10/7/2016 Admin Tips

Tips for getting started as a new SlideRoom Administrator

Congratulations on signing up for your SlideRoom account! We've put together a
guide to help make the setup and transition process as smooth as possible.
Goals of this guide

/' Confirm/edit account information

v/ Learn how to edit your applicant portal

v/ Create your first form

v/ Create your first program

v/ Create your first rating set

Confirm/Edit Account Information

When you sign up for a SlideRoom account, we pass all of the information
provided into your Account Details page. However, you may want to add more
information or edit your existing details. For example, you may want to specify
a billing contact or contacts different from the person who signed up for the
account.

This can be done from the Account Settings screen:

SETTINGS

Account Summary

INSTITUTIGN NAME HERE PRIMARY CONTACT

Billing

Current Billng Period: 10/1/2016 - 12/31/2016

Current Plan: Advanced
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To access this screen, click the gear icon in the top-right corner, then click

Account Settings.

When you click the "Edit Account Information" link, you will be able to edit
contact names, email address, mailing address, and even your organization name.

e Account Infermation n

Primary Contact
Hame® Email Address®

SldeRoom info@slidenmarn. com

This is the person ShdeRoorm will contadt st mpariast issues. This email will not be diapl ayed to

spplicants.

Organization
Orgasization Harse®

Imsfitution Narne Here

Street Addresy® Fuitalopt
1234 Main 52 Buiding 2
‘Coundry
Uniiea Stales -
iy Sate Tip Code®
Dialias Tewas = 750
Timse g0me

(UTC 08004 Central Time (US & Canacia) =

Billing Contacts

| Humter jhanterd@leamingmackine com

You can change this information any time you like and as often as you like. Once
you're comfortable with your account information, it's a good idea to make sure
your applicant portal looks the way you would like and presents your applicants
with the information you would like to present.

Learn How to Edit Your Applicant Portal

With every new account, we try to get your applicant portal set up so that you
don't have to make many changes. This includes uploading a logo for you and
providing some welcome text (usually from the About page on your website). But
there will likely be times you want to edit your applicant portal. This is how to do
it:

Click the gear icon in the top-right corner

http://info.slideroom.com/admin-tips#forms 2/11



10/7/2016 Admin Tips
Click Account Settings
On the left, click Applicant Portal

-------

Applicant Portal

Apply Here.

This page has a built-in visual editor—no HTML/CSS required—so you can make
changes to the text on the page and format that text as needed. You can also add
or replace your logo and change the color of your header just by hovering over
the header.

@ Spacing around the loge

Apply Here.

= A i =" | ST rF 4 T, T R

When you save your changes, everything is updated on your applicant portal
immediately, so you know your applicants will instantly see exactly what you
want them to see.

With your account and your applicant portal now in order, it's time to start
creating your application forms.
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Create Your First Form

SlideRoom offers a drag-and-drop form builder that allows you to easily create
guestions and collect the exact responses you'd like to collect. Forms are
separate from the creation of your submission program because a form can be
used across multiple programs. We don't want you to have to duplicate work if
you don't have to.

To access your forms, click the Forms tab at the top of your dashboard.

You will see a list of previously-created forms; the date of the last time they were
updated; the number of programs using that form; and who can view the form. In
this screen, you can also switch between viewing application forms (those
completed by applicants) and reference forms (those completed by
recommenders). We're going to focus on application forms here, but here's an
quick primer on the difference between the two types of forms.

To create a new form, click the New Form button in the top-right and choose
Application Form.

Title your new application form

CONTINUE

You'll need to give your form a title here. Keep in mind, the title you provide is
what your applicants will see.

You can also provide some help text, instructions, or any kind of additional
information in the box below the title. Click Continue when you're ready to start
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building.

The form builder is set up so that your question type options are on the left and
the actual questions in your form are on the right. Drag any question type to the

right to create a new question in your form.

Basic Stuff

Muittiphe Chsice 1. Favorive Cobor

Saoloct ora

2 Essay®

¥ wheb UKL 3. Eduseation Histary

Sl Class Credits Grads

The Export ID for a question is a unique identifier that allows you to eventually
export the applicant responses to that specific form. It's possible that you have
many form questions across different forms with the exact same question name.
This is where the Export ID comes in. It allows SlideRoom to differentiate
between questions that might have the same title.

When you add new questions, your form saves automatically. When you're done,
click the Forms back arrow button in the top-left corner of your screen. Now
let's build your first program.

Build Your First Program

Program is the SlideRoom term for any application opportunity: admission to an
educational program; a call for entry; a contest or award; an employment
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opportunity; etc. To access your programs, click the Programs tab at the top of
your dashboard.

