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Introduction: NHSC SP Online Application User Guide

Purpose: The NHSC SP Online Application user guide serves as the main tool for the Customer Care Center to answer applicant questions
regarding issues applicants have when calling for resolution. In addition to this user guide, the Customer Care Center Analysts must be familiar with
the NHSC SP Application Program & Guidance, as some of the questions will be program based and are not discussed in this user guide. The
primary intent for this user guide is to focus on the functionality developed for the NHSC SP Online Application.

Roles: The application will be filled out by external users. The Customer Care Center Analysts need to understand the functionality to support
external users should they encounter any problems with the application.

Precondition: Applicant has a question regarding the NHSC SP Online Application and contacts the Customer Care Center for help to resolve an
issue.
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Section 1: BCRS Portal

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

Welcome t0 Steps:
th@ BCRS 1. Applicant selects “Applying for the NHSC Scholarship Program.”
pOTml 2. System displays log in page

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

AN APPLICANT

Applying for the NHSC Loan Repayment Program »

|Appl',~'ing for the NHSC Scholarship Program » |

Applying for the NURSE Corps Scholarship Program »

Applying for the Nursing Education Loan Repayment Program »
Applying for the Faculty Loan Repayment Program »

Applying for the Student to Service Loan Repayment Program »
A PARTICIPANT

In a Loan Repayment or Scholarship Program »

AN ADMINISTRATOR, REPRESENTATIVE OR PCO

A Site Administrator »

A Primary Care Office Member »
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Section 2: Create Account

The first action an applicant takes for the NHSC SP Online Application is to create an account.

MATIONAL HEALTH Steps:
S =IPAVA[@{ =R HsC SCHOLARSHIP PROGRAM APPLICATION _ , , o
1. Applicant navigates to the Online Application via the

CORPS @ " weblink:

https://programportal.hrsa.gov/extranet/application/nhscsp

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

Login
Business Rules:

- If an applicant has an exisiting account for another account

Please log in using the fields below: he/she will be able to login with those credentials

Your Email * - An applicant may not create an application after the
application deadline May 2, 2013

Your Password *

- The applicant will be prompted to fill in a series of fields in
forgot your password? order to create an account. Once the applicant selects
T LOG IN “Create”, the system will send an activation email to the

address used to create the account. The instructions or the
applicant are detailed in the email

Create an Account Questions!
Not a registered user?treate an account for the NHSC SP bI For more information or questions please:
Note: [f you have previously registered to apply for NHSC SP or any other Refer to the Portal FAQ
BCRS program in the curent or past application cycles, please use your Contact the BCRS Customer Care Canter at 1.800.271.9393

existing account information to log in.
Use TTY for hearing impaired: 1-877-897-9910
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The applicant will be prompted to fill in a series of fields in order to create an account. Once the applicant selects “Create,” the system will send an activation email
to the address used to create the account. The instructions for the applicant are detailed in the email.

Create My Account

= required field

Please enter the information below to create your account for the Online Application Form. Once you complete and submit the

information, you will receive access to login and complete the Online Application Form. To ensure that your application is
complete, please refer to the 2013 Application and Program Guidance which outlines the eligibility criteria.

Once you complete and submit the following information, an email message with a link to verify your email address will be
sent to you. You will need to verify your email address within two (2) days to be able to login to your account.

First Name *
Last Name *

Middle Initial

Title I Seleclj
I Seleclj

Suffix

Email *
Confirm Email *
Create Password * @

Confirm Password *

Security Question *

Select j

Security Answer *

CREATE

Steps:

1.

2.

Applicant answers each of the required fields.
. CREATE
Applicant selects
SP.
- Once an applicant has created an account he/she must use the same log
in information if the applicant wishes to apply to any other scholarship or
loan repayment programs

to register for an account with the NHSC

The system will prompt the user at the top of his/her screen that his/her
account is created. The system also sends an activation email to the
applicant’'s email address.

The email will be from: noreplay@hrsa.gov with a subject of “Activate your
HRSA account.” The applicant will open the email and click on the activation
link in the body of the email.

The system will re-direct the applicant to the Home page notifying him/her
that his/her account is activated.

Business Rules:

The email address provided by the applicant will serve as his/her username

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

The following information will be auto-populated in the General Information
section of the application
e First Name,
Last Name,
Middle Initial
Title
Suffix

Applicants can select the tool tip next to the Password field for details on
password criteria

An applicant must activate his/her account before he/she can log in

PROPERTY OF HRSA | BCRS
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Section 3: Logging In

After activating an account, the applicant will be able to log in. The applicant will enter his/her email address and password used in creating his/her account. If the
applicant forgets his/her password, they can reset his/her password by selecting the “Forgot your password?” link.

NATIONAL HEALTH
SERV|C E NHSC SCHOLARSHIP PROGRAM APPLICATION Steps:

CORPS@ 1. Applicant enters his/her email address and password.

2. Applicant selects LOGIN (Login) and the system brings him
her to the Not Started Home page.

Login

Business Rules:

Fease log i using e fields below - The applicant will be warned after his/her second failed log

Your Email * In attempt
Your Password | - The applicant’s account will be locked after the third failed
log in attempt.
L ) e The applicant can select “Forgot your password?”
forgot your password LOG IN to reset his/her account, or;
e Contact the Customer Care Center to have his/her
account unlocked
- System shall not allow user to create acount if Applicant
. ) . Primary Email already exists in BMISS participant account
Create an Account Questions! )
Not & registered user? Create an account for the NHSC SP » For more information or questions please:
Nate: If you have previously registered to apply for NHSC SP or any other Refer to the Portal FAQ
BCRS program in the current or past application cycles, please use your Contact the BCRS Customer Care Center at 1.800.224.9393

existing account information to log in.
Use TTY for hearing impaired: 1-877-697-9910

Monday-Friday (except Federal holidays), 8:00 am to 8:00 pm ET or email
at GetHelp@hrsa.gov.
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Section 4: Forgot Your Password

If the applicant forgets his/her password, they will have to select the /90 Vour password? (Eorgot Password) link and follow these steps in order to reset it:

Forgot Password!?
*vequired fields

Step 1: Enter email address below

Ernail Address™

NEXT

Forgot Password!
“requtred fielels

Step 2: Answer your security question below to have
your password reset,

What is your favorite pet's name?

Answer:

SUBMIT

Steps:
1.

Applicant selects 72190t your password? (forqot your password).

Applicant enters his/her email address and selects - (Next) (see Figure
2).

The Applicant answers his/her securiti question they selected when they created

his/her account, and selects (Submit) (see Figure 3).
System displays confirmation and sends email to applicant (see Figure 4).

Applicant selects Reset Password Link from email.

Applicant enters new password and selects _ (Update
Password), (see Figure 5).

Your answer is correct. Please check yvour email for further instructions.

m

w Please set your new password below,

Change Pagsword

New password:* 0

Confirm new password: *

Y _
. 8
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- 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.
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Section 5: Home Page

The Not Started Home page is the first page the applicant sees on his/her initial log in. Once the applicant has started his/her application, his/her status will change
to “In Progress” and his/her will be directed to the NHSC LRP “In Progress” Home Page when logging in.

