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Scholarship Quick Reference 

 

Mid-June – annual cycle management conducted with review of ECUAWard (AcademicWorks) system.  
Archive and clone processes generated by the Office of University Scholarships. 
 
July 1 - Financial Aid Office sends loans for origination for fall semester. 
 
July 10 - University Cashier originates the student fall billing statements. 
 
August 10 - Financial Aid Office begins to roll monies onto student accounts to ‘hold’ a student 
schedule.  Actual disbursement comes three days prior to the beginning of classes. 
 
Months of August/September – annual reminder of things to review in ECUAWard (AcademicWorks 
portal) will be sent to departments in preparation of opportunities going live in November.  Time to 
review users, narratives, qualifiers, active opportunities list, etc.  Annual AW refresher training will also 
be scheduled. 
 
September 1 – new scholarship opportunities open in ECUAWard (AcademicWorks portal) for students 
applying for admissions in the following academic year.  Most of these opportunities are housed in the 
Office of University Scholarships and/or the Honors College and are earmarked for incoming freshmen. 
 
September 15 – Completed spring SIFs are due to the Financial Services contacts.  This is for 
scholarships awarded to students new to the University for the spring. Any spring-only scholarships for 
current ECU students should have been submitted by the March 10th deadline.   
 
October 1 – SIFs for spring admits due in Financial Aid Office.  (These forms must have been routed 
through the appropriate Financial Services contacts who will submit the information to the Financial 
Aid Office.) 
 
October 1 – Students/families can begin filing the annual Free Application for Federal Student Aid 
(FAFSA) @ http://www.fafsa.ed.gov  
 
November 1 – College/departmental scholarship opportunities open for existing students in ECUAWard 
(AcademicWorks portal). 
 
December 1 – Distribution of spendable fund balances to colleges/departments for annual 

departmental scholarship cycle – both endowed and unendowed accounts.  (Additional spending 

distribution update for non-endowed funds will be distributed by January 15 annually).  Spendable 

balances can be updated in ECUAWard (AcademicWorks portal). 

Month of January – multiple end dates for the scholarship opportunities on ECUAWard 

(AcademicWorks portal) that opened on September 1 and November 1.  Most will close on January 15. 

http://www.fafsa.ed.gov/
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Month of February – scholarship committees are meeting and making recipient selections. 

February 15 - Completed summer scholarship information forms (SIFs) are due to the Financial Services 

contacts.   

February 28 - Completed fall-spring SIFs are due to the Financial Services contacts.  These reports can 

be generated via ECUAWard (AcademicWorks). 

March 10 - SIFs for fall-spring are due in Financial Aid.  (These forms must have been routed through 

the appropriate Financial Services contacts, who will submit the information to the Financial Aid Office.  

This submission represents the vast majority of the scholarships awarded to ECU students.)  Note that 

awards to incoming freshman will have processing priority in order to meet the deadlines for producing 

documents for Pirates Aboard event. 

Mid-March - Financial Aid Office will send the first round of comprehensive award letters 

(grants/loans/scholarships offered) to incoming freshmen students. 

Late March – Early April – Pirates Aboard event (admitted students’ day) – freshman yield event prior 

to May 1 national decision day.  

April 1 - SIFs for summer terms are due in Financial Aid Office.  (These forms must have been routed 

through the appropriate Financial Service contacts before submission to Financial Aid Office.)  

May – Financial Aid Office will be packaging aid for returning students and communicating the awards 

to students via Pirate Port.  

May 1 – ECU Enrollment deposit deadline – National Decision Day. 

 

 

Items highlighted in GREEN relate to important dates relative to annual cycle of ECUAWard 

(AcademicWorks scholarship portal) 

Items highlighted in YELLOW relate to important dates relative to submission of scholarship award 

information. 
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What are some “need to know” terms for ECUAWard? 

