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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 of 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 to resolve an issue.
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Section 1: BHW Portal

The BHW 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 to Steps:
the BHW : .
al 1. Applicant selects “Applying for the NHSC
porta Scholarship Program.”

2. System displays log in page.
AN APPLICANT

) 3. Applicant can log in and begin his/her application.
Applying for the NHSC Loan Repayment Program »

Applying for the NURSE Corps Scholarship Program »
Applying for the NURSE Corps 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 »

A SITE POINT OF CONTACT, REPRESENTATIVE OR PCO

A Site Point of Contact »
A State Primary Care Office Member »
A School Representative »

An Ambassador »
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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.

Steps:

1.

Applicant navigates to the Online Application via the
weblink: https://programportal.hrsa.gov/extranet/application/n
hscsp

. Applicant selects the “Create an Account” link in the bottom

left hand section of the page.

Business Rules:

If an applicant has an existing account for another program,
he/she will be able to log in with those credentials.

An applicant may not create an application after the
application deadline April 28, 2016, 7:30 PM EST.

The applicant will be prompted to fill in a series of fields in
order to create an account. Once the applicant selects
“Create,” the system will send an activation email to the
email address used to create the account. The instructions
for the applicant are detailed in the activation email.

NATIONAL HEALTH

SERVICE
CORPSCY)

NHSC SCHOLARSHIP PROGRAM APPLICATION

Login

Please log in using the fields below:

Your Email *

Your Password *

forgot your password?

Create an Account

Not a registered usergCreate an account for the NHSC SP »

Note: If you have previously registered to apply for NHSC SP or any other
BHW program in the current or past application cycles, please use your
existing account information to log in.

OMB Public Burden Statement

An agency may not conduct or sponsor, and a person is not required o
respond to, a collection of information unless it displays a current OMB
control number. The current OMB control number for information collected
through this application process is 0915-0146 and the expiration date is
06/30/2017. Public reporting burden for this collection is estimated to
average 4.5 hour(s) 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 estimate or any other aspect of this
collection of information, including suggestions for reducing this burden, to
HRSA Reports Clearance Office, 5600 Fishers Lane, Room 10C-03,
Rockville, Maryland.

LOG IN

Questions?

For more information or questions please:
Refer to the Portal FAQ
Contact the BHW Customer Care Center at 1-800-221-9393

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

Monday-Friday (except Federal holidays), §:00 am to 00 pm ET or
Contact Us.
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Steps:
NATIONAL HEALTH
1. Applicant answers each of the required fields. o =i TAVA[@{ =B 1+5C SCHOLARSHIP PROGRAM APPLICATION Login
CORPSQY)
2. Applicant selects R to register an account
. | | u -
with the NHSC SP. Create My Account
i ?’equt'rr:d _ﬁeIcZ
e Once an applicant has created an account, he/she
must use the same |og in information if he/she Please read the 2017 Applicaticn and Program Guidance for eligibility criteria prior to creating an account to apply for the
applies to any other scholarship or loan repayment National Health Service Corps Scholarship Program.
programs_ Once you complete and submit the following information, an email message with a link to verify your email address will be sent

1o you. You will need to verify your email address within two (2) days to be able to login fo your account.

3. The system will alert the user at the top of his/her screen
that his/her account is created. The system will also send First Name *
an activation email to the applicant’s email address.

Last Name *
4. The email will be from: noreply@hrsa.gov with the subject
“Activate your HRSA account.” The applicant will open the Middle Initial
email and click on the activation link in the body of the
email. Title Select ~
5. The system will re-direct the applicant to the Home page, Surx Select
notifying him/her that his/her account is activated. Email *

Confirm Email *
Business Rules:
Create Password * (@
e The email address provided by the applicant will serve as
his/her username.

Confirm Password *

Security Question * Select -
e The system will not allow the applicant to use an email that
is already linked to an existing participant account.

Security Answer *

CREATE
e The following information will be auto-populated on the
General Information section of the application:
e First Name
e Last Name
e Middle Initial (if entered by the applicant)
e Title (if entered by the applicant)
o Suffix (if entered by the applicant)
e Applicants can hover over the tool tip next to the Password field for details on password criteria.

e An applicant must activate his/her account before he/she can log in.
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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 when creating his/her account. If
the applicant forgets his/her password, he/she can reset his/her password by selecting the “Forgot your password?” link.

Steps:

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.

Business Rules:

e The applicant will be warned after his/her second
failed log in attempt.

e The applicant’s account will be locked after the third
failed log in attempt.
0 The applicant can select “Forgot your
password?” link to reset his/her account, or;
o0 Contact the Customer Care Center to have
his/her account unlocked.

o System will not allow user to create account if
Applicant’s Primary Email is already associated with
a BMI SS participant account.

NATIONAL HEALTH

SERVICE
CORPS Q)

NHSC SCHOLARSHIP PROGRAM APPLICATION

S’ your account

We have successfully created your account. Please check your email for instructions on how to enable

Login

Please log in using the fields below:

Your Email *

Your Password *

forgot your password?

Create an Account

Mot a registered user? Create an account for the NHSC SP »

Nete: If you have previously registered to apply for NHSC SP or any other
BHW program in the current or past application cycles, please use your
existing account information to log in.

OMB Public Burden Statement

An agency may not conduct or sponsor, and a person is not required to
respond to. a collection of information unless it displays a current OMB
control number. The current OMB control number for information collected
through this application process is 0915-0146 and the expiration date is
06/30/2017. Public reporting burden for this collection is estimated to
average 4.5 hour(s) per response, including the time for reviewing
instructions, searching existing data sources, gathering and maintaining the

LOG IN

Questions? )

For more information or questions please:
Refer to the Portal FAQ
Contact the BHW Customer Care Center at 1-800-221-8393

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

Monday-Friday (except Federal holidays), 8:00 am to 8:00 pm ET or
Contact Us.
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Section 4: Forgot Your Password

If the applicant forgets his/her password, he/she will have to select the 2/90% VOur password? (eqrgot password) link and follow the steps below in order to resetit:

Steps:
1. Applicant selects /270! your password? (sorq0t your password).
Forgot Password?
. 'req_u‘[*red ﬁeld 2. Applicant enters his/her email address and selects - (Next) (Figure 1).
3. The Applicant answers his/her security question they selected when they created
Step 1: Enter email address below his/her account, and selects ‘ (Submit) (Figure 2).
Email Address ™ 4. System displays confirmation and sends email to applicant (Figure 3).

- 5. Applicant selects Reset Password Link from email.
1_ 6. Applicant enters new password and selects _ (Update

Password). (Figure 4).

Forgot Password?

* required ﬁeld
- Forgot Password?

Step 2: Answer your security question below to have

your password reset. Step 3: Check your email.

What is your favorite pet's name? : ] - ]
v P You should receive an email containing a link to reset your

Answer * password. If you do not access this link and reset your
password within 2 days the link will expire and you will have

- to request a new one.

