
Scholarship Application Tutorial



Getting Started
• John Randolph Foundation utilizes SmarterSelect for our scholarship application.  To start your application, you will need to use our matching link. 

• https://app.smarterselect.com/matching/1803/start_page

• The matching link will take you to the below screen, which is where you will start your application!  To begin, simply click “Begin Search.”

https://app.smarterselect.com/matching/1803/start_page
https://app.smarterselect.com/matching/1803/start_page


Matching

• John Randolph Foundation administers over 90 scholarship funds!  Our matching tool enables you to apply for every scholarship that you qualify for with just one 
application.  

• Matching takes your answers to a set of questions and matches them to the criteria for all 90+ of our scholarship programs and tells us (and you) which ones you are eligible 
for!

• Once all questions have been answered, click “Submit”



Search Results
• The next screen shows your search results. It will tell you how many scholarships you qualify for and which ones they are.

• We encourage you to apply for EVERY scholarship you are eligible for. 

• The easiest way to do that is so click the “Select all" button. 

• Once you have clicked select all a blue check will appear next to each scholarship meaning it has been selected.

• Then you will press “Save to My Applications” – double check that the number of scholarships being saved matches the number of scholarships that matched your criteria. 



Search Results Continued
• To find out more information about each scholarship you can hover your 

cursor over the scholarship and it will provide a short description. 

• For more information press the three dots beside the scholarship and press “View Details” 



Account Creation/Sign In
• After clicking “Save to My Applications, you will be prompted to Sign in to your Account or Create a New Account.  If this is your first time completing the matching and you 

do not have a SmarterSelect Account yet, you will need to Create New Account.  

• If you are returning to SmarterSelect to continue your application, you will need to Sign into your Account.



My Applications Page
• Upon creating your account or logging into your existing account, you will be brought to your applications page.  You will notice all scholarships returned in the search is based on the 

matching criteria, should be listed here.

• Not all scholarship applications will be listed on one page; you may have to toggle through pages to see/access them all.



Starting your Applications

• The application begins by requesting some personal 
information

• There is a menu on the left-hand side you can use to navigate 
your application 

• Once you complete a section you will hit the “Next” button in 
the bottom right corner

• If you have to stop or turn off your device, make sure you press 
“Save and complete later” in the bottom left corner

• To start your applications, simply click on the first scholarship in the “My Applications” page.



Extracurricular Activities, Awards, Community Service
• The common application will ask for your extracurricular activities, awards, and 

community service activities

• Please create a bulleted list of each in the text box.



Financial Need
• Enter your Student Aid Index in the text box.  

This information is derived from your FAFSA 
Submission Summary after completing you 
FAFSA application.

• Please answer the remaining questions under 
the financial need section of the common 
application.

• Please take note of the max number of 
word count.

• Your answers may not exceed this 
number of words. 



Statement
• The statement question of “Where do you see yourself in twenty years?” must be entered in the text box – no upload feature is available. 



Personal Essay
• You have two options to complete the essay requirement.  

• You may type the essay in the text box or upload your essay.  Both options are shown below. 
• Please keep in mind the max word count.  Regardless of how you complete the essay portion, you must keep your essays under the max number of words (700 words).

Once you have selected the file, it will 
be shown in the space highlighted in 
yellow.  If this still says no file 
attached, the file failed to upload. If 
you need to replace the file, you may 
do so by clicking “replace file.”



Required Attachments

• All applications will require the following attachments: 
• Official Transcript (High School and/or College or both, if applicable)
• Two current letters of recommendation
• FAFSA Submission Summary – the first two pages only 

• You have two options to attach your transcript(s) and letters of recommendation to 
your application.  You may: 

• Upload the transcript yourself
• Send a request to your guidance counselor or recommender to upload themselves 

directly to your application.
• You may also do both!  The next pages will take you through uploading all three 

requirements



Transcript Upload
• You will see three options for Official Transcript Request: 

• Upload 
• Send Request
• Both

• Uploading your Transcript:  To upload your transcript yourself, simply click “Upload”

• This will prompt an option to “Click to upload”



Requesting Your Transcript

• If you wish to send a request to someone, such as your guidance counselor, to 
upload your transcript directly to your application, select the “Send Request” 
option.

• By selecting this option, you will see another field populate called “Transcript 
Request” with information to input for your requestee.  Simply input the 
information for the requestee.

• When you press “Next” to complete the section this pop up will appear. Press send and 
notify your requestee. 



Letters of Recommendation

• As with the transcript requirement, you have two options to attach your letters of recommendation.  
(Two are required)

• Upload
• Send Request
• Both

• To upload a letter of recommendation, click upload.  This will prompt the file upload option.  Follow the 
same steps as you did for the transcript upload.  



Requesting a Letter of Recommendation
• To send a request to your recommender click the “Send Request” 

option under Letter of Recommendation Request

• This will generate another section called “Letter of Recommendation 
Request.”

• Simply enter the requestee’s information. 

• Double check that their information is correct

When you press “Next” to complete the section 
this pop up will appear. Press send and notify 
your requestee. 



Letters of Recommendation
• You can select “Both” if you have a letter of recommendation on hand but need to send a 

request for an additional letter.
• Upload the letter in the space provided.
• For the Recommendation Request

• Enter the requestee’s information. 
• Double check that their information is correct

When you press “Next” to 
complete the section this pop 
up will appear. Press send and 
notify your requestee. 



FAFSA Submission Summary Request
• The final required document is the FAFSA Submission Summary.  This is the document that generates from the completion of you FAFSA application and will display your 

Student Aid Index (SAI).  

• Uploading this document is the only option.  The “Click to upload” option will already be generated.  

• Follow the same steps for uploading documents that you have previously. 



Completing the Program Unique Section
• Once you complete the common section and click next you will be brought to the unique section of the individual program’s application.  This page will require any 

additional information that is specific ONLY to that one scholarship program. 

• For example, the American Legion Hopewell Memorial Post 146 Scholarship in Memory of Daniel Barbee requires those eligible to upload a membership card or 
letter.  This requirement is specific only to this scholarship and no others. 

• Simply complete the requirement and click “Submit”



Program Unique Section
• Most of the unique portions will simply require you to type your name to indicate your interest in applying for that scholarship.  Once you have typed your name, click 

“submit.”



Completing your Remaining Applications
• To complete your next (and all subsequent) applications, click on the next scholarship application you wish to complete.

• Once you click the scholarship, you will be able to edit the common information.  However, since this has already been completed, simply scroll to the bottom of the menu and click 
“Applying for Scholarship”. This will take you to the unique part of that scholarship’s application.

• Complete each scholarship’s unique page and click submit.

• We now see two of my 23 applications have a submitted status.  Continue to your next application and complete these steps until all your applications are submitted.



Additional Information



QUESTIONS?

• For questions, issues, or concerns, please contact John Randolph 
Foundation Scholarship staff at below information: 

• Mitchell Wyatt, Scholarship Program Associate, 
mwyatt@johnrandolphfoundation.org OR 804-352-7502

• Bonnie Falls, Director of Scholarship Program Services, 
bfalls@johnrandolphfoundation.org OR 804-352-7505
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