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Module Pre — Administration Dashboard Section — for Global Administrators

This module will cover the sections that are reserved for the Role Type of Global Admin. This will cover
the functionality of the Administration Dashboard and how the items in that dashboard are completed.

Global Admin role type has full administrative rights within the CommunityForce application program to
view, make changes, and delete items.

The functionalities listed in this guide, are the main setup functions to begin using the CommunityForce
system. However, some items in the Administration Dashboard apply to other setup features in the site
and are covered in additional training modules and will not be included in this training. When
addressing those items, we will direct to the appropriate training module for additional information on
how to perform those functions.
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1. Administration Dashboard

The Administration dashboard is only accessible to the Global Admin role type. The Administration
dashboard contains the administrative items used in setting up and getting started with using your

CommunityForce site.

The Administration dashboard is accessed from your Home page, by clicking on the Administration Icon.
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2. Search Filters

When you have multiple fund applications available, Search Filters allow the applicants to search for
funding based on specific fund eligibility criteria(s), and to be able to locate only those funds that they
are eligible for.

This keeps the applicant from having to scroll through pages of available funds in order to find only
those that they are eligible for. When the applicant searches on specific eligibility criteria(s), they are
then directed to the appropriate fund(s) that they qualify to apply for according to what they selected.

Search filters are mainly used in a 1:1 Application process, where the application they are applying to
only applies to one funding source.

The Search Filters set up allows the Global Administrator to create all the applicable fund eligibility
criteria questions to search for all the funds that will be set up in the CommunityForce system.

Important Note: This is an optional feature. If you do not want to use search filters you can turn this
feature off in the Administration>Site Settings: General Settings: Enable Search by Eligibility Criteria by
selecting “No” to disable this feature. If disabled, it will not be necessary to set up search filters and you
can skip this item in the site setup.

If you do decide to use this feature you will want to confirm that this functionality has been activated on
your site and that the Administration>Site Settings: General Settings: Enable Search by Eligibility
Criteria is set to “Yes” to enable this feature. You will also need to decide where in the login process will
the Search Screen appear, and adjust the setting in the Administration>Site Settings: General Settings:
Default Page before Login or Default Page after login.

Once this feature is enabled, when you setup the funds in the Funds setup, the search filters that are
available will appear in that funds setup page.

It is recommended that you first create all the search filters needed for every funding source that will be
active on your site, before creating the actual funding source in the Fund Setup. Once the search filters
are created you can then go to the fund setup and assign all the active criteria(s) to all of you funding
sources.

If using Search Filters, it is important to remember that these filters are used to search for specific funds.
Therefore, every funding source that applicants need to search for must have a reply added for every
search filter created in order to be returned in search results.

Think about each criteria you set up on a fund asking “If the applicant selects only this filter to search on
should the fund appear in the results to the applicant.”

Example:
You have only two search filters created for your site:

State (the state filter contains values for every single state)
Major (you have a listing of majors that are for eligibility in only specific funds)
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Fund 1 - Applicants from Virginia are eligible no matter what their major is. (This is the only eligibility
criteria requirement for this fund.)

When setting the search filters on Fund 1

State - Since the only state for eligibility is Virginia, you would only select Virginia.

Major - Since the fund does not limit Majors, every major in your listing would need to be selected
so that when the applicant from Virginia also selects a major in the search, this fund would appear
as they are allowed to apply to this fund if they live in Virginia.

Fund 2 - Applicants that are Majoring in Business Administration are eligible for the fund no matter
what state they live in. (This is the only eligibility criteria requirement for this fund.)

When setting the search filters on Fund 2

State — Since the fund does not limit States, every state in your listing would need to be selected so
that when the applicant with a business administration major also selects a state in the search, this
fund would appear as they are allowed to apply to this fund if they are majoring in Business
Administration.

Major - Since the only major for eligibility is Business Administration, select only Business
Administration.

Fund 3 = Applicants from Virginia, Majoring in Health Care are eligible for this fund
When setting the search filters on Fund 3
State - Since the only state for eligibility is Virginia, you would only select Virginia.

Major - Since the only major for eligibility is Health Care, select only Health Care.

Below is an example of the Search Screen that the applicant sees when entering the CommunityForce
system.




2.1Setting up the Search Filters

Exercise 1

> Step 1: From the Administration Dashboard click on the Search Filters Icon
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> Step 2: The screen below will open:
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Home > Administration > Scholarship Search Filters

Scholarship Search Filters

Save » Save & Exit > Cancel » Exit »
Sort Hidden Filter Question
Edit Up Down Active Required From  External Name Internal Name Xml List Items
Order Type
Search Name
1 No No No Country Country Africa: All-Africa: Algeria~Africa: Angola-~Africa:

Benin-~Africa: Botsvana~Africa: Burkina
Faso-~Africa: Burundi~Africa: Cameroon-Africa:
Cape Verde-~Africa: Central African
Republic~Africa: Chad~Africa: Comoros~Africa:
Congo-~Africa: Cote divoire~Africa: Djibouti~Africa:
Egypt~Africa: Equatorial Guinea~Africa:
Eritrea~Africa: Ethiopia~Africa: Gabon-~Africa:
Gambia~Africa: Ghana~Africa: Guinea-~Africa:
Guinea-Bissau~Africa: Kenya-~Africa:
Lesotho~Africa: Liberia~Africa: Libya~Africa:
Madagascar~Africa: Malavsi~Africa: Mali~Africa:
Mauritania~Africa: Mauritius~Africa:
Mayotte~Africa: Morocco~Africa:
Mozambique~Africa: Namibia~Africa: Niger~Africa:
Nigeria~Africa: Reunion~Africa: Rwanda-~Africa:
Saint Helena~Africa: Sao Tome and Principe~Africa:
Seneoal~Africa: Sevchelles~Africa: Sierra

NOTE: There are only 20 available pre-designed questions for search criteria filters.

Your system has pre-loaded search filter questions that may not be specific to your organization. If you
are not using this feature, you will want to make sure all the questions are marked inactive. If you are
using this option then you will need to edit the questions according to your organization’s needs.

» Step 3: To add your funding sources’ search filter criteria(s) you will need to edit an existing filter
that is already pre-loaded on the site.

> Step 4: Next to the Filter you are editing, click on the Edit icon.

)
=

» Step 5: This will open the fields so that you can edit them with your criteria information.

n Sort g 3 uicden External Internal q q
Edit Up Down o Active Required From Filter Type  Question Xml Name List Items
rder Name Name
Search
° ° e Country Country DropDown ¥ Africa: All~Africa: Algeria~Africa: Angola~Africa:
Yes No Yes No Yes No Benin~Africa: Botswana~Africa: Burkina
Faso~Africa: Burundi~Africa: Cameroon~Africa:
v Cape Verde~Africa: Central African
Republic~Africa: Chad~Africa: Comoros~Africa:
Congo~Africa: Cote dlvoire~Africa: <

., Djibouti~Africa: Egypt~Africa: Equatorial

> Step 6: You will need to adjust every column to fit the use of your new criteria

* Active - Is this an active search filter criteria that should be added to all your funding sources?
(You may at times have criteria filter questions that no longer apply, so you can make them not
active so that they do not continue to appear when setting future eligibility of funds going
forward)

Yes — activates it and you will need to add a value for this criteria in every funding source.
No —if this should not be activated then select No and it will not appear in the funding
sources setup.
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* Required - Is this a required search filter that the applicant is forced to search on. If required
the applicant will not be able to perform a search without first selecting something in this filters
search field.

Yes — makes it required and the applicant is forced to make a selection for this search filter.
No - this is not required and the applicant can skip this field when searching.

* Hidden from Search - allows you to create search filter questions, that are shown on the fund
page but not available on the Search Page. It will show on the Funding source setup page, but is
hidden so that the applicant does not have it as an option in the Search screen.

Yes — Hides the search filter from the Welcome Search page
No — Search criteria is viewable on the Welcome Search page

* External Name - the search filter question name that is shown to the applicant on the Search
Page.

* Internal Name - the search filter question name that is shown for internal purpose only.
Usually an abbreviated version that is understandable to internal staff within your organization.

* Filter Types - Set how the criteria values are displayed when selecting the specific filter for the
search question type.
Drop Down — A dropdown list that allows only a single selection of an item
Multi Select — A dropdown list that allows multiple selections of an item within a criteria
filter.

* Question XML Name: the xml name given to the search filter. Important when using external
integration with your organization’s program and matching applicants to specific criteria that
they have been matched to internally and you want those fields to populate with the same data
you have internally, you will need to know the XML names to be able to map effectively.

* List Items — Listing of the available value replies for the search filter question. You will want to
delete the existing items by selecting them and clicking delete on your keyboard. Then add your
new listing separating each individual value with the tilde symbol (~) do not add spaces between
the values, this will be one long string listing all the available values for that filter.

Example:
[llinois~Indiana~Ohio~West Virginia~Virginia

Step 7: Once you have completed editing your item you can click Save to save that item only and
continue to the next item to edit.

Step 8: if you need to adjust the sort order of the items you can click on the Up/Down arrows to
move it up or down in the listing. This will also adjust the sort order to the positon you move it to.

Step 9: Once you have completed editing and adding all your search filters that will be for your
funding sources, you can click the Save and Exit, to return to the Administration Dashboard. Once

these are saved and activated they will be available for use in the Funding Source Setup.

Cancel — Cancels changes and remains on the page

10
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Exit — Does not save any changes and returns to the Administration Dashboard

3. Sponsoring Organization

There may be organizations that process applications across multiple departments within their
organizations as well as organizations that process applications for multiple organizations. The
Sponsoring Organization setting allows the Global Admin to enter multiple sponsoring organizations and
connect specific funds, applications, and user accounts to those separate organizations.

3.1Adding Sponsoring Organizations

Exercise 1

> Step 1: From the Administration Dashboard click on the Sponsoring Organization Icon
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> Step 2: The Sponsoring Organization page will open:
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Home > Administration > Sponsoring Organization

Save » Save & Exit > Cancel » Exit »

Sponsor Name:

Sponsor Information:

Sponsor Logo : [ Uplod Sponsor Logo

Save » Save & Exit > Cancel » Exit »
| nsor Name Description
O 7 X Department of History of Art and Architecture History of Art and Architecture
O 7 X Department of History of Science History of Science
] 7 X Department of Human Evolutionary Biology Human Evolutionary Biology
m] 7 X Department of Legal History, American Legal Education Legal History, American Legal Education
O 7 X Department of Libraries/Museums Libraries/Museums
O 7 X Department of Literature and Comparative Literature Literature and Comparative Literature
O 7 x

Department of Mathematics Mathematics

> Step 3: Sponsoring Organization Name - Add a new Sponsoring Organization by typing a Sponsor

Name in the Sponsoring Organization Name field. If you only have one organization then you will
only enter that one organization’s information as the Sponsor for all your applications/funds.

> Step 4: Sponsoring Organization Information — Enter a brief description for the Organization.

> Step 5: Sponsoring Organization Logo — If you have a logo for this organization, upload the logo for
this Organization by clicking on the Upload Sponsor Logo.
Logos must be formatted:
Max Height: 80px
Max Width: 400px

> Step 6: After you have entered information. Click Save and a System Message will appear. Click OK
to continue.

Status Update 117

Your data has been saved.

» Step 7: The new sponsoring organization will appear in the table grid below.

Exportto Excel

a Sponsor Name Description

O § X Department of History of Art and Architecture History of Art and Architecture

) Ef X Department of History of Science History of Science

[} b X Department of Human Evolutionary Biology Human Evolutionary Biology

] q X Department of Legal History, American Legal Education Legal History, American Legal Education
O ¥ X Department of Libraries/Museums Libraries/Museums

] Ef X Department of Literature and Comparative Literature Literature and Comparative Literature
O d X Department of Mathematics Mathematics

12
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Export to Excel
— You can click the Export to Excel to open the listing of the table grid to and Excel
document.

Save — Saves your changes and stays on the page

Save & Exit — Saves your changes and exits to the Administration Dashboard
Cancel — Cancels your changes and stays on the page

Exit — Does not save any changes and exits to the Administration Dashboard

3.2Editing a Sponsoring Organization:

-
To edit an existing sponsoring organization in the table listing, click on the edit icon “ to the left of the
organization you wish to edit. Their information will appear in the top section, make your changes and
click Save for the changes to be saved.

Delete — Select the red “X” to the left of the organization you wish to delete. You will receive a
confirmation to delete message, answer “yes” to delete.

Egon ik tnw
Spormor Naese Oexcrption
—l Department of Matory of At and Mehiectare Watory of At and ehiectre
{ X [ Departrert of Matory of Science Mstory of Sclence
X [ Departmert of Marman Evclumionary Biokogy Wren Dvkutorany bokogy
y X [ Departoeet of Lagal Memory, Aewrican Lagl Educanen Logal Htary, Amwrican Logal Educanion
{ X [ Degartment of Libraries/ Museums Lbrares Maeums
X [l Departmect of Linsewture 10 Companative Lisensure Loweatre W Comparitre Lowatre
{ X | Dupartmant of Mamemutics Ratematics
— -
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4. Status Details (Optional)

Status Details are custom stages designed to help you with your application process.

