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Version management 
 
Click here for the latest version of the manual 
 
Changes in the manual compared to the previous version: 
- Screenshots updated  
- Button “export to CSV” modified to “export for Osiris” 
- Advice “neutral modified to “Doubts” (T) and “Not attended” modified to “Not 

participated” (ND) 
- Values to be used in advices are indicated in several places. 
- Output format for export document for SAS has been changed to .txt 
- “Export for Osiris” with “from“ date 
- Position of reminder email template has been corrected 

 

  

https://www.utwente.nl/en/service-portal/educational-support/about-ut-education/matching
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Question types 
 
When creating or editing a questionnaire, there are a couple of options for the types of 
questions that can be used in the questionnaires. Each type of question has the 
possibility to mark that question as: 

• Mandatory 
• Trigger question 
• Show in excel export 

Mandatory 
An answer must be provided by the prospective student for this question. If no answer 
is provided, the questionnaire cannot be submitted by the prospective student. A 
question will only be made mandatory if a study programme has explicitly requested it. 
Be aware 
Be aware, if a questionnaire doesn’t have any mandatory questions, it’s technically 
possible to submit a blank questionnaire after confirming with 'YES' to the last control 
question, 'Are you sure you want to submit the questionnaire?'. Submitted 
questionnaires can’t be made undone or resend. 

 
Mandatory questions are marked with * . 

Trigger question 
A trigger question ensures that the matching advisor is presented with an overview of 
the answers to the trigger questions in "prospect view". 
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Show in excel export 
If a question is marked as "Show in export", the answer to this question will be included 
in a column in an Excel export.  
The name of this Excel label is the column name in the Excel export. The functional 
admin and Matching admin can give the label their own description if desired. 

 
 

 
Because the explanation text has already been explained before, this chapter will not 
give any additional information about the explanation texts. 
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Matching event 
Matching events in Matching are primarily intended for the organisation of scheduled 
group information sessions given online or on campus during the course of a college 
year. Matching events in Matching can also be used for information sessions that have 
not yet been scheduled. For both variants, a prospective student must register for it 
when filling in a questionnaire. The matching event must therefore be included as a 
question type on a questionnaire before a questionnaire has been published. 
Configuring a matching event can be done on the ‘Matching events’ tab at the CONFIG 
tile. 

 
A list of all matching events registered for the programme will be shown. Most of the 
time, only one matching event with multiple timeslots during a college year. 

• ‘New’: Creates a new matching event 
• ‘Edit’: Changes the selected matching event 
• ‘Delete’: Deletes the selected matching event. Be careful if it has been used in a 

questionnaire and prospective students have subscribed to it. What you delete is 
no longer available. 

 
It is possible to create more than one matching event. For each event, it is possible to 
create a specific mail template and link to the specific event. 
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Creating or changing a matching event 

Tab details 
You can fill in the name of a matching event and optionally a detailed description of the 
event here. Both are presented in a questionnaire, so if additional information is 
needed, it can be maintained here. Tip: in the questionnaire itself this can also be done 
in an information field when defining the specific question of the ‘Matching event’ 
question type. 
 

 
If a Matching event is used as a question type in one or more questionnaires, it will be 
shown here. 
 

Tab Timeslots 

 
On the Timeslots tab, you can maintain time slots: 

• Creating a time slot can be done with the ‘+New’ button 
• Modifying a time slot can be done by selecting the record and click on the pencil 

on the right  
• Deleting a time slot can be done by selecting a record and click on the recycle 

bin on the right 

If either creating or modifying is chosen, a new window will pop up where you can 
maintain a timeslot. 
You can edit an existing time slot by pressing the edit-pencil: 
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Maintaining a scheduled timeslot 

 
A scheduled time slot has the following characteristics that can be maintained: 

• Location: The location where the event takes place. 
• Online: an indication whether or not it is an online event. Tip: describe that in the 

Location as well. 
• Date: The date on which the event takes place. 
• Specify time: If the start and end times are known, they can be specified here. 

