
A How-To Guide for:
• Using Reader
• Sending and Creating Deliver 

Mailings

Slate 102



Menu

• Reviewing Applications in Reader

• Reviewing Petitions/Registration Forms in Reader

• Using Deliver for Communications

• Creating Deliver Mailings

• Creating HTML Mailings



Reviewing Applications in Reader
• Access Reader through Slate as described above, or 

• Navigating to https://www.choose.Illinois.edu/manage/reader 
• Following the link in the queue notification email

• Review applications and complete review forms
• Add applications to your queue to access and complete review forms

• Assign applications to faculty members for review
• Manual or automatic process

• Move applications through Bins (application review process)
• Manual or automatic process

• Bins and review forms are customizable
• Note: Previous terms’ applications will be cleared out of Reader after that 

application cycle is complete (approx. mid fall)

Return to Menu

https://www.choose.illinois.edu/manage/reader


Reviewing Applications

• Move applications through the bins until they arrive in the Admit, 
Deny, or Waitlist Bins
• Fill out referrals and send Admission Letters, send Deny Letters, or revisit 

waitlisted applicants

• Once a referral is submitted the application will automatically move 
into the Graduate College Review column
• Bins in the Graduate College Review column are the final stop for 

applications in Reader



• Click the book icon at the top of page to access Reader (or follow the 
link in the Reader queue notification email)
• A bell icon indicates that an application, petition, or registration form 

is currently in your queue
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Homepage View

Use the menu on the left to navigate 
to your bins (Browse), your Queue, or 
your recently viewed applications



Browse View – Applications

Bins are a visual 
representation of the  
stages of the 
application process.

Click on each bin to 
view applications in 
that bin/stage.

NOTE: Queries can 
show you lists of 
applications in each 
stage outside of Reader.



Bin View – Applications

Sort applications by bin headers

Open applications by 
clicking on the 
“Display Copy” icon

See who has reviewed the 
application, and who currently 
has the application in their queue



Application View

Use the menu 
above to 
navigate to 
different sections 
of the 
application

Click the “Add to Queue” button to access the 
review form

Click the name/ID bar to see additional information 
and actions



Review Form View

Click “Remove from 
Queue” to remove 
application without 
submitting a review form

Move application to new bin 
and assign next reviewer when 
submitting the review form



Reviewing Petitions/Registration Forms

• Access Reader through Slate as described above, or 
• Navigating to https://www.choose.Illinois.edu/manage/reader 
• Following the link in the queue notification email

• Select the appropriate workflow for the request type
• Complete the review form with your approvals/comments
• Forward to the Graduate College for processing

Return to Menu

https://www.choose.illinois.edu/manage/reader
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Homepage View

Department admin users/DGSs only – 
Use Browse to view your bins and 
requests

Faculty reviewers must access 
assigned requests via Queue



Browse View – Late Registration Forms

Bins represent the 
stages of the petition or 
LRC request review 
process.

NOTE: Requests for 
faculty review MUST be 
placed in the Faculty 
Review bin AND 
assigned to the faculty 
member’s queue.



Bin View – Late Registration Forms

Sort requests by bin headers

Open requests by 
clicking on the 
“Display Copy” icon

Names of current and previous 
reviewers will be displayed 
beneath student’s name



Request View – 
Late Registration
Forms

Click the “Add to Queue” button to access the 
review form

Click the name/ID bar to see additional information 
and actions



Review Form View – 
Late Registration
Forms

Click “Remove from 
Queue” to remove request 
without submitting a 
review form

Move request to new bin and 
assign next reviewer when 
submitting the review form



• Click on the Deliver icon at the top of the page
Using Deliver for Communications

Deliver

Return to Menu



• Use Folder Navigation to access your mailings
Important! All mailings viewable to all users 

