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Versions

Version Date Author Details

1.0 January 7, 2015 Georgia Scheel | Initial Document/New Format

1.1 March 9, 2015 Georgia Scheel | Edits/Addition of New Section

1.2 August 27, 2015 Georgia Scheel | Change in Log In Section

1.3 September 18, 2015 | JeLani Johnson | Edits/Updates

14 November 2, 2015 | Georgia Scheel | Change in Log In Section

1.5 December 21, 2015 | Georgia Scheel | Change in Log In and Ph.D.
Sections

1.6 March 10, 2016 Georgia Scheel Update Acceptance sections

1.7 May 5, 2016 Georgia Scheel | Update Scholarship Search
image

1.8 December 19, 2017 | Becky Keyser Updates due to system upgrade

1.9 June 28, 2019 Brittany Rindone | Updates due to rubric and
website upgrade

20 December 7, 2020 | Brittany Rindone | Added BRUIN Connect login
steps.
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Disclaimer

This Knowledge Pack (KP) may contain minor variances of screen captures but the
steps are the same.

Learning Objectives

By the end of this training a Bellevue University student should be able to

e Conduct a search of available Bellevue University scholarships
¢ |dentify scholarships for which he/she wants to apply

e Complete and submit a scholarship application

e Accept awarded scholarships
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Getting Started

Welcome! This training guide will explain many of the features and steps of CommunityForce,
Bellevue University’s scholarship platform that enables students and administrators to manage
scholarship applications and awards.

\7» BELLEVUE

Step | Action

1. | Open an internet browser and navigate to the Bellevue University’s
BRUIN Connect website at https://bruinconnect.bellevue.edu.

NOTE: CommunityForce is NOT compatible with Internet Explorer 8;
however. there are no known issues with anv other browsers.

If you have not created your BRUIN Connect account, follow along from Step 2.
If you have created your BRUIN Connect account, follow along from Step 7.

2. | Fillin the SECONDARY EMAIL field.

NOTE: If you do not have a secondary email, select the | DON’T HAVE A
SECONDARY EMAIL radial button.

3. | Click on the ADD A PHONE NUMBER button. This will prompt you to add phone
number for resetting your password or unlocking your account using SMS.
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4. | Click on the 2" ADD A PHONE NUMBER button to add a phone number for
unlocking your account using Voice Call.

Click a picture 10 choose a security image

Create My Accoumt

5. | Select an image under the CLICK A PICTURE TO CHOOSE A SECURTY
IMAGE option. Your security image gives you additional assurance that
you are logging into Okta, and not a fraudulent website.

6. | Click on the CREATE MY ACCOUNT button.
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Add all your opps so

ewerything s | dick ooy

Click an aeyr and
Olketsr signs

Okta makes your life easier

BRUIN Connect will open.

7. | Click on the COMMUNITYFORCE button. If going through BRUIN
Connect, you will click on the CommunityForce chicklet.

End of Procedure

NOTE: You may also access CommunityForce directly at the following link:
https://bellevueuniversityscholarships.communityforce.com/Funds/Search.aspx.

NOTE: In order to apply for scholarships, users must have a current Bellevue
University Admissions Application on file and a Bellevue University Student ID.
Individuals without these credentials can still search Bellevue University
scholarships to view available scholarship opportunities.

NOTE: If you do not have a Bellevue University STUDENT ID, complete the
Admissions Application process as explained in Appendix | beginning on page 61
prior to continuing to the next page.
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Scholarship Search

Available scholarships may be searched by Keyword or Student Eligibility.

Search by Keyword

Find Schalarship by Keyword

—_—

Search by Scholarship Eligibifity

Display Scholarship that matcm All of my selections: (Select mora options 1o retum a narrower set of resufs)

My citicenshvp staten . Cajact |
| permanently reside In the state o cajact -
Stadent type:  calect -

My cumidative GPA 8. <oloct m

| am & student athietel  cgiot .

Major/Progran’  calect . \
Military Affitiation:  aluct .|
Fullgime enrollmens: Colact |

My Expected Family Contritution (EFC)is0  cafmct

Cear

Step | Action

Type the word(s) for which you want to search in the Find Scholarship by
1. | Keyword field (i.e. business, academic, Bellevue). This will pull results
based on the title of the fund only.

2. | Click on the SEARCH BY KEYWORD(S) button.

End of Procedure
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Search by Keyword

Find Schalarship by Keyword

Search by Keyword(s) Ot

Search by Scholarship Eligibifity

Display Schalarship that matcm All of my selections: (Select mora options 1o retum 3 narrower set of resufes)

My citiaenship statsn 1% Cajact E h
| permanently reside In the state of Colect -
Stadent tyPe:  olect -
My cumulative GPA Is2  <gloact vi

| mm a student athiete.  colo-t
Major/Progras’  calect .|
Military Affitiation:  Caluct -l
Fulltime enrollmens Colact |

My Expected Family Contritution (EFC)is0  cafmct R

Step | Action

1. | Click on the DROP DOWN ARROW next to the item(s) you want to include
in your search criteria and select your answer(s).

2. | Click on the SEARCH BY ELIGIBILITY button.

End of Procedure

NOTE: Not all scholarships that appear in the SEARCH results will be available for
all application cycles

From the SEARCH results screen, you will still be able to click on LOG IN to enter
CommunityForce to begin the scholarship application. The LOG IN button is located
at the top right corner of the screen.
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After completing the search, a list of possible scholarships will appear. The displayed
results will include those from the search filtered by specific student data such as
undergraduate or graduate, citizenship, etc.
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[ s cocmr [
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fl.;[: Accazeng Appdcatves Can
e
?7- vlz:;n-. Sppluatier Dute
‘v‘uz'.-o
201
1. Click on the name of the scholarship to view additional information about

the specific scholarship.

2. Review the BEGIN ACCEPTING APPLICATIONS DATE and DEADLINE
DATE displayed on the Search Results screen.

End of Procedure
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Log In

You can access CommunityForce by logging into BRUIN Connect first. However, if accessing
CommunityForce outside of BRUIN Connect, you will be auto-directed with OKTA in the
background. Accessing CommunityForce outside of BRUIN Connect while connected to the
Bellevue University network or not, you will still need to log in with your BRUIN login credentials.

