How to Review an Application on CRM Recruit and Make an Offer

If you have been set up to receive email notifications, you might have gotten an email to say that there is an
application awaiting review. Or perhaps you just check the system regularly. Either way, this is how you navigate to
the review.

To ensure you are on the home screen, start by clicking the ‘Ellucian’ icon (circled in red).

Then click the down-arrow (circled in green) to display the dropdown list of ‘dashboards’. ‘Dashboards’ are just
collections of reports.
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From this list select ‘NUIG — Application Review’ (circled in orange).
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Then select ‘Set as default’ to make this your default dashboard.
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On this dashboard, you will see there are 7 different reports — you will need to scroll to see them all. You will only
see applications for courses that you have permission to see in the system.

On the graphical reports, you can click the middle icon (circled in red below) to see the records associated with that
chart.
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If you scroll down, you will see the 3 remaining reports: ‘NUIG — My Overdue Applications Review’, ‘NUIG — My
Current Application Reviews’ and ‘NUIG — My College Reviews Completed 2025’.



To see the records associated with any of these reports in more detail, you can click the grid icon (circled in green) to

‘pop out’ the report.
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When the report is ‘popped out’, you can scroll right to see further details, or you can click the “filter’ icon (circled in
purple below) to apply filtering (just like you would in excel). You can also just ‘Export to Excel’ as circled in red.
Note: if you don’t see an ‘Export To Excel’ option, just increase the size of the window until the button appears.

To see the review for any of the applicants you can just double-click the space to the right/left of their name (circled
in yellow). This brings you to the review where you can see all the relevant information for that application.
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When the Review Screen opens you will see a long page with a scroll bar on the right.
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The first thing you want to do is see the applicant’s details. To do this, scroll down until you reach the

‘Application Details’ section. You will see four tabs:

e Read Sheet (circled in red below): provides a summary of entire application
e Application (circled in yellow): shows the form that the applicant completed
e Supplemental Items (circled in blue): contains the supporting documents uploaded by the applicant
o Letters of Recommendation (circled in green): contains the letters of recommendation if applicable

Lower down, you can see the ‘NUIG Transcript Link’ (circled in purple) for past students of the university
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Review the applicant’s details until you have decided that you are ready to issue a decision. Then scroll back up.



At the top of the review screen, you will see the ‘Recommended Action’ field. Click on the magnifying glass to see
your options. You can select:

e Conditional Offer

e Declined by Program Director
e  Firm Offer

e Wait Listed

More details on each type of offer can be found on the next page of this document. Whichever option you
select, we recommend that you add notes to the ‘Reviewer Shared Notes’ section to record specific details.
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To issue your decision, select the ‘Recommended Action’ from the list.

Then you need to update the ‘Review Status’. There are 4 options (Not Started, Early Read, In Progress, Completed)
but typically you will only select either ‘In Progress’ if you have not finalized the decision, or ‘Completed’ if you have.

Then ‘Save & Close’

IMPORTANT: Setting the ‘Review Status’ to ‘Completed’ acts like a trigger that locks the review and updates the
application. Until ‘Completed’ has been selected, the application will not progress and the applicant will not be
notified.

e nded Action Firrn Oer

Notsarea B

Esaly Read
In Frogress

¢ Completed

W Armelicrant har nad fnichad dasres rhanne Dacrmmenandad Sciinn da



Conditional Offers

When you select ‘Conditional Offer’, a section will appear below where you can select the relevant conditions of the
offer. Select the conditions from the dropdown(s), then go back and set the ‘Review Status’ to ‘Completed’. Save &
Close. The review is complete and the next steps are done by Admissions.
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IMPORTANT: When an applicant accepts a Conditional Offer, they need to upload proof of having met the selected
conditions. This aspect is monitored by the Admissions Office, who update the Conditional Offer to ‘Conditions Met’
when proof has been received. No further intervention is needed from the Reviewer.

Declined by Program Director / WaitListed

If you select ‘Declined by Program Director’ or ‘WaitListed’ you will see a ‘Referral’ section pop up under the Review
Status. This will allow you to refer the applicant to an alternative program that might be more suitable and will
automatically generate a new application for that program while leaving the current application in a status of
Declined/Waitlisted. Please note that you can only refer to programs that are not PhD’s, Research Masters or
CALPD.
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To make a referral:

1. Select the Referral Program/Course from the list by hovering over the magnifying glass
2. Then select the ‘Academic Load’ (i.e. Fulltime or Part-time) from the list by hovering over the magnifying

glass.
3. You can enter a message for the Reviewer of the alternate program in the section below that.

Refer Applicant to another program (Only works if Decision on this Review is
'Declined” or "Waitlisted")
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Don’t forget to set the Review Status to Completed. Save.

Firm Offers

The most straightforward decision is a ‘Firm Offer’. Note that when you select ‘Firm Offer’, a question will appear
below asking if the Applicant has finished their degree. If they have, click ‘Yes’. Then go back and set the ‘Review
Status’ to ‘Completed’. Save & Close. The review is complete and the next steps are done by Admissions.
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