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Contact Us

Office of Scholarship Services
Phone: 251461-1958

Email:scholarships@southalabama.edu

Website:www.southalabama.edu/scholarships

Staff Members

Brooke Moore

Manager
bemoore@southalabama.edu
251-461-1959

Elizabeth Bordeaux
Scholarship Coordinator
ebrooker@southalabama.edu
251-460-7944

Lauren Williams

Scholarship Coordinator
laurenwilliams@southalabama.edu
251-341-3084
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Administrator User Role®pportunity Administrator

Opportunity Administrators (OAS)

1

1

Typicallysomeone that is a fund holder, or has been assigned signature proxy for the fund hodeet has the
authority from their Dean to award scholarships.

OAs can only work within their assig "scopeg which areareas of responsibilitthat are defined within JagSPOT.
0Scopes are used, for instance, to make sure that an OA fmra areais not able to make changés

opportunities that are owned bgnother college or school

OAscando the following (within their scopes):

= =4 =4 =4

Request new portfolios and opportunities

View applications to all opportunities within their scopes, and process those applications
Determinegroups of reviewers, and get them started on inspecting qualdatlidates

Make actual award offers to students, as well as decline others

Run reports on applicants, applications, award disbursem@uafsilation selections, andeviewer groups
(including scores and notes)

OAscannotdo these things:

= =4 =4

Edit portfolics, opportunities, reviewer groups, applicationsoutside their assigned scopes
Create or manage other administrator users withag®OT

Edit the systerwide 6General Applicatiof)

Edit other systenwide settings like styles and content, email tempktand application categories
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Office of Scholarship Services

Scholarships 101 * . . »

CHOLARSHIP SERVICES

Types of Scholarships
Available Scholarships
How to Apply

Resources

Student Financial Services
FAQ

USA Graduate School

External Opportunities
At USA, we recognize the importance of a quality education and are dedicated to helping you find realistic and workable

Veterans Affairs ways to achieve your higher education goals. Investing in our students’ education and training is at the heart of our new
campaign, embodying USA’s mission to make a difference in the lives of those it serves. While the cost of college can be
Contact Us daunting, USA offers a variety of scholarship programs that can help you fund your education.

Last year, USA awarded more than $14 million in scholarship dollars, through a variety of programs. These scholarship
\sd\“"!h,«b opportunities include four-year, renewable Fres s for incoming traditional freshmen, one-year General
B s,

Scholarships for new and current students, Transfe
by USA's Colleges and Schools.

5
s02\™

We know that finding and applying for scholarships can be hard work, but with JagSPOT - USA’s new Scholarship Program
Opportunity Tracker - it has never been easier. JagSPOT can help students search for scholarships, complete applications,
accept offers, and more. Find out more information about the portal here.

Not sure if scholarships are right for you? Have more questions about scholarships in general?

i ip? What exactly is a scholarship?
iehis exactly is a scholarship p

Jag$POT @

Click on the Jag®0T Login button, located on the left side of the scree

THE UNIVERSITY OF
SOUTH ALABAMA

Opportunities

Applicants and Administrators References and Reviewers

Welcome!
Thank you for using Jag$POT, USA’s Scholarship Program Opportunity Tracker!

Log | n us|ng you r J ag N um ber Ifyou are an Applicant or Scholarship Administrator, please sign in using your

JagNumber and JagMail password. If you need help with your password, please

(e.g.JO0O000000) i ke

Login

Password

Use your JagMail Password
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Opportunity Administrator Port@verview

Whenan éOpportunity Administratog (OA)sigrsinto his/her JagSPOT accouhe/she willencounterthed 5 | & K& 2 I NR
This page displays a real time picture of the health and stattieeafurrent opportunities and applications.

ThedDashboard information displayed t@Asisrestricted byd §opeé That is, data is pulled only from opportunities which
an OAcan access.

Byclicking on thaedatadisplayed, OAs can access customized gridsakedaction or generate reports as needed.

