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Introduction: NELRP Online Application User Guide

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

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

The first step an applicant takes in order to begin the NELRP Online Application is to create an account.

NVRSE CORPS HELRP APPLICATION Steps:

Caring for communities in need
1. Applicant navigates to the online application via the web
link:
https://programportal.hrsa.gov/extranet/application/
' nelrp/login.seam
Login pllog

2. Applicant selects the “Create a NELRP Application

Flease log in wsing the fislds balow: Account” link in the bottom left hand section of the page.
Your Email * ¢ Please note that applicant can get to log in page
from NELRP website
Your Password *
forol ol passwor?
Create an Account Questions! )
Mot a redistered user? Farmore information or questions please:

Create a MELRP Application Account »
@ Refer to the Portal FAQ

Motes IFyou have previously registered to apply for NELRP or any other ® Contact the BCRS Customer Care Center at1.800-221.9303

BCRS pragram in the current ar past application cycles, please use o
your existing account infarmation to log in. @ Use TTY for hearing impaired. 1877-897.9910
Wanday-Friday (except Federal holidays), &:00 am to 8:00 pm ET or

emmail at GetHelp@hrsa.oov.
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The applicant will be prompted to fill in a series of fields in order to create an account. Once the applicant selects “Create,” the system will send an activation email

to the email address provided when creating an account.

Steps:
CI’EHKE MY ACCOUI‘lt 1. Applicant answers each of the required fields.
= vequived field
2. Applicant selects EEEEATEL to register for an account with the
Please read the Application and Program Guidance (&FG) for eligibility criteria prior to creating an account. To be Nursing Education Loan Repayment Program (NELRP).
eligible to participate in the Mursing Education Loan Repayment Program (MELRP) you must be:
® U5 Ciizen 3. System re-directs the applicant to the NELRP application “Log in”
o and prompts the user at the top of their screen that “We have
® Trained and Licensed in one ofthe eligible professional disciplines successfully created your account. Please check your email for
Qnce you complete and submit the following information, an email message with a link toverify your email address will instructions how to enable your account.” (See Figure 1)
he senttoyou. You will need to verify your erail address within two (2) days to be able to login to your account, . . .
! vy @ty iy 4. Applicant goes to the email address used to create their NELRP
Please note: All nursing program degrees must he completed at the time of submitting your application in order to he application and opens the message.
eligible to receive [oan repayment from the MELRP.
5. Applicant selects the activation link in the body of the email.
First Wame *
6. System re-directs the applicant to the NELRP application “Log In”
Last Narme * page notifying them that their account is enabled.
. ” Business Rules:
Middle Initial . . . . .
e The email address provided by the applicant will serve as their
_ NELRP online application username.
Titls [Select =] PP
S e System cannot create account if applicant email already exists
Select 1] in a previously created account for any program in any
Ermail application cycle

Confirm Email *

Create Password * O

Canfirm Passwiord *

Security Question ™ Select ﬂ

Security Angwer

—tl

e The applicant will get an error message if he/she tries to
create a new account with an existing email address

e Error message will prompt applicant to log in with
his/her existing emalil

e The following information will be auto-populated on the General
Information page based on the information entered on the
Create Account page:

e First & Last Name

Middle Initial

Title

Suffix
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NWRSE CORPS

Caring for communities in need

HELRP APPLICATION

¥

We have successiully crested your account. Please check your emal for instructions on how ta enable your

account.

Login

Plaase 1og In wsing the fizids baiow
Your Email *

Your Password *

fargot your password?

Applicants can roll over the tool tip next to the “Password” field
for details on password criteria.

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.

System shall disable ability to create an account after
application deadline (2/28/13)
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Section 2: Logging In

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

NURSE COR pS HELRP APPLICATION Steps:

Caring for communities in need

1. Applicant enters their email address and password.

2. Applicant selects LOGIN

3. Atfirstlog in applicant is re-directed to the “Not started” home
page (screen shot displayed in section 4)

Thank you. Yaur account is now enabled.

Login Business Rules:

e After selecting the activation link in the email, the system

Please log inusingthefietis betow notifies the applicant that their account is activated (this

Your Email * only happens once on the initial log in).
Your Password * e Atfirst log in applicant is re-directed to the “Not Started”
home page which explains the new features of the 2013
forgot your password? NELRP application. Once an applicant begins their
“ application they will not be directed to the NELRP Not

Started home page on the next log in.

e After the applicant’s second failed log in attempt, the

' ? applicant will be warned that their account will be locked if
Create dn ACCOUHt Que stions; ) their next log in attempt is incorrect.
Mot 3 registered uger? For mare information or questions pleage; e The applicant’s account will be locked after the third failed
Create a NELRP &pplication Account » . log in attempt and they will be required to go through the
. . Referto the Portal FAQ “Forgot your Password” process or contact the Call Center
Mote: [fyou have previously registered to apply far NELRF ar any other ® Contactthe BCRS Customer Care Center at 1-800-221.0393 to unlock their account.

BCRE program inthe current or past application cycles, please use . o
your existing accound information to log in. Use TTY for heating impeired. 1.877-897-9910
Monday-Friday (except Federal halidays), 8:00 am to 800 pm ET ar

email at GetHelp@hrsa.gov.
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Section 3: Forgot Your Password

If the applicant forgets their password, they will have to select the /0! Vour password? jink and follow these steps in order to reset it:

NVRSE CORPS HELRF APPLICATION - Steps:

Caring for communities in need

1. Applicant selects '2/99% vour password? o the Jog in page.

2. Applicant enters their email address and selects - (see Figure 2).

Forgot Password!
" vequived fleld 3. Applicant answers their security question and selects _ (see Figure 3).

Step 1: Enter email address below 4. System displays confirmation and sends an email to applicant (see Figure 4).

NYRSECORPS s soucan -
Caring for communities in need

Email Address *

- | Your anzwer iz correct, Please check your emall for further instructions.
W
Forgot Password?

* required field

! iane!
Step 2: Answer your security question below to have FOYgOt PHSSWOI‘d. QUGSUOI’IS.
your password reset.

i N

Step 3: Check your email. Formate infatmation ar questions please:

What is your favorite pet's name? . P
You should recefve an emai containing & ink to reset your ® Referto the Partal FAQ

asaword. Ifyou do not access this link and resetyour
P ,Y, o i ) @ Cortactthe BCRS Customer Care Center at
nassword within 2 days the link will expire and you will have
1-800-221-9303

o requast & e one.
@ Use TTV for hearing impaired: 1-877-897-0910

R e o @ wa Wonday-Friday (excapt Federal haolidays), 800 am ta 8:00
pim ET or email at GetHelp@hrsa.gov.

Answer *
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Please s your nen passrd below

V

Change Password

*teguted el

New password*

Lanfim new password.”

Steps (continued):

5.

9.

10.

Applicant goes into their inbox to access the email sent to
unlock their account.

Applicant selects Reset Password Link from email.

Applicant enters new password and selects
H(see Figure 5).

System updates new password.
Applicant is directed to the BCRS portal home page.

Applicant selects “Applying for the Nursing Education Loan
Repayment Program.”

11. Applicant enters in email address and new password.

Notes:

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

The Not Started Home Page is the first page the applicant sees on their initial log in. Once an applicant begins their application they will no longer be directed to the

Not Started Home Page but will be re-directed to the NELRP In Progress Home Page when logging in.

Nursing Education Loan Repayment Program Application

WELCOME TO THE HURSING EDUCATION LOAN REPAYMENT PROGRAM

Before ywou begin the application modules, please be sure to carefully read the 20132 Application and Frogram Guidance (AF G

and the important information below

NEW FOR MELRP IN 2013

1. All HELRP Critical Shortage Facilities must have a Health Professional Shortage Area (HPSA) designation no
later than January 1, 2013

A HFSA score and designation status can change at any time throughout the year To eliminate the impact of fluctuation=s in
HFSMA =coring and designations during the MELREF 20132 application and award cycle and for the purposes of determining funding
preference tiers, MELRFP will “freeze” primary madical and meantal health HPFSA designations in the BMISSE system as of Januany
1, 201%. The MELRF will asses=s all applications based on HFSA data in BMIS S, as of Januany 1 of a given year

2. Employment Yerification will be Electronicalhyy Processed

To s=treamline the application process and increase the integrity of the NELRF application review criteria, the Employment
Warification will be electronically delivered to the point of contact (FPOC) at the emplovyment site selected in the application
Employment Information section. If wour site does not have a FOC, wou hawve the oppotunity to enter a site POC email address in
the "Other POC Email” field on the Employment YWerification section of the application that will enable that indiwvidual to create
an account on the Frogram Fortal for Site Administrators CPotalland complete your Employment YWerification as your site POC.
Flease raefar to the instruction= in the HELREF Emplovment “warificstion Instroctions and FAQs for information on howe ta
determine if wour site has an existing POC and other details related to the Employment Werification process. Please note that
complating the electronic Employment “Werification, from initiation to completion by the zite POC, requires time and coordination
betwean the applicant and the =ite POC. It is the applicant's responsibility to en=sure the timely completion in order to submit vour
MELRF application by the closing date of Februany 28, 2013 at5:00 Fi EST.

Upaon the zite POC's completion of the Employment Werification on the Portal, wou will receive an email notification. Howewar, it
izsuggested that wou periodizally check wour online application Employment “erification section for status updates. As the
applizant, wou will not be able to wviewn the completed Employment Werification until vou hawve submitted wvour HELRF
application. Upon submission, wou will hawve a read only wiew of ywour entire application including the Employment Werification
from your site FOC. If wou find the information submitted by wour site POC is incorrect, wou have the oppordunity to reocpen ywour

application and resend the Employment Werification.

3. Ability to Edit and Withdraw an Application during the Application Cycle

The MELRF undarstands that an applicant's circumstances can change during the application oyzle that may hawve an effect on
hisfher application. In the 2013 application cycle, an applicant who submits hisfher applization zan return to the application to
make edits prior to the cloze date of Februarny 22, 2012 at 5:00 PM EST. The applicant will be allowed to remowe orupload
additional forms and change any information included in the application, or if necessany withdrave the application. By
withdrawing the application, wou will no longer be considered for an award. All applications must be submitted by, and no
changes can be made after Febroany 28, 20132 at 5:00 Fiid EST. Applicants can withdraw their application anytime after

submitting during the application cycle or after the application closes, until they have beean sent an offer for an award.

Steps:

1.

Applicant reads through the information
displayed on the Not Started Home Page.

