Scholarship Reviewers

Signing in to the AcademicWorks Scholarship System
Reviewers are selected by the department chairs. Selected faculty and staff will receive an e-mail invitation prior to the new year’s awarding cycle to begin reviewing scholarship applicants. 

New Users
After clicking the invitation token, new users will be taken to an account setup screen where they will be required to set up a password.
Returning Users
Returning users will be directed to sign in to AcademicWorks using their previously set password. 
All Users
Whenever signing in to AcademicWorks at https://apsu.academicworks.com/users/sign_in, be sure that the “References and Reviewers” tab is selected. Otherwise, you may sign in as an applicant. You should sign in with your e-mail address.
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Getting Started:

After logging in, the Reviewer will see the scholarship(s) in which they have been assigned the responsibility of selecting recipient(s).

Selecting either the name of the scholarship or the number of reviews assigned will take the Reviewer to the list of applicants.
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IMPORTANT TO NOTE:   Before beginning to review your applicants, click on the “Opportunity Details” button to familiarize yourself with the scholarship criteria.  We want to ensure the donor’s wishes are met through your selection process.
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After clicking on “Opportunity Details” --- closely examine the following:


Description, which can reveal:
· The donor’s criteria
· Whether the scholarship is renewable
· Whether the scholarship is shared with another department 
Note:  If scholarships are shared or on a rotating cycle, only the department assigned for that year will be able to view the applications.

Number of Awards, which will show how many awards may be offered.
Note:  The number of awards will be up to the department’s discretion if the Award field indicates the amount may be divided by multiple recipients.

Award, which will provide a guideline for how much is to be spent for the academic year.

IMPORTANT TO NOTE:  If the Number of Awards and Average Award reflect $0, funding information for the aid year has not yet been provided.  When funding has been secured, you will be notified to make the scholarship selection.


The Review Process:

Click the “Begin” button in the action column to start evaluating the individual. 
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After clicking the Begin button – a rating page will display. 
This page can be completed only AFTER you have evaluated the student’s application data.

Evaluating Student’s Application Data
To begin evaluating, the Reviewer will need to click on the individual’s “Application” tab.  
This will allow the Reviewer to view the applicant’s General Application responses as well as any additional information gathered based on the specific scholarship requirements.
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After clicking the Application tab, Reviewers will be provided 3 sections of data:
1. General Application. This is the information the student supplied as they filled out the General Application, including data such as name, demographic information, grade level, activities, and achievements.
2. Opportunity-Specific Questions. This is supplemental information that may be requested, such as essays, transcripts, or reference letters.
3. Imported Information. This is the information pulled from Banner, including data such as Student ID, major, GPA, and ACT score.

Rating Your Candidate
To rate your candidate, click on the “Review” button.
This page will allow you to note your rating of the applicant.  For consistency we are suggesting a scale of 1-10 (with 10 being reserved for the students of the highest quality).  You will also have a field to describe any outstanding qualities of the student.  
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Under Describe This Applicant, the Reviewer may provide comments regarding the student’s application. Note that only the Reviewer who sets a comment and a Reviewer Chair will be able to view the comment.

At the bottom of the screen are two options: Save and Submit.  Once a Reviewer has submitted, no additional updates can be made for this applicant.

Helpful Tip:  
The “Side-by-Side” tab at the top right corner allows you to leave the rating page up as you actually review the candidate’s application data.  This will split the screen.  You can exit the feature at any time via the “Exit Side-by-Side” button.
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Selecting Recipients and Notifying Financial Aid
Each department is free to design their own workflow for selecting recipients. We recommend the following procedure:
· Reviewers evaluate and rate all applicants.
· Reviewers share their top selections with the scholarship committee.
· The Reviewer Chair will have access to all Reviewers’ scores and comments.
· The scholarship committee determines the final selection(s).
· An authorized staff member fills out the selected scholarship recipient(s) using the Scholarship Award Submission Form located on the Staff Resources page at https://www.apsu.edu/scholarships/academic-scholarship-staff-resources
· The Scholarship Award Submission Form is submitted to the Scholarship Coordinator in the Financial Aid Office.  Early submissions benefit both the student and APSU by potentially increasing retention and recruitment.
· Reminder:
· Make evenly divided fall/spring disbursements
One-semester awards must be approved by Advancement Office
· Select alternate recipients to ensure funds are spent and to avoid committees having to reconvene to make alternate selections
· We ask that departments do not send students notification of the scholarship, as official notification will come from the Office of Student Financial Aid
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The John R. Corlew Memorial Scholarship Hide Details

Description
‘The John Rolland Corlew Memorial Scholarship was officially established by Betty and James Corlew, Sr. The scholarship is open to incoming freshmen and upperclassmen.
‘Awarding priorty is as follows: 1st - dependent of an employee of James Corlew Chevrolet-Cadillac-Oldsmobile or affiiated company; 2nd-resident of Montgomery County, TN,
310 — resident of APSU's primary senice fegion. Awardee musthave a minimurm of 3 3.0 GPA. Scholarship is automatically renewed annually with minimurm 3.0 GPA and good
standing inthe College of Business.

