
A	  step-‐by-‐step	  guide	  for	  

	  Counselors	  and	  References	  

Temecula	  Dollars	  for	  Scholars	  
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•  Learn	  how	  to	  access	  the	  counselor	  and	  
reference	  dashboards	  	  

•  View	  counselor	  and	  reference	  secCons	  

ObjecCves	  
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Counselor/Registrar	  View	  

 Counselors/Registrars	  create	  their	  own	  login	  
informaCon.	  

 Counselors/Registrars	  submit	  student	  transcripts	  
securely	  on	  this	  site.	  

 IMPORTANT:	  Check	  with	  the	  school	  to	  determine	  if	  it	  is	  
the	  Counselor	  or	  Registrar	  who	  will	  be	  uploading	  
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Counselor/Registrar	  View	  

 Counselors/Registrars	  will	  receive	  an	  email	  from	  
Scholarship	  with	  a	  link	  to	  register	  and	  create	  a	  login	  in	  
order	  to	  input	  informaCon	  and	  verify	  data.	  
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Counselor/Registrar	  View	  
 The link provided in the email will send the 

counselor to the log-in page."
  If it is the first time, they will need to create a 

password. "
  If the person has been a reference in the past, he/

she will already have an account set up and can 
log in here."
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Counselor/Registrar	  View	  

 After logging in, all the students requesting 
transcripts will be listed here."

 Click on each student to add transcript and verify 
information"
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Counselor/Registrar	  View	  
 Counselors enter as much of the 

information in the boxes as they are 
able"
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Counselor/Registrar	  View	  
 Counselors/Registrars upload the 

current transcript securely from this site."
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Counselor/Registrar	  View	  

 After saving the transcript information, 
Counselors/Registrars will be brought 
back to this page. "

 To complete the process, they click the 
“Submit transcript” button."

 Once submitted, counselors/registrars 
will be able to review the information, 
but cannot change it."
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Reference	  View	  

 References	  register	  with	  their	  own	  login	  and	  are	  able	  to	  submit	  
reference	  data	  here.	  
 Requests	  from	  mulCple	  students	  to	  the	  same	  Reference	  person	  will	  all	  
be	  listed.	  
 Reminder	  e-‐mails	  can	  be	  generated	  by	  the	  student	  to	  each	  Reference."
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 References submit responses to questions"
 Additional comments can be added."
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 References can edit information prior to submitting."
 After submission, no changes can be made"
 The student does not see the referenceʼs responses or 
comments"
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 Check	  your	  dashboard	  regularly	  for	  students	  
requesCng	  informaCon	  and	  references	  

 E-‐mail	  us	  if	  you	  have	  any	  quesCons.	  	  
temeculadfs@gmail.com	  

Thank	  you	  for	  your	  support!	  
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