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Introduction: FLRP Online Application User Guide

Goal: The FLRP online application user guide serves as the guidance for the Call Center to answer applicant inquiries. In addition to this user guide,
the call center analysts must be familiar with the FLRP Application Program & Guidance, as some applicant questions will be policy based, and are
not discussed in this document. The primary intent for this user guide is to focus on the functionality developed for the FLRP online application.

Roles: There are no roles associated with the FLRP online application, as any external user can apply.
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Section 1: Create Account

Figure In order to begin the FLRP Online Application, the
11 . .
FACULTY ONLINE ABPLICATION applicant must first create an account.

LOAN

Steps:

Log In 1. Applicant navigates to the online application via
the web link:

Please log In using the fields below: https://programportal.hrsa.gov/extranet/landing.seam

Your Email *

2. Appl i cant sel ec tLRP Appliatioin Cr e
Your Password * Accounto Iink in the bott

the page (figure 1.1).
forgot your password? -
LOGIN

Create an Account Questions! )
Mot a registered user? Create an account for the FLRP » Far mare infarmation ar guestions please contact:
Mate: If you have previously registersd to apply for the FLRF in past ® Call Center at 1.800-221.9393
application cycles, you will still need to recreate an account. ® TTY for hearing impaired: 1.877.897.9910

Manday-Friday (except Federal holidays), 8:00 am to 8:00 pm ET or email
at GetHelp@hrsa.qov
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Figure 1.2 The applicant will be prompted to fill in a series of fields in order to
FACULTY OHLINE APPLICATION rog create an account. Once the applicants el ect s fACreat e
system will send an activation email to the email address provided
when creating an account.

Create My Account
* vequived feld

Steps:
1. Applicant responds to each of the required fields (figure 1.2)

Please enter the infarmation below fo create your account for the Online Application Form. Once you complete and
submitthe infarmation, you will recelve access to login and complete the Online Application Form. To ensure that your
application is camplete, please refer to the Application and Program Guidance which outlines the eligibility criteria.

2. Applicant selects to register for an account with the
Haw dlid you hear about FLRP? * ot | Faculty Loan Repayment Program (FLRP).

Haveyou applled o ang olherloan repapmentprorams?” & Yes ©No 3. System prompts the user at the top of their screen that i We

First Marne * have successfully created your account. Please check your

Last Name * email for instructions how to enabley our a c figuent . 0
1.3)

Middle Initial

Title [elect =] 4. Applicant goes to the email account used to create the FLRP

St e ] application and finds the email from FLRP in the inbox.

Ermail 5. Applicant selects the activation link in the body of the email.

Confirm Email *

6. System re-directs the applicanttothe FLRPa p p | i cLagt i on
Ind  p ,awithea notification that their account is now activated

Confirm Password * (figure 14)

Security Question * Select =l

Create Pasgword * @

SecUrity Angwer *

CREATE
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FACULTY OHLINE APPLICATION Figurieyd.3 w
N
- The email address provided by the applicant will serve as their FLRP
Create My Account online application username.
= yegutred field

- The Applicant can view the FLRP Application and Program Guidance by

Please enter the infarmation below to create your aceount for the Online Application Form, Once you complete and

submit the infarmation, you will receive access 1o login and complete the Gnline Application Form. To ensure that your Selecting the I|nk in the ﬁrst paragraph.
application is complete, please refer {o the Application and Program Guidance which ouflines the eligibility criteria.
How i you hear about FLRP? * Cunan FLRF Wormbar 5] - The following information will be auto-populated on the General
Have you applied to any other loan repayment programs?* G ves ¢ o |nf0|’mati0n page:
Please indicate * MELRF MF ﬂ FIrSt & LaSt Name
1 Middle Initial
Firat Mame* Kendal 1.[ T|t|e
Last Mame* Fowler 1.[ SUfﬁX
hiddle Initial
e Ws. [ - Applicants can roll over the tool tip next to the fPasswordofield for
Buf Belect 5] details on password criteria.
Email * kiowler@sapient.cam
Confirm Email * Kowleri@zapient com
Create Password*@ e
Confirm Password™* s
Security Question ™ Wha is your favorite sports tearm? j
Security Answer ™ Pengiuns

CREATE
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FAC_U |..TY OMNLINE APPLICATION

Figure 1.4

Thank you. Your account is now enabled.

LogIn

Please log In wsing the figids below:
Your Email =

Your Password *

forgat your password?

