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Introduction:  NHSC LRP Online Application User Guide
Purpose:  The NHSC LRP Online Application user guide serves as the main tool for the Customer Care Center to answer applicant questions regarding issues applicants have when calling for resolution.  In addition to this user guide, the Customer Care Center Analysts must be familiar with the NHSC LRP Application Program & Guidance, as some of the questions will be program based and are not discussed in this user guide.  The primary intent for this user guide is to focus on the functionality developed for the NHSC LRP Online Application.
Roles:  The application will be filled out by external users.  The Customer Care Center Analysts need to understand the functionality to support external users should they encounter any problems with the application.
Precondition:  Applicant has a question regarding the NHSC LRP Online Application and contacts the Customer Care Center for help to resolve an issue.
Section 1:  BCRS Portal  

The BCRS Portal allows applicants to navigate to the NHSC LRP application.  Note: Applicant will skip this page if he/she links directly from the HRSA website. 
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Steps:

1. Applicant selects “Applying for the NHSC Loan Repayment Program.”
2. System displays log in page (see Section 2 and 3).

3. Applicant can log in and begin his/her application.


Section 2:  Create Account 
The first action an applicant takes for the NHSC LRP Online Application is to create an account.  
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Step 3: Check your email.

You should receive an email containing a ink to reset your
password. If you do ot access this lnk and reset your password
within 2 days the link il expire and you will have to request a
new one




Steps:

1. Applicant navigates to the Online Application via the weblink: https://programportal.hrsa.gov/extranet/application/nhsclrp
2. Applicant selects the “Create an Account” link in the bottom left hand section of the page (see red arrow).

Business Rules:

· System shall allow user with existing portal account from past cycle (including other programs) to login with the existing login information

· System shall require current NHSC SP participants to login in with their portal account to apply for NHSC LRP application

· System shall disable abilty to create an account after application deadline 3/21/2013
The applicant will be prompted to fill in a series of fields in order to create an account.  Once the applicant selects “Create,” the system will send an activation email to the address used to create the account.  The instructions for the applicant are detailed in the email.
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Steps:
1. Applicant answers each of the required fields.
2. Applicant selects [image: image1.png]CREATE




 to register for an account with the NHSC LRP.
3. The system will prompt the user at the top of his/her screen that his/her account is created.  The system also sends an activation email to the applicant’s email address.  
4. The email will be from: noreplay@hrsa.gov with a subject of “Activate your HRSA account.”  The applicant will open the email and click on the activation link in the body of the email (See Figure 1). 
5. The system will re-direct the applicant to the Home page notifying him/her that his/her account is activated.
Business Rules:
· The email address provided by the applicant will serve as his/her username

· The system will not allow the applicant to use an email that is already attached to an existing participant account 

· The following information will be auto-populated in the General Information and Education, Licensure, &  Training sections of the application
· First Name,

· Last Name,

· Middle Initial

· Title

· Suffix

· Applicants can select the tool tip next to the Password field for details on password criteria
· System shall not allow user to log into account until account is activated
Below is a sample of the activation email sent to an applicant.  Once the applicant selects the link in the body of the email, the system will activate his/her account and re-direct him/her to log into the application. 
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Section 3:  Logging In
After activating an account, the applicant will be able to log in.  The applicant will enter his/her email address and password used in creating his/her account.  If the applicant forgets his/her password, they can reset his/her password by selecting the “Forgot your password?” link.
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Steps:
1. Applicant enters his/her email address and password.

2. Applicant selects [image: image2.png]LOGIN



 (Login) and the system brings him her to the Not Started Home page.

Business Rules:
· The applicant will be warned after his/her second failed log in attempt

· The applicant’s account will be locked after the third failed log in attempt.

· The applicant can select “Forgot your password?” to reset his/her account, or;

· Contact the Customer Care Center to have his/her account unlocked

· System shall not allow user to create acount if Applicant Primary Email already exists in BMISS participant account
Section 4:  Forgot Your Password

If the applicant forgets his/her password, they will have to select the [image: image3.png]forgot your password?



(Forgot Password) link and follow these steps in order to reset it:
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Steps:
1. Applicant selects [image: image4.png]forgot your password?



(forgot your password).
2. Applicant enters his/her email address and selects [image: image5.png]NEXT



 (Next) (see Figure 2).
3. The Applicant answers his/her security question they selected when they created his/her account, and selects [image: image6.png]SUBMIT



 (Submit) (see Figure 3).
4. System displays confirmation and sends email to applicant (see Figure 4).
5. Applicant selects Reset Password Link from email. 
6. Applicant enters new password and selects [image: image7.png]UPDATE PASSWORD



 (Update Password), (see Figure 5).
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Please Note: Ifyou have muliple applications for different Programs (such as NHSC LRP and NELRF), any changes
you make to basic applicantinformation on this page (including your name, address, dats of birth, birth location, and
Social Security number) wil automatically be reflected in allyour other applications when you select Continue from this
page.