This is not mandatory. 
• Start time: The start time of the event. 
• End time: the end time of the event. 
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• Registration close date: the date on which a prospective student can no longer 
subscribe for that timeslot. From that day, the time slot will be crossed out in the 
questionnaire and can no longer be registered for! 

• Specify max participants: If the maximum number of participants is known, it 
can be specified here. This is not mandatory. 

• Max participants: The maximum number of participants. If this maximum has 
been reached, the Time slot in the questionnaire will be crossed out and can no 
longer be registered for! 

 

Maintaining an unscheduled timeslot 

 
An unscheduled timeslot can be used to create an Online unscheduled event that can 
be used in a questionnaire. Such an unscheduled online event can be used, for 
example, during a college year, to invite groups of prospects to an online group meeting. 
 
An unscheduled timeslot has the following characteristics that can be maintained: 

• Location: the place where the event takes place. Put here clearly what kind of 
event it is. 

• Online: an indication whether or not it is an online event. Tip: describe that in the 
location as well. 

• Date: The date on which the event takes place. This is not mandatory. 
• Specify time: If the start and end times are known, they can be specified here. 

This is not mandatory. 
• Registration close date: The date on which the event can no longer be registered. 

From that day, the Time slot will be crossed out in the questionnaire and can no 
longer be registered for! This is not mandatory. 

• Specify max participants: If the maximum number of participants is known, it 
can be specified here. This is not mandatory. 
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Tab Participants 
On this tab, you can view the registrations of prospects for the matching events, 
maintain them and email them individually or in groups to inform them in more detail 
about the matching event they have registered for. 
Tab Participants/Prospects 

 
Here you will find an overview of all registrations for all time slots of a matching event. 
The prospective student can only register for a matching event via a questionnaire if it is 
included there as a question. You will find the following buttons here: 

• Export to Excel: This creates a .csv file containing an overview of all registrations. 
This can be used, for instance, as an attendance list on the day of the actual 
event. 

• Select all: Selects all lines. 
• Deselect all: Deselects all lines. 
• Toggle attendance: Changes the indication whether the prospective student 

whose entry is selected was present at the event. 
• Change timeslot: Allows you to change the timeslot of the selected lines if 

necessary. Note: this does not automatically notify the prospect. 
• Search button (the magnifying glass), a search menu pops up as shown below. 

Here you can search by First name, Last name, Email, Timeslot, Attended and 
combinations of them. Pressing the search button again will perform the search 
selection. Next to the search button is a reset button that clears the search 
selection. Below it, “hide search” pops up, which can be used to close the 
search bar. 
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Mailing about matching event: Tab Participants/not sent  

 
This tab shows the prospects who have not yet received an email about the matching 
event they have registered for. Sending an email about the matching event has to be 
done manually.  
 
Be aware:  
In the default view, no specific time slot is selected. The selection you see, contains 
prospects in multiple time slots mixed together (default: alphabetical order of first 
name). 
 
If you’d like to write to a specific group of prospects from a specific time slot, you will 
have to make that selection first. Do that as follows: 
 

- Click on the ‘timeslot’ bar and select the specific timeslot you want to email 
prospects from.  

- Then click on the magnifying glass 
You can see that the selection of prospects has now changed. Now only prospects 
who have signed up for this particular time slot are shown. 
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Here you can send emails about the matching event. You will find the following buttons 
here: 

• Select all: Which selects all lines presented on screen. Lines hidden on the next 
page, won’t be selected. 

