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Counselor Email & Link

As a counselor you• As a counselor you 
have received this 
email with 
instructions. (If you 
did not receive this 
email, please check 
your spam folder.)

Th l t• The counselor must 
click on the link 
provided in the email 
(or copy and paste 
the entire text) in 
order to submit the 
proper information.

© Scholarship America. January 2013.



Counselor Log-in Page

• The link provided in 
the email will send 
the counselor to the 
log-in page.

• If it is the first time,If it is the first time, 
they will need to 
create a password. 

• If the person has 
b f ibeen a reference in 
the past, he/she will 
already have an 
account set up and 
can log in here.
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Adding the Transcript

• After logging in, 
li k th “Addclick on the “Add 

Transcript 
Information” button
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Adding the Transcript

• Enter the as much 
of the information in 
the boxes as you 
are able.

© Scholarship America. January 2013.



Adding the Transcript

• Scroll down to enter 
additional 
information.

• Either complete the 
pertinent fields and 
check the 
“electronicelectronic 
transcript not 
available” box, or 
upload the current 
t i ttranscript.

• Click Save.
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Submitting the Transcript

• After saving the 
transcript 
information, you’ll be 
brought back to this 
page. 

• To complete the 
process click theprocess, click the 
“Submit transcript” 
button.
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Submitting the Transcript

• When you hit the 
“Submit TranscriptSubmit Transcript 
button, this box will 
appear.

• Check the box, then 
click “Submit” to 
complete the 
process.

• Once you clickOnce you click 
“Submit” you will be 
able to review the 
information, but you 
cannot makecannot make 
changes.

• After submitting, you 
will receive a 
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Reviewing the Information

• This is what the• This is what the 
counselor will see when 
they go back to review 
the information for the 
t d tstudent.

• If you need to see the 
transcript that you 
submitted, click ,
“Download.”

• If you wish to make 
changes to the 
submitted informationsubmitted information, 
email:
dollarsforscholars@  
scholarshipamerica.org
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