Steps:
NHSC Scholarship Program Application

1. Applicant reads through the information displayed on the

WELCOME TO THE NHSC SCHOLARSHIP PROGRAM (SP) APPLICATION Home Page.

Hello Joe,

Thank you for your interest in the MHSC Scholarship Program {MHS5C SP). Please be sure to carefully read the 2012 NHSC . START MY APPLICATIDN

5P Application and Program Guidance [APG) before starting the applicstion. In order to submit your MHSC SP application, 2 Appllcant SEIeCtS (Start My
you must upload all supporting documentation. App|lcatI0n)

It is recommended that prior to beginning the online application you prepare all electronic copies of the required
supporting documentation. Additionally, you will have to submit an academic and non-academic letier of

recommendation throuwgh the application pages. All informafion provided in the supporting documents and online

Notes:

application must match exacty. Any discrepancies will cause your application fo be deemed ineligible.
All of these documents can be uploadad online:

Froof of LS. Citizenship or U.5. National

Applicants are strongly encouraged to read the 2013
Application and Program Guidance document prior to
starting his/her application:

Authorization to Release Information

Acceptance ReportVerification of Good Standing

Unofficial Transcript

Verification of Exceptional Financial Need Status {If Applicable)

Verification of Disadv antaged Background {If Applicable)

Exigting Service Obligation/Ressrves Document (If Applicable)

Three Application Essays

CWiResume

Curment Tuition and Fees Schedule
The online application ismade up of several sections. The first two sections that must be completed are Assurances and
Eligibility. respectively. You will not be able to continue with the application if you are found ineligible for a MNHSC SP
awsrd based on your responsesin thesse two sections. Once you are found eligible to paricipate in the program, you will be
able to sawe your information and mowve on to the General Information section. The systemn will pravent you from accessing

the next section until you have completed sll required fieldsin the prior section. The online application is made up of tha

following sections

1. Assurances

2. Eligibility

3. General Information

4. Background Information

5. Degree Information

8. Letters of Recommendation
7. Supporting Documents

8. Self-Cerification

8. Review & Submit

PROPERTY OF HRSA | BCRS
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Prior to submitting, you will have the opportunity to review your online application. Please do =o carefully. Once the
application hasbeen submitted, you will have the ability to edit your application until the deadline. Your final application
will be aveilable for review, download, and printing. To ensure that your application is complete, please refer to the 2013

NHSC 5P Application and Program Guidance which outlines the eligibility criteria.
Please select "Start My Application” to begin your online spplication.

The final submission date is May 2, 2013 at 7:20 PM EDT. Remember to log into the NHSC 5P online application to check
the status of your application!

PAPERWORK REDUCTION ACT PUBLIC BURDEN STATEMENT

An agency may not conduct or sponsor, and a person is not required to respond to, a collection of information unlessit
displaysa cument OMB control number. The curent OME control number for information collected through this application
processis 0815-0146 and the expiration date is 4/30/2014. Public reporting burden for this collection is estimated to
average 4.5 hours per response, including the time for reviewing instructions, searching existing data sources, gathering and
maintaining the data needed, and completing and reviewing the collection of information. Send comments regarding this
burden edtimate or any other aspect of this collection of information, including suggestions for reducing this burden, to
HRSA Reports Clearance Office, 5600 Fishers Lane, Room 10-33, Rockville, Manyland 20857 .

START MY APPLICATION

PROPERTY OF HRSA | BCRS
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If the applicant returns to his/her previously saved application, once he/she logs in, the applicant is directed to the Home page and the application status will now
display “In Progress.” The applicant will be able to continue with his/her last saved page or jump to any completed section by selecting the blue link.

NHSC Scholarship Program Application

Hello Joe,

Welcome back to the National Health Senice Corps (NHSC) Scholarship Program (SP) online application!
Your overall application status is: In Progress

Your application ID is: 121867

Application Deadline: May 2, 2013 at 7:30 PM EDT

Flease select Confinue fo resume filling out the online application.

Assurances Complete

Higibility In Progress
General Information Mot Started
Background Information Not Started
Degree Information Mot Started
Letters of Recommendation Mot Started
Supporting Documents Mot Started
Self Certification Mot Started
Review & Submit Mot Started

CONTINUE

PROPERTY OF HRSA | BCRS $
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Steps:
1. Applicant reads information on status page.
2. Applicant selects to navigate to a specific section by selecting the page name hyperlinked in the table, or;
3. Applicant selects to continue his/her application from the last saved page by selecting R (Continue).

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

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

s
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Section 6: Assurances

HHSC SCHOLARSHIP PROGRAM APPLICATION Account Settings | Log Out Steps:

The Assurances section is the first section of the NHSC SP application. This section informs the applicant of the terms and conditions and obligations associated
with an acceptance of a NHSC scholarship award. An applicant must accept all assurances to proceed to the next section.

* Accept

1. Applicant reads each of the Assurances and clicks

Assurances Eligibility General Information Background Information Degree Information 2 Applicant clicks SAVE & CONTINUE
Letters of Recommendation Supporting Documents Self Certification Review & Submit 3. Applicant proceeds to next section

Assurances Business Rules:

* vequtred field - Applicant must accept all assurances to proceed to the next section

1. 1will provide one year of primary care serices in an MHSC approved site in a health professional shortage area far
gach year or partial year of federal suppant provided, with & minimurm 2 year full time senvice obligation. *

* Accept © Decline

2. by service will hegin following graduation from the health professional training program that is being suppored ar
after completion of an approved postgraduate training program and being permanently licensed in my profession. *

& pccept © Decline

3. Ifneeded, I'will relocate to another area based on the needs of the Mational Health Services Corps. (lunderstand that
if don't obtain a placement at an MHSC approved service site, the MHEC has the rightto assign me to any
MHSC-approved semice site within the 50 United States, the District of Columbia, and its territaries ) ™

& pccept © Decline

4 lunderstand that if | fail to meetthe NHSC's senice requirements as stated above, will be liable to pay the United
States damages equaling 3 times the scholarship award amount plus interest as calculated by the Federal
Government. *

& pccept © Decline

SAVE & CONTINUE

PROPERTY OF HRSA | BCRS
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Section 7: Eligibility

The Eligibility page is used to ensure the applicant meets the qualification requirements to apply for an NHSC SP 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.

RTI Steps:
El&ghw 1. Applicant answers all required questions.

1. Are you a UE citizen or a US national™®
% ves {7 No

2. Have you ewer been dismissed, placed on probation, suspended, or voluntarily withdraven from a health profession school

for academic or dizciplinany reasons™ *

= ves % No

3. Do you have a judgment lien against your property from a Federal debt? ™ L7 ]
 ves @ No

4. Have you defaulted on any Federal ar non-Federal payment obligations or had any Federal ar non-Federal debt written
off az uncollectible? = @

 ves % No
5. Doyou have an existing senice obligation™® L: ]

% ves {7 No

il it be completely satisfied on or before application submission™ *
" ras % Ha
Areyou a unifermed service member or member of reserve corpsT

" vres [(¥iNa

6. Have you defaulted on a serwice obligation to a federal, state, local government, ar other entity or had a federal

senice/payment obligation waived™ " ki)
" ves ¥ No

Tl you be enrolled as a full-time student during the 2013-2044 school year and will your class attendance begin on or
before September 30, 201377

& ves {7 Mo

2. Are you enrolled in a joint degree program™ ™

* ves {7 No

Iz the second degree a haster of Public Health® ®

= ves % Ha

2. Applicant selects | S4¥E & EONTINUE

answered all the required questions.

