How to Use the Committee Function
YALE

e LTI Student Grants Database

with without
Yale NetlD Yale NetID

1. Log in using your NetlD
https://yale.communityforce.com




2. Enter NetlD
and password

3. CAS login

Yale Central Authentication Service

Login required
You may establish Yale authentication now in order to access protected services
later.

NetID:

Password:

Warn me before logging me in to other sites.

Login

Please note

Before entering your NetID and password, verify that the URL for this page
begins with: https://secure.its.yale.edu

To protect your privacy, quit your web browser when you are done accessing
services that require authentication.
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CAS Logout
Help with CAS

Feedback

Forgot your password?

Changing your password




4. Click on “Manage Student Applications”

Home /

] %

a

Fellowship

User Setup Application Setup

Fellowship
Description Setup

sl % *

Manage Student Reports {All Administration
Applications Fellowships)

<] = @

—

Notification Center

Score Applicants Institutional
Reports

Using the Committee Function Tutorial




Home > Evaluations

Optional: Search by keyword

Search By:
’7Application Form:

Grants/Fellowships:

Sponsoring Organization:

Select v ﬁ

Total Applications: 1

Application Form

I SGDB Training Application

Go to Page 1

Go

Grants/Fellowships

Sponsoring Organization Start Date
SGDB Training Fellowship SGDB Training 07/13/2016

@ Page10f1 [ 3

5. Select the appropriate fellowship

Export to Excel Active §
Deadline Published
07/13/2016 Yes

I Display = 20 %  Records per Pagel

Optional: select “Display
All” to see all applications
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Step One: Creating a Committee

1. Click on “Evaluation Committee Setup”

Home > Evaluations > SGDB Training Application

SGDB Training Application

ad a5 ad

Applicant Status Evaluation Evaluate and Award
Committee Setup Applicants

5 ) @

Sy

Release Application Manage Email
Re;i)lortsh(pne Sections to Notifications
Fellowship) Students
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Step One: Creating a Committee

2. Click on “Assign Committee Members”

Evaluation Setup

w 8

2@m
Evaluation Task Assign Committee Assign Applicants
Setup Members to Committee

Manage Automated
Scoring
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Step One: Creating a Committee

3. Click on “Add Committee”

Add Committee = Export to Excel

Committee Name Committee Members Assigned Applicants
-~ Heinz test gader, ionah
1 [5f % Total Committee Members: 1 Rose, Emma aron, Anna
Total Assigned Applicants: 4 Brewer, Simon
' Chang, Amy
GotoPage 1 Go g Page 1 Of 1 [ 2 Display | 10 % Records per Page

Save » Save And Exit > Cancel »

Committee Name : Test Committee «——— | 4. Enter a name for your committee

and click “Save and Exit”

Save » Save And Exit > Cancel »
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Step One: Creating a Committee

Manage Committee Members

“

Select Committee: | Test Committee

Search for Committee Members

Users assigned to a committee must first be added to the application user list. If you don't find the reviewer you want to select, please o add them.

Search By: A
First Name: Last Name: Email Address: Sponsoring Organization:
Yale Faculty and Staff plus non Yale reviewers included in Manage Users Assigned Committee Member(}/

Clough, Robert {rclough@yale.edu) /
CloughReviewer, Robert {rcloughB83@gmail.com)
Cohen, Samuel (samuel.cohen8yale.e

Cole, Alison @alison.cole@yalecdil | 5(q), |f the committee member you would like to add

Conde, Djenab (djenab.conde@gmail.

connally, Meghan (meghanconnaly® - does Not yet have a reviewer account in the Student

Connelly, Tricia (tricia.connolly@&yale. e

Corley, Nickia nickiacodeyavalesau) - (Grants Database, you can add them manually here.

Cotino, Victoria (victoria.cotino@yale.g

cumiish, Peter petercnmisnayaied - Alert: once you add a person here, they will receive

Cullen, Marleen {mardeen.cullen@vyale. . . .
cupo, Ellen (slencupoyaieccu) | &N email notifying them that an account has been
Cusack, Diane (diane.cusack@vale.ed

pailinger, Katherine (katnerine.daiinge. Cre@ted for them in the database.

Continue »
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Step One: Creating a Committee

Manage Committee Members

“

Select Committee: | Test Committee

Search for Committee Members

Users assigned to a committee must first be added to the application user list. If you don't find the reviewer you want to select, please click here to add them.

