Letters of Recommendation in UAConnect
The Graduate School is implementing a new UAConnect hosted process to facilitate Letters of
Recommendation (LOR). The entire process is driven by both automated communications sent from
UAConnect and actions taken by the student. Using this new process, no intervention will be required
from either academic department or admissions staff to collect letters of recommendation.
Overview
The new Letters of Recommendation process is entirely driven by the student with automated system
generated emails being the primary means of communication for both the applicant and the
recommenders. Applicants are granted access to Applicant Center as soon as their application is loaded
into UAConnect. A communication is sent to each applicant requesting they add recommenders
through his/her Applicant Center in UAConnect. Each recommender entered receives an email
containing instructions on how to complete the recommendation process. Also included in the email
are questions asked to be referenced in their letter of recommendation. Academic departments have
the option to customize the questions which are presented to each recommender for each academic
plan/degree option. Recommenders have the option to either upload a letter of recommendation to
ISIS or decline to participate. With proper permissions, all uploaded letters are viewable by the
respective UA department. Throughout the entire process, emails are sent to each applicant to provide
status updates.
If a department chooses to not participate in the LOR process, applicants to their programs will not
receive any communications regarding letters of recommendation nor will they have access to the pages
in their Student Center.
Setup
Each academic department can choose whether they want to opt in or out of the new LOR process. On
the new setup page, coordinators can dictate how many references are required for each of their
academic plans as well as the questions they want presented to recommenders. The questions will
appear on all communications sent to the recommender as well as the upload page available to them to
upload their letter of recommendation. Recommenders are requested to respond to these questions in
their letter of recommendation. At this time, there is not an option of doing sliding scales or drop down
boxes to collect responses. An alternative to this would be to re-phrase the question to request a
descriptive response (ex. From a scale from 1 to 10, 10 being the highest how would you describe the
applicants ability to… ).
The Setup page is available in UAConnect by navigating to: Main Menu > Student Admissions > UA AD
Custom Components > UA_GRAD > SETUP > UA GS Acad Plan LOR Setup. It is advisable to make this
page one of your favorites in UAConnect so you don’t have to remember the navigation. You can do
that by first navigating to the page you want to “bookmark”, then click on Favorites in the navigation.
An option will be available entitled “Add to Favorites”. After saving, this Favorites link will be available
to you any time you sign into UAConnect regardless of the machine you are at.

It is important to note that only coordinators assigned by each academic department will have access to
setup these questions. If you are a coordinator and do not have the functionality in UAConnect
described in this document, please contact Lynn Mosesso or Susan Byram at the Graduate School.
An example of the setup page is shown below.

The number of LOR Required field is the number of references you require in order to be considered for
admittance into your degree program. If you choose to participate in the LOR process you must select a
number of 1 or greater. If left blank or zero, your academic plan will be considered to be inactive for
LOR and applicants will not receive the necessary communications or ISIS permissions to add references.

The USE LOR Defaults checkbox is available if you decide you do not want to create your own questions
but would rather use the default questions provided by the Graduate School. The default questions are
as follows:
1. How long and in what capacity have you known the applicant?
2. Please comment on the applicant’s qualifications for graduate study including strengths and
weaknesses and your evaluation of academic performance in relation to other students you
have known.
3. Please comment on personal qualities of the applicant and provide any additional information
you think will aid the selection committee in its evaluation of the applicant.
4. Please indicate your overall recommendation of the applicant on the basis of their qualifications
and potential to be successful in graduate school and promise of professional success.

If you check the USE LOR Defaults checkbox, the default questions (listed above) will replace any
questions which may have been added in the lower portion of the setup page. If you do want to use any
of the default questions you will need to copy those to your setup page. Questions will be presented to
the recommender in the order they are listed on the setup page.
Please ignore the GRE NEEDED checkbox. This field is being used for internal (admissions) processes and
has no bearing on your required LOR setup.
The bottom section of the setup page is where you, as a graduate coordinator, will create the questions
your program would like the recommender to include in their letter of recommendation.
You may add up to 10 questions. If you want to use the question, be sure to select the adjacent ‘Use
Question’ checkbox. Any questions that do not have this checkbox selected will not be included in the
communications sent to the recommender. Coordinators may change their setup at any time.

After all of the changes have been made, select the Save button at the bottom of the page.
Things to remember:
•
•
•

•

To participate in the new LOR process, you must have a numeric value of 1 or greater in the
Number of LOR Required field. If you choose to opt out, make the value equal to zero.
The LOR Defaults checkbox will trump any questions you may have setup on the page. If
you want to ask your own questions on the LOR request, uncheck this box.
Be sure to select the ‘Use Question’ checkbox for any question you want to appear to the
recommender. Any question without this checkbox selected will not be presented to the
recommenders.
At any time, you may go into UAConnect and change these options and questions. This is
not a limited time setup.