(Save & Continue) once they have

3. Applicant will be directed to General Information page, if they are eligible.

4. Applicant will be directed to the In Progress — Ineligible landing page, if
found ineligible.

Business Rules:

- Select any tool tip “ @  for additional information on specific question

- If an applicant answers “Yes” to question #5, the applicant will have to
answer two additional subquestions. Additionally if an applicant answers
“Yes” to question #5, the applicant will be required to upload a proof of
exisiting service document on the supporting document page.

- If an applicant answers “Yes” to question #8, the applicant will be required
to answer an additional subquestion.

- If any of the applicants answers make the applicant ineligible, the
applicant will be directed to the “Ineligible Landing Page” upon clicking
Save & Continue (see screen shot on next page)

- If an applicant is directed to the “Ineligible Landing Page” the applicant
may navigate back to the Eligibilty section to change his/her answers if
the applicant feels he/she answered in error

e The applicant will not know which combination of errors made
him/her ineligible

PROPERTY OF HRSA | BCRS
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NATIONAL HEALTH
SERV|CE HHEC SCHOLARSHIF FROGRAM APFLICATION

CORPS Q,,')

Account Settings Long Ot

NHSC Scholarship Program Application

Applicant Hame: Jarmes Tester

“four application status is: Mot Eligible

Bazed on the anawers wou have provided in the previous section, yvou do not meet the 2012 HHEC Schalarship Program (5F)
eligibility requirements.

Fleasze select Badi to Application if wou wish to change wour responses.

BACK TO APPLICATIOHN
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Section 7: General Information

The General Information page consists of questions about the applicant’s contact and background information. Some of the information (such as First and Last
Name, etc.) is pre-populated from the answers the applicant entered while creating his/her account.

General Information

* veq e fleld
FULL HAME
First Hame * James
Last Name ® Tester
hdiddle Initial [T
Title M =]
Suffix T |
PREFERRED MAILING ADDRESS
Line 17 145 Cooper Street
Line 2 Summerset
Country ™ I United States ;I
StatesFrovince/Region * Arkanzas ;I
City ™ Alabama Road Awe
Zip/Fostal Code ™ 20019

HOME (PERMANENT) ADDRESS

I- by home address isthe same as my preferred mailing address

Line 17® 145 Bainbridge St

Line 2 apt 21

Country ™ I Urited States ;I
State/F rowince/Region ® Georgia ;I

City ® Mobile

ZipiFostal Code ™ 1212

PHOHNE

l- ity prefered phone is an intemational number
Preferred Phone ® (443 345560
p My alternate phone is an international number

Altzrnate Phone D111233374757

Steps:

1.

Applicant answers required fields.
e Required fields denoted with an asterisk (*).

. SAVE & CONTINUE .
Applicant selects (Save & Continue) once he/she have

answered all the required fields.

Applicant will be directed Background Information page upon selecting
continue if all required fields are entered.

Business Rules:

The following fields are populated from answers from the create account
process

First Name

Last Name

Middle Initial

Title

Suffix

If another country besides the U.S. is selected the State/Province/Region will
default to a text field

An error message will display and the applicant will not be allowed to continue
if the applicant enters a SSN that is tied to another participant portal account
e Error message will request for the applicant to login with existing
participant portal account

17
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EMAIL
Preferred* U richmparnker@@amail.com
Altemate O drakenoin@gmail.com

SOCIAL SECURITY NUMBER

sgn @ ARIEARTES Edit

DISADVANTAGED BACKGROUND ©

Haz yourschool ever cerified you as having a disadvantaged background? (i yes, youwill be required to upload a

supporting document). ®

" ves (% No

EXCEPTIONAL FINANCIAL NEED ©

Have you ever received Federal support under the Scholarship Program for Firstear students of Exceptional Financial

Heed (EFMY? (If ves, vou will be required to upload a zuppoding document) ®

" ves (% No

HOW DID YOU HEAR ABOUT NHSC SCHOLARSHIP PROGRAM

How did you hear about the HHSC ‘Web Search j
spr®

SAVE & CONTINUE

Business Rules (cont.):

- An applicant will receive an error message and will not be allowed
to continue if a current participant is applying and the SSN does not
match the SSN in the participant record

e Error message will request for the applicant to edit SSN or
contact Customer Care Center to update participant record.

- An applicant can edit SSN and reenter numbers

- System shall allow applicant to continue if SSN exists within another
application for a different program in the current cycle and applicant
is using the existing account information

¢ Note: If applicant modifies the SSN number in one
application, it will automatically update the SSN for all other
applications in the same cycle

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

e Display error message that SSN does not match existing
portal account: edit SSN or contact Customer Care Center
to update participant record

Note: To expidete resolving an issue the Customer Care Center
should provide the error code listed in the error message when
entering a log.

18
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Section 8: Background Information

The Background Information section captures specific information about the applicant including education information, demographic information and emergency
contact information.

Steps:

1. Applicant answers required fields.

SAVE & CONTINUE .
2. User selects (Save & Continue) once they have

answered all the required fields.
3. Applicant is taken to the Degree Information.

Business Rules:
- Required fields are denoted with an asterisk.

- The applicant is not required to answer demographic information

- The applicants birth date must be prior to application cycle start date

PROPERTY OF HRSA | BCRS $
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EMERGENCY/ALTERNATE CONTACT

First Hame © Jdames

Lazt Name ® Cuncan

hdiddle Initial o

Line 17 123 Test 5t

Line 2 att 23

Country ® I United States ;I
StatedProvince/Region © I,&,lagka ;I

City ™ Broakhyn

ZipiFostal Code ® 1233

I_ by preferred phone is an intermational number
Freferred Phone © (2121221-2456
I_ My alternate phone is an intermational number

Alternate Phone (3123 456-7390

SAVWE & COHTIHUE

PROPERTY OF HRSA | BCRS
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Section 9: Degree Information

Degree Information

* v wived feld

rour ansnwers to this section should pertain only to the degree or ceificate program forwhich wou are applying for a HHSC

Scholarship.

Select the state and name of the schoal you are attending forwhich wou are requesting scholarship. Additionally, pleasze

ananmer all other required fields regarding your education.

PROFESSIONAL HEALTH DISCIPLINE

Discipline ® I Dentist =1
Specialty Geriatrics ;I
DEGREE

Mihat degree or cedification will you receive upon completion of your program™ ® I o0Ds vI

SCHOOL

Ifwou do not see wourschaool in the drop down, please select the "Other walue and fill aut the text fields. Upon saving this
paage, Program will werify wour school's acoreditation and follove up with wvau shortly. Please note: if vou change wour schaal
during the review process, that will put your application at risk of not being funded.

+ Accreditation Agencies

State ~ I &labama - |
School Mame ® I University of Alabama - School of Dentistry - |
On 923002013, which ywear in schaoal will wou I First vI
be™®
Do you pay resident or non-resident tuition™ = % Reszident(ln Statey { Mon-ResidentiDOut of State)
ik at is the date wou starked orwill start the 0520020132
program™ ™
=
Wik at iswour program end date™ " oFadsz019 1
=
Mihat iz wour expected graduation date™ ™ o7 aziz019 1
Wrhat is the length of wour program™=® I E years - I
Time left until completion of program ® E years vI

The Degree Information page collects information about the school the applicant is attending for which the applicant is requesting scholarship and other information
regarding the applicant’s education.