As the applicants move through the application process the system uses Status(es) to define where the
applicants are at in the application process. Status are automatically triggered by the system as an
applicant is moved through the process. However, many of our clients need to be able to track the
applicants beyond those standard statuses. Therefore, Status Details allows you to create additional
status/stages that will help you know what stage of your process those applicants are in.

Status Details are global items and when created are available on all applications.

4.1Adding a new Status Detail

Exercise 1

> Step 1: From the Administration Dashboard click on the Status Details Icon.

.

Status Details

Administration

14
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» Step 2: The Status details table grid will open grid showing all the current Status Details.

> Note: You site will come preloaded with some common Status Details that can help give you an idea
of some Status Details that have been used by some of our clients. All of these are editable, and can
be changed to a name that better fits your process, and you can add additional Status Details, as
needed. There’s no limit on how many status details you can add.

Home > Administration > Status Details

Status Details

Application Status Detail Description Active Sort Order

G x Assigned For Review The student's application is being reviewed Yes 1

[ % Returned to Student Grant Admin returned the application to the stucent for additional information Yes 2

[& % Not Qualified The Grant Admin determined the applicant is not qualified for the grant or fellowship they applied first Yes 3

[&f % Not a Finalist The student's application was reviewed and is not on the list of finalists Yes 4

G x Preliminary Award Preliminary Award Yes 5

B x Prelininary Award Alternate  Prelininary Award Alternate Yes 6

[ % Final Award Student selected for an award Yes 7

[ % Final Award Alternate Student selected as an alternate for the final award Yes 8

[ % Award Declined The student declined an award from this grant Yes 9

[ % Closed The application is closed...... Yes 10

Goto Page 1 Go @ Page10f2 =3 Display 10 ~ Records per Page

* Application Status Detail — the current name of the status detail

* Description — a brief description of the purpose of this status detail

* Active — Yes — The Status Detail is currently active and available for use within your application
process.

* Active — No — The Status Detail is currently not active and will need to be activated before it can

be used within your application process.

* Sort order — This is the sort order of the Status Detail in how it will display when viewing a status
details dropdown box within various reporting areas of the application’s evaluation sections,

> Step 3: To add a new status detail, click on the Add a Status Detail button

Add a Status Detail

15
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Application Status Detadl Description Active Sort Order
& X Assigned For Review The student’s application is being reviewed Yes 1
& X Returmed to Student Grant Adman returned the application to the stucent for additional information Yoz 2
& X Not Qualified The Grant Admin determined the applicant & not qualified for the grant or fellowship they applied first Yo 3
& X Not a Finalist The student’s application was reviewed and 15 not on the list of finalists Yes -
& X Preliminary Award Preliminary Award Yes 5
& X Preliminary Award Alternate  Prelininary Award Alternate Ye: 6
& X Final Award Student selected for an award Ye: 7
& X Final Award Alternate Student selected as an alternate for the final award Yos 8
g X Award Dectined The student declined an award from this grant Yes §
& X Closed The apphication is closed.... Yes 10
GotoPage 1 Go - Page 10f2 [ Display 10 + Records per Page

> Step 4: The Status Detail setup section will open at the top of the page.

Save » Save and Exit > Cancel » Exit »

etail
" Qualitied for Review — %

Used to quatify an applicant to continue moving them through the review process,
WD UNJEr COMMItLEe review

*Description e —
0 2 ————
A - —
Save » Save and Bxit > Carcel » Exit  »

Iltems marked with an (*) are required and will need to be completed when creating a new Status Detail.

> Step 5: *Application Status Detail — Enter the name for the new Status Detail you want to create,
this is the name that will appear in the Status Detail drop down listings.

> Step 6: *Description — enter a brief description describing the purpose of this Status Detail

> Step 7: *Sort Order — This is the display order given to the Status Detail and is the order it will be
displayed in the dropdown menu selection when selecting the Status Detail within you applications.

> Step 8: Active — Select this if you want this Status Detail to appear as an option when selecting
Status Details within all your applications. If this is not selected the Status detail will not be

activated and will not appear in the dropdown menu selections.

> Step 9: Click Save to Save your information and stay on the page or click Save and Exit to save the
status detail and return to the Status Details Table.
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Cancel - Clears all data you entered and stays on the page

Exit — Does not save any data you entered and returns you back to viewing only the Status
Details table grid.

» Step 10: Once you save the new status detail a message will appear showing it has been created,
click Ok to continue. Once saved your new status detail will appear in the Status Details table.

Status Update 107

The Application Status Detail has been created.

.

4.2Editing an Existing Status:

> Step 1: While in the Status Detail Table grid, to edit an Existing Status Detail click on the Edit icon
located next to the Status Details you want to edit.

&

ASd & Status Detesl

Application Status Detadl Description Active Sort Order
JEX Aszigned For Review The student’s application is being reviewed Yes 1
JEX Returned to Student Grant Admin returned the application to the stucent for additional information You 2
% Not Qualified The Grant Admin determined the applicant 5 not qualified for the grant or fellowship they applied first Yos 3
JPx Mot a Fimalist The student’s application was reviewed and s not on the List of finalists Yes <
JP% Preliminary Award Preliminary Award Yes 5
J% Prelininary Award Alternate  Prelininary Award Alternate Yez [
JRE% Final Award Student zelected for an award Ye: 7
JEX Final Award Alternate Student selected as an aiternate for the final award Yos g
JEx Award Dectined The student declined an award from this grant Yes 9
JEX Closed The application is closed.... Yer 10
GotoPage 1 Go - Page 10f2 — Display 10 *+ Records per Page

» Step 2: The Status Detail setup box will appear at the top of the page, with that status detail’s
information. You can change any field in the Status Detail to better suit your organization’s use.
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Status Details

‘Application Status Deta1} Qualified for Review *

Save

> Save and Exit > Cancel » Exit >

Used to qualify an applicant to continue moving them through the review process,
when under committee review.

*Description :

*Sort Order : 2

Active : ¥

Save

> Save and Exit > Cancel » Exit >

» Step 3: Once you make the changes to the Status Detail, be sure to click Save or Save and Exit to
save any changes you have made.

4.3Deleting an Existing Status:

> Step 1: While in the Status Detail Table grid, to delete an Existing Status Detail click on the red “X”
icon located next to the Status Details you want to delete.

NOTE: If you no longer want a Status Detail to appear as an option in your applications, you do not
want to delete it once it has been used in an application. Deleting an existing Status Detail will
remove the historical data for those applicants that you originally used that Status Detail on. You
will need to mark that Status Detail as Active — No- by clicking on the Edit Icon next to the Status
Detail, and unchecking the Active box on the edit page. Be sure to save your changes.

X X X X X X X X X%

Application Status Detadl
pasigned For Review
Returned to Student

ot Qualvied

ot a Finalist

Preliminary Award
Prelininary Award Alternate
Final Award

Final Award Alternate
fward Declined

[losed

GotoPage 1 Go

Description

The student’s application is being reviewed

Grant Adman returned the application to the stucent for additional information

The Grant Admin determined the applicant 5 not qualified for the grant or fellowship they applied first
The student’s application was reviewed and 15 not on the list of finalists

Preliminary Award

Prelininary Award Alternate

Student selected for an award

Student selected as an alternate for the final award

The student declined an award from this grant

The application is closed

- Page 10F2 — Display

Active Sort Order

Yes
You
Yos
Yes
Yes
Ye:
Yes

Yos

R I N

Yos

Yes 10

10 * Records per Page
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» Step 2: A new window will open asking you to confirm you want to delete the status, click “Yes” to
continue with the deletion.

System Message 109
Are you sure you want to delete the Application Status Detail?

> Step 3: An additional box will appear notifying you that the Status detail was deleted, click OK to
finalize the deletion.

Status Update 111

The Application Status Detail has been deleted.

I

5. Control Mapping

Control Mapping allows you to change the Control Name Labels on all the icons located within the
various dashboards on your site.

Important: If you change any of the label names, please keep a list of the old name so that you can refer

to the original label when reviewing our help guides, training videos and when putting in a request for
support.

5.1Changing a Control Name Label
Exercise 1

» Step 1: From the Administration Dashboard click on the Control Mapping Icon.

“—s
«

Control Mapping
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> Step 2: The Control Mapping listing will appear, showing all the icon items for every dashboard on

the CommunityForce site.

Home > Administration > Control Mapping

Control Mapping

Control Name
Home
Setup Users
Setup Application Forms
Setup Scholarship
Evaluations
Batch Awards (All Scholarships)
Administration
Roview Applicants
Institutional Reports

Notification Center

» Step 3: Click the Edit button to open up the Fields for editing.

Edit

> Exit »
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Control Mapping

Save » Cancel » Exit »

Control Name

Home *
Setup Users

Setup Application Forms

Setup Scholarship

Evaluations

Batch Awards (All Scholarships)
Administration

Review Applicants

Institutional Reports
Notification Center
Applications Module
Pre-Qualification Questions
Sections and Questions

Request Instructions

Step 4: Locate the control name item(s) you want to edit, and type the new label name for each
control name you want to change by typing over the existing name. Items that are bolded are the
name of the actual dashboard that contains the icon.

» Caution: If you change the name of an item, use caution not to duplicate a name already used
on another label, especially when renaming the actual dashboard name do not change the
dashboard name to another dashboard that already exists. The only labels that should carry the
same name are labels for icons that direct you to a dashboard named the same as the icon. (i.e.
the Evaluation Setup icon on the Evaluations Dashboard, directs you to the Evaluation Setup
dashboard both those items can have the same label name)

Step 5: Once you have changed all the items you want changed, click the Save button to save the
changes you have made to the label prior to exiting and returning to the Administration Dashboard.
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Home > Administration > Control Mapping

Control Mapping

Save » Cancel » Exit »

Control Name

Home *
Setup Users

Setup Application Forms

Setup Scholarship

Evaluations

Batch Awards (All Scholarships)

Administration

Review Applicants

Institutional Reports

Notification Center

6. Password Policy

(For details on how to use and set up this feature please see Module 2 — Managing User Accounts — 3.
Changing Password Policy)

q .
« | M
<
» o Narage $ystem
Veiiages

Set Master Appie ston Varage Appacation Varage Roe Types

Funch

&# -

) A PPl ant

Manage Acacen
Years
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7. Application Invitation

(For details on how to use and set up this feature please see Module 6 — Application Invitation Setup)

Administration

yoom
Vezages

st . Vorage Appecation Vanage Roke Type

Funcn
s ‘4“-.’
g App o Schet

Monage Acaem e A Arson sensaring

Yo e Types

23



community/@rce

8. External System Authentication Settings

Used for setting Single Sign-on (SSO) Authentication for clients using External System Authentication
with third party sites (i.e. SAML, LDAP). It lets end users login to CommunityForce from their
organization’s portal page, without having to create new credentials or re-login to the CommunityForce
system.

If you wish to integrate to an external system please contact CommunityForce for assistance.

Note: If you are not using an External System Authentication to have your applicants log in in to the
CommunityForce site, then you will not need to set up this functionality.

8.1External System Authentication Settings Setup

Exercise 1

» Step 1: From the Administration Dashboard click on the External System Authentication Settings
Icon.

External System
Authentication Settings
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Administration
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» Step 2: When you click on the External System Authentication Settings icon from the Administration
Dashboard the following screen will appear.
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External System Authentication Settings

Save » Save & Exit > Exit  »

Enable Single Sign On: @ Yes O No
Single Sign On Redirection URL : |http|https://yoursiteaddress.com *
Allow New User Creation : @ Yes No
Applicant ID Length : 9

Link Expiration Time (Secs) : 30

Shared Secret Key @ sssssssscee *
Incoming URL : http://cricinfo.com
Link Expiration Time Message :
olel Bl1ul e ¥ @ BR6 = E/E =
A, @A Font Verdana v Size|2(10pt) v| T R =& ¥

ESHCHETHEA)
, log back into Student Portal to continue the Scholarship Application

process.. Student Serice USD
http://ericinfo.com

i
1

Design mode HTML text

Authentication Failed Message :

n o B.|JI.|U|!| & EliE =
& Font Verdana MHE P 4HE- Q|| 2= .3.
, log back into Student Portal to continue the Scholarship Application process..
Student Sewice USD
http://9009le.com
Design mode HTML text

> Step 3: Enable Single Sign On — Set your Enable Single Sign On to “Yes”. This Activates the Single
Sign On authentication. — Yes-Enabled, No-Default not enabled.

> Step 4: Single Sign On Redirection URL — Enter the URL of your site address, which is the URL that
the applicant will be redirected to.

> Step 5: Allow New User Creation — There may be occasions, where, a user is currently present on
the client’s site but may not have had their credentials pushed down to the CommunityForce
system. In that instance, the Allow New User Creation allows client to decide if they will allow the
CommunityForce system to create new users that are currently in their site, onto the
CommunityForce system. Yes-will allow the new users to be created. No-will not allow the new

user creation.

