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Introduction

This manual describes functionalities for matching advisors concerning the matching application. The
matching advisor is responsible for giving matching advices to prospective students and mailing them
about the advice.

For matching admins there is a separate manual. Both manuals are published on the service portal:
https://www.utwente.nl/en/service-portal/educational-support/about-ut-education/matching

Version management

Compared to the previous version (February 2025), the whole manual has been modified:
e new layout

e new functionalities incorporated

Contact

If you have any questions, you can send an email to matching-ces@utwente.nl. Please mention the
programme it involves and whether it concerns an issue, proposed change in a questionnaire or a
possible request for a new functionality.
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1. DASHBOARD

As matching advisor, you have access to the menus [IN PROGRESS], [ADVISED] and [ALL] of the
programme(s) you are assigned to:

DASHBOARD

Program

Bachelor Biomedische Technologie 2025 - 2026 v ‘

40

0

157

@3

IN PROGRESS ADVISED ALL CONFIG
B-BMT questionnaire 2025
Open Completed  All
)
7 Open 110 20 of 41 [Q )
& Op N/
S-number First name Infixes Last name Application date Date send Status

The [CONFIG] menu is for matching admins.
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2. MENU IN PROGRESS

In the [IN PROGRESS] menu the prospective students are shown who have not yet submitted their
matching form for the selected programme, or who have but have not yet given an advice.

DASHBOARD -

Program Bachelor Biomedische Technologie 2025 - 2026 e

: 51 0 170 @

IN PROGRESS ADVISED ALL CONFIG

b | B-BMT questionnaire 2025 |

C |0pen Completed  All |

1to 20 of b2 ICC}-)

S-number First name Infixes Last name d | Application date Date send Status

Sent
Sent
Sent
- ™ Sent

Sent

a. The number on the menu button indicates how many prospective students have not yet
submitted their matching form.

b. There is a tab for each matching form. In general there will be one matching form, but in
case a second matching form has been created, both are shown. Thus you can view the
prospects in each step of the process.

c. Open: for these prospects the matching form has been opened, they have received the
mail about it, but have not yet submitted their matching form.

Completed: the prospects have submitted their matching form.
All: Open + Completed together.

d. Application date: the date on which the application in Osiris has been started, i.e. the
date on which the applicant applied for a programme at UT via Studielink.

Date send (should be ‘sent’): the date on which the matching form has been opened for
the prospective student and the mail about this has been sent.

Via the button [Open] or by double-clicking the prospect you can view the details of the
prospect (see chapter 5).
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2.1

Sending a follow-up

Sending a follow-up can only be done in case a second, ‘follow-up’ matching form is has
been created, including the corresponding email template with the deeplink to the matching
form.

A follow-up be used for example in case the dates of the matching event are not yet known
when the first matching form is published. If so, the question about the matching event can
be published in a follow-up matching form.

You can send a follow-up not only in the menu ‘IN PROGRESS’ but also in ‘ALL’ (see chapter
4). Please note that in both menu’s the follow-up can be sent to all prospects, i.e. also to

prospects who have not yet submitted their first matching form.

You can send a follow-up as follows:
On the tab ‘Completed’ of one of the matching form tabs, click the button [Send follow
up]. It does not matter which of the matching forms you choose, the functionality and
selection for the follow up is the same.

Check if the correct matching form is selected.
Select the accounts of the prospects to whom you want to send the mail about the follow
up form, if required using the buttons [Select all] or [Deselect all].
Click the button [Send follow up]

DASHBOARD

1.

Program

12

IN PROGRESS

Bachelor Creative Technology 2024-2025 ~

0 14

1oy

B-CREA questionnaire  B-CREA 2024 - matching event

B3 Send follow up

S-number

First name
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EETER L
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: EL L e

[ L,

ADVISED ALL CONFIG
Form e B-CREA 2024 - matching event pvg -
Select to which prospect the follow up will be send
g ™ ™y (A
[ @selectall ) ODeselectan ||(=ICtebele A o 11014 of 14 fa)
e AN A NS

S number Full name

g ™
| xClose |
AN vy

Email
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In case you selected one or more prospects to whom the follow-up has been sent before,
the following warning will be shown, with the names of the prospects concerned:

WARNING

The following prospects already got this form. If you proceed they will only
get the associated email. The rest will get the form and the email.
= "t

7 ™\
VAL (X Cancel |
S y

When the follow-up has been sent, the follow-up matching form is available to the prospect
next to the first one on the matching page of the programme:

B-CREA MATCHING

Below you will find the matching forms of the Bachelor's in Creative Technology.
When you have completed and submitted the matching form, the status will change to "Completed’. After submitting is will not be possible to modify your answers.