LOGIN

PROPERTY OF HRSA | BCRS
7




Bureau of Clinician Recruitment and Service
NELRP Online Application User Guide

Section 2. Logging In

Once an applicant activates the account, the applicant is able to log in. The applicant will enter the email address (username) and password used when creating the
account in order to log in. If the applicant forgets the password, the applicant can selectt h®s rigot y o ur link toseseimberpas®wbard; this will be later
described in Section 3 (next page).

Figure 2.1 st
eps:
FAI_C lilTJTY ONLINE APPLICATION SIEPS.
OAN
REPAYMENT 1. Applicant enters their email address and password
PROGRAM (figure 2.1).
2. Applicant selects .
Log In _ _ _
3. System re-directs applicant to the FLRP Online
Piease log In Using the fields beiow, Application Home Page.
Your Email *

Your Password *

forgot your passward? Business Rules:
LOGIN

- After selecting the activation link in the email, the
system notifies the applicant that the account is
activated (this only happens once on the initial

Create an Account Questions? ) log in).

- After the applicant® second failed log in attempt,
the applicant will be warned that the account will

Mote: If you have previously registered to apply for the FLRP in past ® Call Center at 1.800.221.9393 be locked if the next log in attempt is incorrect.
application cycles, you will still need to recreate an account @ TTY for hezring impaired: 1.877-897.9910

Mot a registered user? Create an account for the FLRP » For more information or questions please contact

- The appl iovudwilbé lockeu after the
third failed log in attempt and the applicant will
be required to go through
Pas s wor door pontactcthe €all Center to
unlock the account.

tonday-Friday (except Federal holidays), 8:00 am to 8:00 pm ET or email
at GetHelpighrsa.gov
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Section 3. Forgot Your Password

If the applicant forgets the password, the applicant will have to select the /90! ¥our password? jing and follow these steps in order to reset it;

FACULTY ONLINE APPLICATION Figure 3.1
( Steps:
1. Applicant selects "/90! Your passward? on the Jog in page.
Forgot Password?
*yequived fleld . . .
2. Applicant enters the email address and selects (figure 3.1).

Step 1: Enter email address below
SUBMIT

Email Addiress 3. Applicant answers the security question and selects (figure 3.2).
NEXT . . . . . .
4. System displays confirmation and sends an email to applicant (figure 3.3).
FAC_LiLTY ONLINE APPLICATION Figure 3.3
FAC_U LTY ONLINE APPLICATION Figure 3.2 . LOAL X
LOAN : :
Your answer is correct. Please check your email for further instructions.
L
Forgot Password?
~requied field
? Q ' ?
Step 2: Answer your security question below to FOI‘gOt PBSSWOI’d. uestions!
have your password reset.
. . Step 3: Check your email. Far maore infarmation al
What is your favorite pet's name?
ou should receive an email containing a link to reset your ® Call Center at 1800
Anzwer . If you do not this link and reset
passward, It you do not access this ink and reset your . .
[ ]
passwaord within 2 days the link will expire and you will have TTY for hearing irmp
SUBMIT to request a new one. Waonday-Friday (except

prm ET or email at Getl
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Steps (continued):

5.

6.

7.

8.

9.

Applicant goes into email inbox to access the email which was sent to activate the account.

Applicant selects Reset Password Link from the email.

Applicant enters new password and selects | UFDATE PASSWORD _ (figyre 3.4).
System updates new password.

Applicant is directed to the BCRS portal home page.

10, Applicant sel ec tFaculty LopnpRepaymerd Préggam.0 t h e

11. Applicant enters in email address and new password.

Notes:

- Passwords must have a minimum length of eight characters; shall not contain slang, jargon, or personal information; shall not contain all or part of your
username; and must contain: at least one English upper-case character (A-Z), at least one English lower-case character (a-z), at least one numerical digit
(0-9), and at least one special character (e.g. @, !, $, %). A character may not be repeated more than once in succession.

Figure 3.4

Flease set your new password below.

Change Password

* vegqutred fisld

Mew password * @ | commennnn

CONfitrn NEw Password | sosssses

UPDATE PASSWORD
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Section 4: Home Page (Application Status = iNot Startedo or filn Progresso)

Upon logging into the application, the applicant will first see the Home Page. The Home Page will display content as it relates to the application status. If the

applicant

application.On c e

4.2)

FACULTY
N

i s statos (See\figure 43)t therpage wilbdisplay an outline of the FLRP application and a button that allows the applicant to begin the

the application has been started, the status
W elcome, Kfowler@sapient.com
OHLIME APPLICATION Account Settings Log Out
Figure 4.1

Faculty Loan Repayment Program

Welcome to the 2012 Faculty Loan Repayment Program (FLRP) Online Application

Application ID: 9

Thank you foryour interestin the Faculty Loan Repayment Program (FLRF). Please be sure to carefully read the 2012
FLRF Application and Program Guidance (APG) before starting the application. The FLRP application is made up of two
parts: the online application and supporting documents.