Note: This will also activate the ability to login as a member or non-member of your organization
and will add those option buttons to the login in screen that is accessed directly in the
Communityforce site.
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> Step 6: Applicant ID Length — Set the Length of the ID that client’s organization allows in their
system, enter the number of how many characters are allowed.

> Step 7: Link Expiration Time (Secs) — Set the length of time in seconds that the Single Sign-On
session will timeout if not connected to the CommunityForce system. When both the application
session and the Single Sign-On session timeout, the user will be directed to the Single Sign-On login
page to re-authenticate.

> Step 8: Shared Secret Key — Enter the Shared Secret Key. Both CommunityForce and the client will
use the same key, which will send a user to the CommunityForce system and in reverse
CommunityForce will be using the same key to confirm the user as the client’s user. This provides a
safe encryption by verifying that the token comes from a trusted source.

> Step 9: Incoming URL: Enter the URL for the Incoming URL. This is the URL Portal Page that the user
will be using to log into the CommunityForce system. The Internal login page.

> Step 10: Link Expiration Time Message — Enter the message that you want your users to see. This is
a customizable message the user will see when the session has expired due to the Link Expiration

Time being reached as set in the Link Expiration Time.

> Step 11: Authentication Failed Message — Enter the message that you want your users to see. This
is a customizable message the user will see when the Authentication failed.

Design mode — The editor box works similar to Microsoft Word. Type the information into the
body of the editor just as you would be typing and formatting a Microsoft Word document using
the tools present in the editor box.

HTML Text =You can switch to HTML text and create your message using HTML tags with the
content and it will display the content and tags as you format. Switch back to Design mode to

preview.

» Step 12: Save — Once you have completed entering the information above, click on Save to remain
on the page, or Save & Exit to save the data and return to the Administration Dashboard.

Exit — Exit’s to the Administration Dashboard without changing data.

9. SITE SETTINGS
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The system allows you to configure certain site settings to customize the use of the site to your
organization’s needs. Site settings are also used to enter the necessary settings to connect to your
organization’s external site if using External Site integration.
CommunityForce will configure some of these settings prior to site delivery. After finishing Module 1 -
Accessing Your System we suggest that you review the items in this section. Some of these features you
will want to have set up prior to going live. If you are a large organization dealing with multiple
Department Admins we suggest discussing your system needs as a group prior to setup.
Before setting up your Organization Information in the site settings you will need the following:

1) Decide on a name for your CommunityForce Product

2) Decide on your Organization Code name

3) Obtain a high resolution Organization logo; the size should be 370 x 80 pixels using a jpg or png

format.

Exercise 1

» Step 1: From the Administration Dashboard click on the Site Settings Icon.

A

Site Settings
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Step 2: The following screen will appear:

Home > Administration > Site Settings

save » save & Exit > Cancel » Exit »

Organization
*Organization Name : CommunityForce *
*Organization Applic

ion Name : CommunityForce Training Site Database

*Organization Code : CFTS communi /
*Organization Logo : [ Upload Organization Logo

*Organi

ion Domain : communityforce.com

*Site Behaviour: @ Individual © Organizations

Grants/Fellowship Settings

Default Name Show on Grant Setup | Show on Awards | Display Name Type. Values
Custom Field 1 o Yes o Yes ®lNo  [Custom Field 1 Drop Down DropDown

Custom Field 2 @ Yes o Yes ®No  [Custom Field 2 Drop Down DropDown

Custom Field 3 o Yes o Yes ®No  [Custom Field 3 Drop Down DropDown

Custom Field 4 o Yes o Yes ®lNo  [Custom Field 4 Drop Down DropDown

Custom Field 5 @ Yes o Yes @No  [Custom Field 5 Drop Down DropDown

Custom Field 6 o Yes o Yes ®No  [Custom Field 6 Drop Down DropDown |
Custom Field 7 ® Yes No Yes ®No  [Custom Field7 Text #*| [TextBox

Custom Field 8 o Yes o Yes ®lo  [Custom Field 8 Text %/ TextBox

Custom Field 9 ®Yes 3 Yes ®lo  [Custom Field9 Text TextBox

Custom Field 10 ®Yes 3 Yes ®lNo  [Custom Field 10 Text TextBox

Custom Field 11 o Yes o Yes ®No  |Custom Field 11 Text TextBox

Custom Field 12 ®Yes o Yes ®No  |Custom Field 12 Text TextBox

Custom Field 13 ® Yes No Yes ® No Custom Field 13 Numeric Numeric

Custom Field 14 o Yes o Yes ®No  |Custom Field 14 Date Date

Custom Field 15 o Yes o Yes ®No  |Custom Field 15 Date Date

Custom Field 16 o Yes 3 Yes ®No  |Custom Field 16 Date Date

Custom Field 17 o Yes o Yes ®No  |Custom Field 17 Essay Essay Box

Custom Field 18 o Yes o Yes ®lNo  |Custom Field 18 Essay Essay Box

Custom Field 19 o Yes No Yes ®No  [Custom Field 19 Essay Essay Box

Step 3: The Site Settings page has been sectioned off into separate setup areas, please see the sub-
sections below for the explanation of each setup feature located in these areas.
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Organization
Grants/Fellowship Settings
External System Settings
Manage Awards Custom Fields
General Settings

Note: When you receive your CommunityForce site, these items should already be completed according
to your organization’s needs. However, there may be occasions when you need to make adjustments to
your site.

Important: Site Settings control how your system operates, therefore, use extreme caution when
updating areas you are not familiar with, as this may cause your site to not function as expected. If you
are unsure about how to set an item, please contact support for assistance.

9.1Updating Your Organization Information (Organization Branding - Name,
Logo, domain)

In the Site Settings your Organization setup information is located at the top section of that page:
The following items are available in the Organization section for updating:
Note: all items that are marked with an * are required fields to be filled in.

*Organization Name — Your Organization’s name. This name will appear at the bottom left hand corner
of all screens. Enter the name how you want it to appear to your applicants

*Organization Application Name — Name of the type of application system you are using. (l.e.
Scholarship Database or Grant Database). This name will appear at the bottom left hand corner of all
screens, next to your Organization’s Name. Enter the name how you want it to appear to your
applicants

*Organization Code — Abbreviated version of your organization’s name. Used for backend coding
purposes, to identify your organization in coding without using a long version. (l.e. Montgomery County
Community Foundation = MCCF). Enter the abbreviated version you would like to use for your
organization.

1) *Organization Logo — Upload your organization logo for branding purposes. The logo appears in
the upper left hand corner of the screens Header. Logos must be sized to 370 x 80 pixels using
a jpg or png format.

*Organization Domain =Your organization’s domain name. A domain name represents an Internet

Protocol (IP) resource. Domain names are also used as simple identification labels to indicate ownership
or control of a resource. Typical domain name: @harvard.edu.
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Site Behavior — The behavior of your site whether it is a Scholarship Site with individuals as applicants or
a Grant Site with Organizations as applicants. This will be pre-set for you. Do not change!

Save p Save & Exit > Cancel p Exit »

Once you have confirmed your Organization’s Information it is a good idea to save any changes you have
made prior to continuing to the other site settings. You can either click Save to save your changes but
stay on the Site Settings page to continue updating, or click Save & Exit and return back to
Administration Dashboard.

Cancel — Clears all data from the fields.

Exit — Undo changes and return to the Administration Dashboard

9.2Grants/Fellowship Settings

The settings in this section are related to the setup items available in the Setup Scholarship (Funding
Source) Icon in your Home Dashboard.

(Note: The name of the icon may differ based on the name defined in the control mapping module of
the application, as organizations have different names for their funding source (Funds, Awards, Grants,
Fellowships, Scholarships, or Competitions). To change the icon’s label name, see the Control Mapping
settings located in this guide.)

Setup Scholarship

Home

Home Scholarship Search

2% A\ &3
y ) - (s B}
Setup Users Setup Application Setup Scholarship
2l
auli
Evaluations Administration
»— —
N il s
Review Applicant tutional Report Notification Ce
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holarshi tails:

*Scholarship Name: 2014-2015 SDSU Scholarship Application *

Associated Application:
Sponsoring Organization:

General Ledger Account:

Select

Select

* Annual Budget/Academic Year:

Award Amount:

S0

3
2014-2015 E

Custom Field 1 Drop Down:
Custom Field 3 Drop Down:
Custom Field 5 Drop Down:
Custom Field 7 Text:
Custom Field 9 Text:

Custom Field 11 Text:

Custom Field 15 Date:

Custom Field 2 Drop Down:
Custom Field 4 Drop Down:
Custom Field 6 Drop Down:

Custom Field 8 Text:

Custom Field 10 Text:

Custom Field 14 Date:

Custom Field 16 Date:

The settings in the Administration>Site Settings: Grants/Fellowship Settings section control what fields
will display in the Setup section that are to be completed to capture information regarding your funding
sources.

Some organizations want to have at their fingertips information on their funding sources without having
to constantly consult with their external systems. CommunityForce has made available twenty
customizable fields in this section. You can choose whether or not you wish to use them and define the

values. Prior to setting this section up it is important to determine which controls you would like to use.

Best Practice Tip - We suggest that you review your funding source and decide what you need keep
track of in this system before proceeding in editing this section.

The following items appear in the Administration>Site Settings: Grants/Fellowship Settings:
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Grants/Fellowship Settings

Show on Grant Show on

Default Name Gy Awards Display Name Type Values
Custom Field 1 ® Yes No Yes ® No Custom Field 1 Drop Dovn DropDovin
Custom Field 2 ® Yes No Yes ® No Custom Field 2 Drop Dovn DropDovin
Custom Field 3 ® Yes No Yes ® No Custom Field 3 Drop Dov/n DropDovin
Custom Field 4 ® Yes No Yes ® No Custom Field 4 Drop Dovin DropDovim
Custom Field 5 ® Yes No Yes ® No Custom Field 5 Drop Dov/n DropDovin
Custom Field 6 ® Yes No Yes ® No Custom Field 6 Drop Dovin DropDovimn
Custom Field 7 ® Yes No Yes ® No Custom Field 7 Text % TextBox
Custom Field 8 ® Yes No Yes ® No Custom Field 8 Text ¥* TextBox
Custom Field 9 ® Yes No Yes ® No Custom Field 9 Text TextBox
Custom Field 10 ®Yes No Yes ® No Custom Field 10 Text TextBox
Custom Field 11 ®Yes No Yes ® No Custom Field 11 Text TextBox
Custom Field 12 ® Yes No Yes ® No Custom Field 12 Text TextBox
Custom Field 13 ® Yes No Yes ® No Custom Field 13 Numeric Numeric
Custom Field 14 ® Yes No Yes ® No Custom Field 14 Date Date
Custom Field 15 ® Yes No Yes ® No Custom Field 15 Date Date
Custom Field 16 ® Yes No Yes ® No Custom Field 16 Date Date
Custom Field 17 ® Yes No Yes ® No Custom Field 17 Essay Essay Box
Custom Field 18 ® Yes No Yes ® No Custom Field 18 Essay Essay Box
Custom Field 19 ® Yes No Yes ® No Custom Field 19 Essay Essay Box
Custom Field 20 ® Yes No Yes ® No Custom Field 20 Essay Essay Box
Enable Fund Contact : ® Yes O No Enable Fund Donor : ® Yes © No

Show Funds based on Role Types : ® Yes O No

Each Custom Field has the following Columns:

Default Name - The default name given to the field for tracking purposes.

Show on Grant Setup — This controls whether or not this field will display in the funding source setup.
Select “yes” to have it display or “no” if it is not going to be used by your organization.

Show on Awards — These same items can appear in the Manage Awards screen when awarding your
applicants using the Evaluations>Evaluate Applicants>Manage Awards. If you wish an item to appear
select “yes” or “no” if you do not want to see this field when awarding.

Display Name — Enter the label name for this field that you want it to display as when viewing it in either
the Funding Source Setup or the Manage Awards areas.

Type: Each field has a preformatted type, if the field is activated the Type in the Type Column is the way
that field will function.

DropDown — There are six customizable Dropdown fields. This field type allows you to create a
dropdown listing of items that your administrators can select from for this specific field type. If
activated, enter the values in the Values field as one long string, using the ~ symbol between
each separate value. Do not use spaces between the values.
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Donor Advised~Restricted~Unrestricted~Scholarship~Fellovsship

DropDov/n

TextBox — There are six customizable TextBox fields. Two of these field are marked with an *
and are required fields that can appear to administrative staff that must be completed in the
funding source setup. Administrators can enter and format text regarding descriptive
information you would like to capture on this funding source. You will not enter anything in the
Values column.

Numeric — There is one six customizable Numeric field. This field type allows you to activate a
field that the administrators can enter a numeric number in. You will not enter anything in the
Values column.