§% BELLEVUE

This page provioes two oplions 10 search scholarship opportunities ofered al Bellevue Universty. To begin your search efther enter 3 keyword of use any of
ad of ne search Mers bolow. If you would like to apply for a scholarship, please click the "Login" button located In the top right corner of this page.

This Is 3 comprehensive Iist of schalarships offered through Ballevue Univessity and dogs ngt Indicate specifically which opponunitiss may be available dunng
the current application cycle

“All schotasships require students 10 be degree-seeking Those declared non-gegree seeking, including those taking classes lowargs cerdificate programs are
not eligible  Adaftionally, those pursuing courses 3s part of Guid Educaton or Campus @) Work are not quaied for Bellevue Universty schotarships

**The majorty of scholarships require students 1o be enrolied full-Ume In order 10 receive lunding.  Pisase refer 1o the requirsd criena within €ach fund o
geterming If It is open to part-time students

Browser Usage: The CommunatyForce system operates best using Google Chrome or Firefox. Safan can be used, Sul when technical ssues ane
encountered, clicking the "back” button seems to heip. Internet Exploder 15 the least compatibie trowsar and IE & does not work at ail

Search by Keyword

Fing Schotarship by Kevword

Clear

1. | Click on the LOG IN link in the top right corner.
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UNIVERSITY

ﬁ’rr BELLEVUE

N

Student Scholarship Site

2. | Click on the LOG IN WITH BRUIN STUDENT ID button.

4% BELLEVUE

Qb o whmcam |

Benow 1 4 B0 OF your SOPRCATONGS) M0 e Cument STt

setect senctanng Acazemic Year
Mt Ao 0172018
Al Ao 210-20M
- Mg o E AT
] A 2017.201

Cate fuzmmec Oerzine
0% 10007

700 20130
w120

This will auto-direct you to CommunityForce with OKTA and you should
see your “My Applications” tab upon login.

End of Procedure
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Navigation

NOTE: Full NAVIGATION capability will not be available until you have an active
application in CommunityForce. Refer to page 21 for directions regarding the
application process.

&, BELLEVUE

Step | Action

1. Click on the MY APPLICATIONS tab to view a list of your active
applications.

NOTE: The number of applications displayed will be dependent on your
student status. Types of applications include the following:

e Freshman

e Undergraduate/Graduate

e Ph.D.

e Athletic

e Scholarship Renewal

NOTE: Click on the CONTACT link to send an email directly to the Bellevue
University Scholarships team. Response time is generally between 1-2 business

days.
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|
5 BELLEVUE

UNIVERSITY

Q Search B9 My Applications

Below is a Iist of your applicationis) and thew cutrent status

- Active -
Py e ror
o 2019-2020 32272019 7012019 Award Accepted

2. For each active application you will be able to view the following:
e Academic Year

e Date Submitted

e Application Deadline

e Status

|
§j BELLEVUE

UNIVERSITY

Q Search B3 My Applications

Below 15 a list of your application(s) and thewr current status

Actve v
Select Scholarship Academic Year Date Submitted Deadline Status POF
(o) Scholarship Appcation 2019-2020 70172010 Award Accepted 1]

3. Click on the link for a specific application to navigate to the DASHBOARD
for that application.
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UNIVERSITY
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4, Click on any icon to enter that section of the application.
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[ e cerievre I

‘ﬂﬂ’ BELLEVUE

UNIVERSITY
* My Applications | Undergraduate/Graduate Application / Personal Information

Perzonal Information

This section of the application includes your biographic and demographic data, Any fields the
information is required to help match you to the best possible scholarship cpportunities at Be
update your information in BRUIN to ensure it pulls over inte your scholarship application bef

%ou have the option to save your work and submit the application at a later time. Be sure to ¢
There is a time-out feature for security purposes. Ifthe page remains idle for 60 minutes, it

Personal Information

5. From any page of the application, you may click on the MY
APPLICATIONS link to return to the Welcome page; or you may click on
the application link to return to the Dashboard for that specific application.

End of Procedure
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Application Process

notifications pertaining to your application.

NOTE: All communications regarding your CommunityForce Scholarship Application
will be sent from admin@communityforce.com. It is recommended that you add this
email address to your TRUSTED EMAIL ADDRESSES to ensure that you receive all

% BELLEVUE

IHPREIAKI FUPQRMATIIN,

1o €0 © 20w I et TRy

From the application DASHBOARD, a series of buttons will allow you to

e PREVIEW your application from the choose action drop down

e Complete a FINAL REVIEW AND SUBMIT your application
e View IMPORTANT DATES AND DEADLINES

e Access an INTRODUCTION AND TIPS FOR APPLYING

e View the CommunityForce STUDENT HOW TO GUIDE

e Access a list of FREQUENTLY ASKED QUESTIONS

i 0

e Obtain CONTACT information for the Bellevue University Scholarships team

CommunityForce: Student How To Guide
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7 BELLEVUE
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A

You may also review IMPORTANT INFORMATION pertaining to the application
process prior to completing the application.

e Please click on each icon to complete all required sections and questions.

e In order to be considered for most Bellevue University scholarships, a completed
Free Application for Federal Student Aid (FAFSA) must be filed with the
Financial Aid Office before submission of a scholarship application for the
particular academic year in question. (For those students not eligible to submit
the FAFSA, please complete the College Funding Estimator (CFE) on
EducationQuest's website: https://www.educationquest.org/resources/college-
funding-estimator/ and attach it to your application).

e Questions in this application will already be pre-populated with data from our
BRUIN System. This information is read-only. To update you must log into
BRUIN to edit. If you cannot edit yourself in BRUIN, you may have to contact
your Student Coach or the Registrar's Office for assistance depending upon the
field that needs updating. If the field is blank, not required, and does not pertain
to you, you can disregard it.
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e If you need assistance with essay writing, feel free to contact Bellevue
University's Writing Center: http://www.bellevue.edu/student-support/writing-
center/writing-center. The services provided by the Writing Center are FREE to
students, and could be the make or break point for selection. You can schedule
your appointment for a face-to-face or Online eTutoring Consultation.

e You may log in and save multiple times, however in order for your application to
be officially submitted you must click the Final Review and Submit application
button on this page (You will receive an on-screen confirmation as well as a
confirmation email once you submit your application. Be sure to check your
email for this confirmation to ensure your application was successfully
received). Late submissions due to not following submission instructions, will not
be permitted.

e |f the system doesn’t allow you to officially submit your application, please
review all sections to ensure the required fields are completed, and each section
has been saved.

e READ all section instructions so that you do not miss any important information
or details that impact your ability to apply for a scholarship or even be
considered.

e Submission deadline times indicated on the application are for Central
Standard Time (CST).
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The Scholarship Application consists of several sections that must be completed. Not
all sections will be required for all applications. Please refer to the types of applications
below in regards to the required sections.