2. 3.

PROPERTY OF HRSA | BHW $ A
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Change Password

* required J’iel&’.

New password * L0

Confirm new password *

UPDATE PASSWORD

Notes:

e 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 insuccession.

PROPERTY OF HRSA | BHW $
9



Bureau of Health Workforce (BHW)
NHSC SP Online Application User Guide

Section 5: Home Page

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

Steps:

1. Applicant reviews information displayed on the Home Page.
START MY APPLICATION

2. Applicant (Start My Application).
Notes:
NHSC SCHOLARSHIP PROGRAM APPLICATION Home Account Settings Log Out
R e Applicants are strongly encouraged to read the 2016
. . ) Application and Program Guidance document prior to
NHSC Scholarsh1p Program Apphcatlon starting his/her application.

WELCOME TO THE NHSC SCHOLARSHIP PROGRAM (NHSC SP) APPLICATION
Hello Jane,
Thank you for your interest in the Mational Health Service Corps Scholarship Program (NHSC SP). Please be sure to carefully

read the 2017 NHSC SP Application and Program Guidance (APG) before starting the application. In order to submit your
NHSC SP application, you must upload all supporting documentation.

Please gather and prepare electronic copies of all the required supporting documents before you begin the application. Within
the online application you will also be required to submit one academic and one non-academic letter of recommendation.
Instructions are provided in the "Letters of Recommendation” section of the online application.

Please Note: All information provided in the supporiing documents and the online application must be consistent.
Applications with discrepancies will not be considered for an award.

All of these documents can be uploaded online:
Proof of U.S. Citizenship or U.S. National (the ID page of a current US passport, birth certificate, citizenship or
naturalization certificate)
Autherization to Release Information
Acceptance ReportVerification of Good Standing
Unofficial Transcript
Verification of Exceptional Financial Need (if applicable)
Verification of Disadvantaged Background (if applicable)
Existing Service Obligation/Reserves Document (If Applicable)
Three Essays
CV/Resume

Current Tuition and Fees Schedule

PROPERTY OF HRSA | BHW
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Current Tuition and Fees Schedule

The online application consists of 9 sections listed below. The first two sections, "Assurances™ and "Eligibility”,
determine your eligibility for an NHSC SP award based on your responses to the questions in these sections. You will
not be able to continue with the application if you are determined to be ineligible for the program at this stage.

If you are deemed eligible to paricipate in the program, you will be able to save your information and move to the
General Information section.

Please note: You will not be able to access the next section of the application until you have complete all the reguired
fields in the previous section.

1. Assurances
2. Eligibility
3. General Information

4. Background Information

o

. Degree Informatian

[=2]

. Letters of Recommendation

7. Supporting Documents

[==]

. Self-Certification

w

. Review & Submit

Prior to submitting your application, you will have the opportunity to review it. Once your application has been submitted
you will have the ability to edit it until the deadline. Your final application will be available to review, download and print.

Please note: If you edit your application, you must remember to resubmit it.
To ensure that your application is complete, please refer to the 2017 NHSC SP Application and Program Guidance
Please select "Start My Application” to begin your online application.

The final submission date is April 27, 2017 at 7:30 PM EDT. Remember to log into the MHSC 3P 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 unless it
displays a current OMB control number. The current OMB contral number far information collected through this
application process is 0915-0146 and the expiration date is 06/30/2017. 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 estimate 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, Maryland
20857.

START MY APPLICATION

PROPERTY OF HRSA | BHW
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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 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.

Ste[!s: rJ,""l |f:.N;;_L H[:‘\L[ H l‘\'ﬂr_'ull.'ﬂ? ULirarciaainnmen I{_.J‘-h}q._rgglllull.l..ul
SERVICE NHSC SCHOLARSHIP PROGRAM APPLICATION Home | AccountSettings | LogOut
1. Applicant reviews information on status page.
CORPS )

2. Applicant navigates to a specific section by
selecting the page name hyperlinked in the table,
or;

NHSC Scholarship Program Application

Hello Jane,
3. Applicant chooses to continue his/her application

. Welcome back to the National Health Service Corps (WHEC) Scholarship Program (SF) online application!
from the last saved page by selecting

Your overall application status is: In Progress
CONTINUE

(Continue). Your application 1D is: 339133

. You will be asked for your application 1D for any program or technical support needed.
Business Rules: your app ¥ prog pp

Application Deadline: April 27, 2017 at 7:30 PM EDT
o System shall only link to application pages that are

> Please select Continue to resume filling out the online application.
in a “Complete” or “In Progress” status. The

applicant will not be able to jump a page that is
“Not Started.” Assurances In Progress
e If the applicant selects “Continue,” the system shall — Hot Started
direct him/her to the last “In Progress” page. General Information Not Started
Background Information Mot Started
Degree Information Mot Started
Letters of Recommend:tion Mot Started
Supporting Documents Mot Started
Self Certification Mot Started
Review & Submit Mot Started

CONTINUE
OME Mo. 0515-0145 Expiration Date: 08/3W201T

PROPERTY OF HRSA | BHW $
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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, conditions and obligations associated with
the acceptance of a NHSC scholarship award. An applicant must accept all assurances to proceed to the next section.

NATIONAL HEALTH FEETLONIRE, RS T S TS I TR SO
SE RVICE MHEC SCHOLARSHIF PROGRAM APPLICATION Horne Becount Settings Log Out
CORPSQY)

fzsurances Eligibility Gereral Information Eackground Information Degree Information

Letters of Recommendstion Supporting Docurnents Self Certification  Review & Subrit

Assurances
= veg ecved field

A, Lwill provide one wear of primary care services in an MHSC approved site in a health professional shorttage area
for each wear or partial wear of federal support provided, with a minimum 2 wvear full time service obligation. ©
& fccept Decline

2. My zervice will bagin following graduation from the health professional training program that is being supported
ar after completion of an approved postgraduate training program and being permanently licensed in moy
profession. ©

& Accept Decline

3.1 needed, [will relocate to another area based on the needs of the Mational Health Services Corps. (| understand
that if | do not obtain a placement at an NHSC approved service site, the NHSC has the right to assign me to any
MHSC-approved sansice site within the 50 United States, the District of Columbia, and itz territories) ®

& Accept Decline

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

= Accept Lecline

SAVWE & CONTIHUE

OMA Ho. 03150146 Eqplation Dk : 00T

Steps:
1. Applicant reads each of the Assurances and clicks

% Accept
2. Applicant clicks SAVE & CONTINUE
3. Applicant proceeds to next

section Business Rules:

e Applicant must accept all assurances to proceed to
the next section

e Applicant will be directed to a Not Eligible landing
page if he/she declines one or more Assurances.
(See below.)

e | S R S

HHSC SCHOLARSHIP PROGRAM APPLICATION Home Account Settings Log Out

NHSC Scholarship Program Application

Applicant Narne: Ashley Test
Your application status is: Not Eligible

Baszed an the answers you have provided in the previous section, you do not meetthe 2015 MHSC Scholarship
Frogram eligibility requirements.