Date - There are three customizable Date fields. This field type allows you to activate a field
that the administrators can use to enter a date that you would like to capture. You will not enter
anything in the Values column.

Essay Box — There are four customizable Essay box fields. This field type allows you to activate
an essay box field that allows administrators to enter text data on this funding source but is not
able to be formatted.

There are additional items located for setup that affect what is displayed in the Funding Sources setup. If
you want these section to appear in the setup function, you will need to activate them in the Site
Settings by selecting “Yes” and saving the information.

In Site Settings, these are located directly below the Customizable fields section. They are as follows:

Enable Fund Contact : ® Yes ) No Enable Fund Donor : ® Yes ) No

Show Funds based on Role Types : ® Yes ) No

Enable Fund Contact - This will activate the Add Contact Button on the Funding Source. This will allow
you to attach the Administrator responsible for this funding source. The contact would be the key
person responsible for maintaining the fund and is helpful for organizations with multiple
administrators/divisions, overseeing different funds within the CommunityForce system. The contact
must have a user account already created in the CommunityForce site.

Enable Fund Donor - This will activate the Add Donor Button on the Funding Source Donors. You will be
able to add the following information about a donor:
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Add/Edit Donor

*Donor ID:  ca239859
Last Name:
First Name:
Organization:
Email:
Cell Phone:

Notes:

Save » Cancel »

Show Funds based on Role Types — when viewing funds in the fund setup section you can have it set so
that only certain role types can access those funds. This works in relation to the Administration>Assign
Scholarship to Role Types. If this feature is activated by marking it “yes” in the Site Settings you will also
need to setup up the Assign Scholarship to Role Types feature.

Once you have activated the Grants/Fellowship setting that your organization is going to use, it is a good
idea to save any changes you have made prior to continuing to the other site settings. You can either

click Save to save your changes but stay on the Site Settings page to continue updating, or click Save &
Exit and return back to Administration Dashboard.

Save »p Save & Exit > Cancel » Exit »

Cancel — Clears all data from the fields.

Exit — Undo changes and return to the Administration Dashboard
9.3External System Settings

The following settings need to be changed if you are connecting to an external data source. (Otherwise
they should be set to a default applicable to your organization’s needs or left blank as applicable).
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External System Settings

*External System Name : Blackbaud *External System Member Id Name : Blackbaud ID

GetApplicant WebService URI :

SAML IdpSSo URL : LDAP WebService URI :

LDAP UserName : LDAP Password :
Enable LDAP in User Managment : ® Yes ) No Enable LDAP in Nominating Section : Yes ® No
Enable FE: © Yes ® No Enable GE: © Yes ® No

Enable RE : © Yes ® No

*External System Name — The name of the external system you are integrating with, enter “None” if not
connecting to an external system. (l.e. Banner, Peoplesoft or Datatel)

*External System Member ID Name — The name of the identifying number assigned to users in your
external system. For example Banner uses a Net ID, so enter as Net ID.

NOTE: If not connecting directly to an external system, this field can also be used to manually enter
an ID code field for applicants that may already be entered in your organization’s external database,
and can be helpful when running reports to be able to do a cross mapping between your database
and CommunityForce. (l.e. FIMS users could enter the title: “FIMS ID”). Once this field is set up you
can go into the Create Users and add the ID Code number to any existing applicants/Users that may
have existing ID codes in your organization’s database.

GetApplicant Webservice URI — Web Service identifier for the communication to access applicant
information. If N/A leave blank.

SAML IdpSSo URL — The URL for the Security Assertion Markup Language for Single Sign On. If N/A
leave blank.

LDAP (Lightweight Directory Access Protocol) is an Internet protocol that email and other programs
use to look up information from a server. As a protocol, LDAP defines the "language" used for client
programs to talk to servers (and servers to talk to servers). On the client side, a client may be an email
program, a printer browser, or an address book. The server may speak only LDAP, or have other
methods of sending and receiving data—LDAP may just be an add-on method. LDAP also defines:
Permissions set by the administrator to allow only certain people to access the LDAP database, and
optionally keep certain data private. If N/A leave blank.

LDAP WebService URI- LDAP Web Service identifier — identifier for the communication between the
two sites if integrating with an external system. If N/A leave blank.

LDAP User Name — LDAP user id to connect to external system. If N/A leave blank.

LDAP Password — LDAP password used to connect to external system. If N/A leave blank.

Enable LDAP in User Management — Set to Yes - If integrating with an external user directory, this will
allow you to search the external directory to add/update user information. This will show a button in the

Create Users section to add users from “External Directory”. Set to No — if not integrating with an
external system.
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Enable LDAP in Nominating Section — If integrating with and external user directory, this will allow the
applicant to search the external directory to search for a nominee within the organization’s directory.
Set to No —if not integrating with an external system.

Enable FE: If using Blackbaud and integrating with FE please select Yes, otherwise select No.

Enable GE: If using Blackbaud and integrating with GE please select Yes, otherwise select No.

Enable RE: If using Blackbaud and integrating with RE please select Yes, otherwise select No.

Once you have activated the External System Settings that your organization is going to use, it is a good
idea to save any changes you have made prior to continuing to the other site settings. You can either
click Save to save your changes but stay on the Site Settings page to continue updating, or click Save &
Exit and return back to Administration Dashboard.

Cancel — Clears all data from the fields.

Exit — Undo changes and return to the Administration Dashboard

9.4Manage Award Custom Fields
While Managing Awards and awarding applicants in the Evaluations>Evaluate Applicants>Manage
Awards, you can have customizable fields appear in that section that you can complete regarding the

awarding of the applicant.

In Administration>Site Settings there are twenty customizable fields available that can be activated.

Default Name Enable\Disable | Display Name Type Values

Awvsard Custom Field 1 Yes ® No Test1 TextBox
Avsard Custom Field 2 Yes ® No Test2 TextBox
Avsard Custom Field 3 Yes ® No Award Custom Field 3 TextBox
Avsard Custom Field 4 Yes ® No Award Custom Field 4 TextBox
Avsard Custom Field 5 Yes ® No Award Custom Field 5 TextBox
Award Custom Field 6 Yes ® No Award Custom Field 6 TextBox
Avsard Custom Field 7 Yes ® No Award Custom Field 7 TextBox
Avsard Custom Field 8 Yes ® No Award Custom Field 8 TextBox
Awvsard Custom Field 9 Yes ® No Award Custom Field 9 TextBox
Awvsard Custom Field 10 Yes ® No |Award Custom Field 10 TextBox
Avsard Custom Field 11 Yes ® No Award Custom Field 11 Date
Avsard Custom Field 12 Yes ® No Award Custom Field 12 Date
Awvsard Custom Field 13 Yes ® No Award Custom Field 13 Date
Awvard Custom Field 14 Yes ® No Award Custom Field 14 Date
Avsard Custom Field 15 Yes ® No Award Custom Field 15 Date
Avsard Custom Field 16 Yes ® No Award Custom Field 16 Essay Box
Avsard Custom Field 17 Yes ® No Award Custom Field 17 Essay Box
Award Custom Field 18 Yes ® No Award Custom Field 18 Essay Box
Avsard Custom Field 19 Yes ® No Award Custom Field 19 DropDovm
Aviard Custom Field 20 Yes (® No Award Custom Field 20 DropDovm
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Each Award Custom Field has the following Columns:

Default Name - The default name given to the field for tracking purposes.

Enable/Disable — This controls whether or not this field will display in the Manage Awards section.
Select “yes” to have it display or “no” if it is not going to be used by your organization.

Display Name — Enter the label name for this field that you want it to display as when viewing it in
Manage Awards.

Type: Each field has a preformatted type, if the field is activated the Type in the Type Column is the way
that field will function.

TextBox — There are ten customizable TextBox fields. This field type will create a text box field
that the administrators can enter a short text regarding information you would like to capture
on this award. You will not enter anything in the Values column.

Date - There are five customizable Date fields. This field type allows you to activate a field that
the administrators can use to enter a date that you would like to capture. You will not enter
anything in the Values column.

Essay Box — There are three customizable Essay box fields. This field type allows you to activate
an essay box field that allows administrators to enter information regarding the award. You will
not enter anything in the Values column.

DropDown — There are two customizable Dropdown fields. This field type allows you to create a
dropdown listing of items that your administrators can select from for this specific field type. If
activated, enter the values in the Values field as one long string, using the ~ symbol between
each separate value. Do not use spaces between the values.

Donor Advised-~Restricted~Unrestricted~Scholarship~Fellovsship

DropDov/n

Once you have activated the Award Custom Fields that your organization is going to use, it is a good idea
to save any changes you have made prior to continuing to the other site settings. You can either click
Save to save your changes but stay on the Site Settings page to continue updating, or click Save & Exit
and return back to Administration Dashboard.

Save p Save & Exit > Cancel p» Exit »

Cancel — Clears all data from the fields.

Exit — Undo changes and return to the Administration Dashboard
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General Settings control various functionality and will need to be set prior to being able to use some
functions within the CommunityForce Site. General settings will come preset, according to the needs of
your organization, but can be changed if you decide to use a specific functionality on the site.

General Settings
Title :

Default Page before Login :

Restricted Domains To Register With :

Currency Symbol :
Admin Help URL :
Logout URL
Fund Label :

Enable User Creation using CF :
(This will also have an impact on
Proxy/Collaboration)

Enable Search by Keyword :

Enable Search by Sponsoring
Organization(s) :

Enable Application Publishing :
Display SSO Id On All Screens :

Show Application Summary As a Link :

Enable Interests Cart :

Enable Import Responses from Existing
Applications :

PreQualification questions appear :
Enable Application Payments :

Disable Review Screen Before Application
Submission :

Enable Automatic Application Creation
Through Application Invitation :

Push Committee Scores:

9.5.1 Title

CommunityForce Scholarship Application Portal

Search Page

e.g. Yale.edu, Yale.com, gmail.com
S

http://support.communityforce.com/

: https://Scholarshiptraining.communityforce.com

Scholarship
® Yes () No
® Yes (' No
® Yes (' No
Yes ® No
® Yes () No
Yes ® No
® Yes () No
® Yes . No
After login v
® Yes () No
Yes ® No
® Yes () No

Push Scores within Application

Signature :

Default Page after Login :

*Date Format :

Footer Note :
Applicant Help URL :
Contact Us

Theme :
Call External System to Update Data :

Enable Search by Eligibility Criteria :
Enable Global Search for Applicants :

Disable Section Locks For Admin :

Automatic Assignment of Applicants :

Display Reviewer Comments on Application
Summary :

Send an email to Application Contact, when
an Application is Submitted by Student :

Enable Format Excel File :

Show View All Grants :

Enable Terms & Conditions / Consent :
Show Apply Button Before Login :

Enable Post Acceptance Section Submit
Notification :

Title : CommunityForce Scholarship Application Portal

CommunityForce Scholarship Application Porté

My Application Tab v

MM/DD/YYYY

(c) 2010 - 2015 CommunityForce. All rights re<

http://support.communityforce.com/faq/faq

: support@communityforce.com

Maroon v
Yes ® No
® Yes ' No
® Yes ' No
® Yes ' No
Yes ® No
® Yes (' No
® Yes (' No
® Yes (' No
® Yes ' No
® Yes ' No
Yes ® No
Yes ® No

Title of the Page Tab at the top of the page in your browser, it will appear as CommunityForce — (title)

Community Force - Scholar... *

9.5.2 Signature

Signature : CommunityForce Scholarship Application Port:
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Default Signature that is used in the Email Templates when you select the Signature Merge Field.
However this signature can be overwritten, if an email signature is entered in the Funding Source Setup
section of the system. The funding source’s Email Signature will then take priority over this signature in
email templates directly tied to Funding sources.

9.5.3 Default Page Options in General Settings

General Settings

Title : CommunityForce Scholarship Application Portal Signature :

CommunityForce Scholarship Application Port:

I Default Page before Login : Applications Lists Page v Default Page after

: | My Application Tab . I

Restricted Domains To Register With : *Date Format : MM/DD/YYYY
e.g. Yale.edu, Yale.com, gmail.com
Currency Symbol : $ Footer Note : (c) 2010 - 2015 CommunityForce. All rights res
Admin Help URL : https://communityforce.zendesk.com/access/unauthenticate Applicant Help URL : http://support.communityforce.com/faq/faq
Logout URL : https://Scholarshiptraining.communityforce.com Contact Us : support@communityforce.com
Fund Label : Scholarship Theme : Maroon v

No Call External System to Update Data : Yes ® No
No Enable Search by Eligibility Criteria : ® yes () No
No Enable Global Search for Applicants : ® Yes () No

9.5.3.1 Default Page before Login:
This is the default page that an applicant sees as they first enter the CommunityForce site.
The following default page options are available:

1. Search Page When entering the CommunityForce site the applicant first lands on a search screen that
they can search for available funding sources using one or all of the following search option sections:
(after they locate a fund and click the apply they are then directed to the Login page to login and begin
applying to that funding source, once they log in they will be directed to the dashboard for the funding
source they selected)

Search by Keyword, Search by Eligibility Criteria, and/or Search by Sponsor Organization. Once they
search, they are directed to a funding source listing page that list all the funding sources that meet the
criteria they selected, they can then click on a funding source to view additional details and/or apply for
that funding source. You must have at least one of these search options enabled to be able to use the
Search screen as your Default page. (Below is an example of the Search screen with all the section
options enabled)
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Welcome Login

Search by Keyword

Find Scholarship by Keyword:

Search by Scholarship Eligibility

Display Scholarship that match All of my selections:
(Select more options to return a narrovzer set of results)

County Select M

Gender  Select M

Is US citizenship required? | Select v
Major  Select M

State | Select M

Search by Sponsoring Organization

Find Scholarship by the Sponsoring Organization(s): Select v

2. Login page — Shows login page first, then once the applicant logs on they will be directed to the page
that has been set in the Default Page after Login.

