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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.     
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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: 

 
Slate Options: 

         

Records Queries
& 

Reports 

Reader Deliver Inbox Forms Events Schedul
er 

Database 
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Person Record: 
 
There are two ways to access a student record in Slate.  First is using the Records tab on the 
Slate dashboard:  

 
Click on the Records tab.  Be sure that “Lookup” is selected: 
 

 
You can sear a student record by name (first or last), or e-mail.  Search for an individual by 
typing in the partial match search bar.  Anyone matching what you entered will be displayed 
below 

 
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:  
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Click on the name to bring up the student record. 
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How to Add a New Student/Contact: 
 
You can add a new prospect student/contact in Slate by clicking the “New Person” button.  

 
 
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. 
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Reading a Person Record in Slate 
 
Below is a prospect student record: 

 
The student Dashboard is a quick overview of a person record. Contact information 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 GradSIS). 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: 

 
This email will be saved to the student record and show up in their timeline. 
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The timeline on a person record shows a compilation of all communications the student has 
received.  

 
 
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 was added to Slate. In this 
example, the record was added through the Prospect Grad Student form.

 
The Audit Log will show all access to the record.  
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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. 
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The Profile tab in the student record allows you to see all information on the student record..  

   
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. 
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The student record of someone that has an application will look different than a prospect 
record.
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The Graduate Application tab will have information on the application. Clicking on 
Program/Degree Details will show the details of the application. 
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Campaigns: 
To Add Communications to a Current Campaign: 
 
Hover over the Deliver icon and click on Campaigns. 
 

 
 
 
Find and click on your program’s folder: 
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Click on New Mailing. 
 

 
 
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. 
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Click “Edit Message” to begin editing your email: 
 
 

 
 
Please be sure to edit the Reply To, Sender and Subject Fields.   
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Click Save when you are done. 
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How to Edit a Current Campaign: 
 
To see your communications, hover over the “Deliver” icon and click “Campaigns” on the drop 
down menu:  
 
 
 
 

 
 
Click on the folder for your program on the right side menu:  
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This will bring up the communications for your prospects.  To edit a communication, click on the 
title of the communication:  
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Click on “Edit Message” on the right side menu: 
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Clicking on “Edit Message” will bring up your communication.  You can now make changes to 
the communication. 
 
 

 
 
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. 
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• To add a link to your communication, highlight the text and then click on the chain icon: 

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

 
 
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: 
 

 
 
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: 
 
 
 

 
 
This will bring up a “Send Mailing” screen: 
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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. 

 
• 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.  



 26 

 
 

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

 
 
 
 
If your communication was set up correctly you will see the following message: 
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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: 
 

 
 
 
 
 
 
 
 
 



 28 

The communication will now show a green Running/Ongoing status: 
 
 
 
 

 
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: 
 

 
 
Click the red Stop Mailing link:  
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Confirm that you want to stop the mailing: 
 

 
 
You should now be able to edit the communication. 
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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”:  
 

 
 
Under the “Messages”section, click on “Email to Slate Gateway”.  
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The following popup will have your unique Slate BCC address:

 
 
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: 
 

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

4. Click Save to begin your query. 
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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. 

 
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. 
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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. 

 
8. Click on Filters to begin building the population of your query. 

 
9. The first filter should always be “Student Level (person)”.  This will remove any 

undergraduate records from your query. 
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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. 

 
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 name.  
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12. Other options when creating a query: 
a. Edit Properties:  

 
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 
query was last run” will give you new records that were not included in the previous 
query results. The history of the query results is also saved. 
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14.  Click on “Sharing Permissions if you would like to have other Slate users view and/or 

edit your queries. Click on “Add Grantee”.
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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 
Query”, “Edit Query” or both. Edit permission requires both permissions to be selected.  

 
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. 

 
20. Click on “Run Query” 
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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”.  
 

 
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 and click “Events”:  
 

 
 
Click on New Template: 
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Fill out the New Template information:   
 

 
 
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”:  
 

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

 
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:  
 

 
Add text and pictures in the Label text box:  

 
 



 46 

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.  
 

  
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: 
 

 
To add the Program of Interest field: 
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Drag the Select List field onto your form: 
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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: 
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Select “Other – Degree Objective” on the next drop down menu: 

 
 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”.
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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. 
 

 
Click on the “Internal Only” option:  
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Example of how this field should look: 
 

 

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

 
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: 

 
Select “Other – Student Level”  
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The Export Key will pre-populate as well as the Prompts.  Do not change the Export Key:  

 
 
 
 
 
 
 
 
 
 
 
 
 



 56 

Click on “Override System Prompts”. This will allow you to remove the student levels not 
needed: 
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Remove all student levels except “Grad Prospect”: 
 

 
 
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.   
 
 
 



 58 

To add an event: 
Click on the Events tab and click “Events”:  
 

 
 
Click on New Event: 
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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:  
 

 
Choose a folder for your event: 
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Change the Status to “Confirmed/Active”:  
 

 
 
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: 
 

 
Admin Notify Email: Fill out if you would like to be notified when a form is submitted. 
Click Save. 
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Your event has been created: 
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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 tab and the event tab will be visible:  

 
 
 
 
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:  

 

 
 
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”:  
 

 



 64 

 
Fill out the details of your event on the Details tab: 
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Click on the Location tab: 

 
 
 
Click on the Online Event drop down menu.  Select “Host event using Share webinar Platform
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Fill out location (optional) and any waiting room content you would like displayed.   

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

 
 

• 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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• 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 presenter 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. 
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• Slides – Allows attendees to see only the current, current and previous, or all slides, 
based on preference.  

 

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

event.  Edit Leaders must have access to Slate. 
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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:  
 

 
 

2. Click on New Mailing 
 

 
 
3. Fill out the New Mailing box and Save 
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4. Click Edit Message:  

 
 

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 I the link to the Share Webinar and tie it 
to the registrant’s person ID.  
 

 
 
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:  

 
2. Click on the Templates folder: 

 
3. Click on New Mailing: 
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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.
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5. Click “Edit Message”: 

 
6. Click Source on the Slate text editor: 
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7. Delete HTML code:

 
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:
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b. For Safari, the HTML source code can be found under the Tools menu:

 
9. Copy all the code that appears under Page Source:
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10. Paste the mailchimp HTML source code onto Slate and click OK: 
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11. Your mailchimp template should now appear in the body of your Slate Template:
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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.  

 
 
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: 

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

  
 
 
 
and      
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<!--*|IF:MC_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|*--> 

 
This should clear out the mailchimp logo: 
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To use a previously created template: 
 
1.  Go to Deliver Tab in Slate:  

2. Click on Templates then click on your department folder:  
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3. Click on the Template you wish to use:  

 
 

4. Click on Copy Mailing:  
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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: 
 

6. Click “Edit Message” to begin editing your email.  
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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. 
 
 