Please selact Back to Application ifyou wish to change your responses.

BACK TO APPLICATION

PROPERTY OF HRSA | BHW
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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 eligibility portion of the online application, he/she will not be able to continue
with the application.

Eligibility

= required field

1. Are you a US citizen or a US national? *

®Yes (O No

2. Have you ever been dismissed, placed on probation, suspended, or voluntarily withdrawn from a health profession school for

academic or disciplinary reasons? *

() Yes (@ No
3. Do you have a judgment lien against your property from a Federal debt? * (]

(O Yes (@ No

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

(O Yes (@ No

5. Do you have an existing service obligation? * @

®Yes (O No

Will it be completely satisfied on or before application submission? *

O Yes (O No

Are you a uniformed service member or member of reserve corps? *

(O Yes (O No

Steps:

1. Applicant answers all required questions.

2. Applicant selects #4¥E & ESNTINUE T (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:

If applicant answers “Yes” to Question (5), the applicant
will be required to answer two subquestions.

If applicant answers “Yes” to Question (5), the applicant
will be required to upload a proof of existing service
document on the supporting document page.

If applicant answers “Yes” to Question (8), the applicant
will be required to answer one additional subquestion.

If any answers deem 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”,

he/she may navigate to the Eligibility section to change his/her answers if the applicant feels he/she answered inerror
Please note: The applicant will not be made aware of which combination of answers made he/sheineligible.

(0]

PROPERTY OF HRSA | BHW
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6. Have you defaulted on a service obligation to a federal, state, local government, or other entity or had a federal
senvice/payment obligation waived? * L7

) Yes @ No
7. Will you be enrolled as a fulltime student during the 2017-2018 school year and will your class attendance begin on
or before September 30, 20177 *

|§:| Yes |:::| Mo

8. Are you enrolled in a joint degree program? *

@ Yes () Mo

Is the second degree a Master of Public Health? *

@ Yes @ No

SAVE & CONTINUE
————————

EEL LS, WD I T e T B e

MNA L HEALTH
S ERVI C = NHSC SCHOLARSHIP PROGRAM APPLICATION Home Account Settings Log Out

CORPSQ{?

NHSC Scholarship Program Application

Applicant Mame: Jane Smith
Your application status is: Not Eligible

Based on the answers you have provided in the previous section, you do not meet the 2017 NHSC Scholarship
Program eligibility requirements.

Please select Back to Application if you wish to change your responses.

BACK TO APPLICATION
———————————————————————

PROPERTY OF HRSA | BHW
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Section 7: General Information

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

General Information
» v wived field

FULL HAME
First Hame *®

Last Mame "

Middle Initial

Title

Suffix

HOME (PERMAHEHT) ADDRESS
Addresz Line 17

Addresz Line 2

Country ™
State/ProvincesRegion/Territony *

City ™

ZipfPostal Code ©

PREFERRED MAILING ADDRESS

Kate

Test

Select =

Select T

Select

Select

iy preferred mailing address is the same as my home address

Addresz Line 17
Address Line 2
Countny ® Select

State/Province/Region/Territo Select
e
City ™

ZipfFostal Code ®

Steps:
1. Applicant answers required fields.
¢ Required fields denoted with an asterisk (*).
: SAVE & TINUE :
2. Applicant selects bbb st (Save & Continue) once he/she has
answered all required fields.
3. Applicant will be directed to the Background Information page upon

selecting Save & Continue if all required fields are complete.

Business Rules:

The following fields are populated from the create account process
o First Name

Last Name

Middle Initial

Title

Suffix

If the applicant selects a country other than the United States , the
State/Province/Region will update to a text field

If the applicant enters an SSN that is tied to another participant portal

account, an error message will display and the applicant will not be

permitted to continue

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

16
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PHOHE
by preferred phone is an international number

Preferred Phone ®

iy alternate phone is an international number

Alternate Phone

EMAIL
Frefered = (9 KaTtnnynmianmer+o@gmail. o

Altarnate U0

SOCIAL SECURITY HUMBER
sEnN =

Canfirm S5M ™

DISADVANTAGED BACKGROUND U

Haz your school ewer cedified wou as having a disadwantaged badeground? (If yves, you will be required to upload
a supparting document). ©

Ves Ma

EXCEPTIOHAL FINAHCIAL HEED O

Hawe you ewver received Federal support underthe Schalarship Program for First-rear students of Exceptional
Financial Need (EFMNY? (If wes, you will be required to upload a supporing document) ®

Ves Ma

HOW DID YOU HEAR ABOUT HHSC SCHOLARSHIP PROGRAM

Haoww did wou hear about the Selact v

HHSC Sp?*

SAVE & COHNTIHUE

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

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

An applicant can edit SSN and re-enter 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:

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

0 To expedite issue resolution, the Customer Care
Center should provide the error code listed in the
error message when entering alog.

PROPERTY OF HRSA | BHW
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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:
Background Information
= requtred fleld 1. Applicant completes all required fields.
. SAVE & CONTINUE .

PLACE OF BIRTH 2. Applicant selects (Save & Continue) once

Country * [Orited States ™ he/she has completed all the required fields.

State/Province/Region * | Pennzyivania 3. Applicant is directed to the Degree Information page.

City * Fitisburg

) Business Rules:
Ciate of Birth = 01/05/M1283

¢ Required fields are denoted with an asterisk.
DEMOGRAPHICS

Award seisction will not be detemmined by this section e The applicant is not required to answer demographic information
Gender @ Male questions.
(0 Female

e The applicant’s birth date must be prior to application cycle start
Ethnicity () Hizpanic or Latino date.

(® Mot Hispanic or Lafino

Race U American Indian or Alaskan Mative
You may mulfi-select O aei
ian

differant race values.
[ Black or Affican-American
O Mathve Hewailan or Other Pacific Islander
White

BACKGROUND EDUCATION INFORMATION

Mame of Institution for Highest Education Mewy York University

Received *

City * Mew York

Country * I'.Jnited States El
State/Province/Region * INew Yark

Highest level of education recehved * |Bachelars

eor receivad * |2{IEII':| .

PROPERTY OF HRSA | BHW 5
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EMERGENCY/ALTERNATE CONTACT

First Mame * Matthew

Last Mame * Marks

Middle Initial E

Lime 1 * 273 Markst Street

Lime 2 Apariment 3

Country * | United States
State/Frovinca/Region * | Merth Caralina

City * Wilmingten

Zip/Postal Code * 24377

O cantacts preferred phone is an intermational number
Freferred Phone * TER4531255
[ Contact's attemnate phone i= an internafionsl number

Alternate Phone

SAVE & CONTINUE
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Section 9: Degree Information

The Degree Information page collects information about the school for which the applicant is requesting scholarship funding, as well as additional information
regarding the applicant’s education.