Applicant selects

Business Rules

The APG, EVF FAQ and Funding Preference
definition links will open in a new window when
an applicant clicks on the link

Once an applicant clicks

STARTEMEAREEICATIONT they will no

longer be directed to this page when they log in

PROPERTY OF HRSA | BCRS
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2013 FUNDING PREFEREWCE

Histarically, the number of qualified applicants has excesded available HELRP funding. Consequenthy, the program uses funding
preferances to determine the arder inwhich qualified applicants are considered for an award. Applicants are grouped into
funding preference tiers as describad in the link prowided belon®. Additionally, applicants demonstrating the greatest financial
need, defined as those qualified applicantswhoze debt to zalany ratio (i.e., total qualifying educational loans dividad by base
annual zalan) iz 20 percent or greater, will be prioritized for funding. Starting with the first tier, awards will be made in order of
decreazing debtto salany ratio until funds are expended. Hurse Practitioner applicationswill be ewaluated separately fram othar
RMs zening at a critical shotage facility, Specific to NELREP Nurse Faculty applications, a funding preference, in addition to those
with the greatest financial need, will be given to applicantswho are able to demonstrate at least S0% of their institution's

students come from an environmentally or economically dizadwantaged baciground.

® Funding Preference Tiers for Registered Nurses and Murse Faculty

® [Qisadvantaged Background Definition for Nurse Faculty

2012 FUNDING STATISTICS

Tatal Applications Hurse Prac
Applications Recejved 610 T05 450
Number of Arardees 20 188 214
Total Amard Amount F24,002,000.00 F10,602,000.00 F7.597,000.00
APPLY NOW

The anline application is made up of several sections. The first section that must be completed iz Eligibility. “rou will not be able
to continue with the application if you are found ineligible for a NELRP award bazed an wour responses in thissection. Ifyou are
found eligible to paricipate in the program, you will be able to zawe your infarmation and mowve an to the General Information
zaction. The system will prewent you from accessing the next zection until you have completed all required fields in the prior
zection, howewer you will be able to revisit previous sections to make edits. The online application is made up of the following

sections:

1. Eligibility

2. tzeneral Information

3. Employment Information
4. Employment Werification
5. Qualifying Education

G. Loan Information

7. Suppoting Documents

2. Self-Cerification

PROPERTY OF HRSA | BCRS
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9. Rewizwu and Submit

It i= recommended that prior to beginning the online application you prepare electronic copies of the required supporting
docurmentation. Al information provided inthe supporting documents and online application must match exacthy, Ary

disparifies will cause your agplicafion fo be deested ineligible.

The fallowing documents must be uploaded anline:

1. Proof of Citizenship or U.5. MationalfLawful Permanent Resident

2. Awuthorization for Release of Employment information (see suppotding documents section for template)
3. Awuthorization to Release Information (see supporing documents section fortemplate)

4. Curriculum Yitae/Rezume

5. Transcripts (far all schools you are requesting loan repayment for

G. Loan Supporing Documents
@ A bankissued document with the account number, original date of the loan, and the ariginal amount of the loan
® Thiscan be an Account Statement, Aid Summary Repart, or Dishursement Report

® Documentation that Pedkins loans are not eligible for cancellation (if applicable).

Y. Existing Service Obligation Form (if applicable)

Friorto submitting, wou will have the opporunity to review your online application. Please do so carefully. At any time before
the application close date of February 28, 2013 at 5:00 P EST, you may editthe application, remowe ar upload additional
forms andfor documents, arwithdraw your application fram consideration for an award. “rour final "submitted” application will be

available for review, download andfar printing.

Ifyou are selected for an award offer, ywou will receive an email regarding a portal status update, and upon entering the portal
wou will be provided the apportunity to "aceept” or"decline” the award offer, via a Confirmation of Interest screen. Pleaze note
that if you accept the offer, you will be conwverted to 2 Participant pending verification of voursupporing documents. Afteryou
have accepted the offer, if your situation changes and wou can no longer paticipate in the pragram yvou may be at risk of

defaulting on your NELRP contract agreement.
Please selact "Start My Application” to begin ywour online application.

The final submission date is February 28, 2013 at5:00 P EST. Remember to log into the HELRP online application to chedk
the status of wour application.

PROPERTY OF HRSA | BCRS
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If the applicant has already started their NELRP online application and logged off, upon logging back in, they are directed to the In Progress Home Page. The In
Progress Home Page will now display “In Progress” status, and the applicant will be able to select “Continue” or the desired section by selecting the page name in
the table.

Nursing Education Loan Repayment Program Application.

1. Applicant reads information on status page.

. 2. Applicant can navigate to a specific section by selecting the
Hello Richard, link to the desired page name in the table
e The page must have already been completed or is in

ifelcame back ta the Mursing Education Loan Repayment Pragram anling application! progress to select a specific section: or

‘four overall application status is: In Progress ) o
3. Ifthe applicant selects EOHTERUE] the system will direct

Your application 10 i 100042 the applicant to the first incomplete page

Flease select Continue to resume filling out the online application, Business Rules:

e The system shall only link to pages that are in a “Complete”

Page Name Status or “In Progress” status. The applicant will not be able to jump

Eligihility Complete to a page that is “Not Started.”

RS T w In Progress ¢ If the applicant selects “Continue,” the system shall direct
them to the first incomplete page. For example, if Eligibility is

Ernployment Mot Startad “Complete”, system shall direct applicant to General
Information once they log back into the application if they

Employment Varification Mot Started select "Continue”.

Education Mot Started

Laans Mot Started

Supporting Documents Mot Started

Self Certification Mot Started

Review & Submit Mot Started

PROPERTY OF HRSA | BCRS $
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Section 5: Eligibility

The Eligibility page is used to ensure the applicant meets the qualification requirements to apply for a NELRP application. If the applicant is deemed eligible, he/she
will be able to continue with the application. If an individual does not pass the initial screening portion of the online application, he/she will not be able to continue

with the application.

El1g1b111ty fte : licant answers all required questions
e requbed feld . ppli W qui questi .
1. Doyou of will you have a current, full, perrnanent, unencurmbered, and unrestricted license to practice a5 a nurse in the 2. App“(?ant selects m once they have answered all the e“glblllty
state you intend to practice by the fime you subimityour application, or are you authorized to practice in the state vou intend to questions.
practice pursuant to the Murse Licensure Compact? *
3. Applicant will be directed to General Information page if they are eligible.

& es O No

2. Arevyou a citizen, national or permanent resident of the United States? *

Business Rules:

[ )
*es Mo

3. Doyou have an existing service obligation? *

& ez " No
'Will it he completely satisfied on ar hefore the application submission date? * m
0

Are you in a Resene component ofthe Armed Farces, including the National Guard, and nat currently deployed? *

& ves Mo

ez O o

4 Dovyou have a judgment lien againstyour property from a Federal debtthat has not heen released or satisfied? *
e 9 Mo

4. Are you currently in default an any Federal dept? *

e & Mo

6. Do youwark for & health care facility ar school of nursing that is Man-Prafit ar Public/Gavernment owned? *
#Yes (" Mo

7. Arevou currently warking full time? (For Registered Murses working at a health care facility, full-time is defined as warking
atleast 32 hours perweek. For Murse Faculty warking at & schoal of nursing, full-time is as defined accarding ta your schaal
of nursing far atleast 8 manths out afthe year) *

*es Mo

System shall require applicant to respond to all questions before they can
continue

If the applicant answers “Yes” to question 3, the system will display two sub-
questions, each is required.

If applicant indicates “Yes” for “Do you have an existing service
obligation?” they are required to provide supporting documentation on the
supporting documents page.

System shall direct user to ineligible landing page if one or more answer(s) is:
Licensed Registered Nurse = No
Applicant Citizen or National = No.
Existing Service Obligation= Yes
e Completed before submission = No
Uniformed service member = No
Applicant Judgment Lien = Yes
Applicant Defaulted Federal Debt = Yes
Applicant CSF type/School Accreditation = No
Minimum working hours/Working full-time = No

[ )

NOTE: The ineligible landing page will not give the specific reason that the
applicant was deemed ineligible, only several possible reasons for ineligibility
from the Eligibility section will be displayed

PROPERTY OF HRSA | BCRS
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e If an applicant is logged in with an existing participant username and says no to having an existing service obligation they will get an error message and will not
be able to continue with the application until they change their response to “Yes” to having an existing service obligation

PROPERTY OF HRSA | BCRS $
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Section 6: General Information

The General Information page consists of questions about the applicant’s contact information. The information under Full Name (such as First and Last Name, etc.)
is pre-populated from the answers the applicant supplied when creating their account. These fields are editable.

General Information

# requirad fisld

Please Hoke: If you have multiple applications far different Programs (such s MHSC LRP and NELRP}, any changes you maka 1o
baske applicant Infarmation on this page (Including yaur name, address, date of birth, birth localion, and Soclal Security number) will
autpmatically be raflaciad In all your other applications whan you seleci Conlinug from this page.

APPLYING FOR

Imporant Mode: Please ba wary careful to chease the carrect optkone below accarding ta the AFIF"GB‘“ on and Program Guldancs.
Fallure to carracily e2lect your applization type may result In your application not baing salectad for funding.

Applicants who are reglstared nursas (RN} worndng full-tima {35 definad by his or kar employear} as a nuree faculty mamber at .an
aocredited public or private nonprof echoal of nursing showld salect Murse Faculty belaw.

Application Type

FULL NAME
FIrgt Mamse =

Last Mame *
Higdle Intial

Tithe

SUMx

Fommer Firet Nama

Fomer Last Mame

FPREFERRED MAILING ADDRESS

Line 1 =

Line 2

Country =
ElaleFrovince/Reglon *
Clty -

ZlpPasial Code -

= Reglsterad Mursa

MUrse Pracimianesr

= Clirilcal Nuree Spaclalist

Nurse Mid-¥ife
~ Registerad Mursa Anesthaiist
= Murse Faculty

Srittany

Kaylon

Selzct[w]
Select[w|

\United States [=]
Select []

Steps:

1. Applicant answers required fields.
a. Required fields denoted with an asterisk (*)

2. Applicant selects EBNTINWE! once they have
answered all the required fields.

3. Applicant will be directed to Employment page if all
required fields are entered.

a.

b.

