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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.
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. 
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Steps:

1. Applicant selects “Applying for the NHSC Scholarship Program.”
2. System displays log in page
3. Applicant can log in and begin his/her application.


Section 2:  Create Account 
The first action an applicant takes for the NHSC SP Online Application is to create an account.  
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Steps:

1. Applicant navigates to the Online Application via the 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 

Business Rules:

· If an applicant has an exisiting account for another account he/she will be able to login with those credentials 
· An applicant may not create an application after the application deadline May 2, 2013 
· The applicant will be prompted to fill in a series of fields in order to create an account. Once the applicant selects “Create”, the system will send an activation email to the address used to create the account. The instructions or the applicant are detailed in the email
The applicant will be prompted to fill in a series of fields in order to create an account.  Once the applicant selects “Create,” the system will send an activation email to the address used to create the account.  The instructions for the applicant are detailed in the email.
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Steps:
1. Applicant answers each of the required fields.
2. Applicant selects [image: image1.png]CREATE




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

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

· The following information will be auto-populated in the General Information section of the application

· First Name,

· Last Name,

· Middle Initial

· Title

· Suffix

· Applicants can select the tool tip next to the Password field for details on password criteria
· An applicant must activate his/her account before he/she can log in
Section 3:  Logging In
After activating an account, the applicant will be able to log in.  The applicant will enter his/her email address and password used in creating his/her account.  If the applicant forgets his/her password, they can reset his/her password by selecting the “Forgot your password?” link.
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Steps:
1. Applicant enters his/her email address and password.

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



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

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

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

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

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

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

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



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



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



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



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



 (Update Password), (see Figure 5).
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Notes:
· Passwords must have a minimum length of eight characters; shall not contain slang, jargon, or personal information; shall not contain all or part of your username; and must contain: at least one English upper-case character (A-Z), at least one English lower-case character (a-z), at least one numerical digit (0-9), and at least one special character (e.g. @, !, $, %).  A character may not be repeated more than once in succession.

Section 5:  Home Page

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


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



 (Start My Application).

Notes:

Applicants are strongly encouraged to read the 2013 Application and Program Guidance document prior to starting his/her application: 
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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.
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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[image: image10.png]CONTINUE



 (Continue).

Business Rules:
· System shall only link to pages that are in a “Complete” or “In Progress” status.  The applicant will not be able to jump a page that is “Not Started”
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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”
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Section 6:  Assurances
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.
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Steps:
1. Applicant reads each of the Assurances and clicks [image: image11.png]@ Accept




2. Applicant clicks [image: image12.png]SAVE & CONTINUE




3. Applicant proceeds to next section

Business Rules:

- Applicant must accept all assurances to proceed to the next section
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. 
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Steps:

1. Applicant answers all required questions.

2. Applicant selects [image: image13.png]SAVE & CONTINUE




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

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

4. Applicant will be directed to the In Progress – Ineligible landing page, if found ineligible. 
Business Rules:
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” 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

· The applicant will not know which combination of errors made him/her ineligible
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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.
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Steps:
1. Applicant answers required fields.
· Required fields denoted with an asterisk (*).
2. Applicant selects [image: image15.png]SAVE & CONTINUE




 (Save & Continue) once he/she have answered all the required fields.
3. 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

· Error message will request for the applicant to login with existing participant portal account
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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
· 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 

· Display error message that SSN does not match existing portal account: edit SSN or contact Customer Care Center to update participant record
Note: To expidete resolving an issue the Customer Care Center should provide the error code listed in the error message when entering a log.  
Section 8:  Background Information
The Background Information section captures specific information about the applicant including education information, demographic information and emergency contact information. 
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Steps:
1. Applicant answers required fields.
2. User selects [image: image16.png]SAVE & CONTINUE




 (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
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Section 9:  Degree Information

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.
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GPA)on the Supporting Docunent page.

T This s a nonstandard 6PA

P



Steps:

1. Applicant answers required fields.

· Required fields denoted with an asterisk (*).