If you have previously created programs, you will find them all here. You'll quickly
be able to see the program's name, start date, deadline, fee, and status.

To create your first program (or a new program), click the New Program button in
the top right. There are three steps to creating a program. The first is completing
the Program Settings section:

(£) Programs SAVE AND CONTINUE *

SETTINGS

Program Settings

Fragram Narme*®

Description

Start Date* Ceadline® Grace Peried ! (days)

m- Shaw deadline to applicants
m- Show program n applicant porgal 7

Give your program a name. If you run programs based on application cycles and
plan to run this program again next year (and the next, and the next), we
recommend indicating the appropriate application cycle in the title. For example,
"Fall 2016" or"Spring 2017." This helps for easier identification of past programs
and past applicants.

Enter a start date and deadline. The grace period is the amount of time you'd like
to give applicants who have started an application by your deadline to complete
it after the fact. Note: The grace period does not apply to anyone who has not
yet started an application by the time your deadline hits. Applicants cannot begin
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an application after the deadline has passed. The deadline is always 11:59pm of
the deadline date in your organization's time zone.

The next step is to set up your Program Requirements:

(€ Programs SAVE SAVE AND COMTINUE

REQUIREMENTS

Forms

References

4]

Meadia

]

The Requirements step is made up of five parts. You may or may not use all five:

Forms
References
Media
Attachments
Submission Info

If you're interested in how each section of the Requirements step works in detail,

check out our Program Reguirements support documentation.

The final step of creating a program is configuring your Evaluation Settings:
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EWALEATION

Evaluation Settings

Rating Set

Rewioweors

If you know the rubric you'd like to use to evaluation submissions when they
come in, you can include that here in the Rating Set section. If you don't yet know
how you'll evaluate submissions, no problem. You can update this section any

time.

We mentioned previously that your reviewers can be assigned to a program and
receive access to all the submissions that come into that program. The Evaluation
Settings step is one of the places where you can assign reviewers to a program.
Click "add reviewer" and you'll be able to select whichever reviewers you'd like

to assign.

When you click Publish, the program will become live if you set the start date as
the current date or a date in the past. If you set your start date for some date in
the future, the program will be scheduled to automatically go live on your
website on its start date. There's nothing else you need to do to make sure it
opens on that date.

In the event you know your evaluation rubric, let's create your first rating set so
that you can apply it to your program.

Create Your First Rating Set
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Rating sets are the criteria according to which you want your reviewers to
evaluate submissions. The criteria can be measured against both a numerical
scale or by simple voting (Yes/No). To set up a rating set, click the gear icon in the
top-right corner of your dashboard, then click Account Settings. On the left, click
Evaluation Settings.

o Evaluation Settings

Rating Sers

O DT sbe difgrent criana Far e i Spolicants, W o program, sdrereiirgor

Click "add rating set" to get started. You'll need to give your rating set a name,
set the evaluation scale if you're creating numerical criteria, and specify how
you'd like SlideRoom to calculate the combined rating for a submission. You may
choose between taking a simple average, a weighted average, or adding

individual criteria scores for a cumulative score.

Privting Uinkersity

“,""f"_‘ Evaluation Settings

Rating Sets

Rating Sets allow programs to wse different criteris for evaluating applicants, When setting up a program, administrators may choose from the

L] rating sets defined here

Application Status

@ els. el you Erack application status during the review process. An application may have one status at a time
B oo

If you'd like to set up a simple Yes/No voting criterion, you can do so in
conjunction with the numerical scale or as a stand alone criterion.
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Voting Criteria (Simple Yes/No)

Eligible]

Q add

Instructions (Optional)

Once you've created your rating set, all you need to do is apply it to your
program. To do so, click the Programs tab at the top of your dashboard, click the
name of the program, click the Evaluation Settings Tab, then click Edit Evaluation
Settings. Here you'll be able to associate the rating set you just created by
clicking the dropdown below the words "Rating Set."

Evaluation Settings

Rating Set

Indicale a ratng se1 and privacy SSnES 107 yOur Meviewess

Note: Reviewers cannot rate applications until you choose a Rating Set for the active evaluation round,

Rating Set 7

- Select a set
1-5 scale I
oot
Default
Juried Show
UCF's Criteria
Visual

@ ravi

When you save your rating set, you and your reviewers will be ready to start
evaluating submissions when they come in.

Additional Resources

We hope this helps get you started, but there are plenty of additional resources
available for you. These include:

SlideRoom Help Center
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SlideRoom Website
SlideRoom Blog

Add new users to your account

Test your program as an applicant

Want a copy of this guide as a PDF so you can take it anywhere? Download it

here.

A product of - Copyright ©2015. All rights Reserved.
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