APPLYING FOR

Applieation TV ™ @ Tug ear Full-Time.
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FULL NAME
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LastNarme * Doe

Middle Intal

Tl o =
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Former FirstNarme

Former LastName

PREFERRED MAILING ADDRESS
Line 1+ 123 Main St

Line 2

Country ™ United States
StatelProvince/Region * New Yark

City* Brookiyn
ZipfPostal Code * B
PHONE

Tty preferred phone is an international number
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T ssian
T Black or Atcan-American

T Native Hawsiian or Dther Pacific siander

T wnite
T other

DISADVANTAGED BACKGROUND @

Have you ever been celfed a5 being from 3 disadvantaged background making you sligile to paricipate i federsl
programs such 3z Schalarships for Disadvantaged Studnt?, Loans to Disadvantaged Students”orthe Nuring Wortorce
Diversity Grant Prograri™ (O have you ever recaivad a ssholarhip for tudents of Exceptionsl Financial Nead?™

Covs Gno

U.S. PUBLIC HEALTH SERVICE

Are you 3 commissioned office n the U5, Public Health Sendce?™

Covs Gno

HOW DID YOU HEAR ABOUT NHSC LOAN REPAYMENT PROGRAM

oy et svst e st [ eded Corfererce =]
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I this section you will select your disciplinsfspecialty and identify your raining program and degree received. Please,
pay close atiention to the requirements foryour discipline/specialty and sslect the responses that accuratsly represent
your degree, training, and certifications. You will certfythe accuracy and truthfuiness ofyour selsctions before you
submityour complets application

In addiion, the NHSC may verifythe responses with your training institutions, relevant certifying and clinical
mermbership organizations. Ifyour responses cannot be verified, your application wil not be eligible for an NHSC Loan
Repayment Program award. Please review the education, raining and cerlications requirements far your
distiplinefspecialty as defined in the 2013 Application and Program Guidance

DISCIPLINE AND SPECIALTY

Discpine Er——
Spectaly” [Gererat Pracies =]

Do you mestihe degree, training and Gves O o
cerifcation requirements for this discipline and

specialty, as defined in the 2013 NHSC LRP

Application and Program Guidance? *

By selecting this discipling, you currently possess a D.D.S. or D.M.D. degree fom a program accredited by the
American Dental Association (ADA), Comrmission on Dental Accreditation (CODA).

Note: Ifyou are a pediattic dentistyou must have also complsted 3 2-year training program in the specialy of
pediatric dentistry thatis accredited by the ADA, CODA.

DEGREE

When did you receive the health profession ooz T
degree relevantto the above information
selected?

yps ofDegee o Certzate [EeE =



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.

Section 5:  Home Page

The Not Started Home page is the first page the applicant sees on his/her initial log in. Once the applicant has started his/her application, his/her status will change to “In Progress” and his/her will be directed to the NHSC LRP “In Progress” Home Page when logging in.
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10 thissection you willelect your NHSC.approved service e, Whan making your selections you may see options with the
Same name: however, you must slect he ste(s) with the address that matches where you actually provids ditectpatient

HEALTH PROFESSIONAL SHORTAGE AREAS AND YOUR SITE
Akey requitament to besome an NHSE slinical practice site and o maintain an "active” atus s that each location must be
located in 3 Health Professional Shortage Area (HPSA). HPSAS are dasignated in three () discpline categories, Primary
Care, Dental and Mental Health, and are soored rom 028, with 28 being representing an area of highest need. HRSA'S
i of Shottage Desiantion (3D) updates HPSAs thioughout the calendar year Homever,the NHSC uses the HPSA
Soores and dasignation tatuses that are i place 35 of January 1, 2013 to determine the algiblty ofsites and the ter for
proitzing the review of applicationsfor new NHSE Loan Repayment Program contacts. Designation staus changes and
Soare updates made after January 1, 2013 cannot b used to determing algibility or ter prariization. For mare information
o the current HSA designation statuses and scares plesse go to the NHSC Job= Certer

Select your NHSC-Approved Senice Sites

stte Roreas |

ciy |G —=]

Matohing Sites

CHEROKEE COUNTY CORRECTIONAL FAC 515 € County Rd fad site
Columbus, Kansas 567262308

COMMUNITY HEALTH CENTER OF SOUTHEAST KANSAS 120 WEST PINE s site
COLUMBUS, Kansas 06725

Community Health Canter of Southeast KansasiColumbus Clinie 120 W Pine St s site
Columbus, Kansas 58726-1705

MERCY CLINIC - COLUMBUS FAMILY HEALTH CLINIC 101 West Sycamore st s site
COLUMBUS, Kansas 06725

T heask this box if your site is netlisted in the search results.

You must st 3ch it that you wok at before submitting your application. Have all yoursites been added?”

€ es,all of my site have been added

€ o, some of my stes are not yet added. | will some backto thissection and add them before submiting



Steps:
1. Applicant reads through the information displayed on the Home Page.


2. Applicant selects[image: image8.png]START MY APPLICATION



 (Start My Application).

