Pueblo Community College Institutional Scholarship Application FAQs


FREQUENTLY ASKED QUESTIONS:

Q: Can a student update his/her application.

A: Yes.  Prior to submitting the application, students can edit their answers as often as they would like.  Once the student submits an application, he/she cannot edit answers.  
Q: How does a student remove a reference from an application?

A:  If the application has not been submitted, the student can click on Continue Application, withdraw the reference from the application, and click on Save and Continue to save the changes.  If the student already submitted the application, the student clicks on Manage Letters of Reference and clicks on the withdraw button next to the applicable reference.

Q: How does a student change a reference?

A:  The student logs into Scholarship Manager.  If the application has not been submitted, the student can click on Continue Application, update the reference data, and click on Save and Continue.  If the student has submitted the application, the student clicks on Manage Letters of Reference, clicks on the withdraw button next to the applicable reference, and enters new reference information in the available entry box.

Q: How does a first time student visitor log into Scholarship Manager?

A:  The student should scroll to the Student section of the Welcome Page.  Within that section there are First Time User and Returning User login links.  The student should click on the “Log in here” link under the First Time Users description.  A Create Account screen will open. 

Q: How does a returning student visitor log into Scholarship Manager?

A:  The student should scroll to the Student section of the Welcome Page.  Within that section there are First Time User and Returning User login links.  The student should click on the “Log in here” link under the Returning Users description.  The login box will open.

Q: What should a student do if the student forgets his/her password?

A:  The student should scroll to the Student section of the Welcome Page.  The student should click on the “Log in here” link under the Returning Users description.  The login box will open.  Under the login box, there is a Click here if you forgot your password” link.   The student should click on this link and enter his/her e-mail address.  The system will e-mail the student a reset password link.
Q: What happens when I click the “Contact Us” link?  
A:  A page will open with a link to an on-line help form.  Click on the form name (Scholarship Manager Request for Assistance).  The on-line form will open.  Enter the required data into the form.  A representative from the school will respond to your request.

Q: What happens if I don’t answer a mandatory question?  
A:  You will receive a warning message that will list the mandatory question(s) that were not answered, as well as provide a link to the page where the question resides.  You can click on the link to access the page(s) you need to update.  Until you answer all mandatory questions, you will not be allowed to submit your application.
Q: How do I save the information that I entered on a page?

A:  Click on the “Save and continue” button at the bottom of the page. 

Q: How much time do I have to complete an application?
A:  You have 30 minutes on each page.  If you are on a page for more than 30 minutes, you will time-out.  

Q: Can I return to complete the application later?  
A:  Yes.  You can log in and out of the application as often as needed up until the application due date.  To ensure the data entered is saved, click on “Save and Continue” at the bottom of the page you are on before logging out.

Q: What is the best way to complete the essay questions?  

A: We recommend that you log out, complete your essays in MS Word or another similar word processor.  You can check the length of your essay by clicking on “Tools, then Word Count.” Make sure you look at the Character count. Then copy them using the "Copy" command in your word processor.  Log back into your scholarship application, ”Paste” your essay and continue completing your application. 

Q: Can I print a copy of my completed application?   

A:  Yes.  On the summary page there is a link called “Printer-friendly version.”  Click on this link to print your application using your web browser.  This would be for your records only, as only on-line applications will be reviewed.
Q: Can I change any answers after completing my application?  
A:  No. Once you submit your application, your answers are final.  

Q: Will I receive an email confirmation of my completed email application?  
A:  Yes.  You will receive an e-mail at the e-mail address you entered when creating your on-line scholarship account once you submit your application. You also will be directed to complete an on-line survey to help us better meet your needs.
