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Module 13 — Managing Awards

In this module we will be covering how to award applicants using either the Batch Awards or Manage
Awarding features and the difference between the two.. We will also cover some of the additional
Awarding reports that are available for awarding applicants based on multiple applications.
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1. Awarding Applicants

Depending on the type of application process you are using you will be using one of the two main
awarding features on the site.

Manage Awards — Allows you to award per funding source. This should be used to award if you have
multiple funding sources to award, but only one application form was used to apply for and review
those awards. (One to many application process.)

You can also use the Manage Awards if you have a one to one application process, but had multiple
scoring tasks for that one application form and need to be able to award based on the scores from one
specific task and see the scoring for that task only, not a combined score across all tasks.

In the Manage Awards you will be selecting the separate funding source to award only the applicants
that were matched to that funding source using the Setup Application Forms> Manage Application
Funds and Manage Funds Criteria Information.

Batch Awards — Allows you to award per application form. This is used if a single application was used
to apply to only one funding source to award for that application. (1:1 application process, or a common
application process where you are awarding the applicant using the child application for the single
funding source to review and award)

In the Batch Awards you are awarding only the one fund using the application form that was for just that
single funding source. The total score will reflect the total across all tasks and averaged across all
reviewers in all tasks. (If you had multiple scoring task, and need to see and award based on a single
task, then you may need to use the Manage Awards to award)

Both awarding features are located in the Evaluations>Evaluate Applicants dashboard.

1.1 Manage Awards

Manage awards allows you to award by separate funding source(s). It is used to award your applicants if
the application form you are awarding on was used for multiple funding sources. (One to Many
application process) and you have assigned those funds to this application process using the Setup
Application Forms> Manage Application Funds and Manage Funds Criteria Information.

Note: If you have a one to one application process (one application that has only one funding source
funding it) or are reviewing and awarding on a child application in the common application process, if
you had multiple scoring tasks, and need to award your applicants based on only one of those task’s
scores, you will want to use the Manage Awards. In Manage Awards you will be able to filter on the
individual task to see the scores for just that tasks and award your applicants based on those scores. You
will first need to go to the Setup Application Forms>Manage Application Funds for that application and
add the single funding source, that is linked to the application form, in the Manage Application Funds
linking it there as well, before the fund/application will appear in the Manage Awards.
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In the Application setup, you can set up the Manage Application Fund, assigning the actual funding
source to the application, and then setting the Manage Funds Criteria Information to either pull on
specific questions, or on the specific status detail that was used in the final determination. Then when
you open the Manage Awards report those applicants will be matched to specific funding sources and
when you select the funding source, only those matched applicants will be displayed instead of
everyone that applied.

1.1.1 Accessing Manage Awards:

»  Step 1: From the Home dashboard select the Evaluations icon or you can access it by clicking on
Evaluations in the Navigation link at the bottom of the page.

2/
- )
Evaluations

Home

Home Scholarship Search

CommunityForce | CommunityForce Training Sie Database Business Intelligence | Appications | Scholarship IE:JNJ’JC"S Reports | Help | Logows

»  Step 2: This will direct you to the Evaluations application’s listing. Select the application form that
was used to apply to all your funding sources that you are awarding.
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Home > Evaluations

Search By:
Application Form: Scholarship: Sponsoring Organization:
Select v
Application Form Scholarship Sponsoring Organization Start Date Deadline
Master Template N/A N/A
N . . . : Test

2015-2016 Application For all funding 2015-2016 Scholarship Application for all funding My Organization Name 1 06/12/2015 06/01/2016 X
Financial Aid Recipient Application Form Scholarship Fund Template - Training Sample My Organization Name 3 11/07/2013 12/31/2014 X
Form for organization accepting Graduates Scholarship for organization accepting Graduates S
based on Merit and Financial need based on Merit and Financial need pporeanizationlilamels SIS 2018 12731208 18
Form for organization accepting High School Scholarship for organization accepting High School
applicants with Multiple funds & Multiple applicants with Multiple funds & Multiple Request My Organization Name 11 01/03/2014 12/31/2015 X
Request Sections Sections

Form for arganization accepting Scholarship for organization accepting

g;:l:rgraduates based on Merit and Financial Undergraduates based on Merit and Financial need My Organization Name 4 01/15/2014 12/31/2014 X
Form fgr organization with multiple funds Scholarsmp for organization with multiple funds My Organization Name 7 10/03/2013 12/31/2014 X
accepting Adult Learners accepting Adult Learners

Form f<_>r organization with _multlple funds Scholarshlp for organization with multiple funds My Organization Name 2 01/01/2014 12/31/2015 %
accepting High School applicants accepting High School applicants

Form for organization with one fund accepting Scholarshlp for organization with one fund My Organization Name 6 11/07/2013 12/31/2014 %
Adult Learners accepting Adult Learners

»  Step 3: You will be directed to that application’s Evaluations dashboard.

Home > Evaluations > Form for organization accepting High School applicants with Multiple
funds & Multiple Request Sections

Form for organization accepting High School applicants with Multiple funds & Multiple Request Sections

aid a 2l

Applicant Status Evaluation Setup Evaluate
Applicants

B ) n-

Reports Section Release Notification Center

>  Step 4: Select the Evaluate Applicants icon.

»  Step 5: This will open the Evaluate Applicants dashboard for that application form.
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Home > Evaluations > Form for organization accepting High School applicants with Multiple
funds & Multiple Request Sections > Evaluate Applicants

Evaluate Applicants

& =) '

Review Status Review Results Manage Awards
: )
Batch Awards Manage_ Renewal Automated Scoring
Applicants

Report

»  Step 6: Select the Manage Awards Icon.

Manage Awards

»  Step 7: Once you click on Manage Awards the following screen is displayed showing all the linked
funding sources that have been assigned to this application form.

Home > Evaluations > Form for organization accepting High School applicants with Multiple
funds & Multiple Request Sections > Evaluate Applicants > Manage Awards

Manage Awards

Scholarship Name

Export to Excel

SelialaghiiNaiE Total Amount Total Amount Amount Total No of Applicants No Of Students Awarded in No of Matching
p = — .
Allocated Awarded UnAllocated  Awarded this Application Applicants
Aaron C. Kesler Future
Firefighters Scholarship $5,000 50 4
Arvin-McCord Scholarship $500 S0 1
Go toPage 1 Go « Page 1 Of 1 ‘ Display 10 ~ Records per Page

Search By: if you have a long listing or funding sources you can use the search by at the top of the
report to locate a specific funding source. Enter the full name or just part of the name and click the
Search button to locate that funding source.

Export to Excel: allows you to export this report to Excel and open it on your local computer.

