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Introduction:  NELRP Online Application User Guide
Goal:  The NELRP online application user guide serves as the main tool for the Call Center to answer applicant inquiries.  In addition to this user guide, the call center analysts must be familiar with the NELRP Application Program & Guidance, as some of the questions will be program based and are not discussed in this document.  The primary intent for this user guide is to focus on the functionality developed for the NELRP online application.
Roles:  There are no roles associated with the NELRP online application, as any external user can apply.
Section 1:  Create Account 
The first step an applicant takes in order to begin the NELRP Online Application is to create an account.  
[image: image45.png]Q Please set your new password below,

Change Password

*required field

New password: *

Confirm new password: *

G




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

https://programportal.hrsa.gov/extranet/application/
nelrp/login.seam

2. Applicant selects the “Create a NELRP Application Account” link in the bottom left hand section of the page.

· Please note that applicant can get to log in page from NELRP website
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 email address provided when creating an account.
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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 Nursing Education Loan Repayment Program (NELRP).
3. System re-directs the applicant to the NELRP application “Log in” and prompts the user at the top of their screen that “We have successfully created your account.  Please check your email for instructions how to enable your account.”  (See Figure 1)
4. Applicant goes to the email address used to create their NELRP application and opens the message.
5. Applicant selects the activation link in the body of the email.
6. System re-directs the applicant to the NELRP application “Log In” page notifying them that their account is enabled.
Business Rules:
· The email address provided by the applicant will serve as their NELRP online application username.
· System cannot create account if applicant email already exists in a previously created account for any program in any application cycle
· The applicant will get an error message if he/she tries to create a new account with an existing email address
· Error message will prompt applicant to log in with his/her existing email
· The following information will be auto-populated on the General Information page based on the information entered on the Create Account page:
· First & Last Name

· Middle Initial

· Title

· Suffix

[image: image47.png]Create My Account

~vequted field

Please read the Application and Program Guidance (APG) for eligibiliy criteria prior to creating an account Ta be
eligible to participate in the Nursing Education Loan Repayment Program (NELRF) you must be:

® AU, Ciizen

@ Trained and Licensed in one of the eligible professional disciplines

Once you complete and submitthe following information, an smail message witn a linkto verify your email address will
e sentta you. You will need to verify your email address within two (2) days to be able to loginta your account.

Flease note: All nursing program degrees must be complsted atthe time of submiting your application in order to be
eligible to receive loan repayment from the NELRF.

First Narme *
LastNarme *

Middle Inital

T [eoas]
Sufix e

Email”
Confirm Email *
Create Password * @

Confirm Password *

Security Question * Select

Security Answer
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Applicants can roll over the tool tip next to the “Password” field for details on password criteria.
· 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.
· System shall disable ability to create an account after application deadline (2/28/13)
Section 2:  Logging In
After an applicant activates their account, they are able to log in. The applicant will enter their email address (username) and password they used when creating their account in order to log in.  If the applicant forgets their password, they can reset their password by selecting the “forgot your password?” link; this will be later described in Section 3 (next page).
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™ My preferred phone is an intemational number
Preferred Phone * (212) 3475660
™ My altemate phone is an intemational number

Altemate Phone

SOCIAL SECURITY NUMBER
ssn @ 00001048 Edit

PLACE OF BIRTH

Country * United States
State/Province/Region * Tlinois

City * Brooklyn

Date of Birth = 101211904 [zl

DEMOGRAPHICS

Gender @ Male
© Female
Ethnicity € Hispanic or Latino

@ Not Hispanic or Latino

Race ¥ Ametican Indian or Alaskan Native
T Asian
I Black or Afican-American
T Native Hawailan or Other Pacific slander
T white
I Other

HOW DID YOU HEAR ABOUT NURSING LOAN REPAYMENT PROGRAM

How did you hear about the [web search
NELRP? *





Steps:
1. Applicant enters their email address and password.

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



.

3. At first log in applicant is re-directed to the “Not started” home page (screen shot displayed in section 4)
Business Rules:
· After selecting the activation link in the email, the system notifies the applicant that their account is activated (this only happens once on the initial log in).
· At first log in applicant is re-directed to the “Not Started” home page which explains the new features of the 2013 NELRP application. Once an applicant begins their application they will not be directed to the NELRP Not Started home page on the next log in.
· After the applicant’s second failed log in attempt, the applicant will be warned that their account will be locked if their next log in attempt is incorrect.
· The applicant’s account will be locked after the third failed log in attempt and they will be required to go through the “Forgot your Password” process or contact the Call Center to unlock their account.
Section 3:  Forgot Your Password

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



link and follow these steps in order to reset it:

[image: image50.png]Employment: Critical Shortage Facility (CSF) Search

~requied fild

To be eligible for the NELRP and to meet the funding preferences, your site must be located in a Primary Medical Care or
Mental Health HPSA

AHPSA score and designation status can change at anytime throughout the year, impacting the NELRP's ability to
accurately assign your site in the correct preference. To eliinate the impact of fluctuations in HPSA scoring and
designations during the NELRP 2013 application and award cycle, and for the purposes of determining funding preference,
NELRP will freeze" the HPSA designations and scores and will assess all applications based on HPSA data in our system

as of January 1, 2013

ENTER SITE INFORMATION

Site Narne * Frances Scott Key
Address Line 17 360 Willoughby Ave

Address Line 2

City * Brooklyn
State * New York

11208

Zip®

DOES THIS ADDRESS MATCH YOUR SITE?
380Willoughby Ave, New York, NY 11205, United States

[Yes| Mo
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Employment Verification

To begin the Emplayment Verification process, select initiate’ next to the site information below. Employment Verification is to
be completed by your site paint of contact (POC) through the Bureau of Clinician Recrutment Senices Program Portal
(Portal) for Site Adrministrators. If you need to contact your site POC(s) to alert them the Employment Verification wil arrive
through the Portal, additional site point of contact information s available by clicking the site name below For additional
information regarding the Employment Verification process, please see the NELRP Employment Verification FAQs.

Nurse Faculty Applicants: Do | need a RN license to participate in the NELRP-NF?

The NELRP for Nurse Faculty (NELRP-NF) is aware that not all schools of nursing require nurse faculty to maintain a currert,
full, permanent, unencumbered, unrestricted license. However, the NELRP-NF requires participants to maintain an RN license
while participating in the prograr. If your school of nursing does not require you to maintain an RN license, please be advised
that you must do so to meet the NELRP-NF eligiility requirements. It is your responsibilty to ensure that the point of contact
that corpletes the Employment Verification has your most recent licensure information

We do not have any point of contact information on file for the site you have selected. Please have your site
contact BCRS or enter an *Other POC Email for an appropriate verifier of your employment

formation.

CURRENT REQUESTS

e Name Date Created Status

ther POC Emai

Hampton University Not Started abo@123|com





Steps:
1. Applicant selects[image: image4.png]forgot your password?



 on the log in page.
2. Applicant enters their email address and selects [image: image5.png]NEXT



 (see Figure 2).
3. Applicant answers their security question and selects [image: image6.png]SUBMIT



 (see Figure 3).
4. System displays confirmation and sends an email to applicant (see Figure 4).
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Employment Verification

To begin the Emplayment Verification process, select initiate’ next to the site information below. Employment Verification is to
be completed by your site paint of contact (POC) through the Bureau of Clinician Recrutment Senices Program Portal
(Portal) for Site Adrministrators. If you need to contact your site POC(s) to alert them the Employment Verification wil arrive
through the Portal, additional site point of contact information s available by clicking the site name below For additional
information regarding the Employment Verification process, please see the NELRP Employment Verification FAQs.

Nurse Faculty Applicants: Do | need a RN license to participate in the NELRP-NF?

The NELRP for Nurse Faculty (NELRP-NF) is aware that not all schools of nursing require nurse faculty to maintain a currert,
full, permanent, unencumbered, unrestricted license. However, the NELRP-NF requires participants to maintain an RN license
while participating in the prograr. If your school of nursing does not require you to maintain an RN license, please be advised
that you must do so to meet the NELRP-NF eligiility requirements. It is your responsibilty to ensure that the point of contact
that corpletes the Employment Verification has your most recent licensure information

We do not have any point of contact information on file for the site you have selected. Please have your site
contact BCRS or enter an ‘Other POC Email for an appropriate verifier of your employment information.

CURRENT REQUESTS

e Name Date Created Status

Hampton University 12172012 Initisted  abe@123.com _ Cancel

e POC Em:
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Employment Verification

To begin the Emplayment Verification process, select initiate’ next to the site information below. Employment Verification is to
be completed by your site paint of contact (POC) through the Bureau of Clinician Recrutment Senices Program Portal
(Portal) for Site Adrministrators. If you need to contact your site POC(s) to alert them the Employment Verification wil arrive
through the Portal, additional site point of contact information s available by clicking the site name below For additional
information regarding the Employment Verification process, please see the NELRP Employment Verification FAQs.

Nurse Faculty Applicants: Do | need a RN license to participate in the NELRP-NF?

The NELRP for Nurse Faculty (NELRP-NF) is aware that not all schools of nursing require nurse faculty to maintain a currert,
full, permanent, unencumbered, unrestricted license. However, the NELRP-NF requires participants to maintain an RN license
while participating in the prograr. If your school of nursing does not require you to maintain an RN license, please be advised
that you must do so to meet the NELRP-NF eligiility requirements. It is your responsibilty to ensure that the point of contact
that corpletes the Employment Verification has your most recent licensure information

We do not have any point of contact information on file for the site you have selected. Please have your site
contact BCRS or enter an ‘Other POC Email for an appropriate verifier of your employment information.