If Nurse Faculty is selected applicant will be
directed to the Employment School Search
If any other application type is selected
applicant will be directed to the Critical
Shortage Facility Search

Business Rules:

¢ The following fields are populated from answers
during the create account process:

e First Name
Last Name
Middle Initial
Title

Suffix

. AppI|cant will select Application Type

If Registered Nurse, Nurse Practitioner,
Clinical Nurse Specialist, Nurse Mid Wife
or Registered Nurse Anesthetist is
selected system will display functional
role question which will be required

e If Nurse Practitioner is selected system
will also display main specialty question
which will be required

e If Nurse Faculty is selected system will
display tenured question which will be
required

PROPERTY OF HRSA | BCRS
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PHONE

" My e ghane i an intenatoral uber

Prefened Phong * (212) 3475680

T Wy atemats ghone i an ntevatoral nuber

Altemte Phane

SOCIAL SECURITY NUMBER

sl B0 it
PLACE OF BIRTH

Courtry * United States j
State/Prmince/Region * llnais j
City* Brocklyn

Date of Bih ™ oo E
DEMOGRAPHICS

Gender

Ethricty

Rate

 Male

" Farmle

1" Hiparic o Lating

¥ Not Hisparic or Laino

W e i o st

I Asin

I Blac o e Ameicn

T Nt Haesian o Ot i s
Tyt

T Ot

HOW DID YOU HEAR ABOUT NURSING LOAN REPAYMENT PROGRAM

How did you hiear sbout the

NELRF?*

Weh search j

SAYE & CONTINUE
|

= [If applicant is not tenured system will
prompt applicant to input Nurse
Faculty appointment dates
e The faculty appointment must
be at least 9 months for
applicant to be eligible and
continue with the application

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 and the
Zip/Postal will be optional.

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

The applicant will not be able to move forward if the
SSN they entered exists in another NELRP application
account from any application cycle

Based on the SSN entered, the applicant may receive
an error message with an error code
e The code can be used by DNPH to determine
the issue with the SSN

If applicant selects that one of their phone numbers is
non-U.S. number, 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.

If applicant selects ‘Other’ for how did you hear about
Nursing Education Loan Repayment Program system
will display text box for applicant to enter information

Once the applicant proceeds from the General Info
page, the account settings will get updated with the
appropriate information

e Applicant home Preferred Mailing Address

e Applicant Primary Phone Number & Extension

PROPERTY OF HRSA | BCRS
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e Applicant Alternate Phone Number & Extension

e Demographic information is optional

e If applicant is logged in with an existing application account, any basic information that is changed on this page (such as SSN, name, address, etc.) will

automatically be updated on all existing accounts
e Note: this is only for existing application accounts (such as an applicant that has applied to both NELRP and NHSC LRP). This will not update any

information on the participant record.

e If an applicant wishes to change his/her application type after completing the Employment Verification section, they must first cancel their Employment
Verification if their Employment Verification has been initiated

PROPERTY OF HRSA | BCRS $
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Section 7: Employment

The Employment Information page asks for the applicant’s current employment information. Depending on the applicant type, either a Critical Shortage Facility will
be required for NELRP or a school site will be required for NELRP-NF.

Employment: School Search Steps NELRP-NF: E

* required field

1. Applicant selects state in the drop down
To be eligible for the NELRP-NF and meet the funding preferences, your site must be an accredited collegiate, associate degree or
diploma school of nursing in a State where graduates are:

@ authorized to sit for the NCLEX-RN or 3. Applicant selects SAVE & CONTINUE gnce

they have answered all the required fields.

2. Applicant chooses a school from the drop down

@ licensed RNs who will receive a graduate or equivalent degree or fraining to become an advanced education nurse.

Collegiate and associate degree schools of nursing are a department, division, or other administrative unit in the educational insfitution 4. Appl_icant will be moved to Employment Verification
which provides primarily or exclusively a program of education in professional nursing. A diploma school of nursing means a schoal section
affiliated with a hospital or university, or an independent school, which provides primarily or exclusively a program of education in

Steps NELRP-NF: School Not Found:
professional nursing. See section 801 of the Public Health Service Act for a full and complete definition of these terms. The educational R

programs in the school of nursing must be accredited by a national nursing accrediting agency or state approval agency recognized by 1. Ifthe applicant cannot find their school they will
the Secretary of the U.S. Department of Education. select “School not Found” in school drop down (see
screen shot 6)
Important Note:
® Initiztion of the CSF Site request to submission of the EVF by the POC could take up to total of 5 business days. Therefore itis 2. Applicant enters school information and selects
recommended that you start the Employment Verification Form process as soon as possible.
@ Employment Verification Forms and/or Applications not submitted by the February 28, 2013 at 7:30 PM EST deadline will not be 3. A popup will be displayed giving the applicant the
processed and not considered for review. The deadiine will not be extended due to delayed receipt of Employment Verification ch0|cel of sending the request to program or
o restarting the search (see screenshot 7)
@ [tis responsibility of the applicant to ensure that a CSF Site request and EVF have heen submitted in advance to allow sufficient 4. If the applicant sends the request to program they
time for processing. will be returned to Employment School Search Page
and language will be displayed indicating that they
SEARCH YOUR SCHOOL OF EMPLOYMENT have sent their school information to Program (see
screen shot 8)
State* Nebraska []
5. Applicant will click continue and be directed to
School * Western Nebraska Community College v bp

Qualifying Education page

PROPERTY OF HRSA | BCRS $
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Business Rules:

System shall limit school name field based on state selected

System shall only provide schools in the school dropdown that:
e Exist in BMISS
e Are Accredited
e Have a status of non-profit/active

System shall enable option “School Not Found” during entire application cycle which can be selected for any state
System shall populate the following fields and require user to complete them in order to continue if applicant selects “School not Found”

¢ School Name

e School Address
System shall require applicant to confirm or cancel program communication upon selecting “Enter School” if applicant does not see their school
If applicant selects “Restart Search” from the School Not Found Confirmation Pop Up, they will be taken back to the employment search screen
System shall send communication to Program with the following information if applicant confirms to send communication to Program

e Applicant first and last name

e Applicant email/username

e Applicant school name and address entered by applicant

System shall put applicant in “In Progress-Employment Not Found” status if applicant sends school information to Program from the School Not Found pop
up

System shall enable Qualified Education page if user is in the “In Progress- Employment Not Found” status
e The Employment Verification page will not be enabled in this situation

An analyst has the ability to make an applicant site “Eligible” or “Ineligible” from the Manage Application Documents screen when an applicant is in the “In
Progress- Employment Not Found” status

If an applicant site is made ineligible by an analyst their status will be “Ineligible” and they will be directed to the ineligible landing page after they refresh
their screen or log back in (see screen shot on page 22)

If an applicant is made eligible by an analyst the applicant will receive an email and their school will be added to BMISS
e The applicant must repeat the steps outlined above to add a site

PROPERTY OF HRSA | BCRS $
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Employment: School Search |

* requived field

School Not Found Confirmation

To be eligible for the MELRP-MF and meet the funding preferences, your site must be an accredited collegiate, associate If vou are not able to find your school, there i & chance that it has not yet

degree or diploma schaal of nursing in a State where graduates are: been added to our system. By clicking the button below, a message will be

® uthorized to sit for the NCLER-RN or =sent to our program analysts to research your school. By daing this, your
® licensed RN who will receive a graduate or equivalent degree or training to become an advanced education nurse. application will ke put in & holding =tatus which will sllow you to continue, but
you will not be able to submit urtil vour school has been found eligible and |

Collegiate and associate degree schools of nursing are a department, division, or other administrative unit in the educational
g g g . ' ' added to the system.

institution which provides primarily or exclusively a program of education in professional nursing. A diploma schoal of nursing

means a school affiliated with a hospital or university, or an independent school, which provides primarily or exclusively s School Mame: Yirginia College of Mursing
program of education in professional nursing. See section 801 of the Public Health Service Act for a full and complete definition Address: 123 Settlers Landing Way |
ofthese terms. The educational programs in the schoal of nursing must he accredited by a national nursing accrediting agency Hampton 4 236638

or state approval agency recognized by the Secretary of the U.S. Department of Education.

ESend Request to Program! Restart Search

Important Note:

® Initiation ofthe CSF Site request to submission of the EVF by the POC could take up to total of 5 business days. Therefore it
is recammended thatyau startthe Employment viarification Farm process as soon as possibla.

® Employment Verification Forms andior Applications not submitted by the February 28, 2013 at 5:00 PM EST deadline will not

be processed and not considered for review, The deadline will not be extended due to delayed receipt of Employment Employment' School Search

Yerification Forms. » v uved field
® ltis responsibility of the applicantto ensure that a CSF Site reguest and EVF have been submitted in advance to allow SCHOOL INFORMATION HAS BEEN SENT TO PROGRAM
. . ) The status of your application has been shanged to reflect that your schaal is not curently awvailable vou will not be able to submit
sufficient tirme for processing. your application for the time being, butwill be able to continue with the remaining sections of the application. vou will receive a

message soan regarding the eligibility of the school wou entered and the nesxt steps you will need to take. Flease be aware that it

SEARCH YOUR SCHOOL OF EMPLOYMENT can take the MELRF up to two business days (noting business hours are from 9000 AR to S:30 PR to respond to site requests. If your

schaal is found eligible, you will be able ta search for it again, and will then need to complete the Employment WVerification section
* . .
State I YWirgini

Sehool e DNursing Education Loan Repayment Program Application

T ofthe anolication in arder to submit.

ENTER SCHOOL INFORMATION
Applicant Name: Joe Smith

School Mame * Yirgini:

Address Line 1 173 Se Wour application 1D is: 117157

Address Line 2 Application Deadline: Febroary 28, 20132 =t 5:00 PM EST

City* Harmp “rour owerall application status iz Ineligible and you will not be able to continue with wour application.

Zp* 23663 For Registered Murses, based on research done by the MELRFP, wour site is not at a critical shotage facility.
Enter School Far Hurse Faculty, based on research done by the NELRF, ywour school is not an accredited school of nursing.

Far more infarmation ar questions please contact the BCRS Customer Care Center at 1-800-224-93932, TTY for hearing impaired:
1-877-897-9910

I Fri ;— :EFiEEdE[H ho ':Iam_-:) 200 am to 800 me| oremail at Ee'tHnlll:uﬁJhr = o
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Employment: Critical Shortage Facility (CSF) Search

*vequtred field

To be eligible for the MELRF and to meet the funding preferences, your site must be located in a Primary Medical Care or
Mental Health HPSA,

A HPSA score and designation status can change at anytime throughout the year, impacting the NELRP's ahility to

accurately assign your site in the correct preference. To eliminate the impact of fluctuations in HPSA scaring and

designations during the MELRP 2013 application and award cycle, and for the purposes of determining funding preference,

MELRP will "freeze” the HPSA designations and scares and will assess all applications based on HPSA data in our sy

as of January 1, 2013,

ENTER SITE INFORMATION

Site Marme Frances Scott Key

Address Lina 17 380 Willoughby Ave

Address Line 2

City * Brooklyn

State ™ e Yark j
Iip* 11206

E"-J'erify ﬂddressé

DOES THIS ADDRESS MATCH YOUR SITE?

Steps NELRP:

1.

