Executive Leadership in
Academic Technology,

Engineering and Science

ELATES Online Application System
User Guide

Please note that Nominators and Recommenders cannot enter the online application
system until the Applicant has entered the online system and started an application.

Contents
AAPPLICANTS ..o e eee e e e e teseeeseeeseeeseseseseseseeseeeeesesesesesesasaeas e sasesseesesesesesesesssessessessesesesesesenssssasasaeaeaseens

1. REGISTIATION/LOZ N teiitieiieeereete ettt eete et et e et e et e eeteesteeeteeeabeeabeebeenbeestsesssesaseeaseeaseebeeteesteestsesasesnreenns
P o | - [ Al - Y= SRS
3. Inviting Nominators and RECOMMENUEIS ..........uuiiiiiiiie ettt e ettt e e e e e erra e e e e e e e e e enbrraeeeeeeeeeannes
4. Application ESSaY QUESTIONS ......uuiiiiiiiiieiiiiieeee e e ettt e e e e e e ecbtre e e e e e e e e s abteaeeeeeesesnsseaaeeeeesesssssrasaeaaaean
5. Monitoring Your Application STatUs.........eeeeiie ittt e e e eerere e e e e e e e e nrree e e e e e e e ennes
NOMINATORS ...ttt ettt ettt et e s bt e s bt e she e s et e st e e bt e bt e bt e ame e e meeemeeeat e et e enbeesbeesanesanesanesane
1. INVitation t0 NOMINGATE......ciiiiiiiiiiii e
2. REGISTIAION/LOZIN . ttiitiiiriereecteeete et e eee et e eeteeeteee b e e teeeaeeebeebeebeesbeeeteesaseeabeenbeenbeentsesssesaseenseenseenseenseens
S =TT Ta Y a1 =40 e XU Tl Lo 51011 0= | (o o1
4. Nomination EsSsay QUESTIONS ....ccceeieeiiec e
5. Finishing the NOMINGtION .......oiiiiiie e e e st e e e st a e e e sntae e s sentaeeesntaeeesnns
RECOMMENDERS .....ccutteitteiite ettt ettt sttt ettt et e st sat e st st e bt e bt e b e e e bt e s meeeme e e ae e et e e b e e nbeesanesanesanesane
1. INVitation T0 RECOMMENT ....ouiiiiieiieeee et sttt sbee s s e sane e
R =Y 1 (=Y o] 0 A o= TSRO
3. Beginning Your RECOMMENAALION .......uuiiiiiiiii it e ettt e e e e e et e e e e e e e e rarare e e e e e e e esnsraaeeeeeeseennnes
4. Recommendation ESSay QUESTIONS ..........uuiiiiiiee ettt ettt e e e e e eseb e e e e e e e e e eanrr e e e e e e e s esnnnnraeaeaaenas

5. Finishing the ReCOMMENAALION ....oeiiiiiiiei e e et e e st r e e e serta e e s senteeeesntaeeesans



APPLICANTS

1. Registration/Log-in
Returning users will be able to log-in with their user ID and password. Individuals new to ELATES will
need to register as a new user.
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2. Portal Start Page
After registering or logging in, applicants can edit their contact information and titles or they can

proceed directly into the application forms. As you go through the application forms, you will be
prompted to update/review your contact info and titles.
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3. Inviting Nominators and Recommenders

On the third screen of the application forms, you will be able to invite your nominator and
recommenders to provide their essays in support of your application. You must hit the invite button for
each individual you enter into the system. You will receive a copy of the email that goes to each
individual. Please do not forward those emails as the links are unique to each individual.

Invite Y our Mominator

Nominator

Mominations can be made only by the engineering, computer science or arts and sciences school dean or the most senior a
or president) of the candidate's college. We strongly suggest you discuss your application with your nominator before applyir
two applicants.

My nomination will be provided by the following individual (select one)*:

" Dean

" Provost or President

" Other

_ 1) Select source of nomination, enter required
Invite Your Recommenders information and hit the invite button to send an email.
Recommenders 2) Enter information for recommenders and hit the

Recommendations should.s invite button to send an email. P9
recommendafjo equired

1. First Name:*: Last Mame:*:

Phone #*

This individual is my supemnvisor:

Recommendation Status:

[ Invite I ’ Remind I

2. First Name:=*: Middle: Last Mame:*:

Phone #* Email Address™®:

This individual is my supernisor: © Yes & No
Recommendation Status:

[ Invite ” Remind I




4. Application Essay Questions
After you have completed the beginning of the application and identified your nominator and two
recommenders, you will be asked to complete a series of short essay questions:

¢ Briefly describe the range of responsibilities in your current position, including those
activities, operations or functions for which you are directly responsible.
e What are your specific 5-year career goals? Be as concrete as possible.
¢ How will participating in this program help you achieve these goals?
¢ What do you view as the single most important issue facing your institution?
¢ If you were the executive in charge, what would you do about this issue?
¢ What do you view as the single most important challenge your institution presents to you in
doing your job?
e What innovative approaches are you taking to meet this challenge?
e Describe your current or upcoming potential leadership role.
= |n what ways are you or will you be an effective leader?
= What obstacles did you face or do you anticipate facing in the leadership role?
= What did you learn from the experience, or what do you hope to learn?

Please note that the application may prompt you to upload your peer-reviewed published work and
your CV. This is optional as of the ELATES 2025-2026 fellowship year.

