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.”
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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.

; http://10.7.18.56 /ChancerysSMs /En\ ities /EntityDetail.aspx?IsMNew =True&Ownerschema=DistrictStudent - Microsoft Internet Explorer - | (= |1|

File Edit  View Favorites  Tools  Hel | i

GBack - J e Iﬂ |EL| _:‘J /.-\:¥ch \‘_f'\'f:’ Favorites €T| - 7 -

Address I@'] http:HID.?.18.56p’ChancerySMS,I’Entities,l’N:yDetail.aspx?IsNew=True&OwnerSchema=DistrictStudent&Schema=DSCHSUMMARY&Detail\-'iew=CBGridPag855SG&OwnerObjectID=59930 j Go | Links ** | '@ -

= = Quick Search = Stuknt Search Results > Edit Scholarships > Add Scholarships1 ;I
C 0 = 0 0
DEmERE doe, john Paul
Pe ona
) d
a Scholarships Entry ~
£ Schaolarship Type:
Re ad 0
. State:
Do . " = ofile Post-Schaolar Tatal Amount: |military Acadermy
Mational Merit
ast R Other
DoD o6 atio Scholarship Comments: |ROTC ) o =l
- ortatio Sch. Grants/Financial Aid
- Scholar.-State or Institution
Special =
PROCR Yoo, Ed. Program =
Read. & Reco
ono

Develo o
PO eco o
Scholarships

*Required I Apply I | OK | | Cancel | El
&l N O I B B B
[/ 2} Startl J F-] Q@ J (&) Inbox - Microsaft Outlock “@ http://10.7.18.56/Ch... ] Document2 - Microsoft ... | B Untitled Message - Micro. . | |E B @S2 ss5em




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.
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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.
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