Applicant fills out the name and address of their Critical
Shortage Facility

Applicant selects W

Verified address appears at the bottom of the page
(see figure 9)

If address entered is a match applicant selects Yes

e System will display a list of search results within a
% mile radius of the Google address if user selects
“Yes” to Google address match (

; 10)
If address entered is not a match app cts

J80Willoughby Ave, Mew Yark, MY 11205, United States

Yes. Mo

22
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e System will display a list of search results within a 10 mile radius of the Google address if user selects “No” to Google address match (see figure 11)

6. |If applicant doesn't see their site they can expand the search radius

X oo

Eigibility General Information Employment

Applicant selects site they currently work at by clicking “This is my site”

Employment Yerification Education Loans

Supporting Documents Self Certification Review & Submit

Employment: Critical Shortage Facility (CSF) Search

* quuéred ﬁefd

You have selected the following address:

JA0Willoughlry Ave, Mew York, MY 11205, United States. Choose a Different Address »

Bielow are the Critical Shortage Facilities near the address you verified. Please select your specific CSF from the table below

Ifyou dont see your site, please expand the mile radius:

Site Name

Frances Scott Key

Avicenna Medical Center aka: 139 Medical Group

[ Don't See My Site Here »

if2mie |

Site Address Is this your site?

300 Willoughby Ave This Is My Site »
Brooklyn, NY 11205-4414

T cicoc IEERHRRTRN

NEW YORK, WY 10031

Applicant clicks ]

Applicant is taken to Employment Verification Page

Steps NELRP: Site Not Found:

If applicant does not see their site they will click

i (3
I Dant Se= My Sit= Here ® 5t the bottom of the search results

A popup will be displayed giving the applicant the choice of sending
the request to program or restarting the search (see figure 12)

If the applicant sends the request to program they will be returned to
Employment Site Search Page and language will be displayed
indicating that they have sent their site information to Program (see
figure 13)

Applicant will click Save and Continue and be directed to Qualifying
Education page

Business Rules

System shall enable Verify Address only when applicant enters all
required fields for CSF address

PROPERTY OF HRSA | BCRS
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e System shall provide address match from Google to the address entered by user (if possible)

e System shall inform applicant if there is no Google address match for address entered by applicant if address cannot be geocoded to a Google address

e System shall inform applicant to retype address and clear address fields if there is no Google address match for address entered by applicant on the first search

Employment: Critical Shortage Facility (CSF) Search

* v ehved fleld

Are any of these other nearby sitez your Critical Shortage Faecility? Enter Ancther Addrass #

10 miles j

Ifyou don't see wour site, please expand the mile radius:

attempt

System shall display Site Not Found pop-up to send site information to Program if
there is no Google address match for address entered by applicant on the second
or more search attempts

System shall display a list of search results within a %2 mile radius of the Google
address if user selects “Yes” to Google address match

Site Address . .

o= A System shall allow applicant to change the radius of the search results
Frances Scott Ke 300 Willoughby Awe This 15 ki . . L . .

' Brockdyn N’i,ﬁzuﬁ_wq dhe ! System shall display a list of search results within a 10 mile radius of the address
the applicant entered if user selects “No” to the Google address match

139 MELICAL GROUP 3448 BROADWAY Thiz |= hiy

NEWYORK, N 10031 System shall only provide sites in search results that:
OD# FRIMARY HEALTH CARE CENTER, INC. 1416 Heymard 5t e Existin BMISS th ‘

¢ Have a HPSA score as of the Jan 1 HPSA Loc
Brooklyn, Ny 11211-7823 . -
¢ Have a status of non-profit/active

MDO0HULL MEDICAL AND MENTAL HEALTH CENTER TEO BROADMATT This I= hy

SR LI e D System shall direct user to Employment Verification request page if user selects a
BETH ISRAEL WILLIAMSBURG 184 RODNEY STREET This Is My site from the search results and selects Continue

BROCKLYN, N 11211-7233 Site ®

, System shall enable Continue button only when user selects an option from the
C.AB.5 CENTER 0488 Manhattan Awve This I= ky
, search results

Brooklyn, Ny 11206-2501 Site *
BRODKLYN HOSFITAL CENTER 89 DIVISION AVENLE This I My System shall require applicant to confirm or cancel program communication upon

BRODKLYN, N 11211 Site ¥ selecting “I do not see my site listed” from the search results
Addiction Research and Treatment Corp. Bushid: 1148-55 Myrle Avenue This I= ky i ) i )

Broskiyn, N 11208 . If applicant selects “Restart Search” from the Site Not Found Confirmation Pop

Up, they will be taken back to the employment search screen

BEDFORD STUYWESANT FAMILY HEALTH 1456 Fulton Strest Thiz |= hy

Brocklyn, WY 11218-2807  Site ¥ System shall send communication to Program with the following information if
QDA Profescianals 420 Broadway This Is My applicant confirms to send communication to Program

Brooklyn, N 112117480 Site » e Applicant first and last name

- . e Applicant email/username

Bofo Pak OBIGYN - Williamsburg 52D Broaduay This 1= My e Applicant site name and address entered by applicant

Brooklyn, Ny 11249 Site *
HELF/FET- Hiookln Frimans hedical Tare & Mental Health Senices el 5tering Flace Thiz T= KMy

BROADAY FAMILY HEALTH CENTER

Brooklyn, Ny 11216

1238 Broadway
Brooklyn, Nv 11221.2906

sto » PROPERTY OF HRSA | BCRS
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e System shall put applicant in “In Progress-Employment Not Found” status if applicant sends site information to Program from the Site Not Found pop up
e System shall enable Qualified Education page if user is in the “In Progress- Employment Not Found” status
0 The Employment Verification page will not be enabled in this situation

¢ An analyst has the ability to make an applicant site “Eligible” or “Ineligible” from the Manage Application Documents screen

e If an applicant site is made ineligible by an analyst their status will be “Ineligible” and they will be directed to the ineligible landing page after they refresh their

screen or log back in (see screen shot on page 22) N%RSECORPS

Home | Accourt Settings
e If an applicant is made eligible by an analyst the applicant will receive 13 for conmunties in néed
an email and their site will be added to BMISS
e The applicant must repeat the steps outlined above to add a

site Eligitility General Infor mation Ernployment Employment arification Education Loans
Supparting Oocume rification Resview & Submit
If yau are not akhle ta find yaur sfe, there iz & chance that i has not yet heen added to our system. By clicking the huttan belaw, Employment: fltlcal ShOftage FHC][]W (CSF) SeafCh
amessage wil be sent to our program analysts to research your ste and determing s eligibility. By doing this, your application v e feld

will ke put in & halding status shich will allawy you to cantinue, but you will nat be sble to submit untl your ste has been faund
eigihle and sdded to the system. CSF HAS ALREADY BEEN SENT TO NELRP

Site Hame: Frances Scoft Key The status of your application has been changed to "In Frogress, Awaiting Program Respanss." You will receive a message soon
regarding the eligibility of the site you entered and the next seps you will need to take. Please be aware that it can take the
HELRP up to to buziness days (noting business hours are from 9:00 AM to 5:30 PM) to respond to site requests, The following
criteria will be used when determining the eligibility of your site for the NELRP:

Address: 350 Wiloughly Lve
Broaklyn HY 11205

‘Send Request to Program: ~ Restart Search

Site Name: Frances Scott Key
Address; 380 Willoughby Ave, Brooklyn, NY 11205

1. Bites determined by MELRP to not have a HPSA score of 0-26 and a Primary Care or Mental Health designation as of January

A will be deemed ineligible

2. Sites determingd by NELRF to have a HFSA score of 028 and a Primary Care or Mantal Health designation az of Januany 1

will have 3 Site created in the system

Search For My Site Again

Log Out

PROPERTY OF HRSA | BCRS
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Home | Account Settings ~ Log Qut

Steps to remove a Site or School:

EDUCATION

LOAN REPAYMENT

PRO G RAM Elicgility General Information anplwmem Employment Verification Education Loans

Supporting Documents Seff Certification Review & Submit

Employment: School Search

*regured feld

To be eligble for the HELRP-NF and meet the funding preferences, your site must be an accredited collegiate, associate degree
or diploma schaal of nurzing in a State where graduates are;

® suthorized to st for the NCLEXRN or

® licensed AN who will recetie 2 raduate o equivalent degree or training to becore an advanced education nutse,

Collegiste and associate degree schools f nursing are a depariment, division, or other administrative unit in the educational
inetitution which provides primanly or exchusively a program of education in prafessional nursing. A diploma schaal of nursing
means a school filiated with & hospital or universty, or an independent school, which provides primanly ar exclusively a program
of aducation in professional nursing. See section 801 of the Public Health Sendca Act for a full and complete definition of these

terms. The educational pragrame in the school af nursing must be aceredited by a national nursing accrediing agency or state
aporoval agency recognizad by the Secretary of the LS. Dapariment of Education.

YOU HAVE SELECTED THE FOLLOWING SCHOOL AS YOUR WORKPLACE:

Harnoton University - School of Nursing

Remove this School

1. Applicant navigates to the employment page by clicking the
Employment link at the top of the page

2. Applicant clicks “Remove School” or “Remove Site”

3. Once previous site is removed applicant will have to repeat
steps to add another site

Business Rule:

e If the applicant has an initiated or completed Employment
Verification, they must cancel the Employment Verification
before they can remove their site

PROPERTY OF HRSA | BCRS
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Section 8: Employment Verification

The electronic Employment Verification is a new section of the online application. Employment sites are now required to answer and upload questions about the
applicant’s current employment information online. Applicants will have visibility to the information entered by the sites upon submitting their applications. Based on
the answers provided by the Employment Site an applicant can be made ineligible upon submission. If this occurs and the applicant believes it is incorrect, an
applicant will be able to edit their application, cancel the existing EV, and re-submit a new one..

Eligihility General Information Employment Employment Verification Education Loans

Supporting Documents Self Certification Review & Submit

Employment Verification

To begin the Employment Verification process, selact initiate’ next to the site information below. Emplayment Venfication is to
be completed by your site point of contact (POC) through the Bureau of Clinician Recruitment Services Program Portal
{Partal) for Site Administrators. If you need to contact your site POC(s) to alert them the Employment erification will arrive
through the Portal, additional site paint of contact infarmation is available by clicking the site name below. For additional
infarmation regarding the Emplayment “erfication process, please see the NELRP Employment Verification FAQs.

Nurse Faculty Applicants: Do | need a RN license to participate in the NELRP-NF?

The NELRP for Murse Faculty (NELRP-NF) 5 aware that not all schoals of nursing reguire nurse faculty to maintain a current,
full, permanent, unencumberad, unrestricted license. Howaver, the NELRP-NF requires participants to maintain an RN license
while participating in the program. If your school of nursing does nat require you to maintain an RN license, please be advised
that you must do so to meet the NELRP-NF eligibility requirernents. It is your respansibility to ensure that the point of contact
that completes the Employment Verification has your most recent licensure infarmation.

We do not have any point of contact information on file for the site you have selected. Please have your site
contact BCRS or enter an ‘Other POC Email’ for an appropriate verifier of your employment information.

