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Finding Your Unique Slate BCC Email Address  

Adding your unique Slate email address to emails enables you to track external email within to Slate. To 
forward a message that you have received into Slate, you can either BCC the address on your reply or 
forward the message to your unique email address.  It’s imperative that this email address is kept private 
and never included in the 'To' or 'CC' lines when replying to a student.   

To find your unique Slate BCC email address, select the Database icon from the top menu: 
  

  
 
 
 
 
 

In the “Search Database…” search bar, type "Inbox Gateway” and click the link, which will appear under the 
Communications header:  

  
  

On the next page, click on the “Connection Instructions” link on the right side of the page.   
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A pop-up will appear with your unique Slate email address. Copy and paste this email address into 
the “BCC” line of your email. Best Practice: Save this email address as a contact to quickly add it to 
emails.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Next Steps 
To ensure your external emails appear on applicant or prospect’s Timeline tab, you’ll need to return 
to this page to match the email with the correct record. You can access the Gateway Inbox under 
the Deliver icon by clicking “Gateway Inbox from the right-side menu: 
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On that screen you’ll see a list of all emails you sent with the Slate BCC email address ready to be 
matched to a specific record.  
 

 
 
Once you click on an email, you’ll see the message and all possible matches. In the example below, 
partial names and emails have been redacted, but if the possible match is the correct prospect or 
applicant, you’ll click on their name highlighted in blue. This will fill into the open “Record” field and 
then you can click “Save” or the arrow button next to it to save and open the next email in the list. 
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 If the possible match is not the record you expected (an applicant used a different email than the one 
they used to create their application, etc.), you can type the name, email address or NCSU ID of the 
prospect or record you want to match it to in the Record field and if they exist, their name will 
populate. If the email was your first interaction with a prospective student, you can click on the “Create 
Record” to create a Slate record for them. Their email will populate, but you can type their first and 
last name and birthdate if you know it. First and Last Name are required to create a record. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you have a test record in Slate or copied anyone on that same email who also has a test record, they 
will also appear as Possible Matches: 
 
 