. Steps:
Degree Information 1. Applicant answers required fields.
= required field ¢ Required fields denoted with an asterisk (*).
. . . SAVE & CONTINUE .
Your answers in the section should ONLY pertain to the degree or certificate program for which you are seeking an NHSC 2. Appllcant will click and be directed to the
Scholarship Program award. Letters of Recommendation section.
Select the state and name of the school you are attending for which you are requesting scholarship. Additionally, please .
answer all other required fields regarding your education. BUSLSRL”GSZ
e The applicant can enter up to (3) decimal places for his/her
PROFESSIONAL HEALTH DISCIPLINE GPA
Pecuine [ Nurse Praciitioner o If the applicant checks “Non-Standard GPA” the applicant can
Bl iy e enter an alphanumeric GPA.
S5earch School .
DEGREE e The button will allow a school search based
What degree or certification will you receive upon completion of your program? * Master's on name, and state. . . L. .
o If an applicant changes his/her discipline, he/she will
SCHoOL have to re-select his/her school information
If the name of your school is not listed in the drop down menu, please select "Other”, complete the texts fields and save the o Ifan appllcant’s school pr degree IS nOF listed in the
page. The NHSC Scholarship Program staff will verify your school's accreditation and follow up with you accordingly. Please search results, the apphcant can submit a “New
note: Changing your school during the review process will put your application at risk of not being funded. School or Degree” request
e If an applicant’s school is not listed in the search results, the
—/| Accreditation Agencies applicant can select “Other.”
e If an applicant submits a “New School or Degree” request his/her
Allopathic/Osteopathic Schools ( MD or DO) - Liaison Committee on Medical Education (sponsored by the American status will be updated to “In Progress-SchooI Not Found”
Medical Association and the Association of American Medical Colleges) OR the American Osteopathic Association, o The app|icant may continue with the app”cation as
Commission on Osteopathic College Accreditation program reviews his/her reques
Dental Schools ( DDS or DMD) - American Dental Association, Commission on Dental Accreditation 0 An applicant may not submit his/her application if the
Nurse Practitioner School or Program (Master's degree or Post Master's Certificate) - Accreditation Commission for Degree Informatlonn section is in the “In Progress-
Education in Mursing or the Commission on Collegiate Nursing Education School not Found” status

0 The applicant will be notified when the review of the
“New School or Degree” request is complete
o If the request is approved, the application is
automatically updated with the new school
and/or degree information
e If an applicant’s school is not valid, the applicant will be made
ineligible and will be unable to continue with the application.

Nurse Midwife School or Program (Master's degree or Post Master's Certificate) - American College of Nurse-Midwives,
Division of Accreditation
Physician Assistant School or Program (Master's degree or Post Master's Certificate) - Accrediation Review

Commission on Education for the Physician Assistant

State * I Georgia

School Name * I Emory University - Nell Hodgsen Woodruff School of Nursing
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As of 09/30/2015, in what year of your health First

professions program will you be enrolled? * L]

Do you pay resident or non-resident tuition? * (® Resident (In State) O Non-Resident (Out of State)
What is the date you started or will start the 09/01/2015 E

program? *

What is your program end date? * 05052017 |[ %

What is your expected graduation date? * 051572017 fjn,

What is the length of your program? * 2 years

Time left until completion of program * 2 years

Start and End Dates

Please enter the start date, end date, and if you are requesting funding for each year you have left until your program is
completed. The system will populate a start date, end date, and checkbox to indicate funding requested for each year you
have left in your application. (For example, if your Time Left Until Completion of Program = 3, there will be 3 start dates,
end dates, and checkboxes for each year).

Please note: NHSC SP will only fund a maximum of 4 years of service. The years you are requesting funding must be full
consecutive school years, except for the final year which can be less than a full school year. Additionally, Start and End
Dates for each year of your program must be between July 1st and June 30th of that school year.

Year 1 Start Date * 09/01/2015 |14 Year 1 End Date * 05/05/2016 |F %

1 | am requesting funding for year 1

Year 2 Start Date * 09/01/2016 m Year 2 End Date * 05/05/2017 31

M1 | am requesting funding for year 2

School start dates must be between July 1% and
September 30" for each academic year.

School end dates must be on or before June 30" for
each for each academic year.

An applicant must request funding for the first year
he/she is applying.

Applicants must request funding for consecutive
years.
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Years of Scholarship Support Years of Service Obligation

Up to 1 Full-Time School Years (2015-2016)
Up to 2 Full-Time School Years (2015-2017)
Up to 3 Full-Time School Years (2015-2018)

Up to 4 Full-Time School Years (2015-2019)

GPA

2 Years Full-Time
2 Years Full-Time
3 Years Full-Time

4 Years Full-Time

Please enter the cumulative GPA for your most recently completed undergraduate or graduate program. (For Pass/Fail or other

alternate GPA options, select "non-standard” GPA below)

Flease upload the most recent undergraduate or graduate degree franscript (Le. the franscript which reflects the entered GPA)

on the Supporting Document page.
[ This is a non-standard GPA
GPA™ |396

SAVE & CONTINUE
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Section 10: Letters of Recommendation

An applicant must submit two letters of recommendation with his/her NHSC SP application. The first letter should be from a faculty advisor, department chair or
faculty member who can speak to the applicant’s qualifications. The second letter should be from an individual who is familiar with the applicant’s professional,
community, and/or civic activities, particularly those related to
. underserved communities.

Letters of Recommendation

* veg eeived Field Steps:

1. Applicant will enter the title, first name, last name and

All letter of recommendations must be completed online. It is vour responsibility to @nsure that both .
email address for each recommender.

recommend ations are submitted by the application deadline. “ou will not be able to submit your NHSC 5P
application until both recommendations are completed. %ou will be able to continue to the next page of the
application after both requests are sant to your recommenders. Additianally, wvou may caneel and re-submit a request 2. The applicant will click Request Recommendation  for
as long asthe letter has not already been completed by the recommender. ou will receive an email notification each recommender.

when the recommender completes the process, howewar you will not be able to see the completed letter of

recommendation. The recommender will not be able to upload letters of recommendation afterthe application 3. Applicant will click [ SAYE & CONMTINUE 509 proceed

deadline (September29, 2015 at ¥:30 P EDT) or once you submit your application, whichewver comes first. to the Supporting documents section

ACADEMIC LETTER OF RECOMMENDATION Business Rules:

If wou are currently enrolled in the health professions training program, the letter should be from your Depatment

Chair, Faculty Adwvisar or a Faculty Member of wour academic program who knoveyou well and can attest to your
qualifications. If wou have not begun the training associated with thiz schelarship as indicated in this online
application, the letter should be from the Depatment Chair, Faculty Adwvisor, or a Faculty Member of wour most
recent academic program. The letter of recommendation must be on an official letterhead arsigned and dated oy

the recommender.
Status: Not Started

Recommender Title ® Select *

First HMame =

Last Hame ™

Email *

Request Recommendation

Once an applicant requests a recommendation, the
recommender will receive an email containing a link to
upload the recommendation 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 has the ability to cancel and resend a
requested recommendation.

