
Nolij for the Novice 
Viewing completed graduate applicant files 
  
When you log into Nolij you will see something similar to the image below. There are two main features you 

will be most interested in when you’re first acclimating to Nolij: 

 

1. Option: 

 
This pull down menu should be showing the role for graduate option you are responsible for 

reviewing. You should not have to make any selection here, however for information sake, if you 

click on the little arrow to the right, you will see a second role that is called “REC-Dept Staff – 

Admissions & Records”, this will be used when reviewing incomplete files, described in another 

quick guide.   

 

2. Applicant Folders:  

 
These folders hold completed application files. The one on the left is for international students 

(controlled by International Studies Department) and the one on the right is for domestic students 

(controlled by the Admissions Office). In the folders shown above, the (0) and (3) denote how many 

completed files are present in each folder. Chances are there will be many more applicants, 

however their files are not complete yet so they don’t show up in these folders. 

  



To see a list of complete applicant files, single-click one of the folders described above. A pop-up box will 

show a list of applicants, it will look like this: 

  

From this screen you can select the applicant you would like to view by double clicking on their name.  

This will bring up everything we currently know about the applicant. You will see something like this: 

 

 

 

Applicant 

Documents Received 
(double click to open pdf, 

single click opens in 
viewing pane) 

Viewing pane 
 (you will need to scroll 

down using the scroll bar 
on the right) 

Student Information: 

GPA, GRE, Major, etc. 

Each of these panes is sizable both horizontally and vertically. If you want to see less of the first column and 

more of the second or change the way the horizontal split screen looks you will be able to grab the dividing 

edge and resize. Once you personalize the screen it will come up the same way next time you log in. 

  



Commenting on applicant files 
You are able to add a note to applicant files that others will be able to see. First, your department should 

come up with guidelines in regards to using this area.This is done in the Admissions Department 

Recommendation pane. You can either enlarge the pane, or scroll down to the bottom. For demonstration 

purposes, an enlarged screen is shown below.  

 

 

Once you’ve reviewed the 

file, go to the Admissions 

Department pane and 

add your comments and 

initials 

 

Next save your 

comments by 

clicking on the 

tiny disk button 

 

 

 

 

 

 

The next person reviewing your file will be able to see your comments, so please only put agreed upon 

information in this area. Your department should come up with guidelines in regards to using this area. 

 


