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Logging Into the Scholarship Application 

• Navigate to 
https://my.mnstate.edu/scholarships?_gl=1*643s09*_ga*MTExNTQxNjg2Ni4xNzA4
NDQyNTY3*_ga_PD1YWXQF9P*MTcwODYxMzQyMy4zLjEuMTcwODYzNTU4OC4wLj
AuMA.. 

o Login using your StarID and password 

 

https://my.mnstate.edu/scholarships?_gl=1*643s09*_ga*MTExNTQxNjg2Ni4xNzA4NDQyNTY3*_ga_PD1YWXQF9P*MTcwODYxMzQyMy4zLjEuMTcwODYzNTU4OC4wLjAuMA
https://my.mnstate.edu/scholarships?_gl=1*643s09*_ga*MTExNTQxNjg2Ni4xNzA4NDQyNTY3*_ga_PD1YWXQF9P*MTcwODYxMzQyMy4zLjEuMTcwODYzNTU4OC4wLjAuMA
https://my.mnstate.edu/scholarships?_gl=1*643s09*_ga*MTExNTQxNjg2Ni4xNzA4NDQyNTY3*_ga_PD1YWXQF9P*MTcwODYxMzQyMy4zLjEuMTcwODYzNTU4OC4wLjAuMA
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Viewing Applicants 
• On the Main Page, hover over the Applicants dropdown in the bar at the top of the 

screen and select how you would like to view applicants 
o By Scholarship or By Committee 

 
• BY SCHOLARSHIP is going to bring you to the list of all scholarships associated with 

your committee(s) or department(s) 
o Once you select a scholarship, you will see a list of all students who have 

matched with that scholarship specifically 
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• BY COMMITTEE is going to bring  you to the list of your committees or departments 

o Once you select a committee or department, you will be brought to a list of 
applicants who matched with ANY of the scholarships that apply to that 
department or committee 
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• Select the scholarship or committee you would like to view applicants for to pull up the 

list of matched students 
• Select the student you want to review to access their submitted application 

o You can also download and review any attachments that the student submitted 
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Awarding Scholarships 
• Click on the Award option in the red bar at the top of the page 

 
• Click on the Scholarship you would like to award 

o You are only able to select scholarships that have completed budgets 
▪ If the budget has not been completed, you will receive an error message 

stating that the scholarship does not have a budget and the page will not 
work 
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• Once you are in the screen for the Scholarship, use the search bar and the plus buttons 

to the left of the student names to add the students as recipients and alternates 
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• If you need to remove a student, you can use the trash cans to the right of their names, 

or the minus button to the left of their names 
• You can move recipients on the right-hand side of the screen by clicking on the three 

lines to the left of their name and dragging 
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• Once you have finished selecting the required number of Recipients and Alternates, 

click on the Lock and Submit button  
Continue the process above until all scholarships have been awarded 

  



 
 

 
  

 

Scholarship & Financial Aid 

218.477.2251 T 

218.477.2058 F 

financialaid@mnstate.edu 

 

Reviewing Scholarship Criteria 
• On the Main Page, hover over the Applicants dropdown in the bar at the top of the 

screen and select MY SCHOLARSHIPS 

 
• Click the plus button to the right of the scholarship you would like to view criteria for to 

expand its description 
• Scholarship descriptions will show; 

o Budget Information 
▪ Amount 
▪ # of Recipients 
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▪ # of Alternates 
o Full Scholarship Description 
o Additional Scholarship Requirements 
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Next Steps 
• Once all recipients and alternates have been locked and submitted, the Office of 

Scholarship and Financial Aid will verify the information  
• Office of Scholarship and Financial aid will; 

o Notify students of their awards 
o Provide students with information on how they complete their Thank You Letter 
o Add the award to their financial aid package for the following year 
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