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ScholarshipUniverse 
Scholarship Planning Process
Introduction
The following steps will walk you through the planning process to either roll scholarships over from a previous cycle or create a new scholarship. The process includes the following steps:
· Review and update cycles before rolling scholarships
· Review and update application form to be used by scholarships
· Review, update, create Score Cards as appropriate
· Roll scholarships
· Create new scholarships
· If a scholarship is renewable, review renewing candidates
· Review and update budgets
The steps outlined below are completed from the Plan page within the application:
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Step 1: Review and Update Cycles and Terms
Cycles determine the period a scholarship is open for matching and applications. A new cycle(s) must be created prior to rolling over scholarships.
· Navigate to Plan>Cycles
· Confirm that a cycle with the appropriate date exists for you scholarships. This is typically defined by an institutional calendar that all or many scholarships adhere to. 

See for settings details.
Other relevant product articles:
Step 2: Review and Update Application Forms
Application forms can be reused from cycle to cycle. If updated, a new version of the application form will be created and automatically used during scholarship rollover. 
· Navigate to Plan>Applications
· Review Sections and Questions being asked. Add/remove elements as necessary
See Product Article: Applications for details steps and navigation.  
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Step 3: Review Score Cards
Score cards are an option for guiding reviewers on a committee through reviewing and scoring an application. A default score card may be defined for each application or score cards can be defined at the committee level. It is recommended that the Score Cards be reviewed each cycle to insure that the items and weighting are consistent with scholarship and committee guidelines. 
· Navigate to Plan>Score Cards
· Edit or create cards as appropriate
See Product Article: Scorecards for more details.  
[Insert Institution or department specific instructions here or delete]
Step 4: Roll Scholarships
Scholarship rollover allows for copying scholarships individually or in bulk to a new cycle. After selecting a few settings (Cycle, Award Year, Terms, Application and Checkback date) the rest of the scholarship settings will be copied from the previous cycle. Rolled over scholarships can be rolled as draft or rolled as already published. 
· Prior to rolling over, archive scholarships that will not be open the next cycle by navigating to Plan>Scholarship and on the Completed Tab open the scholarship and click the Archive button. 
· To rollover a single scholarship: Navigate to Plan>Scholarships 
· Click Edit on scholarships on Completed tab and the Rollover button will be available
· Note that if a scholarship is still on the Awarding tab it may need to be manually completed prior to rolling or archiving.
· To rollover in bulk: Navigate to Plan> Rollovers
· Review copied settings, matching rules, etc on each scholarship and publish if necessary
· Scholarships will open to students based on cycle dates

See Product Article: Scholarship Rollover for bulk rollover detailed navigation and review steps. 
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Step 5: Create New Scholarships
As part of rolling over to a new cycle, new first time scholarships may need to be added. These can be added individually through the scholarship screen or through bulk import. 
· Navigate to Plan>Scholarships 
· Click Add to create an individual scholarship or click Import to use the scholarship import tool. 
Individual Scholarship Creation
· Complete settings including selecting cycle, award year, terms, application form, and application to be used. 
· Creating matching logic for the scholarship and enter eligibility requirements to present to students. 
· Save changes to save as a draft or click Publish to have the scholarship be open to matching and applications when the cycle is active. 
See Product Article: Create Scholarship for setup details.
[bookmark: _GoBack]See Overview Reference Document: Matching versus Applications versus SmartRank for tips on effective scholarship matching. 
Bulk Creation via Import
· Complete csv file of new scholarships to create.
· Click Import button and follow prompts
See Product Article: Scholarship Import for detailed steps and csv file layout. 
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Step 6: Review Renewable Scholarship Candidates
For scholarships that are renewable (e.g. multi-year scholarships), the rollover process will bring renewable candidates onto the Candidate tab in the Scholarship page. The expected amount of the scholarship is also brought over based on the previous award and will count towards the scholarship budget. 
· Navigate to Plan>Scholarship Candidates Tab 
· Use the matching indicator, SmartRank and column selectors/filters to determine students who have not met the renewal requirements and remove them from the scholarship to free up budget for new awardees. 
Step 7: Update Budgets
Update the Total amount field manually or with the scholarship import tool to finalize the amounts available for awarding. 
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