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STEP 1

Begin at the Awards Home Site

STEP 2

Click on SELECT to open your application

This is your awards homepage dashboard. Here, you can see all the statuses of all your 
awards applications and nominations.

Made with Tango 2 of 31

https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 3

Familiarize yourself with your application dashboard

This is your award application dashboard - it's important to familiarize yourself with this 
area to ensure a complete application.

The Status area will alert you to the status of your application.

By September 15th, your application status must AT LEAST be at Accepted to be consid-
ered by the Committee

By October 1st, your application status must be SUBMITTED to be considered by the 
Committee

You can click on the View ProRle veport button at any point to see the report of the 
application you are building.

Start your application completion by starting with Candidate Information. You can com-
plete any of these sections in any order, howe4er, all sections MUST be fully completed 
to be considered by the Committee. A section is considered complete when the asterisk 
present to the right of e4ery title has disappeared.

Made with Tango 3 of 31

https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP :

Complete your Candidate Information Section

COMMITTEE TIPN If you are retired, you can enter 00000 for your ?PI number. If you ha4e 
a ?PI number prior to retiring, you are welcome to input that instead.

If you do not know your ?PI number. click on the q circle for a !uick link to look your ?PI 
number up, or to register for one8 It is free to do.
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STEP 5

Make sure to hit the SAVE button throughout completing your application.

STEP 6

Click on Professional/Education to complete the next section of the
 application.
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STEP 7

COMMITTEE TIP: It is important to view the italicized prompts within the
 application. 

STEP x

Click on the SAVE button once completed with the Education Section of the
 application.
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STEP 9

Click on About Me - National Awards to complete this section next.

vemember to hit the SAVE button once complete8

STEP 10

Click on Meeting Attendance to complete all meeting attendance.
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STEP 11

NEW THIS YEAR

You can click CHECK ALL feature for ?ATA, District and State meetings to select e4ery year 
at one time.
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STEP 12

Check I have reviewed this section and it is complete before saving.

This is another new feature created for the committee to ensure you ha4e intentionally 
re4iewed the application and it is complete. It is important to check this bo(8

Made with Tango 9 of 31

https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 13

COMMITTEE TIPS: Meeting Attendance

This section should be used to elaborate how your attendance at a meeting)sF pro4ided 
speciRc impact to support the award nomination.

Gor HALL OG GAME, impact should be focused on terminal international or national impact.

Gor WAIL /ELDO? and MDAT, impact should be focused on the ?ational and or District 
impact.

Gor ATSA, impact should be focused on the local or state le4el.

Gor EVE BECKEv-DOYLE, impact should be focused on how the opportunity enhanced or 
supported your leadership ser4ice to ?ATA. Q

THIS IS vEXUIvED GOv ALL ?ATIO?AL A/AvDS. If you do not ha4e anything to input into 
this section, we recommend you put ? A.
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STEP 1:

Remember to hit SAVE to save your work!

STEP 15

Click on Service/Leadership to complete the next part of your application.
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STEP 16

Complete the Service/Leadership section of your application.

COMMITTEE TIPSN It is important to pro4ide as much information here as possible. Some 
positions may re!uire more than one input.

GOv E;AMPLEN If you are the District 6 vepresentati4e to the ?ATA Secondary School AT 
Committee, you may also be the S/ATA Chair of the SSATC Committee. You would want to 
submit two inputs.

1F ?ational Scope, ?ATA, District 6 vepresentati4e to the SSATC
2F District Scope, S/ATA, Chair, SSATC

Made with Tango 12 of 31

https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 17

Check I have reviewed this section and it is complete before saving.

This is another new feature created for the committee to ensure you ha4e intentionally 
re4iewed the application and it is complete. It is important to check this bo(8
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STEP 1x

For ALL Awards, please use the bottom section to elaborate on your service
 and volunteer impact 

COMMITTEE TIPSN

vememberJ your impact focus should be speciRc to the award you are applying for.

Hall of GameN Terminal International or ?ational Impact
Wail /eldonN ?ational or District Impact that speciRcally impacted women in the profes-
sion
MDATN ?ational or District Impact
ATSAN State or Local Impact
E4e Becker-DoyleN How did your ser4ice enhance or support your leadership ser4ice to 
?ATAq
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STEP 19

Remember to Save your work! 

STEP 20

Click on Scholarly Activities to complete this section of the application.
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STEP 21

Complete the Impact of Scholarly Activities section.

COMMITTEE TIPN vemember to elaborate your focus speciRc to the award you are applying 
for.

HOGN Gocus should look at terminal impact on the International and ?ational scale.
Wail /eldonN Gocus should look at national and or district impact, speciRcally impact for 
women in the AT profession.
MDATN Gocus should look at national and or district impact.
ATSAN Gocus should look at state and or local impact.
E4e Becker-DoyleN Gocus should look at how the work supported or enhanced your 
leadership ser4ice to ?ATA.
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STEP 22

Remember to click Save to save your progress!

STEP 23

Click on Awards tab to complete this section of the application.

Made with Tango 17 of 31

https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 2:

Complete the Awards Section of your application.