Viewing Recommendations
All coordinators that have access to setup LOR questions in UAConnect will have security to view
uploaded recommendations. As letters are received, a unique report will be sent to your uark email
(from gradinfo@uark.edu) if you have any recommendations ready to be reviewed. The report will only
list applicants for the degree programs you are a coordinator for. The report lists the Academic Plan, the
admit term, the student ID and Name, if they are planning to pursue their degree 100% online, and the
recommender’s information. Additionally, there is a column entitled “Link”. If clicked, the link will take
you directly to their review page in UAConnect. You must already be logged into UAConnect for this link
to work. If not, you’ll be prompted to log into UAConnect. After logging in, select the link again and it
should work. Remember to have popup blocker turned off for uaconnect.uark.edu. Many of the pages

used to review recommendations will not work if it pop-up blocker is enabled in your browser for ISIS.
An example of the email you will receive is shown below.

After selecting the link, you will be taken to a page in UAConnect that looks like the one shown below.
Conversely, you can navigate in UAConnect using (Main Menu > Student Admissions > UA AD Custom
Components > UA_GRAD > USE > UA LOR Srch). This is another page in UAConnect you may want to add
to your favorites.

To view the uploaded letter of recommendation, simply select the View Reference button. The
document will load in its native viewer (or default program setup on your computer). As an example,
.docx will load in Microsoft Word, .pdf will load in Adobe Acrobat. To accommodate the diverse group
of people these requests may be sent to, UAConnect will allows multiple file types. Files types which
can be uploaded include .docx, .doc, .rtf, .txt, and .pdf.
If you selected the ‘Return to Search’ button on this page, or navigated to the page manually in
UAConnect, you’ll see the following search screen. This page allows you to filter all recommendations
by using the available search options shown in the image below. This functionality provides an
additional method for analyzing your applicant pools. If you were to select the calendar looking icon
circled in red below, it will allow you to export your search results to Excel for additional analysis or
documentation.

Permissions for this page may be assigned to fully appointed department personnel, not just the
coordinator. A security request will have to be completed for each person before these permissions can
be added.

Other Information
Applicant Center
Shortly after submitting an application for admission, applicants are granted a university id, an email
address, and access to Applicant Center in UAConnect. A link to ‘Request Letters of Recommendation’ is
available if: 1.) they have an application with action equal to ‘APPL’ or ‘DDEF’, 2.) applied for a
participating academic plan, and 3.) their LOR requirements aren’t exempt because of a completed prior
application.

Letters of Recommendation Page

Applicants can add references, resend recommendation requests, and remove (inactivate) references
from this page. At any time the applicant can go to this page to modify their references or review the
status of their submissions.

Recommender Emails
For the Letters of Recommendation process, there are four different types of communications that may
be sent to recommenders and three which are sent to applicants.
The first email a recommender will receive is sent immediately after the applicant enters the
recommender’s information. The email is populated with the information the coordinator had entered
on the setup page (either the default questions or their own). The questions for the recommender to
respond to would appear where ‘Criteria #’ is shown in the example.

Initial Email

Reminder Email
Every 14 days that a recommender hasn’t responded to a LOR request, an email is sent to the applicant
requesting that he/she go to Applicant Center in UAConnect and select the ‘Resend’ button for their
reference. A reminder email is then sent to their recommender immediately. A copy of the email is on
the next page. The purpose of including the applicant in this process is so he/she remains actively
involved in the process.

Recommender Deleted Email
The applicant has the option to remove references as long as a response hasn’t already been collected.
The recommender would receive an email like the example provided below.

Confirmation Email
The last email type that a recommender will receive is the confirmation email. The recommender has
the option to either upload a document or decline to participate. The same email is sent regardless of
their action. An example is provided below.

Applicant Emails
Applicants are sent three different types of emails. The first one they receive shortly after their
application is loaded into UAConnect. It informs them that the plan they applied for requires letters of
recommendation. It details how to log into Applicant Center in UAConnect and how to add references.
The second email is sent to the applicant when 14 days has elapsed since a reference was added but no
response has yet been received. The email instructs the applicant to go to Applicant Center and hit the
‘Resend’ button to send a reminder email. The last email type is a status update. Anytime an
applicant’s recommender uploads or declines a recommendation, the student is notified. The purpose
of these emails is to keep the student informed and up to date with this portion of the admission
process.

Making an applicant exempt from LOR
If an applicant has previously applied and completed all of their admission requirements (including
letters of recommendation), a decision can be made to allow the applicant to be exempt from
requesting new letters of recommendation. On Application Maintenance in UAConnect, an admissions
analyst has the option of selecting the ‘Prior Application’ checkbox for the new application. This will
automatically waive the LOR requirement for the applicant as well as remove the security in Applicant
Center to request additional recommenders. An email is then generated and sent to the applicant
informing him/her of the change.