Search By:
First Name: Last Name: Email Address: Sponsoring Organization:

Al :

Yale Faculty and Staff plus non Yale reviewers included in Manage Users Assigned Committee Member(s)

Clough, Robert {rclough@yale.edu)
CloughReviewer, Robert {rcloughB83@gmail.com)
Cohen, Samuel (samuel.cohen@yale.edu)
Cole, Alison (alison.cole@yale.edu)

Conde, Djenab (djenab.cende@gmail.com)
Connelly, Meghan {meghan.connolly&yale.edu)
Connelly, Tricia (tricia.cennolly@yale.edu)
Corley, Nickia (nickia.corley@yale.edu)

Cotine, Victoria (victoria.cotino@yale.edu)
Crumlish, Peter (peter.crumlish@yale.edu)
Cullen, Marleen {mareen.cullen@yale.edu)
Cupo, Ellen (ellen.cupc@yale.edu)

Cusack DNiane (dizne kfncale adul

5. Select a committee member from the list of
reviewers and use the arrow to push them into
the “Assigned Committee Members” category 6. Click “Continue” | ——»

oo

Continue »

Using the Committee Function Tutorial




Step Two: Creating a Task for the Committee to Complete

1. Click on “Evaluation Task Setup”

Evaluation Setup

w 8

cam

Evaluation Task Assign Committee Assign Applicants
Setup Members to Committee

Manage Automated
Scoring

Definition: A “task” is a set of questions that you would like the committee to answer or comment on while they
are reviewing the applications. These can be designed to prompt scores, comments or “yes/no/maybe” responses
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Step Two: Creating a Task for the Committee to Complete

2. Click on “Create Task”

Gt T
Display on Display to
Up Down SortOrder  Task Name Review Rpts  Reviewer Score Sheet
x 1 Class of 1960 John Heinz Government Service Fellowship Ranking Yes Yes Create/Edit
GotoPage 1 Go g Page 10f1 =9 Display = 10 % Records per Page

Save p Save & Exit » Exit »

3. Enter a name for your task and
determine the order it will appear (usually 1)

Task Name:ITest Task | —
*Order: [1
Display on Review Reports:

R
Display to Rev,-ewer; <«——— | 4. Check both of these boxes

Save p Save & Exit » Exit »

T ['5. Click “Save & Exit”
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Step Three: Creating a Score Sheet or Question Sheet

1. Click on “Create/Edit” to create a score
sheet or question sheet related to that task

Gors Ak

Display on Display to

Up Down SortOrder  Task Name Review Rpts Reviewer Score Sheet
x b 4 1 Test Task Yes Yes Create/Edit
X a 2 Class of 1960 John Heinz Government Service Fellowship Ranking Yes Yes Create/Edit

GotoPage 1 Go Sl Page 1 0F 1 [ Display = 10 % Records per Page
Questions
Add Question

No Custom Questions are configured for this Step! T

2. Click on “Add Question”
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Step Three: Creating a Score Sheet or Question Sheet

Save » Save & Exit » Cancel » Exit »
*Question :
el Bl |U|ie| s B BR R E=EFEE BE Aa
Azl @4 Font Verdana Bisze v Birxlzlal:¥:|[a
EHEHN H- 1R
. . . Please score this applicant out of 5 points.
1(a). Write your instructions
. —_—
for the reviewer here
I e 2(a). Select “DropDown”
Bubble Instruction: | as the question type
)
zzaogl:l Excel Column Qoi,esﬁun-]
*Question XML Name : Question1
*Question Type: I-“DropDown T 9
et . rsswewe | «—— | 3(a). Click on “Add Values”
equired:
Scoring Comment: 9
“Order 1
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Step Three, Option A: Creating a Drop-Down Options Question

*Question :

4(a). Write the values of your
drop-down options (these
may be text or numeric)

~

Save »

910 | B IO | @] & 2| BB &
Eslzeio E

v,{\,rl 24 - Font Verdana

Save & Exit

==l ol ml sl O

> Cancel » Exit »

]
10}
i
il

= Aa

=)
®]:[&

Io| [

1= il

X

5(a). Click the plus sign

10 acd more values

Label
1

Value

1

x
| L#]

Editor | Save & Close || Cancel

Design mode

9

Bubble Instruction :

[: )}

Report/Excel Column duegtionT

Name :

9

“Question XML Name : duestiom

9
“Question Type: DropDown
Required: 9
Scoring Comment: i)
“Order

AN

HTML text

6(a). Click on “Save & Close”

B
Add Value(s)
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Step Three, Option A: Creating a Drop-Down Options Question

Save » Save & Exit > Cancel » Exit »

*Question :