CURRENT REQUESTS
Site Name. Date Created Status Other POC Email

Hampton University Not Started Initiate >

HISTORICAL REQUESTS
Site Name. Date Created Status Other POC Email

Hampton University 112172012 Cancelled abe@123.com
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Qualifying Education

-requied field

Select the state and school name of each school you attended for your nursing education, including prerequisites and al other
levels of education, for which you are requesting loan repayment. If during your nursing education you attended a school but
did not graduate, for exarnple you transferted, include the school and the dates attended. You must subrit a transcript for
each school added to show the nursing education coursework directly related to the attainment of your nursing degree(s). All
transetipts must include the applicant's name, the school name, state, address, date of graduation, and degree type. Ifdate of
degree is not on the transcript, a copy of the degree must be included. This can be uploaded as an addtional supporting
docurnent. The start and end dates of education entered on the application must match with the dates on your transcripts to
be eligible. All information provided in the transcript and online application must match exactly. Any disparities will cause your
application to be deerned ineligible

Please Note: If currently enrolled in a nursing degree program that will not be completed by the time of
submission, loan repayment for that degree cannot be requested during this application cycle.

You have not entered any schools yet

Add a New School



[image: image55.png]“required field

< Back to Qualifying Education

Select the state where the school is located * Arkansas =l

Select the name of the school * Atkansas Technical University.

Selzct the box that applizs to this schocl | received @ nursing deqree from this schocl

I I transferred from this school

I attended this school only for nursing prerecuisites.

Please enter all dates in the format mmiyyyy. The specific day of the month is not required.

On what date did you begin your education at the schoal identified sbove? * | 11,2001 =]

On what date did you end your education at the school identified above? * | 112012 e

Select the type of nursing degree(s) received and enter the date received =

I Associate's =]

¥ Bachelors 1112012
™ Masters

™ Doctorate (non-MD or Ph.D)

HEHEBA

T Digloma

Please enter any additional clarfying information that you would like to submit regarding your education background
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Loan Information

You must enter loan information for each sewvicing lender that you wish to be considered for repayment. The original date of
each loan must be within the education dates that were entered on your Qualiying Education page. These dates must also
coincide with the dates on your transcript. If you have a consolidated loan, you must enter in all of the information in the table.
Al of the information must coincide with the information in the loan documents. ffthey do not coincide, the loan will be
deerned ineligible

If you have multiple loans with the same servicing lender, you must enter details for each loan.

Please click "Add a New Loan” to add a loan you are subritting for loan repayment. You must do this for each loan you wish
to submit. Once you have added all of the loans you wish to submit for repayment, you may continue. You will be able to
teview you loan docurnents on the Supporting Documents page.”

You have not added any loans yet, click "Add a New Loan" belaw.

Add a New Loan
SAVE & CONTINUE




Steps (continued):
5. Applicant goes into their inbox to access the email sent to unlock their account.

6. Applicant selects Reset Password Link from email.

7. Applicant enters new password and selects [image: image7.png]UPDATE PASSWORD



(see Figure 5).

8. System updates new password.

9. Applicant is directed to the BCRS portal home page.

10. Applicant selects “Applying for the Nursing Education Loan Repayment Program.”
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.

Section 4:  Home Page (Application Status = “Not Started” or “In Progress”)
The Not Started Home Page is the first page the applicant sees on their initial log in. Once an applicant begins their application they will no longer be directed to the Not Started Home Page but will be re-directed to the NELRP In Progress Home Page when logging in.  
[image: image57.png]Eligibilty ~ General Information ' Employment . Employment Verification  Education . Loans

SuportingDocuments (- SelfCotcation - Review & St
School Documents
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< Back to Qualifying Education

Transcripts must include Name, Degree Type, and Conferred/Graduation Date. It is highly recommended that the applicant
cormbines all transcripts into a PDF format and upload the document. However, you may also upload additional pages of your
transeript in the Additional Supporting Documents section. If your transcript does not include a degree conferred date, please
upload a separate document with this information in the Additional Supporting Document section. It is the responsibilty of the
applicant to ensure that all documents are viewable and readable

Documents cannot be larger than SMB. TIFFs, JPEG, PNG files are not acceptable forms.

Document Title Document File Status.

€ OffcialiUnoffcial transcript 8th grade editorials lesson 1.pdf Received Remove
€ Additional Supporting Docurnent 8th grade editorials lesson 1.pdf Received Remove
€ Additional Supporting Docurnent 8th grade editorials lesson 1.pdf Received Remove
€ Additional Supporting Docurnent Not Received





Steps:
1. Applicant reads through the information displayed on the Not Started Home Page.


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



.
Business Rules
· The APG, EVF FAQ and Funding Preference definition links will open in a new window when an applicant clicks on the link
· Once an applicant clicks[image: image9.png]START MY APPLICATION



 they will no longer be directed to this page when they log in
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Qualifying Education

~requed feld

Select the state and school name of each school you attended for your nursing education, including prerequisites and al other
levels of education, for which you are requesting loan repayment. If during your nursing education you attended a school but
did not graduate, for exarnple you transferted, include the school and the dates attended. You must subrit a transcript for
each school added to show the nursing education coursework directly related to the attainment of your nursing degree(s). All
transetipts must include the applicant's name, the school name, state, address, date of graduation, and degree type. Ifdate of
degree is not on the transcript, a copy of the degree must be included. This can be uploaded as an addtional supporting
docurnent. The start and end dates of education entered on the application must match with the dates on your transcripts to
be eligible. All information provided in the transcript and online application must match exactly. Any disparities will cause your
application to be deerned ineligible

Please Note: If currently enrolled in a nursing degree program that will not be completed by the time of
submission, loan repayment for that degree cannot be requested during this application cycle.

Name of School City State  Stating  Date School Degree Transcri
Dat Ended Type
Atkansas Technical Russelbile Atkansas 1172001 12012 Bachelors  Yes Edi

University

Add a New School
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= racammendad that prior ta begining the online Sgplicstion you prepare slectranic capies of the required supperting
documentation. Al information provided inthe supparling dscuments 3nd onlina 3pplication must match exacly. Any
aisparifies will auss your application o be deered inelgible

The follawing dosuments must be uploadsd online:
1. Proof of Ciizenship or .5, National/Lautul Permanent Resident

2. Autharization for Reliass of Employment informatin (se2 supporting documents sacion for emplate)
5. Authorizaton to Relese Information (see supporing documents section fortemplate)

4. Curioulum Vitsa/Resume.

5. Transoipts ot all sshools you are requesting loan repayment fo)

6. Loan Supporting Documents
© Abank isued document with the acoount numbar,oriinal date of the Ioan, and the original amount ofthe loan
@ This can be an Account Statement, Aid Summary Report, of Disbusement Report

@ Documentatin that Pains loans are notsigible or sancellation G applicable).

7. Existing Senios Dbligation Form (i spplicable)

Piforto submittng, you will have the opportunity o feview your online applicaton. Plzase do =0 carefully At any lime before
the appliation close date of February 25, 2013 at5:00 PM EST, you may editthe appliation, emove or upload additonsl
fotm anor documants,or withdram your 3pplication from sansideration for an award. Yourfinal “submitted” applioation will be

available for review download andior pintng.

16you ate selected for an award offer you will receive an email egarding 3 portal tatus update, and upon enteing the portal
you il be provided the opportunity to "scospt or “decline” the award offe via 3 Confimation of Interestscreen. Please note
thatif you acospt the ffer, you vl be convertad o 3 Paricipant pending verfcation of your supporing documents. Aftr you
have accepted the offet ifyour stuation changes and you san no langer pariipate inthe program you may be at ik of
defauling on your NELRP contact agreement.

Plasse select “Start My Application” o begin your online apglication

The fins submiscion data i February 28, 2013 5t 8:00 PM EST. Ramemberto lag into the NELRP anline application to chack

the status of your application




If the applicant has already started their NELRP online application and logged off, upon logging back in, they are directed to the In Progress Home Page.  The In Progress Home Page will now display “In Progress” status, and the applicant will be able to select “Continue” or the desired section by selecting the page name in the table.

[image: image59.png]Supporting Documents ~ Self Certification  Review & Submit

Loan Details
~ equbred i

<« Back to Loan Information

Allfields on this page are required. Once you continue, you will be prompted to upload your loan supporting documents on the

=

]

asof [nmzse0rz |

next page.
Name of current senvicing lender * Bank One

Loan account number * 23445

Original date of the loan * @ 1/0172001
Original amount of the loan * 45000

Current balance (Principal & accrued Interest) * 25260

Type of loan * @ [ Graduste Plus

Is this loan in defaukt? *
Is this Loan under Federal coutt judgment? *
Was this loan sold? If you are unsure, ask your senicing lender. *

Is this a consolidated loan? *

© Yes

© Yes

© Yes

© Yes

@ No
@ No
@ No

[&{No



Steps:
1. Applicant reads information on status page.

2.  Applicant can navigate to a specific section by selecting the link to the desired page name in the table

· The page must have already been completed or is in progress to select a specific section; or

3. If the applicant selects [image: image11.png]CONTINUE



  the system will direct the applicant to the first incomplete page

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

[image: image60.png]Supporting Documents

< Back to Loan Information

Selectthe document you would like to upload and the click "Upload.”

“This documentatian is required to establish that the loan coincides with the nursing education periods entered on
the Qualiing Education section of the application.