Welcome Search for Scholarship | Login

Login

Sign in Welcome to your Scholarship Application Portal
" Email New Applicants/First Time Users
* or  Click the "Create New Account" button below in order to
begin a new application.
* Passvrord
* Existing Applicants
Passv/ord is case sensitive. Enter your Username and Password to complete the application.
(Your username is the email address and password you initially
used to set up your account.)
Login Cancel

Forgot Password

Forgot Passv/ord? Click on "Forgot Password" and enter your login email address to
reset your password. Once complete, an email will be sent asking
you to reset your password. You will receive a confirmation email
once you've successfully reset your password.

Create New Account

3. Application List Page — Shows a listing of only the active funding sources/applications that are
currently available to apply for. (No search option screen will appear) Applicant can click on the specific
funding source and be directed to a login in screen to continue with logging in to apply for the specific
funding source. (Used mainly with organizations that only have a few funding sources active to apply
for). Below is an example of the Application List default page:
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Welcome Login

Total Scholarship: 22 / My Results: 22 Ll Scholarship (A-Z)

2016 Test Application Begin Accepting Applications Date: 06/30/2015
Deadline Date (EST Time Zone): 08/31/2015 12:00AM

Aaron C. Kesler Future Firefighters Scholarship

Dan and Patty Kesler, parents of Aaron Kesler, established the Aaron C. Kesler Future Firefighters Scholarship award to
honor his memory.

The Aaron C. Kesler Future Firefighters Scholarship vill provide an avard tovard tuition and fees to a public Montgomery County High School
senior viho viill attend firefighter’s school. The scholarship vill be avarded for one year only and is not reneviable.

Arvin-McCord Scholarship

Bob J. Tandy Scholarship

Los Almos Employees' Scholarship Application Form 2014 Begin Accepting Applications Date: 08/14/2014
Deadline Date (EST Time Zone): 12/31/2014 12:00AM
Los Almos Employees' Scholarship Application Form 2014 = Fund Name

Scholarship for organization accepting Graduates based on Merit and Financial need Begin Accepting Applications Date: 01/15/2014
Deadline Date (EST Time Zone): 12/31/2014 10:00PM

The Foundation is proud to support our seniors, graduate students and alumnae members in their post-graduate educational pursuits viith

9.5.3.2 Default Page after Login:
This is the default page that an applicant sees after they login to the CommunityForce site.

If the applicant logs in directly from the login screen before selecting a funding source to apply to, you
will need to select the page that the applicant sees after they log in.

This would apply if the applicant’s Default page before login is set to the Login Page or if the applicant
was to click on the Login located at the top right hand corner of the Welcome page.

The following default page options are available:

1. Application List Page — Shows a listing of only the active funding sources/applications that are
currently available to apply for. Applicant can click on the Apply for the specific funding source and be
directed to that funding source’s dashboard to begin applying. If the applicant had already started the
application for a funding source in the listing, the Apply would then show as Continue with Application.
They also would have access to the My Applications tab to be able to see a listing of only the application
forms they had started.
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Below is an example of the Application List default page after login.

Welcome Christine Smith Change Password | View/ Edit Profile | Logout
Search
I Tatal Scholarshin: 27 / My Results: 22 LR Scholarship (A-Z
2016 Test Application Begin Accepting Applications Date: 06/30/2015
Deadline Date (EST Time Zone): 08/31/2015 12:0
I C with Application I

Aaron C. Kesler Future Firefighters Scholarship

Dan and Patty Kesler, parents of Aaron Kesler, established the Aaron C. Kesler Future Firefighters Scholarship award tc

honor his memory

The Aaron C. Kesler Future Firefighters Scholarship will provide an award toward tuition and fees to a public Montgomery

C High School senlor who will attend firefighter’s school, The scholarship will be awarded for one year only and Is not

v able.

Arvin-McCord Scholarship

Bob ). Tandy Scholarship

Los Almos Employees’ Scholarship Application Form 2014 Begin Accepting Applications Date: 08/14/2014

Deadline Date (EST Time Zone): 12/31/2014 12:0

2. Search Page —This would open the search screen where the applicant can search for available funding
sources using one or all of the following search option sections: (after they locate a fund and click the
apply they are then directed to that fund’s dashboard to begin applying to that funding source. If the
applicant had already started the application for a funding source in the listing, the Apply would then
show as Continue with Application.)

Search by Keyword, Search by Eligibility Criteria, and/or Search by Sponsor Organization. Once they
search, they are directed to a funding source listing page that list all the funding sources that meet the
criteria they selected, they can then click on a funding source to view additional details and/or apply for
that funding source. You must have at least one of these search options enabled to be able to use the
Search screen as your Default page.

Below is an example of the Search screen with all the section options enabled. Note the applicant would

also have access to the My Applications tab to be able to see a listing of only the application forms they
had started.
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Welcome Christine Smith Change Password | View/ Edit Profile | Logout

I Search | My Applications I

Search by Keyword

Find Scholarship by Keyword:

Search by Scholarship Eligibility

Display Scholarship that match All of my selections:
(Select more options to return a narrower set of results)

County Select M

Gender Select M
Is US citizenship required? Select
Major Select

State Select v
Search by Sponsoring Organization

Find Scholarship by the Sponsoring Organization(s): Select v

T T

3. My Applications Tab — Once the applicant logs in they are directed to their My Applications Tab. This
will show them a listing of all the applications forms they have started or completed. They can then click
on the Application Name in the Scholarship Column and access the dashboard for that specific funding
source.

They also will have a “Search” tab available where they can search for additional funding sources that
may be available that they had not yet applied to.

Welcome Christine Smith

Change Password | View/ Edit Profile | Logout

My Applications

Below is a list of your application(s) and their current status.

. Academic Date " Generate
Select Scholarship aan - Submitted Deadline Status PDF

2016 Test Application 2015-2016 - 08/31/2015 Pending Submission i)
) e P - Sy e Additional Info -
Aaron C. Kesler Future Firefighters Scholarship 2015-2016 07/01/2015  05/28/2016 Requested ]
Common Application Form N/A 06/23/2015 N/A Submitted ]
Commeon Fund 1 N/A - N/A Pending Submission )
Common Fund 2 N/A - N/A Pending Submission ]
Scholarship for organization accepting High School applicants with Multiple funds & 2015-2016 o 1S e -
Multiple Request Sections year 12/31/2015 Pending Submission ]
2015-2016 - -
Scholarship for organization with multiple funds accepting High School applicants year - 12/31/2015 Pending Submission ]
st Fung 2015-2016 - 05/28/2016 Pending Submission ]
Z2 Second Fund 2015-2016 - 05/28/2016 Pending Submission )
Z3 Third Fund 2015-2016 - 05/28/2016 Pending Submission )

9.5.4 Restricted Domains To Register With:

If using integration from another site and allowing applicants to log in and create a user account from
that site, enter the domain names of the sites the applicants are allowed to log in from to create their
user account.
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The format of the date that you want the system to use. (l.e. mm/dd/yyyy or dd/mm/yyyy, etc.) This
will be the date format value used for all date fields you enter in your application.

9.5.6 Currency Symbol

When a required value is a numeric currency value it is suggested that you use the Currency question
type to allow for the formatting of the value in to a currency format. You can set the type of currency
format for your application values. Can only be one type of currency. (i.e. $ for U.S. dollar or € for the

euro)

9.5.7 Footer Note:

A footer statement is added to the bottom of the welcome/login screen prior to the applicant logging in
to the site. (l.e. best viewed in 480x70. (6.1). The (6.1) refers to which version of the software you are

currently on.)

Copyright @ 2014 Best viewed in 480x270 (6.1)

9.5.8 Admin Help URL

CommunityForce populates this field with the url to go directly to our Client Support Portal. All you

have to do is click on the Help Link in the Admin Dashboard.

commumt/ rce

Home
Home
i
Setup Use
ad
Evaluations
N il
Review Applicants
CommunityForce | CommunityForce Traning Ste Database

)

Setup Application
Forms

Y
=
Batch Awards (Al
Scholarships)

—

Institutional Reports

Logged in as CommunityForce Support | Change Password | Help | Logout

L\ Search Applicants \

Scholarship Search

©el
Administration
-
Notification Center
siness Intelligence | Applications | Scholarship | Evaluations | Repors | Help | Logout
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9.5.9 Applicant Help URL

CommunityForce will have a default URL directed to an Applicant help page on the
support.communityforce.com.

If you currently publish a Help Guide for your applicants, and prefer to use that instead, you can insert
the link here and when your applicants click on the link in their dashboard it will direct them to the page

on your website.

Welcome Search for Scholarship | Login

Sign in Welcome to your Scholarship Application Portal

* Emai New Applicants/First Time Users
c * or Click the "Create New Account” button below in order to
begin a new application.

* Passviord Existing Applicants
* Enter your Username and Password to complete the application

use:

ss and password you initially

Logn Cancel Forgot Password
Click on "Forgot

Neewinator Login | Help | Coetact

9.5.10 Logout URL

Redirects the user to this URL when they log out. This is the system default URL. If you set a Logout URL
in the General Information section of that applications setup, then when the applicant is in the
application form and logs out the URL in the General Information will override this URL.

If you do not set a URL in the General Information, this will be the default Logout URL for that
application form. Also, if the applicant logs in but does not access an application form, when they logout
this is the URL they will land at.

9.5.11 Contact Us

This email address will be linked to the Contact Link in the applicant dashboard footer and is used as a
site contact, not the application contact, that an applicant can use to email someone for assistance in
using the site. When an applicant clicks on the Contact footer, their email program will open showing
this contact address in the To: field allowing them to send a direct message to that contact person. Enter
an email address that the applicant can use to contact someone directly for assitance.

Best Practice Tip: Best practice is to create a separate email account instead of using your personal
business email so that you can manage the emails that come in. For example create a new email
scholarships@yourorganization.org. Add the mailbox to your Outlook Account.
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Welcome Search for Scholarship | Login

Sign in Welcome to your Scholarship Application Portal

* Emai New Applicants/First Time Users
* or Click the "Create N

begin a new application

2w Account” button below in order to

* Existing Applicants

is case sensitive Enter your U ne and Password to complete the application

address and password you initially

Login Cancel

Forgot Password
Forgot Passvrord? Click on "Forgot Passwc

ive a confirmation email

once you've successfully reset your password

Create New Account

2010 - 2015 CommunityForce. All rights reseeved (v 7.5

9.5.12 Fund Label

The CommunityForce system is used by organizations that provide different types of funding sources.
(I.e. scholarship, fellowship, grants, competitions, etc.) Therefore, each organization has the ability to
change the name of all items that have a funding source labeling to a name that better suits the
organization. When entering label names do not use apostrophes in the name, however, you can use /
or ().

Examples of labeled items, this is the search screen in the Funding source setup using the Fund Label of
Scholarship:

Search By:

Scholarship Name:

Note: This does not change the name of the Dashboard Icons - For information on how to
customizing Icons, see Control Mapping Settings.

9.5.13 Theme

Sets the color scheme for title banners and buttons within the site to better match your organization’s
color scheme. Select a color from the drop down.
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9.5.14 Enable User Creation using CF (This will also have an impact on Proxy/Collaboration)

This will allow your applicants to create their own user profiles as well as profiles for other individuals if
using the Proxy or Collaboration features.

This is usually set to “Yes” unless you are using integration with another site and are having the
applicant login using their login information from that site and do not want to allow them to create a
separate login in the CommunityForce site. (Single Sign On Authentication). If using Single Sign on
Authentication and you do not want your applicants to create user profiles for themselves, or Proxy and
Collaborated individuals, then this control should be selected as “No”.

Yes - will activate the Create New Account button on the login screen and allow your applicants to
create user accounts for Proxy and Collaborated individuals.

No —will remove the Create New Account button from the login screen and applicants will not be
able to create user accounts for themselves, or Proxy and Collaborated individuals.

Important Note: if set to “No” and you use the Proxy or Collaboration feature, then the applicant
will only be able to choose individuals in that process that already have user accounts created in the
system, they will not be able to create new user accounts for them.

