InfoReady Training – Applicant Proxy Experience

0:02
Welcome.

0:03
In this video we will talk about the applicant proxy experience.

0:08
So what is a proxy?

0:10
In InfoReady?

0:11
Applicants may choose to designate someone to apply to an opportunity on their behalf.

0:16
So often this is an assistant.

0:20
It could be a Co Pi or even a graduate student.

0:23
When submitting by proxy, the application is then linked with the applicants InfoReady account, not the proxies account.

0:31
And that's important because we want the data to live with that primary applicant.

0:37
At this point, proxies can only submit applications, they cannot submit reviews or progress reports.

0:44
So let's see how this works.

0:51
So here I am logged into a sample InfoReady site and in order to add a proxy to my account I need to go to my user profile.

1:00
So I will click “Sarah” which is my first name next to Hello in the upper right corner.

1:07
And on my user profile page, I'm going to Scroll down about halfway down the page and there will be in a designate an applicant proxy section.

1:17
So to add a proxy to my account, I click the add proxy button on the right and then I'm going to type in the e-mail address of my proxy.

1:27
So in this case, as I'm typing, there's different users that are coming up.

1:31
This just means that they've been in InfoReady before.

1:35
If you don't have anyone show up in your drop down, that's OK.

1:39
Just make sure that you're typing in the correct e-mail address for your proxy.

1:44
In this case, I'm going to pick Rachel Smith here and then click Add.

1:51
Then on screen you'll see a confirmation message in the green box that says they've been added as an applicant proxy, and then an e-mail is on its way to that person that you've entered.

2:02
So you'll always be able to see your proxies and who they were assigned by in the designated applicant proxy section.

2:10
If you need to add additional proxies, you can click the add proxy button again.

2:15
In this case, I'm just going to add the one.

2:17
And so I'll click save changes to make sure that all of those are done, and then I'll see that my user profile was updated successfully.

2:28
So next I'm going to show you the e-mail that the proxy receives just so you can kind of see the messaging that hits their inbox.

2:39
So on screen I am showing a sample e-mail that goes to the proxy.

2:45
So you can see the subject line says acting as a proxy for, in this case, Sarah applicant, right?

2:52
It would have the applicant's name that they were added to.

2:55
And then it greets them and simply explains kind of what the proxy access means, which is that they can now submit applications on behalf of that applicant, and then just telling them to coordinate their efforts to ensure any applications are submitted on time and with all materials included.

3:16
So the first time that a proxy is added, they do receive this message to let them know that that action occurred.

3:27
So now I'm going to show what it's like for the proxy to actually submit an application.

3:33
So now I have logged in as Rachel as the proxy for my account, and as the proxy you act like a normal applicant, so you can certainly submit applications on your behalf.

3:47
In this case, I'm going to Scroll down on the homepage and open up an opportunity that my faculty member told me to apply for.

3:59
So this “Simple Sample” one I'm going to click on and you can see at the top I have a “Details” tab that has things like the deadline, who the owner is, a short description on.

4:12
This may also be where contact information is listed.

4:15
So if you have any questions about the specific competition or eligibility, things like that, it's best to reach out either to the administrator or look in the description for contact details.

4:29
I also see an “Apply” tab.

4:31
So this would be if I want to apply for myself or the Apply as Proxy tab, which is what we're talking about today, where once I select Apply as Proxy, I can then pick the person that I want to apply for.

4:48
So in this case, I'm going to apply for Sarah and I can choose if I want a new application or if I had submitted in the past for Sarah, I could select a different one.

5:00
In this case, it's the very first time that I'm submitting for her.

5:04
And you'll notice on the application that the first and last name are already filled out with Sarah's information, not mine.

5:12
So as Rachel, I am now submitting this under Sarah's account and I can put in a sample.

5:19
So I'm just going to put in test title here.

5:22
In this case, I have a CV to upload, right?

5:27
So the application that you're working on may look very different, but there is always a Save as draft button in the lower left corner.

5:34
So for example, if I just click this and save kind of my progress, I'll see an alert message at the top that explains that I have saved it.

5:45
And then if I go back to the home page, So this is often common where the proxy may need to come back and work on the application later.

5:53
So then all they have to do is find the same opportunity again, click the title, click apply again as proxy, and then once they've selected the name of the applicant, they will be able to return to that draft.

6:09
So I can kind of pick up where I left off here and then ultimately submit for the applicant.

6:16
So as long as the opportunities open, the best way to access the draft is by reselecting the opportunity title on the homepage.

6:29
If you have any other questions about being a proxy, feel free to explore our support portal by hovering over help in your InfoReady site.

6:39
You can also contact us during our business hours Monday through Friday, 8:30 AM to 7:30 PM.

6:45
Eastern, or by phone at 734-929-0010 ext. 256.

6:53
Thanks for watching.