Funding Source Name: Displays the name of the funding source connected to this application form.
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Total Amount Allocated — The amount available to award from that funding source. This is the amount
that was entered in the Funding source setup — Annual Budget field for the current academic year.

Total Amount Awarded — The total that has been awarded so far from this funding source.
Amount UnAllocated — The total amount that is still available to award for that funding source.

Total No. of Applicants Awarded — The number of applicants that have been awarded from this funding
source.

No. of Students Awarded in this Application — Total number of applicants that have been awarded the
funding source that applied to this application form.

No. of Matching Applicants — The number of applicants matched to this funding source as being eligible
for this funding source based on eligibility set on the Setup Application Forms> Manage Funds Criteria
Information. If you did not set eligibility criteria for a specific linked fund then all the applicants will
appear that applied to the application form.

Note: If you do not see a funding source listed you will need to go back to your application form setup
and link that funding source to the application using the Setup Application Forms> Manage Application
Funds and set up the matching criteria (if applicable) in the Setup Application Forms> Manage Funds
Criteria Information to only have applicants that meet a certain fund criteria appear. If there’s no
specific criteria for that funding source and all applicants may be eligible, then you will not need to add
criteria in the Manage Funds Criteria Information section.

Caution: If you used the matching fund eligibility question to match applicants, (the eligibility question
that displayed to the applicant their eligible funds that they could select what they wanted to apply to),
that question was built based on the funds you linked in the Setup Application Forms> Manage
Application Funds and Manage Funds Criteria Information sections. Therefore, you will not want to
add any additional funds at the time of awarding as the applicant’s application form has been closed and
they will not be able to select that fund, due to it not being present at the time they applied.

1.1.2 Awarding in Manage Awards

» Step 1: While in the Manage Awards report located in the Evaluations >Evaluate
Applicants>Manage Awards section, click on the Scholarship Name that you want to award.



Home > Evaluations > Form for organization accepting High School applicants with Multiple
funds & Multiple Request Sections > Evaluate Applicants > Manage Awards

>

Manage Awards

Scholarship Name

Total Amount Total Amount  Amount Total No of Applicants No Of Students Awarded in No of Matching
ishojahie Hame Allocated Awarded UnAllocated  Awarded this Application Apslicants
Aaren G, Kesler Future
Firefighters Scholarship $5,000 50 4
$500 S0 1
GotoPage 1 Go N Page 10f1 [ Display 10 * Records per Page

Step 2: This will open the Award Details for that funding source, listing all the applicants that applied
and matched to the funding source, based on the criteria that was set in the Setup Application
Forms> Manage Funds Criteria Information. (If you did not set any criteria, then all applicants that
applied will show in the listing for that funding source)

(You will need to use the scroll bar at the bottom of this report to scroll left to right to see all the
available columns in this report.)

Award Applicants Details : Aaron C. Kesler Future Firefighters Scholarship

Last Name: First Name: Email: Blackbaud ID
Number Of Applicants: 4 Filter By Review Task: ALL v
Applicant Award Matching Award " . Blackbaud Status Total |
Score Applicant Awards  Questions Applicant Email 1D D Status Details 1
[y 2 2 2 Cruz, Patricia | Under Committee Review Final Award
['_,)' L,)' L,)' L,)' Ellsworth, Carly Pending Submission Not Qualified
['_),I ['_),I E E Graves, Kathleen | Under Committee Review -
>z =z 2 2 Gustitus, Anthony | Under Committee Review Final Award
»
Go to Page 1 Go 4 Page1Oft i Display 10 v Records per Page

» Step 3: When you first open this page the Total Score and Avg. Score columns will show a combined
score on all tasks that were completed in the entire application form.
If you only want to see the scores for one specific task, click on the drop down arrow located next to
the Filter By Review Task, and search for the task that has the scoring you want to review for this
funding source and click on that task only.

> Step 4: The Total Score and Avg. Score will now show only the scores given for the task you
selected.

Number Of Applicants: 4 Filter By Review Task: Kessler Score Card v
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The following options are available in this report:

Applicant Score - Clicking on the Applicant Score will allow you to see all the tasks that applicant was
scored on. This report will show the total score given in each task, and the reviewers that scored them.
You can drill down by clicking on the task or score for a specific reviewer and open the actual score card
for that reviewer and see how they scored that applicant in the task.

Award Applicant — Used to award the applicant the funding source — (continue to step 5 for more
details on how to award.)

Matching Awards — shows any additional funding sources within the application form that the applicant
may be eligible for and matched to.

Award Questions - When you hover over this icon, this will display any question(s) within the
application form that were marked “yes” to Show on Award Screen, when the question was originally
created in the Application form setup.

If you have a question that you want to appear here, you can go to that question in the Applications
Setup and select this option on the individual question’s setup. Note, this will not affect the question if
you do this after the applicant has applied.

Show on Award Screen : Yes ® No

Applicant - The name of the applicant

Email ID — The applicants email address used when creating their applicant account
Status — The current status of the applicant in the application process.

Status Details — (if used) the current status detail of the applicant.

Total Amount Awarded — The amount award in this funding source.

Total Score — The total score based on the task selected in the Filter by Review Tasks, if no task has been
filtered, this will be the combined scoring Total across all tasks.

Avg. Score - The average score based on the task selected in the Filter by Review Tasks. The average is
the total score divided by the number of reviewers in that tasks. If no task has been filtered, this will be
the combined average of all scores in all tasks, divided by the total number of all reviewers in all tasks.

Automated Score - (if used) This is the total automated scoring score given to the applicant for any
guestions they answered that had automated scoring set on those questions.

Export To Excel )
- Allows you to export the complete report to Excel, and open it on your

local computer.
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- Allows you to send an email to the selected applicant(s), using a pre-

designed email template in the notification center for that application, or a custom email just for this
one mailing.

» Step 5: When you are ready to award the applicant you can click on the Award Applicant icon that is
located on the same line for the applicant you want to award.

Applicant] Award Matching Award
Score Applicant | Awards  Questions Applicant

E L): E L,’ Cruz, Patricia

> Step 6: The Award Applicant Screen will appear showing the details of all the funding sources the
applicant has already been awarded.

Award Applicant Back to Award Applicants Detalls
Applicant: Cruz, Patricia Applicant Email: Patrs .
Status: Under Committee Review Status Detail: Final Award

Aaron C. Kesler Future Firefighters Scholarship Z I n'

Renewal Informat Amount Allocated: $5,000
Amount Available: $5,000

Renewal Start Date: 04/01/2015 Initial Award: SO
Renewal End Date: 04/08/2015 Final Award: $1,000
# of Years Renewable: 3

Next Renewal Date

Award Detaills

Test 1 Test 2

Applicant Score - You can click on the Applicant Score button from this screen, to see all the

tasks that applicant was scored on. This report will show the total score given in each task, and the
reviewers that scored them. You can drill down by clicking on the task or score for a specific reviewer
and open the actual score card for that reviewer and see how they scored that applicant in the task.