CURRENT REQUESTS

Other POC Email

abc@123 com

Site Name Date Created Status

Initiate »

Hampton University

Steps:

1. System will populate EV request for site added on Employment page

2. Applicant can click site name to verify that the appropriate address, phone
number and point of contact are listed

3. Applicant can enter “Other POC Email” if the applicant does not see their
correct POC in the site information or if the site does not have a POC
associated with it

4. Applicant clicks Initiate >

5. Applicant clicks m

6. Applicant is taken to the Education section

Business Rules:

e System shall populate an EV request for the site added on the
Employment page

e System shall display EV status as Not Started before applicant initiates a
EV Request

e System shall enable Cancel button if EV status is “In Progress,”
“Complete”, or “Returned-Unverified”

e System shall allow applicant to resend EV if EV status is “Returned-
Unverified”

e System shall allow applicant to continue to next section, Qualifying
Education, if individual EV Request is in any status.

27
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Eligibility General Information Employment Employment Verification Education Loans

Supporting Documents Self Certification Review & Submit

Employment Veritication

To begin the Employment Verfication process, select initiate’ next to the site infarmation below. Emplayment Verfication is to

e System shall send an email to “Other” POC entered by applicant
with instructions on how to register a portal account

e If an applicant wishes to change his/her application type (which
can be done by navigating back to the General Information page),
they must first cancel their Employment Verification if their
Employment Verification has been initiated

e If an applicant wishes to remove their site (which can be done by
navigating back to the Employment page), they must first cancel
their Employment Verification if their Employment Verification has
been imitated

Steps to cancel EV

be campleted by your site point of contact (POC) through the Bureau of Clinician Recrutment Senices Program Partal

(Portal) for Site Adrministrators. If you need to cantact your site POC(g) to alert them the Employment Verification will arrve 1
through the Portal, additional site point of contact information is available by clicking the site name below. For additional

information regarding the Employment Verification pracess, please see the NELRP Employment Verification FAQs. 2.
Nurse Faculty Applicants: Do | need a RN license to participate in the NELRP-NF?

The MELRF far Murse Faculty (MELRP-NF) is aware that not all schools of nursing require nurse faculty to maintain a current, 3.
full, permanent, unencumbered, unrestricted license, However, the NELRP-MF requires participants to maintain an RN license A

while participating in the prograrm. If your schaol of nursing daes not require you ta maintain an RN license, please e advised
that you must do so to meet the NELRP-NF eligibility requirements. 1t is your respansibility to ensure that the noint of contact
that completes the Employment “erification has your most recent licensure infarmation.

We do not have any point of contact information on file for the site you have selected. Please have your site
contact BCRS or enter an ‘Other POC Email’ for an appropriate verifier of your employment information.

CURRENT REQUESTS

Site Name Date Created Status Other POC Email

Hamptan University 1217202 hitisted  abo@123.com Cancel @M

Applicant navigates to Employment Verification page using the
navigation links at the top of the screen

EV status will be displayed and can either be Initiated, Complete or
Returned Unverified

Applicant selects (SAMEEL ¢ ihoy wish to cancel the EV

Initiate »

Applicant can re-initiate EV by clicking the button

Business Rules

e If the applicant wants to change Employment Site/School Site
they must navigate to the Employment page and remove
Employment Site/School after cancelling the EV

e If the applicant would like to change their application type they
must navigate back to the Employment page and remove
Employment Site/School Site, then navigate to the General
Information Page to change their application type after
cancelling the EV
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e If an applicant changed their Employment Site/ School Site or
their application type the applicant must repeat the steps to
add an Employment Site/School Site & initiate an EV

Eligibility General Information Employment anpluyment Verification Education Loans

Supporting Documents Self Certification Review & Submit

Business Rules

Employment Veriﬁcation e An applicant may cancel an EV and complete the rest of the
application but will not be able to submit their application until the

Employment Verification has a status of “Complete”

To begin the Employment Verfication process, select initiate’ next to the site inforrnation below Employment Verfication is to -
! P ! ' P e System will display at the bottom of the page a table of all EVs

be completed by your site point of contact (POC) through the Bureau of Clinician Recruitment Services Program Portal that have been cancelled called the “Historical Requests” table

(Portal) for Site Administrators. If you need to contact your site POC(s) to alert them the Employment erification will arive
thraugh the Portal, additional site point of contact information is available by clicking the site name below For additional
information regarding the Employment “erification process, please see the NELRP Employment Verification FAQs.

Nurse Faculty Applicants: Do | need aRN license to participate in the NELRP-NF?

The MELRP for Murse Faculty (MELRP-NF) is aware that not all schools of norsing reguire nurse faculty to maintain a current,
full, permanent, unencumbered, unrestricted license. However, the MELRP-MF requires participants to maintain an RN license
while participating in the prograrn. If your school of nursing does not require you to maintain an RN license, please be advised
that you must do so to meet the NELRP-NF eligibility requirements. It is your responsibility to ensure that the point of contact
that completes the Emplayment “enfication has your most recent licensure infarmation.

We do not have any point of contact information on file for the site you have selected. Please have your site
contact BCRS or enter an ‘Other POC Email’ for an appropriate verifier of your employment information.

CURRENT REQUESTS
Site Name Date Created Status Other POC Email

Hampton University Mot Started Step 4 Initiate »

HISTORICAL REQUESTS
Site Name Date Created Status Other POC Email
Hampton University N212012 Cancelled abe@123.com
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Section 9: Qualifying Education

The Qualified Education page is used to collect information about the applicant’s nursing education information.

Eligibility General Information Employment Employment Verification Etucation Loans

Supporting Documents Seff Certification Review & Submit

Qualifying Education

*reguivec! filil

Select the state and schoal name of each school you attended for your nursing education, including prerequisites and all ather
levels of education, for which you are requesting loan repayment. If during your nursing education you sttended a school but
did not graduate, for example you transfened, include the school and the dates attended. You must submit a transcript for
each school added to show the nursing education coursewark directly related ta the attainment of your nursing degres(s). Al
transcripts must include the applicant's name, the schoal name, state, address, date of graduation, and degree type. If date of
degree is nat on the franscript, a copy of the degree must be included. This can be uploaded as an additional supparting
dacument. The start and end dates of education entered an the application must match with the dates on your transcripts to
be eligible. All information pravided in the transcript and online application must match exactly. Any dispanties will cause yaur
application to be deemed ineligible.

Please Note: If currently enrolled in a nursing degree program that will not he completed hy the time of
submission, loan repayment for that degree cannot he requested during this application cycle.

You have not entered any schools yet.

Add a New School

Steps:

1. Applicant selects (#dd a Hew School

2. Applicant is directed education details page (see figure 15)

3. Applicant selects the state where the school is located

4. Applicant will select school based on list populated when state was selected

5. Applicant will select whether they received a degree from selected school,
transferred from selected school or attended selected school for nursing
prerequisites

6. Applicant will enter the date they began and ended their education at selected
school
e Date format is mm/yyyy

7. If applicant indicated that they received a degree from the schools, the
applicant will select type of nursing degree(s) received and date(s) received
from the school
e Date format is mm/yyyy

8. Applicant selects m

9. Applicant is taken to the “School Documents” page (see figure 16)

10. Applicant has to upload an Official/Unofficial transcript to continue to the next
section

11. Applicant has the option to upload unlimited Additional Supporting Documents

12. After applicant uploads their documents they will select ¥ E| and be

directed back to the Qualifying Education landing page (see figure 17) where

PROPERTY OF HRSA | BCRS
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* wequired field

4 Back to Qualifying Education

Select the state where the school is located * IArkansaS j
elect the name of the school |Arkansas Technical University =
Select the box that applies to this school ¥ | received a nursing degree from this school

I | transferred fram this schaal,

I™ | attended this school only for nursing prerequisites.

Please enter all dates in the format mm/yyyy. The specific day of the month is not required.

On what date did you begin your education at the school identified above? ™

Un what date did you end your education at the schoal identified above?

Select the type of nursing degree(s) receved and enter the date received *

™ Associate's ]
W Bachelor's 1142012 i
™ Masters i
I™ Doctarate (non-MD or Ph.0) =
I™ Diplarna i

1172001

1172012

o]
e
o]

Please enter any additional clarifying infarmation that you would like to submit regarding your education background.

=)

13. Applicant can add an additional school or edit existing school
information

14. Applicant will select MESNTEINME] after adding all schools and
be directed to the Loan section

Business Rules:

System shall require user to answer required fields to be able
to continue

System shall limit school name drop down based on state
selected

System shall require user to enter in “Other School”
information if “Other” is selected for NELRP School Name

System shall require user to check at least one :
e | received a nursing degree from this school
e | transferred from this school
e | attended this school for nursing prerequisites

System shall not allow user to select both:
e | received a nursing degree from this school
e | attended this school for nursing prerequisites

System shall require user to add at least one school with a
nursing degree selected to be able to continue to the loan
section

System shall require user to answer “Date Received Degree”
and “NELRP/NF Applicant Degree Type” if “l received a
nursing degree from this school” is selected

System shall require that “School Start Date” is after Birth
Date

System shall require that School Start Date is prior to current
date

PROPERTY OF HRSA | BCRS
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Eligibility General Information Employment Employment Verification Education Loans

Supporting Documents Self Certification Review & Submit -

School Documents
*reqyucbed field

4 Back to Qualifying Education

Transcripts must include Name, Degree Type, and Conferred/Graduation Date. It is highly recommended that the applicant
cambines all transcripts into & POF format and upload the document. However, you may also upload additional pages of your
transcript in the Additional Supparting Dacuments section. I your transcript does not include a degree conferred date, please
upload & separate docurnent with this information in the Addtional Supporting Dacument section. |t is the responsibility of the
applicant to ensure that all docurents are viewable and readable.

Documents cannot be larger than 5MB. TIFFs, JPEG, PNG files are not acceptable forms.

