Campus Based Scholarship Program
CCIMS Handbook
MJC Applications must be input into the High School Scholarship Program by HQCC personnel.  Please forward the CC Fm 139-R, transcript and SAT/ACT scores to HQ, US Army Cadet Command, Bldg 56, 55 Patch Road, Ft Monroe, VA  23651.
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Campus Based Scholarship Program
The user will enter two-, three- and four-year on-campus scholarship applicant’s basic application information into CCIMS under the Student Management Module, for students who are enrolled, attending or accepted for attendance to the University Host ROTC Program or affiliate under the appropriate scholarship year. This should be accomplished as soon as the CC Form 139-R (Cadet Enrollment Record) is completed and the student is being considered for a scholarship.

NOTE:  If a High School student already has an application in the High School Program (in the same scholarship year) and is visible to the battalion on the Interviewee list, DO NOT add another application under this program.

You must have rights as the Battalion Tech to access these menus. After logging into CCIMS click on the Subsystem tab and select Student Management (see figure 1)
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Figure 1

Once the Student Management Module table of contents loads, select Scholarship Applicants (see arrow) as shown in figure 2.
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Figure 2
Once you click on Scholarship Applicants you will be asked to select a type of Scholarship Action you wish to perform. 

Add a Record
To add a new scholarship applicant, click the bubble to Add a record as shown in figure 3.
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Figure 3

After doing so, you will be asked to enter the applicant’s SSN and to select the application year (this is the year the scholarship is to take effect). Once you have entered this data hit Submit at the bottom of your screen (see figures 4 and 5). If the cadet DOES exist in the system, one of the following actions will occur:
· If the cadet exists, currently attends the host school or one of the partnerships, and has an application already for the selected school year, the system will generate an error message. The cadet may only have ONE application per school year, per host school. If the application is for a different school year than the one(s) in the database, the system will take the user to the Scholarship Applicant page, with all data populated except for the Scholarship Applicant tab.

· If the cadet exists, is in any enrollment status other than “A” and currently DOES NOT attend the host school or one of the partnerships, the system will generate an error message. The cadet must transfer from their current school through student management in order to enter an application at a new school.
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Figure 4
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Figure 5

Demographic Tab

The Demographic Page (figure 6) now loads.  Notice that you have a Demo, Acad&ROTC, Enroll, Medical and Scholarship Applications tab across the top of the page.  You will complete all the data required for each tab and then click the Submit button on the bottom of the page.  You WILL NOT hit the Submit button after completing each individual tab; remember you are working in the Student Management Module and as such ONLY hit the Submit button once you have completed the entire module.
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Figure 6

General
The user will start by entering the Last Name, tab, First Name, tab, MI, tab and Ext (if applicable) then hit tab.  The SSN is already filled in from the first time you entered it.  For Sex select either Male or Female, tab, Date of Birth, enter as MM/DD/YY, hit tab and the correct format is placed there for you and the age is printed also.  Select the Race, tab and Ethnic Category, tab from the drop down menus and the REDCAT code is automatically filled in (see figures 7 & 8).  
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Figure 7
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Figure 8
Select the Blood Type, tab, Place of Birth, tab, and Citizenship, tab, from the drop down menus (see figures 9, 10, & 11).  
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Figure 9
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Figure 10
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Figure 11

If you have verified the Place of Birth via the Birth Certificate place a Check Mark in the Birth Certificate Copy block.  Select the Religion, tab, Hair Color, tab, and Eye Color, tab, from the drop down menus (see figures 12, 13, & 14).
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Figure 12
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Figure 13
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Figure 14

Fill in the Cadet’s E-Mail address if they have one and hit tab.

Address

Fill in the Local Address and the Home of Record Address.  Use the drop down menus when completing the states (see figure 15). Be sure to tab through the fields. Once you have finished the last phone number field, DO NOT hit any of the Submit buttons at the bottom of the screen.  Click on the Acad & ROTC tab at the top of the page (see figure 16).
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Figure 15
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Figure 16

Academic & ROTC Tab
Academics and Graduation

The user will start by entering the Academic Classification, tab, and Academic Major, tab, from the drop down menus (see figures 17 & 18).
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Figure 17
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Figure 18

Once you choose the Academic Major the Academic Discipline Mix is automatically filled in. Continue on by enter the Current Graduation Date, as MM/DD/YY and hit tab.  The correct date format will be entered by the system.  Now enter the Cumulative Acad GPA as applicable (if applicant is a 4-year applicant you will need to enter the High School GPA; if applicant is a 3-year or 2-year applicant you will need to fill in the appropriate College GPAs).  Be sure when typing the GPA to include the decimal point; i.e., 2.5.  You must also fill in the Current Academic GPA (see figure 19).
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Figure 19

ROTC and Commissioning
The user will select the Current MS Class, tab, from the drop down menu (see figure 20).