Active Range: when an application is open for students to apply to or their general application can be 

auto-matched to an opportunity  

Apply-to: an opportunity that has more specific questions or a supplemental portion, students must 

complete additional material, such as a conditional application or supplemental questions, applicants 

can apply to the opportunity manually even if they are not recommended by Academic Works 

Archive: when an opportunity is deactivated, opportunities cannot be deleted but they can be 

achieved, an opportunity that is archived cannot be undone but if an opportunity is cloned then the 

information will be duplicated to use for a new opportunity  

Archive Date: when all awarding to recipients has been completed and you are ready to move all 

information about your opportunities into your archives during cycle management, this date will be 

used if an administrator wishes to access information about an archived opportunity from a previous 

cycle  

Auto-Match: when a student’s general application matches the criteria of an opportunity their 

application is put into the bucket for that opportunity, students can apply manually to an opportunity 

even if they are not auto-matched or have not been recommended to apply  

Available Funds: total amount of funding to award recipients in the current cycle, this information is 

not visible to students, can vary, funds do not have to be an exact amount if one is not available   

Begin Review Period: first day that reviewers are notified via email that they have applications to 

review, first day reviewers can view applicants inside the reviewer portal  

Category: status of an applicant’s application, opportunity administrators may assign applicants to a 

category but only system administrators can change certain aspects of these categories  

Clone: when an opportunity is archived during cycle management, the information is duplicated to use 

for the new scholarship cycle, the general information will copy to the new opportunity but specific 

pieces of information will not be copied over to the new opportunity 

Conditional Application: an optional supplemental application for specific/ targeted students, 

applicants are given a conditional application based on any information they provided from their 

general application or imported data, reviewers who have been assigned conditional applications will 

be able to view the information associated with them, there can only be one conditional application 

per opportunity, if a conditional application is set-up only applicants that have completed the 

conditional opportunity can be considered for the application, conditional applications can be created 

by the opportunity administrator 
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Conditional Score: weighted average of all submitted reviews for an applicant’s conditional application, 

all scores are normalized to a 100-point scale (in case reviewers use different scoring rubrics)  

Cycle: period in which opportunities are posted, reviewed, and awarded 

Cycle Management: time after the end of an award period after all the awards have been disbursed, 

Academic Works undergoes this process via the system administrator once a year, all of the previous 

information is archived, the general information for an opportunity remains the same, this is the 

period in which any large updates take place 

Dashboard: overall picture, this is the first page administrators see when logged into Academic Works, 

this page shows the number of applications completed, the funds awarded vs. the funds remaining to 

be awarded, and the submission rates for apply-to vs. auto-matched applications 

Details: opportunity- specific information, tab available on every opportunity, contains the description 

of the scholarship, the dates students can apply, the funding amounts, scope/ department, if there are 

specific donors, and the visibility of the opportunity, the details tab is found within the portfolio by 

clicking on a specific opportunity and at the top of the page under the general applications tab   

Donors: subsection under the users tab at the top of the page, contains information about donors, can 

be updated by the Academic Works help desk or the system administrator  

Encumbered Applications: if a candidate has already been offered an award 

Encumbered Funds: how much the encumbered applicant has been offered  

End Date: deadline for student applications, this is the final day that new applications can be submitted 

to an opportunity, last day the application can be updated by the applicant, administrators are advised 

against making changes, data imports will continue to update    

End Review Period: the date after all reviews are frozen, reviewers cannot submit or update their work, 

but reviewers can view applications and any frozen reviews after the end review period 

External Opportunity: any scholarships, grants, fellowships, or internships, not associated or funded 

through the university, students may access links to external opportunities but cannot apply to them 

through Academic Works, no matching or application occurs  

Force Apply: used when there are not any qualified applicants for an opportunity, only administrators 

may force apply applicants 

General Application: a set of questions all applicants must fill out, this appears on the home screen for 

students when they first login to Academic Works, only the system administrator can make changes  
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General Score: weighted average of all submitted reviews for an applicant’s general application, all 

scores are normalized to a 100-point scale  

Grid: how the information for applications is displayed, contains answers to an applicant’s general 

application and any additional supplemental information or conditional applications, the information in 

the grid can be adjusted similarly as to how an excel sheet is adjusted, the grid can be exported as a 

Microsoft excel file 

Imported Data: information uploaded from Banner by a standing job with ITCS 

Opportunity: the scholarship, fellowship, or grant being offered to the students, includes: the deadlines 

for an opportunity, supplemental questions, criteria an applicant must meet to be eligible, the total 

number of applicants submitted, reviewer information and evaluation forms, and communications 

after the opportunity has been awarded 

Opportunity Administrator: can make adjustments to opportunities and portfolios but cannot make 

system changes, cannot alter the general application, can create new portfolios and opportunities, can 

add additional questions and qualifications, have access to all applications within an opportunity.   