Sign in

* Email

* Password

Password is case sensitive
Login Cancel

Forgot Password?

or

Welcome to your Scholarship Application Portal

New Applicants/First Time Users
Click the "Create New Account” button below in order to
begin a new application.

Existing Applicants

Enter your Username and Password to complete the application
(Your username is the email address and password you initially
used to set up your account.)

Forgot Password

Click on "Forgot Password" and enter your login email address to
reset your password. Once complete, an email will be sent asking
you to reset your password. You will receive a confirmation email
once you've successfully reset your password

Create New Account

9.5.15 Call External System to Update Data

This feature is used in integration with an external system in order to exchange data with external
systems. By default this will be set to “No” and will only be set to “Yes” if using integration to exchange

data.
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9.5.16 Enabling Search Screen Items

The search screen that is used to allow applicants to search for funding sources has three areas that
search filters can be used that allow the applicants to search for funding by those search filter areas.
They are as follows:

Keyword
Eligibility Criteria

Sponsoring Organizations

Each of these sections can be enabled or turned off depending on what search filter areas you want to
use when allowing applicants to search for funding.

Search by Keyword

Find Scholarship by Keyword:
Search by Scholarship Eligibility

Display Scholarship that match All of my selections:
(Select more options to return a narrovser set of results)

County  Select

Gender Select

Is US citizenship required? Select
Major  Select

State  Select M
BT T
Search by Sponsoring Organization

Find Scholarship by the Sponsoring Organization(s): Select v
[ sprenone] oo

9.5.16.1 Enable Search by Keyword

This setting is used to set the search filter area on the Search Screen to allow applicants to search for
funding by entering a keyword to search for funding sources that contain that keyword.

Yes — Activates the section so that an applicant can enter a keyword to find a funding source
available.
No — Turns this section off and will not show on the Search Options page.

9.5.16.2 Enable Search by Eligibility Criteria:

This setting is used to set the search filter area on the Search Screen so that an applicant can search for

funding sources based on pre-determined groups of eligibility criteria that have been pre-set in
Administration>Search Filters.
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Yes — Activates the section so that an applicant can search specific eligibility criteria to locate a
funding source they may be eligible to apply for.
No — Turns this section off and will not show on the Search Options page.

9.5.16.3 Enable Search by Sponsor Organization

This setting is used to set the search filter area on the Search Screen to allow applicants to search for
funding provided by a specific organization/department.

If your organization maintains funding sources for multiple organizations/departments, then an
applicant can search for funding sources available by specific organizations/departments.

Yes — Activates the section so that an applicant can search on a pre-determined listing of
organizations to locate specific funding sources offered by that organization/department.
No — Turns this section off and will not show on the Search Options page.

9.5.17 Enable Global Search for Applicants:

This will activate a search feature that will appear in the header at the upper right hand corner of the
Admin’s dashboard. This allows for a global search of an applicant across all your applications.

This is useful when having multiple applications on your site, and trying to locate applicants that you are
not sure what applications they have applied for.

Yes — Will activate this feature.
No — Will turn the feature off.

Logged in as CommunityForce Support | Change Password | Help | Logout

\ Search Applicants

commun it% rce

Home > Administration > Site Settings

—

9.5.18 Enable Application Publishing

When setting up an application form in Applications>General Information, you have the option to turn
on a Published box in the General Information setup page. However if it is turned on, only application
forms that are marked as published will appear in the dropdowns views when searching for application
forms to link to your funding sources. Since this has caused some confusion, the abilty to remove this
publish box from the Applications>General Information setup page has been added.

This is defaulted to “No” as the majority of our clients do not want this to be present in the application
form setup. That way when they make an application live they only have to publish the funding source,
not both the funding source and the application form.

However, if you wish to have to publish in both areas, then set this option to “yes” and the published
box will appear in the General Information setup and must be checked before an application becomes
live or appears in any application form dropdown fields for selection.
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Edit Existing Application

Save » Save & Exit > Exit »

*Scholarship Application Form Name: Form for organization with multiple funds accepting Adult Learners %

Form for organization vsith multiple funds accepting Adult Learners

*Description:

*Sponsoring Organization: My Organization Name 7, v

Does this Application have a Deadline: ® ves () No

*Begin Accepting Applications Date: 1070372013 i)
‘Deadline Date: 12/31/2014 A
*‘Deadline Time (EST Time Zone): 5:00 PM A
(The time application goes offline.)
Academic Year: 2014-2015
(This will be updated when the application is saved.)
Logout URL: https://Scholarshiptrial.communityforce.com Ex: http://vanv.yourdomain.com
Reply Sent from: scholarships@communityforce.com Ex: noreply®@yourdomain.com

Applicant Minimum Age: 0

Application Form Cost:

Published:
(This will make the application online.)

9.5.19 Disable Section Locks for Admins

Each application form has a setting in the General Information setup section of that application form to
be able to Lock After Submit. This is also set on each individual section in the Create/Edit Section where
you can “Inherit” from the Applications setting, or override for that specific section. If locked, then the
applicant nor the administrator can go back in and make a change to their application form after they
have submitted. If the Application or a specific section is not locked then the applicant and the
administrator can make a change to that section.

If you want your Administrators (not applicants) to be able to go in on a locked section of an application
form and be able to make changes to the application then you can Disable all those locks just for the
Administrators. This does however open “all” the locked sections for the administrators, not just the
ones that are unlocked in the form.

Yes — Disables and unlocks all the Application and Section editing locks for all your application forms.
Your administrators can then go in and make a change to any applicant’s application after that
applicant has submitted their form even if a lock is on that form or application. Note your applicants
would only be able to edit the unlocked.

No — The Application and Section locks would not be overridden. The Administrator would only be
able to edit the Application Forms and sections that were unlocked. All questions will be grayed out

and changes will not be able to me made.

Best Practice Tip:
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If you do not want to disable this lock for your administrators, and you have a Staff
Section for your administrators to complete, you will want to make sure that you mark
the “Lock After Submit” to “No” in the Create/Edit for that Staff Section.

Section Display Image :

*Status(es) :

Deadline :
Deadline Date:
*Deadline Time:

Show Submit Button :

Supplemental Information v

All

Pending Submission

Submitted

Withdrawn

Under Committee Review

Not Selected For Award v

® Inherit from Application Section Deadline
8/31/2015
12:00 AM

Yes '® No

I Lock After Submit :

Inherit from Application Yes '® No

9.5.20 Display SSO ID on All Screens (Member Id)

No

If using the External System Member Id Name, and you have populated that setting in the Site
Setting>External System Settings with your organizations Id Name, this will activate that Id column to
appear on the various data grid reporting areas of the Communityforce site that list the applicants that
have applied to your application form as well as in the User Setup.

Yes — will activate this column and it will appear in the applicant listing data grids and User Setup.

No — will de-activate this column and it will not appear.
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Last Name: First Name: Email: Blackbaud 0
— [ o
Filter by Status: Al v Change Status to: Select v Crange Applcant Ststus
Filter by Status Detail: Al . Change Status Detail to: Select [l Crange Agpboant Stats Detad
Submitted
Score Agplicant Email packbaud Nosreg status 0N Released PONICHRD comments  Requested Received
Time
A ’a Under
(£ .:;T: andresaron?27@cf.com ?: 3047"0“ Committee - Mo - 100/ 100% No
s . Review
. /0712
€4 :f’_’:ﬂh“ kristenalbrechtacs.com 1808586236 83,257 014 22’:::36 No . 100 1005 No
(pending
submassion)
Arbo Not applications
>z D‘rlo' Kiley.Arbo@cf.com Selected - No - not null null No
ey For Award completed
automatically
disqualified

9.5.21 Application Review Settings

Automatic Assignment of Applicants : ) Yes ® No

Display Reviewer Comments on Application

[ J
Summary : Yes @ No

Show Application Summary As a Link : @®yes ONo

9.5.21.1 Automatic Assignment of Applicants

Automatic Assignment of Applicants, allows you to have the system automatically assign applicants to
the committees for specific tasks. You can have all the applicants assigned or have filters to assign
applicants that meet a certain criteria automatically assigned. (This is best used on a one to one
application process when you are only reviewing one application and awarding one funding source).

(For more details on this functionality, please see Module 10 - Setting up Your Evaluation Task:
Automatic Assignment of Applicants)

The use of the Automatic Assignment of Applicants feature is a global site feature not a per application
option. If selected all application forms will have to use the Automatic Assignment, and the ability to
use the manual version where you get to select what applicants gets assigned to what task will not be
available.

Select “Yes” to activate this feature, otherwise select “No”.
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9.5.21.2 Display Reviewer Comments on Application Summary

This setting allows reviewers to see each other’s comments in the Application Summary Page. Select
Yes to activate this option. Once it is activated, when the reviewers review the application form they
can scroll to the bottom of that form and see how all the other reviewers scored that applicant on any
tasks and see any comments they entered in the comment questions for those tasks.

9.5.21.3 Show Application Summary As A Link
This option controls the view of the Applicant Score Sheet for reviewers who are assigned to review

applicants. Keep in mind this is a global site setting and must be used across all application forms.

If Show Application Summary is set to Yes:. In order for the Reviewer to view the application they must
open it in a new window by clicking on either one of these links as shown in the below illustration:

Initial Review by Staff

Seve  » Save & Exit Ot without Save  » Reset Form >
Apphcant Name
Yiew Acglcation |
Yoz ' No
Yes L No
P L Yes U No
Are Tax Forms uploaded?™ Yes O Mo
Seve » Save & Exit > Exit without Save  » Resat Form >

If Show Application Summary as a Link is set for No: It changes the view of the Applicant Score Sheet.
The application summary is now automatically viewable without clicking on the links as shown in the
below illustration:

Show Application Summary As a Link : OYes @® No
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Initial Review by Staff
Save » Save & Exit > Exit without Save  » Reset Form >

Applicant Name: Hanson, Byron
View Application | Admin PDF
Is Resume uploaded?*
O Yes ONo
Is Transcript Uploaded?* Application Summary of : Hanson, Byron e
OYes ONo

Is Photo Uploaded?*

O Yes ONo Personal Information

Are Tax Forms uploaded?*

OYes ONo Name
*First Byron
Middle Harry
"Last Hanson
Suffix Jr.

Preferred Mr
Former Names
First and Last name fields aremrlici\iired for each name row thatis

Reviewers still have the option of opening the application in a new window if they desire too. This is the
preferred option for most Reviewers. It enables them to see the application next to the scorecard.

9.5.22 Enable Interests Cart

The Interests Cart should be used if you are offering several funding opportunities. This will enable your
applicants to choose the opportunities they wish to apply to and manage the applications without
having to search for the next opportunity. They can select applications and have them added to their
interest cart for future referencing, without having to start the actual application form.

If you do not want to activate the interest cart then select No.

Set the the control to Yes to activate the Interest Cart for the Applicant. Once you activate it you will
also need to go to the Interest Cart Message in the Site Settings and add a message for the applicant.

When active the Applicant will have the opportunity to place an application into their My Interests Cart
and they will have a tab on their dashboard called “My Interest Cart”.

When they locate a funding source that they want to save for a later time, all they have to do is click on
the Add to Cart instead of the Apply, and the application form will be added to their My Interest Cart
tab.

2016 Test Agpicatio Begin Accapting Agplications Date: [
Deadline Date (EST Time Zone): 0531

I Apply | Add to Cart I

Once they click the Add to Cart they will get a system alert message that it has been added to the cart,
and they can click OK to continue.
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Sytem Alert 311

2016 Test Application has been added to my interests cart successfully.

They can then access that application form by clicking on the My Interest Cart Tab in their dashboard.
Wher they can view all applications they have placed in the cart.

From there they are given the opportunity to Apply or Remove From Cart.

Welcome Christine Smith Change Password | View/ Edit Profile | Logout

Home > My Interest Cart

Use your Interest Cart to save opportunities you want to be notified of when they become eligible for your application
submission,

Your cart will allow you to keep up-to-date on the latest opportunities and submit your applications on time in order for
the most chances to be awarded more money for your education,

Total Scholarship: 22 / My Interests: 1

Applicatior Begin Accepting Applications Date:
06/30/2015
Deadline Date (EST Time Zone):
08/31/2015 12:00AM

I Apply | Remove From Cart I

GotoPage 1 Go ™,  Pegerof [y Display All * Records per Page

9.5.23 Send an email to Application Contact, when an Application is Submitted

If you have set up an Application Contact in the Application>General Information setup for your
application form, then you can have the option to have an notification email sent to that contact every
time an applicant submits their application form for that specific application.

Select “Yes” to have the emails sent once the applicant clicks “submit”. Otherwise, select “No”, if you
do not want the Application Contact to get an email.

9.5.24 Enable Import Responses from Existing Application

If you are using a Master template to create your application forms, or copying from the same form
each time, so that all the XML section names and question names are the same for your common

guestion across all the applications, you can allow applicants to import responses from one application
to another application.
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When the applicant applies to an application they will have a button on the application’s dashboard,
Import Responses from Existing Applications.