NOTE: Some sections of the application may not open until later in the application
process.

Freshman

Personal Information

Academic Information

Financial Information

Activities

Essays

Attachments (when applicable)
Authorization and Release

Fund Eligibility

Request (when applicable)

Scholarships Awarded (when applicable)
Scholarship Acceptance (when applicable)

Undergraduate/Graduate

Personal Information

Academic Information

Financial Information

Activities

Essays

Attachments (when applicable)
Authorization and Release

Fund Eligibility

Request (when applicable)

Scholarships Awarded (when applicable)
Scholarship Acceptance (when applicable)

Personal Information
Academic Information
Financial Information
Attachments

CommunityForce: Student How To Guide
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e Authorization and Release

e Fund Eligibility

e Conference Travel Request Form (when applicable)
e Scholarships Awarded (when applicable)

e Scholarship Acceptance (when applicable)

Athletic
e Personal Information
¢ Academic Information
e Financial Information
e Athletic Scholarships
e Fund Eligibility
e Authorization and Release
e Scholarships Awarded (when applicable)
e Scholarship Acceptance (when applicable)

Renewal
e Personal Information
e Academic Information
¢ Financial Information
e Activities
e Essays
e Fund Eligibility
e Authorization and Release
e Scholarships Awarded (when applicable)
e Scholarship Acceptance (when applicable)

The PROGRESS BAR under each section of the application indicates the percentage of
completion for each.
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1. Click on an icon to enter that section of the application.
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“City: Omaha

State: NE

GCLNYJ Select w
*Zip Code: 88117
State of Permanent Residency: NE
Where were you bom (City and
State)?
Home Phone: = =
Step | Action
2. For each section, complete all fields marked with an asterisk (*).

Information may be typed into some fields; however, others will require you
to click on a DROP-DOWN ARROW and select the correct information.

Required fields will highlight red along with the asterisk.

NOTE: Fields that are pre-populated with information from BRUIN cannot be edited.
Hovering the mouse over a pre-populated field will verify whether the field can be
edited or not.

A pre-populated, non-editable field that displays SELECT indicates that the
information for that field is not available in BRUIN. In order to have that information
available on the scholarship application, you will need to update the information in
BRUIN so it can be pulled into the application.

Some fields may not apply and will never display personal data.

CommunityForce: Student How To Guide
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—p a Save & Refum to Dashboard Retumn to Dashboard

Step | Action

3. After all required fields are completed, you may click on the SAVE button
to save your information and stay on the page, click the SAVE & RETURN
TO DASHBOARD button to save your information and return to the
Application Dashboard, or click the RETURN TO DASHBOARD to return
to the Application Dashboard without saving.

End of Procedure

This section of the application includes your biographic and demographic data. Please
complete any fields that are not pre-populated with your information. This information is
required to help match you to the best possible scholarship opportunities at Bellevue
University. If a field that is pre-populated is incorrect, please update your information in
BRUIN to ensure it pulls over into your scholarship application before the application
close date.

You have the option to save your work and submit the application at a later time. Be
sure to click the SAVE button at the bottom of the section to save your work. There is a
time-out feature for security purposes. If the page remains idle for 60 minutes, it will
NOT save your work and will require you to log back in.

Immigration Status

IMMIGRATION STATUS will be listed twice on the application if the information is not
available in BRUIN. If the first IMMIGRATION STATUS field shows NOT INDICATED,
you will need to choose from the following options to enable the system to verify your
eligibility for certain scholarships.

e U.S. Citizen

¢ Legal Permanent Resident

e International Student (F1 Visa)
e DACA/DREAMER

e Other (please specify)
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Ethnicity

ETHNICITY will be listed twice on the application if the information is not available in
BRUIN. If the first ETHNICITY field shows NOT INDICATED or NOT REPORTED, you
will need to choose an option in the second field to enable the system to verify your
eligibility for certain scholarships.
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When selecting STUDENT TYPE, the available options are defined as follows:
® First Time First Year—a student who has not previously attended college.

® Transfer Undergraduate Student—a student who is pursuing a Bachelor’s
degree and will be transferring credit to Bellevue University from another
institution.

® Returning Undergraduate Student—a student who is pursuing a Bachelor’s
degree and has previously attended Bellevue University.

® Graduate (Masters)—a student pursuing a Master’s degree.

Academic Information also includes information related to your educational background
and the degree you are pursuing at Bellevue University. This information is required to
help match you to the best possible scholarship opportunities at Bellevue University. If
a field that is pre-populated is incorrect, please update your information in BRUIN to
ensure it pulls over into your scholarship application before the application close date.

You have the option to save your work and submit the application at a later time. Be
sure to click the SAVE button at the bottom of the section to save your work. There is a
time-out feature for security purposes. If the page remains idle for 60 minutes, it will
NOT save your work, and will require you to log back in.
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This section of the application includes information related to your finances and financial
need. Here, you will need to disclose all forms of financial aid that you have already
been awarded, financial aid for which you have already applied, employment
information, and annual and household income. This information is required to help
determine your level of financial need as it pertains to the needs-based scholarships
that Bellevue University has to offer.

You have the option to save your work and submit the application at a later time. Be
sure to click the SAVE button at the bottom of the section to save your work. There is a
time-out feature for security purposes. If the page remains idle for 60 minutes, it will
NOT save your work and will require you to log back in.

This section of the application asks about your most recent, current, and/or on-going
extra-curricular involvement. This includes participation in any clubs, sports,
organizations (including professional organizations), memberships, and community
involvement and service.

