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Overview: Documents Tab 
 

 
The Documents Tab is where you will manage the supplemental application materials that applicants submit 
as part of the application process.  Documents may include official transcripts from prior colleges or 
universities, letters of recommendation, resumes, writing samples, etc.  The documents that you receive will 
need to be scanned and transferred to the GATS application via an automated upload process.   In this area 
you can perform these tasks:  

• Link scanned documents to an applicant 

• View a list of documents already assigned to an applicant 

• Manually upload PDF documents and assign them directly to an applicant 
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Scanning Documents 
 

Paper copies of application materials can be scanned and sent to GATS and associated with an applicant, 
eliminating the need to keep paper files of application materials.  You department’s scanner must be able to 
send scanned documents to the GATS server via FTP.   
Note: For information on scanner requirements, please contact SES.  

When you scan documents to send to GATS, you must use your scanner’s interface to name each document 
according to this naming convention (do not include brackets): 

 [ApplyYourself-application-number].[document-type].[description] 
 
Tip: the .[description] portion is optional. 
 
Document types are as below:  

• 1 = application  
• 2 = transcript  
• 3 = letter of recommendation  
• 4 = statement of purpose  
• 5 = resume  
• 6 = GRE score report  
• 7 = TOEFL score report  
• 8 = GMAT Score Report  
• 9 = IELTS Score Report  
• 10 = Writing Sample  
• 99 = other 

For example, if you are scanning a transcript for an applicant with the ApplyYourself application number 
7654321, you would name the file:  

7654321.2.smithtranscript  or just    7654321.2 
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Link Scanned Documents to an Applicant  
 

After scanning documents into the system you will need to link them to the appropriate applicant. 

Step 1 

After you have scanned a document into the system, it will appear on the Documents Tab awaiting 
assignment to the appropriate applicant.  The system will automatically pull the applicant that is most likely a 
match based on the ApplyYourself application number.   

For some document types, you will need to select the Document Source.  If the Document Source (specific 
institution or reviewer names) was listed by the applicant in ApplyYourself, it will appear as a choice in the 
drop down box. 

 

Step 2 (Only if entering a Custom Value) 

If your Document Source does not appear in the drop down list, you will need to add a custom value to name 
the document.  Select “Enter a Custom Value” from the drop down list. 

A pop-up box will appear with a field for you to enter text to describe the document.  Enter the text and click 
OK. 

 

Tip: Entering a custom value may be helpful when a applicant has an Undergraduate and Graduate work from 
the same institution. You may wish to title the received document accordingly so the two can be seen as 
different transcripts required.  
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Step 3 

Once you have determined that the applicant and document should be linked and any necessary custom 
values have been entered, click the Assign link. 

 

When your document has been assigned the Actions area will read SUCCESS. 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 

https://gats.northwestern.edu/documents/#app1�
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Viewing & Deleting Documents Linked to an Applicant  

 
 

You are able to view and download all documents linked to an applicant through the documents panel.  In 
order to search for your applicant’s documents you will need the Apply Yourself application number or the 
applicant’s full last name.   

Step 1 

Click the “Assigned Documents” tab located within the Documents tab. 

 

Step 2 

Select the criteria you will use to search for your applicant from the drop down box.  Enter the applicant 
information (full last name, case sensitive, or ApplyYourself application number) in the text box and click the 

button. 
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Step 3 

Your search results will appear in the box below your search criteria.  Click the Download link to view or save a 
document or click the Delete link to remove the document from the system. 
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Uploading a Document  
 

You may receive some application materials in PDF format instead of paper form.  In GATS, any document in a 
PDF file format can be uploaded to GATS without scanning the paper copy.  

Step 1 

On the Documents Tab, click the upload the file link. 

 

Step 2 

Select the Department, Applicant, Document Type and Document Source (when applicable) from the drop 
down menus.  The Document Source dropdown will populate with the selections from the ApplyYourself 
system or you may enter a custom value. 

 

Step 3 

Click the  button next to the “Document to Upload” field.  Select the PDF document you wish to 
upload from its location on your computer.  Once you have selected the document, click the 

 button. 

 

 

https://gats.northwestern.edu/documents/upload.php�

