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Overview:  The Applications Tab 
 

 
The Applications Tab contains a view of applicant information.  In this area you will find a summary list of 
applicants.  In this area you can perform the tasks listed below:  

• View a summary list of all applicants. 

• Search for an individual applicant or applicants based using a variety of criteria. 

• Send reminder emails to applicant regarding “complete” or “incomplete” applications. 
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Applicant Search 
 

Searching for an individual applicant – You may need to quickly view an individual applicant’s 

information. Follow the steps below to perform an applicant search. 

Step 1 
Click on the search for a particular applicant link and you will be directed to the applicant search page. 
You have several options to search for an applicant.  You can choose to search by any of the following search 
criteria by clicking on the radio button next to your choice. 

• Applicant names – You may also search on a portion of a name if you are unsure about the correct 
spelling 

• SES Admissions Application Number 
• SES Emplid 
• Application/Personal statement – You may search for applicants based upon a word or phrase within 

their Application or Personal Statement. For example, a faculty member may wish to see applicants 
who have mentioned his or her name within the personal statement. Enter the last name of the faculty 
member to search for these results. 
** This feature will not search documents that have been scanned.   

Enter the term(s) for which you would like to search in the text box, select your search criteria and click the 
button.   
 

 

 

  

https://gats.northwestern.edu/applications/search.php�
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If your search has matching results they will be displayed in a table under “Search Results”.  A message will 
display if your search returns no matching results.   
 

 

 

Searching for applicants based on dates – You may need to quickly view applicants based on the date 

application submission. To view only applicants from a specific date range, follow the steps below. 

Step 1 
Click in the “Application Submitted” date box and a calendar will appear.  Select your beginning date.  Select 
your ending date in the next box.  (You may also type in the dates but make sure you follow the YYYY-MM-DD 
format.) 
 
Step 2 

Click the  button to apply the date range to your applicants.   
 
Step 3 

To remove the date range, click the  button. 
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Sending Application Completion Status Emails 
 

You are able to send applicants an email reminding them that their application is incomplete from the 
Applications Tab.  You are also able to send a message to an applicant informing them that all application 
materials have been received and their application is now complete.  GATS will keep a history of messages 
sent to the applicant which can also be viewed here. To send an applicant a reminder message, follow the 
steps below. 
 
Step 1 
 
Scroll down to view your list of applicants.  Listed under the field labeled “Complete”, you will see a “Yes” or a 
“No” indicating if the application is complete or it is not complete. Next to the “Yes” or “No” you will see the 

message icon.  Click the  button.  The Notify Applicant page will appear. 
Note: Marking an application as complete is performed in the Admissions tab.  See the Admissions Tab 
document for more information. 
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Step 2 
 
Above the message text you will see the E-mail Notice History indicating any application completion status 
messages that have been sent to the applicant and the date and time they were sent.  Below the e-mail notice 
history you will see the text for the message you can send to the applicant.  Review the text to ensure you 
wish to send the message. 
 
Examples of the two different application completion status messages are below: 
 

 



7 

 

 
Step 3 
 
Once you have reviewed the text to ensure that you wish to send the applicant this message, click the 

 button.  The message will be sent and a blind copy of the message has been sent to you. 

You can return to this page to view the E-mail Notice History by clicking on the icon.  
 

  


