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Introduction: FLRP Online Application User Guide

Goal: The FLRP online application user guide serves as the guidance for the Call Center to answer applicant inquiries. In addition to this user guide,
the call center analysts must be familiar with the FLRP Application Program & Guidance, as some applicant questions will be policy based, and are
not discussed in this document. The primary intent for this user guide is to focus on the functionality developed for the FLRP online application.

Roles: There are no roles associated with the FLRP online application, as any external user can apply.
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Section 1: Create Account

ONLINE APPLICATION

FACULTY

LogIn

Please log in Lsing the fields beiow:

Your Email *

Your Password *

forgot your pasaword?

Create an Account

Mot a registered user? Create an account for the FLRP »

Mote: If you have previously registered to apply for the FLRP in past
application cycles, you will still need to recreate an account.

Figure
11
Questions? )

Far mare infarmation ar guestions please contact:
® Call Center at 1.800-221.9393
@ TTY for hearing impaired: 1.877-897.9910

Manday-Friday (except Federal holidays), 8:00 am to 8:00 pm ET or email
at GetHelp@hrsa.qov

In order to begin the FLRP Online Application, the
applicant must first create an account.

Steps:

1. Applicant navigates to the online application via
the web link:

https://programportal.hrsa.gov/extranet/landing.seam

2. Applicant selects the “Create a FLRP Application
Account” link in the bottom left hand section of
the page (figure 1.1).
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Figure 1.2 The applicant will be prompted to fill in a series of fields in order to
FACULTY OHLINE APPLICATION rog create an account. Once the applicant selects “Create,” the

N system will send an activation email to the email address provided
when creating an account.

Create My Account
* vequived feld

Steps:
1. Applicant responds to each of the required fields (figure 1.2)

Please enter the infarmation below fo create your account for the Online Application Form. Once you complete and
submitthe infarmation, you will recelve access to login and complete the Online Application Form. To ensure that your
application is camplete, please refer to the Application and Program Guidance which outlines the eligibility criteria.

2. Applicant selects to register for an account with the
Haw dlid you hear about FLRP? * ot | Faculty Loan Repayment Program (FLRP).

Flave you applied o any clher oan fepayment pourams?" - ves € o 3. System prompts the user at the top of their screen that “We

First Marne * have successfully created your account. Please check your

Last Name * email for instructions how to enable your account.” (figure
1.3)

Middle Initial

Title [elect =] 4. Applicant goes to the email account used to create the FLRP

St e ] application and finds the email from FLRP in the inbox.

Ermail 5. Applicant selects the activation link in the body of the email.

Confirm Email *

6. System re-directs the applicant to the FLRP application “Log
In” page, with a notification that their account is now activated

Confirm Password * (figure 14)

Security Question * Select =l

Create Pasgword * @

SecUrity Angwer *

CREATE
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FACULTY OHLINE APPLICATION Figurieyd.3 w
N
- The email address provided by the applicant will serve as their FLRP
Create My Account online application username.
= yegutred field

- The Applicant can view the FLRP Application and Program Guidance by

Please enter the infarmation below to create your aceount for the Online Application Form, Once you complete and

submit the infarmation, you will receive access 1o login and complete the Gnline Application Form. To ensure that your Selecting the I|nk in the ﬁrst paragraph.
application is complete, please refer {o the Application and Program Guidance which ouflines the eligibility criteria.
How i you hear about FLRP? * Cunan FLRF Wormbar 5] - The following information will be auto-populated on the General
Have you applied to any other loan repayment programs?* G ves ¢ o |nf0|’mati0n page:
Please indicate * MNELRF MF s FI_rSt & LaSt Name
. e Middle Initial
irst Mame = Kendal H
e o Title
LastM - .
ast Name Fawler . Suffix
hiddle Initial
e Ws. [ - Applicants can roll over the tool tip next to the “Password” field for
Buf Belect 5] details on password criteria.
Email * Kiowleri@sapient.com
Confirm Email * Kowleri@zapient com
Create Password*@ e
Confirm Password™* s
Security Question ™ Wha is your favorite sports tearm? j
Security Answer ™ Pengiuns

CREATE
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FAC_U |..TY OMNLINE APPLICATION

Figure 1.4

Thank you. Your account is now enabled.

LogIn

Please log In wsing the figids below:
Your Email =

Your Password *

forgat your password?

LOGIN
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Section 2. Logging In

Once an applicant activates the account, the applicant is able to log in. The applicant will enter the email address (username) and password used when creating the
account in order to log in. If the applicant forgets the password, the applicant can select the “forgot your password?” link to reset the password; this will be later
described in Section 3 (next page).

Figure 2.1 st
eps:
FAI_C lilTJTY ONLINE APPLICATION SIEPS.
OAN
REPAYMENT 1. Applicant enters their email address and password
PROGRAM (figure 2.1).
2. Applicant selects .
Log In _ _ _
3. System re-directs applicant to the FLRP Online
Piease log In Using the fields beiow, Application Home Page.
Your Email *

Your Password *

forgot your passward? Business Rules:
LOGIN

- After selecting the activation link in the email, the
system notifies the applicant that the account is
activated (this only happens once on the initial

Create an Account Questions? ) log in).

- After the applicant’s second failed log in attempt,
the applicant will be warned that the account will

Mote: If you have previously registered to apply for the FLRP in past ® Call Center at 1.800.221.9393 be locked if the next log in attempt is incorrect.
application cycles, you will still need to recreate an account @ TTY for hezring impaired: 1.877-897.9910

Mot a registered user? Create an account for the FLRP » For more information or questions please contact

- The applicant’s account will be locked after the
third failed log in attempt and the applicant will
be required to go through the “Forgot your
Password” process or contact the Call Center to
unlock the account.

tonday-Friday (except Federal holidays), 8:00 am to 8:00 pm ET or email
at GetHelpighrsa.gov
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Section 3. Forgot Your Password

If the applicant forgets the password, the applicant will have to select the /90! ¥our password? jing and follow these steps in order to reset it;

FACULTY ONLINE APPLICATION Figure 3.1
( Steps:
1. Applicant selects "/90! Your passward? on the Jog in page.
Forgot Password?
*yequived fleld . . .
2. Applicant enters the email address and selects (figure 3.1).

