You will need:
Internet connection
Your JHED ID and password

Web browser: Firefox, Safari or Chrome
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Using the Microsoft Outlook Add-in and Slate Gateway allows for
posting external emails to a Slate record.

This document is broken up into two sections: Linking Slate to
Microsoft Outlook and Email to Slate Gateway

Note: Windows users can use both methods; however, Mac users
must use the Email to Slate Gateway feature as the Microsoft
Outlook Add-in feature is not available.
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Linking Slate to
Microsoft Outlook

This process can be utilized by Windows users only.
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https://applygrad.jhu.edu/manage

Mew Tak » o

C 1Y | O https://applygrad,jhu.edu/manage (n

JOHNS HOPKINS

UNIVERSITY & MEDICINE

Enter your Login ID and Password

Enter your
(" Login ID

JHED credentials (rosomor
~ Login

First time JHED User? Forgot Passw

Login Problems?  Freguently

Johns Hopkins Enterprise Authen

Use of the Johns Hopkins Enterpris

2 2018 Johns Hopkins Institutio
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Click Database.

Welcome, Ann.

m @Technolutions

We're so excited for
#SharkWeek that we
just keep swimming

Round, and Round, and
Nevond  dineln

E @abbythebluehen

I just got back from a
week-long vacation and
all these new #Slate
features are live... How

ara T armmnncnd +m
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M @Zibbleswibbles

I love using #Slate for
all my admissions
worker needs! Fun and

accesible :-) thx
AT rrhnAl diAane

g @zach_kuba

Me before and after
using #Slate on this
early Monday morning
@Technolutions

& Ann Shiu Logout

Details Supervised Login
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Under Messages, click Microsoft Outlook Add-in

Database

Pinned Features

To pin a feature or tool, access the feature or tool and then pin the item in your r cent item list under the Database menu.

Prompts
Materials

Checklists

Tests

Taos

Activity & Interaction Codes
Datasets

Entities

Automations

Rules Editor
Populztions
Qrigin Groups
QOrigin Sources
Translation Codes
S0L Logic
Triggers (retired)

Applications

Application Editor
Application Periods
Application Rounds
Application Logic
Teasers

Essays (refired)

Import

Upload Dataset
Batch Acquire

Consalidate Records

SFTP Explorer
Format Definitions
Transfer Objects
Source Formats

Decisions

Releaze Decisions
Letter Templates
edision Codes

L =cision Rezasons

Queries

Query Bases

Export/Filter Refeznces
Standard Query Libioy

& Ann Shiu Logout

|Eearch Database... |

Reader

Reader Bins

Reader Review Forms
Reader Tab Groups
Reader Tab Materials
Workflows

Merge Fields

Messages

Deliver Configuration
DKIM Configuration
Emiail Deliverability
Communications History
Message Groups

Microsoft Qutlook Add-in

Force Process Pickun
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The setup.exe file will appear in
the lower left corner of the

screen.

Automations

Rules Editor
Populations
Origin Groups

Click the file to launch the setup. osnsus=

Click Install.

Translation Codes
S0L Logic
Triggers (retired)

Users & Access

Security Dashboard

User Permissions

Projects

Custom Permissions

Role Groups & Permissions

OO Conoockion Aoliddion

=
% setup.exe

MName:
From:

Publisher:

Microsoft Office Customization Installer

Publisher has been verified

Are you sure you want to install this customization?

Technelutions Slate
https://technolutions.comy/slate/service/outlock/Slat,. Outlock.vsto

Technolutions, Inc.

While Office customizations from the Internet can be useful, they ¢ Jpotentially harm your
computer, If you do not trust the source, do not install this software. Mare Information...

|l =3

W

=T=T=

=

Install [ Jon't Install |

T OO Equne
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HUCT Do

7

Import

Upload Datase
Batch Acquire
Consolidate Re
SFTP Explorer
Format Definiti
Transfer Objec
Source Format
Force Process
Force Process
Scrub Address

Portals

Event | anding,
Portals
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Microsoft Office Customization Installer
The Microsoft Office customization was successfully installed. : \E’

Click Close once

Mame: Techneluticns Slate

th e ﬁ |e IS I n Sta | |ed . From: https://technelutions.com/slate/senvice/cutlook/Slate. Outlook.vsto

Close

Restart Outlook. TN -

Click Add-ins from the top menu bar.

