\:‘15 ﬁ:i
- C ® @ file:///private/var/fa Sign In To Firefox... lq0gs8wr0000gn/T/com.microsoft.Outlook/Outlook Temp/Mat
— e o Toggle Tools S
Page Info 81 Inspector X #8C
| Web Console 38K [Linyour browser
Debugger X8z
Network X $E
Style Editor 0F7

Performance QFs
Storage Inspector {rF9
Accessibility 0F12

Remote Debugging
Browser Console 8J
Responsive Design Mode X 3M
Eyedropper
Page Source

Get More Tools

test copy
9. Copy all the code that appears under Page Source:
@ Firefox File Edit View History Bookmarks Tools Window Help
00 *|MC:SUBJECT|* X ‘ file:///private/var/folders/d2/In158& X ‘ +

- ¢ @® view-source:file:///private/var/folders/d2/In1588sd2sd65kmw4q0gs8wr0000gn/T/com.microsoft.Outlook/Out

<!doctype html>
<html xmlns="http://www.w3.0rg/1999/xhtml" xmlns:v="urn:schemas-microsoft-com:vml" xmlns:o="urn:schemas-microsoft-com
<head>
<l-- NAME: 1 COLUMN -->
<l--[if gte mso 15]>
<xml>
<o0:0fficeDocumentSettings>
<0:AllowPNG/>
<o:PixelsPerInch>96</o:PixelsPerInch>
</o:0fficeDocumentSettings>
</xml>
<![endif]-->
<meta charset="UTF-8">
<meta http-equiv="X-UA-Compatible" content="IE=edge">
<meta name="viewport" content="width=device-width, initial-scale=1">
<title>*|MC:SUBJECT|*</title>

<style type="text/css">
p{
margin:10px 0;
padding:0;
}
table{
border-collapse:collapse;

}

h1,h2,h3,h4,h5,h6{
display:block;
margin:0;
padding:0;

img,a img{
border:0;
height:auto;
outline:none;
text-decoration:none;

}
body, #bodyTable, #bodyCell{
height:100%;

padding:0;
width:100%;

.mcnPreviewText {
display:none !important;
}
#outlook af{
padding:0;

i
img{
-ms-interpolation-mode:bicubic;

+ahlar
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10. Paste the mailchimp HTML source code onto Slate and click OK:
\
Source b4

<Idoctype html>

<html xmIns="http://www.w3.0rg/1999/xhtml" xmlIns:v="urn:schemas-microsoft-com:vml" xmins:o=
<head>

<l-- NAME: 1 COLUMN -->

<I--[if gte mso 15]>

<xml>

<o:OfficeDocumentSettings>

<o0:AllowPNG/>

<o:PixelsPerinch>96</o:PixelsPerlnch>
</o:OfficeDocumentSettings>

</xml>

12 <l[endif]-->

13 <meta charset="UTF-8">

14 <meta http-equiv="X-UA-Compatible" content="IE=edge">
15 <meta name="viewport" content="width=device-width, initial-scale=1">
16 <title>*|MC:SUBJECT|*</title>

18 <style type="text/css">

19 pf

20 margin:10px 0;

21 padding:0;

22}

23 table{

24 border-collapse:collapse;

urn:schemas-microsoft-cor\office:office">

©CO~NDO D WN =

= o

}
26 h1,h2,h3,h4,h5,h6{
27 display:block;
28 margin:0;
29 padding:0;
30}
31 img,a img{
32 border:0;
33 height:auto;
34 outline:none;
35 text-decoration:none;
36}
37 body,#bodyTable,#bodyCell{
38 height:100%;
39 margin:0;

Cancel OK
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11. Your mailchimp template should now appear in the body of your Slate Template:

Edit Message

Sender "UCR Connect" <connect@ucr.edu> ‘ Reply To ‘ ‘
Recipient ‘ ‘
cc \ \
Subject ‘ ‘ | Version 1 j
Preheader [1J ‘ ‘

B B @ e m i () M E DR« b5 | I, &) | [ source 2%
B I U S = &= E = = = Format ~  Font

- Sz - A- Q-

View this email in your browser

mmvmsmz

MATHEMATICS

Save Cancel
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12. Since this is a basic template for you to use when creating future communications in
Slate, you do not need to fill out any information except the Subject.

