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Agenda

• Application Forms

− Standard Questions vs Program Questions

− Letters of Recommendation

− Application Requirements

− Application Deadlines

• Security

− Public Groups

− College

− Programs

− Faculty

• Process Builder

− Program Director Notifications
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Kara Cleveland

Director of Operations

The Graduate School 

Who am I?



• The University of 

Nevada, Reno 

• 17,000 undergraduates, 

3,700 graduates, and 350 

medical students

• 12 colleges

• 180 degree programs
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• 309 active application 

forms in Target X

• 10 program-specific 

recommendation forms

• 2 graduate school 

initiative forms

• 1 housing application
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Applications for Admission

• Application Forms

− Standard Questions vs Program Questions

− Letters of Recommendation

− Application Requirements

− Application Deadlines
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Standard Cards/Questions

• Biographical Data

• ER Contact Data

• Demographic Data

• Assistantship Data

• Education History

• Test Data

• Resume/CV

• Statement of Purpose

• Attachments



©2023 proprietary and Confidential©2023 proprietary and Confidential9

Program Cards/Questions

Cards:

Writing Sample/Essay

Diversity Statement

Questions:

• Application object to create 

question and use plan code

• Plan codes used for program-

specific questions

• Visibility by card or by 

plan codes
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Admission Recommendation Details

• Recommendation details and layouts 

can be customized for each program 

• Additional categories and scores for 

rankings can be created
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Application Requirement

Different application requirement rules control the application 

checklist. These are added to the application process requirement 

group. 
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Application Deadlines

• Domestic and international applications 

have different deadlines

• Doctoral and master’s applications 

have different deadlines

• Graduate certificates and NDS have 

different deadlines

• Different opening and closing deadlines 

on the same application form
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Application 

Permissions

Security – Who gets to see what?

− Public Groups

− College

− Programs 

− Faculty
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College Level

• Created each college as a 

public group 

• Create each program as a 

public group

• Add each program to 

a college
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Program Level

Each faculty member who 

is on the admission 

committee is added to the 

program level
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Application Reviews

• Create a query for 

each program

• In the visibility section, 

use the public groups to 

add the program group 

for sharing
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Faculty Side

Faculty are only able to run 

queries in which they have 

permission 
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Process Builder

Program Directors are 

assigned as record owner 

to Faculty Review from 

through Process Builder
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Process Builder

As soon as Program 

Directors are assigned, 

specific emails are sent to 

notifying them that 

applications are ready 

for review



Questions?
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Crystal Goula

Senior Analyst

University of Nevada, Reno

cgoula1@unr.edu

Kara Cleveland

Director of Operations

University of Nevada, Reno

karac@unr.edu

Thank You
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