Send f Receive Falder View y me what you want to do...
El IT' %'9””3 x Ei\ﬂ (f _\ﬁ ﬁ:\/ﬁ [EL Meeting | ¥ Conference Lin... E:E‘,T.;. Manager
“'E < - ':[::lle

. o 7= Clean Up~ - el [aeo [ . E1 Team Email v Done
W EW elete eply Reply Forwar _
Ernail [terms - &< Junk - Al =1 Mare - =] Reply & Delete ¥ Create New -
Mew Delete Respond Quick Steps P
Drag Your Favorite Folders €
: All Unread
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Highlight the email you want to import into Slate.

Home Send / Receive Folder View

! Tell me what you want to do...

@, Technolutions Slate

Toolbar C¢ mmands
Drag YoulFavorite Folders €

All Unread
L ik | ()| | FROM SUBJECT RECEIVED -
4 shiu@jh r.edu P
AT Wi AW
4 Inbox 2
n Megeen Thomas Slate Outlook Add-In Example Fri 11/30/2018 11:42 AM
ADP Megeen L. Thomas Johns Hopkins University | Talent Management | Learning Solutions Johns Hopkins at Ea:

Click Technolutions Slate.
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Enter the Slate domain: aEEIygrad.'!hu.edu

jgement | Learning solutions Johns Hopkins at kastern | 1107 k. 2 $rd Street | Suite L130 | Balimore, MU 21214
—

ke it

5 class

Click Login.

&
&
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Login with your JHED credentials.

jement | Learning Solutions Johns Hopkins at Eastern | 1101 E. 33rd Street | Suite C130 | Baltimore, MD 21218

t 11 Technolutions Slate X KB

JOHNS HOPKINS % suremrmse

UNIVERSITY & MEDICINE 11/30/22018 11:58 AM

Enter your Login ID and Password T & purpose of Johns Hopkins Enterprise

A ithentication is to provide a single sign-on

fi 1ctionality for our customers to access many
a plications with just one login.

Login 1D

Login
First time JHED User? Forgot Password? Change Password?

Login Problems? Frequently Asked Questions
Johns Hopkins Enterprise Authentication - vB.8.2h-23
Use of the Johns Hopkins Enterprise Directory (JHED])

2018 Johns Hopkins Institutions. All rights reserved.
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Slate will attempt to link the email address to an existing record. It
will tell you if a record was found.

If no record was found, you can do the following:
. Create Record for a new prospect to be created
. Relink it to an existing record

Technolutions Slate =

Technolutions Slate Close

Received Q72002018 02:20 PM
Megeen Thomas!H ENTERPRISE EXCHANGE/QOU=EXCHANGE ADMINISTRATIVE GROUP

Sender (FYDIBOHF 23SPDLTVCN=RECINENTS/CN=8A38FFAF004D4CC2981C9 )DCFBTIA%64-F>
Recipient Megeen Thomas
Subject Slate Cutlook Add in test
Record Mo matching record found. Relink Create Recorg
Add To File

swilch Database
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To Relink, complete the following steps:
Click Relink.

Technalutions Slate

Technolutions Slate

Received 07202018 02:20 PM

Type the name of the prospect  sender Megeen Thomas!H ENTERPRISE EXCHANGE/OU=EX
(FYDIBOHF23SPDLTYCN=RECI| IENTS/CN=8A38FFAF(

or the email address. Then, Reclpient  Megeen Thomas
Subject Slate Qutlook Add in test

SeleCt the record. Record Mo matching record found. | Relink | Create Record
Add To File

Click Add to File.

Technolutions Slate -

Technolutions Slate Close

Received O7r20¢2018 02 20 PM

Sandas Megeen Thc mas/H ENTERPRISE EXCHANGE/QU=EXCHANGE ADMINISTRATIVE GROUP
(FYDIBOHF23 sPOLTWCN=RECIPIENTS/CN=8A38FFAF004D4CC2981CODDCFBT3A%G4-P>
Recipient Megeen Thoinas
Subject Slate Outlook . «dd in test
Record Testing126, Slate (SLATETESTING126)
Add To File

Switch Database
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A notice will appear that the message has been filed successfully.