Document Title Document File Status Action
" Oficial/Unafficial transcript Bth grade editorials lesson 1.pdf Received Remove
" Addtional Supparting Document 8th grade editorials lesson 1.pdf Received Remove
" Additional Supparting Document Bth grade editorials lesson 1.pdf Received Remove
" Additional Supparting Document Mot Received

Browse.. | UE|0 ad

@“

System shall require that “School Start Date” is before “School End Date”

System shall require that “School End Date” is on or before “Date
Received Degree”

System shall require that “School End Date” and “Date Received
Degree” is on or before the application submission date
e  This check will occur upon submission of the application

System shall allow user to edit school added by clicking “Edit” in the
table and the education details will populate with information entered

System shall require a transcript for each school added
System shall provide error message if transcript size is greater than 5MB

System shall allow unlimited “Additional Supporting Documents” to be
uploaded for each school added

System shall not allow the earliest school start date to be greater than 3
months later than the latest loan date or the latest school end date to be
greater than 3 months prior to the earliest loan date if applicant adds
or edits a school after at least one loan is added
e This is only if applicant navigates back to education page after
adding at least one loan (or selects to edit application after
submitting)

If an applicant inputs their dates as MM/DD/YYYY the system will default
dates to MM/YYYY format

Education start date and degree received date is defaulted to the first
day of the month in the BMISS system
e For example, if an applicant indicated their education start date
is 10/14/2005 and degree received date as 11/11/2009 the
BMISS system will interpret it as 10/01/2005 & 11/01/2009
respectively

Education end date is defaulted to the last day of the month in the
BMISS system
e For example, if an applicant indicates their education end date
as 10/14/2009 BMISS system will interpret it as 10/31/2009

32
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e Applicant can enter comments for each school added
Eliibility General Information Employment Employment Verification eiucatiun Loans

Supporting Documents Self Certification Review & Submit -

Qualifying Education

*required field

elect the state and school name of each school you attended for your nursing education, including prerequisites and all other
levels of education, forwhich you are requesting loan repayment. If duning your nursing education you sttended a school but
did not graduate, for example you transferred, include the schaol and the dates attended. You must submit a transcrigt for
each school added to show the nursing education coursework directly related to the attainment of your nursing degree(s). Al
transcripts must include the applicant's name, the school name, state, address, date of graduation, and degree type. If date of
degree is not on the transcript, a capy of the degree must be included. This can be uploaded as an additional supporting
docurnent. The stat and end dates of education entered on the application must match with the dates on your transcripts to
be eligible. All informatian pravided in the transcript and online application must match exactly. Any disparities will cause your
application to be deemed ineligible.

Please Note: If currently enrolled in a nursing degree program that will not he completed by the time of
submission, loan repayment for that degree cannot be requested during this application cycle.

Name of School City State  Starting Date School Degree Transcript?

Date Ended Type
Atkansas Technical Russellville Atkansas 112001 12012 Bachelors — Yes Edit

University w

Add a New School

i 4
uSONINLE,
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Section 10: Loan Information

The Loan Information page asks for the applicant’s information regarding the amount of loan repayment they will request from the NELRP. The applicant will need to
enter the loan account servicing lender, account number, original amount of loan, current balance and relevant dates of loans for which they are requesting funding

for from the NELRP.

Eligibility General Information Employment Employment Verification Education Loans

Supporting Documents Self Certification Review & Submit

Loan Information

You must enter loan infarmation for each servicing lender that you wish to be considered for repayment. The ariginal date of
gach loan must be within the education dates that were enterad on your Clualifying Education page. These dates must also
coincide with the dates on your transcript. I you have a consolidated loan, you must enter in all of the information in the table.
Al of the information must coincide with the information in the loan documents. Ifthey da not caincide, the loan will be
deemed ineligible.

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

Flease click "Add a New Loan" to add a loan you are submitting for loan repayment. You must do this for each loan you wish
to submit. Once you have added all of the loans you wish to submit for repayment, yau may continue. You will be able to
review you loan documents on the Supporting Documents page.”

Yfou have not added any loans yet, click "Add a Mew Loan" below

Add a New Loan '

SAVE & CONTINVE

Steps:

1.

2.

4,

Applicant clicks

Add a Hew Loan

Applicant is taken to the “Loan Details” Page (see figure

18)

Applicant completes required fields to continue:

Name of current servicing lender
Loan account number

Original date of loan

Original amount of loan

Current balance and date

Type of loan

Is loan in default

Is loan under federal judgment
Was the loan sold

Is the loan consolidated

If the loan is consolidated the applicant will be required
to enter the following information:

How many loans have been consolidated

The original account number for each loan that
was consolidated

The original date of each loan included in the
consolidation

The original amount of each loan included in the
consolidation

5. Applicant clicks (S NTINUETTOTBOEUMENTS

and is directed to Loan Supporting Documents Page
(see figure 19)

6.

Applicant uploads all Required Loan Supporting
documents for their loans
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Supporting Documents Self Certification Review & Submit -

Loan Details
*vequired field

4 Back to Loan Information

All fields an this page are required. Once you continue, you will be prompted to upload your loan supporting documents on the

next page.

Mame of current servicing lender * I Bank One j
Loan account nurmber ™ 23445

Original date of the loan ™* 0 1120172001 E

Original amount of the loan ™ 45000

Current balance (Principal & accrued Interest) * 2R280 as of | 11/23/2012 =

Type of loan * @ I Graduate Plus -
|z this loan in default? *  Yes @ No

|5 this Loan under Federal court judgment? Yoz & No

Was this loan sold? If you are unsure, ask your servicing lender. * Yoz & No

|5 thiz a consolidated loan? C Yes 161Ng

7. Applicant clicks =S¥ EL and is directed back to the Loan home
page

8. Applicant can add another loan, edit an existing loan or click

SAMESCCONTINUE to be directed to the Supporting Documents
section

Business Rules:

e System shall require at least one loan to be added to be able to
continue

e System shall require fields if applicant selects “Other” for
Lending Institution:
¢ Lending Institution name
¢ Lending Institution phone number & extension
e Lending Institution fax number

e System shall allow account number to be alpha —numeric and
allow special characters to include dashes

e System shall not allow Current Balance As of Date to be prior
to Original Date of Loan

e System shall not allow user to enter in a Current Balance As of
Date more than 30 days from current date
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Supporting Documents

4 Back to Loan Infermation

Selectthe document you would like to upload and the click "Upload "
This documentation is reguired to estahlish that the [oan coincides with the nursing education periods entered on

the Gualifying Education section of the application.

+| REQUIRED LOAN SUPPORTING DOCUMENT
+ OPTIONAL ADDITIONAL LOAN SUPPORTING DOCUMENTI(S)

+ CONSOLIDATED LOAN SUPPORTING DOCUMENT(S)

These documents are required to estahblish that the loan coincides with the nursing education periods entered on
the Gualifying Education section of the application. All documents must include first and last name of the applicant.

Please note: PDF file uploads are strongly encouraged to ensure uploaded documents can be reviewed. Itis the
responsibility of the applicant to submit legible documents in an in-editable farmat.

Documents cannot be larger than SMB. TIFFs, JPEG, PMG files are not acceptahle forms. Taking a picture ofthe
document is not accepted. All information pravided inthe supporting documents and online application must match
exactly. Any disparities will cause your application to be deemed ineligible.

UPLOADED DOCUMENTS

You have not uploaded any documents yvet.

UPLOAD DOCUMENT

= Required Loan Supporting Document
 Additional Loan Supporting Daocument (Optional)

| Browsze.. | Upload

L SAVE

System shall require that Original Date of Loan be:

e 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

System shall require user to enter date if Yes to Loan in
Judgment

System shall require user to enter date if Yes to Loan in
Default

System shall require Original Service Lender Name if “Yes”
is selected for Loan Sold

System shall require Consolidated Loan Dates to be :

e No more than 3 months prior to earliest school start
date

e No more than 3 months after latest school end date

e  Prior to Original Date of Loan

System shall enable date fields, original amount of loan,
and loan account number for the number of loans indicated
for number Loans in Consolidation, each is required

System shall require the user to upload the Perkins Loan
Supporting document to submit application if Type of Loan
is Perkins

System shall require user to submit a Consolidated Loan
Document, if Yes to Consolidated Loan

System shall require user to submit the “Required Loan
Supporting Document” for each loan

System shall allow user to continue to next section without
uploading all or any required loan documents. Loan page
status will be “In Progress” until all required documents
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Eligibility General Information Employment Employment Verification Education '@-ans

Supporting Documents Self Certification Review & Submit

Loan Information

Yfou must enter [oan infarmation for each servicing lender that you wish to be considered for repayment. The original
date of each loan must be within the education dates that were entered onyour Qualifying Education page. These dates
must also coincide with the dates onyour transcript. fyou have a consalidated loan, you must enter in all of the
information in the takle. All af the infarmation must coincide with the information in the loan documents. If they do nat
coincide, the loan will be deemed ineligible.

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

Flease click"Add a Mew Loan" to add a loan you are subimitting for loan repayment. You muost do this for each loan you
wish to submit. Once yau have added all ofthe loans you wish to submit for repayment you may cantinae. You will be
ahle to reviewy yal [oan documents an the Supporing Documents page.”

= BANK ONE

Account # Balance Submitted All Required Docs 7 Action

23444 $25,250.00 es Edit

Add a New Loan

have been uploaded for each loan and
applicant will not be able to submit
application.

System shall require user to upload the
“Required Loan document” for each loan
to submit application
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Section 11: Supporting Documents

The Supporting Documents page consists of all the required documents that an applicant must submit for the NELRP application. The documentation consists of

required documents for NELRP and NELRP-NF applications.
Supporting Documents

Documents cannoet be largerthan SMB. TIFF=, JFEG, PHG files are not acceptable forms. Taking a picture of the document
iz not accepted. All information provided inthe supporting documents and online application must match exactly, Anny

dizp arities will cause vour application to be deemed ineligible.

TEMPLATE DOCUMENTS

Flease sign the following documents and upload below

® Agthorization to Relezse Information

® pthorization to Release Employment Infor mation

UPLOAD DOCUMENTS

Document Title Docurment File

Froof of IS Citizenship or US Mational; Landul Permanent Resident
Authoerization to Releaze Information

Authorization to Release Employment Information

000D

Curriculum WitaefResume

| Browvese.. I _ Uplaad

LOAN DOCUMENTS

Serwvicing Lender & Accourt Documert Title Docurment File

;

Statu=

Mot Received

Mot Received

Mot Received

Hot Received

Bank One 23495 Required Loan Supporting Document Sth grade editorial=s lesson
2 pdf

Bank One 223445 Additional Loan Supporting Document Sth grade editorial=s lesson
(Optional) 1.pdf

EDUCATION DOCUMENTS

Docurnent Titl= Docurnent File Status
Adiansas Technical University Officialflnoffizial transcript Sth grade editorial=s lesson 2.pdf Feceived

Steps:

1. Applicant selects the type of required document they will
upload.

2. Applicant selects to find the document they wish
to upload.

3. Applicant selects When they select the
appropriate document.

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

5. Applicant clicks on “Authorization to Release Information”
and “Authorization to Release Employment Information” to
download respective forms

6. Applicant will fill out forms and upload completed form to
their computer

7. Applicant will repeat steps to upload “Authorization to
Release Information” and “Authorization to Release
Employment Information” forms

8. Applicant clicks SEERSREONINNUER proceed

Business Rules:

System shall display the supporting documents required to
submit application for each applicant

Each uploaded document will be linked for the applicant to
view

System shall allow applicant to upload different types of
documents — PDF, jpeg, text, doc
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System shall allow applicant to upload document size up to 5 MB
System shall reflect a required transcript for each school submitted on Qualified Education Information page
System shall reflect all loan documents uploaded for each loan

System shall require the “Existing Service Obligation” document if the applicant answers yes to having an existing service on the Eligibility section
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Section 12: Self-Certification

The purpose of the Certification page is for the applicant to confirm the statements regarding debarment, suspension, disqualification and related matters. The
applicant also gives authorization to disclose financial information. The applicant will also agree to reading the APG and that all information in the application is true.
The applicant must agree to these certifications in order to submit.