2. Applicant will click [image: image17.png]SAVE & CONTINUE




 and be directed to the Letters of Recommendation section

[image: image57.png]Letters of Recommendation
aredpeid

Al ecommendations must be completed oline. It s your responsibility to ensure that both recommendations are submited
by the daadiine date. You will not be able to submityour NHSC SP application untl both racommandations are complatad.
Youwillbe able to sontinus to the next page of the application once both fequests ae sent out. Additionally, you may
Gancel and re-submit 3 request 3= 1ang a2 the late has not lready baen completed by the recammendes You will receive
a1 email notifsaton onos the recommender sompltes the process, however you will not be able o see the complated
letter of racommendation. The recommender will not be able o upload leters o recommendation aftr the application
deadline (May2, 2013 31730 PM EDT) of once you submityour application

ACADEMIC LETTER OF RECOMMEND ATION

1£y0u are curtenty enrolled inthe heslth pofessions taining program, the lster should be fom your Depariment Chai,
Faculty adisor of 3 Faculty member of your academic program who know you well nd oan attestto your qualfcations. If
You have not begun the aining associated with tisschalaihip a5 indicated in hi anline appliation, the latershould be
flom the Depatment Chalt, Faculty advior, or  Faculty member of yout most recent academis program.

Status: Hot Started

Recommende Title” Select

FistName
Lasthame”

Emai®

NON-ACADEMIC LETTER OF RECOMMENDATION

The NorvAcademic Leter of Racommandation shauld be from an individus! wha i familiar with your professionsl
community, andior ivio actvties, espesialy those relsted to underseried communitis. The resommendar oan be an
employer ot previous smployer, sommunity leader, solleague, or anyons who can attestto your inteest and mothvation to
provide oare to underserved communities.

Status: Hot Started

Recommende Title” Select

FistName
Lasthame”

Emai®



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.


* If 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 name 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 1st and September 30th. 
· School end dates must be on or before June 30th for each school year. 
· An applicant must request funding for the first year they are applying.

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

[image: image58.png]Supporting Documents
et

Selectthe document you would ke to upload and then browse the document in and select"Upload". All documents are
fequited in order o select"Coninue.” Once you have uploaded the documents, you will be able o view the link of the
downlosded dosument

Please upload POF documentswhen possible to enhance processing time. Dosuments sannot be arger han SME insize
TIFF, JPEG, PNG, and HTML fla are not acosptable file ypes.

Al information provided in the upporing dacumens and anline applieation must mateh axacty. Any discrepancias il
cause yourapplication o ot be considered for an award.

ESSAY QUESTIONS

1. Homwillyou contibut to the mission o the Nations! Health Savice Corp i providing oars to underserved
communitiss?

2. What experiences have you had of activites have you paricipated in hat have prepared you to wokwith underseried
populations?

5. Please disoussyour commitment to pursue 3 career in primay health care
Essaysshould be limitd to 2,500 sharacters or e in Times New Roman 12 font.

TEMPLATE DOCUMENTS

Please use the folloning document templates for the corresponding supporing documents. You will nead t prnt the forms,
il them ot and soan them in orderto upload,

© Autharizationto Relessz Infarmation
@ Aoseptancs Repertierification of Good Standing
@ erification of Exceptions Financial Nesd (1 spplicable)

@ erifioation of Bisadvartaged Baskaround (f spplicable)

UPLOAD DOCUMENTS

€ aoosptance Repotaiication o Good Standing L0 Full Org chart pe Received  celete
€ authorization to Release Information LOC Full org chart pe Received  calete
€ Curent vear Tuition and Feas Scheduls Benchmarking samplepdf  Received  delete
C© Esapn Loc sowpr Received  calete
C esay2 Benchmarking samplepdf  Received  delete
C esays L0 Full org chart pe Received  calete
© Proct of itizenship leorgohart pat Received  celete
C Resumercy Loc sowpr Received  calete
€ Unoficial Transoript Benchmarking samplepdf  Received  delete

| ——



Steps:

1. Applicant will enter the first and last name and email for each recommender
2. The applicant will click [image: image18.png]Request Recommendation



 for each recommender
3. Applicant will [image: image19.png]SAVE & 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
 

Recommender Page (Academic)
[image: image59.png]Assursnces | Bigibity | Benersl iformation | Background iformation | Degre iformation

Self Certification

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 3pplying to enter into 3 sovered

ansaction (shih includes an applisaton to paricipate i the NHSC SF) s required to otif he Federal agency offie it
the applicantinous that he or she:

© s prasently debarred, suspendad, excluded, o disualfied fiom partipation in covered transactions by any Federal
ageney or deparment;