Notes:

· The applicant will be able to refer to this page by selecting the “Help” link on the bottom of the all the application screens (see screen shot below)
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Applicants are requested to read the following documents prior to starting his/her application: 
· 2013 Application and Program Guidance (APG) 

· NHSC Employment Verification Instructions and FAQ Document
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communicationsfiom the NHSE ae delivered thiough email — 3 missing dash of dot may be an obstacle 1 feceiving
petinnt information regarding your applisstion and could ba the difarence betwean receiving an award, o not

4. Discipline, Education & Training

The NHSE iz committad o rcruiting wel ained, lcenzed and oartifiad providers to serve he Nation's most vulnerable
pepulstions. Pleass provids the most ascurats information throughaut the apglication

5. Employment Information
Rectuiting and retaining lisensed providers who are commited to providing drect paient sare, 3t NHSC-approved practios
Sites s the Loan Repayment Prograns number one goal. In thi secton you will identiy the NHSC-approved stes)here
you provide direct patient care and launch the verifsaton process to be completed by your sites NHSC point of contact
nly providers senving at NHSC-approved practos sites 3t the Hima they submit their applications ar aliible.

6. Employment Verification
Employment Verifiation s the process utiized by the NHSC to obtai information fom your approved program practios
Stes)to datermine if n applicants employment meets the guidalines ofthe program. In thissecton, the Employmant
Veifcaton i niiated by you and somplated by yoursit point of contact (POE) though the BERS Program Poral (Portar)
forSite Administator. To verity yout employment, yoursite POC must have an active Portal assount. Please refar to the
Site information (site name Ik in the Employment Verfcation section and, i there is o site POC lised, follow the
instrutions in the NHSC Employment Verficstion Instructions snd FADS doumert.

7. Loan Information

The NHSE provides supportto repay outtanding laan balances principal,intarest, and reltad expenses) of austanding
Govermment (Federal, State, ot ocal) and sommereialloans for undargraduste o graduate sducation abtainad by YO
Yo must zubmit the mast urrent account tatement and the disburzemant rapart for aach loan, Plasse raferénce the 2013
ARG for s detaled list of oan dacumens. Detailed nstuetions are providad in the Losn Iformatin secton.

8. Supporting Documents
Thiis the zecton to uplaad your requirad dacumens. Ensurs that all documants are complete and legible. A desorption
and content requiremant fa 23ch documant can be found in the 2013 APG and n each section o th application where
documentation is requested. Instructions and est pracices for uploading documents are found in thi secton.

Note: Former NHSE Loan Repayment Program participants must upload 3 Payment Histry document veitying that you
applied 3l of the previously disbuised award funds o the loans we approved with your ast NHSC Loan Repayment Program
Gontact It the full amount f the previously disbursad funds cannt ba varfied, you will not qualfy fo sdditional loan
rapayment support undar the NHSC Losn Repayment Program,

9. Self-Certification

I this sectin you setify that sl of yourinformation i rus and ssourata, including the verication of amplayment provided
by your NHSC-approved ste's point of cantact, The NHSC uses allofth infarmation you provide, long with your aining
insttutions and cliioal cerfication organizations o vaify your program eligiilty. I the event that iscovery is made that
your respansas are not aceurate your spplication wil b deamed inelgible o raceive 3 NHSE Loan Repaymant Program
wsrd. fwe find that you purpozely misrepresanted yousal, you wil not be eligible for NHSC programs n the future,
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If the applicant returns to his/her previously saved application, once he/she logs in, the applicant is directed to the Home page and the application status will now display “In Progress.”  The applicant will be able to continue with his/her last saved page or jump to any completed section [image: image53.png][¥ Check this box if your site is not listed in the search results.

Ifyou are currently warking atthis site and would like to knowthe circumstances surrounding why this site does not
appear on the NHSC appraved site st you will need to Subrmit 3 Status requestto our customer service team via
email o Irpsites@hrsa.gov. Please include Site Status Request in the subjet of your email

Your email must contain the fllawing infarmation in order fa your siatus request fa be pracessed in a fimely
manner
© Site Name and Address

Site Administrator Name, Phone Number, and Email

Your applcation ID number

Your Name

.
.

-

© Your Discipline and Specialty

© The nature ofthe issue with your site
.

Any other pertinent information that you think will help our customer servics team in finding an answer to your
status request

Our customer service team will esearch your status request and a representative will contact you regarding the
status of your site as 500 a5 possible. You will be able to continue completing your application, but will not be
able to submit your application until you have unchecked this box indicating you cannot find your site.

Iryou are not currently employed at an approved site we encourage you to visit the NHSC Jobs Center for
‘employment opportunities at current approved sites.

ou mustlist each sie that you work at before subrnitting your application. Have all your sites been added? ~

€ Yes, all of my sites have been added
@:No, some of my sites ars notyst added. | wil come back to this section and add them before submitting



by selecting the blue link.
Steps:

1. Applicant reads information on status page.
2. Applicant selects to navigate to a specific section by selecting the page name hyperlinked in the table, or;
3. Applicant selects to continue his/her application from the last saved page by selecting[image: image11.png]CONTINUE



 (Continue).

Business Rules:
· System shall only link to pages that are in a “Complete” or “In Progress” status.  The applicant will not be able to jump a page that is “Not Started”

· [image: image54.png]LOAN REPAYMENT PROGRAM APPLICATION Home | AccountSettings | Role | LogOut
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Employment Verification

“To begin the Emplayment Verification process, select initiate’ nextto the site(s) below selected in the previous
Employment section. Employment Verification is to b complsted byyour site point of contact (POC) through the Bureau
of Clinician Recruitment Services Program Portal (Portal) for Site Adminisirators. Additional site information and point
of contact information is provided by clicking the site name(s) below, should you need to contact your site(s) POC(s) to
alertthern the Employment Verification wil arrve through the Portal. For additional information regarding the
Employment Verification process, please ses the NHSC Employment Verification FAQs.

