IRecruit Initial Set Up

First, we need to make sure that we are logged in the correct production environment. The correct
website is: http://recruiteradmin.cc.iup.edu.

Access is possible via Internet Explorer, Mozilla Firefox, and Google Chrome. However, Firefox is the
recommended browser.

Once you are logged in, the top banner will look like this:

Recruitment Home

We will then want to make sure that we have the ‘Graduate Coordinator Dashboard’ selected as the
home screen. If your screen does not show that dashboard:
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Click on the arrow to the right of the current dashboard name (could be ‘Recruitment Home’).
Select ‘Graduate Coordinator Dashboard’ from the bottom of the list of available dashboards
(Your personal list will be much smaller than the below screen shot).

This dashboard should be your starting point for most activities in the software. To make it the
first page that appears when you log into Recruit in the future, select ‘SET AS DEFAULT' on the
top of your screen
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If at any time you find yourself stuck or needing assistance, please feel free to reach out.
Seth Erwin — Technology Manager, Admissions Operations — 724-357-7774 or serwin@iup.edu



Graduate Coordinator Dashboard Overview
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My Graduate Current Inquires: These students have shown interest in your program by
submitting an inquiry. If they appear in this portion of the screen, they have just created an
account, but have not started the application process yet.

Funnel Information Chart: Visual breakdown of all potential students and their funnel stage for
your program. You can always ‘pop out’ the chart by clicking the list icon on the top right of that
view. This will allow you to narrow down the list behind the chart by funnel stage.

My Graduate Current Applicants: Students who have started an application for your program,
or students have an application submitted, but we are waiting on missing supplemental items.
a. Note: Submitted applications are still missing additional items such as transcripts or
their goal statement. They have only submitted their application form.

My GC Application Reviews: **MOST IMPORTANT** Students in this view are ready for your
review/ admit decision. This is the new DR Folder.
a. If you do not see any records in this list that you think should be ready for your review,
contact admissions at graduate-admissions@iup.edu with the names of the records you
expect to see, and they will be able to troubleshoot with you.

Graduate Pending Report: In this view, you can see the individual supplemental items that your
incomplete applications have submitted are still missing before becoming ready for your review.
The list is sorted by student name, but each individual supplement will be its own line item.

My Graduate Admitted Students: Any students have been admitted to your program. This view
also shows students who have registered for classes, for whom the Funnel Stage will be
‘Enrolled’ instead of ‘Admit’.

If at any time you find yourself stuck or needing assistance, please feel free to reach out.
Seth Erwin — Technology Manager, Admissions Operations — 724-357-7774 or serwin@iup.edu



Processing Applications

On the ‘My GC Application Reviews’ views clicking on the name or the white space will direct you to the
specific application review.
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After opening the record, you will open up to the new Application Review page. This page is laid out to
be similar to the old Application folder page. The one major request was to move the decision to the top
of the page, which was changed in the update. The First section will be the coordinator review. This will
be where Coordinators will apply decisions to the records.
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Below the application review are the application details.

e The ‘Read Sheet’ is set up for a one stop shop of all tracked information on the records. Personal
information, Admission information, Academic History, and Test Score information.

e The Application tab is the app form as the student filled out the information online. Some fields
on the application, such as social security number, will now be hidden per PASSHE guidelines.

e Supplemental Items are the items that have been uploaded or sent in. Links will direct you to
the specific items.

e Letter of Recommendations are the online request/ reply’s.

If at any time you find yourself stuck or needing assistance, please feel free to reach out.
Seth Erwin — Technology Manager, Admissions Operations — 724-357-7774 or serwin@iup.edu



0 **Uploaded LOR documents will not show on this screen. These documents do not
come off of the application. You will need to navigate to the ‘Applicant’ Funnel Stage
and find the LOR’s from there.

+ Application Details

Once we are ready to add a decision, we will need to add in information at the top of the page.

e Review Date — Will auto generate upon save after making a decision.
e Review status — Must flip to ‘Complete’ once a decision is added.
0 You can flip reviews to ‘in progress’ if you have started but not completed the review.
The review will still appear on your dashboard, but with a different status.
e Overall Rating — If your department/program uses a rating system, you can add it here.
e GC Proposed Decision —Same as before. The decision that will flow to admissions
0 When selecting Conditional, a box will appear for the Conditional Admit Reason
e |UP Grad Advisor
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e To add in information, click in the box.
0 Click the magnifying glass to search for accepted values for each field.

If at any time you find yourself stuck or needing assistance, please feel free to reach out.
Seth Erwin — Technology Manager, Admissions Operations — 724-357-7774 or serwin@iup.edu
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e The new boxes on right of the screen are different types of comments. The only comments that

will be seen by a group or committee review are the ‘Reviewers Shared Notes” All other
comments will stay on the specific review.
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If at any time you find yourself stuck or needing assistance, please feel free to reach out.
Seth Erwin — Technology Manager, Admissions Operations — 724-357-7774 or serwin@iup.edu