© Withinthe 3-year period preoeding the applisstin, has been convictad of, o had 3 civil judgment rendared sgains him
orherfor any ofthe following offenses:
« commisson of raud ot 3 siminal cffense in connation with cbtaining, atiempting to obtain, of perfrming 3 public
(Federal State orlocal) ansacton of 3 sontact under 3 publi ansaction
« violation of Fadaral r State anttusttatutas; or
« commisson of ambezzlement, thet forgery, bilbery, falsifcation o destuction of records, making false atements,
tax avasion, eceiving stolen property, making fale claims, o obstuction ofjustcs
© I prasently indicted of othemise ciminally ofcvilly charged by 3 governmental ity (Federal, Sate, of local)uith the
commission of any of he offenses setforth above; or
© Within 3 3-year period preceding the applicatin, has had any publicransaction (Federal, State, orlocal) terminated for
cause or detaut

[ certity that the above statements do not apply to me.*

[ certitythat 1 have read and understand the terms of the 2013 NHSC SP Application and Program Guidanse




A copy of the email that a requestor will receive once the applicant initiates the request. 
[image: image60.png]Review & Submit

Flease review each of the sections listed below prior to subrmitting your application

ou may edityour application up uniilthe deadline, however you will need to rs-submit by the deadiine to be considered
for an award. After subrmission, your final appiication will be available to review, download, and printin PDF format on
the Home page. All supporing documents willbe listed an the Home page along with the school, discipline, and
number ofyears of funding you have requested. The deadiing to submit the NHSC SP application is May 2, 2013 3t 7:30
PMEDT.

Page Name Status.

Assurances Complete
Eigihilty Complete
General Information Complete
Background Information Complete
Degree Information Complete
Letters of Recommendation Complete
Supporting Documents Complete
Self Cerifcation Complete
Review & Submit In Progress

SUBMIT YOUR APPLICATION:

I certfy that the information iven n this application, including supporting documentation uploaded into ths application,
is accurate and complete to the hest of my knowlsdgs and belief | understand that it may be investigated and that any
willuly false representation is suffcient caus for rsjection ofthis 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 undsr U S
Code, Tle 18, Section 21001 and subject me to civl penalties under the Program Fraud Civil Remediss Actof 1985 (45
CFRTY)

Enter your password to sign *




This is where the non-academic recommendor will upload the letter of recommendation.

Recommender Page (Academic)
[image: image61.png]NHSC Scholarship Program Application

Hello ames,

You have submitied your 2013 National Health Senios Corps (NHSC) Scholasship Program online application and al
fequired supporting documents!

ouroverall spplication tatus . Submitted
our spplication D i 111485

Sehool Name: Indiana University - Sohos! of Deriistry
Discpline: Dertist

Number of funding years requested: 4

Vieve your susmited spelication

Itis yourrasponsibiliy to snsure that the entiety of your application and supporting documents (ncluding supporting
documentation) has been acourately submitied. Applicatons found with defciencies of mising Information will not quality
fot eviem. For furher guidance please referto the 2013 NHSC Scholarship Pragram Apglication snd Pregram Guidance.

Ifthere are any changes you would like to mke o your application, you may edit and esubmit your application by the
apploation deadlin (May 2, 2013 3730 PM EDT), Applioations not recubmitid by this ime wil not be conidered foran
awsrd. Cldkthe button belowto edityour applicaton.

16you ate no longer interested in the 2013 NHSC Scholarhip Program award, please lickihe bution below o withdraw your
application. Dnos you withdraw your application, you may resubmit your curent application using the edit bution above
until May 2, 2013 3t7:30 PM EDT. Applioations not recubmitid by this ime wil ot be considered for an award.

Itis important o keep your sontact information acourate and up to date. It updates are necessany please make the
appropiiate shanges on the Ascount Settings page.