D40 F BT @) | &R BBR | EE S | EE = Aa
Al: 24 Font Verdana Bisze 0 B:xlzlal:¥:|[a
EHEHBEIRERE
Please score this applicant out of 5 points.
Desgnmode | HTM text 8(a). This number
subbie mtaction: determines the order in
) which the question will
Report/Excel Column  \questiont
Name : o appear on the score sheet
*Question XML Name : Question1
9
*Question Type: DropDown L
Add Value(s)
7(a). Check both Required: °
of these boxes o Comen ° :
raer 1
9(a). Click “Save & Exit” — save & Bxit "
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Step Three, Option B: Creating a Comments Area

*Question :

1(b). Write your instructions
for the reviewer here

oleliBlr|oliel 4 B BB R
A. 2 0 Font | Verdana E Size 10

S S E) R

Please score this applicant out of 5 points.

[
»
w

I
il
il
)
L]}

)
L]}

©
=
M JEL
Ie
| &

1.

e
Designmode | HTMLtext 2(b). Select “EssayBox”
- .
Bubble Instruction : as the queStIon type
Report/Excel Column  \question1 . .
Name : o Optlona|: Indicate a
*Question XML Name :  question1 minimum or
*Question Type: InEssayBox ¢IQ, maximum word count
Required: 9
Scoring Comment: m g /

Min Word Count
Max Word Count

*Order
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Step Three, Option B: Creating a Comments Area

*Question :
2 pE R R R R I L E L BEEEHEE R E Aa
Al @, Font Verdana Bisze 1o Bzlzllal|g:la
IRl TR~ | AR Ry
Please score this applicant out of 5 points.
Design mode HTML text
()
Bubble Instruction :
(i) .
Reporl./Excel Column  Questiont 4(b) ThIS number .
Name | 3 determines the order in
*Question XML N : i . . .
NI TAme: Questiont which the question will
“Question Type: EssayBox 1@ appear on the score sheet
3(b). Check both Required: 710
of these boxes Scoring Comment: os
Min Word Count
Max Word Count
*Order I1 I
5(b). Click “Save & Exit” _ Save & Exit >
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Step Four: Assigning Applicants to Committee Members

1. Click on “Assign Applicants to Committee”

Evaluation Setup

w

Evaluation Task
Setup

Manage Automated
Scoring

o
——
2@m

Assign Committee
Members

9 0
w

Assign Applicants
to Committee
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Step Four: Assigning Applicants to Committee Members

2. Select the task from the drop-down list

Assignments

Select Task Name:l Class of 1960 John Heinz Government Service Fellowshif % I 3 Use the drop_down Options and

Select Status:} Al 1 < radio buttons to determine the pool of
Select Status Detail:§ All 5 . . .
applicants from which you would like
to be able to select

|
© Show Un-Assigned Applicants Applicant Assignment Worksheet

~)Show Assigned Applicants Select Committee:l Heinz test c I

Show All Applicants Members of Committee : Heinz test
Total Applicants: 24 Total Members: 1

Adams, Haley Rose, Emma (roseejr82@gmail.com)

4. Click “Display
Applicants”

Filter By: (" Custom Filters ( Grants/Fellowships

Bildner, Rephael
Collado, Carolyn

Dupler-McClintock, Ellie Save Assignment

~ | Elliott, Adrianne

~| Fallone, E H H

e 5. Select the appropriate committee from
ynn, Colleen .

) Gankin, Yelena the drop-down list

~| Hedin, Emmet

Select: All | None | Go Select: All | None | Go

~ Enable Random Selection | Enable Random Selection
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Step Four: Assigning Applicants to Committee Members

Assignments

Select Task Name:

Class of 1960 John Heinz Government Service Fellowshif 4

6. Select the applicant(s) you would like to assign
by checking the box next to the applicant’s name

I
v

~ellowships

= e oo

© Show Un-Assigned Applicants Applicant Assignment Worksheat
7 Show Assigned Applicants Select Committee: | Heinz test 4
Show All Applicants Members of Committee : Heinz test
_Total Applicants: 24 Total Members: 1
~| Adams, Haley Rose, Emma (roseejr82@gmail.com) I

Bildner, Rephael
Collado, Carolyn
Dupler-McClintock, Ellie
Elliott, Adrianne
Fallone, Emma

Flynn, Colleen

Gankin, Yelena

Hedin, Emmet

7. Select the committee member to whom
you would like to assign the applicant(s)
by checking the box next to their name

Select: All | None | Go
~ Enable Random Selection

Select: All | None |

~ Enable Random Selection

8. Click on “Save Assignment.”

Go
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Questions? Please contact the Yale Student Grants team with any questions: studentgrants@yale.edu.




