
 
 

 
 

Online Application System (OAS) How-To Guide for Posts 

 

 
This document explains how to use the Mandela Washington Fellowship Online Application System 
(OAS), including navigating the application dashboards, reviewing applications, and downloading PDF 
applications.  For a virtual walk-through of OAS and the application dashboards, please see the 
recording of the 2023 Recruitment and Selection Kick-Off Presentation hosted by IREX on August 9, 
2022. 
 
Post users will receive access to the dashboards in OAS starting on August 16, 2022 and will receive 
access to applications for their country’s citizens and residents on September 19, 2022.   
 
Note: Data displayed in the screenshots throughout this guide is sample data only and not intended for 
post use. 
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Logging into OAS 
 
To access OAS, you will need to log in at apply.mandelawashingtonfellowship.org using your OAS 
credentials under “Existing User Sign-In,” as shown below. 
 

 
 
Post users received OAS credentials from IREX after their account was created.  If you do not have an 
OAS account and would like to request access, please complete the Post User Request Form. 
 
Posts will be given as many user logins as they require and should complete the Post User Request 
Form whenever they have new users to add.  This form will be active through January 2023, and IREX 
will add new users weekly.   
 
To reset your password at any time, select “Reset Password” and follow the prompts.   

https://mwfellows.info/OASRequestForm
https://mwfellows.info/OASRequestForm
https://mwfellows.info/OASRequestForm
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Navigating the Dashboards in OAS  
 
Note: Post users will have received access to the OAS dashboards starting on August 16, 2022. 
 
Once you have logged into your OAS account, you will see the application dashboards that shows 
application information by category.  If you do not see the dashboards, click on your username in the 
upper –right-hand corner.  From the drop-down menu, select “Dashboard.” 
 

 
 
You will be able to use this dashboard to view country-level and province-level data based on 
applicants’ country of residence.  Your country-level data will be visible by default, with your country 
shown on the left-hand dropdown, and “All Provinces” to the right.  
 
When your country is selected, which is the default setting, the dashboard presents a holistic overview 
of applicants that reside in your country, according to their applications.  The “Geographic Location” 
tab presents a summary of all applicants that reside in your country disaggregated by province, state, 
or other region.  By using the drop-down next to your country name, you will be able to select 
provinces presented in that chart to see data specific to the selected province. 
 

 
 
To see province-specific data, use the drop-down menu (“All Provinces”) next to the country name to 
select a province, then click the “Update Charts” button, as illustrated in the screenshot below.  This 
button will need to be clicked each time you want to update the data presented (country-wide or 
province-specific) to refresh the dashboard charts.   
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To navigate back to country-level data, select “All Provinces” from the provinces drop-down menu, 
then click the “Update Charts” button again. 
 

 
 
IMPORTANT: Ensure that you always click “Update Charts” after selecting a new province to view, 
otherwise the data displayed will not be accurate for the selected province.  
 
Dashboard Details by Tab 
 
Your post’s applicant data profile is presented in three tabs: 

1. Geographic Location 
2. Demographic Profiles 
3. Professional & Academic Background 

 

 
 
The next few sections detail the application metrics on each tab.  All data displayed on the 
dashboards is based on applicants’ country of residence; for example, if you are from post in 
Tanzania, the data displayed on the dashboards will only be for applicants who currently reside in 
Tanzania according to their application.   
 
Note: On September 19, 2022, posts will receive access to applicants who listed their country as 
country of residence in addition to those who have listed it as country of citizenship.  For example, 
post in Tanzania will receive access to Tanzanian citizens who live outside of Tanzania in addition to 
all applicants who currently reside in Tanzania according to the application.   
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For each metric, note that “Completed” refers to the number of 
applications submitted, and “Completion Rate” refers to the 
percentage of applicants who successfully submitted their 
application once they started.   
 
Completion rate is calculated by dividing the number of total 
completed applications by the number of total started 
applications.  Each tab will also display the “Total Completed 
Applications.”   
 
Note that for each metric, you can hover your cursor over a point 
of interest to see the data displayed in a tooltip, as shown to the 
right. 
 