General Supporting Dosuments

‘Asseptance Reportiarfcation of Good Standing Benchmarking sample paf Received
Autharization o Release Information L0 Full org chart pe Reseived
Curent Vear Tution and Fess Schedule Benchmarking sample paf Received
Esay1 Loc sowpdt Reseived
Esay2 Benchmarking sample paf Received
Esays LOC Full org chart pe Reseived
Existing Senvios DbligationtUniformed Semvice Member L0 Full Org chart pe Received
Pract of Citizanhip loorgohart pa Recehved
Resumescy Loc sowpdt Received

Unofficial Transeript Benchmarking sample pdf Received



A copy of the email that a requestor will receive once the applicant initiates the request. 
[image: image62.png]NHSC Scholarship Program Application

Hello ames,

You have submitied your 2013 National Health Senios Corps (NHSC) Scholasship Program online application and al
fequired supporting documents!

ouroverall spplication tatus . Submitted
our spplication D i 111485

Sehool Name: Indiana University - Sohos! of Deriistry
Discpline: Dertist

Number of funding years requested: 4

Vieve your susmited spelication

Itis yourrasponsibiliy to snsure that the entiety of your application and supporting documents (ncluding supporting
documentation) has been acourately submitied. Applicatons found with defciencies of mising Information will not quality
fot eviem. For furher guidance please referto the 2013 NHSC Scholarship Pragram Apglication snd Pregram Guidance.

Ifthere are any changes you would like to mke o your application, you may edit and esubmit your application by the
apploation deadlin (May 2, 2013 3730 PM EDT), Applioations not recubmitid by this ime wil not be conidered foran
awsrd. Cldkthe button belowto edityour applicaton.

16you ate no longer interested in the 2013 NHSC Scholarhip Program award, please lickihe bution below o withdraw your
application. Dnos you withdraw your application, you may resubmit your curent application using the edit bution above
until May 2, 2013 3t7:30 PM EDT. Applioations not recubmitid by this ime wil ot be considered for an award.

s <l

Itis important o keep your sontact information acourate and up to date. It updates are necessany please mke the
appropiiate shanges on the Ascount Settings page.

General Supporting Dosuments

‘Asseptance Reportiarfcation of Good Standing Benchmarking sample paf Received
Autharization o Release Information L0 Full org chart pe Reseived
Curent Vear Tution and Fess Schedule Benchmarking sample paf Received
Esay1 Loc sowpdt Reseived

Essay2 Banchmarking sample.pdf Received




This is where the non-academic recommendor will upload the letter of recommendation.

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. 
[image: image63.png]NHSC Scholarship Program Application

Hello Jarmes,
our overall application status is: Withdrawn

our application ID is: 111465

General Supporting Documents
Document Title

Acceptance Reportiveritcation of Good Standing
Authorization o Release Information
Cunent Year Tuifon and Fees Schedule

Essart

Eosay 2

Eosay 3

Existing Senice Obligation/Uniformed Senice Member
Proof of Ciizenship

Resumeicy

Unaffeial Transeript

Verfcation of*Disadvaniaged Background

Verification of Exceptional Financial Need

’ UNDO WITHDRAWAL

Document Name

Benchmarking sample.pdt
LOC Full Org Chart e
Benchmarking sample.pdt
Loc Sowpar
Benchmarking sample.pdt
LOC Full Org Chart e
LOC Full Org Chart e
Icorgchart et

Loc Sowpar
Benchmarking sample.pdf
Loc Sowpar

LoC Sowpdr

Status.

Received
Recelved
Received
Recelved
Received
Recelved
Received
Recelved
Received
Recelved
Received

Recefved




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

[image: image64.png]NHSC Scholarship Program Application

Hello ames,

You have submitied your 2013 National Health Senios Corps (NHSC) Scholasship Program online application and al
fequited supporting documents!

ouroverall spplication tatus . Submitted
our spplication D i 111485

Sehool Name: Indiana University - Sohos! of Deriistry
Discpline: Dertist

Number of funding years requested: 4

Vieve your susmited spelication

Itis yourrasponsibiliy to snsure that the entiety of your application and supporting documents (ncluding supporting
documentation) has been acourately submitied. Applicatons found with defciencies of mising Information will not quality
fot eviem. For furher guidance please referto the 2013 NHSC Scholarship Pragram Apglication snd Pregram Guidance.

Ifthere are any changes you would like o make to your application. you may edit and resubmit your application by the
apploation deadline (May 2, 2013 3730 PM EDT), Applioations not recubmitid by this time wil not be conidered for an
awsrd. Clidkthe button belowto edityour applicaton.

et apeneion

16you ate no longer interested in the 2013 NHSC Scholarhip Program award, please lickihe bution below o withdraw your
application. Dnos you withdraw your application, you may resubmit your curent application using the edit bution above
until May 2, 2013 3t7:30 PM EDT. Applioations not recubmitid by this ime wil ot be considered for an award.

