Awarding - Modify/Cancel Awards

The Awarded tab of your committee fund allows you to view your list of awardees.
The top of the page displays the following information:

» Available Balance - total fund amount available.

e Awarding Amount - amount awarded to candidates.

 Awarded Candidates - number of candidates awarded.

e Canceled Awards - number of canceled awards. Clicking on the Canceled Awards

button allows you to view the canceled awards.

Also, at the top of the page allows you to open/close awarding and send award emails
for the committee fund.

There is a search with the following options:

o Last Name Begins With - click the letter to search for awardees.

Last Name - enter the last name.

First Name - enter the first name.
Student ID - enter the Student Id.
Show All - this will reset the search.

The Qualifies filter allows you to filter on awardees who Yes, qualify for the award or
No, no longer qualify for the award. Please Note: this filter is reliant on matching.

Matching must be run for the most recent qualification status.

The bottom of the page displays the list of awardees, displaying the following information
for each awardee:

¢ Awardee name and student ID
e Qualifies status
e Snap - link takes you to Applicant Snapshot



» Matching Details - clicking on this button gives the details of how the awardee
matched to the requirements

o Awarded Date with season amount

o Award next steps - which may include Award Status (Accept/Decline), Thank You
Letters and Form.
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There are two ways to modify or cancel awards, individually or in bulk.

Individual Award Modification
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You will first locate the awardee, then click the Actions menu and select 'Modify Award'.

The next screen will allow you to make modifications to the award and once finished

click 'Save Award Information'.
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Individual Award Cancel

You can cancel a single award by clicking the Actions menu and select 'Cancel Award'.
The next screen will allow you to enter an optional cancel reason and save once
finished.
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Bulk Award Modification

If you have multiple awards you need to modify, click the box next to each awardee then
click the 'Modify Selected' tab.
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The next screen will display the list of selected awarded candidates. You can enter text

into the search filter if needed. Then you can make your modifications and click Save.
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The next screen will allow you to enter an optional cancel reason for each award and

when finished click Save.
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Candidate Award Date Award Total Cancel Reason - Not Required

Dean Chappell 1/18/2024 $500.00 | | 3 |
A

Jason Sterling 1/18/2024 $1,000.00

‘ No reason provided

A

) -

Cancelling All Awards for a Single Awardee

If a student should have ALL awards cancelled for ALL scholarships they have received,
the awards can be cancelled from Applicant Snapshot. An admin with 'Delete Awards'
admin permission can go to the Awards tab of Applicant Snapshot to select the 'Cancel
All Awards' button. The admin will be prompted to confirm this action and add an optional

cancel reason. IMPORTANT: This action cannot be undone!!!!
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If all awards are cancelled, a student can be re-awarded as needed. For more
information on Applicant Snapshot, click HERE.
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