Welcome to the MGA Individual Awards Nomination portal
http://mga-awards.fluidreview.com/
This document includes step by step instructions, with screenshots, for submitting a nomination for the
following MGA Awards (deadline 15 October):
 Larry K. Wilson Transnational Award
 Innovation Award
 Leadership Award
 Achievement Award
 Young Professionals Achievement Award
It is recommended that you review these instructions completely. You can also click on a topic to go directly to
the instructions.
 Create an Account
 Complete the Nomination Form
 Request an Endorsement
 Instructions for the Endorsers
 Submit the Nomination Package
 Edit or View the Nomination Form
 Upload Attachment
 Change the Application Title
 Download Nomination
If you have further questions after reviewing these instructions, please email MGA Awards Staff (mgaawards@ieee.org).
Please note, in order to continue to meet user needs, feedback about the submission process is
appreciated to mga-awards@ieee.org.
1. On the right side of the screen, under “Need An Account?,” click Sign Up. Or Sign In if you already have an
account.
Note: The portal is not connected to your IEEE Account and password. You will need to create a
separate account within this portal to submit your nomination.

2. To Sign Up, complete the fields on the registration form and click Register.

3. You will then see a “Thank You for Registering” page.

4. Log in to the email account you used to register. You should have received an email with a link to
FluidReview, which will take you to the below page. Select Category “MGA Award Nominator”, enter the
name of your submission and click Get Started. If you previously submitted a nomination, you can choose
to start with that nomination and update it.

5. To begin completing the nomination form, click the MGA Award - Nomination Form hyperlink under the Task
heading.

6. Complete the nomination form. Be sure to read all instructions and questions thoroughly. Click Save &
Continue Editing to save your progress and keep working on the same page. If you are done (just for now
or completely), click Save & Exit at the bottom of the page. You can come back and Edit as many times as
you need to until your nomination is complete, up until the deadline.

7. After you Save & Exit, you will return to the nomination home page. Click Request Endorsement #1 for the
next step of the nomination process.

8. Enter the information for one of the individuals who will be submitting an endorsement/recommendation for
your nominee and click Submit. Once you've completed this form, the endorser will be sent an email with
instructions on how to submit an endorsement. To ensure success, please make sure to inform the endorser
that they will be receiving an email requesting an endorsement. Sometimes these emails may get caught in
spam, so please ask them to check their spam folder in the event that they don't see the endorsement
request.

9. After you Submit the endorsement request, you will see the below screen. Click Back to return to your
account page.

10. Your endorsement request email has been sent and you will see the status as “Pending.”

11. Complete steps 7-10 for the second endorser. Start by clicking Request Endorsement #2.

12. Your endorsers will receive an email similar to the below, with instructions to follow a link to submit their
endorsement.

13. After clicking the “submit your endorsement” hyperlink, the endorser will be brought to the following screen.
The endorser can create an account if he/she doesn’t have one or just proceed to complete the
endorsement.

14. Either option will bring the endorser to the following screen, where he/she will click the “Upload an
Endorsement” hyperlink.

15. The endorser can then upload the letter of endorsement.

16. After clicking Submit, the endorser will see the uploaded version of their letter. The endorser can then click
Back to Account.

17. The status is now “Complete.” The endorser can choose to View, Edit, or Delete the endorsement.

18. You, as the nominator, will see that the status went from “Pending” to “Complete” in your account. You will
also receive an email after each endorsement letter is received.

19. After your nomination form is complete, and both endorsements have been received, you will see all three
tasks as “Complete.” You can now Submit Your Nomination.

20. When you have Submitted, you will see the below screen. Click Continue. You will still be able to make
changes up until the deadline. Then click Back to return to your application home page.

21. There are other actions you can take within the portal. From your nomination home page, click View
hyperlink to view your submission in PDF format within a web page. Click the Edit hyperlink to make
changes to your nomination.

a. Results of View hyperlink:

b. Results of Edit hyperlink:

Again, click Save & Exit at the bottom of the page once completed, or click Save & Continue Editing to save
your progress and continue.

22. You can also upload attachments and supporting documentation. Click Add Document hyperlink.

Which brings you to:

23. You can change the name of your submission, i.e. “Award Name - Candidate Name.” Click Edit Information.

Which brings you to:

24. You can download your submission, to save for your records, or to forward to your endorsers for review.
Click Download submission.

Which brings you to:

If you have further questions after reviewing these instructions, please email MGA
Awards Staff (mga-awards@ieee.org).