Itis imporant o keep your sontact information acourate and up to date. It updates are necessany please make the
appropiiate shanges on the Ascount Settings page.

General Supporting Dosuments

‘Asseptance Reportiarfcation of Good Standing Benchmarking sample paf Received
Autharization o Release Information L0 Full org chart pe Recehved
Curent Vear Tution and Fess Schedule Benchmarking sample paf Received
Esay1 Loc sowpdt Reseived

Esay2 Benchmarking sample paf Received




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

3. Applicant selects [image: image20.png]Upload



 (Upload) when appropriate document is selected.

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

5. Applicant clicks [image: image21.png]SAVE & CONTINUE



 (Save and Continue).
6. 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.
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.

[image: image65.png]NHSC Scholarship Program Application

Hello ames,
Walcome backto the Natinal Health Senice Corps (4HSC) Schalaihip Program (SP) onling application!
Your overal applcation satus . I Progress.

Your appliation 10 is 111485

Vot will be sk foryour applioaion 1D for any program ortechinical support naeded

‘Application Deadine: May 2, 2013 3 7:30 PM EDT

Please select Continue to esume flling out the anline application.

Je— Complete
Eigivity Complate
Ganersl nformtion Complete
Baskground Information Complete
Degree iformation Complete
Letters o Recommendstion Complete
Supporting Documents Complete
S Cartioation Not Stated
Review & Submit Not Stated




Steps:
1. Applicant reads each certification.

2. Applicant indicates that he/she agree by selecting the checkbox.
3. Applicant selects[image: image22.png]SAVE & CONTINUE



 (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 

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.

[image: image66.png]Degree Information
nedpeld

Your ansmers o his section should pertain only to the degree o carficate program for which you are applying for 3 NHSC.
Sehatarzhip

Selectthe state and name of the school you are atiending forhich you are requesting scholaiship. Additionally, please
anawer all o raquired i ragarding your aducation

PROFESSIONAL HEALTH DISCIPLINE

Discpline * Dertist

Spesiaty [Geiatics =]

DEGREE

What degres of serfication will you receive upon completion of your program®* [ DDS
SCHOOL

16y 4o not s yaursshosl in the drop down, plesse selactthe "Othartvalus and fillouthe text fislds. Upan saving thiz
page. Proaram will verty your schools asereditation and follaw up with you shortly. Please note fyou shange your sshool
duing the eviem process, hat il putyour application at i of not being funded.

[+ Accreditation Agencies

state ‘Alzbama

Senoat ame * [riversty of Alsbama - Schoel of Dy =

00 G130/2013, which year in schoolwill you Fiet

ber

Do you pay resident or non-resident tuton ™ @ Residentn State) € NonResident (Out of State)

Whatis the date you stared or willtat the oemozors |0
i

What s your program end dte? ™ ormizots
What s your expactad graduation dats?” ormezots 7
Whatsthe ength ot your program?” [ves =1

Time lefuntl ompletion of program - [ves =1




Steps:
1. Applicant reviews the application.
2. The Applicant enters his/her password.
3. Applicant selects [image: image23.png]SUBMIT



 (Submit).
Business Rules:
· System shall not allow application to be submitted after the application deadline 05/02/2013
· All page statuses except for review and submit must be complete for applicant to submit his/her application.

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

· System shall direct user to landing page with links to uploaded documents and copy of application  
· Upon submission the system will  validate the applicants SSN to ensure the following is still true:

· There is no duplicate SSN for the same program and cycle

· SSN is not associated on the black list

· SSN is not associated with participant that is defaulted or waiver

· If applicant has existing service, that the obligation end date is in the past (obligation end date must be before submission date)

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.
[image: image67.png]bmiss@voosh.de <bmiss@voosh.de> 1:38 PM (1 minute ago) ES
to me =

Dear Mr. Joe Smith,

Richard Parker has requested that you corplete a letter of recornmendation for hisfher scholarship application for the National Health
Senice Corps (NHSC). In order to complete this recormmendation, please select the following link

http://hrsabmissuat nih gov 30000/extranet/application/nhscsp/uploadk-lstter seam?requestli=1282531360262178251

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 abilty to upload the letter of recommendation. Please note that the applicant will be unable to submit their finalized
application until your recommendation has been subritted

If you experience any trouble with the link o this website please contact the Custorer Care Center at 1-866-123-1234.