If the applicant has not received any awards yet the screen will appear as follows:

Award Applicant Back to Award Applicants Detalls
Applicant: Gustitus, Anthony Applicant Email: Anthony.Gu
Status: Under Committee Review Status Detail: Final Award

> Step 8: To add a new award, click on the Add Award Button

1N
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Add Award

» Step 9: The following screen will appear:

Add Award px

‘ Save | Exit |

Awarded Fund: Select v
Amount Allocated:
Amount Available:
Initial Award:
Final Award:

Comments:

Is Renewable: Yes ® No
Test 1:
Test 2:

| Save || Exit |

> Step 10: Awarded Fund: Select the fund source name for the award that is to be awarded to the
applicant.

» Step 11: This will automatically populate the Amount Allocated and Amount Avialable fields showing
what is available to award out of the funding source.

Awarded Fund: Aaron C. Kesler Future Firefighters Schola ¥
Amount Allocated: $5,000

Amount Available: 55,000

> Step 12: Initial Award/Final Award — If you do not want applicants to see that they have been
awarded prior to notifying them of the award, enter the Initial Award amount otherwise, skip the
initial award and enter the amount in the Final Award. (once this award has been saved, if the Final

11
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Award is populated the applicant will be automatically moved to the “Selected for an Award “ status
and the applicant will be able to see that they have been selected for an award.)

Initial Award: 1000

Final Award:

Difference between the Initial Award and Final Award Columns

When awarding applicants the Initial award column is an optinal column that can be left blank and
only have the Final Award Column populated. However, when an applicant is awarded in the Final
Award column, their status is automatically moved to a status of “Selected for an Award”. That
status is viewable by the applicants on their personal dashboards.

Therefore, some clients do not want to have this status show to the applicants until they have been
notified, or are sure that all the funding has been checked and awarded correctly to the proper
applicants. So they prefer to first award their applicants using the Initial Award Column.

Then once everything has been verified and the applicants have been personally notified, they will
then go in and edit that applicant’s awarding and add the amount again to the Final Award Column
causing the applicant to then be automatically moved to a status of “Selected for an Award”.

> Step 13: (optional) Add any comments you may want to include regarding the awarding of this
award.

» Step 14: (optional) if this is a renewable award and you want to track it using the Manage Renewal
Applicants feature, select “Yes”, to open the additional Renewal Fields and update them with the
renewal information. Otherwise select “No”.

Renewal Start Date, is the current term of the funding source award.

Renewal End Date, is the current end date for the current award

# of Years Renewable — is how many years is the award renewable for

Next Renewal Date — the next date for this award to renew- must be greater than the Renewal
end date.

Is Renewable: @ Yes No
Renewal Start Date: 47,21/2015 A
Renewal End Date: (7/21/2016 o

# of Years Renewable: 3

Next Renewal Date: 7,22/2016 =

> Step 15: You may have additional fields that have been customized for your process by
implementation, if so then complete those fields as well.

12
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> Step 16: Once you have entered your award data. Click the Save button to save your changes and
return to the Award Applicant screen for that applicant.

| Save | Exit |

» Step 17: The Award data will now show in the Award Applicant screen for that applicant.

Award Applicant Back to Award Applicants Details
Applicant: Gustitus, Anthony Applicant Email: Anthony.
Status: Selected For Award Status Detail: Final Award

Aaron C. Kesler Future Firefighters Scholarship E | i

Renewal Information: Amount Allocated: $5,000
Amount Available: $5,000

Renewal Start Date: 07/21/2015 Initial Award: $1,000

Renewal End Date: 07/21/2016 Final Award: $0

# of Years Renewable: 3
Next Renewal Date: 07/22/2016

Award Details:

Test 1: Test 2:

Comments:

> Step 18: If you have additional awards to award the applicant, you can award those from this same
Award Applicant Screen without having to go back out and open that funds information. Click on
the Add Award button again to add a second award and repeat steps 9 — 16 again for that award. If
you awarded using the Final Award column, all the applicants that were awarded will now show a
status of “Selected for and Award”.

> Step 19: click on the Back to Award Applicants Details located at the top of the report, to return to
the listing of matched applicants for this funding source.

Award Applicant Back to Award Applicants Details

Applicant: Gustitus, Anthony Applicant Email: Anthony |

Status: Selected For Award Status Detail: Final Award

1.1.3 To Edit an Award in Manage Awards

» Step 1: From the Funding Sources, Award Applicants Details Page, click on the Award Applicant and
open the Award Applicant Screen for that applicant.

12
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Applicant] Award Matching Award
Score Applicant | Awards  Questions Applicant

E E L,’ I'_),I Cruz, Patricia

> Step 2: The Award Applicant Screen will appear showing the details of all the funding sources the

applicant has already been awarded. Click on the actual name of the funding source you want to
edit.

Award Applicant Back to Award Applicants Detalls

Applicant: Cruz, Patricia

Applicant Emall: Pa )
Status: Under Committee Review

Status Detall: Final Award

Aaron C. Kesler Future Firefighters Scholarship @ &
Amount Allocated: $5,000
Amount Available: $5,000
Renewal Start Date: 04/01/2015 Initial Award: S0
Renewal End Date: 04/08/2015

Final Award: $1,000

# of Years Renewable: 3

Next Renewal Date:

Award Detalls

Test 1

» Step 3: The Add Award screen for that funding source will appear showing the award that was given

to that applicant. Make the appropriate changes and click Save to save the changes that were
made.

14



Add Award

Awarded Fund:
Amount Allocated:
Amount Available:

Initial Award:
Final Award:

Comments:

Is Renewable:
Renewal Start Date:
Renewal End Date:

# of Years Renewable:
Next Renewal Date:
Test 1:

Test 2:

1.2 Batch Awards

Save || Exit

Aaron C. Kesler Future Firefighters Schole v
$5,000

55,000

1000

0

® Yes No

07/21/2015 i)

07/21/2016 |

3

07/22/2016 it
Save || Exit

™
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Batch awards will be used to award your applicants if the application form you are awarding on was
used for just one funding source or you have only one funding source for the application process (one to
one process and Common application process).