Please provide as much detail as you can. A spell checker is not available within this
site, so it is recommended that you draft the responses to the questions in a word
processing document, check your spelling, grammar, capitalization, punctuation, etc.,
and then copy and paste into the text boxes provided.

You have the option to save your work and submit the application at a later time. Be
sure to click the button at the bottom of the section to save your work. There is a time-
out feature for security purposes. If the page remains idle for 60 minutes, it will NOT
save your work and will require you to log back in.
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This section of the application asks about personal challenges you’ve overcome, your
education goals and what you want to accomplish after college, and more, as well as
provides a space for you to add anything additional you would like to share with the
scholarship review committees.

Please provide as much detail as you can. The word count for each short answer essay
question is between 200 and 300 words and for the main essay is 500-1000 words. A
spell checker is not available within this site, so it is recommended that you draft the
responses to the questions in a word processing document, check your spelling,
grammar, capitalization, punctuation, etc., and then copy and paste the essays into the
text boxes provided.

If you need assistance with essay writing, feel free to contact Bellevue University’s
Writing Center http://www.bellevue.edu/student-support/writing-center/writing-center.
The services provided by the Writing Center are free to students. You can schedule
your appointment for a face-to-face or Online eTutoring Consultation.

This is one of the most important sections of the application. It provides the review
committees enough information to make recommendations as to who should be
selected. Please take your time and prepare well thought out essay answers.

You have the option to save your work and submit the application at a later time. Be
sure to click the SAVE button at the bottom of the section to save your work. There is a
time-out feature for security purposes. If the page remains idle for 60 minutes, it will
NOT save your work, and will require you to log back in.
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This section of the application is for you to upload any required documentation (denoted
with an asterisk *) that is needed to apply for any one specific scholarship opportunity
for which you are eligible.

NOTE: The ATTACHMENTS section of the application may not list any
requirements until after the FUND ELIGIBILITY section is updated.

Formats accepted for upload include the following: doc, docx, pdf, jpg, bmp, xIs, or
xlsx. The file size for each document uploaded should not exceed 10 mb. If a
document consists of multiple pages, it must be uploaded as one file. Do not upload
one page at a time.

Active high school students or recent high school graduates and new transfer students
MUST upload their most recent transcript (official or unofficial). High school
students with ACT/SAT score reports will also need to upload these unless the scores
are listed on the high school transcript. (Submission of ACT/SAT scores on the
scholarship application is for determining eligibility for particular scholarships
only, not for admission purposes).

A Student Aid Report (SAR) or College Funding Estimator (CFER) will be required for
anyone that is applying for needs based scholarships. Without this information, the
Scholarships & Grants Office may not be able to determine the level of need and could
affect a student’s ability to submit his/her application. The SAR can be accessed via
www.fafsa.gov and the CFER may be found at www.educationquest.org.

NOTE: If you have questions regarding whether certain documents are required for
a scholarship, please email the Scholarships and Grants team at
scholarships@bellevue.edu.

You have the option to save your work and submit the application at a later time. Be
sure to click the SAVE button at the bottom of the section to save your work. There is a
time-out feature for security purposes. If the page remains idle for 60 minutes, it will
NOT save your work and will require you to log back in.
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This section is to determine the scholarship opportunities for which you are eligible to
apply based on the information that has been gathered in your application. All
opportunities for which you are eligible should automatically be selected. This is notated
by the check mark in the box next to the name of the scholarship. If the box is not
checked, and you want to be considered for that scholarship opportunity, be sure to
check the box and then save the page.

All scholarship opportunities with the check boxes marked will be reviewed by the
scholarship committee unless you uncheck them. Please be aware that some
scholarships will require additional sections to be completed on the application and/or
additional documentation to be uploaded. You will need to go back and check the
Dashboard to determine which sections are no longer 100% complete. Once everything
is completed in full, you will be able to finalize and submit your application from the
application Dashboard.

You have the option to save your work and submit the application at a later time. Be
sure to click the SAVE button at the bottom of the section to save your work. There is a
time-out feature for security purposes. If the page remains idle for 60 minutes, it

will NOT save your work, and will require you to log back in.
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This section of the application refers to your rights as an applicant and allows you to
choose the option to waive your right to view recommendations submitted on your
behalf. You will also be asked to confirm the following:

e Release of the contents of your application, including attachments for donor
and/or board reporting purposes.

e Permission to use your name, photo, etc. for promotional purposes on the
Bellevue University website, in other publications, and via submitted ThankView
videos.

e Verification that the information provided in the application is true to the best of
your knowledge and that falsifying or plagiarizing information may result in
disqualification of scholarships.

e Confirmation that you have fully reviewed and updated your application before
submitting.

¢ An understanding of how and when to submit the application by the deadline.

¢ An understanding of when information may be shared as it pertains to health,
welfare or safety.

You will also enter your name in the ELECTRONIC SIGNATURE field and provide a
date of application.

NOTE: Requests for recommendations (if needed) cannot be sent until you
complete the authorization. Additionally, it is important that you give ample time for
online recommendations to be submitted by the required deadlines.
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Request
To submit a RECOMMENDATION REQUEST, follow the steps below.
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1. Select the recommendation you are requesting by clicking on the
RECOMMENDATION REQUEST FOR ACADEMIC OR MERIT
SCHOLARSHIPS or the RECOMMENDATION REQUEST FOR
GENERAL AND FINANCIAL NEED SCHOLARSHIPS link.
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Step | Action

2. Type the NAME of the individual from whom you are requesting a
recommendation (Recommender) in the Name field.

3. Type the EMAIL ADDRESS of the individual from whom you are
requesting a recommendation in the Email field.

4. Type a PERSONAL MESSAGE to the individual from whom you are
requesting a recommendation in the Optional field.

NOTE: Although this field is optional, it is strongly suggested that you
compose a PERSONAL MESSAGE to each individual. Include the name
and deadline for the scholarship for which you are applying and your
personal contact information.

It is also considered a courtesy to notify the individual of your plan to ask
him/her for a recommendation prior to sending the REQUEST email.

Click on the EMAIL REQUEST button.
Repeat STEPS 1-5 for an additional REQUEST (if allowable).

