
Step 1: Signing in to Community Force 

User Name:  Student number  

Password: Your Banner password  



Click here 



Step 2: Filling out your profiles 



Student Profile:  

 Asterisked fields required 

 Some information is pulled from 

Banner (i.e. address, student num-

ber) and can only be changed by the 

Office of the Registrar 



Academic Profile: 

Level of Study Definitions: 

 Entrance—1st  & 2nd semesters 

 In Course—1st through final semester 

 Graduate—Final Semester of Study 

Note: You should always be selecting In Course and Entrance/Graduate (when applicable). 

 

This information must be accurate as it will help determine which awards you may be eligible for. 



Additional Information: 

This information will also help determine 

which awards you may be eligible for.  

Note: Volunteering can be viewed as 

many things—if you feel you have been 

involved in your community in any way 

over the past 3 years, click yes. 



Step 3: Fund Eligibility 



Select the award(s) 

you wish to apply for 

Based on your profile information,  your Fund Eligibility shows 

you which awards you may be eligible for. Use common sense to 

determine which ones you wish to apply for.  

Once you have selected the awards you are going to apply for, 

you will be able to see which supporting documents you may 

need. 



Step 4: Supporting documents 



You will need this if your award identifies 

financial need as a requirement. Fill out as 

accurately as possible. 

This can be written by any individual 

who can attest to your character (not 

family members). Try to gear it towards 

the award criteria. 

This must be written by an employer or someone you 

have worked with in a volunteer capacity.  

This must be written by a current or 

previous teacher.  



Step 5: Submitting Your Applications 

Once you have completed all steps, 

click here to submit your application 

You must give consent in 

order to procced with your 

applications 



This box will pop up after you press the red button. Select 

continue to move to the next page. 

It is your responsibility to read through the award criteria of 

the awards you are applying for to ensure you are eligible. 



You will be given an opportunity to review your information. Once you 

have done that you can proceed with your applications. 

Check box 

Click here 



This step is very important. Here you will have 

the opportunity to include your reference letters, 

budget, and cover letter, where applicable. 



Select the award you wish to review to see what is required. 



Now you have the opportunity to write your cover letter. This is 

your chance to tell the selection committee why you are the best 

candidate for this award. 

You will write your cover letter in this 

text box—a good idea is to type it up in 

Word and copy and paste it here. 



Once you have reviewed your application and submitted your cover letter, you are ready to 

submit! 

Click here 

Note: You must submit each application individually 



Congratulations! You have completed the Awards and 

Scholarships application process. Winners will be notified 

via student email before the next scheduled ceremony. 

Good luck! 


