
Creating a Submitted Application Query 

We’ve provided a few standard queries for everyone’s use in the Grad School templates folder. Your security 

permissions will limit the results of the query to your applicants and prospects; however, those basic queries may not fit 

every business need. These instructions will show how to clone the Applications query to create a Submitted 

Applications query. 

1. Go to the Queries screen and click New Query. 

 
2. Enter the name for your query. Choose the correct folder to create this query. If you wish to create a new 

folder, choose “Other” and then enter the name of the folder you wish to create. 

 
3. Select a Population of Templates. From the Template dropdown, choose the Grad School template you 

would like to use for your new query and click save. 

 

Modifying exports 

1. You will be taken to the Edit Query page. You can add or remove an  to include or exclude a 

column in your query. This modified query will be limited to submitted applications, so please select the red X at 

the right end of Materials Received and App Submitted. 

2. To add an export, click on the  on the right. Your options on the first page will be extremely 

limited when you first select exports. You will need to select the Slate Template Library to access all of the 

queryable fields in Slate. Search for ‘submitted’ to find the Application submitted date.

 

 

 

 

 



Limiting results 

3. Scroll down to the ‘Filters’ section where we can limit our results to only those applications which have been 

submitted. Check the Slate Template Library box and add the filter for . You can 

edit it to filter for either those who have or have not submitted. Click Save. 

  
4. Click on the name of the query at the top of the page and you will be able to run the query to see your results.

 

Sorting queries 

5. To sort queries in Slate, scroll past the Filters section. Click  . You will be able to choose which 

of your exports to sort the results by. Select Submitted and Save. 

 
6. By default, it will sort ascending (ASC), but if you would like to reverse that, either double click on the bar or 

select the Edit button by the delete button. From the edit screen, simply change the Sort Order to Descending 

and Save.  

Sharing queries 

7. Click on  on the right above the exports.  

8. Click  

9. Select Type: User and add the name of any colleagues who will need access to your query. Then select whether 

they should only be able to Run the query or whether they will also need to be able to edit the query.

 


