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INSTRUCTIONS FOR ENTERING SCHOLARSHIP AND POST-SECONDARY PLANS INFORMATION 
INTO SMS 

 
 

1.  Enter the student’s name, click Search. 
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2.  Double click on the student’s name.   
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3. To enter Post Secondary plans, click on Counselor, then Post Secondary. 
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4. Click on Actions and Add Post Secondary. 
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5. From the drop-down menu, choose the student’s post-secondary plan as indicated in their six-year plan.  IF YOU 
HAVE ALREADY ENTERED THIS INFORMATION USING THE OLD DROP-DOWN MENU, DO NOT RE-
ENTER THIS INFORMATION BECAUSE IT WILL TRANSFERRED AUTOMATICALLY.   
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6. If you selected four-year college, in the box labeled “4-year university” type in the full name of the college/university and 
the city where it is located (no abbreviations).  From the drop-down beside “State” choose the state (or corresponding AE, 
AP, or AA if outside the U.S.) where the college/university is located (see specific directions below).  Place any additional 
information in the “Comments” section.  When finished, click “Apply.” 
 

 

If the student is attending a 
college/university on an overseas U.S. 
military base, choose the appropriate 
“state” where the university is located 
(i.e., AE, AP, AA).  If the student is 
attending a college/university overseas 
not on a US military base or an online 
college/university choose “N/A” for the 
state
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7.  To enter scholarship information, click on click on Counselor, then Scholarships,  
       Actions, and Add Scholarships.    
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8.  From the drop-down box choose the Scholarship Type the student was OFFERED.  You will enter this  
      information for each scholarship the student was offered. 
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9.  Enter the state and indicate the TOTAL amount of the scholarship over years (do not use commas or $ sign).   
CHECK THE BOX BESIDE “ACCEPTED” IF THE STUDENT HAS ACCEPTED THIS SCHOLARSHIP. 
Provide Scholarship Comments.  Click Apply when finished.   
 

 
 

Enter the TOTAL of the scholarship over 
years.  For example, if a student was 
offered a scholarship to a four-year 
university for $3000 per year, the total 
entered would be 12000. 

If applicable, enter specifics about the 
scholarship, such the group that 
offered the scholarship (e.g. Officer’s 
Wives Club, Knights of Columbus, 
etc.), or the college/university that 
offered the scholarship. 

Check here if the student has accepted 
this scholarship. 
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10. TO ENTER A SECOND SCHOLARSHIP, YOU MUST CLICK ON SCHOLARSHIPS, WHICH WILL BRING UP 
THE SCREEN BELOW.  From this screen, click Actions and Add Scholarships. Repeat Instructions 8 and 9 until you have 
entered information for ALL the scholarships the student has been OFFERED.   
 

 