5. Monitoring Your Application Status

On the portal home page, after submitting your portion of the application, you will receive an alert
message which allows you to view a basic, printable summary of your application. You will also be able
to monitor the status of your nomination and recommendation requests using the check status/send
reminder emails button.



4k Alerts

m You have applied to the 2012-2013 ELATE Program. Cl & to view
your application. Use the button below to
nomination and recommendations or to

Drexel
MEDICINE]

View your finished application using the
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m  Check status of your Application/5end reminder emails

My nomination will be provided by the following individual (select one)™:
" Dean

& Provost or President
The provost or president will receive an email invitation to nominate you after you hit the send button below.

First Mame:*: Jane Middle: Last Mame:*: Provost

Phone #*: 999-999-9999 Email Address™  jane@example. net

MNomination Status:

| Invite || Remind | \

Legend for Nomination/Recommendation Status
€ Other N/A = not invited
Invited = email has been sent
Incomplete = nominator/recommender has entered
Invite Your Recommenders the online system but has not completed their essays
Complete = nominator/recommender has completed
Recommenders their essays
Recummenda_tinns should come from a direct supe rr leadership
recommendations are required.

1. First Mame:*: Tom Last Name:*: Recommender

Phone #*:  999-999-9999

This individual is my supervisor:

Recommendation Status:

l Invite ” Remindl




NOMINATORS

1. Invitation to Nominate

You will receive an email from the ELATES applicant inviting you to nominate them for the program. You
must click the link in this email to access the online system through which you must submit your
nomination.

From: ICELA &t Drexel <noreply@drexelmed.edu> Sent:  Fri10/28/2011 8:
To:
Cc
Subject: ELATE Momination Request From
Hello,

© has requested that ye Unique link generated by application system

. |:E Program. Nominations are due by January
19, 2012. Please use the link below to log-in to

http/'www2.drexelmed . eduficelaDefault.aspx7A IDﬁSéSe—bf‘OO—el 11-b953-0018fe723c47&Action=Nomination&NomPRec=Dean

If vou have any questions about this, please contact us at ELATE @ drexel edu or 215-991-8240.

Fegards,

The ELATE Program

2. Registration/Log-in
Returning users will be able to log-in with their user ID and password. Individuals new to ELATES will
need to register as a new user.
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3. Beginning Your Nomination

After logging in, you will be directed to the ICELA Portal Start Page. Use the link in the alert area to
begin your nomination. Please note that if you have been asked to nominate more than one candidate
or if you have been asked to nominate one candidate and recommend another, you must use the
unique link in each email invitation to start each nomination or recommendation.

4k Alerts

m ‘You have been selected as an ELATE nominator for
start or continue your nomination.

* Executive Leadership in Acattamic Medicine (ELAM) Proaram

Use the link in the alert to
Drexel begin your nomination

MEDICINE

* Executive Leadership in Academic Technology and
Engineering (ELATE) Program

m  Apply to ELATE | (Who Can Apply?)

ELATE

Drexel

4. Nomination Essay Questions
The nomination consists of a series of short essay questions about the ELATES fellow nominee. These
questions are:
e Why are you nominating this candidate?
¢ What new knowledge or skills would you like to see the candidate learn during their
fellowship year?
¢ How will you work with and mentor your candidate during and after the fellowship?
¢ What formal and/or informal leadership role(s) do you anticipate this candidate assuming in
the next 3-5 years? How will you support them in this endeavor?
¢ In support of your fellow, it is expected that you attend the Leaders Forum in March at the
end of the ELATES Fellowship. Please provide the contact information of the person who we
can reach out to for more information about scheduling.

5. Finishing the Nomination
After you finish all of the nomination essays and you hit the submit button, you will have completed the
nomination for your candidate.



RECOMMENDERS

1. Invitation to Recommend
You will receive an email from the ELATES applicant inviting you to recommend them for the program.

You must click the link in this email to access the online system through which you must submit your
recommendation.

From: ICELA at Drexel <noreply @drexelmed.edu> Sent: Thu10/27/2011 1:
To: *
Co
Subject: ELATE Recommendation Request From
Hello,

" 4 " has requested that vou ] Unique link generated by application system ATE Program. Recommendations are due
by January 19, 2012. Please use the link below to endation.
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If vou have any questions about this, please contact us at ELATE @ drexel edu or 215-991-8240.

Regards,

The ELATE Program
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3. Beginning Your Recommendation

After logging in, you will be directed to the ICELA Portal Start Page. Use the link in the alert area to
begin your recommendation. Please note that if you have been asked to recommend more than one
candidate or if you have been asked to nominate one candidate and recommend another, you must use
the unigue link in each email invitation to start each nomination or recommendation.
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4. Recommendation Essay Questions
The recommendation consists of a series of short essay questions about the ELATES fellow nominee.
These questions are:

e Why are you recommending this candidate?

e What are the candidate's present responsibilities and breadth of experience at their current
institution and elsewhere?

e What are the candidate's strengths and weaknesses as they relate to their potential as an
institutional leader?

e Within their institution, what is your frank evaluation of the candidate's potential for
leadership?

¢ What position(s) can you envision them assuming in the foreseeable future?

¢ Additional information you would like to share with us about this candidate.

5. Finishing the Recommendation
After you finish all of the recommendation essays and you hit the submit button, you will have
completed the recommendation for the applicant.
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