1.2.1 Accessing Batch Awards

> Step 1: From the Home dashboard select the Evaluations icon or you can access it by clicking on
Evaluations in the Navigation link at the bottom of the page.

a/

Evaluations

15
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Home
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Review Applicares

CommunityForce

CommunityForce Training Sie Database

A

Setup Application
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Batch Awards (A

Scholarships

Business Intelligence

Appications

Administration

a

Center

Scholarship [ Evaluations

Reports

Scholarship Search

Help | Logous

» Step 2: This will direct you to the Evaluations application’s listing. Select the application form that is
linked directly to the funding source you are awarding by clicking on the application name under the
Application Form Column. (Note: If you are using the Common application process, you will be
selecting the child application for the funding source you are awarding, not the actual common
application that was used to apply.)

Home > Evaluations

Search By:
Application Form:

Scholarship:

Sponsoring Organization:

Select

- E&

Application Form
Master Template
2015-2016 Application For all funding

Financial Aid Recipient Application Form

Form for organization accepting Graduates
based on Merit and Financial need

Form for organization accepting High School
applicants with Multiple funds & Multiple
Request Sections

Form for organization accepting
Undergraduates based on Merit and Financial
need

Form for organization with multiple funds
accepting Adult Learners

Form for organization with multiple funds
accepting High School applicants

Form for organization with one fund accepting
Adult Learners

Scholarship

2015-2016 Scholarship Application for all funding

Scholarship Fund Template - Training Sample
Scholarship for organization accepting Graduates

based on Merit and Financial need

Scholarship for organization accepting High School
applicants with Multiple funds & Multiple Request

Sections

Scholarship for organization accepting

Undergraduates based on Merit and Financial need

Scholarship for organization with multiple funds

accepting Adult Learners

Scholarship for organization with multiple funds

accepting High School applicants
Scholarship for organization with one fund

accepting Adult Learners

Sponsoring Organization

Test
My Organization Name 1

My Organization Name 3

My Organization Name 5

My Organization Name 11

My Organization Name 4

My Organization Name 7
My Organization Name 2

My Organization Name 6

Export to Excel Active

«

Start Date Deadline

N/A

N/A

06/12/2015 06/01/2016 X

11/07/2013 12/31/2014 X

01/15/2014 12/31/2014 X

01/03/2014 12/31/2015 X

01/15/2014 12/31/2014 X

10/03/2013 12/31/2014 X

01/01/2014 12/31/2015 X

11/07/2013 12/31/2014 X

» Step 3: You will be directed to that application’s Evaluations dashboard.

1R



Home > Evaluations > Form for organization with one fund accepting Undergraduate applicants

™

e

@} rce.oom

Form for organization with one fund accepting Undergraduate applicants

al

Applicant Status
{é’]
Reports

> Step 4: Select the Evaluate Applicants icon.

> Step5:

Home > Evaluations > Form for organization with one fund accepting Undergraduate applicants

> Evaluate Applicants

an

Evaluation Setup

'\

Section Release

This will open the Evaluate Applicants dashboard.

al

Evaluate
Applicants

»-

Notification Center

Evaluate Applicants

&

Review Status

|

Batch Awards

> Step 6: Select the Batch Awards icon.

Batch Awards

Review Results

AN

Manage Renewal
Applicants

|

Manage Awards

Automated Scoring
Report

» Step 7: The Batch Awards report will appear, showing all the applicants that have at least a status of

submitted in that application form.

17
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Batch Awards

Scholarship Title: Scholarship for organization with one fund accepting Undergraduate applicants
All Applicants Unallocated
Amount Available: $5,000
Initial Award: S0 $5,000
Final Award: S0 $5,000
Last Name: First Name: Email: Blackbaud ID

Filter By Status: All v Filter By Status Detail: All v
:f:r":a"‘ Szfa"if:“‘" Applicant Email L; kbaud ::;:L d| |Budset \Initial Award Final Award) (G Status

2 KA Ellis, Morgan morgan_ellis@cf.com 222826566 0 S0 S0 S0 $0 Comments Additional Info Requeste

2 A Foster, Haley  hf41@cf.com 340329457 0 S0 S0 S0 S0 Submitted

2 2 Harrison, Shelby harrishl@cf.com 164259564 0 S0 S0 S0 S0 Submitted

2 2 Kochert, Katie k.kochert@cf.com 263411684 0 S0 S0 S0 S0 Comments Submitted

2 K Miller, Evan millerevi7@cf.com 84876342 0 S0 S0 S0 S0 Submitted

2 2 Pearson, Kendyl kpearson765@cf.com 0 S0 S0 S0 S0 Under Committee Revie)

E E Plank, Kelly kplank5@cf.com 612944095 0 S0 S0 S0 S0 Comments Submitted

2 z Plunkett, Abbie pink110694@cf.com 471741875 0 S0 S0 S0 S0 Submitted

2 2 Reed, Mercedes sadie7reed@®cf.com 1451516305 0 S0 S0 S0 $0 Comments Submitted

r_): E Zuravsski, Jacob deb.zuravsski8@cf.com 464057358 0 S0 S0 S0 S0 Submitted
Select: All | None

»

Go to Page 1 | Go . Page 1 Of 1 . Display (10 v Records per Page

The top section will show the following items:
Funding Source/Funds Title: This is the name of the Funding Source fund you are awarding from.

All Applicants
Amount Available — Pulling from the Funding Source Fund Setup Annual Budget that you initially

established for this specific fund.

Initial Award — This is the total awarded so far from the funding source based on the Initial Award
column.

Final Award — This is the total awarded so far awarded from the funding source based on the Final
Award column.

Unallocated
Initial Award — Remaining balance to be awarded from that fund based on the Initial Award Column
Final Award — Remaining balance to be awarded from that fund based on the Final Award Column

Search By: Allows you to search for a specific applicant and award just to that specific applicant.

Filter by Status/Status Details: Allows you to filter the report to view only applicants under a specific
status or status detail.

Admin PDF

- Creates a PDF document of the selected applicant(s) application along
with all attached documents that has all sections available for the administrator’s to view.
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Reviewer PDF

- Creates a PDF document of the selected applicant(s) application along
with all attached documents. Any sections/questions that have been marked to be hidden from
reviewers will not appear in the PDF document.

Export To Excel )
- Allows you to export the complete report to Excel, and open it on your

own local computer.

Notify

- Allows you to send an email to the selected applicant(s), using a pre-
designed email template in the notification center for that application, or a custom email just for this
one mailing.

The following options are available in the reporting grid:

(You can use your scroll bar at the bottom of the page to scroll your screen right to left to view all the
available columns.)

* Applicant Score: Click the Applicant score icon to see the Applicant score card for that applicant

* Application Details: Click on Application Details to see the Applicants Award details

* Applicant: The name of the applicant. Clicking on the applicant name allows you to view the
applicant’s application dashboard

* Email ID: Email ID of the applicant

* Total Score: Total score given by reviewers to the applicant based on all tasks that were
performed.

