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BOZHO (Hello)!

This document is meant to serve as a guide to students who are applying to the Citizen 

Potawatomi Nation Tribal Scholarship through the Citizen Potawatomi Nation online portal. 

Below, you will find detailed, step-by-step instructions on what you need to get your application 

submitted and approved. If your personal situation is not covered by the instructions below, or you 

are having di�culties that this guide does not cover, you can contact the Department of Education 

by email at education@potawatomi.org or by phone at 405-695-6028. 

THE PORTAL

Above is the landing page for the portal, once you’ve signed in with your login information. You 

can access a wide variety of services from this menu, but for the purposes of applying for the 

scholarship you need to click the “Education” tab on the left. Once you do, you’ll be redirected to 

the education dashboard.

CITIZEN POTAWATOMI NATION

TRIBAL SCHOLARSHIP
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THE DASHBOARD

Pictured above is the landing page for the education tab once you click on it from the main 

portal menu. It is important to mention that students must use their own portal account to sign 

in and apply even if the student is a minor. If the applicant’s name on the account does not match 

the name on the submitted documents, the application will be marked incomplete. The most 

important tab for us is the Scholarship tab. That’s the tab in the bottom left, pictured here:

If you can’t see or don’t have a scholarship tab, your tribal ID may not be properly connected to 

your username. If you have your ID number handy, we can fi x this over the phone or via email.
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MAIN MENU

Once you click that tab, the following page will look like this:

From this page, you can navigate to all the information and forms that are necessary for applying 

for the Citizen Potawatomi Nation Tribal Scholarship. The “Actions” menu is the main feature 

of this page. 

The most important option, for the purposes of applying, would be the “apply for scholarship” 

button. It is important to note that this button only appears during an active scholarship period. 

The periods where the scholarship is active can be found below:

However, it is also important to know the functions of the other buttons for after you have 

successfully applied.

If you need to upload additional documents the “Upload additional scholarship files” tab allows 

you to edit your uploaded documents. 

The “Update Student Information” tab lets you edit your student profile to update a change in the 

school you are attending, FERPA information, and other personal information.

The “Schedule an Advising Appointment” tab will navigate you to a page for scheduling an 

advising appointment with your advisor. 

Finally, the last tab will allow you to access and edit your student success plan. This is a plan that 

you can make with an advisor after an advising session to keep notes on the plans made for your 

academic success. 

Moving on to the application itself, below is the landing page after clicking “Apply for 

A Scholarship.”

FALL
Opens: July 15 8AM CT
Closes: Sept 15 5PM CT

SPRING
Opens: Nov 15 8AM CT
Closes: Feb 15 5PM CT

SUMMER
Opens: March 15 8AM CT
Closes: June 15 5PM CT
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WELCOME PAGE

Once on this page, you will be given the information for the scholarship application windows. 

Applications are only accepted during one of the three windows, that being Spring, 

Summer, and Fall.

If you are within one of the windows, Great! That means you’re ready to start applying. To 

move forward with your application, press the “Begin Scholarship Application” button in the 

bottom left corner.

Congratulations, you’ve just o�  cially started your scholarship application!

The fi rst piece of information the application asks for is whether you are a high school student 

enrolled concurrently, an undergraduate student, or a graduate student. What you click on will 

change the amount of information you need to provide. The requirements for receiving the 

scholarship are: being enrolled in a college or university either full time or part time and having 

a GPA of 2.5 or higher. The provided documents help the committee confi rm that you meet 

the requirements.

An undergraduate student is someone working on an associate’s or bachelor’s degree. A graduate 

student is working towards a master’s or doctoral degree. 
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DEGREE INFORMATION

If you select that you are an undergraduate, for example, the above fi elds will appear. The required 

fi elds are for your major, the school you attend, the number of hours you are taking, your GPA, 

grade level, your expected graduation year, month, and semester. This information is also required 

if you apply for a master’s or doctoral degree scholarship. However, the information for the 

concurrent scholarship di� ers, and it is shown below.

For the concurrent scholarship, only your GPA and university name are absolutely necessary to 

enter, University I.D. isn’t required, and your grade level will be automatically entered.



Department of Education Scholarship Guide  6

DEGREE INFORMATION

For the graduate degree scholarship, the image above shows the layout of the required fi elds, they 

are roughly the same as the bachelor’s degree application. Moving forward, the scholarship forms 

are all going to ask for the same information regardless of your grade level.

Below you will fi nd the next page after entering all of the requisite information.

