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Uploading Materials to Slate 

 

If your program allows applicants to submit hard-copy application materials and receives them, your 
program may upload them to Slate so the materials can be included in the application PDF. Once the 
materials are uploaded to the system, the receipt status will automatically be updated and available on 
the application status page. 

• Uploading Supplemental Application Materials 
• Uploading Hard-copy Letters of Recommendation 

o When the recommender is listed in the application 
o When the recommender is not listed in the application 

• Uploading a GPA Justification Letter and a Letter of Support (For Graduate Admissions) 

 
Uploading Supplemental Application Materials 
The academic program requirements are built into the application and applicants cannot submit their 
application until after they have fulfilled all the requirements. For example, if your program requires a 
statement of purpose, a resume, and a writing sample, applicants will need to upload these three 
materials prior to application submission.  

However, if your program has optional items that you recommend, but not require, applicants are not 
required to upload them prior to application submission. If applicants have submitted without including 
these optional materials but would like to upload them after submission, they cannot go back to the 
section and make updates on their own. In this case, applicants may submit the materials to your 
program directly. If your program would like to upload the materials on their behalf and include them in 
the application PDF, follow the steps below. 

 

1) Search for and find the applicant in Slate. Go to the Materials tab. 
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2) Click on the New Material link. 

  
 
 

3) Important! Select the appropriate application round from the Record dropdown box. Make sure 
the selected round is correct.  

 
 
 

4) Select the appropriate material type.  

 

Click on the New 
Material link. 
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5) Click on the Choose File button to find the document on your computer and click Upload. 

 
 

6) Double-check the uploaded material and make sure settings are all correct. If everything looks 
good, click Save. 

 
  

Click Choose File and browse to 
the folder on your computer 
that contains your scanned 
documents and select the file 
that you wish to upload. 
 

Once the file is selected, 
click Upload. 
 

Click Display to see the 
uploaded material.  
 

Click Save.  
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7) The material now appears in the Materials section on the Application tab.  
 
Application Tab 
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Uploading Hard-copy Letters of Recommendation 
The recommendation consists of two parts, a ranking form and an uploaded letter of support. If your 
program receives hard-copy letters of recommendation and upload them on behalf of the applicant, the 
ranking form will not be included in the application. Follow the steps below to upload the hard-copy 
recommendations. 

 

When the recommender is listed in the application 
1) Go to the Materials tab and click on the New Material link. 

 
 
 

2) From the Record dropdown box, select the name of the recommender listed under References. 

 

 

3) From the Materials dropdown box, select App_Online Recommendation. 

 
 
 
 
 
 
 

Click on the New 
Material link.  
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4) Click on the Choose File button to find the document on your computer and once the document 
is selected, click Upload. 

 
 

5) Double-check the uploaded material and make sure settings are all correct. If everything looks 
good, click Save. 

  
 

Click Save.  
 

Click Display to see the 
uploaded material.  
 

Click Upload.  
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6) The letter of recommendation now appears in the Materials section on the Application tab. If 
applicants have submitted their application, they can also keep track of the receipt status by 
logging into their application status page. 
 
Application Tab 
 

  

 

 

 

 

 

 

 

The recommendation 
receipt status is now 
updated to Received. 
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When the recommender is not listed in the application 
1) Go to the Materials tab and click on the New Material link. 

 
2) From the Record dropdown box, select the appropriate application round listed under 

Applications, and from the Material dropdown box, select App_Hard-Copy Recommendation. 
Make a note of the recommender in the Memo, click on the Choose File button to find the 
document on your computer and once the document is selected, click Upload. 
 

 

 
 

3) Double-check the uploaded material and make sure settings are all correct. If everything looks 
good, click Save. 

  

 

5. Click Upload.  
 

Click on the New 
Material link.  
 

1. Select the application round. 
 
2. Select App_Hard-Copy Recommendation. 
 
3. Make a note about the recommender. 
 
4. Click Choose File to find the document on 
your computer. 
 

Click Save.  
 

Click Display to see the 
uploaded material.  
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4) The letter of recommendation now appears in the Materials section on the Application tab.  
 
Application Tab 
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Uploading a GPA Justification Letter and an International Letter of Support (For Graduate 
Admissions) 
Once academic programs make decisions, the decisions need to be communicated within Slate and 
sometimes a GPA justification letter and/or a letter of support (for international only) is needed for the 
final review by the Graduate Admissions office. These letters can be sent to gradadmin@missouri.edu, 
or uploaded to the system. Follow steps below to upload these documents. 

1) Go to the Materials tab and click on the New Material link. 

 
 

2) Important! Select the appropriate application round from the Record dropdown box. Make sure 
the selected round is correct.  

 
 

3) From the Materials dropdown box, select Dept_GPA Justification Letter (For Grad Admin 
Review) or Dept_International Letter of Support  (For Grad Admin Review). Click on the 
Choose File button to find the document on your computer and once the document is selected, 
click Upload. 

  
Important! If the department decision letter includes funding for international applicants, save 
the letters under Dept_International Letter of Support (For Grad Admin Review). However, if 
you wish to store the department decision letters for domestic applicants and international 
applicants with no funding, use Dept_Decision Letter instead. 
 

Click on the New 
Material link.  
 

mailto:gradadmin@missouri.edu
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4) Click Upload. 

  
 

5) Double-check the uploaded material and make sure settings are all correct. If everything looks 
good, click Save. 

 
 

Click Upload.  
 

Click Save.  

Click Display to see the 
uploaded material.  
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5) The material now appears in the Materials section on the Application tab. 
 
Application Tab 

 

 

 

Please contact the Graduate Admission Office at gradadmin@missouri.edu with questions or for 
assistance. 

mailto:gradadmin@missouri.edu
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