* Initial Award: Initial award amount total given to that applicant

* Final Award: The final award total given to that applicant

* Comment: Comment that can be entered by the administrator processing the awards regarding
the award given to the applicant.

e Status: Current Status of the applicant

* Status Details: Status Details of the applicant

* Is Renewable - Is the award a renewable award

* Renewal Start Date - if renewable what is the start date for the renewal period

* Renewal End Date - if renewable what is the end date for the renewal period

* # of Years Renewable — how many years is this award renewable for

* Next Renewal Date — what is the next start date for the next renewal period, for this award.

* Project Title — (if applicable) this is linked to the project title field in your application form. Must
be set up at time of the application creation by implementation.

* Term - (if applicable) this is linked to a term field in your application form. Must be set up at
time of the application creation by implementation.

e Start Date — (if applicable) this is linked to a Start Date field in your application form. Must be
set up at time of the application creation by implementation.

* End Date - (if applicable) this is linked to an End Date field in your application form. Must be set
up at time of the application creation by implementation.
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* Country - (if applicable) this is linked to the Country field in your application form. Must be set

up at time of the application creation by implementation.

1.2.2 Awarding in Batch Awards

» Step 1: While in the Batch Awards report located in the Evaluations >Evaluate Applicants>Batch
Awards section, click on the Edit Mode button located above the applicant listing section.

| Edit Mode

Scholarship Title: Scholarship for organization with one fund accepting Undergraduate applicants

AN Applicants
Amount Avallable: 55,000
Initial Award S0
Final Award: 50

Last Nasre First Name
Search By:
Fiter by Statws: v Piter By Status Detall: w!
Number Of Applicants: 10

Agphcant Application

Sannn Detalls Aepixan Ematl

@ 2z Ellis, Morgen
L

rrorgan_ellSct.com

€1 €1 Maley  Wricf.com
4 €4 v harrehl®ct.com ATV
4 2z Kochert, Katle b kochert®cf com 263419684
E L': il oo redllered 1 T8 com 84876340
C4 ¢4 Bearson, Kendd kpearson?6S@cf com
A €4 Plank, Kelly phank Sicf com H12944095
¢4 [0 Plukeu, abbie pik110648ch.com 471741875
2 A Boed, Mercedes sadleTrend@cl com 1451506305
(A €A Lursdy, Jacoh deb nuranekidicf com 464057158
wect A N o
GotoPage 1 Go -

Unallscated

Blackbaud ID

Blackbawd Tatal
Requested Budeet Inttial Anard FinalAwacd Comments atus
Score
50 S0 50 30 Comments Addrional wlo Requeite
90 S0 90 0 Submitted
0 S0 ) <0 Submitted
0 S0 0 ) Lo s Submitted
0 0 0 0 Submitted
0 0 b5 90 Under Commttee Revie
0 0 0 ety Submitted
50 %0 %0 %0 Submitted
S0 0 0 SO Comments Submitted
S0 S0 S0 0 Submitted

Display 10 Records per Page

» Step 2: This will open up the Initial Award, Final Award, Comments, Status Detail and Is Renewable
fields so that you can populate those fields with data for each applicant.
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Scorl-e Detal-ils Appli Email i; kbaud ;:—::Ie R: d Budget Initial Award Final Award C Status
=z =z Ellis, Morgan morgan_ellis@cf.com 222826566 0 S0 S0 S0 S0 test Additional Info |
=z =z Foster, Haley  hf41@cf.com 340329457 0 S0 S0 S0 S0 Submitted
2 z Harrison, Shelby harrishl@cf.com 164259564 0 S0 S0 S0 S0 Submitted
=z =z Kochert, Katie k.kochert@cf.com 263411684 0 S0 S0 S0 S0 test move Submitted
2 2 Miller, Evan millerevi7@cf.com 84876342 0 S0 50 S0 S0 Submitted
2 =z Pearson, Kendyl kpearson765@cf.com 0 S0 S0 S0 S0 Under Committe
2 2 Plank, Kelly kplank5@cf.com 612944095 0 50 50 S0 S0 test move Submitted
2 =z Plunkett, Abbie pink110694@cf.com 471741875 0 S0 S0 S0 S0 Submitted
2 Z Reed, Mercedes sadie7reed@cf.com 1451516305 0 50 50 S0 S0 test move Submitted
2 =z Zuravsski, Jacob deb.zurav/ski8@cf.com 464057358 0 S0 S0 S0 S0 Submitted

Select: All | None

Difference between the Initial Award and Final Award Columns

When awarding applicants the Initial award column is an optional column that can be left blank and
only have the Final Award Column populated. However, when an applicant is awarded in the Final
Award column, their status is automatically moved to a status of “Selected for an Award”. That status is
viewable by the applicants on their personal dashboards.

Therefore, some clients do not want to have this status show to the applicants until they have been
notified, or are sure that all the funding has been checked and awarded correctly to the proper
applicants. So they prefer to first award their applicants using the Initial Award Column.

Then once everything has been verified and the applicants have been personally notified, they will then
go in and edit that applicant’s awarding and add the amount again to the Final Award Column causing
the applicant to then be automatically moved to a status of “Selected for an Award”.

>

Step 3: Initial Award/Final Award — If you do not want applicants to see that they have been
awarded prior to notifying them of the award, enter the Initial Award amount otherwise, skip the
initial award and enter the amount in the Final Award. (Once this award has been saved if the Final
Award is populated the applicant will be automatically moved to the “Selected for an Award “status
and the applicant will be able to see that they have been selected for an award.)

Step 4: (optional) Add any comments you may want to include regarding the awarding of this award.

Step 5: (optional): If you want to change their Status Detail you can change it here to the next Status
Detail in your process.

Step 6: (optional) if this is a renewable award and you want to track it using the Manage Renewal
Applicants feature, select “Yes”, to open the additional Renewal Fields and update them with the
renewal information. Otherwise select “No”.

Step 7: Once you have entered your award data. Click the Save button to save your changes. The
award data will be saved. If you awarded using the Final Award column, all the applicants that were

awarded will now show a status of “Selected for and Award”.

Clicking Cancel will cancel all the awarding you currently just entered.
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> Step 8: If you chose to first use the Initial Award column and then notify your applicants, once you
are ready to award the applicants with the Final Award, you can select all, or just one of the
applicants that were awarded with the Initial Award, by putting a check in the box next to their
name and then selecting, the Update Final Award button.

Update Final Award
b o s 1 m“@
licant

Applicant Application
Seora Details Appl ID Score Hequested Budget InithalAward FinalAward Comments
£ €1 Ellis, Morgan morgan_ellisdcf.com 222826566 0 %0 50 $1,000 $0 Comments

> Step 9: You will get an alert message notifying you that it will copy the Initial Award to the Final
Award, and will override any amounts that you may have already entered in the Final Award field for
the selected applicants. Click Continue.

