
 

 

Online Scholarship Steps and Application Instructions 

Deadline: Monday, October 29th, 2018, 11:59 p.m. 

For further assistance, contact the Retention & Completion team at 

southcompletion@seattlecolleges.edu or stop by or call the Information Desk in 

the Student Services Lobby of the Robert Smith Building, 206.934.6684 

 

Information Required 
to complete the 
Application 
 
 
 

What you’ll need to complete the application: 
 

 Two letters of recommendation – one must be from a South Employee (step 2) 

 700 -1000 word personal statement (step 3) 

 Copy of your transcript (step 4) 

 Work history 

 If you’re receiving financial aid – how much and from which source(s) 

 Itemization of your income and expenses 

 Summary of your volunteer experience, awards you’ve received, and/or college 
or community activities 

 
NOTE: You only need to complete ONE application for all available scholarships. 
 

Step 1 
Log in to the Online 
South Scholarship 
Application 
 
 
 

Log in to the online scholarship application: 
 

 Go to https://southseattle.academicworks.com/ 

 If you’ve never applied for a Foundation scholarship, click on the “Sign Up” 
button in the upper right-hand corner of the page.  You’ll need to provide an 
email address and to create a password. 

 If you have already started your application for a Foundation Scholarship, click 
the “Sign In” button in the upper right-hand corner of the page and provide 
your email address and password you created when you signed up. 

 If you forgot your password, click the “trouble signing in” link to recover your 
password.   

 

Step 2 
Ask two individuals to 
serve as references 
 
 
 
 
 
 
 

Ask two individuals to serve as references. 
 

 At least one reference must be from a South employee (instructor, 
counselor, advisor, or supervisor). 

 The second reference can be from another individual who knows you 
professionally or academically (supervisor, high school teacher, 
community leader, pastor, a second South employee). 

 Recommendations submitted by family members, relatives, or friends 
will not be considered. 

mailto:southcompletion@seattlecolleges.edu
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Step 2 continued 
 

 Your references should be able to highlight your academic performance, 
leadership abilities, community service activities, and/or other 
strengths/attributes which they feel make you a strong candidate for a 
scholarship. 

 Give your potential references plenty of time, preferably 2 weeks or 
more, to consider your request and to write a thoughtful and distinctive 
recommendation. Advise each recommender that the recommendation 
form they will submit is for your Foundation scholarship application and 
that they will receive an email with a link to the online recommendation 
form and instructions for completing the form. Ask each recommender 
for their email address. 

NOTE: It is important that you contact your potential references by email, 
phone, or in person to confirm that they are willing to complete the 
recommendation forms for you.  You should not enter their names or 
their email addresses in your application until you have confirmed that 
they are willing to serve as a reference. 
 

 After each recommender has agreed to serve as a reference, enter their 
name and email address in your application. 

 The status of each reference request can be checked by clicking on the 
“References” tab at the top of your application. 

 Use the Letter of Recommendation Request Form and 
Recommendation/Reference Tips and Etiquette located in the Toolkit to 
help you and your references. 
 
 

 
Step 3 
Write your essay 
 
 
 

 
Write and insert your essay into the appropriate text box on the 
application.  We suggest you write your essay in MS Word and then copy and 
paste it into your application (check formatting!) 
 
Discuss the following: 

 You – discuss your history and current circumstances 

 Your goals – the more concrete, the better 

 Your financial need – why you need a scholarship 

 Obstacles and difficulties that you have faced or are facing – and what 
you have done or are doing to overcome them 

 Make sure your essay is proofread by someone other than yourself! It is 
easy to miss mistakes in your own writing.  The Writing Center at South 
may be a good resource for help. 

 Attend a scholarship essay workshop – schedules can be found at the 
Information Desk in the Robert Smith Student Services lobby.  

 
NOTE: There is a 1000 word maximum for the essay portion of your 
application.  Use the word count feature within the application to ensure that 
you do not exceed the word limit. 
 
 



 
Step 4 
Upload your transcript 
 
 

 
Upload your unofficial transcript. 
 

 Log into your MySouth portal to view your unofficial transcripts, save 
them as a PDF, and upload them to your application. 

 The Information Desk (located in the RSB Student Services Lobby) is able 
to assist with saving your unofficial transcripts if you have questions or 
are having difficulties. 

 
NOTE: If you do not have a transcript, upload your current class schedule. 

 Click on the “Save and Keep Editing” button before uploading your 
transcript  
 

 
Step 5 
Complete all 
questions on the 
application 
 

 
Complete all questions on the application. 
 

 Provide thoughtful and thorough answers for all questions on the 
application. 

 Your application will not be considered if required questions are not 
completed.  All questions marked with an * asterisk are required to have 
answers. 

 If you do not know the answer or the question does not apply to you, use 
N/A (not applicable) or use 0.0 for numerical answers (see the FAQs 
located in the Toolkit). 

 For the question box prior to the essay section, list in bullet points your 
participation in college and/or community activities and any recognition 
or awards you may have received.  
 

 
Step 6 
Submit your 
application and check 
for errors 
 

 
Submit your application and check for errors. 
 

 Once completed, you can submit your application by clicking on the 
“Finish and Submit” button. 

 After submitting your application, you will be able to make corrections 
and/or update the information in your application until the deadline on 
Monday, October 29, 2018, by 11:59pm.  

 If you are getting error messages, make sure that all questions marked 
with an * asterisk have an answer. 
 

 
Step 7 
Monitor the status of 
your recommendation 
forms 
 

 
Monitor the status of your reference forms. 
 

 Log in to your application periodically prior to the deadline on Monday, 
October 29th, to check the status of your reference forms. 

 Click on the “References” tab at the top of your application to ensure 
that both of your recommendation forms show a status of “Submitted.” 

 If one or both of your references have not submitted the 
recommendation form, you may click on the “Resend” link to trigger an 



email as a reminder.  Also, check that you have typed the email address 
correctly. 

 If you would like to change a reference, you may enter the name and 
email address of another reference in your application.  Please note that 
any recommendation submitted by the reference you have removed will 
no longer be considered. 

 To be considered for scholarships, you must ensure that 
recommendation forms have been submitted by the last two references 
entered in your application. This is your responsibility to monitor! 
 

 
Step 8 
Follow up 
 

 
After the scholarship deadline: 
 

 Three to four (3 to 4) weeks after the scholarship deadline, you will be 
notified via email if you were selected as a recipient.  

 If you are not selected as a recipient, the system will not notify you. 

 You must log in to your Academic Works account to accept or decline the 
award and complete the “Post Acceptance” questionnaire. 

 You are required to write a Thank You note to your donor.  

 Upload your thank you letter to your “Post Acceptance” questionnaire. 

 It is your responsibility to contact the Financial Aid office if you are 
receiving financial aid.  Please consult with the Financial Aid office to 
confirm whether or not you are eligible to accept scholarship funds and 
to determine whether being awarded a scholarship will affect your 
financial aid award. 

 Scholarship recipients are required to attend the “Friends of the College” 
event in Spring 2019. 

 Failure of a student to remain in good academic standing or to make 
satisfactory progress toward a degree may result in the withdrawal of 
the scholarship. 
 

 