Enter the Current Commissioning Date as MM/DD/YY, tab, and if applicable enter the Cumulative ROTC GPA and Current ROTC GPA. Be sure when typing the GPA to include the decimal point; i.e., 2.5 (see figure 21). DO NOT hit any of the Submit buttons at the bottom of the screen.  Click on the Enroll tab at the top of the page (see figure 22).
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Figure 20
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Figure 21
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Figure 22
Enrollment Tab
General
The user will start by entering data onto the Enrollment Tab (see figure 23).  Select the Academic School, tab, from the drop down menu (see figure 24). The Graduation Date and Commissioning Date will be filled in from the previous tabs where you entered that data.
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Figure 23
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Figure 24

Service

The user will continue on by selecting an Initial MS Class, from the drop down menu (see figure 25) and hitting tab. 
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Figure 25
Enter in the Initial Enrollment Date, as MM/DD/YY (the system will format this date correctly once you tab out of the field), hit tab. The Record Creation Date will be filled in by the system. Select a Basis for Advanced Course Enrollment (if applicable) from the drop down menu (see figure 26), hit tab.
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Figure 26

Select a Military Personnel Class, (if applicable) from the drop down menu (see figure 27), hit tab. If the applicant had JROTC training, select an entry for Years of JROTC, from the drop down menu (see figure 28), hit tab. 
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Figure 27
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Figure 28

If the applicant is prior service, Months of Prior Service, and Days of Prior Active Service (this data can be found on DD Form 214) will be populated once you fill in the Prior Enlistment Start Date and Prior Enlistment Expiration Date (see figure 29).  GRFD Control Number will be filled in by HQs Cadet Command. If the applicant is a participant of the Alignment Option Program (AOP), place a check mark in the box.
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Figure 29

If the applicant was prior service find his/her Re-enlistment Eligibility Code (RE) from the DD Form 214 and select one of the options for RE Code from the drop down menu (see figure 30), hit tab.
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Figure 30

If the applicant is a current member of the USAR select the correct RSC from the drop down menu (see figure 31) and hit tab. 
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Figure 31

If the applicant is a current Member of the Army National Guard, select the TAG from the drop down menu (see figure 32) and hit tab.
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Figure 32

Select either yes or no from the drop down menu for Less than 10 years Active Federal Service (use the DD Form 214 and other documents to figure out how much Active Federal Service the applicant has) (see figure 33), hit tab.  Finally, select the Military Branch, from the drop down menu (see figure 34). DO NOT hit any of the Submit buttons at the bottom of the screen.  Click on the Medical tab at the top of the page (see figure 35).
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Figure 33
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Figure 34
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Figure 35

Medical Tab
The user will continue by entering the Date Medical Physical Initiated, as MM/DD/YY (the system will format the date correctly once you tab out of this field), hit tab. If the applicant has a qualified physical from DoDMERB enter the Date Medical Physical Qualified, as MM/DD/YY and hit tab. Select a Type of Medical Physical Exam, from the drop down menu (see figure 36) and hit tab.
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Figure 36

Enter a selection from the drop down menu in Results of Medical Physical (see figure 37).  Additional comments pertaining to the medical portion on this applicant may be entered in the Comments section. DO NOT hit any of the Submit buttons at the bottom of the screen.  Click on the Scholarship Applications tab at the top of the page (see figure 38).

[image: image37.png]JOHN BATTLE 888-88-8338 A
002130 - BOSTON UNIVERSITY

Medical

Results of Medical Physical: B

Date Medical Physical Initiated: [12/02/2003 Date Medical Physical Qualified: [01712/2004

Type of Medical Physical Exam: | Appointment Date:

Comments: D - Disgualifed
E
Q- Qualiied =
< I»]

Submitand Exit | Submitand Refresh | Cancal | Reset |

&
Sstont]| 2] @ 51 © || Dk | Becr., | Becr. | Booen. | sare

| sosoons

® rternet

[t [CBOBROME 19m





Figure 37
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Figure 38

Scholarship Applications

The user will continue entering data on the Scholarship Applications tab.  The Scholarship Application year will populate from a previous menu where the data was entered. Select the Current Scholarship Award, from the drop down menu (see figure 39), hit tab. Enter the Date Scholarship Should Begin, as MM/DD/YY (the system will format the date correctly once you hit the tab), hit tab. 
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Figure 39