On this page, you can provide information regarding your pre-college education. You may also 

mark whether you are a fi rst-generation college student. It is important to note that if you apply 

for a concurrent scholarship, you will instead provide your expected graduation year.
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SCHOLARSHIP PAYABLE INFORMATION

Moving forward once again, you will be asked how you would like to receive your check. There 

are three options: Make payable to me and the school, Make the scholarship only payable to me, 

and make the scholarship payable to only the school. Making your check payable to yourself and 

the school allows for it to be first endorsed by the student, then applied to your school account. 

Making the scholarship payable to you requires proof of a zero balance with your institution first. 

Make sure that for your zero-balance document, you are submitting a screenshot of your bursar 

account with your school, not a receipt or proof of payment. The document must have your name 

and be for the current semester. A document showing loans or financial aid in an amount greater 

than what you owe the school also counts, as does proof of a GI bill for veterans. Making your 

check payable to your school means that we will send the check directly to the Bursar’s o�ce at 

your institution, where they will then apply the funds to your account. 

Additionally, if you are electing to send your funds to your school instead of yourself, you can 

mark the funds as “Room and Board Only,” meaning that they cannot be applied to tuition 

or other expenses. This could be very beneficial if you already have tuition paid by other 

scholarships, for example. 
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SCHOLARSHIP PAYABLE INFORMATION

Further down the same page, you will see these options.

The full time/part time options determine the amount you receive from the scholarship ($2,000 

for full time, $750 for part time). We provide our student status matrix here to show the most 

commonly accepted number of credit hours to be considered full time by most institutions. If your 

school handles full time and part time status di�erently, please reach out to us so that we can get 

you the correct level of funding.
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REQUIRED DOCUMENTS

After confirming your enrollment status, you must upload a schedule document and a transcript 

document. We prefer PDF documents of your complete, uno�cial transcript to be submitted 

instead of screenshots or screenshots compiled into a PDF document. For your schedule 

document, please upload your o�cial schedule that has your name, courses, and credit hours 

for those courses listed. Any additional documents (like the zero-balance document previously 

mentioned) should also have your name on them somewhere.

If you need help saving your documents as a PDF, please reach out to us. For most browsers, 

hitting “print” will let you change the printer destination to “save as a PDF.” This will capture the 

full webpage and ensure we get all the information we need. 

If there is anything else you would like us to know, or any details about your documents you wish 

to share with us, please leave them in the notes section below the drop boxes for your files.
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RECIPIENT ADDRESS

Of course, to mail your check to you we need either the address of your school or your address 

depending on which option you selected during that part of the application process. 

FERPA CONTACTS

As the scholarship application is wrapping up, it will ask you if you would like to designate any 

FERPA contacts. FERPA contacts are individuals who are authorized to view your educational 

information. These contacts are usually parents, grandparents, caregivers, and spouses. You 

may always edit your list of FERPA contacts, so don’t worry if you need to add someone or 

take someone o�. We won’t be able to talk to someone on the phone about your scholarship 

application unless they are listed as a FERPA contact.
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SUMMARY

After you submit your contact list, this summary of your application will follow. 

If it is not correct, no worries! You can always go back and edit it before you submit. Following this 

summary, there will be several checkboxes to fi ll in regarding terms and conditions.

TERMS AND CONDITIONS

Once you agree to the terms and conditions, you may submit your application. It will then be 

reviewed, and marked as either incomplete, approved, or rejected. You will receive an email when 

any change in status is made to your application. An incomplete application is just missing some 

parts that we check for, like a schedule without credit hours listed, or a transcript that doesn’t have 

your previous semester’s grades. To remedy an incomplete application, just go to the action menu 

on the main scholarship page and click “Upload Additional Scholarship Files.” 
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Approved means that your scholarship met criteria, and a check will soon be sent to either you 

or your school. In other words, Congratulations! You did it! The final marking, though, is rejected. 

This is by far the least common marking and will only happen if you don’t upload the required 

documents before the scholarship deadline, fall below the GPA requirement (after already using a 

semester of probation), or otherwise submit an application that does not meet our criteria.

TIPS AND TRICKS

• If you happen to have an uno�cial transcript that shows your previous semester’s grades 

AND your schedule for the semester you are applying for, then you only need to submit that 

document for both requirements. (Make sure that it has your name, the course’s name, and the 

credit hours listed!)

• The most common reason for a rejected scholarship is not getting the application documents 

in by the deadline, so keep an eye out for our reminder emails and phone calls when the 

deadline gets close!

• If your application is marked incomplete, don’t worry, you can still submit new documents to 

your current application until the deadline, you do not need to re-do the whole application.