[+] REQUIRED LOAN SUPPORTING DOCUMENT

OPTIONAL ADDITIONAL LOAN SUPPORTING DO CUMENT(S)

CONSOLIDATED LOAN SUPPORTING DOCUMENT(S)

These documents are required to establish thatthe loan coincides with the nursing education periods entered on
the Qualifying Education section of e application. Al documents must include first and last name of the applicant

Flease note: PDF file uploads are strongly encouraged to ensure ploaded documents can be reviswed. Itis the
responsibility of the applicant to submitlegible documents in an in-editable format

Documents cannot be larger than SMB. TIFFs, JFEG, PNG files are not acceptable forms. Taking a picture of the
documentis not aceepted. Allinformation provided in the supporting documents and online application must match
exacly Any dispatities will cause your application to be deemed ineligible.

UPLOADED DOCUMENTS

ou have not uploaded any documents yet,

UPLOAD DOCUMENT

€ Required Loan Supporiing Document
© Additional Loan Supporting Document (Optional)

\ LR




· If the applicant selects “Continue,” the system shall direct them to the first incomplete page.  For example, if Eligibility is “Complete”, system shall direct applicant to General Information once they log back into the application if they select ”Continue”.
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Loan Information

ou must enter laan information for each servicing lender that you wish to be considered for repayment. The original
date of each loan must bie within the education dates that were entered on your Qualiing Education page. These dates
must also coincids with the dates on your transcript Ifyou have a consolidated Ioan, you must enter in all ofthe
information in the table. All of the information must caincide with the infarmation in the loan documents. Ifthey do not
coincide, the loan will be deemed ineligible.

Ifyou have multiple loans with the same servicing lender, you must enter details for each loan.

Please click"Add a New Loar" to add a loan you are submiting for Ioan repayment, You must do this for each 10an you
wishto submit Once you have added allof the Ioans you wish to submit for repayment, you may continue. You will be
able to review you loan documents on the Supporting Documents page.”

=/ BANK ONE
Account # Balance ‘Submitted All Required Doc:
23445 52525000 Yes

Add a New Loan




Section 5:  Eligibility
The Eligibility page is used to ensure the applicant meets the qualification requirements to apply for a NELRP 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. 
[image: image62.png]Supporting Documents

Documents cannot be larger than SW. TIFFs, JPEG, PNG files are not acosptable forms. Taking 3 pictre of the document
is ot ascepted. Allinfomation provided i the supporting documents and online application must match exatly. Any.

dispartes will sause your applicaton to be deemed incligible

TEMPLATE DOCUMENTS

Please sign the following documents and upload below,

@ sutharizationto Relesse Infarmation

@ Authorizationto Relaass Employmert Infrmation

UPLOAD DOCUMENTS

€ Proof ofUS Citizenship or US National; Lawul Permanent Resident Not Received
€ Avthorization to Relesse Information Not Received
€ Authorzation o Releaze Emplayment Information Not Raceived
© Comiculum VitaerResume Not Received

| ——— |

LOAN DOCUMENTS

Bank One 2345 Required Loan Supporting Document Sih orade editorials lesson  Received
2par

Bank One 2345 Additionsl Loan Supporting Dosument Sih orade aditorals lesson  Recsived
(@ptionai) et

EDUCATION DOCUMENTS

Akansas Technioal University  OffcialUnoffcial iansoript  5th arade editorisis lesson 2pdf  Received



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



 once they have answered all the eligibility questions.
3. Applicant will be directed to General Information page if they are eligible.

Business Rules:
· System shall require applicant to respond to all questions before they can continue
· If the applicant answers “Yes” to question 3, the system will display two sub-questions, each is required. 
· [image: image63.png]Self Certification

1. CERTIFICATION REGARDING DEBARMENT, SUSPENSION, DISQUALIFICATION AND
RELATED MATTERS FORM

Pussantto 2 CFR 180,335 (Z2008) a5 implementad by 2 CFF 376.10 (2007), an applicant 3ppling to enter into 3 sovered
ansaction (shich includes an applicaton to parcipate i the NELRF) s required to noit the Federal agency offic i the
applicantinons that he or she:

@ s presently debarred, sspendad, excluded, o disqualifed fiom particpation in covered transactions by any Federsl
ageney or dsparment;

© Within the 3-year period préoeding the applisstion, has been convictad of, o had 3 civil judgment rendared sgains him
orherfor any ofthe following offenses:
+ commisson of faud or 3 siminal cffense in connation with cbtaining, atiempting t btain, of perfrming 3 public

(Federal, State, orlocal) ansaction or 3 contsact under 3 public tansation:

vialaton of Federal or Stats antrus tatutes

+ commisson of embezzlement, thef forgery, bibery fabsification or destructon of records, making false tatements,
tax evasion, receiving stlan propety, making flse claims, or abstuction of justce; or

« cammission o any ofher offense indiosting  lackof businese intaqrity or usins honsty that saiously and dirscly

affcts hisher present responsiility

© i prasenty indicated or othemwia sriminally or ivily chargad by a govemmantl entity (Federal, State, or local with

the commission of any o the offenses set forth above: or

® Within 3 3-year period preceding the applicatin, has had any publicransaction (Federal, State, orlocal) terminated for
cause or detaut

[ certity that none of the above statemens apply to me. ™

2. AUTHORIZATION FOR DISCLOSURE OF FINANCIAL INFORMATION

¥ Pusuant to the Right to Financial Privacy Act of 1378 (RFPA) (12 USC 3409), having read the statement of my RFPA
fights, | hereby authorize the goverment orfinancial insttution named i ftam 1 andfor3 on each Loan Detail page to
alesse financisl rcords flating to ducational loanss) dentified on the Lon Detailz page to the HHS for the purpose of
assessing and veritying the amaunt and sligitilty ofthe eduoationl 1oan forpayment under the HHS. This suthorizatin iz
valid for 3 months from the date of my signature, and may be revoked in witing 3t any ime before my records are
dizeosad.”

3. CERTIFY BY CHECKING THE BOX NEXT TO THE STATEMENTS BELOW:
[ 1 certity that | have read and understand the 2013 Application and Program Guidance (APG).

211 cetty hat i of the information that | have provided in this sppliation and requited supplementsl documenis is

te.?




· If applicant indicates “Yes” for “Do you have an existing service obligation?” they are required to provide supporting documentation on the supporting documents page.
· System shall direct user to ineligible landing page if one or more answer(s) is:

· Licensed Registered Nurse = No 

· Applicant Citizen or National = No. 

· Existing Service Obligation= Yes

· Completed before submission = No

· Uniformed service member = No

· Applicant Judgment Lien = Yes 

· Applicant Defaulted Federal Debt = Yes 

· Applicant CSF type/School Accreditation = No 

· Minimum working hours/Working full-time = No 
NOTE: The ineligible landing page will not give the specific reason that the applicant was deemed ineligible, only several possible reasons for ineligibility from the Eligibility section will be displayed

· If an applicant is logged in with an existing participant username and says no to having an existing service obligation they will get an error message and will not be able to continue with the application until they change their response to “Yes” to having an existing service obligation
Section 6:  General Information
The General Information page consists of questions about the applicant’s contact information.  The information under Full Name (such as First and Last Name, etc.) is pre-populated from the answers the applicant supplied when creating their account.  These fields are editable.
[image: image64.png]pplication 10 100001

ACCOUNT EMAIL ADDRESS

The email address for your acceurt is your usemame. This is also the email address which the Bureau of Clinician
and Recnitment Services (BCRS) il use for all communisations.

CHANGE EMAIL ADDRESS CHANGE PASSWORD
Hew Email fddress Create New Password
L]
Confim Mew Emai
pddress Confirm Hew
Password

Current Passuerd

Curment Passward

CHANGE SECURITY INFORMATION

Securty Question & Select

Fasuer

Current Passuord

FULL NAME

First Name * Dashawn

Last Name * Ny

Middle Initial

Thtle [Select =]

Former First Mame

Fomer Lsst Hame

FREFERRED MAILING ADDRESS

Line 1 123 Heaven Ave

Line 2

Country * United States

State/Province/Region * Havaii

City = Pearly Gates

ZipfPostal Cods * 11228
FHOMNE

Ity prefemed phene is an intemational number
Prefamsd Phone * (313 347-5660
I bty aemate phane is an intemational number

Aitemate Phone




Steps:
1. Applicant answers required fields.
a. Required fields denoted with an asterisk (*)
2. Applicant selects [image: image13.png]CONTINUE



 once they have answered all the required fields.

3. Applicant will be directed to Employment page if all required fields are entered.
a. If Nurse Faculty is selected applicant will be directed to the Employment School Search

b. [image: image65.png]Nursing Education Loan Repayment Program Application

Hello Dashaun,

You have submited your 2015 Nursing Edueaton Loan Repyment Program (NELRP)anne 3ppicatin and all
requied supprting dosuments!

Your overall spplcation status i: Submited
Your applicaon 10 s: 117152
View your submittd sgplication

s your responsbity o ensure that th entiety of yur 3ppcation and suppoing dosumerts (oluding
Employment \erifiatons) has been asourtely submitd. #pplcaton found uth defiencies r mising
informton il nc quaiy forevie. Fr furthe qidanca léaze refer tothe 201 Appication anct Frogram
Gudance,

18 afte evieving your ubmitd Sppication nd Supporing decuments thers 3 changas you weuld ke to mke
0 your spplcatin (nctuding etting an Employment erfioaton, you may et and resubi your pplaton
by th sppcation deading (Febuary 26, 2013 1 500 PM EST, Agpleations nc resubmit by s tims il et
b conzidere for an swad. ik the buton bl 0 it your splcation.