Dashboard ¥ Porifolios * General Applications * Users * Evaluators User Messages * Opportunity Administrator

Current Cydle « Began February 28, 2015 “ Toggle Cards |

APPLICATION STATUS

General Applications Conditional Applications

4% 0% 8

21,690 934 22,624 0o 0 0

FUND STATUS

Initial Opportunity Funds Renewal Opportunity Funds

$42,758 $0

$500 Awarded 30 Awarded
[ ]

1 Award 0 Awards
L

APPLICATION COUNTS BY CATEGORY

Auto-Match - O Apply-To - 94 Post-Acceptance - 1 Renewal - O

Submitted o Drafied 10 | Pending 0 | Pending o

Offered o Submitted 81 Requested 1 Reguested o

Accepted O | Cfferad 0 | Drafted 0 | Drafted o

Applicant Declined 0 Accepted 1 Submitted (] Submitted 1]

Dreclined - Site Administrator 0 Applicant Declined 1 Awiarded (] Awarded o
Show More Categories




Custom Logdn Experienctor Administrators

EachOAhas the ability tacustomizewhat they see when they first log ia:custom dashboard or the portfolios page. In
order to setyour preferenceselectthe cuser menig button in the top right corner of ta screer(that displaysyour name)

and choosax tcountDetail€ T N2 Y

i K STheR BERdtXhaéRpfian yodwould like tosee when you first log in

~ Opportunity Administrator

Opportunity Stewardship
Dashboard Applicants ¥ Portfolios v General Applications
Opportunity Administrator

v Evaluators

Edit

Applications

ROLES
Administrator
Reviewer

Applicant
ACCOUNT

R

Account Details

Sign Out

T ———

¥ Opportunity Administrator

Account Details

Name
Opportunity Administrator

Account ID
J00556061

Email

Landing page

Portfolios

Opportunity Dashboard

Update

Custom Dashboard Cards

OAshave the ability to create up to 8 of their own custom dashboard cards from any grid view in JagSB@T allow

the option todisplay information orthe dashboard thais most useful tahe work flow. Once created, these cards will act
as a shortcuttakingyoudirectly to the fultscale grid view. Unlike saved grid viewkich are shared, custom dashboard
cards are personal cards thgdu can add, delete, andearrange.

Site Opportunity Stewardship ¥ superuser@academicworks.com

Uponlogging in and

visiting the dashboard
for the first time,OAs
will see a page with
some brief instructions
to creating a custom
dashboard cardThese
instructions will only
display until they create
their first custom
dashboard card.

Dashboard Applcants v Portfolios

Current Cycle « Began September 02, 2014

5

initial opportunities have
fewer than 5 applications

v General Appiications v Evaluators

YOUR CARDS

Create A Dashboard Card

From any grid (like th ne), you can click the

button below to create a new dashboard card

representing the number of rows based on the
filters you've set.

X 10 $E - 44

Personalize Your Cards

Buttons on each card allow you to hide it from
view or delete it. You can also use the button
labeled “Show/Hide" in the top right to manage
card visibility.




A custom dashboard card can be created from any grid in JagSREETa grid hebeen filteredand saved to display the

desired information, click on the "create a new dashboeadd" icon to create the card.

Opp Create a new dashboard card from the current grid state (6 cards

remaining)
L p )

v X % [0 $ = = = » v Current Auto-Match 1-50 of 376 v Page 1
View Id  Type Name Description Start At

End At Begin Re... End Revi.
Auto-Match v

No v

<4

Archived? Archive At

>

Cr¢

Create New Dashboard Card
Assign a name to the new

dashboard card that is being ext
created ITota\ Applications View|

Dashboard Card text may be no longer than 860 characters.

Aedwill appdarCitie R
NR Of AO0] (GKS fAy]l aé2dz2NJ RFakKoz2l NRéE

Your dashboard card has been successfully created. It's now visible on your dashboard. »
I

Dashboard Applicants v Portfolios

v General Applications v Evaluators

Current Cycle - Began August 12, 2016

YOUR CARDS

initial opportunities have . .
PP - L Total Applications View
fewer than 5 applications

Ay

af thé scrae$ iadicatilg that the new card has been cre@ited.