Step 1: Enter email address below
SUBMIT

Email Addiress 3. Applicant answers the security question and selects (figure 3.2).
NEXT . . . . . .
4. System displays confirmation and sends an email to applicant (figure 3.3).
FAC_LiLTY ONLINE APPLICATION Figure 3.3
FAC_U LTY ONLINE APPLICATION Figure 3.2 . LOAL X
LOAN : :
Your answer is correct. Please check your email for further instructions.
L
Forgot Password?
~requied field
? Q ' ?
Step 2: Answer your security question below to FOI‘gOt PBSSWOI’d. uestions!
have your password reset.
. . Step 3: Check your email. Far maore infarmation al
What is your favorite pet's name?
ou should receive an email containing a link to reset your ® Call Center at 1800
Anzwer . If you do not this link and reset
passward, It you do not access this ink and reset your . .
[ ]
passwaord within 2 days the link will expire and you will have TTY for hearing irmp
SUBMIT to request a new one. Waonday-Friday (except

prm ET or email at Getl
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Steps (continued):

5.

6.

7.

8.

9.

Applicant goes into email inbox to access the email which was sent to activate the account.

Applicant selects Reset Password Link from the email.

Applicant enters new password and selects | UFDATE PASSWORD _ (figyre 3.4).
System updates new password.

Applicant is directed to the BCRS portal home page.

10. Applicant selects “Applying for the Faculty Loan Repayment Program.”

11. Applicant enters in email address and new password.

Notes:

- Passwords must have a minimum length of eight characters; shall not contain slang, jargon, or personal information; shall not contain all or part of your
username; and must contain: at least one English upper-case character (A-Z), at least one English lower-case character (a-z), at least one numerical digit
(0-9), and at least one special character (e.g. @, !, $, %). A character may not be repeated more than once in succession.

Figure 3.4

Flease set your new password below.

Change Password

* vegqutred fisld

Mew password * @ | commennnn

CONfitrn NEw Password | sosssses

UPDATE PASSWORD
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Section 4. Home Page (Application Status = “Not Started” or “In Progress”)

Upon logging into the application, the applicant will first see the Home Page. The Home Page will display content as it relates to the application status. If the
applicant is in “Not Started” status (see figure 4.1), the page will display an outline of the FLRP application and a button that allows the applicant to begin the
application. Once the application has been started, the status will be “In Progress” and the Home Page will display a table with the application progress (see figure
4.2)

W elcome, kfowler@sapient.com

FA C U LTY OHLINE APPLICATION Account Settings Log Out
N

Figure 4.1

Faculty Loan Repayment Program

Welcome to the 2012 Faculty Loan Repayment Program (FLRP) Online Application
Application ID: 9

Thank you foryour interestin the Faculty Loan Repayment Program (FLRF). Please be sure to carefully read the 2012
FLRF Application and Program Guidance (APG) before starting the application. The FLRP application is made up of two
parts: the online application and supporting documents.

It is recommended that prior to beginning the online application you prepare all electronic copies of the required
supporting documentation. AV inforrnation provided in the supporiing dociments and onfine application must match
axactly. Any disparities will cause your application to be desmed ineligibie.

The following documents must be uploaded online:

Proaf of LS. Citizenship or .3, Mational; Lawful Permanent Resident

Proof of Disadvantaged Background from Schoal Official

Existing Semice Obligation/Member of Reserves Document (f applicable)

Authorization for Release of Employment Information

Institution Employment/Loan Repayment Verification form

Copy of Employment Caontract

Curriculum VitaeiResume

Unofficial Transcripts (for all schools you are requesting loan repayment for)

Copy of health professional degree or cedificate (if school is complated)

Letter of good standing frarm your Program Director with vour expected graduation date {ifin lastyear of school)

Emplover's Agreement or'Waiver of Loan Repayment Match

Payment History (ifyou have previously received a FLREP award)

PROPERTY OF HRSA | BCRS
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WL LT e LA T AU LI T o 2 T W TR WE LI YU L AL L2l Ty L TTEAL DL Ui g rnave LUy
all required fields in the prior section. The online application cansists of the following sections:
1. Eligikility

2. General Information

3. Gualified Education

4. Loan Information

A, Employment Information

f. Supporting Documents

7. Cedification

8. Review and Submit

Priorto submitting, you will have the opportunity to reviews your anline application. Please do so carefully. Once the

application has heen submitted, vou will not be able to update or change application answers provided. Yaour final
application will be availahle for review, download, and printing.

Flease select"Start My Application” to begin yvour online applicatian.

Thefinal submission date is June 12, 2012 at 5:00pm EST . Rememberto log inta the FLREP anline application to check
the status ofyour application!

Paperwork Reduction Act Public Burden Statement

An agency may not conduct ar sponsor, and a persanis not required to respond to, a collection of infarmation unless it
displays a current OB control number. The current OMB control number for infarmation collected through this
application process is 09145-0150. The public reporting hurden for this collection is estimated to average 6 hours per
response, including the time for reviewing instructions, researching existing data sources, gathering and maintaining
the data needed, and completing and reviewing the collection of information. Send comments regarding this hurden
estimate or any other aspect of this collection of information, including sugoestions for reducing this burden, to HRSA
Reports Clearance Office, 5600 Fishers Lane, Room 10-33, Rockyille, Maryland 20847,

START MY APPLICATION
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W el-ome, Kfowlerg@sapient.com

FAC U LTY OHLINE APPLICATIOH Account Settings Log Out
N

Faculty Loan Repayment Program

Welcome to the 2012 Faculty Loan Repayment Program (FLRP) Online Application
four Application Status is: In Progress

Application ID: 1

Figure 4.2

Flease proceed with the application by clicking on the link of 2 section below. For mare information, please referto the

Application and Program Guidance which outlines the eligibility criteria.

