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Select the Query tool in the main Slate view to get to the Queries page: 

 

To start a new query, select either New Query or the lightning bolt (for a quick, non-saved query): 

 

On the New Query page, create a name, click the sharing button, and remember to put it in your folder: 

 

For Type, ALWAYS select Configurable Joins. 
For Category, ALWAYS select Records. 
For Base, I highly recommend selecting Application to start if you are looking for an applicant.  
Name your query something clear and obvious and then click Save. 

For a Quick Query (the lightning bolt), the selections will be the same. The difference is this query will NOT automatically 
save in your folder, so there is no space to name it or add it to a folder: 

 

If you decide you want to save this quick query later, you can do so by clicking the Copy button on the right hand side of 
the query editor:  
 

This will allow you to then name it, click the share button, and add it to your 
departmental folder.  
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On the Edit Query page, you can add Exports, Filters, and Joins. Remember, Filters control the rows of your spreadsheet, 
Exports are the columns, and Joins allow you to access all the information you require! 

Start with a Join 
Remember, Joins down at the bottom of the page (Base Joins) are only for one to one relationships, so if you start with 
Application Base, you can Join to Person (1 application to 1 person), but if you start with the Person Base, you cannot join 
to Application here (1 person can have many applications, so that is NOT a one to one relationship). 

To be able to access information based on the applicant/person, click the Join button on the bottom right: 

  

Then select Person from the list of joins (note: Person does not have a symbol, so that means it is good as a base join!) 

 

Note that every option with a symbol should NOT be selected as a base join! The fewer here, at the bottom of the 
page, the better!! 

Add some Filters 

  

To add a new filter, you can either click on the Filter button or on the subquery filter button:  

Make sure only the Direct Filters box is checked: 
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You can type in the search bar or scroll through the list of options to find the filter you want to select.  

All Application fields are under the Application header; Person fields are under the Person header.  

We will add a filter for Degree Level (note that this is under the Application header, as this is a field on the application): 

 

Select Degree Level, and hit Continue. 

Now you can select which degree levels you want to include (to select multiple options, hold down the CTRL button and 
click), and then hit Save: 

 

You can also use the search bar on the left to find your selection!  

Hit save once you have made your selection(s). 
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Other useful Application filters are Round, Entry Term, Subplan/Track. Useful Person filters include citizenship and 
cumulative GPA (both Grad and Ugrad). Use the filters to narrow down all files to just what you are looking for! 

What about bins? To filter on a bin, you need to select the subquery filter button:  

Select Join: 

 

Under the Application header, select Workflow Bin, hit Continue, then hit Save: 
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Then, it will take you back to the original Edit Part screen, but you’ll see that the Workflow Bin Join has been added: 

 

Now, click the Filter button, and select Workflow Bin on the next screen, and hit Continue: 

 

All of our bins will show with their full name (you want these: ‘Graduate Admissions: Applications – NAME OF BIN’): 
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Select the bin you want, or several bins, and hit save. For this example, I chose the E. Review bin, so I named this filter ‘Bin 
in Review’: 

 

After you hit save, you’ll see your new filter, and that the number of matching rows has adjusted accordingly: 

 

Make sure you add a filter for the current round or entry term to find only current applications! 

 

Add some Exports 
What information do you want in your report? These are the exports, the columns of your spreadsheet. 

 Click the Export button to add a direct export. 

Common Person direct exports are name, preferred, birthdate, sex, email, phone, citizenship, cumulative GPA (grad or 
ugrad), CU-SIS ID. 
Common Application direct exports include submitted date, created date, degree level, subplan/track, and any question 
you have in the Additional Information section of the application. 
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What if I don’t see the export I want?  If you don’t see the export you are looking for, you probably need to add a 
join by clicking the subquery export button. If you get stuck, reach out - https://grad.apply.colorado.edu/register/helpticket! 

 

Some examples of exports that need a subquery export are all test scores, school information, recommendation form 
information, and the name of the current bin.  

Let’s add the current bin (hint – it is NOT the direct export named Current Bin!). Click the subquery export button to start. 

  

 

 

Click the Join button to add the Workflow Bin 
join, under the Application header.  

 

Then, add your export – Workflow Bin. 

 

Then, add the name of your new export, in 
this example I used “Current Bin.” 

 

Hit Save and this export will now show on your 
query. 

 

 

 
A great example of  several of these can be found in the Condensed Admissions Report W Review Form Responses – one 
of the many Copy Me! Queries available for you in the GRAD folder.  

To use a Copy Me! Query, you can go to the Query Tool. Go to the folders on the right-hand side, click All Queries, Click 
Department, Click GRAD, and type ‘copy me’ into the search bar to bring up your options: 

 

 

https://grad.apply.colorado.edu/register/helpticket
https://grad.apply.colorado.edu/manage/query/build?id=e7ac1aab-7b0c-4066-87fe-8b4b3093844a
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