An applicant must have two completed recommendations
in order to submit his/her application.

An applicant will receive ann error message if he/she
attempts to initiate a Letter of Recommendation request
using his/her primary or alternate email address.

An applicant will receive an error message if he/she enters the same email address for both the Academic and Non-Academicrecommender.
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Letter of Recommendation Request Inbox x  BMISS x

B
n |

bmiss@voosh.de 1:42 PM (0 minutes ago) -
to me [~

Dear Mr. Joe Test,

Ashley Test has requested that you complete a letter of recommendation for hisfher scholarship application for the Health Resources and
Services Administration (HRSA) National Health Service Corps Scholarship Program (NHSC).

In order to complete this recommendation, please select the following link:
https:/ftestbcrs. hrsa. gov:443/extranet/application/nhscsp/upload-letter. seam?Prequestld=27194214246596 7 0836

Once you have navigated to the letter of recommendation page, please confirm that all of the information is accurate for both you and the
applicant. 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 have any questions, please contact the Customer Care Center at 1-800-221-9393 (TTY: 1-877-897-9910) Menday through Friday
(except federal holidays) from 8:00 a.m. to 8:00 p.m. ET.

Sincerely,
National Health Service Corps Scholarship Program
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. loadi i _
Instructions for Uploading a Letter of Recommendation

Please upload wour letter of recommendation as soon as possible. The applicant cannot submit hissher application
uritil the letters of recommendation are uploaded. ¥ou will not be able to uplead your letter of recommendation after
the application deadline (September 29, 2016 at 7:30 Ph EOT) has passed.

Please review wour contact information and update it if necessary. Once the application closes, this page will
expire. [f wou hawe any questions, please contact the Customer Care Center at 1-800-221-9393. The
recommendation letter MU ST inzlude the following:

Student's first initial, [ast name, and Application [D;

Student's discipline;

Four Mame (Printed);

‘four Tithe or Organization;

four Address (unless already on letterhead);

Signature;

Adescrption of wour relationship to the student and the length of time wou hawe known the student;

Adizcussion of the following points:
*  The student's educationfwark achievements,

*  The student's ability to work and communicate constroctively with other people, and

*  Your assessment of the student’s particular charaetenstics, interest and motivation to serve populations in
areas of greatest need in health professional shortage areas. This assessment should include your
knowledge of the student’s work experiences, pertinent course work, special projects, research, or other
activities that demonstrate an interest in and commitment to serving underserved populations

UFLOADED LETTER
[Urtitled] (2] pdf

AFPLICAMNT INFORMATION

Ppplicant Mame bpplication 1D Program
kate Test A0SGEG MH5C Scholarship Program
Ppplicant Ernail

kathmy nmilatime r+230 @gmail .com

YOUR INFORMATION

Recommender Title * Iur. .
First Mame ® =mith
Last Mame * =mith

Documents cannot be larger than ShiB. TIFF=, JPEG, PHG files are not acceptable forms. Taking a picture of the
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Section 11: Supporting Documents

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

Supporting Documents

Steps:
* vieg wived field
1. Applicant selects the document he/she would like to
Salactthe document type wou would like to upload, select browese and then select"Upload". All documents are upload.
required in arderto select"Continue." When you hawve uploaded the documents, ywou will be able to view the link of ) )
the downloaded document. 2. Apphcant SeIECtS (BI’OWSG) to find the

document he/she will upload.
Flease upload POF documents when possible to enhance processing time. Documents cannot be largerthan 5B in

zize. TIFF, JPEG, PNG, and HTKL are NOT acceptable file type=s. Multiple documents uploaded in the incorrect
location may zause delays in processing your application.

3. Applicant selects Upload (upload) when appropriate
document is selected.
Flease HNote: All information prowided in the supporting documents and the online application must be consistent.

Applications with discrep ancies will not be considered for an award. 4. App"cant repeats these steps for all of the required
ESSAY QUESTIONS documents.
1. How waill wou contribute to the mission of the Mational Health Service Corpsin providing care to undersernved . .
communities? 5. Applicant clicks SAVE & CONTINUE (Save and
Continue).

2. WMrhat experiences hawe you had or activities have you paricipated in that have prepared wou to v with
underserved populations™ 6

Applicant is directed to the Self Certification Page.
3. Please discuss your commitment to pursue a careerin primarny health care.

Business Rules:
Eszays should be limited to 2,500 characters or less in Times Mew Roman 12 font.

e Applicants are required to upload all documents

TEMPLATE DOCUMEHTS displayed on the screen shot.
Flease uze the fallowing document templates far the cormesponding supporing documents. “rou will need to print ) . o
and complete the forms, obtain the required signatures, and =:an them in order to upload. d If apphcant responded yes” to havmg an existing

service obligation, he/she will be prompted to upload
the “Existing Service Obligation/Uniformed Service
Acceptance Reportsverification of Good Standing Member” document.

Authorization to Release Information

“erification of Exceptional Financial Need [if applicable)
e Template Documents are located above the Upload

“erification of Disadwantaged Background [if applicable]
Documents table.
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UPLOAD DOCUMEHTS Business Rules, cont:

Docurnent Title Docurment File

e Applicants are encouraged to upload .PDF documents.

Acceptance Report®Serification of Good Standing Mot Received

Authorization to Releaze Information Mot Received ° System shall allow applicant to upload documents up to5
Current wear Tuition and Fees Schedule Mot Received MB in size.

Ezzay 1 Mot Received

Essay 2 Mot Received

Eszay 3 Mot Received

Froof of Citizenship Mot Received

RezumeiChwf Mot Received

Unofficial Transcript Mot Received

Choose File | Mo file chozen Upload

SAVWE & COHTIHUE

QMA No.IEE014E Bplaton Dae : D6A0AIT
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Section 12: Self Certification

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

agree to all certifications in order to continue.

o . Steps:
Self Certification
1. Applicant reviews each certification.
CERTIFIC ATIOH REGARDING DEBARMEHT, SUSPEHSIOHN, DISQUALIFICATION AHD 2. Applicant indicates that he/she agrees to each

RELATED MATTERS FORM:

certification by selecting the checkbox.