Eligibility Complete
General Information Complete
Education Complete
Loan Information In Progress
Employment Information ot Started
Supporting Documents Mot Started
Cedification Mot Started
Review and Submit Mot Started

CONTINUE

Log Out Account Settings FAQs Privacy Policy | Version 6.3.0-SMNAPSHOT

Business Rules:

If the applicant has already started a FLRP online
application and is logging back in, the home page will
display the “In Progress” status If the applicant has
already started their FLRP online application and logged
off, upon logging back in, they are directed to the Home
Page. The Home Page will now display “In Progress”
status, and the applicant will be able to select “Continue”
or a link to the desired section from the table.

Steps:

1. Applicant reads information on status page.

2. Applicant selects to navigate to a specific section by
selecting the active link to the desired page name in the

table

a. Only pages that have been completed or are in
progress can be selected

3. Applicant selects

a. System directs applicant to first incomplete
page.

- The system shall only link to pages that are in a “Complete” or “In Progress” status. The applicant will not be able to navigate to a page that has a “Not

Started” status.

- If the applicant selects “Continue,” the applicant will be taken to the first incomplete page. For example, if Education Information is “Complete”, system shall
direct applicant to Loan Information if “Continue” is selected from the Home Page (figure 4.2).

PROPERTY OF HRSA | BCRS
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Section 5: Eligibility

Eligibility

 yequtred feld

Figure 5.1

1. Dowau arwill vou have a degree in an eligible health profession discipline, as defined by the Application Program

Guidance before June 30th, 20127 *

® ez O Mo

2. Doyau arwill vou have an employment commitrment from an eligible health professions schoal far a full-time or pan-
time {as defined by the school) faculty position for a minimum of 2 years, with employment to commence an or before

July 31, 20129 *
@ vas O No

3. Has your school certified you as having a disadvantaged backgraund? =@
®es Mo

4. Arewyou a LLE, Citizen, .S, Mational or Lawful Permanent Resident? *

® ves O Mo

5. Do you hawe an existing sendce obligation? *

@ ez Mo

_ Wil it be completely satisfied on or before the application deadline? *

Cyes O Mo
Arevyouin a Reserve component of the Armed Forces, including the Mational Guard? -0

Civas O Mo

B. Do you have a judgment lien againstyour property fram a Federal dehbt? *
ez O o
T.Areyou currently in defadlt an any Federal debt? *

Cives % Mo

CONTINUE

The Eligibility Page is used to determine if an applicant meets the
basic eligibility requirements for the Faculty Loan Repayment
Program. If, based on the answers given, the applicant is eligible, the
rest of the application will be available to complete. If the applicant is
ineligible, the applicant will receive a screen detailing the eligbility
requirements. The system will not tell the applicant what combination
of answers caused the applicant to be deemed ineligible. The
applicant has the opportunity to return to the Eligiblility page to alter
any answers.

Steps:

1. Applicant answers all required questions.

2. Applicant selects once they have answered all the
eligibility questions.

3. Applicant will be directed to General Information page if found
eligible.

Business Rules:

- If the applicant answers “Yes” to question 5, the system will
display two sub-questions.
e Each sub question is required
e If applicant indicates “Yes” for “Will your existing
service obligation be completed prior to your NELRP
obligation?” they are required to provide supporting
documentation on the supporting documents page.

- Select any tool tip for additional information on specific
guestions.

14
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Section 6: General Information

Welzome, kfowler @sapient.com The General Information page consists of questions
FACULTY OHLINE APPLICATION Account Settings | Log Out about the applicant’s contact information. The
L information under Full Name (such as First and Last

Figure 6.1 | Name, etc.) is pre-populated from the answers the

Eligibility eeneral Information Qualifying Education Loan Information Employment Information applicant indicated Whlle Creating their account. These
fields are editable.

Supporting Documents Self Certification Review & Submit
Steps:
General Information 1. Applicant answers required fields.
= vequtred field
1. FULL NAME 2. Applicant selects once they have
First Name = Kendal answered all the required fields.
Last Name * Fonwler . . . . .
. N 3. Applicant will be directed to Education Information
Middle Initiz! page if all required fields are entered.
Title Ms., -
Sty Jr. -

Business Rules:
2. MAILING ADDRESS
Ling 1% - The following fields are populated from answers
during the create account process:

Line 2 |

e First Name
Country* [United states | e Last Name
StateiProvince/Region * | Select vI ° Middle Initial
City* e Title

e  Suffix

ZipfPostal Code *

- If the applicant selects a Country other than the
United States, the State/Province/Region field transforms from a dropdown to a required text field.

- Only the last 4 numbers of the applicant’s SSN will be displayed after the page is saved (xxx-xxx-1245).

PROPERTY OF HRSA | BCRS 5
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3. PHONE
[ My phone number is a non-U.5. #

Freferred Phone *

[ My phone number is a non-U.5. #

Alternate Phone

4. SOCIAL SECURITY NUMBER
R

5. PLACE OF BIRTH

Flease Mote: All applicants must provide documentation of your status as a LS. citizen or LS. Mational. Examples: Birth
Cedificate, Copy of cedificate of citizenship or naturalization, .S, Passpart ID page, or Green Card.

Country * [United States =]
StateiProvince/Region * ISeIect 'l
City *

Date of Birth *

6. DEMOGRAPHICS

(Campletion ofthese gquestions is valuntary

Please indicate your  Male  Female

gender

Please indicate your " Hispanic or Latino ¢ Mot Hispanic or Lating
ethnicity

Flease indicate your
race

r American Indian or Alaskan Mative
|_Asian

r Black or African-American

r Mative Haweaiian

™ wite

I other

7. PREYIOUS AWARD
Hawe you previously received a FLRP award? ™ @ vas ¢ Mo

Flease indicate how many times you have received a FLRP award. Then enter the year(s) you received the award(s).