Welcome Christine Smith

Application Status: Pending Submmssion Change Password

View/ Edit Profle | New Search Logout
My Apolications » 2016 Test Application

Deadline for Submissionc 12200 AM, Aug 31, 2015

Preview Application il Import Respordes from Exsting Applications inal Review and Subenit

LA v
LS o=
oty AdAtonel Irforratcn Copy Genersl rforrmatizn
L o
06/01/2016 12:00aM 046/12/2030 12:00AM

Once they click the Import Responses button, they will see a listing of all the applications they have

applied to and can select the one they want to import responses from and click on the Import button for
that application.

Important

Scholarship

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

Z1 First Fund

Z2 Second Fund

Z3 Third Fund

A message will appear notifying them that any information already entered will be overwritten in the
new application form. The can click “Yes” to proceed with the import.

System Alert 238

The existing information will be overwritten by the Scholarship for
organization accepting High School applicants with Multiple funds & Multiple
Request Sections information. Do you want to continue with the import?
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They will then receive an additional message notifying them to confirm all the imports for accuracy and
can click OK to return to their dashboard to complete the application form.

Once the import is complete all the XML Sections and XML questions that match, from the other

application they selected, will be automatically populated with the same values into the new application
form.

9.5.25 Enable Format Excel File

When exporting report to excel using the Export to Excel option, items that are numbers and date fields
will export with left alignment. However, by selecting “yes” to this item, you can have numeric and date
fields formatted with right alignment at the time of exporting to Excel.

9.5.26 Pre-Qualification questions appear

If you have created and are using Prequalification questions in your application form, you can have the
option to have those question appear:

After Login: After the Applicant selects an application form to apply to, and has logged into the site
the prequalification question will appear for that application form.

Before Login: If the applicant has not logged in yet, and selects an application form to apply to, prior
to logging in, the prequalification question will appear to prequalify that applicant to apply to that

application form.

This setting is a global setting and will apply to all application forms that have prequalification questions
activated in the Application Setup dashboard.

9.5.27 Show View All Grants
When an applicant is viewing the search screen to locate funds they are eligible for, there is a button
that can appear “View all Scholarships” (or funding source). When the applicant clicks on this they will

be directed to the Application Listing view and get a listing of all the funding sources available on the
site.

If you want to force your applicants to search and only want them to see results based on their search
you can have that button deactivated.

Select Yes to have the View All Scholarship (funding source) button displayed
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Please select an item below to filter for funding sources you are eligible for.

View All Scholar:

Search by Keyword

Find Scholarship by Keyword:

Search by Scholarship Eligibility

Display Scholarship that match All of my selections:
(Select more options to return a narrower set of results)

County Select M

Gender Select M

Is US citizenship required? Select M
Major Select M

State Select M

Search by Sponsoring Organization

Find Scholarship by the Sponsoring Organization(s): Select v

Select No to deactivate the button and not have it appear.

Please select an item below to filter for funding sources you are eligible for.

Search by Keyword

Find Scholarship by Keyword:

Search by Scholarship Eligibility

Display Scholarship that match All of my selections:
(Select more options to return a narrower set of results)

County Select M

Gender Select M

Is US citizenship required? Select M
Major Select v

State Select M

Search by Sponsoring Organization

Find Scholarship by the Sponsoring Organization(s): Select v
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9.5.28 Enable Application Payments

If you have fees associated with you application forms, you can activate this feature to allow for fees to
be paid on an application form. This does require integration with a third party payment software
program and will require that CommunityForce implementation set this functionality.

This will activate in the General Information setup for the application form the option to set a fee
amount on the specific application form. As well as activate the interaction with the third party payment
software.

If you are using this feature select “Yes” otherwise. Select “No”.

9.5.29 Enable Terms & Conditions / Consent

Some clients must have their applicants review Terms and Conditions prior to creating their login user
accounts. When creating their account they will have a questions with a link to the Terms and
Conditions message and a box that they must select prior to submitting their login in credentials.

If this is activated you will also need to add the Terms and Conditions message to the Enter Terms &
Conditions / Consent message located in the Site Settings.

*First Name : B
*Last Name :
*Date of Birth: 07 v / 28 v / 2015 v (MM/DD/YYYY)

Login Id (Email Format) :

*Password : *
*Confirm Password : ®
I | agree to the Terms of Service and Privacy policy I

Submit | Cancel

9.5.30 Disable Review Screen Before Application Submission

When an applicant submits their application form and clicks the “Final Review and Submit” button on
the application dashboard, they are first directed to a Final Review Page where they must review the
application form and select the confirmation box acknowledging they have reviewed the form and then
click the Submit button for final submittal.
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Please check the check-box to confirm that you have reviewed your Scholarship for organization accepting High School
applicants with Multiple funds application, then click “Submit”.
You will not be able to update it after it is submitted.

Submit > Cancel & Exit >

The Disable Review Screen allows you to turn off the review function and the applicant will not receive

the review screen. Once they click the Submit they will then immediately be submitted and will not
need to do the final review.

Yes — turns off the review feature. When the applicant submits they will not have the Final Review and
Submit button, but instead only has a “Submit” button present on their application dashboard. The
applicant does not have to do a review prior to final submittal.

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

Deadline for Submission: 09:00 PM, Dec 31, 2015

Preview Application || Import Responses from Existing Applications

Instructions

No — displays “Final Review and Submit” button on the application dashboard, and the applicant must
select the confirmation box confirming they reviewed their form prior to final submittal.

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

Deadline for Submission: 09:00 PM, Dec 31, 2015

Preview Application || Import Responses from Existing Applications | BRUERIENENETLTET11

Instructions

9.5.31 Show Apply Button Before Login

When viewing available funding prior to log in, this feature allows the “Apply” button to be present on

the funding source view prior to the applicant clicking the funding source name and logging in to the
site.

Yes — allows the Apply button to appear prior to logging in.

~ AR NER

Welcome Login
Total Scholarship: 31 / My Results: 31 N ERSEET WG EITEY Scholarship (A-Z) v
2015 Common Application Form (posting) Begin Accepting Applications Date: 06/12/2015
Deadline Date (EST Time Zone): 12/31/2015 12:00AM

No — The applicant must first click on the Funding source Name to view the funding source and apply.
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Welcome Login

Total Scholarship: 31 / My Results: 31 LERSEETCO NGO Scholarship (A-Z) v

2015 Common Application Form (posting) ;egicir\lﬁc:;p:in(gEégp_:j;a:i;ns D)atlez: gsl/lz%nzso:; soun
eadline Date ime Zone): E

9.5.32 Enable Automatic Application Creation Through Application Invitation

When inviting applicants to apply to a private application form using the Administration>Application
Invitation feature, you can choose to have the application form already started for the applicant and it
would be available in their “My Applications” tab or you can have the applicant click on a link in an email
and be directed to a login where they could then access the form to start the application themselves.

* Yes - allows you to invite an applicant and start the application form for the applicant. The
applicant would then log in and the application form would be available in their “My
Applications” tab and the applicant would then click on the application form to complete it. (If
there were pre-qualification questions, the applicant will not have to answer those questions,
and will be bypassed to the application form.)

* No - allows you to invite an applicant to apply to a specific application form, however, the
application will not be automatically started and added to the applicants “My Application” tab.
The applicant will have to click on the link in the email and then must log in through that link.
Once they login in from the link the application form will appear to them, where they can click
the apply button to begin applying to the application form.

Once the applicant clicks apply and is directed to that application’s dashboard, the application
will then be present in their “My Application’s” tab. (If there are pre-qualification questions, the
applicant would have to meet the pre-qualification before accessing the applications
dashboard.)

(Please see Module 6 — Application Invitation Setup for more details of the Application Invitation
process)

9.5.33 Enable Post Acceptance Section Submit Notification

If you have set up an Application Contact in the Application>General Information setup for your
application form, then you can have the option to have an notification email sent to that contact every
time an applicant completes and submits a Post Acceptance Section. That section must have been
created using the Post Acceptance Section Type. The email that is sent is in the Notification
Center>System Email template>Application: Applicant Submit Post Acceptance Section.

Select “Yes” to have the emails sent once the applicant clicks “submit” for that Post Acceptance Section.
Otherwise, select “No”, if you do not want the Application Contact to get an email.
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9.5.34 Push Committee Scores

This allows committee reviewers that are assigned to the same applicant multiple times in different
review tasks, to be able to push the same scores they gave to that applicant on another review tasks.
This is a global setting and will apply to all application forms.

Do Not Push — this will not allow your committee reviewers to push scores and they will have to re-
enter the scoring on every review task for the same applicant.

Push Scores within Application — this will allow your committee reviewers to push scores on the same
applicants, if they are scoring that same applicant on different tasks, within the same application form.

Push Scores across All Applications within the Academic Year. — if you have multiple applications
active within the same academic year and the same applicants could be applying to those other
applications, then you can have committee reviewers that may be reviewing in multiple applications, be
able to push the same scores they gave to the same applicants in another application form.

Important Note to Administrators: Only the scoring questions that are created in each score card with
the exact same XML name and question type formatting will be pushed. If the XML Name on a scoring
guestion is not the exact match, or the question type formatting has been changed it will not import and
push that data. Therefore, it is best to clone the tasks when creating them in order to keep them
consistent.

9.5.35 Enter Terms & Conditions / Consent
If you select “yes” to activate the Enable Terms & Conditions / Consent in the Site Settings above, you

will need to add the actual Terms and Conditions in this editor box. Then when the applicant clicks on
the link for the Terms, they will be directed to this message.

9|0 B LU @ | &BRRR (=

A, @A Font Verdana v Size 2(10pt) v T X
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Consent Message

Enter Terms & Conditions / Consent :

Design mode HTML text
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9.5.36 Search Page Header Message:

If you are using the search page option to allow your applicants to search for funding sources by a
specific search filter type, then you will need to add a message that will appear at the top of that search

page:

9,0/ | B|I |0 @ &RBBGB EEZF EE S Aa
@A, @A Font | Verdana v|@ Size|2(10pt) Y| [T X & ¥ Q=

Please select an item below to filter for funding sources you are eligible for.

Search Page Header Message :

Design mode HTML text

B US cRimenivp requeed”  ele
Major  Sebect

eate  Sele

.
e [ = |

Search by Spomaoning Orpamczation

Find Sehataniip by the Spamiring Crgasttation(s) Select -

ST

9.5.37 Interests Cart Message

If you activated the Interest Cart in Site Settings, you will need to enter a message to the applicant that
will appear at the top of the page when the applicant is viewing their ‘My Interest Cart tab.
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How to use your Interest Cart
Use your Interest Cart to save opportunities you want to be notified of
when they become eligible for your application submission.

Interests Cart Message :
Your cart will allow you to keep up-to-date on the latest opportunities
and submit your applications on time in order for the most chances to
be awarded more money for your education.

Design mode HTML text

Welcome Chrstine Semith Change Password View/ Edit Prefile Logout

Home » Ny Intereit Cart

How to use your Interest Cart
Use your Interest Cart to save opportunities you want to be notified of when they become eligible for your application
submission.

Your cart will allow you to keep up-to-date on the latest opportunities and submit your applications on time in order for
the most chances to be awarded more money for your education.

Tetal Scholarship: 22 / My Interesty: 1

st Applicatior Begin Accepting Applications Date:
06/30/2015

View more Deadline Date (EST Time Zone):

08/31/2015 12:00AM

Apply | Remove From Cast

Go to Page Go &, Paeiorg =3 Display AL » Records per Page

9.5.38 Non Eligible Students Fund Message

This is used for clients that have applicants logging in using SSO (Single Sign On).

If an applicant tried to log in outside of the organization’s Single Sign on portal, and they try to apply to
an application that has the linked funding source marked as Allow Non-(org) applicants set to No in the

Funding Source Setup, then the applicant can receive the Non-Eligible Student Message. Only applicants
that are Applicants coming in from that organization’s SSO portal would be allowed to apply.

Allow Non-CFTS applicants: Yes ® No Allow CFTS Applicants: ® Yes No

You can create a custom message to appear when an applicant tries to apply for funding he or she is not
eligible for.
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Non Eligible Students Fund Message :
[This message appears, when an
applicant tries to apply for a
Scholarship/Grant, he is not eligible for.]

Welcome Any Test CF Logout

Search ‘ My Applications | My Interest Cart | My Proxy Applications

Thank you for taking the time to find out more about this opportunity. Apologies, but you're not currently eligible for this opportunity at this time. Please review the
information you've entered on your application carefully and change any details you feel you've entered incorrectly. If all details you've entered are correct and you
are, in fact, ineligible, then mark this opportunity and try again during our next open process.

Nominator Login | Help | Contact | Logout

9.5.39 Registration Instructions

This will allow the administrator to create Instructions on the Registration page where an applicant will

create their login account for the system. You can use the Design Mode to edit exactly the same way as
Microsoft Word in the editor box. Simply type the information into the editor or you can use the HTML
Text function to create instructions using HTML tags.