Via the pdf button imouse over) you can download the matching form with your answers.

MATCHING FORMS

Form nr Form name Program Last changed Status
I 250058 B-CREA 2024 - matching event Bachelor Creative Technology 07-05-2025 12:07 Open
I 250057 B-CREA questionnaire Bachelor Creative Technology 07-05-2025 14:12 Completed
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3. MENU ADVISED

In the [ADVISED] menu the prospective students are shown who have been given an advice.

DASHBOARD

Program Bachelor Technical Computer Science 2025 - 2026 ~

235 | [EVE 568 B

IN PROGRESS | ADVISED ALL CONFIG

b| Positive (P) Doubts (T) Negative (N) Exemption (V)  Not participated an}|

e ~ N
[Enel UM (3 Send email ) 11020 of 163 Q
- S N

S-number First name Infixes Last name Application date Email sent

a. The number on the menu button indicates how many prospective students have been
given an advice.
b. There is a tab for each type of advice. After the matching admin has imported the
advices, each tab displays the list of prospects with the corresponding advice:
e Positive (P= Positief): the match between prospect and programme has been rated as
positive.

e Doubts (T= Twijfel): there are doubts, but the prospect may come.

e Negative (N= Negatief): the match between prospect and programme has been rated
as negative.

e Exemption (V= Vrijstelling): the prospects have been given an exemption.
e Not participated (ND= Niet deelgenomen): the prospects did not attend the matching
activities.

Via the button [Open] or by double-clicking the prospect you can view the details of the
prospect (see chapter 5).
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3.1 Sending emails about the advice

After the matching admin has imported the advices, you can mail the prospects about the
advice given. Be aware that the email templates must be linked to the corresponding advice
items. This is done by the matching admin.

You can send emails about the advice as follows:
1. Select one of the advice tabs
2. Click the button [Send email]

The email about the advice will automatically be sent to all prospects in the list to whom the
email has not been sent yet.

DASHBOARD

Program Bachelor Technical Computer Science 2025 - 2026 v
235 171 268 ©
IN PROGRESS ADVISED ALL CONFIG

| Positive (P} Doubts (T} Negative (N) Exemption (V) Not participated (ND) | o

- Y ')
2 Open |[W=EELEIOEIN] o 1to 20 of 163 Q)
A vy N

S-number First name Infixes Last name Application date Email sent

27-03-2025 11:42
1 C 27-03-20256 11:42
27-03-2025 11:42
27-03-2025 11:42

1 L 27-03-2025 11:42

The column ‘Email sent’ shows the date and time on which the email has been sent.

When you click the button [Send email] while all prospects in the list have already been sent
an email to, the following information pop-up is shown:

INFORMATION

There are no prospects to send the email to.

If a prospect already had the email, it will not be sent again.
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When you click the button [Send email] while there is no email template been configured or
the template is not linked to the corresponding advice, the following warning is shown:

WARNING

There is no template configured. Please contact the Matching

admin to configure an email template.
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4. MENU ALL

In the [ALL] menu all prospective students are shown who have applied for the selected programme
and are in the matching process (or have been in case of withdrawal).

DASHBOARD

Program Bachelor Technical Computer Science 2025 - 2026 ~
IN PROGRESS ADVISED CONFIG

b| Applications  Withdrawn

— -
[EOliEUNN ( 3 Send follow up | 110 20 of 409 ([Q )
~_

S-number First name Infixes

N
AN

Last name Application date

a. The number on the menu button indicates how many prospective students are or have
been in the matching process.

b. Applications: all prospects who are in the matching process.
Withdrawn: the prospects of whom the application has been withdrawn in Osiris

Via the button [Open] or by double-clicking the prospect you can view the details of the
prospect (see chapter 5).

Via the button [Send follow up] you can send a follow-up to selected prospects; see
paragraph 2.1.
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5. VIEW PROSPECT

In each meny, in all screens, you can view detailed information about a prospective student via the
[Open] button or by double-clicking the prospect.

5.1 Tab ‘Summary’

On the tab ‘Summary’ the following details are shown:

a. Personal details of the prospective student, which are imported from Osiris (and Studielink), and

any other programmes the prospect has applied for.
b. Answers to trigger questions in the matching form(s).

Possibility to share notes with other matching advisors who have access to this account (i.e. of
the same programme) about the prospect, e.g. the reason why a prospect was not able to attend

the matching event. Posted notes cannot be deleted.

d. The timeslot which the prospect has chosen (only available in case the matching event question
was included in the matching form) and the possibility to indicate if the prospect has attended

the event or not.