Geographic Location 
 

• Total Completed Applications: The total number of applications submitted.  Since each 
applicant can only submit one application, this number corresponds to the total number of 
applicants.  
 

• Total Started Applications: The total number of applications started.  This metric is inclusive 
of those who started and completed their application.   
 

• Applicants by Area (Completed): Pie chart of total completed applications by rural/urban 
distribution.  The “Urban” category is calculated by the number of total completed 
applications whose current location is a major city divided by total completed applications.  
The “Rural” category is calculated by the number of total completed applications whose 
current location is not a major city divided by total completed applications.  For more 
information, please refer to the “Dashboard Definitions” section below. 
 

• Applicants by Area (Completion Rate): Pie chart of the percent of applicants who 
successfully submit their application once started by rural/urban distribution.  Completion 
rate is calculated by dividing the number of total completed applications for each area by the 
total started applications for each area. 
 

• Applicants from National Capital (Completed): Pie chart of total completed applications for 
applicants who indicated they live in the national capital. 
 

• Applicants by Location (Completed): Bar graph of total completed applications by major 
city, other city or town, or rural area.  For more information, please refer to the “Dashboard 
Definitions” section below. 
 

• Applicants for Embassy (Completed): Bar graph of the total completed applications by 
province.  If a province is selected, only the applicants from that province will be visible.   
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Demographic Profiles 
 

• Total Completed Applications: The total number of applications submitted.  
 

• Applicants by Gender (Completed): Bar graph displaying the percent of applicants by their 
gender identity, with the categories of “Female,” “Male,” “Non-binary,” “Self-describe,” and 
“No response.”  “Self-describe” means that the applicant has provided further detail on their 
gender within their application.  This question is optional in the application.  
 

• Applicants by Biological Sex (Completed): Bar graph displaying the percent of applicants by 
their biological sex, with the categories of “Female,” “Male,” and “Other.”  Applicants who 
listed “Other” may have elected to provide additional information on this demographic point 
within their application.  This question is required in the application. 
 

• Applicants with Disability: Bar graph depicting the number of applicants with a self-reported 
disability.  Applicants who listed “Other” may have elected to provide additional information 
on their disability within their application.  This question is optional in the application. 
 

• Total Number of Applicants with Disabilities: Number of applicants with self-reported 
disabilities.  This question is optional in the application. 
 

• English Ability (Completed): Percent of applicants who are “Very Advanced English 
Speakers” or “Advanced English Speakers.”  Applicants who are deaf indicate their proficiency 
in reading and writing in standard English and their proficiency in interpersonal 
communication, presentational speaking, and listening in American Sign Language (ASL).  
This self-assessed question is required in the application. 

o “Very Advanced” is calculated by the number of completed applicants who selected 
this option for speaking divided by the total completed applications.   

o “Advanced” is calculated by the number of completed applicants who selected this 
option for speaking divided by the total completed applications.   
 

• Applicants by Age (Completed): Histogram showing the distribution of applicants by age 
range.  Age ranges include 21-24, 25-27, 28-30, 31-33, 34-35.  

 
Professional & Academic Background  
 

• Total Completed Applications: The total number of applications submitted. 
 

• Applicants by Employment Status (Completed): Histogram showing the distribution of 
applicants by employment status.  Employment statuses include “Employed by a company, 
organization, or government,” “Self-employed,” and “Volunteer.” 
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• Applicants by Sector Interests (Completed): Bar chart showing the number of applicants by 
sector.  In the application, applicants could select up to five relevant sectors.  The total 
number of selections in this chart will not match the total number of applications since 
participants could select multiple.   

o Sectors include Agriculture/Rural Development, Architecture/Real Estate, 
Arts/Music/Culture/Fashion, Business & Entrepreneurship, Civic Education, 
Civil/Human Rights, Climate Change, Community Development, Disability 
Rights/Issues, Education, Energy, Engineering, Democracy and Governance, Gender-
Based Violence, Government, Hospitality and Tourism, Journalism, LGBTQI+ Issues, 
Legal Practice/Justice, Manufacturing, Marketing/Advertising, Micro-Finance and 
Micro-Lending, Nutrition, Peacebuilding/Conflict Resolution, Policy Advocacy, Public 
Health, Religion, Technology, Transportation, Vocational Training, Women’s and Girls’ 
Issues, and Youth. 

