
SCHOLARSHIP PROFILE 
TUTORIAL 

How to upload a document and photo 
to your scholarship profile 
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UPLOADING A DOCUMENT 

• Each scholarship recipient must 
upload an acceptance letter to the 
university they will attend in the Fall 
OR their academic schedule. 
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• Go to www.deteroitregional.dollarsforscholars.org 
and click “Students & Parents”. 

 

STEP 1 
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http://www.deteroitregional.dollarsforscholars.org/


• Once on the Student & Parents site, scroll down 
and “Click to Login”. 

STEP 2 
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• Enter your Email address and Password, then 
click “Login”. 

5 

STEP 3 



• Once logged into your profile, look in your 
information box in order to edit your profile.  Press 
the “Click Here” button. 

STEP 4 
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• On the dashboard to the left, click “Documents”. 
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STEP 5 



• Once to the documents page, click “Enter Document 
Information”.  
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STEP 6 



• When you click the “Enter Document Information” 
button, a box will pop up, asking if you have 
documents to enter.  

• Click “Yes” 
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STEP 6 



• The next box will ask for a Document Name.  Please 
enter either “Academic Schedule” or “Acceptance 
Letter” depending on what sort of documentation 
you’re providing.  
 

• Next, click the drop down menu under document type, 
and select “Other”. 

STEP 7 
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• Once you’ve typed in a document name and selected a 
document type, please upload the file.  
 

• You may use either a copy of your acceptance letter or 
a copy of your academic schedule.  
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STEP 8 



• To finish this section, please click “Save” 
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STEP 9 



• Another pop-up window will appear asking about 
your document upload. Click “Yes” and then press 
“Save” again.  
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STEP 10 



• Once completed, you’ll be directed back to the 
“documents” page, and you’ll be able to verify that 
your schedule or acceptance document has been 
successfully uploaded.  
 

• Please click “Save and Go To Dashboard”. 
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STEP 11 



UPLOADING A PHOTO 

• Each scholarship recipient must 
upload a photo of themselves. 

 

• This photo will be used in a Dollars 
for Scholars publications.  
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• Go to www.deteroitregional.dollarsforscholars.org 
and click “Students & Parents”. 

 

STEP 1 
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http://www.deteroitregional.dollarsforscholars.org/


• Once on the Student & Parents site, scroll down 
and “Click to Login”. 

STEP 2 
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• Enter your Email address and Password, then 
click “Login”. 
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STEP 3 



• Once logged into your profile, look in your 
information box in order to edit your profile.  Press 
the “Click Here” button. 

STEP 4 
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• At the bottom of the “Basic Info” page, you have the 
option to click “Upload File” in the “Photo” section.  

• Please click “Upload File”  and select a professional 
photo. 
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STEP 5 



• Once you select and upload your file, click the 
check box to agree to the photo conditions, and 
click “Save and Go To Dashboard” at the bottom. 
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STEP 6 