16 you ar o longer trested i the 2013 Nursing Educaton Loan Repayment Program auard, please sk he
bt below 0 wihdraw your appliaton. O you ithdrau your pplicaton, you ay resubmt your surent
appliation using he e button above uril Febary 25, 2013 3 5:00 P EST. pploations nt esubmied by i
e il b onsidesd for an suard

s importan o keep your cortact iformatin scourste and p o dte. f updates are nacessary, lease make
the ppropriste changes on th Acoourt Setings page.

Employment Verifioations

Intstion D

Franoes St ey, nisnoiz s Complte

General supparting Dosuments

amert Tile et Nare
Proa of US Cizenshipor US National Lawtu Pemmanert Resdert  Benchmarking ssmple pet  Received
Sahorstion o Relesze nformaton Lo sowper Recved
Ashoration o Release Employment nfomnaton Loc sowper Recved
Curoulam Vese/Raume Loc sowper Recved

Losn Supporting Dosuments

cing Lender & Aos et e

bamy Mical Collge 12323 Required Loan Supporing Dosument Loc sowpdt Recaved

Abany Micica Collge 12323 Addtionsl Lian Supporing Document Loc Full org Recved
(Optiona) Chart pa

Education Supporting Dosuments

Hampton Universty - Ssholof Nursing _ DfislUnoffial tansort.  LOC SOWpal Recaived

Hampton Universky - Sohol of Nursing _ Addtonal Supporting Document LOE FllOrg Chirt el Received



If any other application type is selected applicant will be directed to the Critical Shortage Facility Search
Business Rules:
· The following fields are populated from answers during the create account process: 
· First Name
· Last Name
· Middle Initial
· Title
· Suffix
· Applicant will select Application Type
· If Registered Nurse, Nurse Practitioner, Clinical Nurse Specialist, Nurse Mid Wife or Registered Nurse Anesthetist is selected system will display functional role question which will be required
· If Nurse Practitioner is selected system will also display main specialty question which will be required
· If Nurse Faculty is selected system will display tenured question which will be required
· [image: image66.png]N%RSECORPS

HELRP APPLICATION

Caring for communities in need

Login

Please log in using the fiekds beiow

Your Email *

Your Password *

forgot your password?

Create an Account

Nota registered user?
Create a NELRP Application Account »

Note: Ifyou have previously registered to apply for NELRP or any ofhier
BCRS program inthe current or past application cycles, please use
your sxisting account information to log in.

Questions?

I~

For more nformation or questions please
© Referto the Partal FAQ

© Contactine BCRS Customer Care Cener al1-800-221.9303
© Use TTY for hearing impaired: 1-877-897-0910

Monday-Friday (except Federal holidays), 800 am to 8:00 prm ET or
email at Gethelp@hrsa.gov.




If applicant is not tenured system will prompt applicant to input Nurse Faculty appointment dates
· The faculty appointment must be at least 9 months for applicant to be eligible and continue with the application
· 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 and the Zip/Postal will be optional. 
· Only the last 4 numbers of the applicant’s SSN will be displayed after saving the page (xxx-xxx-1245).

· The applicant will not be able to move forward if the SSN they entered exists in another NELRP application account from any application cycle
· Based on the SSN entered, the applicant may receive an error message with an error code

· The code can be used by DNPH to determine the issue with the SSN

· If applicant selects that one of their phone numbers is non-U.S. number, 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.
· If applicant selects ‘Other’ for how did you hear about Nursing Education Loan Repayment Program system will display text box for applicant to enter information
· Once the applicant proceeds from the General Info page, the account settings will get updated with the appropriate information

· Applicant home Preferred Mailing Address

· Applicant Primary Phone Number & Extension

· Applicant Alternate Phone Number & Extension
· Demographic information is optional

· If applicant is logged in with an existing application account, any basic information that is changed on this page (such as SSN, name, address, etc.) will automatically be updated on all existing accounts

· Note: this is only for existing application accounts (such as an applicant that has applied to both NELRP and NHSC LRP). This will not update any information on the participant record.

· If an applicant wishes to change his/her application type after completing the Employment Verification section, they must first cancel their Employment Verification if their Employment Verification has been initiated

Section 7:  Employment
The Employment Information page asks for the applicant’s current employment information.  Depending on the applicant type, either a Critical Shortage Facility will be required for NELRP or a school site will be required for NELRP-NF. 
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Caring for communities in need

Q Thank you. Your account is now enabled.

Login

Please log in using the fiekds beiow

Your Email *

Your Password *

forgot your password?

Create an Account

Nota registered user?
Create a NELRP Application Account »

Note: Ifyou have previously registered to apply for NELRP or any ofhier
BCRS program inthe current or past application cycles, please use
your sxisting account information to log in.

Questions?

I~

For more nformation or questions please
© Referto the Partal FAQ

© Contactine BCRS Customer Care Cener al1-800-221.9303
© Use TTY for hearing impaired: 1-877-897-0910

Monday-Friday (except Federal holidays), 800 am to 8:00 prm ET or
email at Gethelp@hrsa.gov.
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Caring for communities in need

Forgot Password?
~ vequred feld

Step 1: Enter email address below
Emal Address *




Steps NELRP-NF:
1. Applicant selects state in the drop down
2. Applicant chooses a school from the drop down 

3. Applicant selects [image: image14.png]SAVE & CONTINUE



 once they have answered all the required fields.

4. Applicant will be moved to Employment Verification section

Steps NELRP-NF: School Not Found:
1. If the applicant cannot find their school they will select “School not Found” in school drop down (see screen shot 6)
2. Applicant enters school information and selects [image: image15.png]Enter School




3. A popup will be displayed giving the applicant the choice of sending the request to program or restarting the search (see screenshot 7)
4. If the applicant sends the request to program they will be returned to Employment School Search Page and language will be displayed indicating that they have sent their school information to Program (see screen shot 8)
5. Applicant will click continue and be directed to Qualifying Education page

Business Rules: 
· System shall limit school name field based on state selected
· System shall only provide schools in the school dropdown that:

· Exist in BMISS

· Are Accredited

· Have a status of non-profit/active
· System shall enable option “School Not Found” during entire application cycle which can be selected for any state 
· System shall populate the following fields and require user to complete them in order to continue if applicant selects “School not Found”

· School Name

· School Address
· System shall require applicant to confirm or cancel program communication upon selecting “Enter School” if applicant does not see their school
· If applicant selects “Restart Search” from the School Not Found Confirmation Pop Up, they will be taken back to the employment search screen
· System shall send communication to Program with the following information if applicant confirms to send communication to Program

· Applicant first and last name

· Applicant email/username

· Applicant school name and address entered by applicant
· System shall put applicant in “In Progress-Employment Not Found” status if applicant sends school information to Program from the School Not Found pop up 
[image: image69.png]N%RSECORPS

Caring for communities in need

HELRP APPLICATION

0 Your answer s correct. Pleass check your email for further instructions.

Forgot Password?

il.
ou should receive an email containing a link to reset your
password. Ifyou do not access this link and reset your
password within 2 days the link will expire and you will have
to request a new one.

Step 3: Check your em

Questions?

I~

For more information or questions please:

@ Refertothe Portal FAQ

® Contactthe BCRS Customer Care Center at
1.800-221.9303

® Use TTY for hearing impaired: 1-877-897-9910

MondayFriday (except Federal holidays), 800 am to 5:00
prm ET o emal at GetHelp@hrsa.gov.




· System shall enable Qualified Education page if user is in the “In Progress- Employment Not Found” status

· The Employment Verification page will not be enabled in this situation

· An analyst has the ability to make an applicant site “Eligible” or “Ineligible” from the Manage Application Documents screen when an applicant is in the “In Progress- Employment Not Found” status
· If an applicant site is made ineligible by an analyst their status will be “Ineligible” and they will be directed to the ineligible landing page after they refresh their screen or log back in (see screen shot on page 22)
· If an applicant is made eligible by an analyst the applicant will receive an email and their school will be added to BMISS
· The applicant must repeat the steps outlined above to add a site
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WELCOME TO THE NURSING EDUCATION LOAN REPAYMENT PROGRAM

Before you begin the spplication module, plasss b ure o carefully read the 2013 Application and Pragram Guidsnce (APG)
and the important informaton below,

NEW FOR NELRP IN 2013

1. AINELR Critical Shortage Facilities must have a Health Professional Shortage Area (HPSA) designation no
later than January 1, 2013

A HPSA score and designation staus can shange at any time thioughoutthe year To eliminate the impat of fluctuations n
HPSA scoring and designations during the NELRP 2013 application and award cyele and forthe purposes of determining funding
preference fiars, NELRP will“fracze” primary medical and mantal health HPSA designatins n the BMISS system a2 of January
1,2013. The NELRP will 3552 al applications based on HPSA data in BMISS, a5 of anuary 1 of 3 given year.

2 Employment Verification will be Electronically Processed

To steamine the application process and Increase the ntegiiy of the NELRP applisaton review orar, the Employment
Veriication il be electrnically delivered to the paintof contact (PO at the emplayment site zelactad in the application
Employment Information section. I yoursit doss not have 3 POC, you have the opportunity o entr 3 site POC email address n
tha "Diner POE Emair ield on the Emplayment Verfication sacion of the application thatwill enabls that ndividusl o create
a1 acoount on the Program Poralfor Site Administiators (Poral)and complate your Empleyment Verifioation a5 your site POC
Please efer o the Instructions in the NELRP Employmant Verifiation Instructions and FAGS fo nformation on how o
dstermine if your site has an existing POC and other details related to the Employment Verfioston process. Flease note that
complating the elsctonio Employment Varfication, fram intation o complation by th site POC, requiras ime and cocrdination
betwean the applisant and the site POC. Itis the applioants respansibility to ansure the timely somplation in oder to subimityour
NELRP application by the slosing date of February 25, 2013 3t5:00 PM EST

Upen the sits POC's complstion of the Emplaymant Veriieation an the Poral you will recaive an email notfication. Hawaver, it
is suggested thatyou periodically check your online application Employment Verfcation secion fr taus updates. A5 the
applican, you wil not be able to iew the completed Employment Vaifisatin il you have submitid your NELRP
application. Upon submisson, you will have 3 122d only view of your antit 3pplication incuding the Employment Verfication
fom yoursite POC. Ifyou find the information submitid by yourite POC is ncortect, you have the opportuity to raopen your
application and rasend the Employment Vrifisaton.

