Graduate School On-line Awards System Tutorials:

Tutorial 1: Recruiting Fellowship Nominations
Tutorial 2: Diversity Recruiting Fellowship Nominations
Tutorial 3: Continuing Fellowship Nominations

(Each tutorial begins with a summary of the steps involved in each nomination
followed by screenshots of the web pages used in the nomination. *)

Questions — contact:

Marvin L. Hackert

Associate Dean of Graduate Studies

Director - Graduate School Fellowship Programs
(232-3604; m.hackert@austin.utexas.edu)

Mary Alice Davila

Fellowship Coordinator
(232-3603; madavila@austin.utexas.edu)

*Note: We will update these tutorials as we receive feedback on how to improve them.



Tutorial 1: Recruitment (pre-emptive) Nominations

Grad. Coord. (GC)

Select the proper award from list on EASI — enter student’s UT EID

Verify student information and initiate a “nomination”

Answer a few, short questions (some are optional)

Upload supporting letter (if needed)

Funding
Amount of student award from the GS for Fall, Spring, Summer
Indicate any program funding to support award, if applicable

Grad. Adviser (GA)
Review student materials
Ranks nominee / certify and submit



1: Recruitment (pre-emptive) Nominations

GC Step 1: Begin nomination process by entering student’s UTelD

Monitor status
of nomination in
EASI



GC Step 2:
Verify
student’s
information.
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GC Step 3: “Create Nomination”



GC Step 4: Answer questions
(Questions 2 - 5 are optional if
you upload supporting
document — see next screen).



GC Step 5: Upload
supporting letter (if)
necessary.



GC Step 6: Amount of
student award recommended
from the Graduate School
by semester.

"For awards <$12,000, indicate
tuition option, Dept., College,
student, Other.



GC Step 7: Indicate
any program
funding that would
accompany this
award.



GA Step 1:
Assign rank to
nomination -
Certify and
submit.



Tutorial 2: Diversity Recruitment Nominations

Grad. Coord. (GC)
Select the proper award from list on EASI - enter student’s UT EID
Verify student information and initiate a “nomination”
Answer a few, short questions (some are optional)
Upload supporting letter (if needed)

Indicate any program funding to support award, if applicable

Grad. Adviser (GA)
Review student materials
Ranks nominee / certify and submit



Tutorial 2: Diversity Recruitment Nominations

GC Step 1: Begin nomination process by entering student’s UTelD

Monitor status
of nomination in
EASI



Application Major :

Graduate Adviser:

Undergraduate degree received from:
Graduate degree received from:

GRE Scores (quantitative / verbal / total):

GC Step 2:
Verify student
information.

Cellular and Molecular Biology

Smith, Bob

University of Texas at Paris

University of the Panhandle (Test Degree)

620/610/1230
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GC Step 3: “Create Nomination”



GC Step 4: Select award size, full
or supplemental, answer questions
2 & 3, (4 -7 are optional if you
upload supporting document).

* 2. Briefly describe the diversity need met by this student. Give numbers to support your argument. For example, student will be
one of only four Hispanic females out of a total of 145 graduate students in your PhD program. (A maximum of 15 lines will be

saved.)



* 3. If the student's test scores and GPA place him/her in the top 10 percent of applicants within the discipline - check "Top 10"
percentile and you may skip the rest of the questions below. Otherwise, answer the following questions OR upload a letter of

nomination that addresses these questions (next screen).

) Student scores put him/her in "top 10" percentile GC Step 4 (Cont.): Answer OptiOna|
) Not "top 10" on scores - see justification below ques'tions (nOt needed if you upload
supporting document).

(optional) 4. Fellowship worthiness: If this student does not meet the GPA and GRE scores for their area that indicate they are in
the top 10 percent of their discipline, indicate why you feel this student is worthy of fellowship consideration. Note: If you are using

the nomination letter option to provide this information, you can sKip this question. (A maximum of 15 lines will be saved.)

(optional) 5. List any special honors or awards of the student. Note: If you are using the nomination letter option to provide this

information, you can skip this question. (A maximum of 15 lines will be saved.)

(optional) 6. List research experiences of nominee. Note: If you are using the nomination letter option to provide this information,

you can skip this question. (A maximum of 15 lines will be saved.)



GC Step 5: Upload
supporting letter (if)
necessary.



'GC Step 6: Indicate funding from
Graduate School recommended for this
award by semester, e.g. 8000 or 3000.

"For awards <$12,000, indicate
tuition option, Dept., College,
student, Other.



"GC Step 7: Indicate departmental / program

funding to support this award by semester

Departmental Support

| None

using best estimates available.
Please indicate the departmental funding support that will accompany the award.

O Departmental summer support of $3000 or more

(] Departmental academic year support (complete table below)

Departmental Support Over the Academic Year (non-binding, complete table using best estimates available). If you extend benefits

over the full year, divide and estimate the amount for the academic year.

Academic Year (Sept - May) TA
Year 1 (Fellowship year) 5
Year 2 $
Year 3 $
Year4 5
Year 5 $

.00

.00

.00

.00

.00

GRA

5

.00

.00

.00

.00

.00

Department Fellowship

5 .00

S .00
S .00
5 .00

$ .00



GA Step 1:
Assign rank to
nomination -
Certify and
submit.



Tutorial 3: Continuing Fellowship Nominations

Grad. Coord. (GC)

Select the proper award from list on EASI - enter student’s UT EID
Verify student information and initiate a “nomination”

Grad. Student (GS) - receives email and supplies application info.
Verify their directory information
Enter names & email addresses of 3 references
Enter list of awards and honors
Complete financial assessment form
Answer a few, short questions

Upload their personal statement and CV
Certify and submits

Grad. Adviser (GA)

Review student materials, select nominees
Upload nomination letter

Rank nominee / select review panel / submits



3: Continuing Fellowship Nominations

GC Step 1: Begin nomination process by entering student’s UTelD

Monitor status
of nomination in
EASI



GC Step 2:
Review
student’s

information:
GPA, SCH, etc.
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GC Step 3: “Create Nomination” — this will trigger an email to
the student to complete their part of the nomination process.
You will be able to monitor the status of their information and
view it before narrowing down the list to those you wish to
forward as your nominations to the Graduate School.



Continuing Fellowship Nominations

GS Step 1: Student enters their UT EID



GS Step 2: Student
verifies their student
information on file in
system.



GS Step 3: Student
fills in names and
email addresses of
three references —
reference writers will
be automatically
contacted for letters.



GS Step 3: Student
fills in names and
email addresses of
three references —
reference writers will
be automatically
contacted for letters.



GS Step 4:
Student lists
their previous
fellowships,
awards and
honors.



GS Step 5: Student
completes the
financial
assessment form.



GS Step 6: Student
answers a few, short
general questions.



GS Step 6 (cont’d):
Student answers a few,
short general questions.



GS Step 7:
Student
uploads their
CV and
Personal
Statement.



GS Step 8:
Student
certifies and
submits their
information for
consideration
of a fellowship
nomination.

Note: After the student has submitted their information, the program can review the nomination
materials, select their nominees and forward completed nominations to the GS for those



GA Step 1:
Graduate
Adviser
uploads
supporting
letter for
nomination.



GA Step 2:
Graduate
Adviser assigns
a rank for
nominee, the
review group,
and submits.