End of Procedure
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If the RECOMMENDER has not received the email request within 24 hours, he/she may
need to investigate to determine if the request was redirected to a spam folder or

blocked by an email system firewall.

If the RECOMMENDER accepts your request, he/she will be directed to an online form.
If the request is declined, you will receive an email advising you of the decision and will
be able to return to the REQUEST section to resubmit the request to a different
individual by deleting the previous RECOMMENDER'’S information.

NOTE: The additional PROGRESS BAR for the Request section of the application
indicates the percentage of your requested recommendations that have been
received by Bellevue University.

NOTE: Letters submitted to the Scholarships and Grants Department will not be
accepted in place of the online recommendation.
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Ph.D. Students Only

%> BELLEVUE

When a Ph.D. student logs into CommunityForce, he/she will not see any new

automatically listed applications.

Moann by ey werd

—
—s =

h

Step | Action

KEYWORD field.

1. | Type the Ph.D. Scholarship name for which you want to search (according
to your Faculty Mentor’s instructions) in the FIND SCHOLARSHIP BY

2. | Click on the SEARCH BY KEYWORD(S) button.

open the fund details.

Once the desired Scholarship appears, click on the scholarship link to

4. | Click on the APPLY button to begin the application.
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This application allows you to submit multiple requests for funding. In order for you to keep track of which project
or request please create a name for your request under the description box below.

Description

ﬁ Cancel

5. | Type a DESCRIPTION of the conference, seminar, research, etc. for
which you are applying.

NOTE: The Description is required because multiple applications may be
submitted for the same fund type but for various reasons.

6. | Click on the APPLY button.
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Pre-Qualification Questions| h

Are you pursuing a Bachelor's (undergraduate) or Masters (graduate) degree?
©Yes ©MNo

Are you pursuing a Ph.D. (post-graduate) degree?

@ Yes ©No

Are you a second or third-year Ph.D. candidate?

©Yes ©No

Are you working with a Faculty Mentor?

©Yes ©MNo /

7. | Click on the appropriate RADIO buttons to answer the Pre-Qualification
Questions.

8. | Click on the SUBMIT button.
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9. | You will then see that portions of the application information have been
auto populated via BRUIN.

Refer to the GENERAL APPLICATION INSTRUCTIONS beginning on
page 25 to complete each section of the application.
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Begin Accepting Applications Date

\ Deadline Date (ESY Time Zone)
A0S 1200 Pl
¢ \

Step | Action

10. | If you need to log out before submitting the application, click on SAVE
AND EXIT.

11. | When you wish to continue working on the existing application, return to
the Search screen and click on the CONTINUE WITH APPLICATION
button.

NOTE: Once dates are enabled, you will have the option to CONTINUE
WITH APPLICATION or START A NEW APPLICATION for the same
fund type.
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12. | After all sections have been completed to 100%, click on the FINAL
REVIEW AND SUBMIT button.

System Alert (154)

Please click the checkbox at the top or bottom of the page to confirm that you have
reviewed your Ph.D. Conference Presentation Travel Scholarship Application. You will not
be able to update it after it has been submitted

. ol Continue win Review

13. | When the System Alert box appears, click on the CONTINUE WITH
REVIEW button.
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"First Name!

Profenod Fest Name:

Lot Norrw

14.

A PDF version of the application will appear. When ready to submit, click
the CHECK BOX.

15.

Click on the SUBMIT button.

Application Submit Message ()

Thank you for submitting your application. Please check your email for communications
from us, as award letters for selected applicants will be emailed out from
admin@communityforce.com on February 20, 2018.

16.

— (B3

When the Application Submit Message box appears, click the OK button.
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17. | Upon returning to the Application Dashboard, the Application Status will
show as SUBMITTED.
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The Application Status will also show as SUBMITTED on the My
Applications screen.

18.

End of Procedure
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Athletic Scholarship Information

Student athletes will have an additional section to complete in regards to their

ATHLETIC SCHOLARSHIPS. Please see below.

t Athletic based Scholorship

b o e “Save" Detton at NG DOTTam of the SOCToN 10 S3ve pour work. Thare is 3 Dme-out feature. If 3 page
Athletic Scholarships
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Application Submission

Preview

After all sections of the application are completed, return to the DASHBOARD.

|
3¢ BELLEVUE

UNIVERSITY

cotanct | Undenyaduate Tiacuate (LATE FALL) Apglication 2020-2021

Deaahine for Submiasicn ] 7/17/2020 12:00 PM ICST)

Cnoose Action » Fial Review and Sudmi
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1. Click on the PREVIEW APPLICATION button to preview your application.
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Application Summary of: »

Personal Infermation

Personal Information

*Bellewue University Student I1D #:

*First Name:

Middle Name:

*Last Name:

Country of Citizenship: United States

2. Click on the PRINT icon to print a copy of your application information, or
you may preview your application on the screen.

3. If you need to make changes to your information, you may return to the
application DASHBOARD to edit the information.

End of Procedure
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Final Review and Submit

- T?Help

I
57 BELLEVUE

UNIVERSITY ‘Application Status: Pending Submission

My Applications 773 wrn s e ATV VAL | Ao g TEAD WY

Deadline for Submission || 7/17/2020 12:00 PM {CST)

Choose Action = Final Review and Submit

IMPORTANT INFORMATION:
1. Please click on each icon to complete all required guestions.

2. In order to be considered for most Bellevus University scholarships, a completed 202002021 Free Application for Federal Student Aid (FAFSA) must be filed with the Financial Aid Office before
submiszion of & scholarship application. (For those stedents pot efigible fo submit the FAFSA, plesse complete the College Funding Estimator (CFE) on EducationGuest’s
website: hitps fwww educationquest. org/resources/collage-funding-e stimator” and attach it to your application).

3. Questions in this application will slready be pre-populated with dats from cwr BRUIN System. This information is read-only. To update you must log into BRUIN to edit. |f you cannot edit yourself
in BRUIN, you may have to contact your Student Coach or the Regi Office for i s ding upon the field that needs updating. |f the field is blank, not reguired, and does not pertain
to you, you can disregard it.

