InfoReady Training - Applicant Experience

0:02
Welcome.

0:03
In this video we will help applicants learn how to navigate info ready, save an application, and then ultimately submit as well.

0:12
Let's begin.

0:18
Hey, I'm showing a basic info ready site notice in the upper right hand corner, the login register and help options.

0:29
The global navigation bar has both a home tab and a calendar tab, and today we'll mostly talk about the chart on the home page.

0:39
So as a potential applicant, you can search, sort, or filter to find the opportunity you'd like either by title, due date, category, or cycle.

0:53
If I Scroll down in the table, you can see everything that's open currently.

1:00
So sometimes you may just want to browse the table and find something that looks interesting to you.

1:08
Other times you may be sent directly to a page.

1:13
So if I click on this Sarah's webinar training sample link here, now I'm taken to what we call the details page and info ready.

1:23
So this is a sample of high level information about that opportunity.

1:29
It will include things like dates, including the internal submission deadline.

1:34
So here, that's Wednesday, October 1st, 2025, who the administrator is, that's me, Sarah Yecke, and other specific details like the category cycle, how many times you're allowed to apply, how many times you may be awarded, and potentially some supporting documents.

1:55
So this one that I'm showing is all a sample.

1:59
Any opportunity that you're interested in may look slightly different, but certainly I always recommend checking out the description.

2:07
So that box is located at the bottom of the screen here.

2:11
And we'll probably include a paragraph or two of text and details that explain what the opportunity's about.

2:25
So as an applicant, once you find the opportunity that you want to apply for, you can click the apply tab at the top of the screen or there is an apply button in the lower left corner.

2:39
Either way, once you click that button, you'll be taken to the login screen.

2:45
So here I'm showing the standard infrared login page.

2:50
The top section will be if you are an internal user for your institution.

2:55
So that will allow you to sign in with your organizational credentials using the blue button here.

3:03
So a lot of you will probably see that on your sites.

3:07
So you would click this button and that will take you to a login page.

3:13
If you are not within the organization, instead of the blue single sign on button, you'll use this bottom login for other users section.

3:24
And so here that is the way that I'm going to log in.

3:28
So I've entered my e-mail address heremueller.sarah.m@gmail.com and I've entered my password.

3:37
Once I click the login button in the lower left corner here, I am then redirected to the specific application form of the opportunity I I picked.

3:51
You'll likely see a message at the top.

3:53
So for example, mine says you have not submitted any applications for Sarah's webinar training sample.

4:00
You may submit unlimited applications.

4:03
So again, that messaging will vary based on what you're applying to, but that gives you kind of an overview of how many times you're allowed to apply.

4:13
If I Scroll down on the screen underneath the My Applications heading, you'll see the first page of the application form.

4:24
So this form will look different based on what you're applying for.

4:28
But in my example I see a contact information page.

4:33
There's some application instructions that include telling me how to save as draft in the lower left corner at any time to save my progress.

4:43
So I want to show that here.

4:45
So if I Scroll down in the bottom left corner, here is the Save as Draft button.

4:51
So I can click that at any time while I'm working on my application to save my work and then come back to it later.

4:59
I will show this, but just in the application instructions, it says you can return to your draft at any time by logging in and going to the Applications tab.

5:09
And then I have here.

5:10
If you have questions, contact test.university.edu.

5:14
Right?

5:14
So again, this is a sample, but often administrators will include contact information.

5:20
And so now I can start filling out this application.

5:24
The first name Sarah and last name applicants have already been entered for me.

5:28
You will likely see yours to be the same with your name when you reach those fields, so they may not be in this exact order.

5:37
For my project title, I'm just going to type sample for training today and then I'm going to put in test.test.edu as my e-mail.

5:48
Now, if you get to a question on the application that you're not sure how to answer, so for example, my participating unit, I might not know how to answer that.

5:58
And so I can simply click next in the lower right hand corner and come back to that question later.

6:05
So now on my second page, my project information page, it's asking what my project type is.

6:11
So I can click the drop down field and I will pick new, just as an example.

6:18
And now I see additional questions to fill out including the desired term, which is a radio button, a description, which is a text box.

6:27
So I'm going to select Fall 2025 for my term and I will put type here as some text in my description.

6:38
And then below that I see an optional section to upload other files.

6:44
So at this point I might realize, oh, I need to assemble some of those files.

6:49
So I'm actually going to save this application as a draft by clicking Save as draft in the lower left corner.

6:58
And then a message at the top of the screen will say the info ready administrator managing Sarah's webinar training sample can access and assist with your draft prior to submission if needed.

7:09
Make sure to submit by the internal submission deadline listed on the details page.

7:15
So that's a nice confirmation message so that you know your your draft.

7:19
Indeed, it's saved.

