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Georgia State University Foundation, Inc.
Online Scholarship Applications Procedure and Workflow

Introduction

In an ongoing effort to provide better customer service to students by alleviating the burden of paper
scholarship applications, the Georgia State University scholarship website has been expanded to provide
all departments within the university community access to administer and accept student applications
online. It is the intent of Georgia State University and the Georgia State University Foundation to provide
this access campus wide and all colleges/departments are encouraged to accept online applications where

feasible.

College/Department Application Processing Contact Responsibilities

The College/Department contact person will notify the Foundation Scholarship Coordinator
of the department’s intent to process and accept online scholarship applications and request
administrative rights to the system. After discussion with the Foundation Scholarship
Coordinator, a training session will be scheduled and access to the system will be provided.
The Foundation Scholarship coordinator with also provide an Online Scholarship
Spreadsheet/Worksheet for completion. (See Exhibit H for a sample report)

The College/Department contact person will submit the Online Scholarship
Spreadsheet/Worksheet to the Foundation Scholarship Coordinator. The form should indicate
the specific scholarships that students may apply for online, Optional Information and
Custom Information to be included for each scholarship, deadline dates for applying, and if
desired, award dates.

o Optional information includes class level, HS GPA, State Residency, or any other

scholarship qualifying information. The more optional information listed, the easier
it is for students to search for scholarships for which they may qualify.

Custom information includes items that the student must complete and/or upload to
complete the online application. This may include personal statements, academic
goals, community service, letters of recommendation, etc.

Once the scholarship deadline has passed and is closed for applications. The
College/Department contact person may begin to process the applications by logging into the
system using their campus ID and password. To process applications:

a.

b.

Search for applicable scholarship on the right hand side of the screen (Exhibit A) and
click on the scholarship title to open the scholarship (Exhibit B).

At the top of the page to the right click “Review Applicants”. This will bring you to
a screen that shows applicants, application status, and any attached documents
(Exhibit C).

On the same screen, download the excel files to filter students by scholarship
eligibility requirements, if any.

One the same screen, download documents for all “Complete” Applications where
the student is eligible for the scholarship.

On the same screen, select “Awards™ at the top of the page (Exhibit D). Notify
students that scholarship applications are being reviewed by selecting “Pending” for



each student. At the bottom of the screen select “Submit.” Student will receive an
auto-response (Exhibit E).

Review applications for selection using the process determined by the Memorandum
of Understanding on file for each scholarship, if any, or the process established
within the college/department.

Complete Notice of Intent to Award to Award Scholarship for selected recipients and
obtain financial aid approval.

Log into the system, return to the scholarship, and click on “Awards”.

Select “Denied” for each student who has not been selected for the award. Student
will be automatically notified of their status by system-generated email (Exhibit F).
Select “Award” for each selected student, click “Submit”, enter the scholarship
amount, and click “Submit” again. Student will be automatically notified of their
status by system-generated email (Exhibit G).

Mail Final Award Letters and Scholarship Acceptance Forms to recipients.

Foundation Scholarship Coordinator Responsibilities

e The Foundation Scholarship Coordinator will schedule training for online processing, provide
access to the system and provide the Online Scholarship Spreadsheet/Worksheet to the
College or Department contact. (See Exhibit H for a sample report). As new scholarships are
established in the foundation, the Foundation Scholarship Coordinator will provide the
college department contact with the scholarship spreadsheet requesting the online scholarship
information.

e When the completed form is received. The Foundation Scholarship Coordinator will:

O

O

o}

Set each scholarship on the website as either accepting or not accepting online
applications.

Enter deadline dates for applying for the scholarships. (Students are not able to apply
for scholarships once the deadline date has passed.

Add any optional and custom information provided by the college/department contact
will be added for each scholarship by the Foundation Scholarship Coordinator.

Student Scholarship Applicant Responsibilities

e Students login to complete an online scholarship application on the Georgia State University
scholarship website.
e Students must complete all requirements to be considered for any scholarship.