GdKS



Portfolio vs Opportunity

CKS dat2NITF2fA2aé¢ LI IS Ay QinkdzREe OMAKS aO0K2f I NEKA LI 2 LI NI

Portfolio

¥ Portfolios ¥ General Applications ¥ Users ¥ Evaluators User Messages ¥ Opportunity Administrator

Search Show Filters

1 Portfolio - Statuses: Not Archived - Remave Filtars

Portfolio General Scholarship en

Fall 2016 Published Deadline: 03/01/20186 1 Award

Opportunity /
F 4 Questions - 0 Qualification Groups

It helps to think of thePortfolio€ page a bit like a digital filing cabinet. In a paper application process, application packets
are (1) collected from applicants, (2) placed into a file folder to collect all related applications and materials tagetier i
place, (3) labeled with the mae of the scholarship or fundingoportunity they are associated with, and (4) the folder is

filed away into a filing cabinet for safe keeping.

A dPortfolicg holds information for only a specific time periofih éOpportunityé will be archived, and remadfrom the
ISy SNI t @rifofog aftér the dlosedteach cycle. However, the data will continue to be available to OAs for
reporting purposes.

Dashboard v Portfolios * General Applications ¥ Users v Evaluators User Messages ¥ Opportunity Administrator

Portfolio Icon Details Opportunities Renewal Applications Encumbered Applications

;

= General Scholarship Notes | | History
v Active Opportunities

Applicant
Season Start Date End Date Archive Date Applications
Fall 2016 08/03/2015 03/01/2016 - 4

ThisdPortfolice houses one (1§Opportunity.€



oPortfoliosé hold some information
about the scholarshipaward or
other financialopportunity that
remains static from year to year,
such as:

T

Nameof the 6Opportunityé
Fund @de
Auxiliary Fund Gde

Fund Amount(the curent
available funding for the

0Opportunityg)

Donor (linkeddonor profile
page)

ScopegwhichdOpportunity
Administratorg may access
the 6Opportunitye
information)

L §
Yo

Dashboard * Portfolios ¥ General Applications ¥ Users ¥ Evaluators User Messages

=) “General Scholarship

= Active Opportunities

Basic Information
Any changes you make below will affect all of the cpportunities in this portfolio.

Name | General Scholarship
Fund Code | RKEA
Auxiliary Fund Code | FIE,285182
Fund Amount | 0.0
Donor

Scopes & - Add Scopes * | REEA Education

Visibility Always \isible (i
® \fisible When Open (i

Always Hidden i

Renewal Settings

Award Iterations | 1

Disbursement Periods

Fund Information

Summary information for all non-archived initial and renewable opportunities in this portfolic.

Available Awards
Committed Awards

Initial Opportunity Available Funds
Committed Funds

Remaining Funds $£328.47 Remaining Awards

Additionally,settings regarding renewable features are also stored attlegtfolio€ level.

Portfolio lcon Details Opportunities

¥ Opportunity Administrator

Renewal Applications Encumbered Applications

Notes | | History

Selective Renewals?

10



Opportunity

General Scholarship

Opportunity P Fall 2016

REEA

Published
4 Questions * 0 Qualification Groups

Deadline: 03/01/2016 1 Award

Thescholarshipgi 2 g KA OK | LILX AOFydGa | LY e NS NBFSNNBR (G2 I a

JagSPOT mimics theortfolicE organizational method by collecting all applicatipasd application mateals, into a bundle
known as amOpportunity.¢ ThedOpportuniteé A & LI I O BdRtfolib,sMmhishis$abeled \dth general information
about the scholarship or fundingpportunity.

Information stored at theOpportunitye level includes:

Dashboard ¥ Portfolios ¥ General Applications ¥ Users * Evaluators User Messages * Opportunity Administrator
Tl' Deta”s The Start date, Details Questions Qualifications Applications ¥ Reviews Comm v Post-s
deadline date, and General Scholarship Notes | | History
reVlerng perlod dates « Fall 2016 Published, Ends in 97 days -
for the (ﬂ)portunltyé; Portfolio Information
the number of awards ——— 9 I GH.ILIZ NﬂKdlZ)f
and typical award Fund Code. RKEA i1 o6a u K I ‘
Auxiliary Fund Code FIE 285182

amount (for the given  Auitary Fund Cot A )/ T2 N u 7\ 2 \

year or cycle); and the
advertised desription

Daenor

Scopes Education, RKEA

of the 6Opportunity.€

1 Questions Any
guestions that are
specifically asked of
applicants applying for
this specific
oOpportunitye (i.e., the
supplemental
application.)

