
How to use ScholarLink as a 

Scholar



Introduction
We have launched ScholarLink, a new platform in which we will be 
managing applications and day-to-day operations for our scholars!

There are a number of new features that will be used by you, the 
program participant!

No program requirements, policies or rules are changed by the 
introduction of this system. All requests must be approved by the 
appropriate leader or program manager.
Simply consider this an electronic version of your regular in-person, paper process.

We are constantly improving, so contact us at 
support@copehealthscholars.org with any questions!



ScholarLink
Updating Contact Information

Navigate to “My Profile”1

a. Click on “My Profile” at top of landing page
b. System will display current contact information
c. Update information as needed
d. Click “Save” to save changes
e. Click “Save and Close” to save changed 

made and close the “My Profile” page
f. Click “Cancel” to annul changes made

a

de



ScholarLink
How a Scholar can submit requests

Graduation Request2

a. Under Admin Tracking, click “Graduation”
b. Click “Add New Record”
c. Complete electronic form in its entirety
d. Click “Save” to submit request

a



ScholarLink
How a Scholar can submit requests cont.

Hours Audit Request3

a. Under Admin Tracking, click “Hours Audit”
b. If a request is pending, it will be displayed 

on this page
c. Click “Add New Record”
d. Complete electronic form in its entirety
e. Click “Save and Close” to submit request

a

c

e



ScholarLink
How a Scholar can submit requests cont.

Incident Report4

a. Under Admin Tracking, click “Incident”
b. Click “Add New Record”
c. Complete electronic form in its entirety
d. Click “Save and Close” to submit request
e. Archived and current incident reports will be 

displayed under “Incident” section

Please follow the regular incident notification process and call (888) 248-2914 before 
submitting an incident report.

a

b

d



ScholarLink
How a Scholar can submit requests cont.

Leave of Absence (LOA) Request5

a. Under Admin Tracking, click “LOA 
Requests”

b. Click “Add New Record”
c. Complete electronic form in its entirety
d. Click “Save and Close” to submit request
e. Archived and pending requests will be 

displayed under “LOA Requests” section

a

b

d



ScholarLink
How a Scholar can submit requests cont.

Letter of Recommendation Request6

a. Under Admin Tracking, click 
“Recommendation”

b. Click “Add New Record”
c. Complete electronic form in its entirety
d. Click “Save” to submit request
e. Archived and pending requests will be 

displayed under “Recommendation” section

a

b

d



ScholarLink
How a Scholar can submit requests cont.

Transfer Request7

a. Under Admin Tracking, click “Transfer”
b. Click “Add New Record”
c. Complete electronic form in its entirety
d. Click “Save” to submit request
e. Archived and pending requests will be 

displayed under “Recommendation” section

a



ScholarLink
How a Scholar can submit requests cont.

Withdrawal Request8

a. Under Admin Tracking, click “Withdrawal”
b. Click “Add New Record”
c. Complete electronic form in its entirety
d. Click “Save” to submit request

a
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