Mote: You will be required to upload your payment history from your *most recent award* on the Supporting
Documents page.

Mumber of Times * |1 vl

ear®

CONTINUE

Business Rules cont.:

The applicant will not be able to move forward if the
SSN associated with the account is found to:

e Have defaulted on a previous BCRS obligation

e Have an existing service with an obligation
end date past the application deadline

e Exist in another FLRP application account

If applicant selects that one of their phone numbers is
a non-U.S. #, the field transforms from a U.S. phone
format to a text field.

The Applicant Birth Date must be prior to application
cycle start date.

The Account Settings page will contain the following
pre-populated fields upon submission of the
application:

e Applicant home Current Mailing Address

e Applicant Preferred (Primary) Number

e Applicant Alternate (Secondary) Phone
Number

PROPERTY OF HRSA | BCRS
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Section 7: Qualifying Education

The Qualifying Education page collects eligible

W elcame, kfowler@sapient.com Lo, N )
discipline, graduation status and relevant education

FACULTY gl Account Settings | Log Ot information from applicants.
Figure 7.1 Steps:
Eligibility General Information oualifying Education Loan Information Employment Information _L
Y . b Cortiront T 1. Applicant selects eligible discipline and answers
upporting bocuments e e Ication view ubml . . .
required fields (figure 7.1).
gu?dlnglng Education 2. Applicant selects at which point the eligible
required fi discipline is saved and page is populated with
What i your eligible discipline? *  [gelect =] additional fields (flgure 7'2)'
Areyou currently enrolled in a health professions school? ™ @ vae ¢ Mo 3 Applicant answers required fields
4. Applicant selects _£hB9seFilE | 5 select the
appropriate document (unofficial transcript) to
upload.
5. Applicant selects Add/Update this school
in order to save the entered school information.
6. Applicant can edit or delete school information entered by selecting Edit or Delete next to the school information they wish to edit or delete (figure 7.3).

Add/Update this school

7. After choosing to edit a school, the applicant selects to save changes and updates (figure 7.3).

8. Applicant selects OK to confirm intent to delete a school.

9. Applicant selects once all schools have been added to the table and all required fields have been entered (figure 7.3).

10. Applicant will be directed to Loan Information page if all required field are entered.

PROPERTY OF HRSA | BCRS $
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!

!

Add a New School Figure 7.2

¥/ | did ar will receive my degree in my eligible health profession discipline {indicated above) from this school,

1. Enter your schoal information

Business Rules:

Mame *

Address 17

Address 2

Country * | United States =
State/ProvincelRegion * Im

City *

ZipfPostal Code *

2. 0n what date did you begin your education
atthe school identified above? *

3. On what date did you end your education at
the school identified above? *

4. Selectthe type of degree(s) received and enter the date received *

[ Associate's =
™ Bachelors =
I Master's =
™ Doctorate (non-MD of Ph.D) =
I Diploma =

Flease upload your transcript for this school * Choose File | Mo file chosen

Add/Update this school

CONTINUE

If applicant checks box “I did or will receive my degree in my
eligible health profession discipline (indicated above) from
this school” then the applicant must select the type of
degrees receive and date degree received in Q4.

Applicant must have entered in at least one school at which
the applicant received the eligible degree/discipline in order
to continue.

The School End Date and Received Degree Date (if
applicable) of each school must be before or on 6/30 of the
current fiscal year in order for the applicant to be eligible.

The School End Date must be on or before the Received
Degree Date.

The School Start Date must be:

e After Birth Date
e  Prior to Current Date
e Before School End Date

The applicant must submit an unofficial transcript for each
school entered on the qualifying education page in order
continue.

PROPERTY OF HRSA | BCRS
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Be sure to save your school information before continuing.

Figure 7.3

Hame of School City State Starting Date End Date Degree Type
Duguesne University  Pittsburgh FA, a1 312002 2212007 Doctorate (non-MD or Ph.Dy Edit  Delete
American Uiniversity  Washington DC arEneas A 41200z Edit Delete

Add a New School

™1 did arwill receive my degree in my eligible health profession discipline {indicated ahove) from this schoal.

1. Enteryour schoal infarmation

Marme *
Address1*

Address 2

Country * | United States

State/Province/Region * | Celert
City *
ZipfPostal Code *

2. 0nwhat date did wou begin your education
atthe zchool identified above? *

3. 0n what date did you end your education at
the school identified ahowve? *

Fleaze upload your transcript for this schanl *

Add/Update this school

Choose File | Mo file chosen

CONTINUE

PROPERTY OF HRSA | BCRS
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Section 8: Loan Information

The Loan Information page asks for the applicant’s information regarding the amount of loan repayment they will request from the FLRP. The applicant will need to
enter the loan account servicing lender, original amount, balance, and related dates for the submitted loans.

Steps:
Welzome, Kfowlerg@sapient.com
FACULTY ONLINE APPLICATION Account Settings | Log Out 1. Applicant selects| Add a New Loan (figure 8.1).
AN

Figure 8.1 .
J 2. Applicant selects

Eligibility General Information Qualifying Education alan Information Employment Information . .
once they have answered all the required fields
(figure 8.2).

Supporting Documents Self Certification Review & Submit

3. On the Supporting Documents page for the loan,
Loan Information the applicant will be able to upload the required
documentation for each loan.

You rmust enter loan infarmation for each servicing lender associated with the loans you wish to be considered for

repayment. Your original loan date(s) must coincide with your eligible nursing education dates entered on the Gualifiing 4. App“cant selects the type Of document they WISh to

Education page for loans to be considered by FLRP for repayment. Upload.

If you have multiple loans with the same servicing lender, you must enter details for each loan.

Please click "Add a Mew Loan" to add a loan you are subrmitting for loan repayment. You rmust da this for each loan yau 5. Applicant selects Choose File | 1o find the file that
wigh to submit. Once you have added all ofthe loans you wish to subrmit for repayrment, you may continue. contains the document they selected.

Youwill e able to review your loan documents on the Supporting Documents page.