VIEW PROSPECT
i D
Bachelor Advanced Technology

Summary Matching forms  Files  Emails

DETAILS a

Last name

Date of birth
Email adress

NATIONALITY
Country of birth

Country of
residance

Language

APPLICATION
Academic year
Application date
Withdrawn date
Defigient

Also applicated for:
Bachelor Technische Natuurkunde (B-TN)
- Bachelor Mechanical Engineering (B-ME)

x Close

TRIGGER QUESTIONS

B-AT DUESTIONNAIRE 2025

3a. Did you enroll for or seriously consider doing any other

bachelor's programme for the coming academic year?

3b. It £0, please explain why that programme 3ppeals 1o you.

4. Do you currently follow a university bachelor's
programme or have you previously been in another
university education?

7. Mathematics and Physics ara subjects | really enjoy.

king on practical assignments (e.g. lab work,

Due to AVG/privacy guideines we do not inguire about
personal CIrCUMSIANCES in IS GUESHoNAail ver we

are ahways looking for ways o aid our students in their

studies and an important aspect of that is knowing about
possible impediments before the start of the siudy
programme. If here are any personal Circumstances that
might influence your studies (e g. psychological issues,

physical disabiliies, financial issues, cognitive disablities),

INTERNAL CHAT

MATCHING EVENTS

Event

Matching event for Adva

on campus

25-04-2025 13:00 13:00 - 16:30

d
Anended

anced Technalagy
v ®
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5.2

Tab ‘Matching forms’

On the tab ‘Matching forms’ the following details are shown:
a. The matching form(s) and the status.
b. The complete matching form with all questions and — if completed by the prospect — the answers

given.

c. Possibility to share notes with other matching advisors who have access to this account (i.e. of
the same programme) about the prospect, e.g. the reason why a prospect was not able to attend
the matching event. Posted notes cannot be deleted.

d. The timeslot which the prospect has chosen (only available in case the matching event question
was included in the matching form) and the possibility to indicate if the prospect has attended

the event or not.

VIEW PROSPECT
Rain MARE

Bachelor Advanced Technology

Summary  Matching forms  Files  Emails

B-AT questionnaire 2025

Completed

a

% Close

VIEW QUESTIONNAIRE B-AT QUESTIONNAIRE 2025
WELCOME

b

Choosing the right study programme is a big deal, and it should match your interests and skills. Matching helps you see if your final
ch d 1 doing these matching activities on this page, both you and the study programme can see if

tis the right

» only the study adv
= you can pause the questien

ORIENTATION

1. How did you form an opinion about this programme? (more than one answer is possible)

2. What were the main reasons for selecting this programme? (more than one answer is
possible)

INTERNAL CHAT

MATCHING EVENTS d
Antended
Mat went for Advanced Technology
on v x

025 13:00 13:00 - 16:30
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5.3 Tab ‘Files’

On the tab ‘Files’ the following details are shown:

a.

b.
C.
d

Possibility to upload files. Once uploaded, files can not be removed.

Details of files which have been uploaded.

Preview of the file and possibility to make some modifications.

Possibility to share notes with other matching advisors who have access to this account (i.e. of
the same programme) about the prospect, e.g. the reason why a prospect was not able to attend
the matching event. Posted notes cannot be deleted.

The timeslot which the prospect has chosen (only available in case the matching event question
was included in the matching form) and the possibility to indicate if the prospect has attended
the event or not.

VIEW PROSPECT

EAr meIes

INTERNAL CHAT d

Upload pdf c
Upload.pdt

= e Y @ - =N TR ajea -

Upload.pdf b

Uploadbestand

MATCHING EVENTS e
Event Attended

No items found.
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5.4 Tab ‘Emails’

On the tab ‘Emails’ the following details are shown:

a. List of the emails sent to the prospective student. The content of the emails is not shown because
of privacy-sensitive information.

b. Possibility to share notes with other matching advisors who have access to this account (i.e. of
the same programme) about the prospect, e.g. the reason why a prospect was not able to attend
the matching event. Posted notes cannot be deleted.

c. The timeslot which the prospect has chosen (only available in case the matching event question
was included in the matching form) and the possibility to indicate if the prospect has attended
the event or not.

VIEW PROSPECT

INTERNAL CHAT b

Subject To Sent date

MATCHING EVENTS c

o
26-04-2026 13:00 13:00 - 16:30

X Clase
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