Steps to Requesting an Electronic Recommendation in TDS
1) From the Program Application Page, click “Request Electronic Recommendation”.

2)

Complete the “Recommendation Request Form” and click “Add User”.

3) Complete the “Recommender Information” page, and then click “Save”, which will submit the
request to the faculty member.

4) Once the request has been submitted, the applicant is able to see the status of their request
from the Program Application Page. The applicant can write the recommender a follow up
email, by clicking the envelope next to recommender’s name.

5) The recommender will receive an email from CSUIP@calstate.edu with a link to complete the
electronic recommendation. Here is what the electronic recommendation looks like:

6) Once the recommender has submitted the recommendation, the recommendation will be
marked as “received” on the applicant’s Program Application Page. Applicants are not able to
view the recommendation that has been submitted. However, IP Coordinators do have access to
view completed recommendations.

Recommendation Requests: Coordinator FAQ’s
Q: What do I do if an applicant sent their request, but the faculty member says they did not receive it?
A: IP Coordinators have access to resend recommendation requests on behalf of the student. See the instructions below.
1) Login to your admin homepage and search for the student by going to Applicant Admin>Search and entering the
student’s name, then clicking “Search.”

2) From your search results list, click on the student’s application.

3) From the application overview page, click the black tab labelled “Recommendations.”

4) This page shows all recommendation requests created by the applicant. To resend a request, locate the faculty
member’s name in the list, then click the envelope icon under “Actions.” A prompt will then appear asking whether
you want to send the recommendation request. Click “Yes.”

5) Once you have resent the request, the faculty member will receive an email like the one below with the applicant’s
information and a link to access the recommendation.

Q: I resent the recommendation request, but the faculty member still has not received the email. What should I do?
A: Advise the faculty member to check their junk/spam folder for an email from CSUIP@calstate.edu. If they still do not
find it, verify that the recommendation was sent to the correct email address.
Q: The student entered an incorrect email address when they created their request. What should I do to help them?
A: Go into the student’s recommendations and click the red “X” next to the faculty member’s name to delete that
request. Instruct the student to go in and create a new recommendation request using the correct email address. You
can also do this for them by clicking “Generate Recommendation Request for this Application,” then entering the faculty
member’s information.