Edit Message
Sender ‘"UCR Connect" <connect@ucr.edu> ‘ Reply To ‘
Recipient ‘
cc \
Subject ‘ Math Template - New Logo ‘ Version 1 j
Preheader (1) ‘
@ @ @ e mif 3} MM EDR| « Q by | I, )| [ source 3%
B I US§ ;= &= |2 & = | Format - Font - size - A- Q-

View this email in your browser

mmvmsmE

MATHEMATICS

Save Cancel

Edit Attachments

Please note: Mailchimp adds hidden code to the HTML source code you copy and paste to Slate.
Slate may not allow your email to go out if it detects some of this coding. If you have any issues

sending an email that came from a mailchimp template,please contact Nancy Cruz or fill out a
Slate trouble ticket at: https://connect.ucr.edu/register/SlateRequest
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Here is some possible coding to remove:
Mailchimp logo on email header:

UCR Graduate Division
Math Template - New Logo 7:08 PM
*IMC_PREVIEW_TEXT|* View this email in your bro...

Nancv Cruz 2

Remove the <title>*MC:SUBJECT|*</title> line from the source code (line 11 on this
example)

Source

<html xmIns="http://www.w3.org/ xmins:o="urn:sct - -com:office:office” xmiIns:v="urn:schemas-microsoft-com:vml">
<head>

<meta charset="us-ascii" /><!-- NAME: 1 COLUMN --><!--[if gte mso 15]>

<xml>

<o:0fficeDocumentSettings>

<0:AllowPNG/>

<o:PixelsPerinch>96</0:PixelsPerinch>

</o:OfficeDocumentSettings>

</xml>

10 <![endif]--><meta http-equiv="X-UA-Compatible" content="I[E=edge" /><meta name="viewport" content="width=device-width, initial-scale=1" />
11 <title>*|MC:SUBJECT]|*</title>

12 <style type="text/css">p{

13 margin:10px 0;

14 padding:0;

15}

16 table{

ONO G B WN

©

17 border-collapse:collapse;
18}

19 h1,h2,h3,h4,h5,h6{

20 display:block;

21 margin:0;

22 padding:0;

23}

24 img,a img{

25 border:0;

26 height:auto;

27 outline:none;

28 text-decoration:none;
29}

30 body,#bodyTable,#bodyCell{
31 height:100%;

32 margin:0;

33 padding:0;

34 width:100%;

35}

36 .mcnPreviewText{

37 display:none limportant;
38}

and



<I--*[IF:MC_PREVIEW_ TEXT|*--><!--[if Igte mso 9]><!==--><span class="mcnPreviewText"
style="display:none; font-size:0px; line-height:0px; max-height:0px; max-width:0px; opacity:0;
overflow:hidden; visibility:hidden; mso-hide:all;">*MC PREVIEW TEXT|*</span><!--
<![endif]--><!--*|END:IF|*-->

Source X

536 #templateFooter .mcnTextContent,#templateFooter .mcnTextContent p{

537 [*@editable*/font-size:14px limportant;

538 [*@editable*/line-height:150% limportant;

539 }

540

541 }

542 </style>

543 </head>

544 <body>

545 <I-*|IF:

546 PREVIEW_TEXT|*--><!--[if gte mso 9]><!==--><span class="mcnPreviewText" style="display:none; font-size:0px; line-height:0px; max-height:0px; max-width:0px; opacity:0;
overflow:hidden; visibility:hidden; mso-hide:all;">*|MC_PREVIEW_TEXT|*</span><!--<![endif]--><!--*| END:IF|*->

547 <center>

548 <table align="center" border="0" cellpadding="0" cellspacing="0" height="100%" id="bodyTable" width="100%">

549 <tbody>

550 <tr>

551 <td align="center" id="bodyCell" valign="top"><!-- BEGIN TEMPLATE // --><!--[if (gte mso 9)|(IE)]>

552 <table align="center" border="0" cellspacing="0" cellpadding="0" width="600" style="width:600px;">

553 <tr>

554 <td align="center" valign="top" width="600" style="width:600px;">

555 <l[endif]-->

556 <table border="0" cellpadding="0" cell ing="0" class= Container” width="100%">

557 <tbody>

558 <tr>

559 <td id="templatePreheader" valign="top">

560 <table border="0" cellpadding="0" cellspacing="0" class="mcnTextBlock" style="min-width:100%;" width="100%">

561 <tbody class="mcnTextBlockOuter">

562 <tr>

563 <td class="mcnTextBlockinner” style="padding-top:9px;" valign="top"><!--[if mso]>

564 <table align="left" border="0" cellspacing="0" cellpadding="0" width="100%" style="width:100%;">

565 <tr>

566 <l[endif]--><!--[if mso]>

567 <td valign="top" width="600" style="width:600px;">

568 <l[endif]-->

569 <table align="left" border="0" cellpadding="0" cellspacing="0" class="mcnTextContentContainer" style="max-width:100%; min-width:100%;" width="100%">

570 <tbody>

571 <tr>

572 <td class="mcnTextContent" style="padding: Opx 18px 9px; text-align: center;" valign="top"><a href="*|ARCHIVE|*" target="_blank">View this email in your browser</a></td>

Cancel OK

This should clear out the mailchimp logo:

UCR Connect
Math Template - New Logo 7:52 PM

View this email in your browser test copy hjsakshai...