9 Qualifications The
criteria which an
applicant must meet in
order to be eligike for

Opportunity-Specific Information

Description B I

= = Help Preview Edit

The General Scholarship was established for the purpose of providing financial assistance to students enrclled in the master or doctoral
program in the College of Education.

Example Formatting: *bold®, _italics_

Propagate General ' i
Application Scores

# Applicants’ general application scores should be included on their oppeortunity-specific application
Conditional Application
Dates

. Start Date | ganap1s

EndDate | 530112015
an award.

. . Begin Review Period | og, 22015

1 Applications The T R eomngorbey | 28/12201
CO”eCtlon Of End Rewe\n_rPer_i_Ud

applications submitted to théOpportunity€ for the given period.

1 Reviews The collection of reviewer information and evaluation forms related to the reviewing process for the give
period.

1 Communications Qustomized emails and other estreen message templates for those receiving the award.

1 PostAcceptance The collected administrative information used to folloyw with award recipients after receiving
an award offer, such as the submission of thgokiletters.

11



1 Association with the Conditional Application(s)f the dOpportunity€ utilizes one or mor@Conditional
Applications¢ Opportunities may be associated with the application(s) to gather additional information from
qualified applicants.

Auto-Matchvs ApplyTo Opportunities

When a scholarshippportunity is created in JagSPOT, it must be designated as one of the following options:
1 Auto-Match: Sudents areautomaticallymatchedto opportunities and placed into the application profile.

1 Apply-To: Sudents are matched internally with opportunities tlsgstem thinks are a good fibdsed on established
criteria) whichare then recommended to the student.

General Application Stage

1. The applicant submita completedGeneral Applicatios

The applicant'sesponses are then paired with any available imported data.

3. JagSPOT will compare@Heneral Applicatiohand imported information against the criteria of @éluto-Matche and
OApply-TcE opportunities.

n

Opportunity Qualification Stage

Auto-Match: If the applicant neets the minimum criteria for adAuto-Match Opportunity,€ an application to that
dOpportunityé will be generated and placed into tlaplication profilewithout any further intervention by the applicant.

If the applicant fails to meet the mimum criteria, no application is generated. Additionally, no rejection email or decline
notice is generated- the unqualified applicant is simply ignored.

Apply-To: If the applicant meeatthe minimum criteria &r andApply-ToOpportunity,€ JagOT willnclude the
¢Opportunityé 2 y G KS  oRdcEiminéntled Oppartunitiédist. If the applicant does not meet thminimum criteria,
the GApply-To Qoportunityé will not appear.

Recommended Opportunities

MName Questions Dieadline Award Actions

Henderson/Moe Second Chance Endowed Scholarship
This scholarship was established by Pamela Henderson in henor of her late grandparents Robert and Mary Henderson 3 02/01/2016  30.00 Apply
and Ronald and Mae Moe, who...

Mark D. Fillers Scholarship in Memory of Valerie Evelyn Thacker Fillers
The Mark D. Fillers Scholarship in Memery of Valerie Evelyn Thacker Fillers was established in April 2014 by Mark D. 2 0z2/01/2016  S0.00
Fillers. The purpose of this...

Note: If information on theGeneral Applicatiohor imported data changeat any pointand a formerly qualified applicant
is no longer qualified, the application will not be remofredh the application profilelnstead, the application will be
flagged as "unqualified" an@Ascan choose to prevent thapplication from moving forward to reviewing committees if
desired An OA can eliminate these applicants from their default vieggsentially eliminating them from the process.

The student import file updates nightly so these changes will be allowed émapgmd overwrite existing student and
applicant data until the close date tife 6Opportunity.€

12



Note: The absence of a response (such as blank imported data or no response to an optional gleestinon) register as
disqualifiedfor the purposes of recommendidgpplyTo€ opportunities. This absence of informatiaiil, however, prevent
an applicant from receiving a qualification point on a submitted application.