Steps:

1. Applicant answers required fields.
e Required fields denoted with an asterisk (*).

. . BAVE & CONTINUE .
2. Applicant will click S and be directed to the

Letters of Recommendation section

PROPERTY OF HRSA | BCRS
21



Bureau of Clinician Recruitment and Service (BCRS)
NHSC SP Online Application User Guide

Business Rules:

The applicant can enter up to 3 decimal places for his/her GPA

If the applicant checks “Non-Standard GPA” the applicant can enter an
alphanumeric GPA

The school list will be populated based on responses to discipline,
degree and state.

* |f an applicant changes his/her discipline, he/she will have to re-
enter his/her school information

If an applicant’s school is not listed in the search results, the applicant
can select “Other”

* The applicant will enter the school hame and school city in the
text fields that appear

* When the applicant selects Save & Continue an email will be sent
to program with the applicants; First & Last name, email address,
discipline, degree, school name, school city & school state. Program
will review the accreditation of the school and follow up with the
applicant offline

If an applicant selects “Other” as a school, his/her status will be
updated to “In Progress- school not found”

* The applicant may continue with the application as program
researches his/her school

* An applicant may not submit his/her application if the Degree
Information section is in the “In Progress- School not Found” status.

If an applicants school is accredited it will be added to the BMISS
system and the applicant must go back to the Degree Information
section to choose that school

If an applicants school is not valid the applicant will be made ineligible
and can not continue with the application

School start dates must be between July 1% and September 30™.
School end dates must be on or before June 30" for each school year.
An applicant must request funding for the first year they are applying.

Applicants must request funding for consequitve years.
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Section 10: Letters of Recommendation

Letters of Recommendation
* veg eived Field

All recommendations must be completed online. It is vour responsibiliby to ensure that both recommendations are submitted
by the deadline date. “ou will not be able to submit your MHSC SP application until both recommendations are completed.
“ouwill be able to continue to the next page of the application once both requests are sent out. Additionally, vou may
cancel and re-submit a request a=s long as the letter has not already been completed by the recommender ou will receive
an email notification once the recommendear completes the process, hovewer you will not be able to zee the completed
letter of recommendation. The recommenderwill not be able to upload letters of recommendation atter the application
deadline (May 2, 20132 at 7:20 Fid EDT) or once you submit yvour application.

ACADEMIC LETTER OF RECOMMENDATIOHN

If wou are currently enrolled in the health professions training program, the letter should be from wour Depatment Chair,
Faculty adwvizor or a Faculty member of wour academic program who knowe wou well and can attest to ywour qualifications. If
wou hawe not begun the training associated with this scholarship as indicated in this online application, the letter should be
from the Department Chair, Faculty advisor, or a Faculty member of wour most recent academic program.

Status: Mot Started

Recommender Title ® I Select vI

First Hame ™
Last Hame ™
Email *

Request Recommendation

HON-ACADEMIC LETTER OF RECOMMENDATION

The Hon-Academic Letter of Recommendation should be from an individual weho is familiar with wour professional,
community, andior civic activities, especially those related to underserved communities. The recommendear can be an
employer or previous employer, community leader, colleague, or anyone who can attest to vour interest and motivation to

provide care to underserved communities.

Status: Mot Started

Recommender Title * I Select |

First Hame ™
Last Hame ™
Email *
Fequest Recommendation

SAVE & COHTIHUE

An applicant must have two letters of recommendation in order to apply for the NHSC SP program. The first letters should be from a faculty advisor, department
chair or faculty member in the program the applicant is in who can speak to his/her qualifications. The second letter should be from an individual who is familiar with
the applicants professional, community, and/or civic activities, especially those related to underserved communities.

Steps:

1. Applicant will enter the first and last name and email for each

recommender

The applicant will click | Fequest Resammendstian  for each
recommender

Applicant will S&M¥E & CONTINUE and proceed to the
supporting documents section

Business Rules:

Once an applicant kicks-off a request for a recommendation, the
recommender will receive an email containing a link to upload the
document.

When the recommender clicks the link in the email he/she will be
directed to the letter of recommendation upload page (see
screenshot on next page)

An applicant will have the ability to cancel a request.

An applicant must have two recommendations in order to be able
to submit his/her application

An applicant may re-send the email for an existing request
An applicant may not view the letter of recommendation
An error message will display if an applicant tries to initate a Letter

of Recommendation request using his/her primary or alternate
email address

PROPERTY OF HRSA | BCRS
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Recommender Page (Academic)

bmiss@voosh.de <bmiss@voosh. de> 1:36 PM (1 minute ago) - -
tome [«

A copy of the email that a requestor will receive once the

Dear Mt Jog Smith, applicant initiates the request.

Richard Parker has requested that you complete a letter of recaommendation for hisfher scholarship application for the National Health
Serdce Corps (NHSC). In order to complete this recommendation, please select the following link:

http:hrsabrissuat. nib. gov:30000/extranet/application/nhscepfupload-letter seam?requestld=1282531 360262178251

Once you have navigated to the letter of recormmendation page, please confirm that all of the applicant and your infarmation are correct.
You will have the ability to upload the letter of recommendation. Please note that the applicant will be unable to submit their finalized

application until your recommendation has been submitted.
If you experience any trouble with the link or this website please contact the Customer Care Center at 1-888-123-1234.

Sincerely,
Mational Health Serice Corps Scholarship Program

Uplead Ierrer of Recommendarion

Flease upload the letter of recommendation as soon as possible in order for the applicant to submit histher application on

time. rou will not be able to upload letters of recommendation after the application deadline (hayw 2, 20132 at 7:30 Fha

ECTior once the applicant submits histher application. The instructions for uploading are provided belovs Flease rewism . - - .
oy centact infarmation and update if necesan, Dnes the 3pplicalion process is complete this pags mill s, 1F e b This is where the non-academic recommendor will upload the
any questions please contact the Customer Care Center at 1-200-221-92292. The letter should be on the institution’s I -

etter of recommendation.

letterhead and include the following:
Students first initial, last names, and Application ID;
Students discipline:
“Four Mame (Frintedy;
“our Title ar Organization;
“four Address funless already on letterheady;
Signature:
& description of wour relationship to the student and ths length oftime vou hawve knowen the studant;
s discussion of the following points:
= The students educationfimoedc achievements,
®= The students ability to vwodke and communicate constructive ly with other peaple, and
= “rour assessment of the students particular characteristics, interest and motivation to serre populations in areas of
greatest need in health professional shortage areas. This assessment should include your knowuledge of the students
wao e expeariences, petinent course ot spesial projects. research. or other activities that demonstrate an interest in

and commitment to serving undersarved populations
APPLICANT INFORMATION

Applicant N=ame Applicstion 10 Frogram Applicant Email
Richard Padcar 128253 MHSC Schaolarship Program richmparnkeri9+ 19 @amail.cam

YOUR INFORMATION

Recommendear Title kAT, - I
First Mame = Joe
Last Hame = Smith

Documents cannot be largerthan SkiB. TIFFs, JFPES, PHG files are not acceptable foarms. Taking a picture af the document

iz not accepted.

