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Goldwater Admin Accounts 

 

The primary CR is responsible for the institution’s admin account. 

• Each institution will be given one admin account 

• The designated CR’s (or department’s) email address will be the username (if 

you are unsure, it is the email address listed in the CR Locator) 

• The CR may share login credentials, but for security purposes, please limit the 

number of people who know the username and password 

 

The primary CR must notify Scholarship America if the CR duties move to another 

person.  Please notify Scholarship America by submitting a Campus Rep Update Form.  

 

To become a Campus Rep 

1. Visit the CR Locator first to see if your institution has a listed Campus Rep 

2. If there is one listed:  

a) be sure to check with them to ask if they want to be relieved of their CR 

duties (if the person listed is still at your institution) or  

b) determine if that person is no longer valid (retired or no longer at your 

institution) and should be updated 

3. Submit a Campus Rep Update Form which includes your name, institution 

name, title, phone number, and email address 

 

 

 

 

 

 

 

 

Back to top 

 

https://goldwaterscholarship.gov/campus-representative-update-request/
https://goldwaterscholarship.gov/campus-representative-locator/
https://goldwaterscholarship.gov/campus-representative-update-request/
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Login information for Campus Representatives 

 

Go to website: https://apply.scholarsapply.org/barrygoldwater/admin/nominator.php 

First time signing in: 

Username = Primary CR email address (the *registered email address) 

Click on Username and password help to set the password for the account 

*If you do not know your registered email address, it is the email address listed in the 

CR Locator, or you may contact the help desk at goldwater@scholarshipamerica.org 

 

 

 

 

 

 

 

 

 

 

 

 

Back to top  

https://apply.scholarsapply.org/barrygoldwater/admin/nominator.php
https://goldwaterscholarship.gov/campus-representative-locator/
mailto:goldwater@scholarshipamerica.org
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Using the Campus Rep Dashboard 

 

Initially, there will be no student names listed on your Dashboard. When a Pre-

application is submitted, the student's name will appear on your Dashboard.  The Pre-

Application (Pre-App) column will indicate "Awaiting Decision." The Application Status 

(App Status) column will list n/a.  When you "Accept" a pre-application, the pre-

application column will change to "Approved" and the application status will change to 

"Incomplete." 

 

 

 

 

Using the Campus Rep Dashboard – Overview from the website 

At the bottom of the Dashboard are eight fields (Name, Pre-App, App Status, Transfer 
Student, Veteran, Campus Rep Form, Checklist, and Status).  The functionality of these 
fields is as follows: 

• Name – Initially there will be no student names on your Dashboard. When a pre-
application is submitted, the student’s name will appear here. 

• Pre-application (Pre-App) – Once a name appears, the Pre-App column will say 
“Awaiting Decision.” If you elect to have the student move forward with the 
application, the Pre-App will change to “Approved.” If you elect not to move the 
student forward, Pre-App will change to “Discontinued.” Before any decision is 
rendered, it is strongly recommended that you meet with the student. You can 
message the student by clicking on the student’s name and opening the 
Message tile in the student workspace. 

• App Status – Initially the App Status will read “N/A.” When you have elected to 
move a student forward (elected continue), the App Status will change to 
incomplete. 

• Transfer Student – Indicates which students are transfer students (Yes) and 
which are not (No). This column will initially say Incomplete until you have 
answered the transfer question on the Campus Rep Form. 

• U.S. Veteran - Indicates which students are U. S. Veterans (Yes) and which are 
not (No). This column will initially say Incomplete until have you answered the 
U.S. Veteran question on the Campus Rep Form. 

https://goldwaterscholarship.gov/campus-rep-dashboard/
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• Campus Rep Form – This column allows you to view your answers to the 
questions you develop for students who are going to be nominated for a 
Goldwater Scholarship. 

• Checklist – The Checklist column tracks the critical elements of the nomination. 
All rules on the Checklist MUST be satisfied before you can nominate a student 
from your institution for a Goldwater scholarship and lock and submit your 
selections. 

• Status – You must change the dropdown to “Selected” from “Under 
Consideration” for those students you wish to nominate for a Goldwater 
scholarship. 

Working on a Student’s Application 
Your workspace for each student is divided into a set of 8 areas called tiles. Click on a 
student’s name to view the workspace tiles for that student. Informational tiles include 
the Profile, Pre-application, Application, and Recommenders tiles. Work tiles include the 
Messages, Notes, Backpack, and Campus Rep Form tiles. Information on how to use 
each work tile is provided when the tile is opened. Please open and review the 
guidelines in each tile. 

When the Student’s Online Application is Ready for your Review. 
When a student’s online application is ready for your review, the student must submit 
his/her application to you. Once submitted, a PDF link will appear on your Dashboard in 
the App Status column next to the student’s name. To print the application, click on the 
PDF link. 

When an application is submitted to you, the student no longer has access to the 
application. The “lockout” feature prevents the student from changing the application 
while you are reviewing it. Once your review is complete, you can return control of the 
application to the student by going to the student’s Application work tile and clicking “un-
submit.” 

