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Tutorial: Submitting an Award Nomination  
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For questions, contact leader@ana.org.  
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Step 1: Choose an Award  
 

• Go to Appendix A of the National Awards Program Guide to view award descriptions, 
eligibility requirements,  and selection criteria.   

• Review the unique questions in Appendix B that will need to be answered for each 
award during the online nomination process.  

• Click the “here” link, which can be found after the Selection Criteria, to submit a 
nomination for a given award.  
 

NOTE: There is a unique nomination form for each award 

 

 
 

After clicking “here”, you will be directed to ANA’s login page, where you will be required to 
enter the username and password associated with your ANA membership.  Go to Step 2.  
 
If you are already logged in, you will be directed to the online nomination form, which begins 
with the “Nominee Information” Section. Skip to Step 3.   
 

 

https://www.nursingworld.org/%7E4a08f7/globalassets/ana/awards/guide-national-awards---2021.pdf
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Step 2: Login 
 

• Enter the username and password associated with your ANA membership.  
• Click “Login” to open the “Nominee Information” section.  
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Step 3: Nominee Information - Details 
 

• Click “Self-nomination” or “Nominate someone else”.  
• Click “Next”.  
 

NOTE: Self-nominations will not be accepted for the Hall of Fame Award 

 

 
 

Nominating Yourself   
• For a self-nomination, your contact information will display on the screen and can be 

edited, if necessary.  
 

 



5 
 
 

• Click “Next” to continue with the nomination or click “Save as Draft” if you would like 
to continue the nomination later. 

 
Nominating Someone Else  

• Enter the nominee’s email address.  
• Click “Check”.   

 

 
 

If the nominee’s email address matches a record in ANA’s database, a name, company (if 
available), and location will appear under “Search Results”.   
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• Click “Select” under “Search Results” to validate that the record displayed is the 
individual being nominated.  

• Click “Next” to continue with the nomination. 
• Skip to page 9 of this tutorial for instructions on how to proceed. 

 
If the nominee’s email address does not match a record in ANA’s database, you will 
receive a message at the bottom of the screen that the email address in not in the 
system. If the nominee has multiple email addresses, you can check a different email 
address.  

 

 
 

• If you are not able to find a match, send the following information to leader@ana.org: 
nominee’s name, email address, and mailing address (if known); and the name of the 
award. Staff will attempt to validate the nominee’s information and inform you of the 
outcome.    

 
If the nominee is found but, you receive an error message that the nominee must be an ANA 
C/SNA member and the nominee is not eligible for nomination, contact leader@ana.org with 
the same information as above to verify the nominee’s membership status (as the nominee 
may have multiple email addresses in the system). 

mailto:leader@ana.org
mailto:leader@ana.org
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Of note:  
1. For the Champion of Nursing Award, individual and organizational nominees may not 

be housed in ANA’s database as nominees are not members of the nursing profession.  
If an email address cannot be found: 

• Click “Do not know email address” 
• Click “Add Nominee Details” 
• Click “Next” 

 

 
 

2. For the Mary Mahoney Award, a nominee may be an individual registered nurse or a 
group of individual registered nurses. For both an individual nomination and a group 
nomination, all nominees must be ANA-C/SNA members.   
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a. For a group nomination, please contact leader@ana.org before proceeding 
with “Add Nominee Details” so that the membership of all individual 
registered nurses included in group nomination can be verified. 
 

If “Do not know email address” was selected, you will be required to complete the following 
fields.   
 

 
 

mailto:leader@ana.org
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Step 4: Nomination Information - Questions 

• Complete each question, being mindful of the character count to the right of each text 
box. Click on the two lines on the bottom right-hand corner of the text box and drag to 
enlarge the box. 

• Click “Next” to continue with the nomination or click “Save as Draft” if you would like 
to continue with the nomination later.  

• Log out or close browser.  
• See page 14 for information on how to access the draft nomination.  
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Step 5: Upload Attachments 
 

• Upload the nominee’s current résumé or curriculum vitae (required) 
o If the nominee is deceased, include as much information as possible on the 

nominee’s education, work experience, and professional accomplishments, 
along with a note that a résumé or CV is not available. 

• Upload a professional headshot, biography, letters of support, and/or print 
validations. (Supporting documentation varies by award)   
 
 

See the National Awards Program Guide (pages 5-6) for the supporting documentation 
requirements for each award. 

 
 

 

  

https://www.nursingworld.org/%7E4a08f7/globalassets/ana/awards/guide-national-awards---2021.pdf
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Step 6: Nomination Preview 
 

• Preview the nomination before clicking “Submit Final”.   
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Step 7: Confirmation and Submitting Another Nomination 
 
After clicking “Submit Final”: 

• A confirmation will be sent to your email address and 
• A pop-up window will appear to: 

o Inform you that award nominations may be accessed from “My Awards”  
o Ask if you would like to submit another nomination. 

 Click “Yes” to be directed to a list of awards.  
 Click “No” to log out.  

 

 
 
If “Yes” was clicked,  

• Scroll to the bottom of the page for the list of ANA National Awards. 
• Click the name of the desired award. 
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•  Click “Nominate” to access the nomination form for that award. 
•  Refer to Step 3 for instructions on how to complete the nomination.   

 

 
 

 

  



14 
 
 

Step 8: My Awards 
 
The “My Awards Nominations” page displays a list of your nominations, both those in draft 
form and those that have been submitted.  You must be logged in to access. When you have 
submitted an award nomination this will appear.  

• Draft nominations may be edited or deleted. 
• Submitted nominations may only be viewed.  

 

 

There are two ways you can access your draft and submitted nominations. 
 

1. Clicking this link: 
https://ebiz.nursingworld.org/PersonifyEbusiness/AboutUs/APAAwards/MyNominations.asp
x#.   

2. Clicking  “My Awards Activities” and then clicking “My Awards Nominations” from the 
main awards page.  

 

 
 
 
 
 

https://ebiz.nursingworld.org/PersonifyEbusiness/AboutUs/APAAwards/MyNominations.aspx
https://ebiz.nursingworld.org/PersonifyEbusiness/AboutUs/APAAwards/MyNominations.aspx
https://ebiz.nursingworld.org/personifyebusiness/AboutUs/APAAwards.aspx?typeCode=AWARD
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If you have started a new nomination, you can locate previous draft/submitted nominations 
by clicking on “Manage My Nominations” at the bottom of the page.  
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