CURRENT REQUESTS

Site Name Date Created _ Status.
CHEROKEE COUNTY CORRECTIONAL FAC NotStarted  Initiate »
COMMUNITY HEALTH CENTER OF SOUTHEAST KANSAS NotStarted  Initiate >



If the applicant selects “Continue,” the system shall direct them to the last “In Progress” page.  For example, if ”Eligibility” is “Complete” and General Information in “In Progress” system shall direct applicant to General Information once they log back into the application if they select ”Continue”

[image: image55.png]LOAN REPAYMENT PROGRAM APPLICATION Home | AccountSettings | Log Out

Loan Repayment Program Application

Hello Jarmes,

Welcome backto the National Health Service Corps (NHSC) Loan Repayment Program (LRF) online application!
our overall application status is: In Progress

our application ID is: 117141

Application Deadline: March 21, 2013 at 5:00 PM EDT

our contract ype is: Two Year Full-Time.

Flease select Continue to resume filing outthe online application

Page Name Status.

Eigihilty Corplete
General Information Complete

Discipline & Training InProgress
Employment Not Stared
Employment Verication Not Stared
Loans Not Stared
Supporting Documents Not Stared
Sel Certication Not Stared
Review & Submit Not Stared




Section 6:  Eligibility
The Eligibility page is used to ensure the applicant meets the qualification requirements to apply for an NHSC LRP application.  If the applicant is deemed eligible, he/she will be able to continue with the application.  If an individual does not pass the initial screening portion of the online application, he/she will not be able to continue with the application. 
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Loan Information

ou are encouraged to print and read the NHSC Loan Module Detailed Instructions before entering your loan
information,

Itis highly recommended that you first gather your account statements and dishursement reports for each student loan
before you begin this module.

‘You will he required to complete the Loan Details and Loan Supporting Documents sections for each loan
‘submitted. For I0an and interest amounts, please excluge letters, special characters (Le. 5,%) and commas. Ifyou
have multple loans with the same servicing lender, you must enter details for each loan.

The submission ofincorrect information will delay the processing of your application.
You have not added any loans yet, click dd 3 New Loan' below.

Add a New Loan
SAVE & CONTINUE



Steps:

1. Applicant answers all required questions.
2. Applicant selects [image: image12.png]SAVE & CONTINUE




 (Save & Continue) once they have answered all the required questions.
3. Applicant will be directed to General Information page, if they are eligible.
4. Applicant will be directed to the In Progress – Ineligible landing page, if found ineligible. 

Business Rules:

· Select any tool tip “ [image: image13.png]2. Do you have an existing service obligation? E.g. State Loan Repayment Program, Primary Care Loans,
Nurse Education Loan Repayment Program, etc. * @

Tives © No

© Yes © No



” for additional information on specific question
· System shall require response to the following questions if applicant indicates he/she has an existing service obligation: 

· Will it be completely satisfied on or before the submission date?   (Note: This business rules doesn’t include Scholar applicants.)
· Are you a uniformed service member or member of the reserve corps
· System shall direct user to ineligible landing page if one or more of the following answers are selected:

· Current, full, permanent, etc. License = No
· Applicant US Citizen or National = No 
· Existing service obligation = Yes and:
· Completed before submission= No and/or

· Uniformed service member = No 
· Applicant judgment lien = Yes
· Applicant defaulted federal debt = Yes
· Applicant in breach of service obligation = Yes
· Applicant defaulted prior service obligation = Yes
· System shall require the service verification document if:

· Yes to Existing Service Complete prior to submission; and

· No or Yes to Uniformed Service member
Section 7:  General Information
The General Information page consists of questions about the applicant’s contact and background information.  Some of the information (such as First and Last Name, etc.) is pre-populated from the answers the applicant entered while creating his/her account.
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< Back to Loan Information

Name of curtent ercing lender* [ Discover Sudent Loans
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Steps:
1. Applicant answers required fields.
· Required fields denoted with an asterisk (*).
2. Applicant selects [image: image14.png]SAVE & CONTINUE




 (Save & Continue) once he/she have answered all the required fields.
3. Applicant will be directed to Discipline and Training page upon selecting continue if all required fields are entered.
Business Rules:
· The following fields are populated from answers from the create account process 
· First Name
· Last Name
· Middle Initial
· Title
· Suffix
· System shall require that Applicant Birth Date is prior to application cycle start date
· System shall make State/Province/Region a text field if anything other than US is selected as the country
· System shall display error message and not allow user to continue if user enters SSN that is tied to a participant portal account

· Error message will request for the applicant to login with existing participant portal account
· System shall display error message and not allow user to continue if user enters SSN that is tied to another application in current cycle 