4. If you need assistance with essay writing, fesl free to contact Bellevue University’s Writing Center: http:

nter. The services provided by

edw/student-supportiwriting-c

1. From the DASHBOARD page, click on the FINAL REVIEW AND SUBMIT
button.

System Alert (154)

Please click the checkbox at the top or bottom of the page to confirm that you have
reviewed your Ph.D. Conference Presentation Travel Scholarship Application. You will not
be able to update it after it has been submitted

. ol Continue win Review

2. When the System Alert box appears, click on the CONTINUE WITH
REVIEW button.
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| B Print |

asve check the check-box to confirm that you have reviewed your Undergraduate/Graduate (LATE FALL) Application

020-2021 application, then click “Submit”.You will not be able to update it after it is submitted.
@Cancel & Exit

Application Summary of:

3. After completing a Final Review of your application, click on the box to
confirm the review.

4. Click on the SUBMIT button.

NOTE: You may also click on the CANCEL & EXIT button to return to
the application to make changes before submitting.
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Application Submit Message ()

Thank you for submitting your application. Please check your email for communications
from us, as award letters for selected applicants will be emailed out from
admin@communityforce_.com on February 20, 2018.

— (3

5. After submitting your application, an Application Submit Message will
appear. Click on the OK button.

NOTE: You will also receive an email confirmation from
admin@communityforce.com once the application has been submitted.

End of Procedure
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Award Acceptance

Students who are awarded scholarships for the designated award cycle will receive an
email from admin@communityforce.com with information regarding the Scholarship
Name, Award Amount, and deadlines for completing the ACCEPTANCE process.

Sl dug Nuwe Fiasd Awand

£ Ut Sdisshigps A s St dnd Arnaplanin Southom of ywk i ibnn Vb g i v cutnpbots s o
T T — .

Upon receipt of an Award Notification email, students will complete the following steps:

NOTE: Students must complete the first section of the ACCEPTANCE process titled
SCHOLARSHIPS AWARDED within three (3) business days of notification. The
second section of the ACCEPTANCE process must be completed within seven (7)
business days of notification.

Failure to complete the steps of the ACCEPTANCE process within the designated
time frames may result in the loss of scholarship funds.
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Operational Training

Scholarships Awarded

Choose Action -

pectine E

IMPORTANT INFORMATION:
1. Please click on 23ch icon to complets 3l required questions.
2. In order to be considersd for most Bellevue University scholarships, 3 completed 202002021 Free Application for Federal Student Rid (FAF5A) must be filed with the Financisl Aid Office befors

submission of 5 scholarship application. [For those students pot eligible to submit the FAFSA, plea=e complete the College Funding Estimator (CFE) on EducationQuest’s
website: hitps:#www educationquest. org/resources./colle; mator’ and attach it fo your application).

-funding-e.

3. Questions in this application will already be pre-populated with dats from cur BRUIN System. This information is read-onhy. To update you must log inte BRUIN to edit. If you cannot edit yourself
in BRUIM, you may have to contact your Student Coach or the Registrar's Office for assistance depending upon the fizld that needs updating. |f the field is blank, not required, and does not pertain
to you, you can disregard it.

4. If you need assistance with essay writing, feel free to contact Bellevue University’s Writing Center: http: llevue. edw/student-supportiwriting-centerfwriting-center. The services provided by
the Writing Center are FREE to students, and could be the make or bresk peint for selection. You can schedule your appointment for a face-to-face or Cnline eTutoring Consultation.

£. You may kg in and save multiple times, howsver in order for your spplication to be officially submitted you must click the Final Review and Submit application button on this page (You will
receive an on-screen confirmation as well as a confirmation email ence you submit your application. Be sure to check your email for this confirmation to ensure your application was successfully
received). Late submissions dus to not i bmission i will not be permif

8. If the system doesn’t allow you to officially submit your application, please review all sections to ensure the required fiekis are completed, and each section has been saved,
7. READ all section instructicns so that you do not miss any important information or details that impact your ability to apply for a scholarship or even be considered.
8. Submission deadline times indicated on the application are for Central Standard Time [C5T).

8. Those receiving benefits or pursuing their degree through Guild Educstion, Campusi@Work or through Bellevue University Tuition Remission {including the Tuition Exchange
Frogram) are NCOT eligible for Bellevus University scholarships. For guestions regarding these groups, please email scholaships@bellevue.edu.

100% 100%

100%

100%
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Scholarships Awarded

Deadiline: 7172020 1200 FM
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1. | From the Dashboard, click on the SCHOLARSHIPS AWARDED icon.
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Scholarships Awarded

This section of the application is to inform you of the scholarships that you have been selected for and to indicate if you wish to accept or reject it/them.
Internal scholarship acceptance is not performed in BRUIN, but instead here in CommunityForce. Once you have indicated whether you would like to
sccept or reject the award(s) offered, an additional section titled: Acceptance will open for you to continue the process to accept or reject the specific
scholarship(s), and to provide all documentation neaded for that acceptance, if any.

Failure to complete the scholarship acceptance process in full and by the specified dates may result in 2 processing delay or even the possibility of an

award cancellation. If you have guestions or concerns about meeting these requirements, contact scholarships@bellevue.edu to discuss. All deadline
dates and times are in the Central Time Zone [C5T).

Scholarships Awarded

Scholarshipis) Awarded to You: Rufus T. Amis Endowed Scholarship Awarded On 08-02-2020, 31

°l acknowledge that | wish to Accept or DY:—s
Reject the Scholarship(s) awarded to
e:

*l understand that in crder to receive the DYEs
scholarships) listed above, | must meet
sll required criteris for the said
scholarship{s) which can be found by

searching on the Scholarship Search
page within CommunityForce:

Save & Return to Dashboard Return to Dashboard

Step | Action

2. | The SCHOLARSHIP(S) AWARDED will be displayed.

NOTE: If multiple scholarships are awarded for different cycles within the
same application, the date of the award will appear to differentiate
between the previous and new awards.

3. | Click on the CHECKBOX next to Yes to indicate your acknowledgment to
Accept or Reject the Awarded Scholarships.

4. | Click on the CHECKBOX next to Yes to indicate your acknowledgement
and understanding of the eligibility criteria in order to receive the award.

