Reviewer Process Quick Guide

1. As areviewer, you will login to AcademicWorks and see an indication of any reviews assigned to you and how many you
have completed to date.
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2. Clicking on either the opportunities name link or the reviews count link will bring you to a list of the applications
assigned to you.
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3. This page lists all applicants assigned to you and allows you to sort by any displayed column. You can also mark any
applicant to make it easier to find them at a later time.
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Once you select ‘Begin’ for an applicant, the system will navigate you to that applicants review page. You have the
option to view the review page, the application or both side-by-side. You can also use the scroll option to scroll from
one applicant to the next. This scrolling option is available in any view.

View options Scrolling
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Instructions: Thank you for volunteering your time to help us select award recipients. Please remember to “Submit” all reviews before your
deadline if you have one. If you have any questions, please contact Amy Nolasco @ akndb@virginia.edu.

Bookmark

Mark this applicant in your list of evaluations so you can easily find them again.

Is this student a finalist?
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5. Side-by-Side view — note the application side provides easy access to all application documents uploaded by the
student along with any letters of recommendation submitted from references.
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Applicant Provided Information Bookmark

Mark this applicant in your list of evaluations so you can easily find them again
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2. Local Address
Is this student a finalist?
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3. Please check if you are an: Na
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4. Please request a letter of recommendation from a UVA faculty member. You should notify this individual to
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expect an email from us. You are responsible for ensuring your reference provider completes this request.

5. Upload a personal statement
View Document

6. Upload your resume

View Document

7. Upload an unofficial transcript
View Document
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Administrator Provided Information

1. Faculty Reference - admin upload
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6. Once reviews have been saved or submitted, they will display on the opportunity ‘Reviews’ tab in AcademicWorks
(available to opportunity administrators). Any data entered by the reviewer (finalist indication, notes, scores,etc.) will
be available in the grid.
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