· Error message will request for the applicant to login with existing application account
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Business Rules (cont.): 
· System will display error message and will not allow user to continue if a current participant is applying and the SSN does not match the SSN in the participant record
· Error message will request for the applicant to edit SSN or contact Customer Care Center to update participant record.
· System shall allow user to edit SSN and reenter numbers
· System shall allow applicant to continue if SSN exists within another application for a different program in the current cycle and applicant is using the existing account information
· Note: If applicant modifies the SSN number in one application, it will automatically update the SSN for all other applications  in the same cycle 

· System shall display error message and not allow applicant to continue if logged in with participant portal information and SSN entered does not match 

· Display error message that SSN does not match existing portal account: edit SSN or contact Customer Care Center to update participant record
Note: To expidete resolving an issue the Customer Care Center should provide the error code listed in the error message when entering a log.  
Section 8:  Discipline, Training & Certification
The Discipline, Training and Certification page asks for details about an applicant’s previous work and education.  The set of questions asked changes depending on the applicant’s discipline.  For example, an applicant with a discipline of a Dentist will have a question regarding his/her specialty, where as an applicant with a Health Service Psychologist discipline will not require that question, but will require a question about practicing independently.
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Steps:
1. Applicant answers required fields.
2. User selects [image: image15.png]SAVE & CONTINUE




 (Save & Continue) once they have answered all the required fields.

3. Applicant is taken to the Employment page.
Business Rules:
· System shall require applicant to select specialty if discipline selected is: 

· MD

· DO

· NP

· PNS

· DDS/DMD

· PA

· System shall require applicants with a specialty in Geriatrics to upload a copy of their Geriatrics Certification on the Supporting Documents page. 

System shall require all applicants to answer question, “Do you meet the degree, training, and certification requirements for this discipline and specialty, as defined in the 2013 NHSC LRP Application and Program Guidance?” and those that select “No” will land on the ineligible landing page.    

· System shall require applicant to select Residency Program Complete Date” if discipline selected is:

· MD

· DO

· DDS/DMD

· System shall require applicant to enter Residency Program Name, City, State if discipline selected is: 

· MD

· DO

· DDS/DMD (only if pediatric specialty)

· The Residency Program Completion date must be after the Degree Received Date 
· System shall require applicant to select Able to Practice w/out Supervision if  discipline selected is:

· LCSW

· LPC

· HSP

· MFT
· If applicant selects that they cannot work without supervision they will be directed to the ineligible landing page
· System shall not allow applicant to change discipline if any employment sites have been added to employment/EV page. 

· There must be no employment sites on employment/EV page
· An applicant must cancel any imitated or completed EV’s in order to change their discipline 
Section 9:  Employment

The Employment page garners the applicant’s current employment information. The applicant can select all the sites he/she is currently working at. 
Steps:
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1. Applicant selects State in the drop down.
2. Applicant selects a City in the drop down.
3. System will populate participating sites based on HPSA type (derived from the Discipline/Specialty selected on the Discipline, Training & Certification page) within the State and City selected.
4. Applicant will select site(s) he/she is currently employed at by clicking [image: image16.png]Add Site.



 (Add Site) button.
5. If applicant site(s) are listed applicant will click “Yes all my sites have been added” button.
6. If applicant site is not shown applicant will check the “Site not listed in the search results” box, (see figure 6).
7. Applicant will send an email to lrpsites@hrsa.gov to request for his/her site be added. Email must include:
· Site Name and Address

· Site Administrator Name, Phone Number, and Email

· Application ID number

· Applicant Name

· Discipline and Specialty

· Nature of the issue with site

· Any other pertinent information that will help customer service team in finding an answer to status request.

a. The customer care team will investigate the request and make any necessary updates if approved 
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A representative will reply to the applicant’s email to let him/her know the status of the inquiry 
8. Applicant selects[image: image17.png]SAVE & CONTINUE




  (Save and Continue) once they have answered all the required fields
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Business Rules:
· System shall require applicant to enter at least one site for save and continue to be enabled
· Applicant may add an unlimited number of sites
· System shall list only sites in “Site City” with eligible and approved sites that serve the discipline selected

· Applicant has the ability to delete a site that has been added
· System shall place Employment Information page status as “In Progress” if applicant selects check box indicating cannot find his/her site

· System shall place overall Employment Information page status as “In Progress” if applicant selects “No” to are all your sites added

· System shall place overall Employment Information page status as “Complete” if applicant selects “Yes” to are all your sites added

· System shall allow applicant to continue to the next section, Employment Verification (EV) Request, if he/she selects “site not found”
· System shall require applicant to cancel EV before trying to delete a site if an EV has been initiated   

Section 10:  Employment Verification
The electronic Employment Verification is a new section of the online application. Employment sites are now required to answer and upload questions about the applicant’s current employment information online. The applicant will have visibility to the information entered by the sites upon submitting his/her applications. Based on the answers provided by the site point of contact (POC) an applicant can be made ineligible upon submission. If this occurs and the applicant believes it is incorrect, an applicant may cancel the existing EV and re-submit a new one by selecting to edit their application on the submitted landing page, re-initiate the EV, and re-submit their application.
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Steps:

1. Sites selected by the applicant in the Employment section will be listed in the table in the Current Requests section 
2. Applicant may click site name to review that the appropriate address, phone number and point of contact are listed for each site.
3. Applicant can choose to initiate all EV’s by clicking [image: image18.png]Initiate All



