Community Foundation of Shelby County

Scholarship Application Guide
Our Scholarships program for 2019 will….





Award approximately 197 scholarships totaling more than $230,000.
The Community Foundation Scholarship application is completely online at commfoun.com
The deadline for most of the high school senior awards is February 14, 2019.
The deadline for scholarships for adults, current college students and some high school seniors is May
30, 2019.

How can I prepare to complete the application?






Please prepare this information before you start:
o In what school district do you live?
o In what county do you live?
o What is your cumulative grade point average?
Gather this information:
o Your high school and/or college transcript. High school students may electronically request
their transcript from their guidance office from within the online scholarship application.
o A list of school and community service activities.
o Letters of Recommendation (1‐3 letters are required) ‐ These maybe electronically requested
from within the application.
o Your EFC (Expected Family Contribution) from the FAFSA form. Not all scholarships require this
information. You will be given an option to include this information.
o College cost of attendance information. This information is available in the Admissions or
Financial Aid sections of your college’s website. All scholarships require the recipient attend an
accredited college, university, or technical school.
Our application is a matching application, meaning it will ask you a series of questions that will ‘match’
you with scholarships for which you may be eligible. No information gathered during our process is
used for any purpose except to consider you for a scholarship.

Here are some screen shots and directions to assist you in completing the application:
Once you have clicked on the Apply for Scholarships page, the screen below will appear:
Please click the link to be routed to the online
application.
Not able to go to the online application?
If your computer blocks pop‐ups, you may need to
change the blocking in the Settings of your
computer’s Internet browser.
Each time you re‐enter your scholarship application,
you need to enter through this link.
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Begin by clicking the green Begin Search button.

You will be asked several questions
to match you to scholarships for
which you may be eligible.

A Word of Caution: Your answer to the question “Do you wish to apply for scholarships that include financial
need as a selection criteria?” is very important. If you answer Yes, you will need to supply the EFC (Expected
Family Contribution) number from your completed FAFSA Student Aid Report. You will be able to apply for
scholarships that do and do not require financial information. If you answer No, you will not be asked for your
EFC number and you will not be able to apply for several scholarships that require financial information.
Once all required questions have been answered, click Search and you will be shown scholarships for which you are
eligible to apply.
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Click the box for each scholarship that you wish to apply. Then scroll to the bottom and click the Save to My
Applications button.

You will now need to create an account with a password. This
allows you to save your work and return to the application later.
The application is available to be updated until you complete all
required information and click the Submit button found within
each scholarship’s application section.

Please use an email
address that is checked
regularly. This is the
address we will use to
contact you if we have any
questions about your
application.

Logging Back in to Complete an Application:

To re‐enter a started application, use the
Returning Applicant box and enter your
email address and password.

When you log back in and click on the scholarship application, click the
green Edit Application button in the right hand column.

You may re‐enter your application as many times as you want until you click Submit. Submitted applications are
locked and you must contact us to have it unlocked. Once unlocked, you must again click Submit to forward your
application to us.
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Once your account is created, you will find a listing of My Applications in the upper right hand corner. Click on
your first scholarship and start working on it.

Select the first scholarship on your My Applications list and
work through its application. You will answer some of the
same questions as before, but only for the first scholarship.
After that, you will only answer any scholarship’s specialized
questions and click the Submit button to apply to each
scholarship. Keep returning to the My Applications section
until you have submitted each possible application on your
dropdown list.

Make sure each application you open is
starting on page 1. If not, go to the bar
on the right hand side and click
‘Instructions’ to get you to page 1.
If you need to stop working on the
application and come back to it later,
save and log out under your name in the
top right hand corner.

Open and complete
each scholarship’s
portion of the
application.

Do Not click the Back arrow in your application. If you wish to change an answer on a page you’ve
already completed, please scroll to the bottom of the current page and click Previous.
The form will usually not update if you clicked Back to return to an earlier page.
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Continue working through the application. Each following application will autofill your information (after the
first application has been completed) until you reach the Submission of Application area.

If you have completed all required
areas of the application and have
clicked the Submit button, you will
receive an emailed message
confirming that you have
successfully completed that
application.

If you are missing information and the application was not submitted you will see a page similar to this
example. The red words indicate required information that you have not yet supplied. Either save and return
to the application when you have the needed information or complete the information and click Submit.

Once submitted, go back to your My Applications area and start the next application. Remember, each
application must be submitted by clicking the Submit button at the end of each application. You will
received an emailed message for each scholarship application you successfully complete.
What to do if you are unable to click the Submit button on the Common Application or the Unique
Application:
1. Scroll all the way to the bottom of the application and look for a button that says NEXT.
2. Click the button and it will take you to the next page of the application.
3. On this page you will be able to click the SUBMIT button to submit your scholarship.
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A Word of Caution: Your application is not complete without the submission of at least one letter of
recommendation from a teacher, coach, advisor, employer or other non‐family reference. You can submit the
application without any letter attached, but if the Community Foundation of Shelby County does not have a
recommendation letter by the application deadline, your application will not be considered for scholarships.
You have three options to submit a letter of recommendation:
1. Attach a letter to your application by uploading it. (shown on the screenshot above)
2. You or your recommender can mail, email or deliver a letter to the Community Foundation by the
deadline. We will attach the letter to your application.
3. You can enter a recommender’s email address and the online application system will automatically
send an email requesting a letter of recommendation.
We encourage you to have more than one recommendation in case one of your recommenders fails to submit
by the deadline. It is your responsibility to ensure there is at least one letter submitted. Letters can give
information about you that might not be obvious on your application. Besides, one of your recommendation
letters might appeal to the scholarship selection committee and it might tip the decision in your favor!

For additional help, please go to our website at commfoun.com. See the Apply for a Scholarship section and
read the Frequently Asked Questions section for answers to questions posed by other applicants. We are
also happy to help in the days and weeks before the deadline. Please email info@commfoun.com or call
(937) 497‐7800 weekdays between 8:00am and 5:00pm.
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