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Track and Add External Email to Slate 
Find and use your unique Slate BCC email address 
If you are sending a reply to an applicant from your outlook or other external email you can have the reply 
message copied into their Slate record. 

Adding your unique Slate email address to emails enables you to send your external email responses to Slate. 
To forward a message that you have received into Slate, you can either BCC your Slate email address on your 
reply or forward the message to your unique Slate email address. It’s imperative that this email address is kept 
private and never included in the ”To” or ”CC” lines when replying to a student. To find your unique Slate BCC 
email address, select the Dashboard’s Database icon and click Database. 

 

 
 In the “Search Database” search bar, type "Email to Slate Gateway,” and click the link which will appear 
below, “Messages”:  

 
 

 
 A pop-up will appear with your unique Slate email address. Copy and paste this email address into the BCC 
field of your email.  
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Once you copy the email code into the BCC field, in about 15 minutes you will see the email recorded in the 
Timeline tab for that applicant. 

Create a new contact in Outlook for the unique Slate email address 
**To make this easier to use regularly, you can create a new Contact in your Outlook – name it something you 
will remember like, “Email Response to Slate.” Paste the long string from the Slate Gateway page into the 
email field and save. 

The next time you are replying to an applicant and want the reply to be attached to their Slate record, add the 
new contact with the Slate Gateway string as a contact in the BCC field.   

 

• Added as a new contact: 

 

• Adding it to an email reply: 

 

 

What you will see in Slate in the Timeline tab 
 

 

Click the email to open it.  It displays the original email to you (the program manager) and your reply.   

Note: The original applicant email address and the “reply to” email applicant email address need to be the 
same for this to connect the reply email to the applicant in Slate.  
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