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Welcome to the 2010 ADEA PASS Program Directors Por tal 
 
 

The PASS Program Directors Portal contains live applicant data for the 2010 application cycle; please 
safeguard your username and password.  
 
You will be able to view and print the following information for all applicants who have selected your program 
and eSubmitted the electronic portion of their ADEA PASS application. 
 

·  Biographical Data  
·  Background Information  
·  Professional Experience  
·  Test Scores (The NDBE Scores are reported on the Institution Evaluation)  
·  Awards, Distinctions and Prizes  
·  Extracurricular Activities  
·  Academic History  
·  Undergraduate/Graduate Colleges Attended  
·  Dental Schools Attended (Transcript or Request for Exception will be visible if status is “Complete”) 
·  Advanced Dental Education Programs Attended  
·  Professional Evaluations (if the status is "Complete")  
·  Institution Evaluation or Request for Exception (if the status is "Complete") 
·  Essay 
 

Logging into the Portal 
 
You should have received an email containing the URL to the 2010 ADEA PASS Program Directors Portal and 
your username and password. You can also access the portal from the ADEA website (www.adea.org). Select 
Dental Education Pathways, and then select PASS Program Directors Portal. Using the information received in 
your email log into your account. If you did not receive an email contact Ms. Yolanda Jones, PASS Operations 
Manager at jonesy@adea.org. 
 

 
 

 
 
Forgot Your Password? 
 
If you have forgotten your password, enter your 
email address in the “Forgot your Password?” 
field and you will receive an email with your 
account information immediately.  
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My Profile 
 
Account Information 
 

You may update your email address, telephone number and name at any time by clicking the "Account 
Information" link on the "My Tools" menu.  
 
 

  
 
 
Change Password 
 
You may change your password at any time by clicking the "Change Password" link on the "My Tools" menu.    
Your current password is required to create a new password. Your new password must be 6 - 15 characters in 
length and may contain letters and numbers. The password is case sensitive. To activate your new password 
click "Save”; to return to the summary page without changes please click "Cancel."    
 

 
 
 
 
 
 

 

Account Information: Change your 
first name, last name, phone number 
and/or email address at any time. 
Click “Save” and your account will be 
updated immediately.  
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My Applicants 
 
Applicant Pool Status 
 
The “Applicant Pool Status” provides you with an overview of your program’s applicant numbers. The numbers 
reported here are cumulative and will change throughout the application cycle. Click the Applications Received, 
Applications Completed or Applications Mailed hyperlinks to view a listing of applicants in each status 
category.    
 

  
 
Applications Received 
 

Click Applications Received to view a summary of applicants who have selected your program and eSubmitted 
the electronic portion of their ADEA PASS application.  
 
Applications Completed 
 

These applications are scheduled to be mailed to your program. Click Applications Completed to view a 
summary of all applicants who have selected your program, eSubmitted the electronic portion of their ADEA 
PASS application and for whom ADEA PASS has received all the Required Documents.  
 
The Required Documents are: 

·  Professional Evaluations  
·  Institution Evaluation or Request for Exception  
·  Dental School Transcript or Request for Exception  
·  Check/Money Order (only if the applicant did not submit online payment via credit card) 

 
Applications Mailed 
 

Click Applications Mailed to view a summary of all applicant files that have been complied and printed for 
distribution to your program. 
 
 

 
 

If you click the word 
“Applicants” the list will be 
put in alphabetical order.  
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Search Applicants 
Search allows you to go straight to an application. You can search for an applicant by any of the following 
criteria: 
 
 

·  Last Name  
·  First Name 
·  PASS ID  
·  State/Province 
·  SSN 
·  DOB 
·  Admissions Status 
·  Local Status 
 

 
 
 
 
Enter search criteria into any of the fields or select from a pull down menu to utilize the options provided to sort 
your applicant pool.  
 

Applicant Status 
 

`  
View Document Status 
 

 

Application Status will allow you to view the 
status of an applicant. 
 

 Received (eSubmitted but not complete) 
 

 Completed (all required documents have    
     been received and ready for the next   
     mailing) 
 

Mailed (you have the ability to print this  
    entire application prior to receiving the hard  
    copy in the mail) 
 
You can also access the following information 
for the applicant on this status screen: 
 

·  Local Status Results 
·  Comments 
·  Revision Date 
·  Mailings 

Sam Sample 20100510000 

 
 

 

ssample@hotmail.com 
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Set Local Status 
 
The Local Status feature allows you to create and define your own assigned categories of applicants. 
Examples of Local Status categories could be Supplemental Materials Received, Interview, etc. This option 
exists to help you drill down efficiently to specific program defined subsets of applicants.  
 

