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Placeholder for optional subtitle for agenda.

1.  Find new and updated
applicants using the List Manager

2. Use List Manager, Local Statuses, or
Custom Fields to organize your
communication flow

3. Send emails individually or in bulk
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Finding new
and updated
applicants
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-
Using the List Manager

e Find appuca nts USiﬂg New Applicant Field List
CO m m O n C ri te ri a This list, named | Tri-state Applicants | and| will nuIV‘appear on the menu bar.

These settings can be seen by myself and the following work groups

Reviewers @’ WebAdMIT Administrators @’

All 4 /1

- Lists changeas applicant
C I’I te I’I acC h an g esS state | equais v| [ Mewvork wntea states) | @@

State | equals v| |C0nneclicut (United States) | eO®

State | equals v| |Newdersey (United States) | eO®

» Use List Actions to maximize
your efficiency
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Understanding Local Statuses

v Designations by Local Status

16 None

.

* Track apphcants through your

' '
admissions process > uraeces

140 Application Received
0 Under Review
0 No Response to Interview Offer

ojm
L]

* |ocal Statuses are for internal =
use only (applicant'scan’t see o imerview Schecued
them) 0 2nd Deposit Received

0 Waitlist
0 Offer Made
0 Declined Offer

- Tie emailsto a Local Status
for maximum efficiency e

273 Total



-
Tracking data with Custom Fields

» Store information not collected
INn the CAS application

Custom Fields Manager

Active Fields

 Add custom fields to Email

AAAAAA

Te m p l.ates aS m e rg e fi e ld S 5555555555555 (@) Importsd student ID from Banner 20

« Use List Manager to updated
Custom Fields in bulk
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Corresponding
with Applicants |




- In1 - New Email
e n I n g a I s To: "Eshara Demo" <applicant10434542@cas.org>

Cec: O Myself Dani Director <dani@democ.edus

Bee: O Myself Dani Director <dani@democ.edu>

Reply-To: @ Myself Dani Director <dani@democ.edu>

« Create emails using the Email

Template builder

Attachments: Files can be no larger than 15 MB per file. Allowed file types are: .doc, .docx, .pdf, .rif, .txt, jpeg, jpg, png.

I

Drop file here to upload
or

« Send emails in batch using

the List Manager's List Actions .

B I U/ Font ~ | Size AR = =

 Tie emailsto a Local Status —

Thanks for submitting your application to Demo College! We're thrilled you applied to our program. We'll review your application in the next

fo r m a X i m u m effi C i e n Cy few weeks and follow up with you on any missing matersals.

In the meantime, be sure 1o visit our program website to lear more about us. If you have any questions, contact our Graduate Admissions

4= 9

office at grad@demo.edu.
Thanks,

Dani Director

Demo College

» Track emails you've sent
using Search Correspondence |
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Building CAS Emails into Your Workflow

Automated Applicant Emails During the CAS Application Process

OVEI’VIEW = Table of contents
At routine moments in the application process, a CAS will automatically send emails to applicants. These emails guide applicants through Overview
the application process, ensuring that they are regularly communicated with and can access additional resources, including the Applicant Application Account Emails
Ap p I ica n t Help Centers and customer service information. Application Processes Emails
»
- Ermnail template example: Fee Waivers

Letters of Evaluation

emails

Observation Hours

Professional Transcript Entry (PTE)

CENTRALIZED
APPLICATION Official Transcripts and Evaluations
SERVICE P
Verification
by LIAISON .. Academic Update (AU)

Official Test Scores
Undelivered and On Hold Applicants

Hi [Applicant First Name],

We just wanted to let you know that we received and processed a transcript from [College
Name]

To view the transcript(s) we received, and to track the status of your application and
materials, log in to your application and navigate to the Check Status tab at the top of the
application

Please refer to the CAS Applicant Help Center for more information or contact Customer
Service

Thanks,

CAS Customer Service

casemail@liaisoncas com

https://help.liaisonedu.com/WebAdMIT_Help_Center/Documents_and_Reference_Guides/Automated_Applicant_Emails_
During_the_CAS_Application_Process
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Live Training
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17

Liaison Academy

LIAISON
ACADEMY

Mission: foster excellence in admissions through the production and dissemination

of information and knowledge.

Your time is important!
Use Liaison Academy to:
* Quickly access all Liaison product resources
» Learn more about Liaison's products

» Educate and train staff who join your team

k Register at learn.liaisonedu.com

©2023 proprietary and Confidential

Create an account to access:

Live training events
Onboarding toolkits
On-demand elLearning

courses
Product learning paths
Professional development
workshops

Training videos

Webinars

LINISON
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WebAdMIT Help Center

https://help.liaisonedu.com/WebAdMIT_Help_Center

AdMIT

. Q, How can we help you?

| B\ WebAdMIT Help Center

WebAdIMIT Manual

Welcome to the WebAJVIT Help Manuall The categeries on this page have been arranged to aid new users in learning the software. All of WebAdMIT's features are categorized by
topic and functionality. Note that there is a lat of crossover between WebAUMIT features and functionalties; be sure to look out for the hyperinks to find tnose crossovers.

Check out the WeDAJMIT Glossary for commenly-used terms and definitions.

Navigating WebAdMIT Creating and Managing Users
This guide shows you how to quickly find the information Here you'll find guidance on adding new users to WebAdMIT
you'e looking for in WebAGMIT. and assigning them the permissions of your choosing

M\

Dashboard Creating Work Groups
Applicant Details Page Creating Users
Customizing the Applicant Header

Direct Appiicants

Earty Decision Applicants

Categorizing Applicants Corresponding with Applicants
Here you'll learn how ta search for, group, and organize all of This guide walks you through ¢reating, managing, and
your applicants in WebAdMIT. tracking messages sent to your applicants in WebAdMIT.

Searching for Applicants Sending Emails
Local Statuses. Email Templates
List Manager Email Addresses
List Manager - Composite Lists ‘Viewing Email History

Using the Clipboard
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Thank You

Liaison Academy
Education & Knowledge Team
academy@liaisionedu.com
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