Sincerely,

National Health Senvice Corps Schalarship Prograrm




Business Rules:
· An applicant can navigate to the Submitted landing page by clicking the “Home” button
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.
[image: image68.png]Upload Letter of Recommendation

Please upload the lette oftecommendation as soon 35 possible i ordar forthe applicant o submit histher applicaton on
fime. Yo will not be bl to upload lsters of revommendation aftr the applioation deadline (May 2, 2013 3730 PM
EDT) or once the applicant submits histher application. The Instrucions or uploading are provided below Please eview
yout contactinformation and update f necessary. Drnce the application process is complate this page wil expre. I you have
any questions please oontactthe Customer Care Canter a 1:800.221.9383. The later should be on the insitution's
attethead and incuds the ollowing:
© Students istinitia, last name, and Application I,

Students disipline

ourName (Pinted)

our Title of Drganization

.
.
.
@ Your Address unless already on leterhead)
© signature
© A dasorption ofyour elationshi o the tudent and the langth of ime you have known the Student;
.

A dizusion of the allowing paint:

+ Tha studants edusationinok chisvemens,

+ The students abiliy to wotk and sommunicate consructively with other peopl, and

+ Your asessmant o the students partcular charsctertcs, interes and motivation to serve populations in areas of
areatest nead in health professional shorage areas. This asessment should include yourknowldge of the students
otk sxperiences, pertinent course work, pecialprojecks, fesearch, ot othr acthvties that demanstate an inteestin

and commitment to saming undersenied populations

APPLICANT INFORMATION

spplicart tiame sppiication 1D Program spplicart Emal
Richard Patar 126283 NHSC Scholahip Progiam  richmpakeriG+ 18@amail.com

YOUR INFORMATION

Recommende Title .

FistName oe
Lasthame” Smitn

Documents cannot be larger than SW. TIFFs, JPEG, PNG files are not acosptable forms. Taking 3 pictre of the document
iz ot acceptac

File to Upload ™ Bronse.



Steps:

1. From the Submitted landing page an applicant will click the [image: image24.png]Withdraw



 (Withdraw) button.


2. The applicant will be directed to the “Withdraw Application screen for confirmation.
3. [image: image69.png]bmiss@voosh.de <bmiss@voosh. de> 1:36 PM (8 minutes ago) -
tame -

Dear Mrs. Kali Budden,

Richard Parker has requested that you complete a letter of recormendation for hisfher scholarship application for the National Health
Senice Corps (NHSC). I order to complete this recormmendation, please select the following link

http:/fhrsabmissuat nih gov 30000/exdranet/application/nhscsp/uploadletter seam?requestli=1282531360262193495

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 abilty to upload the letter of recommendation. Please note that the applicant will be unable to submit their finalized
application until your recommendation has been subritted

If you experience any trouble with the link o this website please contact the Custorer Care Center at 1-886-123-1234.

Sincerely,

National Health Senvice Corps Scholarship Program



The applicant clicks [image: image25.png]Withdraw



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

4. On the Submitted landing page the applicant may undo his/her withdrawal by clicking [image: image26.png]UNDO WITHDRAWAL



 (Undo Withdrawl), if the application deadline has not passed. 
5. If the applicant clicks [image: image27.png]UNDO WITHDRAWAL



 (Undo Withdrawl), he/she will be directed to the In Progress Landing Page (see screenshot on next page)
6. The applicant may make any changes to his/her application at this point, prior to the application deadline. 

[image: image70.png]Upload Letter of Recommendation

Please upload the lette oftecommendation as soon 35 possible i ordar forthe applicant o submit histher applicaton on
time. Yeu will not be able o upload the recommandation sterthe application deadiing (May 2, 2013 51730 PM EDT) or
mea the applicant submits istr application. The instuction for uploading e provided belom Please reviswyour
contactinformation and update if necessary. Once the application process s complete this page will xpire. Ifyou have any
uestions plesze cantactthe Customar Cara Center st 1.865-123-1234, The eftar should includs the ollowing:
© Applicants fi nifial and lsstname, and Applioation 1D

Applicants discipline

ourName (Pinted)

our Title of Drganization

.

.

.