Self Cerrification

Steps:

1. CERTIFICATION REGARDING DEBARMENT, SUSPENSION, DISQUALIFICATION AMD : s .
REL ATED MATTERS FORM 1. Applicant reads the certification statement.

Fursuant to 2 CFR 1202325 (20063 as implemented by 2 CFR 276,10 (20073, an applicant applving to enter into a covered
tran=saction (which include=s an application to padicipate in the HNELRF) i= required to notify the Federal agency office if the

2. Applicant checks the box that certifies to each

applicant knowes that he orshe: Statement
® |z presently debarred, suspended, excluded, or dizqualified from paricipation in cowered transactions by any Federal
agency or department; 3 App“cant Se|ect8m
® within the 2-year peried preceding the application, has been conwvicted of, or had a eivil judgment renderad against him
ar her far any of the fallowing offenses: Bus'ness Rules
= commission of fraud or 3 eriminal offense in connection with obtaining, attempting to obtain, or pedorming a public
(Federal, State, orlocal)tranzaction or a contract under a publictranzaction; ° System Sha” requlre that the appllcant haS responded

= wiolati fFed 1 Stat titrust statutes; . g . .
vieiEHen pTTAaRE ar mia apiimm s to each certification question to be able to proceed

= commission of embezzlement, theft, forgeny, bribeny, falsification or destruction of records, making false statements,

tax ewasion, receiving stolen property, making false claims, or obstroction of justice; or

e System will clear Self Certification page if the applicant
proceeds to Review and Submit but then navigates to
another section on the application to make any edits

= commission of any other offense indicating a lack of business integrity or business honesty that seriously and directhy
affects hisfher present responsibility
W = presently indicated or othenuize eriminally or civilly charged by 3 governmental entity (Federal, State, or local) with
the commission of any of the offenses set forth abowe; or
® wiithin a 2-yearperiod preceding the application, has had any public tranzaction (Federal, State, or locall terminated for ° The appllcant must Complete the Self-
eause or default. Certification each time after editing

|7 | cerify that none of the above statements apply to me. ©

2. AUTHORIZATION FOR DISCLOSURE OF FINANCIAL INFORMATION

I7 Fursuant to the Rightto Financial Privacy Act of 1972 (RFPA) (12 USC 3909, having read the staterment of myr RFFPA
right=, | hereby autharize the government or financial institution named in item 1 andfor® on 2ach Loan Cetails page to
release financial records relating to educational leans=) identified on the Loan Details page to the HHE for the purposzse of
azsessing and verifying the amount and =ligibility of the educational loan for pavment underthe HHS. This authorization is
walid for 2 months from the date of my signature, and mav be revoked in writing at any time before my records are

disclosed. ®

3. CERTIFY BY CHECHKING THE BOX NEXT TO THE STATEMENTS BELOW:

I7 | certify that | hawe read and understand the 20132 Application and Frogram Guidance (AF G "

true. ©

SAVE & COHTIHUE
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Section 13: Review & Submit

The Review & Submit page is the last page of the application. The Review & Submit page has a table with each section and the status of that section. All sections
must be in complete status in order for the applicant to be able to submit the application. The applicant can select the top navigation menu or a particular section’s
link in the table to view that page.

Review & Submit
Steps:
1. Applicant reviews the application and makes any

Your application 10: 114099
necessary changes

Flease review each of the sections listed below prior to submitting your application.

Fleass Mote: Do not submit your application until you are certsin it is accurate and complete. After submission, your final application 2 Apphcant enters paSSWOI’d
will be available to review, download, and print in PDF format on the Home page. All supporting documents will be listed on the
Home page. The review of 2013 applications will be completed by 930/2013. 3 Appl|cant selectsﬂ_
Eligibility Complete Business Rules:
G I Informati [ lete . . .

Frersnrermaten SmeE e Applicant can view and edit any page of the
Emplayment Complete application by clicking on the page name before
Employment Verification In Progress Submlttlng
Education Complet . Applicant_ yvill Fhen negd to cqmplete the

Self-Certification section again
Loans Complete
Supporting Documents Complets e Applicant must enter in their correct password in
Self Certification Complete order to submit their application.
Review & Submit In Progress i i
* All page statuses except for review and submit must
SUBMIT YOUR APPLICATION be complete for applicant to submit their application.
certify that the information given in this application, including supporting documentstion uploaded into this application, is accurate i . i
and complete to the best of my knowledge and belief. | understand that it may be investigated and that any willfully false b SyStem Sha” nO'[ a”OW app||catl0n tO be Su bmltted
representation is sufficient cause for rejection of this application, or, if awarded nursing education loan repayment, that | am liable for af[er the application deadline Of 2/28/13
repayment of all swarded funds and further that any false statement herein may be punished as a felony under U5, Code, Title 15,
Section 21001 and subject me to civil penalties under the Program Fraud Civil Remedies Act of 1886 (45 CFR 78] ° System Sha” Update application status to a
Passward * submitted status upon submission
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Section 14: Submitted Page

After the applicant submits his/her NELRP application, he/she will be directed to the Submitted landing page and the overall application status will change to either
“Submitted” or “Submitted — Ineligible.” If any of the responses on the online application deem an applicant ineligible, the status upon submission will be “Submitted
— Ineligible.” If the responses submitted deem the applicant eligible the application status will be “Submitted.” On the Submitted landing page the applicant will have
the ability to edit or withdraw his/her application. The applicant will have the ability to edit his/her application until the application deadline of 2/28/13. The
applicant may withdraw his/her application up until the applicant receives a Confirmation of Interest (COI), if applicable.

Mursing Educarion Loan Repayvment Program Application Business Rules:
Helle D= Shawn, e System shall allow applicant to submit but immediately be

Wou hawe submitted wour 2013 Hursing Bducation Loan Repawment Program (HELR P online application and all deemed |ne||g|b|e Interna"y and externa”y |f: (NOTE_
required =u arting document=! . .
N oo current date=submission date):

“our ewerall application status is: Submitted

weaur application 10 is: 117452 e Received degree date from education page is in the
Wiew woar submitted applicsti on future Of current date

ey Thant NarTIcations) has baan Seeurstaly. SUBmITad, Spploations Tound with Saticlansias or missing * Applicant has a BCRS existing service that has an
|;Lc:;n;:t;c;n will ot qualify for rewiew . Far further guidancse please refer to the 2013 0nplicstion and Program Obllgatlon end date in the future Of the Current date
If after reviewing wour submitted application and supporting docurments there are changes wou would like to make (through SSN CheCk)

b tha Sppilioation demdling CF abrians T2, 2015 Gt S:00 Rkt ES T, Aepllcatlons net rasubmittad b this time will ot * The Employment Verification (EV) submitted by the
be considered for an award. Click the button below o edit wour application. Slte POInt Of Contact (POC) Indlcated that the
EREaEReEtianTs applicant does not meet the required work hours per

If wou are no longer interested in the 20132 MHursing Bducaticn Loan Repawment Program award, please click the
button below to withdraw vour application. Once vou withdaw vour application. vou Mmaw resubmit wour cument
application u=sing the =dit button abowe until February 28, 2013 at S:00 PR EST. Spplications not resubmitted by this
time will not be considered for an award.

Cowithdraw < m—
i is important to keep wour contact informmation accurate and up to date . If updates are necessary . please make

the appropriate changes on the Locount Settings page.

Employment werifications

Site Ham= Imitiaticon D=ate

Framces Scott Heaw M ZS/Z012 11525 Zz012 Complete

Germeral Supporting Docurments

Docurmert Title Docurmert Hame

week to be eligible for an award

e The EV submitted by the site's POC indicated that
the applicant does not have a current, full,
unrestricted, and unencumbered license

e The EV submitted by the site's POC indicated that
the applicants employment start date is after his/her
submission date

e System shall disable Withdraw when applicant is sent
Confirmation of Interest

e System shall update applicant status to “In Progress”

Proof of US Chrizenship or US Mational: Lawful Permmanent Resident Eenchrmarkimng sample pdf Reccivweaed
Sathorzation to Release Infommation LOC S0Owyw oodf Recaiveaed upon Selectlng Edlt
Futhorzation to Release EBmployment Information LOC SOww oodf FReceiveaed H H H H
e System shall disable Edit when application cycle
Cumiculum “hHas/Resume LOC SOw odf Raecaivead

Loamn Supporting Documents

Serwicing Lendsr & Sccount Document Titl= Documert File

closes on 2/28/13

. . . . ¢ System shall save most recent status once application
AMbany kedical Collegse 12323 Fequired Loan Supporting Document LOC S0y pdf Fecaeived . . . .
Abany hedical College 12523 Additional Loan Supporting Docurmernt Loc Funl org Rmceived closes if applicant selects Edit or Withdraw (for example:
COptionall Chart . pof

Educaticon Supporting Documents

Document Title Document File
Hampton University - School of Hursing OfficialsUnofficial trAanscript LOC S0y oadf Received
Hampton University - School of MHursing Sdditional Supporting Document LOC Full Org Chart.pdf Received

if applicant edits and never resubmits by application close
date, their final status will be in progress)
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e System shall allow applicant to select Undo Withdrawal after they have Withdrawn their application if they wish to resubmit after withdrawing
e System shall link the EV submitted by the site on the submitted landing page
e This will be the first time the applicant will see the Employment Verification
e System shall link a copy of submitted application in PDF after application has been submitted

e System shall display “Submitted-Ineligible” Landing Page content if applicant is deemed ineligible upon submission (Edit and Withdraw functionalities should
still be enabled until the application deadline)

e All documents uploaded by the applicant will be linked on the Submitted Landing Page
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Section 15: Application Withdraw

An applicant has the option to withdraw his/her application after submission. The applicant may withdraw his/her application up until the applicant receives a COl, if
that is an applicable. The applicant may resubmit the current application by using the Undo Withdrawal button. However, the applicant must resubmit his/her
application by the application deadline to be considered for an award.