System Alert 240

You are about to copy the Initial Award to the Final Award. Any amount in the
Final Award will be lost. Are you sure you wish to continue?

Continue Cancel

» Step 10: This will automatically add the exact amount that was in the Initial Award Column to the
Final Award column.

;cp:rl:cmt Appllf:t‘lon ApplS Email ilnhr.kbmd Total Requested BudgetlInitial Award Final Award

r_’: 2 Elliz, Mergan morgan_ellis@cf.com 222826566 0 $1,000 $1,000 Bomments

» Step 11: When you move an applicant to final award using the Update final award button, the
applicants status will not change automatically to “Selected for an Award. You will need to click on
the Edit Mode button again, and then once the edit mode opens, click the Save. This will then
automatically move all that have the Final Award amount to the “Selected for an Award” status.

1.2.3 To Edit an Award in Batch Awards

» Step 1: While in the Batch Awards report located in the Evaluations >Evaluate Applicants>Batch
Awards section, click on the Edit Mode button located above the applicant listing section.

| Edit Mode
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» Step 2: This will open up the Initial Award, Final Award, Comments, Status Detail and Is Renewable
fields so that you can populate those fields with data for each applicant.

‘S\cp:r":a"t S:raaliirl:sation Applicant Email E kbaud ::—ﬁ:le d Budget Initial Award Final Award C Status
=z =z Ellis, Morgan morgan_ellis@cf.com 222826566 0 S0 S0 S0 S0 test Additional Info |
=z z Foster, Haley  hf41@cf.com 340329457 0 S0 S0 S0 S0 Submitted
=z =z Harrison, Shelby harrishl@cf.com 164259564 0 S0 S0 S0 S0 Submitted
=z =z Kochert, Katie k.kochert@cf.com 263411684 0 S0 $0 S0 S0 test move Submitted
2 2 Miller, Evan millerevi7@cf.com 84876342 0 S0 S0 S0 S0 Submitted
=z =z Pearson, Kendyl kpearson765@cf.com 0 S0 $0 S0 S0 Under Committe
=z =z Plank, Kelly kplank5@cf.com 612944095 0 S0 50 S0 S0 test move Submitted
=z =z Plunkett, Abbie pink110694@cf.com 471741875 0 S0 S0 S0 S0 Submitted
2 2 Reed, Mercedes sadie7reed@cf.com 1451516305 0 50 50 S0 S0 test move Submitted
=z =z Zuravsski, Jacob deb.zurav/ski8@cf.com 464057358 0 S0 $0 S0 S0 Submitted

Select: All | None

> Step 3: Make any appropriate changes to the awards, and click the Save button to save your
changes.

1.3 Manage Renewal Applicants
If you have applicants that you have awarded in your application form, and those awards are renewable
and you populated the Renewal fields in the Manage Awards or Batch Awards when awarding, you can
use the Manage Renewal Applicants to track those renewals.
The Manage Renewals allows you to release sections within the same original application form to the

renewable recipients, to have them update those sections each year of the renewal.

1.3.1 To Access the Manage Renewal Applicants

> Step 1: From the Home dashboard select the Evaluations icon or you can access it by clicking on
Evaluations in the Navigation link at the bottom of the page.

a/

Evaluations
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Home

Home

ail

Evahations

~—
N ol

Review Applicant

1

CommunityForce Training Sie Database

'

Setup Application
Forms

Batch Awards (A
Scholarships

nstasona

Business Intelligence

P Scholarship

24

Administraton

a

Notificason Center

Appications

Scholarship

Evaluations

Scholarship Search

Reports | Help

was used to apply to all your funding sources that you are wanting to track the renewals on.

Home > Evaluations

Search By:

Application Form:

Scholarship:

Sponsoring Organization:

Select

T i

Application Form

Master Template

2015-2016 Application For all funding

Financial Aid Recipient Application Form

Form for organization accepting Graduates
based on Merit and Financial need

Form for organization accepting High School

applicants with Multiple funds & Multiple

Request Sections

Form for organization accepting

Undergraduates based on Merit and Financial

need

Form for organization with multiple funds

accepting Adult Learners

Form for organization with multiple funds

accepting High School applicants

Form for organization with one fund accepting

Adult Learners

Scholarship

2015-2016 Scholarship Application for all funding

Scholarship Fund Template - Training Sample
Scholarship for organization accepting Graduates

based on Merit and Financial need

Scholarship for organization accepting High School
applicants with Multiple funds & Multiple Request

Sections

Scholarship for organization accepting

Undergraduates based on Merit and Financial need

Scholarship for organization with multiple funds

accepting Adult Learners

Scholarship for organization with multiple funds

accepting High School applicants
Scholarship for organization with one fund

accepting Adult Learners

Sponsoring Organization

Test
My Organization Name 1

My Organization Name 3

My Organization Name 5

My Organization Name 11

My Organization Name 4

My Organization Name 7
My Organization Name 2

My Organization Name 6

> Step 3: You will be directed to that application’s Evaluations dashboard.

Export to Excel Active

Start Date Deadline
N/A N/A

06/12/2015 06/01/2016
11/07/2013 12/31/2014

01/15/2014 12/31/2014

01/03/2014 12/31/2015

01/15/2014 12/31/2014

10/03/2013 12/31/2014
01/01/2014 12/31/2015

11/07/2013 12/31/2014

«

Logas

» Step 2: This will direct you to the Evaluations application’s listing. Select the application form that
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Form for organization accepting High School applicants with Multiple funds & Multiple Request Sections

al

Applicant Status

=

Reports

> Step 4: Select the Evaluate Applicants icon.

an

Evaluation Setup

%

Section Release

al

Evaluate
Applicants

n-

Notification Center

» Step 5: This will open the Evaluate Applicants dashboard for that application form.

Evaluate Applicants

o

Review Status

=X

Review Results

|

Batch Awards

)

Manage Renewal
Applicants

> Step 6: Select the Manage Renewal Applicants icon

)

Manage Renewal
Applicants

Step 7: The will open the Manage Renewal Applicants report

|

Manage Awards

Automated Scoring
Report

o5
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Home » Evaluations » Form for crgasization accepting High School applicants with Muitiple funds & Multiple Request Secticns » Evaluate Applicants » Manage Renewsl Applicants

Aepixant Emael Blackband 10 Awacded Fund lnitilAward EioalAward Benewal RenewalitarsDate Benewal€ndDate #5f Years Benewable Next Benewal b
Asron C, Keer

1000 Ye 04/01/2015 /0872015

1000 Yer 07 /21/200% oTI212016 1 v n0e

o1 0470470004 W04
GotoPage 1 Go - fel10fL iy Diiglay 10+ Rcords per Page
Rt st e st ) I
Rute
Asplicars Eoad Blackbund 10 Amarded Fund Eeleaied Sectizns Reloased Commen
Lmatl sent
) . FASFA EFC
Mix, Coltn Collin Mix@grmed. com Scholarhip for organization accepting Migh School applicants vith Multiple funds & Maltiple Request Sections ration O4/0472014 Yes [ ert
ndormation
GotoPage 1 Go - 10 -» Diiplay 10 v Racords per Page

- allows you to search for an applicant in the Manage renewal Applicants

report.