6. Applicant selects m to upload the file

You have not added any loans vet, click"Add a Mew Loan" below,

selected.
Add a New Loan ) )
7. Applicant will see the documents that have been
uploaded, the type of document uploaded, the

status of the document, and an option to remove
the document in a table at the bottom of the page.

8. Applicant repeats steps 1-7 for each loan submitted for loan repayment.
- -
9. Applicant selects once they have uploaded all required documents.

10. After selecting the applicant will be directed to a loan summary page where they can view each loan submitted under each servicing lender with the
loan’s account number, balance, and if the applicant uploaded all required documents for the loan.

Edit

11. Applicants can edit a loan by selecting next to the loan they wish to edit on the loan summary page.

PROPERTY OF HRSA | BCRS $
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W elzome, kfowleri@sapient.com

FACULTY OMLINE APPLICATION Account Settings | Log Out
LOAN
REPAYMENT
PROGRAM Figure 8.2
Loan Details
= vequtred field

4 Back to Loan Information

All fields on this page are required. Once you continue, you will be prampted to upload your loan suppoting documents
on the next page.

1. Mame of current servicing Bank of &merica j
lender®

2. Loan account numhber * 123-abe-456

3. Original date ofthe loan * 0a/01/1998

4. Original amount of the loan * $8,000

5 Current balance (Principle & 6,000 asof | 0401/2012

Interesty *

§. Type of loan * @ PLUS Loan =
7. l=this loan in default? * " Yes & Mo

8. Is this Loan under Federal court judgment? * & Yes RO

Date of judgment * nam1r20049 i

9 Was this loan sold? Ifyou are unsure, askyour senicing lender. * " Yas 0 Mo

10, 1= this a cansalidated loan? * ™ es 5 Mo

CANCEL CONTINUE TO DOCUMENTS

Business Rules:

If the applicants selects “Other” to Q1
“Name of Current Servicing Lender,” three
text boxes are enabled and the applicant
is required to enter the name of the
servicing lender, phone number, and fax
number

If the applicant answers “Yes” to Q7 “Is
this loan in default,” the applicant will be
required to provide the date of default.

If the applicant answers “Yes” to Q8 “Is
this loan under federal court judgement,”
the applicant will be required to provide
the date of judgement.

If the applicant answers “Yes” to Q9 “Was
this loan sold,” the applicant will be
required to provide the name of the
original servicing lender.

If the applicant answers “Yes” to Q10 “Is
this a consolidated loan,” the applicant will
be required to give the number of loans
that have been consolidated and the
original dates (figure 8.3).

The applicant will be required to provide
supporting documents for each loan
identified in order to submit the
application. The applicant will be
prompted to upload the documents on the
Loan Supporting Documents page. The
applicant can continue but will not be able

to submit the applicant without uploading all required documents. The required documents are determined by the loan type (figure 8.4).
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10. 15 this a consolidated loan? *

f* ¥es T Mo

Figure 8.3

Flease provide the original date of each loan included in the consalidation. [tis required to provide either {13 an Aid
Summary Repor, Dishursement Report, andfor Promissory Bote or (2 a copy of the consolidatedirefinanced
promissony note from the current servicing lender. The documentation must show, for each loan consolidated, the
ariginal armount, original date of loan, ariginal type of loan, and the dates must coincide with the education period

entered on the Qualifying Education section ofthe application.

How many loans do you have in this consolidation loan? * I 4 vI

Original Date of Loan 1% g5/01M 9589 i
Qriginal Date of Loan 2% | ggin1r1999 i
Original Date of Loan 3% | gaio1/2000 i)

original Date of Loan 4% gai0d 2001

UPLOADED DOCUMENTS
Document Title

Required Loan Supporting Document
Consolidated Loan Supporting Document
Additional Loan Supporting Document (Optional)

- System shall require Consolidated Loan Dates to be:
e No more than 3 months prior to earliest school start date

¢ No more than 3 moths after latest school end date

e Prior to Original Date of Loan

CANCEL CONTINUE TO DOCUMENTS
Figure 8.4
Document File Status Action
Loan_required_consol.dock Feceived Remove
Consalidated_Loant . dack Feceived  Remove
Consalidated_LoanZ. dacy Received  Remove

SAVE

Applicants will have the option to edit any loans

that have been entered by selecting it in the

loan summary table. This will direct the applicant
to the loan details page where the applicant can
edit loan information or can opt to remove the
loan from the application.

Applicant will have the option to delete any loan
document that has been uploaded by selecting

REMOVE i the uploaded documents table next

to the document (figure 8.4).

The loan information page will display each
servicing lender. The details associated with the
servicing lender will be collapsed, and can be
expanded to view the account number, balance,
status of uploaded documents, and ability to edit
the loan (figure 8.5).

System shall require that Original Date of Loan
be:
¢ No more than 3 months prior to earliest
school start date, If No to Consolidated
Loan
e No more than 3 months after latest
School End Date, if No to Consolidated
Loan
e After Loan Consolidated Dates, if Yes to
Consolidated Loan
e Prior to Loan in Default/Loan Judgment
Dates, if Yes to Loan in Default or Loan
under Judgment
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Loan Information :
Figure 8.5

You must enter loan infarmation for each servicing lender assaciated with the loans you wizh to be considered for
repayment. Your ariginal loan dateds) must coincide with your eligihle nursing education dates entered on the Qualifiing
Education page for loans to he considered by FLREF far repayment.

If wou have multiple loans with the same servicing lender, you must enter details for each loan.

Please click"Add a Mew Loan" to add a loan you are submitting for loan repayment. vou must do this for each loan you
wish to submit. Once you hawe added all ofthe loans you wish to submit for repayment, you may continue.,

Youwill be ahble to review your loan documents an the Supporting Documents page.

