Scholarships – How to Apply
Eligibility and application materials vary for each scholarship. Carefully review scholarship guidelines before
applying.
Scholarship awards are announced in early May. Students will be notified by email and/or letter.
Step 1 — Explore scholarship opportunities.
View an alphabetical listing of all scholarships offered by the Community Foundation. You may enter a specific
named scholarship or keyword to refine your search.
Step 2 — Create an account through our online system and take an Eligibility Quiz.
You must create an account and complete your application(s) through our online system by Thursday, March 7,
2019 at 5 pm.
Follow the instructions on the Logon Page. New Users, after you create your account, you will be taken to the
Email Confirmation page. Follow the onscreen instructions to be sure to confirm that you are receiving emails
from the system.

Now that you have an account in the system, remember, this is the account that you will use for both current and
future applications.
Step 3 — Once you have created your account and are logged into the system, you will be prompted to complete
an Eligibility Quiz. This will narrow down the scholarships for which you may be eligible to apply. Select the
applicable eligibility quiz—Graduating High School Senior OR Recent High School Graduate/Adult Learner (see
screenshot below).
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Step 4 — After completing the Eligibility Quiz, a list of scholarships for which you may be eligible will populate
(you may have to scroll down to see the list). Click the Apply button next to the name of the scholarship to begin
the application for that scholarship. You may log in and out of the system as needed; you do not need to complete
the application in one sitting. Instructions for completing the application are located in each section of the
application.

Any applications that you start/complete will appear on your Dashboard. You can find your Dashboard by clicking
the house icon at the top of the page.

To continue an application that you previously started, click Edit Application.
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Fields in the application marked with an asterisk * are required and must be completed before an application can
be submitted. Once the application is complete, click Submit. After your application is submitted, you can no
longer make changes.
• You will receive an error message if any of the required fields are not completed. Incomplete fields will be
in red.
When a form is submitted successfully, you will be taken to a confirmation page. After clicking Continue, you will
be taken back to your Dashboard, and can VIEW your submitted application.
You will also receive an email confirmation for each application that you submit.
Step 5 — Click Apply at the top of the page to return to the listing of scholarships for which you may be eligible to
begin another scholarship application.

Note: After you have completed at least one application, you can copy common answers into your next
application. From the list of eligible scholarships, click the blue Apply button to begin a new application.
Click Copy Previous Answers in the upper right to copy the answers from your previous application.

A table (see screenshot below) will show you a list of your previous applications and which answers can be copied.
Any questions that have already been answered on the current form will NOT be overwritten by a copied answer,
nor will the copied answer be added to the existing answer.
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Select the radio button next to the application you want to copy answers from and click Copy Answers
A pop up will appear for you to confirm that you want to copy.
Click OK (Clicking OK will copy the answers from the selected request into the form you are currently working on.)
You may edit existing answers and answer new questions (if they exist).

Application Tips
•
•
•
•

•

You will be automatically logged out of the system after 90 minutes of inactivity.
The system will auto-save; however, you are encouraged to save your work along the way.
You may collapse question groups as you go, once you’ve finished all the questions in that group, as an
indicator to yourself that you’ve completed that section and reduce scrolling.
Most fields have character limits (includes spaces) as indicated below each field.
o Responses that are longer than the limit will be saved, but an error message will appear informing
you that the limit has been exceeded.
o You will not be allowed to submit the form until the length of the response has been decreased in
accordance with the limit.
File upload fields will only accept one file, per field.
o Upload fields have size limits.
 If you attempt to upload a file that is larger than the set MiB limit, you will receive an
error message informing you that the file is too large, and the file will not be saved.
o Upload fields may also have File Type restrictions.
 If you attempt to upload a file type in an unaccepted file type, you will receive a warning
that the file type is not acceptable, and you will not be able to upload the file.
o Once a file has been uploaded, it may be deleted by clicking the red X next to the file name and a
new file can be uploaded.
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Additional Resources
Video Tutorial 1: Site Access & Account Creation
Video Tutorial 2: Applying for Funding
Video Tutorial 3: Your Applicant Dashboard
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