Export to Excel . .
- allows you to export this report to Excel and open it on your own local computer.

The top section shows the current renewal data for all applicants that were awarded renewal awards in
the application form.

(You can use the scroll bar at the bottom of the page to move the page left to right and view the
additional columns)

Applicant — Applicant that was awarded the Renewable Award. Clicking on the Applicants name will
allow you to view the applicant’s dashboard for this application form.

Email - The email address of the awarded applicant

Awarded Fund - The funding source that was awarded to the applicant that is renewable

Initial Award/Final Award — The amount of the award awarded to the applicant from that funding
source

Renewal - is the award still renewable. If the award is no longer renewable you can click on the Yes, to
change the renewal to No to close it out.
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Renewal Information
Cancel Renewal : Yes No
Date : j
Comments :
Save » Cancel »

Renewal Start Date — The start date for the current renewal term
Renewal End Date - The end date for the current renewal term
# of Years Renewable — how many years is the award renewable for.
Next Renewal Date — The next date that the next renewal term will start on.
Comments — any comments that have been entered regarding the award and its renewal
Released — Does this applicant have a current section released back to them to complete. (If an
applicant has a released section they will appear in the bottom section of this report).
You would Release a section back to the applicant the same way as you do in the Applicant Status
report.
Click on the No, in the Released column for that applicant in the top section of the Mange Renewal
report, and select the section to be completed and the date for completion, enter the email

comment and then click a send option to send the notification email to the applicant to notify them
they have a section to complete.

27



Save

Save

| 2

>

Save And Email

>

Preview Email » Exit >

Student Name: (Cruz, Patricia

General Information
Essays
Family Information

Education Information

<

FASFA EFC Information Deadline Date
Financial Information

School and Community Activities

Academic Honors

Work Experience

Additional Information

Bill Lontz Science Scholarship

Student Signature

Teacher Recommendation

Personal Recommendation

Church Recommendation

Coach Recommendation

Academic Information Request to Guidance Counselor
Parent Section

Staff Section

Available Scholarships

Date Email Sent: [7/21/2015  |(MM/DD/YYYY)

Comments:

Save And Email

| 2

Preview Email » Exit >

™

*:.} rce.oom

View Application — Clicking on the View Application will allow you to view the applicant’s application in
the application grid format.

The bottom section of the Manage Renewal report shows if a section within this application form has
been released back to the applicant to update. Once the applicant completes the section they will move

back up to the top of the screen.

Released Award / Renewal Applicants : (1)

Applicant  Email

Blackbaud ID  Awarded Fund

Mix, Collin - Collin.Mix@gmail.com

1.4

Scholarship for organization accepting High School applicants with Multiple funds & Multiple Request Sections

Additional Awards Reports:

Released Sections

FASFAEFC Information  04/04/2014 Yes

Date Email Sent Released Comments

Comments
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There are additional reports that can be used when awarding to applicants that allow you to view
multiple applications forms and award applicants from those application forms without having to go to
each individual application’s Evaluations section. To locate these reports:

» Step 1: From your Home dashboard, select the Batch Awards (all Scholarships) Icon

Batch Awards (All

Scholarships)
Home
Home Scholarship Search
2% 52
3 \\. @&
Setup Application
Setup Users Forms Setup Scholarship
v A v
o =
Evaluations Batch Awards (All Administration
Scholarships)
o il = -
Review Applicants Institutional Notification Center
Reports

» Step 2: This will open the Reports (All Funding Sources)

Home > Reports (All Grants/Fellowships)

Reports (All Grants/Fellowships)

| ¥ i

Batch Awards

Award Applicants Applicant Status
Report

©a 4
-

'_\/
Overlap Report Recommender

Report

20
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1.4.1 Batch Awards (Reports/All Funding Sources)

Batch Awards is the same as the batch awards in the evaluation section but allows you to see the
awarding history for multiple applications and award those applications from one location. This is
helpful if you have multiple applications active at a time that you want to review or reward from without
having to go to each application’s evaluations section to do so.

Using the Batch Awards here allows you to select by application and award the applicants for that
application. The awarding is done the same way as you do in the Batch Awards but you will first need to
select the application for the funds you want to award for.

1.4.2 Award Applicants Report (Reports/All Funding Sources)

This allows you to view the awarding for all your funding sources to see what has been awarded from
each funding source and the Academic Years they were award.

» Step 1: Select the Funding Title — the name of the funding source

» Step 2: Select The Academic Year you want to view or you can select all to see all the academic years
that have been awarded from that funding source.

» Step 3: The applicants that have been awarded will display in the report below.

Award Applicants Report

- Scholarship Title: Aaron C. Kesler Future Firefighters Schelarship
—_— Academic Year: all
All Applicants Unallocated
Total Fund Amount $15,000
Initial Award 0 $15,000
Final Award $1,000 $14,000
Last Name: First Name: Email: Blackbaud 10
Search By: “
Number Of Applicants: 1 Filter By Status: All * Filter By Status Detadl: All .
Score
[ Form for organization accepting High School applicants with Multiple funds & Multiple Request Sections 20142015 Cruz, Patricia Patricia.C "
GotoPage 1 Go - Page 1 Of L . Display 10 * Records per Page

> You can use the bottom scroll bar to scroll left to right to view all the available columns.

* Score Sheet — you can click on the score sheet for each applicant to view their scoring
information on the application.
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* Application Name — List the name of the Application that was used to apply for this funding
source

* Academic Year — the year the funding was provided

* Applicant Name — Clicking on the Applicant’s Name will open the applicant’s dashboard
displaying that application they applied for.

*  Email — Applicant’s email

* Status — Applicant’s current status

¢ Status Detail — (if used) the applicant’s current Status Detail

* Final Award — the final amount awarded to the applicant

* Total Score — the total score for the applicant on all tasks in that application’s process.