Using Deliver



• Navigate to your department’s folder to access your mailings; save all 
new mailings in your department’s folder
• Department folders are saved under the GC folder
• Create a folder when creating a new mailing if you don’t currently 

have a departmental folder



• Click on the name of your mailing to access, edit, and/or send the 
mailing



• Edit: change the name or folder 
of your mailing, or delete or 
archive the mailing
• Edit Recipient Lists: edit 

existing or create new recipient 
lists for your mailing
• Edit Message: edit the message 

(body text, sender, subject, etc.)
• Send Mailing: send mailing 

now, schedule mailing to send 
in the future, or set to send 
continuously 



Send Mailing
• Pre-Flight Checks make sure 

your mailing is free from errors
• Green = Ready to Send
• Yellow = Warning, double check 

mailing before sending
• Red = Error, must correct before 

sending
• Check Ongoing box to run 

mailing continuously (can set 
frequency)
• Set Start Date/Time to send in 

the future
• Set Deduping 
• Click Send Mailing to send or 

Save Settings to return later



Send Mailing
• Current Status updates to 

“Scheduled/Running” 
once the send has been 
initiated
• Current Status updates to 

“Completed” once mailing 
sends, and deliver 
statistics will appear just 
above message



• Three parts to creating mailings:
• Define your recipients
• Create the message
• Determine when/how your message should be sent

• Create recipient list queries to target your audience, or upload 
spreadsheets
• Use merge fields to populate prospect/applicant information in 

mailings (name, email, degree, etc.)
• Mailings can be plain text or HTML 
• Use for general communications/notifications and letters, or for 

internal departmental notifications (for example, when applications 
are submitted for your program)

Creating Deliver Mailings
Return to Menu



Click New Mailing
• Name mailing
• Select department Folder
• Folder = GC
• Subfolder = your dept.
• To create a dept. folder, choose 

“Other” as the subfolder and then 
enter your dept.’s name

• Ensure an Opt Out setting is 
selected (must allow people to 
opt out of your mailings)
• Click Save

Create a Mailing



Click Edit Recipient Lists
• New Query: create a 

recipient list query to 
target your audience
• Upload Spreadsheet: 

upload a spreadsheet of 
recipients

Instructions on how to 
create a recipient list query 
follow below



Click New Query
• Name recipient list
• Select Type – Configurable 

Joins
• Select Base
• Click Save



Build the recipient list query like 
a regular query
• Select Filters to target your 

audience
• Select Exports to use as Merge 

Fields in your message
• Email is required at the very least

• Slate Best Practice: Change the 
names of your Exports to 
contain all lowercase letters
• Click the name of your mailing 

in the breadcrumb links to 
return to the main menu and 
edit your message



Click Edit Message
• Edit Sender and Subject, 

add “email” Merge Field 
as Recipient
• Compose your message 

using the Toolbar to 
format text, add links, 
etc.
• Use Merge Fields to 

populate information in 
your message
• Click Save when finished



• Review your message before 
sending
• Ensure Merge Fields are 

pulling the correct 
information
• Send a Test Message to 

yourself to check formatting, 
links, etc.
• Click Send Mailing when 

ready to send



Copying the HTML source code 
from an email skin in Webtools 
is an easy way to create HTML 
emails in Slate
• Create an email in Webtools 

or view previous email
• Select the Appearance tab, 

select your skin, and click 
View
• The email will open in a new 

browser tab or window

Create an HTML Deliver Mailing
Return to Menu



• Right click on the opened 
email skin and select “View 
Page Source” or “Page 
Source”
• Copy the HTML code that is 

displayed



• Return to your mailing in 
Slate and click Edit 
Message
• Click the Source icon in 

the top row of tools
• Delete any existing code
• Paste in the HTML code 

from Webtools

Note: Add the HTML code 
before any body text, 
otherwise your text will be 
deleted



• Make edits as usual before 
sending
• Note: It is recommended to 

remove the “Click here to 
see this online” row from 
the source code

There are other ways to create 
emails with headers, footers, 
and images. 
The Grad College can assist 
departments in creating these 
emails or provide training for 
departmental staff to create 
the emails.