5. | Click on the SAVE & RETURN TO DASHBOARD BUTTON.
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Acceptance Section

The ACCEPTANCE SECTION will not appear until after the SCHOLARSHIPS
AWARDED section has been completed.

Choose Action + Decline

IMPORTANT INFORMATION:
1. Plezss click on 23ch icon to complete il required questions.
Z. In onder to be considersd for most Belleves University scholarships, 3 completed 202002021 Free Application for Federal Student Aid (FAFSA) must be filed with the Financisl Ald Office before

ofa hip appli . (For those not shigible fo submit the FAFZA, plesse complete the College Funding Estimaror (CFE) on EducstionQuests
website: hitps:fivww educationguest. orgfresource s college-funding-2 or’ and attach it to your application).

" bl

3. Questions in this application will already be pre-populated with data from our BRUIN System. This information is read-onty. To update you must log inte BRUIN to edit. 1T you cannot edit yourself
in BRUIN, you may have to contact your Student Coach or the Registrar's Office for assistance depending upon the fizld that needs updsting. If the fizld is blank, not required, and doss not pertsin
to you, you can disregard it.

4. |f you ne=d assistance with essay writing, feel fres to contact Bellevus University's Writing Center: hitp . bellev ve. edw/student-supportfwriting-centern g-center. The services provided by
the Writing Center are FREE to students, and could be the make or break point for selection. You can schedule your appointment for 3 face-to-face or Online eTutoring Consultation.

5. You may log in and s3ve multiple times, howsver in order for your spplication to be officially submitted wou must click the Final Review and Submit spplication button on this page (You will
receive an on-screen confirmation as well 3= 3 confirmation email once you submit your spplication. Be sure to check your emasil for this confirmation to ensure your application was successfully
d). Late s due to not follvwing submission instructions, will not be permitted.

G. If the system doesn't allow you to officially submit wowr application, please review all sections to ensure the required fiekds are completed, and each section has been saved.
7. READ all section instructions so that you do not miss any important information or details that impact your ability to apply for & scholarship or even be considered.

8. Submission deadline times indicated on the application are for Central Standard Time {C5T).

9. These receiving benefits or pursuing their degree through Guild Education, Campusi@Work or through Bellevue University Tuition Remissien {including the Tuiticn Exchange
Program) are MOT eligible for Bellevue University scholarships. For questions regarding these groups, please email scholarships@bellevue.edu.

Personal Information Academic Information Financial Information Activities Attachments

& i $ A Q

100% 100% 100% 100% 100%
— —
Deadiine: 7172020 12200 FM Dreadiling: 74772020 12200 PK Deadiine: 7172120 1200 PM Deadiling: TH72020 12200 PK Deadling: TATZIX 1200 PM
Fund Eligibility Essays Autherization and Release Scholar Acceptance Section
100% 100% 100% 100% %
Deadiline: 7/17/2020 1200 M Dreatiling: 7/172020 12200 PM Deadiine: 7172020 1200 PM Dreadiling: 71772020 12200 PM Deadline: 7172020 12200 FM

6. | From the Dashboard, click on the ACCEPTANCE SECTION icon.
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ACoeptance Secton

Step | Action

7. | Click on the RADIO BUTTON next to Yes or No to indicate your intent to
accept or decline the awarded scholarship(s).

8. | In the example above, the recipient will need to type a THANK YOU note
addressed to the Donor of the awarded scholarship.

NOTE: Acceptance Requirements will vary according to the specific

scholarship. Requirements may include any or a combination of the
following:

e Accept by clicking on the YES RADIO BUTTON
e Download an ACKNOWLEDGMENT FORM
e Upload a PHOTO

e Write a THANK YOU to the Scholarship Donor (250 word count
minimum)
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9. | Utilize the SCROLL BAR tool on the right hand side of the text box to view
additional directions regarding the specific scholarship and/or its Thank
You expectations.

10. | Complete Steps 6-8 for each additional scholarship (if applicable).

11. | Click on the RADIO BUTTON next to Yes to certify that all information in
your application is correct and to indicate your understanding that if any
information is falsified, awarded scholarships may be cancelled or
recovered even if after received and could result in repayment to the
institution.

12. | Click on the SAVE & RETURN TO DASHBOARD button.

m Mm i m
IMPORTANT INFORMATION: /

1 Pleasn chck on sach lcon 10 complete Bt reguired guestens

2 In ooder 10 D conpdered for most Sellevue Unnersity ;chouh‘ DS, § Freo for Federal Student Aid ausAl st bn Wi with the Financi Ad 0&' before subawssion of a scholarshep appbcation  (For
those students not elgrdle Jo subavt the FAFSA. please complete the College Funding Estimator (CFE) on EducatonQuest's webade. Aoz /v orpiesd: e o' and attach if fo your appicabon)

3. Questioos n thas apphcatbion will aready be pre-populated with data from ow BRUN System This infcemation m read-coly. To update you mest kg into BRUIN 10 edt if you cannct st yoursel m BRU, you may kave 10 contact your Student
Coach or the Registrar's Ofice for assestance depending upon the Seld that needs updating  If the feld is blank. not required. and dows not pertain 10 you, you can disregard it

4. ¥ you need assistance with essay witing, feel fres 1o contact Bellevue Universty's Witng Conter 1itp /Vwwn be Gt supporthunting cantarwiing centar. The semces prowded by the Witing Ceeter are FREE t0 studerts, and
could be the make of break pot for sefecton  You can schedule your spportment for » tatetodace or o-m 'wmmg Ccnw!um

5 You may log = 200 $ave mulgle Lmas, howeve 1 eder e pour 8000Ca000 1D be ofcialy submiled you musl chck the Final Review and Submil apotcation thion on this pace (You wil recene an on-screen confrmaton as well as a
confemation smad once you subot your appication  Be sure to check your emad for ths confrmation [0 ensute your apphcation was soccessidly reconed) Late submissions due 1o not following submession mstructions, will not e permitted

& ¥ the system doesn allow you to oficially submit your apphcation, pleans rpvew all sactions 10 ensurs the requued Selds are compieted. and aach section has been saved
7. READ aii section instructions so that you do not miss any smpadant information or detaits that impact your abiity 10 apply for a schalarsng or even be considered

7] This & a chanQe from préevious appicabions and years.