File to Upload ™ Erowvese, I

SUBMIT LETTER OF RECOMMEHDATIOHN
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Recommender Page (Academic)

pmissgvoosh.de SbrissEpuoosh des 199 P @ minutes ag0) “ 7 Acopy of the email that a requestor will receive once the
applicant initiates the request.

Dear Mrs. Kali Budden,

Richard Parker has requested that you complete a letter of recommendation for hisfher scholarship application for the Mational Health
Service Corps (MHSC). In order to complete this recommendation, please select the following link:

http:Ahreabmissuat nib. gowv SO000fextranetfapplication/nhscspfupload-letter seam Preguestld=1252531 360262195495

Once you have navigated to the letter of recommendation page, please confirm that all of the applicant and youor information are correct
%ou will have the ability to upload the letter of recommendation. Please note that the applicant will be unable to submit their finalized

application until your recommendation has been submitted
If you experience any trouble with the link or this website please contact the Customer Care Center at 1-8858-123-1234

Sincerely,

Mational Health Service Corps Scholarship Program

Upload Letrer of Recommendation

Flmase Uplad the letter of reeammendation as saan a5 pasHble i oerTar the 2pRGant f b Mt Risher appleation o This is where the non-academic recommendor will upload the
time. You wiill not be able toa upload the recoammendation after the application deadline (hay 2, 2013 at 7:20 Phd ECTI or Ietter of recommenda‘tion_

ence the applicant submits hisfher application. The instructions for uploading are provided belows Flease reviews your
contact information and updats if necessan. Once the application process is complets this page will expire. If wou hawve any
questions please contact the Customer Care Center at 1-2828-1232-1232<4. The letter should include the follovwing:
#Applicants first initial and last names, and Application 1D:
Applicants discipline;
“Four Hame (Printed:
rour Title or Organization;
rour Address funless already on letterhead;
Signaturs;
M description of the your relationship to the applicant and the length of time you hawve known the applicant;
M discussion of the following points
= The applicants communitwcivic or other non-academic achisvements,
= The applicants ability to ok and communicate constructive ly with other people, and
e An assessment of the applicants particular characteristics, interest and motivation to serve populations in areas of
greatest nesd in health professional shortagse areas. This assessment should include yourknowsledgs of the
applicants, ok experiences, perdinent course tuon, special projects, research, or other activities that demonstrate an
interest and commitment to serving underserved populations.
If wou represent 3 particular organization or institutien thatthe applicant has been involved in, the letter should be on an

official letterhead.

APPLICANT INFORMATION

Applicart Name Application 10 Frogram Applicart Email
Richard Farer 1z8253 MHSC Scholarship Frogram richmparker19+19 @amail com

YOUR INFORMATION
Fecommender Title I b rs

First Mame = bea

Last Mams = Budden

Documents cannot be larger than SMB. TIFFs, JFES, FHS files are not acceptable forms. Taking a picture of the document

is not accepted.

File to Upload = Biromsse. I

SUBMIT LETTER OF RECOMMEHDATIOHN

PROPERTY OF HRSA | BCRS
25



Bureau of Clinician Recruitment and Service (BCRS)
NHSC SP Online Application User Guide

Section 11: Supporting Documents

The Supporting Documents page allows the applicant to upload his/her required documents. Please note that some of the documents displayed on the Supporting
Documents page dynamically appear based some of the answers provided on the online application.

Supporting Documents
2 v eived Field

Select the document wou wauld like ta upload and then brovese the document in and select "Upload". All documents are
required in orderto select"Continue” Onee wou have uploaded the documents, wou will be able to wiew the link of the

downloaded document.

Plzase upload POF documents when possible to enhance processing time. Documents cannot be larger than SMB in size.
TIFF, JPE%, PMNG, and HTML files are not acceptable file types.

Allinformation provided in the supporting documents and online application must match exactly. Any discrepancies will

cauze wour application to not be considered for an award.

ESSAY QUESTIONS

1. How will wou contribute to the mission of the Hational Health Service Corp= in providing care to undersenrad

communities?

2. What experiences hawe you had or activities have wou pardicipated in that hawve prepared wou to wokowith undersenved

populations™

3. Please discuss wour commitment to pursue a careerin primany health care.
E=zaws zhould be limited to 2,500 characters or ez in Times News Roman 12 font.

TEMPLATE DOCUMENTS
Plzase use the following document templates for the corresponding supporting documents. ou will need to print the forms,
fill them out, and scan them in order to upload.

Authorization to Release Information

Acceptance Reportverification of Good Standing

werification of Exceptional Financial Meed [if applicable]

wiarification of Disadwantaged Background [if applicable])

UPLOAD DOCUMENTS

Docurent File Status
i Acceptance Reporberification of Good Standing LOC Full Org Chart.pdf Received delate
(e Authorization to Release Information LOC Full Org Chart pdf Received delate
i Current Wear Tuition and Fees Schedule Eernchrmarking sample. pdf Received delate
~  Essay 1 LOC SO pdf Received  delete
i Ezsay 2 Eenchrnarking sample pdf Received delate
(e Ezsay 2 LOC Full Org Chart pdf Received delate
i Froof of Citizenship loorgohart . pdf Received delate
(o ResumesChw LOC SOy podf Received delete
i Unofficial Transcript Bernchrmarking sample pdf Received delete

| Erowze... I

Upload

SAVE & COHTIHUE

Steps:

1.

2.

3.

5.

6.

Applicant selects the document he/she would like to upload.

Applicant selects (Browse) to find the document they will upload.

Applicant selects ‘Upload. (ypload) when appropriate document is
selected.

Applicant repeats these steps for all of the required documents.

Applicant clicks SAVE & CONTINUE (Save and Continue).

Applicant is directed to the Self Certification Page.

Business Rules:

All applicants are required to upload the documents displayed on the screen
shot

If an applicant responded yes to having an existing service obligation he/she
will have to upload the “Existing Service Obligation/Uniformed Service
Member” document

Templates are located above the upload documents table

Applicants are encouraged to upload PDF documents

System shall allow applicant to upload document size up to 5 MB

Applicants have the ability to upload an additional supporting document.
This document is optional.
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Section 12: Self Certification

The Self Certification page allows the applicant to certify that his/her has read and agreed to the terms and agreements displayed on the page. The applicant must

agree to all certifications in order to continue.

Assurances Eligibility General Information Background Information Degrees Infor mation
Letters of Recommendstion Supporting Documents Self Certification Rewiews & Submit
Self Certification

CERTIFICATION REGARDING DEBEARMENT, SUSPENSION, DISQUALIFICATION AND
RELATED MATTERS FORM:

Fursuant to 2 CFR 120,225 (2005) az implemented by 2 CFR 276,10 (2007), an applicant applying to enter into 3 cowverad
tranzaction fwhich includes an application to paricipate in the HNHSC 5P is required to notify the Federal agenoy office if
the applicant knows that he arshe:
|z presently debarred, suspended, excluded, or disqualified from paricipation in cowered transactions by any Federal
agency or department;
Within the 3-year period preceding the application, has been convicted of, or had a eivil judgment rendered against him
ar herfar any of the following offenses:
& commiszion of fraud or 3 criminal offense in connection with abtaining, attempting to obtain, or pedfarming a public
(Federal State, or local) transaction or 3 contract under a publictransaction;
# wviolation of Federal ar State antitrust statutes; or
s commission of embezzlement, theft, forgens, bribeny, falsification or destruction of records, making false statements,
tax evasion, receiving stolen praperhy, making false claims, or abstruction of justice;
Iz presently indicted or othenwize criminally or civilly charged by 3 gowvernmental entity (Federal, State, or local) with the
commission of ary of the offenses zet forth abowe; or
Wfithin a 3-year pariod preceding the application, has had any publictransaction (Federal, State, or local) terminated for

cause or default.