• Deselect all: Which deselects all lines 
• Send email: All selected lines will receive an email of the Matching event email 

type with the email template linked to it * 
• Search button (the magnifying glass): the standard search functionality 

 
* A specific email text can be created by creating an email template at ‘CONFIG/Email 
templates’ with, for example, a link in it to a Teams meeting. This template must then be 
linked to the Matching event at ‘CONFIG/Email settings’. That email is then sent to the 
selected lines after pressing the ‘Send email’ button 
 

Mailing about matching event: Tab Participants/sent 

 
This tab shows the prospects who already received an email about the matching event 
they registered for. The email sent column shows when that email was sent. If 
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necessary, another email can be sent from here to the registrant about the matching 
event. For example, to pass on a change. You will find the following buttons here: 

• Select all: Which selects all lines. 
• Deselect all: To deselect all lines. 
• Send email: All lines that are selected will receive an email of the Matching event 

type with the email template linked to it *. 
• Search button (the magnifying glass): The standard search functionality 

 
* A specific email text can be created by creating an email template at the tile 
‘CONFIG/Email templates’ with, for example, a link in it to a Teams meeting. This 
template must then be linked to the Matching event at ‘CONFIG/Email settings’. That 
email is then sent to the selected prospects after pressing the ‘Send email’ button. 
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Matching Forms 
The Functional admin has set up the questionnaire in three parts: 

• Intro (short welcome message at the opening of the questionnaire) 
• Middle (the actual questionnaire)  
• Outro (short thank you message at the end of the questionnaire)  

 

Preview Matching forms  
The Matching admin has the option to view the questionnaire before going live. Under 
the "Matching Forms" tab, there are the above-mentioned parts. Select the "middle" 
and click on "preview". 

 
You will now see the questionnaire as the applicant will see it. Here you can see if 
everything is set up and functioning as desired. Also, check how the questions work. 
The numbers at the top are the different sections that have been set up. You can use 
the previous" and "next" buttons to move back- and forward.  
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Editing trigger and export questions 
The Matching admin can make changes to the "trigger" and "export" settings without 
any issues. The changes made will be immediately active and will not cause a version 
change. Note: These actions can only be done after the questionnaire has gone live. 
1. Select the correct course. 
2. Click on Matching Forms. 
3. Select type "middle" and click on "edit trigger- and excel questions". 

 
You will now be taken to a new screen:

 
By turning checkmarks on and off, you can indicate what the correct setting should be 
for each question. If you mark a question as "show in Excel" a column "Excel label" will 
appear. It needs to be defined. (What do you want the column of this question to be 
called in the Excel export?) 
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Email templates 
The Matching admin can create and edit Forms. Because the templates have already 
been set up by functional admin, it is especially important to find out how to edit an 
existing template. 
There are two types of text in an email template:  
• HTML Preview 
• Plain text 
Both fields need to be filled.  

 

HTML Preview  
First, the HTML Preview is filled in. Placeholders can be set up here.  

 
If the Matching admin is also Matching advisor, the Matching admin functionalities are 
behind the "config" button. 
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• Click on the "New" button to create a new template.  

In the screen that follows, you can do the following:

 
1. Enter the name of the Template here. 
This is just the name of the template. The recipient of the email won’t see this name. 
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2. Fill in the subject of the template here. 
The subject line will be shown to the recipient. 
3. Fill in the HTML Preview first and create the plain text later. 
 
Write the text of the email here. In the bar above it, there are options to adjust the 
settings of the text and links. 
 

Links 
To link a text to a link, do this: 
• Select the text to which the link should be linked and press the outlined button:

 

 
 

• At "Open link in ..." you can choose how the link should be opened when 
clicked. The following choices are available:  

 
 

Placeholders/Fishhook Fields 
Note that creating placeholders and properly incorporating them into an email template 
is a precise job. Be aware that placeholders are capital sensitive.  
You can create placeholders if you need to. However, the advice is not to do this 
yourself for the first year (or let Functional Management check it out) .  
If the deeplink is not entered correctly, the student will receive the email but will not be 
able to access the questionnaire.  
Error message for the student will then be:  
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A placeholder/fishhook field makes it possible to have specific data filled in 
automatically. For example, it is possible to choose a setting in the placeholder that 
has the salutation "dear {%FullNameProspect%} à "dear Rob Meinders".  
 
Setting up placeholders is done as follows:  
Once you've opened a template to edit, click the arrow next to "select placeholder 
entity".  