7:22
And like I mentioned, at any time you can go to your Applications tab to pick up with your draft.

7:28
So I'm going to click Applications at the top of the screen in my global navigation bar.

7:36
Depending on how many applications you've submitted in infrared, over time the screen may need to load.

7:42
So that loading message appeared and now I can see all of my applications again in the table.

7:51
I can search by application title, competition title, status, due date, the organizer, the cycle, or see different actions that I may need to take.

8:02
So in this case, I'm going to sort the status column by draft so that I can pull up all of my draft applications.

8:15
So here is the draft I was just working on.

8:17
I'm going to click Sample for training under the application title column, and I'm taken back to that application I was working on to the very first page.

8:29
So at this point, I can go ahead and fill in the rest of the information.

8:34
So I'm going to fill out my participating unit question and select, in my case, Cancer Institute.

8:40
That's my organization.

8:43
And then I'll click save and close in the modal that appears, I'll go next.

8:50
So clicking the next button in the lower right corner, kind of checking over the questions I answered before.

8:57
So my project type is new, my desire term is fall, my description as type here.

9:03
And since the files are optional, I'm going to skip over that to make it a little easier.

9:09
Again, clicking Next in the lower right corner to navigate to the next page.

9:13
And now I'm on a final steps page.

9:16
I have some terms and conditions to read through on the screen, so this is all just sample text.

9:22
But again, you may see messaging or instructions that your administrators have provided.

9:29
And then I have a check box called Acknowledgement.

9:32
It says by selecting the box below I agree to the stipulations described above and I'm going to check the box next to Yes I agree.

9:42
I also see this final question on my form that says Add contacts for notification.

9:47
So this will allow me to add e-mail addresses for contacts that should receive notifications on my application.

9:54
Any e-mail addresses that I enter here will receive all notifications that I do.

10:01
So you may see this option on your form, you may not, but that is what it's used for if you do see it.

10:11
Now most forms are applications and info ready will end with a preview button as the option in the lower right corner.

10:18
Not always, but this example.

10:20
I do see that preview.

10:22
So I'm going to click that button and now I have a chance to view my entire application all on one screen.

10:31
So I'm simply scrolling through and just checking over my responses.

10:36
If I get to an area that needs to be edited, there's an edit button in the lower right corner for each page that you can Click to make any changes.

10:46
But again, I'm just scrolling through kind of doing the last check on my information.

10:53
And then once you are ready to submit, you will click the submit button in the lower right corner.

11:02
Once you have submitted your application, you will receive an e-mail confirmation.

11:07
So that's kind of a double check.

11:10
And also on the screen in the My Applications table at the top, like I'm showing here, the status of your application will then be submitted.

11:22
If at any time during the application process you have questions or you're not sure what to do next, there's two ways to get assistance.

11:31
So the first is to click the details tab on the specific application that you're working on.

11:37
So if I click that over on the left side here, I can again then see that, oh, the administrator for this is Sarah Yecke.

11:46
So you may be able to reach out to that person if you know who they are or often if I Scroll down here in the description.

11:54
Many times administrators will include contact information in this spot.
[bookmark: _Int_TJ1Vnnpj]
11:59
So it's always a best first attempt to reach out directly to the folks that are managing the program if you have questions about how to submit.
[bookmark: _Int_0kjkE4kH]
12:11
However, if you're working on your application and you have more of a technical issue, you are welcome to reach out to the Info Ready support team.
[bookmark: _Int_Y53goXEy]
12:20
So to do that, you want to hover over the help menu in the upper right corner like I'm doing here.

12:27
And then in this menu, there is a section that says for assistance logging in or using the system, please click here to submit a support ticket.
[bookmark: _Int_HfKabVrS]
12:37
So if you click this link, it will take you to our ticket submission page where you will fill out both a subject.

12:46
The requester will be you.

12:47
Your e-mail will already be populated in that field.

12:51
There's a drop down to select how high of a priority the issue is for you, as well as include your info ready site URL.
[bookmark: _Int_qVip4wgp]
13:01
So for that field, you can just copy exactly whatever page you're on in your URL bar like I'm doing here, and you can paste that directly in the field.
[bookmark: _Int_1NbSIxEW][bookmark: _Int_Hm4eFNYW]
13:12
And then you would select the applicant for your role, type in the description of what's happening for you, what you're seeing on the screen, any notes.

13:22
And then you can go ahead and click the submit button in the lower left corner I mentioned.

13:34
If you need to contact info Ready support, you can hover over help and click the administrator link, or you can submit a ticket directly from the help menu.

13:45
Our office hours are Monday through Friday, 8:30 AM to 7:30 PM Eastern, and our phone number is 734-929-0010, ext. 256.
[bookmark: _Int_noKheRp8]
13:57
Thanks for watching.