Attachments:

Online Scholarship Application Processing Guide
Online Scholarship Administrative Workflow Chart

Exhibits A-H

Georgia State University Foundation Contacts:

Controller, Arlene Charles acharles@gsu.edu 404-413-3485
Foundation Scholarship Coordinator, Michele Miller mmiller64@gsu.edu 404-413-3431
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Online Scholarship Application Processing

Department Contact Logs into
Scholarship System using
campus ID and password.

Step One
Open Applicable Scholarship

4

Step Two
Access Application Information

A

Step Three
Check Applicant Eligibility

Step Four
Download Application Documents

4

Step Five
Notify Students — Applications under
Review

4

Step Six
Review Applications for Selection

A

Step Seven
Complete Notice of Intent to Award

Search for applicable

scholarship on right side of

screen (Exhibit A), click on
scholarship title to open
scholarship (Exhibit B)

Click “Review Applicants” at top
of page to show applicants,
application status and attached
documents (Exhibit C)

On the same screen, download
excel files to filter students by
eligibility requirements

On the same screen, download
documents for all “complete”
applications for eligible
students

On the same screen, select
“Awards” at the top of the page,
click “Pending” for all
applications and select
SUBMIT at the bottom of the
page (Exhibit D)

Select recipients using process
from MOU or established by
college/department.

Complete Notice of Intent to
Award for each selected
recipient and obtain financial
aid approval

Return to the “Awards” screen.
Click “Denied” for each student

Step Eight
Notify Students Awarded/Denied

not selected. Click “Award” for
each student selected and click
SUBMIT. Enter the award
amount and click SUBMIT
again.

4

Step Nine

Send Final Award Letter to Recipients

Mail Final Award Letters and
Scholarship Acceptance Forms
to Recipients
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"PENDING" STATUS SCHOLARSHIP AUTO-RESPONSE
Michele A. Miller

From: Christina Marie Harris

Sent: Wednesday, December 07, 2011 9:59 AM

To: Michele A. Miller

Subject: FW: Decision on your scholarship application is pending

From: The Scholarship Office [mailto:scholarships@gsu.edu]
Sent: Wednesday, May 25, 2011 1:57 PM

To: The Scholarship Office; @student.gsu.edu
Subject: Decision on your scholarship application is pending

Thank you for submitting an online application for the Leszek Wegrzyn Scholarship at Georgia State University. The
decision on your scholarship application is pending. You will be notified when a final decision is made.

EXHIBIT E



"DENIED" STATUS SCHOLARSHIP AUTO-RESPONSE
Michele A. Miller

From: Christina Marie Harris

Sent: Wednesday, December 07, 2011 9:57 AM

To: Michele A. Miller

Subject: FW: Your scholarship application has been denied

From: The Scholarship Office [mailto:scholarships@gsu.edu]
Sent: Wednesday, November 23, 2011 4:22 PM

To:
Subject: Your scholarship application has been denied

Thank you for submitting an online application at Georgia State University. You will receive a separate award status
notification for each scholarship for which you applied. Unfortunately, you have not been selected for the Alumni

Association Transfer Student Scholarship.
Please contact the scholarship coordinator listed in the description (on the scholarship website) with any questions.

EXHIBIT F



"AWARD" STATUS SCHOLARSHIP AUTO-RESPONSE
Michele A. Miller

From: Christina Marie Harris

Sent: Wednesday, December 07, 2011 9:57 AM
To: Michele A. Miller

Subject: FW: Award notification

From: The Scholarship Office [mailto:scholarships@gsu.edu]
Sent: Friday, August 26, 2011 3:10 PM

To:

Subject: Award notification

Congratulations! You have been awarded the "Georgia State University Minority Scholarship” Scholarship. Please
contact the scholarship coordinator listed in the description (on the scholarship website) to fill out the necessary
paperwork so that your award can be posted to your GoSolar student account.

Please note that this award is contingent on final clearance by the Office of Student Financial Aid.

EXHIBIT G
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