 
If there is no placeholder/ fishhook field: then, on the next screen: 

•  double-click on "emailtemplatehelper". (Please only use the 
emailtemplatehelper. This is the safest and best way to enter placeholders. 
Using the email template helper, there is the least chance of errors.) 
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• Then click on "+new" 

 
 

• Select "type": attribute  
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• Then select the type of fishhook field/placeholder you want to use under 

"attribute". 
 

 
Note: don’t fill in the Display Pattern or use type “required”! This will cause a 
malfunction.  
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• Copy the name (e.g. FullNameProspect as in the example) to the red-bordered 
areas and then press “Save”. 

• The placeholder/fishhook field is now ready to be placed in the HTML text of the 
email template in the desired place.  
 

There are two ways to include a placeholder in an email template: 
Option 1: type the placeholder as text:  
Dear {%FullNameProspect%} à will be: Dear Erik Eriksen 
Option 2: (often used for deeplinks)  
‘Hide’ the deeplink behind text. In the case of a deeplink, this looks better. 
The student sees this:

 
 
Write the text as you want it presented in the email. (For example, ‘Please click here’.) 
After creating the corresponding placeholder, link it to the desired piece of text. Do this 
as follows:  

- Select the text you want to ‘hide’ the (in this case) deep link under.  
- Click on the icon:

 
- Enter the placeholder below ‘URL’, (case sensitive) 
- Because you first selected a text to hide the deep link under, it will 
automatically be filled in at ‘Text to display’. 

 
- Press “save” 

Plain text 
If the text in HTML Preview is set up to your liking, it can be copied to the plain text with 
the click of a button. It is mandatory to have the Plain text filled as well. 
To do this, click on "plain text" and then on "copy from html text". 
When both the HTML preview, the plain text and attachments are set up to your liking, 
click save. 



Manual Matching Application for Matching admin 23 February 2025 
 

 
In plain text, the text in the email is copied exactly. To do this, click on "copy from html 
text". In plain text, the placeholders do not work.  
If you only want to use "plain text", make sure you have checked: "Use the plain text 
body only". 
Created email templates can be seen under "email templates". 
  

Attachments 
It is possible to attach an attachment to an email template. To do this, click on 
"attachments". 

 
Indicate which document should be attached to it and click on "save". 
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Email settings  
The applicant will receive emails at different times and in response to various 
circumstances.  

 
1. The welcome email will be sent automatically after the applicant has registered 

and been referred to the questionnaire. This can only be set up after the go-live 
has taken place. In this email the deep link is placed that leads to the “landing 
page”. The landing page shows the link(s) to all questionnaires to be completed. 

2. Link a thank you letter here that will be sent automatically when a questionnaire 
is submitted. This can be linked after the questionnaire has gone live. 

3. Based on registration for a time slot at an event, it is possible to send the 
registrant an email with information about the event. Can only be linked after the 
questionnaire has gone live. This email must be sent manually by the Matching 
Admin at a time of your own determination (in groups).  

4. After the advice has been issued, it is possible to send an e mail about it. Each 
type of advice has its own template. Sending the email is a manual action that 
can be carried out by the Matching advisor at a time of its own choosing. Every 
piece of advice needs its own email template. 
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Reminder settings  
It is possible to automatically or manually send reminder emails to the prospective 
student if they have not yet submitted the questionnaire. Email reminders are only sent 
to prospects who have not yet submitted a questionnaire. 
 
Emails can be sent by creating a specific email reminder template for it. The email that 
will be sent as a reminder is that specific email reminder. Of course the reminder email 
template has to be linked to “reminders” by the Matching admin. 
 
Creating an email template can be done on the tab ‘CONFIG/Email templates’. 
Configuring the email reminders can be done on the tab ‘CONFIG/Reminder settings’.  

No automatic reminders 

 
Choose “no” and link the appropriate template. The Send reminder button will then 
become visible. If the Matching Admin presses that button, all prospects who have not 
yet submitted a questionnaire at that moment will automatically receive an email from 
the template linked to it. 