3. Abilityto Edit and Withdraw an Application during the Application Cycle
The NELRP understands hat an applieants sifoumstances can shange during the application cycle that may have an sffect on
Nisther application. I the 2013 application eyele, an applicant who submits histher applcation can retur to the applisaton to
make adit prior o the close date of Febiuary 25, 2013 31500 P EST. The applicantuill be allowed to emove of upload
additionsl forms and change any information included inthe application, ot it nesessary withdrawthe applicaton. By,
withdraning the spplication, you will o long b considared for an award. Al applications mus be submittad by, and no
Ghanges can be made after February 2, 2013 at 500 PM EST. Applicants oan withdraw their applioation amytime ster
submiting during the application cycle or ater the application closes, until hey have been st an offer for an award



[image: image72.png]2013 FUNDING PREFERENCE

Histriolly, the numbar of qualifid applcans has exceadsd available NELRP funding. Cansequently, the program uses funding
preferences to detarming the order in hich qualified applicants are considared for an award. Applicants are grouped ito
funding preference tirs 3 dasaribed in the lnk povided belowr. Additonally, applicants demonstiating the areatestfinancial
need, defined 35 those qualified applicants whase debtto salary ratio (.. total qualfying educationsl loans divided by base
annual salary) s 20 percent o areater,wil be priortized for unding. Staring with the fist i, awards wil be mads in order of
decreasing debtto salary rato untlfunds are expendad. Nurse Practtioner applications will be evalusted separately from other
Rissenving at s oitical shartage fasilty. Specific o NELRP Nutze F sculty applications, a funding praferénce, in addition to thase
With the greatest inancial nead, will be given to applicantswho are able to demonstiate 3t least 50% of thef nsttutior's
Students come fiom an emvitonmentally or scenomically disadvantaged background

@ Funding Prefarence Tiers for Registersd Nurses and flurse Faculty

@ Disadvantaged Baskaround Dafiition for Nurse Faculty

2012 FUNDING STATISTICS

Applications Received 5510 70 00
Number of Awardeas 2 128 214

Total foard Amount 53400200000 1050200000 57597 00000
APPLY NOW

The online sppication is mad up of severs| sectons. The fit secton that must be sompleted s Elgiblty. Vou wil ot be able
to continus with the applicatio ifyou are found insliible fo 3 NELRP award based on your responses In thi secton. Ifyou are
found aligible t paricipate in the program, you will be bl to zave your nformation and mave onto the Ganaral Informatian
Saction. The system wil prevent you fiom aceessing the next sacion until you have completed all required fields i the prior
Saction, hawever you wil be able o reviitprevious secions to make adit. The online application s made up ofthe ollouing
sactions

1. Elgiilty
2. Gansral Information

5. Employment Infomation
4 Employment varfication
5. Qualitying Education

6. Loan Information

7. Suppotting Documents

o GeltCentifioation
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~requted fied

To be eligible for the NELRP-NF and meet the funding preferences, your site must be an accredied collegiate, associate
degree or diploma school of nursing in a State where graduates are:

® authorized to sitfor the NCLEX-RN or

@ licensed RiNs who will receive a graduate of equivalent degree or training to become an advanced education nurse.
Collegiate and assosiate degree schools of nursing are a department, division, or other administrative unitin the educational
institution which provides primarity or exclusively a program of education in professional nursing. A diploma school of nursing
means a school affliated with 3 hospital or university, or an independent schoal, which provides primarily or exclusively 2
program of education in professional nursing. See section 801 of the Fublic Health Senvice Actfor a full and complete definition

ofthese terms. The educational programs in the school of nursing must be accredited by a national nursing accrediting agency
or state approval agency recognized by the Secretary ofthe U 8. Department of Education

Important Note:
@ Initiation of the CSF Site requestto submission of the EVF by the POC could take up to total of § business days. Therefore it
is recommended that you start the Employment Verification Form process as soon as possible

® Employment Veriication Forms andior Applications not submitted by the February 26, 2013 at §:00 P EST deadline will not
be processed and not considered for review. The deadiine will not be extended due to delayed receipt of Employment
Verification Forms,

@ itis responsiility ofthe applicant to ensure that a CSF Site request and EVF have been submitied in advance to allow
sufiienttime for processing

SEARCH YOUR SCHOOL OF EMPLOYMENT
State* Virginia

Sehoat* [Sechaat ot Faund

ENTER SCHOOL INFORMATION

Schaol Name * Virgina College of Nursing
adress Ling 1 123 Settlers Landing Way
Adress Line 2

ciy* Hampion

zip* 23668

SAVE & CONTINUE



[image: image74.png]School Not Found Confirmation

1 you are ot able o inctyour school, there is & chance that it s not yet
een addectto our system. By clicking the btan below, a message wil be:
entto our program analysts ta research your schaol. By daing this, your
applicaion wil be put in 3 holcing status which wil alow youto cortinue, but
you wil ot be bl to submit unti your school has been found el and
eckded tothe system,

‘School Name: Virgiia College of Nursing
Address: 123 Seftlers Landing Way ,
Hampton va 23665

Sond Request {o Progran] | | Restart search
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=

SCHOOL INFORMATION HAS BEEN SENT TO PROGRAM

The staus of your applcation has been shanged to refectthat your school i not urrently available. You wil not be able to submit
your applicaton forthe time baing, butwill ba abls o cantinus with the remaining sactions ofthe appication. You will receive 3
mescage zoon regarding the eligibilty of the zchacl you entéred and the net steps you will need to take. Plassa be amare that it
can take the NELRP up t w0 business 42y (noting businss houts are from 5:00 AM to 5:30 PAD t respond to site requests. Ifyour
School i found ligible, you will be able to search for it again, and il then nasd to complete the Employment Verifcation section
ofthe application n order to submit

School Name: Virgnia College of Nursing
‘Address: 123 Satters Landing Way, Hampton, VA 23658

To b eligible forthe NELF-NF and meet the funding preferences, yoursite must be an aosredited collegiate, ssosiate degree or
diploma sehool of nusing in 3 State where raduates are

© autharized t st for the NELEX.RMN or

@ licansed Fliswho will receive 3 graduate or equivalent degree or aining to besome an advanced education nurse

Collegiste and asociate degres schools of nusing are 3 deparment, division, of other administative unitin the edusationsl
insttution which provides primarily or xclusivly 3 program of education in pofessional nursing. A diploma school of nusing means
3 school afflated with 3 hospita or university,or a indepandent school, hich provides primarly or xclusively 3 program of
education in profassionsl nutsing. Ses Saction 501 of the Public Health Service Actfor 3 full and complste definiion of these terms.

The sducations! programs in the <choal of nursing must be sceredited by a nationsl nursing scsrediting agancy or ate approval
ageney recognized by the Secretaryof the U.S. Deparment of Education

Importart Hote:

@ Initiation ofhe CSF Site raquest to submission ofthe EVF by the PO could take up t fotl of & business days. Tharefore tis
racommanded that you sart the Employment Verfiostin Form procass a2 o a2 possble.

@ Employment Verifsatin Forms andor Appliations not submitiad by the February 23, 2013 at 500 PM EST deadline willnot be

prasesced and not cansidred for review Th daadiine willnot be axtanded dus to delayed receipt of Employment Varfication

Foms.

© s responsibilty of the applicantto ensure that 3 CSF Site raquest and EVF have been submitted in advance o allow sufcient

time for processing.

Search For My School Again
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requnedfld

Are any of these ofher ety stes your Citcal Shartage Faciliy? Enter Anctner Adiress >

Ifyou don'tsee yourste, plesse expand the mile radius: | [T0 e

Frances Scatt Kay. 300 willoughby Ave is I My
Brockiyn, Y 112054414 Site >
138 MEDICAL GROUP 3418 BROADWAY is I My
NEW YORK, NY 10031 st »
DA PRIMARY HEALTH CARE CENTER, INC. 1415 Haypward 5t s I My
Brockiyn, NY 112117823 Site »
WOODHULL MEDICAL AND MENTAL HEALTH CENTER 780 BROADWAY s I My

BRODKLYN, NY 112085317 Site »

BETH ISRAEL WILLIAMSBURG. 161 RODNEY STREET s 1 My
BRODKLYN, NY 112117233 Site >

CABS. CENTER 9498 Manhattan Ave is I My
Brockiyn, NY 112082801 Site »
BRODKLYN HOSPITAL CENTER 99 DIVISION AVENUE s 1 My
BRODKLYN, N 11211 st »
Addicion Resaarch and Treatment Corp. Bushwick 114055 Myt Avenve s I My
Brockiyn, NY 11205 st »
BEDFORD STUYVESANT FAMILY HEALTH 1488 Fultan Stract s 1 My
Brockiyn, Y 12182607 Site >
00A Professianals 20 Broadmay his i My
Brockiyn, NY 12117488 Site »
Boro Patk DBIGYN - Williamsburg 520 Broadway his i My
Brockiyn, 1Y 11243 st »
HELPIPSI - Brockiyn Primary Medioal Care & Mental Health Senices 503 Steling Place is I My
Brokiyn, NY 11215 st >
BROADWAY FAMILY HEALTH CENTER 1238 Broaduay his i My

