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REVIEWING FILES IN SLATE 

It is best to use Firefox or Chrome 

First Log into SLATE:  https://mcadmissions.messiah.edu/manage/ 

Note: I would suggest bookmarking this URL on your toolbar for future reference. 

 

After entering your login credentials (which will be the same for logging into MCSquare), you will see this 
screen. 

 

Next click on the ‘Reader’ Icon  

 

NOTE:  If you are on more than one interview group your screen may look like this.  You will want to 
select the appropriate workflow. 

 

 

 

You will then see the screen to right.  
Click on the ‘Browse’ option. 
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You will then see the Reader Bin structure for the College Honors Program. 

 

 

Click on the Bin for the respective day.  You will now see the Search area for the Bin. 

A list of the students for the day will appear in the following format. 

 

You may sort this data by clicking on any of the row headers. 

Find the student. To review the documents for the student, click on the multiple page icon at the end of the 
row of student data. (see above red box) 

You can navigate thru the documents by using your computer arrow keys. 

You can enlarge the document by double left-clicking on the document, and to reduce right click. 

 

Click on ‘Add to Queue’ at the bottom left-hand corner.  Then click ‘Ok’ in the next pop-up box.   

                            

 

*See Hint at the end of the instructions for a way to add multiple records to your queue at one time. 
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The review form will now appear.  You will use the scroll bar to the right or use your tab key to continue 
thru the evaluation form. 

     

If you want to adjust your evaluation, you will need to do so before you submit the review form. 

At the bottom of the form, all you need to do is click on the ‘Send’ button and you are done! 

After you hit send it will return to you the ‘Queue’ view.  You will just click on ‘Search’, and you will be 
back to the list of students to select from. 

Click Exit and then OK to leave the reader 

Click Logout in the top right-hand corner beside your name to exit Slate. 

 

HINT You can add all of the students to your queue at one time by doing the following: 
Hold your Ctrl key and select all your students.   
Then click on the ‘Add to Queue’ button in top right-hand corner.   
All these students will now be in your queue.   
Instead of going to ‘Search’ you can go directly to your ‘Queue’ and find your students. 

 

 

After you add the record to your queue, you 
will see in the bottom right-hand corner  

‘Review Form/Send to Bin’ 


