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GUIDE TO COMPLETING ONLINE SCHOLARSHIP APPLICATIONS 

APPLICATION DEADLINE: January 31, 2018 

Read this tutorial thoroughly before completing your application(s). 

 

 
1. Click on Create New Account to register. 

2. Enter the requested contact information. All questions marked with an asterisk (*) must be 

completed. 

3. Click on the Next Step button on the bottom of the page, and create a password.  

4. Once you have confirmed your password, click on Create Account.  

5. Upon clicking Create Account you will be taken to the Email Confirmation page, so you can 

confirm that you are receiving emails from the system.   

6. Follow the onscreen instructions and click the Continue button to finish the registration 

process.   

7. Now you have an account in this system, and remember, this is an account that you will use for 

both present and future applications.  

 

If you have previously logged on/are a returning user: 

1. Enter your email address and the password that you chose when you created your account. 

2. Click the “Log On” button. 

 

If you have forgotten your password:  

1. Click on Forgot your Password?  

2. Enter your email address.  

3. A re-set password link will be sent to your email account. 
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Apply Page 

 

 
1. After saving your password, you will be directed to the Apply page.  

 

2. Click the blue "Start Eligibility Quiz" button at the bottom right, fill out all required questions, and then 

submit your responses. If you are unsure of any of the answers, you can save your work and return to 

the Eligibility Quiz at a later time. You will only take the Eligibility Quiz once. 

 

3. After you've submitted your Eligibility Quiz, you will be given a Confirmation Page with a list of 

scholarship opportunities for which you are eligible. Click Continue.  

 

4.  If you are currently eligible for any scholarships from the Community Foundation, you must 

complete the Common Application. Click the blue Apply button in the Common Application. 

 

 
 

5.  If you are NOT currently eligible for any scholarships from the Community Foundation, you may still 

complete the Common Application in case other scholarships become available during this application 

period. 
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6.  After completing the Common Application, you may return to the Apply page and complete any other 

applications for which you are eligible. 

 

7. Once you've completed a scholarship application, click the Submit Application button at the bottom 

right. You may also Save Application to complete later.  

 

 
 

8. If you save your application, you may complete it later by logging into your account, and clicking the 

Edit Application link from your Applicant Dashboard.  

 

 
 

 

8. Please note, after you click Submit Application, no changes can be made. However, you can view 

your application by clicking the View Application link from your Applicant Dashboard. 

 

 You may print completed applications by selecting View Application and clicking the 

 icon. 

 

Reference Instructions 

 

1. You must submit two references* on the Common Application. Name, email address, phone number, 

and position (title) are required.  

 

*We suggest you ask permission from your references before submitting their information in your 

application.  
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2. After entering their email address, you may use the sample language in the instructions to paste into 

the body of your email. When complete, press the blue Send button. 

 

 
 

3. Your reference will receive both your email and a system email including a link for them to follow and 

submit your letter of recommendation. 

 

4. Check with your references to be sure they received the emails. This is very important because 

emails can be blocked by spam filters. 

 

5. You may submit your application before the letters of recommendation have been submitted. 

 

Applicant Dashboard 

 

 

 

After beginning or submitting scholarship applications, you can log into your account to: 

• Edit unfinished applications  
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• View or print submitted applications 

• Check the status of your references (Third Parties)  

 

 
 

For example, below you can see that 1 letter of recommendation was requested and was submitted. 

 

 
 

The date and time the letter of recommendation is submitted will appear on your application below the 

“compose email” question. However, you will not be able to view the responses, as they are 

confidential.  

 

TIPS 

✓ Follow all directions carefully.  

✓ Asterisks (*) indicate required questions; you will not be permitted to submit your application until you 

have answered all required questions.  

✓ APPLICATION DEADLINE: January 31, 2018  

 

Questions? Contact Jennifer Shultz, Director of Communications and Scholarships at 

Jennifer@CFNoble.org or (260) 894-3335. https://cfnoble.org/ 
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