Click Close. Technoltons st )

Technolutions Slate Close

Received 072002018 02:20 FM
Megeen Thomas/H ENTERPRISE EXCHANGE/OU=EXCHANGE ADMINISTRATIVE GROUP

Sender (FYDIBOHF23SPDLTVCN=RECIPIENTS/CN=8A38FFAF004D4CC2981CIDDCFBT3A064-P>
Recipient Megeen Thomas

Subject Slate Outlook Add in test

Record Testing126. Slate (SLATETESTING126)  Relink  Create Record

This message has been successfully filed.

Switch Database

The imported email will appear in Slate as an External interaction.

Click the message to see the full content.

Testing126, Slate (SLATETESTING126) Inquiry 133581448

Drashlbrard Timchre Prafile Hateruah
Date & Code Subpect User [ Status Tistyehise
e —— Interactions
7208 Message Slate Cutheok fdd n Dest Extrsu E:fﬂ-:fl;'ﬁ
07120/ 1018 Wessage Slabe emad Lmng gabeway Exterra
G720/ 18 Message Slate Cutheoi Add in test [
od/aT 18 Menge test bemplate Sert Chcked ¥ Messages
0607 8 MEssagi Tast of template Sare Opanad ¥ Sources
S6/06/ N8 Mesibge i Inguiry A Pregrams Essl 3 An sumnl etwork of ] That's Hophes Shong G Chehiad ¥ Interactions
SAAII018 Messaor ELLInguice 4l Prograns Foiadl 4 S0 Career cost Honkons® bt conder the novgtdees  SareiNosnsd
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Email to Slate Gateway

This process can be utilized by Windows and Mac users .
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Click Database.

Welcome, Ann.

m @Technolutions

We're so excited for
#SharkWeek that we
just keep swimming

Round, and Round, and
Nevond  dineln

E @abbythebluehen

I just got back from a
week-long vacation and
all these new #Slate
features are live... How

ara T armmnncnd +m
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M @Zibbleswibbles

I love using #Slate for
all my admissions
worker needs! Fun and

accesible :-) thx
AT rrhnAl diAane

17

g @zach_kuba

Me before and after
using #Slate on this
early Monday morning
@Technolutions

& Ann Shiu Logout

Details Supervised Login
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Under Messages, click Email to Slate Gateway

Database

Pinned Features

To pin a feature or tool, access the feature or tool and then pin the item in your r cent item list under the Database menu.

Prompts
Materials

Checklists

Tests

Taos

Activity & Interaction Codes
Datasets

Entities

Automations

Rules Editor
Populztions
Qrigin Groups
QOrigin Sources
Translation Codes
S0L Logic
Triggers (retired)
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Applications

Application Editor
Application Periods
Application Rounds
Application Logic
Teasers

Essays (refired)

Import

Upload Dataset
Batch Acquire
Consalidate Records
SFTP Explorer
Format Definitions
Transfer Objects
Source Formats
Force Process Pickun

Decisions

Releaze Decisions
etter Templates
| edsion Codes

L cision Reasons

Queries

Query Exports/ilters
Query Bases
Export/Filter Refereses
Standard Query Library,

& Ann Shiu Logout

|Eearch Database... |

Reader

Reader Bins

Reader Review Forms
Reader Tab Groups
Reader Tab Materials
Workflows

Merge Fields

Messages

Deliver Configuration
DKIM Configuration
Emiail Deliverability
Communications History

L SR ey

Email to Slate Gateway

BAG e o il ale A dA e
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You will be prompted with a unique gateway code. DO NOT share
this code. Note: the code has been blurred in this document for
Security purposes.

Follow the directions in the box.

Annlicatinn Raonnde Naricinn Cadoc Razdar T
Email to Slate Gateway |
oy
The Email to Slate Gateway enables you to connect external email systems to Slate, By adding the private email Fi
address below to your address book in Gmail or other mail service, vou can guickly add messages exchanged outside
of Slate to the appropriate student records in Slate. To forward a message that you have received into Slate, you can
gither BCC this address on your reply or forward the message to this address. Keep this address private and do not
nclude it in the 'To' or 'CC’ lines when replying to a student. Messages received by this gateway will typically be
added to the student records within 15 minutes of receipt.
al
L4
Co
Close De
e — S —

Continue to the next page for an example of using this code.
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Sample email that is going to be sent to a prospect or student.