 (Initiate All) if none of the EVs have been initiated.
4. Applicant can choose to initiate individual EV’s by clicking [image: image19.png]Initiate »



 (Initiate) next to the appropriate site.
5. Applicant selects [image: image20.png]SAVE & CONTINUE




 (Save and Continue) once they have initiated his/her EV(s).
· An applicant may navigate to the Loans page without initiating an EV. There may be cases when the site is not listed in the system. 
6. Applicant is directed to the Loans page.
Business Rules:
· System shall populate an EV request for each site added on the Employment page
· System shall display EV status as Not Started before applicant initiates a EV Request

· System shall only allow applicant to select “Initiate All” if each EV status is in “Not Started”

· System shall allow applicant to resend EV if EV status is “Returned-Unverified”
· An EV will be returned unverified if the site POC indicates that the applicant does not work at that site
· System shall disable initiate button if EV status is “In Progress” or “Complete”
· The applicant still has the option to cancel the EV
· System shall deem employment page complete when all EV(s) in current requests table are complete
· To be able to delete an EV the user must cancel any requests that are “In Progres” or “Completed”
Section 11: Loan Information















The Loan Information page captures the applicant’s existing loan(s).  For each loan submitted, the applicant is required to upload an account statement, as well as Disbursement or AIDS Summary Report (depending on type of loan).  Applicants that have indicated that his/hre loan has been consolidated will be required to provide additional documentation. The applicant will be able to view and edit loans that they have previously added.
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Steps:

1. Applicant clicks [image: image21.png]Add a New Loan



 (Add a New Loan).
2. Applicant will be directed to the loan details page.
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3. Applicant is directed to Loan Details page (see Figure 7).
4. Applicant is required to fill in all required fields to continue:
· Name of current servicing lender

· Loan account number

· Original date of loan

· Original amount of loan

· Current balance (Principal & accrued interest)

· Type of loan

· Is the loan in default

· Is the loan under Federal court judgment
· Interest rate

· Purpose of loan

· Is the loan consolidated 
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5. If the loan is consolidated the applicant will be required to enter the following information:
· The number of loans consolidated
· The original account number for each loan that was consolidated
· The original date of each loan included in the consolidation

· The original amount of each loan included in the consolidation

6. After the applicant inputs all information he/she will click [image: image22.png]CONTINUE TO DOCUMENTS



 (Continue to Documents) and will be taken to Loan Supporting Documents Page (see Figure 8).
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7. Applicant will upload necessary documents and click [image: image23.png]SAVE



 (Save).
· Consolidated Loan Supporting Document is required if the applicant indicates that his/her loan is consolidated
8. Applicant will be directed back to the Loan Information page (see Figure 9).
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Applicant can choose to add another loan. 

· To add another loan the applicant will click the Add New Loan button and repeat the above steps

10. If the applicant wants to edit his/her loan, the applicant can click the Edit button.

· If the applicant needs to upload their loan documents they will need to use the Edit function to navigate to the Loan Supporting Documents Page

11. If the applicant does not add another loan or edit their loan, they will click [image: image24.png]SAVE & CONTINUE



 (Save and Continue).
Business Rules:
· System shall require at least one loan to be added to be able to continue 
· System shall require fields if applicant selects “Other” for Lending Institution: 

· Lender Name

· Phone Number

· Phone Extension

· Fax Number

· System shall not allow Current Balance As of Date to be prior to Original Date of Loan
· System shall not allow user to enter in a Current Balance As of Date more than 30 days from current date  

· System shall require that Original Date of Loan be, 

· After Loan Consolidated Dates, if Yes to Consolidated Loan 

· Prior to Loan in Default/Loan Judgment Dates, if Yes to Loan in Default or Loan under Judgment

· System shall require use to enter date if “Yes” to Loan in Judgment
· System shall require use to enter date if “Yes” to Loan in Default
· System shall require user to indicate how many loans have been consolidated in loan if “Yes” to Consolidated Loan
· System shall require user to upload required documents for each loan on submit application
· The applicant does not have to upload the documents immediately. The applicant can continue with the application and navigate back to the loan section to add their loan documents
· System shall remain Loan Information page “In Progress” until all required loan supporting documents are uploaded

· System shall require user to submit at least one Consolidated Loan Documents, if “Yes” to Consolidated Loan

· System shall allow user to upload multiple Consolidated Loan Documents if “Yes” to Consolidated Loan

· System shall direct user to Loan Supporting Document  page upon selecting “Save & Continue” for loan details
Section 12:  Supporting Documents
The Supporting Documents page allows the applicant to upload his/her required documents. Please note that some of the documents displayed on the Supporting Documents page dynamically appear based some of the answers provided on the online application (see business rules below). 
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Steps: 
1. Applicant selects the document he/she would like to upload.
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2. Applicant selects                   (Browse) to find the document they will upload.

3. Applicant selects [image: image25.png]Upload



 (Upload) when appropriate document is selected.

