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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: 

• new layout 

• 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. 

 
 

https://www.utwente.nl/en/service-portal/educational-support/about-ut-education/matching
mailto:matching-ces@utwente.nl
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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: 

 
 

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. 

 

 
 

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). 

 

 

 

  



 

Manual Matching application - matching advisor 4 Version 2025-05 

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: 

1. 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. 

2. Check if the correct matching form is selected. 

3. 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]. 

4. Click the button [Send follow up] 
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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: 

 
 

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: 
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3. MENU ADVISED  
 

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

 

 
 

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: 

• Positive (P= Positief): the match between prospect and programme has been rated as 

positive. 

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

• Negative (N= Negatief): the match between prospect and programme has been rated 

as negative. 

• Exemption (V= Vrijstelling): the prospects have been given an exemption. 

• 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. 

 

 
 

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: 
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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: 

 
  



 

Manual Matching application - matching advisor 9 Version 2025-05 

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). 

 
 

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 menu, 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). 

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. 
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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. 
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5.3 Tab ‘Files’ 
 

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

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

b. Details of files which have been uploaded. 

c. Preview of the file and possibility to make some modifications. 

d. 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. 

e. 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. 
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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. 

 

 
 

 