Changing a student’s status from “Under Consideration” to “Selected” in the 
Status column 
The dropdown box will not change to Selected until the following conditions are met: 

• Pre-application: Approved (by you) 
• Application: Submitted (by the student) – Yes 
• Campus Rep Form: Submitted (by you) – Yes 

Backpack (document upload area) must contain: 

• 1 Research Essay (uploaded by the student) 
• 3 Letters of Recommendation (uploaded by you) 
• 1 or more Transcripts (uploaded by you) 
• 1 copy of a Permanent Resident Card (If the student is a Permanent Resident – 

uploaded by the student) 

To check these conditions, select “View” in the “Checklist” column. When all conditions 
are met under “View,” you will be able to change the dropdown box in the Status column 
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to “Selected.” To do further work on an application, you may change the Status column 
back to “Under Consideration” at any time. 

NOMINATING YOUR STUDENTS 

After you have changed the dropdown boxes to “Select” for ALL the students you 

intend to nominate for Goldwater scholarships, click the “LOCK AND SUBMIT 

NOMINATIONS” button. A pop-up window will open. You will be given an opportunity to 

review your nomination list one more time prior to the actual submission of your 

nominees. Once you are satisfied that everything is correct, click the “LOCK AND 

SUBMIT NOMINATIONS” button. At this point, you have nominated your students. You 

cannot make any additional changes to the nomination materials. Please note that ALL 

nominees must be nominated at the same time. Students are NOT nominated 

separately! YOU HAVE NOT NOMINATED YOUR STUDENTS UNTIL YOU HAVE 

COMPLETED THE “LOCK AND SUBMIT NOMINATIONS” STEP! 

You will receive an email notification when you have nominated your students. If you do 
not receive an email notification, check your spam file. If no email notification is found, 
please contact Scholarship America at (507) 931-8335 or 
goldwater@scholarshipamerica.org. 

 

 

 

 

 

 

 

 

 

 

 

 

Back to top  

mailto:goldwater@scholarshipamerica.org
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Approving Pre-applications 

 

After a student submits a pre-application, you will receive an email letting you know a 

student has submitted a pre-app (subject of the email:  Barry Goldwater Scholarship: 

pre-application submission) and that student will appear on your dashboard with 

“Awaiting decision” in the Pre-App column. 

 

Click on the student’s name to take you to the Nomination Tiles (work area) for that 

student.  Click on the Pre-application tile to approve the pre-application.   

 

Click on the appropriate decision and click Save my decision. If not moving a student 

forward, you must provide an explanation in the narrative box to activate the Save my 

Decision button. 

 

Once accepted, your decision will show in the Pre-application tile for that student > 

“Approved” and the date it was approved.   

 

Note, if you approve a Pre-app in error, there is no way to reverse the decision.  Be sure to 

communicate with the student so they know you approved their application in error, so they do 

not move forward with completing the full application.   

Back to top  
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Unsubmitting Applications 

 

• You can unsubmit an application from the “Application” tile (you can access the 

Nomination Tiles (work area) by clicking on the student’s name on your 

dashboard). 

 

 
• If you unsubmit an application, notify the applicant that their application can be 

edited, and make sure the applicant is aware that they must resubmit their 

application for their application to be nominated. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Back to top  
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Exporting a PDF file of the application 

 
Once a student submits his/her online application, a PDF link will appear in the 

App Status Column on your Dashboard. This link will allow you to print the 

application as a PDF file. 

 

 
 

 
• Please note that the generated PDF includes only the supporting documents the 

student uploaded – the essay and Permanent Resident card (if applicable). 

 

 

 

 

 

 

 

 

 

 

 

Back to top  
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Emailing Applicants from Campus Rep Dashboard 
 

1) Send group messages right from the Campus Rep Dashboard home page; check 

the box for the student(s) you want to email. 

 

 

2) Or send messages to individual applicants using the “Messages” tile. 

 

Messages are archived for future reference. 

  

 

 

 

Back to top  
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Changing Recommenders 

 

In the Pre-application, the student enters three potential recommenders.  Oftentimes, 

after discussing potential recommenders with their CR, the recommenders need to be 

changed.  Once the Pre-application has been submitted, the student cannot make the 

change; the CR must make the change from their dashboard, using the 

“Recommenders” tile. 

• Open the “Recommenders” tile under the appropriate student’s name, reject the 

recommender that needs to be changed by clicking on the reject button next to 

the recommender’s name, add the name and email address of the new 

recommender in the pop-up box that will appear, and then immediately approve 

the new recommender before leaving the screen on the CR’s dashboard.   

• Note, if you accidentally exit the screen before approving the new recommender, 

click on the reject button again and the box to enter the new recommender will 

pop back up. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Back to top 
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Letters of Recommendation  

 
• It is the CR’s responsibility to email the recommenders (once the final three 

recommenders have been approved) 

• Email using the ‘Recommenders’ tile  

 
• Click on Email in the Contact column (circled above) 

o The email button may or may not open your email client and prefill the 

recommender email address (depending on your computer settings). The 

button will insert a date/time stamp. 