F | cerify that the abowe statements do not apply to me. ®

SAVE & COHTIHUE

Steps:

1. Applicant reads each certification.

2. Applicant indicates that he/she agree by selecting the
checkbox.

3. Applicant selects SAVE & CONTINUVE (Save and
Continue).

Notes:

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

System will clear Self Certification page if the applicant
proceeds to Review and Submit paged but then navigates
to another section of the application
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Section 13: Review & Submit

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

Review & Submit Steps:

1. Applicant reviews the application.
FPleaze review each of the sections listed below prior to submitting your application.

You may edit your application up until the deadline, however you will need to re-submit by the deadline to be considered 2. The Applicant enters his/her password.

for an award. After submission, your final application will be available to review, download, and printin PDF format on

the Home page. All supporting documents will be listed on the Hame pade along with the schoal, discipling, and X SUBMIT .

number of years of funding you have requested. The deadline to submit the NHSC 5P application is May 2, 2013 at 7:30 3. Appllcant selects (Smelt)'

PM EDT .

Business Rules:

Page Hame Status . . .

Assurances Complete - Systgm _shall not _allow application to be submitted after the
application deadline 05/02/2013

Eligibility Complete

General Information Complete - All page statuses except for review and submit must be complete for
applicant to submit his/her application.

Background Information Complete

Degree Information Camplete - Applicant must enter in his/her correct password in order to submit

Letters of Recommendation Complete their appllcatlon'

Supporting Documents Complete - System shall direct user to landing page with links to uploaded

Self Certification Complete documents and copy of application

Review & Submit In Progress

- Upon submission the system will validate the applicants SSN to
ensure the following is still true:

SUBMIT YOUR APPLICATION: - There is no duplicate SSN for the same program and cycle

| certify that the information given inthis application, including supporting documentation uploaded into this application, . SSN is not associated on the black list

ig accurate and complete to the best of my knowledge and belief. | understand that it may be investigated and that any _ SSN is not associated with participant that is defaulted or
williully falze representation is sufficient cause for rejection of this application, or, if awarded, that | am liable for

repayment of all awarded funds and further that any false statement herein may be punished as a felony under LS. walver_ Lo i i . .
Code, Title 18, Section 21001 and subject me o civil penalties under the Program Fraud Civil Remedies Act of 1886 (45 - If applicant has existing service, that the obligation end date is
CFR 79 in the past (obligation end date must be before submission
Enteryaur passward to sign * date)

SUBMIT
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Section 14: Submitted Landing Page

After the applicant submits his/her NHSC SP application, he/she will be directed to the Submitted landing page and the overall application status will change to either
“Submitted”.” If any of the responses on the online application deem an applicant ineligible, the status upon submission will be “Submitted — Ineligible.” If the
responses submitted deem the applicant eligible the application status will be “Submitted.” On the Submitted landing page the applicant will have the ability to edit or
withdraw his/her application. The applicant will have the ability to edit his/her application until the end of the application deadline. The applicant may withdraw

his/her application at any time in the process.

NHSC Scholarship Program Application

Hello James=s,

“ou hawve submitted your 20132 Mational Health Service Corps(NHSC) Scholarship Frogram online application and all

required supporting documents!

~our overall application status is: Submitted

our application Il is: 111485

School HName: Indiana Uniwver=sity - School of Dentistra
Discipline: Denti=t

Humber of funding wears requested: 4

wWieww your submitted application

It is wour responsibilitw to ensure that the entirety of wour application and supporting documents fincluding supporting
documentation) has been accurately submitted. Applications found with deficiencies or missing information will not qualify
for reviewaw For further guidance please refer to the Z013 MNHSC Scholarship Frogram ASpplication and Frogram Guidance.

lfthere are any changes wou veeuld like to make to wour application, weu may edit and resubmit wour application by the

application deadline (day 2, 2013 at 7:20 Fhia EDT). Applications not resubmitted by this time will not be consideraed for an

auuard. Click the button below to edit wour application.

Edit Application

If wou are no longer interested in the 20132 NHSC Scholarship Frogram aweard, please click the button beloww to withdrave ywour

application. Once you withdraw yeur application, wou maw resubmit weur current application using the =dit button abowe

until May 2, 2012 at 7:20 Phi EDT. Applicaticons not resubmitted by thiz time will not be consideraed for an aweard.

Wi th o dr = e

It is impertant to keep your contact informatien accurate and up to date. If updates are necessan, please make the

appropriate changes on the Account Settings page.

General Supporting Document=

Docurmernt Title

Acceptance Reportiverification of Good Standing
Authorization to Release Information

Current rear Tuition and Fees Schedule

E=say 1

Essay =2

Essay =

Existing Service ObligationsUniformed Service Member
Froof of Citizenship

ResumeasCny

Unofficial Transcript

Docurment MName

EBenchrmarking sample. pdf
LOC Full Org Chart.pdf
Eenchmarking sample . pdf
LOC S0w oo
Eenchrmarking sample.pdf
LOC Full Org Chart pof
LOC Full Org Chart.pdf
lcorgehart . paf

LOC SOy pudf

Eenchrmarking sample.pdf

FReceived

Received

Feceived

Recaived

FReceived

Recaived

Received

Recaived

Received

Received

PROPERTY OF HRSA | BCRS

29

Business Rules:
An applicant can navigate to the Submitted landing
page by clicking the “Home” button



Bureau of Clinician Recruitment and Service (BCRS)
NHSC SP Online Application User Guide

Section 15: Withdraw Application

An applicant has the option to withdraw his/her application after submission.. The applicant may resubmit the current application by using the Undo Withdrawl button.
However, the applicant must resubmit his/her application by the application deadline to be considered for an award.
Steps:

NHSC Scholarship Program Application

1. From the Submitted landing page an applicant will click the

Withdraw

(Withdraw) button.