·  You can create up to thirty Local Status categories.  
·  Your Local Status categories are only visible in your Program Directors Portal; the information can not 

be viewed by applicants or the ADEA PASS Office.  
·  Only one Local Status can be assigned to an applicant at a time but the Local Status can be changed 

at any time. 
 

  
 
 
 
 
 
 

You can view the date documents were 
received at ADEA PASS and view and print 
complete eForm evaluations 

Click the Add New Record button 
to create a category. 

Enter a name for the category and a brief 
definition. Click Save to retain the 
information. 

  

 Sam Sample 20100510000 

Sample Dental School 

Dr. Sample 
 
Dean Sample 
 
Dr. Sample 
 
Dr. Sample 
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Assign Local Status 
 
 
You can assign a Local Status category to any applicant by clicking Search. Enter your search criteria and 
review the results.  
 

  
 
To set the Local Status, click the blue button in the Local Status column to the right of the applicant’s name. 
After you have assigned a Local Status you will be able to sort all candidates in your applicant pool by 
selecting the Local Status on the Search Applicants > Search screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To edit a Local Status Definition click the 
blue button to the far right of the category 
you wish to modify. To delete a Local 
Status Definition click the red button to 
the far right of the category you wish to 
remove. 

  

 



PASS Program Directors Guide 7 

Mailings 
An automatic email notification is sent to all Program Directors indicating that a new mailing has been delivered 
to your portal.  
 
To securely download the electronic output file of a mailing, select “History” from the Mailing option on the main 
menu of the portal. A list of ADEA PASS mailings will appear.  See “History” below for more details.  
 
Details for Preview Mailing # 
 
View a list of all complete applications that are scheduled to be in the next mailing.    
 
View Latest 
 
This section contains a list of all applications that have been shipped to your program in the mailing number 
specified.  
 
History 
 
A listing of all previous Mailing Rosters is displayed in this section. 
 
Mailings > Labels (File Folder Labels) 
 

   

 
 

Click the “Labels” icon to generate 
file folder labels for each applicant 
per mailing. 
 
Labels can be printed on Avery 
5366 label paper.  

 

You can choose to “Open” or 
“Save” the file. If you select “Open” 
you will be able to view/edit and 
print the file folder labels for your 
applicant files. 
 
If you choose to “Save” you will 
have the same options but you will 
also be able to save the file to a 
location of your choice. 
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This is what the file folder labels will look like for every mailing. If you print these labels to Avery 5366 label 
paper you can peel them off and place them on the folders of your choice. For your convenience Program 
Coordinators that handle multiple disciplines will have ALL of their applicant file folder labels available to them 
through any account they login to. This will avoid the hassle of logging into each account separately to print the 
file folder labels. 
 

 
 
 
 
Mailings > Download  
 
 

 
 

Click the “Download” icon to 
applicant data into your own 
databases. This may require some 
technical support from your 
institutions IT Department.  
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The “Download” feature contains multiple text files, one mdb file and two Excel files.  
·  1st Excel File (Address): This will allow you to gather the name and mailing address for your applicant 

pool to merge letters, memos and/or labels. 
 

    
 
 
 

·  2nd Excel File: This is a cumulative roster that contains the dental school, Cum GPR, Cum Rank, NBDE 
Pt1 and 2, Match Code etc… 
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Admissions 
 
View All 
 
View a listing of all complete applicants who you can assign an Admissions Decision to. 
 

 
 
To assign an admissions decision, click Search under the Search Applicants section of the My Tools Menu or 
click on “View All” under Admissions.  

 
 
 
 
You are also able to sort all complete applications in your applicant pool by selecting the Admissions Status 
field on the Search Applicants > Search screen.  
 
Your Admissions Decisions are only visible in your Program Directors Portal Account; the information can not 
be viewed by applicants or the ADEA PASS Office. Only one Admissions Decision can be assigned to an 
applicant at a time but the Admissions Decision can be changed at any time.  
 

To set the Admissions Decision, click 
the blue button in the Decisions 
column to the right of the applicant’s 
name. After you have assigned an 
Admissions Decision you will be able 
to sort all applicants in your applicant 
pool by selecting a category from the 
Admissions Decision pull down menu 
on the Search Applicants > Search 
screen. 
 
You are also able to assign an 
Admissions Decision by selecting an 
applicant from the Applications > 
Complete summary page. Click the 
blue button in the Decisions column 
to the right of the applicant's name. 
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Admissions > Global Status Update 
 
Use this section to automatically associate an Admissions Decision to a Local Status Category.  
 

   
 

 

 