• Recommended text is provided in the ‘Recommenders’ tile work area 

• If you want to contact all approved recommenders by email, you can download a 

list by clicking the link on your CR dashboard.  You can then do a mail merge to 

send one communication to all approved recommenders. 

  
• The CR is responsible for uploading the recommendation letters to the student’s 

application  

o Upload recommendation letters using the ‘Backpack’ tile 

 
o Click on Add or Edit Documents – a box will pop up to upload the letters 

(please include the recommender’s name in the file name) 
 

 

 

 

Back to top  
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Transcripts 
 

The CR is responsible for collecting and uploading the transcripts to the student’s 

application.  

Upload transcripts using the ‘Backpack’ tile. 

 

 

It is the student’s responsibility to provide you with their transcripts. Transcripts must 

reflect all courses students will use to compute their Grade Point Averages (GPAs). If 

courses and grades from schools the student previously attended are on the student’s 

current transcript, separate transcripts are not needed.  

Transcripts may be “official” or “unofficial.” If “unofficial,” CRs must be able to download 

the transcript online or have the student download an “unofficial” transcript in your 

presence. If neither of these is possible (e.g. a student is studying abroad), the student 

must obtain an “official” transcript and have it sent to the CR. If available, the current 

term’s classes and grades should be included. 

Campus Representatives are responsible for uploading transcripts to Scholarship 

America. Transcripts need to include the student’s name, college name and must 

be easily readable. Institutional logos, ink marks, etc. should not obscure courses and 

grades. DO NOT UPLOAD TRANSCRIPTS THAT ARE PASSWORD-PROTECTED! 

Save password-protected transcripts as PDF files and then upload the PDF file. Include 

the transcript key/guide to ensure the transcript is accurately interpreted.  

 

 

 

 

Back to top 
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Completing the Campus Rep Form 
 

• The CR will complete the Campus Rep Form for each nominee. 

• This form is required before the CR may choose ‘selected’ in the Status column 

(this is NOT the final step in nominating a student). 

 

After completing the form, a message will pop up on the dashboard acknowledging the 

Campus Rep Form has been successfully submitted (saved).  Click Complete and Lock 

to lock the form. 

       

Back to top 
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Unlocking the Campus Rep Form 

 

Note: the Campus Rep Form can be unlocked for editing up until nominations are 

Confirmed and Locked, BUT to be able to do so, the dropdown in the Status column 

must be Under Consideration.  After changing the student to Under Consideration, you 

must access the CR Form via the questions link in the Campus Rep Form column on 

your main dashboard for the unlock the form link to appear.  Once you select Under 

Consideration for the appropriate student, you will see the option to unlock the form 

when you go back into the form (as highlighted in the screenshot below).   

 

 

 

 

 

You must change the dropdown in the Status column back to Selected after you edit the 

Campus Rep Form before you can nominate the student.   

 

   

 

 

Back to top  
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Nominating Students 
 

All rules in the checklist must be met to mark a student ‘Selected’ 

 

Once ALL nominees’ statuses have been changed to SELECTED, you must click the 

‘Lock and Submit Nominations’ button located at the bottom of the CR Dashboard. This 

will be the final step in nominating all of your selected students. If upon reviewing the 

names shown in the ‘Lock and Submit Nominations’ pop-up window, it is determined 

changes are needed, you may close out the window and make any necessary updates 

before submitting. Once you ‘Confirm and Lock Nominations,’ you will no longer be 

able to make any changes to your nominations. 

 

(In the above example, six students can be nominated because at least one of them is a 

transfer student and at least one is a U.S. Veteran.) 
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Upon confirming and locking nominations, you will receive an on-screen message 

confirming that you have successfully submitted your nominations.  You will also receive 

an email (be sure to check your spam/junk folder if you do not see it) with the 

names of the students you have officially nominated. At this point, you may still log into 

your CR Dashboard if you wish to view any of the materials submitted; however, no 

additional changes can be made.  

 

 

 

 

 

Back to top 
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If choosing Selected in the Status column for applicants above the allowed amount 

(when you do not have a transfer or U. S. Veteran), or when you do not have a transfer 

AND U. S. Veteran, you will get an on-screen error message.  See various scenarios 

below.    

 

 

 

 

 

 

 

 

 

Back to top 
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Notification Day 
 

On notification day (the last Friday in March), your Campus Representative dashboard 

will reflect the results ahead of the official announcement (Noon Eastern Time).  

Typically, at 9:00 AM Eastern Time, the status for the students you nominated will 

change from Nominated to either Scholar or Non-Recipient.   

Note, any students with a status of Not Selected were not nominated and will remain 

Not Selected.   

 

 

 

 

 

Advertising Materials 

 

Advertising materials are available on the website here.   

 

Process Map 

 

For a flow chart of the process, please view the Process Map. 

 

 

 

 

 

 

 

 

 

Back to top 

https://goldwaterscholarship.gov/tools-materials/
https://goldwaterscholarship.gov/scholarship-process-map/