 
• Applicants by Highest Level of Education (Completed): Histogram showing the distribution 

of applicants by the highest level of education achieved.  Categories presented in the chart 
and their corresponding definitions in the application include: 

 
OAS Label Application 
Doctorate Doctorate or similar advanced degree (Ph.D., J.D., M.D., etc.) 
Master’s Master’s or similar degree (M.A., M.S., M.B.A., etc.) 
Bachelor’s Bachelor’s or similar first degree (Diploma, B.A., B.Sc., Honors 

degree) 
Certificate Professional certificate 
Technical Technical/vocational school 
Secondary Secondary/high school 
Primary Primary school 
None No formal education 

 
• Applicants by Organization Type (Completed): Stacked bar chart showing employed 

applicants by organization type.  Organization type is grouped by sector (“Public,” “Private,” 
or “Non-Profit”).  Each bar also further disaggregates by geographic reach (“Local and 
Regional,” “National,” or “International”).  This bar chart distinguishes the percentage of 
applicants who are employed by the following types of organizations: 

o Public 
 International (International Non-Governmental Organizations) (yellow) 
 National (dark blue) 
 Local or Regional (light blue) 

o Private 
 International (yellow) 
 National (dark blue) 
 Local or Regional (light blue) 

o Non-Profit 
 International (yellow) 
 National (dark blue) 
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 Local or Regional (light blue) 
 

• Applicants by Sector Track (Completed): Pie chart showing distribution of applicants by 
sector track.  Tracks include Leadership in Business, Leadership in Civic Engagement, and 
Leadership in Public Management.  The chart will show the applicants’ first choice track. 

 
Dashboard Definitions  
 

• Completion Rate: The percentage of applicants who successfully submitted their application 
once they started.  Completion rate is calculated by dividing the total number of completed 
applications by the total number of started applications. 
 

• Completed Applications: The number of applications submitted.  Since each applicant can 
only submit one application, this number corresponds to the total number of applicants.  
 

• National Capital: The seat of federal or national government (e.g., Abuja, Nigeria or Dakar, 
Senegal). 
 

• Major City: An urban area with a large population of about 100,000+ people (e.g., Cape Town, 
South Africa). 
 

• Other City or Town: A semi-urban area with a population between 2,500 and 100,000 people 
(e.g., Lamu, Kenya).    
 

• Rural area: Any area with fewer than 2,500 inhabitants and that is distinctively not in an urban 
area (e.g., Chachani, Tanzania).  
 

• Leadership in Business: Leadership in Business Institutes will provide Fellows with an 
overview of U.S. entrepreneurial strategies in the for-profit sector and socially minded 
enterprises.  Institute programming will examine the development, history, challenges, and 
successes of U.S. enterprises in both the United States and global markets, while providing 
space for Fellows to discuss related challenges and opportunities on the African continent.  
Fellows will develop key skills in business and entrepreneurship such as business plan 
development, sustainability in business, marketing, business ethics, regional and 
international trade, and the importance of public-private partnerships.  These Institutes will 
give Fellows the opportunity to engage with the local business community to spur the 
development of innovative ideas, identify new markets, and establish links for future 
collaborations. 
 

• Leadership in Civic Engagement: Leadership in Civic Engagement Institutes will provide 
Fellows with an overview of how citizens have shaped U.S. history, government, and society 
both as individuals and as groups.  Institute programming defines civic engagement, studies 
its development in the United States, and examines U.S. case studies with a particular 
relevance to the African continent.  Fellows will develop skills and study approaches as they 
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relate to citizenship, economic development, social justice, political activism, grassroots 
organizing, volunteerism, and the use of media and technology to advance civic causes.  
These Institutes will connect Fellows to community organizations to gain new insights into the 
intersectionality of issues and their impact on civic participation. 
 