Nancy Cruz D
<no subject> 7:19 PM

A e N e e sl e AN P a2
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To use a previously created template:

1. Go to Deliver Tab in Slate

Welcome, Nancy.

Community Forums

2. Click on Templates then click on your department folder:

Deliver
New Mailing

07/14 Slate Chatbot? [ )16 Does i
using?...

07/14 Page Logic alludes me [ |5
pages where needed. It w...

07/14 Embedding videos on landing,
actually have the video display on tt
07/14 Timing for Annual Organizatic
see anything. Does anyone know wt
07/14 Issues with unsubscribing frol

of helping folks with incomplete app

Math Template Math Template - New Logo
Template-Grad Division-New Logo

Grad Div Template Grad Div Template
MCBL_Prospect_Template

CMDB-Prospect Template
GSOE-MA-Prospects  GSOE

Deliver
| Mailings
© Calendar

Campaigns
Recent
| Templates

Math Template
UG Research
Symposium
Template-Grad
Division-New Logo
Grad Council Spring
2020 Message
Fall Reassurances
Graduate Division
testing
MSRIP Letter

You are signed in to Slate on 1 other device. Details Your Profile Supervi

:hatbot for web chat? If not, what web chat chatbot services are you

ate. I build our First Year and Transfer apps and used page logic to add Slate Presents NEW!

1 way to embed a video on a landing page? Not just giving a link, but Slate on Social

), If this is readily found somewnhere feel free to drop a link but I didn't Community Forums

eryone! We are currently boosting our texting outreach efforts in hopes Slate Feedback

Method
Email
Email
Email
Email
Email

Email

Status A
Template
Template
Template
Template
Template
Template

Service Status

nas. | Mailings
Calendar
Campaigns
Outbox

Start Da Updated Library

07/14/2020 Snippets

07/08/2020 Gateway Inbox

09/03/2019 SMS Inbox
7/31/2018 Status

30/2018 All Mailings

Running/Ongoing

Running

Completed

In Progress

Ready for Review

07N2/2018

Folders
All Folders
BCOE
Change of Date
CNAS
Graduate Division
System
Templates
CMDB
Grad Div
Grad Division-GSOE
Math
MCBL
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3. Click on the Template you wish to use;

Deliver
New Mailing
Name Method
Math Template Math Template - New Email
Template-Grad Division-New Logo Email
Grad Div Template Grad Div Template Email
MCBL_Prospect_Template Email
CMDB-Prospect Template Email
GSOE-MA-Prospects GSOE Email

4. Click on Copy Mailing:

Math Template

Method Email

Folder Templates / Math

User Nancy Cruz

Message

Sender "UCR Connect" <connect@ucr.edu>
Recipient

cC

Subject Math Template - New Logo

View this email in your browser

mmvsnsms

MATHEMATICS

Status A
Template
Template
Template
Template
Template

Template

Start Date

Updated

07/14/2020
07/08/2020
09/03/2019
07/31/2018
07/30/2018
07/12/2018

Mailings
Calendar
Campaigns
Outbox
Library
Snippets

Gateway Inbox
SMS Inbox

Status

All Mailings
Running/Ongoing
Running
Completed

In Progress
Ready for Review

Folders
All Folders
BCOE
Change of Date
CNAS
Graduate Division
System
Templates
CMDB
Grad Div
Grad Division-GSOE
Math
MCBL

Edit Message

Copy Mailing

Send Test Message

(]

C
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5. Fill out the Copy Mailing screen:
1. Name - Name of communication

2. Folder - Change from Template folder to your department folder. First change to
Graduate Division and then find your department subfolder. Click copy:

Copy Mailing x
Name :Math Message to Saved
Folder | Graduate Division s/ /1 MATH s
User | Cruz, Nancy s
Copy Query
Copy Cancel |
6. Click “Edit Message” to begin editing your email.
Edit

Math Message to Saved

Method Email

Folder Graduate Division / MATH
User Nancy Cruz

Recipient Lists

Current Status Not Running

Start Date/Time

Stop Date/Time

Opt Out No Unsubscribe (disregard opt out; transactional mailings only)
Message

Sender "UCR Connect" <connect@ucr.edu>
Recipient

cc

Subject Math Template - New Logo

Edit Recipient Lists
Edit Message
Send Mailing

Copy Mailing

Display Sample Message

Send Test Message

= 0

View this email in your browser

mmvensms

MATHEMATICS
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Once you've copied your template, it becomes a sendable communication. You will need to
create a query or upload a spreadsheet to send out the email. Please see “How to Edit A
Mailing” for instructions on editing emails. Please see “How to Create A Query” to create a

query.
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