— DEPARTMENT OF EDUCATION

Account # Balance Submitted All Required Docs ? Action
AET9ET23 Ta,000 YES Edit

—| OTHER LENDER EXAMPLE

Account # Balance Submitted All Required Docs ? Action
Ba8-mm-124 13,000 YES Elit

— BANK OF AMERICA

Account # Balance Submitted All Required Docs ? Action
123-ahc-456 6,000 YES Exlit

Add a Hew Loan
CONTINUE

System shall remove any document uploaded
for Consolidated loans if loan is edited and
Consolidated Documents are no longer required
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Section 9: Employment Search & Information

The Employment Information page asks for the applicant’s current employment information. FLRP applicants must apply with a school as the site of employment.

OHLINE APPLICATION

Supporting Documents

Self Certification Review & Submit

Employment Search

» vequived field

Search for the name and address ofthe zccredited school atwhich you are employed.

Please write out the full address; use "Street” instead of "5t".

Mame*
Address Line 1+
Address Line 2
City *

State ©

Zip/Postal Code *

Search

ISeIect 'l

W elzome, TOWIETE@YMail.com

Account Settings

Log Out

Figure 9.1

Eligibility General Information Qualifying Education Loan Information enployment Information

Log Out Account Settings FAOs

Privacy Policy | Yersion 6.3.0-SNAPSHOT

Steps:

1. Applicant enters required information for the employment site.

2. Applicant selects SEARCH (figure 9.1)

3. Applicant chooses the appropriate school from the list of search
results. If the applicant does not see the correct school on the
list of results, the option at the bottom of the results list, “I do
not see my school listed. Please add this school with the
address above as the accredited school at which | am
employed” should be selected (figure 9.2).

4. Upon selecting a school, the applicant will be required to enter
all required fields (figure 9.3).

5. Applicant selects

Business Rules:

- Applicant must enter a school name and address in order
to continue.

- If applicant selects Not Tenured to Q4 “What is your appointment status?” two questions will be enabled:

o “Please indicate your contract duration”
o “Please indicate your contract duration dates” (start date and end date)
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Marne *
Address Line 1™
Address Line 2
City ™

State *

FipfPostal Code

University of Virginia

2400 01d lvy Road

Charlottesyille

IVirginia vl

22403

Figure 9.2

Figure 9.3

Employment Information
= requtred field

The answers in this section must carrespond with the answers on the Institution EmploymentiLoan Repayment
Werification Form. Inaccurate or inconsistent infarmation entered in this section will result in your application not
receiving an accurate ranking and not being considered for funding.

1. Accredited School atwhich you are employed

University of Virginia - School of Medicine, UNIERSITY OF VIRGINIA BOX 416 MED CENTER, CHARLOTTESVILLE, VA,

m 22908, United States
SEARCH RESULTS

Selecta School ™ 2. Are you working full time or parttime ? = & Full Time € Part Time

€ University of Wirginia - School of Medicine, UNNMERSITY OF WIRGIMIA, BOX 416 MED CEMTER, CHARLOTTESVILLE,
WA, 22908

= University of Yirginia - School of Mursing, UNIVERSITY OF VIRGIMIA, MCLEOD HALL, B 1, MURSING SCH,
CHARLOTTESWILLE, WA, 22903

€ University of Wirginia - School of Medicine, UNMERSITY OF WIRGIMIA, BOX 416 MED CEMTER, CHARLOTTESVILLE,

3. What is your position title? * Associate Professar

4. What is your appointment status®? *  Tenured & Mot Tenured

Please indicate your contract duration * Coaronths 12 months & Other | 28 -

VA, 22908 Flease indicate your contract appointrnent dates
€ University of Virginia - School of Mursing, UNNVERSITY OF VIRGIMIA, MCLEOD HALL, B 1, MURSING SCH,
CHARLOTTESYILLE, WA, 22903

¢ 1do not see my school listed. Please add this school with the address above as the accredited schoolinwhich |

arm employed CONTINUE
CONTINUE

Start Date ™ | 02/02i2011 = End Date ™ | 02/02/2014 ]
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Section 10: Supporting Documents

The Supporting Documents page consists of all the required documents that an applicant must submit for the FLRP application. Applicants may be required to
upload documents which correspond with the answers provided in the application.

@Jpporting Documents Self Certification Review & Submit Figure 10.1 SteQS:

. 1. Applicant selects the type of required document intended to upload.
Supporting Documents

2. Applicant selects _Choose File | 16 find the document they wish to upload.

Select the document you swould like to upload and then click "Upload”. vou may download a hlank form to the
carresponding docurment frarm the "Uploaded Docurments” takle.

Ifyour document has multiple pages, please upload all pages as a single document. There is only one space for each . m .

required dacurment The maimurn docurnent file size is 4MB. 3. Applicant selects when they select the appropriate document.
Walid documents for the Proofof LS. Citizenship or LS. MationalflLawful Permanent Resident include US passport, LIS . .

birth certificats.. ete. 4. Applicant repeats these steps for all of the required documents.

¢ Proof Of LLE. Citizenship or Mational/Lawful Permanent Resident
(" Proof of Disadvantaged Background from School Official . .
Business Rules:

 Authorization to Release Information

( Institution Employment’Loan Repayment Werification Form . . .
- The file name of the uploaded documents will be displayed.

{ Copy of Employment Contract

@ Curriculum Vitae/Resume ) )

{~ Copyaf health professional degree or cerdificate - App“cant C_an upload the foIIowmg formats:

¢ FLRP Payment History ® .Jpg

¢ Emplover's Agreement orWaiver of Loan Repayrment Match ° .dOC

¢ Additional Supporting Document o pdf

Choose File | CW_resurme.pdf m o .Ixt
UPLOADED DOCUMENTS - Applicant can upload document size up to 4 MB
Document Title Document File Status

Froof Of U.5. Citizenship or MationaliLawful Permanent Resident proof_citizenship.pdf Received - The document status will be updated as:
Froof of Disadvantaged Backaround from School Official DAB Proof.docx Received e Not Recievied

¢ Received

- Atranscript will be required for each school submitted on the Qualified Education page for the applicant to continue.