It is recommended that prior to beginning the online application you prepare all electronic copies of the required
supporting documentation. AV inforrnation provided in the supporiing dociments and onfine application must match
axactly. Any disparities will cause your application to be desmed ineligibie.

The following documents must be uploaded online:

Proaf of LS. Citizenship or .3, Mational; Lawful Permanent Resident
Proof of Disadvantaged Background from Schoal Official

Existing Semice Obligation/Member of Reserves Document (f applicable)
Authorization for Release of Employment Information

Institution Employment/Loan Repayment Verification form

Copy of Employment Caontract

Curriculum VitaeiResume

Unofficial Transcripts (for all schools you are requesting loan repayment for)
Copy of health professional degree or cedificate (if school is complated)
Letter of good standing frarm your Program Director with vour expected graduation date {ifin lastyear of school)
Emplover's Agreement or'Waiver of Loan Repayment Match

Payment History (ifyou have previously received a FLREP award)

Wi

dation piiobress (Bee figgre e s s ¢
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WL LT e LA T AU LI T o 2 T W TR WE LI YU L AL L2l Ty L TTEAL DL Ui g rnave LUy
all required fields in the prior section. The online application cansists of the following sections:
1. Eligikility

2. General Information

3. Gualified Education

4. Loan Information

A, Employment Information

f. Supporting Documents

7. Cedification

8. Review and Submit

Priorto submitting, you will have the opportunity to reviews your anline application. Please do so carefully. Once the

application has heen submitted, vou will not be able to update or change application answers provided. Yaour final
application will be availahle for review, download, and printing.

Flease select"Start My Application” to begin yvour online applicatian.

Thefinal submission date is June 12, 2012 at 5:00pm EST . Rememberto log inta the FLREP anline application to check
the status ofyour application!

Paperwork Reduction Act Public Burden Statement

An agency may not conduct ar sponsor, and a persanis not required to respond to, a collection of infarmation unless it
displays a current OB control number. The current OMB control number for infarmation collected through this
application process is 09145-0150. The public reporting hurden for this collection is estimated to average 6 hours per
response, including the time for reviewing instructions, researching existing data sources, gathering and maintaining
the data needed, and completing and reviewing the collection of information. Send comments regarding this hurden
estimate or any other aspect of this collection of information, including sugoestions for reducing this burden, to HRSA
Reports Clearance Office, 5600 Fishers Lane, Room 10-33, Rockyille, Maryland 20847,

START MY APPLICATION
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Welcome, Kfowler@sapient.com If thg applicant has alrgady starj[ed a FLRP online '
FACULTY ceon oo | L application and is logging back in, the home page will
= OHLIE APPLICATION ficcount Setings. | Log out di splay the il iftheappicamtieas s o st a

Figure 4.2 already started their FLRP online application and logged

off, upon logging back in, they are directed to the Home
Page. The Home Pagewilnow di spl ay fl n F
status, and the applicant will be abletos e | e ontinugd C

Faculty Loan Repayment Program

Welcome to the 2012 Faculty Loan Repayment Program (FLRP) Online Application or a link to the desired section from the table.
four Application Status is: In Progress
Application ID: 1 w
‘F'llea_se p_ruceed with the appl_ication by c.licking.on the IinB DIfg.Sect.ion_below. For more information, please refer to the 1. Applicant reads information on status page.
pplication and Program Guidance which outlines the eligibility criteria.
2. Applicant selects to navigate to a specific section by
Eligbity Complete selecting the active link to the desired page name in the
General Information Complete table
Education Complete
Loan Information In Progress a. Only pages that have been completed or are in
Employment Information ot Started prOgreSS can be selected
Supporting Documents Mot Started
Certification Mot Started 3. Applicant selects
Review and Submit Mot Started

a. System directs applicant to first incomplete

Log Out Account Settings FAQs Privacy Policy | Version 6.3.0-SMNAPSHOT

Business Rules:

- Thesystemshallonlylinktopages that are in a ACompleteodo or filn tPoomaeisgadt sttad us .padgd e
Startedo status.