F

Insert Options Format Text Review Q Tell me what 3

L ~ — - — 3 — ™ .
Mo Calibri (Boc= |11+ A A = -3=- & |—E} 5‘@
prOS eCt Or Paste =l aly _ y |= = = &= 3= | Address Check
. B I U ¥-.A
= Forrmat Painter = - | — — Book MNames
Student Cipoard a Basic Text Y Mames
To... slatetesting 126 @gmail. com
=1
Ce.
Send
Bec... | b @slatemail. technolutions. com
Gateway COde Subject Fallow Up Conversation
N BCC ||ne Thank you for talking with me today about your program of interest.

Please reach out if you have any questions. |

Always use Bcc or forward the message directly to the Gateway
code.

DO NOT include the gateway code in the ‘To...” or ‘Cc..."” lines when
replying to a student.
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. Messages received by this Gateway will typically be added to the
student records within 15 minutes of receipt.

. The imported email will appear in Slate as an External interaction.

. Click the message to see the full content.

Testing126, Slate (SLATETESTING126) Inguiry 133581448

Draridlb el Timeline Prafile Halermah

fate & Code Sulpect e [Status Tumighns

My Trberact Inkeraciscms
B L]

Cardp ik, 5]} Fle i i Slabe Dutleok bhdd in el Exters P

072018 Wessage Tigbe emad using pabeway Exturma

072 B8 EFETERT Slabe Dustheo Add i Des Exléam :
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Since you are not explicitly linking this message to the student
record, access the Gateway Inbox to do so.

Linking the messages insures the message query base shows all
external emails on the person record.

Click the Deliver icon on the top menu bar, then click Mailings.

Click Gateway Inbox link on the right navigation menu.

Deliver Deliver [Search Mailings... | Mailings
Mailings Calendar
New Mailing Calendar Campaigns
Campaigns Outbox
Name Method Status 4 start Date Updated Library
Snippets

Gateway Inbox

Status
All Mailings
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All external emails that have not been explicitly linked to a person
record, regardless of school/user will display here.

. The ‘Users’ dropdown, left blank, will show all records that need
attention.

. You can work just those messages you sent to the Gateway by se-
lecting your user name from the dropdown menu.

. Anyone can link the messages to person records regardless of
whether they were sent by that user.

Gateway Inbox B 03s
Calendar

Received Sender Recipient Subject Gateway Inbox

07/23/2018 02:17 PM SOE-Info@fhu.edu amge@ihu.edu test from soeinfo SMS Inbox

07/23/2018 02:09 PM amgo@jhu.edu slatetesting123@g test

07/23/2018 02:01 PM amge@jhu.edu andrewmichaelcole test [ sy

07/23/2018 01:57 PM amgo@jhu.edu amgc@jhu.edu testing

07/23/2018 08:16 AM pprestoS5@jhu.edu slatetesting126@qg Follow Up Conversation

07/20/2018 10:46 AM pprestoS@jhu.edu slatetesting126@g Slate email using gateway
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. Click the email you want to link to a person record.

. Slate will attempt to identify which record the
email should link to. If you see the correct record
with blue links, click the link and the record will
populate in the ‘Assignee’ block. Next, click As-
sign.

. If you do not see a correct record in blue, start
typing the name in the ‘Assignee’ block until the
correct record appears and then click the record
to populate in the ‘Assignee’ block. Click Assign.

. The email record will then be removed from the
Gateway Inbox listing.

Gateway Inbox

Recaived
07/23/2018 02:17 PM
07/23/2018 02:09 PM
07/23/2018 02:01 PM
07/23/2018 01:57 PM
07/23/2018 08:16 AM
=N 07/20/2018 10:46 AM

Slate email using gateway

Sender
SOE-Info@jhu.edu
amgc@jhu.edu
amgcEjhu.edu
amgc&jhu.edu
porestoS@ihuedu

pprestoS&jhu.edu

Sent Friday, July 20, 2018 10:46 &M

Gateway email using bec link

Patty Preston

Assign Delete Close

Recipient
amgcEjhu.edu

slatetesting1232g

andrewmichaelcole

amgcEjhu.edu
slatetasting126@¢
slatetesting126@g

Subject

test from soeinfo

test

test

testing

Follow Up Conversation

Slate email using gateway

. The practice of monitoring and maintenance of the Gateway Inbox should be

implemented to ensure message queries are up to date.
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