
ApplyEMU 

  Graduate Coordinator ApplicaƟon Review (Workflow) 
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Need Help?   Faculty / Staff Help Line: 734.487.8956  Email:  ApplyEMU@emich.edu    

Login: www.emich.edu/it/inb 

Ready to Review an ApplicaƟon? 

Click the link for                                

Workflow (ApplyEMU) 

Confirm Your IdenƟty 

Enter EMICH NetID & Password  

 Then click Login 
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Access Applica ons to Review 

Ready to Review ApplicaƟons? 

Click Worklist 

Select and Reserve a Student ApplicaƟon 

Click to Select Student to Review 
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Access Applica ons to Review (Con nued…..) 

Need to see Transcripts & Other 

Student Documents? 

Click to View  

Review Student InformaƟon 

(as needed) 
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Access Applica ons to Review (Con nued…..) 

Making a decision: 

Select admissions         

decision, condi onal    

admissions                     

requirements, and denial 

comments.   

Note: All comment fields 

that are not labeled for 

internal use only will   

appear on the student’s 

admission le er and  

graduate rec form. 



emu‐admissions.org/grapp.html                        ApplyEMU 

Need Help?   Faculty / Staff Help Line: 734.487.8956  Email:  ApplyEMU@emich.edu    

ApplyEMU 

Graduate Coordinator ApplicaƟon Review (Workflow) 

Access Applica ons to Review (Con nued…..) 

Let the student know who to contact: 

Enter academic adviser informa on  

(Not Required Fields)  

Note:  Contact informa on entered will 

be communicated to the student and will 

be referenced as department point of      

contact. 

Are you the Head Reviewer? 

Yes:  Click complete if all reviews are    

complete to submit decision for processing 

No: Click Save & Close  
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Are you done with your review and need to 

allow others to review? 

Click Magnifying Glass by Students Name 

And Click “Release” 

What Student Records do I have on reserved? 

Only one reviewer can read/review a student’s record at a 

me.  When you select a student’s applica on to review, 

you automa cally “reserved” the applica on.  The          

student’s applica on will remain in your reserved queue 

un l you release and allow another reviewer to reserve.  

To see what student records you currently have reserved 

click “Show Reserved Items” from the lower right corner of 

your worklist screen.  To release a student’s record        

following the instruc ons immediately above. 