Opportunity Score: weighted average of all submitted reviews for a given application within an 

opportunity, (all scores have been normalized to a 100-point scale), this score does not include 

information provided by the general application scores 

Portfolio: filing cabinet of all of the information related to a specific scholarship opportunity 

Post-Acceptance: used to track and monitor the disbursement of funds and the receipt of thank you 

letters  

Qualifications: additional tab found on the portfolios page by clicking the time frame or season of an 

opportunity, contains the criteria applicants must meet to be auto-matched or suggested to an apply-

to opportunity, opportunity administrators can add additional qualifications to any opportunity within 

their scope  

Qualification Points: found on the grid when viewing an applicant or all applicants, applicants are given 

a score of zero if they do not meet the criteria, applicants are given a score of one if they meet all of 

the criteria, points generally are not awarded above one but can be depending on the set-up of an 

opportunity  

Reviewer: individual that reviews and scores applications, has access to the general applications for 

assigned applicants, but does not have access to personal information, typically faculty, can be a donor 

or a staff member, a reviewer can view the description of an opportunity, they can view any 

opportunity specific application questions and responses, a reviewer can temporarily save and update 

their work on evaluations, a reviewer can review their evaluations for any applicants they have been 
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assigned but they must submit answers and scores of an applications by a set date (also called a 

reviewing period) 

Reviewer Chair: head of a reviewing committee, has the same abilities as a reviewer, they can give 

additional assignments to reviewers, they can see all of the reviewing activity, a chair can view more 

detailed information about each opportunity that they are assigned, a chair can see a grid of all the 

applicants within any opportunity assigned to their group  

Reviewer Period: the set amount of time a review has to complete their evaluations of their assigned 

applicants 

Reviewer Score: weighted average of all scores provided for the applicant, can include other scores 

(opportunity, conditional, and general), all scores are normalized to a 100 point scale 

Reviews Tab: found within the portfolio by clicking on the time frame or season, contains reviewer 

groups and a list of all reviewers within each scope 

Scope: area of focus or interest – scopes may include responsible party name and department  

Start Date: when applicants can begin automatically matching to opportunities or begin applying to 

them, this date is only visible when the opportunities open 

Supplemental Questions: any question not included in the general application that is a part of an apply-

to opportunity, questions types can vary, opportunity administrators can create supplemental 

questions only on apply-to applications  

System Administrator: responsible for the Academic Works system at large, can be technical support, 

can make any changes to the system or any scopes within the system.  Melonie Bryan is the overall 

system administrator for ECU.  The system administrator has unlimited access to applications and all 

components associated with them, can make award offers to an applicant, can change communication 

templates, can change the names or visibility of application categories, can create award periods for 

scholarships, can create donor profile pages 

Total Awards: the number of individual awards available for the current cycle 

Visibility: how an opportunity is displayed to applicants, three types of visibility: always visible (the 

opportunity remains searchable and visible even if students cannot apply), visible when open (available 

only when the opportunity is open for applications), always hidden (funding amounts are not visible 

but still allows for applicants) 

Visible Award Amount: the amount of an award that applicants can see, by default visible award 

amount equals available funds divided by total awards, can be a number or can be entered as varies or 

unspecified  
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How do I change my role in ECUAWard? 

If you have been asked to review applications via ECUAWard by an invitation from the system, it is 

sometimes easier to go into the portal via the single sign on screen under the 

Applicants/Administrators tab. 

 

From there, you will be taken to this screen – which puts you in the role of an applicant.

 

From here, hover over your name so that the multiple roles you can serve appear: 

 

Change your role to REVIEWER and you will be carried to the actual applications you need to view: 
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What is the difference between an Auto-Match and an Apply-To Opportunity? 

An auto-match only needs the student to complete the General Scholarship application and the system 

“matches” them into the bucket if they meet the qualifications. 

An apply-to presents on the student’s dashboard for further review.  If they are interested in applying, 

they answer the additional questions that are asked (beyond the General Scholarship application 

questions) and apply into the opportunity.  Note anyone can apply – they don’t have to be qualified.  

However, if the qualifiers are set appropriately, the unqualified applications never move over to the 

committees for review as committee members only see qualified applicants to review. 

The screenshots below show you the difference in what a student sees when in the portal and looking 

at our opportunities.   

AUTO-MATCH Scholarship Opportunity 

 

APPLY-TO Scholarship Opportunity 
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How do I look at the Opportunities I have access to? 

 

(1) Log-in to ECUAWard with ECU Credentials @ https://ecu.academicworks.com or via Pirate Port. 