Hello James,
_ _ _ _ _ o 2. The applicant will be directed to the “Withdraw Application screen for confirmation.
“rou hawe submitted your 2013 Mational Health Senice Corps (MHSC) Scholaship Pragram anline application and all
required supporting documents!
Your overall application status s: Submitted 3. The applicant clicks = Withdraw | (yjithdraw) and is directed to the Submitted
“rour application D is: 111485 Home page (See ScreenShOt on neXt page)
School Mame: Indizna University - School of Dentistry s I-\I
Discipline: Dentist . . = .
Withdraw Application te:
Humber of funding years requested: 4
“Wiew your submitted application . .
You have indicated that you are no longer interested in being a part of this application cycle. By selecting the Withdraw
It iz your responsibility to ensure that the entirety of vour application and suppoding documents (including supporting button below, your application will be removed from consideration and isno longer eligible for award. If the application
documentation) has been accurately submitted. Applications found with deficiencies or missing information will not qualify cycle has passed, there is no way to undo this action. If thisis not comect, you may go backto the Submitted landing page
for rewiew Forfuther guidance please referto the 2013 NHSC Scholarship Program Application and Frogram Guidance. by clicking Home.
If there are any changes you would like to make to your application, you may edit and resubmit your application by the
application deadline (May 2, 2013 at 7:30 P EDT). Applications not resubmitted by this time will not be considered for an WITHDRAW
award. Click the button below to edit your application.
Edit Application
If wou are no longer interested in the 2013 NHEC Scholarship Pragram award, please clidi the button below to withdraw wour . - .
o . o . A . The applicant’s status will be updated to “Withdrawn”
application. Once ywou withdrawyour application, wou may resubmit your curent application using the edit button abowe
until kiay 2, 2013 at 7:30 FM EDT. Applications not resubmitted by this time will not be considered for an award.
i . 4. On the Submitted landing page the applicant may undo his/her withdrawal by
i raw
L UNDO WITHDRAWAL : : : : :
clicking (Undo Withdrawl), if the application deadline
Itis important to keep your contact information accurate and up to date. If updates are neceszan, please make the haS nOt passed
appropriate changes on the Account Settings page. '
i ; ; UNDO WITHDRAWAL ; ;
Beneral Supporting Documents 5. If the applicant clicks (Undo Withdrawl), he/she will be
Document Title Document Name directed to the In Progress Landing Page (see screenshot on next page)
FAeceptance Reportderification of Good Standing Eenchrmarking sample pdf Received
Authorization to Relesse Information LOE Full firg Chart pef Received 6. The applicant may make any changes to his/her application at this point, prior to
Curment “ear Tuition and Fees Schedule Eenchmarking sample pdf Received the appllcatlon deadllne
Ezzay 1 LOC S0 pdf Received
Essay 2 Eenchmarking sample pdf Received
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NHSC Scholarship Program Application

7. If the applicant makes changes to his/her application he/she must complete
the Self-Certification section and the re-sign his/her application on the
Hello James Review & Submit page in order to re-submit his/her application

Your overall application status is: Withdrawn
Business Rules:

Your application D s 111465 - The ability to withdraw an application will be disabled when the
applicant is sent a COI

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

General Supporting Documents

Document Title Document Name Status

Acceptance Reporierification of Good Standing Benchmarking sample.pdf Received
Authorization to Release Infarmation LOC Full Qrg Chart pf Received
Gurrent Year Tuition and Fees Schedule Benchmarking sample.pdf Received
Esgay | LOC SOWM pif Received
Essay? Benchmarking sample.pf Received
Eszsay LOC Full Org Chart.pdf Received
Existing Service Obligationflniformed Service Member LOC Full Org Chart.pdf Received
Proof of Citizenshin Icorgchart pef Received
ResumelCy LOC SOW it Received
Unofficial Transcript Benchmarking sample.pdf Received
Yerification of"Dizadvantaged Backgraund" LOC SOWMpf Received
Yerification of Exceptional Financial Meed LOC SOWM Received
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Section 16: Editing Application (Prior to Application Deadline)

If an applicant would like to edit his/her application after submission, he/she may do so prior to the application deadline. If an applicant edits his/her application, the
applicant must re-submit his/her application by the application deadline. If the applicant does not resubmit his/her application, the applicant will not be considered for
an NSHC SP award.

NHSC Scholarship Program Application

Steps:

1. The applicant clicks Edit Application

Hella James,

*ou hawe submitted wour 2013 Mational Health Service Corps (MHSC) Scholarship Program online application and all 2 The applicant W|” be directed tO the In PI’OgI’eSS Ianding page (See

required supporting documents! screenshot on next page)_

“four averall application status is: Submitted

“our application ID i 111465 3. The applicant can navigate to any section to make the necessary edits.

Feheol Hame:indlans nfversity: sehost of Bertisty 4. Once the applicant has made his/her edits, the applicant must click Save
& Continue at the bottom of the page where edits were made in order to
save the edits.

Dizcipline: Dentist
Humber of funding wears requested: 4

e your submitted application
5. Once all edits are made and saved the applicant will navigate to the Self-
Certification page.

It is wour responszibility to ensure that the entirety of vour application and supporing documents {including supporting
documentation) has been acourately submitted. Applications found with deficiencies ar missing infarmation will not qualify

for rewiewn Farfurther guidance please referto the 2013 MHESC Schalarship Program Applicstion and Program Guoidance.

If there are any changes vou would like to make to wour application, yvou may edit and resubmit your application by the
application deadline (May 2, 2013 at 7:30 PM EDT). Applications not resubmitted by this time will not be considered for an

award. Click the buttan below to edit vour application.

Edit Application ‘

Ifyou are no longer interested in the 2013 NHSC Schaolarship Program award, please click the botton below to withdrave waur
application. Onee yvou withdraw wour application, vou may resubmit wour current application using the edit button above
until May 2, 2013 at 7:30 PM EDT. Applications not resubmitted by this time will not be considered for an award.

Withdraw

Itis important to keep vour contact information aceurate and up to date. If updates are neceszany, please make the

appropriate changes on the Accourt Settings page.

General Supporting Documents

Docurnert Hame

Docurment Title

Acceptance Reportiferification of Good Standing Benchrmarking sample. pdf Received
Authorization to Release Information LAc Full Org Chart.pdf Received
Current ear Tuition and Fees Schedule Benchrmarking sample. pdf Received
Eszay 1 LOC SOy pudf Received
Eszay 2 Benchrmarking sample. pdf Received

6. Applicant indicates that he/she agrees to all the certifications by selecting
the checkbox.

7. Applicant selects SAVE & CONTINUVE

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

10. The Applicant enters his/her password.

11. Applicant selects SUBMIT

landing page.

(Submit) and is directed to the Submitted
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Business Rules
he aﬁllcam will not be able to edit his/her a pllcatlon after the application cycle closes
SC Scholarship Program E,Pmlcatmn

e application deadline, if he/she wants to be considered for a NHSC SP award

n applicant must resubmit his/her application

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

All busihesst el dhalbiiby Oifte @b Sirof the: A plicantichirfages Wpotireditingithe application
our awverall application statuz is: In Prograss
Your application D is: 111465
Vo will be asked foryour application 1D for amy program or techinical support needed.

Application Deadline: May 2, 2013 =t 7.20 PM EOT

Fleasa select Continue to resume filling outthe anline application.

AssUrances Complete
Eligibility Complete
General Information Complete
Background Information Complete
Degres Infor mation Complete
Letters of Recommendation Complete
Supporting Docurnerts Complete
Self Cetification Mot Started
Feview & Submit Mot Started

CONTINUE
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Section 17: Account Settings

If the applicant has not yet submitted his/her application, the applicant can change his/her password, email and security question on the Account Setting page In
ddition, the applicant will be able to see his/her application ID.

Steps to reset password:
Fpplication 10 41711 1. Applicant creates new password.
ACCOUNT EMAIL ADDRESS

The email address for wour account is your usemame. This iz also the email address which the Bureau of Clinician 2
and Recrutment Services (BCRE) will use for all communications.