• Leadership in Public Management: Leadership in Public Management Institutes will provide 
Fellows with an overview of how regional economic and workforce development, financial 
management, and the global knowledge economy shape both the domestic and foreign policy 
process.  Institute programming will delve into topics such as rule of law, education, public 
health, climate change and environmental sustainability, and public sector transparency and 
accountability.  Fellows will develop skills and approaches as they relate to policy 
development and evaluation, public finance and budgeting, ethical leadership, and good 
governance.  The Institutes will provide access for Fellows to leaders at the local, regional, and 
state levels to learn about the implications of policy decisions on communities and 
businesses. 
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Viewing Applications in OAS 
 
Note: Post users will receive access to applications for their country’s citizens and residents on 
September 19, 2022. 
 
You will also be able to access all of the applications from residents and 
citizens of your country by clicking “View Applications” on the right side of 
the screen. 
 
You can also view all applications by clicking on your username in the upper 
right-hand corner.  From the drop-down menu, select “View Applications.” 
 
Search and Filter Capabilities 
 
Posts can search and filter applications using a robust set of filtering criteria in OAS.  Posts can search 
for specific applicants by entering in their “First Name,” “Last Name,” and/or “Email” in the relevant 
text boxes.  Posts can also specify specific applicant groups using filter criteria including citizenship, 
province, biological sex, track, current location type, or age. 
 
There are also advanced filters that allow posts to filter for other demographic indicators (such as 
gender or LGBTQI status) and identify applicants without previous U.S. Government experience, U.S. 
travel experience, or U.S. study experience.  To access these advanced filters, click “Additional Filter 
Options” under the standard filters. 
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Once you have applied your desired filters, click the blue “Search” button, and applicants meeting 
your filter criteria will populate in the list below. 
 

 
 
Note that the “Track” value will be the applicant’s first-choice sector track.  You will need to open the 
application to view their second- and third-choice tracks, if applicable. 
 
Note that when using the “Province” filter, you will only see applicants residing in your country and 
only your country’s provinces.  
 
List View 
 
Below the search and filter fields, you will see a list of all the applicants for your post.  To change the 
number of applications you see on the screen, select the number of applications you wish to view in 
the dropdown menu in the top right corner.  
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Click on the “Next” button at the bottom of the screen to view more applications.  The bottom left text 
will tell you how many applications you have access to and which ones you are currently viewing. 
 

 
 
You can sort applications by the categories at the top of the page (name, citizenship, residence, etc.) 
or by clicking on the up or down arrows next to that category.  For your purposes, it may be most 
useful to sort applications by adjusted scores or IREX reader recommendation.   
 
Remember that not all reader/adjusted scores will be accessible until November 14, 2022.  Readers 
will be continuously scoring, and you will see scores populate up until that point.  We recommend 
you wait to use the reader/adjusted scores until after November 14 when the raw and adjusted 
scores are complete in OAS.  
 
Application Scores 
 
In the list view, you will see scores and recommendations for each applicant.  Applications that have 
already been scored by readers will have a “Raw Score” and “Score Sheet” available; those yet to be 
scored will have these categories blank.   
 
When viewing applications in this list view, you will notice there are two different scores: “Raw Score” 
and “Adjusted Score.”  The raw score is the score that the application reader gave the applicant, and 
it is updated in the system in real-time.  This means that as readers complete their scoring, you will 
see those scores in the system.  To ensure that readers’ scores are as uniform as possible, IREX will run 
an algorithm to correct for readers who are overly generous or strict on scores.  These adjusted 
scores will not be available until November 14, 2022.  You will see when this has been done because 
the “Adjusted Score” column will be completed.   
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To view an individual application, click on the applicant’s first or last name; this will be a blue 
hyperlink that will open the application as a PDF in a new tab or window.  The application will also 
include a résumé/CV and the supplemental documents, if applicable.   
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Viewing Reader Scores and Comments 
 
Note: Post users will be able to view all reader scores for applications for their country’s citizens 
and residents on November 14, 2022. 
 