 (2)  Opportunity tab in top row leads to Portfolios tab in 2nd row which leads to drop down box with        

Opportunities which should be selected.  

 

   

  

  

  

 

 

(3) On Opportunities page – all opportunities you have access to will populate.  
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(4) View the Archived – No to see the most current version of the scholarship.  The archived sections 

reflect prior cycles of data relative to that particular opportunity. 

 

 

 

  

 

 

 

(5) Details / Questions / Qualifications/Applications/Communications can be seen by simply clicking on 

the tabs.  Details show the general information about the scholarship.  Questions are the additional 

questions asked if this opportunity is an “apply-to” opportunity.  Qualifications shows logic used to put 

correct students in the bucket.  Applications will show you the students that have or are in the process 

of completing applications for this opportunity.  Communications tab includes the offer letter language 

and any special instructions the students need to follow to accept should they be awarded. 

 

 

 

 

NOTE:  An (P) at the end of the name means this award is funded out of a POOL account and an (R) 

means it is a renewable award. 
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How do I view applications at the Opportunity Level using Qualifiers? 

 

Select any of the opportunities you have access to and click on view. 

 

This is what will appear once you are in the opportunity. 
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Click on Applications to go into the pool and see the students.  Note that you can scroll vertically and 

horizontally to see students and data fields.  Note just to the right of the screenshot is a column that 

says “Qualification Points”.  1 or higher = meets preset qualifiers.  0 = not qualified.  

 

 

From this list of applicants, if you select view to the left of the student, it opens the students file so you 

can see qualified/non-qualified information. 
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If you click on “show qualifications” it gives you the logic on the student. 
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What are some tips for reviewing applications? 

 

(1) Understand – make sure everyone understands the process of each committee – note there are 

140+ scholarship review committees across campus with different needs, number of committee 

members, customized rubrics, etc. 

(2) Customize - Each committee may need a different (custom) rubric – customization is possible 

and often necessary.  Number of factors, weights, scales can all be adjusted to fit the needs of 

the committee. 

(3) Safeguard - Keep student data secure.  Make the printing of student applications a LAST resort 

and review through the portal. 

(4) Training – Set committee expectations on the front end.  Make sure committee members know 

when reviews need to be completed, how the rubric works, and that any questions can be sent 

to scholarships@ecu.ecu if issues arise.  Also, reviewer training from the scholarship office is 

available to help committees complete their work. 

 

 

Quick Reviewing Videos prepared by Blackbaud / AcademicWorks: 

https://www.youtube.com/watch?v=eb7ChNMod18  

or 

https://vimeo.com/229756556/d73a8f230a  

 

  

mailto:scholarships@ecu.ecu
https://www.youtube.com/watch?v=eb7ChNMod18
https://vimeo.com/229756556/d73a8f230a
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How do I make an initial offer for a scholarship? 

1. Navigate to the scholarship/opportunity you want to offer  
Opportunity> Portfolios 

2. Click the active opportunity you are working on  
(Not the past opportunities that have been archived) 

3. Click the ‘Applications’ tab at the top 
You will see the students that were matched to the opportunity based on the 
qualifications that were set 
If scored within the system, you can “click” on the score column to sort from low to high 
and a second “click” sorts from high to low. 
 

 
 

4. Click the check box to the left of the student’s name you want to award 
You can award to multiple students at once as long as the offer amount is the same for 
all selected students 
 

 
 

5. Click ‘Act on Selected’ at the bottom left corner of the screen 
6. Click ‘Categorize’ 
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7. Fill in the following 3 boxes: 
a. Category=Selected/Offered 

i. If you select the student, the funds will encumber which allows the department 
to continue making selections and tracking actions but the student will not 
receive a notification nor can the student see the action yet (this is the ECU 
recommended “best practice”).  Select is a custom category in the selection list. 

ii. If you offer the scholarship, the system will immediately create the notice email 
(but not send it) and the student can see their selection if they happen will 
receive an email notification from the system 

b. Amount= The amount that you wish to award the student 
i. Enter full dollar amounts (Ex. 1000.00) 

c. Award Period 
i. AY 20XX-20XX= Full year, funds will be split half in the fall and half in the spring 

semesters 
ii. Fall 20XX= Amount awarded only in the Fall semester 

iii. Spring 20XX= Amount awarded only in the Spring semester 
 

 
 

 
 

8. Click ‘Categorize’ and continue with your award process. 
a. If you ‘Selected’ the students, they will sit in selected status until you are ready to 

release the notifications.   Selected students can be moved to Offer status in mass when 
the department is ready to generate and release notifications 

b.  Once in ‘Offered’ status, the notification is generated and sits in the communications 
queue (site>communications>user messages) until action is taken to release the notices. 

c. WHEN IN DOUBT, please contact the Office of University Scholarships. 
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How do I create a Scholarship Information Form (SIF) in ECUAWard? 