Applicant confirms new password.
CHAMGE EMAIL ADDRESS CHAMNGE PASSWORD 3

Hew Email Address Create MNew Password
o

Applicant enters current password.

Confimm MHew Email

Address ponfim e 4. Applicant clicks Ehange Fazsward  (Change Password)
Cument Password
Cument Pazsword

Charnge Email

Change Fassword CHaSMNSGE PAaAasSs=wioaRDO
Create MNew Password
CHAMGE SECURITY INFORMATION 't'
Security Question O ISeIect =1

Confirmm MHew

Answer
Pa==word

Cument Password
Curm=rnt Password

Charnge Security Information

Chang:=s Fas=sword

FULL MAME

:m :m , — 5. System displays confirmation that password has been successfully updated.
=t Mame Doz

hifddle Initial .

Tile TR | Steps to change email:

Suffix r. ;I ) )

Former First Hame 1. Applicant enters a new email address.

Formmer Last Name

2. Applicant confirms the new email address.

FREFERRED MAILING ADDRESS

Line 1 7 1232 hain St
Line 2 3. Applicant enters current email address.
Country * I United States ;I
StatesProvincedRegion * N vork =1 4. Applicant enters current password.
Citw = Brooklyn
ZpfPostal Code = 11223 i
5. Applicant clicks - Ehange Email " (Change Email)
FHOME

™ hity preferred phone is an intermational number

. 6. A verification email will be sent to the new email address.

Prefemed Phone (2120 555-4356

I hity attemate phone is an intemational number

Stemate Phone 7. Applicant clicks on link in the email to verify his/her new email address.

S AVE
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Business Rules:
- System shall add validation that username/email address is not in use by another account when changing.
- System shall provide functionality for applicant to change security question and answer.

- System shall require applicant to log out and log back in upon changing their username/email or password
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Section 18: Emails

There are several emails that are sent out during the application process:

1) When applicant creates an account, the applicant receives the following activation email

(=™ o 9 5 @ = = Activate your HRSA account - Message (Plain Text) - =X
o =
: Message L7
F—g | \ki | I% x =t e @ % Safe Lists |;—I v Q":I 48 Find
ﬁ i '_n_l |_/> = ﬂ- I:II; 1 % Related =
Reply Reply Forward Delete Move to Create  Other Block -] Mot Junk Categorize Follow Mark as
to All Folder= Rule Adions~ || Sender - Up~ Unread by Select -
Respond Actions Junk E-mail F] Ciptions F] Find
From: brriss @voosh.de sent: Wed 2/27/2013 1:33 PM
Taos Anthony Fontana
Co
Subject: Activate your HRSA account
2

Dear Applicant,

Thank you for registering an account with the HRSA Bureau of Clinician and Recruitment Serwvices
(BRCSY.

Please use the link below to activate your account:
https:/ /testhbors. hrsa.gov:dd43/extranet/generic/public/unlock . seam?
c=tucojaftolfu=afontana@sapient.com

You must activate your account within two days wsing the link above. If you do not activate your
account within two days, please use the "forgot password” link to reset your password. After
activating vour account, please log in and begin your online application.

Sincerely,

The Bureau of Clinician Recruitment and Service (BRCS)

hitp:/JYwww.hrsa.gov/about/organization/bureaus/bors/index.hitml
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2) When applicant requests confirmation, the recommender receives the following email request

I'ﬁ 5 & 9 = Letter of Recommendation Request - Message [Plain Text) B2
i?ﬂ —
Message L3
% ]ﬁ [~ &4 Find
= =k f .% x B Sh i - — % Safe Lists = v ¥
« - S VA o = i 2y Related -
Reply Reply Forward | Delete Move to Create Other Block -] Mot Junk Categorize Follow Mark as
to All Folder~ Rule Actions~ | Sender - Up~ Unread || ki 3elect~
Respond Actions Junk E-mail ] Options ] Find
From: bmiss@voosh.de sent: Wed 2/27/2013 2:11 PM
Tao: Anthony Fontana
Cc
Subject: Letter of Recommendation Request
FY

Cear Mr. Professor Smith,
Anthony Fontana has reguested that you complete a letter of recommendation for his/her
recommendation, please select the following link:

hitps://testbors.hrsa.gov:dd3/extranet/application/nhscsp/upload-letter.seam!?
reguestId=15961661361585%8727158

Once you have navigated to the letter of recommendation page, please confirm that all of the
applicant and your information are correct. You will have the ability to upload the letter of
recommendation. Please note that the applicant will be unable to submit their finalized
application until your recommendation has been submitted.

If you experience any trouble with the link or this website please contact the Customer Care
Center at 1-388-221-9393.

Sincerely,

MNational Health Serwice Corps 5Scholarship Program

scholarship application for the MNational Health Serwvice Corps (NHSC)Y. In order to complete this
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3) When recommender uploads a letter of recommendation, the applicant receives the following email

IE!“ H 0 A ¥ = Letter of Recommendation Uploaded - Message (Plain Text) -8 X
R
=

Message @

DR XD G e B X 2

Reply Reply Forward | Delete Move to Create Other Block ] Mot Junk Categorize Mark as

to All Folder~ Rule Actions~ || Sender i Unread li Seleck -
Respond Actions Junk E-mail P Ciptions ] Find
Froam: bmiss@voosh.de sent: Wed 2/27,/2013 11:21 AM
To: Anthony Fontana
Co
Subject: Letter of Recommendation Uploaded

| ¥l

Dear Anthony Fontana,
Your letter of recommendation reguest has been completed by Mr. jane doe. Once both letters of
recommendation have been completed you will be able To submit your application.

Sincerely,

MURSE Corps Scholarship Program
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Section 19: Resolving Issues

Please use the following instructions to resolve any iquires a NHSC SP applicant might have:

1. For Technical Issues:
Production Support Process:
« When a technical issue is encountered, e.g. Applicant cannot upload his/her Resume, the Customer Care Center should log the issue in the BMISS
Issue Tracker. The NHSC SP Application BMISS HyperCare team will monitor the BMISS Issue Tracker to define and resolve the issue. Once the issue
is resolved, the Hpercare team will notify the Customer Care Center Analyst of the resolution.

Capturing Issues:
« ltis important to capture and log as much detail as possible. The BMISS HyperCare Support Team will need enough information to recreate the issue in
order to solve the problem. Applicant details should include the following:
— Applicant information: Full name, last four of SSN, email, phone number
— The exact NHSC SP Online Application screen the applicant was on when the issue occurred (screenshot if applicable)
— The Web Browser the applicant was using (e.g. Internet Explorer, Firefox, etc.)
— The frequency of the issue (e.g. always, sometimes, etc.)

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

Online Application Technical Issues Email:
e BMISS HyperCare Support Contact: Ashley Carothers- ACarothers@hrsa.gov or Christopher Galipo- CGalipo@hrsa.gov

Capturing Applicant Information:
+  The following applicant information should be captured with as much detail of the issue as possible:

— First and Last Name
— Email Address
— Phone Number
— Last four digits of SSN
— Section of Online Application the user was on when they encountered the problem
— Detailed summary of the problem
—  Supporting Document (If applicable)
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