Brockiyn, NV 11221.2008  Site »
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Steps NELRP:
1. Applicant fills out the name and address of their Critical Shortage Facility

2. Applicant selects [image: image16.png]Verify Address




3. Verified address appears at the bottom of the page (see figure 9)
4. If address entered is a match applicant selects [image: image17.png]Yes




· System will display a list of search results within a ½ mile radius of the Google address if user selects “Yes” to Google address match (see figure 10)

5. If address entered is not a match applicant selects [image: image18.png]



· System will display a list of search results within a 10 mile radius of the Google address if user selects “No” to Google address match (see figure 11)
6. If applicant doesn’t see their site they can expand the search radius

7. Applicant selects site they currently work at by clicking “This is my site” 
8. [image: image80.png]Eiigibilty | General Information ennlnymem EmploymentVerification  Education  Loans

Supporting Documents ~ Self Certification  Review & Submit

Employment: Critical Shortage Facility (CSF) Search

~requied fild

You have selected the following address.
380Willoughby Ave, New York, NY 11205, United States. Choose a Different Address »

Below are the Critical Shortage Facililies near the address you verified. Please select your speciic CSF from the table below,

If you don't see your site, please expand the mile radivs:  [1/2mile =]

Name

e Address Is this your site?

Frances Scott Key 300 Willoughby Ave This Is My Site »
Brooklyn, NY 11205-4414

Avicenna Medical Center aka: 138 Medical Group 3418 BROADWAY This Is My Site >
NEW YORK, NY 10031

1 Don't See My Site Here »




Applicant clicks [image: image19.png]SAVE & CONTINUE




9. Applicant is taken to Employment Verification Page
[image: image81.png]Nursing Education Loan Repayment Program Application

Hello Rchars,

You have submitied your 2013 Nursing Educstion Losn Repayment Program (NELRF) online sppliction and sl reauired
supporting dosumentst

Youroversi spplication sstusis Submitied

Yourspplication ID s 117157

Itis your responsibiity o ensure that the entiety of your applicstion and supporiing documents inluding Employment
Verfcations) s been scourately sibmitad. Applcstions found with daficiencies o missing informstion will not qualfy for
rvieu: For futher guidance plesss rafer o the 2013 Application and Program Guidance

17 afer revieuing your submitied spplication snd supporing documents there are changes you would ke to mle to your
appication (ncluding re-nititing an Employment Verfication). you msy sdit snd resubmit your application by the splication
desdline (February 25, 2013 st 500 PM EST). Applications not resubmitied by this time will not be considered for an sward
Giickthe button below to it your aplicstion.

1£you 212 1o longer nteresd n the 2012 Nursing Educstion Losn Repayment Program sward, plesss dick he bution below to
withraw your spplication. Once you withdraw your spplication. you may resubmityour cutent spplication using the edit bution
above unti Februsry 25, 2013 st 5:00 PM EST. Applications ot resubmitied by thisime will not be considered for an sward

e <

Itisimportant to keep your contact nformation sccurste and up o dste.If updates sre necesssry. please make the sppropriste
ehnangeson the Account Setings pge.

Employment Verifications

Site Name. ation Dats Response Date Status
Frances ScottKey 12112012 12012 Complete
General Supporting Documents

Document it [—— Status
Proc of US Gitizenship or US Nstionsl: Lawful Pemsnent Resident Loc sowpar Receives
Authorzation to Relsase Information mize.dosx Receives

Authorization to Release Employment Infomation mise.docx Receives



Steps NELRP: Site Not Found: 

1. If applicant does not see their site they will click [image: image20.png]1 Dont See My Site Here »



 at the bottom of the search results

2. A popup will be displayed giving the applicant the [image: image82.png]Withdraw Application

You have indiested that you sre no longer interesied In being & par o his spplication cycle. By selecting the Withdraw button
below: your appiicstion wil be ramaved from consderstion and 12 1o langer &lgible for awar. f e spplication cycle hss

passad. there 50 way to undo this sction. I this s not comect, you may go backto the Submitted landing page by alicking
Home,



choice of sending the request to program or restarting the search (see figure 12)
3. If the applicant sends the request to program they will be returned to Employment Site Search Page and language will be displayed indicating that they have sent their site information to Program (see figure 13)
4. Applicant will click Save and Continue and be directed to Qualifying Education page 
Business Rules

· [image: image83.png]Nursing Education Loan Repayment Program Application

Hello Rchars,
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ASAPIUnion Banke Tus 3443 Consolidsted Loan Supporting Document leorgohartpdf  Receive



System shall enable Verify Address only when applicant enters all required fields for CSF address 

· System shall provide address match from Google to the address entered by user (if possible)
· System shall inform applicant if there is no Google address match for address entered by applicant if address cannot be geocoded to a Google address
· System shall inform applicant to retype address and clear address fields if there is no Google address match for address entered by applicant on the first search attempt
· System shall display Site Not Found pop-up to send site information to Program if there is no Google address match for address entered by applicant on the second or more search attempts
· System shall display a list of search results within a ½ mile radius of the Google address if user selects “Yes” to Google address match

· [image: image84.png]Nursing Education Loan Repayment Program Application

Hello Rchars,

You have submitied your 2013 Nursing Educstion Losn Repayment Program (NELRF) online sppliction and sl reauired
supporting dosumentst

Youroversi spplication sstusis Submitied
Yourspplication ID s 117157

View your submitted application

Itis your responsibiity o ensure that the entiety of your applicstion and supporiing documents inluding Employment
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rvieu: For futher guidance plesss rafer o the 2013 Application and Program Guidance

for

17 afer revieuing your submitied spplication snd supporing documents there are changes you would ke to mle to your
appication (ncluding re-nititing an Employment Verfication). you msy sdit snd resubmit your application by the splication
desdline (February 25, 2013 st 500 PM EST). Applications not resubmitied by this time will not be considered for an sward

Giickthe button below to it your aplicstion.

1£you 212 1o longer nteresd n the 2012 Nursing Educstion Losn Repayment Program sward, plesss dick he bution below to
withraw your spplication. Once you withdraw your spplication. you may resubmityour cutent spplication using the edit bution
above unti Februsry 25, 2013 st 5:00 PM EST. Applications ot resubmitied by thisime will not be considered for an sward

Itisimportant to keep your contact nformation sccurste and up o dste.If updates sre necesssry. please make the sppropriste
ehnangeson the Account Setings pge.

Employment Verifications

Site Name. fiation Dat Response Date Status
Frances ScottKey 12112012 12012 Complete
General Supporting Documents

Document it [—— Status
Proc of US Gitizenship or US Nstionsl: Lawful Pemsnent Resident Loc sowpar Receives
Authorzation to Relsase Information mize.dosx Receives

Authorization to Release Employment Infomation mise.docx Receives



System shall allow applicant to change the radius of the search results

· System shall display a list of search results within a 10 mile radius of the address the applicant entered if user selects “No” to the Google address match

· [image: image85.png]Nursing Education Loan Repayment Program Application

Hello R

Visicome backto the Nursing Education Loan Repayment Program online applcstion!
Youroversi spplication sstusis In Progress.

Yourspplication ID s 117157
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System shall only provide sites in search results that:

· Exist in BMISS

· Have a HPSA score as of the Jan 1 HPSA Lock

· Have a status of non-profit/active

· System shall direct user to Employment Verification request page if user selects a site from the search results and selects Continue

· System shall enable Continue button only when user selects an option from the search results
· System shall require applicant to confirm or cancel program communication upon selecting “I do not see my site listed” from the search results

· If applicant selects “Restart Search” from the Site Not Found Confirmation Pop Up, they will be taken back to the employment search screen
· System shall send communication to Program with the following information if applicant confirms to send communication to Program

· Applicant first and last name

· Applicant email/username

· Applicant site name and address entered by applicant
· System shall put applicant in “In Progress-Employment Not Found” status if applicant sends site information to Program from the Site Not Found pop up 

· System shall enable Qualified Education page if user is in the “In Progress- Employment Not Found” status
· The Employment Verification page will not be enabled in this situation

· An analyst has the ability to make an applicant site “Eligible” or “Ineligible” from the Manage Application Documents screen 

· If an applicant site is made ineligible by an analyst their status will be “Ineligible” and they will be directed to the ineligible landing page after they refresh their screen or log back in (see screen shot on page 22)
· If an applicant is made eligible by an analyst the applicant will receive an email and their site will be added to BMISS

· The applicant must repeat the steps outlined above to add a site
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[image: image87.png]Employment: School Search

* required field

To be eligible for the NELRP-NF and meet the funding preferences, your site must be an accredited collegiate, associate degree or
diploma school of nursing in a State where graduates are:

@ authorized to sit for the NCLEX-RN or

@ licensed RNs who will receive a graduate or equivalent degree or training to become an advanced education nurse.

Collegiate and associate degree schools of nursing are a department, division, or other administrative unitin the educational insiitution
wihich provides primarily or exclusively a program of education in professional nursing. A diploma school of nursing means a school
affiiated with a hospital or university, or an independent school, which provides primarily or exclusively a program of education in
professional nursing. See section 801 of the Public Health Service Act for a full and complete definition of these terms. The educational
programs in the school of nursing must be aceredited by a national nursing accrediting agency or state approval agency recognized by
the Secretary of the U.S. Department of Education.