Automatic reminders 

 
If you want to send automatic reminders, choose Yes. And then choose  

• Period: weekly, biweekly or monthly 
• Maximum reminders: The maximum number of times a prospective student will 

receive such a reminder 
• Email template: Select the email reminder template you’d like to use.  
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The prospective student who has not yet submitted a questionnaire will then receive a 
reminder email periodically after that period from the template linked to it. 
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Intro Text 
Each programme has its own landing page for the prospective student. A programme 
can place its own introductory text here, for example about its own programme, about 
the process or an explanation of how to fill out the questionnaire. 
For example: intro text from Advanced Technology: 
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Import/Export 
The Matching type of the programme determines which buttons the Matching admin is 
shown on the Import/Export screen: 
 
Matching: 

 
CSV with questionnaire:  
• Export data 
• import advice 

 
Mandatory Matching: 

 
CSV with questionnaire:  Advice export: 
• Export data  • Export for Osiris 
• Import advice 

 
Numerus Fixus: 

 
CSV with questionnaire: Advice export: 
• Export data • Export to CSV 
• Import advice 
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Button [Export data]  
When you press the [Export data] button, an export is created. (csv document)  
Use this document to fill in advices and import them into Matching. 
Each form of Matching has its own data export. The alternating use of Dutch and English 
words is a deliberate choice. This has to do with preparation for importing into Osiris. 
 
These exports contain the following data: 

Matching Mandatory matching Numerus Fixus 
Student nr 
First name 
Initials 
Last name 
Infixes 
Birth date 
Emailadress 
Residence country 
Birth country 
Language 
Advice 
Academic year 
Application date 
Deficient 
 
+ additional export questions 
and answers 

Studentnummer 
Opleiding 
Collegejaar 
Voltijd/deeltijd 
Datum SKC 
Resultaat SKC 
First name 
Initials 
Last name 
Infixes 
Birth date 
Emailadress 
Residence country 
Birth country 
Language 
Application date 
Deficient 
 
+ additional export questions 
and answers 
 

Studentnummer 
Last name 
Collegejaar 
brincode 
CROHO 
Voltijd/deeltijd 
Rangnummer 
First name 
Initials 
Infixes 
Birth date 
Emailadress 
Residence_country 
Birth_country 
Language 
Application date 
Deficient 
 
+ additional export 
questions 
and answers 

 

 
Note: The answers will only appear in the export if the questionnaire has been 
submitted. 
 
After you have created the export document:  

1. enter the advice in the ‘Advice’ column. 
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2. Save the document 
3. Use this document to import the advices in Matching. (Click here for 

instructions) 

Notice: when entering the advice, only use the values P, N, T, V and NV 
Value (Resultaat 
SKC)  

Description 

P Positive advice (P= Positief) 
N Negative advice (N= Negatief) 
T Doubt but may come (T= Twijfel) 
V Exemption (V= Vrijstelling) 
ND Not participated (ND= Niet deelgenomen) 

 
When entering rank numbers: 
Only numbers are entered in the “rank number” column. Be careful not to enter words. 
Note: Additions and exceptions should be passed through email. These should not be 
entered in the Excel document. 
 

Button [Import advice] 
You can use this button to import given advices/rankings into Matching. There is only 
one document suitable to import advices into Matching. 
- Export data  fill in the data (rank numbers/advice), save the document and import 
this document via the [Import advice] button. 
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Importing advice/rank numbers into Matching  
In order for advices/rank numbers to be imported into Osiris, they will first need to be 
imported into Matching. Only after the advices/rank numbers have been imported into 
Matching, they will be properly processed in the export for Osiris - document. 

Once you have incorporated the advices into the export data file:  
- Save the file  
- Then click the “import advice” button

 
- Specify the location of the file you’d like to import 

 
 
- Click on Import 

Be aware that it’s only possible to import advices/rankings from documents where all 
the students have an advice/rank number.  
 
