Training Guide for NVS 2006

Main Menu:


This page is the heart of the voting system.  From here you have access to anywhere on the site and you have a lot of different information presented to you.  At the top of the page are links that allow you to view information of different committee profiles, change your password, or logout.  Just below that it will show you all of the committees that you are a current member of and when your term ends.


Below that there is a section that deals solely with voting.  Here you will see all committees that are up for voting and when the voting date ends.  To vote for a committee all you have to do is click on the committee name and it will take you directly to that committee’s voting page.

It is the same idea for nominations.  Farther down the page you will see an area designated for nominations.  You will be able to see all committees that are currently accepting faculty nominations and when that process will end.  If you wish to nominate a faculty for a committee all you have to do is click on the committee’s name that you wish to nominate to and it will take you directly to that committee’s nomination page.  To the right of the committee’s name on the main page you will see different boxes.  These are there for you to easily see if you have been nominated for that committee by another faculty member and if you wish to accept/decline that nomination.  You can also decline any nominations before they even happen by just clicking the decline button.  You have the ability to do this and change your mind as many times as you want.
Nominations:


You will gain access to this page when you click on the committee name on the main menu under “Currently up for nominations”.  Near the top of the page you will see items with ’+’ signs in front of them.  These will allow you to see the current members, the membership description, and the committee description without going back to the committee profile page.  Farther down the page you will see two boxes the one on the left will hold the names for all faculty that are eligible to be nominated and the box on the right will hold the names of those you have nominated.  

To nominate a faculty member you must select them from the box of the left and then hit the “nominate” button under the that box.  This will move that faculty member over to the other box on the right.  to remove a faculty that you have nominated you must select the faculty member from the box on the right and then hit the “undo” button.  Once you have finished nominating the faculty you so wish, hit the “save nominations” button under both of the boxes to return to the main menu.  

If you wish to see who other faculty members have nominated for this committee you can look farther down the screen and check under the “current nominees” box.  If any faculty members have been nominated but declined the nomination they will appear in a box underneath the current nominees box in “Nominees who have declined nomination”.  this box will only appear if there is at least one faculty member who has already declined their nomination.  

You are able to come back to this page and nominate or un-nominate as many times as you want until the poll is closed and moved to voting status.  
Voting:


You will gain access to this page when you click on the committee name on the main menu under “Committees currently up for voting”.  Near the top of the page you will see items with ’+’ signs in front of them.  These will allow you to see the current members, the membership description, and the committee description without going back to the committee profile page.  Farther down the page you will see a section where it will tell you the maximum number of the nominated faculty members you may vote on for the open positions, and how long you have till voting for this committee closes.  

To vote you will have to select a nominee and press the “move to ballet” button.  You will have the ability to remove the nominee if you feel there is a better choice by selecting the nominee from the ballet and choosing the “remove from ballet” button.  Once you have made your selection you will have to click the button on the bottom called “Save vote”.  However, once you click this button you will no longer be allowed to go back and adjust your selection or vote again.
Change Password:


To change your password while logged on, you must click on the link “Change Password” on the top of the screen.  This is also the same screen that will come up if you click the “Forgot Password?” link on the login page.  You will need to enter your username, your six digit user ID, and a new password.  
Committee Profiles:


To view the different committee profiles you must click on the link “Committee Profiles” on the top of the screen.  This link will take you to a page where you can select the committee that you want to view more information on.  This will then bring you to the page where you can see current members, their division, and when their terms are up.  Also you will find a brief description of both the committee and what members will be asked to do. 
Administrative Mass Date Change:

Click the box to the right of the committees that you want to change.  go to the bottom of the page and enter the dates that you wish to have the nominations start and end on and the dates that you would like voting to start and end on.  Then hit the submit button.