. ) ) ) Steps:
Nursing Education Loan Repayment Program Application 1. From the Submitted Home Page an applicant will click the

[Withdraw button
Hello Richarnd,
2. The applicant will be directed to the “Withdraw Application”
confirmation screen

You have submitted your 2013 Mursing Education Loan Repayment Program (MELRF) online application and all required

supporting documents

Your owverall application gatus iz Submitted

3Withdraw Application

Your application ID iz 117157
View your submitted application

t is your responsibility to ensure that the entirety of your application and supporting documents (including Employment fou have indicated that you are no longerinterested in being & part of this application cycle. By selecting the Withdraw button
Verfications) has been accurately submitted. Applications found with deficiencies or missing information will not qualify for below, your application will be remaved from considerstion and izna langer eligible for award. If the application cycle has
review. Forfuthar guidanss pleass rafer to the 2013 Application and Program Guidance. pased, there is no way fo undo this action. [f thisisnet comect, you may go back o the Submitted landing page by clicking
f after reviewing your submitted spplication and suppeoring decuments there are changes you would like to make to your Home.

application (including re-initiating an Employment Vernfication), you may edit and resubmit your application by the application

deadline (February 22, 2012 at 5:00 PM EST). Applications not resubmitted by thistime will not be consdered for an awsard.

Clickthe button below to edit your application. -

f you are no longer interested in the 2012 Mursing Education Loan Repayment Program award, please click the button belowto The applicant clicks . Withdraw and is directed to the Submitted
withdraw your application. Once you withdraw your application, you may resubmit your curmrent application using the edit button Home page (See Figure 20)

¢ Note: The applicant will now have a status of “Withdrawn”

above until February 28, 20132 at 5:00 PM EST. Applications not resubmitted by thistime will not be considered for an award.

—‘

t isimportant to keep your contact information accurate and up to date. If updates are necessary, pleasse make the sppropriate

4. On the Submitted Home page the applicant can undo the
UNDO WITHDRAWAL

changes on the Account Settings page. W|thdraW by clicking
Employment Verifications ) . .

’ — 5. If the applicant clicks UNDO WITHDRAWAL po/she will be
Site Name Initiation Date Response Date Status . .

directed to the In Progress Landing Page

Frances Scott Key 12M112012 121172012 Complete
G 15 ing D t . . . L

=neral supperting Becuments 6. The applicant will click _ from In Progress application
Document Tii Document Name Status and will be directed to the Self Certification Page
Proof of IS Citizenship or US Mational; Lawful Permanent Resident LOC SOW. pdf Recsived
Authorization to Releass Information misc.docx Received 7. Applicant will follow steps to complete and submit application
Authorization to Release Employment Information misc.docx Received
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10.

Nursing Education Loan Repayment Program Application
The applicant will read each certification

Hello Richard, . .
AppTlcant indicates that he/she agrees by selecting the checkbox.
‘fou have withdrawn your application from the 20132 application cycle for the Muring Education Loan Repayment Program. “our

online application has been removed from consideration and isne longer eligible for an sward.

Your overall application satus is Withdrawn

Applicant selects _

Applicant reviews the application.

The Applicant enters his/her password

SUBMIT

Applicant selects and is directed to the Submitted

Home Page

Business Rules:

9. Applicantisdirected o, the Review and Submit Page
10. View your submitted application
11 fyou would like to be reconsidered for the 2013 Mursing Education Loan Repayment Program, you may resubmit your cument
' application usng the Undo Withdrawal button below until February 22, 2013 at 5:00 PM EST. Applications not resubmitted by
thistime will not be considered for an award. By sslecting Undo Withdrawal, you will be taken back into the online application
12 and will be in-progress.
’ UNDO WITHDRAWAL
¢ Thanahility towithdsaw.an application will be disabled when the applicant is sent a COI
Initiation Date
.
Frances Scoft Key 121172012 121112012 Complete
e The system will save the most recent status once the application closes if applicant selects withdraw
General Supporting Documents
o AlGppHesiy 11z1isrepins NErLs: Ineligible”

Proof of US Citizenship or US Mational; Lawful Permanent Resident LOC SOW pdf Received
Authorization to Release Information misc.docx Received
Autherization to Release Employment Information misc.docx Received
Cumiculum Vitae/Resume LOC Mission and Vision POAD.xls Received
Verification of Exisling Service Obligation/Member of Reserve Document misc.docx Received
Loan Supporting Documents

Servicing Lender & Account # Document Title Document File Shatus
ASAP! Union Bank & Trust 3443 Required Loan Supporting Document LOC SOW pdf Received
ASAP! Union Bank & Trust 3443 Additional Loan Supporting Document (Optional) LOC SOW pdf Received
ASAP! Union Bank & Trust 3443 Conselidated Loan Supporting Document lcorgehart. pdf Received
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Section 16: Edit Application

If an applicant would like to edit his/her application after submission, he/she may do so prior to the application deadline. If an applicant edits his/her application, the
applicant must re-submit his/her application by the application deadline. If the applicant does not resubmit his/her application, the applicant will not be considered for

an NELRP award.
Nursing Education Loan Repayment Program Application

Hello Richard,

You hawve submitted your 200113 Mursing Education Loan Repayment Program (MELRP) online application and all required
supporting documents!

Your overall application satusis Submitted
Your application 1D is 117167
View your submitted application

t is your responsbility to ensure that the entirety of your application and supporting documents (including Employment
Wernfications) has been accurately submitted. Applications found with deficiencies or mizsing infomation will not qualify for

review. For further guidance please refer to the 2013 Application and Program Guidance.

f after reviewing your submitted application and supperting documents there are changes you would like to make to your
application {including re-initiating an Employment Verification), you may edit and resubmit your application by the application
deadline (February 22, 2012 at 5:00 PM EST) Applications not resubmitied by thistime will not be consdered for an award.

Click the button below to edit your application.

f you are no longer interested in the 20132 NMursing Education Loan Repayment Program award, please click the button below to
withdraw your application. Once you withdraw your application. you may resubmit your cumment application usng the edit button

abowe until February 22, 2013 at 5:00 PM EST. Applications not resubmitted by this time will not be considered for an award.
I ol iy

t isimportant to keep your contact information accurate and up to date. If updates are necessary, please make the appropriate

changes on the Account Settings page.

Employment Verifications
Site Name Initiation Date Response Date Status

Frances Scott Key 1211172012 12/11/2012 Complete

General Supporting Documents

Docume nt Trile Document Name Status

Proof of US Citizenship or US Mational; Lawful Permanent Resident LOC SOW. pdf Received
Authorization to Releass Information misc.docx Received
Authorization to Releasse Employment Information misc.docx Received

Steps:

1. The applicant clicks Edit Application

2. The applicant will be directed to the In Progress Landing
Page (see figure 21)

3. The applicant navigates to any section to make the
necessary edits

4. The applicant clicks Save & Continue at the bottom of
the page where edits were made in order to save the
edits

5. Once all edits are made and saved the applicant will
navigate to the Self- Certification page

6. Applicant will follow steps to complete and resubmit

application
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Nursing Education Loan Repayment Program Application Business Rules:
- The applicant will not be able to Edit his/her

application after the application deadline

Helle Richard,

_ _ _ . - An applicant must resubmit his/her application by the

VWelcome backto the Mursing Education Loan Repayment Program online application! . . . . .
application deadline if they want to be considered for

‘Your overall application statusis In Progress an award
K lication ID iz 117157 . . .
PurERRlEStEn = - The applicant will be directed to the In Progress
Application Deadline: February 28, 2013 at 5:00 PM EST landing page when selecting Edit
FPlease select Continue to resume filling out the online application. _ The applicant’s status will be Changed to “In—Progress”
upon selecting Edit

Page HName Status

Eligibility Complete - All business rules apply on each page if the applicant
General Information Complete selects Edit

Employment Complete

Employment Verification Complete

Education Complete

Loans Complete

Supporting Documents Complete

Self Certification In Progress

Review & Submit Mot Started
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Section 17: Account Settings

The applicant can change their password, email and security question on the Account Setting page. In addition, the applicant will be able to see their application ID.

Application 100 1000071

ACCOUNT EMAIL ADDRESS Steps to change password or email:

The email .address inrlvnur AccoUrT ils YOUr USEmame Thi.s is-alsn the email addre=s which the Bureau of Clinician 1_ App“cant enters neW paSSWOrd or‘ emall
and Resrimert Serwices CACRE)will use for all communisations

CHANGE EMAIL ADORESS CHANGE PASSWORD 2. Applicant confirms new password or email
Hew Email Address Create Mew Passwmrd

Confinm Mew Email g B

Pddress Confirm Hem 3. Applicant enters current password

Current Password Password

Currert Passwaord

4. Applicant clicks to Change Password or Change Emalil

Changse Email
Charnge Passward

5. System displays confirmation that password or email has been successfully updated

CHAMGE SECURITY INFORMATION

Security Question L Select ;I . . .
Feswer I Steps to change security information:
Current Passwerd 1. Applicant selects Security Question from the dropdown

Charmnge Security Infarmation

2. Applicant enters new Security answer

FULL MAME

Finct Harma = — 3. Applicant enters current password in the “Current Password” box

Last Mame * [T TianTs

Widdle Initial 4. Applicant clicks Change Security Information

Titlz Im

surfix [Gaem =1 5. System displays confirmation that security information has been successfully
Former First Name updated_

Fommer L=t Mame

PREFERRED MAILING ADORESS Business Rules:

Line 1 = 123 Heaven Aue e System shall inform user that password/email/security information is now changed upon
Line 2 selecting Save

Courtry © | Urited srares =1

StatedProwine es/Fegion * Ha vl =1 °

System shall inform user that they must log out and log back in upon updating

e Pearly Catez password/email/security information
ZpfPaostal Code = 11223
FHONE e System will not create account if email exists in a previously created account

[ hity prefemed phone is an intemational number

Prefemed Phone = - . . . - .
g1y ea.oo0n e System will send confirmation to new email if email was updated

' hety shtemate phone is an imtemstional number

Attemate Phone
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Section 18: Resolving Issues

Please follow the instructions to resolve any inquiries a NELRP 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 TTPro 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.

Logging Issues:
+  When logging issues in TTPro
— Log issues as “CC>NELRP Online App > Eligibility Page”
« CC refers to call center
»  Whichever page the issue is found on please indicate it after NELRP Online App
- Ifthe issue occurs on the General Information page please log the issue as “CC>NELRP Online App> General Info Page”
— Attach a screenshot to the issue (if applicable)
» Please do not include a screen shot of the whoops error message
« Have the applicant take a screen shot of the page the problem was found on and attach that to the bug
— Include the following details in the Description section:
« Applicant information: Full name, last four of SSN, username, phone number, applicant id, application id
+ 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
« Detailed description on how to reproduce the issue
« The time and date this issue occurred
— Include the priority and severity 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 then they must triage the question to the Nursing Education Loan Repayment Program.

Online Application Program Related Issues Contact:

Robin Clinkscale:
RClinkscale@hrsa.gov

Or calls the NELRP Main line: 301-594-4098

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

— Email Address used to log into the application

— Last four digits of SSN

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

—  Supporting Document (If applicable)
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Section 19: Resolving Issue Flow Chart
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