Documents with “empty” advises/rank numbers cannot be imported in Matching and 
Osiris. This will result in an error: 

.csv document Result after import in Matching: 
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Export files can only be imported from complete lists: 
.csv document Result after import in Matching: 

 

 
The file above is imported successfully.  
Students whose advice have been previously imported are skipped. 
 
For numerus fixus/ rank numbers the steps to follow are the same, but it will look like 
this: 

.csv document Result after import in Matching: 

 

 
 
 

TAB: Advice export > Export for Osiris 
When you press the [Export for Osiris] button, an advice export document (.txt) is 
created, suitable for SAS to import the advices in Osiris.  
Note: the order in the .txt document from left to right is a fixed order. If this is deviated 
from, it is not possible to import the results into Osiris. 
You can only use this export file as a 

• Document to pass advices/rank numbers to SAS employees so they can use the 
file to import advices/rank numbers into Osiris. 

 
With this document, a number of things are important to know: 

• If additional data is placed in this document, it is not possible for the SAS 
employee to import the document into Osiris.  
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• If the data/values to be filled in are deviated, the document cannot be used to 
import advices/rank numbers in Osiris 
 
To export advices:  

 
 

- Press the button “export for Osiris” 
- Select “no” if you’d like to have a complete list of all prospects with an advice 

 
 

- Select “yes” to create a list with advices given to students with a “from date”.  

Be aware: the from date is the specified date till now that prospects have submitted 
the questionnaire.  

 
 

Diakrites in documents 
Good to know (not strictly necessary to use): 
a csv document containing diacritics (special characters such as ö in ‘Özman’) will not 
display properly by default when a csv file is opened with Excel. However, there is a way 
to do this correctly: 

- Open a blank Excel document 
- Select the “data” or “gegevens” tab  
- Click on ‘from text file/CSV” or “Uit teksbestand/CSV” 
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- Select the export document you’d like to open and press “Import”/”Importeren” 
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- Select “load/ laden” or “Transform data/ gegevens transformeren” 
 
After “load/laden” the result will be:  

 
 
Give the document a name and save document as CSV (Comma delimited(*.csv) / 
CSV (gescheiden door lijstscheidingsteken)(*.csv) 
Now the edited document is ready to import in the Matching application. 
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After “Transform data/ gegevens transformeren” the result will be: 
 

 
Press “Sluiten en laden”/ “Close and load” 
Save the document as described above. 
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Good to know 
After submitting a questionnaire, prospects can always return to their “tile” at any time 
(by clicking the deep link they’ve received in the welcome email). 

 
 
Here you can see that the tile is green and it says “completed”. It has been submitted. 
The questionnaire can no longer be edited.  
If the student clicks on the tile, he/she will end up here. When the student hovers over 
the questionnaire with the mouse pointer, a button to a downloadable pdf document of 
the questionnaire will appear. The bordered text also indicates that this link will always 
be available.  
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Questions  
If you have any questions, you can send an email to matching-ces@utwente.nl 
 
Clearly state which programme and whether it concerns an issue, proposed change in a 
questionnaire or a possible request for a new functionality. 
 


	Version management
	Question types
	Mandatory
	Trigger question
	Show in excel export

	Matching event
	Creating or changing a matching event
	Tab details
	Tab Timeslots
	Maintaining a scheduled timeslot
	Maintaining an unscheduled timeslot
	Tab Participants
	On this tab, you can view the registrations of prospects for the matching events, maintain them and email them individually or in groups to inform them in more detail about the matching event they have registered for.
	Tab Participants/Prospects
	Mailing about matching event: Tab Participants/not sent
	Mailing about matching event: Tab Participants/sent



	Matching Forms
	Preview Matching forms
	Editing trigger and export questions

	Email templates
	HTML Preview
	Links
	Placeholders/Fishhook Fields
	Plain text
	Attachments

	Email settings
	Reminder settings
	No automatic reminders
	Automatic reminders

	Intro Text
	Import/Export
	Button [Export data]
	Button [Import advice]

	Importing advice/rank numbers into Matching
	TAB: Advice export > Export for Osiris
	Diakrites in documents

	Good to know
	Questions