- Iftheappl i cant sel ects

ontinue, 0 the appl iForerampleyif Hducatibndnformatioreins t fioC o nispsterf shallas t
direct applicant to Loan Information i f

i C
AContinueodo is sel digureed®). f rom the Home Page

PROPERTY OF HRSA | BCRS 5
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Section 5: Eligibility

Eligibility

 yequtred feld

1. Dowau arwill vou have a degree in an eligible health profession discipline, as defined by the Application Program

Guidance before June 30th, 20127 *

® ez O Mo

2. Doyau arwill vou have an employment commitrment from an eligible health professions schoal far a full-time or pan-
time {as defined by the school) faculty position for a minimum of 2 years, with employment to commence an or before

July 31, 20129 *
@ vas O No

3. Has your school certified you as having a disadvantaged backgraund? =@
®es Mo

4. Arewyou a LLE, Citizen, .S, Mational or Lawful Permanent Resident? *

® ves O Mo

5. Do you hawe an existing sendce obligation? *

@ ez Mo

_ Wil it be completely satisfied on or before the application deadline? *

Cyes O Mo
Arevyouin a Reserve component of the Armed Forces, including the Mational Guard? -0

Civas O Mo

B. Do you have a judgment lien againstyour property fram a Federal dehbt? *
ez O o
T.Areyou currently in defadlt an any Federal debt? *

Cives % Mo

The Eligibility Page is used to determine if an applicant meets the
Figure 5.1 | basic eligibility requirements for the Faculty Loan Repayment
Program. If, based on the answers given, the applicant is eligible, the

rest of the application will be available to complete. If the applicant is

ineligible, the applicant will receive a screen detailing the eligbility

requirements. The system will not tell the applicant what combination
of answers caused the applicant to be deemed ineligible. The
applicant has the opportunity to return to the Eligiblility page to alter

any answers.

Steps:

1. Applicant answers all required questions.

Applicant selects once they have answered all the
eligibility questions.

Applicant will be directed to General Information page if found
eligible.

Business Rules:

CONTINUE

- I f the appl i can tuestioom5 theesysem Wil e s 0
display two sub-questions.
1 Each sub question is required
T I f applicant ifWidyowexistmg @ Yes
service obligation be completed prior to your NELRP
obligation?0they are required to provide supporting
documentation on the supporting documents page.

- Select any tool tip for additional information on specific
guestions.
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Section 6: General Information

Welzome, kfowler @sapient.com The General Information page consists of questions
FACULTY OHLIHE &PPLICATION Account Settings | Log Out a bo U_t the applica n_t Bhe cont ac
L information under Full Name (such as First and Last

Figure 6.1 | Name, etc.) is pre-populated from the answers the

Eligibility eeneral Information Qualifying Education Loan Information Employment Information applicant indicated Whlle Creating their account. These
fields are editable.

Supporting Documents Self Certification Review & Submit
Steps:
General Information 1. Applicant answers required fields.
= vequtred field
1. FULL NAME 2. Applicant selects once they have
First Name = Kendal answered all the required fields.
Last Name * Fonwler . . . . .
. N 3. Applicant will be directed to Education Information
Middle Initiz! page if all required fields are entered.
Title Ms., -
Sty Jr. -

Business Rules:
2. MAILING ADDRESS

Ling 1% - The following fields are populated from answers
Line 2 during the create account process:
1 First Name
Courtry * | United States | q Last Name
StatefProvince/Region * | Calect vI ﬂ Middle Initial
City * q Title
1 Suffix

ZipfPostal Code *

- If the applicant selects a Country other than the
United States, the State/Province/Region field transforms from a dropdown to a required text field.

- Only the 1l ast 4 nun36H wilbe digplayedatter thppade is sarad (xxxxx-1245).
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Business Rules cont.:

- The applicant will not be able to move forward if the
SSN associated with the account is found to:

Have defaulted on a previous BCRS obligation
Have an existing service with an obligation
end date past the application deadline

1 Exist in another FLRP application account

f
f

- If applicant selects that one of their phone numbers is
a non-U.S. #, the field transforms from a U.S. phone
format to a text field.

- The Applicant Birth Date must be prior to application
cycle start date.

- The Account Settings page will contain the following
pre-populated fields upon submission of the
application:

1 Applicant home Current Mailing Address

1 Applicant Preferred (Primary) Number

1 Applicant Alternate (Secondary) Phone
Number
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