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Counselor Email & Link 

• As a counselor you 

have received this 

email with 

instructions. (If you 

did not receive this 

email, please check 

your spam folder.) 

• You must click on the 

link provided in the 

email (or copy and 

paste the entire text) 

in order to submit the 

proper information. 
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Counselor Log-in Page 

© Scholarship America. October 2014. 

• The link provided in the 

email will send you to 

the log-in page. 

• If this is your first 

request, you will need 

to log in with the 

temporary password 

that was included in the 

email you received.  

• If you have already 

completed other 

requests in the past, 

you can log in using 

the password you 

created at that time. 

 

• If you don’t remember your password, 

click the Forgot Password? link to reset 

it. 



Adding the Transcript 
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• After logging in, click 

on the “Add Transcript 

Information” button 



Adding the Transcript 
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• Enter as much of the 

information in the 

boxes as you are able. 

• Please note you will 

need to scroll down to 

get to all the fields 

 



Adding the Transcript 
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• At the bottom of the 

form you can either 

upload the transcript 

or check the box to 

indicate there isn’t 

one available 

 

• When complete, click the Save and Submit Transcript Information Now 

button. 

• If you need to exit and come back later to complete, hit the Save and 

Submit Transcript Later button to save your progress for now and 

complete later. 



Submitting the Transcript 
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• When you hit the “Save and Submit Transcript Information Now” button, this box 

will appear. 

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

• Once you click “Submit” you will be able to review the information, but you cannot 

make changes. 

• After submitting, you will receive a confirmation email. 

 



Reviewing the Information 
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• This is what you see 

when you go back to 

review the information 

for the student. 

• If you need to see the 

transcript that you 

submitted, click 

“Download.” 

• If you need to make 

changes, please click on 

the grey Support tab on 

the left side of the 

screen to send us a help 

ticket. Be sure to include 

the student’s name 

whose info needs to be 

updated. 


