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How to use ScholarLink as a

Scholar




L
Introduction

We have launched ScholarLink, a new platform in which we will be
4 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!

support@copehealthscholars.org

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.
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B
ScholarLink

Updating Contact Information

a

New Applicatior] My Profile [Help Logout

Navigate to “My Profile”

My Profile / #14

a. Click on “My Profile” at top of landing page Contact Informai |
. . . . Email
b. System will display current contact information ontact fnformation =
c Update |nf0rmat|0n as needed First Name Please do not use .edu addresses.
d. Click “Save” to save changes Last Name
e. Click “sSave and Close” to save changed
made and close the “My Profile” page county ¢
f. Click “Cancel” to annul changes made street Address
Strest Address 2
City

State -
Postal Code
Emergency Contact Information

Appointments

Applications
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ScholarLink

How a Scholar can submit requests

Graduation Request | _—_——— W e

Exit [[+} Certificate
User Last First Record Request Drecision Survey Badge Received
X X i X liv] HName Name Course Slte Declsion Status Date Date Date Date Date
a. Under Admin Tracking, click “Graduation” @ cidee S . -
A Lh N indssy  Health Califarnia Appraved 111572007
b. Click “Add New Record” 0 oA Rouests W |
c. Complete electronic form in its entirety ® Recommendaton b
d. Click “Save” to submit request : T :
- . Aows 110701 . . . 10 & perpage
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ScholarLink

How a Scholar can submit requests cont

Hours Audit Request e
e First Name Course Site Fecord Status. Request Date
Lingsay Health acholar  California Hospital Medical Center [Los Angeles, CA) 1asEm7d I
a. Under Admin Tracking, click “Hours Audit” B g e

b. If arequestis 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

Hours Audit Request / #0

Request Information

Scholar s
Select pplicat
Hours Audit Request Type =3
Signature *
Request Date * M
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ScholarLink

How a Scholar can submit requests cont.

Incident Report

Under Admin Tracking, click “Incident”
Click “Add New Record”

Complete electronic form in its entirety
Click “Save and Close” to submit request
Archived and current incident reports will be
displayed under “Incident” section

i L

B= Admin Tracking

| Add New Record

= Graduation

Incident ID
X Hours Audit
a 272
& Incident
273
LOA Requests
274

@ Recommendation
= Transfer

noident Record | =0
& withdrawal

Information

Scholar

Account of Incident

User ID

31976

31976

21976

First Name
Lindsay
Lindsay

Lindsay

Last Name

Email

Lindsayng14@gmail.com

Lindsayng14@gmail.com

Lindsayng14@gmail.com

Course

Health Scholar

Health Scholar

Health Scholar

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

submitting an incident report.
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ScholarLink

How a Scholar can submit requests cont

b
B Admin Tracking
Leave of Absence (LOA) Request e e eond
X Hours Audit User  Last First IS-?:rt LOAEnd  LOA Days Current
D Name Name Course Date Date Status Decision Remaining Department
a-- Under Admln TraCkIng, CIICk “LOA a . 31976 Ng Lindsay Health 11/8/2017  11/2472017 0 25 MedSurg
RequeStS" LOA Requests Scholar

b_ CI|Ck “Add NeW Record" © Recommendation Rows 110 10f 1 a | « n .
c. Complete electronic form in its entirety = T
d. Click “Save and Close” to submit request B i
e. Archived and pending requests will be

displayed under “LOA Requests” section

Leave of Absence Request / #0

Request Information LOA Details
Scholar s Request Start =]
. Date
Select an Application
Request End ]
Request Date =] Date
Current . Reason for LOA
Department
#
Signature Date
Signature * Date ~ =]

COPE |5!ons




B
ScholarLink

How a Scholar can submit requests cont

6 Letter of Recommendation Request [JEsss

Add New Record

™ Graduation b
User Last First Record Request Deadline Submission
X Hours Audit o] Name Name Course Decision Status Date Date Method
a. Under Admin Tracking, click _ _
& Incident 31876 Ng Lindsay Health 11/9/2017  11/23/2017  Hard Copy Pick
ke T ”
Recommendation scholar w
. [ LOA Requests
C||Ck “Add NeW Record" 31976 Ng Lindsay Health 11/9/2017 11/10/2017  Hard Copy Pick

Complete electronic form in its entirety 2

Click “Save” to submit request o o -l -
Archived and pending requests will be
displayed under “Recommendation” section

@ withdrawal

®oo0 o

Letter of Recommendation Reguest / ®
— . ™ Saun .

Request Information

Scholar s
spli
aequest Date (=]
Deadiine [ ]

Submission Method =

Reason

Transter Only: Flease check this box if
you transferred from ancther site.

Signature

signature =

Date
Crate = L]
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ScholarLink

How a Scholar can submit requests cont

®oo o

Transfer Request

Under Admin Tracking, click “Transfer”
Click “Add New Record”

Complete electronic form in its entirety
Click “Save” to submit request

Archived and pending requests will be
displayed under “Recommendation” section

B

Admin Tracking

™ Graduation

X Hours Audit
& Incident

(8 LOARequests

> Recommg

a

B Withdrawal

Add New Record

User

)

31976

Rows 1to 10f 1

Last
Name

Ng

First
Name

Lindsay

Current
Course

Current
Site

Hoag
Memaorial
Haspital
Presbyterian,
Irvine and
Newport
Beach, CA

Requested
Course

Requested
Site

Citrus Valley
Health
Partners,
Covina, West
Covina and
Glendora, CA

Record
Status

Request
Date Session

11/16/2017 2017
Winter A
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How a Scholar can submit requests cont

Request Information

Withdrawal Request o
X Hours A

a. Under Admin Tracking, click “Withdrawal” el R

b. Click “Add New Record” - e Deparmes

c. Complete electronic form in its entirety L

d. Click “Save” to submit request Aussonfor it
Signature
Date

a®®e
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