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APPLICATIONS 

EDIT CATEGORIES – There are six available fields to create values.  SF Match has input default values 

that can be edited/updated real time for the needs of your program.  Assign a category value to 

applicants (visible in Category column).   

Note:  Edits made to the Categories legend are viewable by all users at your program. 
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ACTIONS BUTTON DESCRIPTIONS: 

 

• ADD TO INTERVIEW LIST – Edit the status of multiple candidates to “Yes” or “No”.  The 

applicants marked “Yes” will appear on the “Interview List” page.   
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The “Interview” column will be updated with the status change. 

 
 

Note:  Applicants with “Yes” status are eligible to receive interview invitations through the SF 

Match system.   

 

• ASSIGN PROGRAM USERS TO APPLICATIONS – Assign a program user to review an application.   

 

Note:  All program users have access to download any/all applications.  The program user 

assigned to review an application will see the applicant names highlighted when he/she logs into 

the SF Match system.   
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• CATEGORY – Assign candidates to a specific category value.  The category column will update 

with the value added. 
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• DOWNLOAD APPLICATION – Download multiple applications at one time.  Once the request has 

been made, you will receive an e-mail (duplicate notification in your message box) when the pdf 

files of the applications are complete and ready to view.   

 

Step 1)  Check the boxes next to the applications you want to download, click “Download 

Application” and select “Request”.   

 

 
 

Step 2)  SF Match system will e-mail you a link to download the zip file containing pdf files of 

each application.  
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Note: To download a single application file, click the name of the applicant and select 

“Download”.  The file will download immediately. 

 
 

 

 

• DOWNLOAD EXCEL REPORT – MS Excel spreadsheet with applicant information including 

medical school, letter writer information, exam history, contact e-mail/phone/address.   

 

Note:  Inputs that you have entered such as Reviewed Date, Category, Add to Interview List 

values will be updated on the spreadsheet. 

 

• SEND MESSAGE – Message is sent to applicant via e-mail and through the SF Match messaging 

system.   

 

Note:  When sending a message to multiple applicants, the applicants will not see the contact 

information of other recipients.    
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• REVIEW DATE – Input the date application has been reviewed.   
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• ENTER NOTES: 

 

Click the name of the applicant to bring display their profile page.  Enter notes and click the 

“Save” button.  An icon will appear to show when there are notes written about a candidate. 
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• SEARCH/FILTER 

 

Click “Search” to view the list of filters available to search.    

 

 

 
 

Note:  Save search parameters by clicking “Save Search” button.  Click “Saved Filters” button to 

find previously saved search queries. 
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• INTERVIEW LIST 

 

This page is a shortened list of applicants that were marked “Yes” in the “Add to Interview List” 

column of the “Applications” page.  This screen includes some of the same features as the 

“Applications” page (download applications, excel spreadsheets and send messages) and 

additional features (Download Interview Coversheet). 

 

o Interview Coversheet – The interview coversheet includes a phot of the applicant (if 

available) and various academic information (e.g. medical school, exam score history). 

 

Note:  The coversheet can be downloaded with the entire application or as a single file.  Click 

“Download Application” to select the sections of the application you want to download.   
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