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InfoReady Quick Start Guide

Data Grid



What is the Data Grid?

Main location where administrators:
e view submission information
e take action to move submissions through the process

e extract data to make decisions
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Stage Management Tabs

Applications are grouped by status into stage tabs:

All - Every submission, including drafts and submissions in any stage of the process

Submissions & Drafts - All applications in a status not yet assigned to be reviewed
(Draft, Submitted, Accepted, and Returned)

Review - All applications currently in the review process or that have been
awarded/rejected (Accepted, Assigned, Reviews Active, Reviewed, Awarded, Rejected)

Award - All applications where the final award is ready to be entered (Reviewed) or a
decision (Awarded/Rejected) has been entered

Post Award - Applications that have been awarded. Progress Report information (if
applicable) appears here.

?nfoReady“



@ Expand Screen

All Submissions & Drafts Review Award Post Award
v Overview o
Application Status Funding Status
» Draft (1) ﬂ ® Funds Awarded (2M)
s ® Submitted (0) ™ 3M Unspecified: 2M
7 @ In Review (2) ﬂ total Funds Not Yet Awarded (1M) total
total @ Accepted (0) funding Unspecified: 0 reference
Rejected (1) NSF: 1M letters
1 Awarded (3)

i= Batch Actions v | [0 Columns v | @ Grid View » | Download Reports
Show |E| entries
Select @ 1D 4 Title 4 Applicant
O~ Search .. Q Search ... Q Search ... Q
O — = Fivester, Fred
m] 000010 My application title Doe, Jane
O 000011 Mary's proposal Smith, Mary
O 000012 A proposal for ABCDEFG McTesting, Tess
] 000013 Another application Forster, Faura
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Search ...
4 Primary Organization 4 O status
All - All -

Academic Areas - College of Draft
Engineering - Chemical Engineering
Academic Areas - College of Ars & Awarded
Science - Psychology
Academic Areas - College of Reviewed

Engineering - Chemical Engineering

Academic Areas - School of Education
- Secondary Education

Academic Areas - College of
Engineering - Mechanical Enginesring

Ref Letter Status
® Requests Not Sent (0) @)
Requests Sent (4) @
4 Submitted (4)

Awarded

Assigned

4 Date Submitted

08/20/2021 1:39
08/24/2021 10:3¢
08/24/2021 10:3¢

08/24/2021 1:36



A. Overview Charts and Graphs

All Submissions & Drafts Review Award Post Award

v Qverview | Routing Steps

Application Status ® Reviews Complete © Reviews Incomplete

® Accepted (1)

® Reviews Assigned (12) Department Review —” 18
Reviews Active (2) Bl 78% of Department Review Reviews

Reviewed (1) Chair Approval e T —
14 Reviews Incomplete

* Donut charts and/or bar graphs display summary
information and may include application status, funding,
reference letters, review status, and progress report status.

 Hover over any section or bar to view amounts as
Q9 percentages of the total.
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B. Batch Actions

* To take action on multiple submissions at a time, first check the boxes to the left of the desired
applications.

*  Click the Batch Actions dropdown and then select the action.
* Depending on the chosen action, a modal will display to guide the administrator through next steps.
* There are currently 11 batch actions (available on different tabs):

. Acce pt i= BatchActions ¥ [@ Columns | @
¢ Retu n Sr‘ Accept Applications for Review

® ASSign Reviewers Retum Applications for Resubmission

° Delete Review ASSign ments S¢  Assign Reviewers to Applications

. . . Skip Routing St
¢ Send Review Digest Email pronme e

*  Skip Routing Step

[l Award Applications
Reject Applications

* Award S addanote

* Reject Download Selected (PDF) 3

*  Assign Progress Reports @ 000010 Wy application fitie
* Adda Note a:

* Download Selected (PDF) L5 Mary's proposal

000012 A proposal for ABCDEF(

I nfO Rea d y Example Batch Action: Downloading submissions as PDF



C. Columns

. N
CI I Ck th € d ro pd own to = BatchActions v | M Columns» | @ Gridview~ & Download Reports Search ...
display all available fields to - _

Sh0w| 25 ~ |enmes All Tab: Customize Columns
1 Check the checkboxes next to the columns you would like to see in the "All" tab. Once checked, click the "Apply"
a d d to t h e g rI d * Select @D . button to see the columns reflected in the "All" tab. Any changes made will only affect the "All" tab.
Standard Additional Routing Steps
* Select the checkboxes next 0. s a
[ Select All Search [ SelectAll
to the columns you would o - 0 = =y Deparimenta Approva
Title Committee Review. ..
N . ) LJ Lontact Ferson's Fnone... ) )
| | ke to See’ t h en CI |Ck Applicant O) Proposal Title Committee Review...
0O 000010 0 Email () Proposal Abstract Committee Review. ..

Custom Routing Step...

the Apply button. Prmary Organizaton

- 000011 [J Amount Awarded Expected Project Begin Custom Routing Step. ..

* Dragand drop columns to sis O Expocied Projoct End Dato Gustom Roing Step

Notification Sent?
- [ Custom Multiple Choice

re-arrange their order. o oo Date Suomted CViBiosketc

Last Update

[ Comments to the...

= [ Proposed budget -

O 000013

17 of 39 columns selected Reset to Default Cancel Apply
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D. Grid View

* By default, each tab displays a Full View.

Switch to Simple View to view the basic information for that tab (or if you preferred
using the Original Application Grid in the past).

* You can save one custom view per tab.

= BatchActions ¥ [ Columns v = @ Grid View ¥ & Download Reports

Show| 25 o~ |entries v Full View *
Simple View bid
Select € D L Title Primary Org.
Custom View <%
-~ Search... Q| |Search.. Q All
Save Current Grid View €@
0 -- Ivly applicz

Academic Areas - College of
Engineering - Mechanical
Enaineering
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E. Download Reports

= Batch Actions = M Columns + @ Grid View » X Download Reports

* Click to display a menu of reports.

* Select the appropriate report(s) and then
download.

* All reports come on one Excel workbook, with
different reports on each sheet.

* There is not a way to select applications upfront
that are included in the report(s).
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Select Reports to Download E

O
O
O
O
O
O

O

Application & Applicant Details - Default Fields
Application & Applicant Details - All Fields
Raw Review Data

Total Application Scores by Reviewer
Rankings by Score

Applications by Reviewer

Reviewer Completion Counts

Select All | Unselect All

| Download Selected Reports

Close




More questions?

Help and Support

Visit the Support Portal
This application runs best on the latest

b Log in to yOu r Site supported versions of Chrome, Firefox,

and Safari browsers.

e Hover over Hel p For assistance logging in or using the

system, please click here to submit a

e Click Administrator SippaRtickEE

Please visit the Support Portal to access

Email Su ppOrt@infOreadyCOrp.COm | FAQs, videos, user guides, forums, and

more!

Click to access help for:

« Administrator fi—

« Applicant
« Reviewer

. What's New