ApplyToOpportunity

If the dOpportunitye appears in the lisbf "Recommended Opportunitiesthe expectation is that applicants will manually
apply to thedOpportunity.€ Once the applicant submits an applicatidny responding to all required §pplemental
Questions¢ JagSPOWill compare the additional information against any additional criteria.

If at this point the applicant continues to meet afltbe minimum criteria for theOpportunity,¢ the application is noted as
qualified by the systemlf the applicant fails to meet any of the additional criteria basedr §pplementalQuestionsé

their application is flagged amqualified. Administrators can easily identify unqualified applicants and prevent them from
moving forward to reviewing comimtées if desired.

13



Supplemental Questions for Opportunities

In addition to the information provided by the Student Import and the General Applicaigply-TcE scholarship

2LILR NI dzy AGASA KFE@S (KS | oRiydEs K 0A yf QILERD I &/{(BLILIKSYHE YR
scholarship. These questions can be required or optional for the applicant to complét& G KS av dzSa (A 2 y 2
thea { dzLJLX SYSy (dé t vdzSaidiAizya

Note: If6Supplemental Questiorisneed to be updatedplease contact the Office of Scholarship Services.

Dashboard * Portfolios * General Applications * Lsers ¥ Evaluators User Messages
Details Questions Qualifications Applications v Reviews Communications ¥ Post-Acceptance
E’; General Scholarship Notes | | History
= « Fall 2016 Published, Ends in 97 days
Add Applicant Question
Applicant Administrator Reviewable
Order Label Required Reviewable Type Actions
— Are you enrclied in the Education Administration nen-certification Master's Program . .
through the USA College of Education? ‘ Fiadio Buttons Detais |
Options for Application Questidiypes
Open Ended Choose One Reference Request
' in hi Applicant can onl,
Applicant may type in h(s or pplicant can only Used for letters of
her own response (with choose one correct .
o recommendation
some limitations.) response .
* Name and Email Address
Short A . (ex: yes or no.)
ort Answer «Radio Buttons

*Number - No Decimal *Single-Select List

*Number - With Decimals
-Date* Choose Multiple
«Phone Number* Applicant may choose several
*URL* File responses
-Essay* *File Upload (ex: what sports have you
2
* This question type is not ideal *Embed URL -Checkbongyed')
for qualification criteria (youtube..) Multi-Select List

14



Qualification Criteria for Opportunities

Qualification criteria are used to he{pAslocate the right applicants for opportunities. JagSPOT comparedicaiidin

criteria set for eacliOpportunityé againstdGeneral Applicationé 6System Importg dCondtional Applicationg and

GApply-Toé questions to identify qualified candidatédsell KS v dzl t AFAOI GA2y aé¢ GFo G2 NI
Note: If qualification criteria needs to be updated please contact the Office of Scholarship Services.

Dashboard ¥ Portiolics ¥ General Applications ¥ Users * BEvaluators User Messages ¥ Opportunity Administrator

Details Questions Qualifications Applications ¥ Reviews Communications » Post-Acceptance

General Scholarship Notes | | History
« Fall 2018 Published, Ends in 97 days
'Overall GPA' must be greater than or equal to 3.0. 'Level Description' must include Graduate.
‘College Description’ must include College of Education. 'Major Descriptions' must include Elementary Education.

Understanding Qualification Criteria Logic

One of the greatest benefits cAgSPOT is its ability tisink about all ofthe opportunities andthe applicantsand then
make lowlevel decisions about who is a qualified applicant and who is unqualifieatder for JagSPOT to determine if
applications arejualified or unqualified, the 6Opportunityé must have at least one qualification group.

Rule #1:All qualification criteria within a single qualification groumust all be true all at the same time in order for an
applicant to be considered qualified by that group.

‘Overall GPA' must be greater than or equal to 3.0. ‘Level Description' must include Graduate.

'College Description' must include College of Education. 'Major Descriptions' must include Elementary Education.

In the example above, a glilged applicant must be a Graduate level student majoring in Elementary Education with a
minimum 3.0 Overall GPA.

Rule #2:Administrators can designate more than one kind of applicant as qualified with "or" stateme»

'Overall GPA' must be greater than or equal to 3.0 'Level Description’ must include Graduate or Undergraduate.