From your dashboard - Opportunity/Portfolios/Encumbered Funds – Selected Archived? = NO to 

pull the awards for the current scholarship cycle. 

 

From this screen, hover on Complete View and select SIF Information.  Once the view changes, click 

on the down arrow as shown below to generate report.  It will be emailed to your inbox. 
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When you get the email, simply click on the link within the message to open the excel file that is the 

starting point for creating your SIF.  This will be the RAW data for your SIF that you will need to create 

your final SIF.  You will add additional columns to since not all the data that the Foundation folks need 

is housed in ECUAWard.   

Helpful Hints  

(1) To remove the @ecu.edu from the Banner ID column – use the find and replace function.  Find 
@ecu.edu and Replace (leave blank). 

(2) If you used the award periods correctly – you can tell which ones need to pay out in Fall versus 
Fall/Spring based on applicant graduation dates. 

(3)  If you have fund /detail code data that is missing – let’s update so it will be in place for next cycle. 

(4)  You can create a mathematical function for the Fall/Spring columns and then hide the total award 
data. 

 

The Header should look like this and reflects all of the columns needed to forward for processing. 

 

A finished SIF should look like this: 
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How does a student apply for scholarships through ECUAWard? 
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What does a student see when awarded a scholarship in ECUAWard? 

The Banner – this reflects on their ECUAWard dashboard if they happen to log into the portal. 

You have received an East Carolina University scholarship award offer: {{ portfolio.name }}!   Please 

"review the offer":{{ offer_url }} to accept or decline the award. 

 

The Offer Email – this goes to the student’s ECU email account – it only needs to be bare bones as we 

want them to actually follow the link into the portal.  The actual particulars of the scholarship offer are 

typically shown in the In-System Offer.  That is also where the actual Accept / Decline buttons are 

along with specifics of the award and the links to upload thank you letters and any other required 

information. 

{{ applicant.name }}, 

Congratulations!  I am pleased to inform you that you have been selected to receive the following East 

Carolina University scholarship opportunity: {{ portfolio.name }}.  You must accept or decline this 

award by the date as noted in your individual offer letter.  This date varies by type of scholarship.  

Please note, scholarships offered to incoming freshmen typically have a May 1 accept/decline 

deadline as that is considered National Decision Day.  However, acceptance of the scholarship award 

prior to the deadline is acceptable and you should pay careful attention to the details in your offer 

notice. 

To learn more about this scholarship and view the details of this award, please visit the following link: 

"{{ offer_url }}":{{ offer_url }} 

Thanks for completing an application via our on-line scholarship system and, again, congratulations on 

your award! 

Office of University Scholarships 

East Carolina University 

252.328.5816 

scholarships@ecu.edu 

 

The In system offer – these can be customized to each particular scholarship in the portal.  Below is a 

sample of a couple of different 2020 scholarships for reference. 
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How does a student accept an award in ECUAWard? 

Log into ECUAWard (the AcademicWorks portal) at https://ecu.academicworks.com, you should see 

the screen below. 

 

If you click on “1 Related” the following screen will appear…….. 

 

 

 

 

https://ecu.academicworks.com/
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From this point, if you click on the “Fall 2016” tile, you find the award letter and any instructions.  If 

there are attachments at the close of the letter and the attachment links do not work with a “click”, 

simply copy and paste the information into a browser and the documents will open and can be 

downloaded.   

Pay particular attention to any dates, special requests, surveys, etc.  Departments and Colleges all have 

unique award letters. 
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Once you have your information, the “Post Acceptance” tile takes you to the links for uploading 

anything that might be required like your recipient contract, biographical information form, and/or 

thank you letter. 

 

 

 

And, if there are questions or issues, you can always email them to scholarships@ecu.edu and we will 

work to resolve as quickly as possible. 

 

 

Office of University Scholarships 

East Carolina University 

252.328.5816 

scholarships@ecu.edu  

mailto:scholarships@ecu.edu
mailto:scholarships@ecu.edu