4. Applicant repeats these steps for all of the required documents.

5. Applicant clicks [image: image26.png]SAVE & CONTINUE



 (Save and Continue).
6. Applicant is directed to the Self Certification Page. 
Business Rules: 

· All applicants are required to upload the “Proof of U.S. Citizenship or U.S. National” document 
· Prior NHSC LRP participants are required to provide documentation that they applied all of the previously disbursed award funds 

· Proof of Payment History for prior NHSC LRP Service
· This is an optional document

· Applicants are encouraged to upload PDF documents
· System shall allow applicant to upload document size up to 5 MB 

· System shall require applicant to upload a “Disadvantage Background” supporting document if Yes to Disadvantage background  on General Information page 
· System will require the applicant to upload a “Geriatrics Certification” supporting document if they selected geriatrics as his/her specialty
· System shall require the applicant to upload Existing Service Obligation documentation if the  applicant answered “Yes” to Exisiting Service completed prior to submission on the Eligibilty page
· System shall enable ability to delete documents after applicant has uploaded the document 

Section 13:  Self Certification
The Self Certification page allows the applicant to certify that his/her has read and agreed to the terms and agreements displayed on the page. The set of certifications displayed changes depending on the applicant’s discipline, specialty, and military service. The applicant must agree to all certifications in order to continue.
[image: image77.emf]
Steps:
1. Applicant reads each certification.

2. Applicant indicates that he/she agree by selecting the checkbox.
3. Applicant selects[image: image27.png]SAVE & CONTINUE



 (Save and Continue).
[image: image78.emf]Notes:
· [image: image79.emf]The certification marked with a red arrow is based off the applicant’s discipline.  For example, applicants that are Physician Assistants will see a different certification than applicants that are Nurse Practitioners
· If the applicant selected “Yes” to the sub question of Q3 on the Eligibility page, “Are you a uniformed service member or a member of a reserve corps,” then a military service certification will populate.  If the applicant answers “No,”, then that certification will not populate

· System shall require that the applicant has responded to each certification question to be able to proceed

· System will clear Self Certification page if the applicant proceeds to Review and Submit paged but then navigates to another section of the application 

Section 14:  Review & Submit
The Review & Submit page is the last page of the application that contains a table with each section and its corresponding status. All sections must be complete in order for the applicant to be able to submit the application. The applicant can select the top navigation menu or a page name link in the table to view that section.

Steps:
1. Applicant reviews the application.
2. The Applicant enters his/her password.
3. Applicant selects [image: image28.png]SUBMIT



 (Submit).
Business Rules:
· System shall not allow application to be submitted after the application deadline 3/21/2013
· All page statuses except for review and submit must be complete for applicant to submit his/her application.

· Applicant must enter in his/her correct password in order to submit their application.

· System shall populate information on account settings page after submission 

· System shall direct user to landing page with links to uploaded documents and copy of application  
· System shall check if  start date on an EV is less than dates entered for the following: 

· For  MD, DO, DDS/DMD (with only pediatric) disciplines:
·  “Residency Complete Date”

Section 15:  Submitted Landing Page 
After the applicant submits his/her NHSC LRP application, he/she will be directed to the Submitted landing page and the overall application status will change to either “Submitted” or “Submitted – Ineligible.”  If any of the responses on the online application deem an applicant ineligible, the status upon submission will be “Submitted – Ineligible.” If the responses submitted deem the applicant eligible the application status will be “Submitted.” On the Submitted landing page the applicant will have the ability to edit or withdraw his/her application. The applicant will have the ability to edit his/her application until the end of the application deadline. The applicant may withdraw his/her application up until the applicant receives a Confirmation of Interst (COI), if applicable.
Business Rules:
· An applicant can navigate to the Submitted landing page by clicking the “Home” button
· There are several possible reasons why an applicant may be found ineligible.  Some common reasons that applicants are found ineligible upon submission include, but not limited to: 
· The Employment Verification (EV) submitted by the applicant’s site point of contact (POC) indicated that he/she does not meet the required work hours per week  to be eligible for an award

· The EV submitted by the applicant’s site POC indicated that he/she does not have a current, full, unrestricted, and unencumbered license

· The EV submitted by the applicant’s site POC indicated that his/her employment start date is after the submission date 

· The applicant did not receive a degree  or complete his/her residency on or before the submission date of the application

· The applicant has an existing service obligation that has not been completely satisfied on or before the submission date of the application

Section 16: Withdraw Application
An applicant has the option to withdraw his/her application after submission. The applicant may withdraw his/her application up until the applicant receives a COI, if that is an applicable. The applicant may resubmit the current application by using the Undo Withdrawl button. However, the applicant must resubmit his/her application by the application deadline to be considered for an award.
Steps:

1. From the Submitted landing page an applicant will click the [image: image29.png]Withdraw



 (Withdraw) button.


2. The applicant will be directed to the “Withdraw Application screen for confirmation.
3. The applicant clicks [image: image30.png]Withdraw



 (Withdraw) and is directed to the Submitted Home page (see Figure 10).
· Note: The applicant’s status will be updated to  “Withdrawn”

4. On the Submitted landing page the applicant may undo his/her withdrawal by clicking [image: image31.png]UNDO WITHDRAWAL



 (Undo Withdrawl), if the application deadline has not passed. 
5. If the applicant clicks [image: image32.png]UNDO WITHDRAWAL



 (Undo Withdrawl), he/she will be directed to the In Progress Landing Page (see Figure 11).