Fursuantto 2 CFR 180,335 (2005) as implemented by 2 CFR 37610 (2007, an applicant applying to enter into a 3. Applicant SAVE & CONTINUE (Save and
cowered transaction (which includes an application to paricipate in the NHSC 5P is required to notify the Federal ’ Continue)
agency office if the applicant knows that he or she: ’

Iz presently debarred, suspended, excluded, or disqualified from padicipation in covered transactions by any Notes:

Federal agency or depatment;

iithin the 2-year period preceding the application, has been conwvicted of, ar had a civil judgment rendered d

against him ar herfor any of the fallowing offenses:

« commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or pedorming a
public(Federal State, ar local)transaction or 3 contract under a public transaction;

« wiolation of Federal or 5tate antitrust statutes; or

« commission of embezzlement, theft, forgeny, briberny, falsification or destruction of records, making false
statements, tax evasion, receiving stolen property, making false claims, or obstruction of justice;

Iz presently indicted or athenwize criminally ar civilly charged by a governmental entity (Federal, State, ar lacal)

with the commission of any of the offenses set foth abowe; ar

iithin a 3-year period preceding the application, has had any public transaction (Federal, State, orlocal)

terminated for cause or default.

| certify that the above statements do not apply to me.

| cerify that | hawe read and understand the terms of the 2016 NHSC SP Application and Program
Guidance ®

SAVE & COHTIHUE

OMA No.091014G Bplrator Dk DA0ANT

System shall require that the applicant has responded
to each certification question in order to proceed.

System will clear the Self Certification page if the
applicant proceeds to the Review and Submit page 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, which includes a table listing each application section and its corresponding status. All sections must
be complete in order for the applicant to submit the application. The applicant can select the top navigation menu or a page name link in the table to view that
section.

. . Steps:
Review & Submit
1. Applicant reviews the application.

Fleaze review each of the sections listed below prior to submitting wour application.

2. The Applicant enters his/her password.

“fou may edityour application up until the deadline, howevar you will need to re-submit by the deadline to be

considerad for an award. After submission, your final application will be available to review, download, and print in

FOF format on the Home page. All supporting documents will be listed on the Home page along with the schaol, 3. Applicant selects SUBMIT (Smelt)
dizzipline, and number of wears of funding ywou hawe requestad. The deadline to submit the NHSC 5P application is

September29, 2016 at 730 P EDT. .
ERIEmBEL 2 Business Rules:

Status

e e System shall not allow application to be submitted after the
SUrances Complete X R R
application deadline (05/07/2016).
Eligibility Complete
General Information Complete e All page statuses except for Review & Submit must be complete for
Ezckground Infor mation Complets applicant to submit his/her application.
Degres Infar mation Complete . . . o
Lttore of oo mardation — ) Appll|car.1t must enter his/her password in order to submit his/her
application.
Supporting Document= Complete
Self Certification Complete e Upon submission, the applicant will be directed to the submitted
Review & Submit In Progress landing page, with links to uploaded documents and a .PDF

version of his/her submitted application.
SUBMIT Y OUR APPLICATION:

| certify that the information given in this application, including supporting documentation uploaded into this d Upon SmeISSIOn_v the sy_stem will validate the appllcant’s SSN to
application, is accurate and complete to the best of my knowledge and belief. | understand that it may be ensure the fO||0WII’lg is still true:

investigated and that any willfully false reprezentation is sufficient cause for rejection of this application, or, if 0 There are no dup”cate SSNs for the same program and cycle.
awwarded, that | am liable for repaymeant of all awarded funds and further that any falze statement herein may be o SSN is not on the black list.

punished as a felony under U5, Code, Title 12, Section 21004 and subject me to civil penalties under the Program

Fraud Civil Femedics Act of 1986 (45 CFR 73) 0 SSN is not associated with a participant that is defaulted or

waivered.
o If applicant has an existing service obligation, the obligation
end date is in the past (obligation end date must be before
SUBMIT submission date).

Enter your pasamord to sign ®

OMEA No. 0910146 EplEton DIk DeEAT
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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” or “Submitted — Ineligible.” If any of the responses on the online application deemed an applicant ineligible, the status upon submission will be
“Submitted — Ineligible.” If the responses submitted deem the applicant eligible, the application status will be “Submitted.” On the Submitted landing page, the
applicant will have the ability to edit or withdraw his/her application. The applicant will have the ability to edit his/her application until the application deadline. The
applicant may withdraw his/her application any time prior to receiving a Confirmation of Interest (COI).

NHSC Scholarship Program Application Business Rules:

Hello Kate, e An applicant can navigate to the Submitted landing page by clicking the
“ »

“fou have submitted wour 2046 National Health Semice Corps(MHEC) Schalarship Program anline application and Home button.

all required supporting documents!

“rour overall application status is: Submitted

“rour application |0 is: 322800

Schoaol Mame: Georgetorwn University - School of Medicine

[iscipline: Allopathic Physician

Mumber of funding years requested: 1

Wiew your submitted application

Take a few moments to review your application to ensure that wour responses accurately reflect yvour intent and that
ALLwoursupporting documents are complete. Applications that are incomplete, or that have missing orineligible
documents will not be reviewead or considered for an award. For further guidance, please referto the 2018 MHSC
Scholarship Program Application and Program Guidance.

If wou wish to make changes to vour application or upload other documents, yvou may do 20 priorto the application
deadline [Septermber 29, 2016 =t 7:30 PR EDT), by clicking the Edit Application button below.

Important Hote: Selecting to edityour application will automatically un-submit your application. Once you hawe
made edits, you MUST fallaw the stepsto resubmit vour application before the application deadline [September
29, 2016 =t 720 P EDT) If wou would like to wiew a read-anly copy of your application, without hawing to resubmit,
please click the Wiew vour Submitted Application button at the top of this page.

Edit Application

If wou are no longer interested in the 2016 MHSC Scholarship Frogram award, please click the button belonw to
withdraw your application. Onee you withdraw vour application, you may rezsubmit wour current application using the
edit buttan above until September 29, 2016 at 7:30 PW EDT. Applications not resubmitted by this time will not be
considerad for an award.

Withdr=w

Itiz important to keep your contact information accurate and up to date. If updates are necessany, please make the
apprapriate changes on the Account Settings page.
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GEHERAL SUPPORTIHG DOCUMEHTS

Docurnent Title

Docurnent Hare

Status

Acceptance Reporb®erification of Good Standing
Authorization to Release Information

Current *rear Tuition and Fees Schedule

Eszzay 1

Ezzay 2

Ezzay 3

Froof of Citizenship

R esume/Ch

Unofficial Transcript

201E nosp app content . doc:
EmMISSE Background & Onboarding.doc:
EtI5S Background & Onboarding .docs:
2016 nzsp app content.doox
201E nosp app content . doc:
2016 nosp app content . doc::
EtI5S Background & Onboarding .docs:
EmMISSE Background & Onboarding.doc:

flrp contert 2016 doc:x

Recaived
Received
Received
Recaived
Recaived
Received
Received
Recaived

Feceived
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Section 15: View Your Submitted Application

If an applicant would like to view a .PDF version of his/her completed application after submission, he/she may do so by clicking the “View your Submitted
Application” button. An applicant is able to access the “View your Submitted Application” button both before and after the application deadline.

NHSC Scholarship Program Application

Hello Kate,

You have subrmitted your 20168 Mational Health Service Corps (MHSC) Schalarship Program anline application and all
required supporing documents!