- If the applicant answered Yes to Existing Service Complete Prior to Deadline on the Eligibility page, a “Service Obligation Document” is required for the
applicant to continue.

- If the applicant answered Yes to Still in School on the Education page, a Letter of Good Standing is required in lieu of a copy of diploma or certificate.

- If the applicant answered Yes to Previously Received FLRP Award on the General page, a copy of the most recent FLRP Payment History will be required.

- The applicant will be able to view documents that have been uploaded after submission.
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- All required documents must have a status of “Received” for the applicant to sumbit the application.

- The Document Type of each loan under the Loan Documents table will be displayed based on the type of loan document:
e “Required Loan Supporting Document”
¢ “Additional Loan Document”
e “Consolidated Loan Supporting Document”

- The loan service and account number will be displayed next to each loan document uploaded.

- The required loan documents and required school transcripts must be uploaded on the Loan Information page and Qualified Education page respectively.
The status of the documents will appear on the Supporting Documents page.
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Section 11: Self-Certification

wel-ome, Kfowler@sapient.com  The purpose of the Certification page is that the applicant confirms the statements
JHLINE APPLICATION accountsettings | Logouwt  Fegarding debarment, suspension, disqualification and related matters form. The
, applicant also gives authorization for diclosement of financial information. The
Figure 11.1 | applicant must agree to these certifications in order to submit.

Eligibility General Information Qualifying Education Loan Information Employment Information
Supporting Documents &If Certification Review & Submit Stegs:
1. Applicant reads the certification statement.
Self Certification . o .
2. Applicant checks the box that certifies to the statement (figure 11.1).
1. CERTIFICATION REGARDING DEBARMENT, SUSPENSION, DISQUALIFICATION AND 3. Applicant reads the Authorization for Disclosure of Financial Information.
RELATED MATTERS FORM:
Pursuantto 2 CFR 180,335 (2006) as implemented by 2 CFR 37610 (2007, an applicant applying to enter into a 4 Applicant checks the bOX Showing they give authorization

covered transaction (which includes an application to padicipate inthe FLRP) is required to notify the Federal agency
office if the applicant knows that he or she:

® |5 presently debarred, suspended, excluded, ar disgualified fram patticipation in covered transactions by any Federal 5 Applicant selects CONTINUE

agency or department,

® \Wjjthin the 3-year period preceding the application, has been convicted of, or had a civil judoment rendered against
hirn or her for any of the following offenses:
= commission of fraud or a criminal offense in connection with abtaining, attermpting to obtain, or perfarming a

public (Federal State, or lacal) transaction or a contract under a public transaction; w

winlation of Federal or State antitrust statutes; or
* commission of embezlement, theft, forgery, bribery, falsification or destruction of recards, making false - The applicant must CheCk bOth bOXGS to Continue-
staternents, tax evasion, receiving stolen property, making false claims, or obstruction of justice;
® |5 presentlyindicted or otherwise criminally or civilly charged by a governmental entity (Federal, State, or local) with - The system will take the applicant to the Review and Submit page after
the commission of any of the offenses setforth above; ar they complete the certification page.
® Wijthin a 3-year period preceding the application, has had any public transaction (Federal, State, or local) terminated
for cause or defadlt.

[l cetify that the above staternents do not apply to rme. *

2. AUTHORIZATION FOR DISCLOSURE OF FINAMCIAL INFORMATION:

[ Pursuant to the Rights to Financial Privacy Act of 1978 (RFPA) (12 USC 3404), having read the statement of my RFPA
rights | hereby authorize the government or financial institution named in itern 1 andfor 9 on each Loan Details page to
releasze financial records relating to educational loans(s) identified on the Loan Details page to the Faculty Loan
Repayment Program for the purpose of assessing and verifying the amount and eligikility of the educational loan far
payment under the Faculty Loan Repayment Program. This authorization is valid for 3 months from the date of my

signature, and may be revoked inwriting at any time hefore my records are disclosed. ™
CONTINUE
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Section 12: Review & Submit

R The Review & Submit page is the last chance the
Review & Submit 9 : applicant has in order to review and update the
application. The Review & Submit page has a table with
each section and the status of that section. The
Please review each of the sections listed below prior to submitting your application. applicant can select the top navigation menu or a link in
the table to view the chosen page.

Flease Mote: Do nat submit your application until you are certain it is complete. Once the application has been
submitted you will not be able to make updates or changes to your application. After submission, your final application
will be available to review, download, and print in POF format an the Hame page. All supporting documents will be listed
on the Horme page. The reviewy of 2012 applications will be completed by 873052012

Page Hame Status

Steps:
1. Applicant reviews the application.

Eligibility Complats 2. Applicant enters the password and selects
General Information Completa SUBMIT .
Education Caomplete
Loan Information Complete
Employment Information Complete Business Rules:
Supporting Documents Complete . . .

6. Applicant can view and edit any page of the
Certification Complete application by clicking on the page name before
Review and Submit In Progress submitting.
SUBMIT YOUR APPLICATION: 7. Applicant must enter in the correct password in

| cedify that the information given in this application, including supporing documentation uploaded into this application, order to submit the appllcatlon.

iz accurate and complete to the best of my knowledge and belief. | understand that it may be investigated and that any . .

willfully false representation is sufficient cause for rejection of this application, ar, it awarded faculty [oan repayment, that 8. All page statuses except for review and submit must
| am liable for repayment of all awarded funds and further that any false staterment herein may be punished as a felony be complete for applicant to submit the application.
under 1S, Code, Title 18, Section 21001 and suhject me to civil penalties under the Program Fraud Civil Remedies Act

of 1986 (458 CFR 79)

Fassword

SUBMIT
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Section 13: Home Page (“Submitted” status)

After the applicant submits the FLRP application, the home page will appear with a “Submitted” status. The home page will always provide the applicant the overall
application status. Additionally, the page will provide the applicant links to the uploaded supporting documentation. The tables are divided by type of documents,
with the supporting documentation in the first table, transcripts in the second table, and the loan documents in the bottom table. The table displays the document
title, the document file, and the status (which will all be received), and provides the applicant the ability to view each document. Finally, the applicant will also have
the ability to update the Account Settings, view the submitted application (in .pdf, non-editable form) and view the FAQs page.