COMMITTEE TIPN remember to re4iew your application and check the conRrmation bo( to 
conRrm your application is complete.
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STEP 25

Complete the Impact of Awards section.

HOGN Gocus should look at how the award acknowledged your terminal impact on the 
International and ?ational scale.
Wail /eldonN Gocus should look at how the award acknowledged your national and or 
district impact, speciRcally impact for women in the AT profession.
MDATN Gocus should look at how the award acknowledged your national and or district 
impact.
ATSAN Gocus should look at how the award acknowledged your state and or local impact.
E4e Becker-DoyleN Gocus should look at how the award acknowledged your leadership 
ser4ice to ?ATA.
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STEP 26

Remember to click save to save your work!

STEP 27

Click on Enriching the Profession to complete the next portion of your
 application. 
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STEP 2x

Complete the Enriching the Profession Section.

COMMITTEE TIPN vemember to elaborate your focus speciRc to the award you are applying 
for.

HOGN Gocus should look at terminal impact on the International and ?ational scale.
Wail /eldonN Gocus should look at national and or district impact, speciRcally impact for 
women in the AT profession.
MDATN Gocus should look at national and or district impact.
ATSAN Gocus should look at state and or local impact.
E4e Becker-DoyleN Gocus should look at how the work supported or enhanced your 
leadership ser4ice to ?ATA.
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STEP 29

Check I have reviewed this section and it is complete.

STEP 30

Click the SAVE button to save your work!
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STEP 31

Click on Open-ended questions to complete this section of the application.

COMMITTEE TIPN This is a crucial part of the application. /e recommend you allow for a 
larger chunk of time to complete this section.
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STEP 32

Complete the unique, open-ended questions for your award application.

COMMITTEE TIPN vemember to elaborate your focus speciRc to the award you are applying 
for.

HOGN Gocus should look at terminal impact on the International and ?ational scale.
Wail /eldonN Gocus should look at national and or district impact, speciRcally impact for 
women in the AT profession.
MDATN Gocus should look at national and or district impact.
ATSAN Gocus should look at state and or local impact.
E4e Becker-DoyleN Gocus should look at how the work supported or enhanced your 
leadership ser4ice to ?ATA.
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STEP 33

Remember to SAVE your work throughout completion!

STEP 3:

HOW TO INVITE ADVOCATES

Begin by scrolling down to the bottom of the application dashboard and click on the I?VITE 
ADVOCATE button.
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STEP 35

Advocate Invitation Page

COMMITTEE TIPSN Selecting Ad4ocates

Selecting the right ad4ocate is e(tremely important to enhance the !uality of your 
application. /e strongly recommend you are di4erse with your ad4ocates )1 ad4ocate 
per relationship typeF to pro4ide the Committee with a comprehensi4e scope of your 
contributions to the profession.

It is recommended that your ad4ocates represent a 4ariety of professions and positions 
you interact with on a daily basis.

HOG, W/, EBD, MDAT, ATSA AwardsN Only three ad4ocate forms will be re4iewed by the 
Committee. In the e4ent you submit more than three forms, only the Rrst three submitted 
forms will be forwarded to the committee for re4iew.

Gellow AwardN Only two ad4ocate forms will be re4iewed by the Committee. In the e4ent 
you submit more than two forms, only the Rrst two submitted forms will be forwarded to 
the committee for re4iew.

Gill out the Ad4ocate form information and click SE?D I?VITATIO? to send your in4ite.
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STEP 36

ADVOCATE DASHBOARD

This is your ad4ocate dashboard, found at the bottom of your award dashboard. Here, you 
can see the status of your ad4ocate forms, resend the initiations and delete forms.

IMPOvTA?T ?OTESN

Ad4ocate forms are conRdential. The applicant will not be able to access or 4iew them from 
the awards portal. If further re4iew of the ad4ocate forms is needed, it is recommended 
the applicant and or sponsor work directly with the ad4ocate to coordinate.

Ad4ocates CA??OT see the content submitted in the application. It is recommended the 
applicant and or sponsor print the ProRle veport at the top of the dashboard, or, forward 
the candidate's CV resume to the ad4ocate in ad4ance of submitting their form.

Ad4ocate in4itations are sent through automated emails. These may go directly to ad-
4ocates spam folders. Upon submitted the in4itations, it is recommended the applicant 
and or sponsor directly reach out to the in4ited ad4ocate to conRrm receipt of the 
in4itation.
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STEP 37

SUBMITTING YOUR APPLICATION

Once you ha4e achie4ed the minimum number of ad4ocate forms submitted )see 4isual 
below for what this will look likeF, we recommend you re4iew your E?TIvE application one 
more time to ensure it is complete.

To submit your application, click on the blue SUBMIT MY PvOGILE button at the bottom of 
the dashboard screen )see belowF.
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STEP 3x

Click on SUBMIT MY PROFILE to submit your application

IMPOvTA?T

Submitting your application permanently submits your application. You are unable to edit 
your application for the current award cycle once it has been submitted.
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STEP 39

Click on VIEW PROFILE REPORT to print a PDF of your application.

This is recommended for your personal records.
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