Personal intormation Academic Information Financial Information Activities Essays

& o $ n &

Deadine 2012018 1200 PM Deasine: 20172018 1200 PM Deodsne: 2012010 1200 PU Oeadtne: 2012018 1200 PM Dvaduae: 2012010 1200 PY

13. | Upon returning to the Dashboard, click on the ACCEPT button.
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System Alert (156)

accept an Award.

Caonfirm that you have reviewed your Undergraduate/Graduate (LATE FALL)
Application 2020-2021 Application. You will not be able to update it after you

.,
wcoept Award |
T

14. | Click on the ACCEPT AWARD button when the System Alert dialogue box

appears.

15.

Status Update (151)

“fou hawve successfully accepted an Award.

Click on the OK button.

End of Procedure
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Post Award Acceptance for Ph.D. Students

Choose Action v

IMPORTANT INEORMATION;.
1 Please chck on each icon to complete all requeed questions.
2 Questions in this application may already be pre-populated with data from our BRUIN System. This information is read only. To update you must log into anum% odit

3 Foe ALL attachments. please nams the file with the comesponding scholarship name for which it befongs too. Examples include Research Proposal - Ment Research Scholasship. Acceptance Lettec - Doctoral Consertium Travel Scholarship
Thes wall help the Scholarship Revewers maoeo oasly fnd the correct documents for the review.

3. You may log n and save multsple times, however in order for your application 1o be oficially submtted you must chick the Final Review and Submit apphcation button on this poge
4 If the systern doesnt alflow you to officully submd your applcation, please review all sections 10 ensure the required helds are completed, and sach section has been saved

§ Submission deadine times Indicaled on the appication are for Central Standard Time (CST)  This is a change from previous applications and years

Personal Information Academic Information Financial Information Attachments Conference Travel Request Form
% 0% 100% 100%
Deadine: 2012018 1200PM Deadline: 2012018 1200 PM Deadino: 21012018 1200 PM Deadiino: 2001/2018 1200 P Deadline: 2012018 1200 PN

Authorization and Release Acceptance Section Post Award /

4 $ =]

Deadline: 20172018 1200 PM Deadiine: 121272017 500 PM Deadine; 20112018 1200 PM

important Dates and Deadines | Introduction and Tips for Applying  Student How to Guide | Frequently Asked Questions | Contact Us

1. Upon completion of the research, conference attendance, etc. funded by
the Ph.D. scholarship, log in to CommunityForce, click on the specific
application in which the appropriate award resides, and click on the POST
AWARD icon.
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% BELLEVUE

Post Award

Post Award

Step | Action

2. Click on the BROWSE button to upload any evidence of the completion of
research, conference attendance, etc.

NOTE: Accepted document formats include the following: doc, docx,
pdf, jpg, bmp, xls, and xIsx. The file size of each document cannot
exceed 10 mb. If the document consists of multiple pages, it must be
uploaded as one file.

Students who do not submit the required evidence/documentation will
have their scholarships rescinded and will be required to repay the funds
to the University.

3. When all documents have been uploaded, click on the SUBMIT button.
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Choose Action v
IMPORYANT INFORMATION:
1 Please click on each lcon to complete 24 required questions
2 Quesbons = this apphcation may aready be peo-populated with data from oor BRUIN Systam. Thes information s read only. To update you mest log into BRUIN to edat
3 For ALL attachments. please name the fle with the coresponding schotarshep name for which #t belongs too  Examples mclude: Research Proposal - Mernt Research Ac: Lottor « Doctoeal G Travel Scholarship
This will help the Scholarship Reviewers more edady find the commect documents for the review
3. You may Jog in and save multiple times. however i order for your apgiication 1o be oficially submitted you must chick the Final Review and Submit apphcation button on this page.
4 the system doesn't allow you to officially submi your application. please review all sections to ensuce the tequred Selds are completed, and each section has been saved
5. Submission deadiine tmes indicated on the applicabon are for Central Standard Time (CST). This is a change from previous appicabions and years.
Personal Information Academic Information Financial Information Attachments Conterence Travel Request Form
» 1 ) 00% 0% %
Doadline: 20112015 1200 PY Deadline: 2012015 1200 PM Doadiine: 2012018 1200 U Doadime: 20172013 1200 PM Doadime: 2012013 1200 PM
Authorization and Release Acceptance Section Post Award
(1 $ B
0% 00N
Deadoe: 2012018 1200 PN Deaduine: 127272017 500PW Deoadiine: 2012018 1200 PM

impartant Dales ang Deadiines  Introduction and Tips for Applying  Student Mow 10 Guile Frequently Asked Questions  Contact Us

4. Return to the Dashboard and verify that the POST AWARD icon displays
as 100% complete.

End of Procedure
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Appendix |

(e __________________________________________________________ ]}
| et 6 boqpe;s |

Foral b by Ly B

1. Click on the LOG IN link.

UNIVERSITY

\Nrrf BELLEVUE | Student Scholarship Site
»all 22

Login with BRUIN
i Student ID

Click hara if you don't
have a Student 1D

Click on the CLICK HERE IF YOU DON’T HAVE A STUDENT ID button.
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\Trr BELLEVUE

UNIVERSITY

Take the next step towards
your goals!

Admissions Application

Please start here to apply for an undergraduate, graduate, or
PhD degree program.

« If you are new to this site, please create an Account to
complete your Admissions Application and access it in
the future.

« If you are returning to your Application, please Log In

Please have the following items available:

« Social Security Number

 Previous Education Information

« Details of Military Service and/or dependencies

« Current Employer Information (optional)

« Credit Card Information (for application fee, if required)

Thank you!

Create your Account Log In to your Account

You will need to create an account with us in Email (Username):

order to complete the admissions application. Email (*F
Click the button below to create your account
and start your application Password:

Password (*Required)

Forgot Your Password?

3. Click on the CREATE NEW ACCOUNT button in order to complete the
admissions application.

4. Upon completion of the application, a Bellevue University Student ID will
be assigned, enabling you to log in to COMMUNITYFORCE (return to
page 13).

End of Procedure
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