Select the Scholarship Award Category, from the drop down menu (see figure 40) and hit tab.
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Figure 40

Select the Resident Status, from the drop down menu (see figure 41) and hit tab.
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Figure 41

Make a select for Cost Status, by clicking the status that applies to the applicant, hit tab (see figure 42).  The system will automatically fill in the Academic Classification, Academic Major and Mission Set, based on data provided on previous screens.  If applicable, enter the applicant’s ACT Score or SAT Scores, (see figure 42), hit tab.
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Figure 42

Enter a check mark for all blocks for 104R Validated, Required, Completed, Enrolled Full Time and Transcript, (all blocks must have a check mark to process the record) hit tab (see figure 43).
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Figure 43

If you have a CC Form 104-R from the Academic Advisor, you should check 104R Validated, Required, and Completed (as shown in figure 43 above).  If the student is enrolled full time (or accepted for full time enrollment at your school), check the box titled Enrolled Full Time.  If you have a valid, current transcript check the box titled Transcript. 

Note:  If you do not check 104R Validated, Required, and Completed, you will receive a “Required” under Admin Conditions (see figure 48 for Admin Conditions) for the Education Category (that means a waiver is required).
Select the Marital Status, Military Spouse, and Number of Dependents from the drop down menus (see figures 44-46), hit tab. (If Single is selected the system will automatically fill in the Military Spouse field)
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Figure 44
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Figure 45
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Figure 46

Under special conditions check mark those that apply and under Civil Convictions, select from the drop down menu, (see figure 47) and hit tab.
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Figure 47

Administrative Conditions
Admin conditions are listed individually and based on data provided, if nothing was required then the system will fill in Not Required.  If a waiver is required based on the data provided previously, then Required will be shown (see figure 48). If a waiver is granted or denied, make the appropriate selection from the drop down menu and fill in the Waiver Date and Override fields (see figure 49 & 50).
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Figure 48
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Figure 49
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Figure 50

SAL Points

Enter the points awarded for Athletics/Leadership, Interview, and Selection Board (see figure 51). The system will enter the College Board Score Points, CGPA Points and the Total SAL Points.
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Figure 51

Selection Decision
Enter a Selection Status from the drop down menu (see figure 52). If you make an offer and there are no more allocations available you will receive an error message as shown in figure 53.
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Figure 52
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Figure 53

If the applicant is Ineligible under Selection Status, there will be a Reason listed.  Simply click on the Red Words Reason and they will tell you why the applicant is ineligible (see figure 54 & 55).
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Figure 54
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Figure 55

If Selection Status is Offer, then you must make a selection from the drop down menu for Accept/Decline (see figure 56).  If decline is selected you will need to enter a Declination Reason from the drop down menu (see figure 57). You will be able to view the allocations as they currently are (see figure 58).
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Figure 56
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Figure 57
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Figure 58
Now that you have completed all the tabs and entered all the data, you can now click either the Submit and Exit Button or the Submit and Refresh Button at the bottom of your screen. If you have entered everything correctly you will receive a message that states Scholarship application successfully saved (see figure 59).  If you have errors you will receive an error message stating what needs to be fixed.  Fix the errors and submit again.
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Figure 59

The following table shows what fields are mandatory for each tab.  As a minimum these fields must be completed before hitting either of the Submit buttons at the bottom of the screen.  If they are not completed you will receive an error asking for additional information.
	Demographics
	Acad & ROTC
	Enrollment
	Medical
	Scholarship Applicant

	Last Nm
	Academic
Classification
	Academic School
	N/A
	Current Scholarship

Award

	First Nm
	Academic Major
	IF a military
branch is selected

the following fields

are required
	
	Date Scholarship
Should Begin

	Current SSN
	High School GPA (if
Cadet is Freshman

applying for 4-year

scholarship
	Prior Enlistment

Start Date
	
	Scholarship Award
Category

	Sex
	Current MS Class
	Prior Enlistment

Expiration Date
	
	Resident Status

	Date of Birth
	Current 
Commissioning
Date
	RE Code
	
	SAT Score (if not
applying for 2-year

scholarship) 

	Race
	
	Military Personnel
Class
	
	Marital Status

	Ethnic Category
	
	Less than 10 years
Active Federal

Service field
	
	Number of Dependents

	Citizenship
	
	IF the Basis for 
Advanced Course 

enrollment is P, V, 

G, or R and the 

Military Personnel

Class is either 

Enlisted or Green

to Gold, then the

Prior Enlistment

Start Date and 

Enlisted Expiration

Date will become a

required field and 

the Months of Prior

Service and Days of

Prior Service fields

will be automatically

populated.
	
	Civil Conviction
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