
Scholars App Reviewer Instructions with Step-By-Step Walkthrough

Role Guide for Reviewers
Patriot’s Pen and Voice of Democracy

Congratulations and thank you for participating in the very important process of funding education through scholarships and grants!  
As a Reviewer you will be judging the applications and assigning scores.

This Role Guide for Reviewers will cover:

• Creating your password
• Sign into Scholar’s App
• Reviewer Dashboard navigation
• Review and scoring process

Need help?  Email us at 
hellovfw@scholarsapp.com
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Step 1.  Look for your Welcome email from 
the Scholars App Team. 
(check your spam and quarantine boxes also)

Step 2.  Click Set Password button

Step 3.  Enter your new password
Step 4.  Confirm your password
Step 5.  Click Submit

Your email is 
your Login ID

CONFIRMING YOUR ACCOUNT AND CREATING YOUR PASSWORD

You have 4 days to set your 
password.  Email 
hello@scholarsapp.com if you 
need a reset password link 
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mailto:hello@scholarsapp.com


To sign in go to https://apply.scholarsapp.com/  then click on Reviewers (located at the top center of screen) 

• Enter your email address and password
• Click the Sign In button

Sign into your Reviewer Account on Scholar’s App
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If you are both a Chairman and a 
Reviewer, be sure to use the +R 
version of your email to Sign In

https://apply.scholarsapp.com/


• Select the Scholarship that you have been assigned by 
clicking on the Scholarship name

REVIEWER LANDING PAGE

This section 
will always 
be 0
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REVIEWER DASHBOARD

• Applicants that have been assigned to you will be listed on your Reviewer Dashboard

1. For Review in Round 1 Folder – Shows the number of applications assigned to you

2. Reviewed in Round 1 Folder – Shows the number of applications you have reviewed

3. Reviewed in Previous Rounds – Shows the number of Reviews you have completed in multiple cycle rounds

4. Links to the Application forms – Click on an Applicant Name / Number to begin your Review

You can use the Search for 
application feature if you want 
to look at a specific applicant
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Review Panel (score sheet)

1.  Click Show Review Panel Button

Applicant information is hidden 
per VFW Guidelines
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The Review Panel will appear on the right side of your screen  

Review Panel
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1. Click Criteria Instructions
2. The Criteria Instructions file will appear on the bottom left of your computer screen
3. Click on the file to open it
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Criteria Instructions will open on a separate tab on your computer screen.  The Criteria Instructions document 
provides guidance for the judges.  You can leave this tab open for reference or print it out. 
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These are the Scoring Criteria for
Patriot’s Pen



Click the Application tab to go back to your Reviewer judging screen
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Starting the Reviews – Patriot’s Pen

1. Scroll Down to the Essay Section 
(it’s near the bottom on the page)

1. Click on the Download button to 
view the submitted Essay 
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Go to Slide 22 for Voice of 
Democracy audio instructions 



• The essay file will appear at the bottom left-hand corner of your screen
• Click the button to open the file and read the Essay.

o It will open on a separate tab on your computer
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1. The Essay file will open on a separate tab on your computer.
2. You can read the essay here
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Click the Application tab to go back to your Reviewer judging screen
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Click the Application tab to go back to your Reviewer judging screen
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The Criteria and Score Ranges are

• Knowledge of Theme: 0 - 30
• Theme Development:  0 - 35
• Clarity of ideas:  0 - 35

1. Enter your score for each of the 3 Review Criteria

2. Put any notes that you would like in the Notes section.  

3. Click Save to save your work

You can save your work at any 
point and return to continue 
reviewing.  You can also edit 

your work.

Review Panel for Patriot’s Pen

16



Review Summary

1. Your Review page will now show your progress and scores
2. Click Show My Review to open the Review Panel to change scores or 

modify notes
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Click on the Scholarship Name to return to the Donor Dashboard
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Your Donor Dashboard is now updated with the progress of your work

1. For Review in Round 1 Folder – Number of applicants assigned for Review has been reduced by the number of applications you reviewed

2. Reviewed in Round 1 Folder – Shows the number of applications you have reviewed increased by the number of applications you reviewed

3. Reviewed in Previous Rounds – Shows the number of Reviews you have completed in multiple cycle rounds

4. Links to the Application forms – Remaining applications to Review.  Click on an Applicant Name / Number to begin your Review.  Continue until all 

assigned applicants are reviewed. 
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1.  Reviews are completed for the Round when the For Review in Round folder is at 0.

2.  You can still edit your Review Scores or Notes by clicking on the Reviewed in Round x folder
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Congratulations!  You have completed your 
Reviews.  If there is additional Rounds, new 

assignments will show up under the next 
Round Number



Starting the Reviews – Voice of Democracy

1. Scroll Down to the Essay 
Section (it’s near the bottom 
on the page)

2. Click on the pdf Download 
button to view the submitted 
Essay

3. Click on the mp3 or audio file 
download to listen to the 
audio essay
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Criteria Instructions will open on a separate tab on your computer screen.  The Criteria Instructions document 
provides guidance for the judges.  You can leave this tab open for reference or print it out. 

These are the Scoring Criteria for
Voice of Democracy

23



1. Click the mp3 or audio file download button
2. The audio file will open at the bottom left corner of your computer screen.
3. Click the file to open
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• You may encounter this message.  Click Yes. • The audio file should start playing
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After listening to the audio essay, go back to the Reviewer Judging screen input your scores and notes in the Review 
Panel
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The Criteria and Score Ranges are for Voice of Democracy are:

• Content: 0 - 30
• Delivery:  0 - 35
• Originality:  0 - 35

1. Enter your score for each of the 3 Review Criteria

2. Put any notes that you would like in the Notes section.  

3. Click Save to save your work

You can save your work at any 
point and return to continue 
reviewing.  You can also edit 

your work.

Review Panel for Voice of Democracy
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Go to back to Slide 17 for 
continued Review instructions
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