To view an applicant’s full reader scores and comments, click the   (folded paper) icon from the list 
view.  This will open the application reader’s scoring sheet.   
 

 

 
 

You will first see the reader’s scores for each of the selection criterion.  Further down on the page, you 
will see the reader’s overall comments and recommendation. 
 



 
 

OAS How-To Guide for Posts 
Page 15 

 

 
 

 
 

  



 
 

OAS How-To Guide for Posts 
Page 16 

 

 
 

Viewing and Downloading Application PDFs 
 
Posts can view application and download application PDFs in two different ways: 

• View and download individual applications as PDFs from the list view in OAS.  When viewing 
individual applications, the PDF will include all application fields.  

• Bulk-download all applications as PDFs in batches.  When viewing bulk-downloaded 
applications, the PDF will not include personally identifiable information (PII) such as 
applicant name, date of birth, etc.  

 
Viewing Individual Applications 
 
You can access the application PDF from the search and filter page by clicking the applicant’s blue 
hyperlinked name.  The application PDF will open in a second window/tab and include all application 
fields, including the applicant’s name, email address, and more.   

 
The application PDF will also include the two-letter, six-digit simplified applicant identification 
number.  For example, in the screenshot below, the identification number is ET001077.  New for 2023, 
this simplified application identifier will help posts match applications with applicant information in 
their slate spreadsheet.  The simplified application identifier will also be included on bulk-
downloaded applications, as noted in the “Bulk Downloading Applications” section below. 
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Bulk Downloading Applications 
 
Posts will also be able to independently download application PDFs in batches (i.e., through zipped 
files) for ease and convenience in OAS.  These bulk downloads will have all applicant PII removed.  
New for 2023, posts will be able to bulk download PDF applications based on the IREX reader rating 
(e.g., “Highly Recommend,” “Recommend,” or “Do Not Recommend”), as well as bulk download all 
applications.   
 
To bulk-download the applications, click your username in the top right-hand corner and select “Bulk 
Export PDFs.” 

 

 
Then, select which category of applications you would like to download: 

• All – Downloads all applications for your country. 
• HR – Downloads all applications rated “Highly Recommend” by IREX readers. 
• R – Downloads all applications rated “Recommend” by IREX readers. 
• DNR – Downloads all applications rated “Do Not Recommend” by IREX readers. 

 
Remember that not all reader ratings will be accessible until November 14, 2022.  Readers will be 
continuously rating, and you will see PDFs populate up until that point.  We recommend you wait to 
use the bulk downloads until after November 14 when the ratings are complete in OAS.  
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Once you have selected your category, the application PDFs will download to your computer via a 
zipped file.  When you open the zipped file, you will be able to sort and view the files by the two-letter, 
six-digit simplified applicant identification number. 
 

 
 
The application PDF itself will also include the simplified applicant identification number, which will 
help posts match applications with applicant information in their Post Slate Excel spreadsheet.   
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Accessing the Post Slate Excel Spreadsheet 
 
To access the Post Slate Excel spreadsheet, click the drop-down arrow next to 
your OAS username at the top right-hand corner of OAS.  Select “Report,” and 
the Post Slate Excel spreadsheet will automatically download to your 
computer. 
 
The Post Slate Excel spreadsheet will allow you to sort and filter your entire 
applicant pool by fields including applicant information, contact information, 
and demographic information.   
 
More information will be provided in the Post Slate and Excel How-To Guide for Posts.   


	Logging into OAS
	Navigating the Dashboards in OAS
	Dashboard Details by Tab
	Geographic Location
	Demographic Profiles
	Professional & Academic Background

	Dashboard Definitions

	Viewing Applications in OAS
	Search and Filter Capabilities
	List View
	Application Scores

	Viewing Reader Scores and Comments
	Viewing and Downloading Application PDFs
	Viewing Individual Applications
	Bulk Downloading Applications

	Accessing the Post Slate Excel Spreadsheet