Important Note:

@ Initiation of the CSF Site request to submission of the EVF by the POC could take up to total of 5 business days. Therefore it is
recommended that you start the Employment Verification Form process s s00n as possible.

® Employment Verification Forms andor Applications not submitted by the February 28, 2013 at 7:30 PM EST deadiine will not be
processed and not considered for review. The deadiine will not be extended due to delayed receipt of Employment Verification
Forms.

@ Itis responsibiity of the applicant to ensure that a CSF Site request and EVF have been submitted in advance to allow sufficient,
time for processing

SEARCH YOUR SCHOOL OF EMPLOYMENT
State * Nebraska <]

School * Wester Nebraska Community College ~]
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[image: image90.png]Nursing Education Loan Repayment Program Application
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Steps to remove a Site or School:

1. Applicant navigates to the employment page by clicking the Employment link at the top of the page

2. Applicant clicks “Remove School” or “Remove Site”

3. Once previous site is removed applicant will have to repeat steps to add another site 

Business Rule:
· If the applicant has an initiated or completed Employment Verification, they must cancel the Employment Verification before they can remove their site
Section 8:  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. Applicants will have visibility to the information entered by the sites upon submitting their applications. Based on the answers provided by the Employment Site an applicant can be made ineligible upon submission. If this occurs and the applicant believes it is incorrect, an applicant will be able to edit their application,  cancel the existing EV, and re-submit a new one..
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Employment: School Search

~requied fild

To be eligible for the NELRP-NF and meet the funding preferences, your site must be an accredited collegiate, associate degree
or diploma school of nursing in a State where graduates are:

@ authorized to sit for the NCLEX-RN or

@ Jicensed RN who will receive a graduate or equivalent degree or training to become an advanced education nurse.

Collegiate and associate degree schools of nursing are a department, dision, or other administrative unit in the educational
institution which provides primarily or exclusively a prograr of education in professional nursing. A diglarna school of nursing
means a school affliated with a hospital or university, o an independent school, which provides primarily or exclusively a program
of education in professional nursing. See section 801 of the Public Health Senvice Act for a full and complete defintion of these
terms. The educational programs in the school of nursing must be accredited by a national nursing accrediting agency or state
approval agency recognized by the Secretary of the U.S. Department of Education

YOU HAVE SELECTED THE FOLLOWING SCHOOL AS YOUR WORKPLACE:

Harnpton University - School of Nursing

Remove this School



Steps:
1. System will populate EV request for site added on Employment page                                 

2. Applicant can click site name to verify that the appropriate address, phone number and point of contact are listed
3. Applicant can enter “Other POC Email” if the applicant does not see their correct POC in the site information or if the site does not have a POC associated with it
4. Applicant clicks  [image: image21.png]Initiate »




5. Applicant clicks [image: image22.png]SAVE & CONTINUE




6. Applicant is taken to the Education section
Business Rules:
· System shall populate an EV request for the site added on the Employment page
· System shall display EV status as Not Started before applicant initiates a EV Request
· System shall enable Cancel button if EV status is “In Progress,” “Complete”, or “Returned-Unverified”
· [image: image92.emf][image: image93.emf]System shall allow applicant to resend EV if EV status is “Returned-Unverified”
· System shall allow applicant to continue to next section, Qualifying Education, if individual EV Request is in any status.
· [image: image94.emf]System shall send an email to “Other” POC entered by applicant with instructions on how to register a portal account
· If an applicant wishes to change his/her application type (which can be done by navigating back to the General Information page), they must first cancel their Employment Verification if their Employment Verification has been initiated 

· If an applicant wishes to remove their site (which can be done by navigating back to the Employment page), they must first cancel their Employment Verification if their Employment Verification has been imitated 
Steps to cancel EV
1. Applicant navigates to Employment Verification page using the navigation links at the top of the screen
2. EV status will be displayed and can either be Initiated, Complete or Returned Unverified 

3. Applicant selects [image: image23.png]Cancel



 if they wish to cancel the EV
4. Applicant can re-initiate EV by clicking the [image: image24.png]Initiate »



 button
Business Rules

· If the applicant wants to change Employment Site/School Site they must navigate to the Employment page and remove Employment Site/School after cancelling the EV
· If the applicant would like to change their application type they must navigate back to the Employment page and remove Employment Site/School Site, then navigate to the General Information Page to change their application type after cancelling the EV

· If an applicant changed their Employment Site/ School Site or their application type the applicant must repeat the steps to add an Employment Site/School Site & initiate an EV
Business Rules
· An applicant may cancel an EV and complete the rest of the application but will not be able to submit their application until the Employment Verification has a status of “Complete”
· System will display at the bottom of the page a table of all EVs that have been cancelled called the “Historical Requests” table

Section 9:  Qualifying Education
The Qualified Education page is used to collect information about the applicant’s nursing education information.
Steps:
1. Applicant selects [image: image25.png]Add a New School




2. Applicant is directed education details page (see figure 15) 
3. Applicant selects the state where the school is located
4. Applicant will select school based on list populated when state was selected
5. Applicant will select whether they received a degree from selected school, transferred from selected school or attended selected school for nursing prerequisites
6. Applicant will enter the date they began and ended their education at selected school
· Date format is mm/yyyy
7. If applicant indicated that they received a degree from the schools, the applicant will select type of nursing degree(s) received and date(s) received from the school
· Date format is mm/yyyy

8. Applicant selects [image: image26.png]CONTINUE




9. Applicant is taken to the “School Documents” page (see figure 16)
10. Applicant has to upload an Official/Unofficial transcript to continue to the next section
11. Applicant has the option to upload unlimited Additional Supporting Documents
12. After applicant uploads their documents they will select [image: image27.png]SAVE



 and be directed back to the Qualifying Education landing page (see figure 17) where they will see the school(s) added
13. Applicant can add an additional school or edit existing school information
14. Applicant will select [image: image28.png]CONTINUE



  after adding all schools and be directed to the Loan section
Business Rules:

· System shall require user to answer required fields to be able to continue 
· System shall limit school name drop down based on state selected
· System shall require user to enter in “Other School” information if “Other” is selected for NELRP School Name

· System shall require user to check at least one : 

· I received a nursing degree from this school
· I transferred from this school
· I attended this school for nursing prerequisites
· System shall not allow user to select both: 

· I received a nursing degree from this school
· I attended this school for nursing prerequisites 
· System shall require user to add at least one school with a nursing degree selected to be able to continue to the loan section
· System shall require user to answer “Date Received Degree” and “NELRP/NF Applicant Degree Type” if “I received a nursing degree from this school” is selected
· System shall require that “School Start Date” is after Birth Date

· System shall require that School Start Date is prior to current date
· System shall require that “School Start Date” is before “School End Date”
· System shall require that “School End Date” is on or before “Date Received Degree”
· System shall require that “School End Date” and “Date Received Degree” is on or before the application submission date
· This check will occur upon submission of the application
· System shall allow user to edit school added by clicking “Edit” in the table and the education details will populate with information entered
· System shall require a transcript for each school added
· System shall provide error message if transcript size is greater than 5MB
· System shall allow unlimited “Additional Supporting Documents” to be uploaded for each school added
· System shall not allow the earliest school start date to be greater than 3 months later than the latest loan date or the latest school end date to be greater than 3 months prior to the earliest  loan date if applicant adds or edits a school after at least one loan is added
· This is only if applicant navigates back to education page after adding at least one loan (or selects to edit application after submitting)
· If an applicant inputs their dates as MM/DD/YYYY the system will default dates to MM/YYYY format
· Education start date and degree received date is defaulted to the first day of the month in the BMISS system
· For example, if an applicant indicated their education start date is 10/14/2005 and degree received date as 11/11/2009 the  BMISS system will interpret it as  10/01/2005 &  11/01/2009 respectively
· Education end date is defaulted to the last day of the month in the BMISS system
· For example, if an applicant indicates their education end date as 10/14/2009  BMISS system will  interpret it as 10/31/2009
· Applicant can enter comments for each school added


Section 10:  Loan Information 
The Loan Information page asks for the applicant’s information regarding the amount of loan repayment they will request from the NELRP. The applicant will need to enter the loan account servicing lender, account number, original amount of loan, current balance and relevant dates of loans for which they are requesting funding for from the NELRP.
Steps:
1. Applicant clicks [image: image29.png]Add a New Loan




2. Applicant is taken to the “Loan Details” Page (see figure 18)              .

3. Applicant completes required fields to continue:
· Name of current servicing lender
· Loan account number
· Original date of loan
· Original amount of loan
· Current balance and date
· Type of loan
· Is loan in default
· Is loan under federal judgment
· Was the loan sold
· Is the loan consolidated
4. If the loan is consolidated the applicant will be required to enter the following information:
· How many loans have been 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
5. Applicant clicks [image: image30.png]CONTINUE TO DOCUMENTS



  and is directed to Loan Supporting Documents Page (see figure 19)
6. Applicant uploads all Required Loan Supporting documents for their loans 

7. Applicant clicks [image: image31.png]SAVE



 and is directed back to the Loan home page

8. Applicant can add another loan, edit an existing loan or click [image: image32.png]SAVE & CONTINUE



 to be directed to the Supporting Documents section           
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: 

· Lending Institution name
· Lending Institution phone number & extension

· Lending Institution fax number

· System shall allow account number to be alpha –numeric and allow special characters to include dashes  
· 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: 

· No more than 3 months prior to earliest school start date, If No to Consolidated Loan 

· No more than 3 months after  latest School End Date, if No to Consolidated Loan

· 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 user to enter date if Yes to Loan in Judgment
· System shall require user to enter date if Yes to Loan in Default
· System shall require Original Service Lender Name if “Yes” is selected for Loan Sold
· System shall require Consolidated Loan Dates to be :

· No more than 3 months prior to earliest school start date 

· No more than 3 months after latest school end date 

· Prior to Original Date of Loan
· System shall enable date fields, original amount of loan, and loan account number for the number of loans indicated for number Loans in Consolidation, each is required
· System shall require the user to upload the Perkins Loan Supporting document to submit application if Type of Loan is Perkins
· System shall require user to submit a Consolidated Loan Document, if Yes to Consolidated Loan
· System shall require user to submit the “Required Loan Supporting Document” for each loan
· System shall allow user to continue to next section without uploading all or any required loan documents. Loan page status will be “In Progress” until all required documents have been uploaded for each loan and applicant will not be able to submit application.
· System shall require user to upload the “Required Loan document” for each loan to submit application
Section 11:  Supporting Documents
The Supporting Documents page consists of all the required documents that an applicant must submit for the NELRP application.  The documentation consists of required documents for NELRP and NELRP-NF applications.