1.4.3 Applicant Status (Reports/All Funding Sources)

Applicant Status (All funding sources) is the same as the Applicant Status in the evaluation section but
allows you to see the status for multiple applications and view applicant’s applications from one
location as well as use the Manage Awards to award the applicants for that application form. This is
helpful if you have multiple applications active at a time and keeps you from having to go to each
application’s evaluations section to review the Applicant Status and award using the Manage Awards
section for that individual application.

Using the Applicant Status here allows you to filter by a specific academic year and/or sponsoring
organization to see a listing of applications for that filter. The Applicant Status features are used in the
same way as you do in the individual application’s Evaluation>Applicant Status.

In the Applicant Status report you can also go to the Manage Awards for that a specific application form
and award applicants by funding source in the Manage Awards section, the same way you would use the
Manage Awards section when going in on an application’s separate Evaluation sections Manage Awards
Section.

> Step 1: You can use the Filter Application List to filter the Select an Application Section, you can first
select an academic year and/or specific sponsoring organizations. Once you click on the Filter
Application List the Select an Application will only display those application forms that meet the
filter criteria. (l.e. If you only want a listing of applications for a specific Sponsoring Organization,
select that organization and click the Filter Application List, the dropdown listing for the Select an
Application will only display the application forms for that sponsoring organization)

Applicant Status
2015-2016 * T
Academic Year: = Sponsoring Organization: Select v

Select an Application: Form for organization accepting High School + NENIIIEVEIERIENE

> Step 2: Select an Application — if you have not selected a filter in the Academic Year or in the
Sponsoring Organization all applications that are active will appear in the Select an Application drop
down, if you did select a filter only the applications that meet the filter criteria will appear.
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Applicant Status

Academic Year: 2015-2016

Sponsoring Organization: Select

I Select an Application: Form for organization accepting High School |

Al Filter Application List

> Step 3: Once you select an application the Applicant Status report for that application will display in

the applicant status report below.

Home > Reports (AUl Grants/Fellowships) > Applicant Status

Applicant Status

2015-201 *
Academic Year 015-2016 Si

Select an Application: Form for organization accepting High School

ponsoring Organization: Select v

Go 1o Manage Awands

Last Name: First Name: Email: Blackbaud ID
Search By: ot h
Filter by Status: Al . Change Status to: Select hange Apphcant Staturs
Fliter by Status Detall: ALl . Change Status Detall to: Select 8 Change Apphcant Statss Dot
N —
Submitted 2813
Score Applicant  Email Blachbaud Date & Status ks Released W a0 comments Requested Received H
Sheet [1°] Time Detadl Date P
Student
o | [ Withdrawn No . withdrew 100 1005 N
y application
Under
» Cnaz, 04/04/2014 Final - -
B patric 05:17 g”"""" award o s 5% N
enew
» Day, -
B 1eien Submission No il null N

> Step 4: If you want to award applicants using the Manage Awards section to award by specific

funding source you, can click on the Go To Manage Awards button next to the Select an Application.

Applicant Status

2015-2016
Academic Year: © =
v

Select an Application: Form for organization accepting High School

Sponsoring Organization: Select

Go 1o Manage Awards I

> Step 5: The Manage Awards section will display for the application form. You would use the

Manage Award section the same way as you would when accessing it in the Evaluations>Evaluate

Applicants>Manage Awards.
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Home > Evaluations > Form for organization accepting High School applicants with Multiple
funds & Multiple Request Sections > Evaluate Applicants > Manage Awards

Manage Awards

Scholarship Name

Export to Excel

BT e e Total Amount Total Amount  Amount Total No of Applicants No Of Students Awarded in No of Matching
ReiCAID sALe Allocated Awarded UnAllocated Awarded this Application Applicants

Aaron C. Kesler Future

Firefighters Scholarship $5,000 50 4
Arvin-McCord Scholarship $500 S0 1
Go to Page 1 Go & Pageiofi [y Display 10 v Records per Page

1.4.4 Overlap Report (Reports/All Funding Sources)

The Overlap Report allows you to see awarding by a listing of applicants.

You can select to see a listing of all applicants that have received Multiple Scholarships, One or More
Scholarships, or just one scholarship.

Home > Reports (All Grants/Fellowships) > Overlap Report

Overlap Report

Show applicant who have received: One or More Scholarship ¥

Last Name: First Name: Email: Blackbaud ID

Number Of Applicants: 3 Update Final Award Admin PDF Reviewer PDF Export to Excel Edit Mode

Score Application a Blackbaud " .
Sheet Details Applicant Name D Email Term Country Scholarship Name
B' B 2:;:‘;::; ’ Anthony.Gustitus@cf.com Scholarship for organization accepting High School applicants v/ith Multiple funds & Multiple Request Section
L)' E ﬁ:?;:;i‘t ’ 1808586236 kristenalbrecht@cf.com Scholarship for organization vith multiple funds accepting High School applicants
E B Cruz , Patricia Patricia.Cruz@cf.com Scholarship for organization accepting High School applicants vsith Multiple funds & Multiple Request Section
Select: All | None
»
Go to Page 1 | Go 4  Page10f1 [ Display 10 v Records per Page

1.4.5 Recommender Report (Reports/All Funding Sources)

The Recommender Report allows you to see all the Recommender’s that were recommended to
complete a request section in an application form.

You can see all the active application forms or select a specific Academic Year only.
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Recommender Report

Academic Year

2014-2015,2015:2016

w

Recommender Email:

Search By:

Recommender Name:

Number Of Applicants: 225

Applicant Email
:‘n;m"' andreaaron727&cf.com

Albrecht,

Kristen

Albrecht,

Kristen

Albrecht,

Kristen

kristenalbrechtacf.com

kristenalbrechtact.com

kristenalbrecht@ct.com

1808586236

1808586236

1808586236

Form for
organization with
multiple funds
accepting Migh
School applicants
Form for
organization with
one fund
accepting High
School applicants
in Indiana

Form for
organization with
one fund
accepting High
Scheol applicants
in Indiana

Form for
organization with
multiple funds
accepting High
School applicants

Blackbaud ID Application Name Section

Official
Transcripts High
School Guidance
Courelor

Official
Transcripts High
School Guidance
Courvelor

Parent Signature

Official
Transcripts High
Schecl Guidance
Courcelor

Recommender Name Recommender Email

Brenda Lovold

Erenda Lovold

Susan Albrecht

Brenda Lovold

03/07/

01/12/

01/05/

03/06/

2014

W14

W4

2014

03/07/2014

01/13/2014

01/05/2014

03/07/2014

This report will show the Applicant, The Application Name, the section the recommender was requested
to completed, the Recommender’s Name and Email, the date the request was requested by the

applicant, and the date that the recommender completed the section.

Each Column that is highlighted in Blue can be clicked on to sort the column alpha/numeric.

You also can export this report to Excel to format it in an Excel document on your local desktop.

U