6. The applicant may make any changes to his/her application at this point, prior to the application deadline. 

7. The applicant may also select  [image: image33.png]CONTINUE



 (Continue) and will be directed to the Self Certification page.
8. Applicant indicates that he/she agrees to all certifications by selecting all the checkboxs.

9. Applicant selects[image: image34.png]SAVE & CONTINUE



 (Save and Continue).
10. Applicant is directed to the Review and Submit page.
11. Applicant reviews the application.

12. The Applicant enters his/her password.

13. Applicant selects [image: image35.png]SUBMIT



 (Submit) and is directed to the Submitted landing page.
Business Rules:

· The ability to withdraw an application will be disabled when the applicant is sent a COI

· If an applicant wishes to re-submit his/her application he/she must resubmit by the application deadline


Section 17: Editing Application (Prior to Application Deadline)
If an applicant would like to edit his/her application after submission, he/she may do so prior to the application deadline. If an applicant edits his/her application, the applicant must re-submit his/her application by the application deadline. If the applicant does not resubmit his/her application, the applicant will not be considered for an NSHC LRP award.

Steps:
1. The applicant clicks Edit Application
2. The applicant will be directed to the In Progress landing page (see figure 12).
3. The applicant can navigate to any section to make the necessary edits.
· If the applicant wishes to cancel a completed EV, he/she must follow the instructions outline in Section 10, Employment Verification of the user guide. 
4. Once the applicant has made his/her edits, the applicant must click Save & Continue at the bottom of the page where edits were made in order to save the edits.
5. Once all edits are made and saved the applicant will navigate to the Self- Certification page.
6. Applicant indicates that he/she agrees to all the certifications by selecting the checkbox.
7. Applicant selects[image: image36.png]SAVE & CONTINUE



 (Save and Continue).
8. Applicant is directed to the Review and Submit page.
9. Applicant reviews the application.
10. The Applicant enters his/her password.
11. Applicant selects [image: image37.png]SUBMIT



 (Submit) and is directed to the Submitted landing page.
Business Rules:
· The applicant will not be able to edit his/her application after the application cycle closes

· An applicant must resubmit his/her application by the application deadline, if he/she wants to be considered for a NHSC LRP award

· The applicant will be directed to the In Progress landing page when selecting “Edit”
· All business rules apply on each of the applicantion pages, upon editing the application 
Section 18:  Account Settings
If the applicant has not yet submitted his/her application, the applicant can change his/her password, email and security question on the Account Setting page In ddition, the applicant will be able to see his/her application ID.
Steps to reset password:
1. Applicant creates new password.
2. Applicant confirms new password.
3. Applicant enters current password.
4. Applicant clicks [image: image38.png]Change Password



 (Change Password)

5. System displays confirmation that password has been successfully updated.
Steps to change email:
1. Applicant enters a new email address. 
2. Applicant confirms the new email address.
3. Applicant enters current email address.
4. Applicant enters current password.
5. Applicant clicks [image: image39.png]Change Email



 (Change Email)
6. A verification email will be sent to the new email address.
7. Applicant clicks on link in the email to verify his/her new email address. 
Business Rules:
· System shall add validation that username/email address is not in use by another account when changing.
· System shall provide functionality for applicant to change security question and answer.

· System shall require applicant to log out and log back in upon changing their username/email or password

Section 19:  Resolving Issues
Please use the following instructions to resolve any iquires a NHSC LRP applicant might have:

1. For Technical Issues:

Production Support Process: 

· When a technical issue is encountered, e.g. Applicant cannot upload his/her Resume, the Customer Care Center should log the issue in the BMISS Issue Tracker. The NHSC LRP Application BMISS HyperCare team will monitor the BMISS Issue Tracker to define and resolve the issue.  Once the issue is resolved, the Hpercare team will notify the Customer Care Center Analyst of the resolution. 

Capturing Issues:
· It is important to capture and log as much detail as possible. The BMISS HyperCare Support Team will need enough information to recreate the issue in order to solve the problem. Applicant details should include the following:

· Applicant information: Full name, last four of SSN, email, phone number 

· The exact NHSC LRP Online Application screen the applicant was on when the issue occurred (screenshot if applicable) 

· The Web Browser the applicant was using (e.g. Internet Explorer, Firefox, etc.) 
· The frequency of the issue (e.g. always, sometimes, etc.)
2. For Program Related Issues:

Division Support Process: 

· If an applicant has a program question, the Customer Care Center will try to answer the problem by referring to the Application and Program Guidance. If the Customer Care Center is unable to answer the question then the Applicant’s question and information are recorded and the Customer Care Center contacts the appropriate DNHSC Analyst. DNHSC answers the question and the Customer Care Center responds back to the Applicant.

Online Application Technical Issues Email: 
· BMISS HyperCare Support Contact: Jeremiah St. Helen- JStHelen@hrsa.gov 
       Capturing Applicant Information:

· The following applicant information should be captured with as much detail of the issue as possible:

· First and Last Name 

· Email Address

· Phone Number

· Last four digits of SSN

· Section of Online Application the user was on when they encountered the problem

· Detailed summary of the problem

· Supporting Document (If applicable)
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