Your overall application status is: Submitted

Your application 1D iz 308566

School Mame: Georgetown University - School of Medicine
Discipline: Allopathic Physician

Mumber of funding vears requested: 2

Yiew vour submitted application

Take a few moments to review your application to ensure that your responses accurately reflect wour intent and that ALL
wour supparting documents are complete. Applications that are incomplete, ar that have missing orineligible documents
will not be reviewed or considerad far an award. For further guidance, please refer to the 2016 NHSC Scholarship
Program Application and Program Guidance.

Ifyou wish to make changes to vour application or upload other documents, you may do o prior to the application
deadline (September 29, 2016 at 7:30 PM EDT), by clicking the Edit Application button below,

Important Hote: Selecting to edit yvour application will autormatically un-submityour application. Once you have made
edits, you MIIST follow the steps to resubmit your application befare the application deadline (September 29, 2016 at
730 PM EDT). If yvou wwould like to view a read-anly copy of your application, without having to resubmit, please click the
Wiew Your Submitted Application hutton atthe top of this page.

Edit Application

fyou are no longer interested in the 2016 MHSC Scholarship Program award, please click the button below to withdraw
wour application. Once vou withdraw your application, you may resubmityour current application using the edit button

PROPERTY OF HRSA | BHW $ £
32 '



Bureau of Health Workforce (BHW)
NHSC SP Online Application User Guide

Section 16: Edit Application (Prior to Application Deadline)

An applicant has the ability to edit his/her application after submission and 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 application status will update to “Not
Submitted at Deadline” when the application closes, and the applicant will not be considered for an NSHC SP award.

NHSC Scholarship Program Application Steps:
Hello Kate. 1. The applicant clicks Edit Application button.
wou have submitted vour 2016 National Health Serice Corps (NHSC) Scholarship Program online application and all 2. System shall display a pop-up when the applicant clicks on
required supporting docurments! the “edit” application button (see screen shot below).

Your overall application status is: Submitted

four application 1D is: 308566 ) ] o
You will need to resubmit your application once you choose

School Mame: Georgetown University - School of Medicine ) S . .
g fty to “Edit Application”. If you click "Cancel” no changes will be

Discipline: Allopathic Physician

made to your application.
mumber of funding years reguested: 2
CAHCEL EDIT APPLICATIO
View your submitted application
Take a few moments t0 review your application to ensure that your responses accurately reflect vour intent and that ALL
your supporting documents are complete. Applications that are incomplete, or that have missing or ineligible documents
will not be reviewved or considered for an award. For further guidance, please refer to the 2016 NHSC Scholarship . i . .
Program Application and Program Guidance. 3. The applicant can choose to “Edit Application” or “Cancel”.

Ifyou wish to make changes toyour application ar upload other documents, you may do so priorto the application 4

If the applicant clicks “Edit Application,” he/she will be
deadline (September 29, 2016 at 7:30 PM EDT), by clicking the Edit Application huttan below:,

directed to the in progress landing page (see screenshot on

Important Hote: Selecting to edityour application will automatically un-submityour application. Once you have made next page).
edits, you MUST follow the steps to resubimit your application before the application deadline (September 29, 2016 at
7:30 PM EDT). If you would like to view a read-only copy of vour application, without having to resubmit, please click the o If the applicant clicks “Cancel,” he/she will remain on
Wiew Your Submitted Application button at the top of this page. the submitted Ianding page.

. _ 5. The applicant can navigate to any section of the application
[fyou are no longer interested in the 2016 MHSC Scholarship Program award, please click the button below: to withdraw to make desired edits.

your application. Onee yau withdraw yaur application, you may resubmit vour current application using the edit buttan . . . .
6. 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 for the edits to be saved.

7. Once all edits are complete and saved, the applicant will navigate to the Self Certification page.
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NHSC Scholarship Program Application

Hello Kate,

Welcome back to the Mational Health Service Corps (MHSC) Scholarship Program (5P enline application!
“rour overall application status is: In Progress -

“our application D is: 302566

““ou will be asked forwour application ID for any pragram ortechnical support needed.

Application Deadline: September 29, 2016 =t 7:30 PM EDOT

Flease zelect Continue to resume filling out the online application.

Fage MName Status
AssuUrances Complete
Eligibility Complete
General Information Complete
Background Infor mation Complete
Degree Infor mation Complete
Letters of Recommendation Camplete
Supporting Documernts Complete
Salf Cerification Mot Started
Rewiew & Submit Mot Started

COHTIHUE
OB N, ENS-0146 Brplration D= : D5A0E01T

10.

11.

12.
13.

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

Applicant SAVE & CONTINUE

Continue).

(Save and

Applicant is directed to the Review & Submit page.
Applicant reviews the application.

The Applicant enters his/her password.

Applicant selects SUBMIT
to the Submitted landing page.

(Submit) and is directed

Business Rules:

The applicant will not be able to edit his/her application
after the application cycle closes.

System shall display a pop-up when the applicant clicks
on the “Edit Application” button.

Applicant will be directed to the In Progress landing
page if he/she clicks “Edit Application”

System shall remain on the Submitted Landing Page if
the applicant clicks “Cancel.”

An applicant must resubmit his/her application prior to
the application deadline if he/she wishes to be
considered for an NHSC SP award.
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Section 17: 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 Withdrawal”
button. However, the applicant must resubmit his/her application by the application deadline to be considered for an award.

NHSC Scholarship Program Application Steps:

1. From the Submitted landing page, applicant will click

Hella Kate, .
the | Withdraw  vijthdraw) button.

“fou have submitted your 2016 National Health Senvice Corps (NHSC) Scholarship Program enline application and

all required supparting documents! 2. The applicant will be directed to the “Withdraw
Wour owerall application status is: Submitted Application” screen for confirmation.
H ; Withdraw H ;
“vour application |I is: 303566 3. T_he applicant clicks : (Withdraw) and is
directed to the Submitted Home page (see screenshot
School Hame: Georgetown Uniwversity - School of Medicine on next page).
Discipline: Alopathic Physician o] No;e: The applicant’s status will be updated to
“Withdrawn.”

Mumber of funding vears requested: 2

Yiew your submitted application

Take a few moments to review your application to ensure that your responses accurately reflect your intent and that
ALL yoursupporting documents are complete. Applications that are incomplete, or that hawve missing orineligible
documents will not be reviewed or considered for an award. For futher guidance, please refer to the 2048 MHSC
Scholarship Program Application and Program Guidance.

If you wish to make changesto your application ar upload other documents, wou may do so prior to the application
deadline [September 23, 2016 at 7:30 PM EOT), by clicking the Edit Application button below.

Irnportart Mote: Selecting to edit wour application will automatically un-submit your application. Once you hawve
made edits, you MUST follow the steps to resubmit wour application before the application deadline [September
29, 2016 =t 730 PM EDOT). If wou would like to views 3 read-only copy of vour application, without having to resubmit,
please click the View ¥our Submitted Application button atthe top of this page.