@ Your Address unless already on leterhead)

© signature

© A dessiption ofthe yourrelationship to the applisant and the langth of ime you have known the applicant;

© A dizousion of the allowing point:

+ The applisants communityiivo ofcther non-academic achievements,

« Tha applisants abilty o wak and communisate sonstrctivaly with ther pacple, and

« n sssessmant of the applioants particular charactaritc,intarast and motivation o serve populations in arass of
areatest need in health professional shortage areas. This ssessment should include yourknouledge of the
appliants, wotk experianses, perinant coutse wak, pacial projects, researsh, of other activiies that demonsirate an
interest and commitmentto seming underseried populations

16you represent 3 particular organization o nstttion thatthe applicant has been involved in, the letter should be on an
offcial attamead,

APPLICANT INFORMATION

spplicart tiame sppiication 10 Program Spplicart Email
Richard Pater 126283 NHSC Scholaship Progiam  richmpakeriG+ 19@amail.com

YOUR INFORMATION

Recommende Title V.
FistName wai
Lasthame” Butden

Documents cannot be larger than SW. TIFFs, JPEG, PNG files are not acosptable forms. Taking 3 pictre of the document
iz ot aceeptaa

File to Upload ™ Bronse.




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 Review & Submit page in order to re-submit his/her application  
Business Rules:

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

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

Section 16: Editing Application (Prior to Application Deadline)
[image: image71.emf]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.
Steps:
1. The applicant clicks Edit Application
2. The applicant will be directed to the In Progress landing page (see screenshot on next page).
3. The applicant can navigate to any section to make the necessary edits.
4. Once the applicant has made his/her edits, the applicant must click Save & Continue at the bottom of the page where edits were made in order to save the edits.
5. Once all edits are made and saved the applicant will navigate to the Self- Certification page.
6. Applicant indicates that he/she agrees to all the certifications by selecting the checkbox.
7. Applicant selects[image: image28.png]SAVE & CONTINUE



 (Save and Continue).
8. Applicant is directed to the Review and Submit page.
9. Applicant reviews the application.
10. The Applicant enters his/her password.
11. Applicant selects [image: image29.png]SUBMIT



 (Submit) and is directed to the Submitted landing page.
[image: image72.emf]Business Rules:
· The applicant will not be able to edit his/her application after the application cycle closes

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

· The applicant will be directed to the In Progress landing page when selecting “Edit”
· All business rules apply on each of the applicantion pages, upon editing the application 
Section 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.
[image: image73.emf]Steps to reset password:
1. Applicant creates new password.
2. Applicant confirms new password.
3. Applicant enters current password.
4. Applicant clicks [image: image30.png]Change Password



 (Change Password)

5. System displays confirmation that password has been successfully updated.
Steps to change email:
1. Applicant enters a new email address. 
2. Applicant confirms the new email address.
3. Applicant enters current email address.
4. Applicant enters current password.
5. Applicant clicks [image: image31.png]Change Email



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

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

Section 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
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To: Aty Fontara
«
Subject_ Actate your HRSA account

Dear Applicant,

Thank you for registering an account with the HRSA Bureau of Clinician and Recruitment Services
(BRCS).

Please use the link below to activate your accoun
Jtestbers. hrsa.gov:443/extranet/generic/public/unlock. seam?

You must activate your account within two days using 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 your account, please log in and begin your online application

Sincerely,
The Bureau of Clinician Recruitment and Service (BRCS)

http://wuw. hrsa.gov/about/organization/bureaus/bers/index. html





2) When applicant requests confirmation, the recommender receives the following email request
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From  bmss@uoosnde Sent. Wea 22772013 211 P
To: Anthony Fontane
«
Sublect_Letter of Recommendation Request

Dear Hr. Professor Smith,

Anthony Fontana has requested that you complete a letter of recommendation for his/her
scholarship application for the National Health Service Corps (NHSC). In order to complete this
recommendation, please select the following link

nttps://testbcrs.hrsa.gov:443/extranet/application/nhscsp/upload-letter. sean?
requestId=1961661261000727150

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 1-888-221-9303.

Sincerely,

National Health Service Corps Scholarship Program





3) When recommender uploads a letter of recommendation, the applicant receives the following email
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Dear Anthony Fontana,

Sincerely,

NURSE Corps Scholarship Progran

Your letter of recommendation request has been completed by Mr.
reconmendation have been completed you will be able to submit your application.

»

Once both letters of




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

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

· The exact NHSC 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: 
· 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)

Step #2
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