Forfurther information contact the College of Business at 931-221-7674.

Category : [BUSINESS]

Deadline
0410212013

Number of Awards
B

Aviard
Up 1052500

N applicant Reviews Due On Your Rating Qualified Actions

Zac Gillman - Yes

Chillus Sutherland - Yes
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Trane Employees Scholarship Hide Details

Description

“This scholarship will fund tution costs for selected acadermic courses on a parttime basis annuallyfor active and retired Trane employees with ten years of senvice. Award may

be made to a spouse or chld butfirst priority will be given to active employees and then to retired employees. A minimurm 2.5 cumulative GPAIs required for retention in this

program. Salaried employees must check with the Trane Education Ade Program before appiying.

Category: GENERAL] RENEWABLE]

Reviews Due By

0913022016

‘Opportunity Deadine

0410172016

Number of Awards

0

Award

Varies

N Applicant Your Rating. Qualified Actions

Joshua Rye - Yes | Begin |
Julia West - Yes | Begin |
Justin Bailey - Yes | Begin |
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You have evaluated 0 of 15 applications for The John R Corlew Memorial Scholarship.

Revew | Application | I Side-by-Side

The John R. Corlew Memorial Scholarship > Zac Gillman

Reviewers are encouraged o review the scholarship descriptions, which can be accessed by clicking the red “Opportunity Details™ button atthe top of the previous page of
applicants. Be sure to closely examine the following:

« The donor's desired criteria

« Whetherte scholarship is shared with another department

« Whetherthe scholarship is renewable

General Application

1. Last Name
Gillman

2.FirstName
zac

3. Middle Name

4.Phone Number
9318010058

5. Current Address
1584 Barrett Drive
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© Whether the scholarship is shared with another depariment
© Whether the scholarship s renewable

Remember This Applicant

Bookmark

Mk an applizent in your It of evalustions 52 you can aaslyfind therm sgain

Rate This Applicant

* Criterion 1 Rate this applicant on a scale of 1-10 (witn 10 being reserved for students of the highest qualit).

Describe This Applicant

If desired, please describe an

B I :

Example Formatting: *bold", _italics_

©2010-2013 AcademicWorks, Inc. Allrights reserved.
4PSU Scholarships | APSU Home | 2P OneStop

Scholarship Review...docx  * | @] References=on+Ti..doox  ~





image8.png
A Austin Peay State Uni... %

(€ ) @ | httpsy//apsu.academicworks.com/reviewer/ opportunities/5240/reviews/383176spplicant_application id=784198uevien  EJ | € || Q Search B O3 AS

‘GetHelp Now | Chat With P =

|’Aust|n, Peay
State University

You have evaluated 0 of 3 applications for Trane Employees Scholarship.

Review lication I Side-by-Side

Trane Employees Scholarship > Julia West
Reviewers are encouraged 1o review the scholarship descriptions, which can be accessed by cicking the red “Opportunity Details” buton athe top ofthe previous page of
‘applicants. Be sure to closely examine the following

« The donor's desired criteria

« Whether the scholarship is shared with another department

« Whether the scholarship is renewable

Bookmark
[EJ 11 Mark this applicant in your list of evaluations so you can easily find them again

Rate This Applicant

 Rate this applicant on a scale of 1-10 (with 10 being reserved for students of the highest quality).

Describe This Applicant

f desired, please describe any outstanding qualities of this student.
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Open for Review

Al Williams Memorial Scholars}

Reviews began 02/282018 Assigned Reviews: 0 of 51 Completed
Fall 2018

Gore Early Childhood Scholarship Reviews began 02/282018 Assigned Reviews: 0 of 51 Completed
Fall 2018

Hazel Dennis Bryant Memorial Scholarship Reviews began 02/282018

Assigned Reviews: 0 of 1 Completed
Fall 2018
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Trane Employees Scholarship Opportunity Details
N Applicant Your Rating. Qualified Actions
Joshua Rye - Yes Begin
Julia West - Yes Begin
Justin Bailey - Yes Begin
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