@® Suggested Registration Instructions:

Registration

Registration Information:

Once you create a user account and begin an application you can save your work and return later to finish. All applications must be submitted by the
deadline dates. You will not be able to submit your application after the deadline has passed. It is important that you review each section of the
application making sure no information is missing.

Do not hesitate to contact us if you have questions. Good Luck!
*First Name : @

*Last Name :

“Date of Birth: 12 v/ 21 v /2015 v (MM/DD/YYYY)
*Login Id (Email Format) :
*Password : *
*Confirm Password : ®

| agree to the Terms of Service and Privacy policy

Submit || Cancel

9.5.40 Login Instructions

Login Instructions: This will allow the administrator to create Instructions on the login page for
applicants before they can login. You can use the Design Mode to edit exactly the same way as
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Microsoft Word in the editor box. Simply type the information into the editor or you can use the HTML
Text function to create instructions using HTML tags.

® Suggested Login Instructions:

Sign in Welcome to your Scholarship Application Portal
* Email New Applicants/First Time Users
* or Click the "Create New Account" button below in order to

begin a new application.
* Passvsord

- Existing Applicants
Password is case sensitive. Enter your Username and Password to complete the application.
(Your username is the email address and password you initially

used to set up your account.)
Login Cancel

Forgot Password

Forgot Passv/ord? Click on "Forgot Password" and enter your login email address to
reset your password. Once complete, an email will be sent asking
you to reset your password. You will receive a confirmation email
once you've successfully reset your password.

Create New Account

9.5.41 Saving changes to General Settings
Once you have activated all the items in General Settings and added the appropriate messages you will
want to save any changes you have made. You can either click Save to save your changes but stay on the

Site Settings page to continue updating, or click Save & Exit and return back to Administration
Dashboard.

Save »p Save & Exit > Cancel » Exit »

Cancel — Clears all data from the fields.

Exit — Undo changes and return to the Administration Dashboard

10.Manage System Messages

) -

Manage System Messages
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Plug-in Mapping

Manage System Messages allows the Global Admin to customize the language of the system generated
messages that are used thoroughout the workflow of the system.

The system messages cannot be deleted. You can only edit the Message Type and the Message
Description. The Message Code ties it to a particular workflow in the system and cannot be changed.

Home > Administration > Manage System Messages

Manage System Messages

Save » Save & Exit > Cancel » Exit »
Message Type:
Message Description:
Save » Save & Exit > Cancel » Exit »
Message Code: Message Type: Message Description:
search by
Message Code Message Type Message Description
5 101 Status Update The Application has been saved.
B 102 System Error Application Name already Exists. Please Try again.
& 103 System Message Select an Application to duplicate. You v/ill be able to edit the nevs Application.
5 104 System Alert {Application Name} does not appear to be a valid Application to clone. Try again. Select the first "Application Selection” to clone.
(5 105 System Alert All of the sections associated viith this Application viill be deleted. V/ould you like to continue?
& 106 System Alert The criteria associated vvith this Scholarship viill be deleted. Vould you like to continue?
& 107 Status Update The Application Status Detail has been created.
(5 108 Status Update The Application Status Detail has been updated.
& 109 System Message  Are you sure you vant to delete the Application Status Detail?
B 110 System Error The Application Status Detail already exists. Choose a different Application Status Detail.
GotoPage 1  Go 4| Page10f25 » Display 10 v Records per Page
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10.1 Editing System Messages

Exercise 1

» Step 1: From the Administration Dashboard>Manage System Messages, Search for a system
message by entering information in the search by filters. You can search by entering the code

number, the message type or message description. Once you have entered information in one or all

fields hit the Search Button.

Message Code: Message Type: Message Description:

» Step 2: Search results will appear in the grid below.

Message Code Message Type Message Description
[E] 101 Status Update The Application has been saved.

F;

» Step 3: Once you locate the System Message you want to edit, click on the Edit icon next to

that message.

Mezzage Code Meszage Type Meszage Description

—
< gor S Update The Application has been saved
R System Error Application Name already Exists, Please Try again
J o System Message Select an Application to duplicate. You vill be able to edit the nevr Applic
o os System Alert {Application Name) does not appear to be a valid Application to clone. Try again. Select the first "Application Selection® to clone.
o System Alert All of the sections associated vith this Application vill be deleted. VWould you like to continue?
7 Roe The criteria associated vaith this Scholarship vill be deteted. VWould you like to continme?
7 Ror The Application Status Detall has been created
< Roa The Application Status Detall has been updated
7 hos System Message Are you sure you viaant to delete the Application Status Detall?
J g System Error The Application Status Detall already exists, Choose a different Application Status Detadl
—

> Step 4: The information from that message will populate at the top of the screen, in the Message
Type field and the Message Description. field. Type your changes in the Message description and
click Save to save your changes.

Save » Save & Exit > Cancel » Exit »

Message Type: Status Update

The Application has been saved.

Message Description:

Save » Save & Exit > Cancel » Exit »
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Save - Save changes and remain on the page

Save & Exit — Save changes and return to the previous page
Cancel — Cancel changes and remain on the page

Exit — Undo changes and return to the previous page

Note: when editing messages use caution in changing items that have brackets around them {}. These
items are merge fields that are merging to an item in the application site if you remove them then you
remove the link and the item will not merge.

11.Set Master Application

(For details on how to use and set up this feature please see Module 3 — Application Form Setup — 3.2
Setting the Master Application)

$ <

12.Manage Application Funds

Manage application Funds in the Administration Dashboard has the same functionality as the Manage
Application Funds in the Setup Application Forms>Manage Application Funds. However in the
Administration Dashboard, you can select multiple applications and set the funds for all those separate
applications forms from one page, without having to go to each separate application forms setup page.
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Select each application form separately in the Select Application field and then assign all the funds to
that application form. Be sure to click save on that application form before selecting the next application

form to begin assigning funds to.

Home » Administraticn » Manage Application Funds

Manage Application Funds

Select Application : --Select

Avygred RO

™

As you start assigning and saving those assignment the information will appear in the section below
showing what application forms have what funding sources assigned to them.
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Application Name

Test 6/30 2015 Application

Testing Form applicants vsith Multiple funds & Multiple Request Sections

Form for organization accepting High School applicants vsith Multiple funds & Multiple Request Sections
Form for University requiring integration with Datatel (Dept Specific Questions)

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

Testing Form applicants vsith Multiple funds & Multiple Request Sections

Form for University requiring integration vith Datatel (Dept Specific Questions)

Scholarship

2015-2016 Scholarship Application for all funding
Aaron C. Kesler Future Firefighters Scholarship
Aaron C. Kesler Future Firefighters Scholarship
Aaron C. Kesler Future Firefighters Scholarship
Arvin-McCord Scholarship

Arvin-McCord Scholarship

Arvin-McCord Scholarship

Bob J. Tandy Scholarship

Bob J. Tandy Scholarship

Brian Bowvman Memorial Scholarship

(For additional information on how to use this see Module 4 - Setting up Funding Sources — 2.3

Accessing the Manage Application Funds.)

13.Manage Role Types

(For details on how to use and set up this feature please see Module 2 — Managing User Accounts — 1.

Manage Role Types)

A Fitacy Sgmenin

&3

Exlerral Systen
ee

St Master Apphe ston

]

14.Manage Academic Years

Passwond Pos
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Academic Years allows you to assign an application form or funding source to a specific academic year
period. In the Administration Dashboard, you can set the dates that each academic year period starts
and ends according to how your organization’s academic years flow, in the Manage Academic Years.

Exercise 1

> Step 1: From the Administration Dashboard click on the Manage Academic Years Icon

0

Manage Academic
Years

Administration

» Step 2: The Academic Years listing will appear showing all the current Academic years on the site.
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Home » Admintstration » Academic Years

> Step 3: You can edit an existing Academic year by clicking on the Edit icon next to that year, or add a
new year by clicking on the Add New Academic Year.

> Note: When editing the existing dates and you select a date that falls within another Academic years
date range you will receive an error message, “Dates for the Academic Year are Overlapping”, and
you will not be able to update that period. Therefore when adjusting the preloaded dates, you will
want to start at the highest year listed and move backwards.

Add New Academic Year

» Step 4: The Academic Year will open where you can enter the Start Date, End Date and Academic
Year if adding a new year, and click Save or Save & Exit to return to the listing of current academic
years.

Save » Save & Exit > Cancel » Exit »

Start Date: 2015/07/01
End Date: 2015/12/31 G|

Academic Year: 2015-2016

Save » Save & Exit 2 Cancel » Exit »

15.Upload Applicant Credentials

This feature is the same feature in the Home Dashboard>Setup Users>Import User(s), and allows you to
import a batch of user profiles at one time from a preformatted Excel document.
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Upload Applicant
Credentials

Administration

Years

When you first access the Upload Applicant Credentials you will be directed to the same page as if you
clicked on the Import User(s) button in the Setup Users function. For more details on how to upload
using an import file, please see Module 2 — Managing User Accounts — 2.3.2 Creating User Profiles from
an Import File.

Upload Applicant Credentials

Select Type : ® Excel © XML

Select Excel File : Upload Excel File Click here to download the format of the file
L J

Save » Exit »

16.Assign Scholarship to Role Types

Assign Scholarship to role types allows you to assign individual funding sources to a role type. Then only
that role type can have access to view the funding source. In order to access this icon and be able to
assign scholarships you must first make sure that in the Administration>Site
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Settings>Grants/Fellowship Settings: Show Funds based on Role Types has been set to “Yes”. If this is
not set to “yes” then this icon will not be available for access.

Exercise 1

» Step 1: From the Administration Dashboard click on the Assign Scholarship to Role Types Icon

As 7

Assign Scholarship to
Role Types

» Step 2: The Assign Scholarship to Role Types assighment screen will open:
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Home > Admanistration > Assign Scholarship to Role Types

Assign Scholarship to Role Types

—p  Seloct 3 Role Type : Select
Select a Funding Source : Select *
Un-Assigned Scholarship Assigred Scholarship

Search By: Select . n

No Records Found

> Step 3: Select a role type that you want to assign by clicking on the drop down arrow on the Select a
Role Type

> Step 4: The Available Funding sources will appear in the Un-Assigned Scholarship listing.

Un-Assigned Scholarship Assigned Scholarship
2014-2015 SDSU Scholarship Application

2015-2016 Scholarship Application for all funding

2016 Test Application

Aaron C. Kesler Future Firefighters Scholarship

Arvin-McCord Scholarship —
Bob J, Tandy Scholarship

Brian Bowman Memerial Scholarship

Common Application Form

Common Fund 1

Common Fund 2

Cory Knecht Memorial Scholarship

Edith V. Botts Nursina Scholarshio =

Save

» Step 5: Select the fund in the listing, and then click the right directional arrow to move that fund to
the Assigned Scholarship Column. Repeat this for all the funding sources you want to assign to that
Role Type.

Assign Scholarship to Role Types

Select a Role Type : Dept Admin .
Select a Funding Source : Select *

Un-Assigned Scholarship Assigned Scholarship

2014.2015 SDSU Scholarship Applcation Aaron C. Kesler Future Firefighters Scholarship
2015-2016 Scholarship Appication for all funding
2016 Test Application

Arvin-McCord Scholarship

Bob J. Tandy Scholarship

Brian Bowman Memorial Scholarship

Common Applcation Form

Commoen Fund 1

Comenon Fund 2 —p
Cory Knecht Memonal Scholarship

Ecith V. Botts Nursing Scholarship

Ernest and Diana Rhoads Scholarshio
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» Step 6: Once you have added all the appropriate funding sources to the Assigned Column.
Click Save to save that assignment.

» Step 7: You will receive an alert to confirm you want to save this assignment. Click Yes to continue.

Alert 309

Are You Sure You want to Assign the Funds

> Step 8: The assignment will now appear at the bottom of the page showing what role type has been
assigned to what funding source.

Assign Scholarship to Role Types

Select a Role Type : Select

Select a Funding Source : Select v

Un-Assigned Scholarship Assigned Scholarship

1[e]©

Save

Search By: Select v

Role Type Scholarship
Dept Admin Aaron C. Kesler Future Firefighters Scholarship
GotoPage 1 Go @ Page10fi o Display 10 ~ Records per Page

To undo an assignment select the role type again in the “Select a Role Type” and move the Assigned
Scholarship to the Un-Assigned using the left directional area, and save.

17.Plug-in Mapping

Plug in Mapping is used in integration with an external site and is used to link your external System to
the CommunityForce site. This feature will be setup by a member of the CommunityForce
Implementation team and should not be changed once the system mapping has been selected.
Changing this can cause your system to not function properly.
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) -

Plug-in Mapping

Administration

-
Ve333ge
Sat W oo " Varage Apes Varage Roke Typet
e
- e
™ Q‘.‘
pocars
Apie P —
C Pt

Select the External System to Map to:

Home > Administration > Mapping

Mapping

External System: -Select External System- v

Cancel
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