‘College Description' must include College of Education. 'Major Descriptions’ must include Elementary Education.

If using a question from theCtoose Oné or "Choose Multiplé types, more than one acceptable respomsay be used
which willpermit variations in the type of qualified applicant. In the abexample an Undergraduate or a Graduate level
student wouldbe qualified for an award (as loag they are als&lementary Education majovgith a 3.0 GPA or higher.)

Alternatively,additional groups can be created to provideeparate scenario for another type of qualified applicant.

15



Rule #3:All qualifications are reagimultaneously
The order of qualifications or qualification groups does not have any impact. JagSPOT will read and compare all qualific

criteria simultaneously

'Owerall GPA' must be greater than or equal to 3.0. 'Level Description’ must include Graduate.
'College Description' must include College of Education. ‘Major Descriptions' must include Elementary Education.
} general application matches E
OR
‘Overall GPA' must be greater than or equal to 3.0. 'Level Description' must include Undergraduate.
'College Description' must include College of Education. ‘Major Descriptions' must include Elementary Education.

) general application matches

In the above examplé&;raduates and Undergraduatase givenequal consideration There is no explicpreference for
Graduateapplicants simply because they are listed in the first qualification group.

Rule #4Qualification groups are reathdependentlyof one another.

While all criteria contained within a single qualification group must be trugt #ie same time in order to qualify an

applicant (see Rule #1), each qualification group is read independently. This means any information contained in one gre
has no impact or interaction with any other qualification group.

Rule #5:Short Answeiquestionsthat are answered by the applicardo not workwell as qualification criteria.
Occasionally, administrators may need to add qualification criteria for which the only available queatghoit aswer.
Administrators are discouraged from hatybing qualified answers to use as qualification criteria. This is because these
types of responses are difficult to predict accurately.
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Reference Requests/Requirements

References / Letters of Recommendation

Many Opportunitiesrequire that appicants provide personal or professional references with their applications. JagSPOT
provides a speci@Reference Requesfield type that can be included on adgpply-To Opportunity.€

Note: If adReference Requesheeds to be updated please contact the Office of Scholarship Services.

When appllcants Please request a recommendation from a professor or course instructor with whom you have completed at least one course.
encounter this You should notify this individual to expect an email from us. You are responsible for ensuring your reference provider

question it Wi|| |00k completes this request.

similar to the
following:

Add a New Reference (Reference will be notified via email)

Reference Name Reference Email

Dr. Susan Smith ssmith@bigstateu.edu

A When an applicant provides a name amail address to contact ford@referencgé JagSPOT managé® tprocess
by sending an email to that address informing the recipient of the request.

A When aReference logs into JagSPO@ (e email they received), hsthe will be able to provide the reference.

A The Reference can be asked to providetter ¢ either as anupload or in simple texformat (typed directly into
JagSPQT

Reference Requests ¥ referenceemail@gmail.com

Student Name

You have been selected to submit a recommendation letter for a student applying for the General Scholarship at the University of South Alabama.

As recommendation letters play a significant role in distinguishing between otherwise equally-qualified students, please discuss in detail the applicant's intellectual capabilities
and personal characteristics such as independent thinking, motivation, creativity, and willingness to be academically challenged.

Your letter should be submitted as a PDF file on letterhead and include your signature. This letter will anly be view-able to the reviewersis) of this scholarship application.

Thank you for your participation.

Describe This Applicant

% Please upload a letter of recommendation.

Add a New File
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A Another optionavailableallows the Reference to complete a questionnaire.

The guestionnairenaylook something like this:

Reference Requests ¥ ssmith7894@gmaili35.com

Matthew Thomas

Thank a E] atior 3 s as hon and a a a Re ]
Rate This Applicant
* Criterion 1 Knowledge of the Community
v
* Criterion 2 Senice to the Communit
v
* Criterion 3 Leadership Abilities
v

* Criterion 4 Financial Need

Describe This Applicant

* Please provide a phone number at which you may be reached for any follow-up questions.

Anote for thereference providemay be includedThis may express gratitude for their time and participation, specific
instructions about filling out the reference, a reminder of confidentialityd contacinformation for questions, deadlines,
or anything elseeeded
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