Steps:
1. Applicant selects the type of required document they will upload.

2. Applicant selects                   to find the document they wish to upload.


3. Applicant selects                  when they select the appropriate document.

4. Applicant repeats these steps for all of the required documents.
5. Applicant clicks on “Authorization to Release Information” and “Authorization to Release Employment Information” to download respective forms

6. Applicant will fill out forms and upload completed form to their computer

7. Applicant will repeat steps to upload “Authorization to Release Information” and “Authorization to Release Employment Information” forms

8. Applicant clicks [image: image33.png]SAVE & CONTIHUE



 to proceed 
Business Rules:
· System shall display the supporting documents required to submit application for each applicant
· Each uploaded document will be linked for the applicant to view
· System shall allow applicant to upload different types of documents – PDF, jpeg, text, doc
· System shall allow applicant to upload document size up to 5 MB
· System shall reflect a required transcript for each school submitted on Qualified Education Information page 

· System shall reflect all loan documents uploaded for each loan

· System shall require the “Existing Service Obligation” document if the applicant answers yes to having an existing service on the Eligibility section
Section 12:  Self-Certification
The purpose of the Certification page is for the applicant to confirm the statements regarding debarment, suspension, disqualification and related matters. The applicant also gives authorization to disclose financial information.  The applicant will also agree to reading the APG and that all information in the application is true. The applicant must agree to these certifications in order to submit.

Steps:
1. Applicant reads the certification statement.

2. Applicant checks the box that certifies to each statement.
3. Applicant selects[image: image34.png]CONTINUE



.
Business Rules:
· 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 but then navigates to another section on the application to make any edits
· The applicant must complete the Self-Certification each time after editing 

Section 13:  Review & Submit
The Review & Submit page is the last page of the application. The Review & Submit page has a table with each section and the status of that section. All sections must be in complete status in order for the applicant to be able to submit the application. The applicant can select the top navigation menu or a particular section’s link in the table to view that page.


Steps:

1. Applicant reviews the application and makes any necessary changes
2. Applicant enters password

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



.
Business Rules:
· Applicant can view and edit any page of the application by clicking on the page name before submitting.
· Applicant will then need to complete the Self-Certification section again

· Applicant must enter in their correct password in order to submit their application.
· All page statuses except for review and submit must be complete for applicant to submit their application.
· System shall not allow application to be submitted after the application deadline of 2/28/13
· System shall update application status to a submitted status upon submission
Section 14:  Submitted Page 
After the applicant submits his/her NELRP 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 application deadline of 2/28/13. The applicant may withdraw his/her application up until the applicant receives a Confirmation of Interest (COI), if applicable.


Business Rules:

· System shall allow applicant to submit but immediately be deemed ineligible internally and externally if: (NOTE: current date=submission date):

· Received degree date from education page is in the future of current date
· Applicant has a BCRS existing service that has an obligation end date in the future of the current date (through SSN check)

· The Employment Verification (EV) submitted by the site Point of Contact (POC) indicated that the applicant does not meet the required work hours per week to be eligible for an award

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

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

· System shall disable Withdraw when applicant is sent Confirmation of Interest
· System shall update applicant status to “In Progress” upon selecting Edit
· System shall disable Edit when application cycle closes on 2/28/13

· System shall save most recent status once application closes if applicant selects Edit or Withdraw (for example: if applicant edits and never resubmits by application close date, their final status will be in progress)

· System shall allow applicant to select Undo Withdrawal after they have Withdrawn their application if they wish to resubmit after withdrawing
· System shall link the EV submitted by the site on the submitted landing page
· This will be the first time the applicant will see the Employment Verification
· System shall link a copy of submitted application in PDF  after application has been submitted

· System shall display “Submitted-Ineligible” Landing Page content if applicant is deemed ineligible upon submission (Edit and Withdraw functionalities should still be enabled until the application deadline)
· All documents uploaded by the applicant will be linked on the Submitted Landing Page
Section 15: Application Withdraw


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 Withdrawal button. However, the applicant must resubmit his/her application by the application deadline to be considered for an award.

Steps:
1. From the Submitted Home Page an applicant will click the [image: image36.png]Withdraw



 button

2. The applicant will be directed to the “Withdraw Application” confirmation screen 
3. The applicant clicks [image: image37.png]Withdraw



 and is directed to the Submitted Home page (see Figure 20)
· Note: The applicant will now have a status of “Withdrawn”

4. On the Submitted Home page the applicant can undo the withdraw by clicking [image: image38.png]UNDO WITHDRAWAL



 

5. If the applicant clicks [image: image39.png]UNDO WITHDRAWAL



 he/she will be directed to the In Progress Landing Page 

6. The applicant will click [image: image40.png]CONTINUE



 from In Progress application and will be directed to the Self Certification Page

7. Applicant will follow steps to complete and submit application


8. The applicant will read each certification
9. Applicant indicates that he/she agrees by selecting the checkbox.

10. Applicant selects [image: image41.png]SAVE & CONTINUE




9. Applicant is directed to the Review and Submit Page

10. Applicant reviews the application.

11. The Applicant enters his/her password

12. Applicant selects [image: image42.png]SUBMIT



 and is directed to the Submitted Home 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 they must resubmit by the application deadline

· The system will save the most recent status once the application closes if applicant selects withdraw

· An applicant may withdraw his/her application if his/her status is “Submitted” or “Submitted-Ineligible”
Section 16: Edit Application

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 NELRP award.

Steps:
1. The applicant clicks Edit Application
2. The applicant will be directed to the In Progress Landing Page (see figure 21)
3. The applicant navigates to any section to make the necessary edits
4. The applicant  clicks 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 will follow steps to complete and resubmit application
Business Rules:
· The applicant will not be able to Edit his/her application after the application deadline
· An applicant must resubmit his/her application by the application deadline if they want to be considered for an award

· The applicant will be directed to the In Progress landing page when selecting Edit

· The applicant’s status will be changed to “In-Progress” upon selecting Edit

· All business rules apply on each page if the applicant selects Edit

Section 17:  Account Settings
The applicant can change their password, email and security question on the Account Setting page. In addition, the applicant will be able to see their application ID. 

Steps to change password or email:

1. Applicant enters new password or email 
2. Applicant confirms new password or email
3. Applicant enters current password
4. Applicant clicks to Change Password or Change Email
5. System displays confirmation that password or email has been successfully updated 
Steps to change security information:

1. Applicant selects Security Question from the dropdown

2. Applicant enters new Security answer

3. Applicant enters current password in the “Current Password” box

4. Applicant clicks Change Security Information

5. System displays confirmation that security information has been successfully updated.

Business Rules:
· System shall inform user that password/email/security information is now changed upon selecting Save
· System shall inform user that they must log out and log back in upon updating password/email/security information
· System will not create account if email exists in a previously created account
· System will send confirmation to new email if email was updated
Section 18:  Resolving Issues
Please follow the instructions to resolve any inquiries a NELRP applicant might have:

1. For Technical Issues:

· When a technical issue is encountered, e.g. Applicant cannot upload supporting documents, the Call Center should log this issue in TTPro with the applicant’s contact information and a description of the problem. At this point, the BMISS HyperCare Support Team would define and resolve the issue as well as notify the Call Center analyst of the resolution. 

Logging Issues:
· When logging issues in TTPro
· Log issues as “CC>NELRP Online App > Eligibility Page”
· CC refers to call center

· Whichever page the issue is found on please indicate it after NELRP Online App

· If the issue occurs on the General Information page please log the issue as “CC>NELRP Online App> General Info Page”

· Attach a screenshot to the issue (if applicable)

· Please do not include a screen shot of the whoops error message

· Have the applicant take a screen shot of the page the problem was found on and attach that to the bug

· Include the following details in the Description section:
· Applicant information: Full name, last four of SSN, username, phone number, applicant id, application id
· The exact Online Application screen the applicant was on when the issue occurred

· The Web Browser the applicant was using

· The frequency of the issue
· Detailed description on how to reproduce the issue

· The time and date this issue occurred

· Include the priority and severity of the issue
2. For Program Related Issues:

· If an applicant has a program question, the Call Center will try to answer the problem by referring to the Application and Program Guidance. If the Call Center is unable to answer the question then they must triage the question to the Nursing Education Loan Repayment Program.
Online Application Program Related Issues Contact:
	Robin Clinkscale: 
RClinkscale@hrsa.gov


Or calls the NELRP Main line: 301-594-4098 
       Capturing Applicant Information:

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

· First and Last Name 

· Email Address used to log into the application
· 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)
Section 19:  Resolving Issue Flow Chart
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