Edit Application

If you are no longer interested in the 2016 MHSC Schalarship Program award, please click the button below to
withdraw your application. Onee you withdraw your application, you may resubmityour current application using the
edit button abowe until September 29, 2016 at 7:230 P EDT. Applications not resubmitted by this time will not be
considered for an award.

Wi thdr =
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NHSC Scholarship Program Application

Hello kate,
“our owerall application status is: Withdrasen

“our application 1D is: 302566

GEHERAL SUPPORTING DOCUMEHNTS

Docurment Title

Aeceptance Repotferification of Good

Standing

FAuthaorization to Release Information
Current “ear Tuition and Fees Schedule
Escay 1 <
Eszzay 2

Es=say 3

Fraof of Citizenship

FesumesCw

Unofficial Transcript

Docurment Name

UHDO WITHDRAWAL

2016 NCSP Application Contert_Final ¥2- 1-7-15 (2]

[1]docx

2016 NCSF Application Contert_Final 2- 1-7-15 (2]

[2])docx

2016 HCSP Application Cortert_Final %2- 1-7-15

[2].dozx

2016 NCSF Application Contert_Final ¥2- 1-7-15 (2]

[2])docx

2016 NCSF Application Contert_Final ¥e- 1-7-15 (2]

[2])docx

2016 MCSP Application Contert_Final ¥2- 1-7-15 (2]

[2]).docx

2016 NCSF Application Contert_Final 2. 1-7-15 (2]

[2])docx

2016 HCSF Application Content_Final »2- 1-7-15

[2]).docx

2016 MCSP Application Contert_Final ¥2- 1-7-15 (2]

[1].docx

Status

Received

Feceived

Received

Recaived

Feceived

Received

Received

Feceived

Received

On the Submitted landing page the applicant may undo

his/her withdrawal by clicking  UNBO WITHDRAWAL

(Undo Withdrawal), if the application deadline has not
passed.

If the applicant clicks MHDOWALHD AN (Undo
Withdrawal), he/she will be directed to the In Progress
Landing Page

The applicant may make any edits to his/her application
prior to the application deadline.

If the applicant makes changes to his/her application,
he/she must re-submit his/her application prior to the
application deadline.

Business Rules:

The ability to withdraw an application will be disabled
iffwhen the applicant is sent a Confirmation of Interest
(Cal.

Withdraw Application

“Vou hawve indicated that wou are no longerinterested in the 2016 NHSC Scholarship Program award. Selecting the
fithdraw button below will remowve your application from consideration and you will no longer be eligible for an
award. Once the application deadline (September 29, 2016 at 7:20 P EDT) has passed, you will not be able to
unda this action. If vou do not wish to withdraw your application, clidke the "Home" button abowe and itwill take you
back to the "Submitted" landing page.

WITHDR AW

e If an applicant wishes to resubmit his/her application,

he/she must resubmit by the application deadline.
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Section 18: Account Settings

An applicant is able to change his/her password, email address and security question on the Account Setting page. In addition, the applicant will be able to view
his/her application ID.

Account Settings Steps to Reset password:

Apghcation |D0: 23123 1

Applicant creates new password.
ACCOUNT EMAIL ADDRER B

Tha srmmil mddrea for your scoount B pour cesmeme. This b abeo e el ecdmes sSich e Bunesy of Cinicen mnd 2 App|lcal’lt Conflrms new password
Racruimani Services [BCRS) will uzs for all comrunicaions
CHAMGE EMAIL ADDRES3 CHANGE FA3IWORD 3. Applicant enters current password.
Haw Smel Azdren Cremie New Peaaword
L . .
mn e et rie Fasmeee 4. Applicant clicks [Ehangs Fassward. (Change Password)

Adzreas

Current Feawword Cument Fasarward

5. System displays confirmation that password has been successfully updated.

Chemgs Emsil Chesge Mesuword

Steps to Change Email Address:

CHAMOE IECURITY INFORMATION
Swcurty Ousation G Sajnct [

1. Applicant enters a new email address.

Anurear

Current Feawword

2. Applicant confirms the new email address.

Chemge Sscursty Informetion

3. Applicant enters current email address.

HOME [FERMANENT)] ADDREE3

T P - 4. Applicant enters current password.

E— [unite States 5. Applicant clicks . Ehangs Email (Change Ema").

R — [Cacm [

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

PREFERRED MAILING ADDREZS 7. Applicant clicks on link in the email to verify his/her new email address.

O réy grateres mwing wic-ess 2 the an=s 23 my fooe adcreaa

Lra - 172 wratia svaran Business Rules:

Coumtry - =T =] e System shall add validation that username/email address is not in use by another account
Sta S caiTapen © e e when changing.

Zomsal Cote e e System shall provide functionality for applicant to change security question and answer.

e System shall require applicant to log out and log back in upon changing his/her username/email or password.
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Section 19: 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:

Activate Your Application Account nbox =x ]
? bmiss@voosh.de <bmiss@voosh.de= 3:51 PM (2 minutes ago) -
to me [«

Dear Applicant,

Thank you for registering an account with the Health Resources and Senvices
Administration?s Bureau of Health Workforce.

Please use the link below to activate your account:
https:ftestbers hrsa gove443/alphalextranet/generic/public/unlock seam?c=
dudulledugucacoyeridi

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,
Bureau of Health Waorkforce

http:fwww hrsa.gov/about/organization/bureaus/bhw/index_html

7]
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2) When applicant requests a recommendation, the recommender receives the following email request:

bmiss@voosh.de 12:04 PM (1 hour ago) - v
to me |-

Dear Dr. Jackson Edwards,

Andy Rabins has requested that you complete a letter of recommendation for hisfher scholarship application for the Natiomal Health Service
Corps (NHSC). In order to complete this recommendation, please select the following link:

hitps./ftestbcrs.hrsa.gov:443/extranet/application/nhscspl/upload-letter. seam?requestid=23618513934 34200602

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 1-800-221-9393.

Sincerely,

Mational Health Service Corps Scholarship Program
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3) When recommender uploads a letter of recommendation, the applicant receives the following email:

Dear &shley Test,

Your letter of recommendation request has been completed by Mrs, Frances Test, Once both letters of recommendation
have been completed, you will be able to submit vour application,

Sincerely,
Mational Health Service Corps Schalarship Program
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Section 20: Resolving Issues

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

1. For Technical Issues:
Production Support Process:
* When atechnical 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 theissue.
Once the issue is resolved, the HyperCare team will notify the Customer Care Center Analyst of the resolution.

Capturing Issues:
» Itis 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:
0 Applicant information:
* Full name
» Last four digits of SSN
* Email address
*  Phone number
0 The exact NHSC SP Online Application screen the applicant was on when the issue occurred (screenshot if applicable)
0 The Web Browser the applicant was using (e.g. Internet Explorer, Firefox, etc.)
0 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 respondsback
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 aspossible:
o 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)

O o0oo0oo0oo0oOo
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