Figure 13.1

Faculty Loan Repayment Program

VWelcome to the 2012 Faculty Loan Repayment Program (FLRP) Online Application
You have submitted your 2012 Faculty Loan Repayment Program online application!
Your Application Status is: Submitted

This stage of the review process consists of checking the accuracy and completeness of each supporting document you
uploaded to your application. Please make sure you keep your contact information up to date on the Account Settings page.

Application 1D 1

View your submitted application
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Section 14: Account Settings

If the applicant has not yet submitted the application, the only functionality the Account Setting page will serve is to change the password. In addition, the applicant
will be able to see the application ID.

Account SEttiDgS Figure 14.1 | gsteps to reset password:
1. Applicant enters their password (figure 14.1).
ACCOUNT EMAIL ADDRESS 2. Applicant selects NI REITIICH

Application 1D: #4
3. System displays New Password and Confirm

The primary email address for your account is your username. This is also the email address which the FLRP will use for all . .
. ' ' : New Password fields (figure 14.2).

communications. If you wish to change this email address, you must call the Call Center at 1-800-221-9393 (TTY for hearing

mpaired: 18778379510 4. Applicant enters New Password and Confirm
Email Address: fowlerke@nih.gov New Password
CHANGE PASSWORD 5. Applicant selects [ supmit |

Current Password * . . .
6. System displays confirmation that password has

Verify Password been successfully updated.

Figure 14.2

CHANGE PASSWORD

Mew Password = @

Canfirm Mew
Password *

Business Rules:
- The applicant will not be able to change the email address until the applicant becomes a participant in BMISS.
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Once the applicant has submitted their application, the Account Settings page will show the previous page with the functionality to change their password as well as
additional information. Not only will the applicant have the ability to view their application ID and change their password, but also edit their preferred mailing
address as well as their home and mobile phone numbers.

Account Settings FIGCkEEEES Steps:
ACCOUNT EMAIL ADDRESS 1. Applicant updates any desired information (figure 14.3)
Application 1D: #4
The primary email address for your account iz your username. This iz alzo the email address which the FLRP will use for all H
communications. If you wish to change thiz email address, you must call the Call Center at 1-800-221-8383 (TTY for hearing impaired: 1 2 Appllcant SeIeCts -
-B7T-897-5510).
Email 4ddress: kfowler@sapient.com 3 SyStem Updates |nf0rmat|0n.
CHANGE PASSWORD
Current Paszword *
2. MAILING ADDRESS
et 1225 Avenue Business Rules:
Line 2 - The following fields are auto-populated and read-only:
Country * | United States j ° Ema” Addl’ess
State/Province/Region * Pennsylvania j ° App|lC8.tI0n ID
City * Pittzburgh . . .
- The following fields are auto-populated and can be edited:
3. PHONE

o Preferred Mailing Address
e Phone

] My phone number iz a non-U.S. #
Preferred Phone * (123} 455-7378
- My phens number iz a non-U.5. #

Alernate Phone (123} 456-7878

SAVE
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Section 15: Resolving Issues

Please follow the instructions to resolve any inquiries a FLRP applicant might have:

1. For Technical Issues:
« When a technical issue is encountered, e.g. Applicant cannot upload supporting documents, the Call Center should log this issue in the BMISS Issue
Tracker with the applicant’s contact information and a description of the problem. At this point, the BMISS HyperCare Support Team would define and
resolve the issue as well as notify the Call Center analyst of the resolution.

Call Center email: GetHelp@hrsa.gov
Call Center phone number: 1-800-221-9393 or TTY for hearing impared at 1-800-897-9910

Logging Issues:
* When logging issues into the BMISS Issue Tracker (http://www.hrsabmissspuat.com:1000/default.aspx)

— Logissues as “FLRP Online App” for the Type of Issue field.

— Attach a screenshot to the issue (if applicable)

— Include the following details in the Summary section:
*  Applicant information: Full name, last four of SSN, email, phone number
* The exact Online Application screen the applicant was on when the issue occurred
* The Web Browser the applicant was using
* The frequency of the issue

2. For Program Related Issues:
+ If an applicant has a program question, the Call Center will try to answer the problem by referring to the Application and Program Guidance. If the Call
Center is unable to answer the question, the Faculty Loan Repayment Program should be contacted by Call Center.

Online Application Program Related Issues Contacts:

[ Donna Schwab:
DSchwab@hrsa.gov

Jackie Brown:
JBrownl@hrsa.gov

FLRP Main line: 301-594-4098

Capturing Applicant Information:
» The following applicant information should be captured and as much detail of the issue as possible:
— First and Last Name
— Email Address
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— Phone Number

— Last four digits of SSN

— Section of online application the user was on when the problem was encountered
— Detailed summary of the problem

—  Supporting Document (If applicable)
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Section 16: Resolving Issue Flow Chart

Applicant

encounters issue
Q—' with FRLP
Start Application

Applicant reaches out to
Call Center

Can Call Center
Analyst answer the
question?

Yes

End

No—»

Call Center Analyst
determines if the inquiry is
a technical issue or
program related question

Is the issue
Technical or
Program Related?

Technical
Issue

Call Center Analyst logs
detailed description of the
issue in BMISS Issue
Tracker

I

BMISS HyperCare
Support addresses the
issue

|

BMISS HyperCare emails
the Call Center Analyst
regarding the resolution of
the issue

-

Call Center Analyst
communicates the
resolution to the applicant

Program
Issue

Call Center Analyst
communicates with
FLRP to resolve the
issue

A

FLRP Analyst
resolves the
applicant’s issue

4

FLRP Analyst contacts
the Call Center Analyst
and notifies them of the

resolution

FLRP Analyst
communicates the
resolution to the
applicant

Q

End
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